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BCTVYII/ INTRODUCTION

«IHO3eMHa MOBa» € HABYAJIBHOK AWCIHIUIIHOI, MO 3a0e3Me4y€e IMiArOTOBKY

CTYJICHTIB CTyIIEHS «OaKaIaBpy.

Mera kypcey - ¢opmyBaHHS HEOOXiTHOI KOMYHIKATMBHOI CIPOMOKHOCTI Y

cdepax mpodeciitHOro Ta CUTYaTUBHOTO CIUIKYBaHHS B YCHIHM 1 MUCHMOBIH popmax;
BJIOCKOHAJICHHS] BMiHb T4 HaBUYOK YHMTaHHs, Mepekiany, pedepyBaHHs cClieniaabHOl
JiTepatypu 3a (paxom; BHPOOJCHHS HAaBUYOK YWTAHHS Ta pedepyBaHHS HAYKOBOI
iHopmMmarii 3 paxy, BeaeHHs O6eciau 3 podeciiiHOT TeMaTHKHU, 1JIOBOTO JTUCTYBaHHS
Ta poOOTH 3 KOMEPIIMHOIO JOKYMEHTAIIIEIO.

3aBIaHHAMU JUCHUILTIHU «[HO3EeMHA MOBay €:
HAaOyTTSd HAaBUYOK MPAKTHUYHOTO BOJOJIHHSA 1HO3EMHOIO MOBOIO B PI3HUX
BHUJIaX MOBJICHHEBOI  JISUTBHOCTI B 00CS31 TEMaTUKH, 3yMOBJIEHOI
npodeciiiHumMu notpedamu; OAEpKyBaHHA HOBITHBOI (paxoBoi 1H(popmari
yepe3 1HO3EMHI JKEPeNa;
KOPUCTYBaHHS YCHUM MOHOJIOTIYHMM Ta JIQJIOTIYHAM MOBJICHHSM y MEXKax
MoOyTOBOi, CYCHUJIBHO-TIOMITHYHOI, 3araJilbHOGKOHOMIYHOI Ta  (paxoBoi
TEMAaTUKHU;
nepeKaajg 3 1HO3eMHOI MOBHM Ha pIJHY TEKCTIB 3arajlbHOCKOHOMIYHOTO
XapaKTepy;
dbopMyBaHHS OCHOBHUX BMIHb BHUKOPUCTAHHSI 3HaHb HA MPAKTHIIl 1]l 4Yac
BEJICHHA AUIO0BOI Oeciin abo CIUIKYBaHHS IO TeleOHy B IIJIOBUX LUIAX 3
ypaxyBaHHSM KOHKPETHUX YMOB;
03HAMOMJICHHS 3 HaWOJIBIII BIJIOMUMH 3pa3kaMy MOBJICHHEBOI TTOBEIIHKH ITi/T
qyac MpOBEJECHHS JA1IOBUX 300piB, MPE3CHTAIlll Ta MeperoBopiB;
HABYaHHS IMIJITOTOBI JI0 y4YacTi y HAyKOBUX KOH(EpEHINsX, cemiHapax,
nebarax, TOIIO;
O3HAHOMJIEHHSI 3 OCOOJIMBOCTSIMU O(POPMIIEHHS! HAHOIbII B)KUBAHUX MAIEpiB.

VY pe3ynbTaTi BUBUYSHHS HABYAJIbHOI JUCIUTIIIHKA CTY/ICHT MIOBHHEH

3HATH:

JIEKCUKY, TpaMaTHKy, POHETUKY 1 opdorpadito iHO3eMHOI MOBH,
MpaBUJia yCHOTO JUIOBOTO CIIJIKYBaHHS;
OCHOBH1 BUMOTH JI0 KyJIbTYPU MOBJICHHS.

BMIiTH:

KOHCTPYIOBaTH maparpadu ajisg oprasizailii IyMOK B €IUHY IHTEICKTyaJIbHY
CTPYKTYPY,

YUTaTH Ta TEPEKIaJaMH TEKCT 3 MOOyTOBOi Ta MpOQeciiHOT TeMaTHUKH
cepeHbO1 CKJIaIHOCTI,

CHIJIKYBaTUCA 1HO3EMHOIO MOBOIO Ha TMOOYTOBI, CYCHUIbHO-TIOJITUYHI Ta
npodeciiiHi TeMU B MeXaX BUBYEHOI JIEKCHKHU Ta TPAMaTUKH,



® THCaTH KOPOTKI IMOBIJOMJICHHS Ta €C€ 1HO3€MHOI MOBOI JOTPUMYIOYHCH
npasu1 opdorpadii Ta rpaMaTUKH;

® CKJIQJaTd JAUIOBI JTOKYMEHTH Ha 33/1aHy T€MY, JOTPUMYIOUHUCH MIXHAPOJIHHUX
CTaH/IapTiB;

e OJIep)KyBaTH HOBITHIO (DaxoBy 1H(OpMaIlito uepe3 HOBITHI JKepena.

® TPaMOTHO CITIJIKYBAaTHCS B MEXaX YCHOTO MOBJICHHS;

® BECTH MPE3eHTallli 3T1JHO BUMOT J1JIOBOTO MOBJICHHSI.

JlaHi METOIMYHI pEeKOMEHJallli MaroTh 3a METy HaOyTTs CTyJIE€HTaMH HaBHUYOK
YUTATU Ta MEpPEeKIafaTh TeKCTH 3 MOOYyTOBOi Ta MpoQeciiiHOI TeMaTHKU CepeaHbOi
CKJIaJIHOCTI, CIJIKYBaTUCS 1HO36MHOIO MOBOIO Ha MTOOYTOBI1, CYCIUJIBHO-TIOTITUYHI Ta
npogeciiiHi TeMM B MeEXaX BHUBUYEHOI JIEKCUKM Ta IpaMaTUKH, MUCATH KOPOTKI
MOBIJJOMJICHHSI Ta €C€ 1HO3E€MHOI0 MOBOIO JIOTPUMYIOUMCH INpaBuil opdorpadii ta
rpaMaTUKU.

MetoauuHi pekoMeHAalli CKIaJalTbCad 3 TPUHAILATH TeM, IepeadaueHHux
po0OOUOI0 HAaBYAJIBHOKO MTPOrPaMoIo 3 AUCHUILTIHA. KokeH po3aiin MICTUTh BIpaBU Ha
PO3BUTOK YCIX BHUJIIB MOBJICHHEBOI JISJIbHOCTI: ay/lIFOBaHHS, YUTAHHS, TOBOPIHHS Ta
MUCEMHOTO MOBJICHHS, BHUKOHAHHS SKHX CIPHUAE PO3BUTKY KOMYHIKATHBHOI
KOMIIETEHIIIi CTYAEHTIB JPYroro piBHs BUBYEHHS IHO3EMHOI MOBH.



YACTHUHA 1.
3AT'AJIBHI PEKOMEHJIALII IIOAO BUBYEHHA AUCHUAIIJITHA

PART 1.
GENERAL STUDY GUIDE



1. Onuc TucuMmIiHu

HaiimenyBaHHS TOKa3HUKIB

XapaKkTepuCTUKa AUCITUILIIHN

OO0OB'sI3K0Ba (071 cmydenmis cneyianvnocmi "nazea
cneyianonocmi”) / BHOIpKOBA TUCIIUATIIIIHA

O060B’s13K0Ba 1JIS1 CTY/IEHTIB
crneniaabHOCTI 292 «MixkHAPOAHI
€eKOHOMIYHI BITHOCHHN)

CemecTp (ocinniti / secusanuii)

OCiHHIii, BeCHSIHMH

KiJIbKICTh KpEJUTIB 10
3arajabHa KUIBKICTh TOIUH 300
KinpkicTe MOIYJTIB 4
JIex1ii, roquH -
[IpakTryH1 / cCeMIHApChKi, TOJIUH 144
JlabopaTopHi, TOgUH -
CamocriiiHa poO0Ta, TONH 156

TrxHEBUX TOAMH JJIs1 IEHHO1 (DOpMU HABYAHHS:

AyJIUTOPHUX 4

CaMOCTIITHO1 poOOTH CTYJIeHTa 4,3

3 cemecTp - 3aJiK,

Bu koHTpOIIIO
4 cemecCTp - eK3aMeH

2. IlIporpama qucHMILTIHA

Hias — popMmyBaHHS HEOOXITHOI KOMYHIKATUBHOI CIIPOMOKHOCTI y cepax
npo@eciiHOro Ta CUTYaTMBHOIO CIIUJIKYBaHHS B YCHIM 1 MHUCBMOBIN (opmax;
BJIOCKOHAJICHHS BMiHb Ta HaBHUYOK YWTaHHS, MMEepeKany, pedepyBaHHs CIEMiaIbHOT
miTepaTypu 3a ¢GaxoM; BHPOOJICHHS HABUYOK YUTaHHS Ta pedepyBaHHA HAYyKOBOI
iHdopmarti 3 axy, BeaeHHs Oeciay 3 MpoQeciiHOT TEMAaTUKH, A1JIOBOTO JINCTYBAaHHS
Ta poOOTH 3 KOMEPIIIIHHOIO JOKYMEHTAIII€IO.

3aBaaHHs: HAOYTTS HABUYOK MPAKTUYHOTO BOJIOJIHHS 1HO3EMHOIO MOBOIO B
pI3HUX BHJaX MOBJICHHEBOI JISUTBHOCTI B 00CsA31 TEMaTHUKH, 3YMOBIICHOI
npodeciiiHuMu ToTpedaMu; OJAepKyBaHHS HOBITHBOI (haxoBoi iH(opMalii uepes
1HO3EeMHI JpKepena;

KOPUCTYBaHHS YCHUM MOHOJIOTIYHUM Ta JiaJOTiYHUM MOBIICHHSM y MeEKax
MoOYyTOBO1, CYCMUIBHO-TIOJITUYHO1, 3araJlbHOEKOHOMIYHOI Ta JaXOBOT TEMATUKU;

nepekiajg 3 1HO3eMHOI MOBHM Ha pIJHY TEKCTIB 3araJlbHOEKOHOMIYHOTO
XapaKkTepy;

dbopMyBaHHS OCHOBHMX BMiHb BHUKOPHUCTAHHS 3HAaHb Ha MPaKTHUIl T Yac
BEJICHHS JUJI0OBOT Oeciiu ab0 CHOUIKyBaHHS 10 TeleoHy B AUIOBUX IIIAX 3
ypaxyBaHHSAM KOHKPETHUX YMOB;

03HAMOMJICHHS 3 HaWOLIbII BIZOMHUMH 3pa3KaMH MOBJICHHEBOI MOBEIIHKH ITiJT
9ac MpOBEICHHS J1I0BUX 300piB, Mpe3eHTAIlill Ta MePEeroBOPIB;

HAaBYaHHS TIJATOTOBI JO Y4YacTi y HAyKOBUX KOH(EPEHINsX, CeMiHapax,
nebaTax, TOLLO;

O3HAHOMJICHHSI 3 0COOJIMBOCTSIMH O(DOPMIICHHS HAOUIbIN B)KUBAHUX TATIEPiB.



IIpeamert: iHO3eMHa (aHTJIIHChKA) MOBA.

3MicT IMCHUIIIHA PO3KPUBAETHCS B TEMAaX:
Tewma 19. Kap’epa.

Tewma 20. Po6oTa B koMIIaHii.

Tema 21. [Ipodeciiina AisIbHICTD Ta BUPIIIEHHS TOTOYHUX MPOOIIEM.
Tema 22. KopniopatuBHae 103BIIIIA.

Tema 23. [lignpueMHUIBKA AISUTBHICTb.

Tema 24. IlnanyBaHHs.

Tema 25. MeHEKMEHT.

Tema 26. bi3Hec-koMyHiKaIrisl.

Tema 27. BnamtyBaHHs Ha poOOTY.

Tema 28. bizHec KopecroHIeHITis.

Tema 29. Komrmasii.

Tema 30. IIpe3eHTariiss mpoayKIiii.

3. CTpyKTypa IMCHHUILIIHA

KinbkicTh ronux
Ha3Bu 3MicTOBUX MOAYJIB 1 TEM VY Tomy uucni
yChOTO
hi§ m/c a0 cpe
1 2 3 4 5 6
Moayasb 3
3microBuii MoayJb 5: IIoHATTS nNpo No0y10BYy Kap’€pH Y KOMIAHIl Ta KOPIIOPATUBHY €THKY
Tema 19. Kap’epa 17 8 9
Tema 20. PoboTa B kommaHii 20 10 10
TeI\/{a 21. IlpodeciitHa AisUIBHICTH TA 20 10 10
BUPINIEHHSI TOTOYHUX MTPOOIIEM
Tema 22. KopriopaTuBHe 103BUILIIS 18 10 8
Pa3om 3a 3MicTOBHM MojayJieM 5 75 38 37
3micToBuii MoayJib 6: IIOHATTS NP0 MiANPHEMHHIIBKY JiSVIBHICTD
Tewma 23. IlignpuemMHuUIBKA AiSUTBHICTD 28 14 14
Tema 24. [InanyBaHHs 24 12 12
Tema 25. MeHeKMEHT 23 11 12
Pa3om 3a 3micToBUM MojayJieM 6 75 37 38
Moayas 4
3micToBuii Moay.ab 7: JlitoBe cijIkKyBaHHA
Tewma 26. Biznec koMyHiKais 22 8 14
Tema 27. BnamtyBanHst Ha poOoTy 32 14 18
Tema 28. BizHec KopecnoHIeHITIs 36 16 20
Pa3om 3a 3micToBUM MoayJiem 7 90 38 52
3micToBuii MoayJib 8: IIoHATTS PO 001K i aHAJII3 rocNoJAPCHKOI AislJIbHOCTI
Tema 29. Komnanii 30 16 14
Tema 30. [Tpe3enranist npoaykuii 30 15 15
Pa3om 3a 3micToBuM Moayaem 8 60 31 29
Ycboro rotuH 300 144 156




4. Temu ceMiHAPCHKUX/TIPAKTUYHUX/JIA00PATOPHUX 3AHATH

10

No KinpkicTb
Bun ta Tema 3aHATTS

3/m TOJIUH

56 [IpakTuuHe 3aHATTS 5
Bunu pisutbHOCTI y pi3HEX chepax Oi3Hecy.

57 [IpakTuuHe 3aHATTS 5
EdexTuBHI nIUIIXH U1 Kap €PHOTO POCTY.

58 [IpakTuuHe 3aHATTS 5
ComianbpHi Mepexi Ta iX BIUIMB Ha Kap epy. Present Tenses.

59 [IpakTuuHe 3aHATTS 2
[IpaueBnamryBaHHs 3akopAoHOM. Present Tenses.
[IpakTuuHe 3aHATTS

60 . 2
Bunu xomnaniii. Present Tenses.
[IpakTuuHe 3aHATTS

61 . . 4
YMoBH ycnimHocTi Komnadii. Present Tenses.

62 [IpakTruHe 3aHATTS 4
[IpeseHTarriss KoMIaHii.

63 [IpakTruHe 3aHATTS 5
JlinoBa Hapana.

64 [IpakTruHe 3aHATTS 5
Buecenns npomo3swuiiiit Ta ineii. Past Tenses.
[IpakTruHe 3aHATTS

65 . 2
Buctyn na napani. Past Tenses.
[IpakTruHe 3aHATTS

66 . .\ 2
Yyacte B 00roBopeHH1 npono3uiliii Ta npobiem. Past Tenses.

67 [IpakTruHe 3aHATTS 2
CrpecoBi cuTyarii Ha po604oMy MiCIli Ta NUISIXH iX MOJO0TAHHS.

68 [IpakTruHe 3aHATTS 2
Bunu possar ans ainoBux naptHepis. Past Tenses.

69 [TpakTu4He 3aHATTS 4
Kopnioparusni 3axoau.
[TpakTH4He 3aHATTS

70 . . - 2
JinoBwuit 0011

71 [TpakTu4He 3aHATTS 2
IToxix B pecTopaH.

79 [TpakT4HEe 3aHATTS 5
YMOBH novatky niAnprueMHUIBKOI AisuIbHOCTI. Future Tenses.
[TpakT4HEe 3aHATTS

73 ExoHOMIYHI TEpMIHHU 10 BUKOPUCTOBYIOTHCS B M1 AMTPUEMHUIIBKII 4
JistabHOCTI.
[IpakTruHe 3aHATTS

74 Po6ora 3 uudpamu apobu gecsaTkoBi ApoOM MpoleHTH Bamotu. Future 4
Tenses.
[TpakTu4HE 3aHATTS

75 6
MeTtonu uianyBanHs. Future Tenses.
[IpakTruHe 3aHATTS

76 . 4
BaxuuBicTh nianyBaHHs. Future Tenses.
[IpakTruHe 3aHATTS

77 [lepepuBaHHs BUCTYIY Ha Hapasi. 2
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[IpakTruHe 3aHATTS

8 Bunu fisubHOCTI KepiBHHUKA MiANPUEMCTBA.
79 [IpakTruHe 3aHATTS _ .
Ynpasninusa nepcoraioMm. Passive Voice.
80 [IpakTruHe 3aHATTS ' _
SkocTi rapHOTO Ta MOTaHOTO KepiBHUKa. Passive Voice.
81 [IpakTnune SaHATTA ' ' ‘
KynpTypa cnuyikyBaHHsl MIX IpalliBHUKaMU I1JIPHEMCTBA.
82 [IpakTruHe 3aHATTS _ _
[Tononanus koHQUIKTHUX cuTyallii. Passive Voice.
[IpakTruHe 3aHATTS
83 . . .
3naiiomctBo. Passive Voice.
84 [IpakTruHe 3aHATTS
BpoHroBaHHS roTENI0 Ta KBUTKIB.
85 [IpakTruHe 3aHATTS
Oco01MBOCTI HATUCAHHS 3aIPOIICHbD.
86 HpaKTI/I‘lH.e 3aHATTS
ETuker cnuikyBanns no renedony. Henpsima moBa.
87 [IpakTuune 3aHATTA
JlokymenTanis npanesnamrysanss. Henpsima mosa.
[IpakTuuHe 3aHATTS
88
Tunu pesrome Ta CV. Henpsima MoBa.
89 [IpakTuuHe 3aHATTS
HanucanHs cynpoBoaKyBajIbHOIO JIMCTA.
90 [IpakTuuHe 3aHATTS
Po6ota 3 pexiiaMHUMU 00’ IBaMU.
91 [IpakTuuHe 3aHATTS
CmiB6ecina. Henpsima moBa.
92 [IpakTuune 3aHATTS '
[lepexiiay 1UUIOBUX KOHTPAKTIB.
93 HpaKTH'qu 3aHATTS ‘
Tunu 1110BO1 KOPECOHACHI.
94 HpaKTI/I‘{He.SaHSI‘TTSI
EnexTpoHH1 NOB1IOMJIEHHS.
[IpakTryHe 3aHATTS
95
dakcu.
9% [IpakTruHe 3aHATTS
Tunu gia0BUX JIUCTIB.
97 [IpakTruHe 3aHATTS
dopmart cKJIaJ0BI NepeKIajl JIGKCUKU Ta KOHCTPYKIIIH A1JIOBOTO JIUCTA.
98 [IpakTruHe 3aHATTS
Hanucanus IiJIOBUX JIUCTIB.
99 [IpakTruHe 3aHATTS
Icropist kommanii.Conditionals.
100 [IpakTuuHe 3aHATTS
Buau Bnacuocti. Conditionals.
101 [IpakTuune 3aHATTS N
Ctpykrypa kommaniii. Conditionals.
[IpakTuuHe 3aHATTS
102 | HisutenicTh kommawiid. Conditionals.
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103 [IpakTuune 3AHATTA 5
Tunu npe3eHTarii.

104 [IpakTruHe 3aHATTS . 2
CTpyKTypa Ta MOBa IIPE3EHTALIi.

105 HpaKTHq‘He 3aHATTS ‘ 2
ETtanu miaroroBku Ta npoBeAEHHS NPE3EHTaLl.

106 [IpakTruHe 3aHATTS ‘ ' 2
BuxopucTtanss TexHi4HUX 3ac001B Ta HAOYHOCTEH.

107 IIpakTrune SAHATTA ' 4
Meroarka OIiHIOBaHHS IPE3EHTaLl].

108 [IpakTruHe 3aHATTS ‘ 3
[IpoBeneHHs npe3eHTalii.

Bceboro 144

5. InauBiayanbHi 3aBIaHHSA

1. Ornsan nepioguyHOi Ta MOHOTpadiuHOI HAYKOBOT JIITEPATYpPH.

2. IlinrotoBka pedeparis, 10NOBIACH 32 00PAHOIO TEMOIO.
3. IIpoekTHa pobora.

4. TIligrotoBka Te3 JOIOBiOEd 3

METOK BHUCTYIy Ha YHIBEPCUTETCHKHX,

BCEYKPAiHChKMX Ta MIXKHAPOJHHUX CEMIHApaX Ta KOH(PEPEHIIIsX.

6. O0csirm, 3MicT Ta 3ac00M TiIarHOCTUKH CAMOCTIiHOI podoTH

Kinekicts
TOJUH
CaMOCTIH-
HOL
poboTH

Tema 3MICT CaMOCTIHHOT pOOOTH

3aco0u qiarHOCTHKHA

Mony.b 3

3microBuii MoayJib 5. IloHATTS PO MOOYAOBY Kap’€py y KOMIAHIl Ta KOPNOPATUBHY €THUKY

1. Bukonanss 3aBianb Ta Brpas Unit 19. 1. ®poHTanbHE Ta
2. BuBYEHHS JIeKCHUHMX OJMHMLbL Ta | IHAUBIAyalbHE OMUTYBAaHHS.
rpaMaTUYHUX  TpaBWwi,  mepeadaueHux | 2. BUKOHaHHS MOTOYHUX
Kap’epa 9 TEMOKO. TECTOBUX 3aBJaHb.
3. Pobora 31 cinoBHuMKamu, rpamatuuHuMu | 3. Hamucanus
JIOBIJTHUKaMH, IHTEPHET-PECYPCAMU. CJIOBHUKOBOT'O JIUKTAHTY.
4. YUnTaHHs Ta IepeKiIaj TEKCTIB.
1. Bukonanss 3aBnasb ta Brpas Unit 20. 1. ®poHTanbHE Ta
2. BuBYEHHS IIeKCHYHHMX OJWMHHIIL Ta | IHAWBIAyalbHE OMUTYBAHHS.
Po6oTa B rpaMaTMYHUX  OpaBWwi,  rependaueHux | 2. BUKOHaHHS MOTOYHUX
COMIAHiT 10 TEMOIO. ' TECTOBUX 3aB/IaHb.
3. PoGota 3i cnoBHukamu, rpamatuuHumu | 3. HarmicanHs
JIOBIJTHUKAaMH, IHTEPHET-PECYPCaMH. CIIOBHUKOBOT'O IMKTAHTY.
4. YntaHHs Ta epeKyIaj] TEKCTIB.
[Tpodeciiina 1. BukonanHs 3aBnasb Ta Bripas Unit 21. 1. ®poHTanbHE Ta
I[iﬂJ'IL.HiCTB Ta 10 2. BuBYEHHS JIEKCHYHMX OJWMHMIL Ta | IHAUBIAyalbHE OMUTYBAHHS.
BUPIMICHHS rpaMaTHYHUX  TpaBWi,  rependadeHux | 2. BUKOHaHHS MTOTOYHIX
MOTOYHUX TEMOIO. TECTOBUX 3aB/IaHb.
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npobiem 3. PoGora 31 crmoBHHMKamu, rpamatuaaumu | 3. Hammcanns
JIOBIJTHUKaMH, IHTEPHET-PECYPCAMHU. CJIOBHUKOBOT'O JIUKTAHTY.
4. YnraHHs Ta IEPEKJIA TCKCTIB.
1. BukonanHs 3aBnanp Ta Bipas Unit 22. 1. ®poHTaANBHE TA
2. BuBYEHHs JEKCHUHHMX OJMHHIL Ta | IHIUBITyabHE ONUTYBAHHS.
rpaMaTMYHUX  T[paBWwi, TmependadeHuX | 2. BUKOHAHHS MOTOYHUX Ta
Kopnoparusue 8 TEMOIO. MOAYJIBHUX TECTOBHX
JIO3BLILIS 3. PoGoTta 3i CclOBHMKAaMH, TpaMaTUYHUMH | 3aB/IaHb.
JIOBITHUKaMH, IHTEPHET-PECYpCaMH. 3. Harucanus
4. YUnTaHHs Ta epeKiaj TEKCTiB. CIIOBHHKOBOT'O JIUKTAHTY.
5. BukoHaHHS 1HAMBIyaIbHOTO 3aBIaHHA. | 4. 3aXHCT IPOEKTIB.
Pazom
3MicTOBHIl 37
MOAYJIb O
3micToBuii Moay.ib 6. [IOHATTS NPO MiANPHEMHUUBKY AiAIbHICTH
1. Bukonanss 3aBnanb Ta Brpas Unit 23. 1. ®poHTanbHE Ta
2. BuBUYEGHHS JIEKCMYHUX OJMHUIL Ta | IHAMBIAYyaJbHE OMUTYBAHHS.
[Tignpuem- rpaMaTMYHUX  [paBWwi, TepeadadcHuX | 2. BUKOHaHHS MOTOYHUX
HUIIbKA 14 TEMOIO. TECTOBHX 3aB/IaHb.
JISIIBHICTD 3. PobGora 3i cinoBHuKamwu, rpamaruaHuMu | 3. Harmicanus
JIOBITHUKaMH, IHTEPHET-PECYpCaMH. CIIOBHMKOBOT'O JTUKTAHTY.
4. YuraHHs Ta IEPEKIIa] TEKCTIB.
1. Bukonanns 3aBaanb Ta Brpas Unit 24. 1. ®ponTanbHe Ta
2. BuBYEHHS JIEKCMYHHMX OJIMHHIL Ta | IHIUBITyaIbHE ONUTYBAHHS.
rpaMaTUYHUX  [paBWi, nepeadauveHux | 2. BUKOHaHHS MOTOYHUX
[TnanyBanHs 12 TEMOIO. TECTOBHX 3aB/IaHb.
3. Pobora 3i crnoBHukamu, rpamatuuHuMu | 3. Hanucanus
JIOBIJTHUKAaMH, IHTEPHET-PECypCaMH. CIIOBHUKOBOT'O IMKTAHTY.
4. UnTaHHs Ta mepekiaj TEKCTiB.
1. BukonanHs 3aBianb Ta Bripas Unit 25. 1. ®poHTanbHE Ta
2. BuBYeHHs JEKCHUHHMX OJWHMIL Ta | IHIUBITyalbHE OMUTYBAHHS.
rpaMaTHIHUX  T[paBWi, TepenadadeHuX | 2. BUKOHAHHS MOTOYHUX Ta
MeHeRMEHT 12 TEMOIO. ' MOAYJIBHUX TECTOBHUX
3. Pobota 31 CIOBHMKaMH, TpaMaTUYHUMH | 3aBJaHb.
JIOBITHUKaMH, IHTEPHET-PECYpCaMH. 3. Hartucanus
4. UnTaHHs Ta IepeKIaj TEKCTiB. CJIOBHMKOBOT'O JIUKTAHTY.
5. BukoHaHHS iHIUBITyaIbHOTO 3aBIaHHs. | 4. 3aXUCT MPOEKTIB.
Pazom
3MicTOBHMIt 38
MoayJab 6
Monyab 4
3micToBuii MmoayJsb 7. JlinoBe cnijikyBaHHsA
1. BukonanHs 3aBiasb Ta Bripas Unit 26. 1. ®poHTabHE Ta
2. BuBYeHHs JEKCHYHHMX OJMHHIL Ta | IHIUBITyalbHE OMUTYBAHHS.
Bistec- rpaMaTHIHUX  TpaBWiI,  TependaueHuX | 2. BUKOHAHHS TOTOYHUX
) . 14 TEMOIO. TECTOBUX 3aBJaHb.
KOMYHIKaITis

3. Pobora 31 CIOBHMKaMH, TpaMaTUYHUMU
JIOBIJTHUKaMH, IHTEPHET-PECYPCaAMHU.
4. YUntaHHs Ta IepeKiaj TEKCTIB.

3. Hammmcaunas
CIIOBHUKOBOT'O TUKTAHTY.
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1. BukonanHs 3aBnanp Ta Brpas Unit 27. 1. ®poHTanbHE TA
2. BuB4YeHHsS JEKCHYHHMX OJMHHIL Ta | IHIWBITyabHE ONUTYBAHHS.
rpaMaTUYHUX  TpaBWwi,  nependaueHux | 2. BukoHaHHS MOTOYHKX
BrnamryBanus 18 TEMOIO. TECTOBUX 3aB/IaHb.
Ha poOoTy 3. PoGora 31 crmoBHHMKamH, rpamatuaHumu | 3. Hammcanus
JIOBIJTHUKaMH, IHTEPHET-PECYPCAMHU. CJIOBHUKOBOTI'O JIUKTAHTY.
4. YuraHHs Ta IEPEKIIaI TEKCTIB. 4. 3aXUCT IPOCKTIB.
5. BUKOHaHHS 1HMBITyaJIbHOTO 3aB/IaHHSL.
1. BukonanHs 3aBnanp Ta Bipas Unit 28. 1. ®poHTaANBHE TA
2. BuBYEHHs JEKCMYHHMX OJMHHIL Ta | IHIUBITyaIbHE ONUTYBAHHS.
Bistec rpaMaTHYHUX  [paBWwi,  nependadeHux | 2. BUKOHaHHS MOTOYHUX Ta
TEMOIO. MOJYJIGHHX TECTOBHX
KOPECIOH/ICH- 20 .
s 3. 3060Ta 31 CJIOBHMKAMH, IPAMATHIHHMH | 3aBIIAH.
JIOBIJTHUKaMH, IHTEPHET-PECYPCAMHU. 3. Hanmcanns
4. YnTaHHs Ta nepekiaj TEKCTiB. CJIOBHHKOBOT'O JUKTAHTY.
5. BUKOHaHHS IHIMBITyaIbHOTO 3aBIaHHs. | 4. 3aXUCT MPOEKTIB.
Pazom
3MiCTOBHIA 52
MOayJib /

3micToBuii MoayJib 8. IloHsATTA PO 001K i aHAJII3 rOCIOAAPCHKOI AiAIbHOCTI

1. Bukonanns 3aBanp Ta Bipas Unit 29.
2. BuBYeHHS JEKCHMYHMX OJWHMIL Ta

1. ®poHTanbHe Ta
THIMBITyaJTbHE OIUTYBAHHSI.

rpaMaTMYHUX  OpaBWwi,  MependaveHux | 2. BUKOHaHHS MOTOYHUX
Kommaii 14 TEMOIO. ‘ TECTOBUX 3aB/IaHb.
3. PoGota 31 cnoBHuKamu, rpamMatuuHumu | 3. HarmicanHs
JIOBIJTHUKaMH, IHTEPHET-PECYPCaAMHU. CJIOBHMKOBOTI'O JUKTaHTY.
4. YuraHHS Ta IEpEKIIaj] TEKCTIB. 4. 3aXuCT MPOEKTIB.
5. BukoHaHHS 1HIUBITyaJIbHOTO 3aBJIaHHSI.
1. Bukonanns 3aBnanb Ta Brpas Unit 30. 1. ®poHTanbHE Ta
2. BuBYEHHs JEKCMUHMX OJMHMLL Ta | IHIUBITyaJbHE ONUTYBAHHS.
rpaMaTMYHUX  MOpaBWwi,  rependaveHux | 2. BUkoHaHHS MOTOYHUX Ta
[Ipesenraris 15 TEMOIO. MOJYJBHHUX TECTOBUX
HPOAYKIIT 3. PoGoTta 31 cloBHMKaMH, TpaMaTUYHUMH | 3aB/IaHb.
JIOBIJTHUKAaMHU, IHTEPHET-PECYpPCaMH. 3. Harmucannst
4. YuraHHs Ta epeKIaj] TEKCTIB. CJIOBHUKOBOT'O IUKTAHTY.
5. BukoHaHHS 1HAMBIYJILHOTO 3aBIaHHA. | 4. 3aXUCT MPOEKTIB.
Pazom
3MicToBHIA 29
MoayJb 8
Bceboro 156

7. Matpuus 3B’A3KY Mi JUCHHUILTIHOKW/ 3MICTOBUM MOAYJIeM, pe3yJdbTaTaMu

HAaBYAHHA TAa KOMIIECTCHTHOCTAMHU

KomMmmnerentHocTi
PesynbpTatu HaBYaHHS 3aranabHi [TpenMeTHo-crieIianbHi
112 ,3|4]|5]|6 1 2 3 4 5 6
1. 3HaHHA JEKCUYHHUX OIUHHUIIb Ta
IrpaMaTUYHUX KOHCTPYKIIA TeM, + + +
nepeadaueHuX MPOrpaMMoIo.
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2. BMiHHA ynTaTH Ta MepeKiIaiaTu
TEKCTU HA 3aJaHy TEMY.

3. Bonoainus JIEKCHYHUM
3aI1acom, HEOOX1IHUM TUTS
BUCJIOBJICHHSI BJIACHHUX JYMOK Ta
pPO3yMiHHSI 1HIIOMOBHOI MOBH B
MEKax 3a7aH0l TEMHU.

4, Booaigus 0a30B0I0
TEPMIHOJIOTIEI0 €KOHOMIYHOT
rajxy3i aHTJI1HChKOI MOBOIO.

5. BMminHs pobutu mpeseHTamii
AHIIIIHCHKOIO MOBOIO.

6. Bminus BectH mnpodeciinuit
JaJIor 3 KOJUIEraMH.

7. 3HaHHA HAUOUIBII BIiJOMHX
3pa3KiB MOBJICHHEBOI ITOBEIIIHKH
MmiJ] dYac TMPOBEICHHS JIIOBUX
300piB, MpEe3eHTallii Ta
IEPETOBOPIB.

8. Bwminns odopMITIOBaTH
HaOLIpI ~ BXKHMBaHI  TaNepu
€KOHOMIYHO] ramysi.

8. ®opMu HaBYAHHSH

[IpakTryH1 3aHATTA, CAMOCTIHA poOOTa (MArOTOBKA MpE3EHTalliil, pedeparis,

CaMOCTIITHO  OIpaItOBaHHS
JTEPATYpH).

3aJrik, eK3aMeH.

JIOJAaTKOBUX IIATaHb

9. MeToau OiHIOBAHHSA

10. Po3noain 6aJiB, AKi OTPUMYIOTh CTYACHTH

3a HaBEJCHUM TEPEIIKOM

BignoBigHo mo cucremu oniHioBaHHSA 3HaHb cTyneHTIiB JIoHHYET piBenb
c(hOpMOBAHOCTI KOMIIETEHTHOCTEH CTYACHTAa OIHIOETHCA Y BHUMAJAKY MPOBEICHHS
eK3aMeHy: BHpoAoBk cemectpy (50 OamiB) Ta mnpu MPOBEACHI IMMiJICYMKOBOIO
KOHTPOJTIO - ek3ameny (50 6amiB).

VY BuUManKy 3aliKy NIl BUCTABJICHHS MiJICYMKOBOI OIlIHKM BH3HAYAETHCA CyMa

0aiB, OTPUMaHMX 3a Pe3yJbTaTaMH CKJIAJaHHs 3MICTOBUX MOJYJIIB.

OuiHIOBaHHS POTATOM CEMeCTpy

No e Bunx pobotu/6anm
- . Komymnika- BukonanHs [HnuBi-
IIPAKTUYHOTO Tecrosi . Cyma
THUBHI npaktuyHux | ayansHe | [IMK .
3aHSTTS 3aBJaHHs Oaiis
3aBJJaHHS | 3aBJaHb TEMH | 3aBJaHHSI
Mopyns 3

3MICTOBUN MOAYJIH S
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Tema 56

Tema 57

Tema 58

Tema 59

Tema 60

Tema 61

Tema 62

Tema 63

Tema 64

Tema 65

Tema 66

Tema 67

Tema 68

Tema 69

Tema 70

RINR(RR R IRRINN R R (R k|-

Tema 71

AROWRFRIOIININFP|IFRPIOWRFRIOIINN| -

Pa3om 3a
3MICTOBUM
MOJYJIEM O

16

6

18

10

a1
(S}

3MicTOBUI MOJTYIb 6

Tema 72

3

Tema 73

1

Tema 74

Tema 75

Tema 76

Tema 77

Tema 78

Tema 79

Tema 80

Tema 81

Tema 82

RRrRr Rk RPr R Wi -

QORI IFRPIOIINWOIN W

Pa3omMm 3a
3MICTOBUM
MoJ1ysieM 6

12

[EEN
(2]

10

Paszom

100

Monyns 4

3MiCTOBUN MOAYIH /

Tema 83

0,5

0,5

Tema 84

0,5

0,5

Tema 85

0,5

0,5

Tema 86

0,5

2,5

Tema 87

0,5

0,5

Tema 88

1

Tema 89

0,5

0,5

Tema 90

0,5

3,5

Tema 91

1

Tema 92

0,5

0,5

Tema 93

0,5

0,5

Tema 94

0,5

0,5

Tema 95

0,5

0,5
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Tema 96 0,5 0,5 1
Tema 97 0,5 2 2,5
Tema 98 2 0,5 2,5
PazomMm 3a
3MICTOBHM 6 2 9 5 5 27
Moaysem 7

3micToBHIA MOTYIH 8
Tema 99 1 1
Tema 100 0,5 0,5 1
Tema 101 1 3 4
Tema 102 2 1 3
Tema 103 0,5 0,5
Tema 104 0,5 0,5
Tema 105 0,5 0,5
Tema 106 0,5 0,5
Tema 107 0,5 0,5
Tema 108 2 0,5 1 3 75
Pa3om 3a
3MICTOBUM 4 1 7 6 5 23
Moj1yneM 8
Pazom 50

OuiHIOBaHHS CTY/ICHTIB PH NMPOBEIeHHI eK3aMeHY 3 BUKOPUCTAHHAM
koMmI’r0TepHoi mporpamu «MyTestXPro»

O1iHKa Ha MiJICYMKOBOMY KOHTPOJI CKJIAJIA€ThCS 3 OLIHKU 3a TecTyBaHHs (0-
50 6aniB). Tect cknagaeTbes 13 50 TecToBUX nMUTaHb. OILIHIOBAHHS TECTOBUX 3aBJaHb
(50 tectroBux 3aBnaHb mo 1 Oamy) IpOBOAUTHCA HA OCHOBI 1H(pOpMAIi, SIKY HaJaae
KOMIT'IOTE€p 3a pe3yjbTaTaMH TECTyBaHHS (KUIbKICTh NPaBUJIBHUX BIAMOBIIEH).
[IpaBunpHa BIJMOBIIb HA OJHE TECTOBE 3aBAAHHS OLIHIOETHCSA B oAMH Oan. HaOpani
OaJiy 3a MpaBUJIbHI BIAMOB1/II CYMYIOThCS.

3arajibHe OUiHIOBAHHSA Pe3yJbTATiB BUBUEHHS TUCHUTLIIHA

Jlns  BUCTaBIEHHS TIJCYMKOBOI OIlIHKM BH3HAYa€ThCs CcyMa Oalis,
OTPUMAaHUX 3a pe3yJbTaTaMU €K3aMEHY Ta 3a pe3yJbTaTaMu CKJIaJIaHHS 3MICTOBHUX
MoayaiB. OIiHIOBaHHS 3IIMCHIOETBCS 3a JOTOMOIOI IIKajdd OIIHIOBAaHHS
3arajibHUX pe3yJIbTaTiB BUBUCHHS TUCHHUILTIHU (MOIYJIIIO).

Ouinka
100-0aibpHa HIKAJIA MIxana ECTS HauionaabHa mikaJja
90-100 A 5, «BIAMIHHO)
80-59 B 4, «1o00pe»
75-79 C ’
70-74 D 3, «3aJ0BJILHOY
60-69 E ’
35-59 FX 2, «HE3a0BIIHHOY
0-34 F ’
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11. MetoanuHe 3a0e3neyeHH

1. MeToanyHi BKa3iBKH 3 BUBUYEHHS JUCLUILIIHH.

2. TecTOBI 3aBAAHHA JUIS IEPEBIPKU 3HAHB CTY/ICHTIB.

3. 30ipHUK TpaMaTHYHUX BIPAB.

4. InnuBinyanbHi 3aBIaHHS.

5. HaBuanbHa Ta HaykoBa JiTepaTypa, HOpMaTHBHI JJOKYMEHTH.

12. PexomenaoBaHa Jiitepatrypa

ba3oBa

Ocranieako C. A. Business English. HaBuampHuii MOCIOHMK MJIS CTYJCHTIB
eKOHOMIYHHUX crerianbHocTelt / CBiTiiana AnatoniiBHa Octanenko. — Kpusnii
Pir : JIonHVYET, 2015. — 246 c.

Ocranenko C. A. English for Economists. 30ipHuk 3aBnaHb 10 TPAKTUYHUX
3aHATH 3 JucuuIUiiH  «[HOo3emHa (aHrilickka) MoBa» Il CTYJICHTIB
CHEIllabHOCTI Il CTYJEHTIB chemiaibHocTed  6.030503 «MixHapoaHa
ekoHoMika», 6.030504 «Exonomika migmpuemctBay / CBiTiiaHa AHaTOJI1iBHA
Ocranenko. — Kpuswii Pir : JonHVYET, 2015. - 118 c.

Ocranenko C. A. English for Economists. 30ipHUK TECTOBHX 3aBIaHb 3
auctuIUIiHg  «lHo3eMHa (aHIUmiiichbka) MOBa» JJisl CTYJIEHTIB CHEIialbHOCTEN
6.030503 «MixHapoaHa exkoHomikay, 6.030504 «ExoHoMika miampueMcTBa» /
Ceitiiana AnaromiiBaa Ocranenko. — Kpusuii Pir : JIonHVYET, 2016. — 40 c.
Ocranenko C. A. Guide to Economics. Ilpaktukym 3 nucuuriinu «IHo3emHa
(a"rmifickka) MoBa MpoQEeCIHHOrO CHPSMYBaHHS» JUIsl CTYJEHTIB HAIpsMIB
nigrotoku  6.030503 «MixuapoaHa exoHomikay, 6.030504 «ExoHoMika
nignpuemcTtBay / CBiTnana AnatoniiBHa Octanenko. — Kpuswuii Pir : JIonHVYET,
2016. - 152 c.

Ocranenko C. A. Guide to Economics. 30ipHHK T€CTOBHUX 3aB/IaHb 3 TUCIUILIIHU
«IlHozemHa (aHrmiiiickka) MoBa MpPOGECIHHOTO CIPSIMYBaHHS [JISl CTYJICHTIB
HampsimiB - miarotoBku  6.030503  «MixHaponHa ~exoHomikay, 6.030504
«Exonomika mignpuemcTtBay / Cpitnana AnaroniiBHa Octanenko. — Kpusuit
Pir : lIonHVYET, 2016. — 87 c.

Ocranenko C. A., lllymimina I. I1. 36ipHUK rpaMaTUYHUX BIIPaB 3 TUCIUILIIIHU
«IHo3emHa (aHTINIChKA) MOBa» IS CTYJICHTIB €KOHOMIYHUX CIEIIaIbHOCTEHN /
C. A. Ocranenko, I. I1. lllyminina. — Kpusnii Pir : JJonHYET, 2016. — 148 c.
Economics Nowadays [Tekcr]| : maBu. moci6. st crya. Exon. Cner. 3aowu.
®opma HaBuaHHd / M-Bo ocBITMU 1 Hayku Ykpainu, [oHen. 18Hra. YH-T
ekoHoMikH 1 Toprisii iM. M. Tyran-bapanoscekoro, Kag. Inozem. Mos. ; @. A.
Moiceesa, O. JI. Bypnakosa, O. 1. I'apunina. — J{onensk : [[JlonHYET], 2009. —
296 c.
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I'omubiHCKUI 1O. ['pammaTuka. COopHuK yIOpaKHEHU N
/ YO. Tomuuprackuii. — Cankt-IletepOypr : KAPO, 2014. — 476 c.

Hynxuna I'. A. 1 ap. Y4eOHUK aHTIMIICKOTO SI3bIKA 7Sl JIEJIOBOTO OOIIeHus /
I'. A. Aynkuna. — M. : Asepc, 2000. — 150 c.

Kauanosa K., I3paitnesud E. E. Ilpaktuuna rpamaTuka aHTJIidChbKOI MOBU 2-yX
T. / K. Kauanoga, E. I3paitneBuu. — Kuis, 2006. — 390 c.

KpemoBa W.II. TI'pammarnka COBPEMEHHOTO  QHIJIMHACKOTO  si3bIka [
. I1. KpsutoBa. — M. : IIpocsemenne, 2000. —472 c.

Tyuuna H. B., Mepkynosa T. K., Ky3smina B. C. Read and Speak English with
Pleasure / H. B. Tyuuna, T. K. Mepkynosa, B. C. Ky3smina. — Xapkis : CII1/]
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Unit 19 Careers
‘Many people quit looking for work when they find a job’
Steven Wright, US comedian
I. Topical Vocabulary

1 | career Kap’epa

2 | company KOMITaHist

3 | services OCITYTH

4 | clients/ consumers/ customers KIII€EHTH, CIIOKHBa4i, 3aMOBHHKH,
TTOKYTIITI

5 | employee CITY’KOOBEIIb, MPAI[IBHUK, POOITHUK

6 | employer HaliMa4d, poO0TOaBeIIb

7 | products/ things/ goods TOBapH, BUPOOH, TPOTYKITist

8 | work for IpaloBaTH HA

9 | work for one company IPAIIOBATH HA OJTHY KOMIIAHIIO

10 | work for several different companies | mpamtoBati Ha JeKiJdbKa pi3HUX
KOMITaHii

11 | work for yourself TIpAIfOBaTH Ha cede

12 | work on something MPAIOBaTH HaJl YUMOCH (ITPOCKTOM,
TIJIAHOM 1 T.1.)

13 | Finance ¢binancu; ¢binancoBuii BiJILT
(KoMr1aHi1)

14 | Human Resources (HR) BIJIIUT KaJIPiB; JIFOJICHKI pecypcu

15 | production BUPOOHHUIITBO

16 | Customer Service B1UTLT KJIIEHTCHKOTO
00CITyroByBaHHS

17 | Research and Development (R&D) HAyKOBO-TOCTITHUITbKUH BiJIILIT

18 | Sales and Marketing BIJJIUT MPOJTAXKY T4 MAPKETUHTY

19 | to be in charge of OyTH BiINOBITAJIBHUM 33, OyTH
TOJIOBHUM

20 | to run the company KEPYBaTH KOMITAHIEFO

21 | to manufacture/ to make things BUPOOJISITH TOBapH

22 | to sell products or services IPOJaBaTH TOBAPH Ta TIOCITYTH

23 | to deal with MaTH CIIPaBy 3

24 | to work with figures IpaloBaTh 3 mudpamMu

25 | to investigate BHBYATH, JTOCIIHDKYBATH

26 | superior KEpiBHUK, BUIIMI 32 pAHTOM

27 | extra qualification JI0JIaTKOBa KBaJi(ikalis

28 | career move Kap’ €pHHM 3PICT

29 | career break nepepea B Kap’epi

30 | career plan Kap’ €pHUH TUIaH

31 | career opportunities Kap’€pHI MOKJIMBOCTI

32 | career path Kap’€pHUMN IIISX




22

33 | career ladder Kap’epHa apaOuHa

34 | multinational MDKHApPOJIHA KOPIOpAILlis

35 | rapidly growing company KOMITaHisl, 10 MBHUJIKO PO3BUBAETHCS
36 | unemployed 0e3po0iTHHI

37 | unemployment rate piBeHb 0E3POOITTS

38 | industry IIPOMUCIIOBICTD; MIAIPUEMCTBO

39

to make a fortune

po30aratiTi, HAKUTH MAatHO

40

to make progress

pOrpecyBaTH

41

to make a living

3apO0JISITH HA KUTTH

42

to get a promotion

OTpUMAaTH HiI[BI/IH_[eHHﬂ

43

to get a bonus

OTPUMATH MIPEMIIO

44

to get fired/ get the sack

OTPpHUMATHU 3BUILHCHHS

45

to earn commission

3apo0sIATH KOMICIHHI (IIPOLIEHTH Bij
MIPOJIAKY)

46 | to earn money 3apoOJISITH TPOII

47 | to earn 40,000 per year 3apo6satu 40,000 Ha pik

48 | to do part-time work IPAIIOBATH HETIOBHUI JICHb

49 | to do a nine-to-five job npamoBaTy 3 9 10 5 (MOBHMIA ICHB)
50 | to do one’s best poOHUTH Bce, IO B TBOiX CHJIaX, BCE

MOMKJIUBC

o1

to take an opportunity

CKOpHUCTATHCA MOKJIMBICTIO

52

to take time off

B35ITU BIJTYJ, BIAIYCTKY

53

to take early retirement

MITH HA BUCITYTY

54

to work flexitime

MPAIIOBATH 110 3MIHHOMY Tpadiky

55 | to retire ITH y BIJCTaBKY, 3QJIMIIUTU TOCAIY,
BUITU Ha TIEHCIIO

56 | salary, wage 3apo0iTHa TUIaTa

57 | social-networking sites COIliJIbHI MEpexi

58

jobseekers/ job hunters/ employees

KaHIUAAT, MPETCHICHT Ha BaKaHCIIO
(JiroMHAa, KA IIykKae poOoTy)

59

survey

OIMMTYBAHH

60

to reject a candidate

BIJIMOBUTHU MPETEHACHTY y poOOTI

61

to land one’s dream job

OTpUMATH POOOTY CBOET MPii

62 | to complain about work CKap KUTHUCS Ha pOOOTY
63 | profile npodiib
64 | staff TIepCoHAI

65

to warn/ to caution

nonepepKyBaTH, 3aCTepiraTu

66

receptionist

CEKpeTap y NpHiiMalibHi, pEericTpaTop

67

Quality Control Inspector

1HCIIEKTOP KOHTPOJIIO SKOCTI

68 | Security Officer HAYaIbHUK OC3IeKH
69 | Maintenance Engineer THXKEHEp 1o TEXHIYHOMY
3a0€31eUeHHI0

70

to involve

BKJIFOUATH B ce0e
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71 | to look after

BIJIIIOBIIATH 34

72 | recruitment

Ha01p KaapiB

73 | to be responsible for

OyTH BIAMOBIJATHHUM 32

74 | monitoring

HarJis i, KOHTPOJIb

75 | to improve quality

MOKpPAIIyBaTH SKICTb

76 | premises BOJIOJIHHSA

77 | equipment o0J1aTHAHHS

78 | repairs PEMOHT

79 | current HOTOYHUM

80 | previous job norepeTHs podoTa
81 | basic skills 0a30Bi HABHYKH

82 | ability 31I0HICTh, YMIHHS

83 | offer; to offer

HpOHO3I/IHiH; IIPOIIOHYBATHU

84 | request; to request

ITPOXAHHS; TPOCUTH

85 | appointment

3yCcTpiy

86 | workspace

poboue Micile, CEpeIOBUIIE

87 | to give smb. a lift

IMIBO3UTH KOTOCh

88 | to speak English fluently

BUIbHO TOBOPHUTH AHTJIIHCHKOIO

89 | achievement

JOCATHCHHS

90 | to reorganise

3MIHIOBATH, IIEPEOPraHi30ByBaTH

91 | to use smb’s own initiative

10 BJIACHIH 1HIIIaTHUBI1

I1. Starting up

1. Suggest different stages in a typical career using expressions such as go to

school, go to university, etc.

2. Discuss these questions.

- Do you have a career plan? Where do you want to be in 10 years' time?
- Which of the following would you prefer to do?
a) work for one company during your career

b) work for several different companies

c) work for yourself
- How ambitious are you?

3. Look at these activities (1-7). In pairs, match each activity to its corresponding
area of work (a-g). Which of these areas do you work in or would you like to
work in? Why?

1. making/manufacturing things
2. being in charge of people

a) Sales and Marketing
b) Finance
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and running the organization c) Management
3. selling products or services d) Human Resources (HR)
4. dealing with clients/consumers e) Production
5. working with figures ) Research and Development (R&D)

6. dealing with employees and training  g) Customer Service
7. investigating and testing

4. What should you do to get ahead in your career? Choose the four most
important tips from this list. Compare your ideas in a group and try to agree on
a final choice.

1. Change companies often. 5. Be energetic and enthusiastic at all times.

2. Use charm with your superiors. 6. Be the last to leave work every day.

3. Attend all meetings. 7. Find an experienced person to give you
help and advice.

4. Go to your company's social 8. Study for extra qualifications in your

functions. free time.

I11. Vocabulary and Speech Exercises

1. These phrases (1-6) all include the word career. Match each of them to its
correct meaning (a-f).

1. career move a) chances to start / improve your career

2. career break b) ideas you have for your future career

3. career plan C) an action you take to progress in your career

4. career opportunities d) a period of time away from your job to, for
example, look after your children

5. career path e) a series of levels or steps in your working life

6. career ladder f) the direction your working life takes

2. Complete the sentences below with the verbs in the box.

climb decide have make offer take

1. Employees in large multinationals excellent career opportunities if
they are willing to travel.

2. Some people a career break to do something adventurous like sailing
round the world or going trekking in India.

3. One way to a career move is to join a small but rapidly growing
company.

4. Certain companies career opportunities to the long-term
unemployed or to people without formal qualifications.

5. Ambitious people often on a career plan while they are still at
university.

6. In some industries, it can take a long time to the career ladder.
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3. Look at these groups of words. Cross out the noun or noun phrase in each
group which doesn't go with the verb in italics.

1. make afortune/ progress/ a living/ a training course

2. get progress/ a promotion/ a bonus/ fired (AmE)/ the sack (BrE)

3. earn commission/ a part-time job/ money/ 40,000 per year

4.do part-time work/ a mistake/ a nine-to-five job/ your best

5. take a pension/ an opportunity/ time off/ early retirement

6. work  flextime/ anti-social hours/ overtime/ an office job

4. Complete each of these sentences with the appropriate form of a word
partnership from Exercise 3.

1. In banking, you can with the big bonuses and retire at 35.
2. When you , You can arrange your own schedule, so this is very
convenient when you have children.
3. People who work in sales often have the opportunity to on top of a
basic salary.
4. Luke is ambitious and does not want to be a sales assistant all his life. In fact, he
hopes to and become Assistant Manager very soon.
5. Many students when they are at university because it fits in with
their studies.
6. Goran is 59, but he does not want to . In fact, he is taking on more
work!

5. Choose the best word (a, b or ¢) to complete each space in the advert.

Lambrois 303
Your careers guidance service
If you don’t have a career 1) in mind or if you are tired of your old
nine-to-five 2) and want to make a career 3), you can just

call us on the telephone number below to find out how we can help.

We will work with you to understand what is really important to you. For
example, are you more interested in 4) a lot of money or in having the
opportunity to 5) the career ladder?

Our experienced counsellors will also review your existing skills, experience
and 6) to help guide you into a role that will be right for you. They
may also ask you to 7) a psychometric test to help them to understand
what areas of 8) suit you best. Maybe you are thinking of a job in
finance but are you really good with 9)? Or a position in
10) resources but do you really enjoy dealing with people and their

needs?

Don’t delay, call us today on: 02072489894
a) ladder b) path C) opportunity
a) work b) job c) employee
a) move b) training C) break
a) doing b) earning c) taking

A oW
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5 a)climb b) follow C) earn

6 a)diplomas b) levels ¢) qualification
7 a)give b) make c) do

8 a) employment b) progress C) job

9 a) figures b) counts ¢) maths

10 a) personnel b) staff ¢) human

6. Complete each sentence with the correct form of an item from the box.

toinvolve tobeincharge todeal tolook to make sure
to be responsible

1. Lev Migachov works in research and development. His job
developing new products and new ideas.

2. Suzanna Lonza is the receptionist. She after visitors and takes
messages.

3. Nadine Deschamps works for HR. She with staff problems, as well
as with recruitment and training.

4. Linda Eriksen is our Quality Control Inspector. She for monitoring
our products and trying to improve their quality.

5. Jose Manzano is our Security Officer. He that our staff and

premises are protected against crime.
6. Hans Reiter is our new Maintenance Engineer. He checks all our equipment
regularly and of all repairs.

7. Complete the phrases with the words that come immediately after them and
build sentences with these phrases.

1. to be in charge 4. to make sure
2. to deal 5. to be responsible
3. to look

8. Complete the sentences with words from the box.

commission bonus currency earn tax overtime
pension rent salary social security mortgage

1. After I lost my job, I was living on for three months. This was

difficult, because the amount was much lower than the | had before.

2. 1 used to work as a salesperson, but I wasn’t very successful, so I didn’t
much :

3. If the company makes 10 % more than last year, we’ll all get a at

the end of the year.

4. 1It’ll take me at least 25 years to repay the on my house.

5. Many European countries now have the same , the euro.
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6. My wages aren’t very good, so I do a lot of
7. Nearly 40 % of everything | earn goes to the government as
8. The owner has just increased the on our flat by 15 %.
9. When | retire, my will be 60 % of my final salary.

IV. Reading Comprehension
Text 1
Be aware of your online image
1. Discuss these questions in pairs.
1. What social-networking sites do you a) know, and b) use?
2. Why do you use them?

2. Scan the article below quickly and answer these questions.
1. What percentage of employers research candidates online?
2. Which social-networking sites are mentioned?
3. Who do Peter Cullen and Farhan Vasin work for?

Jobseekers have been warned that their Facebook profile could damage their
employment prospects, after a study found that seven in 10 employers now research
candidates online.

According to new figures released by Microsoft, checks on Facebook and
Twitter are now as important in the job-selection process as a CV or interview.

The survey, which questioned human-resource managers at the top 100
companies in the UK, the US, Germany and France, found that 70 per cent admitted
to rejecting a candidate because of their online behaviour.

But HR bosses also said that a strong image online could actually help job
hunters to land their dream job. Peter Cullen, of Microsoft, said: “Your online
reputation is not something to be scared of, it's something to be proactively managed.
These days, it's essential that web users cultivate the kind of online reputation that
they would want an employer to see.”

Facebook faux pas* include drunken photographs, bad language and messages
complaining about work.

Farhan Yasin, of online recruitment network Careerbuilder.co.uk, said: "Social
networking is a great way to make connections with job opportunities and promote
your personal brand across the Internet. People really need to make sure they are
using this resource to their advantage, by conveying a professional image."

But Mr Yasin cautioned job seekers to be aware of their online image even
after landing the perfect job, after their own research found that 28 per cent of
employers had fired staff for content found on their social-networking profile. He
added: "A huge number of employers have taken action against staff for writing
negative comments about the company or another employee on their social-
networking page."

* Faux pas — a mistake



28

3. Read the article again and choose the best headline (a, b or c).
a) Complaining about your job could lose you your job

b) Facebook profile ‘could damage job prospects'’

¢) Ambition is key to a successful career

4. According to the article, how can social-networking sites make or break your
career? In pairs, write a short list of things you should not do on your social
networking pages. You can include your own ideas.

5. Should staff be allowed to use social-networking sites during the working day?
Discuss.

Text 2
What does economics study? What are microeconomics and macroeconomics?

1. Before you read
Discuss the following with your partner.
Do you know much about economics?
Which of these statements you think are true?

1) Economics is only the study of money?

2) Economics is something governments take care of.

3) An economist basically decides how money is spent.

What do you think of when you hear the word economics? Money, certainly,
and perhaps more complicated things like business, inflation and unemployment. The
science of economics studies all of these, but many more things as well. Perhaps you
think that economics is all about the decisions that government and business
managers take. In fact, economists study the decisions we all take every day.

Very simply, economics studies the way people deal with a fact of life:
resources are limited, but our demand for them certainly is not. Resources may be
material things such as food, housing and heating. There are some resources, though,
that we cannot touch. Time, space and convenience, for example, are also resources.
Think of a day. There are only 24 hours in one and we have to choose the best way to
spend them. Our everyday lives are full of decisions like these. Every decision we
make is a trade-off. If you spend more time working, you make more money.
However, you will have less time to relax. Economists study the trade-offs people
make. They study the reasons for their decisions. They look at effects those decisions
have on our lives and society.

Economists talk about microeconomics and macroeconomics. Microeconomics
deals with people, like you and me, and private business. It looks at the economic
decisions people make every day. It examines how families manage their household
budget. Microeconomics also deals with companies — small or large — and how they
run their business. Macroeconomics, on the other hand, looks at the economy of a
country — and of the whole world. Any economist will tell you, though, that
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microeconomics and macroeconomics are closely related. All of our daily
microeconomics decisions have an effect on the wider world around us.

Another way to look at the science of economics is to ask ‘what’s it good for?’
Economists don’t all agree on the answer to this question. Some practice positive
economics. They study economic data and try to explain the behavior of the
economy. They also try to guess economic changes before they happen. Others
practise normative economics. They suggest how to improve the economy. Positive
economists say, ‘this is how it is’. Normative economists say, ‘we should...’.

So what do economists do? Mainly, they do three things: collect data, create
economic models and formulate theories. Data collection can include facts and
figures about almost anything, from birth rates to coffee production. Economic
models show relationships between the money people earn and unemployment. From
this information, economists try to make theories which explain why the economy
works the way it does.

2. Match the words with the definitions.

1. budget a) the people who control a country and make laws
2. business b) information

3. convenience ¢) company that sells goods or services

4. data d) easiness

5. demand e) the amount of money you have for something

6. government f) how much people want something

7. inflation g) the number of people without work

8. resources h) something such as money, workers or minerals
9. trade-off 1) rising prices

10. unemployment J) giving away something in exchange for something

V. Listening Comprehension

1. Listen to three people talking about their careers. Which person is at the
beginning, in the middle and at the end of their career?

2. Listen again. Which of the phrases with the word “career” does each person
use? Which of the experiences do you think are common?

3. Listening “Changing jobs”
A) Listen to part one and match the two parts of these expressions. Then put the
expression into these groups.

a) TV programmes  Db) jobs c) types of company
1. finance a) channels
2. television b) channels
3. music C) business

4. children's d) business
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5. movie e) channels
6. chocolate pudding f) director

B) Melissa Foux is the Finance Director of CSC Media Limited, a television
company. Listen to the first part of the interview and answer these questions.

1) How does she describe her current company?

2) What was her previous job?

3) Why is it easy to move from sector to sector in the finance world?

C) Listen to the second part and complete this extract.

When | was a student, although I was studying 1), | thought | would
like to do something 2) afterwards, and | actually did a summer
3) with one of the big 4) firms, which was an excellent
way to get an 5) of what the job would be like. I started off as an
auditor, and it was through that 6) that I got my first job.

D) Listen to parts one and two and replace the verbs in italic with infinitive forms of
verbs that Melissa Foux actually uses. (One of the verbs she uses is a multiword
verb.)

1. transfer from sector to sector

2. do a subject at university

3. perform an internship

4. gain an understanding of something

5. begin as an auditor

6. obtain a job

E) Melissa is asked if she has had any good advice during her career. Listen to the
third part and number these points in the order in which she mention them.

a) maintain clarity

b) be able to see the key point and the key decision you have to make

¢) do not overcomplicate things

F) Listen to parts three and four. Choose the correct alternative to replace the
expression in italic so as to keep the closest meaning.

1. I think the thing that stands out is, really, not to overcomplicate things.

a) make things easier b) make things too difficult c) keep things the same

2. Especially in the finance world, people can get bogged down in a lot of detail.

a) up to their ankles in  b) tiring out by ) overloaded with

3. And it's important to try and maintain clarity and always be able to see above all
the numbers.

a) keep things clear b) keep things interesting c) keep things difficult

4. What 1 found, in coming across people who have applied for positions in the
companies I've worked in.
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a) meeting b) interviewing c¢) employing

5. The key difference is people who've done a lot of research on the companies that
they've applied to.

a) asked for more information about  b) asked to join c) asked to leave

6. So | say, research is the key.

a) the least important thing  b) one of the most important things  ¢) the most
important thing

G) In groups, discuss these questions.

1. What do you hope to do in the future in your career?

2. Do you think there is an ideal career for you? What is it? Why?

3. What is the best advice you have been given during your career or your studies?

VI. Skills “Telephoning: making contact”

1. What kinds of phone calls do you make in English? What useful telephone
expressions do you know?

2. Listen to three phone calls and answer these questions.
1. What is the purpose of each call?
2. Do the callers know each other?

3. Listen to the first call again. Complete the expressions on the right so they
have the same meaning as the ones on the left.

1. Can I talk to ? I'd to

2. Just a moment Thank you.

3. I'll connect you. i :

4. Am | speaking to Carina Molenaar?  Hello. Corina Molenaar?

5. Yes, it's me. :

6. The reason I'm calling is Yes, ’'m your advert

7. Can | have your name and address? your name and address, please?

4. Listen to the second call again and complete this extract.

A: Hello. to Giovanna, please?

B: she's not here at the moment. Can | a ?

A: Yes, please. Johan from Intec. you her

| won't be able to the training course on Saturday? She can
me if there's a problem. I'm 0191 498 0051.

5. Listen to the third call again. Choose the phrases the speakers use.
Matt: Hello, Matt speaking.

Karl: Hi, Matt. Karl here.

Matt: Oh, hello, Karl. How are things / you?

Karl: Fine, thanks. Listen, just a quick word / question.
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Matt: Yeah, go ahead.

Karl: Do you think you could give me / let me have the other number for Workplace
Solutions? I can't get through to them. Their phone’s always busy / engaged.

Matt: I've got it here / right in front of me. It's 020 9756 4237.

Karl: Sorry, | didn't hear / catch the last part. Did you say 4227?

Matt: No, it's 4237.

Karl: OK. Thanks. Bye.

Matt: No problem / Don't mention it. Bye.

6. Study the Useful language box below. Then role-play the phone calls.

Role play 1

Student A: You work at Lochlin plc. You receive a call for your colleague, Jamie
Vincent. Jamie is not in the office at the moment. Take the caller's details and say that
Jamie will call them back.

Student B: You are Jamie Vincent. Telephone the person who called about the job
advertisement. Offer to send an application form. The closing date for applications is
in two weeks' time.

Role play 2

Student A: You want to attend the computer training course which you saw in the
advertisement below. Call and ask for Alex Frantzen.

Student B: Some time later, Alex Frantzen calls you back. You want to know more
about the course and when the next one starts. Also ask about when you need to
register for the course.

Useful language

MAKING CALLS RECEIVING CALLS

Could | speak to Carmela Cantani, please? Who's calling, please?

Yes, this is Erika Mueller from KMV, Could you tell me what it's about?

Is this the sales/finance/marketing department? I'll put you through.

I'm calling about ... Can you hold?

Could you transfer me tothe ITdepartment, please?  He seems to be with Someone rightnow. Can | get him to call you?
Could you tell him/her that | called? I'm afraid there's no answer, Can | take a message?

Could you ask him/her to call me back? I'm sorry, there's no answer, | can transfer you to his/her voice mail.

(an | leave a message, please?

VI1I. Self-directed work

Reading 1

Read this article from the Financial Times by Rhymer Rigby and answer the
guestions

Before you read

Is it part of your career plan to work abroad one day? If you have worked abroad, was
it good for your career? Why? / Why not?
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Working abroad

By Rhymer Righy
A period overseas is seen by many as an important addition to your CV. But how do
you make sure that it really works to your advantage?
1
"Think carefully about the job," says executive coach, Nicola Bunting. "Does it fit in
with your career goals or are you being attracted by the lifestyle? Also before you go,
you need to have a re-entry plan." Kevan Hall, chief executive of the international
people management group, Global Integration, says you shouldn't underestimate the
culture shock. "Go out there beforehand. See what you’re getting into."
2
Nigel Parslow, UK managing director of Harvey Nash executive search, says staying
where you are may not be possible if you work for an organisation that has overseas
operations. He adds that the experience you gain is also very attractive.
3
The biggest is family. This can be particularly hard for people in the middle of their
careers who may have children at school. Ms Bunting says: "There's your partner's
career too. Some people's spouses try and commute back and I'd really advise against
this as it makes an already stressful situation even more difficult.”
4
Mr Hall says: "There's been a power shift to Asia, and that, coupled with low growth
in America and Europe, means that particularly if you're ambitious you might want to
spend some time there."
5
Many people say two to three years. But this will vary according to the country and
organisation. Mr Parslow thinks so that if you spend too long abroad, you can end up
with a not entirely positive expat* label attached to you.
* An expat is someone who lives and works abroad often for a long period.

Exercises

1. Find the correct place in the article for each of these questions.
a) Is there an ideal length of time?

b) What about the destination?

¢) What are the advantages and disadvantages?

d) What are the personal considerations?

e) What should I consider before | go?

2. Look through the whole article and match each person with their organisation
and their opinions/advice. (Each person has more than one opinion / piece of
advice.)

Persons Organisations Opinion / Advice

1. Nicola Bunting | a) Global Integration | a) Don't stay abroad too long.

2. Kevan Hall b) Harvey Nash b) Make sure the overseas job suits
your career goals.
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3. Nigel Parslow | ¢) not mentioned ) Think about your partner's career.

d) Don't underestimate the culture
shock.

e) You may have no choice about
going abroad or not.

f) Think about what you will do when
you get back.

g) Go to work in Asia.

h) Go to the place beforehand to check
it out.

3. Read paragraph 2 and decide if these statements about expressions are true or
false.

If you ...

a) consider if a job fits in with your career goals, you think about the long-term
consequences of taking the job.

b) go to work abroad and have a re-entry plan, you have an idea about what you are
going to do when you get back.

C) underestimate something, you give it more importance that it really has.

d) suffer from culture shock, you find it easy to get used to another culture.

e) get into a situation, you get involved in it.

4. Find the answers to these questions in paragraphs 4, 5 and 6. Start your
answers with Because ...

When considering a job abroad ...

a) why is it especially hard for people in the middle of their careers?

b) why should married people consider the issues carefully?

c¢) why is it a bad idea for the husband or wife to commute back to the home country?
d) why is Asia a good place to go and work for a while?

e) why is it a good idea not to stay there too long?

Over to you 1
Imagine that a colleague of yours is going to work or study abroad for two years.
What advice would you give them?

Over to you 2

Some say that the business world is becoming more or less the same everywhere and
that people should have less and less trouble adjusting to work in a new country. Do
you agree or disagree? Give your reasons

Reading 2
Read this article from the Financial Times by Lucy Kellaway and answer the
guestions.
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Before you read

In a performance review or performance appraisal, your boss tells you how well you
are doing your job, and things that you must improve. Are these reviews useful?
Why? / Why not?

If you're a student, what forms of appraisal are there for your work?

It's time to sack job appraisals
By Lucy Kellaway

Last week an e-mail went round the office asking for suggestions on ways to
improve our performance appraisal system. My suggestion is dead easy and dirt
cheap: get rid of the whole thing and replace it with nothing at all.

Over the past 30 years, | have been appraised 30 times - as banker, journalist
and nonexecutive director. I've lived through the fashion for long, complicated forms.
I've also survived the fashion in which appraisals are called “career chats". I've done
appraisals across a table, on a sofa, even over a meal.

But | have never learnt anything about myself as a result. I have never set any
target that | later hit. Instead | always feel as if | am playing a particularly bad party
game that isn't fun and that doesn't answer the most basic question: am | doing a good
job? The resulting form is then put on file even though you know from experience
how much attention will be paid to it later: none at all.

At least I've only had to suffer one side of the process. | have never - thank
goodness - had to appraise anyone else. This must be even worse, as you have to
perform the same operation with each employee in turn. You have to let people
believe they are doing more or less okay, because it's too tiring to tell them that they
aren't doing okay at all.

Exercises
1. Read through the whole article. Is the writer for or against job appraisals?

2. Complete the table with words from paragraphs 1, 2 and 3.

Verb Noun
suggest
improvement
appraise
replacement
survival
target
answer
file
experience

3. Now match the nouns in Exercise 2 to their definitions.
a) what you give when someone asks a question
b) when something gets better
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¢) something that takes the place of another

d) the act of giving an opinion about someone or something
e) something that you aim at or for

f) advice about what to do

g) sheets of paper with information, kept together

h) knowledge of what has happened in the past

1) continuing to exist, despite difficult conditions

4. Choose the correct alternative to complete these statements about the
expressions in italic from paragraphs 2 and 3.
1. If something is dead easy, it is...
a) not so easy.
b) very easy.
C) quite easy.
2. If something is dirt cheap, it is ...
a) very cheap.
b) quite cheap.
c) not at all cheap.
3. If you get rid of something, you ...
a) keep it.
b) throw it away.
C) prevent it.
4. If you live through something, you...
a) experience it.
b) ignore it.
c) realise it.
5. If something is complicated, it is...
a) easy.
b) nice.
c) difficult.
6. A chat is a type of ...
a) speech.
b) interview.
C) conversation.

5. Match the verbs from paragraph 3 with the things that they go with.

1) learn a) a party game

2) set b) something on file

3) play c) a basic question

4) answer d) a target

5) put e) attention to something

6) pay f) something about yourself

6. Read paragraphs 3 and 4 and decide if these statements are true or false.
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The writer of the article...

a) found out things about herself thanks to job appraisals.

b) set targets for herself, but didn't hit them.

C) compares job appraisals with party games.

d) has found out if she has done a good job during job appraisals.

e) has done job appraisals of people working for her.

f) thinks that it's easy to tell people that they are not performing well.

Over to you 1
After reading the article, do you think that performance appraisals are a) less useful,
or b) more useful than you did before you read it? Give your reasons.

Over to you 2
Give suggestions on how to tell an employee in a performance appraisal that their
work is not good enough.

Reading 3

Before you read

You are going to read an article about how to get a job abroad. Before you read
match a word on the left with a word on the right to make a collocation.

1 career a) process 5 degree e) letter

2 work b) language 6 cover f) an application
3 foreign c) placement 7 short g) subject

4 application  d) ladder 8 withdraw h) list

Cultural Chameleons

In today’s competitive job market, not spending time abroad can seriously
damage your chances of climbing the career ladder. It is no surprise then that more
and more graduates and professionals are looking for opportunities to live and work
in a foreign country.

With record numbers of workers hoping to relocate, it is no longer enough to
have done a work placement abroad or to speak a foreign language. “This is no
longer something that makes you different,” says Nannette Ripmeester, director of
Expertise in Labour Mobility. “It is something employers expect.”

But even if you are a strong candidate, the application process for foreign jobs
is far from straightforward. The EU has introduced the Euro CV to standardise
application procedures throughout Europe, but Ripmeester believes that a culturally
adapted CV is better. °"What do I mean by that? For example, in the UK, it is
customary to add hobbies and interests at the bottom of the page. In Italy however,
that information is not necessary.”

When you write your CV it is also a good idea to check whether a photo is
necessary and whether an English-language CV should be written in American or
British English. Another point to think about is whether or not employers will
recognise your degree subject, especially when you have studied a subject, such as
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Wireless Network Systems, which doesn’t necessarily translate into another language
and culture.

You also need to consider the cover letter, the first thing that an employer will
read. Approaches differ from country to country: get the CV right but the cover letter
wrong and you destroy your chances of getting short-listed for interview because the
cover letter is the first thing that an employer will read. The British usually write long
letters to draw attention to relevant sections on the CV, the Italians want one or two
sentences and the French expect candidates to handwrite detailed letters which may
be analysed by handwriting experts.

When it comes to interviews, make sure you know about the work culture and
understand the importance different countries place on language and speech. For
example, the French use short sentences and hate silence, while Scandinavians have a
deep respect for pauses. You may think these points are not important but by not
paying attention, you are showing that you do not respect the culture of the country
you wish to work in.

Making a mistake at the interview is something Sarah Hall knows all about.
She is from Liverpool in the UK and has worked in Germany, Sweden and Spain.
“My advice is be aware of ‘culture clash.” In Britain there is usually a maximum of
two interviews. In southern Europe they will call you back for a third or fourth
interview. [ lost a very good job in Spain when I thought they weren’t serious. I
withdrew my application because they asked me to go for a fourth interview. Looking
back, I now realise they were doing as they always do. I behaved wrongly.”

“It’s important to show that you understand the working culture. Adapting a
similar style of dress to your co-workers, eating the kind of food they eat, enjoying
similar activities - these things help to win trust and respect.”

“Think of yourself as a cultural chameleon, mirror the kind of messages you
get about communication and appearance. People like people who remind them of
themselves, and nobody likes what they don’t understand.”

Exercises

1. Read the article and mark the sentences T (true) or F (false). Change any false
sentences to make them true.

1. To have a successful career these days you need to have experience of working
abroad.

2. A work placement abroad will help your application attract attention.

3. Nannette Ripmeester thinks that the Euro CV is the best kind of CV to use when
looking for a job.

4. You need to check that your employers will recognise your degree subject.

5. CVs are more important than cover letters.

6. A cover letter in France may be studied by a specialist.

7. Sarah Hall withdrew her application for a job in Spain because she didn’t like the
questions in her interview.

8. When working abroad you should behave in a similar way to those around you.
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2. In small groups discuss the questions.

1. Which countries would you like and not like to go and work in?

2. What problems do you think people who work abroad have?

3. Do you think working abroad is essential for a successful career? Why / Why not?

3. Read the extracts from an article on living abroad. Find the correct heading
for each extract. Use the words in the boxes to fill in the space
Health Opening a bank account Mobile phones Accommodation

bills notice contract deposit

1. Perhaps the most difficult thing to organize is where you are going to live.
Your employer might help you find an (1) or it might even be
provided for you. The best advice is to start looking before you go. Use the Internet
to look for places to rent and post your own advert on bulletin boards. It is important

to view anywhere though before you sign a (2) and give a large
(3) to a landlord. You also need to check whether or not the
utility (4) are included and how much (5) you need

to give when you want to move out. Many people choose to live with a local family
as a way to learn about the culture of the country they are in.

creditcards  salary overdraft

2. To open a bank account in another country you will need to show your
passport, proof of earnings, proof of your address and residency. It is also likely that
you will be expected to show proof that your monthly (6) will be paid
into this account. Remember that rules regarding banks are not the same in every
country. You have to pay for an (7) on your account in France, and the
rules on (8) can differ greatly, make sure you check before you sign up!

check-up insurance scheme  national health service

3. In most countries you have to pay for medical treatment. For trips of up to
three months in Europe, the European Health Insurance Card may allow you to be
treated for free by the (9) __ of the country you are in. Your employer may have an
(10) that you can join or you might want to take out your own
insurance policy. This will help you if you need to see a doctor while you are abroad.
You may need to register with a doctor and you may also need to have a
(11)

top-ups landline contract  number

4. In many countries, the process of buying a mobile phone is straightforward:
you choose the phone and the provider you want, you are then given a
(12) . Italy is one exception, where you will need your national ID
card and your tax code. When you don’t know how long you are planning to live in
the country, many people choose prepaid packages that allow (13)
This means you can cut off the service when you want without worrying about belng
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apartment.
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. These days many providers also offer wireless Internet
access meaning you won’t need to have a (15)

put into your flat or

4. Look at the eight pieces of advice for people who are going to live abroad. For
each set of four match the beginning with the correct ending.

1. You might have to pay two month’s rent

a) for free with most banks.

2. When you move out of a flat

b) your landlord will check the

inventory.

3. You can have an overdraft

c) to withdraw money from a cash point.

4. You can use your bank card from home

d) as a deposit before you move into a
flat.

5.You need to be registered with a doctor

e) broadband access in the area where
you live.

6. Most
insurance

employers include medical

f) means you don’t need to sign a
contract for your mobile phone.

7. Using top-ups

g) to get medical treatment.

8. You need to check that there is

h) as part of their employment package.

Which pieces of advice are true for your country? Which are different? What other
advice and information could you give? Compare your answers with a partner.




Unit 20 Companies

‘Corporations are not things. They are the people who run them’

I. Topical Vocabulary
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Charles Handly, Irish management guru

1 | head office rOJIOBHHI odic, yIpaBIiHHS
(koMr1aHii, Kopropaiiii)

2 | market share 707l pUHKa (MUTOMAa Bara Ha PHUHKY
JAHOTO TOBapy (MPOAYKIIi KOMIIaHii)

3 | net profit YHCTUI TPHOYTOK

4 | parent company MaTepUHChbKA KOMIaHIsg, KOMIaHis-
3aCHOBHUK

5 | subsidiary JOYipHsI KOMITaHis

6 | share aKIis

7 | share price KypC aKIiiid, Oip»KOBHI KypcC

8 |turnover 00ir

9 | workforce poboya cuita, TpyI0Bi pecypcu

10 | costs BUTPATH

11 | tax IMOJIaTOK

12 | financial performance ¢binaHcoBHI pe3yibTar, (QiHAHCOBHU
CTaH (XapakTepuCcTHUKa e()EeKTUBHOCTI
JUSITIBHOCTI MANPUEMCTBA)

13 | all-time high HE3BUYHO BHCOKHH PIBEHB; TOCTIMHO
BHUCOKHM (PO LIHH 1 T.I1.)

14 | strong demand BHCOKMH ITOIUT

15 | cash flow I'POIIIOBUH MOTIK

16 | CEO (Chief Executive Officer) TCHEPAIbHUIA JTUPEKTOp (KOMIaHii);
KEepIBHUK M1IPUEMCTBA,;

17 | shareholder aKIioHep

18 | board of directors pana JTUPEKTOPIB,; NPaBJIIHHS;
aJMIHICTpAIlis

19 | chairperson / chairman rojioBa (300piB TOIIO)

20 | policy decision CTpaTerivyHe pilllcHHS

21 | a family-owned company pPOJIMHHA KOMITaHisI

22 | a multinational company MI>KHApOJTHA KOMTIaHis

23 | to be self-employed IpaIIOBAaTH Ha ce0e

24 | enterprise i IPUEMCTBO

25 | corporation KOPIIOpaIis

26 | profitable prOYTKOBHM, BUT1IHWMA, JOX1THHNA

27 | failing 30UTKOBUH

28 | bankrupt OaHKpyYT

29 | pharmaceuticals dbapMareBTHUHUH

30 | sustainability CTIMKHIA PO3BHUTOK, CTIHKICTh
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31 | chart niarpama, rpadik, cxema, TabauIs
32 | company officer 1ocaioBa 0co0a KOMITaHii

33 | lay off 3BUIBHUTH 3 POOOTH (THMYACOBO)
I1. Starting up

1. Say which adjectives and verbs could come in front of the word company. Use
the initial letters of the words on the left as clues.

orEPrrELET

2. Which of these companies do you or would you like to work for?
1) a family-owned company

2) a multinational company

3) your own company (be self-employed)

Think about such points as: work environment, pay, promotion possibilities,
and job security. Then compare your answers with the information below.

Work environment: May be more friendly in a small family business. But some
family-owned businesses are multinationals with thousands of employees, and the
environment may not be that different to working in an ordinary multinational. Self-
employed people working on their own sometimes complain about feeling isolated.
You may feel more in control running your own company, but there again, if you
have employees to look after, this can be a big responsibility.

Pay: Small family companies may or may not pay good wages and salaries.
One issue here is that when multinationals come to an area with low unemployment,
they may make it more expensive for firms in the area to employ people in office or
factory jobs. On the other hand, some multinationals are well known for paying very
low wages to people in places such as fast food outlets. The pay of self-employed
people, of course, varies enormously.

Promotion possibilities: There will be fewer opportunities for promotion in
family companies, especially if family members are in key positions. Multinationals
will probably offer more scope - the fast-food worker may become a branch manager
and possibly go even further, but examples of top managers who have risen all the
way from shop-floor level are rare.
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Job security (= probability that you will keep the job): Family companies may
hesitate longer before laying people off out of a feeling of responsibility towards their
employees. Multinationals have had different attitudes towards laying people off, but
companies in general are probably quicker to lay people off than before.

3. Can you name a company in each of these business sectors? Is there one that
you would like to work for?

Telecommunications/Media Banking and finance  Food and drink
Engineering Transport Retailing
Pharmaceuticals/Chemicals Manufacturing Another service industry
Construction IT/Electronics Tourism

I11. Vocabulary and Speech Exercises

1. Complete the chart with the information in the box below. Then write
sentences about the companies.

Example: Cisco Systems is an American company which supplies Internet
equipment.

American Express  container-ship operator ~ fashion/retail ~ Finnish
Japanese  Korean Nokia oilandgas pharmaceuticals Toyota

Company Main activity nationality

Cisco Systems Internet-equipment supplier American
Car manufacturer

Inditex Spanish
Travel and financial services | American
provider

Roche Swiss

Samsung Electronic-goods maker
Telecommunications

Hapag-Lloyd German

Petrobras Brazilian

2. Complete the sentences below with the words and phrases in the box.

head office  marketshare  net profit  parent company
share price  subsidiary turnover workforce

1. The amount of money a company receives from sales in a particular period is
called its ...

2 The money a company makes after taking away its costs and tax is its...

3 A company which owns another company is called a...
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4 The employees in a particular country or business are called the ...

5 The percentage of sales a company has in a particular market is its ...

6 The main building or location of a large organisation is its...

7 The cost of a company's shares is its ...

8 A company which is more than 50% owned by another company is called a ...

3. Complete this extract from a company report with appropriate words or
phrases from the box in Exercise 2.
Financial performance

| am pleased to say the 1) has continued its excellent
performance. We are changing, growing and doing well at a difficult time for the
industry. 2) was €57.2 million, an increase or 15% on last year, and
3) rose by 5% to €6.4 million.

We are a highly competitive business. We have increased our 4)
to 20%. Consequently, our 5) has risen and is now at an all-time high
or €9.6.

Increased production and strong demand have had a positive effect on our
cashflow, so we are able to finance a number or new projects. We have successfully

moved to our new 6) in central London. We are now planning to start
full production at the recently opened Spanish 7) in October.
Finally, thanks once again to our loyal and dedicated 8) . Our

employees will always be our most valuable asset.

4. Use the prepositions at, by, for, in, of, to and on to complete the extract from a
company report.

PINELCOM
Financial performance
Pinelcom is committed 1) creating and delivering value — value to

its customers, value to its employees and value to the region. Our success in moving
towards this goal is most evident in the financial results for this year. Turnover

2) the close of the year was €83,5 million, that is an increase
3) 12 per cent over the previous year, and profits rose 4)

6 per cent 5) €7,3 million. In spite of fierce competition, we have
increased our market share to almost 25 per cent. As a result, our share price has risen
and is now 6) an all-time high 7) €11,6.

A huge increase 8) production and rising demand have had a
positive effect 9) our cash flow. We are planning to start full production
10) our recently opened Polish subsidiary 11) May.

Finally, I would like to congratulate our staff on their outstanding performance.
Thank you all once again 12) your continuing support of the company.

5. Match the companies to the industry sector they belong to.

| 1. Lenovo, Apple, Dell, Microsoft | a) Electrical / Electronics
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2. Bayer, Johnson & Johnson, Novartis b) Engineering
3. BMW, General Motors, Nissan, Toyota ¢) Banking and finance
4. HSBC, ING d) Pharmaceuticals / Chemicals
5. LG, Nokia, Samsung, Siemens e) IT (Information Technology)
6. AP Moller-Maersk, Qatar Airways, Ryanair | f) Retail
7. Ikea, Tesco, Wal-Mart, Zara g) Transport
6. Read the sentences and write the missing words.
1. Humanr ¢ _ s deals with employees, keeps their records and helps with
any problems they might have.
2. If someoneis ___f-e oy it means that they don’t work for only one
company.
3. Cisco Systems is a famous American IT company which _ _ pp_ _ _ _ Internet
equipment.
4. A company which owns another company iscalleda _r__ company.
5A _bs Is a company which is more than 50 per cent owned by another
company.
6. The main building or location of a company or organisation is its _ _ d
0 e.
7. Banking and tourism belongtothe v industry.
8. All the people who work in a particular country, industry, or factory are called the
kf
IV. Reading Comprehension
Text 1
Company structures

Most companies are made up of three groups of people: the shareholders (who
provide the capital), the management and the workforce. The management structure
of a typical company is shown in this organisation chart.

A N B

Board of Directors

»

Managing Director

Middle management
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At the top of the company hierarchy is the Board of Directors, headed by the
Chairperson or President. The Board is responsible for policy decisions and strategy.
It will usually appoint a Managing Director or Chief Executive Officer, who has
overall responsibility for the running of the business. Senior managers or company
officers head the various departments or functions within the company, which may
include the following:

a) Marketing

b) Public Relations

c) Information Technology or IT

d) Personnel or Human Resources

e) Finance

f) Production

g) Research and Developmentor R & D

Text 2
Two different organisations
1. Discuss the statement '‘Companies should be owned by their employees."

2. Work in pairs. As you read, make a note of the key points about your
company in the chart below.

Student A: Read Avrticle 1.

Student B: Read Article 2.

Tata John Lewis
India’s biggest company Owned by its employees
Article 1

India: Tata's search for a new CEO

by Joe Leahy in Mumbai

Mr Tata, Chairman of India's biggest company, is expected to retire — yet again

— in two years. But this time things look different. The group appears ready to move

on, formally announcing last month that it has set up a special committee to look for a
new CEO.

Instead of simply choosing the most obvious successor, the group has said it

will consider all candidates for India's biggest corporate job. In a country where

companies are often controlled by influential families, the idea of an outsider,



47

particularly a foreigner, controlling a group of Tata's size and reputation is
revolutionary.

At risk is more than the future of the Tata Group, though this is very important
to the national economy. With its 100 subsidiaries — including India's biggest private-
sector steel company, its biggest information technology outsourcing company and its
biggest automotive producer - it is also the country's first true multinational, with 65
per cent of its $71 bn in revenue generated overseas.

Analysts question whether Tata can create an example for corporate India of
orderly transition from family leadership to professional management. "There's a
feeling if an outsider, especially a foreigner, took over a group as complex as Tata, it
would be disastrous," says a banker who knows the company.

However, some critics argue that introducing professionals would help to break
down a reputation for weak management in large, family-run companies.

Article 2
Is John Lewis the best company in Britain to work for?
by Jon Henley

It is owned by its employees — or partners - who have a say in how it is run and
receive a share of the profits. Surely this is the way every organization should be run?

It's just before opening time on bonus day at John Lewis and, boy, are we
excited. Up and down the country, the 69,000 people who work for the nation's
favourite retailer are gathered, impatient. A specially chosen staff member opens an
envelope and reads out a number. Fifteen per cent. It's the percentage of their salary
that each John Lewis employee takes home as that year's bonus.

If a product is on sale in a John Lewis store, you know you can trust it. Plus
you can be sure you’ll be served by someone who really knows what they're talking
about and, most unusually of all, is eager to help.

Unlike other high-street names, John Lewis is owned by its employees, each of
whom has a say in its running and a share in its profits. This is Britain's largest
example of worker co-ownership. Its purpose is "the happiness of all its members,
through their worthwhile and satisfying employment in a successful business".

“It's a good company to work for", says Pedro, a Waitrose* chef. "l didn't
realise how good until | joined." Employer-employee relations at John Lewis, says
Nicola McRoberts, "are completely different. They want you to be happy."

A veteran of five years, Kirsty Reilly, in womenswear, speaks of the “passion
and commitment" that come from "being engaged, because you have a shared interest
in making sure it works, for you and for the people you work with."

* A supermarket chain, part of the John Lewis group.

3. Compare and contrast the two companies.
Example: Tata is an Indian company, but John Lewis is a British company.
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4. Discuss these questions:

— What are the good and bad points of bringing in someone from outside to run a
family owned business?

— Do you know of any company like john Lewis in your country? If so, how
successful is it?

V. Listening Comprehension

A successful company
1. Listen to the first part of an interview with Susan Barratt, the Chief Executive
Officer of Nature's Way Foods, and correct the six mistakes in this paragraph.
Nature's Way Foods is a drinks-manufacturing company based on the east coast of
Ireland. They put chilled product, the majority of which is milk and cheese, into
various types of packaging for the major retailers and various food-service companies
in Ireland.

. Listen to part one and find the following.

. an adjective meaning cold or cooled

. a four-word expression meaning most of which

. aword that means different

. aword for what food is wrapped in

. a two-word expression used for the chains in item 6 below

. the names of three supermarket chains that sell food to consumers
. a three-word expression that includes the chain in item 8 below

. the name of a fast-food restaurant chain

coO~NoO T WDNEDN

3. Listen to the second part, where Susan talks about the reasons for the
company's success, and complete these notes with one word in each gap.

First reason for success: the 1)

* Health — desire to eat healthy 2)
* Convenience — 3) -poor.

* Sustainability — low level of food 4)

* Indulgence — diet Monday to Friday, but have several pieces of cake on Friday
night.

Second reason for success: the way they 5) the business.
* High- 6) business.

* Produce hundreds of 7) of units.

* Need to be very 8) in the way they produce them.

* Invested heavily in 9) and processes.

4. Listen to part two and complete the table with words that Susan Barratt uses.

noun adjective

healthy

convenient

sustainable




49

indulgent

efficiency

5. Match the adjectives in Exercise 4 to their meanings in this context.
a) easy to prepare, use, etc.

b) using the least possible amount of time, effort, money, etc.

¢) allowing someone to eat something that tastes good but may be unhealthy
d) able to continue into the future

e) good for your body

6. Listen to the third part and answer these questions.
1. What two things has Susan enjoyed the most when running a company?
2. What does she not enjoy about running a company?

7. Listen to part three. Which of these things does Susan Barratt mention?
Someone who runs a company . . .

1. should set strategy

2. should set clear goals

3. should be an expert in accountancy and finance

4. should get people to work together as a team

5. should socialise with their team at weekends

6. might suffer from the fact that they are continuously responsible for different
things

7. might get lonely

8 must make some decisions on their own

8. Listen to the final part and complete this extract.
I've learned a lot of lessons from the companies I've worked for. I think the key

thing is that you have to make sure your 1) in the organisation are
engaged with the organisation and have a clear 2) of what that
organisation is trying to 3) :

If you can get that clarity of 4) and 5) from the

people within the organisation, then that will help move the business forward in itself.
VI. Skills “Presenting your company”

1. What sort of presentations have you given? How did you feel?

2. Listen to the beginning of a presentation by Robert Pullin, Director of Human
Resources at DCV Fashions, and answer these questions.

1. What is the main aim of the presenter?

2. What kind of audience is he probably addressing?

3. Listen again and complete this paragraph.
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1) I’'ll give you some basic information about DCV Fashions.
2) , I'll explain why we've been so successful in the fashion industry
3) , I'll tell you about our mission statement. This describes what we're
all about, why we're in business. And 4) , I'll/'explain how we

communicate with people through our advertising and promotion.

4. In pairs, practise giving an introduction to your own company or one which
you know well.

5. Listen to the rest of the presentation. Work in pairs and complete the
information.

DCV Fashions

Head office 1)

Products 2)
Turnover (last year) 3)
Profits (last year) 4)
Reasons for success 5)
Advertising and promotion 6)

6. Number these phrases which introduce different sections of the presentation
in the order in which they appear.

a) Moving on now to our mission ...

b) Finally, a word about ...

¢) Thanks very much for listening ...

d) OK, some basic facts ...

e) What's the key to our success?

7. Choose one of these topics. Work in pairs. Make your presentation and
answer your partner's questions. Your audience is a group of young people from
a fashion college.

* Think about your company or a company you know. Study the Useful language

box below, and use the headings in the chart in Exercise 5 to help you prepare a
presentation about it.

Useful language



INTRODUCING YOURSELF
Hello everyone, my name's

Robert Pullin. I'm Director of Human

Resources at DCV Fashions.

Good morning, I'm Robert Pullin,
Director of Human Resources,
DCV Fashions.

STATING YOUR AIM
My purpose todayis to talk
toyou about our company.

Today, I'd like to talk about our
new projects.

OUTLINING THE PRESENTATION
First, I'll give you some basic

information.

Next, I'll talk about our products.
Then, I'll discuss the reasons for

our success.

Finally, I'll tell you about our
advertising and marketing.

INTRODUCING NEW INFORMATION
Here are some basic facts.
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CHANGING TO A NEW SECTION
OF THE TALK

Moving on now to our mission.

OK/Right. What about our
distribution system?

ENDING THE PRESENTATION

Thanks very much for listening
to my presentation.

Thanks for coming to my talk.
Are there any questions?

Here are some key facts about

our company.

Use the facts provided in the table to make a presentation about Moda

International
Fashion Group (MIFG).

MIFG Data

Head office

Milan, Italy; founded in 1978

Turnover (last year)

€286 million (increase of 10.4% compared
with previous year)

Products

Makes and sells clothing, designer shoes,
handbags, giftware
Target consumer: 20-35-year-olds

Number of stores

28 in Italy, 35 internationally

Workforce

1,800 employees

Reasons for success

Strong brand image; competitive prices;
excellent TV advertisements;

endorsement by a famous, young Italian
model

Mission

To create an exciting lifestyle for its
customers

Advertising and promotion

Focuses on TV advertising and on full-
page advertisements in fashion magazines

8. Match each of the headings (1-6) to one of the expressions (a-f).

1 Introducing yourself

a) Here are some key figures on our
amazing growth over the last five years.

2 Stating your aim

b) That's it for today. Thank you very
much.

3 Outlining the presentation

c) My name's Katie Woo and I'm Head of
Marketing here at Fragrant Perfumes.

4 Introducing new information

d) My talk is divided into four parts
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5 Changing to a new section of the talk

e) I'm here to tell you about our exciting
new products to be launched next year.

6 Ending the presentation

f) That's all | have time for on lipstick. I'll
move on now to shampoo.

9. Work in groups of three. The directors of three new Internet start-ups make
presentations about their companies to possible investors. You are one of the
directors. Use the notes to make a presentation about your company.

Linkalot

Vidcall

Source-it

Based

Hoxton, London

Stockholm, Sweden

Riga, Latvia

Nature of site

Social networking

Video calls using the
Internet

Putting suppliers and
buyers in touch with each
other

Users

Young professionals aged
25-40

Businesses and individual
consumers

Businesses in cars,
electronics and
construction

Current source of

Friends and family

Loan from a Swedish bank

Grant from (=money given

investment by) the European Union
Amount already invested €200,000 €550,000 €1.1 million
Purpose of new investment | Employ 10 new Develop new video Move into a bigger building
programmers technologies with the most up-to-date
equipment
Amount required €1 million €1.5 million €1.9million

VI1I. Self-directed work

Reading 1

Read this article from the Financial Times by Stefan Stern and answer the

guestions.

Before you read

What's the best way to keep a company's employees happy and motivated?

The real value of managing information and people
By Stefan Stern

SAS has been a pioneer in the business of "analytics". This involves not just
gathering information, but also processing it and getting the value from it. Its chief
executive, Jim Goodnight, says: "When the economic downturn started | told
everyone there would be no job losses, that we might have lower profits but that was
fine with me,” he says. "If didn't care because | prefer keeping everybody's jobs. |
think everybody actually worked harder to save money, to cut expenses, to try to
bring in more revenue, and we actually ended up growing last year by 2.2 per cent. |
always say if you treat people like they make a difference they will make a

difference."
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SAS has just been named by Fortune magazine as the best company to work
for in the US. The on-site perks and benefits at SAS headquarters are remarkable.
Medical care, childcare, sports centres, massage, food, hairdressers and a 35-hour
week: these all form part of the employee package.

There is a downside. SAS does not pay the highest wages in its sector. But it is
a successful business with low staff turnover. Most employees seem happy with the
deal, which is designed to make working life easier. It is these software programmers
who in turn keep SAS's clients happy.

Exercises
1. Look through the whole article. Which organisation is it about?

2. Complete these statements with words from paragraph 1, as they are used in
the article.

a) A IS a person or organization that does something that has not been
done before. (7 letters)

b) If you collect information, you it. (6 letters)

c) If you information, you try to make it easier to use, understand, etc. (7
letters)

d) An economic IS a time when business activity goes down. (8 letters)
e) You say that something happened when you want to talk about what
really happened, not what might have happened. (8 letters)

f) Is another word for 'costs'. (8 letters)

) Is money from sales. (7 letters)

h) If you people in a particular way, you manage them in that way. (5
letters)

3. Read paragraph 1 and choose the best summary.
SAS got through the economic downturn...

a) but profits increased and some employees lost their jobs.
b) but it made a loss; however, everyone kept their jobs.

¢) and the company even grew during that time.

4. Now answer these questions about paragraph 1.

a) What does SAS do?

b) During the downturn, why didn't Jim Goodnight worry about having lower profits?
¢) How did his employees manage to get the company to grow?

d) What is his "philosophy' in relation to employees?

5. Read paragraph 2. Imagine that SAS employees make the comments below.
Which perk or benefit is each employee referring to?

a) 'l like being able to leave work at 5.30!"

b) 'If I get ill, I can always go and see the company doctor.'

c¢) 'l can leave my kids in the creche and pick them up when I leave work.'
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d) 'It's great to be able to play tennis at lunchtimes.'
e) 'l can always get my hair cut without going into town.'
f) "'The hamburgers are delicious.’

6. Choose the alternative with the closest meaning to the expression in italic.
1) There is a downside.
a) disadvantage
b) disagreement
¢) disappointment
2) SAS does not pay the highest wages ...
a) earning
b) salaries
C) payments
3) ... In its sector.
a) segment
b) industry
C) area
4) But it is a successful business with low staff turnover.
a) few employees who leave
b) low sales per employee
c) few employees who sell
5) Most employees seem happy with the deal, ...
a) location and salary
b) healthcare and sports centres
¢) pay and benefits

Over to you 1
Think about your own organisation or one you would like to work for. What perks
and benefits would you most like to have?

Over to you 2

SAS is based on a ‘campus’ outside Raleigh, Virginia. (A campus is a kind of park,
often on the edge of a city, where a company has its offices.) Would you prefer to
work on a campus like this, or in a city centre office? Give your reasons.

Reading 2
Read this article from the Financial Times by Rachel Sanderson and answer the
guestions.

Before you read
What products do you think of when you think of Italian companies?

Value of being '‘Made in Italy'
By Rachel Sanderson



55

In Palazzo Strozzi, a Renaissance palace overlooking Florence's Arno River,
Ferruccio Ferragamo, owner of luxury shoe brand Salvatore Ferragamo, is explaining
why his shoes are "Made in Italy". Mr Ferragamo's father, Salvatore, put handmade
shoes on the feet of Marilyn Monroe and Sophia Loren, Lauren Bacall and Judy
Garland. But many people might think that his son is living in different times, with
rising Chinese and Indian manufacturing companies putting Italian companies out of
business.

A decade ago, many economists, in Italy and outside, were convinced that the
small and medium-sized businesses that make up a large part of the country's
economy were in decline. The Italians could not compete with rival manufacturing
countries in Asia. Their productivity was too low and too costly. But the country's
exports are estimated to have grown 12, 5 per cent this year, with forecasts of 8 per
cent for next year's growth.

The surge has been caused by the attraction of "Made in Italy" goods to the
middle classes of rapidly growing economies, including Brazil and China. And
whether it is sending furniture to Russia, textiles to Egypt, rubber and plastic products
to Turkey or winemaking equipment to Chile, emerging markets are proving
increasingly important for Italy's entrepreneurs.

The place where a product is made is very important for Chinese consumers.
By some estimates, China is now the world's biggest luxury market. This has allowed
the industry to raise prices by 10 per cent in the past 12 months. As Mr Ferragamo
says, "We cannot make enough to keep up with the demand from the Chinese. They
want their shoes not just made in Italy, but often made in Florence."

Exercises

1. Look through the first paragraph to find the names of:
a) a luxury Italian shoe company.

b) its current owner.

¢) the name of his father.

d) the names of four actresses who have worn its shoes.

2. Choose the alternative with the closest meaning to the expression in italic.
1) A decade ago, ...

a) five years

b) ten years

C) twenty years
2) ... many economists, in Italy and outside, were convinced that the small and
medium sized businesses ...

a) unsure

b) secure

C) sure
3) ... that make up a large part of the country's economy were in decline.

a) getting smaller and less important

b) getting bigger
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C) staying the same
4) The Italians could not compete with rival manufacturing countries in Asia.
a) similar
b) competing
c) helpful
5) Their productivity was too low and too costly.
a) sales
b) profits
C) output per person
6) But the country's exports are estimated to have grown 12, 5 per cent this year, ...
a) known
b) calculated
C) guessed
7) ... with forecasts of 8 per cent for next year's growth.
a) predictions
b) promises
¢) plans

3. Read paragraphs 3 and 4 and decide if these statements about expressions are
true or false.

a) A surge is an increase.

b) If something has an attraction, people like it.

¢) Emerging markets have existed as markets for a long time.

d) Entrepreneurs are people who start new businesses and have new ideas for existing
businesses.

e) Demand for something is the amount of it that is available to buy.

4. List all the products mentioned in paragraph 3.

5. Choose the best summary of the whole article.

Italian manufacturing companies...

a) have been successful because they have higher productivity than Chinese or Indian
companies.

b) were expected to do badly, but have been successful because of demand from
emerging markets.

c) do well because customers in emerging markets want their shoes made in Florence.

Over to you 1
Why is the place where luxury goods are made so important?

Over to you 2
Describe areas in your country that specialise in making particular goods. How are
they doing now in relation to the past?
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Reading 3
Philips is a major multinational company which has almost 30,000 trademarks
registered worldwide. Study the organisation chart below

 eresioenT
*

BOARD OF MANAGEMENT

(In charge of company strategy and general policy.)

e l

| SUPERVISORY BOARD GROUP MANAGEMENT COMMITTEE

(Responsible for the general course of business.
Makes sure policy is implemented and advises the board of management.)

Corporate Departments ‘

Sl 1 | l
Finance: ' Information i { Human Resource | Legal Affairs Communkl:aﬁon and
Accounting & Control | | Technology | | Management J , dme Public Relations

1. Match these products to the sectors below which they come from.
faxes mobile computing products  X-ray equipment  hairdryers  lamps

Sectors
m&lsinm Electronics Philips Components Philips Consumer Electronics m{oomuﬁc Appliances |
Products include: Products include: ' Products include: 4ot Pranonal Care
u digital video- m display components | m video: TV, VCR ‘ Products include:
communications systems | ' m general systems m digital video | m personal care:

) e | | components | | DVD, internet, digital TV, | = shavers, 2
m speech processing ‘ digital cameras ‘ suncare

\ m mobile phones m domestic appliances:

u 3 mobule compuking vacuum cleaners, food
producks processors, blenders,

| coffee makers

| Philips Lighting Philips Medical Systems | [Philips Semiconductors

|Products include: Products include: | Products include:

nd ab ‘ m telecom terminals

u lighting electronics and gear m ultrasound | | m emerging business e.g. Trimedia

Before you read

2. Decide whether you think these statements about Philips are true or false.
1) It is the world’s second biggest electronics company.

2) It has produced over 100 million TV sets.

3) Its headquarters are in Amsterdam.

4) It was the first company to produce compact discs.

5) It is active in a small number of specialised businesses.

6) It provides the lights for famous landmarks such as London’s Tower Bridge.
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The Philips Story

The foundations of the world’s biggest electronics company were laid in 1891
when Gerard Philips established a company in Eindhoven, the Netherlands, to
manufacture light bulbs and other electrical products. In the beginning, it
concentrated on making carbon-filament lamps and by the turn of the century was
one of the largest producers in Europe. Developments in new lighting technologies
fuelled a steady programme of expansion and, in 1914, it established a research
laboratory to stimulate product innovation.

In the 1920s, Philips decided to protect its innovation in X-ray radiation and
radio reception with patents. This marked the beginning of the diversification of its
product range. Since then, Philips has continued to develop new and exciting product
ideas like the compact disc, which is launched in 1983. Other interesting landmarks
include the production of Philips” 100-millionth TV set in 1984 and 250-millionth
Philishave electric shaver in 1989.

Philips’ headquarters are still in Eindhoven. It employs 256,400 people all over
the world and has sales and service outlets in 150 countries. Research laboratories are
located in six countries, staffed by some 3,000 scientists. It also has an impressive
global network of some 400 designers spread over twenty-five locations. Its shares
are listed on sixteen stock exchanges in nine countries and it is active in about 100
businesses, including lighting, monitors, shavers and colour picture tubes; each day
its factories turn out a total of 50 million integrated circuits.

Royal Philips Electronics is managed by the Board of Management, which
looks after the general direction and long-term strategy of the Philips group as a
whole. The Supervisory Board monitors the general course of business of the Philips
group as well as advising the Board of Management and supervising its policies.
These polices are implemented by the Group Management Committee, which
consists of the members of the Board of Management, chairmen of most of the
product divisions and some other key officers. The Group Management Committee
also serves to ensure that business issues and practices are shared across the various
activities in the group.

The company creed is 'Let's make things better'. It is committed to making
better products and systems and contributing to so improving the quality of people's
work and life. One recent example of this is its 'Genie' mobile phone. To dial a
number you just have to say it aloud. Its Web TV Internet terminal brings the
excitement of cyberspace into the living room. And on travels around the world,
whether passing the Eiffel Tower in Paris, walking across London's Tower Bridge, or
witnessing the beauty of the ancient pyramids of Giza, you don't have to wonder any
more who lit these world famous landmarks, it was Philips.

Exercises
3. Read 'The Philips Story' again. Why are these dates important?
a) 1891 b) 1914 c)the 1920s d) 1983 ) 1984

4. Find the figures that correspond to the following pieces of information.
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Example: The approximate number of designers working for Philips: 400

1) The number of people working for Philips worldwide.

2) The number of countries with sales and service outlets.

3) The number of countries where Philips has research facilities.

4) The approximate number of scientists working in Philips' research laboratories.
5) The number of integrated circuits produced every day.

5. Match the words from the text with their corresponding definitions.

1) an innovation a) a planned series of actions

2) a patent b) main offices

3) diversification c) a place or address

4) arange d) the introduction of a new idea

5) headquarters e) a selection or series

6) a location f) making different types of products

7) a strategy g) an agreed course of action

8) a policy h) the right to make or sell an invention

6. Replace the words in italics with the words used in the text.

1) Gerard Philips set up ( ) a company in Eindhoven.
2) The company initially specialised in ( ) making carbon-filament
lamps.

3) Developments in new lighting technologies fuelled a steady plan for growth

( ).

4) In 1983 it introduced ( ) the compact disc onto the market.

5) Each day its factories produce ( ) a total of 50 million integrated
circuits.

6) Royal Philips Electronics is run ( ) by the Board of Management.

7) The Supervisory Board carefully watches ( ) the general course of
business.

8) Policies are put into practice ( ) by the Group Management
Committee.

9) The Group Management Committee consists of members of the Board of
Management and chairmen of most of the product sectors ( ).

10) The Group Management Committee serves to ensure that important matters
( ) and ways of doing business ( ) are shared across the

company.
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Unit 21 Part | Great ideas

‘All the great ideas are controversial, or have been at one time’
George Seldes, US investigative journalist

I. Topical Vocabulary

1 | toagree with IIOTOJPKYBAaTHCh 3

2 | to disagree with HE TIOT0JDKYBATHUChH 3

3 | to discover BiJIKPHBATH; JIOBiTyBAaTUCS, BUSBISITH

4 | by accident BHITaIKOBO

5 |to have an idea MAaTH 111€e10

6 | tosuggest an idea 3aIpPOIOHYBATH 1/CI0

7 | to think of an idea 0OMIPKOBYBATH 1€I0

8 | to develop an idea PO3BUBATH, PO3POOJIATH i7CHO

9 | to encourage an idea HiATPUMYBATH 1JIC10

10 | to take advantage of an opportunity CKOPHCTATHUCS MOJINBICTIO

11 | to raise somebody’s status T1JIBUIITUTH CTATyC

12 | to enter a market MPEACTABUTH TOBAp HA HOBOMY
PHHKY

13 | to extend a product range PO3IIMPUTH ACOPTUMEHT TOBAPiB

14 | to meet a need BIJMIOBIJATH  BHUMOraM  KJIIE€HTIB,
IPOJIABATH T€, IO iM MOTPIOHO

15 | to make a breakthrough 3pOOUTH BIJKPHUTTS, IPOPHB

16 | in response to y BIIIOBIJIb Ha

17 | upmarket BHCOKOSIKICHUHT

18 | to reduce waste CKOPOTHTH 3aiiBi BUTPATH

19 | to protect the environment 3aXHUIIATH HABKOJIUIITHE CEPEAOBHIIIC

20 | to fill a gap 3alIOBHHUTH Hillly (PUHKOBY)

21 | to win an award OTPUMATH BHHATOPOY

22 | eventually KiHEI[b KiHIIEM, 3PCIITOI0

23 | to attempt HaMaraTucs

24 | dummy JSUTbKAa, MAHEKCH, OMYIaJIo

25 | rechargeable battery Oarapes, IKy MOJKHA TIepe3apsIuTH

26 | gold plated M1030JI0YCHU I

27 | bulletproof KyJICHETIPOOUBHUI

28 | vending machine TOPTiBEIbHUI aBTOMAT

29 | bullion 3JIMBOK 30J10Ta a00 cpibia

30 | overheads HaKJIa{HI BUTPATH

31 | resistance OITip, MPOTH IS

32 | corporate venturing KOpPIOpaTHUBHE BEHUYpHE
(b1HaHCYBaHHS

33 | entrepreneurship 1 AIPUEMHUIITBO

34 | intrapreneurship BHYTpIIITHE 1 ATPUEMHUIITBO
(T ampueEMHHUIIBKA TISUTBHICTD
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BCEPEJIMHI KOPIopailii)

35 | skunk works

MaJICHbKUI JOCHIAHUIBKWAI  BIIIIT

HiANIPUEMCTBA
36 | innovation IHHOBAIlis], HOBOBBEACHHS
37 | improvement yIOCKOHAJICHHS

38 | market response

peakilis pUHKY y BIJANOBiAL Ha il
ipm

39 | prototype

IIPOTOTHII

40 | beta version

OeTa-Bepcist MPOIYKTY

41 | beta-tested

OeTa-TeCTyBaHHS

42 | niche Hila
43 | trial BUIIPOOYBAHHS; TOCII, Mpoda
44 | boom OyM, TMOXBaBJieHHA (B TOPriBml 1

T.1H.)

45 | cutting edge NepeI0BUH, MIPOTPECUBHUM,
3aCHOBaHUM Ha OCTaHHIX
JOCATHEHHSX

46 | leading edge HAWOUTBII ~ PO3BHMHEHA  YacTHUHA
JOCITKCHHS, JTIAUPYIOUHi

47 | state-of-the-art HaHOBIIIHIA

48 | hi-tech BHCOKOTEXHOJIOTI YHUHA

49 | low-tech HU3BKO TEXHOJIOTIYHUH (HA OCHOBI
CTapuX TEXHOJIOT1i)

50 | obsolete 3acTapiIvid, CTAPOMOTHUH

51 | proprietary

BJIACHUIILKHMH, CKJIAJOBHHA  YHEICH
BJIACHOCTI; IIPUBATHUM;
MMaTEHTOBaHUM

52 | lecence (BrE); license (AmE)
to license (BrE & AmE)

JIIIEH31s, JO3BLUI HA JISUILHICTD,
JTO3BOJISITH, JIIIIEH3YBaTH JISUTHHICTh

53 | under lecence

3a JIEH3IE0

54 | royalties

aBTOPCBHKHMI TOHOPAp

55 | copyright

ABTOPCBKC IIPpaBO

56 | copyright infringement

ITOPYILIEHHS aBTOPCHKUX IPAaB

57 | intellectual property

1HTEJEKTyaJIbHA BJIACHICTb

58 | research centre (BrE)
research center (AmE)

JOCITITHUTIBKUH TICHTP

59 | technology TEXHOJIOT1s
60 | patent MaTCHT
I1. Starting-up

1. Which of these statements do you agree with? Which do you disagree with?

Why?
1 There are no new ideas.
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2 Most of the best ideas are discovered by accident.

3 Research and development is the key to great business ideas.

4 There is nothing wrong with copying and improving the ideas of others.
5 The best way to kill an idea is to take it to a meeting.

2. Discuss these questions.

1 What do you think are some of the best ideas in the last 20 years?
2 What is the best idea you have ever had?

3 Which creative person do you most admire? Why?

4 What should companies do to encourage new ideas?

3. Think of examples of good ideas from the past that were controversial* at
first.

A few ideas:

- Early critics of railways believed the human body couldn't withstand the speed of
train travel.

-The proposal that the planets orbit the sun was initially rejected.

- Many believed that home video would destroy the cinema business.

*controversial (= causing a lot of disagreement because people have different
opinions).

I11. Vocabulary and Speech Exercises

1. Match the word partnerships (1-6) to their definitions (a-f).

1 to take advantage of an opportunity a) to offer a larger variety of goods

2 to raise somebody's status b) to do or provide something that is
necessary

3 to enter a market c) to do something when you get the
chance to do it

4 to extend a product range d) to make an important discovery or
change

5 to meet a need e) to start selling goods or services in a
new area

6 to make a breakthrough f) to make somebody look or feel more
important

2. Read this extract from a talk by the head of a research and development
department. Then complete the gaps (1-6) with the correct form of a word
partnership from Exercise 1.

Great ideas are generated in different ways. Sometimes an idea may simply be
when a company 1) . 2) , to offer more choice to existing
customers. Or a great idea could allow a company to 3) which was
closed to it before.
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Companies which are prepared to spend a lot on R&D may 4) by
having an original idea for a product which others later copy, for example Sony and
the Walkman.

On the other hand, some products are developed in response to customer
research. They come from customer ideas. These products are made to 5) :
to satisfy consumer demand. Or the product does something similar to another
product, but faster, so it saves time. Some people will buy new products because the
product 6) - gives them a new, more upmarket image.

3. Listen carefully to the last part of the talk and complete the gaps to form word
partnerships with the words in italics.

Other people will buy any 'green' product which 1) waste or
2) the environment, even if it is more expensive. If an idea is really good
and the product 3) a gap in the market, it may even 4) an

award for innovation.

4. Work in pairs. Exercise 2 refers to the Sony Walkman. Can you think of any
other examples of products which:

1 were completely original and later copied?

2 are green?

3 won an award?

4 were developed from customer ideas?

Compare your ideas in small groups.

5. Match a verb from box A with a noun from box B to complete the sentences
below. Use a suitable form of the verb-noun combination.

A B
to develop the environment
to extend advantage of (something)
to make a (product) range
to meet a business idea
to protect a breakthrough
to take a need
to win an award

1) Brainstorming is an effective way of :
2) A couple of years ago, scientists in the treatment of cancer.

3) ‘Eco-consumers’ choose companies which do not produce a lot of toxic waste and
have a clear policy of

4) Sometimes an idea may simply be When a company an opportunity
to offer more choice to its customers.
5) If one of your products for innovation, prospective customers may

see you as a dynamic, high-quality company and decide to choose you over your
competitors.




64

6) Our company would like to attract a wider variety of customers, that’s why we are
planning to of cosmetics and toiletries.
7) A good business idea is one that generates profits and at the same time

6. Complete each set of sentences with the same word.

1) The marketing department wants to a meeting next week.

We are planning to our next sales conference in Mumbai.

Do you know which animals the record for the longest migration?
2) During lectures, it’s a good idea if you notes as you listen.

The main goal of any business is to money.

She wants to some suggestions about improving our database.

3) Industrialised countries should try to waste instead of exporting it.
The best way to competition is to buy out your main competitors.

Pollution is a big problem in our city and we are trying all sorts of ideas to
it.

4) We plan to offer free ice cream to all consumers one day a year to

awareness of the company.

Our cars come in two colours. If you want extra colours, I’'m afraid we have to
the price by 5 percent.

Some people buy luxury products because such products their
status and give them a new, more upmarket image.

5) I can’t find a solution to all problems, of course, but I my best.
A lot of people want to part-time work when they retire.

We a lot of business with Chinese telecommunications companies.

6) If you continue to be late for work, you will the sack.

All members of staff an end-of-year bonus.

I’11 talk to the manager during the break if the chance.

IV. Reading Comprehension
Text 1

New ideas
Resistance to new ideas is well known. In organisations, the best way of killing an
idea may well be to take it to a meeting. The very things that make companies
successful in one area may prevent them from developing success in new activities.
Early work on personal computers at Xerox was dismissed by its senior managers
because they considered that the company's business was copying, not computing.
Company leaders talk about corporate venturing and intrapreneurship, where
employees are encouraged to develop entrepreneurial activities within the
organisation. Companies may try to set up structures in such a way that they do not
stifle new ideas. They may put groups of talented people together in skunk works to
work on innovations - development of the PC at IBM is the most famous example.
Skunk works are outside the usual company structures and are less likely to be
hampered by bureaucracy, in-fighting, and so on.
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When innovators go to large companies with new designs for their products, they
face similar problems. The inventor of the small-wheeled Moulton bicycle could not
persuade Raleigh to produce it, so he set up his own company. But a single
innovative breakthrough is not enough. There has to be continuous improvement and
market response. The current winners in bicycle innovation are producers of
mountain bikes, who have taken the original bicycle design and eliminated its
irritations, revolutionising an old concept by providing relative comfort, easy gear
changes, a 'fun’ ride, and so on.

The initial idea for a car will be turned into a series of prototypes and tested. In
software development, the final 'prototype’ is the beta version, which is beta-tested.
Pharmaceuticals go through a series of trials. Even the most brilliant entrepreneurs
will not have the resources to go it alone in industries like these, as the investment
and experience required are enormous. Cars, software and pharmaceuticals are
examples of industries dominated by giants. The 'rules of the game' are well
established, and newcomers are rare, unless they can find a small niche unexploited
by the giants. There may be more opportunity for innovation where the rules of the
game are not yet established. This may involve selling and delivering existing
products in new ways: think, for example, of selling books and airline tickets on the
Internet.

One thing is certain: business will continue to benefit from the creativity of
individuals and organisations who can develop great ideas and bring them to market.

Text 2
Three great ideas
Before you read
What makes a business idea a really great idea? Brainstorm as many points as you
can.
Example: It results in an increase in sales and profit.

Article 1
Who needs translators?

Google is developing software for the first phone capable of translating foreign
languages almost instantly. By building on existing technologies in voice recognition
and automatic translation, Google hopes to have a basic system ready within a couple
of years. If it works, it could eventually transform communication among speakers of
the world's 6,000-plus languages.

The company has already created an automatic system for translating text on
computers, which is being honed by scanning millions of multilingual websites and
documents. So far, it covers 52 languages. Google also has a voice-recognition
system that enables phone users to conduct web searches by speaking commands into
their phones rather than typing them in.

Now it is working on combining the two technologies to produce software
capable of understanding a caller's voice and translating it into a synthetic equivalent
in a foreign language. Like a professional human interpreter, the phone would
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analyse "packages” of speech, listening to the speaker until it understands the full
meaning of words and phrases, before attempting translation.

Acrticle 2
Safer cycling

Swedish designers have created a cycling "collar" that is worn around the neck
with an airbag hidden inside. When sensors in the device determine a crash has
happened, an airbag instantly inflates around the cyclist's head to form a helmet.

The invention was presented today in Stockholm. It will go on sale in Sweden
early next year for about £50. The designers have spent six years developing it.
Terese Alstin, one of the inventors, said. "The protection should include keeping the
sense of freedom and not ruining your hairstyle."

The device has been improved by recreating hundreds of accidents using crash-
test dummies and real riders. "We have developed a unique, patented, mathematical
method to distinguish these movement patterns,” say the inventors. A small helium
gas cylinder inflates the airbag in 0,1 seconds and is designed to let cyclists see at all
times.

The airbag stays inflated for several seconds. It is powered by a rechargeable
battery. Co-inventor Anna Haupt said: "The shell of the collar is removable and
available in many different styles and fabrics, and will be launched in new fashion
collections.”

Article 3

Going for gold

Apart from being gold-plated - and the fact that they are bulletproof - they
seem much like any other vending machine. But instead of chocolate bars, a network
of "gold-to-go™ machines dispenses 24-carat bullion in a smart presentation box.

Originally designed as a marketing device for an online gold-trading business,
the machines have become such a success that their inventor plans to build a global
network, installing them everywhere from fitness centres to cruise ships.

Thomas Geissler, the German businessman behind the machines, said their
unexpected success was the result of a recent interest in gold. "Our customers are
those who are catching on to the idea that gold is a safe investment at a time of
financial instability," he said.

Since the first machine was installed in May, in the lobby of Abu Dhabi's
Emirates Palace hotel, 20 gold-to-go machines have appeared across Europe.
Germany already has eight. Next month, the first machines will open in the United
States - in Las Vegas and Florida.

The company claims its gold is cheaper than that available from the banks,
largely because its overheads are lower, and that unlike at a bank, the machine gold is
available immediately.

Exercises
1. Work in groups of three. Make quick notes in answer to the questions below
about your article.



67

Questions Article 1 Acrticle 2 Article 3
1 What is the great / unusual
idea?
2 What problem does this
idea solve?

3 Which markets are
mentioned in relation to
this idea?

4 In terms of time, at what
stage of development is
the idea?

2. Discuss these questions in pairs.

1 Which of the ideas do you find the most interesting? Why?
2 Which idea do you think will be the most profitable?

3 Which idea will reach the most markets?

4 Can you think of any problems any of the ideas might have?

V. Listening Comprehension

Great business ideas
1. Dr Kate Pitts is a researcher at the e-Research Centre, University of Oxford.
She was asked the question: In your opinion, what were the best business ideas of the
last 15years? Predict what she will say. Think of products and services.

2. Listen to the first part of the interview. What products and services does Kate
mention? Why does she think they were excellent ideas?

3. Listen to part one. Are these statements true or false?

1 eBay is useful for large companies.

2 eBay provides a way to reach markets that is new.

3 Auctions are new.

4 Kate Pitts talks about USB sticks in relation to data and pictures.
5 She also mentions plug-and-play devices.

6 USB sticks have had no effect on other devices.

7 Digital cameras were certainly invented in the last 15 years.

4. Listen to part one again and complete the table with words that Kate Pitts
uSes.

Verb (infinitive) Noun
boom
turn over
auction
transfer
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demand

transport
benefit

satisfaction
invent

revolution

5. Listen to the second part and answer these questions.

1 What types of company spend a lot of time and money on research and
development?

2 Which company spends nearly 25% of the cost of sale on research and
development?

6. Listen to part two. In which order do you hear these adverbs?
a) actually

b) differently

c) nearly

d) slightly

e) strongly

Now match the adverbs above to their meanings.
1 almost

2 really

3 a bit

4 firmly

5 in another way

7. Listen to the second part again and complete the gaps in the audio script.

| strongly believe that most companies can benefit from using 1)
and 2) within their own company to actually develop
new 3) and services. My definition of 4) is to look at
what everybody else sees, and see something 5)

So that might mean looking at what you already do, and looking at where you
can do it slightly differently to 6) your product range, or 7)
your products into new markets. This can save 8) and money.

8. Discuss these questions.
1 What will be the best business idea in the next 15 years?
2 What would you like someone to invent?

VI. Skills “Successful meetings”
1. Which of these statements do you agree with? Why?

1 The best number for a meeting is six people or fewer.
2 Never have food or drink during a meeting.
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3 Always start and finish a meeting on time.

4 You should sit round a table when you have a meeting.
5 A meeting must always have a leader.

6 At a formal meeting, each person should speak in turn.

2. DC Dynamics is an electronics company based in Boston, USA. The marketing
department held a meeting to discuss their new smartphone. Listen to the
meeting, then answer these questions.

1 What were the main aims of the meeting?

2 Which month did they choose for the launch?

3. Listen again and tick the expressions which the chairperson uses.
1 OK, everyone, let's begin, shalt we?

2 Our main purpose is to decide the date of the launch.

3 Mei, what do you think?

4 Cheng, can you give us your opinion about this?

5 Any thoughts on that?

6 Let's get back to the point.

7 Now, I'd like to move on to sates outlets.

4. Listen to the meeting again and complete these extracts.

Mei: Personally, I'm in 1) of June. Let's get into the market early and
surprise our 2)
Wan: Yeah, June's too early | think September's the best time. We can promote the
smartphone strongly then, with a multimedia 3)

Lincoln: What about the recommended retail price for the phone’) Any thoughts on
that?

Mei: 4) a minute. | thought we were talking about the 5)

date, not the price.

Lincoln: OK, Mei, maybe we are moving a little too fast. Let's get back to
the 6)
Lincoln: Good. We need to be sharp on pricing. Now, what sates outlets do you think
we should 7) , Wan?

Wan: No problem there. We could start with the specialist mobile-phone stores and
big 8) stores. After that, we could look at other distribution
9)

5. Work in groups of four. GLP of Buenos Aires has developed a new wallet,
code-named 'The Hipster'. It will be launched in the US. The marketing
department holds a meeting to discuss a strategy for selling it.

Student A:
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Student A
Chairperson
You will lead the meeting. Ask for the participants’ 1 its selling price
opinions, encourage discussion and help themreach 2  its target consumer
agreement. You must decide these points concerning 3 special offers for first purchase
the marketing of The Hipster. 4 advertising
Student B:
Student B
Participant
You have the following opinions concerning The Hipster:
Selling price: £ Bttt
Target consumer: ~ concerning - (En-Ru)
Special afferforfirst e over 20
.- .| concern .
Advertising/promotic qr.oueue racarenscreo: kacateca (s s aimed at young people
DACCKE3E) ; ONHCHIBATh, TOBOPHTE (0 WEM-1.).. =+ i
Student C:
Student C
Participant
You have the following opinions concerning The Hipster:
Selling price: $25 approximately
Target consumer: Professional people aged 20-40
Special offer for first purchase:  Discount of 20% for ordersover 100
Advertising /promotion: Advertisements in upmarket magazines and TV commercials
Student D:
StudentD
Participant
You have the following opinions concerning The Hipster:
Selling price: $15 approximately
Target consumer: Allage groups from 20 years old upwards
Special offer for first purchase: 5% discount for orders over 50
Advertising and promotion: Advertisements in national and regional newpapers/magazines

Read your role card, and then hold the meeting. Use the useful language box.

Useful language
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CHAIRPERSON/LEAD PARTICIPANTS

Beginning the meeting Changing the subject Giving opinions Disagreeing

Can we start, please? Let's move on now to ... I think we should ... | don’t know about that.
Right, let’s begin. The next thing to discuss is ... I'min favour of ... (I'm afraid) | don’t agree.
Stating the aim Clarifying Making suggestions Interrupting

The main aim/purpose of this ~ What do you mean by ...? Perhaps we should ... Hold on (a moment).
meeting is to ... Sorry, | don’t quite understand.  We could ... Can | just say something?
Asking for comments Summarising Agreeing

What do you think? OK, let's summarise. | think you're right.

How do you feel about this? Right, let's recap. I (totally) agree.

VII. Self-directed work

Reading 1
Read this article from the Financial Times by Jonathan Birchall and answer the
guestions.

Before you read
Where do companies usually get their ideas from?
Innovation brings growth
By Jonathan Birchall

Procter & Gamble, the world’s largest consumer goods company, is a global
industry leader in new consumer product innovation. According to data from IRI, the
market research firm, it produced five of the top 10 US non-food product launches
last year. Its goal is to add another 1bn customers to the estimated 4bn it already
reaches, Bob McDonald, its chief executive, says that the road to more innovation
should increasingly include other people’s good ideas.

“We need bigger innovations that create more value,” Mr McDonald told this
year’s annual gathering and awards event for companies and research institutions that
work with P&G. “We want you to come to us with your big ideas first.”

External co-operation has delivered a stream of successful “big idea” products.
Last year’s IRI list included Tide Total Care, a premium version of its Tide detergent,
which was number two by sales on IRI’s top 10 non-food products launch list. It was
developed with external research from Sweden’s University of Lund and from two
small chemical companies.

P&G’s list of partners includes other large corporations, such as food groups
ConAgra and General Mills, and rivals, including Clorox. P&G is developing a joint
venture with Clorox to produce Glad brand plastic bags. Its most unexpected
government research partner may be the Los Alamos National Lab, the US defence
technology research centre. Los Alamos initially helped P&G to regulate the
production of the absorbent gel used in nappies, using theoretical data analysis
systems developed for weapons technology.

One of the programme’s early success stories, the creation of its Olay
Regenerist anti-ageing creams, which was built around a chemical process developed
by Sederma, a French company. “As a small company, we had little chance of getting
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in there until P&G switched its policy,” says Karl Lintner, who headed Sederma at
the time.

Exercises

1. Look through the whole article to find the names of:
a) a consumer goods company.

b) its CEO.

) a market research organisation.

d) a Scandinavian university.

e) two big food companies.

f) a competitor of the company in item a) above.

g) a military research laboratory.

h) a French company.

2. Now look through the whole article again to find the products developed in
partnership with the organisations in items d), ), g) and h) in Exercise 1 above.

3. Find expressions in paragraph 1 with the number of words shown in brackets
that mean the following.

a) the biggest organisation anywhere in the world that makes products for the general
public (6)

b) the biggest and best company of its kind anywhere in the world (3)

c) developing new products for the general public (3)

d) an occasion every year where prizes are given (3)

4. Read paragraphs 3 and 4 and decide if these statements about expressions are
true or false.

a) External co-operation is when a company develops a new product by itself.

b) The word stream is used here to refer to water.

c) A premium version of a product is less good and costs less than the ordinary
version.

d) The word chemical is used as an adjective and as a noun.

e) A corporation is usually a small business.

f) A joint venture is when two companies work together on a particular project.

g) The word data refers to information, especially information analysed on
computers.

5. Choose the best summary for the whole article.

Procter and Gamble ...

a) has always welcomed co-operation with other companies to develop new products.
b) only works with American companies to develop new products.

c) has realised the importance of working with other organisations, not only
companies, on new products.
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Over to you 1
What are the risks of working on new products with competitors in joint ventures?

Over to you 2
Is there co-operation in your country between businesses and universities to develop
new products and services? If there is, give some examples. If not, try to explain why.

Reading 2
Read this article from the Financial Times by Stefan Stern and answer the
guestions.

Before you read

The expression 'Not invented here' is used by someone to say that an idea or new
product did not start in their department or company. Why is it difficult for
organisations to accept ideas that are ‘Not invented here'?

Open your mind to the idea of innovation
By Stefan Stern

The three most dangerous words in management? "Not invented here". As
Henry Chesbrough, executive director of the Center for Open Innovation at the
University of California, Berkeley, has pointed out, senior management teams can
fail to spot important innovations because the new ways of doing business do not
easily fit in with the way they are doing things now.

Researching the performance of Xerox, the copier and printer company,
Professor Chesbrough found that, out of 35 projects that had been rejected as pan of a
review

process, 10 had gone on to become highly successful businesses. Indeed, the
combined value of these 10 new projects was twice that of Xerox itself. He calls
these rejections "false negatives": the innovations had looked bad, but that was
because senior managers did not recognise their benefits.

Professor Chesbrough was one of the speakers at last week's Financial Times
innovation conference in London. The conference also heard from Brian Dunn, chief
executive of Best Buy, the electrical goods retailer. He told a story of how his
company had in the past 20 years brought in new ways of doing things again and
again.

Whether it was ending commissions for sales staff, starting to sell on the
Internet, or renewing the company's approach to customers, or expanding abroad:
each time, Best Buy's leadership did not make the decisions easily. Each time, there
were smart people at the top who resisted change, he said. Necessary innovations are
hard to introduce so when, as in Best Buy's case, the business seems to be doing fine.

Exercises
1. Put the paragraph headings in the correct order.
a) Best Buy's difficult innovation decisions
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b) Company managers can fail to see new ideas
¢) The innovation process at Xerox
d) Regular innovations at Best Buy

2. Read paragraphs 1 and 2 and decide if these statements about expressions and
related expressions are true or false.

a) An innovation is a new idea, product, etc.

b) If you point something out, you don't talk about it.

¢) If you spot something, you don't see it.

d) If something fits in with something else, it's acceptable.

e) If something is rejected, it is accepted.

) In a review process things, ideas, etc. are judged.

3. Find expressions in paragraphs 3 and 4 with the number of letters shown in
brackets that mean the following.

a) boss (5, 9)

b) introduced (7, 2)

c) repeatedly (5. 3, 5)

d) payments in addition to salary (11)

e) senior managers considered as a group (10)

f) fought (8)

g) needed (9)

4. Read paragraphs 2, 3 and 4 and choose the correct answer.
1) How many of the new business projects rejected in Xerox's review process went
on to become successful businesses?
a) most of them
b) more than half of them
¢) nearly a third of them
2) How much were the businesses worth in relation to the value of Xerox?
a) twice as much
b) the same
¢) half as much
3) Why had Xerox managers rejected the new business ideas?
a) Because the ideas were not explained properly.
b) Because the managers couldn't see their value.
c) Because the managers didn't understand the ideas.
4) What does Best Buy do?
a) It's a wholesaler of electrical goods.
b) It's a retailer of electrical goods.
c) It makes electrical goods.
5) Why is Best Buy mentioned?
a) Because it is similar to Xerox in its approach to innovation.
b) Because it did not innovate at all.
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c) Because it does accept new ideas, but only after a lot of disagreement and
discussion.
6) Why was it particularly difficult to introduce new ways of doing things at Best
Buy?

a) Because it was already a successful company.

b) Because most of its senior managers resisted them.

c) Because it did not need them.

5. Choose the best summary for the whole article.
Companies ...

a) do not find it easy to accept new ideas.

b) do not accept new ideas because many managers are stupid.
c) accept and develop new ideas easily.

Over to you 1
What does your own school or organisation do to keep itself open to new ideas?

Over to you 2
What do you do to keep yourself open to new ideas?

Reading 3
Research and technology

Hi, I 'm Ray and I’m head of product development at Lightning Technologies.
Lightning makes semiconductors, the components at the heart of every computer. I’'m
in charge of research and development (R&D) at our research centre just outside
Boston. Our laboratories are some of the most innovative in the computer industry,
and we have made many new discoveries and breakthroughs.

| love technology, using scientific knowledge for practical purposes. The
technology of semiconductors is fascinating. We are at the cutting edge or leading
edge of semiconductor technology: none of our competitors has better products than
us. Everything we do is state-of-the-art, using the most advanced techniques
available.

Of course, the hi-tech products of today become the low-tech products of
tomorrow. Products that are no longer up-to-date because they use old technology
are obsolete. It’s my job to make sure that Lightning’s products never get into that
situation.

Patents and intellectual property

Information or knowledge that belongs to an individual or company is
proprietary. A product developed using such information may be protected in law by
patents so that others cannot copy its design.

Other companies may pay to use the design under licence in their own
products. These payments are royalties. In publishing, if a text, picture, etc. is
copyright, it cannot be used by others without permission. Payments to the author
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from the publisher are royalties. The area of law relating to patents and copyright is
intellectual property.

Exercises
1. Complete this presentation using words from the text. Put the words in
brackets into their correct form.

Hi, I'm Raj 1) I’m head 2) product (3 develop)
at 4) Indian Rice Research Centre. I'm in charge of
research 5) development 6) our (7 researching)
centre in Delhi. Our (8 laboratory) are (9) of
the most (10 innovation) (11) agriculture. We have
recently (12) some big (13 breakthrough) In increasing
rice production.
| love (14 technological) , using scientific knowledge (15)
improve people’s lives. (16) technology (17) rice
development (18) a good example (19) this.
We are at the (20) edge of rice-growing techniques. Everything
we do (21) state-of-the-art, using the most advanced biological (22
know) available.

2. Match the expressions (1-6) with their meanings (a-f).

1 copyright infringement a) a payment to the owner of a design, or
to an author

2 intellectual property b) an arrangement between the owner of
a design and someone else, allowing
them to use the design for money

3 patent application c) when someone uses another’s text,
pictures, etc. without permission
4 proprietary information d) when an inventor asks the authorities

to officially recognize an invention as
his/her property

5 royalty payment e) designs, ideas, etc. that belong to
someone
6 licensing agreement f) the law relating to designs, ideas, etc.

that belong to someone

Over to you
For you, which is the most important invention of the last 100 years? Which one do
you wish had not been invented?




Unit 21 Part 11 Stress

I. Topical Vocabulary
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‘Rest is a good thing, but boredom is its brother’

Voltaire, French philosopher

1 | lifestyle CTHJIb JKHTTS

2 | workaholic TPY/IBHHK, CAMOBIJTAHHI MPAIliBHUK
3 | workload poboYe HaBaHTAKEHHSI

4 | deadline KpaifHili CTPOK BHKOHaHHSI (POOOTH)
5 | to meet a deadline BKJIACTHUCS B CTPOK

6 | flexitime 3MiHHHH Ipadik poOOTH

7 | work-life balance piBHOBara poOOTH 1 JKUTTS

8 | quality of life SIKICTb JKUTTS

9 | working environment poboue cepeoBHIIE

10 | stressful

CTPECOBUH

11 | to make a presentation

POOHTH IIPE3CHTAIIIIO

12 | senior

CTapHII/Iﬁ 34 3BaHHAM

13 | to lead a formal meeting

ouoroBatu odinianbHi 300pu

14 | tight deadline

CTHUCJI CTPOKHU

15 | pay rise

MMIBUIIEHHS [UIATHI

16 | complaint

cKapra

17 | to cover for a colleague

3aMIILyBaTH KOJIETY

18 | to reduce stress

SMCHIIYBAaTH piBeHb CTpCCy

19 | consultancy

KOHCYJIbTAIIHI TOCITYTH

20 | resilience to stress CTPECOCTIUKICTh

21 | mainland MaTEpUK

22 | scales Baru

23 | GDP (gross domestic product) BBII; BanoBuii BHYTpIlIHIN MPOIYKT
24 | to pretend TIPUKHUIATUCS

25 | sickness XBOpoOa

26 | absenteeism

mporyJs, HeBUXiJ Ha poboty 06e3
MOBKHUX MPUYINH

27 | subscription nepe/ara
28 | to ban 3a00POHSITH
29 | day off BUX1THHIMA

30 | to stuck in traffic jam

3aCTPSITHYTH Y TOPOXHiH nmpoOiii

31 | counselling service

KOHCYJIbTaIliiHe 010po

32 | counselor KOHCYJIbTaHT
33 | rewarding BapTH, KOPHUCHUIA
34 | satisfaction 3a/I0BOJICHHS
35 | to stretch HaNpy>KyBaTh

36 | to stimulate

CIIOHYKATH; 3a0X09YBATH

37 | challenging

CTUMYJIIOIOYH, 30yIKyr0unii
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38 | achievement JIOCATHEHHS

39 | pressure THCK, BILIUB

40 | overwhelmed 3aBaJICHHH (POOOTOIO)

41 | overwork NePEeBAHTAXKECHHS

42 | rat race KOPCTOKA KOHKYPEHIIis

43 | treadmill OJTHOMAaHITHA IIparls

44 | downshifting 3MIHIOBaTH pO0OTY 3  BHCOKOIO
3ap00ITHOIO IIJIATHEID Ta BHUCOKHUM
HABaHTA)XCHHAM Ha OUIBII CTOKIIHY,
aJie 3 HU3bKOIO MJIATHEHO

45 | rebalancing BIJTHOBJICHHSI PIBHOBAaru

46 | safety issues IpoOJIEMH 3 TEXHIKOIO O€3MeKH

47 | passing smoking MIaCBHE KypiHHS

48 | injury TOTITKOKCHHS

49 | dangerous machinery HeOe3NeuHI MeXaHi3MHU

50 | hazardous substances HeOe3MeYHi PEUOBHHU

51 | fire hazard PHU3UK 3arOpsiHHS

52 | first aid nepIna MeIuIHa T0IoMora

53 | fire precautions 3aX0JI1 TIOYKapHO1 OE3MeKH

54 | bullying 3aJIIKyBaHHs

55 | bully 3aupaKa, Mpuyera; XBaJIbKo

56 | sexual harassment CeKCyaJIbHE JJOMaraHHs

57 | harass po3/ipaTyBaHHs

58 | glass ceiling «ckisiHa cTens» (Oap’epu, sKi He
JI03BOJISIOTh POCYBATHUCS 1o
Kap’epi)

59 | sex discrimination cTaTeBa JUCKPUMIHALIIS

60 | affirmative action KOMIIEHCaIliHa JUCKPUMIHAIIIS
(mpuitoM Ha poboTy JrOAeH, sKi
3a3BUYai CTPaXJ1at0Th BIJI
JIMCKpPUMIHAIIIT)

I1. Starting-up

1. How do you understand the meaning of these expressions?
a stressed person

a stress-free job

a stressful experience

2. Add the verbs from the box to the phrases below to create some common
stressful situations.

being

finding  going
shopping

having making moving
travelling

taking

waiting
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to the dentist
in a long queue
stuck in a traffic jam
a parking space
with your partner/family
house
an interview
a speech
by air
0. an exam or test

RBOoo~NoOR~wWNE

Which of the above situations is the most stressful for you? Can you add any others
to the list?

3. What do you do to relax? Which of these activities are the most effective for
you, and why? In what other ways do you relax?

* playing a sport * reading * eating/drinking

* having a bath  walking * gardening

* massage * shopping * listening to music
 watching TV » meditating * browsing online
* blogging * using Facebook/YouTube

4. Rank these situations from 1 (most stressful) to 10 (least stressful). Then
discuss your choices.

» making a presentation t0 Senior executives

* meeting important visitors from abroad for the first time
* leading a formal meeting

* telephoning in English

« asking your boss for a pay rise

* writing a report with a tight deadline

* dealing with a customer who has a major complaint

* negotiating a very valuable contract

* covering for a colleague who is away

« taking part in a conference call

I11. Vocabulary and Speech Exercises

1. Match the word partnerships (1-8) to their definitions (a-h).

1 lifestyle a) a system where employees choose the time
they start and finish work each day

2 workaholic b) a time or date by which you have to do
something

3 workload ¢) how personally satisfied you are with the way
you live and work
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4 deadline d) someone who cannot stop working and has no
time for anything else

5 flexitime e) the ability to give a good amount of time to
your work and to outside interests, e.g. family

6 work-life balance ) the amount of work a person is expected to do

7 quality of life g) the people, things and atmosphere around you
at work

8 working environment h) the way people choose to organise their lives

2. Complete each sentence with an appropriate word or phrase from Exercise A.

1. | worked until 11 o'clock at night to meet the for presenting the
report.
2. | work six days a week and never have a holiday. My girlfriend says I'm a

3. Karl has a heavy at the moment because several colleagues are off
sick.

4. She gave up a highly paid job to join a meditation group in India. She's completely
changed her :

5 A system can help to reduce stress levels of employees by giving
them more control over their working hours.

6. If you have children, working from home may help improve your :
7. Many people argue that technology has greatly improved our and the
way we feel about work. Others disagree, arguing it actually increases stress.

8. A clean, quiet, comfortable and friendly can actively reduce levels
of stress.

3. Make sentences using some of the vocabulary items from Exercise 1 to
describe your own situation.

4. Discuss where to put the jobs in the box in the stress league on the next
page. Rating is from 10 to O: the higher the rating, the greater the pressure.

Advertising executive Architect Banker Diplomat
Hairdresser Firefighter Sales assistant

Your place in the stress league

Miner 8.3 Film producer 6.5 Psychologist 5.2 Optician 4.0
Police officer y el N R A 63| L 4.8 Postman 4.0
Construction worker | 7.5 Musician 6.3 Farmer &8 | 3.7
Journalist 7.5 Teacher 6.2 Vet 4.5 Minister/Vicar 3.5
Airline pilot 7.5 Social worker 6.0 | Accountant 4.3 Nursery nurse 3.3
............ 7.3 5.7 4.3 Librarian 2.0
Actor 7.2 Stockbroker 5.5 Lawyer/Solicitor 4.3 Source: University of Manchester

: Institute of Science and
Doctor 6.8 Bus driver 540 Founsd 4.0 Technology (UK)
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5. Choose three jobs from the stress league in Exercise 4. What do you think
makes these particular jobs stressful? Compare your ideas.

6. Is your own job (or one you intend to do) included in the stress league? Do
you think it is in the right place? What about the other jobs in the league? If
your job is not included, where would you place it?

7. Discuss these questions.

1 Do you like working under pressure? Why? / Why not?

2 What deadlines do you have to meet in your daily life? Which are the most difficult
to meet?

3 Why do people become workaholics?

4 How important is the working environment in reducing stress?

8. Choose the best word (a, b or ¢) to complete each space.

The dictionary defines stress as ‘a continuous feeling of worry that prevents
you from relaxing.” At work there are a lot of potentially stressful situations. For
example, having to 1) a formal meeting or 2)
a presentation to senior executives can cause stress, especially the first time. In fact,
all kinds of situations are more stressful when you have never found yourself in them
before. However, experience does not always solve the problem. Indeed, many
people say that they always feel under stress when 3) a valuable
contract or meeting important visitors from abroad or even just when working to
4) deadlines. Other situations that employees generally find difficult to
cope with include dealing with a customer who has a 5) and asking the
boss for a pay 6) :

All the situations mentioned above are examples of short-term stress. Experts
agree that this kind of stress is less damaging to health than long-term stress, which

happens when employees constantly work  7) pressure or have to
cope with an ever-increasing 8) . In such cases, a complete change of
9) can, of course, be a solution but companies should try to reduce
stress levels before their employees are severely 10) otherwise
absenteeism may increase and some staff may even decide to  11)

1 a) direct b) go c) lead

2 a) make b) speak c) show

3 a) dealing b) negotiating c) transferring

4 a) sharp b) tight C) narrow

5 a) complaint b) complaining c) complain

6 a) rising b) bargain C) rise

7 a) on b) in C) under

8 a) workload b) workforce c¢) workaholic

9 a) life cycle b) lifestyle c) work-life balance

10  a) worked out b) overworked c) worked over

11  a) recruit b) resign C) participate
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9. Complete the sentences with the correct prepositions.

1. Being stuck a traffic jam on your way work can

be quite stressful, especially if you have an important appointment.

2. In Ireland, example, the economy is shrinking and business

owners are worried how they will keep their business alive.

3. Gentaro is part a multinational company based

Milan.

4. 1 wish | could relax a bit more instead having to work

strict deadlines all the time.

5. Lisa worked until 11 o’clock night to meet the deadline
presenting the report.

6. Mike says going a stress counsellor is out the question.

IV. Reading Comprehension
Text 1
Business owners feeling stressed

More than half the leaders of privately held businesses globally feel their stress
levels have increased over the last year. The research from the Grant Thornton
International Business Report (IBR) 2010 covers the opinions of over 7,400 business
owners across 36 economies. Mainland China tops the league for the most stressed
leaders, with 76% of business owners saying their stress levels have increased over
the last year.

Other economics that were high in the stress league table were Mexico (74%),
Turkey (72%), Vietnam (72%) and Greece (68%). At the opposite end of the scale,
business owners in Sweden (23%), Denmark (25%), Finland (33%) and Australia
(35%) have the lowest stress levels in the world.

There appears to be a link between stress levels and GDP. Business owners in
mainland China, Vietnam, Mexico, India and Turkey are all high on the stress league
table and are working in environments where high growth is expected. But it's not
just in countries expecting high growth that stress levels are high - at the opposite end
of the growth scale, Ireland, Spain and Greece arc all high on the league table. Said
Alex MacBeath, Global Leader - Markets at Grant Thornton International, "We have
businesses at both ends of the GDP growth scale experiencing high stress for very

different reason. In mainland China, the pressure is on to keep up with the
speed of expansion, while in Ireland, for example, the economy is shrinking, and
business owners are worried about how they will keep their business alive."

Business owners were asked about the major causes of workplace stress. Not
surprisingly, the most common cause during 2009 was the economic climate, with
38% of respondents so globally saying this was one of their major causes of stress.
This was followed by pressure on cashflow (26%), competitor activities (21 %) and
heavy workload (19%). Alex MacBeath comments, "The causes of workplace stress
can be put into three distinct group - economic, business and personal. An employee
may place more importance on personal elements such as their work-life balance. The
business owner has additional pressures to consider."
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The survey also found a link between stress levels and the number of days
taken off by an individual in a year. Countries at the top of the stress league are those
where business owners, on average, take fewer holidays each year.

1. In pairs, rank these countries according to those where you think business
leaders feel the most stress (1 = most stress, 9 = least stress).

» Australia ¢ China < Denmark ¢ Finland < Greece

* Mexico < Sweden < Turkey < Vietnam

2. Read the whole article and answer these questions.

1 What is the difference between these groups of countries in terms of reasons for
high-level stress?

a) China, Vietnam, Mexico, India and Turkey

b) Ireland, Spain and Greece

2 According to Alex MacBeath, how do business leaders experience stress differently
in China and Ireland?

3 What are the four major causes of workplace stress?

4 According to Alex MacBeath, what three types of pressure are there?

3. Look at this list of countries.

Vietham Sweden Denmark Mexico China Finland
In which countries do business owners take:

1 fewer holidays?

2 more holidays?

4. In pairs, discuss these questions.

1 What are the additional pressures that business owners might have?

2 Should companies do more to reduce stress at work? What could they do?
3 How many days' holiday per year do you think people should get?

Text 2
Stress and satisfaction

People like work that is rewarding and gives them satisfaction. For this, a
reasonable amount of pressure may be necessary: many employees want work that
stretches them, to have the feeling that it can sometimes be difficult, but that it is also
stimulating and challenging. This is necessary if one is to have pleasant feelings of
achievement.

But when pressure builds up, it's easy to feel overwhelmed by work, and this
can produce feelings of stress. It is possible to become stressed out through overwork
or other problems. People can burn out, become so stressed and tired that they may
never be able to work again. The general consensus is that most jobs have become
more demanding, with longer hours and greater pressures.

More and more people want to get away from what they call the rat race or the
treadmill, the feeling that work is too competitive, and are looking for lifestyles that
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are less stressful or completely unstressful. They are looking for more relaxed ways
of living and working, perhaps in the country. Some people choose to work from
home so as to be nearer their families. People are looking for a better quality of life, a
healthier work-life balance. Perhaps they are looking for more quality time with their
partners and children. Choosing to work in less stressful ways is known as
downshifting or rebalancing.

A whole stress industry has grown up, with its stress counsellors and stress
therapists giving advice on how to avoid stress and on how to lessen its effects.
However, other experts say that stress levels today are lower than they used to be.
They point to the difficult working conditions and long hours of our great-
grandparents. Perhaps the answer is that the material advantages of modern times
give us the illusion that we should have more control over our lives. Like lottery
winners who quickly become accustomed to the idea of being rich, we become 'spoilt'
by material comforts and start to worry when we think we are losing even a little
control over events.

Whatever the truth, people love to talk about the stress of their work. In the
language classroom there should be no shortage of students willing to talk at length
about the stress they are under. This stress might even be part of their job satisfaction.

V. Listening comprehension

Dealing with stress
1. What are the main causes of stress at work?

2. Jessica Colling is Director of Marketing at Vielife, a consultancy that advises
businesses on health at work. Listen to the first part of the interview and answer
these questions.

1 What three examples are given of things that make people feel under pressure at
work?

2 What is resilience to stress?

3. Listen to part one and complete the transcript.

There are lots of things that can make people feel 1) pressure
2) work- for example, having too much to do, not feeling
3) control, and also not having good relationships 4) the
people that they work 5) . All of these things can build 6) :
and when pressure gets too much, it spills 7) 8) feelings of
stress.

4. Listen to the second part. What can happen if you have to manage stress for a
long time without a break?

5. Listen to part two. Are these statements true or false?
1 The interviewer asks about levels of stress that can be considered normal.
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2 Jessica Colling says that it's easy to say what a normal level of stress is.

3 What one person finds motivating, another person might find stressful.

4 Pressure and stress are the same thing.

5 Not everyone can manage high levels of stress over long periods.

6 If you manage stress well over a long period, you may start to suffer from it, but not
badly.

6. Listen again and complete this extract.

It's difficult to say really what's a 1) level of stress for somebody
to feel at work. The problem with that is that what one person finds really
2) and it excites them to be able to do their job well, somebody else
might find really, really 3) . What we do see is that actually a high
level of continued 4) can actually sometimes spill over into feelings of
stress.

7. Listen to the third part. What two examples are given of companies being
flexible in how they expect staff to work?

8. Listen to part three. Choose the correct alternative to replace the expression
in italic so as to keep the closest meaning.

1 How can companies help their staff to achieve a work-life balance?

a) lose Db)search c¢) find

2 Work-life balance is an interesting question, because ... everybody has a different
sense of what works for them.

a) idea b)feel c) sensation

3 However, companies can really help by being flexible in how they expect staff to
work.

a) directors b) office workers c¢) employees

4 If somebody doesn't like travelling in rush hour, you know, perhaps they could
come in a little bit early ...

a) enter work b) get to work c) return to work

5 And other examples might be, just making sure that people don't feel that they have
to stay late, just because their boss is working late.

a) assuring b) ensuring C) saving

9. Listen to the final part. What two reasons are given for why women report
higher levels of stress than men?

10. Complete these statements with appropriate forms of expressions from part
four.

If you ...
1d a problem, you think about it and try to solve it.
2t to do something, you often do it.

3e a feeling, you have it.
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4m an activity, you are in charge of it.
51 children, you care for them.
6r a problem, you talk about it.

11. Discuss these questions.

1 What is a good work-life balance for you? Is it easier for men than women to be a
manager?

2 Is it important to have a certain level of stress in the workplace?

VI. Skills: “Participating in discussions”

1. You are going to hear three members of the human resources department of a
transportation company discussing ways of improving the staff's health and fitness.
What ways do you think they will mention? Listen to the conversation and check
your answers.

2. The speakers use several expressions to make suggestions. Listen to the
conversation again and complete the gaps in these sentences.

1 Well, I think carry out a survey, find out why the staff are so
stressed ...

2 | have another idea we encourage staff to keep fit? paying
their subscription to a gym?

3 We more staff for them, give them an assistant.

4 Well, it might be a to set up a counselling service ...

5 meet tomorrow, same time, and try to come up with a plan ...

3. At the next meeting, the team discusses plans for staff to attend a local sports
centre. Listen and tick the expressions they use in their conversation. Then write ‘A" if
the expression shows agreement or ‘D' if it shows disagreement.

1 Mm, I don't know.

2 It would be popular, but it could be expensive.

3 I think I agree with you.

4 OK, but we can solve it. The sports centre has great facilities...

5 Exactly. It would really help staff to be more healthy...

6 I'm not in agreement, Danielle. It isn't a great idea.

7 1 still think it's a good idea. It's well worth trying.

4. Work in pairs. You work in the human resources department of a large company.
Discuss how you would deal with these problems. Use expressions from the Useful
language box below to help you.

1 More and more staff are taking medicine, e.g. anti-depressants, because they feel
highly stressed at work. They are often sick, or pretend they are sick, and take days
off work.
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2 Many employees feel uncertain about their jobs and careers in the company. They
worry about the future. They are constantly anxious and don't sleep well.

3 Some staff are stressed because they feel they have no control over their work and
they don't participate in decisions. They say they feel ‘worthless’ and are not valued
by management.

Useful language

MAKING SUGGESTIONS GIVING OPINIONS AGREEING DISAGREEING

| think we should carryouta ~ We've got to do something | suppose we could do that. ~ Mmm, | don’t know.

survey. about it. | think | agree with you. | can't agree with you there.
Why don't we encourage staff I think we should definitely  yegp, you're right. I'm not sure it's a good idea.
OOl e Exactly I still think it's a good idea.
HORioUL Ry lng for thek It would be popular, but it Good. / Excellent idea. / I'm afraid that's out of the
subscription to a gym? could be expensive. Great. J question because

It might be a good idea to set  It'd cost a lot, and attendance Feohsibiansaree

up a counselling service. would be difficult to monitor. et e s

V1. Self-directed work

Reading 1
Read this article from the Financial Times by Rhymer Rigby and answer the
guestions.

Before you read
What do you do when you feel stressed?

Beating stress
By Rhymer Righy

Cary Cooper, professor of organisational psychology and health at Lancaster
University, says you need to learn to differentiate between stress and pressure, which
can be thought of as "good stress"”. "Pressure is motivating and it makes you more
productive," he says. "But when the pressure becomes greater than your ability to
cope, then you're in the bad stress area."

Jessica Colling, product director at corporate well-being consultancy Vielife,
says, "Learn to recognise your early warning signs - for instance, being irritable,
suffering from headaches or a sudden lack of confidence.” As many people are poor
judges of themselves, she suggests asking a friend or family member to help you spot
signs of stress.

"There have been so many job cuts that workloads have increased massively,"
says Professor Cooper. "People feel guilty about leaving work on time."

Create time to organise your thoughts, plan your tasks and understand what is
going on around you. If you are constantly working long hours, then create good
reasons to leave work on time. "Think of this as a kind of emotional exercise," says

Professor Cooper. "Even if you enjoy working from eight until eight, in the
long term it's not good for you."
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Exercises

1. Read through the whole article and match each question (a-d) to the
paragraph (1-4) that answers it.

a) What should I look out for?

b) What are some of the causes?

c) Is all stress bad?

d) How do I manage it?

2. Complete the table with words from paragraph 1.

Noun Adjective or -ing form

organisation

psychological

healthy

stressed, stressful

motivation

production

able

3. Now match the adjectives in Exercise 2 to their meanings.
This adjective is used to describe someone who...

a) is doing a lot and getting results.

b) feels worried and tired because they have too much work.

¢) is in a good physical and mental condition.

d) can do something.

This adjective is used to describe ...

e) a situation where someone feels out of control.

f) companies, departments, etc.

g) work that is interesting and that makes you want to do it.
h) the mind.

4. Find expressions in paragraphs 2 and 3 with the number of letters shown in
brackets that mean the following.

a) the state of feeling good (4-5)

b) things that show you that something is going wrong (7, 5)

c) describes someone who easily gets angry or annoyed (9)

d) the state of not having something (4)

e) the feeling of being able to do something (10)

f) If you see that something is happening, you it. (4)
g) amounts of work that people have to do (9)

h) If something increases a lot, it increases 9)

i) If you feel responsible for something bad, you feel (6)

5. Choose the alternative with the closest meaning to the expression in italic.




89

1) Create time ...

a) make

b) do

C) get
2) ... to organise your thoughts, plan your tasks and understand what is going on
around you.

a) what you did

b) what you have to do

) what you want
3) If you are constantly working long hours, then create good reasons to leave work
on time.

a) always

b) often

C) sometimes
4) "Think of this as a kind of emotional exercise" says Professor Cooper.

a) activity

b) plan

C) project
5) "Even if you enjoy working from eight until eight, in the long term it's not good for
you."

a) long time

b) long period

¢) long run

Over to you 1
Is work more stressful, on average, than it was 15 years ago? Give reasons for your
opinions.

Over to you 2

One of Professor Cooper's tips for avoiding stress is to create good reasons to leave
work on time. Is this always possible in your job or one that you would like to have?
Why? / Why not?

Reading 2
Read this article from the Financial Times by Brian Groom and answer the
guestions.

Before you read
Are jobs in the public sector (schools, hospitals, social work etc.) more or less
stressful than those elsewhere? Why? / Why not?

Stress-related absence rises
By Brian Groom
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Staff absence levels remain higher in the public sector than in the private
sector, with stress levels likely to grow as the government's spending cuts take effect,
according to a report by the Chartered Institute of Personnel and Development
(CIPD). Its survey of 573 organisations with 1,5m employees found that the recession
has had an effect on the whole economy, with a third of all employers reporting an
Increase in stress-related absence.

More than a third of employers noted an increase in mental health problems
such as anxiety and depression — a big rise on last year's survey, when one-fifth
reported an increase. But only one-fifth of organisations had increased their focus on
employee well-being and health promotion, suggesting that more could be done.

The survey found that average absence was three days higher in the public
sector than in private sector services, at 9,6 days per employee per year compared
with 6,6 days. Stress was the main cause of high levels of long term public sector
absence, with three-quarters of public sector organisations putting stress among the
top five causes of absence. More than half of public sector employers rated
organizational change and restructuring as one of the leading causes of work-related
stress, compared with fewer than 40 per cent in other sectors.

Jill Miller of the CIPD said: "The survey shows why closing the gap between
public and private sector absence has proved so difficult for all governments over the
years. Compared to the private sector, more public sector employees are in
challenging jobs so such as social work, policing, teaching and nursing, where they
often have to deal with people in emotionally difficult situations."

Exercises

1. Look through the whole article and match the figures to the things that they
refer to.

1)573 2)1,5m 3)9,6 4)6,6 5)three-quarters 6) more than half 7) fewer than
40 per cent

a) the average number of days of absence of public sector workers per year

b) the number of public sector organisations who think stress is an important cause of
absence

c) the average number of days of absence of private sector workers per year

d) the number of companies in the CIPD survey

e) the number of public sector employers who think change in their organisation is an
important cause of stress

f) the number of workers in the private sector who think change in their organisation
IS an important cause of stress

g) the number of employees covered in the CIPD survey

2. Match the two parts to make expressions from paragraph 1.

1 Staff absence a) spending cuts
2 public b) levels
3 private c) levels

4 stress d) sector
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5 government's e) sector
6 stress-related f) absences

3. Read paragraphs 2 and 3 and decide if these statements are true or false.

a) Anxiety and depression are mental health problems.

b) About 20 per cent of employers say that mental health problems have increased in
the past year.

¢) About 20 per cent of employers said last year that mental health problems had
increased in relation to the previous year.

d) About 80 per cent of employers have started thinking more about the well-being of
their staff in the past year.

e) Private sector workers take more days of absence than public sector ones.

f) More than 60 per cent of public sector employers think that changes in their
organisation cause stress.

g) Fewer than four in ten employees in the private sector think that changes in their
organisation cause stress.

4. Complete these statements with expressions from paragraph 4.

a) If you want to make the difference between two things smaller, you try to
between them. (3 words)

b) A job is a difficult one, but it might be difficult in an interesting way.

(1 word)

c) If you work to solve problems, you try to them. (2 words)

d) Situations where people's feelings are very strong are ones. (2 words)

5. Stress is increasing in all UK organisations and it is...
a) higher in the private sector than the public sector.

b) higher in the public sector than the private sector.

¢) the same in both sectors.

Overto you 1

Go back to the answer you gave in '‘Before you read'. Would it be the same now that
you have read the article? Why? / Why not?

Over to you 2

What can companies do to focus on employees’ wellbeing and health?

Reading 3
Problems at work
Health and safety

Here are some health and safety issues for people at work:

a) temperature;

b) passive smoking;

C) repetitive strain injury or RSI,

d) dangerous machinery;
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e) hazardous substances;
f) fire hazards.

All these things contribute to a bad working environment. The government
sends officials called health and safety inspectors to make sure that factories and
offices are safe places to work. They check what companies are doing about things
like: heating and air-conditioning, first aid and fire precautions.

Bullying and harassment

If someone such as a manager bullies an employee, they use their position of
power to hurt or threaten them, for example verbally. Someone who does this is a
bully.

Sexual harassment is when an employee behaves sexually towards another in a
way that they find unwelcome and unacceptable. The related verb is harass.

Discrimination

If people are treated differently from others in an unfair way, they are
discriminated against. If a woman is unfairly treated just because she is a woman, she
Is a victim of sex discrimination. In many organizations, women complain about the
glass ceiling that allows them to get to a particular level but no further.

If someone is treated unfairly because of their race, they are a victim of racial
discrimination or racism. Offensive remarks about someone’s race are racist and the
person making them is a racist.

In the US, affirmative action is when help is given in education and
employment to groups who were previously discriminated against. In Britain,
affirmative action is known as equal opportunities.

Some companies have a dignity at work policy covering all the issues
described.

Exercises

1. Match the employees’ complaints (1-6) to the health and safety issues (a-f).

1 My doctor says there’s something wrong with my lungs, but I’ve never smoked.

2 I do a lot of data entry, and I’ve started getting really bad paints in my wrists.

3 It’s either too cold and we freeze or too hot and we all fall asleep.
4 There’s all this waste paper but there are no fire extinguishers in the building

5 The containers are leaking — one day someone is going to get acid burns. ......

6 There are no safety guards on the machines; you could easily get your hand caught.

2. Complete these headlines and articles with the correct form of words from the
text.

1) OFFICE MANAGER ACCUSED OF
A court heard today how an office worker was almost driven to suicide by a bullying
office manager. James Bleinkishop, 27, told how boss Nigel Kemp victimized him by
shouting at him, criticizing his work in front of others, tearing up his work and telling
him to do it again.

2) NATIONAL REATAURANT CHAIN FACES CLAIMS
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Four waitresses claim they were repeatedly by male bosses in a branch
of a well-known national restaurant chain. All four waitresses said they were subject
to sexist remarks at the restaurant.

3) JAPANESE WOMEN BREAK TROUGHT

Naomi Tanaka, 23, last year started working on the Tokyo Stock Exchange as a
trader. She complained about and said she did not wait to be a ‘counter
lady’ answering phones and serving tea at a Japanese bank. Instead she got a job as a
trader at Paribas, a French firm.

4) SHOP MANAGERESS IN CASE
A clothing shop’s half-Burmese manageress, 24-year-old Marion Brown, claims her
boss continually made remarks, and sacked her from her £ 110-a-week

job when she objected. She claims that the company that owns the shop has racially
against her ....

5) ABOLISHED AT TEXAS LAW SCHOOL
A court made afftermative action at the University of Texas law school illegal last
year, and supporters of say it has been’ a disaster’. Last year the law

school admitted a class that was 5,9 per cent black and 6,3 per cent Hispanic. This
year the black percentage stands at 0,7 and the Hispanic at 2,3.

Over to you
What are the main health and safety issues in your job, or a job that you would like to
do?
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Unit 22 Entertaining
‘Food is our common ground, a universal experience’
James Beard, American chef and food writer
I. Topical Vocabulary

1 |todoadeal YKJIACTH YTOAY

2 | to establish relationship YCTAaHOBITIOBATH B3AEMHHHU, CTOCYHKH

3 | business partner JIJTOBUI MAapTHEP

4 | etiquette eTHKET, mpodeciliHa eTuKa

5 | relationship build on trust B3a€MHHH, 3aCHOBAHI Ha JOBIpi

6 | corporate hospitality KOPIIOPaTHBHA FOCTUHHICTH

7 | entertaining pO3BaXKaJIbHUM

8 | cultural awareness KYJIbTypHa 0013HaHICTh

9 | cross-cultural MDKKYJTBTYPHUAN

10 | social interaction COIliaTbHA B3a€EMOJIS

11 | socialising CHJIKYBaHHS, yCYCHiTbHCHHS

12 | gaffe MMOMUJIKA, HENPABUIbHUN BUMHOK

13 | convenient 3pyYHUH

14 | cosy 3aTUILIHUNA, TPUEMHHM

15 | efficient pe3yIbTaTUBHUM, €()EeKTUBHUI

16 | exciting 3aXOILTIOI0YNI

17 | reasonable HEJIOPOTUH, MPUUHATHUH (TIPO iHY);
OMIpHUIN

18 | lamb M'SICO MOJIOJZIOTO OapaH4YrKa

19 | pork CBUHHUHA

20 | prawns / shrimps KPEBETKHU

21 | salmon JI0COCh, CbOMTa

22 | tuna TyHEIb

23 | veal TEJISITHHA

24 | venison OJICHUHA

25 | poultry M'SICO TITHITI

26 | starter (BrE) / appetizer (AmE) 3aKyCKa

27 | aperitif COUPTHUHN Hamid, SKUN BKUBAIOTH
JUTSL THTHSATTS alleTUTY

28 | alcohol-free 0e3aJIKOTOTbHUH

29 | draught (wine, beer) Ha PO3JIMB, B 00YKax (BUHO, TIMBO)

30 | sparkling wine ITpUCTE BHHO

31 | vintage wine BUHO BpOXKal  TICBHOTO  POKY,
MapoYHEe BUHO

32 | tap water BOJIOITPOBITHA BOJIA

33 | bill (BrE) / check (AmE) paxyHOK

34 |to book a table (BrE) / to make a |3abponioBatu ctoauk (B  Kade,

reservation (AmE) pecTopaHi)
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35| to leave a tip 3aJIMIIIATH YaioBi

36 | main course OCHOBHA CTpaBa

37 | dessert JecepT

38 | catering IpPOMAJIChKE Xap4UyBaHHS

39 | bribery Xa0apHHIITBO

40 | client’s aspirations Oa)kaHHS KJIIEHTIB

41 | premier r'OJIOBHHI

42 | genuinely PO

43 | memorable He3a0yTHIH

44 | limitless HEOOMEIKCHHUH, OC3MEKHMIL;
Oe3kpaiHii

45 | venue Miciie 300py (3ycTpidi)

46 | brewery MMBOBAPHUH 3aBOJI, OpOBapHS

47 | to boast BUXBAJSITHCS

48 | generate goodwill Oyt OOPO3UWINBUM , TPOSIBISATH
TypOOTY

Multiword verbs

49 | look after MIKJIyBaTHCS PO KOT'OCh, JOTJISAATH
32 KUMOCh, BIJINIOB1JIATH 3a IIOCh

50 | look around OTIATATHUCS

51 | look forward to 3 HETEPITIHHAM YEKaTH Y0TOCh

52 | look for IIyKaTH

53 | put off BIJIKJIQJIaTH, TICPCHOCHTH

54 | put through 1) BUKOHATH, 3aKiHYHTH (POOOTY);
2) 3'eqnyBatu (110 TenedoHy)

55 | set back YUHUTH MEPEIIKOIN, IIPOTHTISTH

56 | set up 3aCHOBYBATH IiIMTPUEMCTBO

57 | take out 3aIPOCUTH, TIOBECTH (10 TeaTpy)

58 | take part in npuiMaTH y4acTh B YOMYCh

59 | take up npUiiMaTy (IPOTIO3HIIIFO TOIIIO)

60 | turn down BIIXHWJIATH (TIPOTIO3HUIIIIO TOIIO)

61 | turn up OMUHSATUCS (mpuxonutu,
TIPUIKIKATH )

62 | carry out 1) moBOAWTH A0 KIiHIISA,
2) BUKOHYBaTH; mpoBoauTH (Oecimy,
3aHSTTS)

63 | come up with 3HAXOJMTH, BIIOPATUCH 3 YUMOCH

64 | give up B1JIMOBJISITUCS BiJ, 3JIMIIATH

65 | hold on 1) TpuMatucs (3a I0Ch);

2) mpoI0BXKyBaTH (POOUTH IIOCH);
3) yekatu

I1. Starting-up
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1. Suggest different forms of entertainment in general, rather than in a
corporate context.

2. Imagine you have to entertain a group of foreign business people. Which of
these activities would you choose? What would you add?

* historic site (s) ¢ an opera/a concert * motor racing  * tennis

* a bar / a nightclub < wine tasting » a game of golf e+ a restaurant

* the theatre * horse racing » a football match < an art gallery

3. Many companies are spending less on corporate entertaining. Do you think
this is a good idea? Why? / Why not?

I11. Vocabulary and Speech Exercises

1. Work with a partner. Which adjectives in the box form partnerships with the
words below (1-6)?

convenient cosy efficient exciting local/regional reasonable

1 atmosphere 2 food 3 location
4 prices 5service 6 entertainment

You plan to take a foreign visitor out for dinner. How important are the above factors
for you when entertaining guests? Discuss your ideas in pairs.

2. Match the words in the box to the correct food categories below (1-4)

beef broccoli cabbage chicken crab cucumber duck lamb
lobster mushroom onion pork prawns/shrimp salmon
spinach tuna turkey veal venison

1 meat

2 poultry

3 fish / seafood

4 vegetables / salad

3. Combine the words in the box with the headings below (1-3) to create word
partnerships related to drinks.

alcohol-free bottled draught dry house medium mineral red rose
sparkling still sweet tap vintage white

1 wine
2 beer
3 water
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4. Think of a typical or unusual dish from your country. How would you
describe it to a foreign visitor? Use these phrases to help you.

It's a meat / fish / rice / vegetarian dish.

It's a kind of seafood / vegetable / dessert, etc.

It's quite spicy / rich / hot / sweet / salty / bitter / sour.

It's called and tastes a bit like chicken / cabbage, etc.
It comes with / We usually eat it with :
People often have a glass of with it.

It's got an unusual taste.
It's served with rice / pasta / a salad / a side dish, etc.
It's quite healthy / fattening / unusual, etc.

5. Put these stages into a logical order for entertaining in a restaurant.
a) Look at the menu.

b) Ask for the bill (BrE) / check (AmE).

c) Book a table (BrE). / Make a reservation (AmE).
d) Leave a tip.

e) Have the main course.

f) Have a dessert.

g) Order a starter (BrE) / appetizer (AmE).
h) Have an aperitif.

6. Listen to the dialogues and check your answer to Exercise 5.

7. Imagine a small group of foreign visitors is coming to your city.

1. Decide where you would take them for dinner. Choose a menu and a location to
give them a 'taste’ of your city / region / country.

2. Explain your choices to a partner.

3. Join up with another pair and compare your ideas.

8. Complete the story with the words from the box.

aperitif bill book cash cosy course delicious dessert dishes
efficient entertain guest marketing menu negotiate order
recommended relax starter variety

As | had to 1) an important visitor from abroad. | asked different
colleagues if they knew a good restaurant in town. They all 2) ‘Mirella’s
Garden’. ‘Very 3) atmosphere.’ they said, ‘the food is absolutely 4)

and the service is very 5)
It was quite busy when we arrived. Fortunately | had asked my assistant to
6) a table in advance. From where we were seated, we had a stunning view
across the lake. My 7) , Mr Yared, seemed quite pleased, so | began to
8) . | suggested having an 9) but he said he hardly ever




98

drank alcohol, and certainly never on working days. | hoped | hadn't made a gaffe!
We looked at the lunch 10) , which had a wide 11) of
typical 12) from our region.

When the waiter came to take our 13) , Mr Yared surprised me once
more. He had chosen stuffed mushrooms as a 14) but he wanted to have
them served after the main 15) . ‘This is not a funny custom from my
country,” he said with a smile, ‘just a personal preference.’

The food was indeed superb. Mr Yared spoke about his family and his hobbies
and asked about mine. We talked only briefly about the contract we had to
16) that afternoon.

As it was getting late, we didn’t have a 17) , just coffee, and then I
asked for the 18) . But when | reached for my wallet, | realised to my
horror that | didn't have it on me. Of course - it was at home, in my other jacket. No
19) or credit card - how embarrassing! The only solution | could think
of was to ask the manager to call MCI, my company. ‘MCI? Is that Micro Computers
International?’ the manager asked. Indeed it was. ‘No need to phone, sir; we’ll put
this on your account,” the manager continued. ‘MCI has had an account with us for
three years. My wife is MCI’s 20) Director.” Mr Yared and I looked at
each other and we both burst out laughing. The day was saved.

9. Choose the best word (a, b or ¢) to complete each sentence.

1 Many people have only two a day: breakfast and dinner.

a) meals b) dishes C) courses

2 Jane invited me round for dinner last night. Her husband is a wonderful

a) cooker b) dish c) cook

3 Tom worked in Bangkok for a year and now he is very keen on Thai
a) kitchen b) dish C) cuisine

4 They are vegetarians so we should not buy any

a) meal b) meat ¢) food

5 This chocolate mousse is delicious. Could | have the ?
a) recipe b) cookbook C) receipt

10. Cross out the odd-one-out in each set. Explain your choice.
1 cabbage / venison / cucumber / broccoli / spinach

2 roast / baked / boiled / grilled / fried / bottled

3 medium-rare / well-done / excellent / rare

4 draught / healthy / spicy / salty / rich / fattening

11. Match the multiword verbs in bold (1-8) with their definitions (a-h).

1 Who's going to look after our guests | a) see the sights
tonight?

2 We have two hours to look around the | b) arrive / appear / come
city.
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3 We're really looking forward to the | c) get involved in
Tokyo trip.

4 Let's take the clients out to a Chinese | d) give attention to / protect / take care of
restaurant.

5 Seventy staff took part in our|e)accept (an offer)
fundraising events.

6 The CEO would like to take up your | ) await with pleasure
kind offer.

7 We were delighted that so many | g) entertain
sponsors turned up at the event.

8 As we had another engagement, we had | h) refuse/decline
to turn down their invitation.

12. Choose the correct options to complete this e-mail extract.

Just a quick e-mail to say thank you for organising the Monaco Grand Prix
hospitality event. Everyone who took 1) care of / part in / up the event thoroughly
enjoyed looking 2) around / forward to / after the city and the Grand Prix itself. Our
clients were looked 3) around / forward to / after very well by your events team. | am
afraid | am going to have to 4) take care of / turn down / turn up your kind offer of
free tickets for the film premiere as | have another engagement that night. However,
we would like to 5) take up / turn up / turn down your offer of organising our
corporate events next year. We are all really looking 6) forward to / around / after
discussing your proposals.

13. In pairs, take turns to ask and answer these questions.

1 What are you looking forward to most this month?

2 Have you ever turned down an important invitation?

3 What is the best team event you have taken part in?

4 Which famous person would you most like to look after for a day?

14. Match the sentence halves.

1 Last week, | had to look a) come over and see them in Antalya.
2 First, | showed them around b) the Old Town.

3 | certainly look forward c) after five clients from Turkey.

4 | hope | can take d) on really well.

5 One of them did not turn e) to a very good restaurant.

6 The food was delicious and we all got | f) to seeing them all again.

7 Then, | took them out g) up their invitation next summer.

8 They said | should h) up, unfortunately.

15. Put the sentences from Exercise 14 in the correct order to make a story.

16. Use the explanation in brackets to choose the correct multiword verb from
the box. Then use the correct form of the verb to complete the sentences.
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carryout comeup with giveup holdon look for  put off
put through  setup  turn down

1 We a new sales manager with at least three years’ experience. (tried
to find)

2 The government is encouraging people to new businesses. (start)

3 Rick thought March was too early for our seminar so he it until
May. (arranged to have it at a later date)

4 Unfortunately, we had to their invitation because we had another
engagement. (refuse)

5 Carol a well-paid job to train as a social worker. (stopped doing)

6 We are a survey to find out what kind of restaurants are most popular
with businesspeople. (doing)

7 Can you ? I'm trying to you. (wait / connect)

8 It was a very productive meeting. We all new ideas for our next

advertising campaign. (thought of)

IV. Reading Comprehension
Text 1
Entertaining

It has been said that when two American or European businesspeople meet,
they are there to do a deal, but in Asia they are there to establish a relationship.
Entertaining in Asia is often used to 'size up' a potential business partner - partner in
the sense of future supplier or joint venture associate. Asians will want to know more
about their guest, their background and their contacts before going ahead and doing
business. This is an essential part of the business process, not just polite etiquette.

Relationship building takes different forms in different places - invitations to
karaoke evenings in Japan or the yacht on the French Riviera are not to be refused.
The demand for corporate hospitality in the UK has been criticised for making events
such as Grand Prix racing or Wimbledon more expensive for ordinary people. But
corporate sponsorship of sport and culture brings in large amounts of money, and
many such events benefit from this overall.

Entertaining in the form of invitations to your host's home exists in some
cultures but not others, where work and private life are kept entirely separate.

Cultural awareness of norms in these and other areas can lead to better
communication and avoidance of misunderstandings. Companies are spending more
time and money these days on cross-cultural training, often but not always in tandem
with language training, in order to facilitate better social interaction.

Socialising in another language is not easy. There is more focus on the
language itself than in business discussions. Students, rightly, demand formulaic
expressions for particular situations. This is often called small talk. But to refer to it
as 'small' undervalues its importance. Language learners see it as a minefield of
potential problems and, inevitably, gaffes. People have their favourite stories about
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such mistakes, perhaps ones they made themselves. Telling these stories can be a
useful form of ice-breaking activity in the classroom when working on this much
demanded social English.

Text 2
Corporate entertainment
1. Discuss these questions.
1. How important is corporate entertaining in your a) country? b) company /
organisation?
2. What corporate-hospitality event would you like to be invited to?

2. The corporate-hospitality club asked three entertainment experts some
guestions. In pairs, read the article and put four of these questions in the
appropriate places.

a) What is the most effective way of measuring corporate hospitality?

b) What are the key elements required to produce successful corporate hospitality?

¢) If you had an unlimited budget, what would be included in your dream corporate-
hospitality package?

d) What is the best corporate-hospitality programme you have witnessed that wasn't
your own?

e) What are the biggest challenges in creating corporate hospitality?

f) How have corporate-hospitality offerings changed in the past decade?

1 QUESTION :

Kate Kassar (Director, Beyond Events)

Listen to the client's aspirations and needs. Success then depends on the creation of a
dynamic event, which matches and reflects the company culture and the tastes of
guests.

Andrew Hodgkins (Premier Service Director, Keith Prowse)

What makes corporate hospitality so successful is being able to offer tickets or
packages for events that are sold out or extremely popular.

Alex Hewitt (Managing Director, AOK Events)

Invite your guests to something they genuinely want to attend and ensure you get the
right clients attending. Make sure the event is memorable. This way the event lives
forever and makes your marketing budget go further.

2 QUESTION

Kate

Creating an event with universal appeal to a potentially highly diverse audience.
Finding the balance between limitless client aspirations and the boundaries of
logistics and cost.

Andrew

The biggest challenge is to make corporate hospitality accessible to everyone - no
matter what their budget is.

Alex
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Getting the pricing right and making it easy for people to attend. Few of us want to be
entertained on a Sunday night at a venue with poor transport links.

3 QUESTION

Kate

Six Nations rugby hospitality in a brewery next to Murrayfield Stadium. It captured
the spirit of the rugby audience. Whereas other facilities offered the usual fine dining,
this one boasted draught beer, wooden benches, wintery food, rugby celebrities
mingling and a party spirit, all on a lower budget.

Andrew

The packages at the Emirates, Arsenal's home ground, are spectacular, and we wish
we could have been involved in the Ryder Cup Europe packages.

Alex

A few years ago, my sister invited me to a private sponsor's concert in a tiny London
venue in the middle of the Wimbledon fortnight, which featured John McEnroe and
Pat Cash on guitar, Nick Mason on drums and Chrissie Hynde on vocals. Fantastic
food and an unlimited bar made it the perfect event.

4 QUESTION

Kate

A one-off interactive experience that money can't buy. An event that gives its
audience a real feel of the host brand, combining the adrenaline of sport with the feel-
good factor of entertainment and the glamour of the Monaco FI Grand Prix.

Andrew

If we had an unlimited budget, we'd love to offer sporting packages with a twist. For
example, offering high-profile former so sportsmen and women to give clients a
coaching session in their chosen sport before the event.

Alex

Morning golf at Wentworth with Tiger Woods and Sean Connery, followed by a
helicopter ride to Le Manoir, where Raymond Blanc would oversee a spectacular
lunch.

3. Work in pairs. Overall, who do you think gave the most interesting answers,
and why?

4. In pairs, answer this question.
If you had an unlimited budget, what would be included in your dream corporate-
hospitality package?

V. Listening Comprehension

Corporate events
1. Dr Chris Bruton is Chief Executive of the Cavendish Consultancy, a corporate
entertainment company. Listen to the first part of the interview and answer these
questions.
1. Which sports are popular?
2. Which sport is not popular? Why?
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3. What was the most popular musical at the time of the interview?

2. Listen to part one and replace the eight mistakes in the transcript below with
what Chris Bruton actually says.

The most popular events are still the major sports and the major events in those
sports. Within sports it does vary. For example, those sports where the rules are fairly
simple and obvious are more popular. Thus cricket, which is a personal, urn, love of
mine, is not actually one of the most popular, because the rules are fairly complex.
Horse racing is a favourite, football - soccer as it's called in many countries around
the world, but football in England - is very popular. Car racing works well and then,
moving onto the entertainment side, theatre, pop concerts, musicals - particularly, for
many years, Phantom of the Opera has been very popular in New York and in
London and in many other places around the world where it has showed.

3. Listen to the second part. What is surprising about how the financial sector
has reacted to the latest recession?

4. Complete these statements about what Chris Bruton says with appropriate
forms of expressions from part two.
1 Corporate entertainment is very different from what it was 30 years ago: it has
C e

2 Its quality is much, much better it's v S
3 The recent recession has had consequences for the fmanmal sector - it has
a the financial sector.
4 Financial firms have cut their budgets - they have r them.
5 Financial firms have not g f cheaper events - they have
just taken fewer people to the expensive ones.
6 The more expensive events have been less badly affected by the recession - they are
h u better.

5. Listen to the third part. What makes a corporate event successful? Complete
these notes.
1. Identify your

2. Planning: having , €.9. umbrellas.
3. Catering: high standard of and

4. Staff: : and briefing.

5. Always up afterwards.

6. Listen to part three. In what order does Chris Bruton mention these points?
a) catering

b) umbrellas

C) aim

d) follow-up

e) planning
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7. Listen to the final part and answer these questions.

1. Which two events were offered together on the same day?
2. How did people travel from London to the first event?

3. How did people travel from London to the second event?

8. Listen to part four. Are these statements true or false?
1 Silverstone is 100 miles north-east of London.

2 Lewis Hamilton won the race.

3 Chris Bruton uses helicopter as a verb.

4 Heathrow is west of London.

5 Guests flew by small executive jet to Paris.

6 The plane that guests took did not fly faster than sound.

7 They stayed overnight in Paris.

9. In groups, discuss these questions.

1. What event would you most like to be invited to? Why?
2. How does entertaining affect a company's image?

3. When can corporate entertainment become bribery?

VI. Skills: “Socialising: greetings and small talk”
1. What do you say to a business contact when you:
1. introduce yourself? 2. introduce another person? 3. are introduced to another

person?

2. Listen to five conversations at a conference. Match the speakers in each one,
then decide whether they know each other or not.

Speaker 1 Speaker 2 Do they know each other?
Liz Linda Eriksson

James Jurgen

Julia Lisa

John Jane

Carla Sam Clarke

3. Try to complete the gaps in Conversations 2 and 4. Then listen again and
check your answers.
Conversation 2

A: James you Sam Clarke?

B: No. Hello, Sam to meet | think we
both Mike Upton. We together in Turkey.

C: Oh, yes Mike. He's in China now.

B: Really? I didn't know that him my next time you
see him.

C: Yes, | will.
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Conversation 4

A: Hi, I'm John.

B: Hello, John to meet you. I'm Lisa, from the Amsterdam office.

A: Oh, Amsterdam. I've never been, but | it's a city,
very lively.

B: Yes, it is. It's great. You should come. The conference is going to be there next
year.

A:ld to. I'll look to it.

4. Read these expressions (1-10). Decide whether each one is said by the host (H)
or the guest (G).
. Can | get you a drink?
. Yes, it's just down there on the left.
. It all looks good. What do you recommend?
. Would you like me to show you round?
. Help yourself to some food.
. Yes, please. I'll have a white wine.
. Can | give you a lift to the airport?
. 'Yes, I'd love to see some of the sights.
. Could you tell me where the toilet is, please?
10. Thanks, but my taxi's coming.

O©oO~NOoO UL, WN -

5. Put the sentences from Exercise 4 in logical pairs.
Example: Can | get you a drink? Yes, please. I’ll have a white wine.

6. Work in pairs. Role-play the conversation.
Student A:

Student A

You are at a conference. You recognise someone you * You haven’t seen the city yet.
met at a conference two years ago. Introduce yourself  «  You are staying at the Metropol Hotel in the city

and make small talk. Use this information to prepare centre (a good choice: lovely views; the restaurant
for the conversation. and the facilities are also excellent).
*  You met Student B two years ago at a conference * You are leaving in three days’ time.

on Customer Care in Frankfurt. * You think the conference will be very interesting.
* You own a small firm which sells office technology. ~ Add one other piece of information which you think is
s |t's your first day at the conference - you arrived important.

late last night.
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Student B

the conversation.

company.

You are at a conference. You recognise someone you

| met at a conference two years ago. Introduce yourself

and make small talk. Use this information to prepare for  »  You are staying at a small hotel outside the city {a
bad choice: room is small and naisy, and too far
from the centre of the city).

= Youare leaving tomorrow.

The conference is boring — the speakers talk too

much and use too many PowerPaint slides.

Add one other piece of information which you think is

*  You met Student A two years ago at a conference on
Customer Care in Frankfurt.
« You are the Sales Manager for a mobile-phone

* You have been at the conference for three days.
* You have visited the city (beautiful oid castle,

expensive).

important.

interesting museum, excellent restaurants, but very

Useful language
INTRODUCING PEOPLE
Jurgen, this is Lisa.
Anita, do you know lan?
Have you met Mauro?

ACCEPTING
Yes, I'd love to.

Thank you. That would be very nice.

RESPONDING
Pleased/Nice to meet you.
Good to see you again.

V1. Self-directed work

Reading 1

MAKING SMALL TALK
How's business?

We're having a great year.
Have you heard about ...?
How are things?

REQUESTS
Could I use your printer, please?
Do you mind if | take a map?

CLARIFYING
Sorry, | didn’t catch your name.

I'm afraid | missed the name of your
company.

OFFERS

Would you like to have dinner with
us tomorrow night?

How about coming to the Cabaret
Club with us?

REFUSING POLITELY

I'm really sorry, but I'm meeting a
client then.

Thank you very much forasking, but
I'm afraid | can't make it tomorrow.

THANKING

Thank you for the meal. It was
really good.

Thank you for a lovely evening.
| had a great time.

Read this article from the Financial Times by Samantha Pearson and answer the

guestions.

Before you read

If you were invited to an evening of cutting up raw meat, would you go? Why? / Why
not?
Bankers turn to corporate butchery
By Samantha Pearson

Nine men dressed in expensive suits and white coats covered with blood gather
round a table. Among the group are bankers, a property developer and some of
England 's richest men. This is corporate entertainment in the post-banking crisis era
and they are learning the art of butchery at an evening class in central London.

The class at the Ginger Pig butcher's shop in Marylebone has become a popular
way for City institutions to entertain their clients in the recession, as many cut back
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on expensive parties. Tim Wilson, the Yorkshire farmer who owns the shop and four
others in the capital, says that one of his butchers started offering one-off classes
three years ago after requests from customers. Now there are three sessions a week
and half of the places are taken up by corporate bookings.

Borut, a Slovenian butcher who jointly runs the class, starts off by teaching the
group how to tell rump from ribeye steak. After completing a three-year degree in
butchery in Ljubljana, Borut came to London to follow the profession that has been in
his family for generations. During the past six months, he says, the class has become
particularly popular with companies wanting to entertain clients. "You could take
them to an expensive restaurant, but they want to do something different. We've even
had some vegetarians come."

Later on in the evening, the men are challenged to hold up a 45kg side of beef
in the air for 20 seconds as their colleagues and friends count down, cheer and take
pictures with their BlackBerrys. The prize is a ribeye steak to take home. Equipped

with saws and knives, they then go about trying to prepare the final cut of beef.

Exercises
1. Choose the alternative with the closest meaning to the expression in italic.
1) Nine men dressed in expensive suits and white coats covered with blood gather
round a table.
a) carrying
b) wearing
¢) clothing
2) This is corporate entertainment in the post-banking crisis era ...
a) period following the banking crisis
b) term after the banking crisis
C) stage next to the banking crisis
3) ... and they are learning the art of butchery at an evening class in central London.
a) selling meat
b) eating meat
C) cutting up meat
4) The class at the Ginger Pig butcher's shop in Marylebone has become a popular
way for City institutions ...
a) banks and other organisations in London as a whole
b) banks and other organisations in cities around the world
c) banks and other organisations in the City of London
5) ... to entertain their clients in the recession as many cut back on expensive parties.
a) increase the number of
b) reduce the number of
¢) reduce the size of
6) Tim Wilson, the Yorkshire farmer who owns the shop and four others in the
capital, says that one of his butchers started offering one-off classes three years ago
after requests from customers.
a) courses
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b) single classes, not part of a course

C) one-to-one teaching
7) Now there are three sessions a week and half of the places are taken up by
corporate bookings.

a) company reservations

b) reserves for companies

¢) company books

2. Answer these questions about paragraph 3.
a) Where does Borut come from?

b) Is he the only teacher in the class?

¢) What are rump and ribeye?

d) What is Borut's qualification?

e) What is his background?

f) Why have butchery classes become popular?
g) Do vegetarians ever come to the classes?

3. Correct these expressions used in paragraph 3 by crossing out the
unnecessary word in each expression.

If you ...

a) run in a class, you teach it.

b) can tell one thing from of another, you know what the difference is between them.
c) complete off a course, you finish it successfully.

d) come to on a place, you arrive there.

e) follow up a profession, you have a job in that profession.

f) entertain out clients, you take them to restaurants, special events, etc.

4. Complete these statements with words or expressions from paragraph 4.

a) If you are asked to do something difficult, you are ¢ to do it.

b) If you keep something in the air with your hands, you h itu

¢) The people that you work with are your ¢ :

d) If you say, 'five, four, three, two, one', you ¢ d from five to
one.

e) If you have tools to do a job, you are e with these tools.

) If you start to do something, you g a doing it.

5. Choose the best summary of the whole article.

Butchery classes are ...

a) a new form of corporate entertainment, following the banking crisis.

b) an ideal form of corporate entertainment for rich meat-eaters.

c) only popular as corporate entertainment because is not a good time for expensive
parties.

Over to you 1
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Go back to the answer that you gave in 'Before you read'. Have you changed your
mind now that you have read the article? Give your reasons.

Over to you 2
Think of some other unusual forms of corporate entertainment that would be suitable
for clients in an industry that you are interested in.

Reading 2
Read this article from the Financial Times by Bob Sherwood and answer the
guestions.

Before you read
Bribery is when someone offers money or a gift to someone, for example in order to
obtain a contract. Could some corporate hospitality for clients be a form of bribery?

Bribery law threat to business hospitality
By Bob Sherwood

Businesses are reviewing their corporate hospitality plans as they are worried
that some forms of hospitality could be illegal under new UK bribery laws.

Lawyers say they have been asked by companies who fear that they may have
to cancel bigger hospitality events after the Bribery Act comes into force. Many City
institutions consider luxury entertaining, which can include international flights and
free tickets to sporting events, as a normal part of business.

Stephen Morrall, corporate partner at Dawsons Solicitors, said: "We have
talked to a lot of people about this. They are very worried and they should be
worried. People are asking whether they should be holding corporate entertainment
events."

Two UK banks said they were looking at how entertaining would be affected
by the legislation. Some lawyers are advising that breaking the law could depend on
the type of hospitality. So, for example, offering lunch at a Twickenham rugby match
may be fine, but flying clients to Australia to watch cricket could be risky. "Until
clear guidelines are published, people should be very careful about any lavish form of
entertainment, because there's clearly a risk that an offence could be committed,"”
added Mr Morrall.

Gary Miller, fraud specialist at lawyers Mishcon de Reya, believed many
companies were unnecessarily worried and executives needed only to take a
"commonsense™ approach to hospitality. If they had always offered hospitality as
routine then it was unlikely to attract so attention, he suggested, but entertaining
clients at a sensitive time, such as when a contract was due for renewal, would be
riskier.

Exercises
1. Look through the whole article and decide what the word hospitality refers to.
a) hospital management
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b) hotel management
C) entertaining clients

2. Complete the table with words from paragraph 1, in the form they are used in
the article.

Verb Noun
review
bribe
fear
cancellation
entertain
fly

3. Now match the nouns in Exercise 2 to their meanings.

a) an illegal gift

b) the crime of giving illegal gifts

c) the state of feeling afraid

d) trips by plane

e) when something that was going to happen does not take place
f) when you look again at a situation and examine it

g) inviting clients to a special event

4. Read paragraphs 1 and 2 and decide if these statements are true or false.
The new UK laws on bribery ...

a) are causing businesses to check their policies on hospitality.

b) mean that some hospitality events may be cancelled.

¢) may affect giving free international flights to clients.

d) are not causing a lot of worry among businesses.

5. Complete these statements with appropriate forms of expressions from
paragraph 3.

a) A law or set of laws are referred to as | . (11 letters)

b) If someone doesn't obey a law, they b it. (5 letters)

c) If there's a chance of something bad happening, the situation is r (5
letters)

d) Advice may be given in the form of g . (10 letters)

e) Entertainment that is expensive and luxurious is | (6 letters)

f) A formal expression meaning 'to break a law' is 'to c a

0 . (6, 2, 7 letters)

6. Answer these questions about the expressions in paragraph 4 with yes or no.
a) If you are unnecessarily worried about something, do you really need to be
worried?
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b) If you take a commonsense approach to something, do you need a lot of technical
knowledge to understand it and make a decision about it?

c) If something is unlikely to attract attention, will people probably not notice it?

d) If something happens at a sensitive time, do people involved need to be careful
how they behave?

e) Does a contract that is due for renewal still have a long time to run?

Over to you 1
Describe the forms of corporate hospitality that are acceptable for clients in your
country.

Over to you 2

...entertaining clients at a sensitive time, such as when a contract was due for renewal,
would be riskier. How long before or after a contract's renewal would it be acceptable
for the clients to be offered lavish hospitality? Give your reasons.

Reading 3

Before you read
When does joking or teasing become bullying? Think of as many sources of conflict
at work as you can.
Intervening quickly in cases of conflict

Managers should be sensitive to when teasing starts to become hurtful. They
should be prepared to step in and have a quiet word with the team members involved.
The manager should inform those involved that, while plenty of communication is
encouraged, it’s important that there is respect for other people and that certain
standards of behaviour are expected at work. The manager should have noted
examples of the types of behaviour or language that have been used that are
inappropriate at work, so that those involved will understand what is unacceptable.

It's much easier to have this conversation as soon as a manager starts to have
concerns about behaviour or early signs of conflict - to prevent habits from being
formed and to ensure that the manager is taken seriously. It's much more difficult to
be respected if a manager appears to accept certain behaviour by letting a situation
continue for weeks or months.

Dealing with conflict directly

Taking action to manage conflict can appear quite worrying to some managers,
but it's an essential part of their role and responsibilities. If managers ignore
unacceptable behaviour, problems will get worse until the disciplinary process has to
be used or a formal complaint is made, by which time it will be much harder to
achieve a successful resolution.

Some potential sources of conflict at work are obvious, such as:

- too much personal use of the Internet or e-mail;

- poor attendance and time-keeping;

- any form of bullying behaviour;
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- any form of discrimination (e.g. sexism);

- unacceptable language;

- theft;

- drink or drug problems.

However, frequently it is the less obvious behaviour that over time, if so not
confronted, will lead to workplace disputes. Examples of less obvious types of
dispute include:

» taking credit for other people's work or ideas;

* interrupting people in meetings;

* not inviting team members to social evenings or events;

* not covering for people when they are sick;

* not taking messages for people;

* using someone else's contacts without permission;

* not including people in group e-mails;

« ignoring people or being impolite;

* poor personal hygiene.

Managers should not ignore problems that are developing in their teams. It’s
vital that line managers have regular, in formal , one-to-one conversations with the
people they manage, so that these kinds of issues can be discussed naturally where
possible.

However, managers must also be prepared to begin informal discussions if they
think a problem is starting to develop. Conflict at work can lead to absences, so
return-to-work interviews so are also a good opportunity for managers to ask
questions about any conflict issues that might be worrying employees.

Exercises

1. Read the article again and answer these questions.

1 What should managers do when teasing starts to become hurtful?

2 Why should managers note examples of inappropriate behaviour or language?
3 Why should managers get involved as soon as conflict develops?

4 What happens if managers ignore conflict and poor behaviour?

5 What are the advantages of return-to-work interviews?

2. Find words in the article that mean the opposite of these words.
1 appropriate

2 acceptable

3 polite

4 formal

3. Discuss these questions.

1 Have you ever been involved in any of the examples of conflict listed in the article?
How did/would you feel?

2 What behaviour at work do/would you find inappropriate or unacceptable?

3 How would you deal with these problems?
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Unit 23 New business
‘Three components make an entrepreneur: the person, the idea and the resources
to make it happen’
Anita Roddick, British founder of the Body Shop
I. Topical Vocabulary

1 | balance of trade TOPriBeIbHMI OallaHC

2 | exchange rate KypC BaJIIOT

3 | foreign investment 1HO3E€MHI 1HBECTHIIIi; 1HBECTHUIIi 32 KOPJOHOM;
KaIm TAIOBKJIAJICHHS 32 KOPJIOHOM

4 | government bureaucracy ypsi0Ba OIOPOKPATIS

5 | inflation rate TEMITH 1HQIISIIT

6 | interest rate BIJICOTKOBA CTaBKa

7 | labour force poboua cuiia; MpaIiBHUKHU; KaJapu

8 | tax incentives [IOJTATKOBI IIJIBIA

9 | foreign debt 30BHIIIHIN O0pT; 30BHINTHSI 3a00pTOBaHICTh

10 | public expenditure CYCIITBHO-ZICp)KaBHI  BUTPAaTH, BHUTPATH Ha
Jiep KaBHI HYKIU

11 | recession criajz, 3HWKEHHS (IiH, TOMHTY, BUPOOHHUIITBA
TOIIO)

12 | subsidy I'POIIIOBE aCUTHYBaHHS, CYOCH/IisI, TOTAITis

13 | trade deficit TOProOBU et

14 | trade surplus AKTUBHUU TOPTiBEJIbHUM OasaHc

15 | taxes MOJAaTKU

16 | transport links TPAHCIIOPTHUN KaHa

17 | cheap rents HU3bKa KBapTILIaTa

18 | strong currency cTablJIbHA BAJIIOTA

19 | government grants Jep>kaBHa ~ JOTalisl; Jep)KaBHa CyOBEHIIIs;
I'PaHT; ypsiI0BA CYOCH IS

20 | easy access to credit JIETKUH JIOCTYT IO KPE/IUTIB

21 | mining ripHUYa CIIpaBa; TipHUYA MPOMHUCIIOBICTh

22 | consumer prices CTHIO)KUBYI IIHU

23 | public spending JIepKaBHI BUTPATH

24 | consumer spending BHUTPATH CIIO)KMBAYiB

25 | founder 3aCHOBHUK, (YHIATOP

26 | reduction 3HIDKCHHS; 3MEHIIICHHSI, CKOPOYCHHSI

27 | fractions Ipoou

28 | decimals JECATKOBI IpoOu

29 | percentages B1JICOTKH

30 | minimum wage MiHiIMaJIbHa 3ap00iTHA TUTATHS

I1. Starting up
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1. Discuss these questions.

1. Would you like to start your own business? Why? / Why not?

2. What conditions are important for people starting new businesses? Choose the
three most important from this list. Can you think of any others?

* low taxes + good transport links e« skilled staff < training courses

* low interest rates * high unemployment * cheap rents

* a strong currency ¢ a healthy economy * government grants

* a stable political situation * easy access to credit

2. Many economies contain a mix of public- and private-sector businesses. Think
of companies you know in the areas below. Which are public-sector companies,
and which are private-sector ones?

» postoffice e« railways * television * water ¢ energy * telecoms

» cars * banks * newspapers * airlines ¢ roads * mining

3. Many companies in the UK have been privatised. What are the trends in your
country? Talk about the business sectors in Exercise 2.

I11. Vocabulary and Speech Exercises

1. Match the economic terms (1-10) to their definitions (a-j).

1. interest rate a) total value of goods and services
produced in a country

2. exchange rate b) percentage increase in prices

3. inflation rate c) cost of borrowing money

4. labour force d) price at which one currency can buy
another

5. tax incentives e) percentage of people without jobs

6. government bureaucracy f) the number of people working

7. GDP (gross domestic product) g) tow taxes to encourage business
activity

8. unemployment rate h) money from overseas

9. foreign investment 1) official rules/ regulations/ paperwork

10. balance of trade J) difference in value between a country’
imports and exports

2. Try to complete this economic profile without looking back at the terms in
Exercise 1.

The economy is stable following the problems of the past two years. By
following a tight monetary policy, the government has reduced the 1) i
r to 2%. For borrowers, after going up dramatically, the 2)
[ r is now down to 8%. The last six months have seen a slight
improvement in the 3) e r against the dollar.
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For the country as a whole, the 4) G has grown by 0.15%. Exports
are increasing, and the 5) b of t Is starting to took much
healthier.

In terms of jobs, the 6) u r continues to be a problem,

as it is still 16%. In order to stimulate the economy and attract 7) f
[ from abroad, the government is offering new 8) t
[ , as well as making a renewed effort to reduce 9) g
b and red tape. Finally, a large skilled 10) | f
means there could be attractive investment opportunities over the next five years.

3. Think about some of the economic terms you looked at above in relation to
your own country. Which do you think are going up / going down / staying about
the same? Also consider the following:

* consumer prices (the price of things in the shops)

* public spending (the money the government spends)

 consumer spending (the money people spend)

4. What do you think are the biggest economic problems in your country at the
moment? What do you think the government's priorities should be? Talk to a
partner about your ideas.

5. Write a short paragraph about the economic profile of your country.

6. Complete each sentence with an appropriate economic term from the box.

balance of trade exchange rate  foreign investment tax incentives
government bureaucracy  gross domestic product (GDP)
inflation rate  interest rate  labour force unemployment rate

1) If you plan to borrow money, you will want to know the .

2) In countries where the is high, young people tend to study more.
3) How many yen to the euro? Do you know the , by any chance?
4) According to a recent survey, 12 per cent of the are earning less

than the minimum wage.
5) So many forms to fill in just to import one photocopier! Nobody needs all this

6) The higher the of a country, the richer its people are.

7) When the value of a country's exports is greater than the value of its imports, we
say that the is ‘favourable’.

8) Prices increased again last month so the rose to 5.3 per cent.

9) Less government bureaucracy will encourage :

10) The government is offering attractive to encourage foreign investment.

7. Match the economic terms (1-6) to their definitions (a-f).
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1) foreign debt

a) the total amount of money spent by a
government on schools, roads, the army,
etc.

2) public expenditure

b) money that a country owes to lenders
abroad

3) recession

Cc) situation when a country sells more
goods to other countries than it buys from
other countries

4) subsidies d) situation when a country pays more
money for imports than it gets from
exports

5) trade deficit e) money that a government pays to make

something cheaper to buy

6) trade surplus

f) a period when trade and business
activity decreases

8. Complete the sentences with economic terms from exercise 7.
1) To help farmers, the EU has given out millions of euros in agricultural

2) The country was able to repay some of its loans from abroad and so reduce its

3 Industrial production is still decreasing. It seems that the country is heading for a

IV. Reading Comprehension

1. Which new business has impressed you most in the last six years? Why did it

impress you?

2. Work in pairs. Student A, read Article A. Student B, read Article B. Make

notes in this chart.

Article A Article B

name of new business

name of founder

age of founder

age of business at time of writing

location of new business (city and
country)

number of employees

what the new business is/does

Article A
Internet whiz-kid’s discount idea makes billions in two years
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by Jonathan Birchall

Andrew Mason studied music at university, where he dreamt about making his
riches as a rock star. Instead, the 29-year-old decided to set up an Internet business
that offers discounts on everything from restaurant meals to hair transplants and yoga
classes. The big idea is about to turn him into the latest web billionaire.

Google is preparing to buy Groupon, his two-year-old company, for $5.3
billion, according to reports. The proposed deal will put Mr Mason in a group of
young Internet billionaires including Mark Zuckerberg of Facebook and the Google
founders, Larry Page and Sergey Brin.

The site offers vouchers named “Groupons” that can be spent at participating
retailers. Every user gets a discount offer based on his or her location and profile, but
these huge discounts expire unless enough people sign up. The trend, described as
"social buying”, has spread rapidly across the Web, and Groupon was described by
Forbes as "the world’s fastest-growing company".

Its explosive growth and healthy profits have convinced Google to dig into its
deep pockets. It is believed to have started its bidding at $3 billion, a price that has
been steadily rising over the past few weeks.

Mr Mason appears to be a man who knows his worth. In April, it was reported
that he turned down a $2 billion offer from Yahoo, because the valuation was too
low.

Groupon employs about 1.000 people, mostly based in Mr Mason's home town
of Chicago. It is active in more than 80 countries and is growing at the rate of 10 per
cent a week by adding new users through Facebook and Twitter.

Article B
Help with exports
by Peter Marsh

Scattered around the world are many thousands of “micro-manufacturers"” of
craft items such as jewellery and handbags, often offering high standards of design
and quality. Most, however, have little idea of how to sell their products in
international markets.

At the same time, retail outlets are eager to get their hands on products that
look new and different - but find it difficult to discover them.

Just over a year ago. Sandra Felsenstein, a 27-year-old former industrial
engineer, decided to start a business that would try to link these two groups. Her
approach was to find a series of high-quality manufacturers in her native Argentina -
a country with a good reputation for design, yet poor connections to the rest of the
craft trade worldwide - and link them with shops and distribution companies
elsewhere.

Dinka, the four-person company she founded in Buenos Aires, is now showing
signs of success. Ms Felsenstein has organised links with 30 Argentinian companies
that have agreed to let Dinka promote their goods in export markets. Under these
deals, Dinka will find buyers for their products and handle shipments and customs
formalities in exchange for a proportion of sales revenues.
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She has laid the foundations, too, for establishing a network of retail outlets in
other countries, arranging connections with retailers in Chile, Peru and Ecuador as a
first step, while signing up a distributor in Austin. Texas, that she: hopes will help
them enter the potentially large US market.

Ms Felsenstein says she is also "exploring several opportunities” for finding
retailers in Europe - particularly in Spain, Italy, Germany and Switzerland - where
she thinks sizeable sales could be established for Argentinian-made goods.

3. Note down two other interesting pieces of information about your article.

4. Give your partner an oral summary of your article, then take notes as you
listen to your partner's summary.

5. Work in groups of three or four. Think about a business you could start as a
group. Consider these questions.

1. What kind of business would it be?

2. Which country and city would you like to locate your new business in? Think of
the factors mentioned in Starting up, Exercise 1.

3. What do you already have as a group? Think about skills, experience and contacts.
4. What other strengths do you have? What about your gaps?

5. What difficulties do you think you may face? How will you overcome them?

V. Listening Comprehension

New business
1. Abdirashid Duale is the Chief Executive Officer of Dahabshiil, a global
money-transfer company. Listen to the first part of the interview and answer
these questions.
1. How many countries does the company transfer money to?
2. Dahabshiil helps four types of people or organisations. What are they?

2. Listen to the second part and complete these notes.
All successful new businesses have to:

*haveal)
* have a 2)
* know how they are going to 3) that vision
* motivate their 4)
* keep their customers 5)
* maintain their 6) with their customers
» make sure that the customers are happy with their 7)
» manage the difference between their income and their 8)

3. Listen to parts one and two and match the verbs with the expressions that
follow them.
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1 transfer that vision

2 send their staff

3 have money

4 reach a vision

5 motivate money

6 maintain more profit

7 make their relationship

4. Complete these statements with appropriate forms of expressions from part
two.
1) If you have an idea about what something will be like in the future, you have a

2) If your customers are , they keep coming back to you.
3) Is the money you make from sales.

4) A customer's are what he or she needs.

5) Satisfied customers are customers.

6) A company's costs are its :

7) A company is one that has gone out of business.

5. Susan Barratt, the CEO of Nature's Way Foods, talks about the advice she
would give to anyone starting their own business. Listen and complete this
extract from the audio script.

| hope they've got lots of 1) . | think it is difficult and quite
hard 2) , and needs a significant level of commitment. | think it's
really, really important to make sure you understand the 3) and who
your customers are going to be. And how you differentiate yourself, or make yourself
different, from any of your 4) in that marketplace.

People will only go to you and buy your 5) or your service if
they feel it is added 6) over and above what they can get elsewhere,
or something they can't get elsewhere.

So, for me, understanding the market and the 7) Is absolutely
critical to the success of the business. The other key thing is that you've got sufficient
8)

6. Listen to part three. Match the things that Susan Barratt mentions (1-6) with
the quotations (a-f) from someone starting their own company.

1 energy a) 'I'm not going to give up easily.’

2 commitment b) 'l never feel tired.’

3 making yourself different c) 'We've carried out a big market
survey.'

4 added value d) 'We've got €100,000 in the bank in
case there are any problems.’

5 understanding the market e) 'We offer something that none of our
competitors offer.’
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6 cash f) 'Our product will save customers
€3,000 a year. Competing products only
save customers about €1,000.'

7. Listen to part three again and find adjectives that mean the following.
lnoteasyd

2noteasyh

3very highs

4 not the samed

5 extremely important ¢
6 enough s

8. In groups, discuss these questions

1. What sort of problems do new businesses face?

2. What advice would you give to someone starting their own business in your
country?

VI. Skills “Dealing with numbers”

1. Say these numbers. Listen and check after each group.

1. a) 362 b) 1,841 c) 36,503 d) 684,321 e) 4,537,295
2.a) 3.5 b) 2.89 c) 9.875

3.a) 3/4 b) 1/8 c) 61 d) 1/2 e) 2/3

4.a) 15% b) 50% C) 97% d) 100%

5.a) £80 b)$5,800 c) €150,000 d)€20,000

. Try to answer these questions.

. What is the population of your a) country? b) city?

. How many people work for your company | study at your institution?

. What is the average salary in your country?

. What is the current inflation rate?

. Approximately how many people are unemployed?

. What is the interest rate for savings?

. What fraction of their income do you think people spend on living costs?
. What percentage of your income do you spend on transport?

coO~NoO O WDNEDN

3. Listen to four extracts from a radio business-news programme. Underline the
numbers you hear.

1.a) Inflation rate: 20%/ 1.2%
b) Unemployment: 1,258.000 / 1.500.000
2.a) Profits increase: $1.8 billion / $1.8 million
b) Sales increase: 80% / 18%
3.a) job losses: 1/311/4

b) Workforce reduction: 15,000 / 5,000
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4. a) Interest rate reduction: 0,5%/ 1,5%
b) Economic growth: 2,8%/ 1,8%

4. Work in pairs. You work for a marketing department, which is launching a
new range of mobile phones in an overseas market. You are gathering statistical
in formation.

1. Ask each other questions to complete your charts.

2. Discuss which are the best markets to launch the new range of phones in.

Student A

Ask and answer questions to complete the information in these charts.
EXAMPLE: A: What's the population of Tokyo?

B: Thirty-six point seven million OR Thirty-six million, seven hundred thousand.

Biggest cities % of households with | Oldest populations Cars per 1,000 people

(population in millions) Internet (2008) (% aged over 60)

1 | Tokyo,Japan |....... 1 [SouthKorea [94.3 |1 |Japan  |....... 1 |lceland  |.......
2 | Delhi, India 22.1 |2 | Iceland 87.7 |2 | Italy 26.7 |2 | Luxembourg | 664
3 | Sao Paulo, Brazil  |....... 3 | Netherlands |....... 3 [Germany |....... 3 | New Zealand | 656
4 | Mumbai, India 200 | 4 |Sweden  |....... 4 | Sweden 25.0 (4 (ltaly  |.......
5 | Mexico City, Mexico |[19.5 |5 | Norway  |....... 5 | Finland 24.7 |5 | Brunei 608
6 | New York,US  |....... 6 | Denmark 81.9 |6 |Bulgaria |....... 6 |Malta ...

Allfigures taken from The Economist: Pocket world in figures, 2011 edition (Profile 2010)

Student B

Ask and answer questions to complete the information in these charts.
EXAMPLE: B: What’s the population of Delhi?
A: Twenty-two point one million OR Twenty-two million, one hundred thousand.

Biggest cities % of households with | Oldest populations Cars per 1,000 people
(population in millions) Internet (2008) (% aged over 60)

1 | Tokyo, Japan 36.7 |1 | SouthKorea |....... 1 | Japan 30.5 |1 |lIceland 669
2 | Delhi,India  |....... 2 |lceland  |[....... 2 |Italy ... 2 | Luxembourg |.......
3 | Sao Paulo, Brazil 20.3 |3 | Netherlands | 86.1 |3 | Germany 26.0 | 3 | New Zealand |.......
4 | Mumbai, India  |....... 4 | Sweden 84.4 |4 |Sweden  |....... 4 | Italy 609
5 | Mexico City, Mexico |....... 5 | Norway 84.0 |5 |Finland  |....... S5 (Brunei  |.......
6 | New York, US 19.4 | 6 |Denmark  |....... 6 | Bulgaria 24.5 | 6 | Malta 559

All figures taken from The Economist: Pocket world in figures, 2011 edition (Profile 2010)




122

Useful language

SAYING LARGE NUMBERS BRITISH AND AMERICAN ENGLISH PERCENTAGES
912,757,250 = DIFFERENCES

912 = nine hundred and twelve million, 320 = three hundred and twenty (BrE)
three hundred twenty (AmE)

757 = seven hundred and fifty-seven : ht/oh (BE) / (AmE) CURRENCIES
thousand, e L e £3,000,000 = three million pounds

250 = two hundred and fifty €16,000 = sixteen thousand euros

65% = sixty-five per cent

DECIMALS
FRACTIONS 1.25=one point two five
s/, = five-sevenths  2/s = two-fifths 0.754 = nought point seven five four (BrE)

zero point seven five four (AmE)

RS 1, =
it (L= gae) point seven five four (BrE/AmE)

VI1I. Self-directed work

Reading 1
Read this article from the Financial Times by Tim Bradshaw and answer the
guestions.

Before you read
When you use the Internet, do you sometimes look for new websites, or do you
always look at the ones you already know? Describe your Internet '‘behaviour'.

Web start-ups buy more TV advertising
By Tim Bradshaw

More and more, small Internet start-ups are advertising on television, often
within months of their launch. In the late 1990s, many of the Internet's biggest brands
- such as Google, Skype and Amazon - were built through word-of mouth, without
paying for offline ads. Today Google is advertising on TV and billboards, and
investors are encouraging more of their start-up companies to take advantage of
television.

Index Ventures invests in Internet start-ups. Saul Klein, a partner at Index,
says: "Once you have a clear sense of how much it costs you to get a customer and
the total lifetime value of that customer, you should start experimenting with as many
different marketing channels as possible. "Recent e-commerce companies appearing
on UK TV include Spotify, the digital music service; Lovefilm, the DVD-rental and
online-video service; Glasses Direct, which sells spectacles; Wonga, a loan provider;
and Just-Eat, which let’s people order from local fast food takeaways online.

Such companies started off by advertising on Google's search ads, which allow
an exact analysis of how much each ad cost and how much the visitor who saw the ad
went on to spend. But search ads are most useful when people know what they are
looking for - so for companies trying to build awareness for a new kind of online
service, TV ads can be more useful.

"Our goal on TV is to educate people that there is an alternative to the high
street," says Kevin Corn its, chief executive of Glasses Direct. "'Anyone can do an ad
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online, but people trust TV." Mat Braddy, marketing chief at Just—Eat, buys TV
advertising to target younger people in early evenings and at weekends. "If you're
clever about it, you can advertise at the times of day when people make the decision
to eat,"” he says.

Exercises

1. Look through the whole article and find the names of:
a) three 'old' Internet companies.

b) a company that invests in Internet start-up companies.

¢) someone who works for the investment company in b).
d) five new Internet companies.

e) people who work for two of these companies.

2. Find three forms of advertising in paragraph 1.

3. Complete these expressions with the correct prepositions.
a) invest __ astart-up

b) experiment ___ _ different things
c)appear TV
d) order something _ __ somewhere

e) start off __ doing something

4. Find expressions in paragraphs 2 and 3 that mean the following.
a) the total amount that a customer buys from a company

d) a type of bank

|___p_______
e) ready meals you buy somewhere and eat elsewhere

5. Correct these statements about the expressions in italic as they are used in the
article.

a) A goal is only something that happens in football.

b) If you educate people, this always happens in schools.

¢) If you have an alternative, you have no choice.

d) The high street is in the same place as a shopping mall.
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e) If you do an ad online, you read an ad on the Internet.
f) If advertisers target particular people, they do not want to reach them and
communicate with them.

6. Choose the best summary of the whole article.

a) Internet advertising will replace TV advertising in the long run.

b) TV advertising can be used to get people to look at particular websites.

¢) TV advertising is only useful to get people to order takeaway food online.

Over to you 1
'People trust TV advertising." Is this true in your country? Why? / Why not?

Over to you 2
Would you use the Internet to buy any of the products / services sold by the
companies in Exercise 1, question d) above? Why? / Why not?

Reading 2
Read this article from the Financial Times by Luke Johnson and answer the
questions.

Before you read
An entrepreneur is someone who starts a new business, or a series of new businesses.
Are you / Could you be an entrepreneur? Why? / Why not?

Rules of the game have been rewritten
By Luke Johnson

Entrepreneurs of the 21st century are different. The world of business has
changed a lot since | entered it in the 1980s, and the rules of the game have been
totally rewritten. An important factor has been the influence of the Internet. Many
start-ups are now online companies or use the Internet in some way. A 26-year-old
such as Mark Zuckerberg can create a community of 500 million users with Facebook
- employing just 1,000 staff. Facebook is also an example of how investors are
willing - sometimes - to back projects that have almost no sales revenues, believing
that a profitable business model will come later, as it did with Google.

Every young company now uses social networking as one of its marketing
tools. An understanding of how to use Facebook, Twitter. Foursquare and the rest is
important for the success of almost any brand targeted at the young. Each new wave
of technology is accepted very quickly. Things used to evolve much more gradually
in the past.

Start-ups are far more likely to be founded by graduates than they used to be.
In the past six years in the UK, there has been a 46 per cent jump in the number of
graduates describing themselves as self-employed. | am sure that will continue, partly
because comfortable jobs are much harder to get. Of course, many more people
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attend university now; yet when | left Oxford, it was seen by many as "wasting" a
degree to want to create a business.

Women entrepreneurs are much more common than in the past, with almost
one in three UK start-ups in 2009 founded by a woman. Now women are much more
confident and ambitious in their careers, and there are plenty of role models of
successful women in the workplace.

Exercises

1. Put the paragraph headings in the correct order.
a) Women entrepreneurs

b) The importance of social networking

c¢) Graduate entrepreneurs

d) Entrepreneurs and the Internet

2. Answer these questions about paragraph 1.

a) When did the writer arrive in the world of business?

b) What expression does the writer use to describe what has happened since then?
¢) What does the expression in question b) above mean?

d) Why has this happened?

e) Are all start-ups now Internet companies?

f) How many people work at Facebook?

g) Why are investors willing to put money into companies with no sales revenues?

3. Choose the alternative with the closest meaning to the expression in italic.
1) An understanding of how to use Facebook, Twitter, Foursquare and the rest is
important to the success of almost any brand targeted at the young.
a) made for
b) made by
C) presented to
2) Each new wave of technology is accepted very quickly. Things used to evolve
much more gradually.
a) stay
b) event
¢) change
3) Start-ups are far more likely to be founded by graduates than they used to be.
a) people with degrees
b) people with a gradual approach to business
c) people with doctorates
4) In the past six years in the UK, there has been a 46 per cent jump ...
a) fall
b) decrease
C) increase
5) ... in the number of graduates describing themselves as self-employed.
a) working for a company
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b) working for themselves

¢) working hard
6) | am sure that will continue, partly because comfortable jobs are much harder to
get.

a) more difficult

b) easier

c) better paid
7) Of course, many more people attend university now;

a) wait for

b) go to

c) drop out of
8) ... yet when | left Oxford, it was seen by many as "wasting" a degree to want to
create a business.

a) start

b) manufacture

C) invent
9) Women entrepreneurs are much more common than in the past, with almost one in
three UK start-ups in 2009 founded by a woman.

a) ordinary

b) often

¢) usual

4. Complete the table with words from paragraphs 2 and 3, in the form they are
used in the article.

Verb Noun
understand
succeed
target
jump
waste
creation

5. Now match the nouns in Exercise 4 to their meanings.

a) the act of starting something

b) the customers that something is made for

¢) when you achieve what you wanted or hoped for

d) when you do not use something in an effective way

e) when you know what something means, know how it works, etc.
f) when something is more than before

6. Imagine a different headline for the article. Choose the best alternative from
the following.

a) When | was a young man, business start-ups were easier

b) Thirty years of change in the world of entrepreneurs
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c¢) Graduate start-ups are the way to go

Over to you 1
Is it possible nowadays to start a business that does not depend on the Internet in
some way? Explain your ideas.

Over to you 2
Do you think that university graduates are 'wasting' their degree if they start a
business? Give your reasons.

Reading 3
Teddy bear business

1. Biographical background

Margarete Steiff was bom in 1847 in Giengen in southern Germany.
Unfortunately, she contracted polio when she was a small child and as a result spent
the rest of her life in a wheelchair. Although she had many operations on her legs, she
never walked again. However, this didn't prevent her from having a successful
business career.

2. Key moments in a career / nature of work

After leaving school, she set up a small sewing workshop in her family's home.
Then, assisted by her brother she set up her own business and factory in 1877.
Margarete always loved children, and so in 1880 she produced her first toy, an
elephant. It was an inslant commercial success. In 1902, her company produced the
first 'teddy' bear with moving joints. At first, it was less popular than the elephant and
sales were disappointing. However, eventually an American bought 3,000 bears at a
trade fair in Leipzig. After the Steiff bear won the first prize at the World Exhibition
in St Louis, everyone wanted a teddy bear. In 1904 Steiff introduced their trademark
‘button in ear' and, in 1906 the teddy bear got its name: it was named after US
President Theodore (Teddy) Roosevelt.

3. Charitable actions

Over the years, the Steiff Company have produced a number of limited edition
charity bears. The proceeds from the sales of these bears go to support charities and
good causes such as the fight against polio, and the World Wildlife Fund's (WWF)
campaign to protect European brown bears.

4. Today

By 1907 1,7 million toy animals were being made a year. During her life
Margarete's motto was 'Only the best is good enough for children." Although
Margarete died in 1909 at the age of 61, the Steiff Company is still going strong
today. The Steiff club for teddy bear fans began in 1992 and currently has over
45,000 members. In addition to this there are Steiff galleries and teddy bear trade
fairs across the world.

Exercises
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1. Read the profile of Margarete Steiff, the inventor of the teddy bear, and put
the events below in order.

- set up sewing workshop;

- won first prize at the World Exhibition;

- contracted polio;

- went to school;

- named a bear after a US president;

- made a toy elephant.

2. The items in the box are useful for linking sections and putting events in
order. Answer the questions below about them.

then currently after (that) furthermore intheend
however unfortunately atthe moment in addition

1) Which two items mean the same as now?

2) Which item means the same as eventually?

3) Which item is a more formal way of saying but?

4) Which two items are a more formal way of saying also?
5) Which two items tell you that something happened next?
6) Which item tells you that something bad happened next?
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Unit 24 Planning
‘People don’t plan to fail. They fail to plan’
Mark McCormack, sports agent and founder of IMG
I. Topical Vocabulary

1 | special occasion 0c00JIMBa TOIis

2 | wedding BECUIIIS

3 | pocket diary I[0JICHHUK

4 | memory nam'siTb

5 |toremind HaraJayBaTH

6 |tostick on HaKJICiTH

7 | to estimate costs OpIEHTOBHA BapTICTh; KOIITOPHCHA
BapTICTh, PO3PAaxXyHKOBA BapTICTh;
nepeadoadyBaHa BapTICTh

8 | to forecast sales nepeadavyaTu TOBapooOir

9 | to plan a meeting TUTaHYBaTH 300pH

10 | to do research IIPOBOJIUTH AOCIIHKCHHS

11 | to draw up a budget CKJIaIaTh OFOKET

12 | to overspend a budget TIEPEBUIUTH OFOJKET

13 | to stick to a budget OyTH MPUB’I3aHUM JI0 OIOIKETY

14 | to implement a plan peanizoByBaTH IUIaH, MPOCKT

15 | to evaluate a plan OIIIHIOBATH IUIaH, MPOCKT

16 | to stick to a plan OyTH NIPHB’3aHUM JIO TIAHY

17 | to arrange a meeting OpraHizoByBatu 300pu

18 | to cancel a meeting CKacyBaTH 300pH

19 | to reschedule a meeting TIEPEHOCUTH 300pH

20 | to submit a report 3pOOHUTH JOTIOBIJIb

21 | shedule rpadik; miaH; mporpaMa; po3KIIaj

22 | to interrupt nepeOuBaTH, epepruBaT

23 | to clarify MPOSICHATH(CS); BHOCHTH  SICHICTb,
3'sICOBYBaTH

I1. Starting up

1. What do you think about when you plan these things?
1. a holiday

2. a special family occasion, for example a wedding

3. an ordinary working day/week

4. your career

2. Which of the following do you use to plan your day or week? Which do you
prefer? Why?

* desk or pocket diary

* electronic organiser
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* writing on your hand * memory

* asking someone (e.g. your PA) to remind you
* watt chart

* smartphone

* notes stuck on board, desk, fridge, etc.
 computer program (e.g. Google calender, iCal)

3. Discuss these statements.

1. Making lists of things to do is a waste of time.

2. You should plan your retirement from an early age.
3. If you make a plan, you should stick to it.

4. There are some things you can't plan for.

I11. Vocabulary and Speech Exercises

1. Match the verbs in the box to the nouns below (1-5). Each word partnership
describes a way to plan effectively. Use a dictionary to help you if necessary.

collect consider do estimate forecast

1. COSts

2. sales

3. research

4, information
5. options

2. Match the verbs in Box A to the nouns in Box B. Make as many word
partnerships as you can.
A

arrange implement keep to meet prepare rearrange write

a budget adeadline ameeting aplan areport aschedule

3. A managing director talks about the planning of a new sales office in the
United States. Complete this text with nouns from Exercises 1 and 2. One noun
IS used twice.

Recently, we decided to open a new sales office in New York. First, I arranged

al) with the finance department to discuss the project. We prepared a
2) with details of the various costs involved. Then we collected
3) about possible locations for the new office. We considered two
4) - one in Greenwich Village and the other near Central Park. After

doing some more 5) | wrote a 6) for the Board of Directors.
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Unfortunately, we made a mistake when we estimated the 7) , as
the exchange rate changed, so we didn't keep within our 8) . We
overspent by almost 20 per cent. We had to rearrange the 9) for moving
into the building because the office wasn't redecorated in time. The Board of
Directors was unhappy because we didn't meet the 10) for opening the
office by December 15. It finally opened in January. However, we forecast
11) of at least $1,000,000 in the first year.

4. Choose one of these events and tell your partner how you will plan it. Try to
use some of the vocabulary from Exercises 1-3 above.

1. A team-building weekend for your department/sports club

2. An event to mark your company's / organisation's 100th an anniversary

3. A party to celebrate the return of a close friend after two years abroad

4. The opening of a new store

5. Cross out the noun which does not normally go with the verb in the bubble.

costs a price sales a profit
the value ofi i a schedulei i an increase
something
3 a meeting information a profit research
atrip a conference business a lot of work

6. Cross out the verb which does not normally go with the verb in the bubble.

to draw up tey-eatt to decrease to stick to
to overspend ! ito stick to to implement! ito evaluate
to cancel to implement to finish to submit
to arrange to reschedule to keep within to write

7. Complete each sentence with a word combination from exercise 5 or 6.
1. Experts the of the deal at 20 million euros.
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2. We have to the for Friday because the CEO is busy all day
Thursday.

3. My boss is angry because I haven’t quite my sales

yet and she expected it last week.

4. We always on our products so we can prove that they
are the safest on the market.

5. Our team managed to meet all the deadlines and to the

that was allocated to the project.
IV. Reading Comprehension

1. Which of these would you normally find in a business plan?
1. business aims 3. management team 5. staff holidays
2. opening hours 4. financial forecast 6. assessment of the competition

2. Read the article and complete this chart.
name job/position company type of company location

Dan Scarfe
David Hieatt
Rajeeb Dey

Paul Maron-Smith

3. Read the article again and answer these questions about the four people in
Exercise 2.

1. How many people did not write a business plan for their present companies?

2. Who thinks that setting fixed aims involves too much time and is not valuable?

3. Who says that some plans don't work because we don't know what will work?

4. Who thinks that planning often leads to doing nothing?

5. Who provided the finance for the companies themselves?

6. Which of the four is not against business plans?

When there's no Plan A
by Jonathan Moules

Dan  Scarfe, Chief Executive of Windsor-based software development
company Dot Net Solutions, says that he has never written a business plan for the
company he founded in 2004.

Now, it is one of Microsoft's five key partners in the UK and a leading player
in the hot new area of cloud computing - and to Scarfe, that is proof that setting fixed
objectives is a complete waste of time.

"Writing software, or starting a new business, is incredibly difficult to plan
for," he says. "You're effectively trying to second-guess exactly what you may want
down the line, based on marketing conditions and varying customer demand." Whilst
short-term business budgeting and strategy is vital, long-term business plans are less
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so." Twitter, Facebook and cloud computing were not even concepts a number of
years ago, Scarfe notes, so there would be no way he could have planned for them.

David Hieatt, co-founder of Howies, the ethical-clothing manufacturer based in
Cardigan, claims that a business plan is really just a guess.

"There are some brilliant business plans written, but they fail because the
customer wants to do business differently," he says. "The awful truth is we don't
know what will work.

"He claims that the secret is to be flexible-although this often takes a lot of
courage. For example, in 2001, Hieatt phoned up all of Howies' retailers and said he
was going to introduce organic cotton. The initial effect of this spur-of-the-moment
act was disastrous.

"We lost all our wholesale accounts overnight because they said nobody would
pay £27 for a T-shirt," he recalls.

Hieatt and his colleagues managed to rescue the situation by launching a
catalogue to sell products. It proved to be a turning point for Howies. "Losing all your
shop accounts in one day is not great for business, but it's probably the best thing we
did," Hieatt concludes. Now, the company sells 80 per cent of its products through
this medium.

Others argue that business planning is often a reason for in action. Rajeeb Dey
launched Enternships, a student internship matching service. "l never wrote a
business plan for Enternships, | just started it," he says-although he admits that it is
easier for Internet-based businesses to do this.

Perhaps unsurprisingly, Dey and Scarfe have entirely self-financed their
businesses. Venture capitalists and private in vestors do not usually approve of this
casual attitude to planning.

To Paul Maron-Smith, Managing Director of Gresham Private Equity, a
business plan is rather like a car's dashboard, guiding the entrepreneur along the road
to success.

But even he admits that problems can arise when business plans become too
fixed. "The aim of a business plan is to give the stakeholders a good idea of where
the business is heading." he says. 'Sure, there are going to be some forecasts in there
that are not going to be accurate, but they are a best guess at the time.

4. Discuss these questions.

1. In which sectors is it difficult to plan?

2. How far ahead should you plan?

3. How often should you review plans?

4. What reasons are given for and against having business plans?

5. What is your opinion of business plans? How useful do you think they are?

V. Listening Comprehension

How important is planning?
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1. lan Sanders is a business consultant and the author of Unplan your business.
In the first part of the interview, he answers the question “How far ahead should
businesses plan?”. Listen and complete these notes.

* Depends on 1) :

* Three-year contracts should have a plan for 2)

* Three years is a long time for 3) businesses and new businesses
entering the market in the field of 4) :
* lan likes the idea of a 5) plan, because it's very 6)

* Problem with business planning: it can sometimes be business 7)

2. Listen to part one. Choose the correct alternative to replace the expression in
italic so as to keep the closest meaning.

1 If you're a business that has a commitment from a client for three years, you have a
three-year contract, it makes sense to have a three-year plan, ...

a) it's sensitive b) it's sensational ) it's sensible

2 ... because you can project forward those revenues, ...

a) analyse sales b) forecast sales c) record sales

3 ... and you can make some assumptions about what you need to do as a business ...
a) assume certain things b) define certain things c) respond to certain things

4 in order to deliver the requirements of that contract.

a) what the contract writes b) what the contract specifies

¢) what that contract speaks

5 For a lot of smaller businesses, new businesses entering the market, ...

a) continuing to sell in b) starting to sell in

C) increasing their sales in

6 . .. especially in technology for instance, when who knows what trends are going to
come into play next month ...

a) start playing the situation b) start influenced the situation

c) start affecting the situation

3. Listen to the second part and complete this audio script.

| think the best business plans are ones that are 1) and
2) enough to take into account changing markets and changing
situations. Any plan that is too 3) or too set in 4)

becomes very unwieldy, because it can't accommodate economic changes, market
changes, 5) changes.

4. Which word in Exercise 3 refers to the ability to change easily, and which two
words or phrases refer to the opposite?

5. Complete these statements with words from parts one and two that are
related to the words in italic.

If...

1 you are committed to something, you have a to do it.
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2 you have contracted to do something, you have a to do it.

3 you relate to someone in a particular way, you have a with them.
4 you can manage a task easily, it is
5 something has the characteristic of simplicity, it is
6 something has the characteristic of flexibility, it is

6. Listen to the final part. Are these statements true, false or is the information
not given?

1 Many business plans fail.

2 Entrepreneurs can forecast the future.

3 It's not necessarily bad if a business plan fails.

4 1f a business idea doesn't work the first time, it should always be dropped.

5 The entrepreneur's successful business was completely unrelated to a previous
version.

6 The business was based in Amsterdam.

7 When he was working on the first version, the entrepreneur saw the mistakes that
would cause it to fail.

8 Failure can sometimes lead to success.

9 The entrepreneur is planning another new business.

7. Listen to the final part and answer these questions.

1. What is it important for entrepreneurs to do?

2. lan talks about an entrepreneur he met recently. What business had the
entrepreneur set up?

3. Why did the entrepreneur eventually succeed?

8. What are the advantages and disadvantages of writing a business plan?
VI. Skills “Meeting interrupting and clarifying”

1. Listen to a meeting in which members of a planning group discuss relocating
their head office. In which order are these points mentioned?

a) the cost of moving

b) when to move

¢) the advantage of using a specialised firm

d) whether to use their own transport department

e) how to communicate with staff

f) which transport company to use

2. Look at these extracts from the planning meeting in Exercise 1. Decide
whether each expression in italics is a) interrupting, or b) clarifying.
1. B: I think July would be the best time. It's very quiet then, isn't it?
A: You mean, we don't do too much business then?
2. C: Could I just say something?
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3. C: In my opinion, we should do it department by department.
B: How do you mean exactly?
4. B: We've contacted two companies, National Transport and Fox Removals.
A: Sorry, could I just comment on that, Mark?
5. B: You know, there's another possibility. We could get our own people to do the
moving.
A: What? You think our transport department could do the job?

3. Role-play this situation. A group of international VIPs is going to visit your
company/organisation for three days. You need to plan the programme for the
visit. Discuss these questions with other managers in the department.

1. Where will the VIPs go, and what will they see? (e.g. inside the
company/organisation, local sights, etc.)

2. Who do they need to meet?

3. Where will they stay?

4. How will they move around? (e.g. transport)

5. What sort of farewell event/dinner will you have on the final evening?

a) Will you have food? What? (e.g. snacks? a meal?)

b) Will there be a speech? Who will make it?

¢) Who will attend? (e.g. special guests?)

d) Will there be any entertainment?

6. What sort of gifts will you give the visitors?

7. What else do you need to plan? (e.g. the itinerary - will they have any free time?)

Useful language

INTERRUPTING DEALING WITH INTERRUPTIONS CLARIFYING

Could | say something? If you'll just let me finish ... How do you mean exactly?
Could | just comment on that? Just a moment, please. What exactly do you meanby...2
Hold on a minute. I'd like to finish if | may. Are you saying ...7

Sorry to interrupt, but ... So what you're saying is that ...

VII. Self-directed work

Reading 1
Read this article from the Financial Times by Alina Dizik and answer the
guestions.

Before you read
Why do some business ideas 'take off and become successful, but most do not? Make
a list of all the factors for success/failure that you can think of.

When friendship and fashion equal success
By Alina Dizik
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When launching Gilt Groupe, an online shopping site that currently has 3m
members, the co-founders did not write a traditional s business plan. Instead Alexis
Maybank, 35 and Alexandra Wilkis Wilson, 33, took what they had learnt from
Harvard Business School. "You could have taken a good month to write a beautiful
40-page business plan, but you could have lost a critical month in getting your
product to market," says Ms Maybank, who adds that competition was coming
quickly. "You don't really know if an idea is going to take off before putting it in
front of customers."

And they did just that. The two founders used a short presentation to convey
their idea to the venture capitalists they had found through the business school
network. They also talked about what it was like to be two female entrepreneurs,
pitching an idea to male—dominated venture capital firms. "Talking about women's
fashion to a bunch of guys in Boston was difficult and something that hadn't been
pitched to them very many times," says Ms Maybank.

However, after initial investment, it took only two months to build a site that
was ready to test. Three years later, in spite of intense competition from newer sale
sites such as HauteLook or Rue La La in the US, Gilt is still expanding quickly.

Launched just before the US recession in November 2007, the Gilt site offers
limited-time fashion bargains to a restricted list of customer members, and the site's
members can invite new members to use the site. Gilt's business, dominated by its
fashion sales, draws "hundreds of thousands of people" checking its site each day, the
group says, mostly at or soon after it opens its selected daily sales at noon.

Exercises
1. Choose the alternative with the closest meaning to the expression in italic.
1) When launching Gilt Groupe, an online shopping site...

a) continuing

b) starting

c) closing
2) ... that currently has 3m members,...

a) at the time

b) during the period

C) how
4) to write a traditional business plan.

a) usual

b) normal

¢) old-fashioned
5) You could have taken a good month to write a beautiful 40-page business plan, but
you could have lost a critical month ...

a) a difficult

b) a serious

C) an important
6) ... in getting your product to market,” says Ms Maybank, who adds that
competition was coming quickly.
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a) bringing

b) obtaining

c) sending
7) "You don't really know if an idea is going to take off before putting it in front of
customers.”

a) placing it to

b) making it available to

C) serving it to

2. Find words and expressions in paragraph 2 with the number of letters shown
in brackets that mean the following.

a) A noun for people who start a business. (8)

b) A two-word combination for investors who put money into new businesses (7, 11)
c¢) A noun for a group of people who communicate with each other, help each other,
etc. (7)

d) A two-word adjective used to describe a situation where there are more men than
women. (4-9)

e) A three-word combination for the organisations that the people in b) above work
for. (7,7, 5)

) A three-word expression used informally to refer to a group of men. (5, 2, 4)

g) A verb used twice in different forms to talk about explaining a new business idea
to possible investors. (Give the infinitive.) (5)

3. Read paragraphs 1 and 2. What does each word in italic below refer to?

a) They didn't write a traditional business plan.

b) They gave one to venture capitalists. (2 expressions)

¢) They found them through Harvard Business School.

d) It was difficult because they were not used to presentations like this. (2
expressions)

4. Read paragraphs 3 and 4 and decide if these statements about expressions as
they are used in the article are true or false.

a) Initial is used to describe something that relates to the beginning of something.

b) Build is only used in relation to houses and other buildings.

¢) Intense competition is weak.

d) If something expands, it grows.

e) A recession is a period when the economy gets smaller.

f) If goods are offered on a limited-time basis, they are available for a very long
period.

g) A bargain is when you pay a lot for something, more than you think it is worth.

5. What is the key message of the article? Choose the best summary.
a) Successful businesses always start on the basis of a detailed business plan, detailed
analysis and the opening of a number of stores.
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b) Gilt Groupe was started by two women entrepreneurs who made short
presentations to possible investors, obtained initial investment, and built a website to
sell clothes at bargain prices.

¢) Gilt Groupe could not have succeeded without the support of students from
Harvard Business School.

Over to you 1

Think of a business you know that has started in the last ten years. (It could be
anything from a local restaurant to an e-commerce site.) Imagine a short presentation
that its founders might have made about their plans to get finance for the business.

Over to you 2

If you are doing business studies, economics, etc., think of a business case study that
has particularly interested you. What questions about planning would you ask the
business people involved?

If you are working in an organisation, identify one of its activities, products, markets,
etc. that would be interesting for students in a business school. What key facts about
the way it was planned would be useful for the students to know?

Reading 2
Read this article from the Financial Times by Rhymer Rigby and answer the
guestions

Before you read
What is the most important thing to remember when planning a business trip?

Planning efficient business trips
By Rhymer Rigby

With business travellers expected to do more work in less time, how do you
ensure that you use the time you have in the best way?

Although it is fashionable at the moment to take public transport to the airport
and to fly economy, it might not be the best solution. "It might be better to be driven
to the airport if it means you can use the time to make calls,"” says Clare Evans, a time
management coach. "It's the same with business class. If you're a senior manager and
it means you can be productive, it's potentially cheaper. Calculate what your time is
worth."

It is better to get to the airport an hour early and spend the time working. Ms
Evans says: "Make sure you always have some work with you. With laptops and
smart phones, a decent lounge isn't that different to your office." Ensure that you are
organised at the other end and don't take any more than carry-on luggage if you can
help it. Sites such as Dopplr and Triplt can help you organise your travel online and
alert you to delays.

“Arrange meetings with jet lag in mind,” says MsEvans. “If you’re on a long-
haul flight from London to Los Angeles, then mornings are going to be better for
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you.” Spend the ‘lower quality” time on administrative tasks such as e-mail. Unless
the flight is very short, you do need to spend some time resting. “If you're away for
four days, you may be better off spending the flight relaxing rather than working.”

Exercises

1. Put the paragraph headings in the correct order.
a) You will be tired after a long flight

b) Make best use of your travel time

¢) Plan your journey

d) Time is money

2. Read paragraphs 1 and 2 and decide if these statements about expressions are
true or false.

If...

a) you are expected to do something, this is what people want you to do.

b) you ensure that something will happen, you make certain that it will happen.
¢) something is fashionable, not many people are doing it.

d) you find a solution to a problem, you find an answer to it.

e) you are driven somewhere, you drive yourself there.

f) you are productive, you don't do much useful work.

g) x is potentially cheaper than vy, it will certainly be cheaper.

h) your time is worth a particular amount, that is its value.

3. Relate these traveller's thoughts to the advice given in paragraph 3. Put the
thoughts into the same order as the pieces of advice given in the article.

a) 'l must check online to see if any of my flights are cancelled.'

b) 'I'm glad I brought the company's latest financial results to read.'

c) 'lt's good that | only have hand luggage with me. | won't have to wait in the
baggage hall.’

d) 'It's only four o'clock and the flight doesn't leave till six.'

e) 'This place is nice and | can sit here quietly and get through a lot of work.'

4. Match the two parts to make expressions from paragraphs 3 and 4.

1 carry-on lag

2 jet time

3 long-haul tasks

4 lower quality luggage
5 administrative flight

5. Which one of these pieces of advice does not appear anywhere in the article?
a) Don't take too much luggage.

b) Organise meetings to take account of how you will be feeling when you arrive.
c) Don't eat or drink too much on the plane.
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Over to you 1
What advice would you give for planning a) a successful business trip, or b) a
successful holiday trip?

Over to you 2
This article is about time planning on business trips. What tips would you give for
time management in relation to planning your work or studies?

Reading 3
Read this article from the Financial Times by Rahul Jacob and answer the
guestions.

Before you read
Give some examples of family-owned companies in your country.

Family conflicts in Asian companies
By Rahul Jacob

In Hong Kong, the man and woman on the street show more interest in the
lives of the city's tycoons than perhaps anywhere else in the world. On Tuesday,

Walter Kwok, who, following a dispute with his brothers and sisters, lost his
stake in one of the world's most valuable property companies, Sun Hung Kai
Properties, said that he had been offered HK$20bn ($2.6bn) to settle the dispute, but
that it was not enough.

The family-controlled public companies of Hong Kong are characteristic of the
Asian model of management, say observers. The Asian public company is often an
extension of the founding family. Asian business people typically trust an inner
circle, which starts with the family. Moreover, in developing countries, the personal
contacts between founder and family are more important than they are in the west.

The disputes between the two Indian billionaire brothers, Mukesh and Anil
Ambani of Reliance Industries, over the past few years have been on an epic scale. In
2009, the younger brother, Anil, even flew from Mumbai to the Himalayas seeking
the god Shiva's help in the hope of resolving his dispute with his brother. The
problem, says Joseph Ngai, who heads the Hong Kong office of McKinsey, the
consulting firm, is that in the typical familyrun business, family, ownership and
business issues are mixed together. *The more you can separate these three, the
longer your family business will last,” says Mr Ngai.

Still, change is happening, so even in countries like India, long dominated by
family companies. The founders of Infosys Technologies, the Bangalore-based
software firm, were so determined to create a professionally-run company that they
ordered that none of the founders' children would be allowed to work in the business.

Exercises
1. Look through the whole article. Which headline (a-c) could be used instead of
the existing headline?
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a) Family-run Asian companies and their problems
b) Family-run companies around the world
c¢) Family-run companies in India

2. Look through the whole article and find the names of:

a) a very rich property developer in Hong Kong.

b) the name of the company in which he had a stake.

¢) two Indian billionaire brothers.

d) their company.

e) a god whom one of the brothers went to 'see' in order to help solve a dispute.
f) a consulting firm with an office in Hong Kong.

g) someone who works for it.

h) an Indian IT company.

3. Find words and expressions in paragraph 1 that mean the following.
a) ordinary people t (7 words)

b) very rich business owners t
¢) a conflict d
d) the percentage of a company that someone owns s
e) a verb used to talk about ending a conflict s

4. Read paragraph 2 and decide if these statements about expressions are true or
false.

a) Something characteristic of something is typical of it.

b) A model is a way of doing something that is not copied by anyone else.

¢) An extension of something is another part of it.

d) In a company, the boss's inner circle consists of people that he or she doesn't know.
e) Your personal contacts are people that you don't know.

f) Someone who takes over a company is its founder.

5. Answer these questions about paragraph 3, starting your answers with the
words given.

a) Have the disputes between the Ambani brothers been on a small scale? - No, they...
b) Did one of the brothers seek outside help to resolve the dispute? - Yes, he even...

¢) Why are disputes so difficult to resolve in family-run businesses? - Because many
different issues...

d) What is the best way to resolve them? - By...

e) What happens if you can resolve family business disputes? - The longer the
business ...

6. Complete the table with words in the form they are used in the article.

Verb Noun

head

separation
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change

domination

found

order

7. Now match the nouns in Exercise 6 with related points from the article (a-f).
a) dividing family issues from business issues

b) the boss of McKinsey in Hong Kong

c) the position of family businesses compared to other businesses in India

d) the instruction that the founders' children should not take over Infosys

e) the way that even in India things are not the same as before

f) the brothers who started Infosys Technologies

Overtoyou 1
Why are family disputes, even non-business ones, so hard to resolve?

Over to you 2
What advantages do professional managers have over family members when running
a business?




Unit 25 Managing people

I. Topical Vocabulary
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‘A boat can’t have two captains’
Akira Mori, Japanese businessman

1 | qualities SIKOCTI

2 | to be an expert OyTH cnemiamicToMm

3 | to focus on tasks OyTH 30Cepe/PKEHUM Ha 3aBJJAaHHSIX

4 | to give orders BiJ/IaBaTH PO3NOPSKCHHS, HAKa3

5 | to make suggestion BHOCHTH ITPOITO3HUIIIT

6 | to judge people’s abilities OIIIHIOBATH JIIOJICHKI 3TI0HOCTI

7 | to plan ahead IUTAHYBATH 3a3/1aJI€Tiab

8 | to be good with numbers rapHo  paxyBaTH, IOpaTUCh 3
nudpamu

9 | flexibility THYYKICTh

10 | to respond BIJITyKyBaTHCH, pearyBaTy,
BIJIIIOBIIATH

11 | to delegate JOpydaTH

12 | to communicate CHJIKYBaTHCS

13 | to invest 1) BMmimaTu, BKJIAJIaTH, 1HBECTYBaTH
(karmiTain)
2) HajaBaty (BJay, MIOBHOBAYXKEHHS)

14 | to argue criepeyaTucs

15 | genuine CIIpaBXHIMH, ICTHHHUH,
HeIm IpoOICHU I

16 | to engender 30y KyBaTH, MOPOJIXKYBATH,
BUKIINKATH

17 | mutual consideration CHJIBHI 0OTOBOPCHHSI

18 | employee engagement HapaJa npaiiBHUKIB

19 | to hug MIIHO OOIMaTH; CTUCKYBAaTH B
o0iiiMax

20 | to bow KJIQHSATHCS

21 | enquiry 3aInT

22 | to be on time BYaCHO

23 | to dress OJIITaTUCS

24 | to address 3BEPTATHUCS

25 | to give gifts POOHTH OJJAPYHKH

26 | to shake hands TOTUCHYTH PYKY

I1. Starting up

1. What qualities and skills should a good manager have? Choose the six most
important from the list. Discuss your ideas with a partner.
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To be a good manager you need to:

1. be an expert. 7. make suggestions.

2. like people. 8. judge people's abilities.

3. focus on tasks, not people. 9. plan ahead.

4. enjoy working with others. 10. be good with numbers.

5. give orders. 11. make good presentations.
6. listen to others. 12. be older than your staff.

2. If you are managing people from different cultures, what other personal
gualities and skills do you need?

3.

Talk about the good or bad qualities of managers / bosses you have had.

I11. Vocabulary and Speech Exercises

1.

'Verb + preposition’ combinations are often useful for describing skills and

personal qualities. Match the verbs (1-7) to the prepositions and phrases (a-g).
A good manager should:

~NOoO oIk~ WwWN

2.

3.

. respond a) in their employees' abilities.
. listen b) to a deputy as often as possible.
. deal c) to employees' concerns promptly.
. believe d) with colleagues clearly.
. delegate e) with problems quickly.
. communicate f) in regular training courses for employees.
. invest g) to all suggestions from staff.
Which do you think are the three most important qualities in Exercise 1?

Some verbs combine with more than one preposition.

He reports to the Marketing Director. (to someone)
The Sales Manager reported on last month's sales figures. (on something)
Say whether these combine with someone, something or both.

1.

2.

3.

a) report to

b) report on

a) apologise for
b) apologise to
a) talk to

b) talk about

. @) agree with

b) agree on

. @) argue about

b) argue with

. Complete these sentences with suitable prepositions from Exercise 3.
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1. 1 agreed her that we need to change our marketing strategy.

2. | talk my boss every Monday at our regular meeting.

3. We argued next year's budget for over an hour.

4. He apologised losing his temper.

5. We talked our financial problems for a long time.

6. The Finance Director argued our Managing Director over profit
sharing.

7. 1 apologised Paula for giving her the wrong figures.

8. Can we agree the date of our next meeting?

5. Write three questions using some of the ‘verb + preposition’ combinations
from Exercises 1 and 3. Then work in pairs and ask each other the questions.

6. Join up with another pair. Compare your answers to Exercise 2 above and
Starting up Exercise 1. What is your ideal manager like? Are they male or
female?

7. Complete the first gap in the sentences below with a verb from Box A and the
second gap with a preposition from Box B.

Box A Box B

believe communicate deal delegate |[in in to to to with with
invest listen respond

Seven ways to manage people more successfully
1. Your staff will often have good ideas and suggestions, so
what they have to say.
2. Do not think you have to do everything vyourself tasks
other people.
3. Problems may be more difficult to solve if you wait too long, so

them as soon as you can.
4. Good employees want to develop professionally, so
courses and seminars for them.
5. Clear information is very important your employees
clearly so that they know exactly what you expect.
6. When your employees are satisfied, they work more effectively so

their needs without delay.

7. And finally, remember that trust is essential. Your staff need a manager that they
can strongly

8. Complete the sentences with the correct prepositions.

1. Staff often complained the new manager, saying he didn’t believe
their abilities.
2. Robert was arguing  his his boss taxation.

3. Did she talk you her plans to leave the company?
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4. Good. So you all seem to agree me the main points.
5. They apologized everyone their failure to deal the
crisis.

6. The team had to report their progress the manager

every month.

9. These sentences are not correct. Supply, correct or delete the prepositions as
appropriate.

1. Robert never listens my suggestions.

2. Socialising colleagues is sometimes a good way to learn about what is happening
in different departments.

3. Linda would like to discuss about the report’s recommendations with you.

4. My company spends a lot of money for training courses for employees.

5. He may become a good manager. It depends of his communication skills.

6. She told to her boss that her new job was challenging.

IV. Reading Comprehension

1. What would you do if you were a director of your company or school and had
the power to change anything?

2. Douglas McGregor, a US psychologist, argued that managers hold one of two
theories about the people they have to deal with. Read this extract about the two
theories and say which you prefer, and why.

Theory X is based on a fairly negative view of human nature. It says that
people are essentially lazy and uncomfortable with the idea of having too much
responsibility for anything. They only turn up to work for the pay. Employees have to
be managed in a strict way, otherwise nothing will get done.

Theory Y on the other hand suggests people may be capable of something
more positive - that they will seek out responsibility and try to get better at their jobs
from which they can get significant personal satisfaction. Theory Y managers have
high expectations of their people. They are also much more likely to develop a truly
motivated workforce.

3. Read the article below. Say which theory is probably supported by the
management of Ruby's company, and which by the management of Geraldine’s
company.
Share the power
by Stefan Stern
What does employee engagement look like in practice? John Smythe, from the
Engage for Change Consultancy, offers two situations to illustrate it.
Imagine two different employees, called Ruby and Geraldine, who work for
different businesses. In the first situation, Ruby is invited to attend a morning
meeting titled "Help our recovery".
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"The invitation states that all parts of the company have performed badly, and
that its parent company is unable to provide more cash for investment. It says that
fast action must be taken to stabilize the situation,"Mr Smythe explains. "But it also
says there are no secret plans for extreme action. It says: 'We want to communicate
openly. We also want you and your colleagues to take ownership with management
to solve the crisis, recognising that unpleasant options will have to be on the table."”

'Ruby is both concerned and flat-tered. She arrives at the meeting feeling like a
player rather than a spectator.

A two-month timetable is laid out in which she and her colleagues are invited
to use their knowledge to find achievable cost savings without damaging key
business areas.

In this process, Mr Smythe says there are three good questions employees can
be asked. What would they do if they:

* had a free hand in their day job?

* were a director of the company?

* had to propose important changes?

In this way employees can feel part of the decisions that are necessary. They
don't become demotivated.

The alternative scenario, which concerns Geraldine, is less appealing. She is
also invited to a meeting described as a "cascade briefing”. Rumours have been
spreading, so directors are hard to find, and there has been hardly any communication
from the company.

"At the cascade, her fears are confirmed when, in a PowerPoint presentation,
the full extent of the terrible state of the business is revealed for the first time,” Mr
Smythe says. "Detailed management plans for restructuring and efficiencies are
revealed. The focus is all on reduction, with no hint of new business opportunities.
Geraldine feels less like a spectator and more like a victim. To varying degrees, her
colleagues leave the meeting in shock."

"When have you felt most engaged and most valued and in a successful project
or period at work?" he asks. "Absolutely none of us is going to report that it was more
like Geraldine's experience."

4. Read the article again and say if these statements are true (T), false (F) or the
article doesn't say (DS).

. Ruby and Geraldine were both invited to a meeting.

. Ruby felt part of the decision-making process.

. Ruby and Geraldine both left their meetings in shock.

. The companies that Ruby and Geraldine work for are both having problems.
. Geraldine enjoyed her meeting more than Ruby.

. Communication was better in Geraldine's company than Ruby's.

. After the meeting, Ruby was invited to a staff party.

. Geraldine's company focused on reduction.

. Geraldine is looking for another job.

O©COoOoONO OIS, WN B
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5. In pairs, tell each other about:

1. when you have felt most engaged and most valued at work, or in a sports team, or
in your daily life;

2. the best way to communicate bad news;

3. any other theories of managing people that you know.

V. Listening Comprehension

Managing people
1. Laurie Mullins is the author of Management and organizational behaviour.
Listen to the first part of the interview and answer these questions.
1. Who was the first manager that impressed Laurie?
2. How do you spell his name?
3. What was his job?
4. What three things did he emphasise?

2. Complete the table with appropriate forms of words from part one.

Verb (infinitive) Noun (singular)

influence

manage

pioneer

emphasise

control

profit

retail

3. Match the nouns above (1-8) to their meanings (a-h).

a) a person or organisation that is the first to do something

b) selling to consumers rather than to other businesses

) power to change other people's opinions, behaviour, etc.

d) the way organisations are structured, employees told what to do, etc.
e) the importance given to something in relation to something else

f) when you get more money from sales than you have spent

g) someone who tells employees what to do

h) the power to make decisions about how an organisation works

4. Listen to the second part and complete these notes.
Anita Roddick

* founded The Body Shop in 1)
* displayed a genuine 2) towards staff
* strong belief in:

- environmental and 3) issues

- feminist principles

- practical 4) to Third World countries
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* not possible to provide 5) and social support without making a
profit

* was in business to make a 6)
Richard Branson

» founded the 7) brand in 8)

s over 9) companies

« famous for combining a true 10) spirit with a genuine
11) for people.

5. Complete these statements with expressions from part two.
1 The attitudes and beliefs that guide someone's behaviour together form their
ph
2 Someone who starts a business is its f
3 Something that is real is g
4 Subjects, problems, etc. that are dlscussed are i
5 Moral ideas that guide your behaviour are your pr
6 Another word for 'help'is a
7 If you believe something strongly, you belleve itf
8 Large amounts of money are s S

6. Listen to part three. Match the issues (1-6) with the imaginary comments (a-f)
made by employees working under one of the three managers mentioned.

1 communication a) 'He never shouts at people.’

2 involvement b) 'When she says something, it's always
so clear what she means!'

3 availability/visibility c) 'He's a real hands-on type of manager.'

4 commitment d) 'l think he will always do the best thing
for all of us.'

5 respect/consideration e) 'The door to her office is always open.'

6 trust f) 'l want to do my best for the
organisation.'

7. Listen to the final part and complete this summary.

All three managers had or have a genuine belief in effective
involvement and for their staff; so that staff can see
them, them; and they were able to have immediate with
them.

All either did or do engender a genuine from members of their
staff. All three had or have a genuine belief in creating a climate of mutual
consideration, and with their staff.

8. In pairs, tell each other which manager you would like to work for. Why?

VI. Skills “Socialising and entertaining”
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1. Socialising is an important part of good management. When socializing for
business in your country, how important are the following?

1. being on time

2. the way people dress

3. what people are interested in, e.g. fashion, football, etc.

4. how you address people (first names or family names?)

5. giving gifts

6. shaking hands / kissing / hugging / bowing

2. Paul is on a business trip to Syria. Mohammed is a Syrian business contact.
Listen to their conversation, then answer these questions.

1. What does Mohammed invite Paul to do?

2. Does Paul accept?

3. Complete this extract from the conversation in Exercise 2.

Paul: Mmm, 1) to invite me, Mohammed, but | think I'd prefer to stay
in the hotel, 2) I'm really tired at the moment. It was a long flight, and
| feel a little jet-lagged. | need an early night.

Mohammed: OK, Paul, | 3) . Perhaps we could meet Abdullah at the
weekend.

4. Paul is being entertained by Abdullah and Mohammed. Listen to their
conversation. Below are the answers to three questions. What were the
guestions?

1. Well, we like the same things as Western people.

2. | generally watch television with my wife.

3. I like to go out to restaurants.

5. Listen to another part of the conversation between Paul and Abdullah. Why
has Paul come to Damascus? How can Abdullah help him?

6. Listen again. In which order do you hear these sentences?
a) | do know someone who might help you.

b) Would you like me to give him a call first?

¢) Can you recommend anyone?

d) Hold on a minute, I've got his business card.

e) I'm looking for a company to supply carpets for my store.

) He specialises in traditional designs.

7. Role-play this situation.

You meet a business contact in a foreign country. Find out this information.

a) how they spend their weekends c) what they do in the evenings

b) where they go for their holidays d) what kind of hobbies and sports they
like



152

Also, you want to find an agent for your firm's products. Ask him/her if they can
help.

Useful language

MAKING EXCUSES MAKING CONVERSATION NETWORKING

I'm afraid | already have plans to ... What do you like to do in your spare I'm looking for...

I'd like to take it easy if you don't mind. time? Can you recommend anyone?

It's very kind of you, but another time How do you spend your evenings/ Do you have any contacts in ...?
perhaps. weekends? I could make some enquiries for you.

: ! S
What's your favourite hobby/pastime? | might be able to help.

SAYING GOODBYE / THANKING Where are you going for your holiday Can | mention your name?

T this year?
Thanks very much for your hospitality.
Can you tell me about any interesting

places to visit?
What/How about you?
What do you usually do after work?

Would you like me to give them a call
first?
Let me give you their business card.

I really enjoyed the meal.

Thanks for showing me round the city.
I'll be in touch soon.

Goodbye. All the best.

VII. Self-directed work

Reading
Read this article from the Financial Times by Brian Groom and answer the
guestions.

Before you read
What is the most important characteristic of a good manager? Give reasons.

Do you like the way you are managed?
By Brian Groom

Research among 3,000 employees by the Chartered Institute of Personnel and
Development (CIPD) found the proportion of people happy with their job had
increased to +46 per cent (percentage satisfied minus percentage dissatisfied),
compared with +26 per cent in a similar survey last year.

However, the CIPD's new quarterly Employee Outlook survey suggested
problems were developing that would damage employee well-being, morale and
commitment if not dealt with. Three-quarters of employees said their organisation
had been affected by the recession, with 52 per cent saying that there had been
increases in work-related stress as a consequence, and 38 per cent saying there had
been an upsurge in office politics. The proportion of people who said their jobs made
them worried or tense had also increased and nearly six in ten said they were worried
by the future.

The survey also highlighted problems with how people are managed. Although
most felt treated fairly by their line manager, they were less happy with how far their
manager discussed their training and development, gave feedback or coached them.
Employees were particularly critical or senior managers, with less than a fifth
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agreeing that they trusted them and only a quarter agreeing that they consulted
employees about important decisions.

Ben Willmott senior public policy adviser at the CIPD, said: "Employers must
ensure arrangements for informing and consulting employees over major changes,
such as redundancy, are effective, if they want to improve trust in senior
management. They also need to invest in developing line managers' people
management skills, particularly in coaching and performance management, if they
want to boost employee commitment and productivity. They must ensure managers
can spot the early warning signs of stress and provide support to help people
struggling to cope."

Exercises

1. Look through the whole article. What is it mainly about?
a) employees' opinions of their companies

b) managers' opinions of their employees confirmed

¢) neither of the above

2. Look through the whole article and match the figures to the things that they
refer to.

1. 3,000 a) those saying that stress levels had
increased

2. +46 per cent b) those saying that they were consulted
by senior managers when there were big
changes

3. +26 per cent c) the number of people interviewed for
the survey

4. three-quarters d) those saying there had been an
increase in office politics

5. 52 per cent e) those who said they trusted senior
managers

6. 38 per cent f) the deference between satisfied and
dissatisfied employees this year

7. nearly six in ten g) those affected by the recession

8. less than a fifth h) those worried about the future

9. a quarter 1) the difference betweensatisfied and
dissatisfied employees last year

3. Complete the table with words from paragraph 2, in the form they are used
in the article.

Verb Noun

employ

survey

suggestion
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development

commit

Increase

stress

4. Now match the nouns in Exercise 3 to their meanings in the context of this
article.

a) a set of questions that you ask a lot of people in order to find out about their
opinions

b) continuous feelings of worry

c) when there is more of something than before

d) caring about your organisation and its success

e) improving employees' skills

) something that may be true, but needs to be confirmed

g) someone who works for an organization

5. Complete these statements with words from the text, using the correct form of
the words.

If...

a) you are involved in trying to get personal advantage in relation to others who work
with you. you are involved in (6 letters, 8 letters)

b) you are unhappy because of a problem, you are about it. (7 letters)
c) a problem is , it is discussed and people pay attention to it. (11 letters)
d) people are treated in a proper way, they are treated (6 letters)

e) people talk about a problem, they it. (7 letters)

f) you give to someone, you tell them how they are doing, how good
their work is, etc. (8 letters)

g) a manager an employee, he or she gives them help and advice about
their career. (7 letters)

h) you are of something, you do not like it. (8 letters)

1) managers employees about changes, etc., they discuss the

changes with them. (7 letters).

6. Relate the issues (1-4) from paragraph 4 to what different employees might
have said to the researchers (a-d).

1. redundancy a) ‘I always believe what our Chief
Executive tells us’.

2. trust in senior management b) ‘She goes round talking to herself
the whole time.’

3. boosting productivity c) ‘A quarter of us are going to lose our
jobs.’

4. early warning signs of stress d) ‘If they gave us better computers, we
could do more work.’
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Overtoyou 1
What are the biggest causes of stress in your organisation?

Over to you 2
What can senior managers do to increase employees’ trust in them? Give five
examples.

Reading 2
Read this article from the Financial Times by Yih-teen Lee and Pablo Cardona
and answer the questions.

Before you read
What products is Switzerland famous for?
Victorinox
By Yih-teen Lee and Pablo Cardona

Victorinox is famous for its core product - the Swiss army knife. The company
was founded in 1884 in Ibach, a small town in the German-speaking part of
Switzerland, by Karl Elsener. He wanted to create jobs that would be long term. This
has remained a cornerstone of the company culture.

After the terrorist attacks on the US in September 2001, new airline safety
regulations around the world stopped passengers from taking knives on board. The
rules had a serious effect on Victorinox, because sales of pocket tools at airports
were important sales channels. Victorinox needed to find a way to survive and to deal
with the fact that there were too many employees.

Victorinox decided not to get rid of workers. However, it stopped hiring new
workers, cancelled overtime and reduced the workday by 15 minutes. Employees
were encouraged to take vacation, sometimes in advance of when it was due.
Victorinox kept all the employees on its own payroll, while lending 80 or so to other
companies for up to six months.

Having committed workers who understand and share the company mission
is the goal of many businesses. But few achieve this. The secret lies in the way
that Victorinox has always treated its employees. It created some employee-
oriented management systems, such as long-term employment. training and
development opportunities, and a policy which aims to better integrate young
and older workers, immigrants, and people with disabilities into its workforce. It
also maintains a 5:1 salary ratio between the highestpaid and average-paid
workers.

1. Put the paragraph headings in the correct order.
a) The strategic response

b) The key lessons

¢) The challenge

d) Company history
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2. Choose the alternative with the closest meaning to the expression in italic.
1) Victorinox is famous ...
a) infamous
b) well-known
C) interesting
2) ... for its core product - the Swiss army knife
a) most important
b) most profitable
c) sharpest
3) The company was founded in 1884 in Ibach, a small town in the German-speaking
part of Switzerland, by Karl Elsener.
a) begin
b) placed
C) started
4) He wanted to create jobs that would be long term.
a) Were necessary
b) were well-paid
c) would last
5) This has remained a cornerstone of the company culture.
a) one of the most important parts
b) one of the most interesting parts
c) one of the weakest parts
6) because sales of pocket tools at airports were important sales channels.
a) spreading
b) distribution
c) delivery

3. Read paragraph 3 and decide if these statements are true or false.
After 9/11, Victorinox ...

a) asked some of its employees to leave the company.

b) took no action at all.

C) stopped recruiting.

d) stopped asking employees to work more than the normal number of hours.
e) asked employees to work the normal number of hours.

f) told employees to go on holiday.

4. Find words in paragraph 4 with the number of letters shown in brackets that
mean the following.

a) A word ending in -ed that describes employees who believe in their organisation,
want to do their best for it, etc. (9)

b) A noun used to talk about the company’s purpose. (7)

¢) A noun meaning objective, also used in football. (A)

d) A verb used to talk about reaching objectives. (Give the infinitive.) (7)
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e) A verb used here to talk about how the company considers its employees, what it
does for them, etc. (Give the infinitive.) (5)

f) A word combination used to describe things that are good for workers. (8-8)

g) A noun used to talk about the way that employees can learn new skills, get more
Important jobs in the company, etc. (11)

h) A noun referring to people who come from other countries. (10)

1) A verb used to say that a situation is kept, not changed. (Give the infinitive.) (8)

5. Choose the best summary of the whole article.

Victorinox...

a) has always had employee-oriented policies, and its actions after 9/11 were part of
this long-term ‘philosophy’.

b) treated its employees particularly well when sales fell after the 9/11 attacks.

c) is always willing for its employees to work for other companies, rather than lay
them off.

Overto you 1
Why do you think many companies don’t share Victorinox’s values? What reasons
might they give?

Over to you 2

Think about your organisation or one you would like to work for. If there was a
sudden fall in its sales, which of the crisis management actions taken by Victorinox,
if any, could be taken by it? Give reasons.

Reading 3
Read this article from the Financial Times by Stefan Stern and answer the
guestions.

Before you read
Do you like arguments, or do you try to avoid them? Give your reasons.

The challenge of conflict
By Stefan Stern

Robert McHenry, chief executive of OPP, the Oxford-based business
psychology consultancy, says that some organisations may be hiding conflicts that
should be out in the open. "Clients sometimes tell us that their biggest problem is the
lack of conflict in their organisations,” he says. "They say that senior leaders create a
culture where people prefer to 'keep their head down' and not offer feedback or ideas:
conflict damages performance.”

OPP recently surveyed 5,000 employees in Europe and America to find out
about their experience of conflict at work. They found that, on average, each
employee spends 2.1 hours a week-roughly one day a monthdealing with conflict in
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some way. Most managers find this difficult to manage. Some, but not enough,
receive training in the kind of communication skills that can help to resolve conflict.

It's not all bad news. According to another piece of new research, conflict
might offer the chance to improve your company's performance. Early results from
the research point to the role of successfully managed conflict in the development of
effective corporate strategy. In their work with international businesses, the London-
based consultancy Cognosis has found that managers who deal with conflict
successfully will get better performance from their staff.

How can you benefit from djsagreement? Conflict should be managed,
Cognosis has found. In open corporate cultures, employees feel able to challenge
senior managers. Indeed, so managers will actively ask them for their views. "One of
the characteristics of effective leaders is their ability to both challenge others and be
challenged themselves in a positive way," says Richard Brown, managing partner at
Cognosis.

Exercises

1. Look through the whole article. What is it mainly about?
a) Marketing

b) Finance

¢) Human resources

2. Look through the whole article and find the names of:
a) two people who work for consultancies.

b) their job titles.

c) the names of the two consultancies.

d) the places where they are based.

3. Read paragraph 1 and decide if these statements about expressions are true or
false.

If ...

a) you hide something, you do not discuss it.

b) something is out in the open, it is not discussed.

c) there is a lack of something, there is lots of it.

d) you keep your head down, you do not comment on things, make trouble, etc.

e) you offer feedback on something, you give your opinion about it.

f) x damages vy, it is good for y.

4. Find words and expressions in paragraph 2 that mean the following.
a) asked questions
b) workers

c) get information

d) typically
e) managing
f) type
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g) solver

5. Match the two parts to make expressions from paragraph 3.

1 bad conflict

2 new businesses

3 successfully managed research
4 effective news

5 international performance

6 better corporate strategy

6. Now match the expressions in Exercise 5 to their meanings.
a) when employees produce improved results

b) when arguments are dealt with in a good way

¢) information that was not available before

d) companies that operate in more than one country

e) a company's plans for its future that are successful

f) new information that is not good

7. In what order do these points occur in paragraph 4?

a) In these companies, bosses will ask employees for their opinions.

b) In some companies, workers are free to criticize their bosses.

¢) How can you get an advantage from conflict?

d) Good bosses are able to criticise others, and able to accept criticism from others.
e) Disagreement is something that should happen in an organised way.

Over to you 1
Do you think that conflict in organisations can be a good thing, as the article says?
Why? / Why not?

Over to you 2
... on average, each employee spends 2.1 hours a weekroughly one day a month-
dealing with conflict in some way. Is this your experience? Why? / Why not?
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Unit 26 Business Etiquette
I. Reading Comprehension

Reading 1
INTRODUCING PEOPLE
Among Strangers

You introduce younger to older people: "Mr. Young, come and meet Mr. Old."
Lesser in rank are introduced to senior in rank: "Captain Brown, may | introduce you
to Brigadier Black". Men to women: "George, | want you to meet my cousin, Joan
Ellis".

Christian Names

When introducing children to adults it is usual to call the older person "Mr." or
"Mrs." (or title) and this would also be so introducing an employed gardener to your
neighbor. People use Christian names quite soon enough but it is silly for Bobby aged
three to begin calling a grown up "Bill" or your lady doctor "Alice". In official places
we do not use Christian names.

Secret of Remembering Names

Many people especially older folk who have to introduce three or more people
to other guests find it impossible to remember all the names. Here are two tricks
which can be employed, and a friend of mine uses the first one.

1) With a pen he writes in the palm of his hand "John Black-Adder (eyebrows),
Fiona Cranleigh-Smith (red head), Mrs. George Pot (like auntie)". In other words
sufficient detail helps you to remember the names of people. Many times he has been
complimented on his wonderful memory, whereas what he should have been
complimented on was neat small handwriting.

2) Sometimes, "the only name you remember in an introduction is your own ".
In this case the other alternative which can be used when you address a person is to
mumble or cough gently (remembering to put one's hand to one's mouth). One "gets
away" with this; after all "Those who mind don't matter and those who matter don't
mind".

MEETING PEOPLE
If you meet someone on the street, do introduce anyone with you to them. Then
you may say: "'l want to have a word with this person, please excuse me and wait a
minute. I'll rejoin you." To leave your companion standing neglected is poor taste. If
a man is at a theatre with a lady companion and someone comes to speak to her, he
should stand and she can remain sitting or stand up if she wishes, and she would
introduce the friend unless it is only to say a couple of words.
INTRODUCE YOURSELF

If you are at a gathering and see someone looking shy, never hesitate to go up
and say: "My name is Jill White. Isn't this a nice gathering?" or something suitable.
A more subtle way is to get a tray of nuts or sweets and offer them in order to start
conversation. Good manners are active not passive; encouraging yourself to use them
will help to make life a little pleasanter for others.
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I1. Skills

Communicaton skills
I. You are interested in the goods of a firm. You come to the Head of the firm.
Introduce yourself to him.
I1.You are talking with a representative of your partner firm. At this moment your
colleague enters the room. Get them acquainted (introduce the two gentlemen to each
other).
I11. Tell what you and your colleagues usually do at the office.
IV. You want to call one of New York's hotels to reserve a room for the period of
your business trip. Make up a plan of the conversation:

a) the information you have to give to the receptionist;

b) the information you want to get from the receptionist.
V. You have met your American friend at the airport. Before going to the hotel you
invite him to the bar. Reproduce the conversation between you and him.

Writing

1. You are working at a big company as a Personal Assistant to Managing
Director. In a month two representatives of your company will arrive in
Vermont, the USA and plan to be there for a week. Using examples given below
try to write:

a) your own letter of inquiry to the best hotel in the city;

b) book seats on a plane.

15 Maple Street,

Montpelier,

Vermont,

USA

6th May, 2002

The Manager, Park Hotel, 26 Str.,
Brighton, England

Dear Sir:

The name of your hotel has been given to me by the Hotel Association, and | shall
be very much obliged if you let me know whether you have the following
accommodation available for 3 weeks, from 15th July:

One double room, if possible with private bathroom, and one single room.

Thank you in advance for your reply.

Yours faithfully, W.D. Throp
Win Mouk Co.,

302 Barr Street
Rangoon,
Burma
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7th July, 2002
Scandinavian Airline System
12, Chelsey Street, London, W.1., England

Dear Sirs:

Our Technical Director, Mr. Thuong, will be arriving in London next week and
will then go on to Sweden and Finland. We shall therefore be obliged if you book a
seat for him on a plane leaving Britain for Stockholm on or about the 21st.

We thank you in advance for your kind attention to this matter.

Yours faithfully, Win Kyu (Secretary)

2. You work at the Organizing Committee of International Finance Conference
which will take place in Kyiv, September 25-30, 2003. Write the letters of
invitation to the participants of the conference using the model given below.
United States Department of Commerce International Finance Conference
Washington, D.C., 20658, USA June 2nd, 2002
Prof. Petrov, Finance Manager, Zepter Inc., Kyiv branch, 63, Volodymirska Str,
Kyiv Ukraine

Dear Professor Petrov:

On behalf of the American Finance Society it is an honour for us to welcome you
and to be your host in Washington during the International Finance Conference, May
20—27.

It is a pleasure for us not only to invite you to a conference of the highest
scientific standard but also to present Washington and, if you wish, other exciting
places in the USA.

The scientific planning of the conference has resulted in a most exciting program
with more than 40 major and assembly symposia not including the numerous free
communication sessions.

| am glad to inform you that your abstract was accepted by our Committee, N
2256 for poster presentation.

We attach with the letter of invitation Reservation and Registration Form. The
deadline for its submission: March 15, 2002,

Date: January 22, 2002

To: Generics Inc., Glasgow, England Att: Mr. James Nickles Managing Director
Fax:8-10-245-51123-67

From: UkrPharm Ltd. Kyiv, Ukraine Mr. P. Loza Marketing Manager Fax: 8-
044-22567-08

Subject: a visit of 2 representatives of UkrPharm, contract to buy a new
processing line

Dear Mr. Nickles:
As we agreed before we plan to send two our plenipotentiary representatives: Mr.
Belov and Mrs. Solovyova for a week at the beginning of March, 2002 to Glasgow.
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Please send us by fax the invitation for them as soon as possible. We kindly
appoint you to prepare all the preliminary information and documents concerning the
new processing line that we plan to purchase.

If the terms of payment, delivery, technical characteristic of the line suit us Mr.

Belov can conclude the contract with your company on behalf of UkrPharm Ltd.

Awaiting your reply.

Sincerely Yours

Mr. Peter Loza Marketing Manager

3. You want to reserve a room. Fill out the form.

HOTEL RESERVATION FORM

Hotel [name] has the following accommodation possibilities:

double room category A ($...), category B (§...)

single room category A (§...), category B (3...)

Prices are for accommodation with breakfast (service and tax included).

As the number of single rooms is very limited, sharing a room by two
persons may be necessary.

Dead line for reservation

I order a room from 10

Number of nights |

double room category A

double room category B

single room category A

single room category B

age (when sharing a room with someone about my age is
preferred) |

Name

[ will arrive by private car (yes, no)

If booking cannot be made at the requested price, please reserve in the next
available (higher, lower) category.

Date: 200__

Signature

Reading 2
Ask questions on the text and retell it:
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TELEPHONE ETIQUETTE

The techniques of telephoning are very much the same in all countries. Only
remember your good telephone manners:
1.When talking on the telephone — speak clearly. Do not shout and take your
cigarette out of your mouth.
2.Make sure that your conversation with a busy person is as brief as possible.
3.When calling a friend who does not recognize your voice-don't play "Guess who?".
Announce yourself promptly.
4.When you get a wrong number don't ask: "What number is this?" It is a good
manner to ask: "Is this two-three—four—five—six?" If not — apologize.
5. 1f awrong number call comes through don't lose your temper. Simply say: "Sorry,
wrong number" — and hang up.
6. Always identify yourself when making a call; especially if you are calling on
business, e.g. "This is Mr. Vovk of the Ukrainian Trade Mission. Could | speak to
Mr. Jones...”?
7. If you have a visitor do not carry on a long chat while your visitor tries hard to
avoid listening to your conversation. The best thing to do is to say you are busy at the
moment and ... "May | call you back in a little while?" But don't forget to do so.

Il. Language practice

1. Fill in the missing words in the telephone dialogue below. Choose from the

following

Can | suggest I’d also like What we need is First of all

Can you let me My nameis we can arrange How can | help you
have That’s right

| look forward to

Blum: John Blum.

Berg: Hello. 1) Anders Berg. ’'m managing Director of Woodtech Ltd, a
wood machinery manufacturer.
Blum: Oh, yes. 2) ?

Berg: Well, an associate in the industry recommended you. You helped raise finance
for Bill Wylde a few years ago.

Blum: Yes. 3) :

Berg:  Well, Woodtech Ltd now wants to expand into new markets with a new
product. Up till now we have served specialists in the wood industry but our
new product is aimed at the small manufacturer. 4) finance.

Blum: Right! 5) . I’ll need some background information. 6) a copy of
our balance sheet and profit and loss figures for the past three years?

2. Read the dialogues and make some changes.
A. Leaving a message.
A: Hello! This is Richard Baker. May | speak to Mr Reeds, please?
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B: I'm sorry, Mr. Baker. He has just left. Any message?
A: Will you tell him to call me back?

B: Yes, certainly. Does he know your telephone number?
A: Well... I'm not sure. Will you put it down, just in case?
B: Yes, what is it?

A: 340-1906. Thanks a lot.

B: No trouble. Good-bye.

B. Getting the wrong number.
A: Hello! I'd like to talk to Mr. Lawson.
B: I'm afraid you have the wrong number. What number were you calling?
A: 843-1227.
B: Well, this is 843-1227. But there is no one by the name of Lawson here. This is a
private residence. A: I'm sorry to have bothered you.
B: That's quite all right.

C. Making an appointment.
A: Two-four-eight, double six-double two.
B: Can | speak to Mr. Parson?
A: Who is calling, please?
B: This is a representative of the Ukrainian firm Torgmash. My name is Dmitry
Klimenko.
A: I'm sorry, Mr. Klimenko. Mr. Parson is out at the moment. Would you like to
leave a message or call back?
B: I think I'd rather arrange to meet him.
A: O.K. When would you come? B: Any time you say.
A: Just a moment. I'll get his schedule. Are you there?
B:Yes.
A: | can fix an appointment for you for tomorrow. That's Wednesday afternoon. Will
4 p.m. be all right with you?
B: Yes, thank you. You've been most helpful. Good-bye. A: Good-bye.

D. A long distance call.
A: International. Good morning.
B: Good morning. | want to book a call to Kyiv. My name is Klimenko.
A: What number are you calling from? B it's 437-8193.
A: What number do you want in Kyiv?
B: The Kyiv number is 252-41-12. Can you put me through straightaway?
A: I'm afraid not, sir. The line is busy. I'll call you back as soon as the call comes
through.

3. Act as an interpreter.
A: Jlo6puit nensn. Sk 3arenedonyBatu 10 Kuea?
B: There is no direct automatic line. You'll have to book an international call.
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A: Konu MeHe MOXYTb 3'€1HaTH?

B: I'll try to book a call for you right now. What is your number in Kyiv?
A: Miit kuiBcbkuit HOMep 265-13-45.

B: I'll call you back as soon as they put you through.

A: Jlskyro.

A: Jlobpwuit nens. Moxy st moroBoputu 3 muctepom Konecom? Ile Ceperko.

B: Good afternoon, Mr. Serenko. I'll see if he is available.

C: Oh, hello, Mr. Serenko. Glad to hear you. Did you enjoy the flight?

A: Tak, askyro. Sl 6 XOTIB 3yCTpITUCS 3 BaMH 1 OOTOBOPUTH JICSIKI TTUTAHUS.

C: What time will suit you?

A: 3apa3 s y roreni. 0 2-i roauiin 3ycTpid 3 HIIIMMU MPeJ] CTaBHUKAMU HaIloi Gipmu.
Jymaro, 110 o 4-i1 s1 Oyay BUIbHHIA.

C: Let's make it five. I'll send a car for you at a quarter to five.

A: Isxyro, Bu nyxe mo0's3u1. S Oyny 4ekaTu y X0Jii TOTeIIIo.

A: Jlo6puit gensb. Sk 3arenedonyBatu 10 Kuena?

B: There is no direct automatic line. You'll have to book an international call.
A: Ko MmeHe MOXKYTh 3'e1HaTH?

B: I'll try to book a call for you right now. What is your number in Kyiv?

A: Miit kuiBcbkuit HOMep 265-13-45.

: I'll call you back as soon as they put you through.

. JIsaKyto.

: JloOpwmit ners. Moy s morosoputH 3 MuctepoM Konecom? Ile Cepenko.

: Good afternoon, Mr. Serenko. I'll see if he is available.

: Oh, hello, Mr. Serenko. Glad to hear you. Did you enjoy the flight?

: Tak, nsxyro. 51 6 XOTIB 3ycTpiTHCS 3 BaMU 1 0OTOBOPUTHU JESAK1 TUTAHUS.

: What time will suit you?

A: 3apa3 s y rotemi. 0 2-i TogumI 3ycTpid 3 MIITUMH MPe]] CTABHUKAMH HAoi GipMH.
Hymato, 1110 o 4-i s1 Oyay BUIBHUH.

C: Let's make it five. I'll send a car for you at a quarter to five.

A: laxyto, Bu nyxe mo0's3Hi. S Oyy yekatu y XoJii TOTeo.

QO » >0

4. Translate into English.

1. Yu moxy st norooputu 3 Micc Bpyk?

2. Bubaure, s HaOpaB HEMPABWIHHUI HOMED.

3. byab nacka, nepekaxite MicTepy Tomncony, 110 s epea3BOHIO.

4. Ha >xanp, meHemkepa 3apa3 Hemae. [1lo-ueOyap nepekasatu un Bu mom3BoHUTE
mizHime?

5. 51 xoTiB O 3aMOBUTH MIXHAPOIHY po3MOBY. Ha 11e mige 6arato yacy?

6. bynp nacka, He KJIaaiTh TPYOKY. Sl OAMBIIOCS, YA MOXHA 3B'I3aTUCS 3 MICTEPOM
CwmiTom.

7. Yu mornu 6 Bu noazBonutu MeHi 3aBTpa BBeuepi?
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8. Sxuit HOMep Bu nHabpamu? ~ 327-583. -lle He Toil HOMep. - Bubaurte, 1o
notypOyBas. - bynp nacka.

9. Bynp nacka, 3anumiiTh Miid HoOMep TenedoHa 1 mompocith JKoiic mepenI3BOHUTH
MEH1 0Ipa3y Xk, K MIIbKH BOHA TTOBEPHETHCS.

10. 4 xotiB 6u momoButHcsa 3 Bamu mpo 3yctpiu. 3aBTpa 00 11-it rogut panky Bac
BJIAIITYE?

3 Bamu nipo 3yctpiu. 3aBTpa 06 11-if ronqut panky Bac Biamrye?

5. Choose the expressions correct for the following situations:

Situations:

I. You are in New York City. You
dial directory assistance and as k the
operator:

HOMEp TenedoHA B Mexax
MICTa;

Ko MicTa 3a mexxamu CIIA;
Koy oxHoro 3 mict CIIIA;
3'€lHaTH Bac MO MIXKMICBKOMY

Expressions:

a) - Please, dial number 246-6824 in Kiev,
Ukraine, I'd like it to be a collect call.

b) - How do you do, madam? What is the
telephone number for "A & B" Company?
c) - This is lvan Siryi. My telephone
number is 123-4567. It is 10.15. a.m.
Please call me back today between 4 and 5
p.m., if you can. I'd like to make an

TenedoHy 3  KoHkpeTHoro ~ appointment.

JTIOIMHOIO; d) - Hello! Will you tell me, please, What_'s
e NP0 MOKIHMBICTb MiMiChKO the _code number for Kirovograd in

pPO3MOBH 3a PaxyHOK Ukraine?

a0OHEHTA, IKOMY JA3BOHUTE.

You dial a telephone number and

get an answering machine.

Communication skills

e) - Hello! | want to reach Mr. Pope in
Glasgo, please The telephone number in
Glasgo is 98-7654. Can you make a person-
to-person call for me, please?

f) - Good morning. I need the code number
for Boston, please.

1. You are interested in buying TV sets. Call a firm selling TV sets and make an
appointment with the head of the Marketing and Sales Department of firm.
2. You are going to the concert. Make a ticket reservation by phone.

3.

You are going in New York with your colleague. He’s going to Buffalo on

business. But he doesn’t speak English. Help him to book a ticket for a night train.
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Unit 27 Job Hunting
I. Starting up

Discuss these questions.

1. What did/do you enjoy most/least at secondary school?

2. What work experience have you had (if any)? Describe each job you have done -
what and where it was, the scope of your duties, the aspects of that work which you
liked and those which you didn't.

3. Have you ever held any position of responsibility in or out of school? What was it
and how did you feel about this position?

4. Which of the following factors are most important to you and which least? You
may choose two or three most important and two or three least important. Give
reasons for your choice.

money, opportunity to travel, working outdoors, working with people, status, long
holidays, convenient working hours, being the boss, being creative, being
independent, not having to take work home, pleasant colleagues, company car, doing
something useful.

5. What are your special strengths and weaknesses?

Focuse on your personality

Mini-Poll
Go round the class and interview as many people as you can, including your teacher.
Ask them why they work/study.

To earn a living

For the fun of it

For work’s sake

To make a major impact, to achieve
results

For self-fulfillment

To become famous

To leave a legacy

To support a family

Out of keen interest

To gain power and authority

Compare your notes in pairs, in fourth and then at class level.
Appoint one of the “Lazybones” in the class as a secretary, who puts the class
statistics on the board.
As a final step, define the top 3 reasons why people work.

Is your (future) job the right job for you?
Find out by doing this quiz. Work in pairs. Tick the statement your partner agrees
with.
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I’d love to do a parachute jump.

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

| prefer to spend time on my own rather than in a crowd.

| find it easy to set myself objectives.

| have difficulty making decisions.

| find it difficult getting to know new people.

I’d love to travel abroad.

Friends sometimes complain that | order them about.

| like to have the advice and support of people more experienced than myself.

10. I don’t like volunteering opinions in case they are unpopular.

11. I like to try to find new solutions to old problems.

12. I would prefer to be team captain than a team member.

13. | get embarrassed easily.

14. I don’t mind where I go with my friends as long as they are happy.

15. 1 like the latest fashion.

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

Now score the quiz:

A 1 7 11 15

B 2 5 9 14

c 3 6 10 13

D 4 8 12 16

Personality types

A characteristics: The entrepreneur

You are the adventurous type. You enjoy new challenges and taking risks. You could
find success in stock market dealing rooms or anywhere you can put your flashes of
genius to good use.

B characteristics: The team worker

You work well with others but dislike having responsibility for other people,
preferring to implement other people’s plans rather than your own. You would
probably do well in the armed forces or Civil Service.

C characteristics: The backroom worker

You are a little shy, and find it difficult to mix with new people. You would do well
in any behind-the-scenes job where you don’t have to come face to face with
strangers every day, such as researcher or librarian.

D characteristics: The leader

You are confident in your abilities and you prefer to be in the charge rather than to
take orders. You enjoy having lots of people around you and would do well in a
managerial post or any job which involves selling.

CoNoaRLDdDE

I1. ReadingComprehension

1. Before reading the text , predict whether these facts are T(true) or F(false).
1. The same resume should be submitted for all jobs
2. Always send a cover letter with your resume.
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3. Resumes should only include information about job experience.
4. Bring a copy of your resume with you to an interview.

2. Match the titles to the paragraphs.

Text1

A) TYPES OF RESUME; B) NAME, ADDRESS AND TELEPHONE NUMBER;

C) EDUCATION; D) OBJECTIVE; E) THE PURPOSE OF WRITING A RESUME;

F) WORK EXPERIENE; G) MAIN CHARACTERISTICS OF A RESUME.
Preparing a Resume

What is a resume? What information should it include? Did you ever write a resume?

What kind of job were you applying for?

l. There may be times during your job search when you have to provide an

employer with a resume. Not all jobs require resumes, though nowadays many

employers are asking to see them. You probably won't need one to find a job in

mechanical trades, such as auto repair, manufacturing, or construction. In general,

you don't need to provide a resume unless an employer asks for one.

A resume serves the same purpose as an application letter. It is used to persuade an

employer to consider you for a job.

1. There are four main types of resume. They are:

Chronological Resume a) lists work experience or education in reverse

chronological order; b) describes responsibilities and accomplishments associated

with each job or educational experiences.

Functional Resume lists functional skills and experience separately from

employment history.

Targeted Resume a) lists capabilities and accomplishments pertaining to the specific

job applied for; b) briefly lists work experience in a separate section.

Combination Resume a) emphasizes an applicant's capabilities; b) includes a

complete job history.

I, Your resume should tell the employer what kind of job you want, what

kind of work you have done so far, and what schools you have attended. It may also

include additional information, such as awards you've received or interests you may

have outside of work. Resumes should be brief. But they should contain more

detailed information than letters of application.

You can target a resume to a specific job with one employer. Or you can target it to

several employers. If you are sending it to one employer, you should highlight the

information that relates to that particular job. A resume that you send to several

employers should be more general.

Whether you prepare a general resume or a resume for a specific job, there are certain

guidelines to follow.

V. If necessary, you may include both your temporary and your permanent

addresses and phone numbers here. However, most people only list their current

phone number and address. It is a good idea to provide a number where you can

receive a message if you can't be reached.
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V. This statement should describe the kind of work you are seeking now. If
you will be sending your resume to several employers, be sure to write a general
objective so that it will apply to all of the jobs.

VI. Start this section with a heading such as "Work Experience” or
"Experience." Begin the listing with your current or most recent job. If you have lots
of experience, limit your list to the most recent or most important jobs. As a rule, you
need only go back 10 years.

For each job, state the employer's name and location, the months and years when you
started and left the job, and the position or positions you held. Include a brief
description of your responsibilities in each position. The description should show
which skills you used in the job. For example, if you worked as a receptionist, you
might list, "Answered telephone, directed calls, greeted visitors, sorted mail."

If you have little or no paid work experience, list your role as a homemaker, part-time
and summer jobs, as well as volunteer work you have done. Just be sure to identify
them accordingly.

Start your job listings with the information you want to stress. You can start with
either your title or the company name, for example. No matter which you choose, use
the same format for each job.

VII. Start this section with a heading, such as "Education” or "Education and
Training." List the schools you have attended and the diplomas, degrees, or
certificates you have received. Employers want to know the highest level of
education you have attained, so start with the most recent school and work
backwards.

List each school on a separate line. Include the school's name and location, the years
you attended the school, and the diploma, degree, or certificate you earned.

If you took courses or participated in school clubs or other activities that provided
you with particular skills, list them. If you earned high grades, scholarships, or other
academic distinctions, be sure to mention them. (If you don't have much work experi-
ence, you may want to organize your resume so that the education heading and
information comes before the work heading and information.)

All of this data should be listed in an easy-to-read form. If possible, all of the
information should be on one page. Type your resume on standard size business
stationery.

The interviewer usually sees the resume before he sees the applicant. The resume
gives the first impression of the applicant to the employer. It should be neat and well
organized.

Always send it with a cover letter; never send it alone. An applicant should bring
additional copies of her resume to the interview.

The job applicant should always rewrite and revise the resume to fit the specific job
that s/he is applying for.

Exersices
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3. Match the type of a resume with its definition.

Combination Resume 1. a) lists work experience or education in reverse
chronological order; b) describes responsibilities and
accomplishments associated with each job or educational
experiences.

Targeted Resume 2. lists functional skills and experience separately from
employment history.
Chronological Resume 3. a) lists capabilities and accomplishments pertaining to

the specific job applied for; b) briefly lists work
experience in a separate section.

Functional Resume 4. a) emphasizes an applicant's capabilities; b) includes a
complete job history.

4. Choose the correct answer. Mark only one letter.
1. Not all jobs require resumes, ... nowadays many employers are asking to see them.

A). because B). though C). in spite of

2. You can target a resume ... a specific job with one employer.

A). to B). with C).on

3. Most people only list their ... phone number and address.

A). temporary B). current

4. Begin the listing of your work experience with your ... job.

A). most recent B). first

5. You can start your job listing with ... your title ... the company name.
A). neither...nor B). either...or C). both...and

5. Read the sentences and mark them as T(true) or F(false).

1. All the jobs require resume.

2. A resume and an application letter have different purposes.

3. Your resume shouldn’t be long.

4. Once you’ve sent your resume to one employer, you cannot send it to the other
ones.

5. There are certain guidelines to follow while preparing your resume.

6. You don’t need to describe your responsibilities in each job position.

7. Employers are interested in knowing the highest level of your education.

8. In the section “Education” you have to list all schools you have attended and
honors you have received there.

9. You can change the order of the sections in your resume.

10. It is not necessary to tell the truth in your resume.

6. Complete each of the following sentences with an appropriate word. The
answers are key terms introduced in this section.

1. are people who can tell an employer about your work, your skills, or your
talents.
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2. An employer may ask if you have ever been convicted of a , which is a
serious crime.

3. A summary of your job qualifications is called a

4. When you send a resume, you should send a with it.

7. Read the information about writing cover letters.
Text 2

Writing Cover Letters
A cover letter's main purpose is to get an employer to read the attached resume. A
resume is a written summary of your background and qualifications.
The guidelines below will show you how to write a cover letter.
e Start the body of a cover letter by stating why you are writing it. If you're sending a
resume because you heard about a job opening, say where you heard about the job. If
someone the employer knows has suggested that you write, mention that person's
name if he or she gave you permission to do so.
¢ In a sentence or two, explain why you think you're the right person for the job.
o Always refer to your resume in a cover letter. You might want to do this by calling
the employer's attention to a particular fact in our resume.
e In the last paragraph, ask the employer to contact you. You might say, "I would
like to meet with you to discuss my qualifications," or, "You can reach me at (215)
555-5982."

I1. Language study
1. A) Below you will see some extracts from job advertisements. Put each of the

following words or phrases in its correct place in the extracts below. Use each
item once only.

attractive initiative suit kitchen staff

ability outgoing team pension scheme
clear preference willing potential customers
contact required busy office successful candidate
experience  skills hard work thorough training

Our new 200-seat restaurant is opening in May and we are looking for
waiters, waitresses and 1

If you are a friendly and 2 person who is not afraid of 3 , we
have the job and hours to 4 you.

For more information, 5 Helen on 443621.

Typist/Receptionist 6 for a 7 . Typing and shorthand

between 80 and 120 wpm. We will give & to applicants who have
experience of using word processors and computers.
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Telephone Sales Executive.

We want a positive person who is 9 to work hard and can use their own 10

You must be lively and have a good sense of humor and a 11 speaking voice.

You will receive 12 . to enable you to inform 13 of the benefits of
advertising with us.

Send CVto ...

Account Clerk.

The 14 will have had 15 of book-keeping and banking procedures.
The position calls for secretarial 16 plus the 17 to work as part of a
18

An 19 salary is offered as well as a company 20

B). Now you will see extracts from two letters about the advertisement for an
accounts clerk. Put each of the following words in its correct place in the
extracts below. Use each item once only.

as enclose form position

audio enquiries further take

available favorably in to

consider for opportunity with
Dear Sir
With reference 1... ... your advertisement in today’s “Morning News”, | am
interested 2... ...... applying for the 3... ......... of accounts clerk with your company.
Could you please send me 4... .... details and an application 5... ...........

Yours faithfully

Dear Sir

I would 1like to apply 6.. ... the position of accounts
clerk with your company.

I 7. .. my application form.

I am at present working 8.. ... a secretary in the accounts
office at TwW Industries. My duties 1include 9.. ... and
copy typing and dealing 10.. .. correspondence and

telephone 11.

Twice a week I have been going to evening classes 1n
book-keeping and I intend to 12... an examination in three
months.

I am applying for the position because I would Tike an
13.... to make more use of my training.

I would be 14.. ... for interview at any time.

I hope that you will 15.. .. my application 16... ..

Yours faithfully
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2. This is the letter of application for the job of receptionist. Decide which verb
in this list goes in which gap in the letter:

apply go had look
can growing hearing see
enclose have left saw
gave got like worked
would

LETTER

13 Queen's St.

London SWIT 5JJ
27 November 2005
Mrs. Helen Ferns
Box 6390
Evening Star 64
Fleet Street
London EC4J 6BB

1. your advertisement in the Evening Star and | would 2... to 3... for a job of
receptionist.

| 4.... a full curriculum vitae. As you can .5 ..... l.6....... as a receptionist before
l..7...... children.

| .8........ good computer skills and I 9....... work with MS Word, Outlook, Adobe
Acrobat Reader Programs.

Buffalo Books .10...... me a very good reference when 1..11...... my job. Now, my
two children are 12 ........up and I..13..... like t0.14..... back to work.

I.15....... forward to 16 ..... from you.

Yours, sincerely,

Lorraine Welder.

V. Skills

1. Choose any job opening from a newspaper. Prepare a resume for this
particular job opening. Write a cover letter for your resume.

Text 3

2. Before reading the text , predict whether these facts are T(true) or F(false).
A) You have to train yourself for the interview.

B) Don’t come earlier the appointment time.

C) During the interview you mustn’t ask any questions.

D) Eye-contact is very important during the interview.

E) If you do well at the interview, an employer will immediately hire you.

F) Answering the questions, try to be specific but don’t give one-word answers.
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Interview

Getting the job you want can sometimes depend on the success of the job
interview. During the interview the employer will try to find out what kind of person
you are, what experience you have, and how you can fit into the job situation.

After you have got an appointment, review the information that you wrote on
your application form and resume. Practice talking about your education and
previous job experience. Be prepared to explain your skills and abilities specifically.

Go to the interview alone; don't take your friends or children with you. Plan to
arrive about ten minutes before the appointment time. Wear appropriate clothing; a
neat appearance will make a good impression.

During the interview look directly at the interviewer and answer all other
questions as specifically as you can. Ask any questions that you have about the job,
such as hours, salary, or job benefits. Write down these questions before you go to
the interview. Before you leave, there should be a clear understanding about all
aspects of the job.

At the close of the interview, express your thanks and be sure that the
interviewer knows how to contact you if she wants to hire you.

Before the Interview

Find out all you can about the company.

Find out the interviewer's name and office phone number.

Find out where the interview is.

Find out how to get there and how long it will take you to get there.

Make sure you know what the job involves.

Dress to look clean and neat.

At the Interview

Arrive early. Call ahead if you're delayed.

Try to smile and show confidence.

Ask questions and show interest in the job.

Be polite, listen carefully, and speak clearly.

" Don't"-s

Don't panic, even if faced by more than one person. (Breathe deeply and
remember all your good points.)

Don't slouch or look bored. (Stand and sit straight; make eye contact.)

Don't smoke or chew gum.

Don't give one-word answer or say you don't care what you do.

3. Put each of the following words in its correct place.
understanding, benefits, experience, impression, time, bored,
clothing, confidence, carefully, form.
1. application 6. job
2. job 7. clear
3. appointment__ 8. to show
4. appropriate 9. to look
5. good 10. to listen
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4. Replace all the verbs of paragraph 2 by their synonyms.

5. Add as many adjectives to the nouns of paragraph ”Before the Interview” as
possible.

6. Make up all possible parts of speech from the italicized words.
7. Make up 5 questions to the text.
V. Listening comprehension

1. Listen to the tape.
I. Choose the correct answer:
1. Employers will always prefer to hire the person with
A. higher educational degree
B. most pleasant personality
C. beautiful eyes.
2. Which personality skill is not mentioned in the episode?
cooperative
effective under stress
emotionally stable
hard-working
E. reliable
3. Uncooperative is the person who
A. has an ability to work in a team
B. cannot work in a group of people
4. There are two essential characteristics in the organization. They are:
A. cooperation and team working
B. cooperation and working under stress
C. growth-oriented and team-working
5. During the interview you have to show
a. just how clever you are
b. the most of your positive attributes
c. that you really need the job

O Ow>>

I1. Fill in appropriate words:

...... I ........, on conscious and subconscious level ...2... .... will be evaluating your
personality and asking ‘.3 ...... I like this person?’ ‘......4 ... we work well
together?’ When considering ...5..... people with equal ...... 6 ....... the one with the
most pleasing ... ... 7 .. will always be hired.

I11. After reading the paragraph, mark one letter:
Now, imagine you’re interviewing with the company that just fired an
employee because he was uncooperative. You might be asked,” In this organization
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cooperation and team working are absolutely essential. Are you a cooperative
person?’ © Yes, I am. I’'m very cooperative. I like working in a team environment.
When I was in an army I worked in a team dismantle in explosives, so [‘ve really
learned to appreciate team-working cooperation. Our lives depended on it’.

1. You are interviewing a person who was just fired.

A). Right B). Wrong C). Doesn’t say
2. The person likes working in a group of people.

A). Right B). Wrong C). Doesn’t say
3. The person is cooperative because he talks a lot.

A). Right B). Wrong C). Doesn’t say

V1. Communication skills

2. You have decided to apply for a job in person. The receptionist handed you an
application form to fill out. After a few minutes, the interviewer came out to
greet you, but you had not had time to finish filling out the application form.
What would you do?

3. Give some advice to an interviewer what he (she) can do to ensure that the
applicant will be open and honest in the interview.

Use the following construction:

It is important for ... to do ....

It is advisable that... should do ....

It is necessary...

It is desirable ...

1. Make the applicant feel that you are going to make a fair evaluation of his/her
experience and suitability for the position interviewed for.

2. Make sure you make an introduction so the applicant knows exactly who you are.
3. Smile and be friendly, but remain business-like at the same time.

4. Ask a few questions or some statements like "how did you come here?", "did you
manage to find us alright?", "isn't it cold outside?"

5. Maintain eye contact.

6. Make sure you are listening and nodding in acknowledgement of information
given.

4. Give some advice to a recent graduate how to approach employment agencies
and what he/she can expect when he/she calls. Make use of the given ideas and
modal verb "'should™.

1. To look in the local job papers to see which agencies are advertising and then start
with a phone call.

2. To be ready to talk about your education and any work experience.

3. To be ready to answer about your age, marital status, where you live, position you
are looking for.

4. To have a good command of English.
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5. To stress the details that count.

6. To tell about your objective.

7. To tell about your strength and experience.

8. To avoid criticizing former employers or fellow-workers.

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

A answer questions F listen

B ask questions about candidate’s CV | G make the candidate fill at ease
C explain the plan of the interview H observe

D explain what happens next I summarise the main points

E hold a few minutes of neutral

conversation

6. Work in pairs and decide what the interviewer and the interviewee could say
at each of nine stages.

Example:

1. Make the candidate feel at ease

Interviewer:” Thank you for coming, I hope you had a good journey.”

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

VII. Final task

1. Agree or disagree with the following statements:

a) Itis too early to think about a future career while one is still in school.

b) Family, friends and even the neighborhood you live in influence your choice of
occupation.

¢) You cannot get enough information about jobs from books.

d) A resume is a brief autobiography.

e) Itis not important to make a good first impression at a job interview.

f) An example of a worker classified as a professional or technical worker is a typist.
g) Technology also creates a need for a highly trained labor force.

h) Automation has made skill and education unnecessary today.
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UNIT 28 Business Correspondence
I. Starting up
Types of document

1. Write the number of each document extract next to the correct word or
phrase.

agenda letter newsletter
annual report _ mailshot order form
contract memo sales report
invoice minutes user’s guide

1 To select a file or directory
Mouse > In the contents list, click the filename or directory name you want to
select
Keyboard | Press TAB to move the selection cursor to the contents list . . .

2 Dear Ms Zelenka,

With reference :0 your recent call, please note that the goods you wish to order are

currently out of stock.

3 To: Allemployees; in H section
From: GBH
Subject: Restroom facilities for H section staff
Date: 28 July
It has recently come to my notice that a number of employees in H section .

4 BETTER BARGAINS FOR FIVE STAR BUsINESs CUSTOMERS

Kazoulis Communications is increasing choice and offer to its Five Slur Business
customers.

More small businesses and self-employed people now have the chance to join
the Five Star Business plan and more interesting discounts are also on offer . . .

5 4 it was agreed that departmental running costs must be cut by 10 %. Arturo
will present his proposal at the next meeting.

5 Martha's presentation ceremony will be on 9 November. Everyone will
attend.
6 The next departmental meeting will be on ....
6 1 Minutes of the last meeting and matters arising.
1 The Zakko launch.
3 Problems in H section . . .

7 This has been quite a good year for Flinco. Although the general economic
situation was very difficult, sales increased by 7.3% and net income by
12.1%. At the same time, we reduced our workforce by almost I5 % and
continued to increase the range of products . . .
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8 All prices are inclusive of VAT, postage and packing. If you wish to pay by Visa or
American Express card, please complete the form at the bottom of the page. If you
pre not entirely satisfied with your goods, we shall be happyto...

9 Figures for the Western region are generally good although the seasonal
fall in sales of the XJ31 is stronger than usual and a major effort will be
needed to bring sales up to target by the end of the quarter.

Both Central and Northern have done well across the whole range despite . . .

10 115 units of XJ45 at £23.50 per unit £2.702.50
Less 15% discount £2.297.13
Plus VAT at 17.5% £402.00
Plus postage and packing £360.05
Total £3.059.18

Payment within 30 days of issue

11 Dear Ms Bazalgette,

'Have you ever dreamed of owning your very own holiday home in an exotic
location? | am writing to tell you that thanks to Zangief Timeshare Inc., these
dreams could become a reality!. ..

12 1.1. The SUPPLIER is entitled to modify the material ordered before
delivery, provided such modifications do not affect the prices, delivery dates,
quality performances or mechanical characteristics.

1.2. In all other cases, the PURCHASER'S prior written permission is
required to perform changes in the material

I1. Reading and Writing comprehension

BUSINESS LETTERS

Letters are the most common from of intercultural business correspondence. Be
especially concerned with achieving clarity. Here are suggestions for writing letters
in a foreign language.

e Use short, precise words that say exactly what you mean.

e Rely on specific terms to explain your points. Avoid abstractions, or
illustrate them with concrete examples.

e Stay away from slang, jargon, buzz words. Also avoid idioms and figurative
expressions. Such words rarely translate well. Abbreviations, acronyms, and product
names used in your country may also lead to confusion.

e Use short paragraphs (not more than eight to ten lines).

e Help readers follow your train of thought by using transitional devices.
Precede related points with expressions like "in addition,” and "first," "third."

e Use numbers and visual aids to clarify explanations.

e Be a bit more formal than you would be in writing to people in your own
culture.

Business letter structure
1. The note paper 4. Inside address 7. Body

2. Letterheads 5. Salutations 8. Complimantary closing
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3. Dateline 6. Subject 9. Signature

Letterheads and Return - Address Heading.

Most business letters are typed on stationery with a letterhead, that is, with a
printed name and address of an organization, company, or business. Thus, the
placement of the sender's address usually will be predetermined. If you are using
letterhead, you need to add only the date.

If these is no letterhead, place your return - address heading (which gives your
address but not your name) at least an inch from the top of the page.

In the block style letter, the lines of the return -address heading align at the left
margin. In the modified block style letter and indented style letter, the lines fall to the
right of the center of the page. Alignment is still on tie left.

Dateline

There are two ways of putting down the dates:

American: May 22, 1995

Britain: 22 May 1995

People in Europe, Africa, Australia, New Zealand and South America
generally use the British dateline. Canadians tend to use both.

Inside Address

This shows the name, title and address of the person you are writing to. Place
this information anywhere from three to twelve lines below the date, depending on
the length of your letter. The shorter the letter, the more space there should be
between the date and inside address falls at the left margin of the page. You also have
to make sure that the spelling of the name of the person receiving your letter, as well
as his or her title and address are correct.

Salutations

Salutation greets the addressee. In all three styles it falls at the left margin. Two
lines below the inside address and two lines above the body of the letter. It's followed
by a comma, a colon, or no punctuation (British Style). For a man, the standard
salutation is Dear Mr. For woman, the tendency is to use Ms. Since it avoids tie
question of whether tie person is married (Mrs) or unmarried (Miss). If you are
addressing some - one whose name or gender you don't know use Dear Sir or Dear
Madam.

Different kinds of Solutation and Complimentary close in Business letters

Kids of Letter Salutation Complimentary Close
Formal letters to officials and|Sir: Madam: Yours respectfully,
Supervisors Respectfully yours, Yours
very respectfully
Letters to business firms and|Gentlemen: Ladies: Yours truly,
companies

Answers to advertisements|Gentlemen: (or omit the|Yours truly,
giving no name of person or|salutation)
firm
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Letters to persons unknown or{My dear Mr. Moore:|Yours truly, Sincerely yours,

slightly known to writer Dear Mr. Johnson: Dear|Yours very truly. Very truly
Sir.  Dear Sir and|yours.
Madam:

Letters to Persons well known|{Dear Mr. Warren, Dear|Very sincerely yours.

to writers DR. Stewart Cordially  yours,  Yours
cordially. Very cordially
yours.

Subject Line

Many business letters begin with SUBJECT, which states what the letter is
going to be about This gives information without first having to read the entire letter. It
Is placed two spaces below the salutation and two spaces above the body of the letter.

Body

The body of the letter containing its substance aligns on the left in all three
styles of letters. However, instead of indenting tie first line of each paragraph, as in
the indented style letter, place an extra line of space between paragraphs.

Complementary Closings

The closing of a letter starts two lines below the last line of the body and aligns
with the return - address heading. In the block style it aligns at the left margin; in the
modified block style and indented style letters it falls to the right of the center of the
page, but alignment is still on the left.

The closings can be characterized by their degree of formality. Notice that only
the first word of the closing is capitalized and it is followed by a comma, typical of
American correspondence there is no punctuation following the closing.

1. Less formal: Sincerely, Sincerely yours, Yours sincerely

These are the standard closings for an American business letter.

2. More formal; Respectfully yours, Yours respectfully, Yours truly.

The British tend to be more formal and thus use these complimentary closings
more often than Americans do. There are also standard closings for letters beginning
with Dear Sir; Dear madam or Dear Sir or Madam.

Signature

The signature of a business letter follows the closing. It consists of your typed
name (the fourth line below the closing phrase) and your hand written signature (only
your name not your title) is between the closing and the typed name.

2. Choosing from the words in the box label the parts of the letter. The first has
been done for you.



184

date main paragraph letterhead
references salutation introductory paragraph
concluding paragraph  recipient’s address (sender’s) address
(typed) signature complimentary ending enclosures (abbreviation)
position/title signature

(1) WIDGETRY LTD

(2)
3)

(4}

(5}
(6)

(7)

(8)

(9}

6 Pine Estate, Westhornet, Bedfordshire, UB18 22BC.
Telephane 9017 23456 Telex X238 WID Fax 9017 67893

Michael Scott, Sales Manager,
Smith and Brown ple,

Napier House,

North Molton Street,
Oxbridge OB84 9TD.

Your ref. MS/WID/15/88
Our ref. ST/MN/10/88

31 January 19—
Dear Mr Scott,

Thank you for your letter of 20 January, explaining that the super widgets,
catalogue reference X-3908, are no longer available but that ST-1432,
made to the same specifications but uging a slightly different alloy, are now
available instead.

Before [ place & firm order I should like to see samples of the new super
widgets. If the replacement is as good as you say it is, I shall certainly wish
to reinstate the original order, but placing an order for the new itema.

Apart from anything else, I should prefer to continue to deal with Smith and
Brown, whose service has always been satisfactory in the pest. But you will
understand that [ must safeguard Widgetry’s interests and make sure that
thé quality is good.

I would, therefore, be grateful if you could let me have a sample as soon as
possible.

(10) Yours sincerely,

an éz’wonﬁﬁ.‘“/

{12) Simon Thomas
(13) Production Manager

(14) enc.
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3. You have found different parts of many letters. Choose what phrases you
should use: a) at the beginning of a business letter; b) in the middle; c) at the
end. Complete the phrases where it is necessary.

We have pleasure in informing you............c.cccue....

Yours sincerely

In reply to your letter dated.........ccocovevvveiinnnnnnn

We look forward to a visit of the President..............

We wish to inform you.........ccccovvviiininiieine,

Further to our telephone conversation...................

Yours faithfully

We thank you for your letter dated 23rd March, 2002.

We have to inform you.........cccccevvevveiiieccee i,

I'm looking forward to meeting you soon

We enclose with the letter the design documents.

Best regards

We highly appreciate the work you have done for us.

It allows us to make a decision.

Please, contact us as soon as possible.

Regards

Your letter has been forwarded to us by DHL.

You are kindly requested to study this material and inform us about the decision at
your earliest convenience.

| look forward to hearing from you

We are ready to assist you in this endeavor.

We have attached the payment documents to the letter.

We assure you that we shall fulfil our obligations.

In confirming our talk with your representative ...................

In connection with your inquiry............cccccoeeneee.

We should like to stipulate the fact that..................

TYPES OF BUSINESS LETTERS
Application Letter

1882 Hickory Road
Highland, CA 90144
October 19,20XX

2

3 Mr. Ron Owens
Ron's Service Station
21 Green tree Avenue
Highland, CA 90123
4

Dear Mr. Owens:

5

Please consider my application for the auto mechanic's position you advertised
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in The News on October 17.

6

| am a recent graduate of Cole Country Vocational-Technical School, where |
studied to be an automechanic. | have worked part-time for the past two years as a
gas station attendant. In my spare time | help my uncle restore old cars. My schedule
Is flexible and would allow me to work days, evenings, or weekends.

6

| would appreciate an interview with you to talk about my qualifications for the
job. You may reach me at (213) 555-6256.

7 Sincerely,

8 Joseph J. Russo

Joseph J. Russo 9

1. Type your address in the upper right or left corner. Use one line for your
street address and the next line for your city, state, and zip code.

2. Type the date under the address.

3. Leave two blank lines after the date. Then, at the left margin, type the
employer's name and business address. Use one line for the person's name (or
personnel department), the next line for the name of the company, the next line for
the street address, and the next line for the city, state, and zip code.

4. Skip a line after the employer's address.

5. Then, at the left margin, type the greeting. Skip a line after the greeting. Put
a colon (:) after the greeting.

6. Within the body of the letter, skip a line after each paragraph.

7. After the body of the letter, skip a line and type the closing. This is the word
or phrase that ends the letter. Closing to use in a business letter include "Sincerely",
"Sincerely yours", and "Truly yours". The closing should line up with your address
and the date. It should be followed by a comma.

8. Skip four lines after the closing, then type your name so that it lines up with
the closing.

9. In the space between the closing and your typed name, neatly sign your
name.

Writing Application letters

Some employers want applicants to send application letters before applying in
person.

The purpose of an application letter is to persuade employers to interview you
and consider you for jobs. You can help to accomplish this by following these guide
lines:

- Use standard English.

- Use a formal greeting with the person's last name and title, if possible.

- Start the body of the letter by telling the employer why you are writing.

- Then tell the employer why you're qualified for the job.

- In the last paragraph, ask the employer for a chance to meet with him or her.

- Check your letter carefully before you mail it.
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In the provided, write the letter that precedes your choice.

Application letter should:

a) arouse interest in the resume
b) interpret the resume

c) introduce the resume

d) all preceding choices

. Which would be the best tone for applicant’s letter?

a) extreme self-confidence

b) lack of self-confidence

c¢) self-confidence but not over confidence

d) none of the preceding answers

An unsolicited application letter should:

a) state the salary expected

b) not mention salary

c) express a desire to discuss salary in the interview
d) reveal the present salary

Typically, the last paragraph encourages the reader to:
a) invite the interview

b) send an application form

¢) hire the applicant

d) hold the application for future reference

Which type of statements should not appear in letters of application?

a) personal problems

b) platitudes

¢) current employer’s short-comings

d) all the preceding choices

Which is the best advice for use of “I”” in application letters?
a) avoid it completely

b) use it sparingly

c) use it liberally

d) use ‘myself’ or ‘the writer’ instead.
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5. A young career woman has drafted this application letter. What is wrong

with this letter? What should she do to make it more affective?

5 Khmehitsky St. Apt. 2
Kyiv, 252021 Ukraine

Mr. Alan Parkins, president
Parkins Merchandising Inc.
22 East 83 street

New York, NY 10022

Dear Mr. Parkins:

June7, XXXX
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Please consider me for the positron in your accounting department that was
recently advertised in a trade journal.

I am hardworking, enthusiastic, and have a lot of experience in this field.

My co-workers have always said that | was a star- quality team player. Just
take a look at my resume and you'll see exactly what | mean. My education also
provides valuable preparation for employment in your company.

I hope that we can have an interview soon, although you should keep in mind
that Thursday afternoon is the only time I'm the best applicant for the job!!

6. Write a letter to a local business inquiring about summer employment.
Indicate that you can work for one summer and that you will be going back to
university in September.

A letter of Resignation

123 Whit hey Road
Salem, NY 11223
May2,199X

Ms. Kim Ling, Manager
Quick-Stop Market

66 Broadway

Salem, NY 11223

| am writing to tell you things you have taught me about managing a
convenience store. | will miss working with you and the other store employees. |
would be happy to help train my replacement during the next two weeks before |
leave.

Yours truly,

Lynn Holden

Writing a Letter of Resignation

Follow these guidelines when you write a letter of resignation:

e Make the letter short and polite.

¢ Include the date you're leaving.

e Never criticize your supervisor or co-workers, even if you had problems with
them.

e Explain your reason for leaving. If necessary, say that you need to pursue other
career interests, rather than make negative comments.

e Thank your employer for the chance to work with the company.

e Say briefly why the job was a good experience.

e Offer to train your replacement

7. You have been working at Video Mart, a local videotape rental store for two
years. Your supervisor is Herman Brown. You've enjoyed the job and have
learned a lot, including how to use a computer database. Now you're leaving to
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take a job with a company that sells videos to stores like Video Mart all over the
country. Write a letter of resignation to your boss a Video Mart.

Letter of Recommendation

Dear Mrs. Bridge
Julia Rose

| write to advise you that Miss Julia Rose who is currently a student at the
University of Brighton has been in touch with me to say that she has applied for one
of the posts in your company and has asked me if I could act as a referee for her and
submit his reference to you.

| have to say that | am very happy indeed to do so.

Julia has worked for us each summer holiday since she left school and I think
that the best way of describing her is as a very positive person.

She is a very serene person and with her confidence to deal with any problems
that arise from time to time either on her own initiative or, by asking a superior how a
particular matter should be dealt with.

| have also found her an extremely willing person and one who never
complains, she also has the ability to work independently, and, we sent her to a
number of cities in Great Britain in order to carry out research in connection with the
firm's business.

| have to say, therefore, that | have absolutely no doubts in recommending her
to you.

| am absolutely sure that she will serve you well and will also mix in well with
her colleagues.

| do hope that the foregoing is of help and if | can assist further, please, do not
hesitate to contact me.

Yours sincerely
Sarah Taylor

A letter should include:

1. Your status — position or job title, and how long you have known the person and in
what capacity.

2. The better you know the person the more effective your recommendation will be.
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They want specifics, not generalizations. It is good to say that someone is
hardworking and organized, but you need to back up these statements with concrete
examples.

Talk about what the student has done and is capable of doing. What is it exactly about
the person that makes her or him special? Why do you think this person would
benefit from working there?

3. Evaluate the person by comparing him/her with other people you have observed in
your work.

You may wish to use the following suggestion of categories for comparison.

- intellectual ability

- knowledge of field

- resourcefulness and initiative

- motivation

- work habits

- seriousness of purpose

- emotional maturity

- adaptability to new situations

- potential for significant future contribution in field.

8. Your groupmate has decided to apply for a post of an intpreter and asked
you to be his / her referee. Write a letter of recommendation.

Information Inqury

Pet Products Ltd.
180 London Road
Exeter EX4 4)Y
England
25th February, 2014
Dear Sir,

We read your advertisement in the 'Pet Magazine' of 25" December. We are
interested in buying your equipment for producing pet food. Would you kindly send
us more information about this equipment:

- price (please quote CIF Odessa price)

- dates of delivery

- terms of payment

- guarantees

- if the price includes the cost of equipment installation and staff training.

Our company specializes in distributing pet products in Ukraine. We have
more than 50 dealers and representatives in different regions and would like to start
producing pet food in Ukraine. If your equipment meets our requirements, and we
receive a favourable offer, we will be able to place a large order for your equipment

Your early reply would be appreciated.




191

Yours faithfully,
V. Smurov

V. Smurov
Export-Import Manager

9. Write a letter to your local dealer of *General Motors Company** asking him
to send you a company's brochure describing different types of cars produced
by the company and their technical characteristics such as engine, brakes,
transmission, electric equipment.

Letter of Offer

Mr. Fred North
Purchasing Manager
Broadway Autos

November 11, 20X X
Dear Mr. North,

Thank you very much for your enquiry. We are of course very familiar with
your range of vehicles and are pleased to inform you that we have a new line of
batteries that fit your specifications exactly.

The most suitable of our products for your requirements is the Artemis 66A
Plus. This product combines economy, high power out-put and quick charging time
and is now in stock.

| enclose a detailed quotation, specifications and delivery terms. As you will
see from this, our prices are very competitive. | have arranged for our agent Mr.
Martin of Fillmore S.A. to deliver five of these batteries to you next week, so that you
can carry out the laboratory tests. Our own laboratory reports, enclosed with this
letter, show that our new Artemis 66A Plus performs as well as any of our
competitor's product and, in some respects, out performs them.

If you would like further information, please telephone or telex me: my
extension number is 776. Or you may prefer to contact Mr. John Martin of Fillmore
SA. InM - his telephone number is 01 77 99 02,

| look forward to hearing from you.

Yours sincerely,
Fred Stock

Fred Stock
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Letter of Order

Men's Clothes Dealers Ltd.
142 South Road
Sheffield S20 4HL
England
21st March, 2015
Dear Sirs,

Our Order for Silk Shirts

In response to your letter of 17th March, we thank you for sending us your
catalogues of men's silk shirts. We are sure there will be a great demand for them in
Ukraine.

We are enclosing our Order No.142, and would ask you to return its duplicate
to us, duty signed as an acknowledgement.

Yours faithfully,

V. Smurov

Vladimir Smurov

Export- Import Manager

Enc. Order No. 142

ORDER No. 142

(please refer to this number on all correspondence)

Please

Supply 400 men's silk shirts in the colours and sizes specified below:

Size Color Quantity

14 white 70 14btie30

15 white 70 15btie30

16 white 70 16bkie30

17 white 70 17bhie30

Price: $1053 each (total - $4,212)

Delivery: air freight, CIF Kiev

Payment: by letter of credit

Packing: standard

pp. Chief Buyer

Alexey Postnikov

Visteria Ltd.

Please send us the copy of this order, duly signed, as an acknowledgement.

10. Order three books of war memoirs from the Cedar Book Store, 518
Commercial Street, St Louis 4, Missouri. Ask to have these books sent to your
friend Mr Henri Pulien, 137, 16™ Street, Washington, D.C.
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Letter of Acknowledgement

Visteria Ltd.
P.O. Box 82
Kiev 253206
Ukraine
28th March, 2015
Ref: Order No.142 of 21st March, 2015

Dear Mr. Smurov,

Thank you for your letter of 21st March, 2015. We are pleased to acknowledge
your order for 400 men's silk shirts and enclose the copy of it, duty signed, as
requested.

Delivery will be made immediately on opening a letter of credit with our bank
for the amount of $ 4212.

We hope our shirts will be in great demand in Ukraine and you will be able to
place large orders with us in the future.

Yours sincerely,
Alfred Smithers
Alfred Smithers
Sales Manager

11. Imagine yourself to be a Sales Manager of the Cedar Book Store. Write a
letter of acknowledgement according to the order of books in your store.

Lettter of Complaint

Men's Clothes Ltd.
142 South Road
Sheffield S20 4 HL
England
18th April, 2015
Dear Sirs,

Thank you for your delivery of men's silk shirts, which we ordered on 21-st
March, 2015. At the same time we would like to draw your attention to the following.

After examination of the shirts we discovered some manufacturing defects:

- there are oil stains on 12 shirts;

- the colour of buttons on 5 of the shirts does not match the colour of these
shits;

- one shirt is in a different style.
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We are returning the defective shirts by separate mail, carriage forward, and
would ask you to replace them with shirts in the colours and sizes specified below:

Size Colour Quantity

15 white 9

17 white 1

14 blue 6

16 blue 2

We would appreciate a prompt reply.
Yours faithfully,

V. Smurov

Vladimir Smurov

Export-Import Manager

12. Having received your books, you found out that one book was not the one
you’d ordered, and another book had some defects. Write a letter of complaint.

Sample of Answer

Visteria Ltd.
P.O.Box 82
Kiev 253206
Ukraine
21st April, 2015
Ref: Order Ne 142 of 21 the March, 2015

Dear Mr. Smurov,

Your letter of 18 to April, 2015, was duty noted. The shirts you returned to us
are indeed defective. We have to admit that these defects were overlooked by our
controller and offer apologies for the oversight.

We are sending you new shirts as a replacement this week by air, carriage paid,
and would ask you to confirm their recent by fax.

If any other problems arise, please do not hesitate to contact us.

Yours sincerely,
Jack Brown

Jack Brown
Claims Department

13. Being a representative of the Claims Department write an answer to the
Letter of complaint you’ve just received.

14. You are asked to reply to the incoming text with a letter, fax or email of
about 60-80 words. Your reply needs to contain three or four points, such as:
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A giving information F inviting someone

B asking for information G accepting an invitation

C  confirming an arrangement or order H thanking someone for something
D asking for confirmation | offering an explanation

E  making a reservation J asking for an explanation

Look at the following phrases and say which of the categories (A-J) each one belongs
to.
... there is some confusion as to dates, so will you please confirm ...
It was very good of you to display our leaflets on your stand at the exhibition ...
Can you let us know the cost of...
Can you please tell us why you did not inform us...
Ms Bunce is pleased to accept your kind invitation to...
... we would like to book the conference hall...
Please let me know when ...
The error was probably the result of a misunderstanding ...
... we would be delighted to see you at our office...
0 ... we can confirm that...

P OoO~NO UL, WN P

15. Read this model of an answer.

1. Has the writer has covered all the points? If not, make a note of any that were
missed.

2. Find and correct seven mistakes in this letter: two in spelling and five in grammar.

Dear Ms Poilue

| have looked into the matter and can confirmed that, as you suspected, we sent you
someone else order by mistake. Your correct order will be send to you today by
Express Delivery. We would like you to accept the goods free of charge. We should
also like you to keeping the 10 packs of red wallets with our compliments.

We want to assure you that we do everything we can to avoid such mistakes in future.
Yours sincerely

(79 words)

16. Now write your own answer to the following letter. Remember to check for
grammar and spelling mistakes.

17. Read this letter of complaint from a customer and write a letter to Ms
Poilue:

« thanking her for her letter

« apologizing for the error

+ explaining what happened

* saying what you are going to do about it.

Write 60-80 words.

* Do not include postal addresses.
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Dear Sir or Madam

Our Order Number 19445

On 5 June, we ordered ten packs of Document Wallets from your Catalogue (Page
79) as follows:

Cat no Colour Qty 6
334151 blue 2
334 219 green 6
334 250 yellow 2

When we received this order, we found that you had sent us ten packs of red (Cat no
334 243) instead. We noticed that the delivery note enclosed with the order was made
out to a different firm, which might explain the error.

We look forward to receiving an explanation of this mistake.

Yours faithfully

Annette Poilue
Office Manager

Congratulation

Dear Helen

| was delighted to read in the local newspaper that you had moved to a new job at the
IBM. Congratulations. I'm sure you will reach extremely high standards of the
company and you will be very successful there. Frankly speaking, | can think of no
one who is better qualified for this position.

So best of hick with the new job and congratulations once more.

By the way, would you have time for lunch next week?

Best regards
John Brown

18. You’ve just heard about a very important event in the life of your
groupmate. Write a Letter of congratulation to him / her.

19. Translatethe letters into English.
1). anoBHi g06poii!

Bignosigaroun Ha Bam mmct Bim 18 OepesHsi, Mu, Ha Kajb, 3MYIICHI
noBigoMuTH Bawm, mo He MoxkeMo mnpuiiHiATH Baimry nponosunito, ToMy IO 1HII
GbipMu 3arponoHyBaId HaM OUTBII HU3BKI IiHU.

Sxmo Bu 3HaiizeTe MOXIMBICTh MEPEIISHYTH IIHH IOJ0 3MCHIICHHS |
3aMPOIOHYBATH 1HII YMOBH JIOCTABKH M OTUIATH, MU MOXXEMO 3HOBY TTOBEPHYTHCS JI0
00TrOBOpEHHS MUTAHUS.

Iupo Baumil,
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2). IanoBHi 700pomii!

[Ipu npomy mnocunaemo Bam 3amoBinenHs Ne 4791, mo noBuHHE OyTH
BUKOHAHE BIJAMOBIAHO 0 MPUKIIAIECHUX 3araIbHAIX YMOB.
3 moBaroio,

3). lllanosHi mo6pomii!

My miaTBepKYEMO OTPHUMAHHS BHINE3a3HAYCHOTO 3aMOBJICHHS | 3TOJIHI
BUKOHATH HOTO Yy CyBOpIii BIAMOBITHOCTI 3 IOTO YMOBaMH, a TaKOX 13 3aralbHUMHU
YMOBaMH, 10 MU IPUHAMaEMO LIJIKOMI 1 MiATBEPIKYEMO.

upo Bamii,

4). lllanoBHI 100po1ii!

Toapu momao Bamoro 3amoieHHs Ne254, pigicaanl Bamu 10.07 mporo poky,
MMOBUHHI OyTH B)K€ JIOCTaBJICHI Ha JaHUM MOMEHT, OJHAK TOBapy HEMae IOTerep,
Xo4ua MM oJiepkaiu Baiiie moBiioMIICHHS TIPO BiAIIPaBKY.

Mu onuHUIKCS B IyKE€ HEIPUEMHOMY CTAHOBHIIII TIEPE]] HAIIUMU TOKYIIISIMU,
SIKUM MU 00115t TocTaBUTH ToBapu 10 15.07 1150r0 poKy.

bynp nacka, moBigoMTe, 10 TPAITUIIOCH.

3 1oBaroro,

Reading 2
Text 1
FAX

The word "fax™ comes from the word "facsimile”. A fax machine will send a
duplicate of the message, document, design or photo that is fed into it.

Faxing is a means of telecommunication that has developed very quickly over
the past few years. There are various models of fax machine which connect to a
telephone socket and which work on a system similar to the telephone system.

Charges are measured in telephone units and therefore vary according to the
time of day and where the fax is being sent. The advantages of fax include instant
reception of documents and documentary evidence of what has been transferred. A
document can be relayed from one source to hundreds of other receivers, for
example, if the head office of a chain store wants to circulate a memo or report to its
branches.
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® Read this part of a fax from David Parkinson, a company director who will be arriving
from the UK to visit your company next week.

As you know, | will be arriving on Tuesday afternoon next week, and | wonder if
you could answer a few questions for me.

Will someone be able to meet me at the airport? If this is possible, | would be
grateful. It would be a lot easier than trying to get a taxi in a strange city.

Can you tell me the name of the hotel and where it is¢ | will need to leave this
information with my secretary.

Do you have any plans for dinner after | arrive? If you are free, would you care
to join me? It would be o good opportunity to become acquainted.

Could you confirm the time of the meeting the next day, and let me know exactly
where it will be held?

Looking forward to hearing from you.

o \Write a fax to David:

e saying who will meet him at the airport, and where

® giving him the name and location of the hotel

¢ explaining the arrangements for dinner after he arrives

e confirming the time and venue of the meeting the next day.

e Write 60-80 words.

Text 2
ELECTRONIC MAIL (E-MAIL)

Electronic mail is a means of sending and receiving messages -internally,
nationally, or internationally.

Subscribers to e-mail need a terminal, such as personal computer, a telephone
line, and a modem, which is a device for converting signals to text. Messages appear
on the receiver's computer screen. E-mail users can also have access to a mailbox,
which they can call from anywhere in the world and retrieve messages. They receive
a mailbox number and a password for confidentially. Messages can be printed out
and kept for reference.
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In comparison with telex, e-mail is relatively low in cost, and does not require
a trained operator. It is also fast, relatively reliable, and messages can be sent or
picked up anywhere in the world, and stored in the mailbox until they are retrieved.

This can be particularly advantageous for users who are communicating across
international time zones.

Notice the codes which are the personal numbers of subscribers (e.g. ABC
536), and the prefixes (e.g. 40 which is the number of that computer system. Also the
dot (.) before the word SEND (.SEND), which is a command to the computer.

® Read this e-mail from
Wi

VERS onl o

Dear Mrs Hunter,

You may remember that I recently applied for a post as Trainee Manager
with your company and that we have arranged an interview for Friday 6th
June at 10 a.m.

I am terribly sorry to have to ask you this, but could we possibly change
the date of the interview, perhaps to a day later in the week? The reason is
that I have been called for an appointment at the hospital (I have been
waiting for 4 months for this appointment) and this is the only day that the
doctor can do it.

If you could arrange another day, I would be extremely grateful. If,
however, this is not possible, please let me know and I will re-arrange the
hospital appointment. f

Also, could you please let me know what documents and/or certificates 1
should bring with me?

Thank you.

Yours sincerely,

Joshua Kielty

* Write an e-mail reply to Joshua:

Saying when you received his e-mail

Exgressing the hope that he will be in good health
Telling him that you can change the appointment
Explaining which documents he should bring

* Write 60-80 words.
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UNIT 29 Companies

I. Starting up
Discussion Answer the questions
1. What types of organizations on the Ukrainian market do you know? Which of
them are the most widespread? Why?
2. Why are there so many small firms in Ukraine nowadays?
3. Does the structure of the company depend on the type of the organization?
Why? Why not? What other factors does it depend on?
4. What sphere of business occupies the Ukrainian market more: production or
service? Why?
5. Why do some companies include details about their history in their marketing
literature, reports and presentations?

I1. Vocabulary and Speech exercises

2. Match he information about these multinational companies to the correct
company logo
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[ Company logo Company activities The company says

1 The third largest record

:§B company in the world. It a ‘We are committed to
\ is also the world’s largest providing high quality
publisher of songs and food.’
music.
2 The world’s largest b ‘(We) lead the world in
hamburger restaurant the provision of news and
E MI company. It has over financial information to
19,000 restaurants in broadcasters, newspapers,
100 countries. financial markets and

on-line services.’

3 This company provides ¢ ‘We aim to be the world’s
.”’ news and financial data premier music company
- e = to the business in all aspects of our
T WORLOWIDE EXPRESS © : R
community. business.”

4 This company is an
international air-express

carrier. It delivers packages d ‘We keep your promises.’
McDonald's and documents all over
= A. the world.

3. Work in groups. Choose three of these companies.
BMW Coca-Cola Nike Levi Strauss & Co. Microsoft

Write what you know about:

1 what each company produces or provides
2 where the company started

3 where the company operates

4 who its main competitors are

4. Read these profiles of well-known companies. Rearrange the letters to make

the company name.

1 This company's headquarters are in Michigan, but it earns a lot of its annual
$6,562 million revenue outside the USA. It sells its products in 130 countries and
has about half of the European breakfast cereal market. Its leading brand names are
Cornflakes, Rice Krispies, and Frosties.

LELGSKOG
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2 This company manufactures mice! Computer mice. They also develop disk-
operating and application software. Their annual sales are $4,649 million and
they have 15,257 employees. It is famous for its "Windows' operating system.

RTOOIMCSF

3 This is one of the world's top chemical companies. It has sales outlets in 170
countries and production facilities in thirty-nine. It spends nearly DM2,000 per
year on research and development and produces more than 8,000 products. The
best known of these are audio and video cassettes.

FSBA

4 This company operates in 3 major areas: beverages, snack foods, and restaurants.
With a turnover of over $28 billion, it is the world's largest producer of crisps and
has the largest number of franchised restaurants in the world. Everyone knows
their Pizza Hut and Kentucky Fried Chicken restaurants. Their brands include
Fritos corn chips, Ruffles potato chips, and Walkers crisps. Their most famous
product is a fizzy drink.

SEPOCIP

5 This company is the largest tyre-maker in the world and has a 20% share of the
world market. Based in France, it has 69 plants and rubber plantations in Brazil,
the lvory Coast and Nigeria. 96% of its sales come from tyres and wheels and only
4% from other products such as guidebooks.

CELMIHNI

I11. Reading Comprehension

1. Before reading the text answer the following questions: What do you know
about McDonald’s? What type of ownership does it belong to? Predict whether these
facts are true or false.

a Three new McDonald’s stores open every day.

b McDonald’s charge high prices.

¢ McDonald’s spend more on advertising than anyone else.

d There is a Hamburger University.

e The company CEO has a computer in his office.

f McDonald’s prefer American managers to run overseas stores.

2. Read the text and compare your predictions with the true facts. For each
paragraph choose the appropriate title
Titles: A)CLOSE RELATIONSHIPS WITH SUPPLIERS, B) ADVERTISING, C)
FACE-TO-FACE MEETINGS, D) CUSTOMER SERVICE, E) VALUE F)
CULTURAL SENSITIVITY, G) TRAINING
Text1

SERVICE WITH A SMILE
Three new McDonald’s stores open somewhere in the world each day. There are now
over 14,000 McDonald’s stores worldwide and sales are over $23 billion. So how do
they do 1t? What are the company’s strengths?
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1

McDonald’s keep prices low. They concentrate on increasing market share.

2

McDonald’s spend $ 1.4 billion annually on marketing, more than any other company
in the world.

3

Every employee receives at least two or three day’s training and all managers attend
regular courses. The company even has its own Hamburger University in Oakbrook,
Illinois.

4

The company headquarters don’t have an e-mail system and there is no computer in
the CEO’s office but ideas still fly around. There are regular meetings between
people in the same region and people in the same line of work.

5

McDonald’s work closely with their suppliers to make sure they can meet the
McDonald’s specifications.

6

Before they enter a new country’s market, they research the culture thoroughly. And
they employ local staff if they can.

7

The restaurants are clean, the service is quick and every McDonald’s burger comes
with a smile.

Exercises
3. Fill in: quick, share, headquarters, attend, ideas, meet, enter, research, local,
hamburger

1. market 6. fly around

2. the service is 7. to courses

3. the company 8. to the culture

4, university 9. to specification

5. staff 10. to a new market

4, “Restore” the mixed up word combinations

Increasing meetings e-mail staff
two or three days’ market share local system
company courses regular headquarters

5. Unscramble the words given in bold print

McDonald’s pay a lot of attention to svirtaiedng.

There are a lot of poyeeelms in the company. All of them receive training.
As workers are interested in their work, the rcvsiee is quick.

McDonald’s have a lot of esroctums all over the world who buy its products.
People of the same region and line of work meet on the regular netmegsi.

agbrhwnhE
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6. Replace all the verbs of paragraph 3 with their synonyms

7. Add as many adjectives to the nouns of paragraph 7 as possible
8. Make up all possible parts of speech from the italicized words
9. Make up 5 questions to the text.

IV. Listening Comprehension

1. Before listening try to answer these questions: What do you know about such
companies as IBM, PHILIPS and JAL? What products or services do they provide?
Do you know anything about their activities? What type of the ownership do they
belong to?
1. Listen to three people talking about these companies. Which company are they
talking about?
2. Listen to the first speaker again. Make notes on the company.

Employees: .........c.cooeviiiiiiii.

Subsidiaries: ...l

Turnover: ........coooevviiiiiiiiiiiin

Location of parent company: ........

Number of products: ..................

Joint venture partner: .................

3. Listen to the second speaker again. Complete these notes.

e 30,000,000 a year.
Fly to 41 in 25 :
Domestic service has 48 and serves 20

Is their number one priority.

Currently FANS in their aircraft.
FANS are communications and air
traffic congestion.

4. Listen to the third speaker again and answer these questions.
a. What’s the company’s turnover?
b. How many employees are there?
c. What’s happening in the company at the moment?

5. Listen to the information once more (see Appendix 2) and do the following task
(choose one letter for each sentence)

1. Philips is a multinational company with 250.000employees.

A Right B Wrong C Doesn’t say

2. Philips produces electrical products only to the consumer market.

A Right B Wrong C Doesn’t say



3. Comfort is number one priority of JAL.

A Right B Wrong
4. JAL has a turnover of 31.626.000.
A Right B Wrong
5. IBM is developing a new culture at the moment.
A Right B Wrong
6. The holding company of IBM is located in New York.
A Right B Wrong
V. Skills
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C Doesn’t say
C Doesn’t say
C Doesn’t say

C Doesn’t say

Business very in size, from the self-employed person working alone, through the
small or medium enterprise to the large multinational with activities in different

countries.

1. Study the chart below and fill in the gaps with the suitable type of ownership.

Private sector

Pl ————

Public sector

Sole :[rader Partnership Limited UnIiFnited
(proprietor) company company

A 4

/\

Private limited Public limited
company company

/\

Company limited Company limited
by shares by guarantee

Nationalized
company

is the sole owner of a business and has full control of it. He is personally

liable for all business debts, i.e. he carries an unlimited liability.

means that its members jointly own a business and each of them is personally
liable for the firm’s debt. There are limitations to the number of members: minimum

of two and maximum of twenty.

is a legal entity that is separate from shareholders and directors. The
shareholders are not liable for the company’s debts beyond the amount remaining

unpaid on the shares they hold or guaranteed to a third party.

Limited companies are classified as private limited by shares, private limited by

guarantee, and public limited.

In members’ liability is limited to the amount unpaid on shares they hold.
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In members’ liability is limited to the amount they have agreed to contribute
to the company’s assets in case of its winding up.
A ’s shares may be offered for sale to the general public and members’

liability is limited to the amount unpaid on shares held by them. Its shares can be
transferred without the shareholders’ permission.

IS treated as company for taxation purposes (they pay corporate tax instead of
income tax), but the liability of its shareholders is unlimited.

is established by Acts of Parliament. Usually it’s natural monopoly. Its
accounts go directly to the Parliament for inspection.

2. What type of organization is each of these?

1. A group of engineers who work together to provide consultancy and design
services. There are no outside shareholders.

2. A large British engineering company with 30,000 employees. Its shares are
bought and sold on the stock market.

3. An American engineering company with outside shareholders.

4. An engineer who works by herself providing consultancy. She works from
home and visits clients in their offices.

5. An independent British engineering company with 20 employees. It was
founded by three engineers, who are shareholders and directors of the company.
There are five other shareholders who do not work for the company.

3. Choose the correct alternatives

When a bank (lends/borrows) you money to start a business, it asks you for some
(finance/security). In other words it asks for rights over part of your (assets/loan). If
your enterprise fails and you are unable to repay the loan, the bank can then sell this
property. This (security/loan) protects the bank against financial loss. Some people
offer their houses as security when they (lend/borrow) large sums of money.

V1. Focuse on structure of the company

1. Complete the organization chart from the information provided. (Note that
there are various ways of constructing an organization chart. This is one of the
most usual.)

The company is run by a Board of Directors.

The Managing Director (sometimes called the Chief Executive, or President in
the USA) is the head of the company.

Most companies have Finance, Marketing, Production, and Personnel
Departments. These are the most common departments, but some companies have
others as well. Each department is headed by a Manager, who is in charge of its day-
to-day running, and who reports to the Director; the Director is responsible for
strategic planning and for making decisions.
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Various personnel in each department report to the Manager. One example,
present in almost all companies, is the foremen, who report to the Production
Manager.

Foremen Maintenance Advertising Sales Customer Wages Recruitment Training
and Security Manager Manager Accounts Section Officer Officer
Officers Dept. Head

2. Match the names of the departments with the activities they do:

Human Resources Packaging
(Personnel) Sales
Training
Buying
Production Personnel
Quality
Distribution
Financial service
Marketing Production
Advertising
Customer accounts
Wages and salaries
Finance Maintenance
After-sales service
Marketing
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3. Draw the structure of the educational establishment you study in and
compare it with your partner’s one and the original.

VII. Focuse on the history of the company

Reading 2

1. Discuss the following questions.

1. What well-known companies of the world can you name?

2. What Ukrainian companies do you know? What facts from their history can you
tell?

3. Why is it important to include information about the founder and key dates and
events in the company history in the marketing literature, annual reports and
presentations? Give your reasons.

2. Read the text and do the following tasks
a) choose the correct verbs from the box to complete the first paragraph.
Remember to use Past Simple Tense
prove be open (2) allow introduce

b) open the brackets of the second paragraph using Past Simple
The History of McDonald’s

McDonald's founders' (Dick and Mac McDonald) first venture into the food
business 1 in 1937, when they 2 a hot dog stand in Arcadia, California. They
3 the first McDonald's restaurant on May 15, 1940, in San Bernardino, California.
Hamburgers 4 to be their most popular product, so in 1948 the brothers 5 their
"Speedee Service System," a streamlined assembly line for hamburgers that 6
them to produce burgers quickly and inexpensively.

Entrepreneur Ray Kroc (the exclusive distributor of a milk shake machine called
the Multimixer) (to visit) the first restaurant in 1953, and sensing its potential, he (to
convince) the brothers to put him in charge of franchising. Later he (to purchase) the
brothers' interest in the company, and (to oversee) its worldwide expansion. Ray Kroc
(to open) the Des Plaines, Illinois restaurant in 1955 and never (to look) back. In
1965 McDonald's (to go) public with the company's first offering on the stock
exchange. In 1967, the first McDonald's restaurant outside the United States (to be
opened) in Richmond, British Columbia. In 1968, the Big Mac sandwich (to be
introduced), followed by the Egg McMuffin breakfast sandwich in 1973. Milestones
and accomplishments have followed ever since.

Today, there are tens of thousands of McDonald's restaurants serving millions of
people daily around the world. The incredible growth and success of McDonald's can
be summed up with the first thought that went through Ray Kroc's mind when he first
saw McDonald's: "This will go anyplace."

3. What do these numbers from the text refer to?
1937 15 1955 10 000 1967 1968


http://en.wikipedia.org/wiki/Dick_and_Mac_McDonald
http://en.wikipedia.org/wiki/Arcadia,_California
http://en.wikipedia.org/wiki/San_Bernardino,_California
http://en.wikipedia.org/wiki/Ray_Kroc
http://www.mcdonalds.ca/en/aboutus/mcdCanada_milestones.aspx

4. Put the following sentences into chronological order.
1. The introduction of Big Mac.
2. The idea of franchising.
3. Two brothers opened a hot dog stand.
4. The worldwide expansion.
5. Opening the first oversea restaurant.

5. In groups of three-four choose one of the well-known or Ukrainian companies
(explain your choice) and prepare the presentation of its history.

Writing

1. You are the representative of a small enterprise, which produces different types of
bins. Write a letter to a city council with a proposition to produce and place special
bins in your area to encourage recycling

2. Project work
In groups of three-four students choose one of the well-known companies and
conduct their presentations about its history, structure and activity.
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UNIT 30 Presentation

I. Starting up

Discuss the following questions

1. What is a “presentation”?

2. For what purposes are presentations made in business?
3. What makes a presentation effective?

I1. Vocabulary and Speech exersices

1. Read and find the definition of types of presentations
Types of presentation:

1) Press conference a) two chief executives tell the journalists why their
companies have united

2) Briefing b) a university professor communicates information
about economics to 300 students

3) Demonstration ¢) a financial adviser gives advice about investments
to eight people

4) Product launch d) a member of a stamp-collecting club tells other
members about 19" century British stamp

5) Lecture e) a yoga expert tells people how to improve their
breathing techniques and gets them to practise

6) Talk f) a senior officer gives information to other officers
about a police operation they are about to undertake

7) Seminar g) a car company announces a new model

8) Workshop h) the head of the research and development tells non-
technical colleagues about a new machine

2.a) Match the presentation types to the things people say in them

a) As you can see, this prototype is far in advance of anything we’ve done before.

b) Here are some typical patterns for demand and supply in the widget industry.

c) I’'m gong to give each group a series of problems faced by an imaginary company,
and | want to suggest solutions.

d) Now is the right time to get out of company shares and invest in property.

e) The combined resources of our two organizations will allow us to achieve great
things.

f) The first postage stamp in the world was the Penny Black in 1840.

g) The X300 has the most advanced features of any car in its class.

h) The parachutists will come in at 08:30 and land in two waves, here and here.

b) Study the table

210
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Structure of the presentations

e Welcome your audience
e Introduce your subject
Beginning Short introduction e Explain the structure of
(or Introduction) your presentation
e Explain rules  for
guestions
Middle Body of presentation |e Present the subject
(or Body) itself
e Summarize your
End Short conclusion presentation
(or Conclusion) e Thank your audience
e Invite questions
Questions and Answers

I11. Reading Comprehension

1. Before reading the text, read the sentences and predict whether they are True
or False:

You should plan the structure of your presentation beforehand.

It is better to write notes of your presentation on cards.

You should always make a rapport with the audience.

Do not ever use gestures.

Do not wait for the latecomers.

You can labour a particular point from time to time.

Do not vary the pitch of your voice.

NoabkowdPE

2. Read the text. Choose the title to the paragraph. There is one extra

A) TIMING, VOICE AND RAPPORT WITH THE AUDIENCE, B) BODY
LANGUAGE , CLOSING AND QUESTIONS, C) PREPARATION AND
INTRODUCTION, D) HOW TO ORGANIZE THE PRESENTATION

Dos and Don’ts of Presentations

(Here are some tips for a stand-up presentation (one person talking to an audience))

Find out about the audience: how many people there will be, who they are,
why they will be there, and how much they know about the subject. Find out about
the venue and the facilities: the room, the seating plan, the equipment, etc. Plan the
content and structure, but don’t write the complete text of the presentation. Write
notes on sheets of paper, not on cards. Try to memorize the first five sentences of
your talk. Prepare visual aids: pictures, diagrams, etc. Rehearse your presentation
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(practise it so that it becomes very familiar) with friends or colleagues. Introduce
yourself and your subject.

e.g. My name’s Ann-Marie Duval and | work for Gem Consultants. My talk is
called “Consultancy Skills for the 21* Century”

Outline what you are going to talk about: describe the different sections of your
talk.

e.g. There are three main skills areas I want to talk about today ....

Say whether people should ask questions during the talk, or at the end.

e.g. If you have any questions, I’ll be very happy to answer them at the end of
the session.

L

Start on time. Don’t wait for the latecomers. Plan how long you are going to
spend each point and keep to these timings. Don’t labour a particular point (spend too
long on something). Don’t digress (talk about things that have nothing to do with the
subject), unless you have a particular purpose in mind. Finish on time. Don’t run
over. It looks bad if you don’t have time to finish all your points and answer
guestions.

Project your voice to the back of the room, but don’t shout. Don’t ask if people
at the back van hear. Check the volume (loudness) of your voice beforehand. Use a
microphone if you need one. Don’t hold it too close to your mouth. Whether using a
microphone or not, speak in natural tone of voice. Don’t speak in a monotone (on the
same level all the time). Vary the pitch (level) of your voice.

Make a rapport with the audience: gain the audience’s attention in a
presentation by:

- telling an anecdote (a story, perhaps a personal one)
- mentioning a really surprising fact or statistic

- stating a problem

- asking a question

Of course, it is important to respect the cultural expectations of the audience.

Don’t forget to use key-phrases (main part)

e.g. OK. To begin, let’s look at the first type of skills that consultants need:
technical skills. Of course, related to technical skills are a good general knowledge of
management subjects ... But I’'m digressing: let’s get back to the technical skills
themselves.... That’s all I have time for on technical skills.

Let’s move on to the second area: interpersonal skills. As you can see on this
transparency, there are two key areas in relation to interpersonal skills... I think that
covers everything on interpersonal skills.

Time is moving on, so let’s turn to the third area: people management issues.

Make eye contact: look at each person in the audience for about a second,
before moving on to the next person. Don’t concentrate on just one or two people.
Don’t speak to the equipment or the screen: face the audience at all times. Smiling is
fine at appropriate moments, but not too much. Use gesture (hand movements) to
emphasize key points. Stay more or less in one place: don’t move around too much.
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Avoid mannerisms (ways of moving and speaking which you do repeatedly

without realizing).

Use visual aids: a flipchart, bullet points, a projector, a whiteboard, a

blackboard, a computer screen, transparencies, an overhead projector, handouts, etc.

Key phrases for closing:
e.g. Let me sum up. Firstly, we look at technical skills, secondly, at

management skills, and last, but by no means least, at interpersonal skills. In my
view, the secret for success in the future is going to be interpersonal skills. That’s
brings me to the end of my presentation. Are there any questions?

Key phrases for dealing with questions and closing.

e.g. That’s a fair point.

That’s confidential.

That’s not really my field.

The questioner would like to know...

Sorry, I didn’t catch the question.

I think 1t’s a good place to stop. Thank you for listening.

Exercises

3.
a.
b.

4.

Now match each reason (a-j) to a piece of advice in paragraph |

If you drop the card on the floor, you are in trouble

It could sound monotonous and boring if you speak from a complete prepared
text.

It will help you make the content of your talk suitable, for example not too easy or
difficult.

It will help you to keep control, and avoid people interrupting if you don’t want
them to.

It will help your audience follow the logic of what you are going to say.

It will make you feel more at ease at the beginning, when you may be nervous.

It will reassure people that they are in the right place, and provide a focus for the
beginning of your talk.

They add visual interest, provide you with support and help the audience follow
you.

You can ask for changes in the seating plan if necessary.

They will be able to help you if anything is unclear before the presentation.

Find explanation in the second paragraph with a-g which went wrong of the

proposed.

Q@000 o

Why is he yelling like that? The room’s not that big.

He’s already said that three times.

| know there are people who want to ask questions, and there won’t be time.
He’s really boring: there is no life in his voice and everyone’s asleep.

The sound of his breath in the microphone is really annoying.

I don’t see what this has got to do with what he’s trying to say.

Get on with it! IF people turn up late, that’s their problem.
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IV. Language study
5. In the first part of the text replace all the verbs with synonyms

»

. Add adjectives to the nouns in the second part of the text

\l

. Make up all possible parts of the speech: employ, memorize, product, use.

oo

Correct the mistakes (key-phrases) in the sentences:

a. OK. For begin, let we look for the most basic product in our range.

b. Of course, related with product specifications of our basic model is the issue of
product performance.

c. But I'm digression: let’s get back on the product specifications.

d. As you can be seeing on this transparency, there are two key features | want to
talk about in relative to our mid-range model.

e. That’s all I'm having time for on product specifications. Let’s moving on to our
mid-range model.

f. 1 think that covers up everything on our mid-range model.

g. Time is moved on, so let’s turn up to our top-of-the-range product.

9. Here are the introductions to two different presentations:”Dynamics of
Motivation” and “Interactive Video Project”. Separate the two presentations
and put them in the correct order

a) At the end I will suggest practical ways in which you as managers can motivate
both yourselves and the people who work for you.

b) Good morning ladies and gentlemen, and welcome to our session on the dynamics
of motivation.

c) Then I will give a short demonstration of our prototype and explain what we have
already achieved.

d) Please feel free to ask questions at any time on technical or financial aspect of the
project and | shall do my best to answer them.

e) To begin with, | shall outline the main goals of the project.

f) 1 would like to ask you to keep any questions you may have until the end, when |
hope we will also have time to discuss your personal experiences and particular
work situations.

g) Finally, | shall move on to the major commercial applications and potential
returns on investment.

h) 1 will then turn to what we really mean by motivation, and look at the internal and
external factors that play a part in creating it.

1) Good afternoon ladies and gentlemen. | would like to talk to you this afternoon
about why we feel our interactive video project is worth investing in.

j) 1 shall start by looking at why motivation is so important and why the ability to
motivate is a vital management skill.

Presentation 1 Presentation 2

b [

214



215

10. For each group of signaling choose the appropriate titles. Put the titles with
signaling in logical order.

Titles: Sequencing, Giving an example, Summarizing/concluding, Developing/
analyzing the point, Introducing the topic, Dealing with questions/explaining a point
to come later, Moving to the next point.

Signaling:

1. For example, ...

A good example of this is ...

To illustrate this point ...

2. Let me start by ...

I’ll start by ...

First of all ...

Starting with ...

I’d like to begin by ...

3. Firstly...secondly...thirdly...lastly...

First of all...then...next...after that...finally...

To start with...later...to finish up...

4. Let me turn now to...

Let’s move on to...

I’d like now to ...

Let’s look now at...

5. I’ll deal with this later, if  may, but for now...

I’1l come back to this question later in my talk.

I won’t comment on this now, ...

6. Where does it take us?

Let’s look at it in more detail.

Translated into real terms, ...

What does that mean for us?

7. Let’s recap, shall we?

I’d like to sum up now...

Let me summarize briefly what I’ve said.

Let me remind you, finally, of some of the points I’ve made.

11. Read the introduction to a presentation. Choose the correct words or
phrases in italics.

Good afternoon, ladies and gentlemen and welcome in/to/for our seminar on
corporate property management. | would like to begin/ starting/ commence by
drawing/ telling/outlining some of the main explanations/matters/issues in corporate
property management so that/for/in order to you will be able to judge whether your
company is devoting sufficient time to this question.

| will then look/turn/change to some of the legal and financial
peaces/aspects/pieces of property management, and will tell/look/explain how your
companies may be affected by current and future legislation. | will illustrate/give
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examples/discuss of the kinds of problems our clients have faced and explain what
was done to solve them.

I will finish by/with/in giving a brief resume of the consultancy service that we
offer, and | will explain what you need/shall/should do if you would like to look into
the matter further.

As we are rather hurried/pressed/short for time, | would be grateful if you
could rest/stay/save any questions you may wish to rise/raise/arise until the end,
when | will do/make/have my best to answer them.

12. Complete the following presentation with suitable words from the proposed:
1-14: after that, finally, to start with, specially, outline, bring you up to date,
illustrate, purpose, then, thank, sum up, describe, tell you, concluding;

15-28: indicate, talked, you will notice, draw your attention, interrupt, expand, move
on, options, priority, referring, in conclusion, on balance, recommend, pointed out.

“Good afternoon, everybody. I’d like to 1........ you all for being here.”

“My 2.......... Today is to 3......... about our corporate strategy for the next
decade, and, more 4........ ,t05........ with our plans for Europe.”

“O.uennnn. I’d like to 7.......... Briefly our current marketing policy in the UK.
8...... ruo....... Some of the problems we are having over market share. 10...... ru
I1.......... The opportunities we see for further progress in the 21* century. 12.... I’ll
quickly 13..... before 14....... With some recommendations.”

“Please feel free to 15..... me if you have any questions at any time”

“Now I’d like to 16 ..... to Chart B showing our sales revenue and pre-tax
profits over the last ten years. 17........ that although turnover has risen, our profits

have not increased at the same rate.”

“I’ve 18.... About our current position in the UK and I’ve 19..... some of the
problems we are facing. Well, what 20...... are open to us now? Where do we go
from here?”

“As I have already 21....., I think our first 22...... must be to build on the
excellent results we have achieved in certain European markets. I'm 23 ...... , of
course, to Italy and Spain. Let me quickly 24......... on those successes before we
25.......

“We should not forget the French market. Admittedly our results there have
been poor so far, but there are sings the market is changing and we can learn a lot
from our mistakes. 26....., though, I think we stand to gain most from concentrating
on southern Europe and I strongly 27......... we put all our efforts into further
expansion in Italy, Spain and possibly Greece.”

“28...... , may | thank you all for being such an attentive and responsive
audience. Thank you also for your pertinent questions. Are there any final
questions?”

V. Listening Comprehension
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1. Listen to the sales presentation of the new video phone.
I. Choose the correct answer.
1. What is the name of the product?
a. ViTa Desktop Videophone
b. ViaTV Desktop Videophone
c. Via Desktop Videophone
2. The salesperson describes the product as
a. small and slim
b. small and attractive
c. small and elegant
3. To set up the product you need
a. a touch —tone phone
b. a computer
c. special software
4. Which special feature does the salesperson not mention?
a. full colour-motion video
b. on-screen menus
c. very good picture quality
d. preview mode
e. privacy mode
5. In order to see the person you are calling
a. you need the product
b. the caller needs the product
c. both parties need the product

I1. Listen again. What benefits does the sales person emphasize? Who is the target
customer, in your opinion?

I11. Use the answers to complete the summary.

Name: The full name of the product is

Appearance: Itis

User-friendliness: It is easy to set up —all you need is

Special features:  The special features include
In addition it has

Benefits: The main benefit of the product is

IV. In groups prepare a sales presentation on your product. Use the structure of the
previous Exercise to help you.

V. Do the test:

a) Fill in appropriate words:

Do you ...1....... friends and family you would ...2...to see more often? When you
phone colleagues ...3.... you like to see ...4.... faces? The ViaTV Desktop
videophone ...5...that you can!
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b) After reading the paragraph, mark one letter:

As you can see it’s small and elegant and ideal for the office or for the home or
for business trips. It’s very easy to set up. All you need is a touch-tone phone. You
don’t need a computer and you don’t need any special software. It’s also very easy to
use; as easy as making a normal telephone call. The ViaTV Desktop video phone has
many features. Firstly, it has full-colour motion video which means you can see the
other person’s gestures and changes of expression. The picture quality is excellent
and the adjustable picture setting means you can change to “sharp” mode to get a
fantastically clear image. This, of course, is just ideal for viewing designs or
documents. The audio quality is exactly the same as a normal telephone call.

6. The ViaTV Desktop video phone

A s ideal only for offices in big companies.

B is not useful for business trips.

C is miniature, fine and perfect for homes and doing business.
7. For setting up the ViaTV Desktop video phone you need

A acomputer and special software.

B nothing.

C atouch-tone phone.

8. The perfects of the picture quality gives the opportunity to
A observe what is going on in the office.

B see the other person’s gesture, his expression or documents and design.
C make pictures of the opponent.

c) After reading the paragraph, mark one letter:

In addition, the ViaTV Desktop Video phone also has a preview mode so that
you can check what you look like before the other person sees you! And, finally, the
privacy mode is an important feature. You can use it to block the image but keep
voice connection,

9. The ViaTV Desktop Video phone has a mirror.

A Right B Wrong C Doesn’t say

10. The most important feature of the ViaTV Desktop Video phone is the privacy
mode.

A Right B Wrong C Doesn’t say
11. It is possible to speak on the ViaTV Desktop Video phone without being shown.
A Right B Wrong C Doesn’t say

d) While reading the paragraph, mark one letter:

Now, of course, just as with ...12.. ... means of communication, fax machines
or e-mail ..13.. example, each party needs to have a set. We have a special offer on
...14... the moment, so now is the time to buy the ViaTV Desktop phone. Put
yourself ...15... the picture.

12. A some B any Cno
13.Aas Bin C for
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14. A at B for C by

15.Aon Bin C above

V1. Skills

1. Prepare the presentations on the following topics:

I Give a one minute introduction only to a talk on any topic you like:
e Your hometown vacations

e A thing you really like your hobbies

e Tourism your very first job

I

I.  Choose one of the situations below to present a short extract from a
presentation. Use linking expressions to connect different parts of the talk.

1. You are a project manager of Sasi, a Japanese electronic components
manufacturer. You have to give a presentation to colleagues explaining the
company’s decision to build a factory in Indonesia.

Important factors influencing the decision are:

a) local employment conditions: well-trained workforce, skilled in oil industry,
experienced in chemical engineering;

b) local economic factors and market potential: possible growth in Indonesian
economy, wealth of Java, good location, access to Southeast Asia market;

c) available subsidies, tax concessions: government wants investment.

II1.  You are a design consultant working for Land Inc., a New York- based
financial service company. The company plans to build new offices for its
European headquarters in Brussels. There are three proposals for the design.
Present an overview of each proposal to senior executives of the company.

a) Fox Lee Associates: British

e $4.0m

e conventional air conditioning and heating system

e Neo-classical design

b) Shikishima; Japanese

e $5.8m

e ultra-modern

solar-energy-based heating and air-conditioning

¢) Harald Khaar Group: American

$6.0m

20% more office space

Low-running cots, conventional heating

Modern design

Exceptional energy conservation

IVV. Look at the following overhead transparencies used in a presentation on safety
on an oil platform. Use them to reconstruct the end of the presentation.

Begin with: “ That concludes the main part of my talk. Now 1’d like to...”
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Summary Conclusion

1. Three incidents in the year show | 1. Training must place more emphasis on
communication problems. communication procedures.

2. 35% of the incidents in the last 5|2. Program of regular review of
years contain some of communication | communication procedures should be
problems. introduced.

3. Existing communication procedures
are not considered satisfactory.

V.  Divide into groups of four. Each person should prepare, in about two to three
minutes, part of a short presentation on the topics:

e Your favourite sport your Institute
e Eating out your group
e Your previous job your favourite TV news programme

2. Assess your ability

Evaluate your performance by responding to the following questions, and mark the
options closest to your experience. Be honest: if your answer is “Never” mark option
1; if your answer is “Occasionally” mark option 2; if your answer is “Frequently”
mark option 3; if your answer is “Always” mark option 4.

Options:

1. Never

2. Occasionally

3. Frequently

4. Always

Questions:

1. | set aside enough time to do background research thoroughly.

1 2 3 4

2. | organize the material for my presentation around my main points.

1 2 3 4

3. My presentation still sound fresh after | have rehearsed it again and again.
1 2 3 4

4. My visual aids illustrate and reinforce the main points of my presentation.
1 2 3 4

5. I arrive at the venue in time to hear the previous presentation.

1 2 3 4

6. | grab the audience’s attention as son as I start my presentation.

1 2 3 4

7. | speak at the volume and pace that appear to suit the audience.

1 2 3 4

8. I speak fluently and confidently throughout the presentation.

1 2 3 4
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9. | make eye contact with all the sections of my audience throughout the

presentation.

1 2 3 4

10. My presentation interests the audience and provokes questions from them.

1 2 3 4

11. I remain calm when responding to awkward or hostile questions.

1 2 3 4

12. My replies are to the point and hold the interest of the audience.

1 2 3 4

Analysis

12-24 Use every opportunity to learn from your mistakes, and take more time to
prepare and rehearse for each presentation that you give from now on.

25-36 Your presentation skills are generally sound, but certain areas need
improvement.

37-48 You have good presentation skills, but do not become too proud. Continue

to prepare well.

Writing

1. Using appendix prepare the presentation in written form on the following

topics:

e Choose or invent the company in one of the following product categories: food,
sports goods, fashion, electrical products, health and beauty. As sales manager of
that company, make a presentation to your sales force on the latest addition to
your product range. Your presentation should cover the main features of each new
product and emphasize their selling points. You may invent any information you
wish.

e As a member of the human resources department of a large multinational, you
visit universities/colleges making presentation to the students on your company
and the job opportunities it offers graduates. Choose or invent the company to
represent. You may invent any information you wish.
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YACTHHA 3.
METOJIUYHI PEKOMEHJIALII 3 OPTAHI3AIIII CAMOCTIMHOI
POBOTHU CTYJIEHTIB

PART 3.
STUDENTS’ SELF-DIRECTED ACTIVITY ORGANIZATION GUIDE
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THE ACTIVE VOICE

Present Tense Forms

1. Use the right tense form of the verb.

1. What time (the meeting/end)?

2. Tomorrow | (fly) to Moscow to visit my aunt Sally.

3. Right now he (talk) on the phone.

4. The Earth (go) round the Sun.

5.1 (look) for my camera for an hour.

6. Could you close the window? | (freeze)

7. The man (paint) the walls all day long.

8. The coffee (smell) good.

9. At the moment we (take) a walk around a beautiful village.
10. We (not/finish) our history project yet.

11. Kim (never/be) abroad.

12. School always (close) for Easter holidays.

13. I’'m exhausted. I (train) my stomach muscles all morning.
14. What (usually/you/do) in your free time?

15. Look! Your mum (water) tomatoes in the vegetable garden.

2. Choose the right variant.
1 The boy his homework and now he -TV.
a) already has done, watches
b) already does, has watched
¢) has already done, is watching
2. They about Russian traditions since the beginning of the lesson.
a) have been talking
b) are talking
c) talk
3. This is the best conference |
a) am
b) have ever been to
c) ever have been to it
4. The postman usually at 9 in the morning. It is half past 9 now but he

a) comes, has not come yet
b) comes, has not been coming
c) is coming, has not come yet
5. They the walls and they nice.
a) have painting, are looking
b) have painted, look
c) have been painting, look
6. The economic situation in the world is already bad and it WOrse.
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a) is getting
b) gets
c) have gotten

3. Use Present Simple, Present Continuous or Present Perfect.
Hello Nancy
It (1) (be) time since my last letter to you. | (2)
(still/work) at ABS and the company (3) (do well). This is very
fortunate as many of my friends (4) (lose) their jobs. Our savings (5)
(take) a disastrous dive because of the economy. | (6)
(know) the situation everywhere is difficult and | (7) (be) happy | still
have a job. My friend Michael and his wife Georgia (8) (now, live)
in Virginia. Michael (9) (finish) studying massage therapy. He (10)
(run) a small clinic in partnership with another woman. He and Georgia
(11) (look) for a full-time job, though, as they (12)
(lose) money also. As | say, many people (13) (have) a hard time now.

4. Translate into English.

1. BiH TUBHUTHCS TENEBI30p 13 CAMOTO PaHKY.

2. 3aBTpa y MeHe ypok anrmicekoi o 8:00.

3. [ToBiTpst y MicTi cTae nenani OpyAHIMIAM 1 OpyIHIIIIM.
4. 51 3aryOuB ramaHellb.

5. IT Bonoccs 6pynue. Bona dapbysana 6y IHMHOK LiNHii EHb.
6. Tu mocTiiftHO mOCh TyOUTH!

/. Tu numren TBip BXKe JAB1 TOJWHM.

8. A xomxy no OGaceliny Tpu pa3u Ha THK]ICHb.

9. TaTo peMOHTYy€E MaIIMHY 13 CAMOTO PaHKY.

10. Bin 31mamaB HorYy.

5. Use the right tense form of the verb.

1. I can’t speak about the book. | (not read) it yet.

2. Every day I (wind up) my watch at 7 o’clock in the morning.
3. It’s Friday. ... you (see) him this week?

4. It’s a pity, but I (not buy) this dictionary yet.

5. As arule, we (do) many exercises in class.

6. He (tell) this joke many times.

7. | already (translate) these sentences into French.

8. They (have) their English many hours a week.

9. She (work) much and usually (get) many good marks.
10. We (buy) a new TV set this year.

6. Use Present Simple, Present Continuous or Present Perfect.
1. I must know what you (talk) about. 2. | (be) in this country for some time. 3. He
(admire) you greatly. He (see) the play three times. 4. | (not know) what Harry (tell)
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you. 5. | want to see how much he (change) since | (see) him last. 6. We (be) to the
cinema about twice a week since then. 7. Hello, what you (do) here at this late hour?
8. | (think) you never (do) any harm to people. 9. | always (stay) at home in the
evenings. 10. | (hear) you (look) for a new house.

7. Use Present Simple, Present Continuous, Present Perfect Continuous or Present
Perfect.

. Is Andy here? — I don’t know, I ... (not see) him today.

. Where ... you ... (go)? — To the library.

. Would you like ... (borrow) this magazine? — No, thanks. | ... (read) it before.
. Betty’s bus ... (arrive) at 5 o’clock. I must go and meet her at the bus station.

. Have you seen my record book? I ... (look) for it all the morning.

. Mike ... (talk) to his friend for an hour already.

. More and more forests ... (disappear) because of fires nowadays

. How long ... you ... (work) on this problem?

9. The first lesson ... (not finish) at 9.45.

10. They ... (play) football tonight.

11. Linda is disappointed. She ... (fail) her test.

12. School ... (prepare) children for life.

13. We ... (have) a party next Saturday night. Will you come?

14. ... you ... (try) to take photos? It’s not allowed, you know.

15. ... you... (remember) where he ... (work)?

coO~NOO OIS WN -

8. Chose the right variant.
1. Jeremy ..... basketball this season; he wants to concentrate on his studies.

doesn’t play hasn’t been playing isn’t playing hasn’t played

2. What ..... with yourself? There is mud all over you!

has you been doing are doing did you do have been doing
3. As far as I know Mike ..... Italian for quite some time, but he still doesn’t
understand very much.

Is learning has been learning has learnt learns

4.1 am sorry Ann can’t come to the phone right now because she ..... a shower.

Is taking has taken takes has been taking
5. How long ..... Jerry? - But I don’t know him at all. I have never met him.

do you know have you known has you known did you know

6. - Hello! May | speak to John, please? - Sorry, he is out. He has gone to the library.
He ..... for his History exam there.

has been reading IS reading reads has read

7. Excuse me | ..... a public telephone. Is there one near here?

have been looking for have looked for look for am looking for
8. Her family ..... from town to town ever since she can remember.

IS moving has moved moves has been moving

9. About 85 percent of American students ..... public schools, which are supported by
state and local taxes.
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attend are attending have attended have been attending
10. You may take this magazine. | ..... through it already.

look have looked am looking have been looking
11. I don’t like Alice. She ..... about difficulties of life all the time.

complains Is complaining has complained has been complaining
12. Nora, you look awfully tired. What ..... all day?

do you do are you doing have you been doing have you done
13. Sara, my next door neighbour, has a car, but she ..... it very often.

doesn’t use isn’t using hasn’t used hasn’t been using

14. 1 think you ..... very silly. Don't get out of bed. You’ll only make your
temperature go up again.

are are being were have been

15. Peter and Mary ..... on the platform. They have been waiting for their train for
half an hour.

have been standing are standing stand have stood

9. Use the right tense form of the verb.

1. How much money........ (you/spend) on food every week?

2. Lo, (never/eat) octopus, but I .......... (eat) squid.

3. Where is Ann? She .....(sunbathe) in the garden.

4, ... (you/watch) the TV? - No. You can switch it off if you like.

5. mafraid I......... (not/speak) Spanish very well.

6. We.......... (look) everywhere for a purple silk shirt, but we.......... (not/find) one
yet.

o .. (you/hear) the latest news? A bomb ......... (explode) in the station at 10
o’clock this morning.

8. John.............. (look for) a bigger flat.

9. She ........... (usually/finish) work before 6 o’clock.

10. .......... (you/know) how to use this computer programme? Not yet. But
I......... (learn)

11. Where .....(Joe/go) with that gun in his hand? Oh, he.......... (always /carry) it
with him when he goes walking in the woods.

12. Oh, hello Debby! I'm sorry, I.......... (not recognize) you at first. You........ (lose)
weight!

13. Be quiet! I.......... (think) Dad .......... (sleep) upstairs.

14. T ....(not/like) cooking, but I .....(love) eating.

15. Why ......... (you/cry)? Have you hurt yourself?

16. Something ......... (smell) good. What .......... ( you/cook)?

17. In autumn the leaves .......... (fall) from the trees.

18. Gary.......... (not/be) to work since Monday.

19. How many times ........ (you/be) to the cinema this year? I went twice in January,
butl........... (not/be) since then.

20. Look at that! Someone.......... (leave) the fridge door open again! It wasn’t me.
I........ (not/be) in the kitchen for hours.
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2.1 .......... (just/read) your composition. It’s very good. How much time did you
spend writing it?

22. You......... (work) very hard recently. I’'m surprised the boss did not give you a
pay rise when you asked him.

23. Ohno! I think I.......... (break) Mum'’s stereo.

24. Sally is very clever. She ........... (speak) five languages.

25. I don’t understand those people. What language ........... (they/speak)?

10. Translate into English.

1. Jlinga Bxe npurotyBaiia Beuepro? - llle Hi. Bona rotye mocs Bxe roguny. Ctpasa
naxHe gayxxe cmadHo. 2. Jle ben? - Bin y rapaxi. - Illo BiH pobuts? - PemoHTye
MamuHy. BiH mpaifioe 3 BocbMOi roJIMHU paHKy. 3. TBOi OaTbKU BKe MOBEPHYJIUCA 3
Kapmat? - Ille Hi. - SIk JOBro BOHM TNOJOPOXKYIOTH? - BOHH MOIOPOKYIOTH BXKE
necsTh MHIB. BoHM moBepTaioThecs HacTymHoro BiBTopoka. 4. o tu pobum? -
1Iykaro 1iHGOpMAaIIio JUIsl CBOTO MpoeKkTy B IHTepHeTl. - Tu 3HaiimoB mo-Hedyas? -
Tak, st 3HaNIIOB KUJIbKA IIKaBUX cTareil. 5. Bu Bxke BUKiMKanu jikaps? - Tak, ane BiH
e He MPUMIIOB. - SIK TaBHO BU MOro 4dekaere? - Mu yekaeMo BXK€ /Bl TOJAUHH. 6.
Jlxelin B cBoiil kimHaTi? - Hi, BoHa 30upae ciuBu B canay. baOycsa xoue npurotyBatu
cnuBoBe BapeHHs. 7. Tu Bxke moroBopuB 3 06aTbkom? - Hi, BiH 11€ HE MOBEPHYBCS
noaomy. BiH 3aBkau MOBEpTAETHCS TOAOMY O ChOMI Beuopa. 8. Tom rpae B ¢hyTdO0I
3 Apy3samu? - Tak, BOHM TparoTh BxKe OubIe roauHu. 9. 3 kum CaHapa po3MOBIISIE TI0
tenedony? Bona po3MoBisie Bxxe Maiixke roauny! - Tak, BoHa po3MoBiisie 3 ['aHHO!O.
Bonu o6roBoprotots mianu Ha BuxifgHi. 10. Tu Bke KynuB KBUTKHM HaA 1oi3n? - Tak.
[Toi3n BigmpaBisieTbesl 3aBTpa O AEB'ATI roauHi Bedyopa. He cmizutoiics! 11. Mu 3
OpaTtoMm rpaeMo B IIaXH BXkKe MIBTOpH roauHu. 12. Mu He TUBHMMOCS TEIEBI3OP yKe
nBa mui. 13. Jle xnomuuku? S He 0ayuB iX 3 paHKy. - BoHU 3 paHKy JOBJISATH pUOY Ha
o3epi. Bonu xonsate pubanutu mocy6oTu. 14. Bama cectpa BUNTHCS B YHIBEPCUTETI?
- Tak. Bona Bxe Tpu poku BuBYae ekoHOMIKy. 15. Sk maBHo JIxymisi mpairtoe
ctomarojorom? - BoHa mpamioe CTOMAaTOJOrOM BXKE JECATh POKIB. AJle B HaIIN
JiKapHI BOHA MPAIIOE€ BCHOTO YOTUPH PokH. 16. Tom (hapOye BikHa B HamoMy odici 3
panky. Bin yxe nmocgapOyBaB micTh BIKOH. 3apa3 BiH (apOye BIKHA Ha JIpPyromy
noBepci. 17. [lo Jlinga poobuts Ha KyxHi1? - BoHa roTye MonoYHUIl KOKTeHIb. Bu
JT00MTE MOJIOYHUHN KOKTEWb? - Tak. - Ajie BU 1€ He MpoOyBaju KOKTEMIl, Kl TOTYy€E
Jlinna! Bona rotye HaiicMauHim B cBiTi kokTeini. 18. Hasimo i po3mosiB TomoBi
Mpo Haul nojgapyHok? - S Hidoro He ka3zaB Homy. - [IpaBna? Yomy BiH LMK paHOK
po3nutye meHe? - S He 3Hato. 19. Uomy ben cwmietsca? - Bin auBUTBCS HOBY
KOMEJIII0 1Mo TeneBizopy. Bin mauButhes ii Bxke roguny. 20. CKUIBKH ICIIUTIB BH
CKJIaJM Ha IbOMY TIKHI? - MU cKkiaiM JBa €K3aMeHH. - SKuiil icuT Bami Apysi
3/1ar0Th 3apa3? - BoHu 371a0Th iCTIUT 3 1CTOPII.
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Past Tense Forms

1. Put the verbs in brackets into the Past Simple, the Past Continuous, the Past
Perfect or the Past Perfect Continuous Tense.

1) The boys ... (to play) volleyball on the beach yesterday. 2) They ... (to play)
volleyball from 9 to 11 yesterday morning. 3) By 5 o’clock yesterday their team ...
(to play) two games of volleyball. 4) Den ... (toplay) volleyball for ten minutes
yesterday when he suddenly ... (to twist) his ankle. 5) At that time Ron ... (to listen)
to music in his room and ... (not to hear) the doorbell. 6) The secretary ... (to talk) on
the phone for twenty minutes when the door ... (to open) and her boss ... (to come)
into the room. 7) Peter ... (to drive) towards the airport last Sunday when he suddenly
... (to remember) that he ... (to leave) his passport at home. 8) We ... (to go) to a cafe
after we ... (to meet) Sally. 9) When David ... (to return) home yesterday his wife ...
(to cook) the chicken which she ... (to buy) in the supermarket the day before. 10) It
... (to be) midnight and Linda ... (to sleep) but John ... (to lie) sleepless because he ...
(to think) about the words his chief ... (to tell) him at the end of the working day.

2. Put the verbs in brackets into the Past Simple, the Past Continuous, the Past
Perfect or the Past Perfect Continuous Tense.

It ... (to happen) last July. A month before my friends and I ... (to decide) to go to the
seaside for a holiday. We ... (toplan) that trip for three weeks before we ... (to choose)
the place to go to. On the day of our departure we ... (to go) to the railway station
when Den ... (to realize) that he ... (to leave) the tickets for the train at home. He ...
(to take) his mobile phone and ... (to ring) his father. At that time his father ... (to
take) a bath but fortunately his mother ... (to hear) the phone. She ... (to find) the
tickets, ... (to catch) a taxi and ... (to go) to the railway station. We ... (to wait) just
for fifteen minutes when we ... (to see) Den’s mother hurrying to our carriage. She ...
(to give) Den the tickets and we ... (to show) them to the conductor. Just a minute
before the train ... (to depart), we ... (to take) our places in the compartment.

3. Put the verbs in brackets into the Past Simple, the Past Continuous, the Past
Perfect or the Past Perfect Continuous Tense.

1) Rachel ... (to meet) Den in front of the library five minutes ago. He ... (to speak) to
Alex about some project. 2) Sam and Monica ... (to skate) together for four years
before they ... (to enter) the competition. 3) When Victor ... (to get) off the bus, he ...
(to decide) to phone his mother but suddenly ... (to realize) that he ... (to forget) his
mobile phone in the hotel room. 4) The driver ... (to speed) down the road when
suddenly an old woman ... (to step) in front of the car. 5) Two men ... (to walk)
through the forest for five hours before they ... (to see) the house of the forest guard.
The two men ... (to be) hungry because they ... (not to eat) anything since last
evening. 6) Maggie ... (to look) for her gloves when the door ... (to open) and her
mother ... (to come) in. 7) Phil ... (to wait) for twenty-five minutes before Pamela ...
(to send) a telegram and ... (to return) to the car. 8) By the time Steve ... (to reach)
the airport, Andrew and Nora ... (already to receive) their luggage and ... (to have)
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coffee in a cafeteria outside. 9) Linda ... (to phone) her dentist yesterday because one
of her teeth ... (to ache) for weeks. 10) When Tony ... (to arrive) at Tina’s place
yesterday, she ... (to read) a detective story which she ... (to buy) some days before.

4. Use the right tense form of the verb.

I remember the first time 1) (go) abroad on holiday. 2)

(just/leave) school. | 3) (study) very hard for my final exams and | 4)
(feel) that I needed to get away. A friend of mine 5) (want)

to go away as well, so we 6) (decide) to look at some brochures at a travel

agent's. We 7) (search) for about an hour when my friend 8)

(find) the perfect holiday - two weeks in Cuba. We 9) (be) very excited

about it. Finally, the day of our holiday 10) (arrive). We 11)

(just/leave) the house when the phone 12) (ring). 113) (run)

back into the house but the phone 14) (stop) by the time | 15)

(reach) it. When we 16) (get) to the airport, . we 17) (check)

in and 18) (go) to the cafeteria. While we were having our coffee, the

airline 19) (make) an announcement.

Our flight was delayed for eight hours. It was then that | 20) (realise)

what the phone call was about.

5. Chose the right variant.

1. By 2008, Katie ....... six countries in Europe.

A had already been visiting C already visited

B was already visiting D had already visited

2. The children were cold. They ....... in the snow all afternoon.

A had played B had been playing C were playing D played

3. This time last week, I ....... an exam.

Asat Bhadsat C hadbeensitting D was sitting

4. Lucy was gardening ....... Adam was painting the kitchen.
Awhen Bassoonas Cafter D while

5. Paul ....... an expensive mountain bike last year.

A was buying B had bought C bought D had been buying

6. He ....... tennis every day during the summer holidays.
Aisplaying B hadplayed C had beenplaying D played

7. While Matthew was fixing the window, he ....... off the ladder.

A fell B was falling C had fallen D had been falling

8. It was a chilly evening. A strong wind ....... and clouds were covering the sky.
A was blowing Bblew Chadblown D had been blowing
9. They ....... for three hours before they found the house.

A have walked B had been walking  C walked D are walking
10. By the time they arrived at the beach, it ....... to rain.

A was starting B started  Chadstarted D had been starting

6. Chose the right variant.
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1. "Have you ever lived in a big city before?"

"No, but I'm sure I will ........... to it."

A Dbe used B used C get used
2. "Do you know that girl?"

"Yes, we ...... to go to the same school."

A are used B were used C used

3. "Do you remember when we were children?"

"Yes, Grandma. . . . .. always make us strawberry muffins."

A would B got used to C was used to
4. "Mr Miller looks different now, doesn't he?"

"Yes. He .......... to wear glasses and have a moustache."

A used B would C is used

5. "Tom had trouble with the group project.”
"Yes. He ...... to working with others."

A is used B isn't used C used

6. "Amir has never done computer work before."

"Don't worry, he will soon ...... it

A be used B used to C get used to

7. "Do they find it difficult living in Switzerland?"
"Yes, they haven' ...... the cold yet."

A been used to B got used to C used

8 "Why do you look so tired?"

"Well, I ...... to waking up so early."

A am not used B used C am used
9. "Do you have fond memories of your camping trips?"

"Yes, my cousinsand I .. ... go fishing by the lake."

A would B were used C used

7. Use the right tense form of the verb.

Sy the time Mark and Steve reached the old cabin in the forest, it 1) ............. (get)
dark and a cold wind 2) ................... (blow) in their faces. They 3) ......ccccccveneen.
(walk) for more than two hours and they felt exhausted. It had all begun when they 4)
.............. (go) into the forest to take photos of trees their environmental group 5)

................... (plant) a previous year. Everything 6) ....................... (go) well until it

) (start) to rain heavily. Unfortunately, they had ost their map as they 8)
....................... (cross) a river but after a couple of hours they had found the cabin.
They 9) .o (open) the door and 10) ........cccevveneeee. (go) in. To their surprise,

they found three tourists inside. At least they weren't alone!

8. Chose the right variant.

Don't feel bad if your first job isn't anything exciting. Before they were famous, some
of today's stars 1) ............ ordinary jobs, too! Tom Cruise 2) ...... from a wealthy
family. When he was a teenager, he 3) ........ newspapers in his neighbourhood. 4)
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....... Beyonce Knowles was a Singer and well-known actress, she helped out at her

mother's beauty salon. She 5) ............. money cleaning the floors.

Brad Pitt wasn't always a famous actor. 6) ........... he was trying to get acting roles,
he7) ... many odd jobs to pay his bills. Once he worked at an the Polio Loco
restaurant dressed as a giant chicken!

Pop star Gwen Stephanie 8) ............. start off on stage. Before she 9) .......... a
famous singer, she 10) ............. at a local ice cream shop.

1 Ahad B were having C had been having D have had

2 A hasn't come B not came C didn't come D was not coming
3 A delivered B was delivering C has delivered D had delivered

4 A When B Before C While D Since

5 A did make B had made C has made D made

6 A While B After C By D By the time

7 A does B did C was doing D had done

8 A didn't use to B wouldn't C didn't D had not

9 A become B has become C became D was becoming

10 A had used to B used to work C was used to D wouldwork
work working

9. Fill in each blank by putting the verb in (brackets) into the correct past tense.
1.1............ (see) my first baseball game when ......... (live) in New York.

2. How many pints of beer ............ (he/drink) before he ............ (leave) the pub?
3.It......... (rain) SO We ............ (decide) to stay at home all afternoon.

4. By the timel......... (leave) university I ......... (be) to France fifteen times.

5. What ............ (you/do) at the time the murder was committed?

6. When we ............ (get) home we saw that someone ......... (break) in to steal
the DVD recorder.

7.He ......... (send) to prison four times before he ............ (decide) that it would
be better to go straight.

8. I didn't realise I ......... (lose) my credit cards until I ......... (try) to pay for dinner
at the restaurant.

9.1......... (write) an email to my sister when she ......... (ring) me.

10. She was so upset by the news that she ......... (drop) herteaand ......... (start)
crying.

10. Fill in each blank by putting the verb in (brackets) into the correct past
tense.

1. Why are you out of breath? (EXERCISE) Because I ............ for the last
hour.
2. Your light was on when | walked past last night. (CHAT) Yes, I......... online to

my cousin in Australia.
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3. You’ve really improved on the flute. (PRACTISE) Well, | hope so because I
......... a lot lately.

4. You’re not jealous of my other friends, are you? (SEE) No, but you .......... quite
a lot of them recently.

5.1 didn’t wake you up, did I? (SLEEP) No,I.............. :

6. Did you quit your job in the end? (THINK) I ............... of doing so for a long
time, but then I decided not to.
7. Why is your street such a mess? (DIG) Oh, the council ............. up the roads,

but they should finish this weekend.

11. Complete the second sentence, using the word in brackets, so that it has
similar meaning to the first sentence.
1. | started working at 8 and I was still working at 6 in the evening, when you called.

(BEEN) Whenyoucalled ............... ten hours.

2. We often went to the seaside with our grandparents as children. (USED)

Our grandparents ....................... to the seaside as children.

3. It’s about 7 years since Laura started to learn Russian. (LEARNING) Laura
................ 7 years.

4. Being with the older children soon stopped being frightening when | went to
secondary school. (USED) I ................ the older children when | went to
secondary school.

5. Every night for the past week | have had the same dream. (HAVING) | ...........
for a week now.

6. I always disliked karate lessons but now I’m starting to enjoy them. (USED)
I Karate lessons, but now I’m staring to.

12. For each sentence, choose the correct tense of the verb.

| (take) a shower when you called.

a) was taking b) took Cc) was taken

2. My brother ................ (have) never been to Europe until he went there last year.
a) has b) had c) hadn't

3.Diane ............... (feel) very sick but she decided to go out anyway.

a) was feeling b) has been feeling c) has felt

4. He............ (call) her all night.

a) has called b) call c) was calling
5.1 (want) to go swimming but the water was too cold.

a) have wanted b) wanted c) am want
6.1............ (be) able to sleep well for a week now.

a) didn't was b) was not ¢) haven't been

7. When I first saw her, she ........... (stand) on the balcony.

a) was standing b) has stood ¢) has been standing
8. Really? You moved to a new apartment? How long .......... (live) there?

a) have you been living b) did you live ¢) did you living

9. Every time | see that movie, it ............ (make) me cry.
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a) has made b) made c) makes

10.1.......... (stop) smoking three years ago.

a) have stopped b) have been stopping C) stopped

13. For each sentence, choose the correct tense of the verb.

I.T........... (take) a shower when you called.

a) was taking b) took c) was taken

2. My brother ............. (have) never been to Europe until he went there last year.
a) has b) had ¢) hadn't

3. Diane ......... (feel) very sick but she decided to go out anyway.

a) was feeling b) has been feeling c) has felt

4. He............ (call) her all night.

a) has called b) call c¢) was calling
5.1 (want) to go swimming but the water was too cold.

a) have wanted b) wanted c) am want
6.1......... (be) able to sleep well for a week now.

a) didn't was b) was not ¢) haven't been

7. When I first saw her, she ........... (stand) on the balcony.

a) was standing b) has stood ¢) has been standing
8. Really? You moved to a new apartment? How long ......... (live) there?

a) have you been living b) did you live ¢) did you living

9. Every time | see that movie, it ......... (make) me cry.

a) has made b) made c) makes
10.1.......... (stop) smoking three years ago.

a) have stopped b) have been stopping c) stopped

14. For each sentence, choose the correct tense of the verb.

1. He a new car last month, but he doesn't really like it.

A bought C had bought

B was buying D had been buying

2. | burned my finger while | breakfast.

A was cooking B had cooked C had been cooking
3. By the time | came back, Mike and Jane , S0 | couldn't tell them about it.
A were already leaving C had already been leaving

B had already left

4. He for twenty years when he finally quit smoking.

A smoked B was smoking C had been smoking
5.1 you yesterday because my telephone was out of order.

A didn't call B hadn't called C hadn't been calling
6. He was waiting for his bus at the bus stop when the robbers him.
A attacked C had attacked

B were attacking D had been attacking
7. 1 wanted to ask my son for help, but | saw that he , and | decided not to
wake him up.

A slept B was sleeping
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C had slept D had been sleeping

8. Yesterday | went to an interesting museum that | before.

A didn't visit B wasn't visiting C hadn't visited

9. By the time we arrived, she for us at the train station for three hours.
A waited B was waiting C had been waiting

10. Christopher Columbus America in 1492.

A discovered C had discovered

B was discovering D had been discovering

15. Use the right tense form of the verb.
1. | was exhausted at the end of the exam. | (write) for over two hours. 2.
When thieves stole my favourite leather jacket, | was really upset. | (have)
it for over ten years. 3. Please step out of the car, Mr. Jones. Do you realise you
(drive) at over90mph? 4. We didn't really want to go and see the musical
again. We (alreadysee) it twice - so we said "no™ and we went to a
restaurant instead! 5. | arrived over an hour late to the office and everyone was
working. Actually, they (work) for over two hours on the new project
and | felt really guilty. 6. The kitchen was full of steam when we arrived. Joan was in
the kitchen and she (cook) a huge meal for everyone at the party. 7. It was
a bit embarrassing to arrive at their house and find Mary looking so sad. | think
she (cry) before we got there. 8. No-one even noticed when | got home.
They (all watch) the big gameon TV.

16. Choose the most likely tense to complete the following statements correctly.
In most cases only one answer is possible; in some, two answers may be possible,
but one of these is much more likely than the other.

1) The plane at New York three hours late.

a) has arrived c) did arrive

b) was arriving. d) arrived

2) I can't go home until I this job.
a) have finished ¢) had finished

b) was finishing d) finished

3) I in London  since I was a little  child.
a) lived c) have lived

b) was living d) did live

4) As soon as | saw the man, I realised that we before, in Caracas.
a) met c) have met

b) were meeting d) had met

5) After leaving London, we on to Birmingham without stopping.
a) drove c) have driven

b) were driving d) had driven

6) She ran away with her lover, while her husband in Australia.

a) worked ¢) has worked

b) was working d) had worked
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7) Where can he be? | can only imagine that he an accident
somewhere.

a) had ¢) has had

b) was having d) did have

8) He had worked in the company for 15 years before he promoted.
a) got ¢) has got

b) was getting d) had got

9) 1 the office after everyone else.

a) left c) have left

b) was leaving d) had left

10) Hi, I'm really pleased to see you again, but I'm afraid | your name.
a) forgot ¢) have forgotten

b) was forgetting d) had forgotten

17. Translate into English.

1) Mu BuOpa Kynuiu HOBUHM XOJIOAWIBHUK. 2) Buopa nitu rymnsuin B mapky 3 m'satoi
70 BOoCbMOi Beuopa. 3) Mu BUOpa ryJisiid B HapKy OUIbIE TOAMHU, KOJIU MOOAYMIN
Toma. Bin 3 kumoch po3MOBIIsiB Oiist KiHOTeatpy. 4) Ilepen TuM sk MU BiIIIpaBUIH
3anpornieHHs, bo06 me pas nepeBipuB ajapecy. 5) [xynisa He 3HaNa, KOTo i 60C YeKaB
yke Olable roguHy. BoHa rmosmBaia KBiTH, KOJIM BUCOKHI YOJIOBIK 3aiIIoB B oic 1
1aB 1 CBOIO BIBUTHY KapTKy. 6) BiH 4dekaB odimiaHTa BXe IM'STh XBHJIWH, KOJH
mo0ayMB CBOrO CTApOro JIpyra, sIKMil CHUJIIB 3a CTOJIMKOM O1yig BikHa. 7) JKinka Oyia
Jy’K€ BTOMJICHOIO, TOMY 1110 BOHA MpOCH IlJIa O11s1 XBOPO1 AUTUHU BCIO Hi4. 8) Malik
MO/A3BOHUB O JECATIA TOoAMHI Beyopa. Mu 3HamM, 10 BIH B)XXE IOBEPHYBCS 3
BIIpSI/DKEHHS, ajle B TOM Beylip MU He 4Yekanu Horo na3BiHka. 9) Ilicns Toro sk
KOH(epeH1isl 3aBepiuniacs, s MaiiimoB 10 npodecopa 1 TONPOCUB HOro MpoOYUTaATU
moro ctartio. 10) Tloku Emma pobumma ¢doTokomii JOKyMEHTIB, sI TEpEBIPsB
€JIEKTPOHHY TOIITY 1 mob0auyuB jucT, skuil Ten BianpaBuB mMeHi jaeHb Tomy. 11) Bin
MOBEpHYBCS 3 KoH(pepeHii miBroauau Tomy. 12) [loku st po3moBisaB no tenedony,
MOSI cecTpa YBa)XXHO cityxayna HoBUHU 10 paaio. 13) Konu Hik npwuiiioB nogomy, BiH
3rajiaB, 10 HE BIJIMIPaBUB MOBIAOMIICHHS MeHemkepy ¢ipmu. 14) Mu pemoHTyBau
MalluHy B Tapaxi, KOJM MOYYyJId SKUHCh IIyM Ha Byauil. 15) Mu po3MoBmsiiu
OMU3bKO JECSTH XBUJIMH, KOJH PalTOM 3aJ3BOHHMB Miii MOOiIbHMU TenaedoH. 16)
JIiTHS KeHKa 3ampocuia Hac y BITAJIBbHIO 1 MPUTOCTUIIA MUPOTOM 3 KaIlyCTOO, SIKUU
BOHA crnekijia BpaHui. 17) Jlitu rpanu B caay ABa TOJUHU A0 TOTO, SIK TIOYABCS JIOMI.
18) ben nouaB npairoBaTy B Haiiid ¢ipMmi Micls TOTO, SIK BIH 3aKIHYMB YHIBEPCUTET.
19) Opsir xyomuuKiB Oys1a OpyAHHIA, TOMY 1[0 BOHU Tpayid B pyTOOI 1iwii neHb. 20)
ParyBanbHUKM NpaltoBajIv BCIO HiY, IEPII HIXK MPHUIIETLIU TeKONTEPH 3 JIKAPSIMHU.
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Future Tense Forms

1. Fill in the gaps with will or be going to.

A: I've lost my keys!

Bl o help you look for them.

2 A: Watch out! You ................... knock over the vase.
B: Oh !l didn't see it.

3 A: Would you like a drink?

Bil o have a glass of water, thanks.

4 A: What's the matter?

B: Be careful, you ...........cc.......... hit

the wall!

5 A: | don't know how to send an email!

Bil e, show you.

6 A: Have you seen John today?

B: No,butl ...cooovveiiiiinnn, visit him this afternoon.

2. Put the verbs in brackets into the Present Simple, the Present Continuous or
the Future Simple.

HI! My name Is Nuno and | am Portuguese. Like every teen, | enjoy spending time
with my friends. Unfortunately, my parents 1) ............ (not / think)) I am old
enough to stay out late at night. They say that 1 2) ................. (be able to) when |
am older.

In Portugal, chldren of my age 3) .....cccccceeviennenn. (watch) a lot of sports, especially
football. My favourite football player Is Cristiano Ronaldo. At present, he

4) i, (play) for Real and is also the captain of the Portuguese national
team. Apart from watching sports, I listen to rap music. My favourite singer Is Kayne
West. He5) ............... (come) to Portugal this summer. I'm so excited!

At the moment, in school 1 6) ............cccoene. (1ry) to get good grades. After | ftnish
high school, I hope 1'7) ................. (go) to university. But like most teenagers, |
just want to have fun for now!

3. Put the verbs in brackets into the Present Simple, the Present Continuous or
the Future Simple.

Jack: 1) ............. (you/come) to the concert on Saturday?

Peter: NO, 1 2) .ooveii (be) in London then.

Jack: Really? Why 3) ..o, (you/go) there?

Peter: 14) .ccovvvveieee, (visit) my sister. It's her birthday at the weekend and we

) T (go shopping) for a present.

Jack: 6) ..ooevviienn, (you/give) me a ring before you 7) ........ccccvveneee. (leave)? There
are a few things I'd like you to buy me while you 8) ................... (be) there.

Peter: Sure. No problem. 19) .................. (call) you on Friday.

236



237

4. Put the verbs in brackets into the Future Perfect or the Future Perfect
Continuous.

1. By 7:00 pm they ................... (play) cricket for eight hours.

2.1 o, (finish) painting your room by the time you get home.

3. By the end of next month, I .................. (live) in London for exactly three years.
4, TOM v (write) his th ird novel by the end of th is year.

5. By the time he arrives in London, John ....................... (drive) for five hours.

6. Thisfilm ..o (probably/not/finish) until eleven.

5. Complete the sentences (1-6) about what Megan will be doing next week / will
have done before her parents get back from their holiday. Use the verbs below in
the Future Continuous or the Future Perfect.

watch clean water cook do
1. Megan .................. home early on Monday morning.
She .o, home by 9 o'clbck in the morning.
2. Megan ................... the plants this evening.
She .o the plants by the end of the day.
3. Megan .........cccccueeunen, the house after she finishes school on Wednesday.
She ...ccccovviive, the house by Wednesday evening.
4. Megan .................... the shopping on Saturday morning.
By Saturday afternoon, she ....................... the shopping.
5. Megan .......ccceevnennne a DVD with some friends on Sunday evening.
By the end of the weekend, she .................... a DVD with some friends.
6. Megan ........ccccoeenenn. a special meal for her parents on Monday afternoon.
She .o, a special meal for her parents by the time they get home.

6. Put the verbs in brackets into the Future Continuous, the Future Perfect, the
Present Continuous or the Present Simple.
1. A: I'm going on holiday with Emma in June. I'm so happy!

B, (you/finish) your exams by then?
2. A e, (go) to the school dance?
B: No, because my family .................... (move) to Newport by the end of the
school year.
3. A: My SISter ......covvvverieene (fly) to Paris tomorrow.
B: What time ................... (she/leave)?
A A (you/use) the phone much longer? | need to make a call.
B: I'm sorry but this is really important. Give me another ten minutes.
5 A i (leave) the library by 6 o'clock at the latest.
B: Great! The film ................. (start) at 7:00 pm. You will have plenty of time to
get there.

7. Fill in the correct present or future forms.
Dear Veena,
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1) to tell you about the exciting plans | have for when you 2)
................. me in New York City! Assoonas | 3) ............... you up from the
airport, I'll take youtomy flat. 4) ............... you settle in, we are going to dinner at
the famous Rainbow Room in Rockefeller Center. It has a great view of the city. The
next day we 5) ............... famous sites all day like the Empire State Building and
the Statue of Liberty. There 6) ................. plenty of time to take a walk through
Central Park and visit Times Square as well. In the evening we 7) .................
Mamma Mia at the Broadway Theatre. Don't worry, 8) .............. you leave, you
will have the chance to go shopping on Fifth Avenue at some of the best shops in the
world. | promise you, by the time you leave, you 9) ................ the best of New
York. Let me know if you 10) ................ anything. | can't wait to see you!

Love,

Monica

A write B am writing C will write D will be writing
2 A will have visited B are visiting C visit D will be visiting
3 A will pick B will be picking C am picking D pick

4 A Until B After C By the time D While

5 A will be visiting B will have visited C are visiting D visit

6AIS B will be Cis going to be D have been

7 A see B will have seen C will see D are going to see
8 A after B as soon as C before D while

9 A will have seen B will see C will be seeing D see

10 A will need B will be needing  C will have needed D need

8. Choose the correct item A, B, C or D.

1.l expect we ............. there in half an hour.
Aarebeing Bwillbe Care D will have been
2.1 ...... see the Picasso exhibition at the National Gallery tomorrow.

A am going to B will have gone to C will be going to D will go to

3. Andrew ...... thirteen years old on September 3rd.

A is being B is going to be C will be D will have been

4. He ... to Frankfurt by the time | arrive in London.

A will have flown B will be flying  Cisgoingto fly D will have been flying
5. This time next week, I ...... to Jamaica.

Afly B will be flying C will fly D am going to fly

6. It's really cold today. I thinkiit ...... :

A will be snowing  Bisgoingtosnow C will snow D will have been snowing
7. John ...... in London for three years by the end of the month.

A will be working B will have been working  C will work D is going to work
8. I'msure we .......... the match tomorrow.

A will be winning B are going to win C are winning D will win

9. Complete the dialogue using the correct future form.
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A:Whatl)................ (do) tonight Bob?

Bil2) i, (try) to finish my homework because I 3) .................. (go) to
my cousin's wedding on Saturday and 14) .................... (not/be able) to do it then.
A:Whattime5) .......cceeeennnne, (the wedding/start) on Saturday?

B: The ceremony 6) ................. (begin) at 2 o'clock. Afterwards we 7)
....................... (go) to the reception.

Al8) i, (any of your friends/be) there?

B: No, but my cousin says | can bring a friend. 9) ......cccocviiiies v i,
(you/do) anything on Saturday night?

A:NOo, but 110) oo, (feel) shy not knowing anyone else there.

B: Don't worry. It 11) ..o, (be) a big party and I'm sure you 12)
........................ (have) a great time.

A: OK, then! Thanks for inviting me.

10. Chose the right variant.

1. Jim was tidying up in the kitchen while Jen ............... the dog.

A is feeding C was feeding

B has been feeding D had been feeding
2.1 ..o lunch with Sergei tomorrow.

A am having C have had

B have been having D had had

3. You can't leave the table until you .............. your dinner.

A finished C are going to finish

B finish D will finish

4. Dave ..... in Manchester for several years before he decided to move to London.
A will have worked C had been working

B has worked D works

5. Don't phone me tonight. I ................. for my French exam.

A will study C study

B will be studying D will have studied

6. These cakes ................ delicious! Can | have one more, please?
A tastes C tasting

B are tasting D taste

7. There was no lemonade left because the girls ................. itall.
A had been drinking C had drunk

B are drinking D were drinking

8. Eric was sunburnt because he ................... on the beach for six hours.
A had been sitting C has been sitting

B has sat D is sitting

9. Whenlwasachild, I.................. go to the cinema on Sundays.
A use to C used

B would D get used to

10. What ..... at 10 o'clock last night?

A have you done B had you done
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C were you doing D have you been doing
11. Pierre ...ooeevevveenee as a chef for five years, then he opened his own restaurant.
A works C worked

B has worked D has been working
12. Sarah ....cocoveevviienee. a bike to work but now she drives a car.

A used to ride C had ridden

B would ride D used to riding

13. He's a famous musician. He ................ lots of concerts so far.
A is giving C gives

B has given D had been giving

14. I'mafraid I ................. to come to the party.

A don'tgo C won't

B won't be able D can't

15. While Jo .......ccooene. the carpets, the bell rang.

A hoovers C has been hoovering
B was hoovering D had hoovered

16. Stephen won't phone us until he .................. some news.

A had C will have

B is having D has

17, i, to the bank later? If you are, can you please deposit this cheque for
me?

A Will you be going C Do you go

B Have you gone D Did you go

18. They will have finished their work ..................... 6 o'clock.

A until C by the time

B since D by

19. They ............... Paris twice this year.

A have gone in C have been to

B had gone to D had been in

20. Mary is a good girl. She ................. her mother with the housework.
A always helped C had always helped

B always helps D was always helping

11. Complete the letter with the appropriate tense form.

Dear Maggie,

I'msorry 1) ..cooevenen, (not/be) in touch lately but 2) ................ (study) hard for my
exams. | can't wait to finish!

Anyway, I've got some great news! After the exams, 3) ......c...coc...... (go) on holiday
for a week. Guess where? Madrid! My pen friend Gabriela 4) ................. (live)
there and she 5) ......c.cccecvvneee. (invite) me to visit.

16) e, (already/book) my flight. 1t 7) ................. (leave) on June 10th.
Herdad 8) ................. (wait) for me at the airport. After | arrive, Gabriela and | 9)
..................... (visit) famous Sights such as the Prado Museum and the Opera House.
Of course, there 10) ................. (be) time for me to do my shopping as well.
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Oh, I nearly 11) ........c.......... (forget). On June 20th, 112) .................. (have) a garden
party to celebrate by birthday. Please try to come. You're welcome to spend the night
here.

Well , that's all for now. | promise | 13) ........ccc...... (send) you a postcard from
Madrid.

Love,

Julie

12. Choose the correct item.

1.1.... my wallet. | can't find it anywhere.

A have lost B have been losing C am losing

2. The plane ...... by the time | reached the airport.

A already left C had already been leaving

B had already left

3.You're late. I ...... for half an hour.

A am waiting B have waited C have been waiting
4. The train ...... Manchester at nine o'clock.

A leaves B is leaving C will leave

5. They ...... with friends at the moment.

A are staying B have been staying C stay

6. Look out! You ...... !

A are falling B are going to fall C will fall

7. She ...... eats broccoli because she doesn't like it.

A will be B will have been C am going to be
8.1 promisel ...... home in time for dinner.

A always B ever C never

9. This shampoo ...... of roses.

A smells B is smelling C has been smelling
10. By the end of the day, she ...... for ten hours.

A will be working C will have been working

B will have worked
11. Paul ...... the bank. He hasn't come back yet.

A has been to B has gone to C has been in
12. He ...... the doctor this afternoon.

A is seeing B sees C will have seen
13. ... did the Millers move to Edinburgh?

A While B How long C How long ago
14.1 ...... James tonight, so I'll tell him the news.

A will see C will have been seeing

B am seeing

15. My parents ...... in a big house in the country.

A used to live B would live C living

16. The film will have finished ...... 10 o'clock.

A until B by C before
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13. Put the verbs in brackets into the Future Continuous, the Future Perfect or
the Future Perfect Continuous Tense.

1) Peter ... (to fix) the TV set by next Tuesday. 2) At this time next Friday we ... (to
lie) on the beach in Malta. 3) By next Monday Linda ... (to work) as a secretary for
three years. 4) ... you ... (to use) your computer tonight? Can | play my favourite
computer game? 5) By the end of the year Roger and Monica ... (to live) in our
district for five years. 6) The boss ... (to read) all the documents by the end of his
working day. 7) Don’t phone me tonight. I ... (to write) an article for a scientific
journal. 8) By the end of the day we ... (to reach) that settlement. 9) What ... you ...
(to do) at 4 o’clock tomorrow? — | ... (to help) my parents in the garden. 10) By the
13" of January he ... (to work) on his novel for ten months.

14. Circle the correct item.

1. By the end of this month Andrew and Carol ... together for three years.
a) will be living; b) will have lived;

c¢) will have been living.

2. At 10 o’clock tomorrow Mr Anders ... a lecture for his students.
a) will be giving; b) will have given;

c¢) will have been given.

3. Sandra ... the hospital by next Wednesday.

a) will be leaving; b) will have left;

c) will have been leaving.

4, .... out a bit later? Can you bring me a hamburger, please?

a) Will you be going; b) Will you have gone;

¢) Will you have been going.

5. By 4 o’clock the girls ... for three hours.

a) will be cooking; b) will have cooked;

¢) will have been cooking.

6. Shall I send Mike a message? — No, | ... him at the meeting anyway.
a) will be seeing; b)will have seen;

c¢) will have been seeing.

7. At this time next Sunday we ... in the Red Sea.

a) will be swimming; b)willhave swum;

c¢) will have been swimming.

8. Who ... the pictures for the exhibition by next Monday?

a) will be sending; b)will have sent;

c) will have been sending.

15. Put the verbs in brackets into the Future Continuous, the Future Perfect or
the Future Perfect Continuous Tense.

1) They ... (to publish) our advertisement by next Monday. 2) At this time tomorrow
we ... (to drive) to the mountains. 3) Jack ... (to become) a chief manager by the
beginning of October. 4) By next month Ron ... (to play) football in our football club
for 3 years. 5) I didn’t remind Den about the picnic! — Don’t worry. I ... (to meet)
him at the university tomorrow morning. 6) What ... your sister ... (to do) at 10
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o’clock tomorrow morning? — She ... (to help) mother with the house chores. 7) By
2 p.m. the boys ... (to fish) for five hours. 8) ... you ... (to use) your car tonight? Can |
borrow it? 9) Don’t phone me before 11 o’clock tomorrow. I ... (to sleep).

16. Translate into English.

1) 3aBTpa B 1eit yac Mu Oyaemo o0imatu 3 APYy3sIMH MOiX OaThKiB y pecropasi. 2)
ABTOOYyC TpuOYyae 3aBTpa Ha Micie 10 JaeB’aToi Bedopa. 3) Jlo movaTky HaCTYIHOTO
MICSIISI BUTTIOBHUTHCA PiK, SIK Mil Opat mpaiftoe B mboMy O0aHky. 4) JIkek modapoye
TBiM BEJIOCHIIE] JIO KiHIA poOodoro aus. 5) Bu Oyaere mpairoBatu 3a KOMII FOTEPOM
ChOroJiH1 BBeuepl? MorkHa MEH1 BIAMPABUTH €JIEKTPOHHOIO JIUCTA CBOEMY JPYTOBi?
6) B 11¢ii yac HACTYHOTO THXKHS MH OyJIeMO TIOJ0pOXyBaTH €Bpornoro. 7) Bu Oynere
yekaTH Ha MeHe 3aBTpa o BochMi? — Tak. 8) Takci mpuine 3aBTpa A0 IT’ATOi
roguan? — Tak. 11) 3aBTpa 10 choMoi Beyopa JIxek npusese Bam (oTorpadii. 12)
B 1eit yac HacTynmHOro moHeAlIKa MU OyJIeMO JIETITH Hajl okeaHoM 110 bpaszwumii. 13)
JIo KIHIIE HACTYNMHOTO MICSIl BUIIOBHUTHCS TPHUIISNTH POKIB, SIK BOHA MPAIO€
Mencectporo. 14) HactynmHoro deTBepra 3 ABOX 10 miecTd Tom Oyjle MpoOBOIUTH
MEepPEroBopM 3 ITamiuamu. 15) 3aBTpa o cboMii TOAUHI BU OyaeTe TpeHyBaTHCS B
cnopt3am? - Hi, 3aBTpa 0 cboMiid 1 Oyny AUBUTHCS (yTOOIBHUI MaT4 Ha CTaIIOHI.
16) XTo HaApyKy€e TEKCT I[OTO JOKYMEHTa JI0 oYaTKy ceMiHapy? - Miil cekperap.
17) 1o TpeTboi ronuuu Oyze BxKe M'sITh TOJIMH, IK BOHU KaTalThcs Ha Juxkax. 18) O
koTpii 3aBTpa CtiB Oyne ¢apOyBatu max Oyaunky? - Bin Oyae dapOyBatu nax
3aBTpa o jAecsaTid panky. 19) O m'stii Oyae BxKe ABI 3 MOJOBUHOIO TOJMHHU, K AHHA
rpae B TeHic. 20) Bu Oynere itTu Ha nany mi3Hime? [Ipunecith MeH1 MOpo3uBa, OyIb
Jacka.
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THE PASSIVE VOICE

Decide whether the sentences are written in Active or
. They often listen to music.

. She is reading the newspaper now.

. These cars are produced in Japan.

. Alan teaches Geography.

. German is spoken in Austria.

. Lots of houses were destroyed by the earthquake in 1906.
. Henry Ford invented the assembly line.

. The bus driver was hurt yesterday.

. You should open your workbooks.

0. This house has been built by my father.

H@OO\ICDU‘I-&OOI\JHH

. Use by or with to complete the sentences.

. The room was tidied up ... my brother.

. A lot of goods have been bought ... customers.
. The tree will be cut down ... a saw.

. This dictionary is often used ... our students.

. He was hit in the eye ... a snowball.

. The mixture must be stirred ... a fork.

. In the future big cities will be blocked ... cars.
. The car will not be repaired ... William.

. Was this circle drawn ... a pencil?
0. Could the dog be fed ... you?

PO ~NOOT,,WDNDEDN

. Introduce correct passive forms of the verb in Simple Tenses:
.Jam ... (make) from fruit, from strawberries, for example.

. The results of geography test ... (announce) next Friday.

. Two people ... (injure) in the accident that | saw last night.

.. speaking loudly ... (forbid) in the libraries?

.1 ... (wake) up by some loud screams yesterday morning.

. That conversation ... (not/finish) until we reach a deal.

. We ... (warn) against thieves in the place we stayed last summer.
. All prizes ... (hand) in tomorrow at 4 o’clock.

. The letter ... (not/post) a week ago, it was earlier.

10. ... your shop ... (close) for a long time? I hope it won'’t.

11. My flowers ... (not/water) every day. I do it every three days.
12. ... that car ... (produce) in Sweden or Italy? How old was it?
13. My car ... (drive) by a friend of mine tomorrow.

14. Mike and I ... (catch) reading my sister’s diary yesterday.

15. 1 ... (tell) to be quiet at least twice during each lesson. ’'m used to it.
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Passive.

4. Introduce correct passive forms of the verb in Present and Past Tenses:
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. He ... (offer) a new job last week.

. The bridge ... (blow up) yesterday.

. This novel ... (write) by Hemingway.

. Flies ... (catch) by spiders.

. All the trees ... (cut) down yesterday.

. We ... (tell) to go home now.

. Their purse ... (steal) yesterday night in the disco.

. Rain ... (hold) up by fog.

. He ... (admit) to the University a week ago.

10. Pigs ... (use) to find truffles.

11. The old theatre ... (reopen) last Friday.

12. She ... (ask) about the accident by the police yesterday.
13. Rotten eggs ... (throw) at him last month in Bristol.
14. Mice ... (catch) by cats.

15.1 ... (often / ask) for her address.
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5. Introduce correct passive forms of the verb in Continuous Tenses.
1. A lot of new supermarkets ... (build) in Warsaw now.

2. The door ... (lock) when I arrived.

3. I'm sure my house ... (watch) at the moment.

4. My trousers ... (mend) at the moment.

5. The cause of the accident ... (investigate) for five months last year.

6. The ship ... (unload) from 3am till 7pm yesterday.

7. Her books ... (not/sell) in many bookshops now.

8. My letter ... (copy) when I entered the office.

9. Spanish ... (learn) by more and more people now.

10. Her novel ... (read) by George now.

11. Our beds ... (make) when we came back to our room.

12. Mary’s hair ... (do) by my sister when I entered the room.

13. The car ... (repair) so we have to wait for a while.

14. The quiz contestants ... (inform) about the rules when I switched on TV.
15. The amount of fat ... (reduce) in our diets now.

6. Introduce correct passive forms of the verb in Perfect Tenses.
1. ... youever ... (rob) in the street? Yes, once.

2. The house ... completely ... (burn) before the fire brigade arrived.
3. Our conversation ... interrupt by phone calls three times so far.

. 'Your wages ... (not/pay) by next Tuesday.

5. After all exams ... (pass), we went on holiday.

6. How ... your ideas ... (receive) since you came back to work.

7. Jack’s flat ... nicely ... (furnish) before he invite us to visit him.
8

9

1

D

. ... your town ... (invade) with so many tourists before? No, it is the first time.

. The letter ... (open) before Jim came back from work.
0. Not much ... (say) since I joined my friends.
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11. All the cash ... (spend) by the end of next week.

12. My street ... (not/sweep) even once since | moved in.

13. Such bad weather ... (not/expect) so we were all angry.

14. Everything we learned ... (forget) by the end of our holiday.

15. That song ... already ... (play) five times! I can’t listen to it any more.

. Provide correct forms of modal verbs in the passive.

. I'm afraid this task can't ... (do) right now.

. That book should ... (give) to Kate on her birthday next week.

. Helen shouldn't ... (criticize) for her work yesterday.

. Umbrellas must ... (leave) in the cloakroom.

.John can't ... (see) yesterday as he was home all day.

. The meeting on Wednesday might still ... (cancel).

. Sue must ... (tell) the good news because she looks so happy.

. That milk ought to ... (use) two days ago. Throw it away.
.Itcould ... (do)ina dlfferent way. Let’s try.

10. Your bicycle can ... easily ... (repair). It’s not a problem.

11. The dinner should . (prepare) before I came.

12. I may not ... (forgive) for lying to him at the time.

13. The problem that we had couldn’t ... (solve) in any easier way.

14. Your room ought to ... (clean) at last. It’s so messy!

15. Ann may ... (recognize) by George at the party yesterday.
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. Put into passive.

. We ... (observe) when we were going home last night.

. My parents ... (expect) to come back next Monday.

. My article ... (comment) on in tomorrow's paper.

. George felt ill and he ... (examine) by a doctor yesterday.

I ... (not/ask) out since last summer.

. Her work can’t ... (continue) right now.

. I’m afraid the bank ... (close) at the moment.

. I could ... kill in that accident if I hadn’t fastened a seat-belt.

. The date of the meeting ... (not decide) yet.

10. The delay of our plane ... (announce) when we reached the airport.
11. You ought to ... (instruct) in the use of a computer a long time ago.
12. That sculpture ... (create) by a friend of mine last year.

13. Washing up ... (do) by my sister as I prefer hoovering the flat.

14. Jane shouldn’t ... (promise) that car last year.

15. Our journey must ... (plan) carefully before we go.
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9. Change the sentences below into the correct passive tense.

1. Someone burgled my house while | was away. My house ... while | was away.
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2. He started to leave before they had given him the directions. He started to leave

before he ... directions.
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3. I went to the showroom but was informed that they had sold all the houses. | went
to the showroom but was informed that all the houses ... .

4. They were still building the hotel when we stayed there. The hotel ... when we
stayed there.

5. They sent my son home from school for being cheeky to the teachers. My son ...

home from school for being cheeky to the teachers.

6. My doctor prescribed me some medicine for my cough. I ... some medicine for
my cough.

7. They haven't finished fixing my car yet. They're so slow! My car ... yet. They're
so slow!

8. I visited my home town last year, only to find that they'd demolished the house I'd
grown up in. | visited my home town last year, only to find that the house I'd
grown up in ...

9. Someone stole my bike while | was in the shop. My bike ... while | was in the
shop.

10. They've just repaired the bridge in the park. The bridge in the park ... .

11. They were always changing the bus timetable. It was really annoying. The bus
timetable ... .

12. They discharged my brother from hospital yesterday. My brother ... from hospital

yesterday.
13. My lawyer informed me of the changes to the contract. I ... by my lawyer of the

changes to the contract.
14. When | arrived at the cinema | found that they had cancelled the film. When |
arrived at the cinema I found that the film ... .
15. After six weeks the shop still hadn't sent my books. After six weeks my books
still ... .

10. Change these active sentences to passive. Choose if you need the agent or not.
. People speak Portuguese in Brazil.
. The Government is planning a new road near my house.
. My grandfather built this house in 1943.
. Picasso was painting Guernica at that time .
. The cleaner has cleaned the office .
. He had written three books before 1867.
. John will tell you later.
. By this time tomorrow we will have signed the deal.
. Somebody should do the work.
10. The traffic might have delayed Jimmy.
11. They are building a new stadium near the station.
12. At six o’clock someone was telling a story.
13. Somebody has drunk all the milk!
14. | had cleaned all the windows before the storm.
15. By next year the students will have studied the passive.
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11. Correct the mistakes in these passive voice sentences.
. All bottles was frozen before transportation.
. Everything are forbidden.
. Everything is going be forgotten.
. Everything that had is overheard remained a secret.
. | have not be given the money.
. It had not been knew for years.
. It are said that learning English is easy.
. South Florida and Hawaii has been hit by a hurricane.
. The battles for liberation had been fighted before the liberation of the Iron Curtain.
10. The best way will been found.
11. The money have not been given to me.
12. The picture is beeing lent to a famous museum.
13. The treasure must has been hidden.
14. Peter and Tom was hurt in an accident yesterday.
15. The thing could not been kept secret.
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12. Change from passive into active.
. 'Your test should be checked before handing in.
. He was offered a new bank loan by my cousin.
. Mobile phones are used by many young people.
. My wallet has been taken by Amanda.
. The packtes are being packed into the plastic boxes.
. Who was the prize won by?
. Harry is being questioned by the police.
. Will a new decision be made soon?
. My jewellery has been stolen!
10. The portrait was painted by an unknown artist.
11. I was told by my mum to get ready to the flight.
12. Has it been decided by the school authorities that Mr. Anderson will come back?
13. The form will have to be filled in.
14. She was found two weeks ago.
15. Where was he seen?
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13. Active or passive. Choose the correct tense.

. They often ... (listen t0) music.

. She ... (read) an e-mail at the moment.

. Houses ... (build) few months ago.

. Boys ... (play) soccer every weekend.

. This room ... (paint) blue now.

. Cricket ... (play) in Australia every summer.

I ... (give) a prize by president right now.

. We ... (do) our homework last Sunday.

. The report ... (complete) last Friday at 5 o’clock.

©ONOUTAWNE
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10. They ... (sing) a song yesterday at 5.00.

11. A letter ... (write) to her a month ago.

12. The bike ... (repair) at the moment.

13. You ... (see) dolphins here in two weeks.

14. The telephone ... (invent) by Alexander Graham Bell.
15. The electricians ... (test) the fire alarm yesterday.

14. Translate into English.

1. I1i nmutanHs 3a3BU4ail 0OrOBOPIOIOTHCA MICIS POOOTH.

2. baraTo OyauHKIB OyAy€ThCs B BallIOMY MICTi?

3. Yu 3Haere Bu, 1O 15 KHUra Oylia MmepekiiajieHa Ha aHrIidChKYy MOBY TUIBKH JBa
POKH TOMY?

4. MeHe MONPOCUIM JOMOMOITH MOMY 3aKIHYUTH II0 POOOTY CHOTOJ/IHI, TOMY S
MOBUHEH OYB 3aJIMIIIUTUCS B YCTAHOBI MICIsL POOOTH.

5. oMy MOXyTb JaTH XKypHAI Y TIOHEIINOK BPAHIIi.

6. Bam nmoka3zanm Bce, 1110 BU XOT1JIA HOJUBUTHCS?

7. Woro tpeba 3apa3 xe 3HaiiTH,

8. [Ipo 1eit ¢puibM 6araTo rOBOPATH.

9. Jlekuii I[TeTpoBa ciryxaroTh 3 IHTEPECOM.

10. Tpeba 3apa3 ke nmociaatu 3a ToBapuileM [BaHOBUM.

15. Translate into English.

1. CKilbKY pa3iB Ha JIeHb TOYIOTh puo? - IX TOyI0Th O/IMH pa3 B J€Hb.

2. Ko no6ynysanu anty mkomy? - Ii mo6yayBanu naTHaauaTh poKiB TOMY.

3. [Ty Bxke mpuHecnu? - Hi, 1i 3apa3 roTyroTh.

4. Konu BiZipeMOHTYIOT 110 10pory? - Ii OTPEMOHTYIOT [0 KiHIlg MicsLs.

. MeH1 BUOpa He cka3ajiu Mpo Ball Bi3HT.

. He Jixex? Moro uexaroTs.

. Bac xonu-HeOy b BUMIIH, SIK TIOBOJUTHUCS?

. JliTeil BIAOpaBUIIM CIIATH MEPE TUM, SIK TOYACBCS (LIbM.

. He Jlinna? - Tit 3apas noka3syioTs ii HOBYIO KiMHATY.

10. IIlock mOTPiOHO 3pOOUTH JJIS TIMX JIFOICH.

16. Translate into English.

1. Ha upboMy 3aBoji BUPOOJISIOTH CIIILCHKOIOCIOAAPCHKI MAIMHY. 2. YuTanbHUi 3ai
MIPOBITPIOETHCS YOTUPH pa3u Ha JeHb. 3. Lg ¢abpuka Oyna 30ynoBaHa AecsTh POKIB
tomy. 4. [ligpyunuku npogaBaTUMyThcs 3aBTpa. 5. Koau Oyno BumaHo 110 KHUTY. 6.
[t mamu yxpainchko-aHIITilchKMi cnoBHUK. 7. MOMy 3amponOHYBadH KBUTOK HA
KOHIIEpT. 8. Bam 3ammatats 3a 110 po6oTy 3aBTpa. 9. IM Hakasanu samummury 3am. 10.
Conpatam Oys10 Haka3aHo mepenpasuTics yepes piuxy. 11. I1 monpocunu 3acniBatu
IO TiCHIO e pa3. 12. MeHe 3amuTanu, 4d MU migemMo B tearp. 13. SIkmo MeHe
3aMHUTalOTh, g IM Bce po3kaxy. 14. [le nmuranns 3apa3 oOroBoproeTbes Ha 300pax. 15.
Komnu s 3aifmoB jo0 3aiy, e nuTaHHs 00roBoproBaioch. 16. MicT Oyio 3pyitHOBaHO,
nepm HiK MU npuOynu Tyau. 17. YuuTenb ckazaB, 10 Halll JUKTAaHTH BXKE
nepeBipeHi.
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INDIRECT SPEECH

. Change from direct into indirect speech.

. Roger remarked, "The waiter is in no hurry to serve us".

. Mary said, "My mother plays the piano very well".

. Mum said, "I have already calculated all the expense".

. Bob said, "You should read the instruction first".

. Liz said, "I don't like to sweep the floor".

. Alan said, "I'm going to take a shower".

. My colleague said, "The boss wants to see you immediately".
. The actress said, "l won't speak to the reporters”.

. She said, "l can't ride a horse".

10. Bess said, "I haven't sent the fax yet".

1. Granny said, "You must take several sandwiches with you".
2. Mr. Jones said, "My son never begs for money".

13. The teacher said, "You needn't do this exercise in writing".
14. Jerry said, "I'm finishing my composition now".

5. Joan said, "I looked through some fashion magazines yesterday".
6. The traveler said, "You should visit South America".

7. Our relatives said, "We enjoyed the play immensely"

8. Mary said, "l used to take dancing lessons at the club”.

19. He said, "I have always been fond of fishing".
20. My aunt said, "Polly was quite ill yesterday".

1. | told the nurse, "The doctor examined me a few minutes ago".

22. Pete said, "I seldom dine out".

23. John said, "I will be very busy tomorrow".

24. Sheila said, "I took the children to the Zoo yesterday".

25. The speaker said, "The economic situation is gradually improving".
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1
1
1
1
1

. Translate into English.

. Henci nomituna, mo Tex HIKOJIM HE pO3YMIE JKapTiB.

. beTTi cka3zana, 1110 BOHa NPUTJISIAE 32 BCIM, IO T1ETHCS Y JIOMI.

. XJIOMYUK BUTYKHYB, 10 aBTOOYC HAOIUKAETHCS.

. [Ipodecop ckazaB CTyIEHTY, 1110 TOW MOBUHEH MPAIIOBATH 1€ OlNIbIIIE.
. TaTo cka3as, 1110 BiH HE PO3YMIE€, JI0 YOTO 51 XHIIIO.

. Jlimych cka3aB, IO B HHOT'O 3aKIHYMIIMCS JTIKH.

. Bona ckazana, 1o He BMi€ TOTyBaTH CYII.

. Bi# He3a0BoOMIeHO MPOOYPKOTIB, 0 YEeKA€ MEHE BXKE T1BTOIMHH.

. XeJIeH cKazalia, 0 MOYHE MepeKsIaj] TUIbKU 3aBTpa.

0. Jlonbka cka3aja Mami, 1110 Ha CHIJIaHOK BOHA iJ1a BapeHe sSHIIe.

1. Cem ckazas, mo Oyze yekaTu MeHe 3aBTpa 3 3-0i 10 4-01 rOAMHH.

2. Mama ckazaina, 1110 3aBTpa 51 3MOXKY MOCIIaTH JIOBIIIE.

3. CTyeHT cka3aB BUKJIaJlaueBi, 1110 BiH 3aKIHYUTh KYPCOBY POOOTY /10 TTOHEIIIKA.
4. Cycin cka3zas, 1110 BiH 0a4uB, 1110 MU 3aKIHUYEMO Oy 1IBHUIITBO.
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15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
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Jlappi cka3aB, 10 KyNHB II€ aBTO MHHYJIOTO POKY.

Bin ckazas, 110, Ha 1acTs, 3apa3 HoMy HE MOTPIOHO MPOKHUIATUCS PaHO.

BoHa 3 ropmicTio cka3zana, mo i CHH 3aKiHYHMB IIKOJTY 3 BiJI3HAKOIO.

S 313HaBCH, M0 HIKOJU HE OYB y My3ei.

Mili asapKO CKa3aB, 10 3aBKIN Bi/IJIaBaB MepeBary curapam, a He CUrapeTam.
Jlinga cka3aia, o BOHH TOBAPHUINYIOTh 3 TUTHHCTBA.

EnH cka3ana, 1110 BOHa 3aBXKIU Mpisijia PO TaKy CYKHIO.

Bona mporrenoTiiia MeHi Ha ByX0, IIT0 MEHI MOTPIOHO 3a9ecaTucs.

Onyk cka3aB Ji1yceBi, 10 oMy MOJ00a€eThCs MPAIIOBATH Ha PepMi.

Bomna ckazana, 1o B4opa 3 Jpyroi 10 MIOCTOi TOJAWHY TMpalffoBajja y YNTATbHOMY

3ai.

25

. Bona ITIOsICHUJIA, IO HIOXA€ M'}ICO, 00 BOHO Mae€ III/IBHI/Iﬁ 3aliax.

Change from direct into indirect speech.

. She begged, “Let me go to the party”.

. The teacher said, “Open your books at page 10”.

. Mother said, “Hurry up, otherwise we’ll miss the train”.

The doctor said, “Take this medicine three times a day”.

. Granny asked, “Turn on the lights, please, it’s dark already”.

. The husband asked, “Give me something to eat, I’m starving”.
. The manager warned, “Be careful when speaking to him”.

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

. Mother said, “Don’t go out today, you’re coughing”.

. She advised, “Go to bed early if you want to feel better tomorrow”.
10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.

b

Mary commanded, “Wipe your feet and then come in”.

Mr. Brown said, “Don’t wait for the postman, he has fallen 1ll”.
The officer ordered, “Do your bed again™.

The secretary said, “Leave your application form here”.

The detective said, “Don’t lose sight of him even for a minute”.
The lab assistant said, “Add some more acid into the pipette”.
Mother said, “Stop crying, let me see your scratched knee”.
The child begged, “Mummy, buy an ice-cream, please”.

The teacher said, “Read louder if you want to get a good mark”.
The girl asked, “Don’t ask any questions now”.

Father said, “Take the dog out for at least five minutes”.

The receptionist said, “Fill in the form, please”.

22.
23.
24.
25.

4.

The doctor said, "Give up smoking before it's too late".

| asked the librarian, "Give me something about travelling, please".
She said, "It looks like rain, take your umbrella".

We suggest, "Let's arrange a picnic on Saturday".

Translate into English.

1. Miii cycin nmpaBopyd MOMPOCUB MEHE TIepenaTu Homy xiioa.
2. Cectpa mompocuiia MEHe He BIJKPUBATU BIKHO, TOMY III0 BOHA 3Mep3a.
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3.
4.
5.
6.
7.
8.
9.

10.

11

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.

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

10
11
12
13

252

Bona 65arana MmeHe He THIBaTUCS Ha HET Ta PO Bce 3a0yTH.

['enepan HakaszaB oinepam NpoOBECTH HABYAHHS.

Bpar 3ampononyBaB MeH1 IOMIHATHCS KIMHATAMH.

KoHaykTop monmpocuB moka3aTu KBUTKH.

[TpomaBers MOMPOCHB CIUTATUTH 32 KYTUICHE B Kacy.

Jlikap 3BeIiB MEH1 IPUITH HA TPUHOM HACTYITHOTO JHS.

Yuutenb mopaauB MeHi O1JIbIIIE YUTATH BTOJIOC.

Mama cka3zana MEeH1 KymuTH XJ1i0a 1 MOJIOKa TI0 TOPO3i 31 IITKOJIH.

. JlekaH 3BeINB MEeHI HEraiHO 3alTH 40 HHOTI'O B KaOIHET.

Canni nmorpocuiia MeHe, o0 5 0moMora il BUOpaT moJapyHoK Jisl MaMHu.
Takcuct nonpocus, MO0 MU TPIIIKK 3a4EKaIH.

balycs nonpocuina mene, o6 s 3aBapuiia yai.

Tpenep ckazaB ciopTCMEHY, 11100 TON paHillie JsraB CIaTH.

Bona nonpocusia MeHe He XBUIIIOBATUCS 1 BUCTYXATH 1i Ay>Ke YBaXKHO.
[IpoBiAHUK MOTPOCUB MPOBOJKAIOYNX BUNUTHU 3 BaroHY.

HauanbHuk Haka3aB MEH1 3/1aTH 3BIT.

YosoBik MOMPOCHUB, 11100 51 BUIIpacyBaja HOTro COpOUKY.

BuunTens 3anmponoHyBaB HaM OpTaHi3yBaTH €KCKYPCIIO.

S mompocuia ix He 0OroBOpPIOBATH PEICH31I0 Oe3 MEHE.

ITomiissHT MOMPOCHB CBIAKIB JIETAIBHO OMHUCATH 30BHIIIHICTD 3JIOYMHIIA.
Sl ckazana OpaToBi, 1100 BiH HE 3aTPUMYBaBCs JOII3HA.

@111 MOMPOCUB MEHE HE 3aII3HIOBATHUCS.

TaTo mopanuB MEH1 HABYUTHCS TpaTH B OACKETOOI.

Change from direct into indirect speech.

. Linda asked, “Are you looking forward to your trip?”’
. Jerry asked, “Do you feel better now?”’
. The dean asked, “Can you remind me about it tomorrow?”

My friend asked, “Shall I go to the post-office at once?”

. The hostess asked, “Would you like some tea?”

. The passerby asked, “Is it far from here to the market place?”
. Mother asked, “Did you see Jean yesterday?”

. Fred asked, “Have you been working at it long?”

. Lily asked, “Were you translating the whole day yesterday?”

. Sandy asked, “Do you really like semolina?”

. She asked, “Was it difficult to catch up with the others?”

. He asked, “May I use your phone?”

. My fiancé asked, “Are you thinking of your work again?” 14. Mother asked, “Did

the vegetables taste good?”

15
16
17
18
19

. The salesman asked, “Have you made your choice?”

. He asked, “Were you discussing it all meeting long?”

. Frieda asked, “Do I want too much?”

. The judge asked, “Have you finished the cross-examination?”
. Mother asked, “Are you sure you aren’t hungry?”
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20. Father asked. “Will you have come back by Saturday?”

21. The speaker asked, “Can everybody hear me well?”

22. The waitress asked, “Did you visit our café long ago?”

23. He asked, "Must they do all these corrections themselves?"
24. Granny asked, "Had they all come by your arrival?"

25. She inquired, "Have you brought the magazine?"

6. Translate into English.
1. Jlikap 3anuTaB, Y¥ 4aCTO B MEHE OOJIUTH TOPJIO.

2. Ilepexoxuii 3anUTaB, YU € AeCh NOOIN3Y Tele(oH-aBTOMAT.

3. Yuutenp 3anuTaB, 9M MPUKAIYTh HOTO OAaThKH HAa 0ATHKIBCHKI 300pH.

4. Mama 3anuTasna, 4 MOYMCTUIIA S OBOYI.

5. xoH 3anutaB Caijii, Y1 3rojHa BOHA 3 HUM OJIPY>KUTHUCH.

6. lupexTop KpamMHHIIl 3alMTaB MPOJABI, YA 10OpE pO3MPOIAIOTHCS KHUTU LIOTO
aBTOpA.

7. TaTo 3anmuTaB, Y 3yCTPIBCS 51 BYOPA 3 MPUATEIIEM.

8. Ex3ameHnaTop 3anuraB, Y TOTOBUH 5 BIJIIIOBIIATH.

9. babycs morrikaBuiIacs, 41 KyInuB s yCe, 1110 BOHA MPOCHUIa.

10. S 3anuTana y cectpu, 41 MOKHA MEHI YBIMKHYTH TEJIEB130D.

11. Konu st npuidiioB 1010My, MaMa 3amuTalia, Y¥ Ha BYJIUIll TTOTETUIIIIAIO.

12. JI>xrHa MoIiKaBUIacs, Y4 BCTUT S 3/IaTH TBIpP /10 A3BIHKA.

13. JluBnsurch Ha Oro po3matiiaHe BOJIOCCs, s 3alUTaB, YU PO3UICYETHCS BiH X04a O
1HKOJIH.

14. Cekperapka 3anuTania, Y4 NOBUHHA BOHA MIATOTYBATH Marnepy Ha MiIuC.

15. MeacecTtpa yBiiiuia 10 NaJiaTy 1 3anuTalia, 41 100pe BCi ce0e MouyBatoTh.

16. bankip momikaBUBCSA, YU 3pOCIH I[IHA HA 3€MJTIO 32 OCTaHH1A TUXK]ICHb.

17. KypnanicTka MOIIKAaBWIACS B apXe€oJIOTiB, YA JaBHO BOHU BEIYTh PO3KOIKHU
bOTO Kyprasy.

18. S 3anuTana y XiMuucTLl, Y4 OyZie MO€ 3aMOBJIEHHSI BAKOHAHO 10 3aBTpa.

19. Mu 3anurtanu aaBokaTa, Ui Mae€ Iie IKeCh BIIHOIIEHHS /IO HAIIO1 CIIPaBH.

20. S nuBUBCS Ha HET 1 IyMaB, UM CTpaB/ii BOHA TaKa HaiBHA, SIKOIO 3/1a€THCA.

21. Penaktop 3anuTaB, Y1 MOKHA HOMY BHUKPECIIUTH 31 CTATTI HETIOTPIOHE.

22. daHHI 3anyTaia HAC, YU HE XOTIIM O MM 3alHATHCS CBOIMHU CIIpaBaMH 1 JTaTH il
CIIOKIH.

23. 5 3anmTana mictepa CwmiTa, 4d 3aKIHYATHCS 300pH 10 MIOCTOT TOAMHH.

24. CaiiMOH TIOIIIKaBUBCSA, Y1 HE PO HHOTO I MPIO.

25. KiTTi 3anuTana, 44 He 3MOXKY s JOTIOMOI'TH il TIepeBE3TU Pedi Ha HOBY KBapTHUDY.

7. Change from direct into indirect speech.
1. The chairman asked, "How long do you intend to speak?"
2. The girl asked, "Where did you buy this wonderful doll?"
3. The friend asked, "How did you manage to make so much money in such a short
time?"
4. He asked, "Why are you so anxious about his departure?"
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5. My brother asked, "What else can you see through the window?"

6. Margaret asked, "Who knows what it means?"

7. The student asked the scientist, "How long have you been watching these birds?"
8. The policeman asked, "When did your driving licence expire?"

9. Mary asked Nancy, "Why are you wearing this funny dress today?"

10. The hostess asked, "Why won't you taste this meat pie?"

11. Jerry asked, "How much did Harry pay for his new car?"

12. Ann asked, "Where can | get any information on this subject?"

13. The customer asked, "Why is this computer twice as expensive as that one?"

14. Mrs. Fox asked, "How did you like his latest novel?"

15. One of the guests asked, "Where were these photos taken?"

16. She asked, "Why did he change so much? Has he been working too much lately?"
17. Mother asked her daughter, "Where did you learn it all from?"

18. Father asked angrily, "How could you fail your finals?"

19. Susan scolded her little sister, "Why didn't you take the dog out?"

20. He asked, "When are you going to see your family in the country?"

21. Lucy asked, "Where is he again? Has he gone on business again?"

22. My roommate asked, "Why have you been sitting over your textbook for so

long?"

23. She asked, "Where were you yesterday? | kept calling you the whole day, but
nobody answered".

24. He asked, "Why is Sam still working day and night? Hasn't he passed his exams
yet?"

25. My aunt asked, "How did you spend your last weekend?"

8. Translate into English.

1. Maru 3anuTajna cuHa, YoMy BiH J0CI BAOMa, SIKIIO YPOKH MoYajaucs Bxe 15 XBu-
JIMH TOMY.

2. 4l 3anuTana ii, YuM BOHA 3apa3 3aiiMa€eThCs.

3. 51 3anurana Keiit, XTO TO¥# I0HAK, IIIO CTOITH OIS BIKHA.

4. Orasgad 3anuTaB y roCTsl IPOrpaMu, YOMY B KpaiHi 3pocTae 0e3po0ITTs.

5. KoxHoro pasy, KOJIM s TPUXOJUB JI0 HHUX JoaoMy, cTtapa Micic CiMIICoH
3amuTyBaja y MEHE, 3BIJKH sl POJIOM.

6. BoHa 3anurana, ik s JUBJIIOCH Ha SIEYHIO 3 IIIMHKOIO HA BEUEPIO.

7. Bona 3anuTana MeHe, KO0 EJIEKTPUUYKOIO S KIDKY T0A0MY.

8. S He xoTina, mo6 MeHe PO3MUTYBAJIH, YOMY S TMIIIa 3 BEUIPKH.

9. BiH no11ikaBHBCS, YOMY MH TaK JIOBF'O pOOMMO PEMOHT.

10. [loiHO YBIMIIOBIIM 10 XaTH, BOHA 3allUTaja, KOJIH MPUXOIUB CAHTCXHIK.

11. MeHe 3anuTaiiy, BIIKOJIH s CTaja TaKOIO HEPBOBOIO.

12. B ankeTax 3aBXKI1 3alIUTyBajIOCh, IKM HaBUAJbHHUMA 3aKJIa]l BH 3aKIHUMJIH.

13. Vpanii BCi cyciau 3amuTyBaJid OJIMH OJTHOTO, YW coOaka BCIO HIY TaBKaB IiJl
BIKHAMU.

14. Bona noiikaBuiacs, CKUIbKU 4acy s BUTpaydaro Ha JOPOTY.

15. Ii roqvHHKMK 3ynMHMBCS i TOMY BOHA MOCTIHHO MUTANA, KOTPA FOIMHA.
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16. Bona He Moria 3po3yMiTH, Y4OMY CTABJICHHS 10 HET TaK 3MIHUIIOCS.

17. Bin 3anuTaB, HaBIiIO S [UIHHA IEHb CUDKY HAJl KPOCBOPIIOM.

18. 4 3arurTana y HbOTO, 7€ BiH TaK J0OpE HABYMBCS TOBOPUTH aHTIIIHCHKOK MOBOJO.
19. Komu 6 s i1 He 3ycTpija, BOHA 3aBXKAW B IEpIITy Yepry MHTana, sk s cebe
MOYyBaI0.

20. MeHne 3anuTany, YoMy s KUHYJIa 3aiMaTHCS] CTIOPTOM.

21. Xomyakuy 3anuTalid y MAChbMEHHUKA, 3BIJIKHA BiH 3HA€ TaK Oarato mpo 1HiaHIIIB.
22. Bona 3quBYyBajacs, 1o 5 He CIyXar OCTaHHI HOBUHHU.

23. BoHa 3anuTana y mBennapa, fe iif 3ymuHUTH MalluHYy.

24. 51 3anuTaB y IpyKUHH, K 1M BAAI0Cs AiCTaTH KBUTKH Ha IIEH CIIEKTaKJIb.

25. MeHe 3anuTaiy, KOJId MU TIOYHEMO €KCTIEPUMEHT.

9. Change from direct into indirect speech.

1. "Wait for him a little. He will be ready soon", John's mother said to us.

2. "Whom are you waiting for?", he asked them.

3. "l want to talk to you about this", said the boy's mother. "What's this?"

4. She said: "My grandmother hates leaving doors open".

5. "Do you think you always right?" she asked me.

6. "Is there something wrong with you?" my friend said to me. — "What can | do for
you?"

7."You told me to objective and that's what | do", said Mary to her mother.

8. Frank said to Jane: "l suppose nothing will change your decision”.

9. "Please, don't help him!" said woman. - "He can do it himself".

10. "Which of you is free now?" asked the teacher.

11. "Don't criticise your friend", said Nike.

12. Rita said to me: "What has mother told you to do today?"

13. "l can look after myself", said the old man.

14. "Why did you use the phone without asking?" said John.

15. "Don't fold back the pages of my book!" Frank said to Mary.

16. Mark said to me: "You have never been so insulted!"

17. "Do you think it's strange that he wants sleep on the floor?" Julie asked Tom.

18. "If | feel better, I will come to see you tomorrow", said Helen to me.

20. She asked me: "What are you planning for summer"»

21. "Don't smoke in the compartment”, asked the passenger.

22. "Why did you return home so late last night?" my mother said to me.

23. He asked Jane: "How long have you been waiting for your cousin?"

24. "I'm not paying for your lunch, Tom", said his friend. "'l haven't got any money".

25. She said to Mabel: "I've never heard anyone worse. He is a bad singer".

26. "When did they leave the country?™ he asked Helen.

27. Bob said: "I don't think it will happen™.

28. "'l won't eat until you give me some money", said the boy.

29. "What is that book in your hands?" he asked me.

30. "Please, let me go", she said.

31. "What do you think we will do on Sunday?" my son asked me.
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2. Paul said to me: "If he phones, tell him that | am not at home".

3. "Do you think that the doctors are good?" asked Lucy.

4. "Listen, Ann!" said her friend. — "I've met Boris with another girl".
5. "What's the weather like? Is it still raining?" asked my aunt.

6. "Don't be late. We will be waiting for you", they said to me.

7. "Do you believe him?" said the old lady.

8. "What is this play about?" said Tom to Mary.

9. Jenny's father said to her: "Stop talking!"

0. "Have you left a message on an answer phone?" | asked him. "

1. My granny said to me: "Turn off the radio immediately".

2. "Why hasn't Bruno finished the conversation?" said Ron.

3. She said to the policeman: "Can you show the right direction?"

4. "Get out of the car and don't move!" they told him.

5. "Do you think hole ozone layer will get bigger?" asked the scientist.
6. I asked my friend: “What did they tell you to do?”

0. Cross out the unnecessary word.

. Our friends told us that we had better to avoid the city center.

. Annabelle asked Tony where he was being going for his holidays.

. They asked me if | would like to buy her a gift and I said | would so.

. Paul suggested that they should to inform the police as soon as possible.
Rebecca told to her husband that the postman had delivered a parcel for him.
. The man wanted to know if where the nearest post office was.

. Melissa promised that to call us as soon as she reached Madrid.

. The teacher told us do not to make any noise.

Rhonda asked me that what | would like for my birthday.

0. He insisted on that we should tell the truth about the incident.

1. Find the mistake and correct it.

. They suggested to see the film.

. She asked me where was | going.

. Can you tell me what time is it?

. He told me to not touch the parcel.

| wonder why did he lie to me.

. The suspect denied to murder the young woman.
. They accused him to have committed the crime.
. She asked me where is the bank.

They asked me where was | going.

0. He told me to not touch the parcel.

2. Translate into English.

S 3anuTana, yu cripaB/i BCs iXHS pOAUHA IIOHEAUT XOAUTh J0 LIEPKBHU.
BoHa po3npaToBaHo 3anuTaina, HEBXKE s HE Uylo, 110 B ABEP1 J3BOHSTH.
4 3Ha10, YoMy BiH HE X04€ PO3IMOBIATH MEH1 BCI€I TpaB/Iy.
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4. BiH MO1IKaBUBCS, /16 MU 3a3BUYall TPAEMO y BOJICHOOII.

5. Bona nHakazana HaMm 3alHATHCS 001710M, a cama KyAHUCh IIILIA.

6. Bona 3anmrana, sik TOBTO 5 BJKE IITyKaio poOoTy.

7. 51 Gosimacst 3anMTaTH, K MPOUIILIIA OTIepaItisl.

8. Bona 3anmTana, sIK s IicTarocs 10 pOOOTH, KOJIH 3aIl3HIOIOCh.

9. Odinep Haka3aB coJIaTaM MiATOTYBATHCS J0 3yCTPidi KOMaHIUpa IOJIKY.

10. CtynmeHTu cKaszajid, IO OCTAaHHIM YacoM y HUX 3MIHWJIOCS TPH BHUKJIagada
aHTIIIHCHKOT MOBH.

11. Bin cka3aB, MO TyX€ BTOMHUBCS, TOMY III0 OCTAaHHIM YacoM MPAIllOBaB y HIYHY
3MiHY.

12. 4 nmyxe po3moTHIIacs HAa HBOTO 1 CKaszaia, 100 BiH HIIOB 1 OUIBIINE HIKOJH HE
OBEPTABCH.

13. Mawma 3anuTtana MeHe, YoMy s TIOBEpHYJIacs Tak Mi3HO, SKIO YPOKU 3aKIHUMITUCS
paHile, HiXk 3a3BUYai.

14. BoHa cka3aiia, 1o cTana 3a0yBaTy IMEHa JIFOJIeH, IKUX KOJIHMCH 3HaJIA.

15. Bona 3anWTania MEHe, Yd HE MPUTOTYIO S CHOTOJHI BEYEpI0, TOMY IO BOHA
CMEPTEIIBHO BTOMUJIACS.

16. BiH morikaBuBCS, IKMM BHJIOM TPAHCIIOPTY SI 3a3BUYAl KOPHUCTYIOCH.

17. Yapmi 3anuTaB, Jie s 3apa3 Mparioro.

18. Bona noBro posmoBijana HaM B yCiX JAeTajsaX, sIKy aBapilo BOHa Oaunia Ha
MepexpecTi.

19. Bona 3po0uiia BUTJIS, 110 BIIEPIIIE HOTO OA4HTh, i HE CTajga 3 HUIM PO3MOBIIATH.
20. YV npuiiManbH1 MEHI CKa3aju MoYeKaT, TOMY IO JIiKap caMe OTJIsiIa€ MallieHTa.
21. MeHi 3aBXKIM XOTIJIOCS 3HATU, CKUIBKM 4Yacy BOHA 3a3BUYail BUTpaya€e Ha CBOIO
3a4iCKy.

22. Bona 3amnurana, XTO MOXKe TMTO3WYUTH 1l TPOXH TpoIIeH 10 3aBTpa.

23. Bona 3amnurana, 4omy s 3aBXIH M031Xa0.

24. Komu wmictep XaJCOH 3amuTaB, /€ IOKOiBKa, MOMY TOSICHWJIM, IO BOHA
PO3KJIaJIa€ YUCTY OUIN3HY.

25. BoHa 3aBx/I pO3MUTYBaJa Mpo BCe, M0 TPAMTUAIIOCS 31 MHOTO 3a JICHb.
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CONDITIONALS

1. Put the verb into the correct form.

1. If it (to rain) we’ll have to stay at home.

2. If he (to work) hard he would have achieved great progress.

3. Ifitis not too cold I (not to put) on my coat.

4.1 (to write) the composition long ago if you hadn’t disturbed me.

5. If he (not to read) so much he wouldn’t be so clever.

6. If my friend (to be) at home he will tell us what to do.

7. If he weren’t such an outstanding actor he (not to have) so many admires.

8. If you (to give) me your address I’ll write you a letter.

9. If she (not to be) so absent-minded she would be a much better student.

10. If my sister does not go to the south we (to spend) the summer in Kyiv together.
11. If they (not to go) to Lviv last year they would not have heard that famous
musician.

12. If you (not to get) tickets for the Philharmonic we’ll stay at home.

13. If you were not so careless about your health you (to consult) the doctor.

14. If she (to ask) me yesterday I’d certainly have told her all about it.

15. If you (to do) your morning exercises every day your health would be much
better.

16. If he (to be) here now, he could give you a good advice.

17. He wouldn’t have been so upset if Susan (to write) to him earlier.

18. If I (to work) at this firm, I’d earn more.

19. If she (to fail) in her present job, she could think about another one.

20. If he (to know) that Chinese was going to be so difficult, he would never have
started to learn it.

21. If father (to manage) to repair his car, he could have driven us to Kyiv.

22. If they (can have) some more lessons, they could improve their pronunciation.
23. If Emma (to know) the clue, our team could solve it.

24. If | offered them money, they (to stay) here?

25. If she (to borrow) your book, she might return it.

26. Tell us if there (to be) anything wrong.

27. If | (not to be) in the bathroom, | would answer the call.

28. We wouldn’t have gone to this party if we (to know) the truth.

29. He might have heard the news if he (not to turn off) the radio.

30. If Sally (to have) spare time, she could pay you more attention.

31. If I lived in France, | (to speak) French well.

32. If they (to lock) the doors, the burglars wouldn’t have got in.

33. We (to have) a party, if Alan passes his driving test.

34. 1 (to give) John your message if | should see him today.

35. They (not to have) any money if their cousin hadn’t lent them some.

36. Those plants (not to grow) if you don’t water them. =

37. 1 would buy that bag if it (to be) cheaper.

38. If she (to open) the letter, she would have been surprised.
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39. If I (to know) the result now I would phone her immediately.
40. If you had let me know yesterday | (to bring) you my book.

2. Analyze sentences 1 — 10 and find the ending for each one from the list a - o.
1. Had Tom studied the English language well enough when he was at school
2. The English proverb says that you can take the horse to the water

3. If I told him that you would come tomorrow

4. Discovering that he had a talent for music

5. The teacher gave the pupil his book

6. However hard he might try, he will

7. The first part of the work having been completed

8. It was raining all day yesterday

9. The morning being very cold

10. If I went to the cinema with you today

a) but you cannot make him drink.

b) Nick put on his hat and overcoat.

c) never be at the head of the class in the competition.

d) and you can make him drink.

e) the shop assistant gave up his job to become a professional singer.
f) he will be very glad.

g) he would be glad.

h) they publish the results in the form of an article.

1) the results were published in the form of an article.

J) and children are at home.

k) the children had to stay indoors.

1) I should not be able to finish my composition.

m) he would have been able to read any book without a dictionary.
n) so that he may learn the poem.

0) so that he might learn the poem.

3. Put the verbs in brackets into the correct tense.

1. A: lwish | (play) a musical instrument.
B: You should take lessons.

2. A: If only the wind (stop) blowing so hard.
B: Yes, it’s very windy today, isn’t it?

3. A: 1 wish John (come) with us.
B: Sodo I. He would have really enjoyed it.

4. A: Paul, I wish you (stop) making so much noise.
B: Sorry, I'll try.

5 A: lwish (study) more when | was at school.
B: It doesn’t matter now. You’ve got a good job.

6. A: lwish | (be) young again.
B: So do I. We had some good times back then.
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7. A: lwish | (not/speak) to Jane like that.
B: Don’t worry. I’m sure she’ll forgive you.

8. A: Ifonly Bob (call) me.
B: Well, he promised to call today.

9. A: I’m exhausted. I wish I (do) some of the housework yesterday.
B: Sorry I wasn’t here to help you.

10. A: 1 wish you (make) less noise when you come in.

B: It’s not my fault. The door squeaks when you open it.
11. A: Are you going to your school reunion party next week?
B: No. | wish | (go) because | would like to see everyone again.

3. Rephrase the following sentences using the beginnings given.
1. You’d better see a doctor.

If

2. He won’t help you if you don’t ask him.

Unless

3. Take your medicine, otherwise you won’t get better.

If

4. You won’t make any spelling mistakes provided you use a dictionary.
If

5. If you park here, you’ll be fined $20.

Don’t

6. You’d better confess your crime.

If

7. She went home early because she was exhausted.

If

8. You won’t understand the story unless you finish the book.
If

9. She can’t go out if she doesn’t promise to be back early.
Unless

10. The bee won’t sting you as long as you stay still.
Provided

4. Translate into English.

1. 51 non3BOHIO TOOI, SKIIO MATUMY Yac.

2. SIK1Io 1151 CYKHSI KOIITYBaTUME HAATO AOPOTO, 51 KYIUIIO 1HIITY.

3. Jlikapi gonomoriu 6 To01, IKOM TH CIIyXaB IXHI pEeKOMEH/IaLlli.

4. Slx6u 11 4oJI0BiK OYB TYT, BOHA Oy’a O 11acIUBOIO.

5. Mu ninum 6 Ha Ty BeUipKy, AKOM 3HAMIIUIM HAHBKY I MaJloKa.

6. SlkOu BiH CKJIaB OCTaHHI{ ICIIUT, BiH BCTYNUB OU J0 YHIBEPCHUTETY. AJjie [OTO HE
CTaJIoCH.

7. SIxkmmo s Oyny BIIbHUHM 3aBTpa BBEUEpI, 5 My 3 BAMU J0 HIYHOTO KITyOy.
8. SIkOM BIH XOTIB, BIH MII OM 0araTo 4oro JOMOI'THCS.

9. SIx6Gu TH BUYMJIACh TOPIK CTAPAHHO, TH O YCHIIITHO CKJIajia iCIIUTH.
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10. S0 BU HE MOJJIETE KBITH, BOHU 3aCOXHYTh.

11. SIxOu BoHa He XOTi1a TeOe OaunTH, BOHA He TeraedoHyBaja 0.

12. Bin, 3Bu4aitno, BiAOBIB Ha TeaedOHHUN I3BIHOK, SKOU OyB BIoOMa BUOpa.

13. 51 6yny panuii sIKIIO BU IPUHMETE MO0 ITPOTIO3HIIIIO.

14. S1xOu s maia Guble yacy, st 6 13 3aI0BOJICHHIM XOJIUjIa JI0 TeaTpy.

15. Sdkmo Bac IIKaBIATh TYMaHITapHI HAayKH, BaM CJiJl BCTYIIUTH JO HAIIOTO
YHIBEPCUTETY.

16. SIxkmo G6ap Oyme HAaTO JFOHUM, MU TEMO B THIITHIA.

17. 1o Tu pobutrmer, AKIIO Takci He mpuiiae?

18. SlkOu BoHa MpalroBaia HaMoJETIMBIIIE, BOHA O 3apobsiia OibIie.

19. Slx6u mu manu 4dac, st 6 Mir po3kazaTtu ToO1 OinblIIe.

20. [ITo 6 BoHM poOuiH, IKOW 51 HE TTO3WYUB IM BUOpPA TPOIIICH?

21. SIx6wm 51 3ycTpiB 11 paHiiie, s 6 OapyKUBCS 3 HEIO, 51 HE 3 Mapiero.

22. Slkiio Bu BigMOBHUTECS BiJ] pOOOTH 3apa3, BaM HIKOJIM OUIbIIE HE TPAIUThCS Taka
OJIMcKy4a Haroja.

23. SxOu BiH mpaItoBaB, HoMy O He JOBEJIOCS MOCTIHHO MPOCUTH TPOIII Y MaTepi.
24. 5sIx6u B MmeHe OyB yac BUOpa, 51 O MpUHIILIIA paHiIIe.

25. 51 He mity Tyau, SIKIIO JTOII HE MPUITUHUTHCA.

26. SkOu s He Oyna yienadoro, st O BUMIIacs Ha «BIMIHHOY.

27. AxOu Tu npuidliia Ha BOK3aJl JB1 TOJAUHU TOMY, TO 3yCTpina O ioro.

28. S moroBopro 3 HUM PO IIe, AKILO 3YCTPIHY HOTO.

29. Sxuio Bu OyzeTe MpamoBaTH HAMOJIETIMBO, TO 0 KIHIS JHS 3aKIHYUTE poOOTY.
30. SAx0u s 3ycTpiB T€OE AECATH POKIB TOMY, MO€E KHUTTS CKJIaj0cs O 1HAKIIIE.
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