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Introduction
Учебное пособие “ Business English” предназначено для студентов неязыковых вузов всех специальностей, изучающих деловой английский язык. Пособие составлено на основе аутентичных материалов английской и американской периодической печати, характеризуется постепенным возрастанием уровня сложности языкового материала и может быть использовано как для аудиторной работы, так и для самостоятельных занятий английским языком всех, кто интересуется менеджментом, экономикой, а также по роду деятельности связан с иностранными партнёрами.

Целью учебного пособия является совершенствование навыков чтения и перевода текстов, содержащих основные термины по различным темам делового английского языка. Предполагается использование изученного материала в устных монологических и диалогических высказываниях и в письменной форме: умение вести деловую корреспонденцию, заполнение таможенных деклараций, различных анкет, оформление гостиничного бланка - заказа, написание резюме.

      Структурно пособие состоит из 6 разделов: “Formalities”, “Around the world”, “At the office”, “Information Exchange”, “Topics for reading and discussions”, “Appendices” и построено по тематическому планированию. 

      В сборник включены образцы телефонных разговоров, контактов на таможне, в аэропорту, на вокзале, в гостинице, большое количество речевых образцов по построению деловых писем, факсимильных сообщений, оформлению запросов и претензий. Предлагается большой перечень терминов по маркетингу, по заключению и выполнению контрактов, сделок и другим формам делового сотрудничества.  
Unit 1. Formalities

Greetings

I. Speech Patterns. Read and learn them by heart:     
1.Good morning   ( until 12 p.m.)

   Good afternoon (until 5-6 p.m.)

   Good evening   (until 10-11 p.m.)
(formal)

2.Hallo/Hello/Hi (informal)
- Привет!

3.How do you do?
- Здравствуйте.

4.Hello, how are you?
- Здравствуйте, как поживаете?

5. How are you getting on?
- Как поживаешь?

6. How is life treating you?
- Как у тебя жизнь?

7. How are things with you?
- Как твои дела?

8. What a pleasant surprise!
- Какой приятный сюрприз!

9.(I am ) very well, thank you.
- Спасибо, хорошо.

   Fairly/quite well
- Довольно хорошо.

   Fine
- Прекрасно.

   All right




    - Всё в порядке.

   Not too bad!                                          - Неплохо.

   Not very/ too well, I’m afraid               - Боюсь, не очень (хорошо).

   Real bad                                                - Хуже некуда.

   A bit tired, other wise all right             - Немного устал, а так всё в    

                                                                   порядке.

   So-so                                                    - Так себе.

   More or less all right.                           - Более- менее…

   No complaints.                                     - Не жалуюсь.

   Nothing to boast of.                              - Хвастаться нечем.

   Life is going its usual way.                   - Жизнь идёт своим чередом.  

10. And how are you?                              - А как вы себя чувствуете?       

11. What’s the matter?                             - В чём дело? ( Что случилось?)

12.Excuse my being late.                         - Извините за опоздание.

13.Excuse my disturbing you.                 - Извините за беспокойство.

14.Excuse my butting in.                         - Извините, что перебиваю вас.

15.I was delayed by the traffic.                - Меня подвёл транспорт.

16.Never expected to meet you here.       - Никогда не ожидал встретить 

                                                                    тебя здесь.    

17.That’s what I am going to...                - Именно это я и собирался  

                                                                   сделать.  

18.It’s a long time since I saw you last.   - Я давно вас не видел.

19.I’ve just returned from...                     - Я только что вернулся из… 

20.I am sorry to hear it.                           -Я очень огорчился,услышав это.  

21.I am very tired.                                    - Я очень устал.   

22.I am eager to help them.                     - Очень хочу им помочь.

23.I wish you a speedy recovery.            - Желаю тебе скорейшего    

                                                                   выздоровления. 

II. Read and translate the dialogues. Dramatize them:
1. - Good morning, Mike!

    - Good morning, Bob!

    - How are you?

    - Fine. Thanks. How are you?

    - Very much the same. Thank you.

2. - Good afternoon, Miss Bright!

    - Good afternoon, Mr. Forbes!

    - How’s life?

    - No complaints. Thank you. How are things with you?

    - Nothing to boast of. Thanks.

3. - Good evening, Mrs. McDonald!

    - Good evening, Mr. Crooke!

    - How is life treating you?

    - Life is going its usual way. How are you getting on?

    - I am doing fine. Thank you.

    - Glad to hear it.

4. - Hello, everybody!

    - Hello, Peter!

    - Excuse my being late. I was delayed by the traffic.

    - Never mind.

5. - Hi, Helen!

    - Hi, Peter! 

    - It’s a long time since I saw you last.Where have you been all this time?

    - I have just returned from Canada.

    - Was it a business trip?

    - Exactly.

    - Was it successful?

    - I am afraid not.

    - Sorry to hear it.

III. Translate the dialogues into English :

1. - Добрый вечер, г-н Брук !

    - Добрый вечер, г-н Файн !

    - Как поживаете?

    - Спасибо, хорошо. А вы как?

    - Не жалуюсь. Спасибо. Я только что вернулся из Франции.

    - Это была деловая поездка?

    - Да. Она была успешная.

    - Рад это слышать.

2. - Неужели это Фред!

    - Привет, Роберт. Какой приятный сюрприз!

    - Никак не ожидал здесь встретить тебя.

    - Мир тесен. Как поживаешь?  (It’s a small world)

    - Всё так же. А ты?

    - Не жалуюсь, спасибо. Как твоя семья?

    - Хорошо, спасибо. Как твои?

    - У меня болеет жена.

    - Могу ли я чем-либо помочь?

    - Боюсь, что нет.

    - Сожалею.

IV. Read the dialogues and reproduce them.

1. - Why, if it isn’t Richard!

    - Hi, Bob! What a pleasant surprise!

    - Never expected to meet you here.

    - This is a small world!

    - What are you doing in this restaurant?

    - You see, we are celebrating my wife’s birthday.

    - Many happy returns of the day to her!

    - Thank you.

2. - Good evening, Miss McDail!

    - Good evening, Mr. Twist! 

    - You look upset. What’s the matter?

    - I am very tired.

    - You should take a holiday.

    - That’s what I am going to do.

V. Test.
1. Fill in the gaps in the sentences and translate them:

 1). How are you ... on?                                  1). delayed

 2). I was ... by the traffic.                              2). matter   

 3). What a pleasant ...!                                  3). late 

 4). Never expected to ... you here.                4). recovery

 5). What’s the ...?                                          5). getting

 6). I wish you a speedy ... .                           6). meet

 7). There is nothing to ... of.                         7). boast

 8). Excuse my being ... .                               8). surprise

 9). I’ve just ... from.                                      9). eager

10). I am ... to help them.                              10).returned

2.Find Russian equivalents to the following English sentences:

1). Life is going its usual way.           1).Всё это время он занят.

2). Excuse my butting in.                   2).Не жалуюсь.

3). It was a business trip.                    3).Поздравляю её с днём рождения!

4). No complaints.                              4).Извините, что перебиваю вас.

5). How are things with you?             5).Это была деловая поездка. 

6). He has been busy all this time.     6).Именно это я и собирался 

                                                                сделать. 

7). I wish her many happy returns      7).Счастлив встретиться с вами.

     of the day.

8). I am sorry to hear it.                      8).Жизнь идёт своим чередом.

9). That’s what I am going to do.      9).Я очень огорчился, услышав это. 10).I am happy to meet you.              10).Как твои дела?

VI. Working in pairs.  Compose your own dialogues.

Getting acquainted

 I. Topical vocabulary. 

                            1. Forms of Address:

1. First name

 - to friends

2. Mr Brown                     - to a man we don’t know well

    Mrs Brown                    - to a married woman we don’t know well

    Miss Brown                  - to a girl or unmarried woman

3. Sir                                 - to a man who is clearly older/more senior

                                          - to an officer in the armed forces    

                                          - as a title, followed by the first name

                                          - used by shopassistants, waiters, policemen

                                          - by schoolchildren to their men-teachers

                                          - polite form of address to a stranger

4. Madam                          - used by shopassistants, waiters

                                          - rarely used to address a stranger

                                            (more usual “Excuse me, please”)

                                          - not used to address a woman-teacher

5. Miss, Mrs                      - to a woman-teacher

  (plus surname is used)          

6. Doctor (alone)               - to medical practitioners

7. Doctor Brown                - to a person with a degree

8. Professor                        - to a university professor

  (with/without surname)

9. Ladies and Gentlemen   - to an audience

10.Officer                           - to a policeman

11.Waiter, Porter,               - to a person of certain occupation

     Nurse 

2. General:

1. get acquainted with smb                   - познакомиться с кем-либо
    (become acquainted with smb;

    make smb acquaintance;

    make the acquaintance of smb)

    acquaintance(n)                                 - знакомый
2. have a nodding acquaintance            - только раскланиваться с к.-л.

    with                                                     (не быть лично знакомым)

    nod (v)                                               - кивать                                    

3. introduce smb to smb                        - представить кого-либо

    be introduced to smb                         - быть представленным к.-л.

    introduce oneself                               - представиться 

4. meet (v) smb                                     - познакомиться с кем-либо

5. address (v)                                         - обращаться к кому-либо

6. know smb                                          - быть знакомым с кем-либо

    know by sight                                    - знать в лицо
7. letter of introduction                         - рекомендательное письмо
8. visiting (calling) card                        - визитная карточка
9. shake hands                                       - пожать друг другу руки

10.spell (one’s name)                            - назвать по буквам

11.friend                                                - друг
     close (intimate) friend                      - близкий друг
     bosom friend                                    - закадычный друг
     make friends with smb                     - подружиться
     make friends again                           - помириться
12.make a friendly chat                         - поболтать
13.colleague                                          - коллега                    

3. Useful Phrases:

1. Have you met...?                                - Вы знакомы с …?

2. I don’t think you’ve met...                 - Боюсь, Вы не знакомы с …                   

                                                                  (вы ещё не встречались с …)

3. Allow me to do the                            - Разрешите Вас познакомить
    introductions.                                        (представить друг другу)

4. Allow me to introduce you to...         - Разрешите Вас познакомить  с…                  

5. May I introduce Mr./Mrs. ...              - Разрешите представить Вам ...              

6. I’d like to introduce you to...             - Я хотел бы познакомить Вас с...

7. I’d like you  to meet...                        - Мне хотелось бы познакомить

    I want you to meet...(less formal)         Вас с…

8. This is...                                              - Познакомьтесь, это …
    Meet... (informal)

9. Be acquainted, please...                      - Познакомьтесь, пожалуйста…  

10.Introduce me to..., please.                 - Представьте меня…,пожалуйста
11.May I introduce myself.                    - Разрешите представиться.

     Let me introduce myself.       

12.This is a pleasure, Mr./Mrs...            - Очень приятно.

13.Glad/pleased/nice to meet you.         - Рад с Вами познакомиться.

14.Delighted to meet you.                      - Счастлив с Вами 

     I’m very pleased to meet you.             познакомиться.

15.We’ve met before?                            - Мы уже знакомы?

     Haven’t we met before?

16.We’ve already been introduced.        - Нас уже представили др.другу.

17.Could I have seen you                       - Мы уже встречались, не так ли?

     somewhere?

18.I fancy I’ve met you before.              - Мне кажется, что мы уже

                                                                  где-то встречались. 

19.Your face seems (so)                         - Ваше лицо мне знакомо.

     familiar (to me).

20.Your name sounds familiar.              - Я о Вас слышал.

21.I’ve heard your name many times.    - Мне о Вас говорили.

     I’ve heard so much about you.  

To start a conversation you may ask a question such as:

    What is your name?

    What is your surname?

    Where do you come from?

    What is your occupation /trade /business?

    Is this your first visit to...?

    Have you been here  /to...before?

    Have you visited /seen...?

    How do you like our...?

    Are you enjoying...?

    Are you finding interesting /useful...?

    What do you think of...?

II. Introductory text.  Read and translate:
    When people in the US have a company or when they’re invited to formal or informal get-togethers, they usually make a point of trying to make others feel comfortable and relaxed. On the whole, they tend to be informal.

    Men shake hands, but usually only when they’re introduced. Male friends and business associates who haven’t seen each other in a while may shake hands when they say hello. Women usually don’t shake hands when being introduced to each other. When a woman and a man are introduced, shaking hands is up to the woman. Americans rarely shake hands to say good-bye, except on business occasions.

    Handshaking is rather rare in Britain as well, but it is a correct thing to do on the Continent. When an Englishman passes a friend in the street he only touches his hat. He doesn’t shake hands when he stops to talk. 

    At parties, interviews and other formal and informal situations you meet people you haven’t met before and have to introduce yourself to them, or they introduce themselves to you. You also have to introduce people you already know to one another.

    Here are a few rules of introduction which are useful to remember:

          1. men are introduced to women;

          2. young people to older ones;

          3. old friends to newcomers;

          4. a young girl to a married woman;

          5. women are never presented to a man. 

III. Vocabulary exercises.  Read and translate the text:
                                       They Meet Again
       (abridged from "Morning, Noon and Night" by Sidney Sheldon)
    As they approached the front door it opened, and Clark, the butler, stood there. He was in his seventies, a dignified, capable servant who had worked at Rose Hill for more than thirty years. He had watched the children grow up, and had lived through all the scandals.
    Clark’s face lit up as he saw the group. "Good afternoon!"
    Kendall gave him a warm hug. "Clark, it’s so good to see you again."
   "It’s been a long time. Miss Kendall".
   "It’s Mrs Renaud  now. This is my husband, Marc."
   "How do you do, sir?"
   "My wife has told me a great deal about you."
   "Nothing too terrible I hope, sir.
   "On the contrary. She has only fond memories of you."
   "Thank you, sir." Clark turned to Tyler. "Good afternoon, Judge   Stanford."
   "Hello, Clark."
   "It’s a pleasure to see you, sir."
   "Thank you. You’re looking very well."
   "So are you, sir. I’m so sorry about what has happened."
   "Thank you. Are you set up here to take care of all of us?"
   "Oh, yes. I think we can make everyone comfortable."
   "Am I in my old room?"
   Clark smiled. "That’s right." He turned to Woody. "I'm pleased to see  you, Mr. Woodrow. I want to … "
   Woody grabbed Peggy’s arm. "Come on," he said curtly. "I want to get freshened up."
   The others watched as Woody pushed past them and took Peggy upstairs.

1. Comprehension questions:
1).  Who are talking?
2).  How are they related to each other?
3).  Why did Kendall want to be called Mrs. Renaud?
4).  What is Clark?
5).  What is Tyler?
6).  Why does Clark address Tyler "Sir"?

2. How would you address the following people?
1).   your aunt Mary Smith
2).   a friend of your own age (Sandra Robinson)
3).   Sandra’s father/mother
4).   a university professor  (Richard Hage, 1st meeting)
5).   a girl of 17 not married (Sandy Abbot)
6).   a stranger of 27/70
7).   your English teacher
8).   your doctor (George West)
9).   director of the Company you work for
10). an older colleague (Paul Franklin)
11). an elderly woman in the street
12). a married woman of 35 (Judy Forsyte)

3. Insert a suitable form of address:
1).   " ... could you tell me the quickest way to the railway station?" (to a

stranger).
2).   " ... it hurts here...." (to your doctor Alan Price during the examination)
3).   "How nice to see you again, ..." (to an old friend of yours)
4).   "Will you come in and sit down, ... . Mr. Green will be with you in 5    minutes." (a visitor, Michael Black)
5).   "...I wonder if you could find time to read my paper" (to a university   professor, William Greenpiece)
6).   "I’ll call you back as soon as I find the book, ..." (to your older colleague, Alice Blackboot)
7).  The chairman introduces the lecturer to the audience "..., I have great pleasure in introducing Professor Robinson from Chicago University" (to an audience).

4.  Make up sentences using one item from each column. Make sure that all the items are of the same degree of formality. Being   introduced start a conversation.
	Ladies  and                                                   
Gentlemen ;                        
Father ;                   Mr.Brown ;            Mrs. Miller ;

Peter
	                               May I introduce             Let me introduce 

I’d  like you to meet                         Let me introduce myself.           
	a friend of mine, Tom Sweet;
your guide ;
our new personnel manager ;                               my brother, John ;

our managing director, Mr.                             Roberts ;                                                    our new colleague, Jane Small


5. Fill in prepositions or adverbs where necessary:
1).  I am not acquainted ... Mr. Jones, could you introduce me ... him. I would like to make his acquaintance.....
2).   He greeted ... me ... a smile.
3).   The chairman introduced the lecturer ... the audience.
4).   It was necessary to make introductions ... all round. There were many people present at the party.
5).   ... further acquaintance 1 found out that he is a very difficult person to deal ... .
6).   Remember me ... your mother. She is such a nice person.
7).   Give my kind regards ... your sister. I haven’t seen her ... ages.
8).   How are you getting...? — Not too bad, thank you.
9).   Fine, thanks. What ... you? — Oh, more or ... the same ... usual. And how are things ... you?
10). Hallo, Mary. How’s life? — A bit hectic ... the moment. I’am very busy ... work now and ... I’ve got my cousin staying ... me.
11). Your name has slipped ...  my mind.
12). You take me ... somebody else.

IV. Dialogues
1. Read the dialogues and dramatize them in class:
1).- Can you do me a favour, Jim? Would you mind introducing me to 

       Miss Jones?                                                                 
    - Oh, yes, with pleasure, though it’s rather strange you don’t know     

       each other yet.
    - I just didn’t have a chance to get acquainted with her. Is she a nice   

       girl?
    - Yes, of course, and she has a very nice dog. 

 2).- Harry, have you met Mr. Grey?
     - No, we haven’t met.
     - Come along then, I’ll introduce you to him, if you like.
     - With pleasure.
     - Mr. Grey, I should like to introduce Mr. Smith, a friend of mine.
     - How do you do, Mr. Smith? Pleased to meet you.
     - How do you do, Mr. Grey? I’m very glad to know you. 
 3).- James, may I introduce Henry Brown? Mr. Smith, this is Henry 

        Brown. You are sure to have plenty to say to each other.
     - How do you do, Mr. Richardson?

     - How do you do, Mr. Brown?

        (They shake hands) 
 4).- I’m sorry. Are you acquainted? No? Harry, this is James Richardson.

       Mr. Richardson, Harry Smith.
     - How do you do? I’m so glad to meet you.
     - How do you do? I’m so pleased to have made your acquaintance,

       Mr. Smith.  

2. Make up a dialogue using the  following variations:

  1). - Hallo, Nick, here you are!             Glad to meet you!
                                                                I'm glad we've met.
                                                                Nice to see you
                                                                It's good to see you again
       - Cheerio! Glad to see you too .

  2). - How do you do, Mr. West?           Pleased to meet you!
                                                               Glad to meet you!
                                                               Haven't seen you for ages!
       - How do you do, Peter?

  3). - How  are you?                        - Thanks, fine!       How are you?

                   are you getting on?                      so-so
                   are things?                                  as usual
                   is life?                                        pretty  well
                   is your mother?                           not too bright
                                                                          not bad

                                                                          could be better

  4). -Well, good-bye.   Many kind regards to your sister! - Thanks, I will

                                     Remember me                                by all means.
                                     My love                                         Good-bye!
  5). - So long!              See you later!                            -  Cheerio!
                                      the day after tomorrow
                                     on Monday
                                     during my next visit to France

  6). - Nora, meet my    friend ,  Jack.                  - How do you do, Jack?
                                     classmate

                                     fellow student

                                    brother

                                    colleague 

   7). - Miss Jane! Allow me to introduce          Mr. Fox to you!
                                                                          our managing director

                                                                          our department head 
        - How do you do, Mr. Fox?                      Pleased to meet you.
                                                                         Happy to meet you.

                                                                         It's a pleasure to make

                                                                         your acquaintance. 

   8). - Mr. Hopkins,           - That’s right.         That's me.

           I guess?                                             It's my name.

   9). - I beg your pardon.                     I seem to know your face.
                                                            I saw you somewhere.
                                                            I bet I know your name.
                                                           Your name has slipped from my mind..
        - I am sorry, you take me for somebody else.

3. Expand the situation introduced by the opening  sentences:

   1). - How do you do, Mr. Jones?
        - How do you do, Mr. Hardy?
        - Sit down, please. What can I do for you?
   2). - Good morning, Mrs. Garland.
        - Good morning, Mrs. Davis. How are you today?
        - I’m quite well, thank you.

   3). - Morning, Frank.
        - Hallo, Jim. How are you getting on?
        - More or less all right, thanks, and you?

   4). - Hello, Charles.
        - Hello, Dick, lovely day, isn’t it?
        - Absolutely wonderful... 
4. Translate the dialogues into English:
1).- Господин  Джонсон,    разрешите представить Вам господина

      Смирнова.
    - Здравствуйте, господин Смирнов.
     -Здравствуйте, господин Джонсон. Бернард Грей недавно рассказывал мне о Вашей последней работе. Это чрезвычайно интересно.

2).-Не могли бы Вы представить меня господину Томпсону из Британ​ской делегации?
    - С удовольствием. Господин Томпсон, разрешите Вам представить господина Петрова из Российской делегации.
    - Очень рад, господин Петров.
    - Здравствуйте, господин Томпсон.

3).- Вот идет Билл. Ты его знаешь? Он один из моих лучших друзей.
    - Нет, я его никогда не встречал.
    - Хочешь с ним познакомиться?
    - Конечно.

    - Привет, Билл. Как твои дела?

    - Неплохо, спасибо. А как твои?
    - Спасибо, прекрасно. Знаешь, Билл, я  хочу  познакомить  тебя  с
       Гарри. Он один из моих старых друзей.
    - Здравствуйте!
    - Здравствуйте!

4).- Добрый день, господин Хилл. Хороший день, не правда ли?
    - Чудесный день! Как Вы себя чувствуете?
    - Хорошо, спасибо. А Вы?
    - Сегодня лучше, благодарю Вас. До свидания.
    - До свидания, был рад с Вами повидаться.

5).- Здравствуйте, господин Блэйк, пришел с Вами попрощаться.
    - Добрый день, господин Иванов, Вы уезжаете?
    - Да, возвращаюсь домой. Я закончил свою работу здесь.
    - Как жаль, Вы нам очень понравились.
    - Спасибо, Вы очень добры. Всего хорошего.
    - Передайте привет Вашей жене.
    - Спасибо, передам. До свидания.

5. Introduce the following people to each other.

    They greet each other and start a conversation.
  1.  a fellow-student to your mother;
  2.  a guest professor to his audience;
  3.  yourself to a group of students;
  4.  a friend of your age to an elderly lady at the party;
  5.  a colleague (Robert Drawn) to your husband/wife;
  6.  your brother to the director of your company, you want him to get a

       job with the company;
  7.  one guest at the party (Linda Colgate, 40, married) to your friend

       (Vladimir Orlov, 35);
  8.  your Russian teacher to guest professor who wants to study Russian;
  9.  your friend (Marta Small, 30, unmarried) to your husband’s friend 

       (Douglas Cord, 40, single), you want them to make friends.

V. Test

1. Make up sentences:

 1). You take me for...                                 1). ... for ages.

 2). He greeted me...                                    2). ... so much about you.

 3). I haven’t seen you...                              3). ... myself.

 4). Allow me to do...                                   4). ... to your sister.  

 5). Your name has slipped...                       5). ... somebody else.

 6). Handshaking is rather...                         6). ... to women.

 7). Let me introduce...                                 7). ... from my mind.

 8). Men are introduced...                             8). ... the introductions.

 9). I’ve heard...                                            9). ... rare in Britain as well.

 10).Give my kind regards...                        10). ... with a smile.

2. Find Russian equivalents to the following phrases:

 1). be acquainted, please                             1).я о Вас слышал
 2). make friends again                                 2).знать в лицо
 3). to make introductions all round             3).закадычный друг
 4). visiting card                                           4).сокурсник
 5). make a friendly chat                              5).перезнакомить всех
 6). fellow student                                        6).познакомьтесь, пожалуйста

 7). bosom friend                                          7).из дальнейшего знакомства

 8). from further acquaintance                      8).помириться 

 9). your name sounds familiar                     9).визитная карточка
 10).know by sight                                       10).поболтать
VI. Compose your own dialogues. 

Parting with people

I. Word list. Read and remember.
1. Good-bye!                                           - До свидания!

                                                                   Спокойной ночи!

                                                                   В добрый час!

2. Good luck!                                          - Счастливо! Удачи!

3. See you again.                                     - До встречи.

    See you soon.                                      - До скорого.

    See you tomorrow.                              - До завтра.

    See you on Monday.                           - До понедельника.

    See you ( later).                                   - Пока!

    So long. 

    Bye for now.

4. Farewell!                                             - Прощайте!

5. Happy journey!                                   - Счастливого пути!

    Have a comfortable journey!

6. Best regards to every body!                - Передавайте всем большой

                                                                   привет.

7. I’m sorry to leave you.                        - Жаль расставаться с вами.

    I’m sorry to part with you.

8. Write (to) me.                                      - Пишите мне.

9. Here’s my address.                              - Вот мой адрес.                            

10. Keep well!                                         - Не болей! Будь здоров!

11. Have a good time.                             - Желаю хорошо провести

                                                                   время.

12. A happy weekend to you!                 - Счастливых выходных!                    

13. Have a happy landing!                      - Желаю мягкой посадки!

14 .Take care!                                         - Будь осторожен!                                    

15. Let’s hope for the best.                     - Будем надеяться на лучшее.

16. Hope we’ll meet soon.                      - Надеюсь встретимся вскоре.

17. I must hurry.                                     - Я должен спешить.           

18. My best regards to your wife.           - Мой сердечный привет жене.         

19. Remember me to... ..                         - Передавай привет (к.-л.).

20. I must be off.                                     - Мне пора идти.

      Urgent business.                                 Неотложные дела.

21. It was a pleasure to see you.              - Было приятно увидеть тебя.

22. It was a pleasure to talk with you.      - - - - -    поговорить с тобой.

23. Could you give me a lift?                  - Вы можете подвезти меня?

II. Read and translate the dialogues. Dramatize them:
1. – Thank you for an enjoyable evening!

    - Thank you for coming.

    - Hope we’ll meet soon.

    - Let’s hope for the best.

2. – It’s half past ten, isn’t it?

    - Yes, it is.

    - I must be going. I`m very sorry about it.

    - It was a pleasure to talk with you.

    - The pleasure was mine. Bye for now.

3. – Are you going my way?

    - I am afraid not. I’ve got to do some shopping.

    - Good luck. Bye-bye!

    - See you tomorrow.

4. – Donald, I’m sorry to part with you. I must hurry. I’ve got an  appointment with the doctor for half past six. Good-Bye!

     - So long, Martin!

5. – I say, Barbara, the train starts in five minutes.

    - Oh, you must hurry. Have a comfortable journey!

    - Keep well!

6. – Steve, I am going to Florida for my holidays.

    - Have a happy holiday, Jane!

    - Thanks. Have a good time!

7. – I am going to the country for the weekend.

    - A happy weekend to you.

    - The same to you.

    - Thank you.

8. – Are you flying to Boston?

    - Yes, the plane takes off in twenty minutes.

    - Have a happy landing!

    - Thank you. Take care!

III. Translate into English.

1. – Мне пора идти. Неотложные дела.

    - Было приятно повидаться с тобой.

    - Мне тоже было приятно.

    - До свидания!

2. – Вы можете подвезти меня?

    - Конечно. Куда?

    - До ближайшей станции метро.

    - Вот и приехали.

    - Спасибо. До завтра.

3. – Где ты проведёшь субботу и воскресенье?

    - За городом. А ты?

    - Я буду дома. Желаю хорошо провести уикенд.

    - И тебе того же.

4. – Когда ты вылетаешь в Вашингтон?

    - Через час.

    - Желаю мягкой посадки.

    - Счастливо оставаться.

5. – Спасибо за то, что вы пришли.

    - Спасибо вам за интересный вечер.

    - Пожалуйста, приходите ещё.

    - Спасибо. Было приятно поговорить с вами. До свидания.

IV. Read the dialogues and reproduce them.

1. – My best regards to your wife!

    - Thank you. She will be glad to hear from you.

    - Remember me to Aunt Polly.

    - I will. Thanks.

2. – When does your ship sail off?

    - In an hour and a half.

    - Have a good crossing.

    - Thank you. Keep well! 

3. – What time is it now?

    - It’s half past eleven.

    - It’s high time to go home. I am very sorry to part with you.

    - Thank you for coming.

V. Test.

1. Make up sentences:

 1). Best regards...                                      1). ... landing.

 2). Let’s hope...                                         2). ... part with you.

 3). It was a pleasure...                               3). ... journey.

 4). Have a happy...                                    4). ... to every body.

 5). See you...                                             5). ... meet soon.

 6). Could you give...                                 6). ... to talk with you.

 7). Have a comfortable ...                         7). ... hurry.

 8). I’m sorry to ...                                     8). ... for the best. 

 9). I must ...                                              9). ... on Tuesday.

10).Hope we’ll ...                                     10). ...me a lift? 

2.Find English equivalents to the following Russian sentences:

1). Будь осторожен!                               1).Good lusk.

2). Сердечный привет твоей жене.       2). Bye for now.

3). Было приятно увидеть тебя.            3). Happy journey.

4). Пока!                                                  4). I’m sorry to leave you. 

5). Счастливого пути!                            5).It was a pleasure to see you.

6). Мне пора идти.                                 6). Urgent business.

7). Желаю хорошо провести время.     7). Take care.

8). Удачи!                                                8). Have a good time.

9). Неотложные дела.                             9). My best regards to your wife.

10).Жаль расставаться с вами.              10).I must be off.

VI. Working in pairs.  Compose your own dialogues.

Asking the way

I. Combination of words and sentences.  Read and remember:
1. Excuse me, sir(madam, miss).             - Извините, сэр (мадам, мисс).

    Pardon me, sir.

2. I say!                                                    - Послушайте!

    Look here!

3. I’m a bit lost.                                        - Я заблудилась (-ся).

4. Can you tell me the way to the...         - Скажите, как пройти до…

                             ...bus stop?                    … остановки автобуса?

                             ...subway station?         … метро?      

5. How can I get to...                               - Как мне добраться до…

                    ...the centre of the city?         … центра города?      

                    ...hotel?                                  … гостиницы?

6. Which is the (shortest) way to ...         - Какой (кратчайший)путь к...

                    ... the railway station?            … вокзалу?

7. Where does this street lead to?            - Куда выходит эта улица?

8. Where is the nearest ...                        - Где ближайшая …

                   ... trolley-bus stop?                 … остановка троллейбуса?

9. Where this bus going to?                     - Куда идёт этот автобус?

10. How much is the fare?                       - Сколько стоит проезд?

11. Would you tell me when I’ve            - Вы не скажите, когда мне 

      to get off?                                             выходить?

12. Certainly/Sure/of Course                   - Конечно.

13. With pleasure.                                    - С удовольствием.

14. Well, let me see...                              - М-м, дайте подумать.

15. Turn left at the corner.                       - Поверните за углом налево.

16. ... in the opposite direction.               - … в противоположном 

                                                                   направлении.

17. It’s right down the street.                   - Прямо вниз по улице.

18. It’s three blocks from here.                - Это в 3-х кварталах отсюда.

19. Pass two blocks.                                 - Пройдите два квартала.

20. Turn (to the) right.                              - Поверните направо.

21. Take the first (second) turning           - Первый (второй) поворот

      to the right (left).                                   направо (налево).

22. Is it far from here?                              - Это далеко?

23. It will take you a quarter                     - Это займёт у вас четверть

      of an hour.                                              часа.

24. ... at the traffic lights                           - … у светофора
25. Walk straight on ...                              - Идите прямо до …

      Go straight as far as ...

      Straight ahead.                                     - Прямо.

26. Cross the street.                                   - Перейдите улицу.

27. Walk as far as the corner ...                 - Дойдите до угла …

28. ... and you will see it...                         - … и вы увидите его…

                 ... in front of you.                        … перед собой.

                 ... on your right/left.                    … направо(налево) от вас.

29. Go two stops.                                       - Проезжайте 2 остановки.

30. Get off at the next stop.                       - Сходите на следующей.

               ...at the last but one.                      …на предпоследней.

31. Take bus number ... .                           - Сядьте на автобус № … .

32. Change to the underground.                - Пересядьте на метро.

      Transfer to number ... bus.                  - Пересядьте на автобус №...

33. You can walk there.                            - Вы можете дойти туда 

                                                                     пешком.

34.I’m going in the same direction.           - Я иду в том же направлении.

35. I can show you the way there.             - Я могу показать вам дорогу.

36. You can’t miss it.                                - Вы не пройдёте мимо.

37. far from here                                       - далеко отсюда
38. not so far                                             - не так далеко
II. Dialogues.

1. Read, translate and learn them:

1).- Excuse me!

    - Yes?

    - How do I get to the nearest underground station?

    - Cross  the  street and walk  straight  as far as  the bridge.  Cross the 

       bridge and turn to the right. 

    - Is it far from here?

    - No, not so far.

    - Thank you.

    - You are welcome.

2).- Excuse me!

    - Yes?

    - Can you tell me the way to the nearest post-office?

    - Well, let me see... Take  trolley-bus  number two  and get off  at the  

        second stop. Turn to the left and walk straight on. At the end of the

        block you will see the post-office on your right.

     - Oh, then, I think, it is near the cinema, isn`t it?

     -That’s right. The cinema is just across the street from the post-office.

     - Thank you very much.

     - No thanks at all.

3).- I say!

    - Yes, what is it?

    - How far is Piccadilly Circus from here?

    - I think it’s something like a mile. You can walk to it if you are not in

       a hurry.

    - Yes, I think I’d better walk. You see, it’s my first visit to London, so

       I shall see the town.

    - Then you can go and see Trafalgar  Square with the Nelson Column. 

       It is worth seeing.

    - Oh yes, I know. It has a world-wide fame. How do I get there?

    - It’s not far. Just walk straight on and take the first turning to the left.

    - Thank you very much. You are very kind.

    - Oh, no thanks at all.

4).- Excuse me!

    - Yes?

    - It’s our first  day in  St. Petersburg, and  we don’t  know our  ways. 

      Where are we now?

   - You are at the corner of Nevsky Prospect and the Griboyedov Canal.

      There’s the Kazan Cathedral across the street.

   - Ah, yes, of course! I know the  Kazan  Cathedral: I have seen  it on a 

      postcard. What a beautiful building, isn’t it?

   - Yes, it has a world-wide fame.

   - Look here, and how  do we get to the  Russian  Museum  from here?

      I think it’s somewhere near. 

   - That’s  right. Just  walk  along  the embankment and  take  the  first 

      turning to the right. 

   - Yes? And then?

   - Then walk as far as the corner, and you will see the Russian Museum

      on your left.

   - Oh, thank you very much. It was most kind of you.

   - It was a pleasure.

2. Practice reading the following sentences:

1). Is there a bus from here to Trafalgar Square? – Отсюда идёт автобус
      до Трафальгарской площади?

2). The bus stop is just across the street. – Остановка на другой стороне.

3). Will it take me long to get there? – Мне долго туда добираться?

4). It’s quite near. – Это совсем близко.

5). It won’t take you more than five minutes. – У вас  уйдёт не  больше 

      пяти минут.

6). quite a long way off – очень далеко
7). a five-minutes’ walk – пять минут пешком
8). walk under the arch – пройдите под аркой
3. Working in pairs. Dramatize the dialogues:

1. - Excuse me, sir.

    - Yes?

    - Is there a bus from here to Trafalgar Square?

    - Yes, sir. Any bus will take you there.

    - Thank you. And where is the bus stop?

    - Just  across the street. Can you see that  big  building of grey stone 

       with columns? 

    - Yes.

    - Cross the street and you will be there.

    - Will it take me long to get to Trafalgar Square?

    - Oh no, it’s  quite near. It  won’t  take you more than  five  minutes. 

       Get off at the third stop.

    - Thank you very much.

    - You are welcome.

2. - Is your place of work far from your home?

    - Oh yes, quite a long way off.

    - How long does it take you to get there?

    - It takes me about thirty minutes to get there by bus. I take bus № 7 

      and go as far as Pushkin Square, where I change to bus № 45.

    - And how far is the office from the bus stop?

    - It is just a five-minutes’ walk.

    - And can you get there by tram?

    - Yes, quite easily. It is even more convenient to go by tram, for the 

       tram  takes me right there.

    - Then why do you go by bus?

    - Just to save time. I am always in a hurry.

3. - How do I get to the Winter Palace?

    - Oh, it’s quite near. It won’t take you more than five minutes.

    - You see, it’s my first visit to St. Petersburg. This is  Nevsky 

       Prospect, isn’t it?  

    - That’s right. Walk straight on and take the first turning to the right.

       You will be in a short street with a big arch at the end.

    - Oh, I remember seeing that arch on a postcard.

    - Walk along the street and under the arch. You will find yourself in 

       Palace  Square.  

    - You  know, I am so glad to be in  St. Petersburg.  I’ve  read  about

       Palace Square and seen pictures of it, with the  Alexander Column.

       It will be so nice to see it in reality.

    - You are right. Well, if  you  stand  with your back  to the arch, you 

       will see a  beautiful  green  palace  with  white  columns across the  

       square in front of you. It is the Winter Palace.

    - Thanks a lot.

    - The pleasure is mine.     

III. Translate into English:

1. Скажите, как мне проехать на Финляндский вокзал? (Finland     Railway Station)

2. Вам нужно пересесть на троллейбус на Невском.

3. Любой трамвай довезёт вас отсюда до центра.

4. Девятый автобус останавливается здесь?

5. Пройдите два квартала, сверните налево, и увидите автобусную остановку. Сядьте на сто седьмой  автобус, и он довезёт  вас  до вокзала. 

6. Я сойду  на третьей  остановке и пересяду на  девятый  трамвай или девяносто четвёртый автобус.

7. Вы туда доедете минут за двадцать.

8. Где памятник Пушкину? – О, он совсем рядом. Идите прямо, и вы увидите его прямо перед собой.

9. За сколько времени я доберусь до Московского вокзала? – О, это довольно далеко отсюда. Сядьте на шестнадцатый трамвай и сойдите на пятой остановке. У вас уйдёт на это минут двадцать, я думаю.

10. Как мне попасть к Зимнему дворцу? – Перейдите улицу, поверните налево, пройдите два квартала, и вы окажетесь перед Зимним дворцом.

IV. Act the following dialogues in English:

1. - Простите, как пройти на Невский (Nevsky Prospect)?

    - М-м, дайте подумать. Это довольно далеко.

    - Я хочу посмотреть  знаменитые скульптурные группы  Клодта

       (Klodt’s sculptural groups), на  которых  мужчина  укрощает   

       коня ( a man  taming a horse ). Это на Невском?

    - Да, да, на мосту  через  Фонтанку (Fontanka). На эти скульптур-

       ные группы стоит посмотреть. Они всемирно известны.

    - Я видела их на открытке. Они мне очень нравятся.

    - Правильно. Перейдите улицу и идите прямо до угла. Поверните

       налево и пройдите три квартала. Вы  увидите сад  налево от вас.

       Пересеките сад.

    - Простите, пожалуйста. Это очень  трудно. Дайте подумать... До

       угла и налево... три квартала... сад...

    - Да. Пересеките сад по диагонали, перейдите улицу и поверните 

       налево. Вы увидите Невский перед собой.

    - Большое спасибо.

    - Не стоит.

2. - За   сколько   времени   я   доберусь  до   Дворцовой   площади

      (Palace Square)?   

    - О, это недалеко. Вы доберётесь туда минут за двадцать.

    - Я   хочу   пойти  в   Эрмитаж  (Hermitage).  Он  на   Дворцовой

       площади, да?

    - Да. А вы когда-нибудь были в Эрмитаже?

    - Нет, к сожалению, не была. Видите ли, это мой первый визит в 

       ваш город.

    - Конечно,  пойдите  в  Эрмитаж.   Эрмитаж   имеет   всемирную

       известность. Когда  выйдите из автобуса, вы  увидите  большой

       красивый дворец перед собой. Это Зимний дворец.  

    - А где Эрмитаж?

    - Это и есть  Эрмитаж. Как выйдете из автобуса, идите до  Невы,

       поверните направо и идите по набережной. Вы  увидите  вход в 

       Эрмитаж направо от себя.

    - Большое спасибо.

    - Не стоит благодарности.

V. Test.

1. Make up sentences:

1). show, the, can, way, I, there, you.

2). the, stop, Get, at, next, off.

3). am, a, I, lost, bit.

4). nearest, is, bus, stop, the, Where? 

5). corner, Walk, the, as far as.

6). three, It’s, from, here, blocks.

7). can, I, hotel, How, get, to?

8). walk, You, there, can.

9). to, the, underground, Change.

10).Turn, at, corner, left, the.

2. Fill in gaps:

1). You can’t ... it.                                                   1). around
     Вы не пройдёте мимо.

2). Walk ...  the arch.                                               2). near
     Пройдите под аркой.

3). ... the building.                                                   3). walk
     Пройдите мимо этого здания.

4). in the ... direction                                               4). shortest

     в противоположном направлении

5). It’s quite ... .                                                       5). miss
     Это совсем близко.

6). at the ... lights                                                     6). under

     у светофора
7). Walk ... the monument.                                      7). pass
     Обойдите памятник.

8). It won’t ... more than five minutes.                    8). traffic
     У вас уйдёт не больше 5 минут.

9). the ... way to the railway station                         9). take you

     кратчайший путь к вокзалу

10).a five-minutes’...                                               10).opposite
     пять минут пешком

VI. Compose your own dialogues.

Unit 2. Around the world

Customs 

I. Learn the words:

 1. Customs House                              
 2. Customs regulations                      
 3. Customs restrictions                      

 4. fall under restrictions  

 5. customs duty (duties)              
– таможня 

– таможенные правила                         – таможенные ограничения 

– попадать под ограничение                
– таможенные пошлины          

 6. duty-free                                        
 7. duty-free quota list                        

 8. prohibited articles list                     

 9. declare (at the Customs)                   
10. fill in/out a customs declaration      

– не подлежащий обложению      таможенными пошлинами               

– список предметов, разрешенных к беспошлинному провозу

– список товаров, запрещенных для ввоза и вывоза

– сделать заявление о наличии
   вещей, облагаемых пошлиной

– заполнить таможенную декларацию  
11. personal effects                                                                   
12. customs clearing                                                     
13. customs tariffs                                 
14. reduction (increase)                         
     of customs tariffs                             
15. particulars of the amount,       weight and value                                               

– личные вещи

– таможенный досмотр 

– таможенные тарифы

– снижение (повышение)   таможенных тарифов

– точные данные о количестве, весе и стоимости
16. excess (weight)                                
17. exceed (v)                                        
18. charge for (excess weight)               

– превышение (веса) 

– превышать

– взимать дополнительную плату за (излишний вес)
19. go through the customs                
      (be through with the Customs

      inspection, to be released by 

      the Customs)
20. go  through one's luggage                 
21. turn  smb. back                                  
22. advise to proceed to ...                      
23. leave smth. in the care                       
      of the Customs-House                        24. "Customs inspected" stamp
 – пройти таможенный досмотр 

– досматривать багаж 

– вернуть кого-либо обратно 

– попросить пройти к ...

– оставить что-либо на хранение в таможне

– штамп о прохождении таможенного досмотра
25. currency exchange office                   – пункт обмена валюты 

26. border                                                 – граница 

27. cross the border                                  – пересечь границу 

28. smuggle in/out                                    – провозить контрабандным                     

  путем
29. smuggler                                              – контрабандист
1. Find Russian equivalents to the following:

Customs Inspector; customs inspection; to amend one’s statement; items; to sign the form; to confirm one’s statement; to refuse to sign; to detain smb. for investigation; fill out the form; to declare smth.

2. Match the words and phrases in column A with those in column B.

	A
	B

	1. describe the items

2. receive as a gift

3. to make voluntary declaration

4. open the handbag

5. betray uncertainty

6. to inspect the luggage

7. have the right

8. check the things

9. the seams and hems

a.  make a list   
	b. сделать добровольное заявление

c. открыть сумочку 

d. досматривать багаж

e. проверить вещи

f. проявить беспокойство (неуверенность)

g. составить список

h. описать вещи

i. получить в подарок

j. иметь право

k. швы и подгибы (на одежде)


3. Make your own sentences using the following words:

Customs duty; declare; personal effects; customs tariffs; exceed; go trough one’s luggage.  

II. Read and translate the text.

Text « Airport Customs » 
by A. Haily

"Madam", said U.S. Customs Inspector Harry Standish quietly to the naughty angular woman whose several suitcases were spread open on the Customs inspection table between them, "are you quite sure you don't wish to change your story?" 

She snapped back: "I suppose you're suggesting I should lie when I've already told you the truth".         
Harry Standish ignored the second remark, as Customs officers were trained to ignore many insults they received and answered politely, "I'm not suggesting anything, madam. 1 merely asked if you wished to amend your statement about these items — the dresses, the sweaters and the fur coat.”

The American passport showed that she was Mrs. Harriet Du Barry Mossman. Harry Standish said: "I wonder if you'd mind signing this form. If you like, I'll explain it to you." 

"Why should I sign anything?" Mrs. Harriet Du Barry Mossman demanded.
He answered patiently, "To make things easier for yourself, madam. We're merely asking you to confirm what you've already told us."

"Suppose I refuse to sign?"

"Then we hall be obliged to detain you here while we continue the investigation."
There was the brief hesitation, then, "Very well. You fill out the form,
I’ll sign."

"No, madam, you fill it out. Now here, please, describe the items and alongside where you say they were obtained, please, give the name of the stores; also from whom you received the fur coat as a gift."
"Madam," Inspector Standish said, "is there anything else you wish to declare?" It was Customs Bureau policy to give travellers the utmost opportunity to make voluntary declarations.
"In that case, Madam," Inspector Standish said, "Will you kindly open your handbag?"
For the first time the naughty woman betrayed uncertainty. "But surely purses are never inspected."
"Normally, they are not. But we do have the right." Mrs. Mossman was noticeably pale.
The Inspector instructed the young Customs officer beside him: "Inspect everything very carefully. Check the things in the bag and cases, the seams and hems of all the clothes. Make a list. You know what to do."
He was leaving when Mrs. Mossman called after him: "Officer!"

1. Answer the questions:

1. Where is Mrs. Du Barry now?                                
2. Why are her suitcases spread open? 

3. What was Harry Standish? 
4. How can you describe his behavior?
5. What form did she have to sign?
6. What are the rules of passing the Customs if your things are being inspected?
7. What was Customs Bureau policy?

8. What instructions did Harry Standish give to his younger colleague?

2. Divide the text into logical parts, entitle them.

3. Translate these words and phrases into Russian, use them in the story of your own, describing how you cleared the Customs.

Customs restrictions; inspect one's luggage; duty-free items (goods); personal effects (belongings); smuggler; customs tariffs; go through the Customs; the Customs; a Customs officer; Customs inspection; to observe Customs regulations; a Customs declaration form; to go through the Customs; to clear the Customs; Have you anything to declare?; to declare in writing; duty-free articles; articles exempt from duty; to qualify for an exemption; articles to be declared; dutiable articles; to pay duty on articles; to have one's luggage ready for immediate inspection; to smuggle; a smuggler; to be on guard against; fast and friendly service.

4. Imagine that you’re going abroad. Fill out the declaration. 

	Keep for the duration of your       stay in Russia or abroad.              Not renewable in case of loss.      
	Persons giving false information in the  Customs  Declaration or to Customs officers shall render themselves liable  under the laws of Russia.

	CUSTOMS DECLARATION

Full name____________________________________________________

Citizenship___________________________________________________

Arriving from_________________________________________________

Country of destination__________________________________________

Purpose of visit (business, tourism, private etc.)______________________

My luggage (including hand luggage) submitted for Customs inspection consists of__________   pieces 

With me in my luggage I have:
I. Weapons of all descriptions and ammunition____________________

 _______________________________________________________

II. Narcotics and appliances for the use there of____________________

 ________________________________________________________

III. Antiques and objects of art (painting, drawing, icons, sculptures etc.)__________________________________________________
  IV.Russian roubles, Russian State Loan bonds, Russian lottery tickets__________________________________________________

	V. Currency other than Russian roubles (bank notes, exchequers bills, coins), payment vouchers (cheques, bills, letters of credit, etc.), securities in foreign currencies, precious metals (gold, silver, platinum, metals of platinum group) in any form or condition, crude and processed natural   precious stones (diamonds, brilliants, rubies, emeralds, sapphires and pearls), jewelry and other articles made of precious metals and precious   stones, and   scrap thereof, as well as property papers:

Description

Amount/quantity

For official use

in figures

in words

VI. Russian roubles, other currency, payment vouchers, valuables and any objects belonging to other persons ____________________________ ________________________________________________________

I am aware that, in addition to the objects listed in the Customs Declaration, I must submit for inspection: printed matter, manuscripts, films, sound recordings, postage stamps, graphic, etc. plants, fruits, seeds, live animal and birds, as well as raw foodstuffs of animal origin and slaughtered fowl.

     I also declare that my luggage sent separately consists

of ____________ pieces

Date _______________ Owner of luggage (signed)___________________




III. Dialogues.

1.Find the logical order of the following parts of the dialogues.      

 1).A:   I hear you've just had a trip by air. What was it like? 
   B:   At least 6 hours and I should have arrived tired and dirty. From 

          now on I'd rather fly every time 1 have to travel on business.
   A:   I'm surprised to hear that. I thought you would be thrilled by it.
        B:   The best thing about it was that it took me only two hours to get to
               the place. And I felt quite fresh and ready for work.                          
        A:   How long would it have taken you by train?
        B:   Oh, quite good. It could have been more exciting though.

   2).   Mary: You ought to have let me know you were going to be so  late.
          Cliff:  Yes, of course. That must have been the trouble. At the station.

                     I had to line up for the ticket because my season-ticket had run

                     out and I had no change for the slot machine.

           Mary: Why was that? Whatever could have happened?
          Cliff:   I didn't know that myself. When I got on the bus, it crawled
                      along at 10 miles an hour and I was afraid I'd miss my train.
          Mary: It must have been the rush hour.
          Cliff:   It must have been cancelled due to some dispute on the 

                      railway. So I had to wait for the next train.
          Mary:  You should have bought a return ticket in the morning.
          Cliff:   Of course I could have. And then I found the train I'd meant to

                      catch wasn't running.

          Mary: You ought to have got a taxi.         

2. Translate the dialogues into English.
1. На таможне
Служащий таможни:            Это весь ваш багаж?                                       
Пассажир:                               Да, два чемодана и сумка.
Служащий таможни:            Поставьте чемоданы и сумку на стол,  

                                                   пожалуйста. У вас есть что-либо для 

                                                   предъявления таможне?
Пассажир:                               Что именно? Я не знаю, что разрешено  

                                                   провозить.
Служащий таможни:             Вот список вещей, запрещенных к 
вывозу. Просмотрите его внимательно. (Через минуту) 

                                                    Итак?
Пассажир:                                Ничего внесенного в этот список.   

                                                   Впрочем, я везу табак для личного 

                                                   использования.
Служащий таможни:            Существует 100% пошлина на табак 

                                                   свыше 300 г. Положите на весы,

                                                   пожалуйста. 250 г – это не облагается 

                                                   пошлиной. Не могли бы вы открыть 

                                                   чемодан?
Пассажир:                                Конечно, пожалуйста.

(Служащий таможни достает из чемодана фотоаппарат.)
Служащий таможни:             Я сожалею, но вам придется заплатить  

                                                   пошлину за фотоаппарат. У нас ограничения на импортные фотоаппараты.

Пассажир:                               Но это для моего личного пользования.
Служащий таможни:            Простите, но таковы правила. 

Пассажир:                               Ну, хорошо. Я заплачу пошлину.

3. Reconstruct the following situations into dialogues.  
1. You want to have a room reserved at a hotel for a friend of yours who is supposed to come in a day or two. Receptionist informs you that they are heavily booked. You are much disappointed and entreat him to help you. He tells you that he will try to do his best but so far can't promise anything definite.                      
2. You are at the airport. The customs officer asks you if you have anything to declare. You answer in the negative saying that you have only personal belongings in your two suitcases. He doesn't make you open your suitcases and allows you to go to the Passport Control. You thank him and walk to complete the airport formalities.
3. Mrs. Brill wanted to go to New York by air. She went to the agency and inquired if she could book a seat to New York. The clerk answered that they still had some seats available for the next day. So she paid for the ticket, took the change, and returned home. The next day Mrs. Brill arrived at the airport in good time to complete the necessary formalities.

4. A young clerk wants to spend his first three-weeks holiday traveling abroad. The travel agent advises him on the tours available for the season. He is looking for the package tour he can afford.                 

Travelling by air
1. Read and learn the words:

1. Customs hall                                     – таможенный зал
2. Customs officer                                – офицер таможенной службы
3. passport                                            –  паспорт
4. boarding card                                   –  посадочный талон
5. captain                                              –  командир
6. air hostess                                         –  бортпроводница
7. air steward                                        –  бортпроводник
8. (air) plane (airliner)                          –  самолет
9. fuselage                                            –  фюзеляж
10. wing                                               –  крыло
11. jet engine                                        –  реактивный двигатель
12. (tail-)fin                                          – хвостовой киль
13. glider                                              – планер
14. helicopter                                        – вертолет                                            
15. light aircraft                                    – легкий самолет
16. propeller                                         – пропеллер                                        
17. runway.                                           – взлетная полоса
18. control tower                                  – аэродромно-диспетчерский 

                                                                 пункт
19. hangar                                            – ангар
20. flight                                               – полет
21. non-stop flight                                – беспосадочный полет
22. visibility                                         – видимость
23. altitude                                           – высота
24. gather speed                                    – набирать скорость
25. cruising speed                                 – крейсерская скорость
26. taxi (v)                                            – выруливать (на взлетной полосе)
27. take off                                           – взлетать, взлет
28. land/make a landing                       – совершить посадку
29. forced landing                                – вынужденная посадка
30. fair (cross, head) winds                  – попутный (боковой, встречный)

                                                                ветер
31. rock (v.)                                         – качаться (взад и вперед)
32. hit an airpocket                              – попасть в воздушную яму
33. loop                                                – петля
34. spin                                                 – штопор
35. wingover                                        – вираж
36. aircrash                                           – авиакатастрофа
37. hijack (a plane)                              – угнать (самолет)
38. seat-belt (safety belt)                     – привязные ремни
1. Give Russian equivalents to the following words and phrases and use them in sentences of your own.

 1) put the plane into a steep climb; 2) get airsick; 3) gain height; 4) intense alarm; 5) hit an air-pocket; 6) concrete runway; 7) according to statistics; 8) air crashes; 9) blind flying; 10) pilot's cabin; 11) air hostess (stewardess); 12) touch the ground; 13) safe flight.
2.Match the words and phrases in column A with in column B

	A
	B

	    1. fasten the belts
	а. видимость

	    2. aircrash
	b. высота

	    3. altitude
	с. пристегнуть ремни

	    4. tag
	d. беспосадочный полет

	    5. landing
	e. авиакатастрофа

	    6. hit an air-pocket
	f. попасть в воздушную яму

	    7. visibility
	g. воздушные потоки

	    8. nonstop flight
	h. посадка (приземление)

	    9. air currents
	i. бирка


3. Give the synonyms for:

   1. airfield; 2. aircraft; 3. by air; 4. seat belt; 5. air hostess; 6. inquiry office.

II. Read and translate the text.

Text "Travelling by Air"

   It was a cold gray day without wind. By nightfall it would rain. There was the spasmodic engine whine of unseen planes. The plane from New York had been delayed and the echoing voice had announced in French and English over the public-address system that the flight for Rome had been put back by a half-hour.
   The usual gloom of airports, that mixture of haste and apprehension which has become the atmosphere of travel because nobody waits comfortably for the take-off of an airplane, was intensified by the weather. The neon light made everyone look poor and unwell. There was a feeling that if each traveler had the chance to choose again, he would cancel his passage and go by boat or train or automobile.
   In a corner of the restaurant a man and a woman waited, drinking coffee.
   Then the voice in French and English announced that the passengers were asked to pass through Customs: the plane for Rome, flight No. 804, was ready and was loading. The man hurried past the Customs and out on to the wet tarmac toward the waiting plane. As the plane taxied off toward the starting point on the runway, the man saw his wife and children outside the restaurant now, waving, then settled back in his seat, relieved The plane gathered speed for the take off.                                              
1. Comprehension questions:                                                        
1.     What was the weather like?                                                                   
2.     What is the typical atmosphere of travel?                                                
3.     What did neon light make everyone look like?
4.     Why did one have a feeling that each traveler would gladly cancel his flight?                                                                                              
5.     What did the voice in French announce?                                               
6.     Who was in the restaurant, waiting for the plane?         
7.     What did the man feel when he settled in his seat?
2.  Find in the text equivalents to the following words and phrases:
1) двигатель, 2) опаздывать, З) система оповещения, 4) сдать билеты (аннулировать полет), 5) взлетное поле, 6) прибытие, 7) объявлять (по радио), 8) пройти таможенный досмотр, 9) выруливать, 10) взлетная полоса 11) набирать скорость.                                                                                  
3. Fill in the blanks with prepositions.                                              
1) The voice announced ... French and English that the plane had been delayed 2) The information will be announced ... the public-address system. 3) The flight ... New York had been put...... half an hour. 4)Everybody was waiting comfortable... the take off. 5) He looked as if he could cancel his flight and go ... boater ... train. 6) The passengers were instructed to pass ... Customs. 7) The man hurried ... the Customs ... the waiting plane. 8) His wife arid children were standing ... the restaurant now, waving, then he settled ... his seat.                  
4. Math the words which have something in common:
 landing, scales, flight, take off, delay, overweight, luggage, plane, stewardess, additional charge, weather, airsickness, seat belts, suit case.
5. Give a word or a phrase for the following definition.
1. get on/into a plane; 

2. reach a place/the end of a journey;

3. area of land for an aircraft to take off from;
4. height (above sea level);
5. fall on the ground suddenly, violently and noisily.
6. Translate the words in brackets. Render the story in English.
All on Board?
   All of us who (путешествовать на самолете) probably find reasons to complain about (воздушные линии), but it is less common for airlines to complain about us! At 2.35 p.m. (рейс 767) was ready to leave for Ibiza and nearly all the passengers were (на борту). At 6.10 p.m. the plane was still on ( взлетная полоса ). Two passengers hadn't boarded. If people (зарегистрироваться ) but don't board all the luggage must be unloaded. All the passengers had ( сойти с самолета ) and all of them identified their ( багаж). At the end there were two pieces of luggage left. Just then, both missing passengers appeared. "We   went to the bar and we had something to drink and a sandwich", they explained. We had been sitting in the bar for hours! The captain scolded the men severely and the other passengers were very angry with them.

7. Read and translate dialogues.

1. Airport official:          Oh, madam, where are you going? 
Mrs. Stone:                 Passport Control.
Airport official:          That way, madam. 
Mrs. Stone:                 Oh, which one do I go through? 
Airport official:          That one — the second one on the left is for 
                                    Foreign  passports. 
     (A few minutes later) 
     Immigration officer:   Your passport, please. Thank you. Have you got

                                       a visa? 
      Mrs. Stone:                  A visa? Do I need a visa? 
      Immigration officer:    How long will you be staying in Warsaw? 

      Mrs. Stone:                  Oh, I'll only be staying three weeks.
      Immigration officer:    No, you don't need one then. 

      Mrs. Stone:                  Well, why did you ask?
      Immigration officer:    It's my job (He stamps her passport). There you 

                                           are  madam.
      Mrs. Stone:                  Where do I collect my luggage?
      Immigration officer:    I don't know, madam. It's not my job.

2. John:   Hallo, Pete! I'm sorry I'm late. When did you arrive? 
Pete:    Hi, John. I got here at 7.30. We were half an hour early. 
John:   Did you get your suit-cases? 
Pete:    No, I didn't pick them up. They are in the baggage-room. 
John:   I got your telegram yesterday. Did you have a jolly trip? 
Pete:    Well, it was a great fun, but in the end I got home-sick. 
John:   That's why they say: East or West — home is best. 

8. Translate the Russian parts of the sentences.
Can/could you tell me        

Do you happen to know         

I wonder if you'd let me know

· когда улетает первый самолет на Париж?
· отели в Бирмингеме дешевле, чем в Лондоне?
· есть ли места на рейс в 2.30?
· сколько стоит билет 1 класса на Эдинбург? 
· повысила ли компания цены на билеты? 
·  нужно ли мне делать пересадку в Манчестере?
·  из какого аэропорта улетает самолет?
·  есть ли рейс в воскресенье?

·  задержится ли этот рейс из-за

      тумана?

9. Translate the dialogues from Russia into English:

1. A:  Ваш посадочный талон, пожалуйста.
B:  Минутку. А вот он, в кармане. 
А:  Спасибо. Смотрите  не потеряйте! Он вам еще понадобится в 
      самолете. Пройдите сюда. 
B:  А почему так много пассажиров у этой двери? 
A:  Ничего страшного.  Это обычная проверка, на которую уйдет 
      всего несколько минут. 
В:  Ну что ж, хорошо. 
А:  Поставьте вашу сумку сюда, а сами пройдите в эти ворота. 
B:  Но что это? И почему звенит звонок? 
А:  Это специальное устройство для обнаружения металлических
      предметов. У вас есть что-нибудь в правом кармане? 
B:  Да, связка ключей. 
A:  Дайте их мне. Пройдите еще раз... Теперь все в порядке. Вот 
      ваши ключи.  Подождите немного здесь.  Скоро подойдет 
      автобус и отвезет вас  к трапу самолета.
2. А:   ... Вот мой талон. 
В:   Ряд 15, место А.  Сюда, пожалуйста. 
А:   Можно мне положить сумку на верхнюю полку? 
В:   Я сожалею, но это невозможно. Если... 
А:   Да, извините. Я не подумал, что она может упасть, если мы 
       вдруг  попадем в воздушную яму. 
В:   Совершенно верно. А теперь пристегните ремни и 
       воздержитесь от  курения. 
А:   Хорошо. А когда можно будет встать с места? 
В:   Когда мы уже будем в воздухе. Слышите, уже запустили 
       моторы.
А:   Да, мы, наверное, выруливаем на взлетную полосу.  
       Остановились... Как быстро мы набираем скорость, даже 
       голова кружится... и в ушах шумит. 
В:   Вот вам конфетка, жуйте, и все пройдет. Когда мы будем на  
       большой высоте, вы и не заметите, что мы летим. 
А:   Спасибо.
10. Make up stories for the following situations.

1. You’ve just arrived from Moscow. The flight has been your first journey by air and you are still feeling very excited about it. Now you are describing the flight to your parents (or friends).

2. You had come to the airport to meet an old friend arriving from some distant city and found flat his plane had been delayed. Say what you did to pass the time until your friend’s plane arrived. 
3. A porter has taken your luggage and disappeared and you don’t even remember what he looks like. Five minutes before the train is due to leave he is still missing.
4. You are going through the Customs and the Customs officer has found in your case some prohibited articles.
Travelling by train

I. Learn the words:

    1. train                                                 – поезд
    2. driver                                              – машинист
    3. engine                                             – локомотив
    4. coach (carriage; car)                       – вагон
    5. compartment                                   – купе
    6. (ticket) inspector                             – контролер
    7. seat                                                  – место
    8. luggage rack                                   – багажная полка 

    9. whistle                                            – свисток
    10. station                                           – станция
    11. timetable                                       – расписание 

    12. ticket collector                              – проводник
    13. waiting room                                – зал ожидания
    14.  platform                                       – платформа
    15. signalman                                     – сигнальщик
    16. signal box                                     – блок-пост
    17. railway line                                   – рельса
    18. sleepers                                         – шпалы
    19. point                                              – стрелка
    20. buffer                                            – буфер
    21. track                                              – путь
    22.siding                                             – запасной путь
    23. kinds of trains:                              – виды поездов:
          day coach                                      – вагон с местами для сидения
          express train                                  – экспресс
          fast train                                        – скорый поезд
          passenger train                              – пассажирский поезд
          mail train                                       – почтовый поезд
          slow train                                      – поезд малой скорости
          long-distance train                        – поезд дальнего следования
          irregular (emergency) train           – поезд вне расписания
          local (suburban) train                    – пригородный поезд
          through train                                 – поезд прямого следования
          freight (goods) train                      – товарный поезд
    24. compartment car                           – купейный вагон
    25. car with reserved seats                  – плацкартный вагон
    26. dining car                                      – вагон-ресторан
    27. luggage van (baggage car)            – багажный вагон
    28. first (second, third) class car         – вагон первого (второго, 

                                                                    третьего)   класса
    29. first class (second class,                – международный (мягкий,
          third class) sleeper                            жесткий) спальный вагон
    30. upper, lower berth (bunk)             – верхняя, нижняя полка
    31. fare                                                – стоимость ж-д билета
    32. travel half fare                              – ездить за полстоимости   билета
    33. full ticket                                      – билет за полную стоимость 

          single ticket                                  – билет в один конец 

          return ticket/round trip ticket       – билет в оба конца
          season ticket                                 – сезонный билет
    34. have a seat facing the engine       – иметь место по ходу поезда
          have a seat with one's back          – иметь место против движения
          to the engine                                    поезда
    35. change trains                                 – сделать пересадку
    36. come to a stop                               – остановиться
    37. terminus                                        – конечная станция
    38. junction                                         – узловая станция
    39. station master                                – дежурный по станции 

    40. announcement                               – объявление
    41. information office                         – справочное бюро
          (inquiry office)

    42. be due in ... minutes                      – прибывать через ... минут 

                                                                   (о поезде)

1. Find Russian equivalents to the following:

point; timetable; coach; train; whistle; compartment; waiting room; sleepers; slow train; mail train; fast train ; long – distance train; terminus; single ticket; luggage van; freight train; fare; first class sleeper; change train; junction; day coach.

2. Find the synonyms for:

return ticket; booking-office; cloak-room; guard; trunk; trail; journey; traveling companion; carriage; luggage slip; luggage; one way ticket; bunk; schedule.

3. Match the words and phrases in column A with those in column B.

	A
	B

	1. trunk                                                 
	а. идти по расписанию

	2. a piece of luggage
	b. багажная полка

	3. luggage rack                                      
	с. вагон-ресторан

	4. single ticket                                       
	d. расписание (на стене)

	5. day coach                                          
	e. место (багажа)

	6. dining car                                          
	f. вагон с местами для сидения

	7. run on schedule                                 
	g. большой чемодан, сундук

	8. time-table                                          
	h. билет в один конец


II. Read and translate the text.

Text "Travelling by Train"
   Mrs. L. panted along the platform in the wake of the porter carrying her suit-case. Mrs. L. was burdened with a large quantity of parcels, the result of a day's Christmas shopping. The race was, therefore, an uneven one.
   No 1 Platform was not at the moment unduly crowded, a crowd was rushing in several directions at once, to and from undergrounds, left-luggage offices, tea-rooms, inquiry offices, indicator-boards, and the two outlets, Arrival and Departure, to the outside world.
   Mrs. L. and her parcels arrived eventually at the entrance to No 3 Platform. She searched her bag for the ticket that would enable her to pass the stern uniformed guardian at the gate. At last Mrs. L. found her ticket and presented it. The man clipped it and murmured: "On the right-rear portion".
   Mrs. L. went up the platform and found her porter outside the door of a third-class carriage.
"Here you are, lady"
"I'm traveling first-class," said Mrs. L.
"You didn't say so", grumbled the porter.       
   The porter retrieved the suit-case and marched with it to the adjoining coach where Mrs. L. was installed in solitary splendour. Mrs. L. handed the porter his tip which he received with disappointment clearly considering it more applicable to third-class than to first-class travel. 
Notes:
1. pant - тяжело дышать, пыхтеть
2. in the wake — по пятам
1. Comprehension questions:
1. Why was Mrs. L. burdened with a large quantity of parcels?                 
2. Where was a crowd rushing to and from?                                              
3. Who is allowed to pass the uninformed guardian at the gate to a

    platform?
4. Where did Mrs. L. find her porter?
5. Was the porter satisfied with his tip?      

6. What class was Mrs. L. traveling?
2. Find in the text equivalents to the following words and phrases.
l) чемодан; 2) носильщик; З) поезд; 4) толпа; 5) камера хранения; 6) справочное бюро; 7) указательное табло; 8) прибытие; 9) отправление; 10) вход; 11) компостировать (билет); 12) вагон третьего класса.

3. Translate the words and phrases given n brackets.
1) Mrs. L. (была нагружена) with a large quantity of (пакетов) and bags. 2) She (рылась в) her bag for (билет) that would enable her to pass the gate to No. 3 Platform. 3) (Выход на платформу) was guarded by (служащим в форме). 4) (Носильщик) took her (чемодан) and marched with it to the (следующий вагон). 5) He considered the tip more applicable to (путешествующих в третьем классе, чем в первом классе).

4. Fill in the prepositions or adverbs where necessary.
1. Mrs. L. hurried ... the platform accompanied ... а porter caring her

    baggage.
2. The Platform was ... the moment crowded. 

3. The crowd was rushing ... different directions.
4. She was burdened ... a large quantity of parcels.
5. She searched ... her bag ... the ticket.                             
6. Only ... a ticket could she pass ... the uniformed guard ... the gate.
7. The man ordered: "... right, … the rear portion."
8. She could hardly move ... the platform ... her carriage.

9. The porter was waiting … the door … a third-class car.

10. Mrs. L. handed … the porter his tip which he received … disappointment.

5. Fill in the right word from the word column.
A Railway Station
Hardly anybody is in a normal state of mind               1. to lose tickets
on a ... . Either one ... far too early                               2. to start
and is irritated by the waste of time involved in          3. compartment
..., or one has left for ... too late and is                         4. the lunch basket
afraid to leave … behind, or to forget...,                      5. has arrived
or ... or ... altogether. All one's natural                         6. station
kidness and good manners seem to disappear              7. to miss the train
on the railway station and in a train which is               8.waiting for the train about ... . One rushes for ..., looks                                9. luggage
indignantly at ... who come into the same                    10. the best seat

... . As the time of ... of the train draws                        11. railway station

nearer, the anxiety increases. Doors ...,                        12. passengers
guards shout and ... . Everybody shouts out                 13. blow their       

                                                                                            whistles
the things that have been said a thousand times,          14. departure
those on ... beg those in the train to write to                 15. are banged
them when they ... .                                                       16. the platform
                                                                                       17. arrive at their 

                                                                                            destination

6. Read the dialogues and translate them.

1. Mike: Oh, dear, this train is full. I can't find an empty seat at all. 

                  There aren't any seats in this carriage. I must try the next 

                  сarriage. This one isn't too bad and this part is almost

                  empty.There is only one girl on this seat... Excuse me, is 

                  this    seat  free?

Girl:  No, I am afraid, not. That's my friend's seat but there's 

          enough room here.
 Mike:Oh, good. By the way, this is the Pushkin train, isn't it?

Girl:  That's right. Ah, here is my friend.

Mike: Mary! What are you doing here?

Mary:Oh, hello, Mike! This is my friend Ann. We are going to 

          her aunt's in Pushkin.

Mike: Well, isn't it funny? I'm going there too. My parents are 

           there actually.

Mary: Is the train leaving now?

Ann:   Yes, I think so.

2.   — Hello, Helen! You seem to have a lot of luggage with you. 

             Don't  you want a porter for your case?
— I'd rather not. It's not heavy.

— Going far?

— All the way. I'm going to Kiev.

— Got a sleeper?

— No.

— You ought to have a sleeper going all the way like that. Two 

      nights on a train. It's no joke.

     3.   A:  It took us a lot of time to get our luggage through the Customs 

                 didn't it?
           B:  Oh, yes. I hate the Customs formalities.
           A:  Now let's forget all about it and have a good rest. Do you mind 

                 sitting in these deck-chairs?
           B:  Not at all. I generally prefer to stay on deck. It's always so stuffy

                 in those  cabins.

           A:  Sure. Is this your first trip to France?
           B:  No. I've been there before.
           A:  I'm afraid the crossing might be rough.
           B:  I don't think so. The sun is shining brightly and there is no wind.

7. Act as an interpreter. Translate the sentences from Russian into English and from English into Russian. 

1. —    Какие поезда идут до Москвы?
—    There is a through train No. 98 or you can change trains in      
2.               Simferopol. 
3. —    How long does the trip to Kiev take?
—    Время в пути примерно 20 часов.
4. —    Когда поезд прибывает во Львов?
—    It arrives at Lvov at 7 sharp according to the timetable. 
5. —    Is there a dining car on the train?
—    К сожалению, нет, в местных поездах нет вагона-ресторана. 
             Вы можете перекусить в буфете на вокзале.
6. —    Where is the booking-office?
—    Билетные кассы в здании вокзала на первом этаже.
7. —    Где можно сдать веши в багаж?
—    We are going to be late, let's take them onto the train.
8. —    Где находится камера хранения?
—    It is on the ground floor. You should take the lift downstairs.

9. —    What platform does train No. 98 leave from? 
—    Он отходит с платформы 5, 8-ой путь.
10. —    Как пройти на платформу 5?
—    It's the second turning on your right. 

11. —    Дайте, пожалуйста, спальное место до Петербурга
—    Sorry, we are all booked up for today.

8. Translate the dialogue from Russia into English.

Объявляется посадка на поезд No 5 до Москвы. Время отправления  23.30. Поезд стоит у платформы No 7 левая сторона.

А:  Мы как раз вовремя. Постой здесь, а я пойду заберу вещи из
      камеры хранения. 

В:  Поторопись. И купи чего-нибудь поесть. В ночных поездах нет
      вагона-ресторана. 

А:  Ну вот и я. Пойдем в вагон...
В:  Вот наше купе. Верхнее и нижнее места. Куда положим вещи? 

А:  Я думаю вниз, под полку. А ту сумку можно положить наверх. 

В:  Ну и отлично. Хорошо, что наши места по ходу поезда, не будет
      дуть.
А:  Да. А когда мы будем в Москве? 

В:  По расписанию в 8.15 утра. Но мы можем опоздать. 

А:  Не думаю. Фирменные поезда обычно приходят по расписанию
      А иногда даже и раньше. 

В:  Хорошо. А не пора ли нам отправляться? 
А:  Через пять минут  поедем. Надеюсь, проводник принесет чаю, а то      


 я страшно  голоден. 

В:  Застели пока постели. 

А:  Потом. Надо было покупать СВ. Там только нижние места, и все
      уже готово. 

В:  Перестань ворчать. СВ — дорогое удовольствие. К тому же, нам
      пришлось доплатить за багаж. 

А:   Я всегда говорил, что лучше путешествовать налегке.

9. Describe a journey by train. Use the words and phrases given below.
     Train service; an ordinary train; an express; to change trains; to run (between; from ... to; all the way from ... to); to buy oneself a seat; to reserve seats; to catch (miss) a train; to get on (out of/off) a train; on the train; to run into the station; to pull into (out of) a station; a (train) stop; a carriage; a dining car; a regular traveler; a porter; to see smb. off.

Hotel

I. Learn the words:

1. inn                                                    – небольшая гостиница, чаще в 
                                                                сельской местности
2. stay at the hotel                                – остановиться, жить в гостинице
3.  put up smb                                      – устроить кого-либо (в гостинице)
4.  reception desk                                 – стойка администратора
5.  receptionist                                     – администратор   
6.  chief manager                                 – директор гостиницы
7.  check in                                           –зарегистрироваться
8. fill in/out the registration  form       – заполнить регистрационный
                                                                бланк
9. sign (the registration)                       –расписаться (в книге регистрации
                                                                приезжающих)
10. check out (v)                                  – выписаться (при отъезде)
11. key, key board                                – ключ, дощечка для ключей
12. date of arrival, departure                – дата приезда, отъезда
13. guest                                               – проживающий в гостинице
14. doorman                                         – швейцар
15. bellboy                                           – посыльный (носильщик в

                                                                гостинице)
16. chambermaid                                 – горничная
17. desk clerk                                       – дежурный администратор
18. single room                                    – одноместный номер
19. double room                                   – двухместный номер
20. suite                                                – номер из нескольких комнат,

                                                                 люкс
21. room service                                   – бюро обслуживания (в номерах)
22. coffee stall                                      – кафе
23. snack bar                                        – буфет
24. news stand                                      – газетный киоск
25. facilities (accommodations)           – бытовые службы гостиницы
26. get the bill ready                             – подготовить счет
1. Match the words and phrases in column A with those in column B.

	A
	B

	1. double room
	a. швейцар

	2. fill out the form
	b. остановиться в гостинице

	3. check out
	c. вестибюль

	4. lobby
	d. плата за услуги

	5. chambermaid
	e. горничная

	6. doorman
	f. выписаться (из гостиницы)

	7. settle the bill
	g. заполнить бланк

	8. stay in the hotel
	h. номер на двоих

	9. service charge
	i. уплатить по счету


2. Make your own sentences using the following words:

   stay at the hotel; receptionist; check in; check out; bellboy; chambermaid; suite.

II. Read and translate the text “The Grand Hotel «Europe»”.      

   Welcome to the Grand Hotel Europe — one of the world's truly "Grand Hotels". Located in the very heart of St. Petersburg's historic central shopping and business district, the Hotel combines all the charm of a bygone age with deluxe modern facilities and the highest international standards of service.
   We are delighted to offer you the very finest in Russian hospitality. From the moment you arrive, we promise to envelop you in our time-honoured traditions of gracious Russian luxury. With a history that dates back to the 1820's the Grand Hotel Europe has played a central role in the City of St. Petersburg since the time of the Tsars. Great care was taken in the renovation of the Hotel, completed in 1991.
   The Hotel's fully equipped Business Centre and support facilities and services, make it an ideal base from which to do business in St. Petersburg. The Grand Hotel Europe can provide you with secretarial assistance, interpreters, translators, a private meeting room or temporary office. International communications including postal and courier service are all available through the Hotel. Our Concierge will be happy to arrange transportation, make onward travel arrangements, reconfirm airline tickets and advise on restaurants for corporate entertainment.  

   Our private function rooms are ideal for important meetings, discreet negotiations, presentations, seminars and training sessions. Our Banqueting Department will be happy to assist you with all arrangements including the supply of audio-visual aids and simultaneous translation equipment.
   Throughout its history, the Grand Hotel Europe has been the venue for many grand occasions. Today our Banqueting team upholds this fine tradition. Whether it is for a small private dinner, a conference, product launch or an elaborate dinner dance, they are on hand to provide the careful organization, considered advice and the attention to detail essential to a successful event.
   Organizers have a choice of the elegance of the Krysha Ballroom with its glass roof to let in the spectacular summer spell of the White Nights, the cosy warmth of the Billiard Room, the traditional charm of the Lidvall Room and Caviar Bar or the light and airy meeting rooms in the Conference Centre. In addition, the Grand Hotel Europe can also organise and cater special events at the many palaces and other historic venues in St Petersburg and the surrounding countryside.
   Variety and quality are in the heart of the Hotel's dining options. Restaurant Europe offers the finest in modern Russian and international gourmet cuisine amid breath-taking turn of the century decor. The Brasserie is an informal Bistro-style restaurant, while SADKO's is the place to meet in St Petersburg. This American style bar/restaurant also features nightly performances by live local bands. For a spicy alternative try Chopstiks, the Hotel's authentic Chinese restaurant. Enjoy a leisurely traditional Afternoon Tea on The Mezzanine or unwind before dinner over a quiet drink in The Lobby Bar.
   The Grand Hotel Europe has played host throughout its lifetime to the great names of Russian history and to celebrities from over the world. A favorite haunt of Tchaikovsky, Anna Pavlova and Maxim Gorky, the hotel continues to this day, to attract the rich, famous and talented from around the globe.
   As the City of St. Petersburg reawakens to its vibrant history and its tradition as one of the cultural centres of Europe, the Grand Hotel Europe will help you discover a unique blend of the City's new-found vitality and its natural warmth, while guaranteeing the very standards of hospitality and service.
   We look forward to welcoming you to our Hotel and to our beautiful City.
1. Comprehension questions:
1.    Where is the Grand Hotel Europe situated?
2.    When does its history date back to?
3.    When was the renovation of the Hotel completed?
4.    What services can Grand Hotel Europe offer?
5.    What are private function rooms used for?
6.    What restaurants are there in the Hotel?
7.    What famous people were the guests of the Hotel?

2. Complete the sentences.
1.    The history of the Grand Hotel Europe dates ...
2.     It is located ....
3.    The renovation of the Hotel ...
4.     If you come to do business in St. Petersburg the Hotel can provide

        you… 

5.    The Hotel's private function rooms are ideal for...
6.    The Banqueting team are always ready to...
7.    The Grand Hotel Europe can also organize...

3. Read "Room Description" and say what room you would like to book, give your grounds for the choice.

Grand Hotel Europe
Room description
Standard Classic room:     - Grand lit                                               $260-300
                                           -  Twin
                                           -  Double
                                           -  No real triple exists
                                           -  Tastefully decorated in yellow and green
                                           -  Two armchairs
                                           -  Writing desk
                                           -  Mini-Safe
                                           -  Mini-Bar
                                           -  Heated tiled bathroom floor
                                           -  Satellite TV/remote control
                                           -  One telephone set/two points
                                           -  Hair dryer
                                           -  Small entrance foyer
Belle Chambres:                -  Double                                              $340-380
                                           -  Twin
                                           -  Two Grand Lit
                                           -  Parquet floors
                                           -  Partly historical furniture and paintings
                                           -  More guest supplies
                                           -  View facing Nevski Prospect
Terrace rooms:                   - Same as classic rooms                       $340-380
                                           -  Terraces overlooking the roofs of St. 

Petersburg
Penthouses:                        - Modern "high tech"                            $450-490
                                           -  Split level
Suites:                                - Different in size, location, views           $1000
                                           -  More guest supplie
Use the expressions:
I prefer/I'd prefer

I like best

I'd rather

— I like them both/all
— I haven't got any particular preference
— I can't say I prefer any/one in particular
—  They both have certain advantages and 

      disadvantages
—  It depends                                                                                                                                     

— I leave that to you
—  It's up to you to decide
—  It's all the same to me
4. Match the words having something in common:
 Business Centre, hospitality, support facilities, luxury, secretarial assistance, the highest standards of service, private meeting rooms, private dinner, important meetings, dinner dance, international cuisine, nightly performances, attention to detail, the Lobby Bar.
III. Dialogues.

1. Read the dialogues and:
a)  translate the italicized words and phrases;
b)  fill out the table below.
                                      Arranging Accommodation 

1. A:   Good morning. Midland Hotel.
B:   Good morning. This is Gane Stevens from Daxia. I'm trying to 
         arrange accommodation for a number of visiting businessmen 
         from abroad, and I'd like  to know a little about the facilities that 
         your hotel has to offer. 
A:   Well, the Midland is a 3-star hotel and we are situated five 
       minutes from   centre of town. 
B:   Uh-huh. And are you on the main road? 
A:   No, we're on a side street, and all the rooms are very quiet. 
B:   And what about a restaurant? 
A:   Well, we find that most of our clients prefer to eat out, and as 
       there are plenty  of restaurants in the vicinity, we have only a 
       small restaurant — but we do  serve hot food in the evening. 
B:   I see. 
A:   Of course we do have a bar — the Cellar Bar — which has a very 
       intimate  atmosphere. 
B:   And what about entertainment at the hotel? Do you put on any 
       dances? 
A:   No, I'm afraid we don't. 
B:   And just a couple of final questions. Do you have either a 
       swimming pool or a sauna? 
A:  No, not in the hotel, but there's a pool with a sauna just round the 

    corner. 
B:  Well, thanks very much for the information. Bye. 
A:  Bye.
2. A:   Kings Hotel. 
B:   Good afternoon. My name is Gane Stevens from Daxia. I'm just 
       arranging accommodation for a number of foreign businessmen 
        who are coming here  next month. I wonder if you could tell me
        what facilities your hotel has to offer. 
A:   Yes, certainly.Well, as you probably know, we are not in town.In  
       fact it's eight miles from the hotel to town. The hotel is set in its 
       own  grounds and the  surrounding countryside is very beautiful 
        and very peaceful. So your guests  would certainly be assured of 
        a quiet and restful stay. 
B:   And how about a restaurant? 
A:   Yes, we have a large restaurant which caters both for residents 
       and non- residents. It tends to be quite full around this time of 
       year, but residents, of  course, get priority. 
B:   Uh-huh. 
A:   We also have two bars — one of which is exclusively for 
       residents. 
B:   How about evening entertainment? Any dances? 
A:   No, I'm afraid we don't hold them any more. We used to, but now 
       people  prefer to go into town for a night out. 
B:   I see. And what about a swimming pool or a sauna? 
A:   Yes, we've recently had a sauna installed and it is extremely 
        popular with our guests. 
B:   And a swimming pool? 
A:   No, not yet, unfortunately. 
B:   Well, thanks very much for the information. Bye. 
A:   Bye.
3.  A:   Morning. Central Hotel. 
B:   Good morning. This is Gane Stevens from Daxia. I'd like to find
       out a little about the facilities offered by your hotel. 
A:   One moment, please. I'll just put you onto booking enquiries. 
C:   Booking enquiries. 
B:   Good morning. My name is Gane Stevens from Daxia. Could you .      tell me a little about the facilities offered by your hotel? 
C:   Yes, certainly. The Central is right in the middle of the town, next 
       to the  railway station, and is very convenient for people arriving 
       or leaving by train. 
B:   Does that mean that the hotel is quite noisy? 
C:   Well, I wouldn't say that we are exactly a country hotel. Yes, I 
       suppose it is quite noisy. 
B:   How about restaurant facilities? 
C:   No, I'm afraid we haven't got a restaurant here. Of course there are 
       plenty in the vicinity. All we have is a snack-bar which serves 
       light refreshments. 
B:   Do you have a bar? 
C:   Yes, we do. 
B:   And what about evening entertainment? 
C:   Well, we have a dance in the bar every Saturday evening. And 
       that's open to both residents and non-residents. 
B:   Uh-huh. Anything else in the way of facilities? 
C:   Yes, we also have a sauna — that's only for residents. And next 
       year we shall have our own swimming pool. 
B:   Well, thanks for the information. Bye.
Complete the table.
	
	Hotel 1
	Hotel 2
	Hotel 3

	Name of hotel
	
	
	

	Location
	
	
	

	Noisy/quiet
	
	
	

	Restaurant
	
	
	

	Bar
	
	
	

	Dancing
	
	
	

	Sauna
	
	
	


2. Fill in the reservation form.
HOTEL RESERVATION FORM
Hotel <name> has following accommodation possibilities:
double room category A ($..), category В ($..)
single room category A ($..), category В ($..)
Prices are for accommodation with breakfast (service and tax included)
As a 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 (c) ____ to (пo)____ number of nights_____________
double room category A___________   single room category A________
double room category В___________   single room category В_________
age___________(when sharing a room, someone about my age is preferred)
Name:_______________________________________________________
I will arrive by private car (yes, no)
If booking cannot be made in the requested price, please reserve in the next available (higher, lower) category.
                                                Date_________   Signature______________

3. Read the dialogues and translate them.
1. - I'd like to have a double room with bath.
   - How long are you planning to stay, Sir?
   - I guess, we'll stay for three or four days.
   - I can give you an outside room on the seventh floor.
   - Is it very noisy? 

   - By no means. The street is very quiet. In front of the hotel you can

     see a big park.
   - How much is the room? 
   - 70 dollars a day. The charge includes breakfast. 
   - All right. I'll take  it.

2. - I know you have just, returned from the USA, George. Am I right? 
- You are quite right. 
- I am going to the USA one of the days. Is it possible to reserve a 
   room by telegram? 
- I think so. In the USA you will have to fill in a registration 
   form.That means you will have to put down your name, nationality 
   and home address. 
- Anything else? 

- Yes, the place and date of birth, and some other information should
   be put down. 
- Thank you for the information. 
- You should know that the room charge includes breakfast. Make 
   sure that  the bill is prepared one day before leaving. The bill 
   includes 13% (percent) service charge. You won't have to tip your 
   maid and the waiter. 
- I'll keep it in mind.

4. Act as an interpreter: translate the sentences from Russian  into English and from English into Russian.
1. - Где я могу остановиться в Киеве? 
- Do you want a single room/a room for two/a room with a private
  bath? 
- Сколько это стоит в день? 
- Please, reserve a room at this hotel for our delegation for 6 days.
2. - Есть у вас свободные номера? 
- Do you have a reservation here? 
- Ваша комната подготовлена/Ваш номер еще не освободился. 
- Is there hot running water/a private bath/a telephone/a TV set in the   
   room? 
- Сколько стоит этот номер с пансионом? 
- Shall I pay in advance or at the end? 

  3.     - Вот ваш регистрационный бланк. Заполните его. 
- Fill in the form in block letters in English. 
- Покажите мне мою комнату, поставьте вещи здесь. 
- May I ask you to have it cleaned/washed/pressed/ironed. 
- Я должен получить это не позднее завтрашнего утра.

  4.     - I'm leaving/checking out tonight 
- Приготовьте мне счет, пожалуйста. 
- Where can I pay the bill? 
- Дайте мне, пожалуйста, квитанцию. 
- Please, call a taxi for me.
5. Translate  into English:

1. - Я еду в Лондон в следующем месяце. 
- Вы остановитесь у друзей? 
- Нет, я собираюсь остановиться в гостинице. 
- Закажите номер заранее. 

2. - Мне нужна комната на одного человека с отдельной ванной. 
- К сожалению, все комнаты заняты.

3. - Простите, мне нужна комната на двоих с отдельной ванной. 
- Одну минутку.… Да, у нас есть комната на двоих на десятом 
   этаже. 
- Прекрасно.

4. - Заполните, пожалуйста, бланк. Вот вам ключ.

5. - Я собираюсь выезжать завтра. Подготовьте, пожалуйста, счет.

IV. Make up your own topic for Oral Compositions. 

1. You’ve decided to reserve a room at a hotel. Tell about it.

2. Describe the procedure of checking–in and checking–out at a hotel.

3. You would like to travel abroad and you find out about the accommodation various hotels offer.

   Unit 3. At the office
Telephone conversation

I. Learn the words and phrases:

1. Speaking 




 – Я слушаю! (Вас слушают!)
2. You've got the wrong number 

 – Вы ошиблись номером
3. Will you call (me) back?                        – Перезвоните. (Вы опять мне позвоните?)

4. Number, please!                                     – Какой номер вы вызываете? (вопрос телефонистки) 

5. long-distance call                                   – разговор по междугородному телефону 
6. trunk call                                                 – разговор по междугородному телефону
7. Trunks                                                     – междугородная 
8. Hold the line.                                          – He кладите (не вешайте) трубку.
9. put a call through                                    – соединять, связываться по телефону
10. Directory Enquiries                                – справочная
11. Dial a number                                         – набирать номер     
12. The line is busy (engaged).                    – Телефон занят.
13. Can I have a word with him?                 – Можно мне поговорить с ним?

14. Who's this, please?                                 – Кто у телефона? 

15. Who's speaking?                                     – Кто говорит? 

16. Mr. Green speaking.                               – Говорит г-н Грин.
17. Is that Mr. Green?                                  – Это г-н Грин?
18. Sorry, you must have                              – Извините,Вы,должно быть
the wrong number.                                    ошиблись номером.
19. It's the wrong number.                            – Это не тот номер.
20. Sorry to have bothered                           – Извините за беспокойство. 
  (troubled) you.
21. The line is engaged. 

           – Номер занят. Вы можете
  Can you hold on?                                       не вешать трубку?
22. I'll see if he is in.  


          – Я посмотрю,на месте ли он.
23. I'm afraid he's out at the moment. 
 – По моему, его сейчас нет.
24. I'm afraid he is not available. 

 – Боюсь, его сейчас нет.
25. I don't expect him in until 


 – Я не жду его раньше
Monday afternoon.                                    понедельника во второй                                           /                                                                  половине дня.
26. Can I take a message? 


 – Передать ему что-нибудь?
  (Will you leave a message?) 
27. Could you take a message? 

 – Вы не могли бы передать
  ( Could I leave a message?)                       ему кое- что?
28. Is there any message? 


 – Что-нибудь передать ему?

29. digit 





 – цифра

30. emergency call 



 – вызов скорой помощи 

 Match the words and phrases in column A with those in column B.

	A
	B

	1. It’s the wrong number

2. Hold the line

3. The line is busy

4. I’m afraid he is not   .   .  .     available

5. Directory Enquiries

6. Dial a number

7. Can I take a massage?

8. I’ll see if he is in

9. Put a call through
	1. набирать номер

2. справочное

3. это не тот номер

4. связываться по телефону

5. не кладите трубку

6. боюсь, его сейчас нет

7. я посмотрю на месте ли он

8. телефон занят

9. передать ему что-нибудь


II.  Read and translate the text.

Text "Telephone Conversations"
   Telephone is the most frequently used means of communication in business because it's the quickest way to get or pass on information. Primary negotiations are very often carried out over the phone. Nevertheless, important telephone conversations concerning prices, terms of payment or claims, are usually con firmed by a letter.
   To save time at the beginning and at the end of telephone conversations standard phrases are used. They are given below:
— «"Green & Co". Can I help you?» — Фирма «Грин и Ко». Чем могу помочь? 
— «Could I speak to Mr. Green, please?» — He могу ли я поговорить с г-ном Грином?
   When pronouncing the telephone number each digit is  spoken separately, i.e.  no figure above nine is used.  In USA "zero" may replace "oh".  The figures  are usually grouped rhythmically in pairs   (pairing from the  right). If the two digits  of a pair are the  same,  it is usually spoken as  "double three"   etc.  An exception is  the GB emergency call 999 which is  always "nine'nine'nine".
In numbers which include a code number,  the code  is  to be  separated
by a pause:                                                 
01-629 8344 – oh one//six two nine/eight three/double four.

 Make up your own questions to the text .
III. Dialogues.

1. Read all dialogues and translate them.

1. -  Hello.  Is this five-seven-oh-one-two-four-oh (570-12-40)? 
-  Speaking. 
-  Could I speak to Mr. Jones? 
-  One moment, please. Who shall I say is calling? 
-  Mr. Barnes.
2. -  Is this 253-22-74? 
-  Sorry, wrong number. 
-  Sorry. 
-  That's all right.
3. -  Pan Electronics. Can I help you? 
-  Yes, I'd like to speak to Miss Rathbone. 
-  I'm sorry, Miss Rathbone is out now. Will there be any message? 
-  Please, tell Miss Rathbone, Mr. Richardson from Manchester called 
    about a  new contract. Could you ask her to call me back? 
-  Yes,   of course.
4. -  Operator? 
-  Number, please. 
-  I want to make a long-distance call to Scotland. 
-  You want Trunks.   Hold the line and I’ll put you through.
5. -  Is that  Trunks?  I want Glencoe   6240,   please. 
-  Hold the line...   I'm trying to connect you. 
-  Thank you. 
-  Put in the coins. 
-  All right - I am doing it now. 
-  You're through, caller. You have 3 minutes. 
-  Thank you. Hello. Hello, Jimmy?
6. -  Chicago 18233.                                                             
-  Hello. This is Tom Piper here. Is Mary there?                   
-  Hang on a minute. I’ll see.                                                   
-  O.K.                                                                                     
-  Hello. I’m sorry, but Mary's out.                                      
- Oh. Could you take a message?                                       
- Yes, of course. Just a minute. I need a pen.              

7. - Hello. Directory Enquiries. Cal I help you.                     
- Yes. Can I dial direct to Zurich?                                   
- Yes, sir, you can.                                                      
- What's the code number, please?                     
- It's 010411.                                                     
- Thank you.

8. - Hello. International Service. Can I help you?       
- Yes, please. I'd like to make a three-minute  call to Madrid. 
- What's the number, please?                                             
- Madrid 65 43 21. 
- What's your number, please? 
- Oxford  56767. 
-Please  put 21.56 in the box and I'll call you back. 
- Thank you.

2. Supply the missing remarks.

1. - Hello, is this 459-22-37?  
- .................................................... 
- Gould I speak to Mr. Slack? 
- .................................................... 
- Mr. Peters from Smith and Go. 
- ....................................................
2.  - Travel Agency. Reception. 
 - .................................................... 
- The manager is out at the moment. Shall I take a message for him? 
- ....................................................
3.  – Mr. Brown's office. 
 - .................................................... 
- Certainly, sir. Will tomorrow 10 o'clock be all right with you? 
- ....................................................
4. - Operator. 
- .................................................... 
- Number in Moscow, please. 
- .................................................... 
- Hold the line, I'll try to put you through.
3. Translate into English.
1. - Это 356-78-93? 
- Нет, вы ошиблись номером. 
- Извините. 
- Ничего.
2.  - Междугородная. 
- Я бы хотел позвонить в Читу. 
- Номер телефона в Чите? 
- 35-39-54. 
- Не кладите трубку, я вас сейчас соединю.
3.  - Пан Электроникс. Чем я вам могу помочь? 
- Мне бы хотелось поговорить с мистером Ротманом, 
- Кто звонит? 
- Питер Джоунс, 
- Минуточку, мистер Джоунс, я вас соединяю.
4.  - Алло. Это 1-2-1-5-0-1-8? 
- Yes, who is speaking, please? 
- Меня зовут Ричард Фокс. Можно поговорить с мистером 
  Кларком? 
- Wait a minute, ... Clarke is speaking. 
- Привет, Мартин. Это Ричард Фокс, 
- Я рад тебя слышать, Ричард. Как поживаешь? 
- Fine, thanks. How are you? 
- Все также. Спасибо. Как твои родители? 
- My father is doing fine. My mother is ill. 
- Очень сожалею. Могу я помочь? 
- I am afraid not. Thanks. I say, Richard, I would like to meet you. 
- Я тоже хотел бы тебя повидать. Давай встретимся сегодня 
   вечером. 
- Nо objections on my part. Where shall we make it? 
- Давай встретимся в нашем ресторане. Ты помнишь, где он 
   находится? 
- Sure. I'll be waiting for you at the restaurant at half past seven, ОК? 
- Давай встретимся ровно в восемь у входа в ресторан. 
- That's settled. Till 8 o'clock. Good-bye. 
- Good-bye.
5. - Простите за беспокойство. Можно мне поговорить с ...? 
- Кто у телефона? 
- Говорит Зимин. 
-.Вы ошиблись номером.

6. - Говорит Петров из Москвы. Соедините меня, пожалуйста, с г-ном  Стивеном. 
- Я посмотрю, на месте ли он. Простите, его сейчас нет. 
   Передать ему  что-нибудь? 
- Нет, спасибо. Я позвоню ему еще раз тогда. До свидания.
7. - Слушаю. 
- Кто у телефона? 
- Секретарь г-на Грина. Что вы хотите? 
- Вы не могли бы передать ему кое-что? 
- Говорите, я записываю.
8. - Кто говорит? 
- Говорит г-жа Соколова из Берлина. Соедините меня, 
   пожалуйста, с  Коваленко. 
-.К сожалению г-на Коваленко сейчас нет. 
- Когда, по-вашему, он вернется? 
- Не ранее понедельника. Ему передать что-ни​будь? 
- Нет, спасибо. До свидания.

IV. Make up your own dialogues.

Advertising

I. Read  and learn the words:

1. advertisement = ad (col)                      - объявление, реклама
2. classified ad
                                      - колонка объявлений в газете

3. to sell – sold – sold                              - продавать
4. expenditure on something                   - трата, расход
5. the sum spent on                                  - сумма потраченная на …

6. to persuade 
                                      - убеждать
7. to create
                                      - создавать
8. to tempt
                                      - искушать
temptation
                                      - искушение
9. to benefit 
                                      - получить выгоду

10. associations                                         - ассоциации
11. to raise pleasant ideas                          - пробуждать приятные мысли
12. assumptions                                         - приобретения
13. to stimulate trade                                 - стимулировать торговлю 

II. Read the text and say what is the most important feature of

ads in Britain?

Advertising.
The first advertisements were plain statements that such and such a product was sold at such and such a place at such and such a  price.

Nowadays the yearly expenditure on advertising in Great Britain is around £500 million, which is equivalent to more than half the sum spent on education!
Advertisements are designed to persuade and create temptation and desire. Psychologists discover that a man's hidden desire for power leads him to buy the petrol whose publicity emphasizes its power properties. The advertising copy-writer knows that some words mean more than they seem to mean, and that he can benefit from the associations which cling to certain words. Actually, most advertisements rely on persuasive language. The phrases "a holiday chocolate" and "a sunshine drink", although they tell very little about the products they describe, help to sell them by raising pleasant ideas in people's mind.
The logic of an advertisement's claims should always be examined. Unwarranted assumptions are sometimes made and statistics quoted which are too incomplete to prove their points. But not all advertisements are bad nor all advertising evil, for advertisements inform as well as persuade, stimulate trade and are said to help maintain full employment. None the less claims should not be accepted without careful and critical reading. 

1. Find words of the same roots as:
equivalent, expenditure, designed, associations, publicity, assumption, unwarranted.

2. Phrases, using the vocabulary of the text.
money, spent  annually on - 
is the same as -
are made to -
convincing words -
to boost up, to increase -
a person, who composes advertising texts -
are glued to, are connected with -
public opinion, popularity –

3. Study the example. "Nowadays the yearly expenditure on

advertising is equivalent to half the sum spent on education."

a) Make sure you clearly understand the meaning of this sentence.
b) Make up similar sentences, based on prompts:
- the force of the explosion/5 pounds of dynamite
- money spent on rent/my monthly salary
- annual taxes/our school's budget
- 90° Fahrenheit/about 30° Celsius
- her expenditure on clothes/half the sum spent on
- the height of the mountain/4000 meters

4. Here are examples of some ad mottos. Find the products they advertise.
	1.
	Spreads straight from the fridge.
	a)
	Washing powder

	2.
	We're getting there.
	b)
	Shampoo

	3.
	Persil washes whiter.
	c)
	Army

	4.
	Your country needs you.
	d)
	Margarine

	5.
	Just washing go.
	e)
	railway service

	6.
	Your flexible friend.
	f)
	cream cakes

	7.
	Naughty but nice.
	g)
	credit card


III. Read these text and say how street markets in the USA differ from those in Britain.

The Art of Advertising.
Whether the art of advertising is a real art or not, you can judge for yourself while reading these 2 ads from different booklets:

a) New York by Helicopter.

        Breathtaking tours of the Manhattan skyline. Welcome to New York, the most fascinating city in the world. Helicopter Flight Services, Inc. offers the most unforgettable way to experience all the fabulous sights of New York from a bird's eye view. Our climate-controlled helicopters in addition to our impeccable safety record, personalized service, and "NO-WAIT" scheduling will provide you with the most impressive flight of you life. Choose from one of our three flights ranging from 22-54 km at $69. See the map  for  our  convenient  location  at  60th  Street and the East River. Call 

1-888-WE-FLY-NY for reservations and do not forget your camera.
b) A City bank card – now and in the future!
Other credit cards may offer some of these features but only City bank offers all of them. No wonder so many students graduate with a City bank card, because there is no
-No Annual Fee
-Special Student Rate
-Travel and Retail Discounts
-City bank Photo card
-Worldwide Acceptance
-Emergency Cash Advances
-24-hour Assistance

Find a more expressive synonym to each word below.
special (museum)
interesting (themes)
underlining (smth)
a reduction
exciting
memorable
beautiful (sights)
clean, pure
IV. Pair work.
1. Student A writes, an advertisement about one thing that he likes  most.
Student B is an editor and he finds his ad rather good, corrects some mistakes and reads the model variant.
2.
Student A complains about the bad quality of instant coffee he recently bought because of the advertising on TV.
Student B sympathizes with Student A and remembers his own mistake when believing an ad on TV he bought a vacuum-cleaner with a lot of missing parts and could hardly get it repaired.

V. Group discussion: discuss it in a group and list merits and demerits of advertising in the world and in this country.
1. Why do a lot of people believe in good qualities of advertised goods?   2. Can you attribute it to good qualities of things or to good advertising  ability of copy-writers? 
3. Do you believe advertisements yourself? 
4. How often do you read ads in newspapers or in magazines? Do you always read them on purpose?

5. If you are to make your choice, will you follow the advice in the ad or will you make up your mind yourself? 

6. What is advertised more in your country? And why? What, would you advertise, and why?

Getting a Job

I. Read  and learn the new words.
1. abilities (talent)


- дарования, способности

2. calling for 



- призвание

3. career goals 



- цели претендента при получении работы

4. job-hunting  


- поиск работы

5. job hunting file


- банк данных
6. advertisement classified ad 

- объявление, реклама, объявление по рубрикам

7. fee 




- гонорар, плата за услуги

8. resume 



- описание образования, работы и опыта 

 выполненное в специальной форме для   

 поступления  на  работу  

9. vacancy 



- вакансия

10. work  



- работа , должность, занятие

      job

     employment

     occupation

11. job qualification 


- качества (образование + опыт работы, 

 которыми должен обладать претендент)

12. apply ( to smb for smth ) 

- обращаться за работой (помощью, 

 разрешением)

13. application  form 


-  анкета
14. an applicant


 - кандидат, претендент

15. employ 



- предоставлять работу

      employer


               - работодатель

      employee 



- служащий
      unemployment


- безработный
      employment 


- занятость
16.salary(wages, pay, earnings)
- зар.плата
17. bonus 



- премия

18. fringe benefits


- дополнительные  выплаты

19. insurance 



- страховка

20. notify 



- уведомить об увольнении

       give notice

21. dismiss 



-  уволить с работы
       kick out

       get the sack (call)

22. become redundant 

- попасть под сокращение штатов

23. quit (leave the service) 

- уволить
24. resign from one’s job, position
- уходить в отставку, отказаться от должности

25. colleague 



- коллега
26. experienced


 - опытный
       qualified



 - квалифицированный
       skilled

       talented



 - талантливый
27. a white collar job (amer.)

 - «чистая» работа

28. technical job


 - работа в промышленности           

29. high salaried job 


 - высокооплачиваема я  работа   

II. Texts

1. Read and translate the text . 

Choosing an Occupation
    
One of the most difficult problems a young person faces is deciding what to do about a career. There are individuals, of course, who from the time they are six years old "know" that they want to be doctors or pilots or fire fighters, but the majority of us do not get around to making a decision about an occupation or career until somebody or something forces us to face the problem.
Choosing an occupation takes time, and there are a lot of things you have to think about as you try to decide what you would like to do. You may find that you will have to take special courses to qualify for a particular kind of work, or may find out that you will need to get some actual work experience to gain enough knowledge to qualify for a particular job.
Fortunately, there are a lot of people you can turn to for advice and help in making your decision. At most schools, there are teachers who are professionally qualified to counsel you and to give detailed information about job qualifications. And you can talk over your ideas with family members and friends who are always ready to listen and to offer suggestions. But Seven if you get other people involved in helping you make a decision, self evaluation is an important part of the decision-making process.

2. Read and translate text A and text B.
Text A.                          

Employment Agencies
In Britain there is a special service for school leavers, the Careers Advisory Service, which helps young people who are looking for their first job. Careers Officers give practical advice on interview techniques, application forms, letters, pay, National Insurance and Trade Unions.
One business organization that you may use when you are job-hunting(I) is an employment agency. There are the state employment services and nonprofit agencies that do not receive fees for finding jobs for people. There exist also some private employment agencies which receive a fee. These include the state employment services and nonprofit agencies. Counselors there may spend a few minutes with each applicant.
But an agency that deals with technical and higher-salaried jobs, spends much more time with each applicant. Appointments are necessary in this type of agency, where a counselor may be able to see only a few applicants a day.
An interview for any kind of job, whether the interview is obtained through a friend, classified advertisement, or an agency, generally requires an appointment. It is important to be on time for your appointment. If you have made an appointment and cannot keep it, or if you will be more than ten minutes late, you should always call the interviewer. If you do not cancel the appointment or notify the interviewer that you will be late, you will create a negative impression on your possible employer.
To make efficient use of time, American business people schedule their days hour by hour. In most American business situations, appointments are a necessary courtesy.
Note:
job-hunting – looking for work
Text B.        

                       “… They Live by the Appointment Book”

Victor had recently arrived in the United States, and he did not completely understand the need for appointments. He thought his friend was exaggerating. One day he went to an employment agency. This agency specialized in placing people according to their qualifications. Victor wanted to start working as soon as possible so that he could afford his own apartment.
When he arrived at the agency at 10 a.m. the receptionist said to him, "Do you have an appointment?" Victor looked around the office and said, "No, I don't, but I see that there are very few people waiting here. I'm sure the counselor can see me. "The receptionist answered, "I'm sorry. This agency works by appointment only." She told him to leave his resume, fill out an application, and make an appointment. Victor did not have a resume, but he was able to get an appointment in two days.
Before dinner that evening, Victor dropped in on his friend Andre. He told Victor again why sometimes in America you cannot just drop in. Victor then turned to his friend and said, "Andre, you are right. In America you don't live from day to day — you live from appointment to appointment!"
(adapted from "Working World" by Boston M.)

3.Find in texts A , B equivalents for the following words and phrases.

1) быть готовым к переменам (изменениям); 2) создать положительное/ отрицательное впечатление; 3) заполнить анкету для поступления на работу; 4) решить, принять решение; 5} приобрести знания/опыт работы; 6) дать детальную информацию; 7) час за часом;  8)  эффективно использовать; 9) предлагать что-либо (советовать);  10)подбирать работу согласно квалификации; 11) специализироваться в области; 12) самооценка; 13) обратиться к кому-либо; 14)  изучать что-либо (пойти на курсы).

4. Match the idioms in column A with the definitions in column B.

	
	         A
	             В

	
	1. self appraisal
	a. to get an appointment

	
	2. self evaluation
	b. newspaper listing of job

	
	3. resume
	c. your own view of yourself

	
	4. give me a call
	d.  to give someone a good opinion of you

	
	5. create a good

    impression
	e. summary of one's employment  record

	
	6. classified ad
	f. a form to be filled in when


5. Replace the italicized parts of the sentences by words and word combinations from the vocabulary.
1. In American business practice making appointments is a rule of polite behavior.
2. He went to an employment agency to meet a person who gives advice, but first he had to talk to the employee who receives callers and answers the phone.
3.  He went to the manager in order to formally ask for a job.
4.  He doesn't work at the .moment, he is out of work.
5.  The company gives provisions against sickness, death, damage and Joss.
6. His parents couldn't make him leave the job, they could only give advice.
7. His programme was very busy, every hour was occupied.
8.  These agencies deal only with people having no trade.

6. Choose the right word.
a) job – position - occupation
   "job" - anything that one has to do, task, duty;
   "position" — a person's relative place, as in society; rank status;
   "occupation" — that which chiefly engages one's time; one's trade.
1. He was unemployed doing only odd …
2. Knitting is a useful ... for long winter evenings.
3. This aid is for those who have a very low… in society.
4. My sister occupies an important … in the Department of Health.
5. The police called the company to find out his … at the moment.
b) leave – graduate
    “leave” – graduate (school)
    “graduate (from)” – to get a degree or diploma, to complete a course of

     study at a college/university.
1. He … from Columbia University last summer.
2. She .. school 2 months ago and couldn’t find a job.
3. What University did you … from?
7. Fill in prepositions where necessary.

1) After leaving school a young person faces … a very difficult problem – choosing an a occupation. 2) The majority of young people do not get around … making a decision until they leave school. 3) Boys and girls seldom talk about  this problem … with the family. 4) One has to take special courses to qualify …the job. 5) There is a special advisory service which counsels … people who are looking … work. 6)There are nonprofit agencies that deal … nonskilled positions. 7) This agency specializes … placing people … their qualifications. 8) The agency helped me find…the information I needed.9) You can turn…your teacher …advice and help.10)Counselors give practical advice … interview techniques, application forms,etc. 11)He made an appointment with the career officer…11 o’clock. 12)A counselor can see only a few applicants … a day. 13) An interview…any kind of job generally requires an appointment. 14)He was … 20 minutes late and created a negative impression…the employer.15)American business people schedule their day hour … hour. 16) On the wall he saw a notice “The agency works … appointment only”. 17) He didn’t know how to fill…the application form. 18) It turned out that he traveled to the agency … nothing as he didn’t make an appointment … advance. 19)Appointment is a necessary courtesy, you can’t just drop … .

8. Which statement is a good example of the meaning of the italicized word?
1.
He thought that his friend was exaggerating.
a.
He was shouting to make his point understood.
b.
He made it seem much more important than it really was.
2.
One day he went to an employment office.
a.
office where he worked
b.
organization that helps people to find an occupation.
3.
The employment office places people according to their qualifications.
a.
the office which helps people to find a place to live.
b.
the office which advises people on the job and interview technique.
4.
He thought he was imposing on his brother and sister-in-law.
a.
He made things very difficult for his brother.
b.
He made his brother work hard.
5.
He couldn 't afford his own apartment.
a.
he couldn't live alone.
b.
he didn't have enough money to pay the rent
6.
One should have definite qualifications for the job.
a. education and work experience
          b. definite personal features

9. What should you do to find a job? Find the logical sequence of the steps you should take.
· get an invitation for an interview
· make an appointment with an employment agency counselor
· read the classified ads
· think what kind of job you want
· analyze your skills, personality traits and accomplishments
· get ready for the interview
· find out what employment agency you can use

· find out as much as you can about the company
III. Read  and  translate the text .

Text C.
                       Classified Ads

                              So, You Are Looking for a Job
 WHAT MUST YOU BEGIN WITH?
There are several traditional ways of looking for a job.
A civilized and active means of looking for a job is studying the market of the offered vacancies to get an idea of necessary demands and size up your own chances.
The best way of doing this is to use the help of employment agencies or to independently study the ads of job opportunities being published.
Announcements of job opportunities can be read in different printed publications. But which of them is worth reacting to?
Don't put much trust in ads in the yellow press. Solid companies place ads in prestigious expensive publications with a firm reputation.
Your main task is to understand whether the position being offered is consistent with the levels of your skills, education, and experience in work.
The structure of job opportunities ads is usually the same: the name of the vacant position, the list of the candidate's professional duties, the demands made of the candidate, and the system of compensations and benefits. Ads are often published by employment agencies on behalf of their clients. The address of the office is usually not given — it is suggested that the resume should be sent to a P.O. box or else faxed.
Having carefully studied the demands and duties being offered, an experienced reader may extract information on the activities of the company and the prospects of its development.
The phrases often used about "successful work over many years in the Russian market", "New missions being opened", etc., really testify to the company's dependability, serious prospects for its growth, and the durability of its stay in Russia.
First, one must pay attention to the position. To grasp what lurks behind the position's English name, there is a need to visualize at least in general outline the personnel structure at Western companies. For instance one may be misled by the incorrect interpretation of the word "Assistant". There is a need to understand that this word does not at all imply secretarial functions. A more exact meaning of this word is: mate, aid, apprentice manager, high-class specialist capable of independently tackling the tasks set to him.
Therefore using all possible means, try to learn as much as possible about this position to prepare yourself as best as possible for a meeting with the employer.
Carefully read the demands made of the given position. The demand to know a foreign language is very important. In most cases there is a need for free command of the language — Fluent English. Free command implies an ability freely to deal with a foreign manager, competently to compile documents and speak on the phone. This demand may prove to be the most important.    
Quite often the ads do not decipher other demands in detail. For example, the ability to type in Russian/Latin. According to international standards, an adequate level of typewriting is a speed of 60 words per minute. Therefore, when claiming the given position, you need to check your speed or bring it up to the required level. Besides, a secretary is usually required to be able to work on a personal computer. In general, if the ads meticulously enumerate the software products, systems, languages, etc., which the candidate must necessarily know, remember that these demands have a strictly binding force.
    
Such special demands set the level of the candidate's indispensable qualifications.
Thus, you have decided to find a job : buy "Moscow News" and carefully study the ads given by employment agencies. Now you will be faced with the labor-consuming procedure of writing and circulating your resume.
                                                                         (abridged from "Moscow News")
Notes:

1. assess (v) — (зд.) оценивать;
2. consistent (with) — совместимый, согласующийся;
3. emphasize (v) — подчеркнуть, особо выделить/отметить;
4. a focus on smth — концентрация, средоточие на чём-либо;
5. list (v) — перечислить;
6. present (v) — представить;
7. relate (to) — относящийся к, быть связанным с;
8. relevant — существенный, уместный, относящийся к делу;
9. spell out — расшифровать;
10. take advantage of smth — продуктивно использовать.

1. Give a word  or a phrase for the following definition.

1) professional duties; 2) talent, skills, education; 3) appraise, decide the value of; 4) looking for a job; 5) statement about a person's character or abilities; 6) meeting or speaking with a person; 7) communicate; 8).person who gives a job.

2. Translate the words given in brackets.

1) There are several ways of (поиска работы). 2) First you should (оценить) your own chances 3) He studied the ads of (о вакансиях) being published. 4) Solid companies (помещают объявления) in prestigious expensive publications. 5) Your main task is to understand whether the position (согласуется) your skills and education. 6) Such special demands (устанавливают уровень) of the candidate's qualification. 7) Remember that the demands enumerated in the ads (обязательны). 8) Carefully read (требования) made of the given position. 9) There is a need to understand that the word does not (подразумевает) secretarial functions. 10) (Предварительный отбор) is carried out on the basis of resumes. 11) Reading the ads you may (выделить/получить) information on the (деятель​ности) of the company. 12) There is a need (представить себе) at least in general outline the personnel structure of Western companies.
3. Complete the following sentences using suitable words or phrases from the list below. Translate your sentences.


Managing director; junior executive; colleague; director; supervisor; staff; senior executive; superior; employee; middle manager; subordinate; work-force.
1). The group of executives working below the top managers are generally called…2).Valerie is an important person in our company. She is a member of the Board of… 3). Peter, a recent university graduate, has been with the firm for a year. He is at present a ... and is being trained for a managerial position. 4).Their ... is expanding rapidly. They now have over 5.000 employees. 5). At least 50% of our ... have been with the company over ten years. 6). ... in an organization generally have more fringe benefits than lower-level managers. 7). We are a small group in the Research and Development Department. Fortunately, I get on well with all my…
 8).Our telephone operators work under the direction of a ...9).I work under Mr. Brown. He's my... 10). Shelia and Tom work under my authority. I am their boss and they are my...11). I am responsible for ...training and development. 

4. Look at the following examples of skills/responsibilities and personality traits, translate them and find the ones that apply to you.
	Skills/Responsibilities
	Personality Traits

	acting;
	making decisions
	Use: I am very..
	...is one of my

	
	
	
	strong points

	analyzing;
	meeting people
	accurate
	accuracy

	assembling
	negotiating
	adaptable
	adaptability

	(putting
	(bargaining)
	cooperative
	cooperation

	things together);
	operating machines
	creative
	creativity

	building things;
	organizing
	dependable
	dependability

	cooking;
	persuading people
	flexible
	flexibility

	dancing;
	repairing machines
	mature
	maturity

	decorating;
	selling
	organized
	organization

	designing;
	sewing
	persuasive
	persuasiveness


	 driving;
	singing
	  punctual
	punctuality

	filing;
	solving problems
	  responsible
	responsibility

	growing things;
	speaking
	  tactful
	tact

	helping people;
	sports
	
	

	interviewing;
	supervising
	
	

	listening;
	typing
	
	

	making crafts
	
	
	


IV.  Study the list of Job Titles, translate and prepare a good reading. Fill out the table matching correspon​ding personality traits, skills/responsibilities and work.

                                       Job Titles

	accountant
	Interpreter

	baby sitter
	Librarian

	baker
	live-in-companion

	bank teller
	manager

	barber/hair stylist
	       messenger


	bartende
	       nurse


	bookkeeper
	nurse's aid

	building superintendent
	pattern maker

	bus driver
	pharmacist

	butcher
	plumber

	carpenter
	police officer

	cashier
	printer

	computer programmer
	railroad conductor

	construction worker
	receptionist

	cook
	       salesperson


	dental assistant
	secretary

	doctor
	security guard

	electrician
	sewing machine operator

	employment counselor
	social worker

	engineer
	stock clerk

	file clerk
	tailor

	fire fighter
	taxi driver

	florist
	teacher

	furrier
	translator

	gardener
	travel agent

	housepainter
	typist

	housekeeper
	waiter


	Trait
	Skill/Responsibility
	Application to work

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Hobbies: things you have most enjoyed doing

	

	


V. You are looking for a job. Analyze your interests and abilities. Answer the following questions.
Here are ten basic questions to think about:
1. What are my abilities?
2. What special talents do I have?
3. What are my special interests?
4. What are my physical abilities and limitations?
5. What are my attitudes and values?
6. How do I see myself, or what is my self-concept?
7. What is my previous experience?
8. What are my educational plans for the future?
9. Am I the kind of person who works well in a large group, or do I 

         work  better with  only one or two people?

    10. Am I willing to accept change?

VI. Read and translate the text. 

Text D                                    Job Hunting 
RESUME



An excellent resume may help you get the job of your dreams and a poor resume may mean a lost opportunity.


Since this is the first piece of information a company will receive about you, it is critically important that your resume be well-written.


It should be presented at the beginning of any interview that you have with a company. Ideally, resume should not be longer than one page.
The contents of a resume can be roughly categorized as: 1) PERSONAL INFORMATION (address and telephone number), 2) JOB OBJECTIVE, 3) EDUCATION, 4) EXPERIENCE, 5) SKILLS, 6) EXTRACURRI​CULAR ACTIVITIES, 7) REFERENCES.


The resume begins with PERSONAL INFORMATION, name, address, telephone number centered at the top page.


After your address, a statement of intent or JOB OBJECTIVE should be written. This objective should be well thought out from the very beginning j since it will influence how you will write the rest of the resume. It should not be too general, e.g.: "To obtain a managerial position in a Western company."


Think about your job search and career goals carefully, write them down in a way that shows you have given this much thought.
For example: "Objective: To obtain a position in telecommunication, that will allow me to use my knowledge of engineering and take advantage of my desire to work in sales."


Notice that your desire to have a well-paid job is not included in this  statement. A focus on money in your résumé’s first sentence will not make the best impression anywhere in the world, not just in Russia.
After the statement of intent, describe your EDUCATION.
List the universities, institutes and colleges you have attended in reverse chronological order.
Any studying you have done abroad should be included and courses that you have taken that are relevant.

      
If you graduated with honors, you should definitely include this. A "red diploma" can be called "graduated with high honors" in English. Do not include your high school.


Your working EXPERIENCE is the next section. List your experience starting with your most recent place of employment and work backwards.


Spell out the exact dates of employment, your position, and the name of the company you worked for.


Provide information about your responsibilities, emphasizing important activities by listing the most relevant to your objective. Do not use complete sentences! List your responsibilities in short statements that do not include the words "my" or "I".


Following experience, you should list your special SKILLS.


These include your language skills, computer abilities, and any other talent that relates to your statement of intent.


When describing your language abilities, it is best to be honest about assessing your level, "Fluent English," "native Russian," "intermediate German", and "beginning French" are all ways to describe your language abilities.

EXTRACURRICULAR ACTIVITIES should be included in the next section. Student or professional organizations you belong to, travel, sports and hobbies should be listed here.

Do not list "reading" or "writing" as an activity. It is assumed most people with a higher education do these things regularly.

The last section of your resume is the REFERENCE section. List at least two people, not related to you, who can describe your qualification for the job.

Their names, titles, places of work, and telephone numbers should be included. If you do not have space on your resume for this, write "Available upon request." You will then be expected to give this information to a prospective employer if it is requested.

The style and format of a resume are extremely important. Your resume must be typed, preferably on a computer in order to format it most effectively. A neat and well-written resume with no spelling mistakes will give an employer the impression that you are accurate and take care of details.

A resume will not get you a job. An interview with a company will get you a job. In order to have the opportunity of interviewing with a company you should send your resume with a cover letter.




(abridged from "The St. Petersburg Press")

1. Find in the text Russian equivalents to the following.

1). Потерянная возможность; 2). первая информация;  3).машинописная страница; 4). информация о себе; 5).цель, которую вы ставите при поиске работы; 6). занять должность;  7).высокооплачиваемая работа; 8). произвести благоприятное впечатление; 9). заявление о намерениях; 10). в обратном хронологическом порядке; 11). пройти курс (закончить курс); 12).закончить с отличием; 13). начиная с; 14). последнее место работы; 15). следуйте в oбратном (хронологическом) порядке;  16).увлечения (занятия в нерабочее вре​мя); 17). могут быть представлены при необходимости; 18).быть вызванным на интервью; 19). заявление (письмо к нанимателю).

2.  Fill out the blanks with prepositions or adverbs where necessary.

1) Spell ... the exact dates of employment. 2) It should be presented ... the beginning of any interview. 3) It is best to be honest... assessing your level. 4) The resume begins ... Personal Information. 5) If you graduated ... honors, you should definitely include it. 6) Name, address are centered ... top of the page. 7) Give     the     full     name     of    the   company     you     worked ... 8) The job objective should be well thought ... from the very beginning. 9) The resume should be typed ... a computer. 10) List the places you studied at ... reverse order. 11) An applicant should take great care ... details. 12) There are several ways ... looking ... a job. 13) If you've chosen the right way, it's possible to count ... success. 14) Ads are often published ... agencies ... behalf ... their clients. 15) At the agencies preliminary selection is carried ... on the basis of resumes. 16) This really testifies ...a company's dependability.

3.  Whether you are currently looking for a job or will be looking sometime in the future, this form will help you organize personal and professional experience. 

     Read the following form and complete it with your personal, educational, and professional information.

	                        SKILL INVENTORY FORM

 Education:
 High School                            .                                                                                                                                                                           
Year graduated                               Specialization                                    .     
 Trade School                                                                                                     .

Year graduated                               Specialization                                    .
 Certificate/diploma acquired                                                                 .

 College                                           .
 Year graduated                             . Specialization                                   .

Degree acquired                                                                                               .
Other Education                                                                                      .

School                          . Course                           . Skills                         .                          

	
	


4. Looking over your work experience and the skills you have acquired, list your accomplishments at each job, regardless of how small or insignificant they may seem to you.

	Accomplishments:

I advanced to a higher position in ______ years.

I increased sales by __________ percent.

I designed a computer program.

I developed a new process for improving the quality of the work.

I improved the accounting system for my department

               Work experience: Part Time or Volunteer Work

During High School years

Job title

Skill acquired

During college years

Company name

Job title

Skills acquired

Work experience: Full Time.

Dates

Company name

Job title

Responsibility

Skill acquired

Name of company

Job title

Accomplishments




VII.  Now you are ready to write your own resume. Study our example of a resume and try to write one for yourself.
Resume

Anna Smirnova
98, Chaikovskogo Street, apt.85
St.Peterburg, 191194. Russia
Phone: +78122720895
Objective:       Obtain employment in the field of public relations that will 
             allow me to use my ability to work with people and take 
             advantage of my knowledge of English.
Education:       St.Peterburg State University

                        1989-1996  Diploma in English and  French. 

                        Qualified as English interpreter.
        
Work:              Assistant, Interpreter of Director General.
Experience:     Insurance Co.Rodina Ros. 

                        Duties : schedules of meetings, appointments and  recording
April 1996-     of the personnel, interpreting and translation of documents.
till now            Personnel assistant and secretary to Mr. Ron Black at  the    January-          office of Operation Carelift. Mr.Black, a former member of
March              the Pennsilvania House of Representatives supervised the

1993                activities of this NGO in St.Petersburg.   Duties:

    interviewing and screening Russian organization which  
    applied for humanitarian assistance, arranging and 
    supervising of deliveries of children’s shoes and boots in   
    St.Peterburg, scheduling of the drivers and Russian 
    personnel.
Languages:     English: fluent reading, writing and speaking ability.  

             Qualified as interpreter and translator. French: good reading  

             and translating ability. German: rudimentary conversation 

German acquired during several visits to Germany.

Other skills     Computer Microsoft Word and Excel, typing, fax, Xerox.
and hobbies:   Theatre, music, tourism, sports.
References:
Mrs.Elena Petrova, Assosiate


Mr.Peter Bright, Manager
Professor St.Peterburg,



Anglo-American School
State University 11,



US Consultatnt General
Universitetskaya Nab.



St.Petersburg
St.Petersburg



          Phone: +78123256274
Phone: +78122189565
VIII.  Don't forget to write a cover letter. Write a cover letter as Ann Smirnova did it.

Anna Smirnova
98, Chaikovskogo street apt 85
St. Petersburg,191194, Russia
Phone: +78122720895
December 2,1996

US consulate General

15, Furshatskaya Street
St. Petersburg.191028
Attn.: Mr. Josh Overcast
      Dear Sirs,
     By this letter I would like to apply for the FSN personnel clerk  position at the US Consulate General.Thank you for taking time to deal with my application. Please kindly find my references enclosed.

Faithfully yours, Anna
IX. Read the dialogues in pairs and learn them.
1. -   Are you pleased with your new job, Mary?
-  Yes, very much. It's just my cup of tea. I work as a translator at   

    the Research Institute.
-   And what sort of translation are you engaged in?

-   Well, I translate articles on chemistry from different American  

    and English magazines.

2. -   My brother has an awful lot of work. He's so booked up these days.  
-    Why? Isn't he going to take a leave?
-   Oh, no: most of his colleagues are on their vacation and the 

     chief keeps him at work day and night.
-   Nothing doing.The coming of the holiday-making season is in the air.    
3. -    What are your wages, Bill?
-    It depends, you know. I'm on piece-work.
-    And how much did you earn last month?
· Well, 150 dollars let alone the bonus.

4. -   Why do you want to change your job, Bill? It's interesting and   

        quite well-paid.
-    The one I've found suits me better.

-    Really? Are you sure?
-    Absolutely, it offers more opportunities and also I'll do the work 

     for which I'm more qualified.
5. -    You know, Richard has come to work though he's on a sick leave.
-    Oh, did he? I wonder what for!
-     He wants his boss to see what a hard worker he is.
    -     That's almost incredible.
   -    And he did the same last month. He wants to put on a show that 
        he deserves a raise.

 6. -   Nick will be dismissed if he keeps working like that. Mark my words.
-    But he is so out of practice, you know.
-    I don't mean that. The foreman says he shirks work and does 

      things by halves.
-    Maybe the chief is simply trying to find fault with him.

-    By no means. Nick is very lazy. When at school he often stayed 

     away from classes and never worked hard.

7. -    I'm told you want people at your plant. Is that so?
-   Yes, we need skilled workers of different trades.

-    Any- vacancies for welders?
-   Yes, there are some. Please apply to the personnel department at 

     the plant.

8. -    You look very smart today, David. Are you going out?
-    Yes, I've got an appointment with Professor Roberts.
-    Is it Roberts, the famous polar explorer?
-   Yes, I'm going to be his assistant.
-   You'll have an interesting job. You are lucky, David. You'll travel 

     all over the world.          
Unit 4. Information Exchange

Business Letter

I. Read and learn the new words and expressions.
Address





 - адрес
recipient’s address




 - адрес получателя
sender’s address




 - адрес отправителя
body of the letter ( syn. main paragraph )
 - основная часть письма
complimentary ending 



 - благодарность в письме
concluding ( closing ) paragraph 

 - заключительная часть
date






 - дата
enclosure





 - приложение 
introductory paragraph



 - вводная часть
position / title




 - положение/титул
reference





 - ссылка
salutation





 - приветствие 
typed signature




 - напечатанная подпись
signature
- подпись 
II. Read and translate the following information on writing a business letter.

Plan of a business letter:
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1) The number of the house and the name of the street, e.g.;

7 Willcott Road (Rd)

88 By-The-Wood Square (Sq)

6 Dinas Street (St)

         109 Cornwell Avenue (Av)

77 Haddington Place (Pl)
2) The town and the country:
The town, e.g.: London E.C.4, Edinburgh 9, Leeds 4. Except for the     largest towns, the county follow the town, e.g.: Essex, Surrey.
3) For letters going abroad – the country, e.g.:

Great Britain, India.
If you haven’t got a permanent address and your letters are sent to        someone else’s address C/O (care of) is used.
Firms may make use of a Post Office Box, e.g.: P.O. Box 82.
4) These are accepted forms of writing dates:

23rd August 2005, August 23rd 2005, 23.08.2005.
The abbreviations  for days: 1st, 2nd, 3rd, 4th, 5th, etc.
for month: Jan., Feb., Mar., Apr., May, June, July, Aug., Sept., Oct., Nov., Dec..
5) The reference for which Ref. is abbreviation saves trouble.
You should always refer to it in your reply. Some firms make provisions for it in their printed forms, e.g.:

Our ref …………. GMF/6566/69

Your ref ………… MMD/4914/66
6,7,8) Our Correspondent’s name and address.
It is particularly advisable to put this on business letters, e.g.:

Morris Motors Ltd.,

Burthley & Son Co. Ltd.,

Oxford,



P.O. Box No. 798,

England



Dry Dock Building,






Liverpool.
9) The usual greetings to a person in a business letter is:

Dear Sir, or Dear Madam, 
to a firm Dear Sirs or sometimes Gentlemen.
 If we have had frequent business dealings we may begin:

Dear Mr.Naught or Dear Miss … .
10) Remember that paragraph is essential in the body of the letter. The paragraphs look best if they begin after the comma following the salutation.
In the opening paragraph if it is a reply there are some of the more frequent initial phrases:
Thank you for your letter of …

In reply to your inquiry of …


With reference to your letter of …

We are in receipt of … .
The body of the letter deals in detail with the subject matter and gives all the necessary information. It should be clear, concise, and courteous.

There are a few formal endings for the closing-paragraph of a letter:

We trust that you will make an effort to …

We are looking forward to hearing from you…
 
Awaiting your reply, we are … .
11) For a business letter the following closing forms are used:
Yours faithfully,
Yours very truly,
Yours sincerely (for more personal letters).
Signatures should be written though the letter itself and the name under signature are typed.
Anglo - Dal Co. Ltd.
К. Curry    Managing  Director

For Anglo - Dal Co. Ltd.
S. Joker .Sales Manager per pro Export - Import Enterprise.
Notice:  Instead of items 1, 2, 3, nowadays, you usually have a ready printed paper with the firm's heading.                                                       

Notes To The Heading.
1. The name of the firm.
2. The postal address and telephone number.
3. The code for telegrams and cables.
4. The reference letters may indicate the man who dictated, the typist and perhaps where the correspondence is filled.
5. The date.                                                                                                                                                                                 





The Envelope
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Mr W. J. Scarce, 79 Green Road, London        N. W. 6, England.

Notes to the envelope:
1. The name of the man or firm.
2. The P.O. Box number or the number of the house and name of  the street.
3. The town.
4. The county (Am. the state)
5. The country.
III. Read and translate the example of the business letter. Find all the parts of a business letter and name them.

1)    Widgetry Ltd
      6 Pine Estate, Westhornet, Bedfordshire,
2)   Telephone 9017 23456  Telex X238 WID  Fax 9017 67893
3)   Michael Scott, Sales Manager,
      Smith and Brown, Ltd,
      Napier House,
      North Mo1ton Street,

      Oxbridge.
4) Your ref. MS/WID/15/88    Our ref. ST/MN/10/88
5) 31 January 1988
6) Dear Mr. Scott,
7) 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 using a slightly different alloy, are now available instead.
8) Before I place a 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 items. Apart from anything else, I should prefer to
continue to deal with Smith and Brown, whose service has always been satisfactory in the past. But you will understand that I must safeguard Widgetry's interests and make sure that the quality is good.
9)
 I would be grateful if you could let me have a sample.
10) Yours sincerely,                                                                                   11) Simon Thomas                                                                                   12) Production Manager .
13) enc.

IV. Write down new words from the text and learn them.

         Writing the business letters in English is very much like writing letters in your own language. The letter reflects the image of your firm. You should keep in mind that a letter should be clear, complete, concise, courteous and correct meaning that the letter should be polite, clear, brief, ended and without mistakes. British usage is far more polite than Russian:
Please let us know your terms...
We are pleased to inform you that...
When you are writing a letter, it is often a good idea to make a list of the things you want to say, and to make sure that they are in right order. 

There are numerous types of business letters.
The most often used are: Inquires; Replies to Inquires; Offers anc Quotations; Sales letters; Orders; Packing Instructions; Order Confirmations; Order Acknowledgements; Complaints- and Claims, etc.
In addition there are letters of a semi - private nature:
Letters of Application; Testimonials; Congratulations; Condolences; Invitations; Hotel and Travel bookings; 'Thank you' Letters, etc.

 Find the logical order.
1) Simon Thomas
2) Widgetry Ltd
3) 6 Pine Estate, Westhorneb. Bedfordshire, UB18 22BC
Telephone 9017 23456 Telex X238 WID  Fax 901767893
4) I look forward to hearing from you.
5) Your ref. MS/WD/22/88   Our ref. JB/MS/48/88
6) Yours sincerely,
7) James Bowers, Sales Manager,
Electroscan Ltd,
Orchard Road Estate,  

Oxbridge UB84 10SF.
8) Production Manager
9) Thank you for your letter. I'm afraid that we have a problem with your order.
10)  6 June 1996
11) Unfortunately, the manufacturers of the part you wish to order have advised us that they cannot supply it until September. Would you prefer us to supply a substitute, or would you rather wait until the original parts are again available?
12)  Dear Mr. Bowers
V. Read and translate the text. Memorize the main types of a business letter. 

1. Inquiries – you send an inquiry when you wish to have some information on  a product or  its sale  (after you have seen the product advertised,   or  displayed  at a fair or exhibition,   or you have only heard  about   it) .
2. Replies to Inquiries - are short letters enclosing the required catalogues and price-lists, a brochure, etc.
3. Offers and Quotations. The word 'offer' refers to orally presented offers, introductory offers, or special offers in shops. A quotation is a reply to a request for a quotation, and always includes information on the terms of sale: the price, terms of payment, terms of delivery, time of delivery, packing, insurance, etc.
4. Sales Letters - are nothing but advertising, often used when the seller wants to introduce a new article, or to promote sales.
5. Orders - are usually based on a received quotation, or on a catalogue. It is short, accurate, detailed, and usually written on a printed order form.
6. Packing Instructions - might be given in the order, or some correspondence on the subject might be necessary.
7. Order Confirmation (or a Confirmation of Order) - is made by the buyer of the goods. For example:                                                                      

8. Letters of Claim - are sent by the customer when he claims compensation for the inconvenience caused. The letter should be polite in tone.
9. Order Acknowledgement - is made by the supplier of the goods. He informs the buyer that he has received the order and that he agrees to deliver the goods.
10. Collection Letters - remind the customer of his debt.
11. Letters of Complaint - are sent by the customer when after having received the goods he finds that they are not up to order.
12. Status Inquires - are sent by the sellers to acquire more information on their prospective customers, especially on their property status. Information is collected from banks and firms that have had business connections with that customer.
13. Invoices and Accounts. One stage in the execution of an order is to make out an invoice and send it to the customer, either at the same time with the goods, or later. There are several kinds of invoices (the Consular Invoice, the Customs Invoice, the Pro Forma Invoice) which are not meant for payment. The Commercial Invoice is sent to the customer to be paid. It is written on printed invoice sheet, and on it should be shown the description, quantity and price of the merchandise, discounts, if any, packing weight, number of parcels or containers, names of  forwarders, etc.. 
VI.Write your own business letter using words from tasks 2,6.
VII. Write a personal letter using the information below.
  Plan of a personal letter.
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Items 1,2,3,4 refer to the name of the street, the town, county (the state), country and the date. 

Item 5 includes the name of your correspondent, e.g. Dear Grace, Dear Mr. Jones (to the seniors).

Item 6. There is no rule about the subject matter.                                                      

Item 7. The best and frequently used complimentary close are: Yours sincerely, With best wishes, Yours ever, As ever, Sincerely yours, etc. 

Item 8. The signature to a friendly letter.

VIII. Compare the structure of business and personal letters.

	
	Business Letters
	
	Personal Letters

	1.
	Style: formal -
	 1.
	Style: informal -

	
	Dear Sir, / Mr. X /
	
	Dear Allan, / Hallo Allan /

	
	
	
	Hi Allan, /My dear Paula, etc

	2.
	typed
	 2.
	handwritten usually

	3.
	reader's / receiver's name
	 3.
	—

	
	and address
	
	

	4.
	the exact date: January 2,
	4.
	you don't always write the

	
	200x
	
	year in the date.

	5.
	references
	5.
	—

	6.
	no contractions
	6.
	you use contractions: I'm,

	
	
	
	it's, we've, you'd, etc.

	7.
	a formal ending:
	7.
	informal ending:

	
	Yours faithfully,
	
	Love, As always, Best Wishes,

	
	Yours sincerely
	
	Keep in touch, Yours as ever.

	8.
	signature
	8.
	only your first name

	9.
	your name and job under
	9.
	—

	
	your signature
	
	

	10
	your address (more usually
	10.
	not necessary if you write to

	
	it is now written in the
	
	your friend.

	
	upper left or right corner
	
	

	
	of the letter)
	
	


IX. Do you know that:

Some business firm use Esq., after the name instead of Mr. before. E.g.: Mr. John Scarce, Melvin K. Roberts, Esq. But never use both (Mr. and Esq.) together.  Neither of these forms is used when a title is put before a name, e.g.: Mr. G.V. Carvey, but: Dr H.S. Menwell.


Short forms of University Degrees are written after the name, e.g.: M. A. (Master of Arts), M. D. (Doctor of Medicine), B. Com. (Bachelor of Commerce), e.g.: Henry A. Stewart, Ph. D.


Messrs. stands for Messieurs. This form is never written in full in English and is widely used for partnerships and limited companies.


You never use 'Dear' with 'Gentlemen'. The form 'Gentlemen' is accepted when the letter is addressed, to a Committee, a Board of Directors or other public body, and preferred by Americans.


Letters and numbers after the names of towns refer to postal areas, e.g. : E. C. - East Central, N. W. - North West. In London districts are usually indicated by letters and numbers. Some smaller towns may have numbers only.
Keep in mind the following abbreviations used in business letter

Ltd. - limited liability -company - общество с ограниченной ответственностью
PLC (pic) - public limited liability company – общество с ограниченной ответственностью Открытого типа
ISO - International Standard Organization - международная организация по стандартам
p.t.o. - please turn over - окончание на обороте
cont. - continued - продолжение следует
P.P. - per pro (lat) - по доверенности
Re (lat. in re) - concerning – касательно
                                      Fax Messages

I. Read and learn the new words and expressions.   

1. conduct


 - проводить

2. correspondence 
 - корреспонденция

3. exchange 

 - обмен

4. nowadays

 - в наше время

5. fax message

 - факсимильное сообщение

6. matter 


 - дело, вопрос

7. detailed 


 - подробный

8. specialized

 - особый
9. technique 

 - метод
10. space


 - располагать (с промежутками )

11. inviting 

 - привлекательный

12. bear in mind

 - помнить (о)

13. margin 
- поле (на листе)

14. brief


 -  краткий

15. misspelled

 - неправильно написанный

16. error 


 - ошибка

17. poor


 - плохой

18. fax head 

 - «шапка» факсимильного сообщения

19. style 


 - стиль

20. trade-mark

 - торговая марка

21. top right corner
 - верхний правый угол

22. reference 

 - ссылка, кодовое (рабочее) обозначение 

23. initial 


 - инициал

24. file


 - картотека, файл

25. virgule


 - косая черта

26. both 


 - и то, и другое

27. addressee

 - адресат

28. type


 - печать

29. abbreviation 

 - сокращение

30. figure 


 - цифра

31. total pages 

 - всего страниц

32. attention

 - адресуется, вниманию (кого-либо)

33. salutation

 - приветствие, обращение

34. subject


 - тема

35. regarding

 - по теме: (следует пояснение), в  связи:

36. body of a message
 - текст сообщения
37.complimentary close - заключительное приветствие 

38. capital letter 

 - заглавная буква
39. comma 


 - запятая
40. signature 

 - подпись
41. status


 - положение, статус

42. enclosure

 - приложение

43. if any


 - если оно есть

II. Read and translate the following information on fax messages.
Business activities cannot be conducted without information exchange. Nowadays the most used kind of information exchange is a fax message. Writing a good fax message is a matter of de​tailed and quite specialized technique. Your fax message should be well spaced and organized.
To make your fax message more readable and inviting bear in mind the following:
- Leave wide margins.
- Keep your sentences and paragraphs short.

 - Use a new paragraph for each new thought or idea, and ex​press that thought as simply and briefly as you can.
     - Your messages should not contain misspelled words, gram​matical errors or poorly constructed sentences.
Any fax message should be written according to a special form.

III.Read and translate the text. Memorize the form of a fax message.

                                      Layout: British Style
1. Fax head

Includes the name, address, telephone number, fax number, E-mail of the sender (company) and may contain a description of the business, trade-mark, etc. (In the top right-hand corner)

2. Reference

Initials of the writer and of the typist (or numbers of the file where the correspondence is stored). The writer’s initials are separated from the typist’s initials or file numbers by a virgule: HD/RP or HD/1.3. The reference is typed on the same line as the date on the left side of the fax paper. Addressee’s reference, where known, is typed first.

3. Date 

Abbreviations may be used for Jan. Feb.    Aug. Sept. Oct. Nov. Dec..

4. Pages

Total pages:

5. Addressee’s name and position:

6. Address:  (of a company)

7. Attention:   (may be omitted)

8. Salutation

          Starts with a capital letter and is usually 

                                                 followed by a comma.

9. Subject

May be omitted. 

   (Regarding)

10. Body of a message 

First paragraph starts with a capital letter.

11. Complimentary

Starts with a capital letter, and is usually

                                                  followed by a comma.

12. Signature

13. Sender’s position or status in the company
(or only the name of a

                                                   company or a department).

14. Enclosure

(if any)


Note: Point 7 (Attention) may be omitted if an addressee’s name (and position) are indicated after the name and address of his/her company in point 5. 

IV. Fill in the following fax message.
1. Fax head:

Address of the company

Tel:

Fax:

E-mail:

2. Your ref: …

   3. Date … 

    Our ref: …  

   4. Pages … 

5. Addressee’s name and position:

6. Addressee’s (company) address

……………………………….

7. Attention: (may be omitted)

8. Salutation

9. Subject (re:) … 

10. Body of a message

………………………………………………

11. Complimentary close …





                12. Signature _________




  

                13. Sender’s position or status in the  company

14. Enclosure (if any)


The fax head (1), date (3), number of pages (4), signature (12), sender’s position or status in the company (13) are written in the top or bottom (12,13) right-hand corner. The name of the company which sends a fax may be also written at the top middle side. References (2), addressee’s (company’s) name (5), addressee’s address (6), attention (7), the word “subject” (8) are written in the top left-hand corner. A salutation is written on the left side or in the middle of the page. The body of the message is always written in the middle of the page.

V. Read and translate this sample of a fax message. Compare (сравните) it with the form of a fax message given above.

1.





A.B.C. FINANCE GROUP







P.Organization. Box 040







N-0070 Slemmestad







Norway







Tel.: +0031881800







Fax.: +0031880300







E-mail:

2. Your ref.: HD/1.3.4.

     3. 24th  April, 1998

    Our ref.: HCD/RP

     4. Total Pages:1

5. 

6. AO  ENERGOPROJECT

    02, Teatralnaya St.

    000042  Moscow

    Russian Federation

7. Attention: Members of Working Group 2

8. Dear Sirs,

9. Re: Contract Documents

10. According to the protocol, dated 04.12.97, we have prepared the Contract Documents for signing by the presidents of our companies.

11. 





Yours faithfully,

12. 





(signature)

13.





Project Manager

14. 

VI. Answer the questions.
1. What are the points of a fax message form?
2. What is usually indicated in a fax head?
3. Where is the fax head usually written?
4. What else is written in the top right-hand corner?
5. What is written in the top left-hand corner?
6. What points are missing in the above sample message and what do     these points imply (предполагают)?
7. What should you bear in mind to make your fax message more readable and inviting?
8. What comes first after a complimentary close: a signature or a sender's position or his/her status in the company?
9. Is it always necessary to fill in the "attention point"?
10. What would you write in point 5 if you addressed a particular
(конкретный) person?
11. What points are not filled in the above fax message?
12. What do these points imply?
13. What does a reference indicate?
14. What is typed on the same line as the date?
Dates, Salutations and Complimentary Closes

                                    Vocabulary

1. tendency




 - тенденция
2. amount




 - количество
3. punctuation 



 - знаки препинания

4. also




 - кроме того

5. salutation




 - приветствие
6. frequently 



 - часто
7. omit 




 - пропускать

8. colon 




 - двоеточие

9. formal 




 - официальный

10. routine




 - обычный

11. Dear Sir




 - уважаемый сударь

12. Dear Madam 



 - уважаемая сударыня (мадам)

13. Gentlemen 



 - господа

14. informal




 - неофициальное (обращение)

15. personal




 - личное (обращение)

16. Yours faithfully


 - с уважение (преданный Вам)

17. Yours sincerely


 -  искренне Ваш
18. Yours truly



 - с уважение (преданный Вам)

19. both ... and 



 - как … так и

20. single




 - незамужняя 

I. Read and translate the following information. 


The methods of writing dates are different. There is a tendency to decrease the amount of punctuation in correspondence, so that it has become usual to write the date as 24 April 2005.


Also in the address, salutation and complimentary close, commas are frequently omitted.


For computer use the International Standards Organization (ISO) recommended writing the date in all-numeric form, with the year first, followed by the month and the date as 2005-04-24 or 20050424. But nowadays the date is very often written in the opposite order as 24.04.2005 or 24.02.05. In writing dates there is some difference between the British style and American style.

	  British style
	  American style

	  12th November, 200_

  12 November 200_

  12 Nov. 200_
	  November 12, 200_


Beginning and ending of a fax message.

         Every fax message needs a salutation (e.g. Dear Sirs) and  a complimentary close (e.g. Yours faithfully).

         Here there is also some difference between the two styles. In American style a colon follows the salutation.

a) Salutation (greeting)

	
	British
	American

	1. Formal or Routine
	Dear Sir,

Dear Sirs,

Dear Madam,

Mesdames
	Dear Sir: Gentlemen:

Dear Mr.Brown:

Dear Miss Smith:

Dear Mrs.Brown:

	2. Informal
	Dear Mr.Brown,

Dear Miss Smith
	Dear Mr.Brown:

Dear Miss Smith:

	3. Personal
	Dear Mr.Brown,

My dear Brown,

Dear Jim
	Dear Mr.Brown,

My dear Brown,

Dear Jim


b) Complimentary Close

	
	British
	American

	1. Formal or Routine
	Yours faithfully,

Faithfully yours
	(Very) truly yours,

Sincerely yours,

Yours (very) truly 

	2. Informal
	Yours sincerely,

Yours truly,
	Sincerely yours,

Cordially yours

	3. Personal
	Yours sincerely,

Sincerely,

(With) best wishes,

Yours
	Sincerely yours,

With kind regards,

Sincerely,

With best regards,

Yours


The salutation dear madam is used when addressing both a married and a single woman. Dear Miss is never used as a salutation. Such salutations as Sir or Madam (without the word Dear) are very formal and you shouldn’t use them often. If you know a person, you may use informal salutations such as Dear Mr. Brown or Dear Miss Smith.


American formal and informal salutations end with a colon.


Bear in mind (помните) that the most formal (official) complimentary closes are Yours faithfully (Yours truly). Yours sincerely expresses friendliness and informality.

II. Memorize these phrases.

a. Opening phrases of a fax message:

1. This is to inform you that ...

    Настоящим сообщаем Вам, что …

2. We have pleasure in informing you that (of) ...

   С удовольствием сообщаем, что (о) …

3. We are pleased to inform you that ...

   С удовольствием сообщаем, что …

4. In conformation of your fax of May 15, this year, this is to inform you    

    Подтверждая Ваш факс от 15.05, настоящим сообщаем Вам,   что…

5. In reply to you fax message of April 27, 2004, we are offering apologies         

    for the delay in sending a reply to your letter of March 20, this year ...

    В ответ на ваше факсимильное сообщение от 27 апреля 2004г. мы           

    приносим извинения за задержку с ответом на Ваше письмо от 20  

    марта с.г., …

6. With reference to the talks (discussions) held in K. on December 28,    

    2004, ...

   Ссылаясь на переговоры (обсуждения), проходившие в К. 28 

   декабря 2004г. ..

7. Referring to your statement (fax) of 30th April 20-...

    Ссылаясь на Ваше заявление (Ваш факс) от 30 апреля 20- …

8. In reply to your letter I’m sorry to inform you ...

    в ответ на Ваше письмо с сожалением сообщаю Вам …

9. In accordance with Contract №... signed between ... on 27.04.2004 the

    delivery of the equipment is to begin in May this year.

    В соответствии с Контрактом № … , подписанным между …      

    27.04.2004, поставка оборудования начнётся в мае текущего года.

10. We find it necessary to remind you that ...

     Мы считаем необходимым напомнить Вам, что …

11. We would like to draw your attention to the fact that ...

     Мы хотим обратить ваше внимание на то, что … 

b. Closing  phrases of a fax message:

1. We hope to hear from you as soon as possible.

    Надеемся получить ответ как можно скорее.

2. We’re looking forward to hearing from you soon.

   С нетерпением ждём Вашего ответа.

3. We should appreciate receiving your reply at your earliest convenience.

   Мы будем благодарны, если Вы ответите при первой возможности.

4. I hope to see you in K. as soon as possible.

    Надеюсь встретиться с вами в К. как можно скорее.

5. We are looking forward to receiving your confirmation.

   С нетерпением ждём Вашего подтверждения.

6. In case of any questions, do not hesitate to contact us.

   Если возникнут какие-либо вопросы незамедлительно свяжитесь в  

   нами (сообщите нам).

7. Attached please find our proposals.

   Мы прилагаем наши предложения.

8. Thank you beforehand (in advance) for your cooperation.

   Заранее благодарен Вам за Ваше сотрудничество.

9. Enclosed you will find a Registration Form.

    Мы прилагаем регистрационный бланк.

10. Please, give the matter your immediate attention.

   Просим безотлагательно обратить внимание на решение этого    

   вопроса. 

III. Translate these opening and closing phrases.

1. Настоящим сообщаем вам, что мы получили Ваше сообщение (message).

2. В ответ на ваше факсимильное  сообщение от 27 апреля 2004г. мы приносим извинения за задержку с ответом.

3. В ответ на ваше письмо от 30 апреля 2004г. с сожалением сообщаем Вам, что мы не можем принять Ваше предложение (accept your offer) от 3 марта 20-г..

4. Ссылаясь на обсуждения, проходившие в К. 28 декабря 2003г. , мы хотим обратить Ваше внимание на тот факт, что поставка оборудования ещё не началась.

5. Мы с удовольствием сообщаем вам, что поставка оборудования начнётся в мае текущего года (this year).

6. Если возникнут какие-либо вопросы, незамедлительно свяжитесь с нами.

7. Мы прилагаем наши предложения.

8. Мы прилагаем Регистрационный бланк.

9. С нетерпением ждём Вашего ответа.

10. Просим безотлагательно  обратить внимание на решение этого вопроса.

11. Мы будем благодарны, если Вы ответите при первой возможности.

12. Заранее благодарен вам за Ваше сотрудничество.

IV. Answer the questions.

1. Is the following date in British or American style: 9th May 2004?

2. What is an outward (внешнее) difference between an American and British formal salutation?

3. What can you say about a fax message which begins with the salutation Sir and ends the complimentary close Yours faithfully (Yours truly)?

4. Suppose (предположим, что) you want to send a fax message to a  single business woman whom you know well but who is not your friend or a relative (родственница). Find a proper salutation and complimentary close for such a fax message.

5. Write a schematic fax message to any assumed (вымышленный) person by using only the layout formalities, a salutation, opening phrase, closing phrase, and a complimentary close. His/her address is: 27 Conduit St.London W.1 UK.

Sales Messages

    Vocabulary

appeal                                                    - зд. быть обращённым (к)
taste                                                 - пробовать
arouse                                               -  вызывать
produce                                               - продукция
create   desire                                         -  вызывать желание
careful                                                   - тщательный
make  use                                             - воспользоваться
lb = librum = pound                              - фунт
convince                                           - убеждать
jar                                                                      - банка стеклянная
activate                                              - побуждать
tin                                                              - банка консервная
communication                                    - сообщение
sample                                              - образец
introduce                                             - вводить
refer (to)                                             - обращаться (к)
preserves                                       - консервы
attach                                                       - прилагать
marmalade                                              - повидло
profit                                                        - получать выгоду
spread                                                - распространять
delivery                                             - доставка
enc.  = enclosure                                - приложение
I. Read and translate this introduction and the fax mes​sage.
    Direct advertising, in the form of fax messages to a selected group of companies, is an effective way to promote sales. Such sales messages should appeal to the potential customer. They should:
· arouse the reader’s attention
· create desire to make use of your offer
· convince him these products or services are the best ones for him
· activate him to place an order.
Almost any communication can be used as a sales message. Announcements to customers and others or important changes can be used to make your company, your products or services better known to the public, and to attract buyers.
Here is a sales fax introducing a product to a new market:
                 FARMERS FRUIT PRODUCTS
                 010 Mortimer Street
                 London Wl
                                                                                      U.K .
                     Tel.:
                     Fax:
 Our Ref: S/2-02
                 10th November, 20…
                  Pages: 1
Roberts Import Company
Av.RioBranco l98
Grupo506
Rio de Janeiro
Brazil
Dear Sirs,
Re: Fruit Product Supply
This is to inform you that our company is one of the best producers of fruit preserves in England.
Our jams and marmalades are the best for a century and a half. Their reputation is spread by everyone who tastes them. They are recommended by many well-known customers.
English fruit farmers supply the best quality produce from their gardens. Fresh citrus fruits are imported from Spain and Israel all the year round.
Careful selection and preserving ensure the quality of the well-known FARMERS jams and marmalades that are supplied to stores in 1 lb jars or 2 lb tins. We are sending you our samples.
Please refer to the enclosed price-list, and let us known your requirements on the form attached. You may be able to profit from special terms on your initial order. Delivery can be made shortly after we receive your order. FARM​ERS look forward to hearing from you soon.
                                      Yours faithfully,
                                    Tom Wilson /signature/
                                 Sales Manager
                                 FARMERS FRUIT PRODUCTS
Enc. Price-list

        Order form
II. Questions and assignments.
1. What is the purpose (цель) of direct advertising in the form of fax messages to a selected company or a group of companies?
2. Find one sentence in the fax message which contains the best
characteristic of the company.
3. How long have English preserves enjoyed the best reputa-​
tion?
4. Where are fresh citrus fruits imported from?
5. What ensures the quality of the well known jams and marma​-
lades?
6. What does the enclosure contain?
III. Memorize these phrases:

     Sales   Messages
                  Сообщения о продажах
1. You will be interested to                          Вам будет интересно
    know that we have just
                  узнать, что мы только что
    introduced our new...                                  ввели нашу новую...

2.  May we draw your                                     Мы бы хотели привлечь

    attention    to the fact that…
                  Ваше внимание к тому
                                                                  (факту), что....
3.We can offer you a special  Мы можем предложить
   price/discount if you place       Вам особую цену/скидку,
   your order before ...
                   если Вы сделаете заказ до

4. Please let us know if you
                   Просим известить нас,
   would like to have samples
                   нужны ли Вам образцы
   of this product.
                   этой продукции.

5.The reputation of our
                    Репутацию нашей
   products has been spread
                    продукции    поддерживают
   by all who know them.
                    все, кто знаком с нею.
6.We are sending you our
                    Мы высылаем Вам наш
   catalogue/  samples.
                    каталог/ образцы.

IV. Write a sales fax message according to the special form by using known words and the above phrases. Use your ima​gination (воображение) and the following fictitious (вы​мышленные) addresses (See the Note* below).

    Addresses (Companies) 
1. Messrs Blask and Sons,           3. International Trading Company
    169 Knightsbridge,                      Sabas Building
    London SWL 87C                        507 A.Flores Street
    UK                                              Manila
                                                      Philippines     
2. International Trading               4. The American Electronics

    Company                                     119 Sixth Avenue                        

    24 Churchill Avenue                    New York, NY 11011

    Maidstone, Kent                          USA

    ZHS 99B            

    England                                   

     *Note: You are the Sales Manager of NIPPON ELEC​TRONICS company which is one of the best producers of HQ video cassette recorders. Video recorders carrying the HQ sym​bol mark feature (обладают) the new High Quality Picture Sys​tem. This system assures complete compatibility (совмести​мость) with video recorders that use the conventional VHS (Vid​eo Home System). The address of your company is:
Nippon Electronics
P.O. Box 362
Tokyo
Japan
       Counter-Proposals

                              Vocabulary
counter-proposal
                             - контр-предложение
therefore
                             - поэтому
concession
                             - уступка
reduce
                             - уменьшать
unconditionally
                             - безусловно
quote
                             - назначать
reason
                             - причина
quality
                             - качество
object
                             - цель
per cent
                             - процент
obtain
                             - получать
as far as ... concerned                                - что касается ...
as a result
                             - в результате
settlement                                              - расчёт
negotiations                                             - переговоры
suggest                                                - предлагать
supplier                                                     - поставщик
amount                                                          - сумма
introductory sale                                  - зд. начальная продажа
against an invoice                                     - по счёту
place an order                                           - делать заказ
deduct                                                       - вычитать
be suitable                                               - подходить
discount                                                    - скидка
disadvantage                                             - недостаток
admit                                                              - признать
when  compared                                            - по сравнению
delicious                                                 - очень вкусный
housewife                                               - домохозяйка
let know                                                  - извещать
be used (to)                                            - привыкать (к)
term                                                            - условие
mention                                                    - упоминать

I. Read and translate this introduction and the fax mes​sage:
A buyer need not accept the prices and terms offered by the seller unconditionally. There will often be good reason to make a counter-proposal with the object of obtaining better prices or terms, or a shorter time of delivery. As a result of these negotia​tions the supplier could make a concession, particularly for an in​troductory sale, or if the customer places a large order.
Here is a fax containing a counter-proposal:
Roberts Import Company (RIC)         Av: Rio Branco 198
                                   
Grupo506
                                     
Rio de Janeiro
                                         
Brazil

                                                          16th November, 19__    

     T.Wilson
Sales Manager
Farmers Fruit Products
010 Mortimer St.
London Wl.
U.K
       

Dear Sir,
Subject: Fruit Products Supply
 Thank you for your letter of 10th November, enclosing your price-list. The 2 lb tins of marmalade would not be suitable for our customers, but we should like to buy 15,000 1 lb jars. However, there is one disadvantage when com​pared with local produce. Housewives here are used to a jar containing 500 grammes; the English  pound is only 454 grammes. Therefore we would ask you to reduce the prices quoted for quality A2 by ten per cent.
   As far as settlement is concerned, we would suggest paying half the amount against your invoice on receipt of the goods, and the second half within 30 days, deducting two per cent discount.
  The samples arrived yesterday, and we must admit that your marmalade is delicious. Would you kindly let us know as soon as possible if you can supply us on the terms men​tioned.
                               Yours faithfully,

                                / signature/
II. Answer the questions.
1.What is a reason of making a counter-proposal?
2.Can a supplier make a concession considering (учитывая) a counter

   proposal?
3.In what cases does a supplier do it?
4.What does the Brazilian company thank the supplier for?
5.What is one disadvantage in English goods when compared
   with local produce?

6.What does the Brazilian Company ask to do the English sup​pliers?
7.Are the Brazilians ready to pay the whole (всю) amount
   against the invoice on receipt of the goods?
8.What terms of payment do they suggest?
9.How many jars of marmalade would they like to buy?

III. Memorize these phrases.

    Counter-proposals                             Контр-предложения
1. Your offer was                                          Ваше предложение нас                 
disappointing; we had                           разочаровало. Мы
expected better terms.                         надеялись на лучшие                   
                                                              условия.                  
2.The products you sell are                      Продукция, которую Вы 
   not suitable for our                               предлагаете, не подойдёт 
   market unless …                                       для нашего рынка пока Вы     

                                                                       не…
3. We can only consider                            Мы сможем рассмотреть                      
   placing an order if you can                     вопрос о том, чтобы
   give us a price reduction                       сделать заказ, если Вы
   of 10%.                                                  снизите цену на 10%.
4. As far as payment is                            Что касается платежа, то
   concerned, we usually do                       мы обычно совершаем 
   business on a 3 months’                       сделки на основании
   credit basis.                                          3-месячного кредита.
5. Please find enclosed ...                         Мы прилагаем…

IV. Write  a  counter-proposal   by   using   known   words and  the above phrases.

Replies to Counter-Proposals

Vocabulary
reply                                                            - ответ
be  prepared                                                - быть готовым
consider                                                  - рассматривать
grant                                                             - предоставлять
supply (with)                                              - снабжать (чем-л.)
quantity                                                         - количество
notice                                                         - замечать
cash discount                                         - скидка за наличный расчёт
probably                                                        - возможно
allow                                                            - предоставлять
repeat  order                                        - повторный заказ
enable                                                - дать возможность
prove                                                 - доказывать
competitive                                            - конкурентоспособный
I. Read and translate this fax message:
FARMERS FRUIT PRODUCTS
                                       010 Mortimer St.
                                  London  Wl
                             UK
                                      Tel :
                                             Fax :
Our Ref: S/2-02                                         22nd  November, 19_
Roberts Import Company
Av.Rio Branco l98
Grupo 506
Rio de Janeiro
Brazil
Dear Sirs,
We have carefully considered the proposals you made in your fax of 16th November.
It would give us great pleasure to supply you with the marmalade you wish to order. You have noticed that its qual​ity is probably better than that of the marmalade usually sold in your country. You will soon see that your customers no​tice the difference too, and will want to place repeat orders.
We should like to prove this to you, and are therefore prepared to grant you a special discount of 5% for the quantity of 15,000 jars of A2 orange  marmalade. This, with the 2% cash discount which we would allow, should enable you to offer the goods for sale at competitive prices.
We look forward to receiving your order. 

                                                                  Yours faithfully,   /signature/  

II. Answer the questions.
1. Did they consider the  counter-proposals from  the  Brazilian   company?
2. Why do FARMERS think that customers in Brazil will want to place repeat

    orders?
3. What discounts are they willing to allow?
4. Will  these  discounts enable the  Brazilian company to offer the  goods for 

    sale at competitive prices?
III. Memorize these phrases:

Concessions.    Discounts.                          Уступки. Скидки.
1. We agree to making a                       Мы согласны снизить цену,
reduction in price if this                     если это поможет Вам
will help you to develop                      расширять рынок для
your market for our                           нашей продукции.
products.
2. In reply to your request,                    В ответ на Вашу просьбу
we are willing to allow you                  мы хотим сделать Вам
an extra discount of 20%                   дополнительную скидку на
on this order/ a longer                       20% по этому заказу или
credit period.                                     продлить период кредита.
3. Since we should like to                      Поскольку мы бы хотели
enter the market in your                   войти в рынок в Вашей
country, we have cut our                    стране, мы сократили размер
margin of profit to give you                 нашей прибыли, чтобы 
a 4% reduction.                                 сделать Вам скидку на 4%.
4. For a quantity of 60 or                       При количестве 60 или более
more, we can allow you a                     мы можем предоставить Вам
special discount of 20%                     особую скидку в размере 
on the prices quoted.                        20% с указанных цен.
5. The quantity discounts                      Скидки по количеству
vary according to the size                   изменяются в зависимости 
of the order.                                       от размера заказа.
6. Your initial order is subject                 По Вашему первоначальному 
to a special discount of 2%.                заказу положена особая        
                                                        скидка в размере 2%

IV. Write a reply to a counter-proposal on any subject by using the       above phrases.            

V. Read and translate this fax message:
       DISPATCH FAX MESSAGE
FARMERS FRUIT PRODUCTS
                                    0l0 MotrimerStr.
                            London Wl
                                   UK
                                    Tel:
                                           Fax:
Our Ref: S/2-02
                                   18th December 19_
Roberts Import Company

Av.Rio Branco l98

Grupo 506

Rio de Janeiro

Brazil
Re: Your Order No. 732/AS of 26th November
     Dear Sirs,
We are pleased to inform you that the marmalade you ordered was dispatched by rail this morning. In spite of ev​ery care in packing, it sometimes happens that a few jars are broken in transit. Should there be any breakages or oth​er cause for complaint, please do not hesitate to let us know.
     The goods are being consigned via Southampton for shipment by MV Orion arriving at San Paulo on 22nd Janu​ary. Further details, including packing, are contained in our invoice No. 20015. We look forward to receiving your pay​ment by bank transfer or cheque.
We hope that our product will sell well in your country.
                                              Yours faithfully,

                                               /signature/

                                        Dispatch Department 

Enc. Invoice No. 20015

Vocabulary
dispatch                                                      - отправка, отправлять
complaint                                                    - жалоба
by rail                                                            - по железной дороге
consigne                                                - отправлять
in spite of                                                - несмотря на
via                                                                - через
every  care                                                  - большая тщательность
Southampton                                              - Саутгемптон
in transit                                                     - при перевозке
shipment                                                  - погрузка
should                                                      - зд. если
MV = motor vessel                                 - теплоход
breakages                                               - зд. повреждения
contain                                                       - содержать
cause                                                     - причина
payment                                                      - платёж
transfer                                                       - перевод, перечисления
VI. Answer the questions on the fax message:
1. How was the marmalade dispatched?
2. What is its destination (место назначения)?
3. What’s the name of the ship which will deliver the goods to
San Paulo?
4. What happens sometimes in transit?
5. How will the first payment be received?
                                       Inquiries

                                          Vocabulary

Inquiry                                                           - запрос    
'Builders  Journal'                                    - «Журнал строителей»   
quotation                                                    - расценка, цена
bathroom                                                    - ванная комната
availability                                                      - наличие
shower                                                       - душевая установка
delivery                                                       - поставка
describe                                                   - описывать
deadline                                                      - конечный, последний срок
as                                                                 - как, в качестве
insurance                                                  - страхование
building contractor                                    - строительный подрядчик
prospective                                              - предполагаемый
erect                                                       - возводить, строить
address                                                   - обращаться (к)
block of flats                                                - многоквартирное здание
in the case of                                      - при наличии 
favorable offer                                      - подходящее предложение
customers of long standing                  - клиенты, постоянно 

                                                              покупающие этот товар
be able                                               - мочь
with regard to                                      - в связи с
with you                                                  - у Вас
I. Read and translate this introduction and a fax message.
An inquiry (fax message) is sent when a businessman wants some information, especially about
· the supply of goods
• availability of goods
· catalogues
• delivery times and deadlines
· quotation or prices
• method of transport
•samples
• insurance.

· terms and discounts
If a prospective customer addresses suppliers for the first time, it is useful to tell them something about his own business, the kind of goods he needs and for what purpose they are required. In the case of customers of long standing or repeat orders, the inqui​ry may be very simple. Often a phone call will do.
A building contractor sends a message to a manufacturer of bathroom showers.
                             BUNBURY ESTATE BUILDERS

                                                                                     17 Fen Road

                                                                                      London

                                                                                      ES3 5AP

                                                                                      Tel.:

                                                                                      Fax.:

                                                                                      21st November, 200...

   Waltons Ltd.,                                                                      

   230 Snow Street, 

   Birmingham,      

   England 

         Dear Sirs,

      With regard to your advertisement in the 'Builders Jour​nal' of 3rd November, we would ask you to let us have a quotation for the new bathroom showers which are de​scribed. 

     As building contractors we erect about a hundred hous​es and two or three blocks of flats a year. If your equipment is of good quality, and we receive a favorable offer, we may be able to place large orders with you.
We look forward to hearing from you soon.
                                           Yours faithfully,

                                            /signature/       

  II. Answer the questions:
1. In what case is an inquiry fax message sent?
2. Is it recommended to tell suppliers something about your own
business if you address suppliers for the first time?
3. In what case may the inquiry be very simple?
4. How did Bunbury Estate Builders know that the company in
Birmingham produces bathroom showers?
5. What information have you got about Bunbury Estate Build-​
ers?
6. In what case may this company be able to place large orders
with the Waltons Ltd. company?
7. What do Bunbury Estate Builders want a quotation for?
III.
Memorize these phrases:
        Inquiries                                                       Запросы
1. We are retailers/                                     Мы розничные торговцы /          wholesalers in the ... trade,                     импортёры / оптовики, 

    and would like to get in                           торгующие… и мы хотим touch with suppliers/                               установить контакт с постав-manufacturers of ...                                  щиками / производителями…
2. We have heard of your                             Мы слышали о Вашей

    products.                                                 продукции.
3. Please send us prices and                       Просим прислать нам
    samples of ...                                            цены и образцы…
4. Would you please let us                          Просим прислать нам Ваш
    have your current catalogue                    нынешний каталог,
    showing ...                                                  показывающий…
5. We read your                                            Мы прочитали Ваше
    advertisement.                                        объявление.
6. We would like to have                               Мы бы хотели узнать
    further details ...                                     другие подробности…
7. Would you kindly quote                           Пожалуйста, укажите
    your best prices and terms                      Ваши наиболее подходящие
   of payment for ...                                        цены и условия платежа за....

8. What quatities are you able                     Какие количества Вы можете
    to supply from stock?                             поставить со склада?
9. We are interested in                               Нас интересует импорт…
    importing ...
10.If your prices are                                   Если Ваши цены конкуренто-
    competitive/ If the quality                       способны/ Если качество 
    of the goods comes up to                        товаров оправдает наши 
    our expectations/ If the                          ожидания/ Если образцы 
    samples meet with our                           получат одобрение наших
    customers’ approval we can                   покупателей,тогда,возможно
    probably place regular                            мы сможем делать        
    orders.                                                   регулярные заказы.
11.There is a promising                             Здесь существует перспектив-
    market here for good                             ный рынок для высококачест-
    quality office machines, and                      венного офисного оборудова-
     we may be able to place                          ния и мы сможем делать у 
    large orders with you.                             Вас крупные заказы.
12.We look forward to                            Мы очень ждём получения
    receiving your quotation/                   Ваших расценок / цен / 
prices/ reply as soon as
                        ответа как можно скорее.
    possible.
13.Thank you in advance for
                 Заранее благодарим за любую
    any information you can                       информацию, которую Вы 
    give us.
                                                   сможете нам предоставить.

14.An early answer would
                         Мы будем благодарны за
    be appreciated.
                                      безотлагательный ответ.
15.We normally effect payment              Мы обычно осуществляем
    by letter of credit.
                                 оплату аккредитивом.

16.Payment will be made by                   Платёж будет произведён
    cheque/ bank transfer.
                          чеком/ банковским переводом.
17. 
Please send us a pro-forma               Просим прислать нам             
    invoice for customs
                               предварительный счёт для
    purposes.                                          таможенных целей.

IV. Write an inquiry fax message by using known words and the  above phrases.
   Replies  to  Inquiries (quotations, offers)              

Vocabulary
take an opportunity
                                    - воспользоваться
                                       возможностью
attractive
                                    - привлекательный
assurance
                                    - уверение
appearance
                                    -  внешний вид
draw the attention
                                    - привлечь внимание
naturally
                                    - естественно
firm offer
                                    - твердое предложение
replaceable
                                    - взаимозаменяемый
deadline
                                    - конечный срок
spare part
                                    - запасная часть
besides
                                    - кроме
value
                                    - зд. сумма
enclosed
                                    - прилагаемый
and over
                                    - и более
fittings                                                                    - соединительные части
exceed                                                               - превышать
available                                                                 - имеющийся
be subject (to)                                                    - подлежать
stock                                                                 - зд. склад
discount                                                               - скидка
delivery                                                               - поставка                                         
process                                                            - обрабатывать
asterisk                                                           - звёздочка (знак)
promptly                                                                 - безотлагательно
install                                                                    - устанавливать
The quotation in reply to an inquiry may be a simple one, con​taining simply the prices and other information asked for. Some businessmen, however, will take the opportunity to stimulate his correspondent’s interest in his goods or services by including the assurance that the customer will receive personal attention.

Offers are also sent without a preceding inquiry when a suppli​er wants to draw the attention of customers and new customers to a special product or range of goods. A firm offer is connected with certain conditions, a deadline for the receipt of orders, or a special price for certain quantities.
1. Read and translate this fax message:

Central Installations Glasgow            Waltons Ltd.,

                                                              230 Snow St.

                                                              Birmingham

                                                              England

                                                              Tel.:

                                                              Fax.:

Our Ref: NA/ee                                     24th November, 200...

Bunbury Estate Builders

17 Fen Road

London 

EC3 5AP 

England                                                 

     Dear Sirs,                                                                     
     In reply to your fax of 21st November, we have pleasure in enclosing a detailed quotation for bathroom showers. Besides those advertised in the 'Builders Journal', our cat​alogue also enclosed shows various types of bathroom fit​tings and the sizes available. Most types can be supplied from stock. 4-6 weeks should be allowed for delivery of those marked 
with an asterisk.
      Building contractors all over Britain have found our equipment easy to install and attractive in appearance. Nat​urally all parts are replaceable, and our quotation includes prices of spare parts. We can allow a 2% discount on all orders of $600 in value and over, orders exceeding $2,000 are subject

to 3% discount.
Any orders you place with us will be processed promptly.

                                Yours faithfully,
                                                                                   S.Stuart
                                                                             Sales Manager
Encl.: Quotation  
          Catalogue

II.  Answer the questions:
1. What does a simple quotation contain?
2. What is a firm offer connected with?
3. What kind of enclosures do they send in reply to the inquiry
fax of 21st November?
4. What does the enclosed catalogue show?
5. Do they have only one type and size of bathroom fittings?
6. What kind of spare parts do they have?
7. What does their quotation include?
8. What discount can they allow on orders exceeding 2000 in
value?
III.
Memorize these phrases:
  Quotations and Offers                       Расценки и предложения 
1. Thank you for your                                 Благодарим за Ваш запрос,

  inquiry about ...                                      касающийся…
2. We are pleased to submit               Мы с удовольствием 

   our lowest prices/ to                        представляем наши самые
   enclose our latest price list/             низкие цены/ прилагаем
   for the goods you inquired              самый последний прейску-

   about.                                                 рант/ на товары, относитель-

                                                              но которых Вы сделали запрос.
3.  We can make you a firm                  Мы можем сделать Вам твёр-
 offer for ...                                        дое предложение, касающееся…    

4. Kindly remember: this offer            Просим помнить:срок этого
expires on May 24th.                        предложения истекает 24 мая.
5. The goods you inquired                  Товары, которые вы запраши-
about are sold out, but we                ваете, проданы, но мы можем  
can offer you a substitute.                предложить Вам замену.
6. Please let us have your                  Просим, чтобы Вы сделали
order as soon as possible,               заказ как можно скорее, т.к.
since supplies are limited.               запасы ограничены.
7. While stocks last.                           Пока не кончились запасы.
8. We look forward to                         Очень ждём получения от
receiving a trial order                     Вас пробного заказа.
from you.
9. We can grant you 3%                      Мы можем предоставить Вам
discount on orders                         3% скидку на заказы, превы-     
exceeding £ 100 in value/                шающие сумму сто фунтов/
on repeat orders.                           при повторных заказах.
IV. Write a quotation fax message in replay to an inquiry by using the above phrases. Stimulate your correspondent’s interest in your goods.
          Unit 5. Topics for reading and discussions

Business Ethics
Ethics is the system of moral principles, rules of conduct, and morality of choices that individuals make.
Business ethics is the application of moral standards to busi​ness situations. Business ethics has become a matter of public concern.
All business people face ethical issues daily, and they stem from a variety of sources. Although some types of issues arise infrequently, others occur regularly. Let’s take a closer look at several ethical issues.
1. Fairness and Honesty. Fairness and honesty in business
are two important ethical concerns. Besides obeying all laws and
regulations, business people should refrain from deceiving, mis-​
representing, or intimidating others.
2. Organizational Relationships. A business person may
be tempted to place his or her personal welfare above the wel-​
fare of the organization. Relationships with customers and cow-
orkers often create ethical problems — since confidential infor-​
mation should be secret and all obligations should be honoured.
Unethical behaviour in these areas includes not meeting one’s
obligations in a mutual agreement, and pressuring others to be​-
have unethically.
    3.Conflict of Interest. Conflict of interest results when a
business person takes advantage of a situation for his or her
own personal interest rather than for the employer’s or organi-​
zation’s interest. Such conflict may occur when payments and
gifts make their way into business deals. A wise rule to remem-​
ber is that anything given to a person that might unfairly influence that person’s business decision is a bribe, and all bribes are unethical.
      4. Communications. Business communications, especially advertising, can present ethical questions. False and misleading advertising is illegal and unethical, and it can infuriate customers. Sponsors of advertisements aimed at children must be especially careful to avoid misleading messages. Advertisers of health-relat​ed products must also take precautions against deception.
  PRESSURES INFLUENCING ETHICAL DECISION MAKING
5.
Relationships. Business ethics involves relationships be-​
tween a firm and its investors, customers, employees, creditors,
and competitors. Each group has specific concerns, and each ex-​
erts some type of pressure on management.
Investors want management to make financial decisions that will boost sales, profits, and returns on their investments.
Customers expect a firm’s products to be safe, reliable, and reasonably priced.
Employees want to be treated fairly in hiring, promotion, and compensation.
Creditors require bills to be paid in time and the accounting information furnished by the firm to be accurate.
Competitors expect the firm’s marketing activities to portray its products truthfully.
6.
Business ethics. Although there are exceptions, it is rela-​
tively easy for management to respond in an ethical manner when
business is good and profit is high. However, concern for ethics
can dwindle under the pressure of low or declining profit. In such
circumstances, ethical behaviour may be compromised.
 Expanding international trade has also led to an ethical dilem​ma for many firms operating in countries where bribes and pay​offs are an accepted part of business. In the U.S. government agencies have prosecuted several companies for "illegal payoffs", in spite of the fact that there is as yet no international code of business ethics. Until stronger international laws or ethics codes are in place, such cases will be difficult to investigate and effective pros​ecution is not possible.
       ENCOURAGING ETHICAL BEHAVIOR
7.
Ethics. When no company policy exists, a quick check if a
behaviour is ethical is to see if others — coworkers, customers,
suppliers, and the like—approve of it. Openness will often create
trust and help build solid business relationships.
What affects a person’s inclination to make either ethical or unethical decisions is not entirely clear. Three general sets of fac​tors influence the ethics of decision making. First, an individual’s values, attitudes, experiences, and knowledge influence decision making. Second, the absence of an employer’s official code of ethics may indirectly encourage unethical decisions. Third, the behaviours and values of others, such as coworkers, supervisors, and company officials, affect the ethics of a person.
8.
Ethics and Etiquette. There is some difference between
business ethics and etiquette. Etiquette means rules for formal re​-
lations or polite social behavior among people in a society or a pro-​
fession.
If you are a manager you should stick to the following rules in your everyday activities.
· Don’t order, ask and be polite.
· Remember that people work with you, not for you. They like
to be treated as associates, not slaves.
· Keep your promises, both important and less important
promises.
· Criticize, if you must, only in private—and do it objectively.
Never criticize anyone in public or in anger.
· You should say "Good morning" when you come in and
"Please" and "Thank you" at every opportunity.
                                        Vocabulary

ethics   - этика                                       issue  - вопрос, проблема
rule     - правило                                     stem  - возникать, происходить
conduct  - поведение                               source  - источник
morality - мораль                                       although  - хотя
choice - выбор                                          arise  - возникать
application - применение                          infrequently  - нечасто (редко)
matter - дело, вопрос                            occur  - возникать
public concern - общественная               take a look  - взглянуть
                            значимость                  closer  - зд. более тщательно
face - зд. сталкиваться                                
1. Fairness and Honesty
fairness  - справедливость                      regulation - постановление

honesty  - честность                                refrain (from) - воздерживаться     

concern  - зд. вопрос, дело                     deceive - обманывать
besides  - кроме                                    misrepresent - представлять в

obey  - выполнять                                                                   ложном свете      law  - закон                                                            intimidate - запугивать 
2. Organizational Relationships                                                                                  be  tempted  - испытывать                    honour  - зд. выполнять
                     искушение 
mutual  - зд. общий, совместный
person  - человек                             meet obligations - выполнять
welfare - благосостояние
                                обязательства             
coworker - сотрудник, коллега
  agreement  - соглашение
create
  - создавать                                    press  - зд. заставлять
obligation  - обязательство



3. Conflict of Interest               
result  - возникать                                 deal  - сделка
take advantage – воспользоваться          wise  - мудрый
rather than  - а не                                    unfair  - неблагоприятный
occur  - возникать, появляться                 influence  - повлиять
gift  - подарок                                                  decision  - решение
make way  - проникать                               bribe  - взятка
4.
Communications
communication  - сообщение                     avoid  - избегать
advertising  - рекламирование                message  - сообщение
present  - представлять                        advertiser  - рекламодатель
false  - ложный                                           health-related - относящийся к

misleading - вводить в заблуждение                                 здоровью
illegal  - противозаконный                       precaution  - предосторожность
infuriate  - приводить в ярость                take  precautions  - принять меры
advertisement  - реклама                                             предосторожности
aim (at)  - зд. предназначать (для)             deception  - обман 
careful  - осторожный                               pressure  - давление
5.
Relationships                                                                    
influence  - влиять                                      hire  - нанимать
involve  - включать                                    in (on) time  - вовремя
relationship  - взаимосвязь                       furnish  - предоставлять
exert pressure - оказывать давление         accurate  - точный
boost  - повышать                                    expect  - надеяться, ожидать
return  - прибыль                                   portray  - изображать
reasonable  - разумный                            truthful  - правдивый
treat  - обращаться (с кем-либо)
6. Business ethics
exception  - исключение                           trade  - торговля
relative  - относительный                        payoff - оплата, вознаграждение 

respond  - реагировать                            prosecute  - преследовать в 
in an ethical manner – этически                                    судебном порядке
concern (for)  - забота (о,об)                       in spite of  - несмотря на
dwindle  - уменьшаться,                                as yet  - всё ещё
                  ухудшаться                                    code  - кодекс
decline  - понижаться                                 code of ethics - моральный к-с.
circumstance  - обстоятельство                 until  - пока не (до тех пор)
be   compromised  - быть                                   be in place  - зд. вводить
                скомпрометированным                    case  - случай
expand  - расширять(ся)                             investigate  - расследовать
dilemma  - затруднительное                         prosecution- судеб-е преслед-е

                 положение                                   encourage  - поощрять
7. Ethics
 policy  - политика                                           either ... or  - либо…либо
check  - проверка, проверять                 entirely  - полностью
supplier  - поставщик                                individual  - индивид
approve (of)  - одобрять                               value  - достоинство
create  - создавать                                   attitude  - отношение (к ч.-л.)
trust  - доверие                                       indirectly  - косвенно
solid  - прочный                                          encourage  - способствовать
affect  - влиять на                                            superior - старший, начальник 

inclination  - склонность                              official  - должностное лицо
8. Ethics and Etiquette
etiquette  - этикет                                    associate  - товарищ, коллега
mean  - означать                                          slave  - раб
polite  - вежливый                                       both ... and  - как…так и
stick(to) - придерживаться(ч.-л.)               in public  - публично, открыто
order  - приказывать                                anger  - гнев
remember  - помнить                                opportunity  - возможность
treat  - обращаться (с ч.-л.)
                                               Exercises
I.  Translate into Russian.
      Rules of conduct; morality of choices; ethical issues; fairness and honesty; laws and regulations; personal welfare; relationship; coworker; unethical behavior; mutual agreement; business deal; payments and gifts; bribe; false and misleading advertising; mis​leading message; advertiser; health-related product; deception; precaution; precaution against deception; return on the invest​ment; safe and reliable products; gift; accurate accounting infor​mation; illegal payoff; low and declining profit; international  trade; ethics code; effective prosecution; trust;  ethical  decision  making; individual’s values; deceive; misrepresent; intimidate; obey; cre​ate; meet obligations; press; approve (of); affect; take advantage (of); investigate; respond.

II.  Find the English equivalents.
     Справедливость и честность; законы и постановления; правила поведения; этичное поведение; неэтичное поведение;   взаимоотношения с сотрудниками; личное благосостоя​ние; деловая этика; конфиденциальная информация; конфликт интересов; ложное и вводящее в заблуждение рекламирова​ние; реклама; рекламодатель; взятка; обман; оплата; предо​сторожность; деловая сделка; конкурент; низкая прибыль; этический (моральный) кодекс; безопасная и надежная про​дукция; доверие; достоинства личности; сталкиваться с этическими вопросами; обманывать; запуги​вать; представлять в ложном свете; выполнять обязатель​ства; оказывать давление на руководство; создавать дове​рие; воспользоваться (чем-либо); воздерживаться от обма​на; принятие этических решений.
III. Fill in the blanks.
1. Fairness and ... in business are two important ethical ....
2. Business ethics is the application of… …to business  situations.
3. A business person may be tempted to place his/her personal
… above the welfare of others.
4. A conflict of interest results when a business person … of a situation for
   his  or  her  own  personal  interest  rather  than  for  the  employer’s    or

  organization’s interest.
5. Anything given to a person that might unfairly influence that
person’s business decision is a  ... , and all  ... are un​ethical.
6. Business people should refrain from deceiving, misrepresent​ing, or  ...  others.
7. Employees want to be treated ... in hiring, promotion, and ... .
8. Concern for ethics can dwindle under the pressure of low or
declining  ...   .
9. International trade has also led to an ethical dilemma for many firms operating in countries where ... and ... are an accepted part of business.
10.False and  ...  advertising is illegal and ... .
 11.Government agencies have prosecuted several companies for …in spite

      of the fact that there is as yet no international code of business ethics.
 IV.  Translate into English.
1. Деловая этика - это применение моральных стандартов к деловым ситуациям.
2. Справедливость и честность в бизнесе являются (are)
двумя важными этическими вопросами.
3. Деловой человек (person) не должен (should not) ставить
свое личное благосостояние выше благосостояния дру​гих или благосостояния организации.
4. Когда деловой человек пользуется ситуацией для своих
собственных личных интересов, это приводит к (results in) конфликту интересов.
5. Все, что дается какому-либо лицу (person) и может не-​
справедливо повлиять на деловое решение этого лица,
является (is) взяткой.
6. Взятки противозаконны и неэтичны.
7. Ложная и вводящая в заблуждение реклама является
противозаконной и неэтичной.
8. Открытость часто создает доверие и помогает строить
прочные деловые отношения.
V.  Questions and assignments.
1. What is ethics?
2. Give the definition of business ethics.
3.  What are two important ethical   concerns?
4. What does unethical behavior in relationships with customers
and coworkers include?
5. Do you think it is ethical to give bribes, gifts and payments that
might unfairly influence other persons business decisions?
6. What can you say about false and misleading advertising?
7. What do investors want in their relationships with manage​ment?
8. What do employees want in their relationships with manage​ment?
9. When is it easier for management to respond in an ethical manner -   when business is good and profit is high or when profit is declining?
10. Why is effective prosecution of "illegal payoffs" difficult in
international trade?
11. State three general sets of factors that influence the ethics of decision making.
12. State the difference between ethics and etiquette.
13. Should a manager stick to certain (определенный) rules of etiquette in his/her everyday activities?
14. Site the rules which are the most important to your opinion (no вашему мнению).
VI.  Find in the text and write out.
1. The words and word combinations which define right ethics.
2. The words and word combinations which define wrong ethics.
VII. Speak on ethical behaviour of an ideal manager,and the rules of etiquette he/she should stick to(придержива​ться).
                        Business Bribes

I. Read and learn the new words:
	1. business courses
	- курсы управления

	2. realize (v)
	- реализовывать, выполнять

	3. syllabus
	- программа (лекций), расписание

	4. to bend
	-напрягать (мысли),стремиться к ч.л.

	5. bribery
	- взяточничество

	6. increase (v)
	- увеличивать

	7. corruption
	- коррупция, продажность

	8. dealing
	- деловые отношения

	9. suppose (v)
	- предполагать

	10. major
	- главный

	11. negotiations
	- переговоры

	12. the Minister of Trade
	- Министр торговли

	13. substantial
	- важный, значительный

	14. to avoid
	- избегать

	15. discount
	- скидка

	16. payment
	- плата, вознаграждение

	17. reject (v)
	- отказывать

	18. allegation
	- заявление

	19. to resist
	- препятствовать

	20. violation
	- нарушение

	21. anti-trust low
	- антимонопольный закон

	22. efforts
	- усиление, достижение

	23. overthrow (v)
	- свергать, уничтожать

	24. secure (v)
	- обеспечивать безопасность

	25. petrochemical
	- нефтехимический

	26. put pressure (v)
	- оказывать давление …

	27. speed up (v)
	- ускорять

	28. wheels
	- механизм

	29. expensive
	- дорогой

	30. cargo
	- груз

	31. to enforce
	- навязывать

	32. exaggeration
	- преувеличение


II. Read and translate the text.

                            Text «Is Bribery an Inevitable Evil? »

Students taking business courses are sometimes a little surprised to find that lectures on business ethics have been included in their syllabuses of study. They often do not realize that, later in their careers, they may be tempted to bend their principles to get what they want; perhaps also they are not fully aware that bribery in various forms is on the increase in many countries, and, in some, this type of corruption has been a way of life for centuries.

In dealing with the topic of business ethics, some lecturers ask students how they would act in the following situation: suppose you were head of a major soft-drinks company and you want to break into a certain overseas market where the growth potential for your company is likely to be very great indeed. During negotiates with government officials of this country, the Minister of Trade makes it clear to you that if you offer him a substantial bribe, you will find it much easier to get an  import licence for your goods, and you are also likely to avoid   "bureaucratic delays", as he puts it. Now, the question is: do you pay up or stand   by your principles?

It is easy to talk about having high moral standards, but, in practice, what would one really do in such a situation? Some time ago the British car manufacturer, British Leyland, was accused of operating a "slush fund", and of other questionable practices such as paying agents and purchasers with padded commissions, offering additional discounts and making payments to numbered bank accounts in Switzerland. The company rejected these allegations and they were later withdrawn. Nevertheless, at this time, there were people in the motor industry in Britain who were prepared to say in private: "Look, we're in a wheeling-dealing business. Every year we're selling more than a £1,000 million worth of cars abroad. If we spend a few million greasing the palms of some of the buyers, who's hurt? If we didn't do it, someone else would".

It is difficult to resist the impression that bribery and other questionable payments are on the increase. Indeed, they seem to have become a fact of commercial life. More than 300 US companies admitted to the US Securities and Exchange Commission that they had made dubious payments of one kind or another — bribes, facilitating payments, extra discounts, etc. — in recent years. For discussion purposes, we can divide these payments into three broad categories.

The first category consists of substantial payments made for political purposes or to secure major contracts. For example, the US conglomerate ITT (International Telephone and Telegraph corporation) offered a large sum of money in support of a US presidential candidate at a time when it was under investigation for possible violations of the US anti-trust law. This same company, it was revealed, was ready to finance efforts to overthrow the Marxist government of Chile whose President was Salvadore Allende.

In this category, we may also include large payments made to ruling families or their close advisers in order to secure arms sales or major petrochemical and construction contracts. A vast sum of money had been paid by a British company to a "go-between" who helped clinch a deal for the supply of tanks to that country. Other countries have also been known to put pressure on foreign companies to make donations to party funds.

The second category covers payments made to obtain quicker official approval of some project; to speed up the wheels of bureaucracy. An interesting example of this kind of payment is provided by the story of a sales manager who had been trying for some months to sell road machinery to the Minister of Works of a Caribbean country. Finally, he hit upon the answer. Discovering that the minister was a bibliophile, he bought a rare edition of a book, slipped $20,000 within its pages, then presented it to the minister. This man examined its contents, then said: "I understand there is a two-volume edition of this work." The sales manager, who was quick-witted, replied: "My company cannot afford a two-volume edition, sir, but we could offer you a copy with an appendix!" A short time later, the deal was approved.

The third category involves payments made in countries where it is traditional to pay people to facilitate the passage of a business deal. Some Middle East countries would be included on this list, as well as certain Far Eastern countries.

The payment may be made by a foreign company to ensure a tender is put on a selective contract list or the company may pay so that an import licence for essential equipment is approved. Sometimes an expensive gift may be necessary to soften up a government official.

A common type in this category is the "facilitating payment" — usually a smaller sum of money — made to certain customs officials to clear cargoes. One businessman has told the story of a delivery of 10,000 bottles of sterile penicillin at the airport of a Far Eastern country. It was apparently customary to pay customs officials about $250 upon arrival of each shipment to "get them out of the sun". In this case, the company was not prepared to make such a payment, so no money changed hands. The Minister of Health of that nation then ordered that each phial be opened for inspection, thereby destroying the whole shipment.

Is it possible to formulate a code of rules for companies which would outlaw bribery in all its forms? The International Chambers of Commerce (ICC) favours a code of conduct which would ban the giving and seeking of bribes. This code would try to distinguish between commissions paid for real services and padded fees. A council has been proposed to administer the code.

Unfortunately, opinions differ among members of the ICC concerning how to enforce the code. The British members, would like the system to have enough legal teeth to make companies behave themselves. "It's no using having a dog without teeth", they argue. However, the French delegates think it is the business of governments to make and impose law; the job of a business community like the ICC is to say what is right and wrong, but not to impose anything.

1. Think and answer:


1. What kinds of bribes are offered in the business world?

2.  Can such payments be classified in some other way?

3.  Do you think bribery can be eliminated? If so, how can it be done?

4.  What are the most common grounds for bribery?

5.  Why do people use special words or jargon to speak about bribes?

6.  What Russian expressions do you know to talk about bribes?

7.  Do you know any examples of bribery? Discuss them with your group.

8. Why do lecturers include the topic of bribery in business in their syllabuses of study?

9. In what way do lecturers illustrate their point about inevitability of bribes?

10.  What argument might someone in the British motor car industry use to  justify the giving of bribes?

11. Why was the US company ITT criticized for making a large financial contribution to a political campaign?

12. What finally persuaded the Minister of Works of the Carribean country to award the contract to the sales manager?

13. Explain briefly the difference of opinion existing within then International Chambers of Commerce about how the organization should deal with bribery.

2. Choose the most appropriate interpretation:

1.   Those who are tempted to bend their principles:

a) generally are people without any principles;

b) usually change their principles according to circumstances;

c) rather unwillingly make some kind of compromise.

2.   If you are in a wheeling-dealing business, you should expect:

a) to be involved in deals worth millions of pounds;

b) to have frequent and extensible disputes with dealers;

c) to work fast under pressure to get results.

3.  Speeding up the wheels of bureaucracy will probably:

a) reduce administrative delays for a company;

b) involve many contacts with official machinery;

c) mean greater interference by government officials.

4.  When a tender is put on a selective contract list:

a) a company gains an advantage over some of its competitors;

b) no other company is allowed to bid for the contract;

c) a company is almost certain to be awarded the contract.

5.  Industry is caught in a web of bribery. This statement implies that:

a) bribery is widespread and difficult for a businessman to avoid;

b) almost everyone in industry is engaged in taking bribes;

c) anyone entering industry will almost certainly be corrupted.    

3. Fill in the blanks with an appropriate word from the box:


a) temptation                      e) breaking                 i) deal

b) enforced                         f) cleared                    j) commissions  

c) widespread / common    g) practice

d) secured                           h) control / reduce

In many countries, it is common to pay someone to ease the passage of a business (1) ______. For a company (2) ________into these markets for the first time, the (3) ______to use bribery is very great indeed. In many cases, the company will have to pay inflated (4) ______to an agent or make other such payments if an order is to be (5) ______. Later, there will be the routine handout to make sure the consignment of goods is (6) ______ through customs.  Although an international business community like the ICC can give guidelines to companies, it cannot (7)______bribery by its own efforts. It is up to governments in those countries where bribery is (8) ______to help stamp out this (9) ______by brining in laws against corruption and making sure these are (10) ________.

III. Discussion.

1. Argue for or against the following debating theme:

a) If one is to succeed in business, it is essential to learn the art of giving a bribe, therefore high principles and business success are incompatible.

b) Discuss some of the ways in which a business executive might have to compromise his personal ethics for the sake of his company's interests.

2. Make up a dialogue on the following situation.

You are the chairman of a company, based in Birmingham, England, which markets cutlery in the UK and overseas. You have recently learned, to your surprise, that your sales department has been operating a «slush fund». From this fund, secret payments have been made to individuals setting up deals or who have, however indirectly, contributed to the winning of a contract. You are very upset to learn about the existence of this fund, especially since the frequency and size of such payments seem to have increased greatly in the last two years.

   Accordingly, you call your Marketing Manager, Mr. Sherwood, to give him a piece of your mind and tell him that these questionable payments must cease immediately.

     To your surprise he does not agree with you...

Women in management

I. Read and learn the new words.
Liberal art degree


- глубокие знания гуманитарных наук
Tangible



- осязаемый
To be competent


- быть компетентным
The sense of security

- чувство безопасности
Legitimacy



-законность
To tend to do something

- иметь склонность
Long term career


- долгая карьера
Commitment



- обязательство
Manuals



- справочник
To dot i,  to cross t


- расставить точки над и
Performance



- исполнение служебных обязанностей
To cope with



- справляться с чем-то
Cue




- реплика
Non-deligative


- не делегированный
Terminal



-заключительный
To be responsible for

- нести ответственность за
Fabled




- вымышленный
Apprenticeship


- обучение
Foreman



- мастер старший по званию
Peer




- (зд.) равный
To quit



- сдаваться
II.   Read and translate the text.
                           THE MANAGERIAL WOMAN
Typically this woman graduates with a liberal arts degree. She has done well in languages, literature, history, psychology or sociology, music or art. She leaves college not at all sure what a skill is. Many women like her go to a secretarial school to acquire something they can tell themselves is a skill because there is a demand for it, it is tangible, it can be used. She does so too but she is lucky enough to find a job as an administrative assistant in a staff department. She types for herself but not for others. Slowly she finds her feet and begins to realize that there are skills that she can learn, and she can learn them on the job. As she becomes more competent her sense of security increases. She can learn those skills, she can use them effectively. As time passes she finds that their effective use contributes to her sense of security in another way. The men with whom she works begin to see her as someone who, in spite of the fact that she's a woman, is extremely good at her job. In a real way she begins to develop a sense of legitimacy, of having a right to do the job she does, both in her оwn mind and, as she sees their reactions, in the minds of others.
Throughout this process she tends to have made no long-term career commitment.( она склонна не строить долгосрочных карьерных планов) Her commitment has been to current performance and to reveal on-the-job competence. She is not sure for how long she will work or whether she will work at all if she gets married. Given the lack of a longer-range objective, her concentration on the here and now is understandable. She wants to make the present as worthwhile as she can. She signs up for courses that add to her expertise. She reads manuals and professional journals. 
Several years later her competence earns her a supervisory position. At that point she has invested a great deal in the skills she has acquired and they in turn have contributed heavily to her sense of who she is. It is difficult for her to accept that other people, those she now supervises, will make the same investment, and in reality a number of them don't. Her way of coping with this is to pick up the pieces for them, to do the extra work herself. She becomes a true working supervisor. She is responsible for all of her old assignments, the supervision of subordinates and the added work involved in ensuring that nothing leaves her small department unless it is perfect. To ensure this she often prefers to do the job herself. Her supervisory style is a close one, she is a scrupulous checker, a dotter of i’s and a crosser of t's.(Её стиль наставлений очень своеобразен, она буквоед и привыкла расставлять все точки над и)
It is not a style which breeds initiative nor does it lend itself to delegating responsibility. She sends a very clear message — she trusts and relies on herself alone. Her friends tend to be from outside of the organization and her contacts within it tend to be formal and task-oriented. If she remains in this position until her early thirties the chances are that she will decide she has a career, or at the very least that she will continue to work over the long-term. The problem is that her style has now been formed. It is a close, non-delegative style, heavily dependent on self for performance and on formal structure and rules to define both job and performance.
This style was not formed consciously, she never thought about it in terms of whether it was helpful in advancing her position or not. Bosses came and went. Depending on how competent they were, she had often to do part of their job as well. They rated her an «outstanding supervisor», aware that if she left they would probably have had to replace her with at least two people. At the same time they rated her as «probably terminal in present position». The style she developed and never thought of changing stamped «lacking in management potential» all over her, and this at a point when possibly for the first time she began to think seriously of a long-term career. Yet why should she have thought of changing her behavior? For what reason? Superiors praised the scrupulous accuracy (скрупулёзную точность) of the work she was responsible for. Raises were forthcoming. She wasn't looking ahead to anything specific. Getting the job done competently had often been more than enough to cope with.
For many, many women this is the extraordinarily painful dilemma of the transition to middle management. The style they develop in order to survive along the path to middle management, both psychologically and tactically is a style that makes them the fabled outstanding supervisor. But it lacks a strategic dimension, a long-term objective. As a consequence they fail to build flexibility into it, they do not measure present cost against future benefit. They do not recognize the cues that signal a need for a change in style. They concentrate on task, skill and job performance and ignore the critically important behavioral variables.
Our hypothetical woman tends to arrive at the transition point to middle management an in-depth specialist and a close supervisor of other specialists. Yet she is a woman in her mid-thirties with another thirty years ahead of her. She is bright and she is competent.
For men behavior is a variable along the path to middle management, their own behavior and the behavior of others. However implicit, however unconscious, the assumption that they will have to work for most of their lives gives men an objective: to make the best of it that they can — which is widely interpreted as career advancement. Typically a man comes to his first management job not even conscious of the psychological preparation for it that he has undergone since he was a small boy. Typically too his high school and college years have given him mathematical skills or a background in economics or business, together with a clear recognition of competitive striving as a inherent factor in achievement.
To him, his first job is the beginning of an apprenticeship. His expectation that once he has mastered it he will move on is a comparatively modest expectation, for countless men have done it before him. Why not he? The central issue really lies in finding the most effective way, and while his judgment of what is effective may be good or poor, at a minimum he will try.
If he is a college graduate recruited into a fast track training program he is given considerable visibility as he moves about the company. If he enters a small department in finance or marketing, or if he is hired as an assistant foreman in a manufacturing plant, his environment is considerably more limited, but his assumption that he is not going to be there for the rest of his life determines his behavior.
Learn and move on. Act so that people will see you as having the ability to move on. Try to influence the people who can help you move on. Be needed by those people, become necessary to them. Try to identify what they want and don't want. Broaden your information base from what you need to do the job to include the people who can help you leave it. Who are they — good, bad, indifferent? On whom should you focus your efforts? Find out — and try to make sure you don't pick a loser. Do job changes make sense at this point — do they promise more, more quickly? Transfers,  moves to other companies? Find out — and try to pick a winner whichever way you go.
At the transition point her great fear is to be cut off from what she knows from the comforting familiarity of an area she has mastered in depth from the very basis of her sense of legitimacy and security, only to confront new and quite different problems, new and quite different people, in a setting where she may now be the only woman in such a position.
His great fear is that he may be entering a backwater, cut off from the people who helped him. Can he put a team together? Will he find capable subordinates? What will his peers be like? Will his new boss be a man from whom he can learn — who has influence enough to help him advance?
Her perception of the problems facing her is centered on herself, on her own capacity or lack of it. It is an inward preoccupation which dulls her ability to assess other people objectively. She tends to see them in terms of the impact they have on her own sense of adequacy.
His perception of the problems facing him is centered on the people around him, on their abilities. It is an outward preoccupation which sharpens his awareness of who those people are and what they want — and the one tends to condition whether he will give them the other.
Her problems feed upon each other. Where before, her expertise was proof of her right to be where she was, she feels she must prove that right all over again both to herself and to the men around her. And she must do it at a more complex level of responsibility, at a time when she is supremely conscious that she lacks mastery of the job she must do.
Driven by the old anxiety over legitimacy — the need justify to herself and others that in spite of the fact she's a woman she knows the job and can handle it — and with few examples of other women who have ever done it to give her confidence, she retreats into herself. She avoids asking questions for fear they might indicate ignorance of the aspects of the job she feels she should know. This blocks her ability to learn. Anxiety invests every gap in knowledge and experience with the same importance and she drives herself to work on her own time at understanding every detail-relevant or not-while she copes, as she must, with the day-to-day pressures of the job. The apparent confidence and self-assuredness of the men around her, however unreal, make her situation seem even worse. 
A third-level manager in a Bell System company gave us a description of this painful process a year after her promotion to district management.
«I was promoted after the consent Decree. All of the companies had to promote a certain number of women and I guess I was one of them. I think I deserved the promotion but I sometimes wonder whether I would have rotten in without the decree.»
«I came out of the Traffic Department. This is where all the operators are and it's really a women's department. Men used to come into it as management trainees. The women trained them. And then the men managed us - sometimes the very same men we'd trained.»
«I came up the operators' route all the way to group chief and then chief operator. My promotion to district manager (third level) was one of the first for women.»
«I'll never forget what those early months were like. I really had no management experience. I only knew vaguely what the other departments were responsible for and I didn't know whom to ask or what to ask. The worst thing was wondering whether my counterparts — who were all men — believed I'd got the job simply because of EEOC*. I know some of them did, and at the beginning I couldn't even make myself ask a question in case it turned out to be a question I should have known the answer to. I was really afraid to have that happen. I could hear their minds clicking: 'Third level and doesn't even know the job.'»
«My first district meeting was a total disaster. There I was, the only woman, a district manager, traffic. There they were. They knew each other. Most of them had years of district experience. They came from the tough departments where there were no women — Plant, Network, Engineering, as well as the others.»
«Most of the meeting went straight over my head. They got into a very technical discussion at one point. I didn't know what most of the equipment was or what it was supposed to do. I didn't know the technical systems definitions and they didn't bother to spell them out. They used letters. E.S.S. is a simple one — Electronic Switching Systems.»
«By the end of the meeting I had a column of letters and I spent night after night with the manuals trying to figure them out. I didn't dare ask anyone. It sounds silly now — but it wasn't then. I nearly quit. If it hadn't been for my husband I would have quit. I remember one set of letters that nearly finished me. P.O.T.S. I looked it up in every manual. I went through literally hundreds of pages trying to find a reference. I finally got to know one of the district guys and a couple of months later I asked him. He laughed. He said it meant 'Plain Old Telephone Service.'»
It is difficult to forget that woman, the anxiety she felt and the obsessive way in which she tried to deal with it. Anxiety of the same kind drives the younger woman in search of psychological security and organizational legitimacy to overinvestment in specialization. When she finds it, the seal that reads «Yes, you belong. Yes, you have a right to be here. Yes, in spite of the fact that you're a woman, you can do this job» is a tough one to give up.
When it is given up at the middle management transition point the risks begin all over again and the psychological stakes are higher. The security of solid technical competence in a specific area is no longer enough. One can no longer rely on and trust oneself alone. The learning system changes, the system of implementation changes, and in the nature of the relationships that men traditionally establish with each other lies the key to both. Godfathers look after godsons. For women who were daughters, not sons, such relationships are laden with difficulty.
At one level, because you're a woman you feel you must know the job to justify even being there; at another level, because you're a woman there are far greater risks attached to developing the relationships which help you learn.
The Bell System manager who said «If it hadn't been for my husband I would have quit» was almost certainly addressing this last issue. Whatever she faced as a woman on the job, her husband reinforced her as a person who was a woman and who could hold that job. Single women are far more vulnerable.
Given all of this, is there any answer? If there is, does it help women or does it merely certify that the difficulties are real?
We think that there is an answer, and that it does both. In acknowledging the difficulties, in explaining why they exist, it gives women a perspective of central importance. Women who thought that individually and alone they were the singular source of the problems they faced in «masculine» jobs, careers, roles and settings can see that to one degree or another all women share these problems because a common heritage of beliefs and assumptions shapes our concept of ourselves. If we are ever to change those that cripple our ability to achieve, then it is critically important to understand how and why they came to exist - beginning at the very beginning with the concept of femininity and the ways in which its formation differs from the psychological development of men.
Notes to the text :
In most Bell companies there are only seven levels of management, from first management job to president. Third or district level is the first true middle management level as we have defined it.
On January 18, 1973, American Telephone & Telegraph representing its twenty-two subsidiary companies entered into a landmark settlement with the Department of Labor and the Equal Employment Opportunity Commission. Under the terms of a consent Decree, AT&T agreed to pay $15 million in restitution to an estimated fifteen thousand women and minorities who had allegedly been discriminated against in job assignments, pay and promotions; another $23 million a year in pay raises; and to establish goals and timetables for the hiring and promotion of women and minorities into its management ranks. In return, the EEOC and the Department of Labor agreed to withdraw the various charges leveled against the corporation. AT&T is the nation's largest private employer.
EEOC — Equal Employment Opportunity commission 
1.  Agree or disagree with the following.
1.  Women usually get good education before they take up a job.
2. When a woman starts a job, she tends to make long-term career
commitment.
3. Women prefer to delegate part of her duties because they are not
confident enough.
4. Bosses are usually happy about her performance, and rate her
supervising abilities very high.
5. The style of women's management is very flexible.
6. Men are prepared for their management jobs since childhood.
7. The emphasis men and women place on their first job is different.
8. The transition point to a higher level of management is easy and
natural for a woman.
9. Women are prepared to learn to achieve higher positions.
10.  Men's and women's perceptions of the problems facing them are similar.
11. There are more risks for a woman at higher levels of management.
2. Answer the questions.
1. Do you agree with all key points in the article? What points seem
   dubious? Why?
2. Why do you think men's and women's altitudes to jobs are different?
3. What do you think of the woman's experience in the Bell System
   company? Do you find it typical? Why (not)?
4. What is your attitude to female managers?
5. Do you think the attitudes to women in management are changing in
   the modern world? Give your reasons and examples.
6. Is it easy for a woman to become a manager in Russia?
7. If not, why do you think it is difficult for a woman to get to the top?
8. Do you know any woman who has had a very successful career?
3. Write a brief summary of the text.
III. Read the text «She's the Boss».

Business was invented by men and to a certain extend it is still «a boy's game». Less than 20% of the managers in most European companies are women, with fewer still in senior positions.
Yet in Britain one in three new businesses are started up by women and according to John Naisbitt and Patricia Aberdeen, authors of 'Megatrends 2000', since 1980 the number of self-employed women has increased twice as fast as the number of self-employed men.
The Glass Ceiling Syndrome

Is it just a case of women whose career progress has been blocked by their male colleagues — the so-called 'glass ceiling syndrome' — being forced to set up their own businesses? Or do women share specific management qualities which somehow serve them better in self-employment? As many as 40% of start-ups fail within their first two years, but the failure rate of those run by women is substantially lower than that. It's hardly surprising, therefore, that though male bosses tend to be reluctant to promote women, male bank managers seem only too happy to finance their businesses.
The Roddick Phenomenon

Anita Roddick, founder of the Body Shop empire, is the perfect example of the female entrepreneur with her company growing from zero to £470 million in its first fifteen years. Perhaps the secret of her success was caution. Rather than push ahead with the purchasing of new shops, Roddick got herself into franchising — the cheapest way to expand a business whilst keeping overheads down.
       Caution, forward planning and tight budgeting seem to be more female characteristics than male. They are also the blueprint for success when launching a new company.

More Sensitive

When women join an existing company, it's a different story. Less ruthlessly individualistic in their approach to business, women are more sensitive to the feelings of the group or team in which they work. They are generally more cooperative than competitive, less assertive, less prepared to lead from the front. Though they usually manage their time better than men and may even work harder, they are much less likely than their male counterparts to take risks. And, above all, it is risk-taking that makes corporate high fliers. As one male director put it: «I'm not paid to make the right decisions. I'm just paid to make decisions».
Better Communicators
It's an overgeneralization, of course, but it remains true that men will more readily take the initiative than women. The female style of management leans towards consensus and conciliation. Women seem to be better communicators than men — both more articulate and better listeners. And perhaps it is women's capacity to listen which makes them particularly effective in people-oriented areas of business. In any mixed group of business people the ones doing most of the talking will almost certainly be the men. But perhaps only the women will really be listening.
The New Achievers

And, as companies change from large hierarchical structures to smaller more flexible organizations, the communication skills and supportive approach of women are likely to become more valued. It was predominantly men who profited from 'the materialistic 80s', the age of the achiever. But it will be women who achieve the most in the future.
1.  Which of the following points support the ideas expressed in the text?
a)  Women are as entrepreneurial as men.
b)  Most female managers prefer task-based jobs to people-centred ones.
c) Women tend to be more conscientious than men.
d) Women who do succeed in business have to become even more
    ruthless than men.
e) Men are not as financially aware as women.
f) Women are more likely to be the mangers of the future than men are.
2. Match each of the words in the left column with a word from the right column to make nine word partnerships from the text.
1.  senior
a.
budgeting
2.  career
b.
structures
3.  forward                         
с.
taking
4.  light
d.
progress
5.  risk 
e.
organizations
6.  high                             
f.
 positions
7. hierachial                    
g.
skills
8. flexible
   h.
planning
9. communication
i.
fliers
IV.  In each of the following situations decide if you would give the applicant the job or not. Be prepared to justify your decision in each case.

Systems Analyst. 
The applicant is a 36 year old woman returning to work after giving up her previous job to start a family three years ago. She is well qualified for the post and much more experienced than any of the other applicants. She is, however, a little out of touch with the latest developments in the industry you work in and would require some retraining. Most of the other applicants are younger men.
Marketing Director.
The applicant is a 29 year old woman. On paper she looks impressive and at interview she came across very well indeed. In terms of experience and expertise, she is clearly the best person, for the post. There's only one problem: the job is in a country where women do not have equal status with men and where very few women hold management positions at all, let alone senior ones such as this.
Production Manager.
The applicant is a 44 year old woman. You have recently interviewed twenty people for a very responsible post within your company and she is one of the two on your final shortlist. The other most promising candidate is a 29 year old man. On balance, you think the man would probably be the better choice but, at present, your company has only appointed three female managers out of a total of thirty-two and you are under a lot of pressure from the personnel department to exercise «positive discrimination» in favour of women.
Management Trainer.
The applicant is a 31 year old man. The company you represent runs assertiveness training courses for women in management and at the moment you have an all-female staff. Whilst the applicant has an excellent track record in management training with mixed groups, you have some doubts about his credibility running seminars exclusively for women, some of whom tend to see male managers more as an obstacle than an aid 'o their progress. You're also concerned about how the rest of the staff  will react to him.
Have you ever found yourself in a similar situation to those above? What did you do?
V. Read and translate the article.
The concrete ceiling. Why women are up against it.
Someone once observed that a glass ceiling blocks women's rise to the top. But it seems more like a concrete ceiling.
The following could be what's stopping us:
- Because boys are taken more seriously than girls at school.
- Because some female high achievers, such as Margaret Thatcher, often          

  don't promote other women.
- Because women have babies.
- Because men think women won't be as committed to their job once they have a child.
- Because «women get all moody and useless once a month».
- Because a woman is still judged on her looks.
- Because women think men won't love them any more if they're successful.
- Because women are busy doing housework when they could be training  impressing the boss and networking.
- Because «women's brains are smaller».
- Because working mothers are made to feel guilty.
- Because women are told to start out as secretaries. And good secretaries rarely get promoted.
- Because not enough women have the courage or confidence to speak out about inequality.
- Because women say sorry, sorry, sorry all the time.
- Because women are either too tough or not tough enough.
- Because men fear and distrust powerful women.
- Because no one ever thinks of calling the father when a child is ill.
-Because a lot of men genuinely think of themselves as superior to  women.
- Because some men just don't listen to what women are saying.
- Just because.
Notes:
to be up against it       - to face problems
glass ceiling
    - an invisible barrier which stops you going up
committed
    - dedicated; hardworking
high achievers
    - very successful people    
moody
     - changeable (happy, sad, calm, angry, etc.)
looks
    -  appearance (e.g. pretty, ugly).
networking
    -  meeting other people in your business, making

             useful contacts
 promoted
         -  given a better /higher job in a company  
 tough
            -  negative: aggressive; positive: strong.
Answer the questions.
1. Can you think of another title for the article without using the expressions «glass ceiling» or «concrete ceiling»?
2. Which are the most important points in the article? Choose the top three and explain them in your own words.
3. Think of  two more sentences beginning «Because...» to add to the article. Explain your choice.

Sexual Harassment

            on  the Job as a fact of Ethical   Challenge

 Read and translate the text.
     Sexual harassment is a fact of life in many workplaces.
 To avoid sexual harassment managers must have some defini​tion of the term. Is it harassment if a supervisor demands that his secretary sleep with him to keep her job? Yes. Is it harassment if he flirts with her, or tells her an off-colour joke? Maybe. If he tells her she looks nice, is that harassment? Probably not, but not everyone agrees. Most workers recognize this "unwelcome". Others insist that an action must be repeated to be offensive.
    In  1986,  the  U.S.  Supreme  Court  upheld  a  ruling  that   stated   that

requiring  sexual  contacts  as a  condition  of  employment  or  promotion

violates the  Civil  Rights  Act of 1964.  Requirement of  sexual contacts or

unwelcome   sexual  advances   and  coercions  (sexual  harassments)  are

crimes  and  are  subject  to  punishment  according  to  the  laws  of  many

countries.
                                           Vocabulary

 sexual harassment                              - сексуальное домогательство
 challenge                                             - сложная проблема
 demand                                               - требовать
 keep                                                - сохранять
 flirt                                                         - флиртовать
 off-colour joke                                      - непристойная шутка
 recognize                                               - признавать
 unwelcome                                            - нежелательный
 insist                                                  - настойчиво утверждать

 offensive                                                - оскорбительный
 Supreme Court                                   - Верховный Суд
 uphold (upheld)                                    - поддерживать
 ruling                                                    - постановление
 condition                                               - условие
 violate                                                  - нарушать
 Civil Rights Act                                    - Закон о гражданских правах
 requirement                                       - требование 
 advance                                                 - зд. предложение
 coercion                                                   - принуждение
 crime                                                     - преступление
 be subject (to)                                       - подлежать (чему-либо)
 punishment                                           - наказание
 according (to)                                         - согласно
 law                                                                       - закон, законодательство
Unit 6. Appendices

Incoterms

I. Read and lean new words:

1. multimodal 

2. mode of transport 

3. ship's rail 

4. critical point of responsibility 

5. risk of loss or damage 

– мультимодальный

– вид транспорта
– рейлинг судна

– критическая точка ответств-ти
– риск утраты или повреждения товара
6. terminal 

7. pallet 

8. through 

9. assume responsibility 

10. port of shipment

11. port of discharge 

– грузовые склады  с сортировоч-

   ными  устройствами в портах

– поддон 

– сквозной
– взять на себя ответствен​ность
– порт отгрузки

– порт разгрузки 

12. receipt 

13. vehicle

14. fulfill obligations

15. meet the requirements 

– получение, расписка в получ-и 

– транспортное средство

– выполнять обязательства 

– удовлетворять требованиям, обеспечить потребности                           

16. RO/RO Roll on/Roll off 

17. ferry 

18. custody 

19. wagon 

20. carrier 

– метод транспортировки грузов с горизонтальной погрузкой и выгрузкой

– паром 

– хранение 

– товарный вагон 

– перевозчик 

21. carry                                                   – везти, перевозить      

22. carriage                                              – перевозка, транспортировка 

23. by rail                                                 – по железной дороге 

24. quay (wharf)                                      – причал 

25. lighter                                                 – лихтер 

26. on board a ship                                   – на борту судна
27. marine insurance                                – морское страхование

28. insured                                                – страхователь (лицо, отдающее

                                                                     имущество на страхование)

29. insurer                                                 – страховщик (лицо, принимаю-

                                                                     щее имущество на страхов-е) 

30. insurance premium                             – страховая премия (стр.взнос)

II. Read  and translate the text "Incoterms".

The new system of multimodal shipment in international trade is reflected in the International Commercial Terms (Incoterms 1980 ).

Ex Works

“Ex Works“ means that the seller’s only responsibility is to make the goods available at his premises (i.e. works or factory). In particular he is not responsible for loading the goods in the vehicle provided by the buyer, unless otherwise agreed. The buyer bears the full cost and risk involved in bringing the goods from there to the desired destination. This term thus represents the minimum obligation for the seller. 

Free Carrier ... (named point)

This term has been designed to meet the requirements  of modern transport, particularly such «multimodal»  transport as container or "roll on-roll off" traffic by trailers and ferries. It is based on the same main principle as FOB except that the seller fulfils his. obligations when he delivers the goods into the custody  of the carrier at the named point. 
For/Fot
FOR and FOT mean «Free on Rail» and "Free on Truck". These terms are synonymous since the word "Truck" relates to the railway wagons. They should only be used when the goods are to be carried by railway.
Fob Airport
FOB Airport is based on the same main principle  as the ordinary FOB term. The seller fulfils his obligations by delivering the goods to the air carrier at the airport of departure. The risk of loss of or damage to the goods is transferred from the seller to the buyer when the goods have been so delivered.

FAS
FAS means «Free Alongside Ship». Under this term the seller's obligations are fulfilled when the goods have been placed alongside the ship on the quay or in lighters. This means that the buyer has to bear all costs and risks of loss of or damage to the goods from that moment.

FOB
FOB means «Free on Board». The goods are placed on board the ship by the seller at a port of shipment named in the sales contract. The risk of loss of or damage to the goods is transferied from the seller to the buyer when the goods pass the ship's rail.
C&F
С & F means «Cost and Freight». The seller must pay the costs and freight necessary to bring the goods to the named destination, but the risk of loss оf or damage to the goods is transferred from the seller to the buyer when the goods pass the ship's rail in the port of shipment.
     GIF

     GIF means «Cost, Insurance and Freight». This term is basically the same as С & F but with the addition that the seller has to procure marine insurance against the risk of loss of or damage to the goods during the carriage. The seller contracts with the insurer and pays the insurance premium.
Freight Carriage Paid To
Like C&F «Freight or Carriage paid to...» means that the seller pays the freight for the carriage of the goods to the named destination. However, the risk of loss of or damage to the goods, is transferred from the seller to the buyer when the goods have been de livered into the custody of the first carrier and not at the ship's rail. It can be used for all modes of trans port including multimodal operations and container or roll on-roll off traffic by trailers and ferries. When the Seller has to furnish a bill of lading, waybill or carrier's receipt, he duly fulfills this obligation by presenting such a document issued by the person with whom he has contracted for carriage to the named destination.
Freight Carriage and Insurance Paid To...
This term is the same as «Freight or Carriage Paid to...» but with the addition that the seller has to procure transport insurance against the risk of loss of or damage to the goods during the carriage. The seller contracts with the insurer and pays the insurance premium.
EX Ship
«EX Ship» means that the seller shall make the goods available to the buyer on board the ship at the destination named in the sales contract.
EX Quay
"EX Quay" means that the seller makes the goods available to the buyer on the quay (wharf) at the destination named in the sales contract.
      Delivered at Frontier
"Delivered at Frontier" means that the seller's obligations are fulfilled when the goods have arrived at the frontier — but before «the customs border" of the country named in the sales contract.
     Delivered Duty Paid
While the term «Ex Works" signifies the seller's minimum obligation, the term «Delivered Duty Paid", when followed by words naming the buyer's premises denotes the other extreme — the seller's maximum obligation. The term «Delivered Duty Paid» may be used irrespective of the mode of transport.

Notes:
«Incoterms» — «Международные правила толко​вания коммерческих терминов». Разработаны Меж​дународной Торговой Палатой, Сборник «Incoterms 1980» содержит правила толкования 14 базисных условий поставки:
EXW – EX works – франко-завод, с завода 

FRC – Free carrier... named point – свободно у перевозчика (в поименованном пункте)
FOR/FOT – Free on Rail/Truck – франко-вагон, свободно в вагоне или на платформе
FOA – FOB Airport – свободно в аэропорту 

FAS – Free alongside ship – свободно вдоль борта судна
FOB – Free on Board – свободно на борту судна
CFR – С and F – Cost and Freight – КАФ-стоимость и фрахт
CIF – Cost, Insurance, Freight – СИФ-стоимость страхование, фрахт
Freight/Carriage paid to – фрахт/провозная плата оплачены до...
Freight/Carriage and Insurance paid to – фрахт/ провозная плата и страхование оплачены до...
Ex Ship – с судна
Ex Quay – с пристани
DAF – Delivered at Frontier – поставлено на границе
DDP – Delivered Duty Paid – поставлено с оплатой пошлины

1. Answer the questions:
1. What does the term «multimodal transport» mean?
2. What is regarded as the critical point now?
3. What document is issued in combined transport?
4. What mode of transport do you use for carriage of goods?
5. Where are critical points of responsibility under Incoterms?

2. Make up summary of the text.

Packing and marking
I. Read the text and translate it.

Text "Packing and marking"
Goods for export are to be properly packed. If they are poorly packed and marked the carrier can, refuse to accept them, or will make qualifications about the un satisfactory condition of packing in the bill of lading. 

Packing can be external (crate (клеть), bag) and internal (box, packet, flask etc.), in which the goods are sold. 

In case of consumer goods packing has a double function. On the one hand, it Is for protection. On the other – it serves to advertise a product and attract a customer. 

Marking should be in indelible paint with recogniz​able marks. 

Here is an extract from a concerning packing con​tract:

Contract No.______
Packing
1. The equipment and spare parts are to be shipped in export packing meeting the requirements of each particular type of equipment.
2. The packing is to secure full safety of the goods from any kind of damage and corrosion during transportation by sea, rail way and combined transport. The packing shall be suitable for loading by crane, by autocars, by trucks and manually in so far as the weight and volume of individual pack ages allow.
Before packing, the equipment is to be protected with anticorrosive coating to pro​tect it from any damage and corrosion in transit and to ensure storage during hot summer and cold winter.
3. The Sellers shall be responsible for any damage to or breakage of the goods that may be caused by poor packing or for corrosion which may appear due to improp​er or insufficient coating.

Here is an extract from a contract concerning marking:

Contract No.______
Marking
1. The cases in which the equipment is packed are to be marked on three sides: on the top of the case and two non-opposite sides.
2. The marking shall be clearly made with indelible paint in English and Russian as follows:
                         Contract No.                                 Контракт №
                         Trans No.                                     Транс №
                         Package No.                                 Место №
                         Net/Gross weight in kg                Вес нетто/брутто в кг 

                         Case dimensions in cm                 Размеры места в см 

                         (length, width, height)                  (длина, ширина, высота) 

3. All cases which need special handling must have an additional marking as well as other indications if specific handling of a particular case is required:

«Handle with care»                            «Осторожно»

«Top»                                                 «Верх»
«Do not turn over»                             «He кантовать»

«Do not use hooks»                            «He использовать крюки»
1. Answer the questions:
1. What are the packing requirements?
2. What preventive measures are necessary to protect the goods from  damage?
3. Why is it necessary to know the freight routes when packing?
4. What are kinds of export packing?
5. What is the function of packing in the sale of consumer goods?
6. What are the requirements for marking the goods?
7. What is usually written on packing about special handling?
8. What can happen if marking is wrong?

9. What are the standards of packing and marking?
2. Make up summary of the text.

                                           Glossary
A

accounting Process of recording, classifying, and sum​marizing the financial activities of an organization.

 accounting equation Assets equal liabilities plus own​ers' equity .
accrual basis Accounting method in which revenue is recorded when a sale is made and expense is recorded when incurred .
acquisition Combination of two companies in which one company purchases the other and remains the dominant corporation .

activity ratios Financial ratios that indicate the amount of business a company is doing .

administrative law Rules, regulations, and interpreta​tions of statutory law set forth by administrative agencies and commissions .
administrative skills Technical skills in information gathering, data analysis, planning, organizing, and other aspects of managerial work .
advertising Any paid form of impersonal presentation made by an identified sponsor through a mass com​munication medium on behalf of goods, services, or ideas .
advertising platform Statement that defines the target audience and summarizes the benefits and features of the product that will be used to motivate the buyer .
advocacy advertising Institutional advertising that addresses hotly debated public issues .
arbitration Process for resolving a labor-contract dis​pute in which an impartial third party studies the issues and makes a binding decision .
assets Physical objects and intangible rights that have economic value to the owner .
audit Accountant's evaluation of the fairness and reli​ability of a client's financial statements .
authority Power granted by the organization and ac​knowledged by the employees .
authorization cards Sign-up cards designating a union as the signer's preferred bargaining agent .
authorized stock Shares that a corporation's board of directors has decided to sell eventually .
B

balance of payments Sum of all payments one nation has made to other nations minus the payments it has received from other nations during a specific period of time .
balance of trade Relationship between the value of goods and services a nation exports and those it im​ports .
balance sheet Financial statement that shows assets, liabilities, and owners' equity on a given date .
bankruptcy Legal procedure by which a person or a business that is unable to meet financial obligations is relieved of debt .
barriers to entry Factors that make it difficult to launch a business in a particular industry .
bartering Trading by exchanging goods or services di​rectly rather than through a medium like money .
bear markets Falling stock markets.
blacklist Secret list circulated among employers to keep union organizers from getting jobs .
blue-chip stocks Equity instruments issued by large, well-established companies and paying relatively stable dividends .
board of directors Group of people, elected by the shareholders, who have the ultimate authority in guiding the affairs of a corporation .
bond Certificate of indebtedness that is sold to raise funds .
bonus Cash payment in addition to the regular wage or salary, which serves as a reward for achievement .
bookkeeping Record-keeping, clerical phase of ac​counting .
broker Individual registered to sell securities .
brokers Agents that specialize in a particular commod​ity .
budget Financial plan for a company's future activities that estimates proposed expenditures and forecasts how they will be financed .
bull markets Rising stock markets .
business agent Full-time union staffer who negotiates with management and attempts to resolve grievances brought up by union members .
business and industrial selling Selling of products to businesses and organizations for resale or for use in their operations .
business cycle Fluctuations in the rate of growth that an economy experiences over a period of several years.
business interruption insurance Insurance that covers losses resulting from temporary business closings .
C

cash basis Accounting method in which revenue is re​corded when payment is received and expense is re​corded when cash is paid .
cash discount Discount offered to buyers who use cash instead of credit .
centralized organization Concentration of authority and responsibility at the top .
central processing unit Command and control center of a computer .
certificate of deposit Note issued by a bank that guar​antees to pay the depositor a relatively high interest rate for a fixed period of time .
certification Process by which a union is officially rec​ognized by the National Labor Relations Board as the bargaining agent for a group of workers .
Certified Management Accountants Accountants who have fulfilled the

  requirements for certification as specialists in management accounting. 
Certified Public Accountants Professionally licensed accountants who

  meet certain requirements for edu​cation and experience and who pass

   an examination .
chain of command Pathway for the flow of authority from one level of an organization's employees to the next .
chief executive officer Person appointed by a corpora​tion's board of directors to carry out the board's poli​cies and supervise the activities of the corporation .
circular flow Continuous exchange of goods and ser​vices for money among the participants in an eco​nomic system .
claims Demands for payment by an insurance company due to some loss by the insured .
classical theory of motivation View that money is the predominant motivator in the workplace .
closed shop Workplace in which union membership is a condition of employment .
code of ethics Written statement setting forth the prin​ciples that should guide an organization's decisions .
commodity business Business in which products are undifferentiated, so that price becomes the chief competitive weapon .
commodity exchanges Markets where contracts for raw materials are bought and sold .
common law Law based on the precedents established by judges' decisions .
common stock Shares whose owners have the last claim on distributed profits and assets.
communication Exchange of information .
compensation Payment of employees for their work .
competitive advantage Quality that makes a product more desirable than those offered by the competition .
comprehensive general liability insurance Liability in​surance that covers a wide variety of losses, except certain losses specifically mentioned in the policy .
computer-aided design Use of computer graphics in the development of products or processes .
computer-aided engineering Use of computers for engi​neering .
consumer market Individuals who buy goods or ser​vices for personal 

  use .
consumer promotions Sales promotions aimed at end users .
contingency leadership Leadership style promoting flexibility and adoption of the style most appropriate to current conditions .
contingent business interruption insurance Protects a business from losses due to an interruption in the de​livery of supplies .
continuity Duration of a media advertising campaign and timing of the messages .
contract Exchange of promises enforceable by law .
controller Highest-ranking accountant in a firm, re​sponsible for overseeing all accounting functions .
controlling Process of ensuring that organizational objectives are being attained and of correcting deviations if those objectives are not being reached .
control unit Computer component that supervises and coordinates the computer's operations .
convenience goods Products that are readily available, low-priced, and heavily advertised and that consum​ers buy quickly and often .
convenience stores Food stores that offer convenient locations and hours but stock a limited selection of goods .
cooperatives Associations of people or small companies with similar interests, formed to obtain greater bar​gaining power and other economies of scale .
corporate culture Organizational climate or set of val​ues that guides and colors the atmosphere within a company .
corporation Legally chartered enterprise with most of the legal rights of a person, including the right to con​duct a business, to own and sell property, to borrow money, and to sue or be sued .
correlation Statistical relationship between two or more variables .
cost-benefit analysis Comparison of the costs and bene​fits of a particular action for the purpose of assessing its desirability .
cost of capital The average rate of interest a firm pays on its combination of debt and equity .
cost of goods sold Cost of producing or acquiring a com​pany's products for sale during a given period .
cost-of-living adjustment Clause in a union contract that ensures that wages will rise in proportion to in​flation .
cost per thousand Cost of reaching 1,000 people in a medium's audience .
couponing Distribution of certificates that entitle buy​ers to a discount on a particular item .
craft unions Unions made up of skilled artisans belong​ing to a single profession or practicing a single craft .
credit life insurance Coverage that guarantees repay​ment of a loan or an installment contract if the bor​rower dies .
credit unions Cooperative financial institutions that provide loan and savings services to their members .
crime insurance Insurance against loss from theft .
crisis management System for minimizing the harm that might result from some unusually threatening situation .
critical path method Scheduling method that estimates the smallest amount of time in which a whole project can be completed by projecting the time needed for completion of the longest sequence of tasks (the criti​cal path) .
currency Bills and coins that make up the cash money of a society .
current assets Cash and other items that can be turned back into cash within one year .

current liabilities Obligations that must be met within a year.
current ratio Measure of a company's short-term li​quidity, calculated by dividing current assets by cur​rent liabilities .
customized marketing A marketing program in which each individual customer is treated as a separate seg​ment .
customs duties Fees imposed on goods brought into the country .
cyclical variation Change that occurs in a regularly re​peating pattern .
D
debit card Form of plastic money that automatically decreases a person's bank account when used .
debt Funds obtained by borrowing .
debt ratios Financial ratios (sometimes called coverage ratios) that indicate the extent of a company's burden of long-term debt .
debt-to-equity ratio Measure of the extent to which a business is financed by debt as opposed to invested capital, calculated by dividing the company's total liabilities by owners' equity .
debt-to-total-assets ratio Measure of a company's abil​ity to carry long-term debt, calculated by dividing total liabilities by total assets .
decentralized organization Delegation of authority and responsibility to employees in lower positions .
decertification Process by which workers take away a union's right to represent them .
deductible Amount of loss that must be paid by the in​sured before the insurer will pay for the rest .
deed Legal document by which an owner transfers an interest in real property to a new owner .
default Failure to pay back a debt .
delegation Assignment of authority, responsibility, and accountability to lower-level employees .
demand Specific quantity of a good or service that con​sumers are willing and able to buy at a given price at a given time .
demand curve Series of points on a graph showing the relationship between price and quantity demanded .
demand deposit Money in a checking account that can be used by the owner at any time .

differentiated marketing Marketing program aimed at several different market segments, each of which re​ceives a different marketing mix .
directing Process of getting people to work effectively and willingly .
direct mail Advertising sent directly to sales prospects through the U.S. Postal Service or by private carriers .
disability income insurance Insurance that protects an individual against loss of income while that individ​ual is disabled as the result of an illness or accident .
discount pricing Offering a reduction in price .
discount rate Interest rate charged by the Federal Re​serve on loans to member banks .
discount stores Retailers that sell a variety of goods below the market price by keeping their overhead low .
discretionary income Money that can be spent on non-essentials .
discretionary order Market order that allows the broker to decide when to trade a security .
discrimination in a social and economic sense, denial of opportunities to individuals on the basis of some characteristic that has no bearing on the ability of these persons to perform .
disinflation Economic condition in which the rate of price increases moderates .
dispatching Issuing of work orders and routing papers to department heads and supervisors .
disposable personal income Money that a family has to spend after paying taxes .
distributed data processing Computer networks in which many computers (usually of different sizes) are spread over a geographic area and connected by tele​phone lines .
distribution centers Warehouse facilities that specialize in collecting and shipping merchandise .
distribution mix Combination of middlemen and chan​nels that a producer uses to get a product to end users .
divestiture Sale of part of a company .
dividends Payments to shareholders from a company's earnings .
divisional organization Form of organization based on similar outputs .
division of labor Specialization in or responsibility for some portion of an organization's overall task .
door-to-door selling Type of retail selling in which the salesperson calls on homes in order to sell merchan​dise or services .
double-entry bookkeeping Way of recording financial transactions that requires two entries for every trans​action so that the accounting equation is constantly in balance .
Е
earnings per share Measure of a firm's profitability for each share of outstanding stock, calculated by divid​ing net income by shares of stock outstanding .
ecology Relationship among living things in the water, air, and soil and the nutrients that support them .
economic communities Organizations of nations that remove barriers to trade among their members and that establish uniform barriers to trade with non-member nations .
economic order quantity The optimal, or least-cost, quantity of inventory that should be ordered .
economic system Way a society distributes its resources to satisfy its people's needs .
economies of scale Savings from manufacturing, mar​keting, or buying large quantities .
elastic demand Situation in which a percentage change in price produces a greater percentage change in the quantity sold .
electronic funds transfer systems Computerized sys​tems for performing financial transactions .
electronic mail Use of computers for transmitting per​sonal messages .
electronic office Workplace with a minimum of paper communication .
embargo Total ban on trade with a particular nation or in a particular product .
employee stock ownership plan (ESOP) Program ena​bling employees to become owners or part owners of a company .
endowment insurance Life insurance that guarantees death benefits for a specified period of years, after which the face value of the policy is paid to the policyholder .
entrepreneurs People who organize the other three fac​tors of production in order to produce goods and services more efficiently and who accept the risk of failure .
equilibrium price Point at which quantity supplied and quantity demanded are in balance .
equity Funds obtained by selling shares of ownership in the company .
expenses Costs created in the process of generating rev​enues. 
experience curve Predictable decline of all costs associ​ated with a product as the total number of units pro​duced increases .
experiment Data-collection method in which the inves​tigator tries to find out how one set of conditions will affect another set of conditions by setting up a situa​tion in which all factors and events involved may be carefully measured .
exporting Selling and shipping goods or services to another country .
express contract Contract derived from words, either oral or written .
external data Information obtained from sources out​side the records of the business itself .
extra expense insurance Covers the added expense of operating the business in temporary facilities after an event such as a fire or flood .
F
feedback system Arrangement whereby managers re​ceive reports on a regular basis .
fidelity bond Mechanism that protects employers from dishonesty on the part of employees .
field salespeople Sales representatives who leave their place of business to call on potential customers .
FIFO Method of pricing inventory under which the costs of the first goods acquired are the first ones charged to cost of goods sold .
finance companies Financial institutions that special​ize in making loans 
financial accounting Area of accounting concerned with preparing financial information for users out​side the organization .
financial futures Legally binding agreements to buy or sell financial instruments at a future date .
financial management Effective acquisition and use of money .
fiscal policy Use of government revenue collection and spending to influence the business cycle .
fiscal year Any 12 consecutive months used as an ac​counting period .
fixed assets Assets retained for long-term use, such as land, buildings, machinery, and equipment .
fixed costs Business costs that must be covered no mat​ter how many units of a product a company sells .
focused factory Manufacturing facility that deals with only one narrow set of products .
four P's Marketing elements — product, price, place, and promotion .
franchise Business arrangement whereby an individual obtains rights from a larger company to sell a well-known product or service .
franchisee Person or group to whom a corporation grants an exclusive right to the use of its name in a certain territory, usually in exchange for an initial fee plus monthly royalty payments .
franchiser Corporation that grants a franchise to an individual or group 
free-market system Economic system in which the way people spend their money determines which products will be produced and what these products will cost .
free trade International trade unencumbered by any restrictive measures 
frequency Average number of times an advertising mes​sage reaches a given person or household .
fringe benefits Compensation other than wages, sala​ries, and incentive programs .
G
general obligation bonds Municipal bonds backed by the issuing agency's general taxing authority .
general partnership Partnership in which all partners have the right to participate as co-owners and are individually liable for the business's debts .
generic products Products of minimum quality in plain packaging that bears only the name of the item, not of its producer .
givebacks Contract provisions that represent a decrease in union members' pay and other benefits .
global corporations Multinational corporations that sell the same product(s) in the same way throughout the world .
goals Broad, long-term targets or aims .
going public Act of raising capital by selling shares in a company to the public for the first time .
goods-producing businesses Businesses that produce tangible products .
goodwill Value assigned to a business's reputation, cal​culated as the difference between the price paid for the business and the underlying value of its assets .
government selling Selling of goods and services to gov​ernment buyers .
grapevine Unofficial lines of communication in an or​ganization that bypass the formal chain of command .
grievances Complaints that management is violating some aspects of a labor contract .
gross national product (GNP) Total value of all the final goods and services produced by an economy over a period of time .
gross profit Amount remaining when the cost of goods sold is deducted from net sales .
gross sales All revenues received from the sale of goods or services .

H

holding company Company that owns most, if not all, of another company's stock but that does not actively participate in the management of that other com​pany .
horizontal conflict Conflict between channel members at the same level in the distribution chain .
horizontal mergers Combinations of companies that are direct competitors in the same industry.

human relations The way two or more people interact with one another .
human relations skills Skills required in order to un​derstand other people and to interact effectively with them .
human resource management Expansion of personnel management to include strategic planning .
hygiene factors Aspects of the work environment that are demotivating only if deficient .
I
industrial advertising Advertising aimed at wholesal​ers, retailers, or industrial/institutional buyers .
industrial/organizational market Customers who buy goods or services for resale or for use in conducting business .
industrial process consumables Expense items that are used directly in the production process .
industrial unions Unions representing both skilled and unskilled workers from all phases of a particular in​dustry .
inflation Economic condition in which prices rise steadily throughout the economy .
informal groups Sets of people linked by personal inter​ests and attitudes and who rely on one another for approval .
informal organization Organizational characteristics and relationships that are not part of the formal structure but that influence how the organization accomplishes its goals .
information Data in a form relevant for making deci​sions .
in-house salespeople Sales representatives who remain in their place or business to serve potential customers who visit or call .
injunction Court order directing someone to do some​thing or refrain from doing it .
input devices Peripheral devices used to enter data into the computer .
insider trading Employee's or manager's use of infor​mation gained in the course of his or her job that is not generally available to the public in order to bene​fit from fluctuations in the stock market .
institutional advertising Advertising that promotes an organization as a whole rather than a specific prod​uct .
institutional investors Organizations that own many shares of stock; typical examples are banks, mutual funds, pension funds, insurance companies, founda​tions  and companies that invest money entrusted to them by others .
in-store demonstrator Sales representative who works on behalf of a producer in a retail setting and shows potential buyers how to use the producer's merchan​dise .
intellectual property Personal property such as ideas, songs, or any mental creativity .
intensive distribution Approach to distribution that involves placing the product in nearly every available outlet.
inventory turnover ratio Measure of the time a com​pany lakes to turn its inventory into sales, calculated by dividing cost of goods sold by the average value of inventory for a period .
investment banks Financial institutions that specialize in helping companies or government agencies raise funds .
involuntary bankruptcy Bankruptcy proceedings initi​ated by a firm's creditors .
issued stock Authorized shares that have been released to the market .
J

job analysis Process by which jobs are studied to deter​mine the tasks and dynamics involved in performing them .
job description Statement of the tasks involved in a given job and the conditions under which the holder of the job will work .
job enrichment Dividing work in an organization so that workers have more responsibility for the total process .
job sharing Splitting a single full-time job between two workers for their convenience .
job shop Firm that produces dissimilar items or that produces its goods or services at intervals .
job specification Statement describing the kind of per​son who would be best for a given job — including the skills, education, and previous experience that the job requires .
joint venture Enterprise supported by the investment of two or more parties for mutual benefit .
junk bonds Bonds that pay a high interest rate because of the low credit rating of the issuer .
justice Philosophy used in making ethical decisions that aims to insure the equal distribution of burdens and benefits .
just-in-time system A continuous process of inventory control that, through teamwork, seeks to deliver a small quantity of materials to where they are needed precisely when they are needed .
L                                                                                                               

leverage Use of borrowed funds to finance a portion of an investment .
leveraged buyout Situation in which an individual or group of investors purchases a company with the debt secured by the company's assets .
liabilities Debts or obligations a company or govern​ment owes to other individuals or organizations .
liability insurance Insurance that covers losses arising either from injury to an individual or from damage to other people's property .
licensing Agreement to produce and market another company's product in exchange for a royalty or fee .
licensing Giving rights to a company to use a well-known name or symbol in marketing its products .
lifestyle businesses Small businesses intended to pro​vide the owner with a comfortable livelihood .
lifetime security Arrangement that gives workers some protection against temporary layoffs due to economic slowdowns and against job loss due to downsizing or plant closings .
limited partnership Partnership composed of one or more general partners and one or more partners whose liability is usually limited to the amount of their capital investment .
limited service banks Institutions that can make com​mercial loans or offer checking services but cannot do both .
long-term services Relatively important and enduring activities provided by outside vendors who support the operations of a business .
loss exposures Areas of risk in which a potential for loss exists .

M

management information system Structure designed to generate an orderly and timely flow of relevant infor​mation to support management decision making .
manufacturing resource planning Company-wide com​puter system that coordinates data from all depart​ments in order to maintain minimum but sufficient inventories and a smooth production process .
margin requirements Limits set by the Federal Reserve on the amount of money that stockbrokers and banks may lend customers for the purpose of buying stocks .
margin trading Borrowing money from brokers to buy stock, paying interest on the borrowed money, and leaving the stock with the broker as collateral .
market People who need or want a product and who have the money to buy it .
marketable securities Stocks, bonds, and other invest​ments that can be turned into cash quickly .
market economies Economic systems in which goals are achieved by the action of the free market, with a minimum of government intervention .
marketing Process of planning and executing the con​ception, price, promotion, and distribution of ideas, goods, and services to create exchanges that satisfy individual and organizational objectives .
marketing concept Belief that a business must deter​mine and satisfy customer needs in order to make a profit .
marketing mix Blend of elements satisfying a chosen market .
marketing research Process of gathering information about marketing problems and opportunities .
marketing strategy Overall plan for marketing a prod​uct .
market order Authorization for a broker to buy or sell securities at the best price that can be negotiated at the moment .
market segmentation Division of a market into sub​groups .
market segments Groups of individuals or organiza​tions within a market that share certain common characteristics .
market share Percentage of total industry sales that are made by a particular company .
market share liability Concept that extends strict prod​uct liability by dividing responsibility for injuries among all manufacturers in an industry in accord​ance with their market share at the time of the injury 
media Vehicles used to reach an advertising audience .
media mix Combination of print, broadcast, and other media used in an advertising campaign .
median Midpoint, or the point in a group of numbers at which half are higher and half are lower .
media plan Outline of advertising strategy that in​cludes a budget and a schedule for using various media .
mediation Process for resolving a labor-contract dis​pute in which a neutral third party meets with both sides and attempts to steer them toward a solution .
middle management Level of management encompass​ing those who implement the goals of lop man​agement and who coordinate the work of operating managers .
middle managers Those in the middle of the manage​ment hierarchy who serve as a conduit between top and supervisory management .
middlemen Businesspeople who channel goods and ser​vices from producers to consumers .
minicomputers Computers of intermediate size and cost .
minorities In a social and economic sense, categories of people that society at large singles out for discrimi​natory, selective, or unfavorable treatment .
MIS manager Person responsible for implementing and overseeing an organization's management informa​tion system .
mission Overall purpose of an organization .
monetary policy Tactics for expanding or contracting the money supply as a means of influencing the econ​omy .

 money Anything used by a society as a token of value in buying and selling goods and services .
money market accounts Bank accounts that pay money-market interest rates and permit the deposi​tor to write a limited number of checks .
money market Funds Mutual funds that invest in short-term securities .
monopoly Market in which there are no direct competi​tors, so that one company controls the industry or market .
N
net income Profit or loss of a company, determined by subtracting expenses from revenues .
net sales Amount remaining after cash discounts, re​funds, and other allowances are deducted from gross sales .
networking Seeking to broaden one's effectiveness in an organization or industry by forming relationships with others in the same and related fields .
network time Advertising time purchased on national networks to guarantee that a message will be broad​cast to hundreds of local affiliated stations .
no-fault insurance laws Laws limiting lawsuits con​nected with auto accidents .
no-load funds Mutual funds that do not carry a sales charge.
nonprofit corporations Incorporated institutions whose owners have limited liability and that exist to pro​vide a social service rather than to make a profit .
NOW account Interest-bearing checking account with a minimum balance requirement.
O

objectives Specific, short-range targets or aims .        

observation Technique of watching or otherwise moni​toring all incidents

  of the particular sort that the in​vestigator wants to study .
odd lots Stock sold in quantities of less than 100 shares .
odd pricing Setting a price at an odd amount slightly below the next highest dollar figure .
off-price stores Retailers that offer bargain prices by maintaining low overhead and acquiring merchan​dise at below-wholesale cost .
oligopoly Market in which there are few sellers .
on-line processing systems Computer networks that process data interactively .
open-book credit Payment terms that allow the pur​chaser to take possession of goods and pay for them later .
open-market operations Activity of the Federal Reserve in buying and selling government bonds on the open market .
open order Limit order that does not expire at the end of a trading day .
open shop Workplace in which nonunion workers pay no dues.
operating expenses All costs of operation that are not included under cost of goods sold .
operating income Amount remaining when operating expenses are deducted from gross profit .
operating managers Those whose power and responsi​bility are limited to a narrow segment of the organi​zation's activities .
organizing Process of arranging resources to carry out the organization's plans .
orientation Session or procedure for acclimating a new employee to the organization.
outplacement Job-hunting and other assistance that a company provides to laid-off workers.
output devices Peripheral devices used to transmit pro​cessed data from the computer to the user.
P

parent company Company that owns most, if not all, of another company's stock and that takes an active part in managing that other company.
partnership Unincorporated business owned and oper​ated by two or more persons under a voluntary legal association.
participative management System for involving em​ployees in a company's decision making .
par value Arbitrary value assigned to a stock.
pattern bargaining Negotiating similar wages and ben​efits for all companies within a particular industry.
payee Person or business a check is made out to.
penetration pricing Introducing a new product at a low price in hopes of building sales volume quickly.
pension plans Company-sponsored programs for pro​viding retirees with income. 
performance appraisal Evaluation of an employee's work according to specific criteria.
peripheral devices Computer components that are not part of the central processing unit.
perks Special class of fringe benefits made available to a company's most valuable employees.
permissive subject Topic that may be omitted from col​lective bargaining 
personal property All property that is not real property .
personal selling Person-to-person interaction between buyer and seller aimed at convincing the buyer to react favorably to the seller's product.
personnel management Administrative activities re​lated to acquiring workers, preparing them for work, overseeing their performance, and providing com​pensation.
place utility Consumer value added by making a prod​uct available in a convenient location .
planned economies Economic systems in which re​source-allocation decisions are made by the central government.
planning Establishment of objectives for an organiza​tion and determination of the best ways to accom​plish them.
poinl-of-purchase display Advertising or display mate​rials set up at a retail location to encourage sales of an item.
policies Guidelines for activity.
political action committees Groups formed under fed​eral election laws to raise money for candidates.
price-earnings ratio Comparison of a stock's market price with its earnings per share.
price leader Major producer in an industry that tends to set the pace in establishing prices.
price lining Offering merchandise at a limited number of set prices.
pricing chain Series of prices established as the product passes from producer to wholesaler to retailer to cus​tomer; each intermediary raises the price in order to make a profit and cover the cost of buying and han​dling the product.
private accountants In-house accountants employed by organizations and businesses.
private brands Brands that carry the label of a retailer or wholesaler rather than a manufacturer .
private corporations Corporations whose stock is not available to the general public .
private law Law that concerns itself with relationships between individuals, between an individual and a business, or between two businesses .
product advertising Advertising designed to sell one or more identifiable products or services.
product development Stages through which a product idea passes, from initial conceptualization to actual appearance in the marketplace .
product differentiation Features that distinguish one company's product from another company's similar product .
production Transformation of resources into a form that people need or want .
production and operations management Coordination of an organization's resources in order to manufac​ture its goods or produce its services .
production control Production planning, routing, scheduling, dispatching, and follow-up and control in an effort to achieve efficiency and high quality .
production forecasting Estimating how much of a com​pany's goods and services must be produced in order to meet future demand .
production sharing Plan for rewarding employees not on the basis of overall profits but in relation to cost savings resulting from increased output .
productivity The measured relationship of the quantity and quality of units produced and the labor per unit of time; indicates the efficiency of production .
product liability Company's responsibility for injuries or damages that result from use of a product the com​pany manufactures or distributes.
product-liability law Law that holds a manufacturer liable for injuries caused by a defective product.
product life cycle Stages of growth and decline in sales and earnings.
product lines Groups of products that are physically similar or that are intended for similar markets.
product mix Complete list of all products that a com​pany offers for sale.
profit Money left over after expenses and taxes have been deducted from sums received from the sales of goods or services.
public corporations Corporations that offer their stock to the general public; also known as closely held cor​porations.
public goods Goods or services that can more efficiently be supplied by government than by individuals or businesses for themselves.
publicity Unpaid media coverage of news about an or​ganization.
public law Law that concerns itself with relationships between the government and individual citizens.
pull strategy Promotional strategy that stimulates con​sumer demand, which then exerts pressure on whole​salers and retailers to carry a product.
Q

qualified Verified as having the need, the means, and the authority to  make a purchase.

quality assurance A company wide system of practices and procedures to assure that company products sat​isfy customers.
quality circles Regularly scheduled meetings of about five to fifteen workers (who usually work in the same area) to identify and suggest solutions to quality, safety, and production problems.
quality control Routine checking and testing of a prod​uct or process for quality against some standard.
quantity discount Discount offered to buyers of large quantities.
R

rack jobbers Merchant wholesalers that are responsible for setting up and maintaining displays in a particu​lar store area.
random sampling Selecting a sample in a way that gives all items or persons in the larger group an equal chance of being selected.
rate of return Percentage increase in the value of an investment.
ratification Process by which union members accept or reject a contract negotiated by union leaders.
ratio analysis Comparison of two elements from the same-year's financial results, stated as a percentage or ratio.
rational motive Logical reason for doing something.
reach Number of households that are exposed to an advertising schedule in a given time.
real property Land and anything permanently attached to it.
real-time systems Computer networks that can receive and process data quickly enough to affect some on​going physical activity.
recession Period during which national income, em​ployment, and production all fall.
recruiters Members of the human resource staff who are responsible for obtaining new job candidates.
regional exchanges Stock exchanges that handle securi​ties of companies that operate locally.
repetitive manufacturing Repeated, steady production of identical goods or services.
replacement cost Cost of replacing a lost or damaged item with a new one.
reserve requirement Percentage of a bank's deposits that must be kept on hand .
reserves Funds a financial institution keeps on tap to meet projected withdrawals .
restructuring Process of changing the nature of a com​pany by reordering its ownership, composition, oper​ation, and/or work force .
resume Summary of education, experience, interests, and other personal data compiled by the applicant for a job .
retailers Firms that sell directly to the public .
retail selling Direct selling of goods or services to peo​ple who want the items for their personal use .
retained earnings Net increase in assets (cash and out​standing receivables) for an accounting period; part of owners' equity.
return on investment Profit equal to a certain percent​age of a business's invested capital. Ratio be​tween the income earned by a firm and total owners' equity .
return on sales Ratio between income before taxes and net sales .
revenue bonds Municipal bonds backed by revenue generated by the projects financed with the bonds .
revenues Amount of money received from sales of goods or services and from miscellaneous sources such as interest, rent, and royalties .
revolving line of credit Guaranteed line of credit .
right-to-work laws Laws giving employees the explicit right to keep a job without joining a union .
risk-control techniques Methods of minimizing losses.
risk-financing techniques Paying to restore losses .
risk management Process of evaluating and minimizing the risks faced by a company .
round lots Stock sold in 100-share quantities .
routing Specifying the sequence of operations and the path the work will take through the production facil​ity .
rules Procedures covering one situation only .
S

salaries Weekly, monthly, or yearly cash compensation for work .

-/sales office Producer-owned operation that only takes orders . promotion  Direct  inducement  that  motivates someone to purchase a product .

sales prospect Potential customer .

sample Small part of a large group.                                             

savings and loan associations Banks offering savings, interest-bearing checking,and mortgages.
 savings banks Mostly in New England, banks offering interest-bearing checking, savings, and mortgages.                                                           

 S corporations Corporations with no more than 35 shareholders that may be taxed as partnerships .                                                
secured bonds Bonds backed by specific assets .
secured loans Loans backed up with something of value that the lender can claim in case of default, such as a piece of property .
securities Documents proving debt or ownership that may be bought or sold .
securitization Act of repackaging loans and selling them as securities .
selective credit controls Federal Reserve's power to set credit terms on various types of loans .
selective distribution Approach to distribution that re​lies on a limited number of outlets .
self-insurance Arrangement whereby a company in​sures itself by accumulating funds to pay for any losses, rather than buying insurance from another company .
selling expenses All the operating expenses associated with marketing goods or services .
situational management Management style that em​phasizes adapting general principles to the specific objectives of one's own business .
skimming Charging a high price for a new product dur​ing the introductory stage, then lowering the price later on .
slowdown Decrease in worker productivity used as a tactic to pressure management .
small businesses Companies that are independently owned and operated and are not dominant in their field .
socialism Economic system characterized by public ownership and operation of key industries combined with private ownership and operation of less vital industries .
soft manufacturing Flexible manufacturing .
software Computer programs .
sole proprietorship Business owned (and usually oper​ated) by a single individual .
span of control Breadth of a manager's authority .
span of management Number of people a manger di​rectly supervises .
staff Those who supplement the line organization by providing advice and specialized services .
staffing Process of matching the right people with the right jobs .

T
target markets Specific groups of customers to whom a company wants to sell a particular product .
tariffs Taxes levied on imports .
tax credit Amount deducted from the income on which a person or business is taxed .
technical skills Ability to perform the mechanics of a particular job .
telemarketing Sales of goods and services by telephone .
time-sharing systems Computer networks in which pro​cessing tasks are done one at a lime for the various terminals .
time utility Consumer value added by making a prod​uct available at a convenient lime .
title Legal ownership of property.
top management Level of management encompassing those who have the most power and responsibility in the organization .
tort Noncriminal act (other than breach of contract) that results in injury lo person or property .
trade allowance Discount that a producer offers to a wholesaler or retailer .
trade credit Credit obtained by the purchaser directly from the supplier .
trade deficit Negative trade balance .
trade discount Discount offered to a wholesaler or re​tailer .
trademark Brand that has been given legal protection so that its owner has exclusive rights to its use .
trade promotions Sales promotions aimed at other businesses .
trade show Industry gathering in which producers set up displays and demonstrate products to potential customers .
traits Personal characteristics .
trait theory View that certain personal characteristics make people better leaders .
transaction Exchange between parties .
transaction costs Costs of trading securities, including the broker's commission and taxes .
transfer payments Payments by government to individ​uals that are not made in return for goods and ser​vices .
Treasury bills Short-term debt issued by the federal government .
Treasury notes Debt securities issued by the federal government that generally mature within 1 to 7 years .
U
umbrella policies Insurance that provides businesses with coverage beyond what is provided by other parts of a liability policy . underground economy Economic activity that is not reported .
underwriters Insurance company employees who de​cide which risks to insure, or how much, and for what premiums .
unemployment insurance Government-sponsored pro​gram for assisting workers who are laid off or, to a lesser extent, who quit their jobs .
unlimited liability Legal condition under which any damages or debts attributable to the business can also be attached to the owner, because the two have no separate legal existence .
unsecured bonds Bonds backed only by the reputation of the issuer .
unsecured loan Loan requiring no collateral but a good credit rating .
upper-level managers Those at the top of an organiza​tion's management hierarchy .

V
value-added taxes Taxes paid at each step in the distri​bution chain on the difference between the cost of inputs and the price obtained for outputs at that step .
variable costs Business costs that increase with the number of units produced .
variable life insurance Whole life insurance policy that allows the policyholder to decide how to invest the cash value .
variables Changeable factors in an experiment.
variety stores Stores that sell a wide selection of low-priced items .
venture capitalists Investment specialists who provide money to finance new businesses in exchange for a portion of the ownership, with the objective of mak​ing a considerable profit on the investment .
vertical conflict Conflict between channel members at different levels in the distribution chain .
vertical marketing systems Planned distribution chan​nels in which members coordinate their efforts to optimize distribution activities .
vertical mergers Combinations of companies that par​ticipate in different phases of the same industry .
voluntary bankruptcy Bankruptcy proceedings initi​ated by the debtor .

W
wages Cash payment based on a calculation of the num​ber of hours the employee has worked or the number produced .
wants Things that are desirable or useful in light of a person's experiences, culture, and personality .
warehouse Facility for storing backup stocks of supplies or finished products.
warranty Guarantee or promise .
whole life insurance Insurance that provides both death benefits and savings for the insured's lifetime, provided that the premiums are paid 
wholesalers Firms that sell products to other firms that buy them for resale or for industrial use .
worker buyout Distribution of financial incentives to workers who voluntarily depart, usually undertaken in order to shrink the payroll .
workers' compensation insurance Insurance that par​tially replaces lost income, medical costs, and reha​bilitation expenses for employees who are injured on the job .
working capital Current assets minus current liabilities.
Y

yellow-dog contract Agreement forcing workers to promise, as a     condition of employment, not to join or remain in a union .
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