Chapter 2. Business ethics and competition
“The market has no morality.”
Michael Heseltine, 

British conservative politician
"Being good is good business."
Anita Roddick,
British founder of The Body Shop
1. Starting up
Exercise 1.
Work in pairs or small groups and discuss the following questions:
a)
What do you understand by business ethics?
b)
What examples of unethical business activities can you give?
c)
What spheres of business are more ethical and which are less?
d)
What possible connections between the notions "business ethics" and "competition" can you suggest?
e)
Shall competition always be ethical or may it be unethical sometimes?
2)
Here are some other quotations about ethics and competition. Which of them do you agree or disagree with? Work with the group mates and discuss your ideas.
"Life is nothing but a competition to be the criminal rather than the victim.” Bertrand Russell (1872-1970), British philosopher, logician, mathematician, historian, and social critic.

"Competition is not only the basis of protection to the consumer, but is the incentive to progress." Herbert Hoover (1874-1964), the 31st President of the United States (1929-1933).
"Some people don't like competition because it makes them work harder, better." Drew Carey (born in 1958), American actor, comedian, sports executive, and game show host.
"More often there's compromise between ethics and expediency."
Peter Singer (born in 1946), Australian moral philosopher.
"Ethics is knowing the difference between what you have a right to do and what is right to do." Potter Stewart (1915- 198S), Associate Justice of the United States Supreme Court
Vocabulary
	apparent

to implement

social responsibility

to stem

conformity


	prohibitive

severe

to violate the law

to comply with

to be fined


	to assure

breakup

to intervene

top-down approach

to relate




Exercise 2. Use the words from the Key Vocabulary to fill in the gaps in the following sentences:
1. He was fired and ___________$10,000 for taking a bribe.
2. We will act outside our authority if we _________in the dispute between the directors.
3. You should ___________ with the law if you don't want to be sued.
4. This company has a strong centralized structure and sticks to a ___________ to any decision making.
5. After the first hour of negotiations nobody was going to make any concessions, and it became __________ that it would take us much time and effort to achieve a compromise.
6. I can __________ you that all the necessary measures against the robbery have already been taken. There's nothing to worry about.
7. Only the outstanding management prevented the company from the ___________ and bankruptcy.
8. If you __________ the laws, you will be arrested.
9. The previous crisis was a ___________ test for our business, but we survived it.
10. When we finally managed to _________ all the facts, we unmasked the whistler.
Make 3-5 sentences of your own with the words (groups of words)
from the vocabulary. Work in pairs or small groups and let your
group-mates translate the sentences.
Exercise 3. Complete the definitions with items from the box.
	underhand fraudulent accountability incorruptible integrity
law-abiding mission statement unscrupulous whistleblower


1. Underhand methods or actions are secretive and dishonest.
2. _________ is the fact of being responsible for one's actions, and ready to explain them if required.
3. _________methods or actions intend to deceive people, often in order to gain money illegally.
4. ________ is the quality of being honest and having strong moral principles.
5. A ________is someone who informs the public that the company they work for has engaged in illegal practices.
6. A ________ person respects the law.
7. An organization or company's _________ is meant to communicate its aims to the public.
8. Someone who is ___________ cannot be persuaded to act dishonestly.
9. Someone who is __________ has no moral principles and would do anything to get what they want.
Exercise 4. Complete the sentences with a word from Exercise 2.
1. Little by little, in a series of clever, underhand moves, he took control of the whole organization.
2. The CEO is a man of absolute _________ who would never compromise his principles.
3. People who make ___________ insurance claims are liable to prosecution.
4. Nobody would even think of trying to bribe them. They are absolutely _________.
5. “To serve the most vulnerable” is the _________ of the International Red Cross.
Exercise 5.  Here is a list of some other useful words belonging to the sphere of business ethics and competition. Match the words from the left column with their definitions from the right column. Discuss your result
with the group mates. After that work in pairs: think of 5 sentences
with these words and let your partner translate them.
	ethical dilemma
	a) an action or plan which is intended to deceive someone

	ethical reasoning
	b) to go faster, do better, or develop more quickly than someone or something else

	value system
	c) ethical principles defined by the traditions of society, personal opinions, and current circumstances

	strenuous
	d) less expensive and of lower quality than other products of the same type

	to outpace
	e) needing much effort; using a lot of energy

	low-end products
	f) to process it through a legitimate business or to send it abroad to a foreign bank, so that when it comes back nobody knows that it was illegally obtained

	to spur
	g) to betray or deceive

	ruse
	h) a situation in which there is no obvious right or wrong decision

	to bribe
	i) to encourage someone or make them want to do something

	to slander
	j) a set of principles formalized into a code of behavior

	to cross up
	k) to expose (one's country, a group, or a person)
to danger by treacherously giving information to an enemy

	to betray
	1) to cause trouble

	to make mischief
	m) to persuade someone dishonestly to act in one's favor by a gift of money or other inducement

	to launder money
	n) make false and damaging statements about
someone


Exercise 6. Complete each gap with a word formed from the word in the box.
	sure, effect, employ, guide, judge, investigate, discipline, violate, relate, accept, press, comply, grow


The sacking of Boeing's chief executive over an office affair has raised many questions, not least whether it heralds a new era of corporate policing of executives' personal morals.
Could snooping on workplace liaisons become part of the job of the ethics officer, whose role is to ensure1 that a company's code of conduct is
understood and followed by every member of staff?
“The dynamics of taking on a police function would fundamentally change the _________2 of the ethics officer,” says Ms. Gretchen Winter, who chairs the US-based Ethics Officer Association. “I think _________3 might be less willing to come forward. The role of a neutral party to whom they can come for _______4 might be compromised.”
The ethics officer's job has been thrown into sharp relief by the Boeing affair, in which the chief executive was ousted for behavior that the company
decided had ‘reflected poorly’ on his __________5.
Ms. Winter says the case has provoked hot debate about where the line should be drawn. “Some ethics officers are using the Boeing case to talk about the _________6 process, their relationship with boards, who the decision-makers are and how you handle issues of judgement versus violations of your code or are they one and the same?” she says.
“What it does is illustrate the type of situation that ethics officers are called on to deal with every day – what kind of investigative process do you use, how do you determine appropriate __________7 action if you find a ___________8 and who should be disciplined?”
The ethics officer draws up standards, provides a safe conduit for whistleblowers, investigates allegations and presents findings to a ‘decision-maker’ – typically the manager of the individual being investigated, she says.
Ms. Winter points out that there are CEOs who have had __________9 at work and have remained in office. “It's not the ethics officer's role to determine whether that behavior is ___________10 or not,” she insists. “That responsibility belongs to whoever employs the individual.”
The case comes at a time when ___________11 is mounting on companies to take ethics more seriously – and on the professionals charged with ensuring __________12.

Why, given the rapid ___________13 in the number of ethics officers, are ethical lapses still so frequent in companies? It is partly that the ethics profession is young, and also that it is far harder to change behavior than simply to write and publish a code of conduct, Ms. Winter replies.
Exercise 7. Write a report (200-250 words) to your Managing Director.
Context: You work for a new international organization which is expanding rapidly. Your Managing Director has asked you to comment on the desirability of a Code of Conduct for all the staff in the future. Write a report in which you:
•
explain the usefulness / necessity of such a Code of Conduct
•
explain how it would benefit both the organization and its staff
•
outline possible areas of content.
	Report on future Code of Conduct

Ms. Stella Hubert, Managing Director of our Berlin office, has requested this report on the desirability of a Code of Conduct for all employees.

The aim

_______________________________________________________

_______________________________________________________

_______________________________________________________

_______________________________________________________




Exercise 8. Complete each sentence with the right word from the box.
	bribes, bonuses, compensation, con artists, corrupt, disclosure, industrial espionage, integrity, law-abiding, secrecy, slush fund, whistle-blowers


1. The police are investigating our CEO for allegedly receiving ____.


2. The director never did anything that could compromise the _______of the company.
3. Managers were trying to silence potential
________ by promoting or relocating them.
4. Their summer collection has items so similar to our own new designs that we think this might be a case of _________.
5. They operated a multimillion dollar ________ intended to corrupt government officials.
6. Corruption so often makes the headlines that you could forget the majority of people are in fact decent, __________ citizens.
Exercise 9.  Cross out the item which does not normally go with the key word and match the sentence halves, using the given word combinations.
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	1
The fact that some politicians hold shares in big companies 
	a)
but he was never found guilty of fraud.

	2
Some vitamins that athletes used to take
	b)
for her fairness and absolute integrity.

	3
His past may not be completely clean
	c)
have been involved in major cover-ups. 

	4
Many countries would probably become less corrupt if big businesses
	d)
have now become illegal.



	5
Everybody praises our director
	e)
raises interesting ethical questions.

	6
Most weapons-exporting countries
	f)
stopped offering bribes.


Exercise 10. Read the following text and fill in the gaps with the words from the box below.
	compliance
offices
	violate the laws
	manufacturing
safe products
	fair trade

	legal measures
	guidelines
	ethical code
	additional costs


Ethics in Economics
In early writings ethics was not directly connected with business. It referred to personal beliefs and actions and was supposed to be a matter of individual choice. Due to the development of economic relations, the progress in economic theory and practices, ethics has become much closer to economics these days. Modern people make economic choices every day. Moreover, almost everything that happens in the economic world depends on people's decisions. And these decisions or choices make the whole mechanism, called society, work.
To make the giant mechanism of the economic structure work properly, a set of a) __________ or principles was developed. These principles can also be called values. They are almost the same as personal values, being developed in every person's mind since early childhood. The values that are accepted by people are introduced into the economic environment. That is how business ethics ultimately appears.
Business ethics guides and regulates economic decisions and supports b) ____________. Business ethics is not a must. But together with Business Law it has great influence on all individuals and organizations. Unfortunately, following ethical principles doesn't make our decisions easier. Very often there is a choice between ethics and profit. And the choice here is not obvious.
If the general populace thinks that the decisions made by economic institutions do not match ethical or legal requirements, new laws or rules are issued. Very often such c) __________ help to make businesses ethical. In some cases, the new laws force the closure of business enterprises because conformity to the laws is cost-prohibitive. By the way, this is one of the main reasons why many businesses choose to d) ___________. Apparently, they prefer to be fined and penalized instead of spending significantly more money on complying with the laws.
Setting Business Ethical Standards
Businesses make decisions that influence consumers, employees, and society in general. It is people who make up the businesses, and it is people who must set the standards for ethical conduct. The process for setting standards needs to be a top-down approach – management must develop and support an e) ____________. Employees must understand what is expected of them in order to follow the codes. Managers and employees must be trained to interpret and consider alternatives relative to established ethical codes. In larger businesses, f) 
are often established to assure that ethical codes are followed.
Social Responsibility
Closely related to ethical codes are responsibilities that economic enterprises have to society. This is known as social responsibility. It is a difficult element of business operations because it normally means g) _____________to the business. Social responsibility could mean making contributions to charitable organizations. It also includes internal considerations, such as hiring minorities, establishing on-site child-care facilities, controlling pollution, ensuring safe working conditions, providing substance-abuse programs for employees, and h) _____________. These are all economic decisions that have social effects both within and outside the business.
Exercise11. Use the contents of the text and answer the following questions:
1.
How did early philosophers and writers view ethics?
2.
What do people's values and preferences stem from?
3. 
What financial risks do companies take when they decide to violate the laws and ethical principles?
4. 
How are the responsibilities that economic enterprises have to society called?
5. 
What economic decisions may social responsibility include?
Exercise 12. Comment on the following statements related to the text.
1.
Everyone is forced to make choices, and even the choice not to choose is a decision.
2.
Economics is a matter of choice.
3.
Decisions made by economic institutions do not always match what the general populace thinks is correct.
4.
Governments help to assure fair trade and commerce within a country and internationally.
5.
Businesses make decisions that influence consumers, employees, and society in general.
6. The process for setting standards needs to be a top-down approach.

7. Social responsibility is a difficult element of business operations because it normally means additional costs to the business.
Exercise 13. Find the words in the text that mean the following:
1)
the way we call the situation when a solution is possible but the financial burden of it is significantly greater than the benefit;
2)
to punish someone for an illegal or illicit act by making them pay a sum of money;
3)
to punish someone for a breach of the rules;
4)
clearly visible or understood; obvious;
5)
just or appropriate in the circumstances;
6) finally, after a long and often complicated series of events; 

7) to break or fail to comply with (a rule or formal agreement).
Exercise 14. Here is the article about competition. Read the text and fill in the gaps with the words from the list below. Then give the summary of its contents within 5-7 sentences.
	to win
consumers
	premise
	ensures
	loyalty

	cutting-edge
	warranty
	challenge
	customer service

	in the long run
	SWOT analysis
	to be aware of
	to cut costs

	competitive
advantage
	speed up

production

processes
	competitive

differentiation
	making

a countermove


Competition
Competition is the battle between businesses to win consumer acceptance and a) ____________. The free enterprise system b) ____________ that businesses make decisions about what to produce, how to produce it, and what price to charge for the product or service. Competition is a basic c) __________of the free-enterprise system because it is believed that having more than one business competing for the same consumers will cause the products and/or services to be provided at a better quality and a lower cost than if there were no competitors. In other words, competition should provide the consumers with the best value for their hard-earned dollar.
To be successful in today's very competitive business world, it is important for businesses d)
what their competitors are doing and to find a way to compete by matching or improving on the competitors' product or service.
While being aware of the competition and e) _____________ is important, it is also very important to pay attention to changing consumer wants, needs, and values and to make the needed changes before the competition does. Doing research and development and being the first to provide a new product or service can give a company a f) ___________ in the market place. Having a competitive advantage might mean inventing a new product; providing the best quality, the lowest prices, or the best g) __________; or having h) ____________ technology. To determine an area where a company might have a competitive advantage, a i) ____________ is often done to identify the company's internal Strengths and Weaknesses and the external Opportunities and Threats.
In addition to staying on top of changing consumer preferences, companies must constantly be looking for ways j) _____________ and increase productivity. Companies must provide consumers with the best-quality product at the lowest cost while still making a profit if they are to be successful competitors k) _____________. One way to remain competitive is through the use of technology. Technology can help l) ___________ through the use of robots or production lines, move information more accurately and more quickly through the use of computer systems, and assist in research and development proceedings.
Global competition has made gaining consumer acceptance an even tougher m) ____________ for most businesses. Firms in other countries may be able to make products and provide services at a lower cost than local businesses. In order to compete, local businesses must find other ways n) __________. One way for businesses to accomplish this is through o) ____________ which occurs when a firm somehow differentiates its product or service from that of competitors. Competitive differentiation may be an actual difference, such as a longer p) _____________ or a lower price, but often the difference is only perceived. Common ways to different ate a product or service include advertising a better-quality product, better service, better taste, or just a better image.
Exercise 15. Read the description of the main forms of competition and complete the table below with the information from the text.
	Characteristics
	Perfect
Competition
	Monopolistic
Competition
	Oligopoly
	Monopoly

	Number
of competitors
	
	
	
	

	Ease of entry
or exit from the
industry
	
	
	
	

	Similarity of
goods/services offered by
competing firms
	
	
	
	

	Individual
firm's control
over prices
	
	
	
	

	Examples


	
	
	
	


The Main Forms of Competition
Perfect Competition (or pure competition) occurs when a large number of sellers produce seemingly identical goods or services. Such businesses are usually run on a small scale. The participants have no control over the selling price of their products because there is no one large seller who could dictate the price. In this case the price of the product is set by the market. The number of competitors in a perfect competition industry is great, and it is comparatively easy to enter or leave the industry. While there are no ideal examples of perfect competition, agricultural products are considered to be the closest example in today's economy.
Monopolistic Competition occurs when a large number of sellers offer seemingly different (but actually similar) products or services. The offers seem different as a result of product differentiation, which is the key to success in a monopolistic industry. Products may differ in terms of price, quality, image, or some other features. Each participant in this market structure can alter the selling price as long as consumers are still willing to buy the product. There can be few or many competitors, and it is comparatively difficult to enter or leave such an industry. Monopolistic products are typically found in retailing businesses. Some examples are shampoo products, toothpaste, and fast-food restaurants.
Oligopoly occurs when there are few sellers in a certain industry. This happens due to a large investment that is required to enter the industry. To leave the industry is also difficult. The businesses involved in an oligopoly type of industry are usually very large. Naturally, only they can make the needed investment. The type of products sold in an oligopoly can be similar or different, and each seller has some control over prices. Examples of oligopolies include the automobile, airplane, and steel industries.
Monopoly exists when a single seller controls the supply of a good or service and prevents other businesses from entering the field. Being the only
provider of a certain good or service gives the seller considerable control over price. Examples of monopolies are railway transport and public utility companies that provide services and/or products such as water, and electricity.
Exercise 16. Here is an article about some ways to win the competition without breaking any laws and neglecting ethical principles. Read the text and suggest a heading for each tip. After reading the article discuss the given tips with your group mates. Can you suggest any other useful tips?
How to Win the War against Your Competitors
Business may be a game and it may be a war. In any case your only aim is to win and get your prize – profit. Unfortunately, you are not the only participant in this race. Usually you've got many competitors with the same wishes and demands. And you must always be ready to defend your interests. Here are five strategic ways that may help you win at least the battle if not the war.
1. ____________________ All people are different. And all businesses are different too. Help your business become unique and recognized by customers. To do it you must understand what can make your business special and how you can change it. If you realize that there's nothing really special about your company, try and create a new image.
"Decorating" your business, bear in mind that there's no business that could appeal to every customer. So, your best response is to define your brand and consistently communicate your own Unique Selling Proposition (USP). You must be distinctive and make the customers have a second thought about going to your competitors.
2. ____________________ Your business must have some competitive advantage. If it doesn't, there's no point fighting. There are basically three things about choosing a competitive advantage to concentrate on:
•
Quality: You can choose to beat the competitors by offering a superior quality than others.
•
Price: you can choose to beat the competitors by offering the lowest prices
•
Service: or you can choose to beat the competitors by offering an 
unforgettable customer service.
3. ______________________ Finding a new customer may cost several times more than keeping an old one. That's why smart businesses focus on a customer's lifetime profitability (CLP) rather than on a one-off purchase. They prefer to build an enduring relationship with their customers rather than make a sale. Why? Because your greatest success in business will depend on the number of repeat purchases made by your loyal customers.
4. _______________________ Be sure you know your customers. To find out more about their interests, needs and wishes you should talk to them. Feel free to question them and give your feedback in the form of advertising and bonuses. Don't forget about market research which may become an eye opener for you.
5. ________________________ Never stop developing. You should always keep your customers interested in and excited about some new products or events. Holiday bonuses together with regular sales will attract hundreds of customers. Launching new products and developing the brand image will attract thousands. If you manage to make your customers excited about your company and its products or services, word-of-mouth advertising will boost your sales, and you'll become the pacesetter of the market.
Skills development. Starting a presentation

The structure, style, and delivery of a presentation depend on its goals. There are normally several goals, but it is possible to choose a primary one. Among these several goals are the following: to inspire people to act, to entertain, to persuade, to gain agreement, to teach or to pass on information, to sell, promote something, to share ideas, to explore or debate ideas, to report on the results of project or research.
Exercise 9. Match events 1-8, which involve speaking in public, to definitions a-h. What kinds of talks have you given? Who was your audience? Discuss which goals are suitable for the presentation types given in the exercise.

	1 lecture
	a) a formal talk on a serious subject given to a group of people, especially students

	2 briefing
	b) an occasion when a teacher or expert and a group of people meet to study and discuss something

	3 demonstration
	c) a meeting of people to discuss and/or perform practical work in a subject or activity

	4 seminar
	d) a talk describing a product that can be bought

	5 workshop
	e) a talk to people of the same field, usually about your research

	6 press conference
	f) the act of showing someone hoe to do something, or how something works

	7 conference presentation
	g) a meeting where information is given to someone just before they do something

	8 commercial presentation
	h) a meeting which a person or organization makes a public statement and reporters can ask questions


Exercise 10. Look at the phrases below. Do they introduce a topic (T), introduce the plan of your presentation (P), set goals (G), or deal with questions (Q)?

1. What I’d like to do is to discuss ...


2. If you have any questions, please feel free to interrupt.  


3. The aim of my presentation is ...


4. I'm going to deal with three aspects of the subject ..., first ...  


5. What I intend to do is to explain ...


6. My topic today is ...  


7. Today, I'm going to talk about ...  


8. I've divided my presentation into three sections.  


9. I'll be happy to answer questions at the end

Exercise 11. You are going to give a short talk to the class about an event in your field. Your goal is to inform your colleagues about the coming event and encourage them to take part in it. Do the tasks below.
1. Search online for an online course/webinar in your field of study.

2.  Choose an event that you would like to participate in. Make notes, using the questions below to help you.

a. What is the topic?

b. When is the course/webinar?

c. Who is giving the course/webinar?

d. What should you do to take part in it?

e. Why should people in your field take this course or join this webinar?

3. Use your notes to plan a three-minute briefing in English. Use the phrases from Exercise 2 to explain the goal of your talk and when you would like to take questions.

4. Choose the following phrases to make recommendations.

	It may be worth (+ verb+ -ing)
	You should (+verb)

	How about (+verb + -ing)
	Perhaps you could (+verb)


5. Practise your talk. 

6. Think of ways to improve your talk.

7. Take turns to give your three-minute briefing to the class, using your notes.

Vocabulary Development
As you know, presentations are usually made with the help of different graphical enhancements, which make information, especially
statistic data, more perceptible for the target audience. Match the
given visuals and their elements with the following pictures.
	line graph
	bar chart
	pie chart
	flow chart

	organizational
chart
	segment
	legend
	straight and solid line

	smooth curve and broken line
	bumpy curve and dotted line
	irregular curve and solid line
	axis
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Exercise 12. Here are some other words which you can use speaking about presentations. Complete the crossword with the words from the list below.
agenda, anticipate, contradict, claim, draft, feedback, fluctuate, handout, highlight, interrupt, negotiations, pointer, pro, significant, survey
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Across:
1)
to state that something is true, even though it has not been proved.
2)
to say or do something that makes somebody stop what they are saying or doing.
3)
to emphasize something, especially so that people give it more attention.
4)
a rough written version of something that is not yet in its final form.
5)
formal discussion between people who are trying to reach an agreement.
6)
a paper containing a summary of information or topics which will be dealt with in a lecture or talk.
7)
a list of items to be discussed at a meeting.
Down:
1)
to disagree with something by saying that it is wrong or not true, especially by saying that the opposite is true.
2)
to change frequently in size, amount, quality, etc., Especially from one extreme to another.
3)
to expect that something will happen and be ready for it.
4)
a long rod or cane used by a lecturer to point to parts of a map, blackboard, etc.
5)
information given in response to a product, a person's performance of a task, etc., used as a basis for improvement.
6)
large or important enough to have an effect or to be noticed.
7)
an argument or vote in favor of something.
8)
an investigation of the opinions, behavior, etc. of a particular group of people, which is usually done by asking them questions.
Exercise 13. Here is an article about some tips for public speaking. Read the text and fill in the gaps with the words from the box. Then give
the summary of its contents within 7-10 sentences.
	communication
	dress
appropriately
	thesis statement
	strong and weak
points

	body language
	speak with
conviction
	logical sequence
	handouts

	thank your audience
	read from notes
	add humor
	establish rapport

	pause
	needs of your
audience
	adjust and adapt
your voice
	eye contact

	a positive
impression
	summarize
	a sense of
completion
	audio-visual aids


Basic Tips for Public Speaking
Make sure that you know the a) ____________ and match your contents to their needs. Learn your speech thoroughly. Put what you have to say in a b) ___________. Ensure your speech will be captivating to your audience as well as worth their time and attention. Practice and rehearse your speech at home or where you can be at ease and comfortable, in front of a mirror, your family, friends or colleagues. Use a recorder and listen to yourself. In ideal, videotape your presentation and analyze it. Know what your c) __________ are. Emphasize your strong points during your presentation.
When you are presenting in front of an audience, you are performing as an actor on the stage. How you are being perceived is very important. d) ____________ for the occasion. Be solemn if your topic is serious. Present the desired image to your audience. Look pleasant, enthusiastic, confident, proud, but not arrogant. Remain calm. Appear relaxed, even if you feel nervous. Speak slowly and clearly, and show appropriate emotion and feeling relating to your topic, e) _____________ with your audience. Speak to the person farthest away from you to ensure your voice is loud enough to project to the back of the room. Vary the tone of your voice and dramatize if necessary. If a microphone is available, f) ______________ accordingly.
g) _____________ is important. Standing, walking or moving about with appropriate hand gesture or facial expression is preferred to sitting down or standing still with head down and reading from a prepared speech. Use h) _____________ or props for enhancement if appropriate and necessary. Master the use of presentation software such as PowerPoint well before your presentation. Do not overdazzle your audience with excessive use of animation, sound clips, or gaudy colors which are inappropriate for your topic. Do not torture your audience by putting a lengthy document in tiny print on an overhead and reading it out to them.
i) _____________ as if you really believe in what you are saying. Persuade your audience effectively. The material you present orally should have the same ingredients as that which are required for a written research paper, i.e. a logical progression from introduction (which includes a j) ______________) to body (strong supporting arguments, accurate and up-to-date information) and then to conclusion (re-state thesis, summary, and logical conclusion).
Do not k) _______________ for any extended length of time although it is quite acceptable to glance at your notes infrequently. Speak loudly and clearly. Sound confident. Do not mumble. If you made an error, correct it, and continue. No need to make excuses or apologize profusely.
Maintain sincere 1) _____________ with your audience. Use the 3-second method, e.g. look straight into the eyes of a person in the audience for 3 seconds at a time. Have direct eye contact with a number of people in the audience, and every now and then glance at the whole audience while speaking. Use your eye contact to make everyone in your audience feel involved.
Speak to your audience, listen to their questions, respond to their reactions, adjust and adapt. Remember that m) _____________ is the key to a successful presentation. If you are short of time, know what can be safely left out. If you have extra time, know what could be effectively added. Always be prepared for the unexpected.
n) ________________. Allow yourself and your audience a little time to reflect and think. Don't race through your presentation and leave your audience. as well as yourself, feeling out of breath.
o) ________________ whenever appropriate and possible. Keep audience interested throughout your entire presentation. Remember that an interesting speech makes time fly, but a boring speech is always too long to endure even if the presentation time is the same.
Check out the location ahead of time to ensure seating arrangements for audience, whiteboard, blackboard, lighting, location of projection screen, sound system and other audio-visual aids are available and suitable for your presentation.
Have p) _____________ ready. Give them out at the appropriate time.
Know when to stop talking. Use a timer. To end your presentation, q) _____________ your main points. Terminate your presentation with an interesting remark or an appropriate punch line. Leave your listeners with r) _____________ and s) _____________. Do not belabor your closing remarks, t) _____________ and sit down.
Case study.
Make a 5-7-minute presentation on one of economic topics, which you have already studied. Make use of the vocabulary and the information (presentation tips) of the chapter. To research the topic, use all other possible sources of information (Internet, newspapers, magazines, text books, etc.).  Prepare some visual demonstration, for example, a PowerPoint presentation. Report the results of your research in class. Don't forget to prepare handouts for your group mates.
You may work in groups and distribute the parts of your research and further presentation. Then your presentation should be longer but not more than 15 minutes.
Writing skills. Study the example of a memo and do the following task. Your friend is taking part in some very prestigious conference and is going to make a presentation tomorrow. Write him a memo about some tips for public speaking. Use the information and vocabulary of the chapter.

	Memo

To: name, position

From: name, position

Date:

Subject:

[salutation],

[Opening segment: brief overview of the purpose of the memo within 1 or 2 sentences]

[Context: detailed description of the case with supporting statistics and arguments within 1 or 2 paragraphs]

[Task segment: description of challenges and suggested solutions]
Unfortunately,...

[Closing segment within 1 or 2 sentences] Please let me know if you have any questions.

[Necessary attachments]

[closing],

Name

Position

Company




