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BBEJAEHHUE

Y4uebHoe mocoOne «AHTTTMHCKHN S3BIK JIJIs 9KoHOMHCTOB» - “English for
Business Schools’ - nameneHo Ha MOATOTOBKY COBPEMEHHBIX CIICIUAIUCTOB K
MEXKYJIbTYpPHOW KOMMYHHUKAIIUU B paMKaX JIEJIOBOTO B3aWMOJCUCTBUA C 3apy-
OC)KHBIMH MTAPTHEPAMH.

KonienTtyanbHO MOCOOME OCHOBBIBACTCS HAa HOBEWIIMX moaxonax (mpo-
OJIeMHO-OpMEHTUPOBAHHOM, KOTHUTHUBHOM, JIMYHOCTHO-OPUEHTHPOBAHHOM,
npakceosiorudeckom). [loctpoeHrne mocoOust 0TBEYAaET MPUHIMIIAM CHUCTEMHO-
CTPYKTYpPHOU OpraHW3alliH, MPOIECCyalbHOTO MOAX0a KaK MPHUHIINIA YIIPaB-
JICHHSI, aHAJTUTUKO-KOPPEKTUPYIOIETO U HHTETPATUBHO-MOYIBHOTO MOIXO0/IOB.

B obnacTu comepxaHusi ”HHOBaIMOHHOCTh MTOCOOMs 00yCTIOBIIEHA TEM, UTO
B HEM HaXOJAT MPAKTHYECKYIO pean3alfio MPUHIIUITEI WHTETPAIH COJepIiKa-
HUSl Yy4eOHOTO TIOCOOHS ¢ YKOHOMUYECKUMU JAUCIUIUIMHAMHE, TTPUHIIAIT y9eTa U
OTIOpPBI HA PErHOHATBHBI KOMIIOHEHT YKOHOMHYECKOTO 00pa30BaHUs, MPUHIIHII
JMYHOCTHON W MPAaKTUYECKOW 3HAYMMOCTH y4eOHOTro Marepuana sl oOydae-
MBIX.

B obnacti opranuzanuu megarormdeckoro mporecca B ydeOHOM mocoouu
HAXOMAAT OTpPaXCHHE WHHOBAIMOHHBIE (POPMBI B3aMMOJCHCTBHS CTYACHTOB U
MperoaaBarens, OCYIIECTBIICTCS OMOpa Ha TEICKOMMYHHKAIIMOHHBIE W WH-
(dbopMaIMOHHbIE TEXHOJOTHH, peanu3oBaH IuddepeHIMpoBaHHBIA MOIX0A K
O0yUYEHUIO C YYETOM PA3IUYHBIX YPOBHEH MOATOTOBICHHOCTH CTYICHTOB.

HoBusna nocobust mposiBisier cedst B pa3paboTke HOBOrO 0a30BOr0 KOM-
TUIEKTa TUAAKTHYECKIX MaTEpHUajoB JJIsl OBJIAJCHUS aHTIMHCKUM SI3BIKOM CTY-
JACHTaMH YKOHOMHYECKUX CIICUATbHOCTEH: ayTeHTUIHBINA TEKCTOBBIA MaTepra
(MOHOJIOTUYECKOHM,  JAMAOTHUecKOoi  (OpMBbI  TPE3CHTAIMM),  HATJISIHO-
WJLTIOCTPATUBHBIE CXEMBI-TA0JIMIIBI I YCBOCHUS W aBTOMAaTH3aI[MU HAaBBIKOB
OTIEPUPOBAHUS TPAMMATHIECKUM MaTepUaoM, YIPaKHEHUS S3BIKOBOTO, YCIOB-
HO-PEUEBOTO U PEYEBOTO XapakTepa, 3aaHus Ui CaMOCTOSITEIbHOW pabOTHI
CTYACHTOB, MPOOJIEMHBIE 3a/]a4H, MPAKTUIECKUE MaTepruaabl PUpPM U KOMIIAHHHA
(Ou3HeC-TUIaHbl, OTYETHI U T.11.).

YuebHOoe MocoOMe COCTOMT U3 CeMH YPOKOB («Bbl M Balll YHUBEPCUTET»
“You and Your University”, «Bam peruon» “ Spotlight on Y our Region”, «Bu-
el npeanpustuii» “Types of Business Presence’, «llpoduib kKoMmaHHH»
“Company Profile”, «Tpynoyctpoiicteo» “Applying for a Job”, «/lenbru u 6an-
kn» “Money and Banks’, «MexnyHapoausiii OusHec» “International
Business’), Onoka JOMOJHHUTEIBHOIO MaTepuana, OJoKa KOMMYHHKATHBHBIX
OTIOp, TPAMMATUYECKOTO CIPABOYHHKA, KPATKOTO TEPMHUHOJIOTHYECKOTO CIIOBA-

pA.
Kaxnplil ypoK BKIIFOYAET:



BBOHBIN MaTepuai (Lead-in), HaleaeHHBIM HAa BBEICHHUE CTYJCHTOB B KOH-
TEKCT U3y4aeMOM TeMBI,

0azosbie quanor (Dialogue) u tekcrt (Text), pabora HaJq KOTOPBIMH OCYIIIE-
CTBJIIETCS B XOJIC BBIMOJHEHUS MPEATEKCTOBBIX, TEKCTOBBIX M MOCICTEKCTOBBIX
yIPaXHEHUH;

dbopmupoBanue jekcuueckux (Vocabulary) u rpammarnueckux (Language
FOCUS) HaBBIKOB MOCPEICTBOM BBIITOJTHCHUS Pa3IUYHbIX YIIPaKHCHHH;

KOHTPOJIb YCBOCHHS JICKCHYECKOr0 M rpammarnyeckoro marepuana (Skills
Focus);

KOMMYHHKATHBHO-OPUECHTHPOBAHHBIC 3a/IaHUs HA Pa3BUTHE PEUYCBBIX yMe-
HUIl B oOmactu roBopeHus (MoHojorumueckas (Speaking) m nuajgorudeckas
(Discussion) peus) u nricema (Writing).

bnok momonauTensHOro Matepuaia (Supplementary Materials) comepikur
ayTEHTHYHbIC TEKCTHI U 3aJIaHUs K HUM, MIPeJIHAa3HaYCHHBIC I CTYICHTOB C 00-
Jiee BBICOKMM YPOBHEM SI3BIKOBOM MOATOTOBKH.

brok kommynukaTiBHbIX ormop (Communication FOcus) HarenieH Ha o03Ha-
KOMJICHHE CTYACHTOB C PEUEBHIMH KJIHIIIE, CHTYAaTUBHO OOYCIIOBJICHHBIMH BbI-
pakeHUsMH IO clieayromuM temam: “ Socializing”, “ Presentations’, “Meetings’,
“Interviewing”, “Telephoning”, “ Negotiating”.

I'pammaTuueckuii cnpaBounuk (Grammar Reference) coaepxut uadopma-
U0 1Mo 0a30BOM TI'paMMaTHKE AaHIJIHICKOTO s3bIKa B BHJAC HArJsIHO-
WJLTIOCTPATUBHBIX TAOJIUII, CXEM.

Kpatkuii Tepmunonorudeckuii cioBapb (Glossary) sximrouaer 120 yiekcuye-
CKUX €IUHUI], OTHOCAIIUXCS K IMOABA3BIKY IKOHOMHUKH.

VYyeOHoe nocoOue MoKeT ObITh UCIONIB30BAHO KaK JIJIsl OpraHu3aliy B3au-
MOJICHCTBHS TIPEIOAaBaTelis U CTYACHTOB BO BpeMs ayIUTOPHBIX 3aHATHH, TaK U
JUISE CaMOCTOSTEIIBHOM MOATOTOBKH CTYACHTOB 110 aHTJIHHCKOMY SI3BIKY.



You and Your University

Lead-in

UNIT 1

BAIKAL NATIONAL UNIVERSITY OF ECONOMICS AND LAW

ACADEMIC DEPARTMENTS

Department Certification Competition per 1
date state-sponsored place
Finance and Economy 1930
International Economy 1994
Accounting 1957
Commerce 1987
Enterprise Economy and Entrepre- | 1992
neurship
Marketing 1997
Economy and Management in Ser- | 1997
vice Industry
Public Management 1994
Personnel Management and Busi- | 1995
ness Psychology
Civil and Business Law 1993
Judicial Inquiry 1993
Constitutional and International 1993
Law
Journalism 1996
Economic Cybernetics 1990
Economy and Management in 1999
Timber Industry




Have a look at the list of Academic Departments and use it to answer
the following questions:

?

o
1. What Department do you study at?

2. Which are the oldest and the youngest Departments?
3. Which Departments appeared in the last decade? Why?
4. Which Departments are most popular this year?

Dialogue

FEeRN

Ex.1 Prereadi ng_Study the following words and word combinations.
establish; to be certified; enrollment; student by correspondence;
scholarship; fellow-student; self-study.

Ex.2 Scan the dialogue for the following information:

1. The University was established in ...

2. ...students study there.

3. It has...Departments.

4. ... per cent of students are supported by the government.
5

6

. ...Students can take part in research work.
. The students can use the following facilities when preparing for
their classes: ...
7. The University has contacts and agreements with the following
countries: ...

Ex.3 Read and trandlate the following dial ogue:
(After a meeting with the Rector)

Teacher: Asfar as| understand, you have just returned from your first
meeting with our Rector. I’d like you to share your impressions.
First of all, what new things did you learn there?

Anna: Well, it is rather hard to name them all. What should | start
with?



Elena: Why not with some facts? We learned that the University was
established in 1930 as Irkutsk Institute of National Economy. It
was certified as an Academy in 1993 and as a University in 2002.
It struck me that it has an enrollment of about 18 thousand stu-
dents, both full-time and by correspondence, who study at 15 De-
partments.

Andrey: Personally, | was rather impressed by the number of students
and faculty and the number of Departments. To tell the truth,
when | submitted my papers for enrollment, | hesitated between
two Departments. | still remember my entrance exams so well.
The competition was quite intense, wasn't it?

Elena: Yes, it was. Besides, forty per cent of the students are sup-
ported by the government. The government not only pays for their
education, but also gives them a monthly scholarship and subsi-
dized dormitory accommodation.

Teacher: Naturally if you want to get a state scholarship you need the
highest grades on your exams. What other interesting things did
you learn?

Anna: Actually, the information about research work interested me
greatly. Even we, first-year students, can take part in it. Annually,
the University holds a special “Science Week” and students have
an opportunity to present their reportsin various fields of study as
well asthe chance to listen to their fellow-students.

Teacher: Exactly. By the way, there is one important thing that | hope
you already know. | mean there are different assignments that you
will have to do on your own. What opportunities for self-study do
you know of ?

Nina: Wdll, first of all, thereis alarge library with books and periodi-
cals and several reading rooms with reference materials. These
are fully computerized. Another source of information is the
Internet, which students can use in 20 computer classes.

Sergey: By the way, it was very useful to learn about the international
activities of the University. It has contacts and cooperates with
universities all around the world — in Great Britain, France, Swe-
den, China, Japan... They seem to give students an excellent op-



portunity to study international business. Possibly some of us
could take an internship abroad.

Teacher: Don’t forget that if you want to do that you must know a
foreign language very well. | feel you really learned a lot from
your meeting, but now it’s time to get down to today’ s topic.

Ex.4 Answer the questions:

0

1. Have you met with the Rector yet? What was the meeting about?

2. How many students are there in your Department?

3. Wasthe competition for admission intense this year?

4. How many students in your group live in the dormitory? How

many rent flats or rooms?

What University facilities do you most often use when preparing

for the classes?

6. Do you often surf the Internet? What kind of information do you
usually look for?

7. Do you know about any international internship or exchange pro-
grams for students of economics?

o

Text
Ex.1 Pre-reading. Scan the text “ On Education” and choose the best
answer :
1) The most important thing in education is:
a) to teach a child necessary skills;
b) to develop a child’ s abilities;
C) to teach achild how to learn.
2) Free education:
a) cannot solve all problems;
b) is not necessary;
¢) should be abolished.
3) There are many people with university degreesin the countries




a) which have free education;

b) with many universities,

c) which have jobs for such people.
4) People must realize that al jobs

a) require education;

b) are equally necessary;

¢) should be equally paid.
5) Y ou should find work that is suitable to your

a) social status;

b) ambitions;

c) abilities.

Ex.2 Read the text:

On Education

Education is not just learning facts. We go to school in order to
learn how to learn, so that after we leave school we can continue
learning. A person who really knows how to learn will always be suc-
cessful, because if one has to do something new they will quickly
teach themselves how to do it in the best way.

In some countries it has for some time been fashionable to think
that free education for all —whether rich or poor, smart or foolish —can
solve the problems of society. But we can already see that free educa-
tion is not enough; we find in such countries a far larger number of
people with university degrees than there are jobs available for them...

When we say that one must be educated in order to be prepared
for life, it means two things. First, a good education means that each
of us can do whatever job is suitable to our abilities. Second, it means
that all jobs are necessary to society, and no-one should be ashamed of
his or her work or scorn another person’s.

Ex.3 Complete the sentences using the text:

1. We go to schoal...

2. ... will always be successful

3. Some people thought that one could solve the problems of society
through ...

4. The problem of countries with free education isthat ...

10



5. All of us must be educated ...
6. Your job should suit your ...
7. Itisreally bad ...

Vocabulary

Ex.1 Give Russian equivalents:

enroliment, department, chair, entrance exams, grades, competition,
scholarship, dormitory accommodation, research work, full-time stu-
dent, student by correspondence, reading hall, internship; university
degree, free education; to solve the problem; to fit somebody for
something (to be fit for something); to be ashamed of; to scorn; on
one' s own; in the best way.

Ex.2 Give English equivalents:

OCHOBaTh YHMBEPCHUTET; MOAATh TOKYMEHTHI B BY3; (DMHAHCUPOBATHCS
[IPAaBUTENILCTBOM; IIPEACTABUTD JOKJIA; Henels Hayku; MHCTUTYT Ha-
POAHOIO XO351CTBA; IEPBOKYPCHUK.

Ex.3 Match the terms with their definitions:

1. Enrollment  a A detailed study of a subject, especialy in order
to discover (new) information or reach a (new)
understanding;

2. Department b. The sum of money or other aid granted to a stu-
dent or a scholar;

3. Research c. The state or activity of trying to be better than
someone elsg;

4. Competition d. One of the sections of a school or college deal-
ing with a particular field of knowledge;

5.University e. The number of people on the official list of

degree members of a course, college or group. Or the act
of accepting someone onto such alist;

6. Scholarship  f. The teachers and instructors within a University;

11



7. Dormitory  g. A building, as at a college, containing a number
of private or semiprivate rooms for residents,
usually with common bathroom facilities and
recreation aress,

8. Faculty h. The course of study at a college or university, or
the qualifications given to a student who has
completed this.

Ex.4 Unscrambl e the following words:
irach, gdrae, chreeasr, mitsbu, lImenroten, rymidroto.

Ex.5 Explain the difference between:
department — chair; grant — scholarship; college — university; studies —
research; exam — credit.

Ex.6 Fill in the blanks with prepositions where necessary:

1
2
3
4
5.
6
4
8
0.
1

. | am having ameeting ...our partners tomorrow.

. Irkutsk State University was established ... 1918.

.| study ... the Department of International Economy.

. Everybody was impressed ...his report.

Who pays ... your education?

. What grades did you get ... your entrance exams?

. This student exchange program interests ... me greatly.

. Will you take part ... our concert?

| listened ... him very attentively but failed to understand his point.
0.I'd like to learn more ... computing.

Ex.7 Compl ete the passage usng the words given below:

\Y

Irkutsk State University was...(1) in 1918. The ...(2) of the Uni-
ersity is now Alexander Smirnov.
The University has 14 ...(3), which include Mathematics, Phys-

ics, History, Psychology, Biology, Law, Sociology and others. Most
of them have aday department for ...(4) students, and a ...(5) depart-
ment. At the day department the students...(6) in 5 years, but at the
...(7) department they study for 6 years.

12



The entrance ...(8) are in the mgor subject of the Department
and in Russian. The ...(9) in 2000 consisted of 905 ... (10) students and
of 400 students by correspondence.

The University has ... and ... (11) with different Russian and for-
eign universities. The Siberian-American Department gives its gradu-
atesthe ...(12) of both Irkutsk State University and the University of
Maryland, USA.

full-time; contacts and cooperates;
departments; correspondence;
full-time; exams;
enrollment; established,;
rector; correspondence;
diploma. graduate;

L anguage focus

|. Word order; Noun; Article; Indefinite pronouns.

Ex.1 Use the words to make up sentences.

Book, library, from, the, |, borrowed, this.

Make, reports, three, conference, students, will, the, at.
Task, this, English instructor, our, gave, us.

Want, with, him, I, talk, about, to, it.

Reading hall, yesterday, went, 1, to, the.

Usually, go out, Friday, I, night, on.

ok wNE

Ex.2 Give the plural of the following nouns:
dormitory, grade, department, class, language, photo, university, acad-
emy, school, source, opportunity, expense, tax, life.

Ex.3 Fill in the blanks with articles if necessary:

1. I am... first-year student.

2. Thereare... 24 studentsin my group.

3. | need ... some information about the University Departments.

13



Most students in our group are from ... Irkutsk.

Yesterday | read ... article about education in the USA.

My ... dormitory is not far from the University.

If you want to be successful in this life you need ... good educa-
tion.

8. | am ... sudent of ... Economics.

9. Heis... top student of our group.

10. Thistext is... most difficult one in the whole textbook.

NOoO oA

Ex.4 Complete the sentences with indefinite pronouns (somebody,
something, anybody, anything, everybody, everything, nobody,
nothing):

| am a new student in this group. | don’t know ... .

... took my textbook while | wasin the canteen!

| hope ... isready for today’ s exam.

Does ... get a scholarship in your group?

... can help you solve this problem: you must do it yourself.

Could you tdl us ... about your paper for the students' conference?

If ... missesthe class, it will be difficult for them to catch up.

Did you ask ... about the credit?

Yes, it would be good to go to the reading hall right now. | am not

doing ... now.

10. ... can use the Internet in our Computer Center.

©COoNoOrL®NE

Ex.5 Trandate the following expressions into English:

1. cryaeHueckoe oOuiexuTue, 2. AekaH ¢akyibTeTa; 3. mpernoja-
BaTelibCKas; 4. xatajor OWOJMOTEKH; 3. AUCKYCCHUSl CTYJIECHTOB; O.
po0JieMbl 0011IeCTBa; /. CHOCOOHOCTH peOeHKa; 8. CerogHsIIHUE 3a-
Hatus; 9. yausepcurerckoe odpazopanue; 10. paboTa BbIITYCKHUKOB.

1. Simple Tenses.

Ex.1 Change the sentences into negative and interrogative:
1. Wego to school to learn how to learn.

2. The government sponsors 40 % of the students.

3. Thereisan extensive library at the University.

4. | submitted my papers for enrollment yesterday.

14



It will be easy for you to find ajob.

There are 16 Departments at the University.

| am going to the reading hall tomorrow in the afternoon.

Last year he decided to get a transfer to another Department.

. All the students of our group took part in the students conference
in April.
10.The Professor will deliver lectures every Friday.

0o~ U

Ex.2 Put the verbs in brackets into the correct Smple form:

1. There (be) 6000 part-time students at Baikal National University
of Economics and Law.

| often (go) to the reading hall after lectures.

My brother (finish) school two years ago.

Y ou (enter) the University last year?

| think I (not travel) anywhere this summer. | (be) too busy for
that.

My friend (study) Law at the University.

Probably | (not present) a paper at the students' conference in
March.

8. Usually Michad (solve) al his problems easily.

9. 1 hopel (enter) the Correspondence Department next year.

10. What (be) the competition at your Department this year?

ko

N o

Ex.3 Correct the mistakes:

1. There arethe 15 Departmentsin this University.

2. | went yesterday to the reading hall.

3. The students are going to have a meeting with successful local
businessmans on Tuesday.

The dormitory of the studentsis not very far from here.

Could you tell me about most popular Departments at your Uni-
versity?

Do you know somebody of these students?

All students should borrow this books from the library as soon as
possible.

When did your Department be certified?

Does you take part in any research projects?

ok

N o

© ™
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10. I think thisjob is suitable not to my abilities.

Ex.4.Trandate from Russian into English:

1. Pedopma cucteMbl 0Opa3oBaHUsI TMOMOXKET PEIIUTh MPOOJIEMBI

oO111ecTBa.

B cnenyromiem roay st Oyay nmocTynaTh Ha (PUHAHCOBBIN (PaKysib-

TET.

CKOJBKO TBOMX TOBAPHILEH KUBET B OOIIECKUTHH ?

I'ne HaxOAUTCS YNTAJIBHBIN 3aJ1 IEPUOJUKHU ?

S nymaro, uro Hukomnail He NOAXOAUT ISl 3TOU JOJKHOCTH.

[Tocne mocTyIIeHUs: B YHUBEPCUTET 5 CHSJT KBAPTUPY U CTAIT KUTh

OT/ICJIHHO.

JlaHHO€ HCCeIOBaHUE MPOBOJUTCS TMPU MOJAJICPIKKE MPABUTEIb-

CTBa.

8. CKOIBKO CTYy/ICHTOB MOCTYITUJIO B YHUBEPCUTET B 3TOM IOy ?

9. S Obl XOTEN IPOUTH MPAKTUKY B OJJHOM U3 UPKYTCKUX OAHKOB.

10. Eciii BBl XOTUTE NOJIYYUTh OECIUIaTHOE BbICIlIEe OOpa3oBaHueE, He-
00X0MMO OYEHb XOPOIIIO CIaTh BCTYNMUTEIbHBIC SK3aMEHBI.

N

o gk w

~

Skills focus

\

1. Render the dialoguesinto English:
1.

- IlpuBer, s Tak paja Te0st BUIETH!

- S Ttoxe. Tol 31€Ch yuuuibcsa?

- Jla, Ha mepBoM Kypce pruHaHCcOBOro (hakyyibTeTa. A ThI?

- 5l cobuparock mocTynarh B clieqyromeM roay. Pacckaxu, Kak Thbl
371€Ch?

- Hopmanbnao. Kaxplil 1eHb IO TpU-YETHIPE Mapbl, C BOCBMU YacOB.
JIekuuu ¥ NpaKkTUYECKUE 3aHATHS.

- Tpyano yuutscs?

- bbu10 TpyAHO 11IEpBOE BpeEMs.

- UYTO THI MHE MOCOBETYENIb ?
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3aHuMaiics Mo0oJbIlIe MATEMATUKOW. DTO BaXKHO M JIJIs MOCTYILIE-
HUSI, ¥ J1JIsI YCTICIITHOM y4eOBbl.
Xoporio, yuTy. A 4rto emie?
Nudopmarrka. Hy:kHO OBITh C KOMITIBIOTEPOM Ha «ThI.
Cnacu0o, Oyy cTaparbCsi.
2.
Cepreii, Tl UJICIIIb CETOJIHS B OMOINOTEKY ?
Jla, u, KxpoMe TOro, MHE HY>XHO MO3aHUMATHhCS B KOMIIbIOTEPHOM
Kjacce. A ThI?
S Toxke nay. Cpa3y nmocie 3aHsITH.
3Ha4uT, NoMaeM BMecTe. BeTpeTuMces mmociie JISKIuu.
HUner. B BecTuoIOI€E.
3.
CxaxuTe, moXKanylcTa, TJI€ s MOTY IIPOCMOTPETh JIUTEpPATypy IO
Oyxyuery?
Bac nHTepecyroT yueOHUKYU WY MEPUOIUKA?
TpynHo ckazaTh, s cOOMpar0 MaTepual JJjis JOKJajla Ha CTyJIeHYE-
CKOW KOH(EPEHIUHU.
Bam HyXHO mopa0oTaTh ¢ KOMIBIOTEpOM. Y Hac Oofblias 0Oa3a
JTAHHBIX MO Oyxy4eTy. KpoMe Toro, Bbl MOKETE UCIOJb30BaATh CHUC-
TEMY TIOMCKa.
Cnacu0o.
Ecnu OyayT BOnmpocCkl, HE CTECHSIMTECh — CIIpaIlIuBaNTE.
4.
Omns1, npugert!
[Ipuser, Tumal!
S cnpiman, y Bac CErojiHs 3a4er?
beut 3auer. Yxe koHUMICA.
Hy u xak?
Bcee B nmopsizike, cnana.
[Toznpasisto. A npyrue?
KTo xak. Bor TBOM npusitenns CMUPHOB HE CIAI.
Yro 11 roBOpULIL! Hy 11 Hy! A kTO npuHrMan 3auer?
Muxaun Hukoraesuuy.
a... UTo X, monay roTOBUTHCS.
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2. Discussion
A

\/
Do you agreethat all children should be educated?

2. Should most people have higher education? Secondary education?
How can we decide if a person needs higher education?

3. At what age should children choose the subjects they want to
study?

4. Should all education be free? Do we need scholarships for those

who cannot pay their way?
5. Do you agreethat all jobs are equally important?

3. Speaklng

%‘\\\
T _ _
Interview a student from another Department or from a different University.

Prepare a list of questions you would like to ask and present the results of your
interview to the class.

m

4. Writing
f @J‘

‘L‘/——“/:

Internet search. Use the Internet (or other information resources) to
complete the following task:
Prepare a profile of the University you study at or any other Russian
or foreign University. Use the following guidelines:

date of foundation;

name of the Rector;

number of Departments;

entrance exams and competition;

enrollment;

departments,

International activities.
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UNIT 2
Spotlight on Your Region

2

»

Al

Lead-in

Think and answer :

1. What do you know about Irkutsk region (population, cities, indus-
try, economy)?

2. What can you say about Irkutsk as a cultural, administrative, eco-
nomic and educational center of the region?

3. Speak about the city you are from (age, population, sights, educa-
tional institutions, companies...).

Dialogue

FLea

Ex. 1 Pre-reading

Check out the pronunciation of the following words and give their
Russian equivalents:

exhausting; magnificent; exile; climate;, average; Celsius, unbearable;
extremely; surrounding; surface; coniferous; deciduous

Ex. 2 Scan the dialogue for the infor mation about:
- population and cities of Irkutsk region

- theclimatein East Sberia

- Lake Baikal

- Siberian forest




Ex. 3 Read and trand ate the dialogue:
(Cliff, an exchange student from the USA, is talking to Alexander, a
student of BNUEL)

Alex: Well, Cliff, how was your trip from Moscow to Irkutsk?

Cliff: Oh, it was just fine, and not as exhausting as | had expected.
And | had a chance to enjoy the view below while the plane was
coming in for a landing. It was magnificent! The immense green
forests and the shiny water! The area doesn’'t look like a dark,
frozen place of exile.

Alex: Oh, not at al! Otherwise people wouldn’t like living here.

Cliff: And how many peoplelivein thisregion?

Alex: About 3 million people, asfar as | know.

Cliff: | see. Arethere many big citiesin the Irkutsk region?

Alex: | don’'t know exactly, about 20. The largest are Irkutsk, Angarsk,
Bratsk, Ust-1limsk and Usolie-Sibirskoye.

Cliff: Alex, what about the climate? | heard in winter it's always
pretty cold here and summers arerainy. Isthat so?

Alex: Sometimes it may be very cold in winter, -30 degrees Celsius
and lower. But in generd, it's —22, which is quite all right for us.
In the fall it often rains. Springs are windy with unstable tempera-
tures. But in summer the average temperature is about +22, and
the maximum is sometimes +37. It’'s unbearable to stay in the city
In such hot weather!

Cliff: Oh, yes, | can imagine! Where do you spend summers?

Alex: Well, most citizens go to their summer cottages. We call them
dachas. Also, every summer many people try to spend 2 or 3
weeks near Lake Baikal. The lake attracts tourists from other re-
gions and countries, too.

Cliff: Why isit so popular? Could you tell me more about Baikal?

Alex: Sure! First, Baikal is extremely beautiful due to its crystal clear
water and the surrounding scenery! Second, being about 20 mil-
lion years old, it isthe largest freshwater lake in the world. It con-
tains 20 % of the planet’s fresh water!

Cliff: Wow! It seemsto be bigger than all the 5 American Great Lakes
put together!
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Alex: It isgreater! Mostly dueto its depth - it's more than a mile deep.
| just don’t know the exact figures, Cliff.

Cliff: That’sreally amazing!... Look, Alex, where can | get a good in-
formative book about the lake, its surrounding area and wildlife?

Alex: Let me see... Oh, | have a better ideal | can take you on a one-
day trip to the lake next weekend. We'll visit the Baikal Museum
where you'll learn everything about the lake and its ecology.
Then we could have a picnic somewhere on the shore.

Cliff: Oh, great idea! That would be good, thank you! And how far is
the lake?

Alex: About 70 km away from Irkutsk. We'll go there by car. The
Baikal highway goes through real Siberian forest called taiga. It’s
a mixed forest consisting of coniferous and deciduous trees, such
as pine, larch, cedar, birch, aspen and so on.

Cliff: Onh, I love forests! I'm already looking forward to going there!
When - Saturday or Sunday?

Alex: | think Sunday would be better.

Cliff: Then it'sadeal!

Alex: Ok! I'm sure you'll enjoy thetrip.

Ex. 4 Answer the questions using the dialogue and other sources of in-
formation:

?

What is the area of the Irkutsk region (in sg. km)?

What is the population of Irkutsk?

What cities of the Irkutsk region do you know? What industries are
they famous for?

What else could you tell Cliff about Lake Baikal (origin, surface
area, inflowing and outflowing rivers, floraand fauna...)?

What do you know about local wildlife?

. What would you tell Cliff about common Siberian food?

WN P
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Text
LW

Ij‘( ,;\
Dz )

Ex.1 Prereading
Check out the pronunciation of the following words and give their
Russian equivalents:
industrially; industry; scientific; potential; precious; niobium; tanta-
lum; lazurite; charoite; chemicals; aluminum; unique; variety; acces
sible; enterprise; hydro-electric

Ex. 2 Read the text, make sure you understand everything:

Economy of the Irkutsk region

The Baikal area continues to be the base of Russian economic ex-
pansion towards the Far East. Any Russian territory north or east of
the Irkutsk region is less industrially advanced. Moreover, a number
of cities, namely Irkutsk, enjoy rich cultural tradition and massive sci-
entific and educational potential.

Magor resources include forests, coal, gold and other precious
metals, rare metals (niobium, tantalum etc.), precious and semi-
precious stones (lazurite, charoite etc.), common salt, iron ore, and
large oil and gas deposits. Eighty percent of the area' s resources are
exported.

The key industries include wood processing (paper in particular),
chemicals, ail-refinery products (3l percent of the regional production
IS processed by the Angarsk Oil and Chemical Plant), machinery, and
aluminum.

About 76 percent of the territory is covered with forests. The re-
gion is unique in its quality of timber: a large number of different
types of trees are located in concentrated, easily accessible areas. The
largest enterprises are Bratskkomplexholding, Ust-Ilimskiy Concern,
and the Baikalsk Pulp and Paper Plant.

The main chemical enterprises are Usoliekhimprom, Say-
anskkhimprom, and Angarskkhimreaktiv.
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The Baikal area produces aimost a quarter of Russia’ s aluminum.

Two large aluminum producers are located in Irkutsk and Bratsk.

The region is one of the largest producers of electrical and ther-

mal power in Siberia. There are three hydro-electric power plants on
the Angara River: in Irkutsk, Bratsk and Ust-Ilimsk. Irkutsk is the
main exporter of eectric power to Mongolia.

In addition, Irkutsk is developing a successful tourism industry

around nearby Lake Baikal.

Ex. 3 Comprehension questions:

?

WM PR

o U

Is the Irkutsk region economically and industrially developed?
Arethere many natural resourcesin this area? What are they?

What are the main industries?

What is the main producer of oil-refinery products in the region?
(Do you know of any large local oil and gas deposits?)

What are the main chemical enterprises of the Irkutsk region?

What do you know about local timber industry? (What kinds of
trees areindustrial?)

. Does the Irkutsk region have problems with electric power com-

pared to other regions? Why?

Ex. 4 Complete the sentences using the text:

1.
2.

3
4.

Irkutsk isthe largest cultural, ..., and ... center in the region.
Forests, coal, precious and rare metals, ..., ..., ..., and ... are mgor
regional nature resources.

. Thekey industries of theregioninclude...., ..., ...,...and ... .

Bratskkomplexholding, Ust-l1limsk concern, and the Baikalsk Pulp
and Paper Plantare... ... .

. Angarskkhimreaktiv, Usoliekhimprom, and Sayanskkhimprom are

. Therearethree.... ... on the AngaraRiver.
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Vocabulary

B

Ex. 1 Give the Russian equivalents.

exhausting; a dark, frozen place of exile; otherwise;, average; due to
smth.; surrounding scenery; fresh water; depth; highway; the base of
Russian economic expansion; less industrially advanced; precious
metals; iron ore; oil and gas deposits; oil-refinery products; machin-
ery; easlly accessible areas; electrical and thermal power

Ex. 2 Give the English equival ents:

OeckpaifHue 3eJIeHbIC Jieca; HEBBIHOCHMBIN,; CMEIIaHHbIN jec; Jlanmb-
HUM BOCTOK; mOdyaparoleHHbIE KaMHW; OCHOBHBIE BUJbI IPOMBIIII-
JICHHOCTH; XUMUYECKUE MpenapaThl; AHrapcKuil HePTEeXMMUUYECKUM
3aBOJI; KQUECTBO APEBECUHBI; POU3BOAUTEIMN AJTTFOMUHUS; THUAPOIIICK-
TpocTaHMs; balikaabCKuil 11EJITI0JI03HO-0yMaKHBI KOMOMHAT

Ex. 3 Match the words on the left with the words on the right to make
up word-combinations as they are used in the dialogue and in

the text:
1. summer a. population
2. economic b. tradition
3. educational C. resources
4. rare d. cottages
5. exchange e. lake
6. cultura f. temperature
7. deciduous g. expansion
8. regional h. metals
9. major I. student
10. average J. industry
11. freshwater K. potential
12. tourism |. trees
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Ex. 4 Match the terms with their definitions:

gD

o

© N

1.
2.
3.
4.

population (n); a. an organization or a business firm;

industry (n); b. to send goods etc. out of a country for sale;
resource (n); C. aperson, society or aregion that buys and uses
export (v); goods and services,
timber (n); d. the number of peopleliving in a particular area;
€. a person, company or a country that manufac-
enterprise (n); tures goods, foods or materials;
f. the production of goods or of materials that can
producer (n); be used in the production of goods;
. consumer (n).  g. smth. that a person, an organization or a coun-
try possesses;
h. growing trees, considered as a supply of wood
for building.
Ex. 5 Find the synonyms for the following words in the dialogue or in
the text:
manufacture (n); 6. company, firm (n);
tiring (ad)); 7. inhabitants (n);
intolerable (ad)); 8. animals (n);
space (n); 9. land (n).
lumber (n);

5.

Ex. 6 Fromthelist below choose the necessary word to fit each blank:

4.

o U

© N

1. Irkutsk isoneof thelargest ... and ... centersin East Siberia
2.
3. Around Lake Baikal there are several national parks and reserves

It israther ... to travel form Irkutsk to Vladivostok by train.

to protect thelakeand its ... .

Angarsk Oil and Chemical plant produces 31 % of the regional ...
products.

Kovyktais considered to be the greatest gas ... in Irkutsk region.
Mongolia is one of the ... of eectric power produced in Irkutsk
region.

Irkutsk aircraft building plant is avery prospective ... .

The area of the Irkutsk region comprises 4.6% of the Russan ... .
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9. Industrial development and political stability of thisregion ... for-
eign investors.
10. In the first half of the 19" century the Decembrists lived herein ...

oil-refinery; ecology; enterprise; scientific; exile; exhausting; attract;
consumers, educational; territory; deposit.

Ex. 7 Insert the necessary preposition:

1. The Baikal areaisthe base ... Russan economic expansion ... the
Far East.

2. What isthe population ... thisregion?

3. Every year wetry to spend aweek or two ... Lake Baikal.

4. We hired aboat and spent 2 hours ... the lake.

5. I'll takeyou ... aone-day trip ... thelake.

6. Thelakeis70km ... ... Irkutsk.

7

8

0.

1

. 1 think it’s better to go there ... Saturday.
. The highway goes ... taiga forest.
The Sakha Republicisnorth ... the Irkutsk region.
0. Irkutsk region sells consumer goods, building products and phar-
maceuticals ... the export market.
11. Almost a quarter ... Russian aluminum is processed ... two large
aluminum producers ... Irkutsk and Bratsk.

Ex. 8 Work in pairs. Reproduce the dialogue (ex.3) by heart.

Ex. 9 Trand ate the sentences into English:

1. KakoBo HaceneHue roposia, B KOTOPOM Bbl KUBETE?

2. Bo Bpems Haiiero myTemiecTBHUsS Ha MOE3/e 5 HaCIaXIaJICs Mpe-
KpacHBIM BUJIOM U3 OKHA.

NpkyTck ObLIT OJHUM U3 MECT CCHUIKHU JEKaOPUCTOB.

Kakoit kimumat Ha JlanbHeM Boctoke?

B HekoTophix MecTax OaiikaibCkasi BOJa Takas 4YUCTasi, 4TO €€
MOKHO TTUTh IPSIMO U3 03€pa.

Camas rimy0okas Touka o3epa bailikan — 1637 meTpoB.

[Tmomaae moBepxHocTH o3epa coctapisieT 31.500 kB. KM.

Cpenn nukux >KUBOTHBIX IlpuOaiikanbs €cCTh MeEABEIb, JIOCH,
OJICHB, BOJIK, PBICh, JIMCA, COO0JIb, HOPKA U APYTHE.

ok w
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9. HpkyTck sIBISIETCS KPYIHBIM HAYYHBIM U 0Opa30BaTENIbHBIM ICH-
TPOM C OOTaThIMH KYJIbTYPHBIMU TPATULIASIMHU.

10. Ungyctpust Typusma B OyIyIIEM MOXKET CTaTh BEChbMa IEPCIIEK-
TUBHOU 11 bailkaiabCKOIro pernoHa.

Ex. 10 In each column write the missing part(s) of speech that has
(have) the same stem as the given word. You may refer to the dia-
logue and the text or consult a dictionary:

a)
NOUN ADJECTIVE
region
conifer .
. cultural
science
electricity
power
b)
VERB NOUN
exile .
. container
surround
continue
export
produce
develop ..
expectation
c)
VERB NOUN ADJECTIVE
deepen .
. mixed
. attractive
access .
. educational
succeed .
.. change
expand

Ex. 11 Retell the text “ Economy of the Irkutsk Region”
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L anguage focus

l. Degrees of comparison of adjectivesand adverbs
Ex.1 Complete the table:

Positive degree Compar ative degree Super lative degree
little
worse
the best
badly
more
well

Ex.2 Write the comparative and the superlative degrees of comparison
of the following adjectives (adverbs):

great, successful, precious, large, hot, common, attractive, deep, beau-

tiful, impressive, clear, informative, powerful, pure, perspective.

Ex.3 Make up 2 sentences for each item, asin the example:
Example:
this horse fast / that one fast / all the others here
1. Isthis horsefaster than that one?
2. Thishorseisthefastest of all the others here.

1.thiscandidate successful / that one successful / al the others
2. my tea hot / yours hot / all the others on the table

3. LakeBakal deep/ lake Michigan deep / al the others on the
planet

4.Bratsk hydro- powerful/Irkutsk powerful / in the region
electric gation HES

5.thisindustry prospective/ that prospective/ al the others
one
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6. thisstudent clever / anyone else  clever / the group

/ the group

7.thisautumn bad/ thelast one bad / dl the others/ | remem-

ber

8. this stone precious/ that one  precious/ al the stones/ | can

see here

Ex.4 Use the comparative degree of the adjective (adverb) in brackets

wn
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in the structure the ... the ; trandate the sentences (the first is
done for you):

The thicker a book, the more informative it seemsto be.

The (smart) a person, the (successful) hewill bein life.

. The (much) we learn, the (much) we know,

The (much) we know, the (much) we forget,

The (much) we forget, the (little) we know,

The (little) we know, the (little) we forget,

The (little) we forget, the (much) we know.

The (old) she gets, the (bad) her temper becomes.
The (rich) he became, the (greedy) it made him.

. The (well) they studied the project, the (prospective) it appeared to

be.
The (long) he worked, the (boring) the job seemed to be.

. The (nervous) he gets, the (bad) he speaks and the (difficult) it be-

comes for us to understand him.

Ex.5 Use double comparisons ...-er and ...-er , more and more ...

to make up the sentences, asin the example:

Example: @) during summer the water in theriver / hot

During summer the water in the river gradually becomes
hotter and hotter.

b) hotels here / comfortable
Hotels here are getting mor e and mor e comfor table.
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he says his hair / bad
Irkutsk / beautiful

the day temperature / low

personal computers/ common
assne/ old, she/ forgetful
her English / fluent

the quality of the goods/ good
. the Internet / necessary

Ex.6 Make up sentences using the comparative structure as ... as or

not so ... asor ... than, asin the example:

Example: Mike/ tall / Pete

a) Mikeistaller than Pete.
or b) Mikeisastall asPete.
or ¢) Mikeisnot sotall asPete.

1. TheAngara/ long/ the Irkut

2. Thelrkutsk region/ large/ the Krasnoyarsk region
3. oil industry / profitable/ timber industry

4. my friend/young/ | (me)

5.
6
7
8
0.
1

gold / expensive/ platinum

. theclimatein the Far East / severe/ the climate in Eastern Siberia
. my friend / know English/ well / 1 do
. cheetah/run/ fast / leopard

Baikal water / pure / the Angara water

0. English / difficult / Japanese

Ex.7 Trandate the sentences paying attention to the comparative

arowDdPE

structuresas ... as, not so...as, ...than:

MecTHas npupojia He Takasi KpacuBas, Kak OailkaibCcKasl.

DTa oTpaciib IPOMBIILICHHOCTH 00Jiee MEPCIEKTUBHA, YEM Ta.
Ozepo baiikan riryosxe, ueM o3epo Mccbik-Kyib.

DTa KHMTa Tak ke UHGOPMATUBHA, KaK U Ta.

JleTo 31€ch HE Takoe )KapKoe, Kak Ha Iore.
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6. Hpkyrckas obOmacTh OoJiee MpUBJEKaTEIbHA JJI1 WHOCTPAHHBIX
MHBECTOPOB, YEM MHOTHE JIPYTUE PETHOHBI.

/. Moe npeanpusiTue CTOJb K€ YCIEIIHO, KaK U TBOE.

8. Bopa B AHrape He Takasl yucTas, Kak Bojia B baiikare.

9. B KpacHosipckom kpae OoJbIlle JIECHBIX pecypcoB, 4yem B Mpkyr-
CKOM o0JiacTu.

10. IIpombinienHocth Ha JlanbHeM BocToke meHee pas3BuTa, 4eM
IPOMBIIIIIEHHOCTh UpKyTCKOM 001acTH.

Ex.8 Use the superlative with or without the:
Thisbuilding is (old) in the city.

Lake Baikal is (big) fresh water lake on the planet.
Lake Baikal is (beautiful) in the fall.

Heis (interesting) person I’ ve ever talked to.
Y esterday he made his (good) speech.

His speech was (good) of all the others.
Thisis (comfortable) room in the hotd.

The weather hereis (cold) in January.
What is (deep) point of the lake?

10 Wolves are (dangerous) in winter.

11. Tiger isone of (dangerous) animals.

©CooNo~WNE

[I. Continuous Tenses

Ex.1 Look through the given verbs, select those which are not nor-
mally used in the Continuous tenses, and use them in sentences of
your own:

look, see, stand, stay, hear, fed, buy, read, mean, complain, under-

stand, have, weigh, prefer, like, arrive, worry, love, flow, meet, want,

need, start, hate, open, belong, know, go, suppose, learn, forget, real-
1ze, give, take, seem, think

Ex.2 Continue the replies using a verb in the Present Continuous, as
in the first sentence:
1. Sorry, could you phone in a half an hour. I'm checking a very im-
portant report.

31



2. 'm sorry, Sir, but you cannot see the manager right now.

3. Look! ...

4. I'vejust seen Janeinthelobby. ........................

5.1 think, I'll soon be able to speak English much Dbetter.
6. LiSten! ........cccoccovnr..

Ex.3 Say what is happening with the following:
- the population of Irkutsk

- prices

- education

- your English

- chemical industry

- air pollution

- Baikal water

- the climate on the planet

Ex.4 Say what you were doing:
- at 10 am. yesterday

- a6 p.m. last Sunday

- at 7:30 am. thismorning

- at 12:30 yesterday afternoon
- at 8 p.m. last Saturday

- an hour ago

Ex.5 Look at Jan€'s plans for tomorrow and say what she will be do-
Ing at the given time:

9:00-9:30 - hairdresser

10:00-10:30 - make some phone callsto clients

11:00-11:30 - meeting with Mr. Johnson (in his office)

12:00-13:00 - business lunch with Mr. Johnson

14:00-16:00 - see some new houses

Ex.6 Put the verb in the Padt, Present or Future Continuous Tense
form:
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—What ... you (do) at 7 p.m. yesterday? — | (have) dinner.
At 10 am. tomorrow | (fly) over the Black Sea.

—Where ... you (go) to? — | (go) shopping.

Sue (come) to visit us on the weekend.

What ... you (read) when | camein?

He doesn’t like anything. He ... always (complain)!

Ex.7 Open the brackets usng the necessary Smple or Continuous

4,
5. Tomorrow | (be) able to come only after 14:30. — Ok, then | (wait)

0.

tense form of the verb:

1. I’'mfrom Sayansk, but now | (live) in Irkutsk during my studies.
2.
3. Where (be) you yesterday? | (try) to get you on the phone the

How often ... you (receive) letters from them?

whole day.
What language ... they (speak) in Holland?

for you at 15:00 in my office.

6. Becareful! You (drive) too fast!
7.
8. Yesterday in the park we (see) a photographer. He (watch) a bird.

Don’t worry. | (know) what | (do).

He (want) to take a picture.
... it ever (snow) in China?

10. He (say) heis 30 yearsold, but | (not believe) him.

Ex.8 Trandate the sentences into English using the Smple or Con-

o U

tinuous Tenses:

1. Ceiiuac y Hac ®UBET CTYACHT, NpuexaBiiuii mo oomeny u3 CIIA.
2.

Bo BpeMs mocajgku camoseTa Mbl HaclaXJaluch IPEKPacCHbIM BU-
JIOM CBEPXY.

3. 3aBTpa B 3TO Bpems 4 Oyay exaTh Ha MallluHe Ha balikain.
4.

Kaxnyro ocenb B pkyTcke mpoxoauT balkanbCkuii IKOHOMHYE-
ckur OopymM.

B npomuioM roay y Hac ObLJI0 MEHBIIIE TYPUCTOB, YEM B 3TOM.

—T'bI 4yBCTBYEIlIb, UTO MAXHET ABIMOM?

- Jla. Bunnumo, HealieKko OoTcroa ropsr Jieca.

B Oynyiiem romy Ha 3TOM 3aBOJI€ YCTAHOBSIT HOBOE OUYMCTHUTEIb-
Hoe obopymoBanue (purifying equipment).

33



8. Ceituac oHm oTAbIXarOT Ha baiikane. OHU 31T Tya KakKIbli TO/I.
9. B 3TOM TrOJly OH HUYEro HE BhIpAIMBACT HA Jade. OH COOUpaeTCs

ee MpoJIaTh.

10.IToxa oHM TpOBOAMIIM BpeMs Ha Oepery o3epa, OH pacckaszajl CBO-

€MY aMEPUKAHCKOMY APYTY MHOT'O MHTEPECHOTO O CBOEM TrOpPOJAE U
o baiikae.

Skills focus

1. Render into English:
a) — Ariekc, pacckaku MHE TIo0oJsIie 00 pKyTcKe, moxkayiicra.

Yto-HuOyAb U3 UCTOPUU?

Ha.

Xoporo. C yero HayaTh?

C camoro Hayvana.

Hrak, Upkyrck O0bu1 ocHOBaH B 1661 romy. CHauana 3To ObLI He-
OonbiIoN (POpT, MO-PYCCKU — «OCTPOr», C HEOOJBIIUM KOJIUYECT-
BOM JIOMOB. A TOPOJIOM OH CTaj mo3aHee, Kaxkercs, B 1686.

T.e. ceituac ropoay 6omnee 300 ner.

Ha. I'opon pa3BuBaiica U poc OBICTPO, T.K. UEPE3 HETO MPOXOAUIH
ToproBeie Iyt B Kutaii, Monronuto u Anonuto. Pycckue Kymibl
TOPTOBaJIM CepeOpOM, MYyIIHWHON, KaMHSAMH B OOMEH Ha TKaHH,
dapdop, yaii u 1pyrue TOBaphI.

Cubups, HaBepHOE, Bceraa Oblia OOraTbiM Kpaem?

Jla - 1ecom, MyIIHUHOM, MOJTYIParoleHHBIMIA KAMHSIMU U T./I.

beutu 1 B TO Bpems B UpkyTcke Kakue-HUOyAb MPEANpUsITUS ?

He ObL10, mOKa B KoHIIE 19 Beka 371ech HE Hadasl paboTaTh KUPIUY-
HBbIA 3aBOA. [[0 ATOro 3maHusi B TOPOJIE CTPOUIIM, B OCHOBHOM, W3
JepeBa.

[ToaTomy B MpKyTCKE Tak MHOTO JE€PEBAHHBIX JOMOB?

Buaumo, na. Xots, Tel 3Haenb, Kiud, B Te BpemeHa ropoji 04eHb
4acTo ropes, a camblid Oosbmiol noxap Obut B 1879 romy. Jyn
CUJIbHBIM BETEp, M MOXKAp MPOJOJDKAJICS TPU JIHS U YHUUTOKUII
oko0110 80% 10MOB.



- O, sTo yx)acHo! A moau?

- WM npunuiocs yith Ha JIpyroil 0eper AHrapsl U OTTyAa HaOIIo-
1aTh, KaK TOPUT TOPO/I.

- A Kak noap ObUI OTYILIEH?

- Berep cTux, 1 moxkap npeKkpaTuiics caM coOo.

- Kak unrepecno! A 4to ObL10 MOTOM?

- IloTom ropoj Hauaiu OTCTpanBaTh 3aHOBO. B 1IeHTpe ropoja cranu
CTPOUTH TOJIbKO KaMEHHbIE 31aHus. PpKYyTCK BOCCTAHOBWIM OYEHb
OBICTPO, U OH CTaJI FOPa3I0 KpacuBee, yeM ObLI.

- OH u ceiyac IOBOJILHO KpacuB, MHE 3/IeCh OYEHb HpaBUTCA. Pac-
CKaXH €I1e YTO-HUOYIb.

- Cnymaii, Knmud, y mena unesa. JlaBail cxoauMm B KpaeBeIueCKU
My3€l, TaM HaM PacCKaXXyT MOApOOHEe W MHTEepecHee 000 BCEM
DTOM.

- Otnuunas uges! Ioiigem npsiMo ceiyac, €Cliv Thl HE MPOTUB?

- Koneuno, ger. Unem.

b) MWpkyrckas ob6iacte — ouH u3 Hanboyiee pa3BUTHIX POCCUUCKUX
pernonoB B Cubupu u Ha JlanbHem Boctoke. OHa 3aHUMAET TUI0IIA/Ib
B /68.000 kB. KUIOMETPOB; OOJIbINIASl YACTh 3TON TEPPUTOPUH TTOKPHI-
Ta jiecoM. B obGnactu 22 ropoaa, kpynHeiine u3 KoTopbix MpKyTCK,
Awnrapck, bparck, Ycers-Mnumck u Yconbe-Cubupckoe. Hacenenue
pEruoHa COCTABIISIET OKOJIO 3 MIIH. YEJIOBEK.

Hpkyrckas obnacte Oorata NpUpOAHBIMU PECYPCAMH, OCHOBHBI-
MU U3 KOTOPBIX SIBJSIFOTCS JIEC, YrOjb, APAaroleHHbIE U MOJyAparo-
[EHHbIE KAMHHU, PEJIKUE U APArolEHHbIE METalibl, He(Th U ras.

[Ipon3BOCTBO U3JEINI U3 JAPEBECUHBI — OJIHA U3 CAMbIX Pa3BU-
TBIX OTpACJIe MPOMBIIUICHHOCTH oOnactu. KpymnHeiiue neconepe-
pabaThIBalOIIUe MPEANPUITHS — 3TO bpaTcKuii JeCONMPOMBIILICHHBIHI
koMmIuiekc, Ycrb-Mmmmckunt JIIIK w baWkajinCKuil 1ETIOJIO3HEIN
KOMOWHAT.

HpkyTrckas o01acTh TakXe MPOU3BOJIUT XUMUUYECKHUE MPENapaTHhI.
OCHOBHBIE MPEANPUATHAS XUMUYECKON MPOMBIILICHHOCTH - Y COoJbe-
xuMipoM, CassHCKXUMIPOM U AHrapCKuil 3aBOJI XMMHYECKUX pPEaAK-
THUBOB.
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[Ipon3BOACTBO AMFOMHUHUS TAKKE SIBISIETCS OJHOM MX KIIFOUEBBIX
oTpaciied MPOMBIIUIEHHOCTH B 00JacTy. [[Ba KpymHEWIIHUX aJltoMU-
HUEBBIX 3aBoAa B Mpkyrcke m bparcke nmpou3BOIAT MOYTH YETBEPTH
POCCUKCKOTO aJTFOMUHUS.

OnHUM U3 OCHOBHBIX M KHU3HEHHO HEOOXOAMMBIX pecypcoB Hp-
KyTCKOM o0OsiacTu siBisiercst Boja. O3epo baitkan coaepxut 20% mu-
POBOTO 3armaca NpecHOW BOJbI. ITO 03€po — caMoe OOJbIIOE U CTa-
peliiee B mupe. Ero npupona yHuKaibHa ¥ HAXOIUTCA O] OXPAHOU
HallMOHAJIBHBIX MAPKOB M 3alOBEIHUKOB. biiarogaps HECKOHYaeMbIM
3amacam OalikaiabCKoM BOjbI MpkyTckasi 00J1acTh SIBJISIETCS OJHUM U3
KPYIHEUIINUX MPOU3BOAUTENCH U TOTpEOUTENEH NEKTPOIHEPTUH, KO-
Topasi BblpabaThiBaeTcsi TpeMs oonactHbiMU ['DC Ha pexke AHrapa B
roponax Hpkyrck, bparck u Ycrs-Unmumck. Pernon skcrioptupyer
AJIEKTPOSHEPIHUIO B Apyrue pernonsl Poccun u B MOHT0IIHIO.

biarogapss cBoMM NpPHPOJHBIM peCypcaM, Pa3BUTOM MNPOMBIII-
JIEHHOCTHU U MOJINTUYECKON CTaOUIILHOCTU 00JIaCTh BEChbMa MPUBJIEKA-
TEJIbHA JJIsi HHOCTPAHHBIX MHBECTOPOB M SIBIISIETCS OJJHHM M3 CaMBIX
NEPCIIEKTUBHBIX PETHOHOB Poccun.

2. Discusson

O
ARSI W
S
a) What industries of Irkutsk region have the best prospects?

b) Discuss prospects for tourism development in Irkutsk and in the re-
gion (places of interest, entertainment, new projects, nature...).

a) You are going to take part in the Baikal Economic Forum. Work in
small groups (2-3 students) and choose any of the regional indus-
tries (coal mining, timber, oil, chemicals, power, aluminum) to find
detailed information about it. Prepare a short report to present it at
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the conference. Make up a list of questions that you might ask spe-
cialists of the other industries.

b) Now you are at the conference. Present your report to the other
participants and be ready to answer their questions.

4. Writing

: S )j
Qof
4
NN

a) Write a letter to your pen-friend form the USA about your native
City.

b) Write an article to a local newspaper concerning prospects of your
region for industrial development.
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Types of Business Presence

L ead-in
1. What types of business do you know?
2. Study the features of most common types of business, analyze and
compare them. Discuss the advantages and disadvantages of each

type.

UNIT 3

\ »

S
2
7
2
7
7
2
@

“~

sole proprietorship

partnership

cor por ation
(company)

1 One person-owner;

1 easy to form (no need
for a lawyer, no certain
terms to start or stop

the business);
1 no need to consult any-
body when making

decisions or taking ac-
tions;

1 unlimited liability (i.e.
responsibility

for debts);

1 some difficulties in

finding finance;

1 favored treatment by
the government; tax
benefits

1 two types

1 two or more persons| U

carry on the business;
general
partnership  (unlimited
liability) and limited
partnership (limited li-
ability);

1 easy to form;
1 multiple sources of

capital (the amount of
contribution from part-
ners may be different);

1 authority, profits and

losses are not necessar-

ily equally shared
among partners;
1 diversified manage-

ment;

1 favored treatment by

the government, tax
benefits

owned and operated by
shareholders (they elect
the Board of Directors
and top managers, al-
ways have final author-
ity);

1 regular meetings of

shareholders;

1 top officers supervise

daily management;

1 it's necessary to obtain

a corporate charter to
form a business,

1 ability to attract large

financial resources;

1 ability to make large

investments
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Dialogue

—~7 2
Ex.1 Read and trandate the dialogue:

(Two friends meet on a plane to Moscow)

Michael: Hello, Bob! Haven't seen you for ages!

Robert: Hi, Michadl! Glad to see you! You look so busy. Why are
you going to Moscow?

Michael: On business. Y ou know, my brother Nick went into business
with his four friends. They were students at the same univer-
sity, and they’ve been working in construction for a long
time...

Robert: And you? As far as | remember, you've never worked in con-
struction or anything like that. Accounting is your hobby,
right? | heard you are the best in the group.

Michael: Here, have a beer... | am a bookkeeper in their company. |

keep books and take orders from clients.

Robert: Can | have juiceinstead?

Michael: Sure, ask the stewardess.

Robert:  And why Moscow?

Michael: There's a new educational program taking place there that
they want meto take part in.

Robert:  Thefirm you work for, isit a partnership?

Michael: Yes, the mixed type.

Robert: You mean, some partners have unlimited liability and some
limited?

Michael: Yeah. Do you know the difference?

Robert: Of course. An unlimited liability company is a partnership
where each partner is responsible for any and all debts in-
curred by any of the partners...

Michael: That’s my brother’s case. He' s got unlimited liability among
al other partners.

Robert:  Is he happy about that?
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Michaedl: Not really, but that means that his share in the business is
the largest.

Robert: Sounds interesting. That means his partners didn’t invest the

same amount of money into the business?

Michael: That'sright. But they seem to combine their resources quite
well. That’'s one advantage of a partnership. One partner can
invest less capital than the others - sometimes no money at
al - but he or she can contribute important services or skills,
sometimes just a name or reputation.

Robert:  For example, you contribute your skills in accounting...

Michael: Not exactly. | am not a partner. | was just hired to do some
work. | am an employee. My sister-in-law is the Human Re-
sources Manager, but sheis not a partner either. But thereis
one man, a real expert in construction, who is a secret part-
ner.

Robert: Do you mean nobody knows that he works for the firm?

Michad: Right. His expertise of the local situation in construction is
very important, and he takes part in management too.

Robert: | see. And what kind of arrangements do they have for distri-

bution of profits and losses? Do you mind my asking?

Michael: Sorry, Bob, no comment. It’s not my secret.

Robert: Oh, right. Thisinformation must be kept confidential.

Michael: And you, Robert, why are you going to M oscow?

Ex.2 Work in pairs.
Make up the second part of the dialogue, answering Michad’s ques-
tion.

Ex. 3 Answer the questions:

?

0
1. Who istalking in the dialogue?

2. Where does the action take place?
3. What does Robert ook like?

4. What does Michadl look like?

5. Why is Michad going to Moscow?
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6. What'’s the difference between unlimited and limited liability com-
panies?

7. What types of partners are there in partnerships?

8. Who is a staff worker?

T gxt
—~3
52
Ex.1 Read the text, make sure you under stand everything:
Types of Business.

There are several forms in which a foreign company can undertake
business activities in the Russian Federation: through a separate Rus-
sian entity recognized under the Russian law, a representative office,
participation in ajoint activity agreement, or through a combination of
the above.

In accordance with the Civil Code of the Russian Federation,
there are several types of Russian entities that can be established by a
foreign company. The main ones are:

U joint stock companies,

U limited liability companies,
U full partnerships

U limited or mixed partnerships.

Joint stock companies fall into two categories - “closed” and
“open”. The shares of an open JSC are fredly transferable. In a closed
JSC share transfers are restricted, with some shareholders generally
having rights of preemption.

The governing bodies of a JSC are the General Shareholders
Committee and Board of Directors. In a closed JSC with fewer than
50 shareholders, it is not necessary to have a Board of Directors. A
Managing Board or General Director regulates daily activities of a
JSC.

A limited liability company has participatory rights rather than
shares. The number of “participants’ in an LLC cannot exceed 50.
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The statutory documents of an LLC can contain certain restrictions
about the transfer of a participant’s rights. The governing organs of
an LLC are the General Shareholders Committee and the Managing
Board or the General Director.

The principal features of a partnership are the personal contribu-
tion of participants to the partnership’s business activity and the
unlimited liability of at least some of the partners. Some partnersin a
limited partnership enjoy limited liability.

Foreign companies may also operate in Russia without creating a
new entity by establishing a representative office. In summary, the ad-
vantages of operating through a representative office as compared to a
JSC or LLC are that a representative office has fewer administrative,
tax, and accounting obligations; and has some tax benefits.

A representative office is generally understood to be a subdivi-
sion of aforeign legal entity that represents the company’s interests in
a foreign country. A “branch” of a foreign company is very rare in
Russia, both for historic reasons and also because the basis of taxation
of such an entity isunclear.

A representative office of a foreign company should be accred-
ited with one of the state registration chambers and registered with the
tax authorities and other state bodies. The nature of the activities per-
formed will determine whether the activities are subject to Russian
taxation.

Investors can also enter into ajoint activity agreement with a Rus-
Ssian company to carry out business in Russia. In this case a foreign
company usually contributes funds, property, or know-how in the
form of tangible or intangible assets to the joint activity and, in accor-
dance with the arrangement, is entitled to a share of the profit derived
by the joint activity.

Ex .2 Comprehension Questions:

?

0
1. In which forms can a foreign company undertake business activitiesin

Russ a?
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2.What are the types of Russian entities that a foreign company may
establish?

3.What is the difference between “closed” and “open” Joint stock com-
panies?

4.Which organ plays the main role in running the JSC?

5.What are the functions of a Managing Board or General Director?

6.How do you understand the phrase that “an LLC has participatory
rights rather than shares’?

Ex.3 Match the definitions(1,2,3,etc.) with the terms and expressions
(a,b,c.etc.) from the text below:
Establishing a Business
There are severa registration procedures to be undertaken. Vari-
ous state authorities are involved in the process:
a) state registration authorities;
b) statistic authorities;
C) tax inspectorate:
d) social welfare funds. €) Pension, f) Medical Insurance, g) Social
Security, h) Employment.
Certain registrations must take place in a prescribed sequence; thus
a delay at one stage of the process has a knock-on effect on subse-
guent stages of the process. For certain organizations, other bodies
may need to give their approval — for example the Central Bank of
Russia (CBR) in the case of a bank.

1. State bodies, where the information on population, industry, re-
sources etc. shown in numbersis collected, classified and analyzed,;

2. Money paid by the state to those in need, e.g. because they are un-
employed, disabled;

3. A fund of ensuring the welfare (good health, prosperity, etc) of its
members by means of social services (pensions, family allowances,
free medical care), provided by the State;

4. Sum of money paid regularly by the State to people above a certain
age and to widowed or disabled people;

5. Contract made by a company to provide a guarantee of compensa-
tion for sickness, death, etc. in return for regular payment; a meas-
ure taken as a safeguard against health damage;
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6. State system, that helps people to find work (and employers to find
workers);

7. Officials, who ingpect tax payments.

8. Place or office where registers or records are kept.

Vocabulary

B

Ex.1 Give the Russian equivalents:

to undertake business activities; participation; in accordance with; to
establish; joint stock company; venture; transferable; share transfers;
rights of preemption; General Shareholders Meeting; daily activities,
to have smth. rather than smth.; statutory documents; creating a new
entity; subdivision; a “branch” of a foreign company; the bass of
taxation; to be accredited with; state registration chamber; tax authori-
ties; the nature of the activities performed; to be subject to; to contrib-
ute funds; property; tangible or intangible assets; to be entitled to

Ex.2 Give the English equivalents:

IOPUIMYECKOE JIUIIO; TOBAPHUILECTBO C OTPAHUYEHHON OTBETCTBEHHO-
CThIO; CBOOOJIHO T€pe/laBaeMble aKIUM, 3aKPBITOE aKIIMOHEPHOE 00-
IECTBO; TPAXKIAHCKUU KOIEKC; YIPAaBJATh ACATEIbHOCTBIO KOMIIa-
HHUH, Pa3BEPHYTH ACIIOBYIO aKTUBHOCTE,; ONIPECACIICHHBIC OTpaHUYCHHU,
nepe)laTb npaBa; JII/IIIHBIﬁ BKJIag yIIaCTHI/IKOB; OTKpBITB Hpe)ICTaBI/I-
TCILCTBO, IMPCACTABJIATH NHTCPCCHI KOMIIaHUH, OCHOBA HEU'IOFOO6J'IO-
JKCHUA, 6BITB aKer)II/ITOBaHHBIM; COBMCCTHOC npe)mpnsmde; corja-
HICHHUC O COBMGCTHOﬁ JCATCIABHOCTU, MaTepI/IaIIBHBIe 51 HeMaTepHam,-
HBIC BKJIAJ1bI

Ex.3 Match the words on the |eft with the words on the right to make
up word-combinations as they are used in the dialogue and in the
text:

1. legal a. liability

2. statutory b. contribution




3.governing
4. civil

5. representative
6. registration
7. managing
8. limited

9. state

10. tax

11. share

12. full

13. personal

board
partnership
transfers
obligations
organs
chamber
body
office
code
documents
m. entity

—RATTSQ 00

Ex.4 Consult the English-English dictionary to find out the meanings

of the following expressions from the text:

Civil Code;

ok wNE

right of preemption;

dally activities;

statutory documents;

to be accredited with;

to be entitled to a share of a profit

Ex.5 In each column write the missing part(s) of speech that has

(have) the same stem as the given word. You may refer to the dia-

logue and the text or consult a dictionary:

VERB NOUN ADJECTIVE
transferable
restrict
. participatory
. operation .
represent
- established
create
benefit

Ex. 6 Fill in the prepositions where necessary:

In accordance ...; to be recognized...; participation ... ajoint activity
agreement; a combination ... the above; JSC fall ... two categories;
rights ... pre-emption; contribution ... participants ... the business ac-
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tivity; ... summary; to be accredited...; to be registered ... tax authori-
ties; to be subject ... Russian taxation; to enter ... a joint activity
agreement ... a Russian company; to contribute smth ... the business
activity; to be entitled ... ashare... the profit derived ... the activity

Ex. 7 Trandate the expressions in the sentences into English:

1.

o U

© N

The students of the Law Department are supposed to know (rpasx-
TaHCKHH KOJICKC).

2. I’velearnt that the shares of this company (MoryT ObITh ITepeaaHbl).
3.

(Cobpanue ocHOBHBIX BKIaquukoB) Will take place in early Febru-
ary.

The Manager of Finance Department (ynpasiser) the financial pol-
icy of an enterprise.

What are you going to (mpeanpunsaTs) in connection with this?

The idea to (mepenats) a certain sum of money to the school was
given by the Chairman.

His (mmunsiii Bkaax) into this business was the largest.

. About three (monpasnencnuii) of this company are situated in this

part of the country.

Ex. 8 Insert the expressons from the text to fill the blanks in the sen-

1.

w N

~N O

tences:
In accordance with the ... ... of the Russian Federation there are
several types of Russian ... that can be established by a foreign
company.
The shares of an open joint stock company are fredly ... .
The governing bodies of aJSC arethe.... ... ... and Board of Direc-
tors.

. A Managing Board or General Director ... the day to day activities

of a JSC.
There are severa forms in which a foreign company can ... bus-
ness activitiesin Russa.

. A limited liability company has ... ... rather than shares.

The ... documents of an LLC can contain certain restrictions about
the ... of aparticipant’s rights.
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8. The principal features of a ... are the personal ... by participants to

the business activity and the ... ... of at least some of the partners.

9. A representative officeis a ... of aforeign legal entity that repre-

sents the company’ sinterests in aforeign country.

Ex. 9. Trandate the sentences from Russian into English:
1. A paboraro OyxranrepoM (QpupMBbI. Belay JOKYMEHTAIIMIO, MPUHU-

2.

3.

MAaro 3aKasbl.
@upma, rae s paboTaro — 3TO TOBAPUILECTBO C OTPAHUYEHHOM OT-
BETCTBEHHOCTBIO.

ToBapuIIECTBO C HEOTPAHUYEHHOM OTBETCTBEHHOCTBIO — 3TO KOM-
NaHus, TAe Kbl MapTHEP HECET OTBETCTBEHHOCTH 3a BCE WJIHU
HEKOTOPBIE JIOJITH, CIICTaHHbIE JIIOOBIM U3 TAPTHEPOB.

OHu, KaxeTcs, BIOJIHE YIaYHO CKOMOUHUPOBAIA PECYPCHI: KTO-TO
BJIO>KHMJI MEHBIIE JIEHET, KTO-TO BOOOIIE HE BKJAJbIBaJl, HO MPUB-
HEC BAYKHBIC HABBIKH, YCIYTU WK JAXKE PEMYTALUIO.

OTOT YEJIOBEK — HACTOSIIIUNA 3KCHEPT CBOErO Jeja, €ro 3HAHUE
MECTHOT'O PhIHKA UTPAET BAXKHYIO POJIb B PA0OTE KOMIIAHUMU.
Cornaiienye o pacnpenesieHud NpUObLIEH U YOBITKOB OOBIYHO
CUMTAETCSA KOHPQUAECHIUATIbHOW HH(POPMALIUEHA.

AximoHepHsie komnaHud B Poccum nensitcs Ha 2 KaTeropuu -
OTKPBITHIE U 3aKPBITHIE.

Kommanusi ¢ OrpaHWYE€HHOW OTBETCTBEHHOCTBIO PACIPEAEISIET
CKOp€€ MpaBa YYaCTHUKOB, YEM AKIIHH.

[IpUHIIMIIHAIBHBIM OTJIMYMEM TOBAPHUILECTBA OT JAPYTHX BHUIOB
Ou3Heca SBIAETCS JMYHBIA BKJIAJ MApPTHEPOB B JEATEIHLHOCTH
(UpPMBI 1 HEOTPAHUYECHHAS! OTBETCTBEHHOCTh BCEX MJIM HEKOTOPBIX
apTHEPOB.

10. Opranamu ynpasnenus LLC sBusaroTcs coOpaHue aKIIMOHEPOB,

COBET TUPEKTOPOB WJI TEHEPAIIbHBIN TUPEKTOP.

11. B 3akpbITOM aKkIIMOHEPHOM 0011IecTBE, I7ie MeHee S0 aKIMOHEPOB,

HET HGO6XOJII/IMOCTI/I B CO3BIBC COBCTA TUPCKTOPOB.
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L anguage Focus

Perfect tenses.
Ex. 1 Put the verbs in brackets into the correct form:

©CooNo~WNE

| (to read) the book you (to give) me.

| (to read) that book last year.

My parents (to live) in London for two years.
Two years ago | (to return) to California.

| (not to hear) from her since | left home.
Before our graduation we (to take) final exams.
| (to be, never) to the USA.

My friend (to be) there several times.

She (to be) at the sea last summer.

10 | (to see, never) lake Baikal.

11.1 (to travel, never) by air.

12. My friend (to have) a good time at the party last night.
13.1 (to watch) interesting program on television last night.
14.1 (to see) just my friends.

Ex. 2 Complete the sentences usng Past Perfect:

1. When John and | got to the theatre, theplay ...

2. When she went to bed, she remembered that she...
3. Shefdt tired because she...

4. Shewent for aholiday after she...

5.
6
7
8
0.
1

| didn’t know what to do when I...

. 1 didn’t look at the present until after he...
. | was very sorry to hear that he...
. Hedidn't start eating until ..

When | met Helen, | understood why Bill..

0. He understood the book only after he...

Ex. 3 Trandate into English using all Present tenses:
1. S paboraro Hajx cBoMM TepeBoioM. S paboTaro 37eCh ¢ yTpa.
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OH numiet nucbmo. On numiet ero ¢ 10 yacoB yrpa.

Mpb1 cobpanu MHOTO rprOOB. MBI cOOMpaeM X ¢ BOCX0/1a COJIHIIA.

41 3Haro Baly moapyry ¢ IETCTBA.

S paboTaro Haj cTaThbel yxe 3 MecsIia.

S xy Bac yxe 1enbiit yac. ['e Bl ObUIM BCE 3TO BpeMs ?

Kak mHoro Bl Hantucanu! OueBuHO, BB pabOTaIu BECh JICHb.

OHa urpaer Ha TMaHUHO YXKE Yac.

OHa npocMmaTpuBaeT ra3eThl yke 2 Jaca.

10 OH paboTtaet B OOJIbHUIIE YKe 3 Toja.

11. OHa cMOTpUT TENEBU30D YKe 4 yaca.

12. CxoabpKo cTaTel Bbl IEPEBEIU B 3TOM oy ?

13. [Touemy BbI TIepeBEIN TaK MaJI0?

14. Kakyto cTaTbhO BbI c€ii4ac NepeBOAUTE?

15. 51 nepeBOXKy CTaThIO YK€ 1IEbIi Yac, HO IepeBesa TOJIbKO M0JI0-
BUHY.

16. Haiu cTyJIeHTBI 4acTO MEPEBOSAT aHTJIUUCKHUE CTAThU.

©CONDUTAWN

Revision of all tenses.

Ex.4 Make up sentences using these expressions. Pay attention to the
forms of the verbs:

Last year/ our company/ to sell/ half of its stock;

Mr. Black/ to make atrip/ to China/ in 1999;

This week/ they/ to test/ new equipment;

This month/ he/ to hire/ anew accountant/ to do his taxes,

|/ to see/ you/ for ages,

The annual meeting/ of our company/ to take place/ usualy/ in Feb-

ruary;

He/ not to work/ at the moment;

When I/ to come/ to this company/ hel already/ to get/ a position/ in

the Board of Directors;

9. Since childhood/ I/ to dream/ to become a doctor

e

© N

Ex.5 Give the correct tense forms of the verbs in brackets.
1. Thisyear my sister (to go) into business with her friend Jean.
2. For many years we (to work) together and | know all his habits.
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Since graduation she (to work) as an accountant in our company,
keeping the books and ordering stock.

Thisisthefirst time we (to leave) our son a home alone.

Look! They (to construct) thisbuilding in no time at all!

This months the firm (to make) a good profit.

Y ou (to transfer) this money into their bank yet?

This year the new General Director (to be elected).

The shares of this company (to be sold) already in the market.

Ex. 6 Choose the correct variant of the verb form:

1.

2.

N
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Last year the performance of our company was/has been twice as
high asthis year.

The new hotel with two bars, one restaurant and a swimming pool
will be/will have been ready for opening by the end of this decade.

. | have read/had read this book before it was translated into Span-

ish.

. Since | had started/started working here I’ ve learned a lot of useful

things.

. My friend has already gone /already went to M oscow.
. | had not seen /have not seen him since he left the city.
. She has lived/lived in thistown for al her life.

. | have watched /watched this program several times.

. The weather has been/was nasty thisweek.

Ex.7 a) Read the information about Jim and Jean:

Jm and Jean finished school in 1970. They entered the Univer-

sity, the same college, and both graduated from the University in
1976. They had the BA degree. From 1976 to 1986 Jm was working
in a trading company. Jean went to England in 1977 and started her
work as a manager of an American company. She left England in
1985 and came back to the USA. In 1986 the former friends met and
decided to go into business together.

b) Using proper grammar forms make up the sentences about Jim
and Jean, sarting with: Before they went into business...

Ex.8 Trandate into English:
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S nexan B KpOBAaTU U YUTAJI KHUTY, KOT/Ia YCJIbIIIAJ YbHU-TO IIATH.

S 3HA10 €ro o4eHb XOpoI0. Mbl 3HAKOMBI BCIO KU3Hb.

IToueMy ona Takas MpaudHas? — OHa moccopuiach CO CBOUM MY-

xeM. - O, boxxe! CkoJIbKO K€ pa3 OHU CCOPUIIMCH 3a ITOT MECHII.

OH HE MOT MOBEPUTH, YTO MBI CJETIATIN ITO CAMU.

Korpna on yexan?

ITocne Toro, Kak OHU MOKEHWINCH, OHA TIepecTaia padoTaTh.

[locnennuit ceanc HauMHAaeTCA B / 4acOB.

OHa Kynur 3T0 1J1aThe, Korja y Hee OynyT JEHbIU.

I'ne Jbxon? — OH Bce enie B 6osibHUIIE. OH JISKUT TaM YKe JBE

HEJEIIH.

10. HecmoTpst Ha TO, 4TO ykKe OBLIO MO3HO, B CTOJIOBOM KTO-TO UIpal
Ha MUAaHUHO.

11. B nocnenHee BpeMsi OHU BUJACIUCH OYEHBb PEIKO.

12. M1 nogoxaeM 1e0s 0KoJio naMaTHuka [lymkuny.

13.Tlocne Toro, kKak OHa BHUMATEIHHO U3y4HJIa MPOoOIeMy, OHA HaIlH-
cajia XOpoIIyIO CTaThIo.

14. CkoJIbKO BpEMEHU OHA U3Y4YaeT HEMELKUMN A3BIK?

15. JIeBouke cTajio Jydiie Mocjie TOro, Kak OHa MOroBOpUIIa C HUM.

16. OH nbITasics y3HATh MEJIOAMNI0, KOTOPYIO OHA UTpaia.

17. Most 104b yK€ OKOHUMJIa YHUBEPCUTET U OCEHbIO COOMpAETCs Ha-
4aTh paboTaTh.

18. On onsaTh cMOTPUT TeneBu30p! MHE KakeTcsl, YTO OH CMOTPHUT €Tro
C caMoro yTpa.

19. OHa He xoTea ¢ HUM pa3roBapuBaTh MOCJE TOTO, KaK OHU MOCCO-
PUJIKC.

20. IIpex e uemM MaJbuYuK CMOT YTO-TO CKa3aTh, €ro Ipyr pa30oui cra-
KaH.

21. OH ey Heae0 X0IUII 10 TOPOTY, TPEXKIE YEM HaIlleN CTapblid
JIOM C CaJIOM.

22. OpurmanTtka npuHeceT kKode u MmopoxxkeHoe yepe3 10 MuHyT.

23. 51 Hazgeroch, uyTo KOHIEPT 3akoHUUTCs K 10 yacam, 1 yepes morya-
ca Jetd OyAyT JioMa.

24. OH Bce NOUMET 10 TOr0, KaK Thl HAYHENIb YTO-TM00 OOBICHAT.

25.Yepes nBa AHs OyA€T pOBHO TOJI, KaK sl HaYaj U3y4aTh UCIIAHCKUM

SI3BIK.

wnN
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Skills focus

1. Render the dialoguesinto English:
1.
- Tlpuser! Cro ner e Bugenucs!
- IIpuset! UeMm Tbl 3aHUMaENIbCS ? BBIMIS WD TAKUM J1€JI0BBIM!
- Eny B komanaupoBky. S pabotaro B TOproBoit hupme.
- IlpaBga? Yro 30 3a pupma?
- OauH MOM Ipyr U HECKOJIBKO €ro KOJUIEr OPraHU30BAJIM 3TO JEIIO.
OHU yXe T0BOJIBHO AaBHO pabOTalOT BMECTE.
- A TB1? HacKoJIbKO 51 IOMHIO, Thl HUKOTJ]Aa HE MHTEPECOBAJICSA TOP-
roisieil. TBol KOHEK — OyXranTepus.
- A g u ectb Oyxranrep: Bely TOKYMEHTAIMIO, MOJICYUTHIBAIO HAJIO-
T U T.JI.
- Tlonyuaenib yJ10BOJILCTBUE OT CBOEH PabOThI?
- Koneuno!
2.
- IIpuser, noporas! Uto Tkl 351€Ch Aenacmib?
- Ham med xouer, 4ToOBI 51 yyacTBOBaJIa B 3TOM HOBOM MPOrpaMMe.
- Twsi pabotaemib B Kakoi-To pupme?
- Jla, 3T0 TOBapHUILIECTBO C OTPAHUYEHHOW OTBETCTBEHHOCTBHIO.
- UYeM BbI 3aHUMAETECH ?
-  CTpouTenbCTBOM.
- A T1H1? ThI TOXE mapTHEp? HacKoJbKO S MOMHIO, Thl HUYETO HE
CMBICJIMIIb B CTPOUTENHCTBE!
- A s u He ctporo! I — HavaNbHUK OTJIENa KaJApOB U, MEXKY ITPOYHM,
napTHEP, T. K. MOM MYX BIIOXKHJI CIOJ]a HEMAJIbIE IEHbIH.
- U Tbl npUHUMaEIIb YYaCTHUE B YIIPABICHUH (PUPMO1?
- Her, 4, xak TOBOPAT, «MOTYAIIUBBIN ITAPTHEP.
- TlonstHo! [leHbru MoryT Bee...
3.
Kypuanucm: Ounuransl THOCTPAHHBIX KOMITAHUWA OYE€Hb PEIKO BCTPE-
yaioTcsi B Poccun B CUITy UCTOPUYECKUX MPUYUH, a TaKKe H3-3a
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TOTO, YTO OCHOBA HAJOrOOOJOKEHHUSI TaKUX OpraHu3alluil HCTO-
pUYECKH HesicHA. YTO 3TO 3HAUUT?

Ilpeocmasumensy nanozoseou ciayxcool. Eme n1o0 OKTIOpPHCKOW peBo-
monuu B Poccun MHOrMe€ MHOCTpaHHbBIE KOMIAHWHM XOTEIU pas3-
MECTHUTbH 3/I€Ch CBOM KammTanbl. Ho Torma, Takke Kak u CEeromss,
NOPSIZIOK HAJIOTOOOJIOKEHUSI TaKUX KOMIIAHUM OCTaBajCsl HesC-
HBbIM, T.K. HE OBLJIO YETKHUX I'pPaHUIl MEXKIY TaKHUMH TEPMHUHAMH,
KaK «MHOCTpPaHHasi KOMIaHUs, OTKphITas B Poccuu» u «coBMecCT-
HOE MPEICTABUTEIILCTBO MHOCTPAHHOW KOMITAaHUU B Poccum».

K. W B ueMm pasHuUIla MEXIy dTUMU JIByMS] TEPMUHAMMU ?

HC: WnocTtpaHHas kKoMIiaHusA, OTKpbITas B Poccuu - 310 mpennpu-
ATHUE, KOTOPOE MO0 POCCHICKOMY 3aKOHOJATEINBCTBY PETUCTPUPY-
€TCA U OTUYHUTBIBAETCS O A0XOAax B POCCHMUCKMX HAJIOrOBBIX Opra-
Hax, T.€. TaM, I'JIE OHO 3aPETUCTPUPOBAHO. A MPEACTABUTEIBCTBO
WHOCTPAHHOM KOMITaHUM B Poccuu TOKE CTaBUTCS HA YYET Tam,
I7Ie OHO 3aPETUCTPUPOBAHO, HO OTUUTHIBAETCS O I0XO0JIaX B CBOEH
rOJIOBHOW OpraHu3anuu. [’ paHp Mexay 3TUMHA NOHATHSIMH OYEHBb
pacIuibIBYATA.

K. He mMoryim Obl Bel mpuBecTM HaM IpUMEpbl TaKUX MPEINpHU-
STUN?

HC: Heckonbpko et Ha3aa B MpKyTCK mpuexan NpeacTaBUTENb KO-
peiickoit Gupmsl “Samsung”. Ox cobupasncs OTKpPbITh 3/1ech (up-
My. OH HaHsn B MpkyTcke Bech mepcoHal, apeH10Ball opuc, ero
¢upMa Obu1a 3apeructpupoBaHa B MpkyTcke — 3TO MHOCTpaHHas
KOMIaHUsl, OTKphITasi B Poccuu.

2. Discussion

You’'ve read the text about the types of business in Russa. Imagine
that you are a businessman from the USA. What type of business
would be mostly attractive for you? How would you organize your
own businessin Irkutsk?
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a) Case Sudy:

A.Gussev decided to start his own business in 1989. For 15 years
he had been working as an instructor of Irkutsk State Technical Insti-
tute, at the Department of Construction. His friends working at the
same Institute supported his idea. Mr. Gussev and his 5 colleagues
founded their own partnership. They thought that there was afair mar-
ket for their firm at the moment. There was no competition for the
state-run construction companies in Irkutsk. In terms of free market,
there was a great demand for specialists, who welcomed innovations
In construction, were familiar with innovations in this sphere inside
and outside the country.

Their activity included decorating offices and making new foun-
dations for ancient architectural monuments of Irkutsk, saving the
buildings of the 60-70s from destruction and fixing roofs of nine sto-
ried buildingsin Irkutsk and Irkutsk Region.

In 5 years they found themselves strong enough to found a sub-
sidiary — a travel agency. A new employee — V. Petrova - had been
working for a state tourist company in Irkutsk for 7 years. Sheis eager
to start her work as an executive of a new tour company, as she is
quite confident about her skills and knowledge of the local tourist
market.

b) Role-play: Meeting

V. Petrova

Sheis determined to start her work as quickly as possible. She needs a
separate office somewhere in the center of the city, 3 more employees
as tour managers, salaries high enough to attract people experienced in
this field. She insists on buying TV advertisements as the most effi-
cient ones.

Representatives of “Irkut-lInvest”:

The company is ready to invest money into a new company, but they
are determined to reduce expenses. They think that the salaries might
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be not so high, but it is possble to offer some bonuses from the sales
to the tour managers. The managers of the company think that it is not
necessary to use the most expensive advertising and are going to sug-
gest some other ways and to come to a compromise, the location of
the office should also be discussed as the rent in the center is very
high.

4. Writing

P
N

Choose the business type that attracts you most.
Make up a business plan for the enterprise you would like to set up.

0
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Lead-in

UNIT 4
Company Profile

Ex.1. Sudy the following organizational chart of an Irkutsk-based

company (Corporate Center):

Board of Directors

President
N S
Chief Engineer Vice - Presidents
Quality | | Production Commerce Finance | | construction | | Administration
Accounting
i Legal Affairs
R&D Production Supply De- | . Analytical &
Department partment Department
Pre-Production , SalesDepart- | | Information Personnel
e [ Depertment Administrative
esDepart- | ;
Technical Con- ment Operations
trol . Sales Depart-
After-Sales Ser menetp Chief Engineer
er-Sales Ser-| |
: on Construc-
vice - Sales Depart- o
ment
Patents and Cer- Marketing De-
tificates partment

Associated Companies and Subsidiaries

Production Enter-
prises

Commercial Enter- Construction Enter-
prises prises

Ex.2. Find Russan equivalents for each position shown on the chart.
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.3. Answer the questions using the chart:

=8

-

. What type of business ownership does the company represent?
2. Who is above the President?

3. Who are the owners of the company?

4. How many Vice-Presidents are there in the Head Office?

5. What is the Chief Engineer responsible for?

Ex.4. Name the corporate center departments responsible for:

1. Copyright and patents; 5. Communication system function-
2. Developing new marketing strat- ing;
egy; 6. After-sales service;
3. Contracts drawing; 7. Salary calculation;
4. Development of new products; 8. Keeping labor books;
9. Testing new hydro equipment.

Dialogue

.:'/

-—

/4
Ex.1 Prereading
Sudy the following words and word combi nations:

1. organizational chart 7. to manage directly

2. chain of command 8. to bein charge of

3. Vice-President 9. aline/staff department

4. immediate superior 10. to receive/give orders

5. immediate subordinate 11. to have the authority over
6. span of control 12. headquarters

Ex.2 Scan the dialogue for the following information:
1. Who are the two people talking?
2. What is Sergey’ s position?
3. What is the main topic of the conversation?
4. What are Sergey’ s duties?
5. How many departmentsis he in charge of ?
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Ex.3 Read and trandlate the dialogue:
Meeting a New Partner

Sergey Semirov, the Deputy President of the company, is talking to a
possible foreign partner, Paul Brewer.

Sergey: Please have alook at our brochures. And this is the organiza-
tional chart of our company.

Paul: Thanks, Sergey. | think this chart will give me a good overview
of the chain of command in your company. Let's spend more
time on that. Where exactly is your position on the chart?

Sergey: Here at the top are the six Vice-Presidents of our company.
Our structure is mainly based on a vertical chain of command,
so the President is my immediate superior.

Paul: Could you tell me about your span of control?

Sergey: Do you mean the number of my immediate subordinates?

Paul: Right. Your span of control is the number of people that you
manage directly.

Sergey Then it’s Sx. | am in charge of the commercial activities, so
my immediate subordinates are the heads of the Supply, Mar-
keting, and four Sales Departments. As a line worker, | receive
orders from my immediate superior — the President - and give
orders to the Heads of those six Departments.

Paul: What's the reason for having four Sales Departments?

Sergey: Actually, it is part of our sales strategy. Those departments
compete with each other for the number of clients and profits.
Such work is demanding, but their salaries are the highest in the
company.

Paul: | see. By the way, you have here both line and staff depart-
ments, don’t you?

Sergey: That's right. Line departments are tied in with the company
product, and staff departments are involved in staff activities or
services. People from the Accounting or the Information De-
partments help the line specialists in their work, and they could
be doing the same service for any company.

Paul: Asfar as | understand, your Vice-President for Administration
has line authority over three staff departments?
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Sergey: Exactly. | could give you more information during our short
tour around the company headquarters. What department would
you like to start with?

Ex.4 Read the dialogue and say whether the following statements are
true or false:

?

Sergey Semirov is President of the company.

The company has six Vice-Presidents,

Sergey’ s span of control is seven people.

Sergey isaline worker.

The company structure is based on avertical chain of command.
After the conversation, Paul Brewer will probably visit one of the
corporate center departments.

The company has four Sales Departments because there are so
many Sales Managers.

8. The highest salaries are paid to the specialists from R&D.

O UTAWN PR

~

Text
i\—- 3

Ex.1 Prereading.

Check out the pronunciation of the following words:

Organizational, efficient, historically, vertical, technical, ssimplify, ex-
ecutive, specific, personnel, advertising.

Ex. 2 Read the text, make sure you understand everything:
Organizational Structure

Organizational structure is very important in any company. It is the
relationship that exists between the positions and the people who hold
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the positions. Organizational structure helps to establish an efficient
work system and a system of communication.

Historically, line structure is the oldest type of organizational struc-
ture. It is based on the idea of direct vertical relationships between the
positions and tasks of each level. For example, the Chief Engineer
may be in a line position between the President and the Head of the
Technical Control Department. This means that the President has di-
rect authority over the Chief Engineer, who in turn has direct authority
over the Head of the Technical Control Department. This establishes a
chain of command which can smplify the problem of giving and car-
rying out orders.

When a business grows in size and complexity, thereis a need for
specialists. At this point, executives may add staff departments and
staff specialists to do specific work. These people provide specific
services and they are not directly connected with the company prod-
uct. These people make up the staff structure and their work includes
such special activities as accounting, personnel, credit, and advertis-
Ing. In general, they do not give orders to other departments.

Ex.3 Look through the text and fill in the blanks in the sentences be-
low:

1. Organizational structureis ... that exists between the positions and
the people who hold the positions.

. Organizational structure helpsto ... .

The oldest type of organization structureis ... .

The Chief Engineer may be in aline position between ... and ... .
.. can simplify the problem of giving and taking orders.

Staff specialists ... services.

The work of staff specialistsincludes such special activitiesas... .

NOoOOAWDN
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4 Comprehension questions:

hat is the main purpose of organizational structure?
hat is the oldest type of organizational structure?

;;ﬁw
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3. What is achain of command? Can you give an example?

4. What authority do specialistsin the line position have?

5. Inwhat case does a need for specialists arise?

6. What is the difference between a staff worker and a line worker?
7. Could you give some examples of staff activities?

8. Can staff specialists give orders to other departments?

Ex.5 Presentation

/
£7 N
L

i)

Use the organizational chart on p.56 to describe the company struc-
ture and the relationships that exist between different positions.

Vocabulary

Ex.1 Give the English equivalents:
1. 3apyOexxHblii MapTHED;
2. OpraHM3allMOHHAs AUarpaMMa;
3. I[EermoYyKa KOMaH/I,

4. NOIKHOCTD,

5. 3aMeCTUTENb JUPEKTOPA;
6

7

8

0.

1

. HEIOCPEACTBECHHBIM HaYaIbHUK/TIOTYMHCHHBIMH;

. JIAAIa30H YIPaBJICHUA;

. KOHKYPHUPOBAaTh APYT C APYIOM;
MPEBSBIISIIONINN BEICOKHE TPEOOBAHUS,

0.3amMecTuTENb 110 AIMUHUCTPATUBHBIM BOIIPOCAM.

Ex.2 Match the words on the left with the words on the right to make
up word-combinations as they are used in the dialogue:

1. line a) director
2. commercial b) superior
3. chain of c) authority
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4. company d) partner

5. immediate e) chart

6. to manage f) general

7. director g) command
8. organizationa 1) activities

9. deputy }) headquarters
10. foreign k) directly

Ex.3 Fill in the blanks with prepositions if necessary:

N =

o0k w

© N

0.

Mr.Brewer’s span ... control is 6 people.

The Vice-President ... Finance has line authority ... two staff de-
partments.

Sales managers ... our company compete ... each other.
Asalineworker | recelve orders ... my immediate superior.

This advertising campaign ispart ... our sales ... srategy.

All these departments are staff departments which are involved ...
staff activities.

The Chief Engineer receives orders only ... the President.

As the Sales Department Head | can give orders ... seven Sales
Managers.

| usually spend much time ... preparing a report ... the Board of
Directors.

10. By the way, what subsidiary do you work ...?

Ex.4 Use the dictionary to find the derivatives of the following words:

Director Command
Manager Control

Ex.5 Give the English equivalents to the following words and word

arowbdPE

combinations:
3aHUMATh JOJDKHOCTD,
s dexkTuBHas cucTeMa padoTHI,
riaBa (otmena);
OTHOIIIEHUS HEMOCPEACTBEHHOTO MO TYNHECHUS;
JIMHEWHAas TOJDKHOCTD,
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6. (QyHKIMOHATBHAS TOJKHOCTb;
. HENoCpeICTBEHHAas BJIACTH;

8. ympocTuTh NpoodsieMy;

9. HeoO0XOOUMOCTD,

10. npenocTaBisITh YCIYTH.

Ex.6 In the column write the missng part(s) of speech that has (have)
the same stem as the given word. You may refer to the dialogue
and the text or consult a dictionary:

Noun Verb
Organize
Establish
Structure
Control
Add
Product

Ex.7 Give synonyms to the underlined words and word combinations

using the text:

1. The restructuring should help our company establish a productive
work system.

2. Heisresponsible for the Technical Control Department.

3. The Chief Engineer manages these R& D Departments.

4. There are two types of specialistsin any company — specialists who
are tied in with the company product and specialists who deal in
SErvices.

5. The approval of the President can make easier the problem of fund-
raising.

Ex.8 Jean Flinders is talking about her job responsghilities. Complete
the following sentence, with a preposition from the box, where

necessary.

after in on out to (2) with (2)

1. I head ... the Marketing Department at Richers Communications.
2. | report directly ... Mr. Richers himself.
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| look ... a Department of about 30 people.

| dedl ... all the mgjor aspects of the company’ s marketing strat-
egy.

| liaise ... the other members of the Management Committee.

| listen carefully ... what our customers say.

| handle ... one or two major accounts myself.

I’m working ... avery important account at the moment.

| also monitor ... the general situation in the market place.

10. We carry ... market surveys regularly.
11. Wetest ... new products on groups of customers.
12.1 am alsoinvolved ... one or two Mr Richers' takeover projects.

Ex.9 Complete the sentences by choosing from the words below each

1.

sentence to fill in the gaps.

The employees responsible for carrying out general office duties,
filling in forms and keeping statistics are ...

a. Clerks b. Accountants C. Supervisors

The employees who sell a company’s products are the sales repre-
sentatives usually known as ...

a. Vendors b. Renters C. Reps

The employees who decide what to purchase and who make pur-
chases of finished goods or components to be made into goods are
the....

a. Choosers b. Procurers c. Buyers

The employees who are responsible for seeing that the finished
goods are well made arethe ...

a. Quality controllers b. Packers c. Financial staff

The clerical workers who use computers and word processors and
who produce letters, memos or other documents, are ...

a. Secretaries  b. Editors c. Copywriters

The employees who check a company’s financial affairs are the

a Statisticians  b. Accountants c. Counters

The employees who are responsible for preparing checks, pay
packets and pay dipsarethe...

a. Wageclerks  b. Filing clerks c. Paying clerks



The workers who process data under the control of managers and
supervisors are the computer ...

a. Hackers b. Operators C. Screeners

The person who greets a visitor and tells him or her to get to the
right officeisthe ...

a. Manager b. President C. Receptionist

10. The employees who deal with a company’s telephone calls are the

a. VDU operators b. Telex operators  ¢. Switchboard operators

Ex.10 Trandate the foll owing sentences from Russ an into English:

1.

2.

OpranuzanvoHHas [uarpaMMa Halleil KOMIIaHWW TOKa3bIBAET, U3
KAaKUX OTJIEJIOB KOMIIAHUSI COCTOUT M KTO UX BO3IJIABJISIET.

Kak Buie-npe3ugeHT no (uHaHcaM, s HEMOCPEICTBEHHO MOIYU-
HSIFOCh T€HEPaJIbHOMY JUPEKTOPY U PYKOBOXKY pabOTOM TpexX OT-
J€JI0B — (PMHAHCOBOTO, AaHATUTUYECKOTO U OyXTalTEpUH.
KopriopaTuBHbI LEHTpP Hallell KOMIIAHUM OOBEIWHSAET Kak JIu-
HEHHbIE, TaK U (PYHKIMOHAJIBLHBIE OT/IETIbI.

Ero nuana3on ymnpaBieHus — 6 paOOTHHKOB, T.€. OH HEMOCPEACT-
BEHHO PYKOBOIUT Pa0OTOM TUX JIFOJICH.

3aMecTUTeNb AUPEKTOpa MO aJMUHUCTPATUBHBIM BOIIpocaMm o0Ja-
JaeT JUHEHHBIMU MOJHOMOYMSIMU B OTHOIICHUU IMOJYMHEHHBIX
€My OTJEJIOB.

Pa0oTHUKM (PYyHKIIMOHATIBHBIX OT/IEJIOB HE UMEIOT JTUHEHWHBIX TOJI-
HOMOUYHM, T.€. HE MOTYT OT/aBaTh MPUKA3bl APYTHUM OTJICTIaM.
PaOoTHUKN (PYHKIMOHAJIBHBIX OTJEIOB 3aHUMAIOTCS OOCIYy>KHBa-
HUEM JIEATEIIbHOCTU JIPYTUX OTIEJIOB, a TAKXKE MOTYT pa3padaThl-
BaTh PEKOMEHJAIMHU U JaBaTh SKCIEPTHYIO OLICHKY.

JIuneliHass QyHKIMOHANbHAS CTPYKTypa KOMIAHUM OCHOBaHA Ha
OTHOLIEHHUSIX HEMOCPEICTBEHHOTO O TYMHEHHUS.

[leroyka KOMaH]i CYHIECTBYET B JIHOOON KOMIIAHWUU U YIPOIIAET
po0JIEMbI YIIPABJICHUS.

10. Kaxkgasi MOMKHOCTh CBsi3aHa C OMNPEACIICHHBIMHU 3ajlayamu, 00s-

3aHHOCTAMU U ITOJIHOMOYUSIMU.
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11. ®yHKIIMOHANIBHBIE OTACNBl 3aHUMAIOTCS TAKOW JIeSITEIhbHOCTHIO,
Kak Oyxranrepus, (UHAHCHI, IEPCOHAT, MAPKETUHT U PEKJIaMa, U
T.J1.

12. SInsiercst v Bam oTaen cObITa JUHEHHBIM WM (QYHKIIMOHAJb-
HBIM?

13. Cobupaetech i1 Bbl, B CBSI3U ¢ MEHSIFOIIUMUCS PHIHOYHBIMH YCJIO-
BUSIMH, TIPOBOJIUTh PECTPYKTypH3aliuio Bameir komnanun?

14. KakoBbsl Bamu JuHEHHBIE MTOTHOMOYHS KaK 3aMECTUTENS BHIIE-
MPE3UJICHTA 110 TPOU3BOJICTBY ?

15. CKOIbKO 4YeJIOBEK HEMOCPEIACTBEHHO MOAUYMHACTCS KaXI0My Me-
HEeDKEpy 10 MpojiakaM Ha caMOM HIDKHEM YPOBHE YIIpaBIICHUS ?

L anguage focus

|. Passive Voice.

Ex.1 Make the following sentences Passive:

1. He has presented the report this week.

2. They were interviewing the new candidate.
3. She aways does thiswork hersdlf.

4. Our firmis opening a new boutique.

5. By the time he came they had already discussed the report.
6

7

8

0.

1

. They had opened the office by that time.
. This company often sends its products to other countries.
. Last month they promised us higher salaries.
We are still holding the discussion.
0.1 have already asked several questions.

Ex.2 Change the following sentences into negative:
1. Thecompany isdivided into three departments.
2. The order was received two days ago.

3. Thework will have been finished by August.

4. My office was remodel ed.
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The report had been finished when the vice-president arrived.
These departments have always been involved in staff activities.
Staff departments are tied in with the company product.

This information will be given to you during the tour around the
company headquarters.

9. Itisbased ontheidea of direct vertical relationships.

10. Two more departments were added to our company last year.

0N U

Ex.3 Ask questions to find more information (use the words in brack-
ets):

1. The company isdivided into several departments. (How many...?)

2. Thetour was given yesterday. (What tour...?)

3. Thework will be supervised by the Chief Accountant. (Which ...?)

4. | was offered the position of Vice-President. (When...?)

5. The order was given by the Executive Vice-President. (Why...?)

Ex.4 Use questions in the Passive Voice to specify the information:

1. The Head of the Department has promoted her to the position of
Senior Manager. (Why ...?)

2. They offered him anew position. (Which position...?)

3. They had aready discussed a number of issues when | arrived.
(What issues ...?)

4. The company has sent Phil away for aweek. (Where ...?)

5. They will review the order tomorrow. (By whom ...?)

Ex.5 Put the verbs in brackets into the right Active or Passive form:

The new restructuring plan (discuss) at the moment.

Our Department (supervise) by Mrs. Anderson.

Mrs. Anderson (give) orders to the employees of our Department.

Y esterday George (inform) by his superior that he would (transfer)

to another Department in a month.

In the near future the new director (restructure) four of the com-

pany's six major divisions.

6. In the last two years R&D Department (develop) three new modifi-
cations of our basic model.

7. The new model (launch) early next year.

H P
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8. In any company staff departments (deal in) services.
9. This company (head) by Mr. Soars for the last 15 years.
10. Some prices (determine) by how much people are willing to pay

for the product.

Ex.6 Make up two Pass ve constructions if possible:

1. They offered Tom a good job.

2. Nobody taught me swimming.

3. They asked me my address.

4. | have already paid him $100 for thiswork.
5.
6
7
8
0.
1

They showed me my new office.

. Wetold Mary alie.
. They haven’t shown Margie the contract yet.
. They are teaching Mary driving.

She gave me good legal advice.

0. They envy me my job.

Ex.7 Make the following sentences Passve (mind that you can use

ok ow

only one Passive constr uction):

1. Wedictated the addressto her.
2.

They will announce the day of the meeting to the stockholders
later.

| am going to point out the results to you.

They repeated to the teacher that Paul wasill.

They announced to the students when the meeting would take
place.

6. We explained to the boy why he couldn’t stay.

7. The dean explained to the students how the exams would be held.
8.
0.
1

He repeated the name to the inspector.
She pointed out the advantages of a partnership to the friends.

0. The teacher dictated the marks to the students.

II. Tag questions
Ex.1 Add the necessary question tag:

1.
2.

Y our span of contral is five people, ...
Please have alook at our booklets, ...
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He wasn’t responsible for financial analysis, ...

This department won’t be involved in staff activities, ...

The VP has direct authority over the Chief Engineer, ...

The new model had been launched by the end of last year, ...

In your R&D Department there is an acute need for computer spe-
cidigts, ...

The company was undergoing a major restructuring, ...

This department has been developing new accounting software for
three months.

10. You will be presenting the report to the Board of Directors, ...

NOoO O AW
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Ex.2 Advanced. Put in suitable tags:

1. Everybody’'shere, ... ?

2. You'renever happy, ... ?

3. Somebody’s forgotten their documents, ... ?
4. There'snotime, ... ?

5. They hardly know each other, ... ?
6

7

8

0.

1

. Nobody likes her, ...?
. YOu never wrote, ...’)
. Nothing matters, .
We've hardly got any food, .
0. There's scarcely enough time,

Ex.3 Put together sentences and tags:

Sheisthenew Vice-President, won't he?
Pass me those documents, Isshe?

He was appointed vice president, isn’'t she?
Let’s put off the meeting till next week, was he?
He has been running this shop for 3 years, could you?

They were discussing the project when John | wasn't he?
came,

Michael has never been a manager, hasn’t he?

He will be in charge of the marketing activi- | has he?
ties,

The marketing manager wasn'’t there, shall we?

Sheisn’t aline worker, weren't they?
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Ex.4 Correct the mistakes if there are any:

1. He could go to work in a different company, could he?

2. Mrs. Belying has never been on abusiness trip, hasn’t she?
3. Everybody is apart of it, aren’t they?

4. There' s nothing to be done about it, isn’t there?

5. Let’s propose thisto our Department Head, shall we?

Ex.5 Trandate from Russian into English:

1. OH pyKOBOJUT 3TUM OTJIETIOM C T€X MOP, KaK MPHUIIIE] B HAIITY KOM-
MaHWIO0, HE MpaBJa Ju?

2. Muccuc JxuiraH HUKOTJa HE 3aHMMalla PYKOBOJAIIMX JOJKHO-
CTell, HE TaK JIn?

3. B Haieil koMaHuu 6 3aMeCTUTENEeH TeHepAIbHOTO JUPEKTOpA, HE
TaK Jn?

4. Bce ceros 4To-To 00CyXaat0T, BEpHO?

5. OHu mIpakTUYECKHU HE OYyT BCTpEUYaThCA, HE MpaBa ju?

Ex.6 Correct the mistakes (revision).

The police has arrested Tom.

If some letters arrive for me, can you send them to this address?
Ann works more hard than most of her friends?

He looked at me friendly.

| got up lately this morning.

I’d like you to tell me few words about this company.

What time do your children finish the school ?

| was to Chinatwice.

How many symphonies has Beethoven composed?

10. They came on the appointed time.

11. Fivethousand pounds were stolen in the robbery.

12. If someone has any questions I’ d be pleased to answer them.
13. | don’t play tennis much now. | used to play it often.

14. Tom looked elder than he really was.

15. What a strange advice!

©COoNoOrL®NE
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Skills focus

1. Render from Russian into English paying attention to the un-
derlined words:

OpranuzaloHHas AuarpaMma MOKa3bIBaeT, KaK KOMIIaHUs opra-
HU30BaHa HA BCEX CBOMX YPOBHSX OT BBICIIMX JTOJKHOCTHBIX JIMIL JIO
CaMbIX HWKHUX YPOBHEHW yIpaBiaeHUs. He cyliecTByeTr equHOro Crio-
co0a opraHu3aly KOMIaHWH, Kaxaas Gupma BHIOUpPAET Ty CTPYKTY-
py, KOTOopasi Kaxercsi Hanoosee 3PPEeKTUBHON. ITa CTPYKTypa MOKET
BpeMs OT BPEMEHHU MEHSThCA JJIA TOro, YTOObI (hMupMa Morjia MPUCIIO-
COOUTHCS K HOBBIM MOTPEOHOCTSIM OM3HEcCA.

HeOonbivie pupmbl UM KpPyNHbIE KOMIIAHUM C OJHOTUIIHBIM
OPOJYKTOM YacTO OPraHu3yrTCd MO (PYHKIMOHATBLHOMY HPUHIIMITY.
VYrpaBieHre KOMIIAaHUEN B TAKOM CJy4yae JIENUTCS Ha JIBa OCHOBHBIX
Osoka. IlepBblii BO3IMUIABISET 3aMECTUTENb AUPEKTOpA WJIM BHIE-
OPE3UJICHT 1o (UHAHCAM, KOTOPbIA PYKOBOAUT OyXraaT€pCKUMHU U
aIMUHHUCTPATUBHBIMU OTAEJIAMH, a TakKKe€ MOMOTraeT B MPUHITHU
KPYIHBIX (DMHAHCOBBIX PEIICHUI. 3aMECTUTEIb TUPEKTOPA WU BUIIE-
OPE3UJICHT O IPOU3BOJICTBY PYKOBOJIUT MPEANPUSITHEM B LIEIOM.
OTUM JIOJSM B Pa3HbIX KOMITAHUSX HEMOCPEACTBEHHO MOTYUHSAIOTCS
UCIIOJTHUTENbHBIE BULIE-TIPE3UACHTHI WM MEHEKepbl. Kaxabiid oTaen
MOKET BKJIIOUATh OT HECKOJIBKUX PAOOTHUKOB JIO COTEH MJIU ThICSHY.
JIroqu, crosiune HUKE Bac Ha opraHU3allMOHHOW JuarpaMme — Baiu
NOJYMHEHHBIC, a CTOSIIME BhINIE — pyKoBoauTenu. JIuio, crosiiee
HEMOCPEACTBEHHO Haa Bamu, komy Bbl Hanpsmyro MOAOTYETHBI, 3TO
Bam HenocpeacTBeHHbIH HaYaIbHUK. OOBIYHO CO CBOMMHM BOIIPOCAMU
U npobiemMamMu pabOTHUK 0OpaliaeTcsa K CBOEMY HETOCPEICTBEHHOMY
HayaJbHUKY, a 3aTEM K [JaBE€ CBOEro otraena. PaOOTHUKU AOJAKHBI
3HaTh, KAKOE UMEHHO MECTO OHU 3aHUMAIOT B CTPYKTYpE KOMIIAHUU U
KOMY OHHM MNOMYUHAIOTCA. OHM TakKe JOHKHBI TOYHO 3HATh CBOM
JOJIKHOCTHBIE 0043aHHOCTH Y IOJTHOMOYHS.
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2. Discussion
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a) 1. Do you think that all companies should have organizational

structures? Which companies do not have any?

2. Which departments, in your opinion, should be in the structure of
every company?

3. What types of organizational structure do you know of?

b) Read the excerpt and express your opinion about the future of vir-

tual companies:

With the development of the Internet communications and the
steady increase in the number of home and office PCs some compa-
nies are considering transferring part of their work to the virtual envi-
ronment. Thus the employees can take on-line orders from ther im-
mediate superiors who are thousands kilometers away. Directors may
determine the company strategy at virtual meetings and teleconfer-
ences just as efficiently as they do it in the conference halls. So the
workers needn't rush to their stuffy offices and cubicles every morn-
ing, not to mention the fact of considerable savings on premises rent
and purchase. Time- and money-saving is obvious. But can virtual
companies truly become the most efficient type of company structure?

The classis broken into two/three groups.

Each group has a time limit of approximately 20 min. to think up a
company the group members are going to run. They should cover the
following points:
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Type of ownership.

Company name, logo, and mission.

Company structure (mark the position of each
member of the group).

Company product or service.

Target market (customers).

Competitive advantages.

Development prospects.

wnN e
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Each group should then present the company to the class and answer
their questions to prove that the company can survive and bring profit.

4. Writing

P
N

Internet search. Describe the company profile of any Russian or for-
eign company. Prepare the organizational chart of the whole company
or its branch. Stick to the following guidelines:

1. Type of business ownership

2. Company history.

3. Company products or services.

4. Number of employees and departments.

5. Type of company structure (functional, divisional, matrix, etc.)
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UNIT 5
Applying for a Job

Lead-in

l.
§
§
§
§
§
§
§
§
§
§

Which of these areas can you see yourself working in? Why?
Business
Arts/Entertainment
Education
Health and Wdlfare
Media
Industry
Science/Technology
Environment
Politicg/Public Life
Service Industry

Please imagine an ideal job — no matter whether you already
have one or not. Now determine the welght and importance of
each parameter for you. Choose one fiqure in each line.
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Most |Very Moder- |Of little |Unim-
impor- |impor- |ately  (impor- |portant
tant tant impor- |tance
tant
1. Your job leaves enough time 1 2 3 4 5
for private and social life
2. You have challenging tasks that 1 2 3 4 5
give you a sense of achievement
3. The work that you do is not 1 2 3 4 5
very hard and with little stress
4. Y ou have good working condi- 1 2 3 4 5
tions (ventilation, light, work-
place)
5. You have good work relations 1 2 3 4 5
with your immediate superior
6. There is no threat of being fired 1 2 3 4 5
7. You have certain freedom in 1 2 3 4 5
how you do your work
8. People in your organization co- 1 2 3 4 5
operate with each other
9. Your immediate superior asks 1 2 3 4 5
for your advice when making de-
cisions
10. Y our work contributes much 1 2 3 4 5
to your organization’ s success
11. Y ou have an opportunity to 1 2 3 4 5
make good money
12. You live in a place that you 1 2 3 4 5
and your family like
13. Y ou have good promotion 1 2 3 4 5
prospects
14. Y our work has elements of 1 2 3 4 5
risk and a variety of tasks
15. Y ou work in a prestigious, 1 2 3 4 5

successful organization

Now describe the type of work you would like to do and the organiza-
tion you can picture yourself working for.
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Dialogue
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/4
Ex.1 Pre-reading
Sudy the following words and word combinations:

branch office intern

challenging job personnel

the right job for smb. not to be afraid of pressure
short-listed to meet deadlines

Ex.2 Scan the dialogue for the following infor mation:

1. The candidate s name.

2. Theinterviewer’s name.

3. The company and the position in question.

4. Important qualities and qualifications for that position.
5. Was the candidate a success?

Ex.3 Read and tranglate the dialogue:

AT AJOB INTERVIEW
Boris Rogov, a second-year student, sent in hisjob application formto
an international company’s branch office in Russia. The company is
looking for a summer intern with the background in business and a
high proficiency in English. Boris is interested in getting this chal-
lenging job. Now he is going to have a personal job interview.

Hilton Comeright in, Mr. Rogov and take a seat, please.

Boris  Thank you.

Hilton Well now. My name’'s Dennis Hilton and I'm responsible for
personnd. You didn’t have any trouble finding us, did you?

Boris Not really. A friend of mine used to work in this building on
the fifth floor.

Hilton | see. Wdll, let’s discuss your application, shall we?

Boris  All right.
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Hilton

Boris

Hilton

Boris

Hilton
Boris

Hilton

Boris

Hilton

Boris
Hilton

Boris

Your application form says that you are a student at a com-
mercial college. Would you tell me something about your
studies?

Yes, of course. I'm a second-year student there. My mgjor in-
terests are marketing, math, and languages. | am also active in
the college' s sports club.

You certainly seem to have all-round interests. You speak
English very well. Have you visited an English-speaking
country?

No, | haven't, but | would like to some day. | am very inter-
ested in mastering my English. It is such an international lan-
guage.

What, in your opinion, is your best qualification for thisjob?
WEell, when | saw your ad | thought it sounded like the right
job for me, because | like to be with people and | like change.
| somehow got the impression that in your office no two days
aredike.

Y es, you're quite right there. However, there' s something we
want to make quite clear. You see, your job would be to help
our staff, and it can get very hectic around here when we have
deadlines to meet. We're looking for somebody who is flexi-
ble and not afraid of pressure. How do you handle stress?

I’m afraid | don’t know, because | haven’'t had a job like this
before. But | would be willing to find out —that is, if | get the
job.

Well, Mr. Rogov, | think that’s all for now. Is there anything
you'd liketo ask us?

Y es, there is one thing. When exactly would the job start?

The job would start on the first of June at the latest. Mr.
Rogov, you're one of the four short-listed candidates and we'll
let you know our decision by the end of this week. Thank you
very much for coming.

Bye now.

Thank you and goodbye.
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...and Boris did get the job! The other candidates were good, but Bo-
ris strong points - his ability to communicate and his willingness to
learn - gave himthe job. Congratulations!

Ex.4 Answer the questions:

?

What isthe goal of ajob interview?

What does the possible employer want to find out about the possi-
ble employee?

Have you ever undergone a job interview?

What important things should a candidate remember to ensure
hig’her successat ajob interview?

What information can a candidate obtain during the interview?

. Is it advisable for a candidate to ask questions at the interview? If
yes, which ones?

N =i
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Text
i\a 3

Ex 1 Scan the text and decide whether the statements are true or false:

It isdifficult to find qualified employeesin Russa.

Western companies always offer the best conditions.

There are enough employment agencies in Russia now.

The drawback of newspaper job ads and recruiting drives is that

few candidates respond.

Labor relations in Russia are regulated by the Labor Code.

Labor books show the number of years of employment.

Keeping labor books is the responsibility of an employee.

Russian Labor Code makes it difficult to terminate an employment

agreement.

9. Employee benefits are given in addition to salary.

10.1t is not profitable for an employer to provide an employee with
benefits.

PPO!\JP

O N U
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Ex.2 Read the text, make sure you understand everything:
Russian Labor Mar ket

Russia has a large and well-educated labor market that is gener-
aly inexpensive by Western standards. As Russia’ s economy contin-
ues to adjust to market forces, appropriate salary levels are often un-
clear. In general, foreign companies offer higher wages than many of
their Russian counterparts, though this may not necessarily be true in
the banking and finance areas. Many employees expect their wages to
be denominated (though not necessarily paid) in a stable currency.

A company can also purchase recruiting services from areliable
agency. Currently there are a sufficient number of such employment
agencies (both Russian and Western) that provide their own personnel
or assist employers in finding appropriate candidates for vacancies.
Other typical methods include advertising in newspapers or conduct-
Ing recruiting drives at universities or specialized institutions, al-
though too many people may turn up.

The Russian Labor Code forms the basis of labor relations in
Russia and outlines the rights of employees in the workplace. Regular
working hours in Russia are from 9 am. to 6 p.m. with a one hour
lunch break. Employees are typically provided with a hot lunch at the
workplace. Russian law gtrictly limits overtime hours. Employees
have four weeks of paid vacation a year. Significant maternity leave
(generally 140 days) is also provided. The tria period of employment
should not exceed three months. Once the trial period has ended, it can
be very difficult to terminate an employment agreement. In the case of
redundancy the employee is entitled to two months paid notice as well
as one to three months severance pay, depending on whether the em-
ployee finds alternative work.

Besides signing a written labor contract with the employee, the
employer is aso responsible for properly keeping labor books for each
employee, which constitute the official record of information about
the individual’ s career. Proper labor book records are crucial for pen-
sion calculation upon retirement, since they are the main evidence of
the number of years of employment.

There is also a variety of employee benefits employers can pro-
vide that can both reduce payroll costs and, in some cases, provide tax
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benefits to employees. These include health care, day care, housing,
and transportation.

Ex.2 Read the text in more detail and choose the best answer:

1. Russian labor market is not:
§ well-educated,;
§ badly-developed;
8 inexpensve by Western standards.
2. Wages in the banking and financing areas in Russia:
§ are always lower that in the West;
§ can be higher in Russian companies,
§ are aways paid in hard currency.
3. Thefollowing ways of finding new employees are not men-
tioned in the text:
§ employment agencies;
§ recruiting drives,
§ in-company transfers.
4. The problem with recruiting drives and newspaper adsis that:
§ companies get responses from too many candidates;
§ companies get responses from too few candidates,
§ itisdifficult to organize them.
5. According to the Russian Labor Code regulations the trial pe-
riod should be not longer than:
§ amonth;
§ 3 months;
§ 6 months.

Ex.3 Comprehens on questions:

?

1. What are the characteristics of Russian labor market?

2. Is it difficult for foreign companies to recruit suitable people in
Russia? Why?

3. Do Western companies always offer higher wages?

4. What recruiting practices are mentioned in the text?
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5. What are some of the important regulations and stipulations of the
Russian Labor Code?

6. What is alabor book and why isit so important to keep it properly?
What information does it contain?

7. What are employee benefits? Do they pay off for employers?

Vocabulary

Ex.1 Find in the dialogue the English equivalents of the following
words and word combinations. Use themin the sentences of your
own:

1. poccuiickuii Qunran MeXKIyHapOAHONW KOMIIAaHUY;

2. TIpeKpacHOEe 3HAHUE AHTJIMMCKOTO SI3bIKA;

3. MpPOSBIATH 3aMHTEPECOBAHHOCTH B UEM-JTH00;

4. OBITH OTBETCTBEHHBIM 3a YTO-JIUOO;

5. COBEPIICHCTBOBATh AHTJIMUCKUM SI3bIK;

6

4

8

0.

1

. BTOPOKYPCHUK;
. IIUPOKHE UHTEPECHI,
. CIIPABJIATHCA CO CTPECCOM,;
TOPETh KEJIAHUEM CIIENaTh YTO-JIN00;
0. mpuHUMAaTh aKTUBHOE YYaCTHUE B UEM-TTN0O.

Ex.2 Fill in the blanks with the missing adjectives using the dialogue:
1. We'relooking for somebody whois... .
2. You seemto have... interests.

3. You areoneof our four ... candidates.
4. It soundslikethe ... job for me.

5. It canget very ... around.
6
7
8
0.
1

. lamvery ... in mastering my English.
. lamalso ... inthe college' s sports club.
. Haveyou ever visited an ... country?
| would be ... to find out.
0.I'm ... for personnel matters.
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Ex.3 Give the Russian equivalents:
employment cost; sought-after employees,; overtime hours, maternity
leave; redundancy; labor book; employee benefits.

Ex.4 Give the English eguivalents:

BBICOKOOOpAa30BaHHBIN; TBEpAas BAIIOTA; areHTCTBO IO TPYAOYCTPOi-
CTBY; MEPCOHAJ; UCIBITATEbHBIN CPOK; BBIXOJHOE Mocodue; pabouee
MECTO, BBIXOJ HAa IEHCHIO, HAJOTOBBIE JIHIOTEI.

Ex.5 Match the words on the left with the words on the right to make

up word-combinations as they are used in the text:

1. employment a salary

2. appropriate b. costs

3. stable c. books

4. maternity d. hours

5. employee e. benefits
6. payroll f. agreement
7. salary 0. leave

8. overtime h. currency
9. labor . level

10. health j. care

Ex.6 Paraphrase using words and word combinations from the text:

N =

o ok w

It could be difficult for the companies to find suitable employees.
As arule, foreign companies offer higher payment than Russian
companies of the same type.

Employees are typically given a hot lunch at the workplace.
Russais still adapting to market conditions.

Labor book records are vital for the pension calculation.
According to the stipulations of the Labor Code, it can be very dif-
ficult to fire an employee.

The employer should also keep the labor books properly.
Employers can also offer a number of employee benefits.

Russian Labor Law is stringent in limiting overtime hours.

O In the case of redundancy the employee has a right to 2 months

paid notice.
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Ex.7 Find the derivatives of the following words and use them in the

sentences of your own:

to employ to pay
to recruit to work
to apply to record

Ex.8 Trandate from Russian into Enqglish:

1.

2.
3.
4

8.

0.

PoiHOK paboueit cwibl B Poccuu 10CTaTOYHO HEAOPOTroM 1o 3a-
NaJIHBIM MEPKaM.

Bo MHOTMX KOMITAaHUSX 3apruiaTa HAYUCIAETCS B TBEPAOM BaJltOTE.
Cxonpko nHe# Barn ormtaunBaeMblii OTITYCK?

B Hamieit koMmaHuu cBepXypouHasi paboTa OIJIadyuBaeTCs B JIBOM-
HOM paszMmepe.

TpynoBasi KHUXKKa SIBJISIETCS OPUIIMATBHBIM JTOKYMEHTOM, (PUKCH-
PYIOIIUM Kapbepy YeI0BEKa.

I"azeTHas pekiama He Tak d3(hPeKTUBHA, KaK UCIOIb30BAHUE YCIYT
areHTCTB 110 TPYJIOYCTPOMCTBY, HO OHA 3HAYUTEIBHO JICIIIEBIIC.
Paborogarens MOXET MPEAOCTABUTh CBOUM PAOOTHUKAM Pa3yivy-
HBIE JIbTOTHI. 03/I0POBJICHUE, KUJIbE, TPAHCIIOPT, JETCKUE YUPEXK-
JCHHUS.

B ciydae yBOJIbHEHUSI 1O COKPAICHUIO IITATOB PaOOTHUK MOJIY-
4aeT BBIXOJIHOE TTocobue 3a cpok oT 1 10 3 MecsIies.

DTa NOMKHOCTh OYEHb OTBETCTBEHHAs, HAM TPYJIHO OyAeT HaWTH
ITOAXOISIINX KaHIUIATOB.

10. Otniyck o yxojay 3a pe0eHkoM 00bI4HO cocTaBisier 140 nueid.

L anguage focus

Reported Speech.

Ex.1 Begin the sentences with the words “ | wonder” to obtain some

1.
2.
3.

infor mation about employment practices.

How long is my trial period going to be?
What are the most common employee benefits?
Do you encourage education at workplace?
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4. What is my paid vacation?

5. What employment agencies are therein our city?

6. Will my payment be denominated?

7. What kind of labor contract will | have?

8. Isthe company going to pay me overstay?

9. Do the Western companies really offer the highest wages?
10. How long is the lunch break?

Ex.2 Your friend, Boris Dimov told you about the job interview. Use
the reported speech to retell his sory:

Today | had ajob interview. The local branch of an international com-
pany is looking for a summer trainee. | think it can be a great opportu-
nity for me to get some experience and to practice my English. | had a
talk with Mr. Hilton. He is responsible for personnel matters. | am not
sure, but | feel like | am going to get this job. Anyway, they will let
me know their decision by the end of the week.

Ex.3 Change the following into the reported speech (start your sen-
tences with He asked/wondered/said/told me, etc.):

Give me those profiles, please.

How many candidates are we going to invite to the interview?

Is it necessary to write a resume?

| haven't studied this document yet.

We are going to conduct a recruiting drive at some Irkutsk univer-

sities next month.

6. Our company islooking for new employees for our branch office.

7. Wekeep here dl the labor books.

8. When does your holiday start?

9.

1

arowDdPE

The candidate iswaiting for the interview in the hall.
0. Have you ever used the services of an employment agency?

Ex.4 Change the following into the direct speech:

1. Shewondered if she would get the job.

2. The manager asked if | was going to continue working in that de-
partment.

3. Hetold meto follow him.




6.
7. Mrs. Brown wondered if she could talk to the manager of that

8.

9.

Mr. Flyer said he had been working in that very building for 15
years.

She promised she would let me know as soon as she got the re-
sults.

The interviewer asked me what school | had finished.

shop.
He asked me what my expectations about the job were.
| wondered what my trial period was going to be.

10. The manager told us that he was to be transferred to another de-

partment.

Ex.5 Fill in the blanks with say, tell, speak or talk:

H o P

N oo

8.

9.

Jack ... methat he was enjoying his new job.

Tom ... it wasanice restaurant but | didn’t like it much.

The manager ... that | would have to call aweek later.

Mrs. Taylor ... us she wouldn’t be able to come to the next meet-
ing.

Ann ... her bossthat she was |leaving.

George couldn’t help me. He ... to ask the personnel manager.

At the meeting the chairman ... about the problems that the com-
pany was facing.

JliI ... us about the new employee empowerment scheme.

Shannon heard that Phil ... “N0” several times.

10. She ... that she wastti red.

11.He ... methat he was tired.

12.1 ... her it was important.

13. Jack ... me you were promoted to the position of senior manager.
14. She .. shedidn’t like theidea

15.Did Lucy ... that she would be late?

16.1 didn’t ... the police anything.

17. Theman ... ushewasin charge here.

18. Did they ... you their names?

Ex.6 Choose the correct variant:

1.

| remember that | saw/had seen him yesterday.
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The passer-by told/said that the bus had just |€ft.

She believed that everything would/will be all right.

| decided | was not/had not been right when | spoke to my col-
leagues the day before.

The speaker stressed that the political crisisis/was coming.

The boy wondered how he could get/how could he get to the man-
ager’s office.

The witness asked if he can/could phone his lawyer.

The policeman asked if anyone has seen/had seen the accident.

He said he would finish the work in two days/two days later.

0 She ingdsted that she has been /had been at her office the whole

day.

Ex.7 Correct the mistakes:

akrowpdE

H©9°.\‘.CD

| thought you are at the office.

He says that he would go to abusiness trip next month.

She said she had seen him yesterday.

My mother told that she had a headache.

The speaker said that this day was the most important one for the
country.

She asked when would we have the next meeting.

The boy asked if | remembered what happened the day before.

The manager asked if | did know therules.

The students wondered if they will have to take three exams.

0 They told us they have seen the film at least 5 times.

Modals

Ex. 1 Put the following sentences into negative and interrogative

H o P

N o U

He can easily find anew job.

Y ou must follow all your boss' orders.

Mark had to start looking for a personal assistant.

The company should offer higher salary to this category of employ-
€es.

Michael could start working when he was a student.

We may save some money by outsourcing.

. Sheisto cometo theinterview at 11 today.
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8. He was able to get apay raise.
9. You may leave this task until next week.
10. Suewill haveto work overtime.

Ex.2 Change these orders into polite requests (use * could” or “ will™)
Give me moretime.

Type this letter for me.

Repeat what you just said.

Do it for me.

Help me with this paperwork.

Ask Mr. Brewer to come here.

Give me a day-off tomorrow.

Find a replacement for my retiring secretary.

NogrLWDNE

Ex. 3 Answer the following questions using the information in brack-
ets. Express probability with the help of “may”/” might”
Sample. - Where are you going on holidays? (to China)
- We may go to China.
When will the project be completed? (next month)
Where are you going to live after college? (in New Y ork)
Who is likely to head the new department? (Ms. Jones)
Where are you going to stay when you travel to Moscow? (Kalinka
Hotel)
How much is this delay in delivery going to cost our company?
(over USD 10th.)
What would you like to discuss with your boss? (promotion policy)
. When isMs. Jones coming back from her training courses? (this
Friday or next Monday)

HowDd P

o

N o

Ex.4 Choose the correct modal verb (can, may, must):
1. We ... ddliver the goods only next September.

2. - ... | smoke here?

- Yes, you ...
3. Passengers ... come to the airport an hour before the take-off time,
4. - ... | open my suit-case?

- No, you ... not.
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5. - ... | watch television, mother?
- No, you ... not, Bob. It'stoo late.

Ex. 5 Express your suppositions concerning the following situations
using * must”
Sample. - Johnislate.
- He must have overdept himself.

OR - He must be coming in a minute.
1. You cannot find a very important document on your desk.
2. The employees of your company are going on a strike.
3. Your bossis leaving the company.
4. Lots of peoplein your department are late today.
5. The Board is planning an emergency meeting.

Ex. 6 Give some advice concerning the following Situations using
“should+Simple Infinitive” or express your criticismusing
“should+Perfect Infinitive’

1. Ms. Smith, your secretary, is often late.

2. You missed an important meeting because you forgot about it.

3. Mr. Williams, your colleague, is working overtime almost every

day.

4. Y ou are behind the schedule with the presentation you are prepar-

ing for your company’s top officers.

5. Mr. Berchem, your boss, ignores what you tell him.

Ex. 7 Choose the best modal:

1. (Shall, must) | close the door?

2. You (should, must) have done it two hours ago! Now it’stoo late.

3. My boss told me to finish the report today. | (may, have to) stay at
work extra hours.

4. We (can, must, may) interview the candidates very quickly. I'd like
to finish it by the end of the day.

5. You (shouldn’t, needn’t) phone. Y ou (may, can) send afax.

Ex.8 Trandate into English using the verbs can, must, may, should:
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8.

0.

Ecnu Bel Tak nymaere, To Bl He npaBbl. Bel HE TOJDKHBI Tak Jie-
JIaTh.

B »>TOM, 10>KHO OBITH, YTO-TO €CTh.

Ecnu Thl Oyjenis Tak MHOTO CMOTPETh TEJIEBU30pP, TO y T€OsT MO-
KET pa300JIeThCs TOJI0BA.

OH, J0KHO OBITh, HUYETO HE 3HAET O TOM, UYTO MBI COOMpaeMcs
OCMOTPETh HOBBIN opuc cpasy Mmociie JaHya.

Bpsin nu cobpanne 3akoHUMI0Ch. OHO MPOBOJAUTCA B MEPBBIA pa3
Y MOJXKET JJIUTHCS JTOBOJILHO JIOJITO.

Sl mosararo, Bl MOKET€ HaWTH €ro B cropr3aie. OH, JOJDKHO
OBITh, UTPAET B TEHHMC.

Ona, MOXeT ObITh, HUYETO HE 3HAaeT 00 PTOM. BBI TOXXe mokKa He
JIOJKHBI €1 HUYEro rOBOPHUTb.

Mp1 Moriu Obl HATH AOPOTY B OTENb caMu, eciu Obl /[0 He 1o-
TEpsUJT KapTy ropojia.

Yo 310 32 11ymM? ITO, NOHKHO OBITh, CEKPETAph Pa30UpaEcT MOYTY.

10. JIomkHO OBITH, TPYJHO OBJAAETh MHOCTPAHHBIM SI3bIKOM, HE MPaB-

1a a7’
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Skills focus

. Reading
Thefollowing job adswere published in The Financial Times. L ook them through

THE COMPANY

Antal Wind is a pioneer and world leader in the modern wind power industry.
Antal Wind offers state-of-the-art wind turbine technology, skilled project de-
velopment, creative financing options, accomplished power plant design and
engineering, and experienced and responsive support services. As part of Antal
Corporation, with $33 billion in assets, Antal Wind shares the diverse resources
of the world's leading energy and communications company.

Antal Wind offers the potential for a Senior Finance Professional to join an in-
novative and creative team in meeting challenges in a highly competitive and
complex market, and would suit an individual seeking international ‘fast-track’
cross-border, career opportunities.

Antal Wind is a Facility Service Provider of Antal International, a global leader
in the energy business. An innovative company and one of the largest in the
world, Antal International has been praised for their capabilities of developing
and retaining talent.

THE ROLE

Reporting to the European Head of Finance, the role will co-ordinate and control the full
range of accounting function for an international organization with considerable sales vol-
ume and operating companies in a number of European markets. Y ou will:

formulate and administer approved accounting practices, in particular financial reporting,
cost accounting, banking and cashing

co-ordinate and prepare monthly consolidation of 15 subsidiariesin 5 different currencies
» provide monthly financial accounts and detailed analysis

submit audited financial statements and tax returns for companies in India, Sweden, Den-
mark, UK, The Netherlands, Greece and Germany

To apply, please send your resume in English with a covering letter, quoting reference
FT4439. Applications will be treated in the strictest confidence.

Antal International GmbH
Bockanhelmer Landstrane 93,60323 Frankfurt, Germany

(tel) *49 69 976 750 (fax)+49 69 976 75111 (e-mail) L ebenslauf @antal.com (web site)
www.antal.com
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Working Towards Equal-
ity
Investment Adviser
c£10,000 pa

Further details and
terms of reference can
be obtained from Mar-
tin Finch, Head of Fi-
nancia Practice and
Standards, Financia
Services Directorate,
Worcestershire County
Council, PO Box 374,
Worcester WR52XF.

Closing date: 22 January
2001.

We welcome applications
from men and women of
all backgrounds and eth-
nic groups, including
those with disahilities.

The Director of Financial Servicesis seeking to appoint an in-
dividual to provide strategic advice to assist with theinvest-
ment of the Wor cester shire County Council Pension Fund port-
folios. The Fund isvalued at about £830m and the management
issplit between two external balanced managerson a segre-
gated basis, which ismonitored by the Director of Finance and
a panel of elected memberswhich meet quarterly.

The appointee will be currently engaged in advising or manag-
ing pension fund moniesat a similar level and will be ableto
communicate effectively on related topics. The Adviser will be
expected to be conversant with the relevant Regulations.

WWW.wor cester shire.gov.uk

Answer the following questions using the adverti sements:

1. What positions are advertised?

2. What companies are looking for recruits? What is the sphere of in-
terest for Antal International ?
What information is provided about the companies?
Which ad offers employment in the public sector?

Which ad mentions the salary? How high isit?

3
4,
5. Which ad is more specific about qualifications? Why?
6
7

Which company gives the recruit an opportunity to make an inter-
national career?
8. Which ad is positive about disabled people?
9. Which position requires fluent knowledge of foreign languages?
10. Who and how should you address for further details in each case?

2. Render into English and act out the following dialogues:

1.

- MBHe HyXeH TBoU coBeT, Mepu.

- Yro ciyumnocsh?

- Jlemo B TOM, 4TO 3aBTpa sl IEPBBIM pa3 B )KU3HU UAY Ha UHTEPBBIO
10 MpUeMy Ha padoTy.
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HagepHoe, Tbl OU€Hb BOJIHYEIILCS ?
Ja. Kak Tbl 1ymaelib, 0 4eM MHE HY>KHO TIOMHUTh ?
['maBHOE — HE HEPBHUYATH U NTOKA3aTh, YTO Thl 3AMHTEPECOBAHA U
roroBa yuuthcs. HyxHo ObITh YBEpEHHOM B cede.
Cnacu6o. Haneroch, y MEeHs BCE TIOJTYUUTCS.
2.
TsI cabiman, yto BukTop Buepa mpoxoausn UHTEpBbIO B BP?
Heyxenn? Ha kakyto 1OJKHOCTB?
["oBOpSAT, 4TO Ha AOJKHOCTH 3aM. PUHAHCOBOTO JUpeKTOopa dhuiia-
J1a.
Monozaell, HaJIetoCh, YTO OH MOJIYYHUT ATy padoTy. OH OKOHYUJI UH-
CTUTYT JIUIIIb B TIPOIIJIOM TOY, HO OH NPEKPACHBIA CIIECINATIUCT.
CosepiiieHHO ¢ To0o# corsiaced. OH MOAXOUT Ha ATY NOTKHOCTb.
3.
MBI 10JKHBI BEIOPATh OJIHOTO M3 TPEX KaH]IUIaTOB Ha JOJKHOCTh
MEHeKepa no MapkeTuHry. KTo, nmo-rBoemMy, MmoJIoWIeT JIy4Ile
BCETO?
S nymato, uto Hukonaii [lerpoB. ¥V Hero npekpacHoe oOpa3oBaHuUeE,
¥ OH 3aMHTEpecoBaH B 3TOM padote. KpoMe Toro, y HEro ectb Koe-
Kakue Uacu.
Ero rinaBHBIN HETOCTATOK — MAJICHBKUI OIBIT PAOOTHI.
Sl mymaro, TeEM HE MEHEE, UTO SHTY3Ha3M U JKEJIaHUE Hay4YUThCA pa-
00TaTh OYEHDb BAJKHEI.
YTo %, BO3MOXHO, Thl MipaBa. A celdac Mbl JIOJKHBI [MOJIaTh OTYE-
ThI O KaHJUIATaX TEHEPAITbHOMY JUPEKTOPY.

4.
ITpugert! Thl, KaxkeTcs1, JOJKEH ObLI IPOXOJUTH CEroJIHs cobece-
JIOBaHUE 0 TpUEMY Ha paboTy?
Tak u ectb. f Kak pa3 BO3BpaIllatOCh OTTY/IA.
Hy, u xak oHO mipouuio?
ThI 3HaCIIL, BHAYAJIC SI CIIMIIIKOM CHJIbHO BOTHOBaJICS. OHAKO
CIELUAIIACT 10 HAaliMY, TPOBOJIUBIIHI cOOECEI0BAHUE, OKA3AJICA
OY€Hb J100POKENATEIBHBIM U PACIIOIaralolluM YesIoBeKoM. Bee
IPOIILIIO XOPOILIIO.
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3.

HagepHoe, Tebe 3agaBaiu MHOTO BonpocoB? OOpa3oBaHue, OMbIT
pabOoThI, UHTEPECHI ?

VY HUX y)ke ObLIO MOE Pe3t0OMe, TaK YTO MbI IIPOCTO MOOECEIOBAIH.
S Toxe pemnui 3a1aTh Iapy BOIPOCOB O MOEH OyyIel padore.
Momnoperl, Benb 04eHb BaXXKHO MMOKA3aTh, YTO Thl 3aMHTEPECOBAH.
Hanerocs, Tebe moseser. Y nauu!

Cnacu0o.

Discussion

RN N
S

WORK MOTIVATION
Sudy the following words and expressions you will come across in the

dialogue:
to give smb. an incentive to work; to acquire knowledge and skills;

sales figures; cultural aspects; to be responsible for; the idea behind
smth.; quality circles; to involve individual needs.

Read the dialogue and offer your comments and understanding of the

wor k motivation

Ann from the United Sates, Tim from Great Britain, Akiko from

Japan, and Olga and Victor from Russia are attending an interna-

ti

onal business students seminar on the topic “ The Changing World

of Work” . They are all members of the same working group that is to

d

Iscuss work motivation. Olga has been appointed discussion leader.

Olga: All right. Let’s start, shall we? We're here to discuss work
motivation. Since we live in a society that can create wealth
without giving work, the motive for work is not aways
money. So what gives people the incentive to work? Ann,
perhaps you would like to start.

Ann:  Thank you, Olga. Speaking for myself, | see my education as
a motive for work because | want to use the knowledge and
skillsthat | have acquired. I’d say that the job that would mo-
tivate me most would have to be as interesting as possible.

Victor: Excuse me for interrupting, Ann, but what makes a job inter-
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Tim:

Olga

Akiko:

Olga

esting?

Could I comment on that point? In my opinion, an interesting
job is one where you can actually see the results of your own
work. These results could be anything from a satisfied cus-
tomer to growing sales figures.

Perhaps we could come back to that point later, Tim. Akiko,
what are your views on work motivation?

WEell, | think we ought to consider different cultural aspects as
well. In my country, work motivation is traditionally based on
belonging to a team. The whole team is responsible for the
job that it has set out to do. And decisions are made together.
Thisistheidea behind the quality circlesthat are nowadaysin
use in many other countries, too.

We could summarize then by saying that there are two main
ways of looking at work motivation, one involving the per-
son’s individual needs and the other reflecting cultural influ-
ences. In the same way as cultural attitudes to work may be
different, each individual’s needs may differ as well. Thank
you, everybody.

What, in your opinion, is the basis for work motivation in our every-

day life?

What are the cultural aspects of work motivation in Russia?

4. Writing

Write a letter of application and a resume for your possible employer
using either the ads presented in Exercise 1 (Reading) or the informa-
tion about some real or imaginary organization.

5. Speaking
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The classis broken into interviewers and prospective candidates. They
act out a job interview using either the ads presented in Exercise 1
(Reading) or the information about some real or imaginary organiza-
tion presented by the interviewers.

The following material could be used by the students to prepare for
the role play:

Sudy these Ten Popular Questions. Use them to prepare for the job
Interview.

TEN POPULAR QUESTIONS

These are the most popular questions asked at interviews. They do not
include the questions which will be asked about the specific skills and
experience needed for the job you will be interviewed for.
There is no guarantee that you will be asked any of these questions.
However, you will find it useful to sit down and actually think through
the answers for each question. You can use them as a basis for prac-
tice and try to develop the ability to give positive answers.

1. Why do you want thisjob?

2. Tell me about yourself.

3. Why should we hire you?

4. What is your mgjor achievement?

5. What do you consider yourself good at?

6. What sort of person are you?

7. What are your strengths?

8. What are your weaknesses?

9. What do you know about our organization?

10. How do you plan to approach this job?
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UNIT 6
Money and Banks

47

i
Lead-in

1. a) Make up alist of services that Russian banks offer to their cus-
tomers.
b) Which of the services have you ever used?

2. @) Look through the items below, make sure you know their mean-

Ing:
credit card cash machine
bank notes coins
traveller’s cheque foreign currency

b) Which of them do you need when you:
- buy food in your city market;
- draw money from your account;
- pay in cash for something;
- aregoing to visit another country?

Ex.1 Prereading.
Check out the pronunciation of the following words and give therr

Russian equivalents:
foreigner; practice; to draw; cheque; enough; commissions; recel pt




Ex.2 Read and trandlate the dialogue:

(Cliff needs to exchange some money. Alex istaking him to one of the
city banks. His friend Dmitri works at the Currency Exchange in the
bank.)

Alex: Hello, Dima. Let me introduce you to Cliff. He's an exchange
student from America and is going to study at our University
for some months. Cliff, thisis Dima.

Dima: Nice to meet you, Cliff.

Cliff: Niceto meet you, too. Alex told me that you work at a currency
exchange.

Dima: Yes, it's my summer job.

Cliff: And how do you likeit?

Dima: Wdll, it’s not difficult, though we're open from 9 am. till 6
p.m., and sometimes | feel a bit tired. But in general, | like it.
It's good practice for me, and for my English, too, because
foreigners often come here.

Cliff: | see. And what exactly do you do?

Dima: Exchange money (cash or traveller's cheques) and withdraw
cash from accounts.

Cliff: And which cards do you accept?

Dima: American Express and Visa. Do you want to get some money
out on your credit card?

Cliff: Not now, thanks, | was just wondering. But I'd like to exchange
some money.

Dima: Dollarsinto rubles?

Cliff: Yes... | think 300 should be enough.

Dima: Ok. Today’s exchange rate is 29.7 rubles to the dollar, so that
would be ... let's see ... 8,910 rubles. Then, we charge a 1%
commission, so that makes... 8,820 rubles and 10 kopeks. Can
| see your passport, please?

Cliff: Sure, here you go.

Dima: And would you also sign here?

Cliff: Sure.
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Dima: Thank you... Well, here’'s your receipt, your passport, and the
money - eight thousand eight hundred and twenty rubles and
ten kopeks.

Cliff: Thank you, Dima.

Dima: Y ou're welcome.

Alex: Ok, we have to go. See you soon, Dima.

Cliff: Bye.

Dima: Seeyou.

Ex. 3 Answer the questions using the dialogue and other sources of in-
formation:

P

What is Dmitri’ s job? What are his duties?

What currencies can be easily exchanged in Russian banks?

What else, besides drawing cash, can credit cards be used for? Do
you use a credit or debit card?

Have you ever exchanged money at a currency exchange in a bank?
Describe the procedure.

5. Why do you think a passport is necessary for exchanging money in
a bank?

W PR

A

Text
-3
vy @)

N
Dz )
) -(f;

Ex.1 Prereading.

Check out the pronunciation of the following words and give their
Russian equivalents:

to authorize; deposit; insurance; mortage; regulation; entity; domesti-
cally; numerous

Ex.2 Read the text, make sure you understand everything:
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Banks and Currency Control in Russia

In Russia there are two basic types of banks. state banks and
commercial banks. The Central Bank of Russa (CBR) is the main
state bank of the country. Apart from usual banking services, CBR au-
thorizes new banks and gives permission to individuals, busnesses
and organizations for certain financial transactions.

Some services offered by banks include accepting deposits on
various accounts (savings and checking accounts, investment ac-
counts, etc.), giving out loans and mortgages, holding items in safe
deposit boxes and dealing with insurance.

As for currency control, there are certain regulations. Non-
residents (both individuals and legal entities) are subject to few re-
strictions concerning the use of foreign currency. They may bring into
the country foreign currency and take out only up to (but not over) the
original amount brought in. There are restrictions on the amount of
rubles one can take out of Russia. Foreign employers must pay ther
employeesin rubles if the payment is made domestically. Paymentsin
foreign currency can only be made by means of wire transfers from a
foreign bank directly into an employee’s foreign currency bank ac-
count with a Russian bank.

Residents are subject to numerous restrictions. First, all business
transactions must be made in rubles. Foreign currency transactions are
not permitted. Second, Russian companies can borrow foreign cur-
rency for no longer than 180 days if permission is obtained from the
CBR. Third, residents have the right to buy and sell foreign currency
through authorized banks on the domestic currency market.

Cash transactions between legal entities are only allowed if they
relate to salary payments, business trip expenses, and non-production
expenses limited to 10,000 rubles. Otherwise, payments must be made
through bank transfers.

All cash sales transactions between enterprises and individuals
must be in rubles. In order to pay in a foreign currency, individuals
can use bank transfers, debit or credit cards, or other internationally
accepted means of payment.

99



Ex.3 Comprehension check. Decide if the statements are true or

?

N

8.

0.

false:

The CBR isthe main commercial bank of the country.

Besides authorizing new banks and giving permission for certain
transactions, the CBR performs usual banking services.
Non-residents are subject to fewer restrictions concerning foreign
currency use than residents.

Non-residents can take out not more foreign currency than they
brought in.

. Salary payments by foreign employers to their employees in Russia

can only be made in foreign currency and by means of wire trans-
fers.

. Residents are permitted to perform foreign currency payments

through Russ an banks.

. Domestic companies can borrow foreign currency from Russian

banks only if they have obtained permission from the CBR.

Russian resident companies can buy and sell foreign currency
through banks in other countries, too.

Resident legal entities are allowed to pay salaries, business trip ex-
penses and non-production expenses in cash.

10. Cash sales transactions between enterprises and individuals can

be made both in rubles and in foreign currency.

Ex.4 Complete the sentences:

1.

The main Russian state bank isthe. ... ... , Which hastheright to ...
new banks and to give permission to ..., ... and ... for certain fi-
nancial transactions.

. Banks offer different services to customers, such as ... ... on ac-

counts, giving out ... and ..., holding itemsin ... ... ... , dealing
with insurance and others.

. Residents and ... are subject to certain ... concerning the use of ...
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4. Non-residents should make salary payments in foreign currency
only by ... ... from a foreign bank to their employees’ ... ... ac-
counts with a Russian bank.

5. Residents are allowed to buy and sell foreign currency through ...
... onthe ... currency market.

6. Payments by residents, except salary, business trip ... and non-
production expenses must be made through ... ... .

7. Individuals should use ... ... bank accounts, ... or ... cards, or
other ... ... when buying something from enterprises for foreign
currency.

Vocabulary

Ex.1 Give the Russian equivalents.

currency exchange; traveller’s cheque; to withdraw cash; receipt; the
Central Bank of Russia; to authorize banks; savings account; checking
account; to give out loans; insurance;, residents, non-residents; are
subject to; restrictions; foreign currency bank account; to make pay-
ments; foreign currency transactions, domestic currency market; non-
production expenses; means of payment

Ex.2 Give the English eguivalents to the following words and word-
combinations as they are used in the dialogue and in the text:
oOMeHHBaTh JeHbIU (BaliOTy); KpeauTHas (1eOuTopckas) KapTOYKa;
Kypc 0OMeHa,; KOMHUCCUOHHBIE, 0aHKOBCKOE JI€JI0; TOCYAapCTBEHHBIE U
KOMMepUYecKrue OaHKH; TIONYyYHTh pa3pelieHue; (HU3NISCKHUe JINIA;
(¢HMHAHCOBBIC OMNEpalvi, MPUHUMATh BKJAJIbI, KamMepa XpaHCHUS,
CTpaxOBaHHUE, MIIOTEKA; IOPUINYSCKHE JIHIA; TelerpadHbId TEpPeBOI;
OpaTh 3aeM B MHOCTPAaHHOW BallOTE; aKKpEAUTOBAaHHBIC OaHKH; KO-

MaHIUPOBOYHBIC PACXOJIbI

Ex.3 Match the words on the left with the words on the right to make
up word-combinations as they are used in the dialogue and in the
text:
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foreign a. services
cash b. restrictions
bank C. payments
state d. account
currency €. currency
salary f. banks
numerous g. transactions
Investment h. transfers
banking I. exchange

Ex. 4 Match the terms with their definitions:

1

2.

3.

transaction (n) a. aparticular type of money in usein
acountry;

payment (n) b. a written statement that someone
has received money or goods;

deposit (V) c. a movement of money into or out
of an account;

currency (n) d. to give formal permission to some-
body or for something;

mortgage (n) e. a sum of money exchanged for
goods or services,

receipt (n) f. to place money in a bank or safe;

g. a long-term loan for purchase of
authorize (v) real estate

Ex.5 Insert the necessary preposition:

SOk wWN
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...... usual banking services the CBR authorizes new banks and
gives permission ... individuals and legal entities ... certain finan-
cial transactions.

Could you withdraw some cash ... my credit card?

Foreign employers must pay their Russian employees ... rubles.
We'd like to change 400 Finnish marks ... Swedish crowns.

Y ou can make this payment ... wire transfer.

Y esterday the rate ... exchange ... US dollar was lower than to-
day.

Can | open aforeign currency bank account ... your bank?
Residents can buy and sell foreign currency ... authorized banks
... the domestic currency market.

Transactions ... these two companies must be ... rubles.
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10.1I’d like to get some money ... ... my credit card.

Ex.6 From the list below choose the necessary word or word combi-

nation to fit each blank:

1. WEe'll haveto ... permission from the CBR for this ... transaction.

2. To ... cash from your bank account you need your credit card and
your passport.

3. ... account isabank account which earnsinterest.

4. Her company sent her to Parisand paid all her ... expenses.

5. ... account is a bank account which usually doesn’'t earn interest
and from which ... can betaken out at any time by ... .

6. On the ... currency market they can buy or sell ... currency only
through ... banks.

7. Does your bank make ... toindividuals?

check, loans, business trip, withdraw, checking, obtain, foreign, money,
domestic, financial, savings, authorized

Ex.7 Work in pairs. Reproduce the dialogue (ex. 2) by heart.

Ex.8 In each column write the missing part(s) of speech that has
(have) the same stem as the given word. You may refer to the dia-
logue and the text or consult a dictionary:

a)
NOUN ADJ.
difficulty
typical
foreigner
b)
VERB NOUN
travel
authority
permit
investment
regulate
pay
c)
VERB NOUN ADJ.

transfer
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exchangeable
.. practical

finance ...
. receivable
restrict

Ex.9 Retdll the text “ Banks and Currency Control in Russia”

L anguage focus

Gerund and I nfinitive

Ex.1 Find gerunds and infinitives in the dialogue and in the text and
translate the sentences.

Ex.2 Use the infinitive with or without “ to” :

Cliff needs (exchange) some money.

What makes you (think) so?

Let me (introduce) CIiff to you.

It’s nice (meet) you.

The clerk asked me (show) my passport and (sign) in the receipt.
Foreign employers must (pay) their employees in rubles if the pay-
ment is made domestically.

7. You'd better (do) what he says.

8. | want you (read) to me.
9.
1

oghkhwNE

Heis known (be) a competent banker.
0. The CBR is entitled (authorize) new banks and (give) permission
for certain transactions.
11. That isfor you (decide).
12. Would you like (get) some money out on your credit card?

Ex.3 Put the verbs in brackets into the correct form (gerund or infini-
1. I’'mlooking forward to (see) you.
2. | arranged (meet) them here.
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3. | wish (see) the manager.

4. It'sno use (wait).

5. My mother told me (not speak) to anyone about it.

6. | can’'t understand her (behave) like this.

7. Hetried (explain) but sherefused (listen).

8. At dinner she annoyed me by (smoke) between courses.

9. You are expected (know) the safety regulations of the college.
10. | am prepared (wait) here al night if necessary.

Ex.4 Sudy and remember the following expressions after which ger-
und is used. Make up sentences of your own.

- it'snousedoing

- it'sno good doing

- there€ sno point in doing

- it’s (not) worth doing

- to have difficulty doing

- awaste of time (money) doing

- to spend (waste) time doing

- inspite of doing

- instead of doing

Ex.5 Put the verbs in brackets into the correct form (gerund or infini-

1. After (walk) for three hours we stopped to let the others (catch up)
with us.

2. I'm beginning (understand) what you mean.

3. Hewasfined for (exceed) the speed limit.

4. The boyslike (play) games but hate (do) lessons.

5. Hesurprised us all by (go) away without (say) “Good-bye’

6. Please go on (write): | don’t mind (wait).

7

8

0.

1

. He wore dark glasses (avoid) (be) recognized.

. Would you mind (shut) the window? | hate (sit) in adraught.
Before (give) evidence you must swear (speak) the truth.

0.1 can't help (sneeze): | caught a cold yesterday from (sit) in a
draught.
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Ex.6 Put the verbs in brackets into the correct form (gerund or infini-
tive), trand ate the sentences:
1. a) | don’'t allow (smoke) in my drawing-room.
b) | don't allow my family (smoke) at all.
2. @) | remember (visit) this place before.
b) | remember (telephone) him tomorrow.
3. @) | regret (inform) you that your application has been refused.
b) | regret (tell) her about that accident yesterday.
4. @) Don't forget (Iock) the door before going to bed.
b) He must have forgotten (sign) these documents.
5. @) Please, stop (make) thisnoise: I'm trying to finish the article.
b) After walking for two hours we stopped (have) arest.
6. @) | used to (go) to this school when we lived in thisdigrict.
b) I'm used to (slegp) late on weekends.
7. @) She advised me (accept) their proposal.
b) He advised (consult) a lawyer.

Ex.7 Fill in the blanks with the necessary prepositions:

They succeeded ... opening the restaurant.

She accused him ... causing all the problems.

So much depends ... your passing the interview successfully.
She often complains ... having problems with that customer.
They insisted ... signing the contract immediately.

| think, he won’t approve ... our dealing with those people.
She strongly objects ... smoking here.

They suspected him ... telling lies.

We'rereally looking forward ... seeing you again.

10 She still persisted ... going there together.

11. You should thank him ... sending the flowers.

12. It was he who prevented us ... making the mistake.

13.1’d like to congratulate you ... this special occasion.

14. They found him guilty ... committing the crime.

15.I'm really surprised ... meeting you here.

16. Areyou aware ... hiscoming tomorrow?

17.1 was pleased ... receiving your congratulations.

18. Heisvery busy ... looking through the documents.

©COoNoOrL®NE

106



19. Please, don’t reproach him ... not coming in time.

Ex.8 Put the verbs in brackets into the correct form (gerund or infini-

NG~ WDNEF

0.

He hates (answer) the phone, and very often just letsit (ring).

| prefer (drive) to (be driven).

| advise you (start) (look) for aflat at once.

Would you mind (lend) me $5? | forgot (cash) a cheque.

(Lie) on thisbeach is much more pleasant than (sit) in the office.
An ingructor is coming (show) us how (use) the aqualung.

| have no intention of (go) to that film.

| suggest (telephone) the hospitals before (ask) the police (1ook)
for him.

After (hear) the conditions | decided (not enter) for the competi-
tion.

10. Some people seem (have) a passion for (write) to the newspapers.
11. By (offer) enormous wages he is persuading men (leave) their pre-

sent jobs and (work) for him.

12. He postponed (make) adecision till it was too late (do) anything.
13. There’'s no point in (remain) in a dangerous place if you can't do

anything (help) the people who have to (stay) there.

14. Try (forget) it; it’s not worth (worry) about.
15. At first | enjoyed (listen) to him but after a while | got tired of

(hear) the same story again and again.

16. It’ s not good for children (eat) too many sweets.
17.1didn’t fed like (work) yesterday.

Skills focus

\

1. Render into English:
1. —3npaBcTByiiTe. S ObI XOTEN OOMEHSITH HEMHOTO JICHET.

- Hanuunblie uim 7OpOKHBIE YEKU?
- Hanuunsie. 200 qonnapos.
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- Xopomo. CerogHa Kypc oOMEHa aMEpPUKAHCKOIO J0juiapa Co-
craBiger 27.9. Takum obOpazom, nomydaercs ... 5940 pyOueit,
MuHyC 1% KOMHCCHOHHBIX, UTOTO ... 5880 pyo6ieit 60 komeexk.

- Ouenb x0opomo.

- OgHy MuHYTY, moxanyicrta. Mory s B3MIsiHyTh Ha Bam mac-

nopt?

- Koneuno. [loxanyiicra.

- Cnacu6o. 1 pacnuiurech €iie B KBUTAHIMH, BOT 3/1€Ch, MOXKa-
nyicra... Cnacu0o.

- O10 BCe?

-Jla. Bo3bMuTe, 1oxanyiicra, Bam nmacnopT, KBUTAHUUIO U JI€Hb-
TU. TSTh THICAY BOCEMBCOT BOCEMBJAECAT PyOseH IMIeCTbAECAT
KOTIEEK.

- Coacu0o, 10 CBUIAHUS.

- Ilpuxonure ere.

2. — Bbl roBOpHTE MO-aHTIIUHACKU ?

Ja, koHeuHo. Yem mMory nomoun?

S OB1 XOTEJ CHATh HEMHOTO JIEHET C MOEI KPEUTHON KapTOUYKH.
Kakas y Bac kapta?

AmMepukaH DKcrpecc.

Xopoiio. CKOJIbKO Bbl XOTUTE CHSTh?

400 nomnapos.

Harmmmure 3necy Bame uMs, agpec U pacluIIUTECh 34E€Ch, MOXKa-
JIYHCTA.

Xopouro. Bor Mos kapTouka.

MHe takxke HykeH Bam nacropr, noxainyucra.

Koneuno.

Kakue 6anknoThl Bel mpeanouuntaere: 100, 50 uiu 10 nonnapos?
S nymaro, 100 u 50.

Bo3bmurte, noxanyicra.

Cnacu0o. S cobuparoch 0OCMOTPETh Balll TOPOJ M, BOBMOXKHO, YTO-
HUOY1b KyIUTIO. B ropojie ecTh Apyrue myHKTbl 0OMEHa BaJIIOThI?
Koneuno. Bo3pmure, moxainyicra, 3TOT yTEBOJAUTENb, B HEM yKa-
3aHBI aJ]peca, 0 KOTOPHIM BbI BCET/Ia MOKETE OOMEHSTh JCHBIU.
bonboe cnacu6o.
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- ITloxanyiicra. [IpustHOrO BaM J1Hs.
- Cmacu6o. JIo cBuganus.

3. B Poccuu cymiecTByrOT JBa OCHOBHBIX THUIIA OAHKOB: TOCYAapCT-
BEHHbIE M KOMMepueckue. ['naBHbI OaHK Hamed ctpansl — llen-
tpasbHblii bank Poccun (LIBP). OH ymoaHOMOYEH aKKpPEIMTOBHIBATH
HOBbIC OaHKU W BbIJaBaTh (DU3UUECKUM JIMIAM, MPEANPUITUIM U Op-
raHu3alusIM pa3pelieHus] Ha MPOBEACHUE OMpPEACTICHHBIX (pUHAHCO-
BbIX omepanuii. [IBP, Takke kak u a1000M apyroil 0aHK, MpeaocTaB-
JsieT U OObIYHbIC OAHKOBCKUE YCIYTH: MPUHUMAET BKJIaJbl Ha cOepe-
raTeyibHbIN, TEKYUIUN, UHBECTULMOHHBIN U JIPYTUe CUETa, MPEJOCTaB-
JAET 3alMbl, HUIIOTEKY, YCIYTM KaMEpbl XPAHEHUS, OCYIIECTBIISIET
CTPaXOBAHUE U T.I.

4. baHku KOHTPOJIHMPYIOT 000OPOT HAJIMYHBIX JieHer B cTpane. Cye-
CTBYIOT OIpEJEICHHbIE TpaBWa Kak IJisi pe3UACHTOB, TaK W ISl He-
PE3UICHTOB.

JI71st ”HOCTpaHHBIX (PU3NYECKUX U FOPUANYECKUX JIUI] CYIIECTBYET
HECKOJIbKO OTPaHUYEHUM, KaCAIOUIUXCS UCIOJb30BAaHUS HHOCTPAHHOM
BamOoThl. OHU BIIpaBe BBO3UTH B POCCHIO OINpEENIeHHOE KOJIMYECTBO
MHOCTPAHHOM BalllOThl U BBIBO3UTH €€ B TOM K€ KoynuecTtBe. MHo-
CTpaHHbIe paboToAaTeNn 00s3aHbl OIJIAYMBATh TPYJA CBOMX pPaOOTHU-
KOB, Haxosamuxcsa B Poccun, B pyossx. OnaTta Tpyna BO3MOXKHA U B
MHOCTPAHHOW BaJIIOTE, €CJIM OHA Oy/AeT Mmpou3BeicHa OAHKOBCKUM Iie-
pPEBOJIOM M3 3apyOEKHOro OaHKa HEMOCPEACTBEHHO Ha BaJIOTHBIM
cYeT pabOTHUKA B POCCUIMCKOM OaHKE.

@u3nyuecKue Jula U NpeanpuaTus, padoTarre BHyTPU CTPaHblI,
NOANAAA0T MOJI CJIEAYIOIINe OorpaHnyeHus. Bo-nepBbix, Bce PuHaAH-
COBBIE ONEpaIMy JIOJKHBI OCYIIECTBISTHCS B PYyOJIsiX, a HE B HHO-
CTPaHHOM BaJItOTE. BO-BTOPBIX, pOCCUNMCKUE KOMIIAHUU MOTYT IIOJY-
YUTh BAJIOTHBIM 3aeM cpokoMm He Oosiee 180 mneit u ¢ paspeunieHus
I[b. B Tperpux, MOKynKa U OpoAa»xa WHOCTPAHHOM BaIIOThI MOXET
POU3BOJUTHCS YE€pPe3 aKKPEAUTOBAHHBIE OAHKM M TOJIBKO HA BHYT-
PEHHEM BaJIIOTHOM PBIHKE.

FOpuanueckue viia MOTyT MPOU3BOAUTHL ONEpalMyd U C HAJIAY-
HBIMU JIEHbraMHU, €CJIM BBIIUIATBI OTHOCSTCA K 3apIuiaTe, KOMaHIupO-
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BOYHBIM WJIM HETPOM3BOACTBEHHBIM H3JCpKKaM. B ocTanmbHBIX CiTy-
qasx oriaTa JI0JbKHA ObITh MPOU3BECHA MOCPEICTBOM OAHKOBCKOTO
nepeBo/ia.

2. Discussion
o %
2 % 220

DISCUSS prospects of “ plastic money” in Russia.

\l)
You are going to make a brief presentation of the bank you are work-
ing at.

Choose any information of the banks you'’ Il be able to find.

Prepare also some questions that you might ask other speakers.

3. ertlng

Write a composition.
What do you know of the Russian banking system? What are its ad-
vantages and disadvantages? What do you think should be changed?...
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UNIT 7
| nternational Business

Lf
Q-
/
Lead-in
?

Answer the questions:
1. What isimport/export?
2. Have you ever heard the term “duty free”? What does it mean?
3. Do you know any foreign partners of Russia? Of Irkutsk region?
4. What are the closest foreign partners of Irkutsk region?
5. Which goods are exported to Irkutsk region?
6. Which goods are mainly imported by the Russian Federation?

Ex.1 Prere&dinq:

1)Check out the pronunciation :
purchase, customs, representative, freight, equipment, facilities, pur-
chasing, guarantee

2) Do you know what FOB and CIF mean? Consult a dictionary.

Ex. 2 Read and trand ate the dialogue:
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Andrey: | guess now isthe right time to discuss delivery terms.

Jack: As far as | remember, on our previous transactions we used
FOB terms. Would you like to change something this time?

Andrey: Actually, we would. We want CIF for this purchase, if that’s
possible for you to do.

Jack: Do you mean CIF Murmansk?

Andrey: Exactly. In this case, you'd be responsible for transport to
Murmansk and customs clearance in the UK.

Jack: That’'s right. We're also going to prepare an insurance certifi-
cate for your company for the period of transport to Mur-
mansk.

Andrey. Good. Our representative in Murmansk will take care of cus-
toms clearance for imported goods and freight to Irkutsk.
He'll need all the documents. invoice, freight and insurance
certificate and the export license. What is your CIF price?

Jack: It's 10,000 US dollars per unit if we deliver all the equipment
on July 2.

Andrey: Actually, we'd like to have it by the end of May. We're pre-
paring to open our new clinic in August, but we need some
time to install the equipment and to train our staff.

Jack: I'm afraid, we can't make it that soon. All our production fa-
cilities are busy. We have orders through July.

Andrey. But our order is a consderable one, and besides, we've al-
ways been satisfied doing business with your company. If you
could deliver the equipment no later than early June we could
agree on purchasing two more units on October 2.

Jack: Thisoffer changes the situation a bit. If you guarantee a further
purchase in October we could rearrange our orders and de-
liver the equipment sooner, shall we say, by June 10th.

Andrey. That’'s better, but it till interferes with our plans. Let’s dis-
cuss the price, then.

Jack:  All right.
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Text
A4
D'\i:

( N
2)

Pre-reading
Ex.1 Check out the pronunciation:
approach; foreign; warehouse; enterprise; requirement; quota; adjust.

Export/Import Operationsin the Russian Federation.

As in most countries, there are several approaches that a foreign
business can take when importing goods into Russia:

§ creating a contract for sale in which title to the goods passes to the
Russan company before the goods enter the Russian Federation
and the Russian company acts as importer;

§ holding goods in Russia through the use of a customs warehouse,
whereby the goods are in Russa, but the Russian customer is still
the official importer;

§ importing goods through a related or unrelated agent, who then
sells the goods on behalf of the foreign company;

§ establishing a Russian subsidiary which purchases goods on its own
account and sells the goods once they have cleared customs.

Currently, all Russian enterprises may sign contracts for export
and import with foreign companies. The practice of signing interna-
tional trade contracts is standard and there are no special restrictions
required by the Government of the Russian Federation. Generally, itis
not necessary to register aforeign trade contract.

Licensing and quota requirements for the export of most goods
and services have been abolished. The main exception concerns items
that are exported under international agreements in which Russia has
decided to limit or control the exports of such items.

From 1996 until recently, export duties were not applied. How-
ever, in 1999 the Government reintroduced export duties on some
goods and on raw materials such as ail, gas, ferrous metals, etc. Im-
port duty is charged according to the type of goods imported. For this
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purpose, goods must be allocated to one of 97 categories listed in the
“Trade Name of Foreign Economic Activity Journal” of the Russian
Federation. The category determines the basic rate to be applied to the
customs value of the goods.

The basic rates are set as a percentage of the customs value. Basic

rates range from duty free to 100%. The basic rate can be adjusted de-
pendent upon the place of origin of the goods.

w N

6
1.
8

Ex
1
2.

3.

ok

N o

Ex.1 Comprehension Questions:

?

°
What are the approaches, that a foreign company can take import-

Ing goods into Russia?

Characterize these approaches in detalil.

Which Russian companies may make contracts with foreign com-
panies?

Is there anything special about signing international foreign trade
contract in the Russian Federation?

What are the exceptions in licensing and quota requirements for
export in Russia?

. Which goods did the Government reintroduce export duties on?
How isimport duty charged?

. How are basic rates set up?

.2 Which statements are false? Prove your opinion basing on the
text:

. Making a contract for sale aforeign company acts as an importer.

When the goods are held in a Russian customs warehouse, the Rus-
Silan company is an importer.

Unlike in most countries, foreign businesses have several ap-
proaches to importing goods into Russia.

Since 1999, there have been export duties on ail in Russa.

The practice of signing international foreign trade contracts in Rus-
siais quite common.

At present only state enterprises may sign import/export contracts.

. In most casesthe registration of aforeign trade contract is optional.
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8. Import duty is charged on the basis of the currency rate.

9. There are about a hundred categories of goods listed in the “Trade
Name of Foreign Economic Activity Journal” to charge import
duty.

Ex.3 Insert the missing words or word combinations:

1. All Russian enterprises may ... ... for export and import with for-
elgn companies.

2. There are no specia ... for foreign trade contracts introduced by
the Government of the Russian Federation.

3. A foreign trade contract presupposes ... ... passes to the Russian

company before the goods enter Russia.

Related or unrelated agent sells the goods ... the foreign company.

. Licensing and quota requirements for the export of most goods and

services have been... .

6. In 1999 the Government ... some export duties on some goods and

raw materials.

... ... 1scharged on the basis of the types of goods imported.

For this purpose goods must be ... to one of 97 categories listed in

the special journal.

9. The basic rate can be ... dependent upon the place of origin of the
goods.

ok
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Vocabulary

B

Ex.1 Give the English equivalents:

BHEILIHETOPIOBBIM KOHTPAKT, TAMOXKHS, TAMOKEHHAs OYKMCTKa TOBapa,
pacTaMOXEHHBIA TOBap, UMIIOPTEP, 0a30BbI KOA(PPUIMEHT, JTULIECH-
3MOHHBIE U KBOTOBbIE TPEOOBaHUS, HAJIOTH Ha SKCIOPT, KacaTeIbHbIN
areHT, CHELUAJIbHbIE OTPAHUYEHUS, JOYEpHEE MNPEANPUITHE, TaMo-
KEHHasi CTOMMOCTb, CTPaXxOBO€ CBUJETENILCTBO, YCJIOBHUSI IMOCTAaBKH,
¢paxt, @POB, ycTaHOBUTH 000pyAOBaHKE, OOYUYUTH MEPCOHAII, IPOU3-
BOJICTBEHHbBIEC MTOMEUIEHUSI, onepanus, NOKymnkKa, cuer-gpakrypa, usme-
HUTb 3aKa3
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Ex.2 Match the words on the left with the words on the right to make
up word-combinations as they are used in the text:

1. foreign a. warehouse
2. unrelated b. agreements
3. licensing and quota C. rates

4. customs d. goods

5. Russan e. exception

6. basic f. subsidiary

7. international g. requirements
8. main h. company

9. customs-cleared I. agent

Ex.3 Insert the missing prepositions.
to import goods ... Russia; on behalf ... the foreign company; to pur-
chase goods ... smb’s own account; to export... international agree-
ment; export duties... some goods; to be charged ... the basis; to be
alocated... one of some categories, to be applied ... the customs
value; dependent... the place...origin

Ex.4 Consult the dictionary to find out the meanings of the abbrevia-
tions below, match the abbreviations with the definitions:

EC, B/L, B/E, D/P, L/C, D/A, c.i.f.,c.and f., f.0.b., . ex.

1. The formal union of some European countries under the Treaty of
Rome.

2. A document by which a buyer undertakes to pay a seller through a
bank if the seller delivers the goods according to the terms of the
contract. It can be documentary or irrevocable.

3. A document signed by a ship’s Master to say that he has received
the cargo, to which it acts astitle.

4. A contract in which the seller agrees to pay for the transport of the
goods to their destination and for insuring them on the journey.

5. A contract in which the sdller pays for the delivery of the goods to
a given destination.
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6. An order to pay for goods. It is drawn by an exporter and requires
payment by the buyer, who must accept it formally by signing his
name.

7. The documents are supplied only when the money is paid.

8. The documents are supplied when the bill of exchange is accepted.

9. A special price for goods sold overseas, usually less than for goods
sold at home.

10. A contract in which the seller pays all charges up to and including
the loading of goods on to the train, ship or plane which will de-
liver them to the buyer.

Ex.5 Fill in the blanks in the following passage with the words and
word combinations from the list below. The first has been done
for you:

imports, exporting, profit margin, market research, commission,

stock(s), agents, invoices, foreign, customs, certificates, export

Importing and exporting are the two aspects of foreign trade: a
country spends money on goods it ... and gains money through its ex-
ports. Vauable though ... tradeis for keeping domestic prices down
by creating competition at home and providing large markets abroad,
governments may have to put restrictions on it, which they usually do
by subjecting imports to ... duties or by restricting some types of ex-
ports.

Customs authorities must make sure that imported goods are not
sold at a lower price than that in their country of origin: to assess the
domestic price they require consular ... or ... of value and origin.

Large firms may have their own import and ... departments, but
both large and small firms deal with clearing and forwarding ... who
handle all the details of transporting cargo.

When goods are sold abroad, buyers who are stockists will have
to pay for ... for which they will not receive payment for some time:
they must, therefore, work on a higher ... ... to cover this. Many buy-
ers prefer to become foreign agents who work on ...; they will not
then have to pay for the goods but they must obtain the highest possi-
ble prices when the goods are sold.
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So, after careful ... ... , @ manufacturer can sell them at the right

price.

Ex.6 The manaqging director has had an attack of jargon. Help him

trangate his speech into plain English by substituting the words
in bold type in each sentence (1-15) with one of the phrases (a-0)

Ladies and Gentlemen,

1.
2.

| want to take on board a number of important points.
MMT Communications is now a mgor player in the communica-
tionsindustry.

3. Wework for lasting relationships with our business partners.

4. We employ state-of-the-art technology.

5. We want to produce the most user-friendly products on the market.
6.
7
8
0.
1

In our business relationships, we aim to be proactive every time.

. We propose only tailor-made solutions.
. We never lose sight of the bottom line.

We work hard to get synergy between subsidiaries.

0. We will not hesitate to downsi ze the organi zation for maximum ef-

ficiency.

11. We will find solutions to business problems even when we do not

have alevel playing field.

12.1f anyone tries to move the goalposts on our commercial agree-

13. ...

ments. ..
we will blow the whistle.

14. We aim to become atruly global operator.
15. Unfortunately | can only give you ballpark figures today.

a) cut the workforce of

b) business conditions are unfair

C) personalized

d) aleading company

€) change the rules (without consultation)
f) worldwide

g) the people we do business with

h) understand and accept

1) dynamic and productive relationships
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]) approximate

K) anticipate needs

I) our basic objective (usually to make a profit)
m) up-to-date

n) easy-to-use

0) protest at unfair treatment

Ex.7 Trandate the terms in brackets into English to make a sentence:

1

wWN

ok

N o

(JImnen3nonHbie U KBOTOBBIC TpeOoBanms) for the export of some
goods were introduced by the Government.

. We were charged about 50 % (raytora Ha UMITOPT).
. This company often (3akirodyaer BHEMIHETOPTOBbIE KOHTPAKTHI)

with foreign companies.

(PeructpupoBats) aforeign trade contract is not necessary.
(Yupexxaenue pycckodi podepHert ¢upmel) allows purchasing
goods on its account.

(Pacramoxxennbie ToBaphl) are sold by a Russian subsidiary.

. The main exception from licensing and quota requirements is items

that are exported (o ycIoBUsIM MEXITYHAPOTHOTO COTJIANIICHUS).

Ex.8 Trandate the sentences into Enqglish:

1.

2.

OTOT JOKYMEHT OOecneyuBaeT 3HaHWe 0a30BOro Kod(duuueHta
JUTSI TOTO, YTOOBI BBICUUTHIBATh TAMOKEHHYIO CTOMMOCTH TOBapOB.
ba3oBbiii KOAPGUIIMEHT — 3TO MPOLIEHT OT TAMOXEHHOW CTOMMOCTHU
ToBapoB, uaMeHstomnuiics or 100% 10 mosHOro ocBOOOXKAEHUS OT
Hajora B 3aBHCMMOCTH OT BHa TOBapa.

. BHEIIHETOProBbIM KOHTPAKT MPEANOIaract, YyTo npaBo Ha BJaje-

HUE TOBAPOM IEPEXOJUT K PYCCKOW KOMIIAHUM, MPEXKIAE YEM TOBA-
pBl OKaxyTcsa Ha Tepputopun Poccuiickoit Penepanuu, U pycckas
KOMITaHUS — [IOKYIIATelb BBICTYIIAET UMIIOPTEPOM.

B Hacrodiiee Bpems J00asi pycckash KOMIIAHHMSI UMEET BO3MOXK-
HOCTh 3aKJII0YaTh KOHTPAKTHI Ha AKCIOPT/UMIIOPT ¢ WHOCTPAHHBI-
MU [apTHEPAMHU.

. [IpakTrka 3aKIIOYEHHS BHELUIHETOPIOBBIX KOHTPAakTOB B Poccum

ABJIACTCA CTaH)IapTHOﬁ, 1N HC CYHICCTBYCT CIICHUAJIBHBIX OI'PaHUYC-
HHﬁ, IMPCACTABJIICHHBIX ITPABUTCIILCTBOM.
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6. Kak mpaBuiio, perucrpanysi BHEIIHETOPTOBOIO KOHTpaKTa HE 00si-
3aTeJbHa.

L anguage focus

Relative Clauses

Ex 1.Combine the following sentences into one sentence with a rela-
tive clause:

1. The manager (you spoke to the manager yesterday) is not here to-
day.

2. Bob (Bob's grades are the highest in the group) has received a high
scholarship.

3. Annisour group mate. Ann is going to China next year.

4. Andrew’ s bought acar. The car isvery expensive.

5. Michadl wrote an article. The article shows his hands-on knowledge
of the subject.

6. The director of the project (the project was won by the University
last year) is planning to retire next year.

7. Peter (Peter’ s father is adoctor) wants to enter the medical college.

Ex.2 Complete the sentences with your own words. Consult the dic-
tionary if necessary:

A baker is aperson who

A mechanic is a person who

A philatelist isa person who

A bartender is a person who

A spendthrift is a person who

An astronomer is a person who

A carpenter is aperson who

A doctor is aperson who

N~ WDNPE

Ex.3 Combine the following sentences into one sentence with a rela-
tive clause, give all possble forms:
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1.
2.
3.

Theteawastoo cold. | had it for tea-break.
| have a class. It begins at 8:00 a.m.
| know a man. He doesn’t have to work for living.

4. My daughter asked me a question. | couldn’t answer it.

5.
6.
1.
8.
9.

All of the people can come. | invited them to my party.
| lost ascarf. | borrowed it from my roommate.

A lionisan animal. It livesin Africa.

The woman predicted my future. She read my palm.

A globeisaball. It has a map of the world on it.

10. Where can | catch the bus? It goes downtown.
11. The busis aways crowded. | take it to school every morning.
12. | have valuable antiques. | found them in my grandfather’s attic.

Ex.4 Join the following sentences together in a relative clause using

1.

2.

the relative pronoun in brackets.
The new account program is working very well. It costs a great deal
of money. (which)
The Oriental Hotel is said to be the best in the world. Many famous
people have stayed in it. (where)

. Richard Branson runs the airline Virgin Atlantic. He has now sold

his record company to Sony. (who)

. Glaxo is the biggest drug producer in Europe. Their products in-

clude Zantac. (whose)

. Their new range of cosmetics will be launched next month. They

have spent $ 10 million on it. (on which)

. | am writing with reference to my client Mr. Warburg. | have dis-

cussed your proposal with him. (with whom)

Skills focus

1.
1.

\

Render the following dialogues into English:

- J1oOpwIit AeHb. Yem Mory ObITh MOJIe3€H ?
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- 3npaBcTByiiTe. HaMm Hy)XHa KOHCYJbTalMs: Mbl Obl XOTEJIM UMIIOP-
TUPOBATh NPOAYKLMIO HAllleW KOMIIaHUU B Poccuro.

- Utak, cymecTByeT HECKOJIbKO BAPUAHTOB pEIICHUS Balleil mpooJe-
MbI. BO-TIepBBIX, BBl MOYKETE 3aKIIFOYUTh BHEIITHETOPTOBBINM KOHTPAKT
C KakoW-HUOyab poccuiickor ¢pupMoil-nokynatenem. B sTom ciayuae
IIPABO Ha BJIAJICHUE TOBAPOM IMEPEXOAUT K POCCUMCKOW KOMITAHUHU
eme O TOro, Kak ToBapbel nomaayT B PoccHro, M KOMITaHMS-
MOKYNaTeb BHICTYIIUT UMIIOPTEPOM.

- Xopo1o. A Ipyrue BapuaHThI?

- Bropoii cnoco0 — BO3MOXKHO XpaHEHHWE TOBAPOB HA TaMOMKEHHBIX
ckianax B Poccuu, TakuM 00pa3oM, XOTS TOBaphl HAXOIATCS YKe
TaM, POCCUMCKHUI MOKYIIATENb BCE PABHO SIBJISIETCS UMIIOPTEPOM.

- A Kak ObITH B Clly4ae, €CJIM Hallla KOMIaHus OyneT IeicTBOBaTh ye-
pe3 mocpeaHuKa?

- BrionnHe BO3MOXHO. DTO UMIIOPTUPOBAHUE TOBAPOB YEPE3 TAMOKHIO
C MOMOUIBIO KacaTeJIbHOIO areHTa. A 3aTeM ToBapbl OYIyT MPOJAHbI
areHTOM OT UMEHM Balllel KOMIIAHUH.

- MHe KaxeTcs, 4TO 3TO HE COBCEM TO, YEro Obl Mbl XOTEIIH. ..

- CyliecTByeT euie OJIMH CIoco0 — BaM HY)XKHO YYPEIUTh JI0UYEpHEE
npeanpustue B Poccuu.

- A pasBe 3TO BBITOJHO?

- KoHeuHO. DT0 npeanpusTie UMEET NMPaBo 3aKyIaTh TOBAPHI HA CBOU
COOCTBEHHBIN CYET, a 3aTEM MPOAABATH UX YK€ PACTAMOKEHHBIMH.

- Ham cnenqyer Bce 3T0 BcecTopoHHE 00CynuTh. Korjga Mbl mipujieM K
OKOHYATEJIbHOMY PEIICHUI0, OOKOCh, HAM MPUIETCA MPOKOHCYIbTH-
pPOBATHCS 3/ECH €IIIE Pa3.

- Bcerma paapel BaM IOMOYb.

2.

- IIpuBer, Anapeit, kakas BcTpeya!

- 3IpaBCTBYH, OYEHb pajl T€OsI BUICTb.

- Yt0 THI 371€CH A€Iaclib ?

- [IpoBOXan B KOMaHAMPOBKY HAYAJILCTBO, & ThI?

- A g npuexana u3 otiycka. O, 3T0 TBOSI MallIMHA?

- Jla.

- Ona BeIMIAUT NpocTo KinaccHo! Kakast mapka?

- Toyota Camry.
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- laBHO TBI €€ Kynui?

- Ha »Tol1t Henene.

- B pupme “Toyota” ?

- Her, onuH Mo#t Ipyr KuBET B JNOHUH, OH PUCMOTPEIL 3Ty MAILLIUHY
ISl MEHS.

- DT0, IOJKHO OBITh, CJIOKHAS Mpolielypa — nepechblika u3 AnoHuw,
pacTaMOXUBaHUE, OIIaTa BCEX MOUUIMH. .. Jloporoe ynoBoibcTBuE!

- BooGmie-To, na. Ho »T0 BCe e AerieBiie, 4eM MoKynaTh 3/1eCh, U HE
TaK PUCKOBAHHO.

- UTo THI MMEEIIb B BUTY?

- Mo npyr nocrapasics HauTH HE OYE€Hb JOPOT'YH0 MAalllUHY, OH JIMYHO
JOTOBAapUBAJICS O TPAHCIIOPTUPOBKE MOPEM, TaK UTO ATO BBILLIO Je-
mieBse, yeM oOblyHO. UTO Kacaercd MONUIMHBI HA UMIIOPT, TO 3TO,
KaK Thl, HABEPHOE, CJIBIIIAJA, MPOLEHT OT TAMOXEHHOW CTOMMOCTH
ToBapa. LleHa MammHbl, TAMOKEHHAs] CTOUMOCTD IUIFOC TPAHCIIOPTH-
POBKa I10 KEJIE3HOM JI0pOre. ..

- Ho, ThI 2k€ roBOpMILIb, UTO BBIILIO ACIICBIIE?

- Jla, HE roBOpst O TOM, YTO 5 MOJTYYUJI KOMIUJIEKT 3armdacteit oecriar-
HO, KaK noJapox pupmsi!

- Bce 3T0 0ueHb UHTEPECHO, HO OOKOCH, MHE HY>KHO UJITH. ..

- Pa3pemu te0s moaBe3Tr?

- O, ¢ yz10BOJIbCTBHEM!

1. Do you think that export duties on some goods such as oil, gas, and
ferrous metals are necessary? \Why?

2. Basic rate for nearly pure alcohol is 100%. Can you guess the rea-
sons for that?

3. The basic rate can be adjusted dependent on the place of origin of
the goods. Give the examples and try to find out the reasons.
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3. Writing

P
N

As trade barriers break down and international trade increases,
more and more businesses want to buy and sell goods abroad. Both
first-time importers (or exporters) and experienced international busi-
ness require an effective and efficient means of dealing with the
documentation. Thereis a great variety of documents used to precede,
to record and to perform a transaction.

Here are the names of the main transaction documents:

-letter of inquiry

-quotation

-order form

-invoice

-various transportation documents (bill of lading, airway bill etc)
-insurance documents (insurance policy, insurance certificate, etc.)
and many others.

0

Read the sample given below. Imagine that you are a visitor of the
Paris Exhibition. Make up your own enquiry for the goods you’ ve seen
there.

ENQUIRY

Jenkins & Simpson
Children’s Clothing
45 Hoime Avenue
Sheffield
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Thomas Jefferson & CO LTD

18 Deansgate

M anchester

M®60 8AS September 13,19

Gentlemen,

We saw your dresses and suits for children at the London Exhibition
held in New York on September 2. The lines you showed for babies,
the dresses and suits would be most suitable for our market.

Would you kindly send us your quotation for spring and summer
clothing that you could supply to us by the end of January next. We
would require 1500 dresses and suits in each of the sizes 4-8, 500 in
the sizes 2 and 10. Please quote c.i.f. Sheffield prices. Payment is nor-
mally made by letter of credit.

Thank you for an early reply.
Very truly yours,

Ch. Black
Buyer
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Supplementary Materials

UNIT 1
YOU AND YOUR UNIVERSITY

Read the text:
The System of Education

It is known that the educational system has three levels — primary, secondary
and university, or higher education. The university education underwent some con-
siderable changes in Russia in the past decade. Undoubtedly it is the most rapidly
developing part of our educational system.

Pre-graduate education can now be considered the first step of higher educa-
tion. It is given in colleges and specialized classes in schools and lyceums. The
course can take 2-3 years.

Higher professional education is provided by some academies and universi-
ties. The regular course takes five years. Some universities have bachelor’s and
master’ s courses. Nowadays higher education is offered by both state and inde-
pendent universities. On the average, forty percent of students in state universities
are supported by the government. Individuals and organizations pay for the other
Sixty per cent. Most universities offer courses for full-time day students, night stu-
dents and students by correspondence.

Y our education does not necessarily end when you graduate from your uni-
versity. Graduates can take post-graduate three-year courses for Candidate of Sci-
ences Degree (equivalent to Ph. D.). There are also two- or three-year advanced
courses for graduates of different backgrounds wishing to get a second professional
education. And finally, many institutions have advanced training and retraining
centers.

ANSWER THE QUESTIONS TO THE TEXT:
1. What are the three layers of the educational system?

2. Where can you receive pre-graduate education? Do you have such education?
3. What two main types of higher education institutions do you know?
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4. Who sponsors education?

5. Are al the university students full-time? Tell about the situation in your Uni-
versity.

6. What post-graduate courses do most universities offer?

TASKS:

I. Find in the text the English equivalents for the following:

Ha‘{aJIBHOC, CpCaHCEC, BLICHICC 06pa3013aH1/Ie; JAOBY30BCKas IIOJAIOTOBKA, JIPII.ICﬁ;
BBICIIICC HpO(l)CCCI/IOHaHBHoe O6paBOBaHI/Ie; 6aI<aJ1aBp, MarucTp, HETOCyJapCTBCH-
HBIN BY3; CTYACHT JHCBHOT'O, BCUCPHEI 0, 3A04YHOI'0 OTACIICHHUA, aCIIMpaHTypa, KypcC
YCKOPCHHOT'O O6y‘{CHI/IH; BTOPOC HpO(l)CCCI/IOHaHBHOC 06pa3013aHI/Ie; LOCHTP HOIIOJI-
HHUTCJIBHOI'O 06pa3013aHI/151 H IICPCIIOArOTOBKH.

> w

No O

0.

Translate from Russian into English using the Simple Tenses:

B cnenyromem roay s Oyany mocTynaTh Ha JHEBHOE OTAEIEHHE (paKyiabTeTa
MHPOBOI YIKOHOMHUKHU.

B namem YuuBepcurere ecth LleHTp nepenoAroToBKU, KOTOPBIM Ipeasiaract
pa3JINYHbIE KYPCHI.

Moii OpaT 3akOoHYMIT PUHAHCOBBIN (PaKyJIbTET B MPOILIIOM TOAY.

B mikose s yuausics B cielMaibHOM MaTeMaTHYEeCKOM Kilacce, 1 MHE ObLIO Jier-
KO CJ1aBaTh BCTYIIUTEIbHbBIE SK3aMEHBI.

Tsl Oyaenrs nocTynaTh B aCIUPAHTYPY B CIEAYIOLEM IOy ?

Muxaus yuutcs Ha THEBHOM WJIM Ha BEYEPHEM OT/AEJICHUN ?

CKOJIBKO JIET CTYAEHTBHl Y4aTCs Ha 3a0YHOM OTAEJIEHUHU IO CHEIUAIbHOCTU
«MupoBasi JKOHOMHKa»?

CKOJIBbKO BY30B Balllero ropoja MnpejaratoT Bbiciiee 00pa3oBaHUE IO CIIELU-
anbHOCTHU «[Icuxonorus»?

B npouiom roay s 3aKkOHYMI ABYXTOJIUYHBIN KypC YCKOPEHHOTO0 00yUYEHUS.

10. Kro omaunBaeT Baiie 00yu4eHHe B YHUBEPCUTETE?

. Retell the text using ‘ questions to the text’ as guidelines.
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UNIT 2
YOU AND YOUR REGION

Read the passage from Mr. Sinclair’s diary .

On the Shores of Baikal
By Mark Sinclair

Juneldth
Arrival in Siberia

| arrive at Siberia s Irkutsk airport in the early morning of June 19th, under a sky
full of gray clouds and spitting rain. | am part of a seven-member environmental
and business delegation from Vermont sent to Russia by a small nonprofit organi-
zation called Project Harmony. The purpose of the trip is to share information and
ideas on addressing the environmental problems facing the Lake Baikal region of
Siberia. Project Harmony has created a highly successful "Community Connec-
tion" program that fosters interaction between American and Russian profession-
as...

...My Russian hosts are Galina and Valerie Zubkov, a 50-something married cou-
ple. Valerie, a good-natured man wearing a constant smile, is a geologist at a gov-
ernment research institute in Irkutsk and has explored the Lake Baikal region ex-
tensively. He speaks English quite well and is a fountain of information on the ge-
ology and natural history of Baikal. Through Valerie, | quickly learn why the lake
is known as the ‘ Pearl of Siberia’ and often compared to this country’ s Grand Can-
yon in terms of its vastness and scenic beauty.

With great pride, Valerie tells me that Lake Baikal is the oldest |ake in the world,
with an estimated age of 25 million years. It also is the earth’s deepest lake, meas-
uring more than a mile at its deepest. It contains one-fifth of the world’s fresh wa-
ter, making it one of the largest lakes on the planet. Valerie also explains that Bai-
kal is an incredibly rich lake, containing over 1,500 endemic species, including
some 50 species of fish, more than 250 species of freshwater shrimp, and a unique
freshwater seal or nerpa. As Valerie proudly exclaims, "Baikal is an ecological
treasure, but more than that, it is part of the Russian soul."...
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...Like most Russian cities, Irkutsk is swarming with people and traffic. But its
poverty tells much about the sad state of the Russian economy. Public buildings
and roads are in disrepair, black smoke rises uncontrolled from factory and power
plant stacks, and cars and jitneys crowd the roads spewing exhaust and dust. Air
pollution is often bad enough to warrant health alerts, but the citizens of Irkutsk
have other things to worry about besides clean air-such as putting food on the table
and boiling tap water to make it potable. Times are hard in Siberia as throughout
Russia, with continued economic and political turmoil and with a weak ruble mak-
ing life difficult and the standard of living quite low. While | saw no one living on
the streets of Irkutsk or in abject poverty, the average citizen has few of the posses-
sions that Americans take for granted-no VCRs, new cars, CD players, or personal
computers...

...Despite the hard times, my host family was living proof that hospitality is the
great Russian virtue. They, like most Russians, live in a very small apartment
(three tiny rooms) in a large, multi-storied tenement building. The apartment lacks
many of the amenities and appliances that are standard in American homes-
washing machines, toasters, and dishwashers. However, Valerie and Galina take
great pride in the coziness and neatness of their home. And during my stay, | am
continually served large amounts of food and constantly encouraged to eat more.
Bread, potatoes, mutton, and soup are the main foods. Fruits and vegetables are
much less common than in the American diet. Water is never served with meals.
Very long meals are common. So is lots of vodka.

June2lst-23rd
Seeing Lake Baikal
... The road from Irkutsk gives us our first look at the real Siberia: a timeless col-

lection of white birches, green meadows, and rivers. As Pushkin wrote, "it smells
of Russia here."

Finally, about noon, we come around a bend and get our first look at Lake Baikal
from a mountain pass high above the small port town of Kultuk. Valerie's descrip-
tions do not prepare me for the majesty of this great lake. The lake appears deep
blue in the June sunshine and stretches out to the northern horizon farther than the
eye can see. Surrounding the lake on the east and west shores are rugged moun-
tains with snow still lingering in the upper elevations. Valerie probably said it best:
"A single trip to Baikal is the dream of a lifetime; but a full lifetime is required to
explore Baikal’ s many treasures."

As | survey the lake, | spot a plume of grey smoke coming from the Baikalsk pulp
and paper plant located 20 miles to the north. The plant has become a symbol of
the increasing pollution problems facing Baikal, galvanizing local and international
environmental groups like Greenpeace in a decade-long struggle to close the plant.
Constructed 30 years ago by the Soviet government to produce cord tread for air-
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planes, the plant discharges industrial wastewater, containing dioxins, organic sul-
phur compounds, phenols, and other contaminants, directly into Lake Baikal-
equivalent to the daily discharge of a town of 500,000. On-site incineration of
process sludge releases dangerous levels of dioxin into the air. Ironically, the mill
Is not profitable and would be bankrupt if it were required to pay the environ-
mental fines levied against it by the regional administration.

Although the lake is still relatively clean, it suffers the effects of increasing air and
water pollution from many sources, including industries throughout the Irkutsk re-
gion and from the Selenga River located 150 miles up-lake, carrying untreated hu-
man and industrial wastes from three major cities located in nearby Mongolia...

... Pressure by environmentalists and the international recognition of Baikal as a
World Heritage site forced the Soviet government to take some action. For exam-
ple, in 1987, the government issued a comprehensive law to protect Baikal, estab-
lishing a shoreline "no development” zone and a "no logging" protection zone and
requiring the Baikalsk plant to be "reprofiled” to a more environmentally benign
activity by 1993. However, these laws have not been enforced. And there is no po-
litical will to shut down the mill in the middle of an economic crisis when 3,000
employees depend on it for a livelihood. While various government and private
studies have proposed transitioning the plant to less harmful activities like bottling
water or making furniture, there is no consensus on how to build a more sustain-
able local economy and no money available to finance any such plant conversion.
As one local environmentalist put it, "Despite legal protection and official recogni-
tion of Balkal as a national and international treasure, it is still considered a pollu-
tion dumping ground by the Russian government.” ...

...But despite this situation, there are reasons for hope. Increasing numbers of citi-
zens in Baikalsk and the region are organizing to ensure a better future. One local
environmentalist, Olga Gamerova, a wiry, serious woman in her early 40s, intro-
duces me to a small group of local citizens working to dramatize the plight of Lake
Baikal. They are fighting to protect the lake not only for nature’ s sake, but also for
the values it represents - its ability to enrich people and community spiritually and
culturally. One member of the group is working to encourage the start-up of new
local enterprises as an alternative to total reliance on the pulp mill. Finally, several
local activists, including Olga, have established an environmental education center
in Baikalsk to help the community understand and develop strategies to protect its
most important asset: Lake Baikal.

...On our last night in Baikalsk we attend a cookout on the shores of Lake Baikal
with local environmentalists and community leaders. As we roast omul, awhitefish
considered a Russian delicacy, over the fire, we drink and toast the great lake. We
begin to debate whether eco-tourism could become an economic development en-
gine to break the region’s complete dependence on logging and the pulp mill. One
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representative to the Duma argued that the town should boost its dying economy
by becoming a popular destination for foreign tourists. This idea had been men-
tioned often during the past two days by other officials.. But large-scale tourism
requires considerable investment in services and infrastructure, such as airports,
medical facilities, hotels, and sewage treatment plants. In contrast, Baikalsk is a
sleepy little town with modest means and little in the way of services to attract
tourists. It spots only one hotel - an ugly glass and metal building with crumbling
concrete steps, a front yard overgrown with weeds and brush, and poor facilities
for guests. Incredibly, the hotel has turned its back on the town’s greatest asset - it
issited afull half mile away and offers no views of the mighty lake....

...It is afew minutes past midnight when the sun finally drops below the horizon,
the debate ends without resolution, and the party breaks up. Several of us screw up
our courage and go for a midnight dip in the icy waters of Baikal. The water is
cold. The locals say that swimming in Baikal will keep you young. What they fail
to mention isthat it may kill you first from a heart attack!...

Discuss his impressions. What problems is he mostly concerned about? What do
you think of them?
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UNIT 3
TYPES OF BUSINESS PRESENCE

I. BUSINESS PLAN FORM
1. DETAILSOF THE BUSINESS
Name of business
Type of business
Format (limited company, partnership etc.)

2. PERSONAL DETAILS
Relevant work experience

3. PERSONNEL
Number of people/job function

4. PRODUCT/SERVICE
Description

5. MARKET

Describe your market

Who are your customers?

Is your market growing, static or in decline?

Who are the main competitors?

What are the advantages of your product or service over the competition?

6. MARKETING
What sort of marketing or advertising do you intend to do?

7. PREMISESSMACHINERY/VEHICLES
Where do you intend to locate the business and why?
What sort and size of premises will you need?

What machinery/vehicles do you require?

8. OBJECTIVES

What objectives do you have for the business?
Short-term

Medium-term

Long-term
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UNIT 4
COMPANY PROFILE

|. Business structure

Complete the organization chart from the information provided. Two exam-
ples have been done for you.

The Managing Director (sometimes called the Chief Executive, or Presi-
dent in the USA) is the head of the company.

The company is run by a Board of Directors; each Director is in charge of a
department. However, the Chairman of the Board is in overall control and may
not be the head of any other department.

Most companies have Finance, Sales, Marketing (sometimes part of Sales),
Production, Research and Development (R&D) and Personnel Departments.
These are the most common departments, but some companies have others as
well.

Most departments have a Manager, who is in charge of its day-to-day run-
ning, and who reports to the Director; the Director is responsible for strategic
planning and for making decisions.

Various personnel in each department reports to the Manager. One exam-
ple, present in almost all companies, is the Sales Representative, who reports to
the Sales Manager.
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sonnel in
Sales Department

per-

I1. Match the positions with the job descriptions:

1. Minister of Transport

a. We have two teams calling possible clients to fix
meetings with the reps.

2. General Practitioner

b. We try to adapt our courses to the needs of each
individual learner.

3. Bank Managers

c. We deal with most users’ problems by phone.

4. Management Consultant

d. I have the biology chair.

5. Civil Engineer

e. We do mainly children’ s titles and dictionaries.

6. Publisher

f. We examine and (usually) approve company ac-
counts.

7. Sales Representatives

g. | am a civil servant, working on government
road policies.

8. Telesales Manger

h. | specialize in advising on management reporting
systems.

9. Technical Support

I. We are always ready to discuss lending possibili-
ties with our clients.

10. Trainers j. I visit all my clients three or four times a year to
tell them about our latest products.

11. Auditor K. | build bridges.

12. Professor l. I have about 1500 patients on my list.
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UNIT 5

APPLYING FOR A JOB

1. PERSONAL QUALITIES

1. Sudy the following words:
POSTITIVE TRAITS
Good-natured

Kind, kind-hearted
Communicative, sociable

Friendly

M odest

Generous

Considerate, tactful

Sincere, open, frank

Cam, quiet

Patient

Easy-going, easy to deal with
Courageous, brave, bold

Sensible, reserved, even-tempered

Polite

Broad-minded

Honest

Hardworking, industrious
Reliable, trustworthy
Just, fair

Well-bred

Witty, intelligent
Strong-willed

Merciful

[l. Fill in the missing letters.

NEGATIVE TRAITS
[1l-natured

Unkind, hard-hearted
Uncommunicative,
bottled-up

Unfriendly, hostile
Showy

Greedy, stingy
Inconsiderate, tactless
Insincere, double-faced
Fussy

I mpatient

Hard to deal with
Cowardly
Quick-tempered,
hot-tempered

Impolite, harsh, rough
Narrow-minded
Dishonest

Lazy

Unreliable, deceitful
Unjust, unfair

[11-bred

Stupid, dull-headed
Weak-willed

Cruel, ruthless

unsociable,

For three positions - policeman, shop assistant, artist — determine the quali-

tieswhich are:
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Essential for the job

Not essential, but desirable
Irrelevant

Undesirable, bad qualities for the job
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2. YOUR IMAGE

This psychological test might help you under stand how others see you. First,
choose one answer for each question. Then, calculate the total score using the
table. Finally, read the paragraph describing your image according to the score

that you get.

1. Doyou usually walk

a) fast, with long steps;

b) quite fast, with short quick steps;

c) not very fast, with your head up, looking at the world;
d) not very fast, with your head down;

e) rather slowly;

2. When you are talking to people, do you

a) stand with your arms folded,;

b) stand with your hands together in front of you;
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stand with one or both hands on your hips;

touch the person you are talking to;

touch your ear, rub your chin or smooth your hair;
have something like a pen or a cigarette in your hand;

When you find something very funny, how do you react? Do you
give aloud laugh;

laugh, but not very loudly;

laugh softly asif to yourself;

give avery big smile;

smile a little;

When you go to a party, do you

make so much noise as you enter that everybody notices you;
walk in quietly, looking for someone you know;

hope that nobody will see you walking in;

When you feel relaxed, do you sit with

your legs crossed or wrapped round each other;
your knees bent and your legs together;

your legs stretched out in front of you;

with one leg curled up underneath yovu;

When do you feel your best

soon after waking up;

during the afternoon and early evening;
before you go to bed,;

When you are interrupted while you're trying to concentrate on something,

do you
feel pleased to be interrupted;

feel very irritated;
you don'’t feel anything very strongly;

Which of the following colors do you like most
red or orange;

white;

black;

dark blue;

yellow or light blue;

brown, gray or violet;
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g) green;

9. Just before you go to sleep, when you are lying in bed, do you lie
a) flat onyour back;

b) stretched out on your front;

C) onyour side;

d) withyour head under your arm;

e) with your head under the bed-clothes;

10. Do you often dream that you are

a) falling;

b) involved inafight;

c) looking for someone or something;

d) being naked;

e) flying or floating;

f) doyoudream rarely;

g) or do you usually have nice pleasant dreams.

POINTS

1 A6 B4 C7 D2 El

2 A4 B2 C5 D7 EG F1

3 A6 B4 C3 D5 E2

4 A6 B4 C2

5 A4 B6 C2 D1

6 A2 B4 C6

7 A6 B2 C4

8 A6 B2 C7 D3 E3 F1 G4

9 A7 B6 C4 D2 El

10 A4 B2 C3 D7 ES F6 Gl
OVER 60

Other people see you as someone they should “handle with care’ — self-
controlled and extremely dominant. They may admire you and they could want
to be more like you, but they don’'t always trust you and hesitate to become too
deeply involved with you.

FROM 51 TO 60

Your friends see you as an exciting, rather impulsive person, changing easily
form one mood or interest to another: a natural leader, quick to make decisions
(not always the right ones). They see you as bold and venturesome, someone
who takes a chance and enjoys an adventure. They like to be in your company
because of the excitement you radiate.

138



FROM 41 TO 50

Others see you as fresh, lively, charming, amusing, and always interesting,
someone who is constantly the center of attention, but sufficiently balanced and
not to let it go to your head. They also see you as considerate and understanding,
someone who will cheer them up or help them out as the situation requires.

FROM 31 TO 40

Other people see you as sensible, cautious, careful and practical. They see you
as clever, gifted but modest, not a person who makes friends too quickly or too
easily, but someone who is extremely loyal to the friends and who expects the
same loyalty in return. Those who really get to know you realize that it takes a
lot to shake your trust in your friends, but equally, it takes you along time to get
over it if the trust is shaken.

FROM 21 TO 30

Your friends see you as meticulous and painstaking, perhaps a bit too fussy at
times, ultra-careful and ultra-cautious. It would surprise them greatly if you
were ever to do something on impulse. They expect you to examine everything
very carefully from every side possible and then, usually, decide against it. This
sort of reaction is due to your careful nature and partly due to your laziness.

UNDER 21

Y ou are seen to be shy, modest and indecisive, someone who needs to be looked
after, who always leaves it to someone else to make decisions and prefers never
to get too involved with anyone or anything. Y ou worry when there’ s nothing to
worry about and see problems which don’t exist. Some people tend to regard
you as dull and boring, and only your close friends know that you are not bor-
ing. The trouble is that you let very few people get close to you.
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UNIT 6
MONEY AND BANKS

Read the annotation to the book Understanding Russian Banking by prof.
Mikhail K. Lapidus and others.

Understanding Russian Banking

In the 1980's the Soviet Union found itself in a state of serious social and po-
litical crisis. Although the country contained enormous industrial and natural re-
source potential, it was suddenly on the verge of collapse. Due to failed man-
agement of a totalitarian centralized system, it was now necessary to begin the
difficult transformation toward a proven privatized system, and a decentralized
economic and political structure.

By the end of the 1980's, Gorbachev's perestroika, or restructuring, was begin-
ning to be felt. The reality of a need for individual freedom in Russia had become
very clear. Virtually all aspects of the economy were in need of revitalization. In
particular, the banking system required extensive reorganization, because its
function in the economy is similar to the function of the circulatory system in the
human body. For productivity to blossom in Russia, a fluid, stable network of
banks and credit associations must be created.

At first, new commercial banks were founded and competition began with the
previous government monopoly of production and distribution. Soon, privately
owned businesses began to emerge.

For the first time in eighty years, the opportunity for individual prosperity has
become an achievable reality. A small middle class of self-sufficient citizens,
which are long-term stability in any economy, has started to emerge.

Simultaneously, with these emerging changes throughout Russia's eleven time
zones, signs of disruption appeared in the form of the sudden fall in production
volume, increases in inflation, rising interest rates, and wide spread lawlessness.
Russian bankers understand that the Russian economy needs reliable banks by
today's standards to rebuild her economy. Accordingly, Russian bankers know
that she needs, first and foremost, a rule of law, reliability, and the safety of per-
son and property that will create the "trust" upon which all banking is based.
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The progress created by the changes implemented in the last ten years, gives
firm grounds to say that Russia is embarked on a new road which will lead to
prosperity in direct proportion to its compatibility with the global economy and
society. Russian bankers intend to face the facts, and our word must become our
bond. Our Russian foundation must be altered to correspond to that pledge. That
Is the direction which the Russian banking industry chooses as the custodian of
the finances of the Russian people.

The first stages toward the privatization of state property have been completed,
in the sense that a transfer from communal ownership to private individual own-
ership has been made. The new owners are not all necessarily the rightful own-
ers, but the inevitable direction of the economy has been set. When productivity
has been restored, the inequities will have to be sorted out.

The commercial banking system has continued to develop in the past five
years. A stock market has emerged in name, and is slowly beginning its devel-
opment. Real estate and insurance markets are beginning to emerge. With all of
these happenings, Russian commercial banking has played a growing role in each
sphere of the developing economy. The government's former activities are slowly
but assuredly being returned to the private sector, which has the real competence
to deal with commerce.

Since 1992, more than 2500 new commercial banks have been created for the
first time. Naturally, the quality of services provided by these infant Russian
banks is in an embryonic stage compared to Western banks, but there is a contin-
ual improvement of their operations as a result of training from experienced
banking experts, and through acquisition of the latest electronic communication
equipment and technologies. Gradually the Russian banking industry is becom-
ing prepared to accept its real function in the economic revitalization of Russian
economic life.

The manner in which the individual Russian commercial banks are now active
participants in commerce is encouraging. We realize that more needs to be done.
Even a little unnecessary regulation is still a barrier to economic reconstruction.
It is impossible to be a little bit pregnant. To whatever degree the "trust” of oth-
ersis limited by regulatory policies, Russian bankers will create ways to make
this "trust" unlimited. Banking in Russia will become focused upon fully sup-
porting the business requirements of customers and to the furtherance of Russia's
economic development. To this the Russian banking industry also pledges its
support.

On the other hand we welcome legitimate uniform requirements of the Gov-
ernment and the Central Bank in monitoring the solvency and financial condi-
tions of Russian commercial banks as it is appropriate and in the interest of the
general public. The ultimate focus should be on an absolute absence of any inter-
ference with the purely commercial decisions of the individual commercial

141



banks. Government regulatory policies should be based on fiduciary obligations
of the government to protect its constituents and not upon monetary policies
which serve to finance the government through manipulation of emissions or cur-
rency devaluation.

The new Russian banks have learned to develop relations and contacts with in-
ternational customers and suppliers in the international banking community. All
major Russian banks have licenses and representative agreements to perform a
broad range of banking services which we offer jointly with various international
banks. Many have opened, on average, 30 to 40 correspondent accounts in the
banks of Europe, America, and Asia. The leading banks among them have even
established branch offices in many countries around the world.

A number of international banks have branches in Russia. As a result Russian
banks have come to understand the importance of exporting production to accu-
mulate capital, as is evidenced in the Taiwan model. Russian bankers recognize
that the Russian economy cannot continue to consume its own production until
the per capita income of the Russian people increases. They also know that ex-
port is necessary to achieve that goal. It is further to recognize that the justifica-
tion for capital inflow is directly related to exports. There are no foreignersin a
global economy.

The Russian economy is still very volatile. Thisis also true as well as it relates
to commercial banking. Policies change, based upon an analysis of actual experi-
ence, and the comparison with banks with more advanced practices. The pace of
change in such an environment is slow, even though the realities of the need for
action are clear. A pragmatic approach to a Russian bank's role in financing a
Russian business lies in assimilating knowledge about the proper functions of
banks.

Discuss the new information you’ ve found out:

1. What were the social, political and economic backgrounds for reforming the
banking system?

2. How was the new banking system supposed to help the development of the
country?

3. What new information have you learnt about commercial banks?

4. What has changed after the crisis of 1998 in comparison to the situation de-
scribed in the text?
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UNIT 7

INTERNATIONAL BUSINESS

Inter national Trade and Exchange

a) Eill in the gaps in this passage with the words given in the right column.

b) Retell the text.

When a country imports goods, it spends its currency
abroad. When a country exports goods, it is paid in for-
eign ... . The difference between the money a country
earns for goods and the amount it ... on goods is called
its balance of trade (or ... balance).Countries also trade
abroad in things like insurance, tourism, foreign invest-
ment etc., which are known asinvisible importsand ... .
When a country receives money abroad for things other
than goods, the transaction is called an ... ... . The dif-
ference between the total amount of money a country ...
and thetotal ... it ... isits... of payments.

If a country earns more than it ..., it has a favorable bal-
anceof ... . A ... balance of paymentsisalsocalleda...
of payments surplus. If a country spends more than it ...
it has an unfavorable balance of payments. This is also
called a ... of payments deficit.

In order for international ... to take place, countries have
to buy and sell foreign ... . This is done on the ... ex-
change market. The value of a ... on the foreign ex-
change ... changes frequently and the price at which
money can be exchanged at a particular timeis called the
.. rate (or ... of exchange). The changes in the ... rate
are influenced by many political and economic factors.
The ... of acurrency will probably fall, for example, if a
country has alarge trade balance ... .

Balance
Trade
Spends
Invisible
Spends
Exports
Invisible
I mport
Spends
Amount
Earns
Transaction
Currency

Favorable
Payments
Spends
Earns
Balance
Balance

Market
Curren-
cies/currency
Foreign
Vaue
Exchange
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The ... rate can affect the price of exported goods. If the
... of the exporter’s ... falls (or takes afall) he will make
more profit. On the other hand, if the value of the ... cur-
rency takes a ..., the exporter may have to raise his
prices abroad in order to makea... .

Alternatively the exporter can take out forward exchange
cover. Forward exchange ... is a form of insurance. The
exporter arranges to sell ... (e.g. in three month time) at
an agreed ... of exchange the foreign ... he will receive
from the sale of goods. This guards the exporter against
losing money if the foreign currency fallsin ... .

Exchange
Currency
Deficit
Trade
Rate

Profit
Vaue
Rate
Foreign
Fall
value
Exchange
Forward
Cover
Currency
Currency
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I ntroductions
Formal

May | introduceyouto ...?
Mr. Ward, thisis Mrs. Osborn.

How do you do?
How do you do?

Saying “ thanks’
Thank you.
Thanks.

Thanks alot.

Thank you very much. (more polite)
It was very kind of you.

Reply

Y ou' re welcome. (mostly Am.E)

Thank you.
Don't mention it
It was my pleasure.

Offering
How about...?

Would you liketo ...?

Let's...?
Why don't we ...?

Requests
Canl...?

May | ...?
Couldl ...?

Sying Yes

That's agreat ideal

Of course, thank you.
It would be wonderful!

Sying Yes
Y es, please do.

Of course.
Yes, go ahead

COMMUNICATION FOCUS

UNIT 1
SOCIALIZING

Informal

Do you know...?
Michagl, thisis Sue.
Hello.

Hi.

Apologizing

Sorry!

| am so sorry!

| am awfully sorry!

Excuse me! (usually used to attract at-

tention)

Reply
It'sall right.

Don't worry, it's OK.
Don’t worry abot it.

Saying No
I'm afraid ...

I’m sorry but ...

Saying No
I'm afraid ...

I’m sorry but ...
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Ex. 1 Match the repliesin the right column to the comments in the left column:

It's an interesting conference, isn't it?

a) Yesplease. I'll have agin and

tonic.

2. How’slife? b) Yes,itis. | didn’'t expect all this
traffic.

3. Cheers! c) It'svery good of you but I’d
like to walk.

4. Which hotel are you staying at? d) Cheers!

5. Do try these biscuits!

€) That’sright. I’'m from Brazil.

6. Sorry | didn’'t catch your name.

f) Bye then. See you tomorrow.

7. I’'m afraid there’ s no more tonic
water.

g) It's Emma. Emma Tanner.

8. Isthisyour first visit to Moscow?

h) Yesitis, isn'tit?

9. Do you fancy another drink?

1) Don't worry. I'll have an or-
ange juice instead.

10. You're from South America,
aren’t you?

j) TheIntourist. It's not far from
here.

11. I’ m off now

k) Very good indeed, thank you.

12. Let me give you a lift.

|) Thanks. They look delicious.

Ex. 2 Social quiz

Decide which replies are possible. (More than one may be OK)

1. Hello. How are you?

a) I'mvery fine, thank you.
b) Not too bad.

¢) Fine, thanks. And you?

3. Thisis Stewart Edwards.
a) How do you do?

b) How are you?

c) Pleased to meet you.

5. Did you have a good trip?
a) Yes, thanks.

b) Yes, of course.

c) Well, | had afew problems.

7. Would you like to see round the fac-
tory?
a) Yes, | will.

2. Would you prefer red or white
wine?

a) | prefer red.

b) | don't care.

¢) | don't mind.

4. |s Thursday convenient?

a) What means convenient?

b) What does convenient mean?

¢) Could you explain me convenient?

6. I’ mterribly sorry about that.
a) You'rewelcome.

b) Don't mention it.

c) Don't worry about it.

8. Do you want to buy some?
a) Well, I'm interesting.
b) Well, I’'m interested.
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b) Yes, I'dloveto. C) Yes, | want.

c) No.

9. Why are you learning English? 10. Thank you very much.

a) For talking to my friends. a) Not at all.

b) For to talk to my friends. b) It doesn’'t matter.

c) Totalk to my friends. C) It wasapleasure.
UNITS2, 3
MEETINGS

MEETINGS

Control Phrases for a Chairperson

Opening the meeting Welcoming and introducing partici-
pants
Good morning/Good afternoon, every-
one. We're pleased to welcome...
If we areall here, let’s... It's a pleasure to welcome...
... Qet started I’d like to introduce...
... Start the meeting | don't think you’ ve met...
.. Start

Stating the purpose/objective/aim

WEe're here today to...

Our aimisto...

I’ ve called this meeting in order to...

By the end of this meeting, we need a clear recommendation.

Giving apologies for absence
I’'m afraid ... can't be with ustoday. Sheisin ...
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| have received apologies for absence from ..., whoisin ...

Reading the secretary’s report of last meeting
First let’s go over the report from the last meeting, which was held on...
Here are the minutes from our last meeting, which was on...

Dealing with matters arising

Peter, how isthe IT project progressing?

Sarah, have you completed the report on the new accounting package?
Has everyone received a copy of Jeremy’ s report on his marketing visit?
So, if there are no other matters arising, let’s move on to today’ s agenda.

| ntroducing the agenda

Have you all seen a copy of the agenda?

There are three items on the agenda — firstly, ..., secondly, ... and thirdly ... .
Shall we take the points in this order?

| suggest we take item 2 |ast.

Is there any other business?

Allocating roles (secretary, participants, chairperson)

... has agreed to take the minutes.

... ,would you mind taking the minutes?

... has kindly agreed to give us areport on this matter.

... will lead point 1, ... point 2, and... point 3.

Agreeing the ground rules for the meeting (contributions, timing, decision-
making, etc)

We will hear a short report on each point first, followed by a discussion round
the table.

| suggest we go round the table first.

The meeting is due to finish at...

We'll have to keep each item to ten minutes. Otherwise we'll never get through.
We may need to vote on item 5, if we can’'t get an unanimous decision.

I ntroducing thefirst item

So, let’ s start with...

Shall we start with...?

So, the item on the agendaiis...

Pete, would you like to kick off?

Martin, would you like to introduce this item?
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Closing an item Next item

| think that covers the first item. ... let’s move onto the next item
Shall we leave that item? The next item on the agenda is...
If nobody has anything elseto add, ...  Now we come to the Question of...

Asking for_contributions

We haven’'t heard from you yet, George. What do you think about this proposal ?
Would you like to add anything, Ann?

Anything to add, Helen?

Handing over to another person

I’d like to hand over to Mark, who is going to lead the next point.
Right, Dorothy, over to you.

K eeping the meeting on target (time, relevance, decision)
We' re running short of time.

Please, be brief.

I’m afraid we're run out of time.

We'll have to leave that to another time.

I’m afraid that’ s outside the scope of this meeting.

We' re beginning to lose sight of the main point.

Keep to the point, please.

| think we' d better leave that for another meeting.

Are we ready to make a decision?

Shall we vote on Mary’s proposal ?

Clarifying Summarizing

Let me spell out... Before we close, let me just summarize
Isthat clear? the main points.

Do you all seewhat | am getting at? Tosumup, ...

To clarify In brief, ...

To explain Shall | go over the main points?

To interpret

To put another way
To put in other words
To recap

Agenda completed
Right, it looks as though we' ve covered the main items.
Is there any other business?

Agreeing time, date and place for next meeting
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Can we fix the next meeting, please?

So, the next meeting will be on ... (day), the ... (date) of ... (month) at ... (time)
in the meeting room. Is that okay for everyone?

What about the following Wednesday? How is that?

So, seeyou all then.

Thanking participants for attending

I’d like to thank Marianne and Jeremy for coming over from London.
Thank you all for attending.

Thanks for your participation.

Closing meeting

The meeting is closed.

| declare the meeting closed.

Control Phrases for the Participants

Getting the chairperson’ s attention

(Mister/Madam) chairman.

Excuse me for interrupting.

May | come in here?

Giving and seeking opinions Commenting

I’ m sure/ convinced/ positive that... That's interesting...

| really feel that... Good point!

In my opinion... | see what you mean.

| tend to think that... Agreeing and disagreeing
Are you sure/ convinced/ positive | totally agree with you, but...
that... I’'m afraid | can’t agree

Do you really think that ...?

Advising and suggesting Regquesting information and action
Let's... Please, could you ...

We should... I’d like you to...

Why don’t you ... | wonder if you could...

How about ... Dealing with communication problems
| suggest/recommend that...

Asking for _clarification Asking for repetition

| don’t quite follow you. What exactly | didn’'t catch that. Could you say it

do you mean? again, please?
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| don't see what you mean. Could we

have some more details, please? Correcting information
Sorry, | think you misunderstood what
| said. The move will be in March.
Sorry, that's not quite right. We'll be
here until March.

UNIT 4
PRESENTATIONS

A

o\

Sudy the following information:

I ntroducing yourself and your presentation

Good morning/afternoon...

My nameis...

...and lam...

I’d like to say a few words to you today about ...
... talk to you today about ...
... explain to you today the main features of ...
... describe the operation of ...

Outlining the talk

I’ ve divided my talk into five main parts

The subject can be looked at under five different headings.
First(ly) ... second(ly) ... third(ly) ...

Ground rules

If you have any questions ...

... please feel free to interrupt

... I’d be glad to answer them at the end of my talk
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Starting your first point
To start with ...

First of all, then ...
Firstly, ...

Let me begin by saying ...

Starting a new point

Now let’s turn to my next point, which is

Let’s move on now to ...
The next point I'd like to make is ...
Next we cometo ...

Referring back
As | was saying earlier, ...
As | mentioned earlier, ...

If you remember, | said at the beginning,

Summarizing

So now, I'd like to summarize the main

points.
In brief, we have looked at ...
Let me sum up.

Concluding
In conclusion, ...

Well, that brings me to the end of my
talk...

That'sall | have to say for now ...
Thank you for your attention.

Thank you for listening.

Checking the questioner is satisfied
Does that answer your question?
| hope that answers your question.
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Finishing a point
WEell, that’ s all | have to say about

That's all about ...
Now we' ve dealt with ...

Leaving the structure
Incidentally, ...
By theway, ...

Returning to structure

Coming back to the subject of my
tak,

To come back to ...

Referring forward
Aswe will see later, ...
Later, we

| ntroducing your last point
And finally, ...

Lastly, ...

That brings me to my last point,
whichis...

will be looking at ...

| nviting questions

And now, if you have any questions,
I’d be glad to answer them.

Does anyone have any questions?
Are there any questions?

Ending
If there are no more questions, I'd

like to thank you for your attention.



Ex. 1 Arrange the following sentences in the logical order to construct the out-
line of a presentation:

Now, to change the subject for a moment, ...

Before | finish, I’d like to run through the main points again, ...

I’ll begin by describing ..., and thengoonto ..., and I'll end with...
In conclusion, ...

| want to stress ...

Good afternoon.

That brings me to the end of my presentation.

I’d like to talk about ...

To return to the point | made earlier ...

First, let me introduce myself; I'm ... from... .

Feel free to interrupt if you have any questions.

Thank you for your attention.

First of all ... next ...

Please excuse my rather poor English!

I'dliketoturnto ...

If you have any questions, I’ d be glad to answer them.

At this point we have to bear in mind...

Ex. 2 Make a presentation. You may use the organization chart on p.56 to de-
scribe the company structure and the relationships that exist between different

positions.

UNIT 5
INTERVIEWING

Ex. 1 Read through these interview questions with a partner. What kind of ques-
tions are they? For each sentence, decide which type of question it is from the
list below.
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Conversation opening (friendly) questions.
Questions about skills and qualifications.
Questions about your personality.
Questions about salary and office hours.
Questions about your ambitions.

Can you operate an IBM computer with Microsoft Windows?
Areyou aloyal person?

What sort of job would you like in five years' time?

Do you want a job with a company car?

What do you do during your free time?

What things are you best at?

Did you have a good journey?

What grade did you get in your (word processing exam)?
How much are you hoping to earn?

10. What was the traffic like on the way here?

11. Would you like to have the same job in ten years' time?
12. Was it easy to find our offices?

13. Do you enjoy working with other people?

14. Would you like a cup of coffee?

CoNok~wdNE

UNIT 6
TELEPHONING

;L)

Sy
\
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Datafile
A few common expressions are enough for most telephone conversations:
What you hear (thereceiver) What you say

- Good morning. Mr. Smith’s office | - Hello. Could | speak to Mr. Smith,

(or the name of the company). Can please?
| help you?

- Hold theline.

- Putting you through.




John Smith (or any other name)
speaking.

Can | tell him who is calling (or
who called)?

I’'m afraid Mr. Smithis ...

... very busy at the moment.

...on the other line at the moment

(or “his line is engaged” or “his

extension is busy at the moment”).

Would you like to hold?

... hot in the office at the moment.
.. in a meeting. Can | give him a

message?

... away on vacation. I’ll put you

through to Mr. Jones.

I’'m afraid Mr. Smith isn't avail-

able.

Shall | ask him to call you back or

can | take a message?
Could | take your number?

Sorry, but you've got the wrong
number.

Y ou’' re welcome. Goodbye.

Hello, Mr. Smith. This is (your
name) from (the name of your
company).

My nameis... from ... .

Hello, | rang earlier. I'm ... | need

to speak to ...

When isit good time to call?

Yes, I'll hold.

When will he be back? ...I'll ring
him then. Thank you.

Perhaps | could speak to someone
else in the Purchasing (or any
other) Department.

Yes please. Could you ask him to
call me back. My name is ... from
... . My number is 278 39 98.

Sorry, | must have the wrong num-
ber.

Thank you. Goodbye.

Note 1
If you do not hear or understand the other person, say:

I’'m sorry?

I’'msorry, | don’'t understand, could you repeat, please?

Sorry, | didn’t quite catch that.
Sorry, could you say that again?

Sorry, it'sa bad line. Could you speak up, please?
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It is not polite to say: Please repeat?

Note 2. The phone book.

- Look up their number in the phone book (or directory).

- I"ll look up the number in the telephone book.
- The number is ex-directory (or unlisted).

- I'll ring the Directory Enquiries (or information) for the number.

Note 3
UK term USterm
Directory Enquiries Information
Reverse (transfer) charge call Collect call
Ex-directory Unlisted
Engaged Busy
Phone book (directory) Telephone book
Code Areacode

Ex. 1

Practice these tel ephone expressions by completing the following dialogue with
suitable words:

Switchboard: Conglomerate Group; can | help you?

You: Could | ........ Mr. Jones, please?

Switchboard: ........ you through.

Secretary: Hello, Mr. Jones's .......... . Can | help you?

You: Hello, can you hear me?It'sa....... line. Couldyou ........... , please?
Secretary: ISTHAT BETTER? Who's ......... , please?

You: It's....... (your name) from ....... (your company).

Secretary: Oh, hello. Nice to hear from you again. We haven't seen you for
ages. How are you?

You: Fine, thanks. Could you ...... me........ to Mr. Jones, please?

Secretary: ....... the lineamoment. I'll seeif he'sin. I’'msorry, I'm afraid he’'s
not ....... athe.......... . Could you give meyour ......... ;and I'll
ask himto ........ you ........ ?

You: My number is 348 5968. That’s London.

Secretary: Would you liketo leave any ........ for him?

You: No, thanks. Just tell him ...... .

Secretary: Certainly.

You: I'll expect himto ....... me this afternoon, than. Thanks.
Secretary: You' re welcome. Goodbye.
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Ex.2

Insert the necessary preposition:

Look it ... inthe directory.

He's ... the other line.

Call me back, please. I'm ... 386 6754.
I'll put you ... .

Her extension is busy ... the moment.
I'll call the information ... the number.

ok~ wbdpE

Ex. 3 Make up your own dialogue using the information and expressions from
the Datafile, and act it out.

UNIT 7

NEGOTIATING
//7

\' rY

The following words, expressions and clichés are commonly used in negotiat-

ing:

The processes The subject of negotiation
To negotiate Price

To strike abargain Warranties and guaranties
To bargain Delivery and terms

To reach agreement Insurance

To discuss Discount

To draft a contract Quality control

To persuade Payment and credit

To sign the contract Penalties

To compromise Exclusivity

To implement the agreement Legal jurisdiction

To make aded Licenses

To break the contract
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Creating the right environment

Language for:

- introducing yourself

- making small talk

Defining the issues

Stating the agenda

OK. Shall we start?

Our position is as follows:

We would like to buy...

We are interested in selling...

We need to reach agreement aboui...

We are keen to make a decision about...

The aim/ purpose/ target/ objective of this negotiation is to solve the problem
over...

Clarifying the agenda

So, are we right in thinking that you would like usto sell...?
We fully understand your views/ position...

...But what exactly do you want us to do?

...But what would you actually like us to do?

...But what precisely are you offering?

So, then, can just you confirm that your positionis...?

Establishing opening positions

Price

In your proposal
your asking priceis...
you have set the price at...
you have fixed the cost at...

price fee
cost payment
charge tax

We are willing to pay...
Our initial offer is...

Delivery and terms

In addition, we/ you can deliver the goods on 25" July.
we can supply the products by 25" July.
you can arrange delivery to our warehouse from stock.
you can organize shipment by truck to our site.

Our position is that
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we need the goods by 20" July.
the goods must be with us by 20" July.
Can you arrange delivery to our site by truck?

site by post
office by ferry
plant by special postal delivery
premises by train
warehouse by van

shop by plane
store by boat
supermarket by airfreight
factory

workshop

However,

you expect us to provide transport and insurance.
However, you do not agree to pay for...

on Monday (days of the week)

on 25" July (dates)

by 25" July (deadlines)

in July (months)

next week/month

in 2 months

Payment and credit
We expect payment by bank transfer within 90 days.
90 days after invoice.
90 days after order.
Our normal payment terms are by letter of credit.
Do you accept our payment terms?
We do not accept the payment terms?
We do not normally pay ... in cash.
by cheque
by bank transfer
by letter of credit

Discount

However,
we can offer an initial discount of 5%.
we can discount the initial order by 5%.
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but we are prepared to reduce the total price by 5%.
What discount can you offer?

Exclusivity
Can you offer us exclusivity?

We are looking for an exclusive agent.

We need an exclusive distributor.

We are not prepared to act as an exclusive representative.
Offer exclusivity

Agent

Distributor

Representative

Licenses

What license can you offer?

We are prepared to offer alicense to sell the product.
We cannot grant a license to manufacture the product.
The license will initially be limited to 5 years.

Warranties and quaranties
What warranties and guaranties do you offer?
We warrant the goods for a period of 5 years.
We guarantee the product against normal defect for 3 years.
We cover all parts and labour for 1 year.
In that case,
we will replace the goods.
repair the equipment free of charge.
We will cover all labour costs.
We will fix the problem on site.
Y ou must return the goods to base.
We cannot guarantee the goods against...
breakdown
normal wear and tear

Insurance

Will you insure the goods during transit?

We will insure the goods during transportation.
We will cover the equipment CIF.

CIF- cost, insurance and freight

FOB- free on board

Quality control

160



What quality control measures do you take?
All goods are tested before they leave the factory.
The products are fully checked for defects.

Penalties
What happens if anything goes wrong?
What compensation will you pay if...?
We will claim compensation if...
...you don’t deliver on time.
... the goods are delayed.
... the equipment breaks down.

Legal jurisdiction

What happens if there is a dispute?

Any disputes will be settled according to French law.
We resolve any disagreements by arbitration.

dispute breach of contract
disagreement conflict

law meditation

court of law international court of justice
arbitration

HANDLING THE OFFER AND COUNTER-OFFER
Positive
That's great.
(that’s ) a good/excellent idea.
We accept/agree.
We can accept your payment terms/ delivery terms/ discount terms
We agree to follow the quality control procedures.
We are in agreement over penalty clauses.

Partial

Yes, but...

We are on the right track
WE're getting there.

Negative
That’ s unacceptable.

That’s out of the question.
We can't accept that.
We cannot accept your warranty terms/ insurance terms
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We don't agree to follow the legal procedures.
We are not in agreement over compensation clauses.
Testing the other side’' s case
Have you given us al the relevant facts?
On what are those figures based?
We have heard that your normal prices are ...
normal delivery terms are...
normal discount terms are...
normal warranty terms are...

Could you explain how you reach ...

We don't follow the logic of your argument.

If your normal prices are... , then we expect...
Could you explain how you got to those figures?

Strengthening your case

If we accept your prices, then we will have to raise our prices.
... your delivery terms, then we will have to delay production.
... your payment terms, that will increase our costs.

That will not be good for our business.

If you can reduce your price by... , then we will...

If you are prepared to speed up delivery by ..., then we will...

If you are willing to reconsider your payment terms, then we will...
... look at prices for our next contract.
... review delivery for the next consignment.
... discuss payment with our bank for the next order.

Handling statement
We are very far apart on this issue.
Our positions are very different on the question of ...
| don’t think we can resolve this matter now.
Let’s see where we agree...
Shall we summarize the points of agreement...

... and then take a short break.

... and then adjourn till this afternoon.
So far, we' ve agreed on the following points....
We disagree on ...
So we'll come back to those issues after the break

Clinching the deal
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We have covered alot of ground in this meeting.
We cannot change our offer.

Thisis our final offer.

We have reached agreement on...

Y ou have accepted our terms on...

Let me go over all the details again.

Have | covered everything?

Do you agree?

Do you accept this terms?

Getting it in writing
| will draft an outline agreement.
Can you prepare a draft contract?

| will send the agreement to you for your comments.
Please send the draft contract to me for our comments.

After the contract/ agreement has been signed, ...
... we can make the goods.
Deliver the equipment.

The legal aspects

Contract I nsurance

I ndemnity Force majeure
Parties to the contract To break a contract
To sign a contract signatories to the Disputes

Contract Damages

Scope of the contract Compensation
Terms of the contract Arbitration
Clauses of the contract Annex

Payment Appendix

Delivery

Ex. 1 Make up your own dialogue using the words and expressions above and

the dialogue from Unit 7 as an example.
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GRAMMAR REFERENCE

1. WORD ORDER

UNIT 1

UBJECT - VERB - COMPLIMENT - MODIFIER

2. THE NOUN

Number of nouns

Nouns can be countable or uncountable. Uncountable nouns have no plural.
They can denote a substance (e.g. wine, milk, snow, wood, etc) or an abstract no-

tion (democracy, fear, luck, beauty, etc.).
Countable nouns can be used in the singular or in the plural.

Singular Plural Plural formation rule
Student Students
Lesson L essons —Sis added
Class Classes —es s added to the nouns
Waitch Watches endingino, s, X, ch, sh
Tomato Tomatoes
(nouns zoo, video, ra-
dio, piano, photo and
some others form the
plural according to rule
1)
Country Countries -y ischanged into -_ies
Shelf —f or —fe is changed into
Wife Shelves - VES
(nouns proof, chief, be- | Wives
lief and some others
form the plural accord-
ingtorulel)
Some exceptions:
Man Men
Woman Women
Mouse Mice
Foot Feet
Tooth Teeth
Sheep Sheep
Fish Fish
Child Children
Crisis Crises
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The case of nouns

Noun Objective case Rule

Rule 1 The noun in the singular
M anager Manager’s office +‘s

Helen Helen' s father

Rule 2 The noun in the plural
Students Students’ hostel +°

Rule 3 The noun in the plural +
Children Children’sroom ‘s

These rules are applied to living things (humans, animals). Things usually
form the construction ...of...:
e.g. the door of the room
the beginning of the story

3. ARTICLE USE: AN OVERVIEW

Nouns in English are preceded by the article a/an or the or by no article. Note
the examples below. This section will examine all the three possibilities in detail.
THE INDEFINITE ARTICLE  a/an - | bought a book yesterday.

THE DEFINITE ARTICLE the - Thebook | bought yesterday
was very interesting.
ZERO ARTICLE (%) - It was about culture shock.

A. The indefinite article (a/an)
The indefinite article a or an is used only with countable nouns that have not been
specified.

RULE EXAMPLE
Uncountable Never put a or an before | Americans love ice
Nouns a uncountable noun cream.
Countable Use a or an before an| A man called while you
Nouns unspecified noun, i.e., | were out.
one that has not previ-
ously been identified.
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B. The Definite Article (the)

The definite article the can be used with both countable and uncountable nouns.
Its use shows that the speaker (or writer) and the listener (or reader) share a defi-
nite knowledge about the noun referred to. Note the way in which this definite ref-

erence can be made.

USE THE WHEN EXAMPLE
Uncountable | 1. The noun has been qualified | The milk in the bottle has
Nouns or limited by a preposition | soured.
phrase.
2. The noun has been qualified | thq wine that I bought is on
by an adjective clause. the table.
Countable 1. The noun has been qualified | The car in thelot is not the car
Nouns by a prepositional phrase or | that | picked out.
an adjective clause.
2. The noun has been previ- | Mr. Jones bought a car yester-
ously specified. day. The car is a 2002 Cadil-
lac.
3. The noun refers to the class | The Cadillac symbolizes suc-
or the thing in general. Cess.
4. There is superlative adjec- | The most expensive car | ever
tive + noun construction. bought was a 1980 Corvette.
5. The noun is one of akind. The earth is round.
C. No article
NO ARTICLE EXAMPLE
PRECEDES
Uncountable [ 1 Unspecified uncountable | Success is largely determined by
nouns wealth.
Nouns
2. Gerunds (Verb - ing) Making money is important to
many American women
3. Referencesto social in- | Marriage is increasing in the
stitution United States and so is divorce.
4. Referencesto academic | My sister is studying history.
subjects of study
5. Plural countable nouns | Cadillacs are symbols of status.
that refer to the class or
thing in general
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6. Locations that imply a
specific activity

7. Titles or appointments

She drove to work (see the spe-
cia note below).

She was appointed chairperson.
Bill Clinton was elected presi-
dent.

SPECIAL NOTE
Pay careful attention to these cases:

to school
to church (to + noun)
to work

| went  downtown (noun)
home

to the post office
to the bank

(to + the + noun)

D. THE, A/AN, 0 (Making Generalization)

1. THE + - Canbeusedto makea|- The dermatologist spe-
SINGULAR | generalization about cializes in skin care.
NOUN Ivi ngalthl ngs(ghurrr:_ans, - Themouseis an excellent

animals) and things research animal.
(plants, organs of the _ _
body, complex inven- The euca_lyptus is native
tions, and devices, but to Australia
NOT simple inani-|. The heart can be trans-
mate obje_ct). '!'hls_ is planted.
common in scientific
and technical lan- The computer has revo-
guage. lutionized the workplace.
NOT: The basket is used
for carrying.
NOT: The towel absorbs
water.

2. THE + Sometimes may be used

PLURAL when referring generally

NOUN

to
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- plant and animal
groups that are the
target of special
attention.

- social, political,
religious, and na-
tional groups.
(Note that THE
is optional here)

A few nationality
words do not allow
plural ending and re-
quire THE.

The Sierra Club is intent
on saving the redwoods.

We went to a fundraising
benefit for the whales.

(The) Nazis propagate
discrimination and hate.

(The) Republicans be-
lieve in conservative val-
ues.

(The) Catholics
large families.

(The) Swedes live in the
land of the midnight sun.

have

the Swedish, the Danish, the
Finnish, the Polish, the
Swiss, the English, the

French, the Dutch, the
Irish, the Welsh, the British.
3. A/AN + Can be used to make A car is a necessity in the
SINGULAR a generalization about city.
NOUN any countable noun. A house can be expensive
in Washington, D.C.
4. PLURAL Used for any count- Cars are necessary in the
NOUN able noun. Thisis city.
Ia;sformal thar_1 the Houses can be expensive
other constructions. in Washington, D.C.
UNCOUNTABLE NOUNS
5. NOUN Never use an article Loveisblind.
ONLY with uncountable

nouns when speaking
about general no-
tions.

Gold is a precious metal.

Death and taxes are inevi-
table.

168




ARTICLE USE WITH PROPER NOUNS

General Rules

Use THE before CLASS + OF + NOUN
Use THE before all plural proper nouns

CATEGORY NO ARTICLE |USETHE EXCEPTIONS
LAND Planets
MASSES - Uran - the Earth
Continents
- South America,
efc.
Countries - the U.S.
France, etc. - the Sudan
- the lvory
Coast
Islands - singular | Islands — plural
Maul, etc. - the Virgin Is-
lands, etc.
Cities
- San Diego, - the Hague
efc.
Streets
Fifth  Avenue, - the  Champs
etc. Elysees
REGIONS - the south (of | - southern
France) France
- the northwest, New England
efc.
BODIES OF Lakes Lakes — plural
WATER - Victoria Lake, | - the Great
etc. Lakes, etc.
Bays The Bay of X
- San Francisco |- The Bay of
Bay, etc. Biscayne, etc.
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Rivers

- the Rhine
River, etc.

Canals

- the Erie Candl,
etc

MOUNTAINS

Mt.Everest,
etc.

- the Matterhorn

- the Rocky
Mountains

DESERTS

- The Mojave
Desert, etc.

BUILDINGY
INSTITUTIONS

Universities
(Name +
versity)

Uni-

Harvard Uni-
versity

Universities

(The University

of X)

- The Univer-
sity of Texas,
efc.

M useums
- The
etc.

Prado,

Libraries
- The Library of
Congress, etc.

DATES

. July 4, 1776,

etc.

- the fourth of
July, etc.

Decades

- the 1990s, etc.

- the  roaring
20s(era), etc.

HOLIDAYS

- Christmas, etc.

4. INDEFINITE PRONOUNS

ANYBODY
ANYONE
ANYTHING

EVERYBODY

EVERYONE

NOBODY
NO ONE

EVERYTHING NOTHING

SOMEBODY
SOMEONE
OMETHING
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SOMEBODY, SOMEONE, ANYBODY, EVERYBODY, EVERYONE, NOBODY, NO
ONE are used for people. SOMETHING, ANYTHING, EVERYTHING, NOTHING
are used for things.

Somebody, someone, something are used mostly in affirmative sentences.

There is somebody outside.
She said something.

We also use somebody, someone, something in questions when we expect people
to say "Yes" (for example, in requests and offers).

Would you like something to drink?

We use anybody, anyone, anything instead of somebody, someone, something in
negative sentences, in most questions, with if, and with words like never,
hardly, without, refuse, doubt (which have a negative kind of meaning).

Does anybody understand this?
She didn't say anything.

Anybody, anyone, anything can mean "it doesn't matter which". With this
meaning, anybody, anyone, anything are common in affirmative sentences.

Anybody can sing if they really want to.

We can give people permission to do things using anything, anybody, anyonein
positive statements.

"What should | tell them?" "Tell them anything you like".
"Can | have something to eat?' "Of course, take anything you like".

Anybody, anyone, anything are not negative - they are the opposite of nobody,
no one, nothing. Compare:

That's easy: anybody can do it.

That's too hard: nobody can do it.

I'm really hungry - I'll eat anything.
I'm not hungry - | don't want anything.

Nobody, no one, nothing are used in negative sentences.
Remember: positive verb + nobody/no one/nothing

negative verb + anybody/anyone/anything
There is nothing in the bag. = There isn't anything in the bag.
There is nobody in the house. = There wasn't anyone on the bus.
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5. THE SSMPLE TENSES

Tense | Form of Example Use
theverb
Present 1) | usually get up at seven 1) ahabitual ac-
simple do (dloes) o' clock. tion;
2) Thesunrisesinthe Eastand | 2) the universal
sets in the West. truth;

3) I'll call youwhen | get home. | 3,4)in  subordi-
nate clauses of
time and condi-
tion.

4) I’'ll cometo seeyou if | have
Spare time.

Past sim- 1) | went to Moscow last year. | 1) anaction inthe
ple did past which has
no connection
with the pre-
sent;

2) Every evening he went out 2) a rep_eated ac-
upon the sea and threw his tion in the past;
nets into the water.

3) Hecamehome, had hisdin- | 3) 3 syccession of

ner, read a newspaper and past actions.
went to bed.
Future will do | I’'ll phone you tomorrow. afuture action
simple
SIMPLE PAST

SPECIAL PROBLEM: SPELLING
Below are a few trouble spots you should be especially careful of in spelling the
past tense verb.

TROUBLE SPOT PAST
1. When the verb ends in—y: carry — carried
Change -y to -i and add —ed bury — buried
play — played
stay — stayed
2. When the verb endsin—s, -z, -ch, wash — washed
-sh: kiss — kissed
Always add —ed watch- watched

172



3. One syllable verb

a) double the consonant: hop —hopped
(vowel + consonant) pat — patted
b) don’t double the consonant help — helped
(2 vowels + consonant) rain —rained

4. Two-syllable verb
a) Double the consonant

Stress on second syllable admit — admitted
One final vowel + conso- prefer — preferred
nant

b) Don’t double the consonant:
Stress on first syllable master — mastered
One final vowel + conso- soften — softened
nant

¢) Don’t double the consonant:

Two final vowels + conso- _ _
refrain — refrained

nant
Stress can be on either syl- succeed — succeeded
lable
UNIT 2
1. DEGREES OF COMPARISON OF ADJECTIVESAND ADVERBS
Positive degree Compar ative degree Superlative degree
young younger youngest
competent more competent most competent
Rules:
§ One-syllable adj. ending in—e + -r, -st ( nice — nicer — nicest);
§ Other one-syllable adj. + -er, -est ( fast — faster — fastest);
§ Two-syllable adj. endingin—y - changeytoi +-er, -est;
§ Other two-syllable adj. — put more and most in front;
§ Longer adj. — put more and most in front.
Irregular comparison
good/well — better — best bad — worse — worst
far — farther/further — farthest/furthest little — less — least
old — older/elder — oldest/el dest much/many — more — most

Compar ative and superlative adver bs.

Comparative and superlative adverbs normally have more and most in front.
Could you walk more slowly? (not slowlier)
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But the following adverbs have —er, -est: early, fast, hard, late, near, soon.
Better, best, wor se, wor st can also be adverbs.

Compar ative str uctur es.

1. We use double compar atives to say that things are changing:
It's getting warmer and warmer.
We went more and more slowly.

2. We use the ... the ... with comparatives to say that things change or vary to-
gether:
The older | get, thewiser | am.
The more dangerousit is, themorel likeit.

3. Than is used after comparatives:
Today is much colder than yesterday. (not colder as or colder that)

4. Asisused inthe structure (not) as ... aswith positive degr ee of adj. or adverb:
Today is as cold as yesterday.
He drives not aswell as hisfather.
* After not wecan useso ... asinstead of as ... as.

“The” before compar atives and superlatives.

1. Some people use a comparative instead of a superlative when talking about one
in the group and the group has two members:

| like both of them, but Mike is the nicer (or the nicest) of the two.

2. We normally use the before superlative + noun when comparing one thing with
others:

He is the oldest student in the group.

* But we don’t use the before superlative without noun, when comparing
somebody or something with him/her/itself in other situations:

Thisriver ismost dangerousin spring.

174



2. THE CONTINUOUS TENSES

Tense

Form of the
verb

Example

Use

Present Con-
tinuous

Is (am, are)
doing

1) I'll call you back later: |
am having dinner right
now.

2) He is meeting with his
suppliers tomorrow at 14
o'clock.

1) a progressive
action at the
present  mo-
ment;

2) an
planned
future;

action
for

Past Con-
tinuous

was (were)
doing

1) Yesterday at 19 o'clock |
was watching a film on
TV.

2) When he returned home
she was knitting some-
thing and the children
were playing in their
room.

3) While | was reading she
was playing the piano.

1),2) a progres-
sive action at a
definite time In
the past;

3) two parallel
progressive  ac-
tions in the past;

Future Con-
tinuous

will be doing

Tomorrow at 12 o’clock he
will be driving to Sayansk.

a progressive ac-
tion at a definite
moment in fu-
ture

- Randal is always leaving the door open, and it drives me

crazy!

- Mitsy was forever complaining about my

SPECIAL NOTE

THE PROGRESSIVE TO EXPRESS ANNOYANCE

In conversations, the simple progressive tense can be used to express
annoyance, insult, or frustration In this case, atime expression such
as always, forever, etc. must be inserted between the auxiliary and the
verb-ing.

old car until | finally bought a new one.
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SPECIAL NOTE
VERBSNOT USED IN THE PROGRESSIVE

Some verbs cannot be used in a progressive form. The following
chart lists these by category.

Verbs of sensory perception can be divided into two groups.

Note the differences below.

CATEGORY |NO PROGRESSIVE MAY USE PROGRESSIVE

SENSORY Involuntary verbs Voluntary verbs

PERCEPTION | These refer to passive, uncon- | These verbs refer to active,
scious activities. conscious activities.

Do not usetheseverbsin These verbs can be used in the

the progressive form progressive form
SOUND Hear Listen to
| am unable to sleep because || What kind of music are you
hear the neighbors quarrel-| listening to right now?
ing.
SMELL Smell Smell
Your hair smells great! Why is your dog smelling my
couch?
TASTE Taste Taste

This cake is déelicious! It|The chef istasting the sauce.
tastes just like my mother's!

SIGHT See Look at/watch

The old dog can hardly see. Judy islooking at the dress in
the window right now. (for
stationary objects)

The cat is watching the mouse
(for moving objects)
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TOUCH

Feel

house.

She feels a cold draft in the old

beard.

Feel/Touch
The man is feeling his stubbly

UNIT 3

1. THE PERFECT TENSES (SIMPLE AND CONTINUOUYS)

Tense Form of Example Use
theverb
1) I've aready finished my|1) a completed
article. action in the
present;
2) He has sold all the goods|2) @ result of an
this week. action for an
Present have (has) incompleted
Perfect done period in the
present;
3) | haven't been here for | 3,4) with the time
ages. prepositions  since
4) She hasn’'t seen him since and for (TO empha-
last month. Size completion)
1) My parents have been liv- | 1) an action which
Present have (has) ing in Bri_sltlo:_ aIIh their Started din the
Perfect been doing lives. (and still live there) past and contin-
Continu- ued for a period
ous of time till the
present moment;
2_) | have been learning Eng- | 2) with the time
lish for 3 years. prepositions
since and for (to
emphasize con-
tinuation).
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1) By the end of the last year 1) an action com-

Past he had learned to speak pleted by the
English. definite moment
Perfect had done in the past;

2) When | got to the station the | 2) @ &ction com-

train had already |eft. pleted before an-
| other action in the

past;
Past She had been writing her com+ | an action which be-
Perfect had been pc_)sition for an hour when her gan before a(_jefi—
Continu- doing friends came. nite moment m_the
OUS past and was still
going on at that
moment
Future will  have | By tomorrow evening I’ll have | an action which will
Perfect done read your book. be completed by the
definite moment in
the future

PRESENT PERFECT PROGRESSIVE
We often use the present perfect progressive to talk about actions continuing up to
now, especially when we say how long they have lasted.

It has been snowing since Tuesday.

( NOT Itissnowing since Tuesday.)

How long have you been learning English?
(NOT ... areyou learning... ?)

NOTE
We can also use the present perfect progressive to talk about long or repeated ac-
tions that have finished recently, and which have present results.

“You look hot.” Yes. I’ ve been running.’

To talk about recent long actions and situations: the present perfect progres-
sive looks at the continuing situation itself; the present perfect simple says that
something is completed, achieved.

I've been reading your book: I'm enjoying it.
I've read your book. (I've finished it.)
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We use the present perfect simple to say how often something has happened
(because of the idea of completion). Compare:

I've played tennis three times this week.
I've been playing alot of tennis recently.

We prefer the present perfect simple to talk about permanent or very long-
lasting situations. Compare:

He's been living in Doncaster for the last few months.
He's lived here all my life.

2. REVISION OF ALL TENSES

Simple Past or Present Perfect ?

NOTE that we use the Simple Past to talk about the origin of something present.
Who wrote that? (NOT Who has written that?)
Bill gave me this necklace. Did you put this here?
Whose idea was it to come here on holiday?

To talk about finished actions we can use the Present Perfect or the Simple Past.
It often depends on the kind of time expressions that is used. We do not normally
use the Present Perfect with expressions which refer to a finished time, like yes-
terday, last week, three years ago, then, when. We normally use the present per-
fect with expressions which refer to «any time up to now», like ever, never, be-
fore, recently, often, already, yet.
Compare:

| saw Kate yesterday. (NOT | have seen Kate yesterday)

Have you seen Rob recently?

You were here last week, weren't you?

You' ve been here before, haven’t you?

She studied Chinese when she was at university.

He's never studied any foreign languages.

NOTE
We use the present perfect to talk about situations continuing up to now, espe-
cially when we say how long they have lasted.

Alex has worked with children all her life.
He went to Rome on holiday ten years ago, and he’s lived there ever since.
She’ s always wanted to go to Australia. But she's never had time.
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We do not use the present simple to say how long something has lasted.
I’ ve known Joe for years. (Not | know Joe for years)

How long have you been here for? (=Since when......"?)

Compare: How long are you here for? (=Until when......?)

Compare:

NOTE
We often use the present perfect for actions repeated up to now.

Benjamin’s been to Africa several times this year. (“up to now”)

| went to Africathree times last year. (not “up to now”)

I’ ve climbed alot of mountains, but I’ ve never been up Mont Blank.

In 1861 he climbed most of the highest mountains in France.

USE UNFINISHED EXAMPLES
ACTION

INDEFINITE | before | have been to Paris before.

TIME in the past I've studied this in the past.

IN THE PAST | ever Have you ever seen a UFO yet?
yet | haven't seen a UFO yet.
already I've already taken Spanish.

UNFINISHED | for + period of time He' s been sick for a month.

ACTION since + specific date He' s been sick since June.
until now We haven' t had snow until now.
up to now We' ve had good weather up to
so far now.
thus far We' ve had three storms so far.

They' ve had 6 children thus far.

RECENT just I’ ve just finished my test.

COMPLETED | recently George has recently moved.

ACTION barely The show has barely begun.
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FORM

FUTURE FORMS
EXAMPLE

USE / EXPLANATION

Will + Main Verb

It will rain tomorrow
The music will start at
9.00.

| will meet you there.
(Shall can replace will
here, but this is more
common in British Eng-
lish. (I shall meet you
there.) In American Eng-
lish, shall, is usually used
as an invitation or sugges-
tion, asin. (“ Shall we
dance?’)

I’ pick you up if you
need aride.

Predictions
Scheduled events

Promises

Offers

Be Going to +
Verb

I"'m going to take my sis-
ter to the new jazz club.

I’ m going to get ready for
my economics class.

The use of be going to +
verb expresses future
events, often planned or
thought about before the
moment of speaking. The
form expresses more sure-
ness about the future.

Present Simple

The music starts at 9.00
The plane leaves at 4.00.

Use this form to express fu-
ture, scheduled events, with
verbs such as: start, begin,
finish, etc. and leave, de-
part, arrive, etc.

Present  Progres-

Slve

I’'m having dinner at
John’ s tomorrow night.

Use this form for most fu-
ture events, except predic-
tions and offers, whenit is
clear to the listener through
the context or from the time
expressions that the event is
in the future

FUTURE TENSES AFTER IF AND WHEN

future.

After if and when we normally use present tenses to talk about the

[f I’'m there tomorrow I’ll phone you.

When it'sready I'll give it to you.
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1. PASSIVE VOICE
. Theformal structure

UNIT 4

PASSIVE TENSE | STRUCTURE EXAMPLE
simple present am/arelis + past partici- | English is spoken here.
ple
present progressive | aMVarefis+pp Excuse the mess: the house is
being painted.
simple past
was/were + pp | wasn’'t invited, but | went.
past progressive
was/were being + pp | felt I was being watched.
present perfect
have/has been + pp Has Mary been told?
past perfect
had been + pp | knew | had been for gotten.
will future
will be + pp You'll betold soon.
future perfect
will have been + pp Everything will have been
o to fut done by Tuesday.
going to future N o
amvarelis going to be + Who is going to be invited?
PP

[1.'by’-phrase

(@) Riceisgrown in India.

(b) Our house was built in
1980.

(c) Thisolive oil wasimported

from Spain.

Usually the passive is used without a ‘by’-
phrase. The passive is most frequently used
when it is not known or not important to know
exactly who performs the action.

In (4): Rice is grown in India by people, by
farmers, by someone. In sentence (a), it is not
known or not important to know exactly who
growsricein India

(@), (b) and (c) illustrate the most common use
of the passive, i.e., without the ‘ by’ -phrase’.
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(d)Life on the Mississippi was | The ‘by’-phrase’ is included only if it is impor-
written by Mark Twain. tant to know who performs an action. In (d), by
Mark Twain is important information.

(e)My aunt made thisrug. (ac- | If the speaker/writer knows who performs an

tive) action, usually the active is used, asin (e).

(f) Thisrugwas made by my | The passive may be used with the ‘by’ -phrase’
aunt. instead of the active when the speaker/writer
Thisrug was made by my | wants to focus attention on the subject or a sen-

mother tence. In (f) the focus of attention is on two

rugs.

3. TAG QUESTIONS
BASIC RULES

Question tags often follow sentences in speech and informal writing. They are
used to check whether something is true, or to ask for agreement.

You haven't seen Joe, have you?

Thisteaisn't very nice, isit?

Negative tags are usually contracted. The contracted tag for | amisaren't |?
Nice day, isn't it? I'mlate, aren't I?

We most often put negative tags after affir mative sentences, and nonnega-
tive tags after negative sentences. We do not put tags after questions.

+ - - +

It'scold, isn't it? [t'snot warm, isit?
BUT NOT }sitecold-ispti2

If the main sentence has an auxiliary verb or be, thisis used in the tag. If not,
do is used. There can be used as a subject in tags.

She can swim, can't she? You wouldn't like a puppy,

would you?

He gave you a cheque, didn't he? There'sa problem, isn't there?
NOTES

We use they to refer to nobody, somebody and ever ybody (and no one etc).
We use hon-negative tags after never, no, nobody, hardly, scarcely, little.
We use it in question tags to refer to nothing.

Nobody phoned, did they?
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It's hardly rained all summer, hasit?
She never smiles, does she? (NOT ... doesnt-she?)
It sno good, isit?

Nothing can happen, can it?

UNIT 5

1. REPORTED SPEECH AND THE FORMAL SEQUENCE OF TENSESIN
NOUN CLAUSES

|. General notions

QUOTED SPEECH REPORTED SPEECH

(a) She said, «l watch TV every day» | & She said (that) she watched TV every
day.

(b) She said, «I am watching TV ». a She said she was watching TV.

(c) She said, «I have watched TV ». a She said she had watched TV.

(d) She said, «l watched TV ». a She said she had watched TV.

(e) She said, «l will watch TV ». a She said she would watch TV.

(f) She said, «I am going to watch a She said she was going to watch TV.

TV».

(g) She said, «l can watch TV ». a She said she could watch TV.

(h) She said, «I may watch TV». a She said she might watch TV.

(i) She said, «I might watch TV ». a She said she might watch TV.

(j) She said, «I must watch TV ». a She said she had to watch TV.

(k) She said, «lI have to watch TV’. a She said she had to watch TV.
(1) She said, «I should watch TV ». a She said she should watch TV.
(m) She said, «I ought to watch TV». | & She said she ought to watch TV.
(n) She said, «Watch TV ». a Shetold meto watch TV.

(o) She said, «Do you watch TV?». | & She asked (me) if | watched TV.
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Il.Using SAY vs TELL

(@) Ann said that she was hungry. Say is followed immediately by a noun
clause.*

(b) Ann told me that she was hungry. | Tell is not followed immediately by a

noun clause.
(c) Anntold usthat she was hungry.

Tell is followed immediately by a

ary. someone) and then by a noun clause.

(e) Ann told someone that she was
hungry.

* Also possible: Ann said to me that she was hungry.

NOTE

In reported speech, it is often important to indicate who heard the speaker’ s words.
In this case, tell is usually used instead of say. In other words, it is more common
to say Ann told me that she was hungry, than Ann said to me that she was hungry.

Tell can be used without a personal object in a few expressions like: tell a lie, tell
the truth, tell a story, tell the time.

In reported speech, an imperative sentence is changed to an infinitive. Tell is used
instead of say as the reporting verb. Also note that tell is immediately followed by
a (pro)noun object, but say is not:

He told me he would be late. He said he would be late.
Also possible: He said to me he would be late.

2. REPORTED QUESTIONS

Some questions begin with a question word (i.e., Who,
Wh- questions Where, Which, Why, When, What, How, How much,
etc.). Look at the way we report these questions:

‘When will you let us know your decision?' they asked
me. They asked me when | would let them know my deci-
sion.
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COMMON MISTAKES: When we report a question, the
word order changes from verb - subject (will, you) to
subject - verb (I, would).

‘Where is he?' she asked me.
WRONG: She asked me where was-he:
RIGHT: She asked me where he was.

Y es/no questions

all right.

Hansen.

When we report yes/no questions, we use if or whether
and the tense changes.

DIRECT QUESTION: 'Areyou feeling all right?"
REPORTED QUESTION: She asked me if | was feeling

DIRECT QUESTION: 'Do you know Lars Hansen?"
REPORTED QUESTION: He asked meiif | knew Lars

Tense changes. The table shows how tenses change in reported questions when
we use areporting verb in the past tense (i.e. asked, wondered)

ACTUAL QUESTIONS
"Do you work for ICL?"

"What are you cooking?"

"Did John phone?"

"Wer e sales going well?"

"How many times have you been in the
UA?"

"Will you marry me?"

"Can you make firm decisions?"

REPORTED QUESTIONS
He asked if | worked for ICL.

He asked what | was cooking.
He asked me if John had phoned.

He asked me if sales had been going
well.

He asked me how many times | had
been in the USA.

He asked meif | would marry him.

He asked meif | could make firm de-
cisions.
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3. MODALS

Verb M eaning Usage
CAN Physical  or | Smple Infinitive
(could is mental e.g. | can speak English.
used  in ability | could read when | was four.
the past)
CAN Doulbt, Prefect, Progressive, Perfect Progressive Infinitive.
(could is | astonishment Only negative and interrogative sentences.
used to e.g. Can he be slegping now?
render - a He can't have forgotten about it.
greater
degree of
doubt)
Verb M eaning Usage
MAY Possibility Different forms of the Infinitive
(might is e.g. It may rain in the afternoon.
used to : :
ender  a He might have already understood everything.
lesser
degree of
possibil-
ity)
MAY Permission Smple Infinitive
e.g. May | go out, Mummy?
MIGHT | Pure Perfect Infinitive
reproach e.g. She might have done it long ago!
Verb M eaning Usage
MUST Obligation, Smple Infinitive
order e.g. You must do it!
MUST Supposition Prefect, Progressive, Perfect Progressive Infinitive.
closeto Affirmative sentences.

certainty

e.g. She must be writing the report now.
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Paul must have failed in his exam.
Verb M eaning Usage
SHOULD | Obligation or | Smple Infinitive
(OUGHT
TO) moral duty e.g. You ought to help your parents.
SHOULD | Reproach, Different forms of the Infinitive.
.(I%L)JGHT advisability e.g. You should have told us about it long ago!
Y ou should be slegping now, young lady.
Verb M eaning Usage
HAVE Circumstan- | Smple Infinitive. Have to has all tense-aspect
TO : : o
tial necessity | forms and uses auxiliaries.
e.g. | had to get up early yesterday to catch the
train.
She doesn’t have to work, she inherited all her
father’s money.
Verb M eaning Usage
NEED | Absence of | Negative sentences. Different forms of the Infinitive.
necessity Can also be used as an ordinary verb.
e.g. You needn’t have worried. Everything was won-
derful!
Y ou needn'’t try to please everybody.
Verb M eaning Usage
SHALL Inquiring after | Smple Infinitive
the will of the | e.g. Shall | open the window?
person ad- Shall | spell it?
dressed
SHALL | Threat or | Smple Infinitive. 2" and 3 persons.

promise

e.g. You shall be sorry!
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Verb M eaning Usage

WILL Volition Smple Infinitive. 1¥ person.
e.g. | will marry you.

WILL Personifica- | Smple Infinitive. Negative sentences.
(WOULD) | . S
is used to | tHoN e.g. My penwon't write!
refer to The door wouldn’t open.
the past

Verb M eaning Usage
DARE To have the| Smple Infinitive. Can also be used as an ordinary

courage  or
pertinence to

do something

verb.

e.g. How dare you!

| daren’t say what | think.

UNIT 6

GERUNDSAND INFINITIVES

A. VERBS+ING FORM OR INFINITIVE

Some verbs are followed by to + infinitive (e.g., | want to finish this report).
Others are followed by the -ing form (I enjoy going abroad).

NOTE:
Verbs The following verbs are usually followed by the -ing form:
followed by | avoid consider delay deny
the-ing form | dislike enjoy finish can't help
involve justify like (=enjoy)  look forward to*
mind miss postpone practice
risk suggest can't stand carry on
put off
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We delayed launching the product because of technical prob-
lems.

| look forward to meeting you again next week.

* |n the expression look forward to, the word to is a preposi-
tion. Prepositions (e.g., in, on, at, with, from, etc.) are always
followed by the -ing form rather than the infinitive.

Expressions + The expressions below are followed by the -ing form:
in It's a waste of time/money ... It'snouse...

g There'sno point (in) ... It's (not) worth ...
It's not worth repairing the machine. It would be cheaper to
buy a new one.

Verbs The following verbs are usually followed by to +infinitive

followed by (e.g., todo):

to + infinitive | afford agree arrange attempt clam
decide demand deserve expect fail
guarantee  hesitate hope learn manage
neglect offer plan prepare pretend
promise refuse seem tend threaten
train want would like ask

| have arranged to meet the visitors at the factory.

Passive forms

There are passive forms of the -ing form and the infinitive.
The passive of the -ing form is made with being + past partici-
ple (e.g., being done):

Everyone likes being congratulated when they have worked
hard.

The passive infinitive is formed by to be+ past participle (e.g.,
to be done):
She expects to be promoted soon.

190




VERBS AND OBJECTIVES

NOTE:

Verb + object + There are a number of verbs that can take a direct object
and to + infinitive. Common examples are:
advise enable

infinitive
alow remind
ask encourage
invite tell

order force
persuade warn

The lawyer advised me to read the contract carefully.

The negotiators persuaded the union to accept the pay
deal.

Reporting what Many of these verbs can be used to report what other
people say people say:
"Could you come back later?" he asked me.

He asked me to come back later.

The verb war n is usually used with not to do:
He said, "Don't put all your money in one company".
He warned me not to put all my money in one company.

M ake and let The verbs make and let are followed by an object and the
bare infinitive (e.g., go, work, see):

We use make to talk about something we have to do (but
don't want to do):

She wanted to go home, but her boss made her stay until
the work was finished.

We use let when we talk about being given permission for
something:

My boss let me have the afternoon off to go to my sister's
wedding.

The verb help can be followed by an infinitive with or
without to:

"Could you help me (to) put these boxes in the van?"
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Verbs of perception

The verbs see, watch, notice, hear, listen to, and feel
(called verbs of perception) are followed by a bare infini-
tive or by an -ing form (present participle). If we want to
say that we heard or saw the whole action from beginning
to end, we usually use the bare infinitive:

| saw him sign the cheque.
(He signed the cheque. | saw him do it.)

If we want to say that we only saw or heard part of the ac-
tion, we use the -ing form (present participle)

| saw the consultant waiting in reception.
(I saw the consultant. He was waiting in reception.)

CHANGESIN MEANING

NOTE:

Verb + -ing or infinitive? | Some verbs can be followed by either the -ing form

or the infinitive and the meaning of the verb

changes. Here are some common examples:
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I remember sending them

the chegue.

Fromembered to send

them the chegue,

Twill never forgel meeting

the Pracident.

Twont forget to give her

FOUY MESSAge.

We have stopped dealing
With that fivm.

At F2 00 we stopped to

hanee o break

I regret saving that T was

not interestedfin the work,

Tregret to say that we will
not be able to give pou the

coriyact.

Ifthe printer doesn't work,

I¥p turning everpthing off
and shaviing again.

(I zentit and I can re-
member now that I did
it.}

(I retnetnbered, and

then I sent it}

(I met bum, and he -

pressed me.)

(I have made a note of
it, and I wnll giwe it to
her when [ see her)
(Weused to deal with
thetn, but we don't
deal with them any
tmore.)

(We stopped for a
breal:s.)

(I said [ was not inter-
ested i work, and [
now thinls that was a
bad ristalze)

(I atn gorty that [ have
to say this.)

(Do thiz and see what
happens. )




Like and would like

When the verb like means enjoy, it is followed by
the -ing form. However, if we use the expression
would like (want to), it is followed by the infini-
tive:

| like going abroad on marketing trips. (| enjoy
this.)

| would tike to go more often. (I want to go more
often.)

We can aso use prefer and would prefer inthe
same way:

| prefer working at home to working at the office. (I
enjoy this more.)

A"Sall we go out for lunch?" B "I'd prefer to stay
here"

(I want to stay here.)

to + -ing or infinitive? The word to can be part of the infinitive (I want to

see you). However, in the following examples, tois
apreposition, so it is followed by the -ing form:

look forward to; in addition to; react to; areaction
to; be used to; get used to; object to; an objection
to; respond to; a response to

D. OTHER USES

NOTE:

Infinitive of purpose

The infinitive (e.g., to work, to stay) can be used to ex-
plain why we do something:

| have written to IBM to get their latest price list.

COMMON MISTAKES: We do not use for + infinitive
to explain why we do something.

WRONG: | went to the war ehouse fer-te-get some more
stock.

RIGHT: | went to the warehouse to get some more stock.

Infinitives after
guestion words

We use the infinitive after question words (except why).
We often use the infinitive in this way after verbs of
thinking and knowing to talk about things we can do or
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should do:

| don't know how to operate this machine. (I can't oper-
ate this machine.)

I'm not sure what to do. (I'm not sure what | should do.)

-ing form as the
subject of a sentence

We can use the -ing form of the verb (the gerund) as the
subject of a sentence:

Developing a high technology product like a compact
disc requires a great deal of investment.

-ing form after
prepositions

We use the -ing form (the gerund) after a preposition
(in, on, at, to, by, from, over, etc.). We do not use the
infinitive. Here are some examples of how we can use
the following prepositions:

We can use befor e and after to talk about when some-
thing happened:

Before opening the Body Shop, Anita Roddick ran a ho-
tel.

She borrowed the money from a friend after being re-
fused a bank loan.

We can use without to talk about something that didn't
happen:

She developed a range of cosmetics without testing them
on animals.

We can use by to explain how something happened:

She became successful by providing the right product at
theright price.

We can use instead of to talk about something we did in
the place of another action:

I nstead of opening up new shops herself, she set up a
franchise.

E. REFERENCE LIST OF VERBSFOLLOWED BY GERUNDS

admit
advise
anticipate
appreciate
avoid
complete
consider

NogrwNE

He admitted stealing the money.

She advised waiting until tomorrow.

| anticipate having a good time on vacation.
| appreciated hearing from them.

He avoided answering my question.

| finally completed writing my term paper.

| will consider going with you.
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8. delay

9. deny
10.discuss
11.dislike
12.enjoy
13.finish
14.forget
15.can't help
16.keep
17.mention
18.mind
19.miss
20.postpone
21.practice
22.quit
23.recall
24.recollect

25.recommend

26.regret
27.remember
28.resent
29.resist
30.risk
31.stop
32.suggest
33.tolerate

34.understand

He delayed leaving for school.

She denied committing the crime.

They discussed opening a new business.

| dislike driving long distances.

We enjoyed visiting them.

She finished studying about ten.

I'll never forget visiting Napoleon's tomb.

| can't help worrying about it.

| keep hoping he will come.

She mentioned going to a movie.

Would you mind helping me with this?

| miss being with my family.

L et's postpone leaving until tomorrow.

The athlete practiced throwing the ball.

He quit trying to solve the problem.

| don't recall meeting him before.

| don't recollect meeting him before.

She recommended seeing the show.

| regret telling him my secret.

| can remember meeting him when | was a child.
| resent her interfering in my business.

| couldn't resist eating the dessert.
Sheriskslosing all of her money.

She stopped going to classes when she got sick.
She suggested going to a movie.

She won't tolerate cheating during an examination.
| don't understand his leaving school.

F. REFERENCE LIST OF VERBSFOLLOWED BY INFINITIVES

A.VERBSFOLLOWED IMMEDIATELY BY AN INFINITIVE

afford
agree
appear
arrange
ask

beg
care
claim

. consent
10.decide
11.demand
12.deserve
13.expect
14.fail
15.forget

©CoOoNOOA~WDNE

| can't afford to buy it.

They agreed to help us.

She appears to be tired.

I'll arrange to meet you at the airport.

He asked to come with us.

He begged to come with us.

| don't care to see that show.

She claims to know a famous movie star.
She finally consented to marry him.

| have decided to leave on Monday.

| demand to know who is responsible.

She deserves to win the prize.

| expect to enter graduate school in the fall.
She failed to return the book to the library on time.
| forgot to mail the letter.
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16.hesitate
17.hope
18.learn
19.manage
20.mean
21.need
22.offer
23.plan
24.prepare
25.pretend
26.promise
27.refuse
28.regret
29.remember
30.seem
31.struggle
32.swear
33.threaten
34.volunteer
35.wait
36.want
37.wish

Don't hesitate to ask for my help.
Jack hopes to arrive next week.
He learned to play the piano.

She managed to finish her work early.
| didn't mean to hurt your feelings.
| need to have your opinion.
They offered to help us.

| am planning to have a party.
We prepared to welcome them.
He pretends not to under stand.

| promise not to be late.

| refuse to believe his story.

| regret to tell you that you failed.
| remembered to lock the door.
That cat seems to be friendly.

| struggled to stay awake.

She swore to tell the truth.

She threatened to tell my parents.
He volunteered to help us.

| will wait to hear from you.

| want to tell you something.

She wishes to come with us.

B. VERBSFOLLOWED BY A (PRO)NOUN + AN INFINITIVE

38.advise
39.allow
40.ask
41.beg
42.cause
43.challenge
44.convince
45.dare

46.encourage

47.expect
48.forbid
49.force
50.hire
51.instruct
52.invite
53.need
54.order
55.permit
56.persuade
57.remind
58.require
59.teach

She advised me to wait until tomorrow.

She allowed me to use her car.

| asked John to help us.

They begged us to come.

Her laziness caused her to fail.

She challenged me to race her to the corner.
| couldn't convince him to accept our help.
He dared me to do better than he had done.
He encouraged me to try again.

| expect you to be on time.

| forbid you to tell him.

They forced himto tell the truth.

She hired a boy to mow the lawn.

He instructed them to be careful.

Harry invited the Johnsons to come to his party.
We needed Christo help us figure out the solution.
The judge ordered me to pay afine.

He permitted the children to stay up late.

| persuaded him to come for a visit.

She reminded me to lock the door.

Our teacher requires us to be on time.

My brother taught me to swim.
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60.tell The doctor told me to take these pills.

61.urge | urged her to apply for the job.
62.want | want you to be happy.
63.warn | warned you not to drive too fast.

G. ADJECTIVESFOLLOWED BY INFINITIVES

(a) We were sorry to hear the bad
news.

(b) I was surprised to see Tim at the
meeting.

Certain adjectives can be immediately

fol
In

person (or persons), not athing. Many

of

feelings or attitudes.

lowed by infinitives, asin (a) and (b).
general, these adjectives describe a

these adjectives describe a person's

SOME COMMON ADJECTIVESFOLLOWED BY INFINITIVES

glad to sorry to* ready to careful to  surprised to*
happy to sad to* prepared to hesitantto  amazed to*
pleased to upset to* anxious to reluctant to  astonished to*
delightedto  disappointed to* eager to afraid to shocked to*
content to willing to stunned to*
relieved to proud to motivated to

lucky to ashamed to determined to

fortunate to

*The expressions with asterisks are usually followed by infinitive phrases with
verbs such as see, learn, discover, find out, hear.

H. USING THE SSMPLE FORM AFTER LET AND HELP

(@) My father let me drive his car.
(b) I let my friend borrow my bicycle.

Let is always followed by the simple form
of averb, not an infinitive.

(INCORRECT: My father let meto drive
his car.)

(c) My brother hel ped me wash my car.
(d) My brother helped me to wash my
car.

Help is often followed by the simple form
of averb, asin (c). Aninfinitive isalso
possible, asin (d). Both (c) and (d) are
correct.
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. SPECIAL EXPRESSIONSFOLLOWED BY THE -ING FORM OF A

VERB

(a) We had fun

We had a good time
(b) I had trouble

| had difficulty

| had a hard time

| had a difficult tim

} playing volleyball.

finding his house.

have fun ~
have a good time

have trouble

have difficulty

have a hard time

have a difficult time _/

.

+ing

(c) Sam spends most of his time studying.
(d) I waste a lot of time watching TV.

spend + expression of time or
money + -ing
waste + expression of time or
money + -ing

(e) She sat at her desk writing a letter.
(f) | stood there wondering what to de next.
(g) Heislying in bed reading a novel.

Sit + expression of place + -ing
stand + expression of place +-ing
lie + expression of place + -ing

(h) When | walked into my office, | found
George using my telephone.

(i) When | walked into my office, | caught a
thief looking through my desk drawers.

find + (pro)noun + -ing

catch + (pro)noun + -ing

In (h) and (i): Both find and catch
mean discover. Catch express an-
ger or displeasure.

After some verbs (e.g. begin, can't bear, continue, intend, propose, start), both -ing
forms and infinitives are possible without much difference of meaning.

| began playing/to play the piano when | was six.

We must continue looking/to look for a new house.

UNIT 7

RELATIVE CLAUSES

a) The manisfriendly. He lives next to me.
who
that
b) The man who lives next to meis friendly.
¢) The manthat lives next to meisfriendly.

b) and c) have the same mean-
ing

d) | met aman. He was friendly.
whom
that
€) The manwhom | met was friendly.
f) Themanthat | met was friendly.

e) and f) have the same mean-
ing. An object pronoun can be
omitted from arelative clause.
e), f) and g) have the same
meaning.
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g) Theman| met was friendly.

NOTE: a subject pronoun (for
example, in b), c)) cannot be
omitted.

WHO and WHOM refer to people.
WHICH referstothings.
THAT can refer both to people and things.

h) The fax isfor you. It is on the desk.
which
that
1) The fax which is on the desk is for you.
j) Thefax that ison the desk is for you.

IT, WHICH and THAT all
refer to athing.

1) and |) havs the same mean-
ing.

k) | sent flowers. They were beautiful.
which
that
) The flowers which | sent were beautiful.
m) The flowersthat | sent were beautiful.
n) The flowers| sent were beautiful.

WHICH or THAT can be
used as an object in an adjec-
tive clause, asin|) and m).

An object pronoun can be
omitted from an adjective
clause asinn).

1), m) and n) have the same
meaning.

0) The man called the police. His car was stolen.

whose car

p) The man whose car was stolen called the po-
lice.

g) | know agirl. Her brother isa movie star.
whose brother
r | know agirl whose brother is a movie star.

WHOSE shows “ possession”
in o) and “relation” in Q).

We can change hiscar in o) to
whose car to make arelative
clause p).

And we change her brother in
) to whose brother to make a
relative clauser).

NOTE: A relative clause can be either restrictive (defining) or nonrestrictive

(non-defining).

When that, who or which are the object of the verb in the relative clause,

they can be omitted.
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Commas ar e not used to separate the relative clause from the rest of the sen-
tence.
a) Some of the guests (whom/that) we invited were foreigners.
b) The job (that/which) they asked us to do was almost impossible.

That cannot be used in a non-defining(nonrestrictive) clause.
Who or which cannot be omitted.
Commas ar e usually used to separate the relative clause from the rest of the
sentence.
¢) The manager, who conducted the talks, was very experienced.
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GLOSSARY

Accommodation (n) — xunbe — a place to live;

Account (n) - cuet (B 6banke) — an arrangement that you have with a bank to pay in
or take out money;

Accredited (adj.) — akkpenuroBanubiii — Officially recognized;

Agent (n) — arenT — a person or organization possessing power to act for another in
making business arrangements with third parties and in buy-
ing and selling goods;

Application (n) — 3assrenne — a formal, usually written, request for something
such as a job, place at university or permission to do
something;

Authority (n) —BaacTs — the moral or legal right or ability to control;

Authorize (v) — akkpeIuTOBBIBAaTb, HAACIATH MONHOMOUKAMHU — tO give formal per-
mission to smb or for smth;

B/E (bill of exchange) — xonocamenT — an order to pay for goods. It is drawn by an
exporter and requires payment by the buyer, who must ac-
cept it formally by signing his name;

B/L (bill of lading) — TpancnoptHas Haknamnas — a document signed by a ship’s
Master to say that he has received the cargo, to which it acts
astitle;

Bank (n) — 6ank — a business that keeps and lends money and provides other finan-
cial services;

Board of directors — coser qupexropos — the group or people who are responsible
for controlling and organizing a company or organization;

C and F (cost and freight) — croumocTs u ¢paxTt — a contract in which the seller
pays for the delivery of the goods to a given destination;

Cash (n) — manmuunbie geHbrH — Money in the form of coins or notes,

Cash machine — 6aakomar — a machine in or outside a bank from which you can
obtain money with a special plastic card,;

Certify (v) — ceprudunupoats — to state officially that something corresponds to
the standards;

Chain of command — nemouka xomana — a series of administrative or military
ranks, positions, etc., in which each has immediate authority
over the one immediately below, as for the purpose of giving
and taking orders,
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Checking account — tekymuii (uekoBbIif) cuer — a bank account which doesn’t
usually earn interest and from which money can be taken
out at any time by cheque;

CIF (cost, insurance and freight) — croumocts, cTpaxoBanue u ¢ppaxt — a contract
in which the seller agrees to pay for the transport of the
goods to their destination and for insuring them on the
journey;

Civil Code — rpaxmanckuii kogekc - set of civil (other than criminal) laws ar-
ranged in a system;

Commercial bank - xommepueckuii 6ank - the kind of bank that provides services
for customers and businesses and that is used by most ordinary
people;

Competition (n) - koukypeHnnus; (31.) KOHKYpC B yueOHOe 3aBeeHue - the state or
activity of trying to be better that someone else;

Consumer (n) — moTpebuTens — a Person, society or a region that buys and uses
goods and services,

Contribution (n) — Bkiax, kouTpuOyIms - 1) something contributed (given, with
others, for a common purpose);

2) something paid as a share in the cost of a common expense
or loss;

Corporate center — kopropaTUBHBIN IICHTp, ITa0-KkBapTHpa - the headquarters of
the company with the administrative staff;

Credit (n) - ycnemnoe 3aBepiieHue kypcea,; (31.) 3ader - a successfully completed
part of an educational course;

Credit card - kpenutHas kaprouka - a Small plastic card that you use to buy goods
Or services,

Currency (n) —Bamrora — a particular type of money in use in a country;

Customs (n) — ramosxHs - the group of government officials responsible for collect-
ing customs duties and for controlling the import and ex-
port of forbidden goods;

Customs clearance — pacramoxuanue - formalities necessary to satisfy the cus-
toms officers before they will allow the goods to be cleared
(removed) from customs for dispatch or delivery elsewhere;

D/A (documents against acceptance) — nokyMeHTHI 10 mojay4deHuu - the documents
are supplied when the bill of exchange is accepted;

D/P (documents against payment) — nokyMmeHTsl 1o ormiate - the documents are
supplied only when the money is paid,;
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Day care (center) - nerckuii can - a place where babies are looked after their par-
ents are at work;

Debit card - nedburopckas kaprouka - a specia plastic card that you can use to pay
for things directly from your bank account;

Department (n) — 1) dakynsret - Oone of the sections of a school or college dealing
with a particular field of knowledge;

2) otnen - adivision of an official business, enterprise dealing
with a particular area of activity;

Deposit (n) — 1) sxiag — an act of placing money in a bank or safe; money placed
in a bank or safe;

2) mecTopoxkacHue — a matter that has been put in rock by a natu-
ral process,

Deposit (v) — BkinaapiBaTh — to place money in abank or safe;

Dormitory (n) — obmiexxutue - a building, as at a college, containing a number of
private or semiprivate rooms for residents, usually with common
bathroom facilities and recreation areas;

EC (European Community) — Espometickoe CoobiectBo - the formal union of
some European countries under the Treaty of Rome;

Economy (n) — sxonomuka — the system by which a country’s wealth is produced
and used;

Effective (a) — addexrurnbIii - SOMething can be described as effective if it pro-
duces the results that it was intended to;

Efficient (a) — s dexTuBHbIii - Working or operating quickly and effectively in an
organized way;

Employee (n) — paboTtauk - SOmeone who is paid to work for someone elseg;

Employer (n) - pabotogatens - a person, company or organization that employs
people;

Employment agency - arenTcTBO Mo TpyAoycTpoiicTBy - a business that makes
money by finding jobs for people;

Enrollment (n) - xonn4ecTBO CTYACHTOB B y4eOHOM 3aBEJCHHUH; MOCTYILJICHHE B
yueOHOe 3aBezeHue - the number of people on the official list of
members of a course, college or group; or the act of accepting
someone onto such allist;

Enterprise (n) — npeanpustue — an organization or a business firm;

Expertise (n) — onwiT, 3HaHus - expert knowledge or skills especially in a particular
field;

Export (v) —skcroptupoBats — to send goods etc. out of a country for sale;
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Faculty (n) — mpodeccopcko-nipenoaaBaTeNbekuii coctaB - the teachers and in-
structors within a University;

FOB (free on board) — ¢panko-6opt - a contract in which the seller pays all
charges up to and including the loading of goods on to the
train or ship which will deliver them to the buyer;

Foreign trade contract - BHemHeTOproBeIii KOHTpakT - @ contract for sale from a
foreign company, where title to the goods passes before the
goods enter the country;

Fund (n) — ¢onx - astock of money especially set aside for a special purpose;
General partnership — ToBapHILECTBO ¢ HEOIPAaHUYCHHON OTBETCTBEHHOCTBHIO — &

partnership, where members do not enjoy limited liability;
Headqguarters (n) — mrra6 - main offices of an organization;

Holding company — xomauar — a company controlling another company or compa-
nies through owning shares in it or them;

Import (v) — ummoptupoBats - t0 bring in, especially goods, from another country,
usually for sale as merchandise;

Individual (n) - ¢pusmueckoe numo - a single human being having rights and owing
duties,

Industry (n) — npomeiierHocTs — the production of goods or materials that can be
used in the production of goods;

Insurance (n) - cTtpaxoBanue - an arrangement with a company or bank in which
you pay them money each year and they pay the costs if anything
bad happens to the matter that you insure;

Interest (n) — (31.) mpouent - money paid to you by a bank when you keep money
in an account there;

Internship (n) - (mpou3BoacTBeHHas) nmpakThka - period for obtaining practical ex-
perience for students who are finishing their training for a skilled
job;

Joint stock company — akuoHepHoe 00I1ecTBO (aKI[HOHEPHAS KOMITAHHUS) -

1) in Britain, a form of business organization called a
corporation, which has its capital divided into small
units of stock or into shares so that they may be
bought by small and large investors;

2) in U.S.A. , abusiness organization having its capital
divided into small units of stock, but the liability of its
members is unlimited, as in a partnership;

L/C (letter of credit) — akkpeautus - a document by which a buyer undertakes to
pay a seller through a bank if the seller delivers the goods
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according to the terms of the contract. It can be documen-
tary or irrevocable;

Labor book - tpynoBas kumkka - an official record of years in employment and ca-
reer;

Legal entity - ropuanueckoe nuio - a person or group of persons recognized by
law as having a separate legal existence with his or its own rights
and duties;

Liability (n) - orBeTcTBeHHOCTE — State of being legally responsible;

Limited liability company — kommnanus (00111eCTBO) ¢ OrpaHHYECHHON OTBETCTBCH-
HOCTBIO - IS owned by stockholders, each having are-
stricted liability for the company debts;

Limited partnership — ToBapuiiecTBo ¢ orpaHuYeHHONH OTBETCTBEHHOCTHIO - @
form of partnership, sometimes found in the professions ,
consisting of one or more general partners having unlimited
liability and one or more limited partners whose liability is
limited to the amount of capital they have promised to pro-
vide; but the limited partners may not share in the manage-
ment of a partnership;

Loan (n) - 3aem - an amount of money that you can borrow from a bank; an act of
lending money;

Manage (v) — ynpasisats - t0 be responsible for organizing something, esp. in busi-
ness,

Master (v) — coBeprieHcTBOBaTH - learn a skill or language so well that you under-
stand it completely and have no difficulty with it;

Maternity leave - otmiyck 1o yxony 3a pedenkom - time that a mother is allowed to
spend away from work when she has a baby;

Mortgage (n) — (31.) - unmoteka — along-term loan for purchase of real estate;

Non-resident (n) - Hepe3uaeHT, HHOCTpaHel - SOmeone who is not living in a par-
ticular place or country;

Oil-refinery products — vedrenpoayktsr — products made of pure oil;
On behalf of —or umenu - inthe interest of smb;

Organization chart - opranusaronHas cxema - a chart showing a line-up of posi-
tions in the company and their subordination;

Overtime hours — 1) ceepxypounas pabora - time that you spend working in your
job in addition to your normal working hours;

2) omara CBepXypouHO# pabotsl - the money that you are
paid for working more hours than usual;
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Partnership (n) — rosapumectBo (maprHepcTBO) - association of two or more per-
sons carrying on business together for the purpose of making a profit;

Payment (n) — omnaTa, miarex — a sum of money exchanged for goods or services;

Personnel (n) (syn. human resources) — 1) xaaps! - the people who work in a com-
pany or organization;

2) otmen xaapoB - the department in an
organization that appoints people to do
jobs and deals with their complaints,
problems, etc.;

Population (n) — nacenenue — the number of people living in a particular area;

Producer (n) — npousBoauTeIb — @ Person, company or a country that manufactures
goods, foods or materials,

Profile (n) - kpaTkoe onucanue - a short description of something;
Profit (n) — mpuobLI - financial gain, benefit;

Quality circle - xpyxok kadectBa - any of the small groups of workers that, as a
management technique, meet regularly to suggest and discuss ways
to improve production;

Receipt (n) — kButanmus — awritten statement that someone has received money or
goods,

Recruit (v) - nanumath, BepooBats - to find new people to work in a company, join
an organization, do ajab, etc.;

Redundancy (n) - yBosbHEHHE IO COKpAIleHHIO ITAaToB - a Situation in which
someone has to leave their job, because they are no longer needed;

Representative office — npeacraButenscTBo - IS a subdivision of aforeign legal en-
tity that represents the company’ s interests in a foreign country;

Research - (nayunoe) uccrnenoBanue - a detailed study of a subject, especially in
order to discover (new) information or reach a (new) understanding;

Resident (n) - pe3uaeHT, xuTenb cTpanbl - SOmeone who lives in a particular coun-
try;
Resource (n) — pecypc — smth that a person, an organization or a country possesses;

Resume (n) — pe3rome - a short written account of your education and your previ-
ous jobs that you send to an employer when you are looking for a
new job;

Retirement (n) - yxox Ha neHcuto - the act of retiring (stopping work at the end of
your working life) form your job, or the time when you do this;

Safe custody - kamepa xpanenus - a Small box used for storing valuable objects,
usually kept in a special room in a bank;

Savings account - coeperatenbHbIi cueT - a bank account which earns interest;
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Secret partner — taiinblii mapTHep - a person who takes part in company manage-
ment but is not known to the public;

Services (n) — ycnyru - the performance of any duty or work for another;

Severance pay - BeIX0AHOE mocodue - money that you get when you leave a com-
pany because your employer no longer has ajob for you;

Shareholder (n) — akunonep - owner of shares in a business company;

Silent partner — maptHep 6e3 mpaBa rojoca - a partner who is known to the public
but who has no voice in the conduct of the business;

Sp. ex. (special export price) — crienuanbHas 3KCIOpPTHA 1eHa - a special price for
goods sold overseas, usually less than for goods sold at home.

Span of control - nuanazon ynpasnenus - the number of immediate subordinates;

Stable currency - tBepmas Bamora - money that will not lose value because it is
from other country that has a strong economy and can be used
in other countries to buy things;

State bank - rocymapcTBennsiii 0ank - a bank that is governed by the state and re-
ceives money from the state;

Subject to — moamanmaromwmii mox - depending on smth as a condition;

Subordinate (n) — nogunHeHHBIH - Your subordinate is a person having a lower or
less important position in an organization than you;

Subsidiary (n) — ¢buaumai; modepHss kommnanus - a company of which more than
half of the share capital is owned by another company, called ei-
ther a holding company or a parent company;

Superior (n) — pykoBoauTenb - & person higher in rank or position in an organiza-
tion;

Tangible/intangible assets — matepuanbHbie/ HeMaTepualbHbIC BKIaabl — aSSELS
which have/do not have material form and therefore
can be turned into cash fairly quickly , e.g. securi-
ties, cash, cheques, etc;

Tax (n) — uazor - a payment of money legally demanded by a government author-
ity to meet public expenses;

Tax inspectorate — nanorosas uncmekius - officials, who inspect tax payments,

Timber (n) — apeBecuna, nec — growing trees, considered as a supply of wood for
building;

Title (n) — mpaBo Ha uto-nmu60 — a legal right to ownership of a thing of value, es-
pecially land and buildings and merchandise;

Trainee (n) - npakrukadT(ka) - SOmeone who is being trained for ajob;

Transaction (n) — 6ankoBcKkast omepais — a movement of money into or out of an
account;
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Traveler’'s cheque - nopoxubiii ek - a special cheque that can be exchanged for
the money of a foreign country;

University degree - yausepcuteTckoe oopasoBanue (cTernens) - the course of study
at a college or university, or the qualifications given to a stu-
dent who has completed this;

Unlimited liability company — xomnanus (00111eCTBO) ¢ HEOrPaHUYSHHON OTBETCT-
BEHHOCTHIO - @ company in which each partner is responsi-
ble for any and all debts incurred by any of the partners in
connection with the business,

Wildlife (n) — aukas npupoma — animals and plants which live and grow in natural
conditions.
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