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[MPEOUCITIOBUE

Hacrosiee yuebHoe nocobue nocrpoeHo Ha 6a3e rocynapcTBeH-
HOro o6pa3oBaresibHOro CTAHAAPTa U B COOTBETCTBUM C MPOrpaM-
MO Kypca MHOCTPAHHOTO $13bIKA JUISl HEesI3bIKOBBIX BY30B U ¢a-
kynsretoB. OHO aapecoBaHo cTyaeHTam GakaiaBpuata, crelua-
JMTeTa W MarMctpatypbl. UM MOryT mosib30BaThCsl aCMUPaHTHI,
HayuyHble pabOTHUKM U CHELMATUCTBI-MIPAKTUKN B chepe MexXILy-
HapoAHOro OusHeca, M3yYyaloLIMe CaMOCTOSTENLHO aHITIMUCKUIA
S3bIK.

YuyebHoe mocobue CTAaBUT CBOCH [ENbIO OOYYHUTH CTYAEHTOB
OCHOBHBIM HaBLIKaM aHIJION3LIYHON peyeBoil neaTebHOCTH (ro-
BOpPEHUE, ayIUPOBAHME, YTEHUE U MUCLMO) B TUMUYHBIX CUTYya-
LUSX IETIOBOI KOMMYHUKAILIMKM B paMKaxX OHOIO U3 HarpapieHUi
Kypca «HOCTpaHHBIA A3bIK» — «AHIIMUCKMIT S3BIK [UTST €0~
BOro OOLLEeHMsI».

ITocobue cocroutr u3 12 ypokos-tem (Units), Kaxablii u3
KOTOPBIX MOCBSILEH KOHKPETHOMY BUIY OM3HEC-KOMMYHMKALIMK
M MOJAYMHEH ENMHON CTPYKTYpe: OH BKJIIOYAET MSATh Pa3ieioB
(Sections) — Vocabulary and Word Study, Reading and Discussion,
Speaking, Listening u Writing.

Pasnen Vocabulary and Word Study npeaycmatpuaer paboty
HaJ JIEKCHKOIi, KOTOpas OMpelessieTcs CoAepXaHUeM TeKCTa B
npenenax u3yyaeMoii TeMbl. AKTMBHBIIA CJI0Bapb OTpaxaeT Haubo-
Jiee BaXKHbIE MMOHATUSA W ABICHMS, HEODXOAUMBIE LIS OCYIIECTRIIC-
HHUS 1e10BOro obieHus. TepMHHOMOrHYECKasl IEKCUKa 3aKper-
JIAETCA B pa3HOOOPa3HBIX YNPaXHEHUsAX, KOTOPbIE MOCTPOEHBI U
PACIIONOXKEHBI [10 MPUHLIKITY «OT MPOCTOTO K CIIOXHOMY» — OT YPOB-
Hsl CJIOBA, CIOBOCOYETAHMS, NPELIOXKEHUS 10 YPOBHS cBepxdpa-
3o0Boro enmHcrtBa. Mmeiorcst ynpaxHeHUsi Ha MHOIMO3HAYHOCTD,
HaXOXIEeHUE CHHOHUMOB M aHTOHUMOB, CJIOBOOOpa3oBaHue U JIp.
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- BolnoJiHEHUE AaHHBIX 3aMaHui obccrieynBaeT yCBOCHHUE aKTHUB-
HOTrO COBaps B MOJTHOM 0ObeME.

Kaxasiit pasnen Reading and Discussion COAEPXHUT OMH ayTeH-
THYHBIM TEKCT, TpelHa3Ha4YeHHBIH IS M3Y4aiOLIero YTCHUA U
o6yueHus rosopeHuio. K Hemy IaioTcs NPEeATEKCTOBbIC U MOCe-
TeKCTOBbIE yrnpaxHeHus. [TpenTeKcToBbIe 3a1aHUA NPECCaAyIoT
Leib GOPMUPOBAHKS HABBIKOB MPOTHO3MPOBAHMSA M YMEHHST BEC-
i Geceny OGIIEro COAEpXaHUsi MO TEME YpOKa. YIpaxHEHHs
[TOC/IETEKCTOBOrO 3TAMA CMIOCOOGCTBYIOT Pa3BUTHIO MOHONOTMYECKOM
peur — KOHCTaTUpoBaTh (hakT WM BbICKA3aTh MHEHME, CACKATh
KOPOTKOE coob1eHne uiu 0606LIeHNe, a TAKXKE HANPaBICHb! HA
[OUCK KOHKPETHBIX JaHHBIX, UCMONB30BAHUE ONPEICICHHON UH-
dopMaLMK B COOTBETCTBMM C KOMMYHUKATUBHBIMH 3a/a49aMu.
K naHHOMY TEKCTY MpeJyCMOTPEHO 3alaHKe Ha YTEHME Onpenc-
JAeHHOro ab3aua BCIyX U €ro MepeBojl Ha PYCCKUIt S3bIK.

Pasnen Speaking BKIIOYAeT ANANOTH, COAEPXKALIME YCTOHIN-
Bble BBHIDAXEHMsI, pEYEBbIe MOJIEIN M KIIHLIE, XapaKTEePHBIC 1A
JENOBOi KOMMYHHKAILIMU: 3HAKOMCTBO, NMpeJcTasieHue cebs u
KOJUTer, nefnosas BCTpeya, TeaedOHHbIE PasroBOpbl, MPOBEIC-
HUE Mpe3eHTaluu, 00MeH KOppECMOHIEHIIMe, YCTPOHCTBO Ha
paboTy, BelIeHUE MEPEeroBopoB M Jp. 3afaHus, COCTABACHHBIC K
AMANOraM, MOCTPOEHbI MO MPUHLMITY MOAETHPOBAHUA Pa3InYi-
HBIX JIEJIOBBIX CHTYALMil, OHM TAKXKe CMOCOGCTBYIOT Pa3sBUTHUIO
yMEHMS 1aBaTh HA HUX OBICTPYIO U COOTBETCTBYIOLIYIO PEUCBYIO
peaKLIMIo.

B pasnene Listening npecTaBieHbl 3a1aHUsI K OTHOMY ayano-
TEKCTY, KOTOPbiii MPUBOAUTCS B 3aKTIOYMTEILHON YaCTH KHUIH
Tapescripts. OH MOXeT ObITh MPOYUTAH TMPENOAABATEICM I
3Byyath B 3anucu. KoHTpO/b MOHMMaHHs OCYIIECTBALTCA C [0~
MOIIIBIO BOMPOCHO-OTBETHLIX YIPAXHEHUH, MMYTEM 3anOIHCHUS
tabmuu/cxem u ap. lens 3ananuit COCTOUT B MOHUMAHUH ooue-
ro CMbIC/IA MPOCJYIIAHHOTO TEKCTA, HAXOXKICHUU WU U3BICHe-
HUM KOHKPETHON MH(OPMALIUK, KOTOpbIe CAyXaT OCHOBOM st
KPAaTKOTO M3JIOXKEHMs COIePXKAHUs ayJAMOTEKCTa, AMCKYCCHH MO
teme u T.1. K yactu yue6Huka Tapescripts CTy1eHTbI 0OpallaioT-
cs Ha 3aKIIOUMTENBHOM 3Tane paboTsl Hal paszesniom Listening,
YTO MO3BONSET UM [TPOBEPUTD MPABUIBHOCTH MOHMMaHUsl TEKCTA,
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a TAKXe BbISIBUTh HEMOHATHBIE (PparMeHTEI, BEITUCAB U BHIVIMB
HE3HAKOMBbIE CIIOBa.

VnpaxHenus pasgena Writing HanpasieHbl Ha pa3BUTHE Ha-
BBIKOB NEpefavyy Ha aHIIMICKOM S3bIKE M MPAaBUIBHOTO 0OpM-
JleHus HHGOPMALIMK B COOTBETCTBHM C KOMMYHMKATHBHBIMU 1ie-
JIAMM M € YYETOM aapecata — HaNWCaHHWE JCTOBBIX H SNEKTPOH-
HBIX 1ceM, (hakcos, 3anoaHeHre Hauboee pacnpoCTPaHEHHBIX
aHKeT 1 61aHKOB, ohopMIEHNE PE3IOME U COMPOBOAMTENBHBIX M1~
ceM, HeOOXOIMMBIX [UISl y4acTUsl B KOH(epeHMU WiIKn yuebhsl 3a
rpaHulieit, cocTaBacHUe pedeparoB M aHHOTALMIA K Ip.

Martepuasibl HacTosLEro y4yeGHOro nocobust mpolUIH anpoba-
LIMIO HA 3aHSTHSIX CO CTYIEHTAMM Pa3TMYHbIX MHCTUTYTOB besro-
POICKOr0 rocyaapcTBEHHOIO TEXHOJOIMYECKOrO YHMBEpCHUTETA
umenu B.I. IIyxos.a.

ABTOp BBbIpPaXaeT HCKPEHHIOI MPHU3HATENBHOCTh PELICH3CH-
TaM — JOKTOpy dunonoriyeckux Hayk, npodeccopy TatpsHe
AnpapeesHe KoMoBoif 3a JeTaIbHbII aHANU3 PYKOIMUCH M LIEHHBIE
KPUTHUYECKHE 3aMeuaHus, a TAKXKE JOKTOPY 9KOHOMHYECKHX HayK,
npogeccopy FOpuio AHatonbeBuuy JIopoOIiIeHKO 32 KOHCY/IbTALMK
1o oTOopy Marepuania Ui JaHHOro y4e6HOro nocobus.
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SECTION 1

VOCABULARY AND WORD STUDY

1. Read and memorize the active vocabulary to the Text
“Culturally Speaking” and translate the given sentences.

1. greet [gri:t] v — npuBETCTBOBATH; 3A0POBATHCA
greeting n — NMpPHUBETCTBMC
custozmary greeting [ "kastam(a)ri] — oObiHOE NPUBETCTBUE

Friends and family members usually greer each other in a casual
or informal way. Business greetings, on the other hand, are more
formal. The bow is the customary greeting in Japan.

2. address [2’dres] v — ofpaiarscs (K KOMYy-11.)

Colleagues, friends and relatives address each other by first
names.

3. socialize [ souf(a)laiz] v — obuaTbcsi, BCTPEUATHCH; Obl-
BaTh B 001L(ECTBE

The best way to meet people is 7o socialize with them.

Unit 1. Meeting People 7

4. small talk — nerxkas cserckas Decena, pasroBop HU O YEM
engage in small talk [in"geid3] — HauMHaTh CBETCKYIO Oeceny;
NBITATLCH 3aBA3aTh Geceny

Small talk is the best way to initiate a conversation with a
potential new friend. People tend fo engage in small talk in order
to make themselves and the other person more comfortable.

5. chat [tf=t] n v — (HempUHYXIEHHbIHA) pasrosop, becena,
pa3roBop O TOM O ceM; GonTaTh, HEMPUHYXIEHHO becenoBath,
FOBOPHUTb O TOM O CEM

chitchat [ ‘tfittfzt] n v — GonToBHs, Gecena HU O ueM; 001-
TaTh O TOM O CEM

conversation [.konva ‘seif(a)n] n — pasrosop, Gecena

They suggested meeting for coffee and a chat. She likes fo chat
about the weather. The opening chitchat started the meeting instead
of a presentation. They came to the party to meet friends and
chitchat. Many people talk about sport as a social topic of
conversation.

6. break the ice — HapylMTb MONYaHUe, CENaTh NEPBBIH
lLAT, MOJOXMUTh Hayano (pasroBopy, 3HAKOMCTBY)

You have to make an effort 7o break the ice when you first meet
someone.

7. shake hands — moxarb Apyr APYry PYKH, OOMEHSTbCA pYy-
KOIoXaTueMm
handshake n — pykormoxarue

Generally, British people do not shake hands, except when
they meet for the first time. People use the handshake as a way to
greet a person, make an agreement or say goodbye.

8. power ['pausa] n — BnacTh, MOJTHOMOYME
delegate power [’deligeit] — mepemasath monHOMOUMS, 06-
JIEY b BIACTHIO

The power of governments has increased greatly over the past
¢entury. The board must delegate power to the director concerned.
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9. share [’[ea] n v — 1075, YaCTh; aKIMs; AEAUTH(Cs), pas-
AensiTh (MHEHME U T.I1.), TIONAB30BATHCS] COBMECTHO; UMETh JI0JTI0
WIIK 4aCTh

shareholder [’ [ea.houlda] n — nepxarenb akUuil, aKLIMOHED

They have the largest market share. She has all her money in
shares. The best way to meet people who share your interests is to
join a club. Our shareholders are pleased this year’s figures.

10. polite [pa’lait] adj — BexuBbIiA, MOGE3HbI, YUTHBbIN
politeness [pa ‘laitnas] » — BEXAUBOCTb, YUTUBOCTD

In general, British people are very polite. English people are
famous all over the world for their politeness.

11. rude [ru:d] adj — rpyOblii; OCKOPOMTENbHbIN; HEBEXKECTBEH-
HBIi, HEBOCIMUTAHHBIN

In China it is rude to call someone by his/her first name unless
you have known him/her since childhood.

12. awkward [ "2:kwad] adj — Heykmoxuit, HelOBKHi (O JIHO-
[5X, JABWXKEHUSIX U T.I.); HEYAOOHBIi, 3aTPyAHUTENIbHBIA

I always feel awkward meeting new people. Our visitors came
at an awkward time.

13. attitude [ atitju:d] » — oTHOLIEHHE, MO3ULIUA

You should have a positive atfitude towards the process of meeting
new friends.

14. vary [ veari] v — MeHATb, U3MEHSTh, BapbUPOBATh

various [’vearias] adj — pasnuMuHblii, pasHblii, pasHOOOpPa3-
HbIH1

variety [va ‘raiati] n — paszHoobGpasue

Business practices vary all over the world. The various types of
websites to meet people bring together millions of people from around
the world. You can meet people in a variety of different ways.

15. avoid [2’void] v — u3beraTb, CTOPOHMTBCA; YKIOHATHCH

1 was able fo avoid the awkward situation.

* Unit 1. Meeting People 9

16. offend [o’fend] v — o6Guxars, ockop6isiTh, 3a1eBaTh
offence [2'fens] » — obuna, ockopbaeHue

His bad manners may offend his colleagues. Using inappropriate
language may cause offence.

17. respond [ri’spond] v — orBeyarh, pearupoBaTh, OT3bI-
BATHCH

response [ri’spans] # — OTBeT, OTKJIMK, PeaKLIUs

elicit a response [i’lisit] — noGurscst oTBeTa

The right techniques to meet people will help you to get a positive
response to your introduction. They can’t respond to your questions.
Different people respond in different ways to each change. It is difficult
to explain his failure 7o elicit a response from her.

18. relation [ri’leifn] » — oTHolueHME, CBSA3b

establish relations [i ‘stzblif] — ycTaHOBUTb OTHOLUEHHA

relationship [ri’leifn[ip] » — oTHowEeHUe, B3aUMOOTHOILIE-
Hue, CBA3b

They have business relations with a firm in London. To establish
business relations with prospective dealers is one of the most
important measures for a firm that wishes to enlarge its business
scope. The company had strong relationships with partners and
clients,

19. inquiry/enquiry [in 'kwaiari] » — 3anpoc, 3anpaimmsaHue,
HABeJICHHE CITpaBOK;, BOMPOC
make inquiries — HaBOAUTH CIIPABKH

1The Committee has completed the inquiry and published a
twport, We managed fo make some inquiries into what he had done
on that day.

J0. along with — c, Bmecte ¢

When | went to Rome, I took my brother along with me.
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2. Match the pairs of synonyms from A and B and translate
them.

A B
1. welcome a. chitchat
2. clasp hands b. respond
3. displease c. vary
4. greet d. greet
5. answer e. offend
6. escape f. socialize
7. split g. shake
8. chat h. avoid
9. associate i. address
10. change j. share

3. Match the verb on the left with a suitable item on the
right. Use each item once only.

1. feel a, in small talk

2. make b. a room

3. engage C. a response

4. delegate d. inquiries

5. establish e. the ice

6. share f. hands

7. chat g. relations

8. shake h. awkward

9. elicit i. about the weather
10. break j. power

4. Make the following sentences complete by translating the
words and phrases in brackets.

1. He welcomed me with a wide smile and a warm (pykono-
xatue). 2. I soon learned how to make (nerkas ceerckas bece-
na) with people at formal receptions. 3. Now we have got hospital
bills (BmecTe c) our usual expenses. 4. She sent me a (Bexuu-
Bbiit) letter thanking me for my invitation. 5. The topic of (pa3-
rosop) was college plans. 6. If you buy (akuumu), you become a

Unit 1. Meeting People 11

(akumnonep). 7. A (o6sruHoe mpusercrsue) in India is usually
pressing your palms together at around chest level and saying
“Namaste”. 8. He has a very bad (orHomenue) towards work.
9. The election results showed that that party had lost (BnacTs).
10. It is (HeBocrnuTaHHsIit) not to say “Thank you” when you are
given something.

5. Insert the correct word from the Active Vocabulary.

1. We each pay our of the bill. 2. He gave no

to my question. 3. “Good morning”, I said, but she

didn’t return the - 4. My last job lacked 3

I was doing the same things all the time. 5. Your remarks have no

to this conversation. 6. She listened to him but only

out of . 7. Call me tomorrow and we will have a

. 8. Many people study etiquette before travelling or

entering a new social circle to ensure that they do not cause

or embarrass themselves. 9. Thank you for your

_ about my health. 10. Etiguette is a set of practices
and forms which are followed in situations.

6. Define parts of speech. Translate the words of the same
root.

1. offend — offender — offensive — offensiveness — offence;

2. power — powerful — powerfully — powerless —
powerlessness;

3. polite — politely — politeness — politesse;

4. vary — various — variously — variety;

5. respond — response — responsive — responsively —
responsiveness;

6. relate — relation — relationship — relative — relatively —
relativity;

7. chat — chatter — chatterer — chatteration — chatty —
chattiness;

8. address — addressable — addressee — addresser —
addressless.
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SECTION 2
READING AND DISCUSSION

7. Before you read the text “Culturally Speaking”, discuss
these questions with your groupmates or teacher.

a) Is there a standard course of etiquette when you meet and
greet people in business?

b) What formal and informal ways to address people do you
know?

c) What is small talk?

d) Do you know what the question How are you? mean?

e) What are the acceptable topics of the conversation after
business hours?

f) What subjects do you have to avoid when you have just met
people?

g) Do people have special ideas about humour in different
countries?

8. Read the text to find out if your answers are right or
wrong The following phases may be helpful: Quite so. Exactly.

% (partly) true. Just the opposite. I don’t think so. That’s
riglzl. That’s wrong.

Text
CULTURALLY SPEAKING

In the United States, as elsewhere, there is a ritual way to
meet and greet people. Certain rules or formulas should be
followed. The degree of formality in business varies according 1o
the company culture. Some companies are more conservative and
formal in how they address each other, how they share information,
how decisions are made, how power is delegated, how people dress,
and so on. Other companies, especially the younger, smaller
high technology companies are very progressive and informal.

If you are a foreigner doing business in America for the first
time, you do not have to be more informal than you feel comfortable

Unit 1. Meeting People 13

with. If you want to call someone by his or her last name, you
may do so. But do not be surprised (or insulted!) if your American
hosts call you by your first name. At some point, you will probably
decide to do what they are doing. The main thing is that you can go
at your own speed. In a truly formal situation, you can be more
formal by using titles (Mr., Mrs., Ms., Dr., Professor, Mr., etc.)
and by adding Sir or Ma am (Yes, Sir/No, Sir, Yes, Ma’am/No,
Ma’am; Thank you, Sir/ Thank you, Ma’am, etc.). Another thing
to realize is that American business people today may know something
about your country. So they might try to address you in the style of
your culture. It could become very interesting, if not amusing.

Along with the handshake, nod of the head, hug, or hand
gesture, Americans engage in small talk. This formulaic light
conversation or chitchat may not carry much meaning in itself,
but, rather, is designed to break the
ice — to ease into a conversation with
someone you have just met. Although
the order of questions may vary, the
same questions are always asked, and
the same remarks made: How are you?
is answered by Fine, thanks or How
are you? This is not an inquiry into
your physical health; it is a standard
greeting. A Fine, thank you is what is expected, even if your best
friend was just diagnosed with a terminal illness.

You always engage in small talk when you first meet someone.
If you do not take part in this polite type of repartee, you will be
considered rude and unfriendly; therefore, it is essential to learn
the formulas. The goal of small talk is to get to know someone, yet
vou should never ask personal questions too soon; instead, you
start with questions or comments that elicit an expected response:
This tells you if the person you are talking to is willing to
communicate with you and, if so, on what level.

In the business world, there is small talkuntil a relationship is
established, after which one may talk specifically about business
or personal concerns. After business hours, when socializing with
colleagues or associates, you will need to know the acceptable
topics of conversation: weather, sports, good news, travel, positive

Meeting online people




1

|
|

14 AHFRuiicKull S36IK grisi genosoro obLueHus

comments about your host country, movies, entertainment, food,
or the challenges of learning a foreign language. If asked, you
may discuss work, where you live, or where you are staying. After
work hours, when people want to relax, discussions about work or
anything too serious are usually not welcomed. Subjects to avoid
are: money, personal health, bad news, religion, politics, and
details about your family or children (unless specifically asked).

Finally, be careful about jokes! Humour varies from culture to
culture, and you may offend without realizing it. There are few
things more awkward than an unfunny joke, or one that is in bad
taste. People have very specific ideas about good and bad taste; you
may be walking on dangerous ground when you attempt a joke and
you may never realize how your joke was received because people
may laugh out of politeness — or perhaps sympathy.

Small talk may last from a few minutes to over an hour,
depending upon circumstances. At its best, it results in a nice
impression being made, a common interest being explored, or a
rapport created that could be the basis of a future meeting or more
serious relationship. Small talk, although it may not seem important,
is actually quite important in society. It plays a role in people’s
getting to know one another, it establishes a polite and friendly
tone, and it is a time for quiet observation. We form impressions
from how people look, dress, speak, and express attitudes by
nonverbal means such as gestures, eye movements, Or posture.
Skipping the formality of small talkwould be in bad taste in business
as elsewhere; minimizing its importance would be a mistake.

9. Find in the text the paragraph about different topics of
conversation. Read aloud this paragraph and translate it into
Russian.

10. Explain the following references.

a) So they might try to address you in the style of your culture.
What does the pronoun they refer to?

b) This tells you if the person you are talking to is willing to
communicate with you and, if so, on what level.
What does the pronoun this refer to?

-— S B B B N N -
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¢) There are few things more awkward than an unfunny joke,
or one that is in bad taste.
What does the pronoun one refer to?

d) It plays a role in people’s getting to know one another, it
establishes a polite and friendly tone...
What does the pronoun if (two times) refer to?

¢) ...minimizing its importance would be a mistake.
What does the pronoun ifs refer to?

11. Complete the sentences choosing the best variant
corresponding to the contents of the text.

1) In a formal situation a foreigner can call someone by using
a) his/her first name.
b) his/her last name.
c) his/her title.
2) Small talk carries ... in itself.
a) a lot of meaning
b) little meaning
¢) no meaning
3) The goal of small talk is ...
a) to get to know people.
b) to ask personal questions.
c¢) to talk about business.
4) After work hours, people like discussing ...
a) their business.
b) weather and sports.
c¢) their health problems.
5) You can offend people you have just met by ...
a) the way you look.
b) your politeness.
C) your joke.

12. Comment on the picture given in the text.

13. Underline or mark the main ideas of the text and retell it
in English.
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SECTION 3
SPEAKING

14. When you meet someone mew, under social or business
circumstances, it is important to know how to address the
individual standing in front of you. Properly addressing people
in different situations shows you are respectful of their position
and mindful of not offending them in any way. How would
you address the following people?

1) your fellow student (Philip/Phil Clark);

2) the manager or director of the firm you work for (Anthony/
Tony Price);

3) a friend of your age (Nicholas/Nick James);

4) a person holding a PhD degree (John smith);

5) a married woman (Maria White);

6) an older colleague (Ernest Hardy);

7) agirl or unmarried woman who you do not know well (Emily
Fielding);

8) an audience;

9) a woman when it is not known or not important whether
she is married or not (Elisa Black);

10) a stranger (Peter Bradford and Katherine Jones);

11) a man, whose name you do not know;

12) a woman, whose name you do not know;

13) a teacher (Jane Smith, unmarried);

14) a scholar/scientist called (Paul Morrison);

15) a university professor (Richard Hanks).

15. Learn some expressions to introduce yourself and others.

1) Introducing yourself-
I don’t think we’ve met before. I'm ...
Let me introduce myself. My name is ...
1’d like to introduce myself. I'm ...

2) Infroducing others:
Let me introduce you. John, this is Martin Watson.

T
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I’d like to introduce you to ...

There’s someone I'd like you to meet. This is ...

I think you two have already met: John Crags — Eve Smith.
Jerald, please meet Patrick.

Peter, have you met Thomas?

I'd like you to meet Anne.

Barbara, this is Christine. Christine, this is Barbara.

3) Expressing pleasure to have met someone:
Nice to meet you.
Pleased to meet you.
Happy to meet you.
How do you do?
(It is not a question, it means 3dpascmeyiime.)
It’s a pleasure to meet you.

16. Practise the following illustrative dialogues.

a) In an office (formal).
A.: Mr. Hopkins, may I introduce you Charles Heller. (To
Mr. Heller) This is Mr. Hopkins of Clark & Co.
B.: How do you do?
C.: How do you do?
A Mr. Heller works for our London branch. He’s
responsible for international projects.

b) At work (formal).

A.: Good afternoon, Mr. Gray. How are you?

B.: Fine, thank you. How are you?

A.: Very well, thank you. I don’t think you’ve met our new
manager. (To the manager) This is Mr. Gray. This is
Mrs. Riddell.

B.: How do you do?

C.: How do you do?

c) At a conference (semi-formal).
A.: Good morning, David.
B.: Morning, Jenny. How are you?
A.: Fine, thanks, and you?
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: How do you do?
: Please call me Alice.

interesting?

0 ®A®A Am

the discussions very useful.

d) At a party (informal).
: Good evening, Nick.

Kate, a friend of mine from work.
: Hello.

Hello, pleased to meet you.

: So are you an engineer too, Kate?
: That’s right. What about you?

: Oh, yes?
: Some wine, Kate?
: Yes, please, Nick.

AO®m2ararn Wi

other.

I'm ... / My name is ...

informally. Use any names you like.

a) a new student to your teacher;

b) your manager to a new colleague;

c) your close friend to a new groupmate;
d) a visiting professor to your teacher;

: Fine. Is that Mrs. Leyden over there?
: Yes, it is. Let me introduce you ... Excuse me, Mrs.
Leyden. May I introduce you to David Sands?

: I’'m in the building construction business.

: How do you do? Pleased to meet you, Mrs. Leyden.

: And please call me David. Are you finding the conference

: Yes, there have been some very good papers. I also find

: Good evening, Kate. Do you know Mike? Mike, this is

17. Work with your groupmate. Introduce yourself to each

Hello/Hi, nice to meet you./I’d like to introduce myself.
I’'m from ... I am a second-year student of ... / I work for ...

18. Introduce the following people a) formally, and b)
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e) your colleague to the head of the company department;
f) a friend of your age to an elderly man/woman you know;
g) a guest speaker holding a PhD degree to his audience.

19. Make up dialogues of your own, using the above expressions
and illustrative dialogues as models.

Situations:

a) in an office (formal);

b) at a conference (formal);

¢) at a meeting (formal);

d) in a library (semi-formal);

e) at an exhibition (semi-formal);
f) at a dinner party (informal);
g) at your university (informal).
h) at your place.

20. Before talking about your business, there is usually a
period of social conversation (small talk). A good tactic is to
ask questions. Practise asking questions, as small talk, from
the following notes.

a) you/come from;

b) young/you/moved to;

¢) part of/you/born in;

d) department/you/work;

e) long/you/with the company;

f) big/your department;

g) the job interesting;

h) old/your children;

i) your children/work/study;

J) your/hotel/like;

k) you/find/the weather/here, or you/left;
I) vou/think/e.g, London;

m) youfbeen/bcﬁm/e.g. London;
n) you/spend//holidays;
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21. Practice the following illustrative small talk dialogue.

: Hello, I'm Edward Johnson. I'm from the Sales Department.

: Hello, I'm Boris Klimov. I’ve just arrived from Russia.

: How are you? Welcome to our company.

: How are you? Nice to meet you.

: How was your flight?

: A little bumpy, but I am glad to be here.

: Good. Did you have a chance to rest?

: Yes. I had a good night’s sleep last night.

. Well, fortunately we have nice weather today.

. Yes, it’s beautiful. When I left, it was raining in Moscow.

: So, Mr. Klimov, where are you staying?

: I’'m at the Hilton Hotel.

. Very nice. Have you seen any sights yet?

- Not yet, but Saturday I plan to tour the city and see every-
thing. Maybe you could recommend a tour.

: Well, there are some bus tours of the city. Or you might try
just a tour on foot.

: Sounds good.

: I understand you are in marketing. Do you have any new
ideas for our company?

: Yes, I do. I hope we will have time to discuss them all at the
meeting.

A.: Great! Then let’s get started in the meeting room over there.

B.: Okay. I'll follow you.

oAby bAoA DA
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22. Fill in the missing remarks of the small talk dialogue.

Nick: Hello, Mike! Welcome to London! It’s good to finally
meet you.

Mike: !' Tt’s good to be here at last.

Nick: ?

Mike: No, I didn’t. Rick Thomson gave me the directions to
find you last week.

Nick: ?

Mike: 1 got a taxi here.

Nick: Good. ?
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Mike: There was a short delay in New York, but the flight was
fine. Fortunately, I slept on the plane, so I’m not tired.

Nick: ?

Mike: 'm not very tired.

Nick: Glad to hear it. We’ve got a very busy programme ahead.
Let’s discuss it over lunch. I booked a table for one-
thirty. ?

Mike: 1 just love Italian food.

23. Make up small talk dialogues of your own using the
above questions and dialogues as models, choosing any topics
you like: arrival, jobs, origins, family, accommodation, travel,
weather, etc.

SECTION 4
LISTENING

24. Listen to the text “British Communication Styles”. Answer
the questions that follow.

1. Are the British people formal?

2. What people do the older generation of British businesspeople
prefer to deal with?

3. What is business done by younger businessmen characteri-
zed by?

4. What is the basis for long-term business success?

5. Why do businesspeople prefer to do business with people at
their level?

6. Who presents the aura of authority?

25. As you listen, make notes ugger the following headings.

|. The ways of expressing understatement.

2. Direct communication.
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3. The use of courtesy titles.

4. Moving to the use of first names.

26. Check your answers with your groupmates and tapescript
1 of the text. Look up the words you do not know in the
dictionary.

27. Retell the text about the British communication styles.
28. Tell your groupmates about some other British commu-

nication styles.

SECTION 5
WRITING

29. Write replies to the following.

a) How do you do?
b) Mike, please meet Nick.
¢) How are you?
d) Nice to meet you.
¢) Let me introduce you James Hicks.
f) My name is Thomas Smith.
g) Please call me Jane.

30. Write some expressions you would use to introduce yourself
and others in the following situations:

a) at a conference;
b) before a meeting;
¢) in an office;

d) at a party.

SECTION 1
VOCABULARY AND WORD STUDY

1. Read and memorize the active vocabulary to the Text
“Telephone Conversations” and translate the given sentences.

1. skill » — ymeHue, MacTepcTBO, UCKYCCTBO
master a skill — oBnageTs yMeHHEM (MacTEpCTBOM)

Effective telephone skills are important in business. They are
expected fo master some language skills like writing letters, reports,
advertisements, filling forms, etc.

2. receiver [ri si:va] n — TenedonHas Tpybka
lift the receiver — monHsITH TPYOKY
mouthpiece n — Muxkpocdon

Holding the receiver between yougneck and shoulder can lead
to chronically tight muscles. To make a call from a public
telephone, lift the receiver and insert a coin. When a person
speaks into a telephone, the sound waves created by his voice
enter the mouthpiece.
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3. dial ['daial] v — nabuparb Homep (no TenedoHy), 3B0-
HUTb; HAOOPHBIH TUCK

dial the number — HaGupars HoMep 1o TenedoHy

dial a wrong number — He Tyga nonacts

How do I dial London? If you need to make a phone call to
someone in another country and you are not quite sure how fo dial
the number, then this service should help you. If you dial the
wrong number, it can be confusing and embarrassing.

4. directory [di rekt(a)ri] # — pyKOBOACTBO, CPaBOYHUK
telephone directory — teneoHHbI ClIpaBOYHUK
look up v — uckartb (B cripaBOYHMKeE, CIOBape M T.I1.)

Consult the directory if you wish to contact a specific
department. You can look up my number in the felephone directory.

5. long-distance call — MeXxayropogHsIiA UK MEXIyHAPOI-
HBIH Teie(DOHHBII 3BOHOK

Using a phone card, you can make long distance calls.

6. engage [in’geids] v — 3aHuMare, 3aHUMaTBCS (YeM-I1.)
the number/the line is engaged — Homep 3ansaT/nuHMA 3aHsTA

I couldn’t come on Monday, because I was engaged. Now [ am
on my third day of trying, and The telephone is permanently
engaged in the office.

7. hold on v — He kiacTh TPyOKY

hang on v — oxunars (y tenedona)

hang up v — nonoxuts TenedoHHYIO TPYOKY, MPEKPATUThH
TenedoHHbII pa3roBop

Please hold on while 1 get your file. The telephone line is
engaged, would you like 70 hang on? 1t is a bad line; hang up and
I will call you back.

8. pick up the phone — cusTh Tenedounyo TPYOKY

He picked up the phone immediately.
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9. put through [0ru:] v — coeaunuth (no Tenedouny)
Just a minute, I am putting you through.

10. call back v — nepe3BoHUTH

I couldn’t eall her back later.

11. request [ri’kwest] n v — nipocsba, TpeboBaHue, 3amnpoc,
3asiBKa; MPOCUTh pa3peLICHMs, TPOCUTb, 3arpalinBaTh

She ignored my request. I had fo request assistance.

12. feature [‘fi:tfa] n v — ocoGeHHOCTH, XapakTepHas Yepra,
MPU3HAK, CBOMCTBO; U300paxaTh, ObITh XapaKTepPHOW YepTOii

Wet weather is a feature of life in England. This documentary
film features top stars from the world of sports.

13. clarify [ "klaerafai] v — nenatb ssCHbIM, BHOCHUTb SICHOCTb
clarification [.klarifi'keifn] # — nposcHenue

We often need to ask speakers 7o clarify and repeat what they
have said. Sometimes I don’t feel comfortable asking for
clarification on the telephone.

14. tip n — coBeT, HaMeK
He gave me some good #ips on writing business letters.

15. observe [ab’za:v] v — cobnioaars; Haba01aTh, 3aMeEYaTh
observe rules — co6ntonars npasuia

When you are driving, strictly observe speed limits, traffic lights
and signs. She observed his actions with interest. If you observe
certain rules on the art of telephoning, you will avoid losing business
clients or have disputes with other callers.

16. distinct [di stipkt] adj — oTyeTnUBBINA, SCHBIH, BHATHbIM

There are distinct differences between these two models. Those

lwo ideas are quite distinct from each other.
&
|7. prompt adj — GeicTpblit, HEMEUIEHHBIN

She is always prompt in answering letters.
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18. courteous ["ka:tias] adj — BeXUIMBBIA, YYTUBBIIA
discourteous [dis "ka:tias] adj — HeBOCTTUTAHHBIN, HEBEXJIMBBIN

Anyone answering a telephone should have the skills to offer
efficient service in a courteous manner. A contact which has taken
years to build can be broken off by one discourteous response over
the telephone.

19. accept [ok’sept] v — npuHMUMAaTh, NPU3HABATH
acceptable [ak ‘septabal] adi — npuemnemsliit, JOMyCTUMBIi

He refused fo accept any money for it. Telephone references
are not acceptable as proof of employment.

20. switchboard [ “swit[ba:d] » — kommyTarop
switchboard operator — tenedonucrka

She reached them through the office swirchboard. He asked the
switchboard operator to connect the call with the sales department.

2. Match the pairs of antonyms from A and B and translate
them.

A B
hang up a. engaged
discourteous b. accept
confuse c. distinct
slow d. skill
refuse e. lift

free f. prompt
incompetence g. courteous
unclear h. clarify

ol e PUH o T

3. Match the noun(s) on the left with a suitable item on the
right. Use each item once only.

1. A directory a. connect each call.

2. The rules b. has been clarified.

3. The phone number c. was ringing.

4. Switchboard operators d. gives people’s phone
numbers.

Unit 2. Telephoning 27

5. The clarification e. are full of useful tips.

6. The material f. were observed.

7. People g. has been asked for.

8. The phone h. has been dialled.

9. The statement i. features authentic texts.

10. The manuals j. are requested not to talk
here.

4. Replace the underlined words with the words below.

a) call back b) put through ¢) prompt d) hang on e) engaged
J) skill g) look up h) acceptable i) lift the receiver j) observe

1. Her job is to connect customers on the phone. 2. You can
find residential and business phone number using online directory
enquiries service. 3. Hold on a minute — I'll just get a pen.
4. If you need me, you just have to pick up the phone. 5. If you
try to return the call and the line is busy, Call Return Service will
automatically monitor the line for 30 minutes and will notify you
with a distinctive ring when it is free. 6. If you find the candidate
may be suitable for another position, then you can encourage him
to apply again for that post or in the future. 7. Please follow the
instructions carefully when submitting articles for conferences.
8. This task requires his high professional competence. 9. If they
do not want a quick response, they can send a letter.

5. Read and translate the following groups of sentences paying
attention to the words in italics which can function as a noun
and a verb, or a verb and an adjective, or a noun and an
adjective, with the same form. They can have similar or different
meanings. Look up your dictionary if necessary.

|. a. He could never master mathematics.
b. You have left your master copy in the photocopier.
¢. The painting is the work of a master.

. a. These programmes feature some outstanding performers.
b. That was his first feature film.
¢. What is the essential feature of a marketing plan?
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. a. You turn this dial to find a different radio station.
b. You can dial any member of staff direct.
c. Pick up the receiver then wait for the dial tone.

a. Here are some fips for achieving success as a manager.
b. He is mean with money and never fips.

. I play the guitar and my #ips of my fingers are numb.

. Where there any calls while T was out?
. He often calls at my house.
. She often calls her customers.

SECTION 2
READING AND DISCUSSION

6. Before you read the text “Telephone Conversations”, discuss
these questions with your groupmates or teacher.

a) Do you think foreign speakers find it difficult to speak on the
phone?

b) What is required to make a telephone call?

¢) What multi-word verbs to be used in telephone conversations
do you know?

d) Do you have to be formal or informal while on a call?

€) What phrases are usually used in case you don’t understand
a person speaking to you on the telephone?

f) What rules should be observed when speaking on the phone?

7. Read the text to find out if you are right or wrong. Use the
introductory phrases given in Unit 1.

Text
TELEPHONE CONVYERSATIONS

Standard formulas in language invade many aspects of our life,
including the telephone, which seems to be the most challenging
skills for a foreign speaker to master. A lot of people find it
difficult to make phone calls in a foreign language — and that is
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understandable. You can’t see the person you are talking to, their
voice might be unclear, and it might be difficult for you to find the
right words.

When you make a telephone call, you lift the receiver. Then
you dial the number. If you don’t know the number, you can look
it up in the telephone directory. If you can’t find it there, you can
call directory inquiries. Making a call to a place far away is called
a long-distance call. For most countries you can phone direct;
first dial the international code-number. If the person you want to
call is already speaking to someone, the number is engaged. When
you call a person you want to speak to and somebody else answers
the phone, you can leave a message, or it may mean that you
have dialled a wrong number.

One thing you can do to improve your telephone skills is to
learn some of the multi-word verbs that are commonly used in
telephone conversations. Most of them are featured in this text.
Hold on and hang on mean “wait”. Be careful not to confuse hang
on with hang up! Hang up means “put the phone down”, Another
phrasal verb with the same meaning is ring off- The opposite of
hang up/ring off is ring up — if you ring somebody up, you make
a phone call. And if you pick up the phone, you answer a call
when the phone rings.

If you are talking to a receptionist, secretary or switchboard
operator, they may ask you to hang on while they put you through —
connect your call to another telephone. But if you can’t get through
lo the person you want to talk to, you might be able to leave a
message asking him/her o call you back — to return a call.

Another thing to think about when talking on the telephone is
formality. It is important to use the right level of formality. On the
one hand, if you are too formal, people might find it difficult to
foel comfortable when they talk to you. On the other hand, if you
ae too informal, people might think you are rude. Generally
spenking, if you are talking to someone in a business context,
You should use could, can, may or would when you make a request:
SCould | speak to John Smith, please?”, “Can I take a message?”,
W "Would next Tuesday be okay?” You should also use please and
Wk you or thank very much whenever you ask for, or receive
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any information or help. It is important to show politeness by
using words like would, could, please, thank you, etc. But it is
also okay to use some of the features of informal English — short
forms, phrasal verbs and words like okay and bye — in other
words — everyday English. So phrases like I'm off to a conference,
No problem, bye! and Hang on a moment and I'll put you through
are perfectly acceptable, as long as the overall tone of the conversation
is polite.

It is better to ask for help or clarification when you are having
a telephone conversation than to pretend you understand something
that you didn’t. Tt is perfectly acceptable to use phrases like Could
you repeat that, please?, Could you speak a little more siowly,
please? and Would you mind spelling that for me please? Using
phrases like these will help make sure that you have a successful
phone call, and may save you from lots of problems later on. You
could always say that the line’s very bad today if you can’t hear very
well.

One last tip is observing the telephone etiquette, especially if it
is an official call that you are making or receiving. Read on to
know what basic rules you should observe, while on a call.

1. Allow time to answer: give the person you are calling enough
time to reach his telephone; a little patience may save you a
second call.

2. Speakdistinctly and in a normal tone of voice: your lips
should be about an inch away from the mouthpiece.

3. Answer promptly: try to answer your telephone on the first
ring, otherwise the caller may hang up and you might miss an
important message.

4. Identify yourself when you answer the telephone: do not
merely say Hello; give your name, your telephone number, or
the name of your firm.

5. Take messages for people who are not there: write down the
name and telephone number of the person calling; place the message
where it can be seen.

6. Hang up gently: slamming the receiver down is discourteous;
be sure the receiver is always replaced properly, otherwise no calls
can come through to you.
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8. Read aloud paragraph 1 of the text.

9. Find in the text the paragraphs saying about the telephone
etiquette and translate them into Russian.

10. Explain the following references.

a) If you can’t find if there, you can call directory inquiries.
What does the pronoun /i refer to?

b) Most of them are featured in this text.
What does the pronoun them refer to?

¢) ...they may ask you to hang on while they put you through...
What does the pronoun rhey (two times) refer to?

d) Using phrases like these will help make sure that you have a
successful phone call...
What does the pronoun these refer to?

e) ...place the message where if can be seen.
What does the pronoun jf refer to?

11. Find in the text some key words and expressions to speak
about telephone skills. Retell the text in English.

SECTION 3
SPEAKING

12, Speaking on the phone requires its own special set of
words and phrases. Here is a helpful reference chart that will
help you to speak on the phone with confidence in business
and personal situations. Learn these expressions.

Answering the phone

* Thank you for calling Johnson and Company. Mary
speaking. How can I help you?/ May I help you?

* Johnson and Company. Can I Help you?

* Hello? (informal)
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Introducing yourself , :
. Hello, this is John Smith calling.

This is Paul Jackson speaking.

Hello, this is John Cote from Bent and Co.
This is she/he.*

Speaking.* : _

I-Fey Mike. It’s Jane calling. (informal)

ing for someone .
Ajkg:nj/- May I speak to Mr. White, please?

y .
e I’d like to speak to John Smith, plcase.. ¢
e Could you put me through to Mr‘; White?
« Could I speak to someone who ...”
« Is Robert in? (informal) ‘

e [s Smith there, please? (mfof'mal)

e (Can I talk to your brother? (informal)

ing someone ey _
Can(;ﬁ?‘:ﬁ)fnent please. I'll se¢ if Mr. Smith 18 available.

Please hold on and T’1l put you through to his office.
One minute, I'll transfer you now.

I’ll connect you.

e [’m connecting you now.

e Just a sec. I'll get him. (fnforma{)

¢ Hang on one second/a minute. (informal)

Making special requests

3
e I’m sorry, I don’t understand. Could you repeat that, please:

: 9
« Would you mind spelling your name/that?

e I'm sorry, I can’t hear you very well. Could you speak up.

a little, please?

ish isn’t very.
e Can you speaka little slower, please? My English isn’t very¥

ood. -8
° sé;?lnféﬁ call me back? I think we have a bad connection.

* The person who is answering says this if the caller does fot recognize
her/his voice.
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Taking a message

e I'm sorry, Mr. Smith isn’t here at the moment. Can I ask
who’s calling?

He’s busy right now. Can you call again later?
Can I take a message?

Would you like to leave a message?

I’ll tell Mr. Smith that you called.

Sam’s not in. Who’s this? (informal)

Leaving a message

e Please tell him that Daniel Morris called and ask him to call
me back. My number is 313-434-5648.

Please ask him to call Daniel Morris when he gets in.

Can you tell him his son called, please?

No, that’s okay, I'll call back later.

When do you expect him back in the office?

Confirming information

e Okay, I’ve written it all down.

Let me repeat that just to make sure.
Did you say 341 William Street?

You said your name was Samuel, right?
I’ll make sure he gets the message.

Listening to an answering machine

» We are unable to answer your call right now. Please leave
your name, number, and a brief message at the sound of

the beep, and we will get back to you as soon as we can.

Hello. You’ve reached 264-357-662. Please leave a message

after the beep. Thank you.

Hi, this is Mary. I'm sorry I’'m not available to take your

call at this time. Leave me a message and I'll get back to
you as soon as I can.

Leaving a message on an answering machine
* Hello, this is John Smith from ABC. I’m calling regarding

the upcoming conference in London. I'll try you again later
today.

§ o
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Finishing a conversation

13. Practise the following illustrative dialogues.

AmhwPohmAn ABAWA

Hello, this is Robert calling for John. Could you return my
call as soon as possible, please? My number is 223-6781.
Thank you.

Hey, Nick. It’s Mike, Call me back when you get a minute

(informal)

Thanks for calling. I’ll speak to you again soon.

Thanks for calling. Bye for now.

Good talking to you.

It’s been great talking to you. I've got a meeting now so I’d
better run. Bye.

Dialogue 1

: Good morning. Finesse Group. James Fielding speaking.

How can I help?

: Hello, this is Boris Klimov. I’m calling from Russia. I work

for a furniture manufacturer. I understand you organize
trade fairs and exhibitions. Could you give me some
information, please?

: Certainly. What would you like to know?
: Do you have an exhibition for the furniture business?

Yes, we do. It’s called Decoreks.

: Sorry. Could you say that again, please?
: Decoreks. We hold it in the summer every year. This year

it’s June 11th — 15th.

: Mmm. Do you get many visitors?

: Last year we had nearly 120,000 visitors.

: British visitors I presume.

: Mainly, but we did have about 17,000 foreign visitors.

: Sorry, did you say seventy thousand?

: No, seventeen. One seven.

: That’s very interesting. What were the dates again?

: The 11th June 11th to 15th June.

: Could you send me some information?

: All the information is available on our website at decoreks.

online.com.im.
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Great, I'll have a look. Thanks for your help.
Oh, you’re welcome. Thanks for calling. Bye.

Dialogue 2

: Bennet and Company. Good afternoon. Can I help you?
: I'd like speak to Mr. Smith please.

: Could I have your name, please?

: This is Jake Richard Karridas from BFM.

: Is that K-a-r-r-i-d-a-s?

: Yes, that’s right.

. OK. Sorry, what was the name of your company?

: BFM, in London.

: OK, Mr Karridas. I’ll try and put you through. (pause)

Sorry, but apparently he’s just gone out for lunch.

: Could I leave a message?
: Certainly.
: Could you tell him that the meeting’s been postponed till

next Friday, and to call me back later this afternoon?

: Does he have your number?

.. Yes, he has my number.

: Sorry, you'll have to speak up a bit, the line is very bad.
B,

[ think he has my number but I’ll give it to you anyway. It’s
0044, that’s the code for England, then 282-453-8828.

¢ OK. T'll make sure he gets your message, Mr. Karridas.
i Thanks for your help. Goodbye.

Dialogue 3

. Alfa Group. Can I help you?

- Could T speak to Mr. Parker, please?

. Putting you through.

' Hello, Mr. Parker’s office. Can [ help you?

Hello, can you hear me? It’s a bad line. Could you speak
up, please?

#. s that better? Who's speaking, please?

This is Thomas Morrison from ATC Company.

N # Oh, hello, How nice to hear from you again. We haven’t

Men you for ages. How are you?
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A.: Fine, thanks. Could you put me through to Mr. Parker,
please?

- Hold the line a moment. I’ll see if he’s in. I’'m so sorry,
I’'m afraid he’s not in the office at the moment. Could you
give me your number, and I’ll ask him to ring you?

- I’'m on 458 8762. That’s Manchester.

- Would you like to leave any message for him?

- No, thanks. Just tell him I rang.

- Certainly. Nice to hear from you again.

- T’ expect him to call me this afternoon, then. Thanks.

- You’re welcome. Goodbye.

bl
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14. Do you find numbers and spelling difficult on the phone?
Work with one of your groupmates. Take it in turns to dictate
your own or your friend’s email address, website address,
some numbers, names of foreign companies, and English
personal or family names.

15. What expressions are useful for:

a) putting someone on hold?
b) putting someone through?
c) asking for someone?

d) explaining absence?

e) asking for and checking spelling?
f) problems?

g) introducing yourself?

h) taking messages?

i) ending a conversation?

j) asking for the caller’s name?
k) answering the phone?

1) giving messages?

16. Match the telephone expressions in A with the responses
in B. They are from different telephone conversations.

A
a) Hello, this is Robert Parker.
b) I’m afraid the line’s busy.
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¢) Could you spell that, please?

d) My telephone number is 027 6634.
¢) Could I speak to Mr. Adams, please?
f) I’d like some information, please.

g) Than you for your help.

h) Hold the line, please.

Sorry. What that double six?

Yes, speaking.

You're welcome. Thanks for calling.
OK. Il call back in an hour.

OK. I'll hold.

Hello. How can I help you?

Certainly. What would you like to know?
Certainly. It’s J-a-c-k-s-o-n.

00 O\ h LN

17. Put the conversation in order 1—11. See the example.

.+ Can I ask who’s calling, please?

. One moment please. Sorry his line’s engaged. Would you
like to leave a message?

.. Friday the tenth.

. 1449 41255...7

. ABC Company, good morning, Jane speaking. Can I help
you? __1

- Yes. Could you tell him that Bradley Gough called that’s b-
t-a-d-1-e-y new word g-o-u-g-h, and the meeting’s been
rescheduled for next Friday, that’s Friday the tenth.

B Yes, and if there are any problems he can get me on my cell

phone. The number is 1449 4125578.

=} Could I speak to James Smith, please?




38 AHrnutickul S3bIK grisi genoeoro obLIeHus Unit 2. Telephoning

A.: This is Stephen Hicks from Fielding and Co. I was given 6. Check all the details.
your name by Donald Grant, who told me you were 7 Finish the conversation.
responsible for marketing computers. ; : ;

B.: Actually 'm no longer in the computer department. I'll b) You are the caller and your name is Kevin Berkvist. You
just put you through to Mary Brooks who’s taken over from work for a company called White Inc. You are going to
me. Could you hold on a moment, please? phone a company called Alpha Group. You want to speak

A ) _ to Brian Williams and tell him that the meeting will be held

B.: (pause) Sorry, Mary’s in a meeting at the moment. at 5 p.m. on Monday. Brian Williams is not available.

A 9 Follow the prompts below. One of your groupmates will

B.: Yes, of course. begin the phone call.

A: . 1. Say who you are and why you are calling.

B.- 0317 8788 976 and could I have your name again please? 2. Give your email address and phone number.

A ' 3. End the conversation.

Bl ?

A.: S-t-e-p-h-e-n new word H-i-c-k-s.

A.: Thanks a lot. Bye.

LISTENING

19. Sometimes, there may not be anyone to answer the telephone
and you will need to leave a message on an answering machine.
Leave a message for a groupmate you are calling at home.

21. Listen to the dialogue “Marie Rings Richard Johnson”.
Answer the questions that follow.

You need to make sure that you have stated all the most . What does Marie work for?
important information: your name, the time, the reason for . What is her phone number?
calling, your telephone number. _What is her phone extension number?
. Why is Marie calling?
20. Make up dialogues of your own, using the above expressions & . Can she speak to Richard Johnson?
and illustrative dialogues as models. . Why is the secretary having difficulty in understanding the
B caller?
Situations:
a) You wprk for a company called Conglomer‘ate Group. You 22, As you listen, complete the table with the expressions the
are going to answer a phone call from a client. Follow the = * gallers use.
prompts below. N
1. Answer the phone. 1 | Auswering the phone.

2. Ask the caller to spell his/her first and last names and
the name of the company.

3. Tell the caller that the person wanted is not available. L unnecting the caller.

4. Give reasons for that. : '

5. Take a message.
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b) How do you spell your last name?
c) And where did you say you are calling from?
d) Could you speak up a bit, please?
¢) I’'m afraid he’s busy right now.
f) Can you hold on, please?
g) Will you call back, please?
h) Can I take a message?
i) Does he have you phone number or email address?
j) Thanks for calling.

3. Clarifying what the caller says.

4, Leaving a message.

5. Ending the conversation.

28. Describe the following situations in writing. What are the
23. Check your answers with your groupmates and tapescript 2. problems? Do these happen to you?

24. Act out the dialogue. a) Ignoring a phone call.
b) Receiving a shocking call.
25. Tell your groupmates about business phone etiquette rules. ' ¢) A businessman waiting anxiously for a telephone call.

d) A businessman eavesdropping on a colleague.

SECTION 5
WRITING

26. Write in full how you would say these telephone numbers.
Remember that they are given separately and are usually
grouped in threes and fours. 0 is generally pronounced o in
British English, and zero in American English.

Example
3589284 — three five eight / nine two eight four

1. (02844) 708655
2. (0282) 8832885
3. (0044) 264987540
4. (0055) 2986899807

27. You are telephoning in English. Write replies to the
following.

a) May I ask who’s calling?




SECTION 1

VOCABULARY AND WORD STUDY

1. Read and memorize the active vocabulary to the Text
“Structure of the Business Letter” and translate the given
sentences.

1. letter of request [ri"kwest] — mucbMO-TpoCHOa

memo (a memorandum) [ memaul] ([.memsa ‘reendom]) n —
[TUCBMO C HATOMHMHAHKMEM (O YeM-J1.); MaMsTHas 3anucKa

letter of advice [ad vais] — yBEIOMHMTE/ILHOE MHCHEMO

letter of credit, L/C — akkpeanTus

invitation letter [.invi'teifn] — MMCbMO-MPUIIALLCHNAC

congratulation letter [kan.gretju’leifn] — mo3apaBuTEbHOE
MUCBMO

letter of thanks (gratitude) [’gretitju:d] — OGnaronapCTBeH-
HOE TMUCHMO

letter of apology [2 ‘poloed3i] — nMCbMO C U3BUHEHUEM

letter of confirmation [.konfs meifn] — MUCbEMO-MOATBEPXK-
NeHHe

enquiry (inquiry) letter [in’kwaiari] — nucsmMo-3ampoc

letter of acknowledgement [ok ‘nolidsmant] — nuceMO, MOA-
TBEPXKIAIOLIEE YTO-II.
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letter of guarantee [ .garan'ti:] — rapaHTHIHOE MUCHMO
letter of complaint [kom 'pleint] — nucsMo-xanoba
letter of claim [ 'kleim] — nucbMO-peKiaMaLus

order letter [ '2:da] — nucbMO-3aKa3

If you are writing a letter of request to the employer for a job
interview, you must introduce yourself to the reader. 4 memo was
sent to all departments. I sent the company a letter of advice warning
them that they should be ready to accept payment. I wanted to send
a letter of credit to the branch nearest the hotel. Jnvitation letters
are used by businesses to request the presence of clients at a special
company event. You should write a congratulation letter after the
person attains the specific achievement. A letter of thanks you are
going to write after the interview conducted needs to sound cordial
and polite. Writing a letter of apology shows the injured party that
you realize you were wrong and that you value the relationship.
My hotel reservation was confirmed with a letter of confirmation.
When a person requires specific information from another party,
that person may consider writing a letter of inquiry. I didn’t receive
a letter of acknowledgement of my application. A letter of guarantee
eliminates the risk that the suppliers will not receive the appropriate
payment for the goods that they areselling. Send a letter of complaint
{0 a business when you are not satisfied with a product you have
purchased and you want something to be done about it. They wrote
a letter of claim to notify the company of the unsatisfactory work on
the project. Our order letter will be sent out within the next week
lur customers that want to pay by cash.

2. letterhead [’letohed] » — wanka Ha pupmMeHHOM GraHKE
Remember to change the address on the letterhead.

1. salutation [.szljuteif(a)n] n — obpaienne

| euve two lines between the subject and the salutation.

4 Indented style [in’dentid] — cTuib ¢ oTCTyNOM
~ Wlocked style — 6104HbIi CTHIIb

Mome people may feel that an indented style looks the most
Itlonal of all the styles of business letter writing; others,
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however, may feel that it is out of date. Business letters are generally
formatted using a blocked style.

5. refer [ri’fa:] v — ccbuiatbes
reference [ 'ref(a)rens] n» — ccbuika

I refer to your letter of 8 May, 2011. Please quote reference K5.

6. sign ['sain] v — noAnuchIBaTh(cs)
signature [’signat[a] # moanuch

Our company cheques need two signatures. He signed his name
at the end of the letter.

7. closure [ ‘klauza] #n — 3akn04UTEIbHAA dopmyna (nucbma)
complimentary closure — 3aKJIO4HTEIbHAS dopmyna BexIu-
BocTH (MKCcbMa)

The closure, like the salutation, is a matter of custom and a
polite way of concluding a letter. The most common complimentary
closure accepted in the US and UK is “Sincerely”.

8. enclose [in ‘klouz] v — npunararh, BKIabiBaTh (B THCBMO)
enclosure [in ‘klau3a] n — NpUIOXKEHHE

I enclose a stamped address envelope. If you wish 7o enclose
documents, you can either list all enclosed documents separately
or just write the word “ Enclosure” below the signature.

9. limited liability [ .1a(i)= 'bilati] — orpannyeHHasd OTBETCTBEH=
HOCTb (WIEHOB TOBAPHILIECTBA/ KOMIIAaHHH)

Business owners gain many benefits when they register a
company as a limited liability company.

10. partnership [ “pa:tnafip] n — TOBapULUECTBO, KOMMAHUS
They decided to go into partnership together.
11. customer [ kastama] # — KJIMEHT, 3aKa34MK, MOKyNaTeJib

Please serve the next customer before answering the phone.
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12. keep in touch with smb. [tat]] — moanepxuBaTh CBS3b
(KOHTaKT) ¢ KeM-Jl.

The organization has fo keep in touch with the world outside
like the customers, government, suppliers, dealers, media,
society, government, banks, etc.

13. mean [mi:n] (meant [ment]) v — 3HaYUThL; NOAPA3yME-
BdTb

means [mi:nz] » — cpeacTBO, Cocod; pecypchl

by means of — mocpeacTBOM

These figures mean that almost 5% of the working population is
unemployed. What do you mean by that remark? They had no
means of communication. She tried to explain by means of sign
language.

14. matter [ 'mata] n v — BONpOC, ACN0; UMETh 3HAUCHHE

Could I talk to you about a personal matter? Will you phone me
back — it is @ matter of some importance. I know Michel doesn’t
think this project is important, but it marters to me.

15. capital (letter) [ kepitl] » adj — nponucHas Oyksa
Print it in capitals (capital letters).

16. suit [sju:t] v — roauTscs, COOTBETCTBOBATh, MOAXOIUTH
match [metf] v — nmoaxoaurs, COOTBETCTBOBATH

We could go now or this afternoon — whatever time suits you
lest. The city lifestyle suits her. It is difficult 70 match the service
this airline gives its customers. Do you think these two colours
maich?

17, spell (spelt) v — rmucath Wiy MPOM3HOCUTH CJIOBO MO OyKBam
misspell (misspelt) v — nenatsh opdorpaduyeckue omMOKH,
M ¢ opdorpadrryeckumu owmbKaMu

~ Wllow do you spell ‘suit’?” — “S-U-I-T”. I think it is important
thit hildren should be taught o spell. The company misspelt its
Wi e in the press release.
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8. a short note written as a reminder;
9. a letter confirming something such as an oral agreement,
a directive, an appointment, or a reservation;

18. order ['2:da] n — mopsAOK, NMOCAEAOBATENLHOCTD; MPU-
Ka3, pacriopsKeHUE, 3akKas

in order to — 15t TOro, YTOOA! 10. a letter informing the reader that items requested in a prior
Put the files in alphabetical/chronological order. The road was communication have been received;
closed all day by order of the police. They decided to place an 11. a letter inviting customers to participate in business events;
order for a new fax machine. 12. a letter asking for information or answering your questions;

13. a letter meant for safeguarding buyers to make sure that
suppliers meet their obligations;
. a supplier’ letter to a customer giving useful information.

19. illegible [i'led3abl] adj — Heuerkumit, Hepa3bopuuBbii (0
MoYepKe) 14

His writing is almost illegible.
3. Match the English word combinations with the Russian

20. enable [i neibl] v — naBaTh BO3MOXHOCTb WK NPaBo (4TO- :
[ | equivalents. Use them to make sentences of your own.

JI. C,U,e.ﬂa'['b), co3naBarbh BO3MOXKHOCTb

l. to sign a letter a. HeMpaBUJILHO HAMMMCATHL UM
2. to refer to a letter b. nmoaaepxuBaTh KOHTAKT

3. to enclose documents C. MMETh 3HAYeHHE I KOro-Jl.
4. to keep in touch with  d. ckasarts cioBo no Gyksam

This dictionary will enable you to understand English words.

2. Match the words with the definitions below.

a) order letter b) letter of request 5. to match a style e. MOANMNCATh MTUCHMO

c) letter of confirmation d) letter of advice 6. to misspell a name f. pacrionmoxuTs ampec

e) letter of gratitude f) letter of complaint 7. to matter to somebody g NpUIAraTh JOKYMEHTHI
g) invitation letter h) letter of claim 8. to set out an address h. npuauMats hopmy

i) letter of guarantee j) enquiry letter 9. to spell a word i. COOTBETCTBOBATb CTHITIO
k) letter of apology I) congratulation letter 10. to take the form j. cCHUIATBCS HA MUCHMO
m) letter of acknowledgement n) memo

4. Match the following attributes on the left with a suitable

1. a letter written to notify someone of incomplete or noun on the right.

unsatisfactory work on a specific project;

2. a letter of thanks; I. illegible a. address

3. aletter written for a failure in delivering the desired results; 2. logical b. style

4. aletter written by a consumer to a manufacturer or retailer }. capital c. signature
regarding a problem with a product or service; 4. mailing d. sirs

5. a letter confirming the details of a purchase of goods or . 5. complimentary e. letterhead
services from one party to another; 0. Indcnth f. order

6. a letter used for praising a person on his success; 7. attractive g. stamp

7. a letter requesting specific information or details on perhaps K. postage h. closure
a product, a promo or something significant and useful to Y. dear i. greeting
the sender; 10, customary j. letter
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5. Read and translate the following sentences. Pay attention
to the meaning of the words and word combinations given
below.

1. a) mean v — 3HauMTh; NOApPA3yMeBaTh
b) means [mi:nz] n — CpeACTBO, COCOO; pecypehl
¢) by means of — nocpeicTBoM
d) by all means — n00bIM criocoboMm, J1000# LIEHOK
e) mean adj — CKyNoii; CpeAHUH
f) mean n — cpeaHee YMCIIO
g) meaning n — 3HaueHMe, CMbIC], BaXHOCTh

1. Add up these figures and find the mean. 2. The distinguishing
feature of this course is Business English online by means of Skype
or telephone. 3. Business letters may be defined as a media or
means through which information is communicated in writing in
the process of business activities. 4. One word can have several
meanings. 5. Doing business means working out agreements
with other people. 6. The sample means are plotted in order to
control the mean value of a variable. 7. Students are selected
for scholarships by means of an open, national competition.
8. By all means look at the accounts your bank offers for business
customers 9. This description doesn’t give enough information,
and this one is too long — we need to find a mean between the
two. 10. My boss is well known for being mean with money.
11. What does business mean? 12. I have a copy of the report on
my desk. By all means have a look at it.

I1. a) order v — 3aKa3biBaTh; [IPUKa3bIBaTh
b) order n — NMOpPSIIOK; MMOCAEI0BATENIBHOCTD; MPHKa3; 3a-
Ka3
¢) in order that — ¢ Tem, YToObI
d) in order to — uisi TOro, 4TOObI
e) out of order — HeucnpaBHbIHA

1. An apology letter is used in order to express regret for a
failure in the achievement of the desired aim. 2. All elevators in
the building are currently out of order. 3. More and more people
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are ordering books and DVDs online. 4. In order to make the
document effective, you must write confidently., 5. I would like
to place an order for a computer. 6. The machine is out of order.
7. How should the complaint be worded in order that the mistake
may be rectified promptly? 8. She ordered him to stand up. 9. We
ranked the tasks in order of importance. 10. I want to leave my
desk in order before I go on vacation.

II1. a) custom n — oObIyai, NPUBLIYKA
b) customary adj — oObI4HbIH, TPUBLIYHbII
¢) customs # — TAMOXHH
d) customer n — 3aKa3uyMK, MOKyNnarejab, KIUEHT

1. We went through customs at the airport without any difficulty.
2. It is customary to wear formal clothes on these occasions. 3.
She is studying the language and customs of the Indians. 4. Mrs.
Wilson is one of our regular customers. 5. It is customary for the
chairman to make the opening speech. 6. When you get to
Customs, go straight through the “Nothing to declare’ channel,
the green one. 7. It was my custom to interview every applicant
personally. 8. Our new ordering system means we can Serve

' gustomers more efficiently.

6, Fill the gaps with the suitable words below and define
parts of speech.

I, n) legible b) illegible c¢) illegibly d) illegibility

|, Incomplete or claim forms will be considered
wvalid. 2. Do not give him unnecessary trouble by writing
. 3. The of his handwriting made it unclear

i nnswer he wrote. 4. Her handwriting was barely

I, ) close b) enclose c) closely
i) closure e) enclosure  d) closeness

Feonomists follow auto sales. 2. Skip a line

Wi the printed name and the in your letter. 3.
ks to customers at 5.30. 4. He experienced a
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lack of

and I have become very

writing and

company announced the

I give my presentation, I will probably have to
to my notes. 3. She has a good

III. a) refer

b) reference

1. I am often asked to act as

to his parents during childhood. 5. My brother

a current CV to the address below. 7. The

over the years. 6. Apply in
of its London office.

¢) referee

for students. 2. When

references and

an acceptable CV.

SECTION 2

READING AND DISCUSSION

7. Before you read the text “Structure of the Business Letter”,
discuss these questions with your groupmates or teacher.

a) What is a business letter?

b) What types of business letters do you know?
¢) Why is the language style very important for business letter

writing?

d) What is the difference between an indented letter style and

a blocked one?

¢) What parts does a business letter consist of?
f) How is an envelope addressed?

8. Read the text to find out if you are right or wrong. Use the
introductory phrases given in Unit 1.

Text

STRUCTURE OF THE BUSINESS LETTER
means used by a business firm
to keep in touch with its customers. According to the purpose «'i-'.f
the letter there may be different kinds, e.g. a letter of request,j_
memo (a memorandum), a letter of advice, an invitation lettery

A business letter is the principal
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a congratulation letter, a letter of thanks (gratitude), a letter of
apology, a letter of confirmation, an enquiry letter, a letter of
acknowledgement, a letter of guarantee, a letter of complaint,
a letter of claim, an order letter, etc. Customers form their

impression of the firm from the tone
and quality of the letters it sends out.
Good-quality paper and an attractive
letterhead play their part in this, but
they are less important than the
message they carry. Business does not
call for the elegant language of the
poet, but it does require us to express
ourselves accurately in plain language
that is clear and readily understood.

Writing a letter with a pen
nears extinction

The business letter has long been customary to set it out in the
indented style (Fig. 1), but now the blocked style (Fig. 2) has
come to be much more widely used than before because it saves

typing time.

The letterhead/Date
Sulutation,

The letterhead/Date
Salutation,

Body

Body

Complimentary closing,
Signature

Complimentary closing,
Signature

VG, 1. Indented letter style

FIG. 2. Blocked letter style

Ihe business letter consists of several parts (Fig. 3).
~ Ihe letterhead helps to form one’s impression of the writer’s
. Because of this, many firms engage experts to design attractive
ligs. Styles vary considerably, but they all give similar
Iintion and besides the name and address of the firm include
hone numbers, telegraphic addresses, the telegraphic codes
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Directors: R. B. North, M. W. Beevers
W.D. J. Argent, D. A. F. Sutherland

Macdonald & Evans Ltd €«————————— Letterhead

Estover Road, Plymouth PL6 7PZ
Tel. No.: Plymouth (0752) 705251
Fax No.: (0752) 705297

E-mail: macdonald@mail.uk

Your ref: Our ref:

Mr John Wright
The Ajax Electrical Co Ltd
Fernhall Drive <

12th March 2011 <

g References
and date

Inside name

REDBRIDGE Essex
1G4 5BN

and address

Dear Mr Wright <

Salutation

Supply of electric fittings ¢

We received today the electric light fittings we
ordered from you on 25th May.

Three of the boxes reached us in perfect condition,
but when we unpacked the fourth, we found a large
number of breakages. As the fittings appear to have
been carefully packed, it would seem that the
breakages have been caused by rough handling in
transit.

We enclose three lists of the damaged fittings and
shall be glad if you take the matter up with the
railway authorities. Replacements will of course be
needed and we hope you can arrange for these to
be sent within the next few days.

Yours sincerely

Subject
heading

. Body
(message)

Complimentary

Macdonald & Evans Ltd

W. Martin

closure

Closing
signature and

Manager

designation

Encl. 3)

FIG. 3. Specimen business letter

Enclosure
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used, if any, and state the kind of business carried on if this is not
clear from the firm’s name. For companies registered in the United
Kingdom with limited liability the word Limited (or a recognized
abbreviation of it — Lzd) must form part of the name. Companies
formed with limited liability in the United States use the abbreviation
Inc — Incorporated.

Always type the date in full, in the logical order of day, month,
year, thus: 10th November 20.. . To give the date in figures (e.g.
10/11/20..) is not only in bad taste, but it may easily be confusing
in correspondence with the United States, where it is the practice
to give dates in the order of month, day and year.

The usual practice is to set out the name and address of one’s
correspondent at the head of the letter. Where the appropriate head
of department is known, address the letter to him by his official
title, thus:

The Sales Manager

The Hercules Engineering Co Ltd
Brazennose Street
MANCHESTER

M60 8AS

When addressing a correspondent personally by name, take
care to spell his name correctly. Also address him exactly as he
signs himself. The courtesy titles used in correspondence are Mr,
Mrs, Miss, Ms and Messrs (abbreviation of Messieurs). When
your correspondent holds a special title, such as Doctor, Professor,
Colonel and Sir, he is addressed by his title and Mr must not be
used. We write, Dr J. Brown, Prof. L. Carter, Col. W. Johnson,
Sir Arnold Plant. Where it is not known whether a woman
addressed is married or single Ms has recently crept into use as an
alternative for both Mrs and Miss. Messrs is used only for
partnerships whose firm name includes a personal element, asin
Messrs Macdonald & Evans.

The salutation is the greeting with which every letter begins.
The customary greeting in a business letter is Dear Sir, but others
are used as follows: Dear Madam (for both single and married
women); Dear Sirs (when a partnership is addressed). When your
correspondent is unknown to you and may be either 2 man or a
woman, always use the form Dear Sir.
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These are the formal openings normally used, but the modern
trend is towards informality, especially if your correspondent is
known to you personally, or if you have traded with him for some
time. The warmer and more friendly greeting, Dear Mr... is then
preferred. The greetings Sir, Madam and Gentlemen are very formal
and are now rarely used in English business letters, though
Gentlemen is usually the form preferred by American writers.

The message forms the body of the letter and is the part that
really matters. Some letters are very short and may consist of only
one paragraph. Many others fall naturally into the framework of a
three-paragraph plan:

(i) the first paragraph takes the form of an introduction, or of
an acknowledgment if there has been previous correspondence;

(ii) the second gives information and states the facts;

(iii) the third refers to future action.

The complimentary closure, like the salutation, is purely a
matter of custom and a polite way of bringing a letter to a close.
The expression used must suit the occasion. It must also match the
salutation, the form of which is governed by the relationship
between the parties. The following salutations, with their matching
closures, are the ones most commonly used in the modern business
letter:

Salutation Closure Comment

Dear Sir(s) . Formal — used as standard
Dear Madam :}_ Yours ity practice.

Dear Mr Harris Yours sincerely Informal — used between
persons known to each other,
or where there is a wish to
dispense with formality.

Yours truly is rather less formal than Yours faithfully, but it is
now little used except where there is a personal relationship, as
between bankers and customers, doctors and patients. Yours
respectfully, at one time used in letters to superiors, is now obsolete.

A signature must not carry a title; it must be the plain signature
of the writer. There is one exception to this: a woman writing to a
stranger should indicate whether she is married or single and may
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do so by adding (Mrs) or (Miss) in brackets in front of her
signature, thus: (Miss) Alice. Brooks. Because many signatures
are illegible, it is a good modern practice to type the name of the
signer and to place his signature immediately above it.

Reference numbers and letters enable replies to be linked with
earlier correspondence and ensure that they reach the right person
or department without delay. Many letterheads provide spaces for

references, e.g.

Your ref:

Qur ref;

The subject heading summarizes the theme of the letter f'md
helps to ensure that the letter is passed without delay to the right
person. The heading is typed below the salutation:

Dear Sir
X 3 he Desi

Return Sender’s Name
' address ® Street Address , l:l <«
City, State/County Zip Code

Recipient’s Full Name

Street address

City, State/County Zip Code
Country

Mailing __
address

FIG. 4. Business letter envelope format

For attention headings are used when it is desired to address a
letter to a particular member of an organization. Unlike the
subject heading, which is typed two line-spaces below the
salutation, the For attention heading is typed two line-spaces above
it: as in this example: For the attention of Mr T . Waterhouse.

Type the word Enclosure, or an abbreviation of it Encl., at the
foot of the letter, with a figure indicating the number of enclosures,
if there are more than one, e.g. Encl. (4).
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Addressing an envelope properly helps get your letter to the
correct destination on time (Fig, 4.). To address an envelope,
print the return address (also called the Jfrom address) neatly in the
upper left-hand corner of the envelope. Begin by writing the
sender’s name and/or the company’s name on the first line of the
address. Add the sender’s street address (include Ave., St. or
Blvd., as well as apartment, office or suite number) or post office
(P.O.) box number on the second line. Print the city name
followed by a space, the two-letter capitalized state abbreviation
(for the USA address) or the county (for the UK address) and the
ZIP code on the third line. Include the country name, if necessary,
in capital letters on the fourth line of the address. Print the mailing
address (the 7o address or the destination address) in the center of
the envelope or package, putting each element of the address in
the same order as outlined above. Attach a proper postage stamp
to the upper right-hand corner of the envelope.

9. Read aloud paragraphs 2—3.

10. Explain the following references.

a) Because of this, many firms engage experts to design
attractive headings.
What does the pronoun #his refer to?

b) Also address him exactly as ke signs himself.
What do the pronouns Aim, he and himself refer to?

c) It must also match the salutation, the form of which is
governed by the relationship between the parties.
What does the pronoun if refer to?

d) The following salutations, with their matching closures,

are the ones most commonly used in the modern business
letter.
What does the pronoun ones refer to?

e) Because many signatures are illegible, it is a good modern
practice to type the name of the signer and to place his

signature immediately above jr.
What does the pronoun if refer to?
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11. Find in the text the information about the parts of a
business letter and describe them:

a) the letterhead;

b) the date;

¢) the inside name and address;
d) the salutation;

€) the message;

f) the complimentary closure;

g) the signature and designation;
h) the references:;

i) the subject headings;

Jj) the enclosure.

12. Comment on the picture given in the text.

13. Underline or mark the main ideas of the text and retell it
in English.

SECTION 3
SPEAKING

14. Practise dialogue 1.

Dialogue 1

Manager. Could we just make a copy of one of these letters.
Let’s have a look at your style! It reminds me of how I used
to write when I started as a trainee. It got me into all kinds
of trouble!

Andrew: So what is wrong with my letters the way they are?

M.: Well, actually there is a lot that’s good. You clearly have a
wide vocabulary, for example. So we just need to rub off
the rough edges and to fit the letter into the culture of the
person you are writing to.

A.: Do you think they sound too direct? '

M.: That depends on who you are writing to! But when you write
1o people for the first time, it is recommendable to keep on
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the more formal side, particularly, when you are
corresponding with high level business people.

.. Why? Do you think they are a bit snobbish?
.- No ... not at all. Tt is a question of what they are comfortable

A

with. Business people tend to write in a formal style. That’s
whz_lt they know. If you change that right from the start it is
a bit like throwing someone in freezing cold water.

A.: A terrible shock you mean.
M.:

It can be an unexpected surprise. Let’s look at your letter
and make corrections, shall we?
OK, here it is.
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- And what you are saying is that it is the same if you address

people in an informal way who you don’t know very well.

.. Absolutely.
- Oh no ... now I see what you mean. I had met Mike ... err

... sorry Mr. Spenser only once for five minutes in London
and I called him by his first name without asking if that’s

alright.

"+ Yes, and because he is British and a managing director and

is an experienced business man he’d expect a more formal
approach. And then gradually you could get to know him on
a more personal level. It is a way of showing respect, you see.

17. Make up and act dialogues of your own considering the

15. Make up and act dialogues of your own, using dialo
y g ghe 1 following assignments. Use dialogue 2 as a guide.

as a guide.
1. Your groupmate asks you about the ways of addressing people

formally and informally in a letter.
2. The teacher conducts the English lesson and asks you some

questions about writing a polite official letter.

Situations.
You meet your friend and talk about:
a) the structure of a business letter;

b) your letter to be sent to the company you’d like to work for;
c) writing a letter in a formal style.

16. Practise dialogue 2.

Dialogue 2

Peter. 1 don’t know why but the next day the Managing Director,

Mike Spenser, cancelled the order and said he didn’t want
to do any further business with us. So what went wrong?

Manager: In my view there are some basic things you need to

communicate in your letters, and one of them is respect.

.. But you can’t do that in a letter!
: Hold your horses, Mr. Brown.
: Mr. Brown ... what is the matter with you? You have been

calling me Peter since we met.

.z Alright ... sorry ... | just wanted to make a point by showing

you how sensitive people are when you use their names in
an inappropriate way. In your case it sounds really strange
for me to speak to you in a very formal way after we have
already said we are on first name terms.

18. Practise dialogue 3.

Dialogue 3

Nick: 1 tried to be friendly in my letter, but you say it lacks

warmth. What do you mean?

Manager. Well ... warmth can be conveyed in various ways.

Normally, it is done through the choice of words or by the
length of sentences and the start of the letter. Let’s see how
you begin: “When are you going to send me the order?”

- This was supposed to be a joke. I did not mean it in this

way. You know my sense of humour, don’t you?

- Yes, but Mr. Spenser doesn’t because he hasn’t known

you long enough.

- So, if I get you right you think he probably feels I am an

impolite European!

- That could be the case but that is easy to put right!
: What else would you change?
- Warmth can be expressed by making your sentences longer

and therefore less direct. So for example, instead of: “When
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are you going to send me the order?” you could write: “Thank
you very much for your interest in our ?rm. Over the last
six months our most important customers have tried and tested
our service and would be pleased to give you an objective
assessment of the benefits they have received from our
products. Please feel free to contact them. You will then be
in a position to decide for yourself how much you can benefit
from using our products.”
N.: Sounds really good.

19. Make up and act dialogues of your own, using dialogue 3
as a guide.

Situations:
You talk to your groupmate about different ways of conveying

warmth in a business letter:

a) the start of the letter;
b) the choice of words;
c¢) the length of sentences.

SECTION 4
LISTENING

20. Listen to the text “Some Rules of Good Writing”. Answer
the questions that follow.

1. What tone should be adopted in business writing?

2. What is the dominant need in writing a letter?

3. Can commercial jargon be used?

4. What is effective writing?

5. Are there any ways to avoid monotony?

6. Why are the opening and closing paragraphs so important?

21. As you listen to the text, say which of these statements
are true and which are false.

1. Leave the reader to guess what is between the lines.
2. Write in a natural way.
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3. Make your letter sound formal.

4. Tt is more important to avoid wordiness.
5. Writing to a plan is not necessary.

6. Proofread a letter you wrote.

22. Check your answers with your groupmates and tapescript
3 of the text. Look up the words you do not know in the
dictionary.

23. Retell the text about the skills you need to write a good
business letter.

24. Give your groupmates some other suggestions to write a
business letter.

SECTION 5
WRITING

25. Look at the example of the layout of a typical letter
given in the text. How does it differ from the way you lay
out, and address letters in Russia? Write about their similarities
and differences.

26. Set out the following heading, date, inside name and
address, salutation, complimentary closure, etc. correctly,
inserting the necessary capitals and punctuation.

fielding & co ltd 35 albert road manchester 10th april 20..

your ref 325 our ref wb/dm john smith sales manager 23 baker
street london supply of printers subject yours faithfully drown sons
& co commercial director

27. Learn some standard expressions to use in business writing.

The start

Dear Sir / Madam; '
Dear Mr Smith / Mrs Smith / Miss Smith / Ms Smith;
Dear Jane.
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The reference

With reference to your letter of 12th May, 2012;

your phone call today, yesterday, etc;
your advertisement in the newspaper, etc.

The reason for writing
I am writing to confirm ...;
enquire about ...;
apologize for ...;
comment on;
apply for ...

Requesting
Could you possibly ...?
I would be grateful if you could ...?

Agreeing to requests

I would be delighted to ...
Giving bad news
Unfortunately ...;

I'm afraid that ...

Enclosing documents
I am enclosing ...;
Please find enclosed (herewith) ... / Enclosed you will find ...

Closing remarks

Thank you for your help.

Please contact us again if | you have any questions /
problems.
there are any problems /
questions.
we can help in any way.

Reference to future contact

I look forward to hearing from you soon.
meeting you next Friday, next week, etc.
seeing you next Monday, next week, etc.
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The finish

Yours faithfully / Yours sincerely;
Sincerely yours / Yours truly (AmE);
Best wishes.

28. Here is a sample letter using some of these forms.

Thomas Flint

Sales Manager

Apple Computer Supply
87 Rubble Road

London

15 June, 2012
Dear Mr Flint,

With reference to our telephone conversation today, I am writing
to confirm our order for 10 x Computers HP LaserJet P1102 Ref.
No. 321 C/H.

I would be grateful if you could deliver them as soon as possible.
Thank you for your help.

Yours sincerely,

Richard Williams

Director.

29. Complete the following letter using some of the above
phrases.

Dear Mr Brown,

to your phone call yesterday,
for not sending you our price list.

approved yet. o

However, a copy of the old list with the new
prices written in pencil.

, it has not been

John Smith
Encl. (1)
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30. Learn some standard expressions to use in writing letters

of thanks (gratitude).

Thank you for ...

I feel I must write to thank you for ...

I so greatly appreciate ...

I must write to you to say how much we appreciate ...
I am very grateful for ...

I am truly grateful for ...

I wish to say how very grateful I am for ...

31. Here is a sample letter of thanks.

34. Here is a sample letter of congratulation.

Yours sincerely

Dear Mr Wills,

I am writing to convey my warm congratulations on your appointment
to the Board of Mechanical Industries Ltd.

My fellow directors and I are delighted that the many years of service
you have given to your company should at last have been rewarded
in this way and we join in sending you our very best wishes for the
future.

Dear Mr Brown,

I just want to write to you personally to say how very much we
appreciate the unusually large order you placed with us yesterday
and to thank you for your continued confidence in us.

We have already valued the happy working relationship that has
existed over so many years between our two firms and will do our
best to maintain it.

Believe me, it is a pleasure to serve you again.

Yours sincerely

32. The company you are working for as a sales manager
received the first order. Send your customer a suitable letter
of thanks for the opportunity to supply them your products.
Express your hope that the handling of this order will lead to
further cooperation. Use the above phrases and the sample
letter as a guide.

33. Practise some standard expressions<o use in writing letters
of congratulation.

Permit me to congratulate you on ...

May we congratulate you on .. .

Please accept our sincere congratulations on ...
We congratulate you on ...

35. Using the above phrases and letter as a guide, write a
letter of congratulation to one of your colleagues to mark:

a) a new appointment;
b) the establishment of a new business;
¢) success in an examination.

36. Practise some standard expressions to use in writing enquiry
letters.

Openings

Please inform us (let us know) on what terms you can supply ...
We understand that you are manufacturers of (dealers in) ...
and should like to know whether you can supply ...

We have seen your advertisement in ...

and shall be glad (obliged) if you will send us particulars of ...
We should appreciate further information (full particulars) about
your ... advertised in ...

Please send us ...

We should be glad (grateful, obliged) if you would send us ...
We are interested in ...

Endings

We hope we may hear from you (We look forward to hearing
from you) very soon (within the next few days).

As the matter is urgent we should appreciate an early reply.

If you can supply goods of the type and quality required, we
may place regular orders for large quantities.
3. 3ax. 48
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We await your information with interest.
We should appreciate an early reply.
When replying, please say when you could deliver.

37. Here is a sample enquiry letter.

Dear Sirs,

We leamn from Alpha Co. of Paris that you are producing for export
hand-made gloves in a variety of natural leathers. There is a steady
demand here for gloves of high quality and although sales are not
particularly high, good prices are obtained.

Will you please send me a copy of your glove catalogue, with details
of your prices and terms of payment. I should find it most helpful if
you could also supply samples of the various skins in which the
gloves are supplied.

Yours faithfully

38. You are Richard Robertson of Vasta Systems of London.
Write to the US Computer Co., Seattle, 25 Emerson Road,
WA, USA, telling them where you have obtained their name
and what you want to know about them. Indicate that there is
a good market for their products, and then ask them to send
you their catalogue. Round off your letter with an encouraging
sentence. Use the above phrases and letter as a guide.

39. Practise some standard phrases to use in writing order
letters.

Openings

We have received your letter of ...

We thank you for your letter | and should be glad if you would

(quotation) of ... accept our order for: ... OR

We confirm our telephone | and enclose our official order

conversation of this morning. | for the following: ...

Please supply (send) the following items as quickly as possible
and charge to our account.
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The prices quoted in your letter of ... are satisfactory. Please
arrange to deliver the following items at once: ...

Please inform us when we may expect delivery

We shall be glad to know of the goods ordered on ...

Endings
We shall be grateful for prompt delivery as the goods are needed

urgently.
Please (kindly) acknowledge this order and confirm that you

will be able to deliver by ...

40. Here is a sample order letter.

Dear Sirs,

Thank you for your letter of 10th July forwarding booklet with
details of your range of wrist watches.

We are very interested in the different types of watches you offer
and have decided to place a trial order for the following, on the
terms stated in your letter, but only if you can guarantee despatch
in time to reach us by the end of this month.

100 “Popular” Watches  £12.75 each
100 “Regent” Watches £18.50 each

We place this order on the clear understanding that the consignment
is despatched in time to reach us by 15th August, and reserve the
right to cancel it and to refuse delivery after this date.

Please say whether this is agreeable to you.

Yours faithfully

41. Write thanking an important customer for a large order.
You are pleased at the confidence in you which his order
suggests and promise careful attention.

42. Write a letter to a cardboard carton manufacturer ordering
200 cartons (specify size) for delivery during the following
week at the price and on the terms quoted by the manufacturer.
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43. Write a letter of complaint using some expressions below.

Situation 1.

On 20th July you ordered fifty tennis rackets, twenty badminton
rackets and thirty cricket bats from a sports goods manufacturer.
Upon delivery you found that the number of tennis and badminton
rackets had been reversed. Write pointing this out. The mistake is
causing difficulties (say what these are) and you want it put right
immediately.

Situation 2.

You have bought from Adams & Co. a dining-room suite,
delivery of which was promised in a fortnight. A month has passed
and the suite has not been delivered; nor has any explanation been
received. Write a firm but polite letter about this to the suppliers.

Openings

have not yet been delivered.
are now urgently required.
should have reached us a week
ago.

Delivery of the goods ordered | considerably overdue.

on ... is now a matter of urgency.

The goods we ordered from
you on ...

We regret having to report that we have not yet received the
goods ordered on ...

We are sorry to report that one of the cases of your consignment
was badly damaged when delivered on ...

When we came to examine | despatched by you on ...
the goods we found that ...
received against our order
No. ... we found that ...

Endings
We shall be glad if you will look into the matter at once and let
us know the reason for the delay.

We look forward to hearing that the goods will be sent straight
away.
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We feel there must be some explanation of the delay and await
your reply with interest.

44. A memorandum, or memo for short, is a note within an
organization to inform staff. It is one of the most common
forms of commercial correspondence. Here is a sample memo.

MEMORANDUM

To: All staff Members

From: Michael Reeves, Managing Director
ce: BC/ GK/BV

Date: 10 March

Re: Staff Food

It has come to my attention that recently the staff room arca
has become exceedingly messy. There have been a number
of occasions where food left in the fridge has been left to
rot. Therefore from now on if staff would like to keep food
in the staff fridge we ask that you label it with your name
and a date. With this in mind:

1. There is a pen attached to the fridge so this will be easy
for staff to implement. _
2. We have asked the cleaners to throw out any food that is
unlabelled at the end of the day. )

3. In summary please keep your staff areas tidy. !t reflects
poorly on our company and makes a bad impression if our
staff does not respect their areas.

We think everyone will benefit from having a tidy and hygienic
staff room so pleasc make an effort for your fellow co-
workers.

Please clear out/label your food by 6 p.m. today. <+

MR aa

45. Match the annotations to the correct part of the memo

a—g.

1. A closing segment stating what actions you want the reader
to take.
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2. Memos do not begin with Dear and are usually not signed.

3. Points are usually introduced with numbers or bullets.

4. There is something you want the reader to do by a particular
Hme;.. .. ..

5. Memos have introductions coming straight to the point.

6. This states the subject of the memo.
7. This means copies to these people. Only initials are used.

46. Write a memo for the staff based on these notes.

You want to send a memo about unauthorized use of the Internet.
The staff members are using it for non-work related purposes.
Remind them of the company’s policy concerning the above. You
insist that only authorized staff members may access the Internet.
Make some separate points with regards to the instructions for the
use of the Internet in the office. You want copies to go to Robert
Den, Peter Wright, and Mary Smith.

47. Draw a rectangle 105 mm x 240 mm on a blank piece of
white paper. This rectangle represents an envelope. Correctly
address an “envelope” for the letter written by you on one of
the above subjects, following the guidelines given in the text
of the Unit. Fold your letter to fit the “envelope”. Attach the
letter (properly folded), and your “envelope” with a staple or
a paper clip. Hand in to your English teacher.

SECTION 1
VOCABULARY AND WORD STUDY

1. Read and memorize the active vocabulary to the Text
“Email and Fax Communication” and translate the given

sentences.

1. up-to-date [ .Apta "deit] adj — coBpeMeHHBIi1, COOTBETCTBY-
IOLIMIi COBpEMEHHbBIM TpeOOBaHUAM, HOBEHILIMIA

This factory uses the most up-fo-date methods.

2. transmit [treenz mit] v — nepenasaTh, OTNPaBAATh, M0-
ChbL1ATh

The information is transmitted electronically to the central
computer.

3. delete [di‘li:t] v — cruparb, BEIYEPKMBATh
Here is a list of possible answers. Please delete as appropriate.

4. destination [.desti'neifn] n — MecTo HasHa4YeCHUS
send an email to its destination — OTIPaBUT IMEKTPOHHYIO
[10YTY IO aapecy
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How long does it take for an email to reach its destination?
This program allows you fo send an email directly from a Windows
PC 1o its destination on the Internet.

3. contain [kontein] v — comepxath B cebe, BMelAaTh
An email can contain confidential information.
6. reply [ri’plai] » v — oTBeT; oTBeyath

In an email reply, it is sometimes appropriate to include a full
or partial copy of the original message that is being replied to.

7. forward ['fo:wad] v — ormpasnsiTh, mepechUIaTh, MOCHI-
Jath

To forward emails is a wonderful and easy way of sharing
thoughts, words, ideas, images and much more.

8. store [sta:] v — xpanuth
This service will store your email messages for you.

9. tap [teep] v — nepexsathiBaTh (COOBILEHHE)
tap the telephone (the line) — noxcaymmnsare TenedoOHHbII
pasroBop

He suspected that his relephone had been tapped.

10. attach [a’tetf] v — npukpemnsts
attachment » — npukpennenne, npucoenuHenne; nHdopma-
LM, NIPUKPEIUIEHHAs! K COOOLUCHHIO

To attach a file to an email, follow some steps. This webmail
service shows how to forward an email as an attachment.

11. append [2’pend] v — npukpemists (4TO-1. K MUCHMY),
NPUCOENUHSATD; CTABUTD (MOAMKCH)

You can append the missing data to your lists. He appended
his signature to that document.

12. stand for v — o3Hayarh, CMMBOIM3UPOBATH

What does the letter E in email stand for?

13. process [’prauses] v — oOpabarbiBath (IOKYMEHTALMIO,
KHUTH ¥ T.I.), noasepratb obpaboTke

Your application will take a few weeks fo process. The computer
will take about an hour 7o process the data.

14, sheet [[i:t] » — nmcr (Gymaru), JIMCTOK; CTpaHHKLA
sheet of paper — jiuct (JiucTUK) Oymaru

cover(ing) sheet — cornpoBoANTEIbHAsK CTPAHH1IA
cover(ing) letter — cornpoBOAUTENbHOE MUCbMO

I was able to fit the letter on one sheer. He was writing a letter
on a sheet of paper. The covering sheet should only bf: a few
paragraphs outlining the problem. Please include a covering letter
with your job application form.

15. precede [pri’si:d] v — npeaiuecTBOBaTh, OBITh BrEPELH
It will be helpful if you precede the report with an introduction.
16. treat [tri:t] v — oBpaiuarscsi; OTHOCUTBCSH; TPAKTOBATh

This company has always freated its workers well. This delicate
glass must be freated with care. The newspaper #reated the story
in a sensational way.

17. face [feis] v — crankusartbcs (C HEOGXOAMMOCTHIO), Ha-
TANKMBATLCA (HA TPYIHOCTH)

face a task — crosiTh repea HeoOXOAUMOCTHIO, PeLIaTh 3afauy

We are faced with a serious problem. Some studen_ts Jace ‘the
task of mastering such subjects as mathematics, and social studies.

18. urgent [ 'a:dzont] adj — cpouHbIii; KpanHe HeoOX0IMMBIif
This is a very urgent message.
19. via [’vaia] prep — 4epes, IyTeéM, C MOMOLUIBIO

Contact us via e-mail. I found out about it via my colleague.
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20. advantage [od va:ntids] 7 — npeumyecrtso; MpeBOCXOI-
CTBO; BLIFOJA, MOJIb3a

disadvantage [ .disad 'va:ntid&s] » — HeBbiroaHOE MOJIOXKEHHE;
Bped, HeynobcTBO, rmomexa

For the ten years or so that I have been on the Internet I have
never seen any disadvantages of using emails. Email is an effective
means of communication for business and personal use but it also
has some disadvantages.

f]; Match the pairs of synonyms from A and B and translate
em.

A B
1. current a. transmit
2. go before b. stand for
3. answer c. urgent
4. send d. disadvantage
5. include e. treat
6. drawback f. reply
7. essential g. attach
8. append h. precede
9. mean i. contain
10. deal with j. up-to-date

3. Match the verb on the left with a suitable item on the
right. Use each item once only.

1. take a. an email to its destination
2. process b. data in the computer

3. tap c. advantage

4. indicate d. a reply

5. send e. a file to an email

6. give f. documentation

7. delete g. a task

8. store h. in a covering letter

9. face i. a word

10. attach j. the telephone
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4. Make the following sentences complete by translating the
words and phrases in brackets.

1. We have come to deliver an (cpounsiil) message. 2. Interested
applicants who meet all the requirements should send a (conpoeo-
dumensnoe nucsmo) and CV the above address. 3. They (cmanku-
eamscs) major financial problems. 4. In the absence of these
documents and translations they can’t (o6pabamwigams) your
application. 5. The application form was a single (iucr). 6. I was
told to (mpuxpenaams) a photo to my application form. 7. We
had to change planes twice before reaching our final (mecmo na-
snavenus). 8. They have supplied (cospemennoii) equipment. 9.
I sent the application papers (c nomowsro) fax. 10. T will be able
to (nepecwvirams) that email to you.

5. Insert the correct word from the Active Vocabulary.

1. T will this file to the email. 2. The chairman will

the meeting with a brief welcoming speech. 3. He has

to sign that paper. Will you tell him it is ? 4. She didn’t

know how to that computer file. 5. He decided to

the data on a hard disk. 6. Applicants for this job

will find that previous experience is an . 7. Employees

accomplish workplace communication email, phones,

and meetings. 8. She has explained that CV “curriculum

vitae”. 9. What are the ways to politely remind the person that he

needs to to your email? 10. She always tried to

her students like adults. 11. In addition to a ritsumit,

a is of great significance. 12. Rewrite the letter on
another making the corrections.

6. Define parts of speech. Translate the words.

1. transmit — transmitter — transmission;

2. delete — deletion — deletable;

3. contain — container — containerize — containerization —
containment;

4. store — storage — storageable;
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. append — appendage — appendix;

. precede — precedence — precedent — preceding;

. urge — urgent — urgently — urgency;

. advantage — disadvantage — advantageous — advantageously.

SECTION 2
READING AND DISCUSSION

- 7. Before you read the text “Email and Fax Communication”,
discuss these questions with your groupmates or teacher.

a) What is an email?

b) What are the advantages of using emails in communication?
¢) What is the structure of an email?

d) Do you know what the symbol @ means? Can you read it?
e) What is the procedure of sending a fax massage?

f) What is the purpose of a fax cover sheet?

g) Why does the use of fax messages enjoy support in business?

8. Read the text to find out if you are right or wrong. Use the
introductory phrases given in Unit 1.

Text
EMAIL AND FAX COMMUNICATION

In computer terms, email is short for electronic mail. It is a
more up-to-date method of transmitting data, text files, and digital
photos from one computer to another over the Internet. This
phenomenon did not become popular until 1990 and now emails
have become one of the most widely used forms of business and
personal communication. An email is a more relaxed way of
sending messages; it is particularly practical if you do not want to
call long distance because of a language barrier or the expense.
When language is an obstacle, sending an email is a blessing;
after all, it is easier to see the message than have to speak on the:
telephone. Emails are quick, so they are good for chatting, inviting
people out, keeping in touch and doing business. The world has
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become much smaller now that we have
the ability to send and receive email
messages over great distances at an
incredible speed.

Email users create and send messages
from individual computers using
commercial programs or mail-user agents
(MUASs). A lot of email programs have a
program that enables you to compose or

write your own message to send. To send a message, a user has
to specify the addresses.

The source of the destination is included in the address. There
are many different ways to write the email address depending on
the email destination. For instance, an interoffice message
distributed over an intranet, or an internal computer, may have
a simple scheme such as the person’s name as the address, followed
by the symbol @ (ar), the domain, the name of the organization,
and finally the country. Emails also contain headers and footers
above and below the message. They usually state the sender’s name,
email address, and the date that it was sent (Fig.1). A user then
can store, delete, reply, or forward the message to others.

Most email programs allow you to attach files and photos to
emails to send to others. This allows users to append large text—
or graphics-based files, including audio and video files and digital
photographs, to email messages.

Even in today’s modern age of the Internet, it is still necessary
to send and receive faxes. A fax message is the message that is sent
or received over a fax machine (phone lines are used) or online
fax service (high-speed Internet connection is used). The word fax
comes from the word facsimile standing for perfect copy.

The original document is scanned with a fax machine, which
processes the contents (text or images) as a single fixed graphic
image, converting it into a bit map, the information is then
transmitted as electrical signals through the telephone system. The
receiving fax machine reconverts the coded image, printing a paper
copy. A formal fax cover sheet should precede any documents you
fax to clarify the purpose of the fax. A fax cover sheet should indicate
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From:

Date:
To:!

Cc:2
Bec:?
Subject:*

Salutation.’

Opening sentence.®

The email information in detail.”
Closing sentence.® .
Sign-off ?

Signature. !¢

Notes:

lThc person the email is for, e.g. myfriend@english.uk

= Carbon copy: these are email addresses you enter that will be
seen b}f every person you forward or send an email to.

3 Blind carbon copy: acopy of an email message sent to arecipient
whose email address does not appear in the message.

"‘What the email is about. Keep the subject short and clear but
avoid such }]eadings as: “Good News’, ‘Hello’, ‘Message from Peter’.
These headings are common in messages containing viruses. Short
but specific headings are needed, e.g. Equipment Supply; Party
Invitation.

5 Greetings, e.g. Dear (Miss/Mrs/Ms/Mr + last name), Dear
(first qamc), Hi (first name), Hi, Hello (first name),Hello, To
whom it may concern. It is also becoming quite common to write the
greeting without a comma.

" 6 Example opening sentences:

Following our telephone conversation, I am sending you ...

Please find attached the documents you requested regarding ...

Further to our last discussion, I would like to ...

As we agreed, there will not be ...

" The details, information and actions required. Any action that
you want the reader to do should be clearly described, using politeness
phrases, e.g. Could you ...; I would be grateful if ...; Please ...

8 Example closing sentences:

I look forward to your reply.

Thank you for the time you have taken to review my candidacy
for the position.

Please don’t hesitate to contact me with any questions you may
have.

Please call me or email when you can.

Keep in touch.

9 If you did not put a comma after the greeting at the beginning of
the message, then do not put a comma after the ending either.

ExampleSign-offs:

Sincerely,

Faithfully yours,

Truly yours,

Thank you/ Thanks,

Best Regards,

Best wishes,

Love/Lots of love.

Can’t wait to see you,

Take care.

10 Tdentify yourself, company and contact information:

Name

Title, company name

Email

Phone/Fax

Web Address

FIG. 1. The parts and some features that are characteristic of emails

who the faxed documents are for, who is faxing the documents and
why they are being sent. Fax cover sheets should be treated like
business documents and written accordingly (Fig. 2). A cover
sheet should be organized and include instructions for the recipient.

Although businesses usually maintain some kind of fax capability,
the technology has faced increasing competition from Internet-based
alternatives. A fax message is often sent when particular official
correspondence needs to be sent or received urgently and it is not
possible to send the documents via email. Fax machines still retain
some advantages, particularly in the transmission of sensitive
material which, if sent over the Internet unencrypted, may be
vulnerable to interception, without the need for telephone tapping.
In some countries, because electronic signatures on contracts are
not recognized by law while faxed contracts with copies signatures
are, fax machines enjoy continuing support in business.
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FAX TRANSMISION

To: From:

Fax No. Total No. of pages:
Phone No. FaxNo.

Re: Date:

D Urgent I:] For Review I:] Please Comment Please Reply D Please Recycle

Fax message body

FIG. 2. The structure of a fax message

9. Find in the text the paragraph about different ways to

write an email address. Read aloud this paragraph and translate
it into Russian.

10. Explain the following references.

a) This phenomenon did not become popular until 1990...
What does the pronoun rhis refer to?

b) ...it is particularly practical if you do not want to call long
distance because of a language barrier or the expense.
What does the pronoun it refer to?

c) ...so they are good for chatting, inviting people out, keeping
in touch and doing business.

What does the pronoun they refer to?

d) They usually state the sender’s name, email address...
What does the pronoun they refer to?

€) ...and why they are being sent.

What does the pronoun they refer to?

11. Complete the sentences choosing the best variant
corresponding to the contents of the text.

1) The most widely used form of communication is ...
a) a fax message.
b) an email.
¢) a business letter.

2) The symbol @ is followed by ...
a) the person’s name.
b) headers and footers.
¢) the domain.
3) A fax machine processes a text as a ...
a) a graphic image.
b) a bit map.
c) electrical signals.
4) A fax cover sheet ... the documents you fax.
a) goes after
b) antecedes
¢) goes before
5) A fax messages faces a competition from ...
a) modern technologies.
b) emails.
c) business letters.

12. Comment on the picture given in the text.

13. Underline or mark the main ideas of the text and retell it
in English.

SECTION 3
SPEAKING

14. Read the following conversation between Michael and
Ivan, two work colleagues, about emails in English.

Dialogue 1

- Michael, I have to write an email for the first time. Could
you help me with some doubts I have?

: No problem, what do you want to know?’

- What'’s the difference between Dear Sir/Madam and Dear
Mr Smith?

_:Well, we start an email with both. “Dear Sir/Madam” is
when you haven’t had any contact with the person and “Dear
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Mr” is when you have. Both are very formal. Ivan, do you
understand?

: OK. And when do you finish an email with “yours faithfully”
and “yours sincerely?”

.- Normally, “yours faithfully” is used with “Dear Sir/Madam”
and “yours sincerely” with “Dear Mr”.

: And with titles of people, I suppose Mr is for a man, Mrs
is for a married woman. But I’ve also seen, Miss and
another one, Ms. What'’s the difference between these two?

.- “Miss” is for an unmarried woman. “Ms” is used when
you don’t know if she’s married or not.

: I have another question. When 1 tell people my email
address, I don’t know how to say the symbols? It’s really
difficult when somebody tells me theirs. Normally, I have
to ask them to write it down.

. Well, mine is Michael.Johns_white@yahoo.com. You say
it like this Michael full stop Johns underscore white at yahoo
dot com. Remember that when the “.” is before the “@”
you always say “full stop” and when it is after the “@”, it’s
always dot.

I.: Thanks, Michael.

15. Fill in the blanks in the following questions on dialogue 1.
Only use one word/phrase once and write it as it is in the
above dialogue. Then practise dialogue 1.

1. The title for an unmarried woman is )
2. When you start an email with Dear Sir/ Madam, you finish
it with 1
3. The “.” after the @ in an email address is called
4. When you finish an email with yours sincerely, you start the
email with i
. The “@” symbol is called
. If you don’t know if a woman is married or not, you can
use :
. When you finish an email with yours faithfully, you start it
with
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8. The “.” before the @ in an email address is called_»

9. When you start an email with Dear Mr/Mrs/Miss/Ms, you
finish it with g

10. The*“ ” symbol is called

16. Make up and act dialogues of your own, using dialogue 1
as a guide.

Situations.

You meet your friend and talk about:

a) the structure of an email;

b) the email you have written;

c) writing an email in a formal/informal stylf:; :
d) some of the basics of writing fax messages in English.

17. Practise dialogues 2 and 3 in which people dictate their
email address, or company website on the phone. Make a

note of any useful new language.

Dialogue 2
My email address is dwight.fer_asnet at hotmail dpt com. d-
w-i-g-h-t dot f-e-r underscore a-s-n-e-t at hotmal‘l dot com.
- Sorry, I didn’t understand what comes after dwight.fer.
.: Underscore, the little line, like a hyphen.
» OK. I’'m with you. So it’s d-w-i-g-h-t dot f-e-r underscore
a-s-n-e-t at hotmail dot com. All lower case, right?
.2 Yes, that’s correct.

Dialogue 3

: Could you ask Mr. Corby to email me the pricelist. It’s
Marjorie Barrett, no dots, at Yahoo dot uk. All lower case.
That’s Marjorie m-a-r-j-o-r-i-¢ Barrett b-a-r-r-e-t-t at
Yahoo y-a-h-0-0 dot uk, marjoriebarrett@yahoo.uk. Have
you got that? '

- Yes. | think he also wanted the website, the one with the
project reviews. Do you happen to know it?

.: Yes, he did, you’re right. Well it’s www dot yahoo dot co
dot uk forward slash projects underscore three eight five.
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B.: I'll just read that back: www dot yahoo dot co dot uk forward
slash projects underscore three eight five.
A.: Brilliant. Thanks.

18. Make up dialogues of your own, using the above dialogues
as a guide.

Situations. You talk to your groupmate about:
a) your email address;

b) one of your friend’s email address;

¢) a company’s email address;

d) a company’s website address.

SECTION 4
LISTENING

19. Listen to the text “The Use of Email in Business”. Say
which of these statements are true and which are false.

1. The fastest way to get a message is by an email.

2. All types of documents can be attached to an email.

3. Email messages can hardly be archived into folders.

4. We have to pay for the use of emails.

5. Emails can never be lost on your computer.

6. Hackers can intercept emails.

7. All people consider an email to be a sort of conversation.

20. As you listen to the text, fill in the chart according to the
following headings.

Adyantages and disadvantages of the use of emails

Speed
Availability
Cost-effective
Vulnerability
Accessibility
Emotionless
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21. Check your answers with your groupmates and tapescript
4 of the text. Look up the words you do not know in the
dictionary.

22. Retell the text about different uses of emails.

23. Tell your groupmates about some other advantages and
disadvantages of the use of emails.

SECTION 5
WRITING

24. Read and translate the following sample emails.
a) A formal email.

From: foreign@tdk.ru

Date: Wednesday, 22 March, 4.17 pm
To: language@dpt.uk

Cc: architect@dpt.uk

Bec:

Subject: Architect position

Dear Mrs Smith

It was very nice to speak to you on the phone today about the architect
position at your company. The job seems to be an excellent match
for my skills and interests. The characteristic requirements you
described needed for this position confirmed my desire to work
with you. In addition to my experience, I will bring to the position
the skills to motivate others to work cooperatively as a team.

I highly appreciate the time you took to interview me. I am very
interested in working for you.

I look forward to hearing from you regarding this position.
Sincerely yours

Chris Williams (Mr)
Office manager
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b) An informal email.

From: foreign@tdk.ru

Date:Monday, 8 July, 6.22 pm
To: home@dpt.uk

Cc

Subject: Trip to London

Hello Jerry

[ hope you are well. I've been watching Wimbledon to improve my
English. Is it still raining in England?

I’ll be flying to Heathrow on 10th July. I will stay in a hostel for the
first week and look for some accommodation. After that I will go to
a language school three months.

Keep in touch.

Lots of love
Igor

25. Which phases usually start an email and which end one?
Write S (start) or E (end) next to the phrase.

. Well, that’s all for now.

. I look forward to hearing from you as soon as possible.
. Thanks for your email.

. Yours truly.

. It was wonderful to hear from you again.

. Dear Sir/Madam. _

""Take care/ "1 =

. ’m sorry I haven’t written before, but I’ve been very busy.

CO 3 O\ Lh & b —

26. Here are some phrases to use in emails. Match the informal
phrases on the left with the suitable formal on the right.

1. 'm Nick. a. [ am writing to ask about
2. ’m glad you’re OK. b. Hello Julia
3. Can you tell me about  c¢. I can’t see you on Saturday.
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4. 1 want to apply for
5. Dear Mrs Adams
6. Thanks loads.

7. Can’t make on Sat.
8. Speak soon.

d. Thank you very much.

e. I’ll talk o you soon.

f. My name is Nickolas.

g. [ am interested in applying for
h. I’'m pleased that you are well.

27. Smileys (emoticons) are used in emails to show emotions
and pass on visual information about the user. You have to
read them with your head on one side. Look at some smileys.
Which one means the user:

. is angry? =V
. is laughing?

. is shouting?

. is happy?

is sad?

winking, he’s just joking?
. is surprised?

. has one eye closed?

. wears glasses?

1
2
3
4
5.
6.
7
8
9

— gy O OO O

28. Write these messages in the correct order. Which are
formal and which are informal? Use smileys, if necessary.

1. London, great, last, to, in, week, see. 2. writing, order,
confirm, I, to, am, my. 3. you, email, can, please, when.
4. all, with, hope, well, you, is. 5. your, I, 10th, refer,
July, dated, to. 6. assistance, am, your, I, for, kind, grateful.

29. Convert one of the letters given in Unit 3 in a formal
email.

30. Write:

a) a formal email regarding the information about some courses
of study a university provides for foreign students;

b) a formal letter to Walter Smith who wrote to your company
asking for information about your products and services;

c) an informal email to a friend about your summer holiday.
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31. Read and translate a sample fax message'.

Unit 4. Emails and Fax Messages

FAX TRANSMISION

32. Reorganize and complete this fax to the warehouse.

To: The Manager?,
Plaza, Varna

From: Boris Klimov,
Belgorod, Russia

Fax No. (6)725 51 20 Total No. of pages: 1

Phone No. (6) 725 34 17 Fax No. (7) 4723221 00

Re: Date: 18 June, 2011

D Urgent D For Review D Please Comment E] Please Reply D Please Recycle

Dear Sir

1 have obtained the name of your hotel from the holiday guide received
from your Information Centre. My friend and I would like to reserve
a double room with a balcony. We are arriving in Varna on 10th May. We
hope to stay for five days leaving on 14 May. We understand that all
your rooms are suites. Could you confirm this? Is it possible to have
a room with a sea view? Please let me know if you have a room for these
dates. I would also be grateful if you could tell me the price of a double
room.

I look forward to hearing from you.

Yours faithfully
Boris Klimov.

Tonnage Limited, Manchester SENDER
errereseensaneenes (0)82676 9045
TO Line Warchouse BEIJING

TRANSMISSION
DATE
11.25AM.

Dear Jane

s A0 Jane Smart
50 units are arriving from Beijing in two weeks.

1 have telexed confirmation of payment and FAX No.
transportation COSsts. :
Please prepare space for this consignment. Line

Best regards 1 (one)

Notes:

| When writing a message regarding hotel reservation observe the
following rules.

(i) Keep your message short and to the point.

(ii) State your needs clearly and exactly. To avoid misunderstanding
mention the day as well as the date from which accommodation is
required and the exact period of your stay (e.g. “from Tuesday, 7th
July to Saturday, 17th July, both dates inclusive”).

(iii) State times of arrival and departure.

(iv) Request confirmation of the reservation.

2 A message regarding hotel reservation should be addressed to “The
Manager”. Private hotels are much smaller and are usually owned and
managed by the proprietor. A message should be addressed to “The
Proprietor™.

33. Practise writing some faxes. Choose one of these tasks.

1. Write a fax to Ms Redford from Juan Costello. Say you are
very delighted that you have been accepted to the university.
Ask if the university can help you to organize accommodation
for your stay.

. Write to the import agent for Apple computers, enquiring
about prices, delivery dates, and any other facts which you,
as a prospective customer, would be interested in.

34. a) Read the following information about the hotel in
Rimini.

Hotel Villa Bianca***
Viale Regina Elena 24, 47900 Rimini, Italy

For reservations and enquiries:
Phone 0541 381458
Fax 0541 381356

Within walking distance from the Historical Centre and the main
city attractions, the hotel Villa Bianca faces one of the liveliest beaches
in Italy. Just relax and take it easy, enjoy the exclusive atmosphere of
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services and corporate facilities. Our guests can choose between

and Brf'.akfast,_l-la!f Board, Full Board or All Inclusive rates. Pfovigflg -
you with a high standard of service is our daily concern. Single
doubh}-, twin-bedded rooms and suites are finely furnished with greai
attentionto details, and some have a magnificent view to the beach.

the hotel Villa Bianca and feel at home. The hotel offers a large range of [ﬂ]ﬁﬂ

|

b) Write a fax message to the hotel Villa Bianca. Ask for the
accommodation you require. Be definite as to the approximate
rates that you are wiling to pay, and the length period of
your stay. Indicate when you expect to arrive.

SECTION 1

VOCABULARY AND WORD STUDY

1. Read and memorize the active vocabulary to the Text
“The Art of Filling in Forms” and translate the given sentences.

1. fill in (out)/complete [kam pli:t] v — 3arnomHATL (chopmy,
AHKETY M T.I.)

bank form — 6aHKOBCKHiT O/1aHK

money order form — GJaHK JCHEXHOrO NEpeBoOaa

parcel form — G1aHK Ha MOYTOBYIO OCHUIKY

registration form — PErMCTPALIMOHHbII GIaHK

tax form — 611aHK HANOTOBOM ACKIApaUUK

Please fill in (ouf) this form. Please complete this form in full
with the required information. Find the bank Jform you are most
likely to need online. Money order forms can be obtained from a
post office. When sending a parcel, you will need to fill in a
parcel form. Please complete and submit the registration form.

2. apply [2'plai] v — obpaiarbcst (for — 3a paboToii, MOMO-
[1[bI0, CMIPABKOIA, pa3pelieHHeM U T.IL; t0 — K KOMY-JI.); KacaTb-
cfl, OTHOCHUTBCS; NIPUMEHSATD, ynotpebasTh
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apply for a job — nonaBats JOKYMEHTEI JUIS MpUeMa Ha paboty

application form — ankera noctynaoiuero Ha padory

applicant [’ zplikant] » — 3asBUTENb; TOT, KTO NMONAET 3asiB-
JIEHUE; KAHOUOAT, MPEeTeHAEHT

N/A (n/a): not applicable [5 ‘plikab(2)l] adj — ne umeer otHo-
IWEHNA (K JaHHOMY CIIy4alo), He MOAXOMALIMMI, He MPUTOIHbIA

When I saw the job advertised, it was already too late 7o apply.
That bit of the form is for UK citizens — it doesn’t apply to you.
He wants a job in which he can apply his foreign languages. Apply
for this job online or contact the advertiser for an application
pack. Applications should be made on the official application form.
They had over 100 applicants for the sales job. This section of the
form is not applicable in your case. Please submit your tax form.

3. space [ 'speis] n — (MeXCTpOYHBIN) MHTEPBAN

You can set the program to leave a double space between the
lines of the text automatically.

4. marital status [ 'maritl.steitas] — cemeitHOe MmoOXeHME
single [ "sipg(a)l] adj — xonocroii; HE3aMyXHs s

married [ ‘meerid] adj — xenarslit; 3amyxem

divorced [di‘vo:st] adj — pa3sseneH(a)

widowed [ "widoud] adj — osposeBLMii(-as)

Questions about marital status appear on many forms. When [
was single I had no worries. They have been married for ten years.
They got divorced three years ago. She was widowed at the age of 35.

5. occupation [ ,okju ‘peifn] n — npodeccus, pox uaum 3aHsTHI
employment status [im ‘ploimant] — 3aHsTOCTB

Please write your name, address and occupation on the form.
There are three types of employment status — you can either be a
worker, an employee or self-employed.

6. income [ 'ipkam] n — noxon(bi), MPUGLLIL
annual income [ "znjual] — romoBo# K0X0x

Tax is payable on all income over £2000. The company received
an annual income of £25,000.
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7. keep to the point — roBopuTh (M3naraTh) MO CyUECTBY

To help you fo keep to the point of your letter, you can draw up
an outline to plan your letter.

8. strict adj — cTporuii, He JOMYCKAIOLINiT OTKIOHEHMA
strict criteria [krai ti(a)ria] — crporue KpuTepuu

My parents were very strict with me when I was young. We
follow very strict guidelines on the use and storage of personal €_1€t3115
on computers. In order to apply for this particular job, applicants
need to satisfy several strict criteria.

9. miss v — npomycTuTh, YIYCTUTh

missing information — otcyTcTByoLas HHOOPMALMA

[ have fo miss my English lesson. You can’t miss it; it is on the
third floor. He should specifically identify what information is
missing and why the missing information is needed so urgently.

10. blank [blzenk] adj n — MycTOit, YMCTHI, HeMCITUCAHHBIH
(0 Gymare); He3anoHeHHbIH (0 611aHKe, JOKYMEHTE); ITyCTOe (cBO-
6onnoe) mecto (Ha Gymare, GraHke)

blank form — uucThIi OnaHK

leave blank — octasuTbh MECTO

Let me have a blank sheet of paper. Sign your name .in th.ﬂ
blank space at the bottom of the form. Fill in the blanks in this
form. You can print the blank form and fill in the application
manually. This page is intentionally left blank.

11. assess [a2'ses] v — OlLIEHUBAaTh, aBaTh OLEHKY
The damage was assessed at £2,000. We need fo assess whether
the project is worth doing.

12. valid ['velid] adj — neitcTBUTENbHBINA, UMEIOLIMA CHIY;

JIEUCTBYIOLLMH i
invalid [in’veelid] adj — HeneiiCTBUTENbHBIN, HE MMEIOLM

3aKOHHOM CHJIbLI

He had a valid passport. The licence is invalid unless it has
your correct address on it.
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13. photocopy ['fouta kopi] n v — KcepoKOMMsl; KCEPOKOTH-~
pOBaTh

I made two photocopies of the report.

14, draft [dra:ft] n v — npoekT, HaOPOCOK; COCTABIATH IUIaH
(mpoekT), HabpocaTh YEPHOBUK

This is only a rough draft; the final copy will be typed. She
drafted a letter to the paper. The managing director is drafting
the annual report.

15. download [ ‘daunloud] v — ckauuBaTh (urdopmanuio)
Most tax forms can be downloaded from the bank website.

16. thorough [ "0Aro] adj — TiaTeNbHbIN, no/IpOOHBbIN; NMOIHbIH
His work is very thorough.

17. font size — pa3mep wpudra

The font size can be enlarged or downsized depending on the
type of browser.

18. proofread [ pru:f,ri:d] v — KOppeKTMpOBaTh
He proofread the report carefully.

19. forbid (forbad(e), forbidden) [f5'bid] v — 3ampeuiars,
HE M03BOJISATh

[ forbid you to go! The law forbids the sale of cigarettes to people
~ under the age of 18.

20. ensure [in’fua] v — obecneynBaTh, rapaHTUpOBaTbh

We make every effort 7o ensure the information given is correct.

2. Match the pairs of antonyms from A and B and translate
them.

A B
1. single a. blank
2. expense b. valid
3. filled in c. apply
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. catch . strict

. invalid . income
. careless . forbid
. allow . married
. be unsuitable h. miss

3. Match the noun(s) on the left with a suitable item on the
right. Use each item once only.

1. The application form a. should be indicated in the form.
2. The applicant b. can be changed.

3. The marital status c. T am applying for is interesting.
4. Two pages d. as pilot was listed on the form.
5. A photocopy of the text ~ e. has been completed.

6. The font size f. can be easily increased.

7. His occupation g. was made in the office.

8. The income h. prepares for his interview.
9. The space i. from investments was reported.
10. The job j. were intentionally left blank.

4. Replace the underlined words with the words below.

a) keep to the point  b) thorough  c) ensure d) assess
e) blank  f) occupation g) apply h) complete
i) valid  j) proofread

1. I will personally make sure that the job gets done. 2. Before
filing in a form, be sure to correct it. 3. He gave a full account
of his meeting with the representatives of the company. 4. You
should learn the elements needed to make a business contract
legally binding. 5. If you have too many ideas in your speech,
you should always follow its subject. 6. Do not write on the empty
page at the back of the form. 7. Companies will encourage
customers to fill in questionnaires about themselves. 8. He says
his job as a newspaper reporter is to conduct interviews to gather
information, and then write an article. 9. The company can use
this technology to solve practical problems. 10. They could estimate
the value of the house.
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5. Read and translate the following groups of sentences paying
attention to the words in italics which can function as a noun
and a verb, or a verb and an adjective, or a noun and an
adjective, with the same form. They can have similar or different
meanings. Look up your dictionary if necessary.

1. a. You will be asked to fill in a form.

. These lectures form part of the engineering course.
. My son’s already in the third form.

. I couldn’t find a space for my car.

. Write your answer in the space provided.

. Space the desks two metres apart.

They divorced two years ago.

. Some of his ideas are divorced from reality.

. She is a divorced woman.

. He wrote the draft of the letter.

. He will draft a letter to the paper.

. The draft contract has been sent to the customer.
. Simply complete the form below.

. The planning stage is now complete.

. He will complete the job soon.

a
b
C
! ey
b
c
1l
b
c
. a
b
C
i a
b
c

SECTION 2
READING AND DISCUSSION

6. Before you read the text “The Art of Filling in Forms”,
discuss these questions with your groupmates or teacher.

a) What is a form?

b) What types of forms have you ever filled in?

¢) What information can be requested on a form?

d) What does the abbreviation N/A4 stand for?

e) What is the advantage of an electronic form?

f) What do you have to do if you need more space to answer a
question on a form?

Unit 5. Filling in Forms 97

7. Read the text to find out if you are right or wrong. Use the
introductory phrases given in Unit 1.

Text
THE ART OF FILLING IN FORMS

A form is an official paper with spaces in which to answer
questions and give other information. We have to fill in different
forms on various occasions. They can be application forms, bank
forms, money order forms, parcel forms, registration forms, tax
forms, etc. Before starting filling in the form, read it thoroughly
to make sure you understand the instructions for each item of the
form. Always decide exactly what a question is asking before
answering it; it is easy to misinterpret questions. Following the
instructions carefully is the main thing to do when filling in forms.

The form is usually split into specific sections. The information
requested on a form may include: surname/family/last name, first
name(s), date of birth, sex (male or female), country of origin,
present address, permanent address, post code, passport number,
marital status (single/married/divorced/widowed), education
details, occupation or employment status, annual income, etc.
(Fig. 1). Forms sometimes contain a section for other information
that may assist, e.g. hobbies and interests. Be a little bit careful
in this section. Think about what your hobbies say about you. If
you state that your only hobby is watching TV, you may come
across as rather uninteresting and not very dynamic.

Never leave blanks. Put N/A4 if not applicable to you. You
must complete all the sections. Keep your responses short and to
the point. You do not have to fill in a whole section. The strict
criteria by which forms are usually assessed means that any missing
information will probably render your form invalid.

Some forms are supplied on paper and require you to complete
them by hand. If you receive a paper form (which is quite unusual
these days), it is better to photocopy the blank form. You can
complete it in draft on the photocopy, and then neatly fill in the
original form. If the form tells you to use black ink, then use black
ink; if it says to use capital letters, then do so. If you receive a
paper form, you can always ask the company if they have an

4. 3ax. 48




AHrnulickuil Si3bIK gnsi genosoro obLiieHus

Bank of Manchester
ACCOUNT APPLICATION FORM

PERSONAL DETAILS
Surname Mr, Mrs, Ms.

First Name Male/Female

Home Address
Owner O Renting[J

Living with Parents (]

Home Phone

Mobile Phone
Email Address
Date of Birth Please tick Married O
Country of Birth approximate box: | Single [1
EMPLOYMENT DETAILS

Occupation

Employer’s Name

and Address

Gross salary per month

Length of time in your present employment
PRESENT BANK DETAILS

Bank Name and
Address

Type of Account Deposit [ Current

NEW BANK ACCOUNT DETAILS

Type of Account Deposit O Current [J
Specimen
| Signature
Declaration: I certify the accuracy of the information given above.

Signature
Date

FIG. 1. Specimen account application form

electronic version. Filling in an electronic form makes life much
easier when completing it. - :

The majority of forms though are now available electronically.
Sometimes you download an electronic Word document or it can
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be an online form. The advantage of these methods is that you can
cut and paste and spell check. Misspelling on an electronic form is
inexcusable. If you are using an electronic form, ensure your font
size is big enough to read: a minimum of 10 point and a maximum
of 12. Also use a clear font like Times New Roman, Arial, Calibri
or Tahoma unless the form is specifically set up to use a particular
font.

Once completed, proofread the form and get a friend to check
it. Keep a photocopy to get the material in the future. If you need
more space to answer a question, and the form does not forbid it,
use separate sheets.

8. Read aloud paragraphs 2 — 3 of the text.

9. Find in the text the paragraphs saying about the electronic
forms and translate them into Russian.

10. Explain the following references.

a) You can complete if in draft on the photocopy...
What does the pronoun if refer to?
b) ...if it says to use capital letters, then do so.
What does the pronoun it refer to?
¢) ...it can be an online form.
What does the pronoun if refer to?
d) The advantage of these methods is that you can cut and paste
and spell check.
What does the pronoun these refer to?
e) If you need more space to answer a question, and the form
does not forbid /7, use separate sheets.
What does the pronoun it refer to?

11. Find in the text some key words and expressions to speak
about telephone skills. Retell the text in English.
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SECTION 3
SPEAKING

12. Practise the following dialogues.

Dialogue 1

.+ Could you help me to fill in this form?

- Sure. I'll be glad to. What’s your question?
- Should I list my most recent job first?

.- That’s right. List your most recent job first.
.: What about “reason for leaving”?

.: You can say the salary wasn’t high enough.

Dialogue 2

.+ Could you help me with this form?

- P’Il try. What’s your question?

.+ T left my last job because my mother was ill.

. T suggest you write “family illness”.

- Shall T write it where the form says “reason for leaving your
job™?

.- That’s right. That’s my advice.

13. Fill in the missing questions of the dialogue. Then prac-
tise it.

Dialogue 3

.+ Could you help me to fill in this form?

.1 With pleasure. What are your questions?

9

.- Everyone has a family name — the same name your other
family members share. Family names are also known as last
names or surnames.

9

.- Everyone also has a given name — that’s the name your
parents chose for you when you were born. This is also
known as your first name, Christian name or sometimes
on forms you’ll see it called a forename.
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A .

?

B.: However in the UK, and in fact in many other countries,

N.M. Kidman.

people also have middle names. This is a name your parents
will also choose for you — it might be that there is a much-
loved relative your parents want to name you after, or maybe
there is a tradition that every boy in your family has that
name. It could just be that your parents like the sound of
that name with your first name. Middle names are only

usually used on forms and official documents though.

9

" Your initials are the first letters of your first, middle and

family names. So if your first name is John, your middle
name is Robert and your family name is Smith — your
initials will be J.R.S. On forms you are often asked for
your family name and initials, so John Robert Smith would
be J.R. Smith. The actress Nicole Kidman’s full name is
Nicole Mary Kidman — so her initials and family name are

92

.. When you see the word #itle, it means how you are referred
to officially: Mr or Mrs/Miss/Ms.

?

- You often see D.O.B. written on forms. This stands for
date of birth — the day you were born.

?

'+ You might see the words Print your name on a form next to

your signature. Here, print means fo wrife clearly — not in
joined-up writing. Sometimes signatures are hard to read
so you have to print your name so that your name can be

easily read.
?

.+ To write on a form in Block Capitals means to write every

letter as a capital so that it is easier to read your form.

.: Thank you very much.
.+ 1 hope that I have cleared up your confusion and given you

some good advice to help you when filling in forms.
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14. Using the above dialogues as a guide, make up dialogues of
your own and discuss some other information requested on a form:

a) write in boxes; e) country of origin;

b) contact telephone; f) your present occupation;
c) title, g) previous employment;
d) sex/gender; h) dependents.

SECTION 4
LISTENING

15. Listen to the text “The Survey Form: Evaluation of
Teaching and Courses”. Answer the questions that follow.

1. What organization conducts an evaluation survey?

2. What is the purpose of the evaluation process?

3. How often is the survey conducted?

4. Why should students fill in survey forms?

5. Should a survey form be signed by students?

6. What web page is used to fill in a survey form?

. 7. What is the procedure of submitting survey forms?

8. What are the evaluation dates?

9. Can a student submit evaluations regarding a teacher?

16. As you listen, make notes under the following headings.

1. Part A of the survey form.

2. Part B of the survey form.

3. Students’ registration for the next term.

17. Check your answers with your groupmates and tapescript
5 of the text. Look up the words you do not know in the
dictionary, and learn them.
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18. Retell the text about the procedure of conducting the
evaluation survey and filling in survey forms.

19. Tell your groupmates about some other types of evaluation
surveys.

SECTION 5
WRITING

20. Forms do not usually ask questions, but they ask for
information. Match an expression in A with a question in B.

A B

. First name a. When were you born?

. Surname/Last name b. Where are you living now?

. Title c. What degree/diploma do you
have?

. Date of Birth d. What is your phone number?

. Place of Birth e. Are you married or single?

. Country of origin f. What is your family name?

. Present address g. How much do you earn a year?

. Permanent address h. What is your rank/status?

. Marital Status i. What do you do in your free

time?

j. Where do you come from?

11. Annual income k. What is your first name?

12. Qualifications I. Where do you live?

13. Hobbies/Interests m. What do you do?

14. Tel. no. n. Where were you born?

10. Occupation

21. Forms ask you to do certain things. Do the following.

a) Write your name in block capitals.
b) Put a cross if you are male. []
¢) Put a tick if you are a female. []

d) I am a university student / an employee / an employer
e) Delete where are not applicable.
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f) Sign your name.

g) Please specify which presentation session/s (up to two) you
would like to attend.

h) Please specify dietary requirements for lunch (including if
vegetarian / non-vegetarian / other):

i) Would you like to join the dinner reception (Yes / No)?

22. Study the parts and some features that are characteristic
of some forms. Practise filling them in.

a) An application form to open a bank account.

ACCOUNT APPLICATION FORM

PERSONAL DETAILS

Surname Mr, Mrs, Ms.

First Name Male/Female

Home Address

Owner O Renting (0 Living with Parents[J

Home Phone

Mobile Phone

Email Address

Date of Birth Please tick Married O

Country of Birth approximate box: | Single [

EMPLOYMENT DETAILS

Occupation

Employer’s Name
and Address

Gross salary per month

Length of time in your present employment

NEW BANK ACCOUNT DETAILS

Type of Account Deposit 0 Current [J

Specimen
Signature

Declaration: I certify the accuracy of the information given above.

Signature

Date
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b) A membership application form.

Application for Membership

First Name:

Surname:

Address:

Title: Mr O Mrs O

Telephone:
Daytime Contact Number:
Date of Birth:

Signature:
Date:

I am applying for ‘membership of DVD World.I agree to abide b_y
the rules of DVD World. I declare that the information given above is
true and correct to the best of my knowledge.

c) A visa application form.

APPLICATION FOR VISA

Mr.

Ms.

Miss name (in block letters) surname
Former name

Nationality

Nationality at birth

Birth place
Date of birth

Profession (specifying post at present
held)
Present address

Embassy
Non-Immigrant
Tourist visa
Transit visa
(underline words required)

Countries for which passport is
valid

Date of previous visits to
Purpose of visit
Date of arrival in

Duration of proposed stay
Proposed address in

Local guarantor and address ____

Permanent address
(if different from above)

Travelling by




106 AHrutIcKull S3LIK gnsi genosoro obuieHus

Names, dates and places of bith ATTENTION FOR TOURIST:
of minor children if accompa-

nying you [ hereby declare that the purpose
of my visit to
is for pleasure only and that in
no case I shall engage myself in
any profession or occupation while
Passport No. in that country.

Issued at

Date of issue Signature
Expiry date Date

FOR OFFICIAL USE

Kind of visa and

No.

Date of issue Expiry date
Evidence
Fees
Signature

d) A hotel registration form.
HILTON HOTEL

Surname: First Name:
Address:

City: Country: Postal Code:
Tel. No.: Fax No.:

e-mail:

Room type required:
Single or Double occupancy

Arrival Date: Departure Date: Total: nights
Flight Carrier: Arrival time at Athens Airport:

I authorise the Hotel to charge my credit card with the amount indicated
above as advance payment for __ nights stay (please print).
Credit Card type: Number:
Exp. Date:
Cardholder Name: Signature:
Date:

23. Use the Internet to find the information regarding some
other types of forms. Choose one and fill it in. Present this
form to the class.

Umit

SECTION 1
VOCABULARY AND WORD STUDY

1. Read and memorize the active vocabulary to the Text
“Applying to Study Abroad” and translate the given sentences.

1. course [ko:s] # — Kypc (0OyueHus, JeKLn# 1 T.IL)
complete a course — OKOHYUTb KypC O0y4CHUS
do (take) a course — M3y4yaTb Kypc

They are going away on a training course next week. It takes a
year fo complete this course, and there is assessment included within
the course. She is doing (taking) a chemistry course this term.

2. issue ['ifu:, "isju:] » v — BbiIa4a; BBIMNYCK, M31AHHUE; Bbi-
[aBaTb, BBIMYCKATDb, H3oaBaTb
issue a diploma [di'plouma] — BbinasaTh ANIIOM

An old issue of “Civil Engineering” lay on the table. Each
employee will be issued an identification card. The Post Office will
issuea new first-class stamp. The University will also issue diplomas
to graduates who are not able to participate in the graduation
ceremony.
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3. experience [ik ‘spiarians] # — ONBIT (KU3HEHHBIN); KBaIH-
dukauusi, MacTepcTBo
work experience — OnbIT paGoTsl

She has the experience for this job. Many firms understand that
giving work experience to students will benefit everyone.

4, opportunity [.opa’tju:nati] 7 — BO3MOXHOCTb, Ciyyait

take the opportunity (of) — BOCNOJIb30BATLCS CITYYaEM

present an opportunity [pri’zent] — npenocraBisTh BO3MOX-
HOCTh

Studying abroad provides a great opportunity to learn a foreign
language. I would like 7o take this opportunity to thank everyone
who helped me with this book. The Career Centre presents an
opportunity for postgraduates to assist them in preparing work
applications.

5. obstacle [“obstokl] n — mpensitcTBue, momexa
overcome obstacles [ .auva ’kam] — npeooneBars PENATCTBUA

Lack of experience is a major obstacle for her opponent. How
can you overcome the obstacles on the way to your goals?

6. degree [di’gri:] » — 3Banue, (akanemuyeckas/ydeHas) cre-
NeHb, KBATUUKALMS

bachelor’s degree [ 'baetfala] — creneHs bakanaspa

master’s degree [ ‘ma:sta] — creneHb MarucTpa

PhD degree [.pi: eitf ‘di:] (Doctor of Philosophy) — creneHb
JIOKTOpa

earn a degree [2:n] — MOJIYYUTH CTENEHb (KBATM(DUKALIAIO)

She has a degree in English. A bachelor’s degree takes three or
four years to complete. A master’s degree is an important step in
any career field. The focus of the PhD programme is to enable
students to achieve the competence required to research and write
an original doctoral thesis. Students earn the degree after a four-
year course of study.

7. grade [’greid] n — ormeTKa, OLIEHKA
receive a grade [ri'si:v] — momy4ars OLEHKY

Unit 6. Studying Abroad 109

John never studies, but he always gets good grades. I received
a grade lower than I expected yesterday.

8. involve [in'valv] v — Bkmoyarh B cebsi, BOBIEKATH
His work involves a lot of travelling.

9. enrol(l) [in’roul] v — 3a4uCiATL
enroll(l)ment [in raulmant] » — 3auncneHue, nNpuUeM

I enrolled for/injon the modern art course. The college enrolls
2000 students. Enroliment has to be done by you in person at the
Registry Office. Some increases in enrollment occurred in this
University.

10. background [ bazkgraund] » — obpa3soBaHue, KBaTUbU-
Kauus; (GuorpaduuecKue/aHKETHbIC) JaHHBIE, TPOUCXOXKICHHE

The school has pupils from many different ethnic and religious
backgrounds. His education background is in the study of
Psychology.

11. fee [fi] » — B3HOC, cOOp; roHOpap, BOSHArPaXICHUE
application fee — peruCTpalMOHHBI COOP, 3aBOYHAS MTOLUTMHA

How much is the fee? The fees will be about 25% of the total
cost. Application fees can be paid online by credit card.

12. submit [sab'mit] v — noxasate, MpeACTABIATH (1OKYMEHTBI)
submit an application — rojaBath 3asBICHUE
submission [sab mif(a)n] » — monaya, nNpeACTaBIEHUC

Requests were submitted in writing. Submit your application
no later than May 5th. No date was set for the submission of
applications.

13. CV (curriculum vitae [ka . rikjulam ‘vistai/ ‘vaiti:])/résumé
['re(i)zjumei] (AmE) n — (kpaTkas) agrobuorpadus, pe3roMe

Try and get some experience in languages — it would look good
on your CV. Candidates interested in the position should submit
their risumiis to the Office of Human Resources.
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14. admit [od 'mit] v — nmpuHUMATh (B KOJUIE/K, YHUBEPCHU-
TET, KJIyD M T.1.); BIYCKATh, AOMYCKaThb

The number of British students admitted to university dropped
last year. Men will not be admitted to the restaurant without a tie.

15. score [sko:] # — KonMyecTBO HaGpaHHbIX 6aLIOB (04KOB)
Every student is expected to get a perfect score on these tests.

16. statement [ ‘steitmant] » — oTyer; BbITMCKA U3 CUETA; 3a-
SBJICHIE, YTBEPXKIEHUE; AeKIapalus

financial statement [fai'nznf(a)l] — cnpaska o GpuHaHCOBOM
COCTOSIHUHM

He receives a bank statement once a month. The punishment
for making false statements to the tax authorities can be severe. His
office issued an official statement concerning his departure. We
will need to review your recent financial statement.

17. bank account [o kaunt] — cuer B GaHke
account statement — BbIMMcKa M3 6AHKOBCKOIO JIMLIEBOIO CUETA

My salary is paid directly into my bank account. Your monthly
bank account statement gives you a detailed review of the activity
in vour account for a specific period of time.

18. tuition [tju:"if(s)n] n — oyuenue; miata 3a obyueH#ne
tuition fee — ruiara 3a oGy4yeHue

pay one’s tuition — rIaTUTH 32 0OyYeHME

expense [ik "spens] n — pacxop, Tpata; (pf) pacxojibl, 3aTpathl
at one’s own expense — 3a CBOW CUeT, Ha CBOU CpejcTsa

At the beginning of each semester, all students must pay for
tuition. All tuition fees are subject to an annual review. He paid
his entire spring semester fuition. Our biggest expense this year
was our summer holiday. I need the receipt in order to claim
travel expenses. Some students study at overseas schools ar their
own expense.
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19. cost n v — LIeHa, CTOMMOCTD; (p/) pacxoibl, U3ACPXKKH,
3aTpaTthl; CTOUTb, OOXOAUTHCSA
living costs — NpOXMTOYHBIA MUHUMYM

What is the cost of a new computer? How much does it cosr?
We had to increase prices this year just to cover our cosfs. Living
costs when studying abroad vary from country to country.

20. transcript [ trenskript] n — komus; pacundposka (cre-
HOrpaMMbl M T.IL.)

academic transcript [.2ks "demik] — konus JOKymMeHTa 00 yc-
MIeBAEMOCTH M MMPOCTYLLIAHHbIX Kypcax

You must submit your college transcript with your job
application. If you applied directly to the University Study Abroad
Programme, a copy of your academic transcript will be sent to the
address you have listed as your mailing address.

2. Match the words with the definitions below.

a) score b) CV ¢) tuition d) diploma e) grade f) degree
g PhD h) master’s degree i) bachelor’s degree j) transcript

. a mark for the standard of a piece of college- or schoolwork;

. a college or university degree that is higher than a bachelor’s
degree; '

. the number of marks, points made in a test or competition;

. an official document of a college or university, which lists
a student’s classes and grades received;

. teaching or instruction;

. a first college or university degree;

. atitle given by a university or college to a student who has
completed a course of study successfully;

. a short written account of a person’s education and past
employment;

. a high-level university degree, which you get by doing
original research and writing a thesis;

. an official paper showing that a person has successfully
finished a course of study or passed an examination.
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3. Match the English word combinations with the Russian
equivalents. Use them to make sentences of your own.

1. to submit an application  a. MOJYYUTb CTENEHD

2. to overcome obstacles b. M3yuyarb Kypc

3. to earn a degree C. MOJAYYUTh OLIEHKY

4. to complete a course d. nopasath 3asiBjIeHHE

5. to pay one’s tuition €. BOCITIOJIh30BaThCs CIAyYaem
6. to receive a grade f. npenocTasisiTh BOSMOXHOCTD
7. to take a course g. OKOHYUTb KypC 00y4EHHA
8. to present an opportunity h. BbiIaBaTh AMTLIOM

9. to issue a diploma i.mpeononeBarh MPENATCTBHSA
10. to take the opportunity j. matuTh 3a O0y4YeHue

4. Match the following attributes on the left with a suitable
noun on the right.

1. living a. experience
2. bank b. background
3. work ¢.’ fcee

4. English d. costs

5. application e. transcript
6. educational f. proficiency
7. academic g. statement
8. financial h. expense

9. own i. account

10. tuition j. fee

5. Read and translate the following sentences. Pay attention
to the meaning of the words and word combinations given
below.

I. a) degree n — ypOBEHb; rpaayc; 3BaHUC, (yyeHast) cTerneHb
b) in some degree — B HEKOTOPO# CTENEeHU
c) to a certain degree — 210 W3BECTHOI CTENIEHH
d) not in the slightest degree — HUYYTh, HUCKOJIBKO

1. Culture shock is a phenomenon that most students
experience to some degree when they study abroad. 2. This job
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demands a high degree of skill. 3. Culture shock can be felt toa
certain extent when abroad on holiday. 4. He was not in the
slightest degree disturbed. 5. To what degree do you think we will
be providing a better service? 6. There are 360 degrees in a
circle. 7. To some degree I think that is right, but there are other
factors which affect the situation. 8. Water boils at 212° degrees
Fahrenheit and 100° degrees Celsius/Centigrade. 9. “What degree
did you do at York?” — “Architecture”.

I1. a) score n — KOJIMYECTBO HAOPaHHbIX 6an10B (04YKOB); CYET,
KOJIMYECTBO OYKOB (B UTrpe)
¢) scores #1 — MHOXECTBO
b) score v — MOACYMTHIBATH OALIBI (ouku); BBIMIPBIBATDH,
MMETH yCHeX
d) score out — BbIYE€PKUBATh
¢) on that score — Ha 3TOT CYET, B 3TOM OTHOWICHNH

I. The company will pay your travel expenses, sO don’t
worry on that score. 2. Have you heard the latest football score?
3. A student from my group managed to score 1600 points on the
college entrance exam. 4. There were scores of people there, maybe
eighty or more. 5. He is going to score out two names on the list.
6. She could certainly score with her latest novel. 7. The final
score was 3—2. 8. He had a very low test score.

III. a) account # — CY€T, PacyeT, MOIACUET; OTHET, cooblieHne
b) account for v — OTUMThIBATECS (B yeM-J1.); oTBevarth (3a
4T0-11.); OOBSICHATH; COCTABNATh
¢) on smb’s account — 3a CYeT KOro-Ji.
d) on account of — 13-3a, BCJIEACTBAC
€) on no account — HH B KOeM Ciiyyae

1. If your education abroad was interrupted on account of
a medical condition, we reimburse the current term fee paid.
2. Can you account for your absence last time? 3. Employees
must on no account make personal phone calls from the office.
4. Give us a full account of your study abroad. 5. He made some
telephone calls on his account. 6. I would like to open an account
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with this bank. 7. Exports account for 35% of sales. 8. He was
accounted a genius by all who knew his work.

6. Fill the gaps with the suitable words below and define
parts of speech.

I. a) enrol(l) b) enrollee c¢) enroller d) enrol(l)ment

1. The Study Abroad Office will send you an electronic
confirmation of via email. 2. I could on an
architecture course as a full-time student. 3. The Table shows
average annual spending per . 4. The university can

5,000 students. 5. This university is the largest
of international students.

II. a) admit b) admittance ¢) admittedly
d) admission e) admissible d) admissibility

1. A change of the university during the study will only be
with the prior approval of the university you go to.
been studying abroad in

2. Students in the U.S. have
record numbers lately. 3. Thefinal decision on isalways
made after your application has been reviewed by the board of the
programme. 4. I called at his house but was refused 5
5. Your to the programme depends on your academic

background. 6. American universities new students twice

a year.

III. a) involve b) involved ¢) involvement

1. He reported on the increasing of Italian students
in study abroad programmes. 2. These jobs travelling
abroad for two months each year. 3. My time-table for Thursday
is becoming very
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SECTION 2
READING AND DISCUSSION

7. Before you read the text “Applying to Study Abroad”,
discuss these questions with your groupmates or teacher.

a) Are there any advantages of studying abroad?

b) What forms, documents and letters are required to apply to
study abroad?

c) What is the structure of a CV?

d) Have you ever taken the TOEFL?

e) What is an academic transcript?

f) What information should an applicant’s essay provide the
university with?

8. Read the text to find out if you are right or wrong. Use the
introductory phrases given in Unit 1.

Text
APPLYING TO STUDY ABROAD

Studying abroad gives students the chance to live overseas,
integrate themselves into a totally foreign culture, meet other
students, and travel. Pursuing an education abroad can be a
transformational experience. It does not only present an opportunity
to absorb the content of your course but also a whole new way of
life. You learn to use your strengths to the fullest and overcome
obstacles on the journey towards earning your degree. In the
process, you also become adept at skills, making you invaluable to

your future workplace.

If the decision on the country and
programme has been made, it is time to
apply. Students applying to study abroad will
be asked to complete forms and write letters
during the application process. This will
usually involve completing an application
form. It is a form to request permission to
enroll in a university. The application form
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introduces the student to the university by way of background and
personal information. It is also called an enrollment form. An
application fee accompanies the application form at the time of
submission.

A CV or a résumé is a summary of your personal details,
educational qualifications and work experience, usually sent with
an application form. The aim is to give a university administration
an informative and positive view of you as a potential student.

In order to be admitted into a university’s programme,
applicants are requested to submit a financial statement. It is an
official document issued by a bank which proves there are sufficient
funds in a bank account to pay for a university’s tuition expenses
and all living costs while enrolled in their programme.

An academic transcript is an official copy of a student’s
academic record detailing the courses the student has taken and
each grade received. As an important document requested by
universities in order to process applications, applicants must
submit their transcripts in English. A number of universities have
different requirements in order to receive applicants’ original
transcripts.

A certificate of degree or a diploma are documents issued by
an educational institution, such as a university, testifying the
recipient has earned a degree or has successfully completed a
particular course of study. In order to be admitted into their
programme, applicants must submit the last original certificate of
degree or diploma earned or an official document stating the
anticipated date of graduation.

In many cases, applicants must indicate their level of English
proficiency when applying to their programme. Some universities
do require their applicants to submit official test scores, most
specifically being a TOEFL (Test of English as a Foreign
Language) score. As the most recognized test among all English
proficiency testing systems, TOEFL is required among some
universities. For these universities, applicants who have not taken
the TOEFL must apply and take the test in order to properly submit
their application to their desired university.

Some universities require its applicants to write an essay in
English stating the applicants’ personal and academic purpose by
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attending their particular programme. The applicants’ essays
provide universities with a better understanding of the applicants’
individual nature, personality and goals. When writing their
personal statement, it is essential for applicants to note what they
hope to learn by attending the university’s programme and how
they will apply their study abroad experience to théir future
endeavors, whether it is towards their career or their desired way
of life.

As part of the application process, some universities may request
its applicants to submit reference letters (letters of recommendation)
in English from those who are familiar with the applicant in either
an academic or office setting. Teachers, college professors or
employers are the strongest candidates to provide universities with
accurate observations reflecting an applicant’s personality and
strengths based upon academic or work-related success. The letters
must include remarks concerning the applicant’s character as a
student or worker, positive qualities as an individual and the
applicant’s strengths he or she will add to the university’s
programme.

Preparing and processing the above information can take time.
Most departments will ask why you have chosen a particular subject
and institution. Make sure you include evidence in your reply of
thoughtful consideration of how your move to study abroad fits in
with your long-term aims, as well as your current academic strengths
and interests. Places are frequently competitive and awards or
scholarships are even more so.

9. Read aloud paragraphs 1-2.

10. Explain the following references.

a) Jtdoes not only present an opportunity to absorb the content
of your course but also a whole new way of life.
What does the pronoun if refer to?

b) This will usually involve completing an application form.
What does the pronoun this refer to?

c¢) It is also called an enrollment form.
What does the pronoun /7 refer to?
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d) It is an official document issued by a bank which proves
there are sufficient funds in a bank account to pay for a
university’s tuition expenses and all living costs while enrolled
in their programme.

What does the pronoun it refer to?

e) For these universities, applicants who have not taken the
TOEFL must apply and take the test...

What does the pronoun rhese refer to?

11. Find in the text the information about the forms, letters
and documents requested during the application process and
describe them:

a) an application form;

b) a CV;

c¢) a financial statement;

d) an academic transcript;

e) a certificate of degree or diploma;
f) English proficiency test scores;

g) an applicant’s essay;

h) reference letters.

12. Comment on the picture given in the text.

13. Underline or mark the main ideas of the text and retell it
in English.

SECTION 3
SPEAKING

14. Practise the following dialogues.

Dialogue 1

A.: Have you ever studied abroad?
B.: No, but I really wish I had.
A.: Yeah? Did you study a language at school?
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.. I studied Japanese, and during school it just seemed to me
like too much of a hassle to go over there.

sl sees

. But it would have been a really good deal. I mean, tuition
is the same. It would have been a great way to learn the
language.

.. I agree with you.

.: Did you do it?

.2 No, I didn’t. And T wish I had. At college I spent two and
a half years studying the Spanish language, and after I
worked out the math, I think I had spent about $5,000 in
tuition just on language classes. If I had just gone overseas
for six months, it would have been the same, if not cheaper,
and my language would have been much more proficient.

.: Did you take another foreign language, too, where you could
have done that?

.2 Well, I took four years of German at high school.

.. Okay.

.. Even after four years of study, my German was terrible.

. Yeah. My Japanese wasn’t good at all. And T finally got
there after I graduated and I realized I didn’t know anything.

. Did it take you a while to pick up the language once you
were there?

.. It did take a while, but much easier than when [ was in
class. It was a lot faster.

.. When I went to Italy, after maybe four to six months there,
I was able to have very basic conversations in Italian.
Whereas, after four years of German study, all I could say
was, “I come to school by bus.”

.. Yeah. My kids are definitely going to study abroad.

.. Mine, too.

Dialogue 2
.. You speak English so fluently. I know English just a little
bit and I want to improve it.
.. Thanks. This summer I’ve been to the UK as a student on
the Intensive Course for English Language Development.
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- D’ve also thought about it. Tell me about these courses.

- It’s the Summer Study Programme. You can study for four
or eight weeks and create a programmme of study which
suits your own learning needs.

A.: Who can study there?

B.: All students over 18 years of age with intermediate or
advanced English level.

A.: What are the aims of these courses?

B.: It’s the possibility to improve your English language skills.

15. Make up and act dialogues of your own, using dialogues
1 and 2 as a guide.

Situations.

You meet your friend and talk about:

a) your experience in learning English or other foreign
languages;

b) the English course you are taking now;

c) study abroad opportunities;

d) your plans to go to learn English abroad;

e) study abroad costs.

16. Fill in the missing questions of the dialogue between
Michael, a student who would like to go study abroad, and
Mrs Jane Roberts, the Director of the Study Abroad Centre.
Then practise this dialogue.

Dialogue 3
9

. Travelling to other countries gives a lot — exposure to a
wide variety of cultures, languages, and ways of life. The
Centre has study abroad programmes in more than 40
countries. We offer you — literally — a whole world of
opportunities!

9

- Study abroad is something for everyone! No matter what
major you choose, studying abroad is an option. The staff
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at our Center will work with you to make studying abroad
not just a possibility, but a reality.

# ?

.. At the Center, we will walk you through the whole process,
from choosing a programme, to the logistics of travel, to
re-entry to your home country. We provide as many resources
as possible to make it easy for you to study abroad. We even
have a special camera to take passport photos right here
in the Centre. In fact, lots of students come back and say,
“I didn’t realize it would be that easy!”

?

.. Our students who have studied abroad are the best people to
talk to because they’ve been there and done that! When you
receive your college or university email address as a first-
year student, you can join our Centre Facebook group
called “I Want to Study Abroad.” On the site, you can read
about other students’ experiences, askquestions, view trip
photos, and get practical advice on travelling in other
countries.

2

.: No, studying abroad does not have to be expensive! We try
hard to keep the costs of our programmes in line with the
cost of on-campus study. In fact, many of our study abroad
programmes have no additional costs — we even pay for
your international airfare! Some of our programmes do have
an external programme fee, but that includes everything,
even airfare. There are also some scholarships available for
study abroad.

?

.- We don’t just send our students off to other countries and
let them fend for themselves. Our dean of external
programmes has visited all of our programme sites, so we
know these programmes well. Before you travel, we provide
informational sessions and materials to help you stay as safe
as possible. If for some reason the Centre cancels a
programme for safety reasons, we will pay for any financial
implications.
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9

.+ Things just work differently in other cultures, and learning
to navigate different educational systems can be especially
challenging. In England, for example, you might have one
paper or exam that serves as your grade for the entire course.
But, again, there are on-site directors to help you figure
things out. Learning to understand a different culture can
also be fun and exciting!

9

- Students who return from a term or year abroad seem to be
more mature and focused, and they see the world in a whole
new way. Study abroad really can have an impact on all of
your life. It can help you discover what it is you really
want to do, and might even help shape your career goals.

2

- None of our students have ever returned to their home
countries because they just didn’t like studying abroad. Yes,
you’ll most likely experience some degree of “culture shock”,
but we will help you to prepare for this before you even get
on the plane. But, trust us, you’re going to love it!

17. Use the Internet to find some information about different
study abroad programmes. Choose one and make up a dialogue
of your own to discuss the above problems. Use dialogue 3 as
a guide.

SECTION 4
LISTENING

18. Listen to the text “Why Study Abroad?”. Answer the
questions that follow.

1. What are the reasons to study abroad?
2. Can living away from home help you adjust in transition to
adulthood?
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3. How can the knowledge of a foreign language contribute to
your future career?

4. What skills can study abroad provide you with?

5. Where did Andrew, Christina and Matthew study?

19. Three people are talking about study abroad. Take notes
and compare them with the ones of your groupmates.

Andrew

Christina

Matthew

20. You will hear the numbers given below in the chart. Say
what these numbers refer to.

560 35,000 10,000 000

21. Check your answers with your groupmates and tapescript
6 of the text. Look up the words you do not know in the
dictionary.

22. Retell the text about the people’s experience in study
abroad.

23. Tell your groupmates about your experience in study
abroad.
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SECTION 5 25. Tmagine that you are willing to take an English Language

course at Active Learning School. Fill in the registration
WRITING ot

24. Read and translate the advertisement of Active Learning PERSONAL DETAILS
School in London. First Name

. Family Name
Active Learning School of English in London Address
Country
Active Learning was founded in 1991 and is one of London’s favourite E-mail
learning centres. We are justly proud of our reputation for high Tel. no.
academic standards in an atmosphere that is creative and productive. Faxno. _
Our teaching method focuses on individual achievement and our Date of Blnh
motivated team, teachers and administration, are highly goal oriented Occupation

in terms of student accomplishment. Male/ lfemale
How did you hear about us?

(a friend, British Council, Internet search, advertisement)
Our Courses If other, please specify:

We have a range of courses to suit your needs. If you are coming to
London for just a few weeks you may prefer a very intensive course. ACCOMMODATION
Students who stay with us for a year or more usually want to study Number of weeks
for just a few hours each day. Do you smoke? (Yes/No)

What course is for me? PROGRAMME
Course
We offer: Course Duration

General English: Intensive, Semi-Intensive and Part-Time ?Evr:lngf%a:;hsh

English for Business which can be combined with General English (Beginner, Basic, Lower Intermediate, Intermediate, Upper Intermediate,
Examination Courses: IELTS, Cambridge Examinations, FCE Advanced)

Skills Courses: Writing, Reading, Listening and Speaking

Courses to help you prepare for further and higher education gg}]:gsg lg E{;tg‘s

Summer Courses (Credit Card/Bank Transfer — Fees will be transferred to)
Open year round How much would you like to pay now — deposit or full amount?

Contact us

Tel.: +44 20 8748 6665 Active Learning 26. Use the Internet to find some English language school
Fax: +44 20 8748 6773 (School of English, London) information or contact a university in your area and ask
4a King Strect about a course you are interested in. Fill in a registration

{j"lgd"“ W6 0QA form provided and present it to the class.
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27. If you have decided on the country and programme, it is
time to apply. This will usually involve your writing letters.
Read and translate the letters regarding study abroad.

a) A letter requesting a leaflet of the programme.

Belgorod Shukhov State
Technological University
Department of Architecture
46, Kostyukov street
308012 Belgorod

Russia

12th May, 2011

The Admission Office
University of Bath
Department of Architecture
Bath, BA2 7AY

UK

Dear Sir/Madam

I am currently studying at Belgorod Shukhov State Technological
University, Russia (Department of Architecture). [ would like to apply
for the graduate programme at your university. E

Please send me a description of your graduate programme in
Architecture. I would also like to have all the necessary application

forms and any additional information necessary to arrange my stay.

Thank you in advance for your kind assistance.
Sincerely,

Boris Klimov
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b) A letter requesting a supervisor.

Belgorod Shukhov State
Technological University
Department of Architecture
46, Kostyukov street
308012 Belgorod

Russia

20th June, 2011

University of Bath
Department of Architecture
Bath, BA2 7TAY

UK

Dear Dr. David Craig

I am Boris Klimov. I am from Russia. I have recently graduated from
the Department of Architecture (B.Arch programme) of Belgorod
Shukhov State Technological University (Belgorod, Russia). Soon I
am planning to apply for University of Bath in order to perform
M.Arch research there.

As my intention is to study Landscape Architecture and T am familiar
with some of your books I would like to ask you to become my
future supervisor. You can find my CV in the attachment of this
letter. T hope it will help you to make a decision.

Please let me know your opinion. [ really hope that your answer will
be positive.

I look forward to hearing from you at the earliest opportunity.

Sincerely,

Boris Klimov

Encl.: CV
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c) A letter requesting financial assistance. 29. Study the organisation of this sample academic transcript
issued by University of Bath, UK.

Belgorod Shukhov State - g
Technological University AR UNIVERSITY O
Department of Architecture ' B ATH
46, Kostyukov street
308012 Belgorod :
Russia Student Name: [FIRST NAME] [MIDDLE NAMES] [SURNAME]
Department: Architecture and Civil Engineering
Title: BEng(H ivil Engineeri
22nd August, 2011 Programme Title g(Hons) Civil Engineering
The Admissi . of Instruction: English Registration Number: 012345678
Univeiﬂﬁ?gaﬁm°° Start Date: 02 October 2006  HESA Number: 0000012345678
Department of Architecture Award Name: Bachelor Of Engineering In Civil Engineering
Bath. BA2 7AY Date of Award: 17 June 2009 Degree Class Awarded: First Class
7 Honours
UK

Year 1 Results (2006/7)
: Credits Mark
Dear Sir/Madam Unit Code Unit Title Awarded Attempt (%) Outcome

78

I have recently applied for the M.Arch programme in the Department . AR10003 ~ Building environment 1

of Architecture of University of Bath. I am from Russia and would 4 AR10014  Detailed design |

like to be considered for financial assistance to cover my costs at | AR10040 History & theory of architecture 1.1
your university. Please send complete information about funding AR10059.. Mathematics 1a

openings for students from Russia, Central Europe or the former - AR10079 ~ Structures |

Soviet Union or any other categories for which I may be eligible. AR10244  Design studio 1.1

AR10033 Geology

Thank you for your consideration. I look forward to hearing from <
ou.
y Year 3 Results (2008/9)

=20 = W - UL R B -

Sincerely, : g
Unit Code Unit Title

Regis Klitaoy AR30317  Project C3A

AR30344 Civil engineering hydraulics 2
AR30069 Project C3B

28. Use the Internet to find some information regarding study AR30207  Bridge engineering |

abroad programmes. Choose one and write similar letters. Am,_ ng‘;’osg %ﬂ&%ﬂﬁﬁwmmz
TS SORS5 O cians. AR30315 BEng dissertation 2

Issued by: Ann White, Academic Registrar Date: 4 May 2010

Signature:

5. 3ax. 48
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30. Read the following sample academic transcript translated
from the Russian language.

Moscow Technical University
Morozov street, build.20, Moscow, Russia, Zip code:115409,
Phone : 011(7-495) 333 22 33. Fax : 011 (495) 333 22 66

This is to testify that Boris Ivanovich Klimov studied at Moscow Technical
University from 1 September, 2001 to 30 June, 2006. In the course of the
full-time curriculum at the Department of Physics B.I. Klimov, who was
majoring in Physics of Solid Materials, studied the following courses and
passed the following examinations and tests:

Course Title Grade Final Hours/
Exam Test Semester

Year 1 Term 1

1. Mathematical Analysis excellent 148
2. General Physics excellent 105
3. Laboratory course: Mechanics 60
4. Analytical Geometry and Vector Analysis 30
5. English 60

Year 1 Term 2
Mathematical Analysis
General Physics
Laboratory course: Molecular Physical
Analytical Geometry and Vector Analysis
Differential Equations
>Engiish

ear 5 Term 10

Theoretical Quantum Electronics
Interaction of Radiation with Matter
Theory of Solids

Experimental methods of solid physics
Educational and Research Practice passed
Pre-degree research

The student B.LKlimov, within the frameworkof the field workand internship
in accordance with his major, accomplished the assignments with an excellent
(A) mark. The graduate’s thesis topic: “Adjustable source of radiation for
fiber-optical lines” — excellent (A).

30 June, 2006

A B W A DA P

Dean of the Faculty of Experimental Physics

Unit 6. Studying Abroad 131

31. Write your own academic transcript in English based on
the models above. Present it to the class and discuss it.

32. Read the information about some specific features of
reference letters (letters of recommendation).

The exact structure of a reference letter will differ slightly
depending on the type of reference it is, but this is a good basic
outline:

1. Start using the business letter format: put the recipient’s
name and address, if known, and address them as “Dear [name]”.
If the recipient is currently unknown (this would be likely on an
academic application, for instance), then use “Dear Sir/Madam”
or “To whom it may concern”.

2. It is often helpful to introduce yourself in the first couple of
lines of your letter. The recipient will not need your life history:
just give a brief sentence or two explaining your position and
your relationship to the candidate.

3. Your next paragraph should confirm any facts which you
know the candidate will be supplying along with your letter. For
example, if you are writing a reference letter for an academic
course, you will need to confirm the person’s academic grades.

If you are writing a reference for a job applicant, some or all
of these details may be appropriate:

— the person’s job title, and role within the company;

— the person’s leaving salary when he/she was last employed

by you (or your organisation).

— the dates which the person was employed from and until.

4. In your third paragraph, you should provide your judgement
upon the candidate’s skills and qualities. It is often appropriate to
state that their contributions to your college class were highly valued.
Single out any exceptional qualities that the candidate has — perhaps
their drive and enthusiasm, their attention to detail, or their
ability to lead.

5. Close your letter on a positive note, and if you are willing
to receive further correspondence about the candidate’s application,
make this clear. Include your contact details too.

B*
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6. As with any business letter, you should end appropriately:
“Yours sincerely” when you are writing to a named recipient,
and “Yours faithfully” when you do not know who will be receiving
the letter.

33. Read and translate the following sample reference letters.

A

15th October, 2011

Dear Madam/Sir
(or To Whom It May Concern),

I am writing in support of Edward Miller for a study abroad programme.
I have known Edward since September, 2008. He was a member of a
small Interior Design tutorial that I taught in 2008 — 2009. Edward
was an active and conscientious member of the class. He challenged
the rest of the class to consider issues from new perspectives and
often asked very penetrating and important questions. He chose to
take on difficult topics and handled them well. His assignments were
well-written, well-supported, organized, neat, and timely. It was
evident that Edward really desired to learn more and challenge himself.

Edward also has interest outside of academics. He has been an active
member of the university singing group and the campus tennis club.
Edward’s personality is wonderful. He is outgoing and friendly, but
not dominating. He has an obvious and sincere concern for others.

Edward Miller would be a wonderful student to have at your university.
He has skills that he is eager to share, but he is just as eager to learn.
[ feel very confident that he will be extremely successful in all his
future endeavours. He is a focused and determined young man. [ highly
recommend him for the programme.

Should you require any further details regardingAlice Brown, you
may contact me at 0000-0000. My e-mail is patricia.smith@123.net.

Yours faithfully,
Patricia Smith

Professor of Architecture
University of Leeds

B.

20th November, 2011

Dear Madam/Sir
(or To Whom It May Concern),

I am writing in support of James Green, who is applying for a study
abroad programme. He has been a student in my history classes for
the past two years. During that time, I have found him to be both a
strong student academically and a role model and leader for his
peers.

James is the type of student who always takes the initiative to help
out fellow students who may not quite grasp the material, and he
does so in a way that is neither condescending nor boisterous. Though
he is aware of his own intelligence, as evidenced by his willingness
to challenge himself with honours courses and extra credit work, he
has an air of modesty about him that makes him approachable and
well-liked among his classmates.

In addition to being James’ teacher, I also had the opportunity to
serve as an advisor for the school community service organization
he founded. James single-handedly organized group meetings to
encourage student participation, and contacted local organizations
to coordinate volunteer opportunities. Though I was his go-to person
for advice, I trusted him completely in managing the group on his
own.

James would make an excellent addition to the programme.
I recommend him without hesitation. Should you have any questions,
please feel free to contact me.

Yours faithfully,

Dr. Samuel Higgings
Professor of History
University of London
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29th March, 2011

To Whom [t May Concern:

It gives me immense pleasure to write in recommendation of John
Smith for admission to your graduate programme in Applied
Mathematical Marketing. I have known John for three years, and
have instructed him in four separate courses. I have also served as
John’s academic adviser for the last two years.

John has routinely ranked in the top 10% of his class, and is
consistently one of the top students in each of his individual courses.
He is hardworking, energetic and curious. I have no doubt that he
will succeed in his future academic endeavours.

Last semester, John presented his mathematical model for
determining sales patterns amongst video game magazines. Not only
did this project earn him top honours, the ABC Company took
notice and has now hired John on for asummer internship. This
project was carried out during the course of one semester,
demonstrating John'’s strong work ethic.

I have no doubt that John will make a tremendous impact on the
world at large. I am positive he will make outstanding contributions
to your programme.

Yours faithfully,

Dr. Thomas Cook
Professor

University of Manchester

34. Imagine that you have been asked to write a reference
letter for one of your groupmates applying for a study abroad
programme. Using the above information, write a reference
letter. You have a high opinion of a candidate and confidently
recommend him/her. Supply your own details.

PARTICIPATING
IN A CONFERENCE

SECTION 1
VOCABULARY AND WORD STUDY

1. Read and memorize the active vocabulary to the Text “An
Academic Conference” and translate the given sentences.

1. academic [ .2ks ‘demik] adj n — yHUBepCHUTETCKMIA, aKae-
MUYECKHif; MperoaasaTeb, Mpodeccop Wik Hay4YHbIH COTPYAHUK
(BeIcLIErO) y4eOHOro 3aBeaeHUs

academic conference [ konf(a)rons] — HayuHas KoHpepeHLus

academic curriculum [ka rikjulam] — kypc oOy4yenus, y4eb-
HbIH TIaH

academic year — yueOHbIH ro

academia [.ako 'di:mia] n» — HayuHsle Kpyru, npodeccypa

scholar [ “skola] # — yueHblit (mpeMMyLU. B 001acTH ryMaHu-
TaApHBIX HayK)

scientist [ "saiontist] » — y4eHsblit (mpeumyiu. B obracTu Tex-
HUYECKMX HAYK)

The unique academic environment at this college presents a
challenge to interaction with other students. Academics regularly
take part in conferences and discussions around the world. I received
an email about the opportunity to submit a proposal to be a
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presenter at the Annual Student Academic Conference. The
academic curriculum includes intensive work in chemistry, physics,
and computer science. The academic year begins on September
1st and terminates on June 31st. He has spent his life in academia.
The prominent scholars presented their work at the conference.
A team of scientists from Ohio State University spoke at the
conference.

2. tend v — MMETh TEHACHLMIO, HMETD CKJIOHHOCTb

Big conferences fend to attract a lot of conversation on Twitter
these days:

3. concise [kon sais] adj — KpaTKuid, CKaTblil, COKpALIEHHbIM
Make your answers clear and concise.

4. article [‘a:tik(a)l] n — cTaThsl (B MeYaTHOM M3JaHUH);
nyHKT, naparpad, cTaThi

paper ['peipa] n — cTaThs; Hay4yHbIHA JOKIa

academic paper — Hay4Has CTaTbd, HayuHbiH JOKIAN

Please help to improve this article by adding citations to reliable
sources. You should make certain that your paper will interest
your audience. The types of academic papers presented at
conferences can vary widely.

5. conference proceedings [pro *si:dinz] — marepuaibl ¥ JOK-
naabl KoH(epeHuun; HayuYHbIC TPY/Ibl, 3aMMCKU

Conference proceedings are published to inform a wider audience
of the material presented at the conference.

6. keynote speaker [ki:naut] — OCHOBHOM AOKJIALIHK

We are very pleased to introduce our keynote speaker Dr.
Smith.

7. last [last] v — MPOAOLKATHCSH, AMUTHCA

The conference lasts for three days.
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8. panel discussion [ 'pznl dis“kaf(a)n] — obcyxaeHue Kako-
ro-nn6o BOMpoca rpyioi CreLHatucToB
workshop [ 'wa:k[op] n — cemuHap; cexuus

All the speakers participated in a lively panel discussion. The
local council runs a financial management workshop.

9. abstract [ abstrokt] n — aHHOTALWMsI, KPATKOE UINOKCHUE,
KpaTKuil 0630p; Te3UC; PE3IOME, KOHCIIEKT

(Syn.) synopsis [si nopsis]

précis [ “preisi:]

summary [ "sam(a)ri]

There is a section at the end of the journal which includes
abstracts of recent articles.

10. display [di’splei] v — moKa3bBaTh, JIeMOHCTPUPOBATh,
BBICTABIATH

The text will be displayed on the screen.
11. learned society [ ‘la:nid sa'saioti] — Hay4yHOE 001LIECTBO

One of the main projects of the learned society includes the
organization of annual conferences.

12. call for papers/abstracts — MpUIIALICHKUE (K y4acTHIO B
KoH(epEeHLIMK) U MyOIMKaumMn crarei (moxnanos),/Te3UCOB

The Computer Society has announced a Call for Papers for its
4th National Conference.

13. deadline ['dedlain] n — xpaittuii (KOHE4HbI) CPOK

deadline for papers — KpaiHuii CPOK MPEAOCTABICHHA crarei
(10KJIAN0B)

keep (meet) a deadline — npeaOCTaBIATD (yki1aabiBaThCs) B
YCTAaHOBJIEHHBIE CPOKH

The deadline for the final round in the Call for Papers for this
conference has now passed. We are not able fo meet deadlines
mostly because we don’t follow a definite schedule.
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14, ascertain [,aeso’tein] v — ycraHaBaMBaTh, BBISICHATD,
YIOCTOBEPATLCH, YOeXKIaThCs

The information can be ascertained by anyone with a computer.

15. outline [autlain] v — HameTuTh B 001IMX YepTax, 0OpH-
COBaTh, CAENAaTh HAGPOCOK

The book outlines the major events of the country’s history.

16. statement of the problem — nocraHoBKa 3anauu/mpob-
JIEMBI

In your paper, the statement of the problem is the first part of
the paper to be read.

17. findings [ 'faindinz] » — monyyeHHble JaHHBIE
findings of the conference — BbIBO/bI KOH(pEPEHUNUH

It is a professional obligation of reputable institutes to publish
their research findings. Those who were not able to attend can still
catch up on the findings of the conference online.

18. conclude [kan klu:d] v — BbIBOZMTE 3aKiII04EHME, JEaTh
BBIBO/I, 3aKJNH04Y4Th, 3aKOHYHTh
conclusion [kon ‘klu:zn] » — 3akiioueHue, 3aBeplIeHHE

Many studies have concluded that smoking is dangerous. The
conference concluded at noon. In conclusion, 1 would like to thank
our guest speaker. The case was finally brought to conclusion last
week.

19. range ['reind3] n v — psig, cepus, AMana’oH, MHTEp-
BaJI, TIpeiest; Konebarbes (HaxXonMThes) B Mpeaesax, MpocTHpaThes

There is a wide range of opinions on this issue. Prices range
between £20 and £100.

20. due to ['dju:tu:] prep — Gnaromapsi, BCIEOCTBUE

His success is entirely due fo hard work.
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2. Match the pairs of synonyms from A and B and translate
them.

A B

. result last

. scholarly . article

. brief . conclude
. continue . due to

. scientist academic
. paper curriculum
. because of . abstract

. syllabus . scholar

. summary tend

. have a tendency concise

O N0 A LN -
bl ol B B4 B P B )

—_—

3. Match the verb on the left with a suitable item on the
right. Use each item once only.

. a deadline for papers
. to a conclusion

1. run a

2. participate b

3. keep c. a keynote speaker
4. announce d. from $10 to $30

5. introduce e. in a panel discussion
6. publish f. on the screen

7. range g. a call for papers

8. come h. one’s life in academia
9. display i. conference proceedings
1

0. spend j. a workshop

4. Make the following sentences complete by translating the
words and phrases in brackets.

1. Our university hosted an (HayuHas koHdepeHius) language
and culture studies last week. 2. Write your (aHHOTauus) after
the rest of the (crates) is completed. 3. A whole range of different
topics and research (nonyyenHsie ganHsie) will be presented and
discussed at the conference. 4. Some schools in the UK and USA
divide the (y4ebublii ron) into three roughly equal-length terms
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(called “trimesters” or “quarters” in the USA), roughly coinciding
with autumn, winter, and spring. 5. (Crarsu) accepted for the
conference were published in the (MaTepuazbl U JOKIAABI KoHde-
pentan). 6. This (HayuHoe obuiecteo) offers its membership to
those who have an interest in civil engineering. 7. The (BbiBO-
nbl KoHdepenunu) were presented at the General Assembly.
8. He found the business world vey different from (Hay4HbI€ KpY-
ri). 9. One of the most important components of (Hay4Has cTa-
Tb4) is (mocraHoBka nmpo6aemsi). 10. The conference committee
decided to postpone the (kpaitHuii cpok) for submitting (Te3uncel)
by one month.

5. Insert the correct word from the Active Vocabulary.

1. The conference will for three days. 2. Compose
your notes in a and legible fashion. 3. An
should be a maximum of 700 words and must be submitted online
via the conference website. 4. Over the years dozens of students
have presented their research at conferences and
professional meetings nationwide. 5. Dr. Brown participated as
a in the conference. 6. The Committee is pleased to
announce the for the conference, which will be held
in March, 2012. 7. We work with you to your needs
and objectives for your conference. 8. My evening classes were
cancelled heavy snow. 9. This International Conference
will provide the opportunity for a wide of partici pants
to meet and discuss some issues of architecture. 10. At the interview
they will what I will be doing.

6. Define parts of speech. Translate the words of the same
root.

1. academy — academia — academic — academician —
academically;
2. scholar — scholarship — scholarly;
3. science — scientific — unscientific — scientifically —
scientist;
. concise — conciseness — concisely — concision;
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. sum — summary — summation — summarily — summarize;
. problem — problematic — problematical — problematically;
. find — finder — finding(s);

. Society — societal;

. conclude — conclusion — conclusive;

. discuss — discussion.

SECTION 2
READING AND DISCUSSION

7. Before you read the text “An Academic Conference”, discuss
these questions with your groupmates or teacher.

a) Do you know what an academic conference is?

b) What types of academic conferences do you know?
c) What are presenters usually asked to do?

d) What is a call for papers?

¢) What does an academic abstract outline?

8. Read the text to find out if you are right or wrong. Use the
introductory phrases given in Unit 1.

Text
AN ACADEMIC CONFERENCE

An academic conference or symposium is a conference for
researchers (not always academics) to present and discuss their
work. Together with academic or scientific journals, conferences

provide an important channel for exchange
 of information among researchers.
Conferences are usually composed of
various presentations. They tend to be
short and concise, with a time span of
about 10 to 30 minutes; presentations are
: #\ — usually followed by a discussion. The
A man participating ~ work may be bundled in written form as
in a web conference  academic papers and published as the
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conference proceedings. A conference will include a keynote
speaker (often, scholars of some standing, but sometimes
individuals from outside academia). The keynote lecture is
longer, lasting sometimes up to an hour and a half, particularly
if there are several keynote speakers on a panel. In addition to
presentations, conferences also feature panel discussions, round
tables on various issues and workshops.

Prospective presenters are usually asked to submit a short abstract
of their presentation, which will be reviewed before the presentation
is accepted for the meeting. In some disciplines, such as English
and other languages, it is common for presenters to read from a
prepared script. In other disciplines such as the sciences,
presenters usually base their talk around a visual presentation that
displays key figures and research results.

At some conferences, social or entertainment activities such as
tours and receptions can be part of the programme. Business
meetings for learned societies or interest groups can also be part
of the conference activities. The larger the conference, the more
likely it is that academic publishing houses may set up displays.
Large conferences also may have a career and job search and
interview activities.

Academic conferences fall into three categories:

a) the themed conference, small conferences organised around
a particular topic;

b) the general conference, a conference with sessions on a
wide variety of topics, often organised by regional, national, or
international learned societies, and held annually or on some other
regular basis;

¢) the professional conference, large conferences not limited
to academics but with academically related issues.

Conferences are usually organised either by a scientific society
or by a group of researchers with a common interest.

The conference is announced by way of a Call for Papers or a
Call for Abstracts, which lists the topics of the meeting and tells
prospective presenters how to submit their abstracts or papers.
Increasingly, submissions take place online. A call for papers
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(CFP) is sent to interested parties, describing the broad theme,
the occasion for the CFP, formalities such as what kind of abstract
(summary) has to be submitted to whom and a deadline. A CFP
is usually distributed using a mailing list or on specialized online
services. Papers are usually submitted using an online abstract or
paper management service.

Abstract management is the process of accepting and preparing
abstracts for presentation at an academic conference. The terms
priicis or synopsis are used in some publications to refer to the
same thing that other publications might call an abstract. An
abstract is a brief summary of a research article, thesis, review,
conference proceeding or any in-depth analysis of a particular
subject or discipline, and is often used to help the reader quickly
ascertain the purpose of the paper. When used, an abstract always
appears at the beginning of a manuscript, acting as the point-of-
entry for any given academic paper.

An academic abstract typically outlines four elements germane
to the completed work:

a) the research focus (statement of the problem(s)/research
issue(s) addressed);

b) the research methods used (experimental research, case
studies, questionnaires, etc.);

¢) the results/findings of the research;

d) the main conclusions and recommendations.

The abstract length varies by a discipline and publisher
requirements. The typical length ranges from 100 to 500 words,
but very rarely more than a page and occasionally just a few words.

During the late 2000s, due to the influence of the Internet,
many scientific publications started including graphical abstracts
alongside the text abstracts. The graphic is supposed to indicate the
type, scope, and technical coverage of the article at a glance.

9. Find in the text the paragraph about preparing academic
abstracts. Read aloud this paragraph and translate it into
Russian.
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10. Complete the sentences choosing the best variant
corresponding to the contents of the text.

1) It is common for presenters ...
a) to review a presentation script.
b) to read from an abstract.
¢) to read from a prepared text.
2) A general conference is organised around ...
a) a limited number of topics.
b) different topics.
¢) a particular topic.
3) An academic conference is usually announced by ...
a) an advertisement.
b) a paper management service.
c) a call of papers.
4) An academic synopsis outlines ...
a) the purpose of the article.
b) research details.
c) some presentation techniques.
5) The standard length of a synopsis can be ...
a) more than two pages.
b) less than 100 words.
c) a few pages.

11. Find in the text the information about the organization
of academic conferences and describe it:

~a) presentations;
b) a keynote lecture;
¢) the submission of abstracts;
d) social and entertainment activities at conferences;
¢) types of academic conferences;
f) a call for papers;
g) abstract management.

12. Comment on the picture given in the text.

13. Underline or mark the main ideas of the text and retell it
in English.
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SECTION 3
SPEAKING

14. Practise the following dialogue.

Dialogue 1

: Excuse me, Dr Smith, do you have a moment?

: Of course, what can I do for you, Robert?

: I want to change the topic of my paper. You know I was
writing about Apollo 11, but now I want to write about
something else.

B.: ’m surprised. On Monday, you showed me all the pictures

of the moon landing you’d found on the Internet.

A.: Well, yesterday my friend introduced me to her uncle, who
was an astronaut at NASA up until a year ago. I'd like to
write about him if that’s okay.

B.: Yes, that sounds like it’ll be a fascinating paper. Make
sure you include some historical facts, though; this
gentleman’s job must have been very interesting, but don’t
forget the historical context or background.

A.: T’'ve got some books about the American space programme.

B.: That sounds like a good start. You could talk a little about
the European and Russian space programmes, too.

A.: T'll do that. I'll see you next week, Dr. Smith. Thank you!

B.: Bye, Robert. I look forward to reading your paper.

ol

15. Using dialogue 1 as a guide, make up dialogues of your
own.

Situations. You meet your lecturer and talk about:
a) choosing a topic of your paper;

b) researching your paper;

¢) submitting your paper.

16. Practise the following dialogue.
Dialogue 2

A.: I'm going to Seattle on Monday. There is a conference
there. It’s called WebVisions.
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- What is the schedule like? ;
. As soon as | arrive, the keynote speech begins.

presentations and an hour for discussions.

: Are you making any presentations?

- No, I’m just attending this conference.

- Is Sam Wilson presenting?

- No, but he’s giving a workshop on Wednesday.

- When are you coming back?

- I'm flying back on Thursday morning. :

- Remember you are meeting with Trevor on Friday morning
at nine o’clock sharp!

- Oh, thanks! 1 forgot about that.

- Have a good trip!

A wEhwAwmE® A

17. Using dialogue 2 as a guide, make up dialogues of your
own.

Situations. You meet your groupmate/colleague and talk about:

a) the schedule of the conference you are going to attend;

b) your paper to be presented at the conference;

c) speakers/presenters at the conference to be held at your
university.

18. Read the information about online conferences.

Traditional conferences mean participants have to tra}vel and
stay in a particular place. This takes time and is expensive. But
an online conference uses the Internet as a conference venue.
This means that participants can access the conference from
anywhere in the world and can do this at any time, using. standard
browser software. Participants will be able to log on as little or as
much as they wish — before, after or during office hours. They
are given a password to access the various conference fmd seminar
groups as well as closed discussion groups. Anyone with access 10
the Internet can participate.
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19. Fill in the missing remarks of the dialogue “Online
Conference”. Follow the instructions given in brackets.

Dialogue 3

Operator. Good morning. Welcome to the Online
(give the name of the conference you are interested in). At this
time, all participants are in listen-only mode, but the floor will
be open for your questions followingthe introductory remarks.
[’d now like to turn the conference over to Ms. Anne Fielding,
Director of (or choose any senior post you like).
Please go ahead, madam.

Anne Fielding. Good morning. Thanks for joining us. James
Brown, and George Mason (indicate
their posts) representing (indicate the name of a
company) are speaking today. Please note that the information
you’ll hear during our discussion today may consist of
(indicate the problems to be reported).To view the supporting slides
while listening, log on to (indicate website
address). With that, I’ll turn the call over to James Brown.

James Brown: Thank you, Ms. Anne Fielding. It’s good to be
on this call to report (give the details of
his report).

George Mason: In closing, we believe these outstanding results
reflect ;

Anne Fielding: With that, I'd like to open the call to questions.
Please limit yourselves to one question only.

Operator. Our first question will come from the line of Susan
Brooks with (give the name of a company).

Susan Brooks: ? (put a question)

James Brown: (give an answer to it).

Operator. The next question comes from Michael Newman with
(give the name of a company).

Michael Newman: 7

George Mason: >

Operator. Next question from Thomas Corbin with
(give the name of a company).

Thomas Corbin: ?
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James Brown:

<L

(continue a question-and-answer session)

Anne Fielding: Time for just one final question.

Operator: And that will come from Daniel Curler with (give the
name of a company).

Daniel Curler. I’d like to ask you, James, about

James Brown: J

Anne Fielding. Thanks very much, Daniel and thanks to everyone.
A replay of today’s conference will be available as a webcast on

(indicate website address) and via telephone. The

number for the telephone replay is 979-424-322 andthe passcode is
6348994. Replays will be available at 5.00 p.m. today.

Operator: Ladies and gentlemen, this concludes today’s
presentation. We thankeveryone for your participationand have
a wonderful day.

20. Practise the above dialogue.

SECTION 4
LISTENING

21. Listen to the text “A Scholarly Paper”. Answer the
questions that follow.

. 'What is an academic paper?

. What does a paper usually contain?

. What is the process of accepting a paper for publication?

. Why is the publication of papers sometimes delayed?

. Why do researchers sometimes have to archive copies of their
papers?

22. As you listen to the text, say which of these statements
are true and which are false.

1. Papers are usually published in academic journals.
2. A paper does not necessarily undergo reviewing or resub-
mitting.
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. Journals are only published in electronic form now.
. Journals are not available in electronic form to libraries or
subscribers.

. Paper versions of articles can be made available to non-
subscribers.

23. Check your answers with your groupmates and tapescript
7 of the text. Look up the words you do not know in the
dictionary.

24. Retell the text about the process for publication of an
article.

25. Tell your groupmates about your experience in publication
of an academic paper.

SECTION 5
WRITING

26. Fill in the registration form to take part in the conference.

Registration Form — Conference
Deadline of registration: 20 June 2011

Research Student Conference on
“Architecture in Modern Life”

Tuesday 20 October 2011 | University of Liverpool
1. Delegate information

(Please note that the name you give here will be printed on your badge and
the list of delegates)

Surname: Title:
First name:

Country of Origin:

University:
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Department/Faculty/School i

Address for correspondence (including country, city/town and
post code):

Tel. no.:

E-mail:

Please specify which parallel Notg:

presentation session/s (up to | Session I: Land:scape

two) you would like to attend Architecture.
(1./2./3) Session 2: Vernacular

‘ architecture.
Session 3: Interior Design.

Please specify dietary requirements for lunch (including if
chetarian/non-vegctar—ian}other):

Would you like to join the dinner reception* after the Conference
(Yes/No)? _
(*Cost not included in registration fee)

2. Payment ) . :
Pleasgn;pecify the payment methods for registration (cheque/credit/

debit card).

27. Use the Internet to find some information about con_l'erences
you are interested in. Fill in a registration form provided and
present it to the class.

28. Read the information about some specific features of writing
an abstract for a research paper.

The key elements to be included in the abstract. '

e Background: A simple opening sentence or two placing the
work in context.

e Aims: One or two sentences giving the purpose of the work.
Method(s): One or two sentences explaining what was (or
will) be done. ' : .

e Results: One or two sentences indicating the main findings
(or what you hope to accomplish with the pmjec_t).

e Conclusions: One sentence giving the most important
consequence of the work — What do the results mean? How

will they be used?
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Words of advice:

1. For the first draft, don’t worry about length. Just try to
cover all the important components that are required in the abstract.
Use all the information that you highlighted and identified as you
read through the article.

2. Take a word count before you begin to edit.

3. Begin editing by deleting words, phrases and sentences that
are less important or provide more explanation than necessary.

4. Look for places where sentences can be combined to omit
extra words or condense ideas.

5. Delete unnecessary background information.

6. Do not use jargon, abbreviations, direct quotes or citations.
7. Avoid writing in the first person (/). Rather than saying,
“In this essay I discuss...”, try a more formal approach by starting
your abstract with as opening similar to:
¢ This paper discusses the effects of ...
This paper reports on ...
Specifically, this paper investigates ...
This article examines how ...
The present paper attempts to answer the question ...
. Write to the required word count. Abstracts are typically
150 to 250 words.

If a 200 word abstract is required, get as close to the required
number of words as possible.

CoO @ @& o @

29. Read some examples of abstracts.
a)
Qualifying Urban Landscapes
Thomas Juel Clemmensen, Tom Nielsen
University of Oregon
School of Architecture
Abstract

The article presents an attempt to develop alternatives to the
dominant planning and design principles used in building and
rebuilding the contemporary urban landscape. The basic idea is
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that the “forces of modernisation’ driving current development might
result in a broader and more interesting palette of places and spaces
if supplementary principles of design and organisation could be
developed. The idea of formulating a normatively oriented theory
for practice is based on an ‘almost all right’ approach but moves
beyond the purely ‘non-judgmental’ attitude to contribute at a
generic level to the task of constructing and improving things. With
this goal, a set of objectives based in important insights from recent
urban theory are formulated constituting the normative spine of the
analysis of a number of found situations as basis for formulating
eight generic concepts of qualification for contemporary urban
landscape design practice.

b) -
Attributes and Amenities of Highway Systems
Important to Tourists

William C. Gartner, Daniel L. Erkkila
University of Minnesota
School of Road Construction

Abstract

Eleven road segments in Minnesota were examined in a user
survey that addressed road travelers’ preferences for physical
characteristics, aesthetics, and amenities of that segment. The
user sufvey was based on earlier focus group work. Results
indicated that road travellers were able to differentiate between
physical and socially derived attributes and amenities associated
with a particular roadway. Roads do have character, and users
are able to identify and evaluate characteristics specific to each road
segment. Many roadway features related to maintaining scenic and
environmental qualities were highly valued. Users are not supportive
of additional business development along some roadways and prefer
instead that activity be clustered in communities located on the

road segment. Results also indicated that even though a particular

roadway may not have had official scenic designation, user
evaluations were similar to those with such designation or even
more focused on scenic qualities.
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Does North American Labour Demand
Adjustment Differ from That in Britain?

Richard Fry
Michigan University
School of Economics

Abstract

This paper examines the degree of employment and hours per
worker adjustment among comparable British, Canadian, and
U.S. manufacturing industries. The standard adjustment cost r!nodel
of dynamic labour demand, assuming firm expectations of the
‘forcfmg variables, serves as the empirical framework. The results
indicate that the estimated speeds of employment adjustment and
average hours worked adjustment among British manufacturing
!ndustr'les resemble those of North American manufacturing
mdust_ncs. In addition to the analysis of comparative adjustment
behavior, empirical results are also presented regarding the effect
of the real wage rate on short-run labour demand.

30. Following the above instructions, practise writing abstracts
of the text given in Unit 7 or some other texts of the course
book. Present the summary essays to the class and discuss them.

The purpose of a summary essay is to convey to others an
understanding of a text you have read. Thus for your readers
your summary essay functions as a substitute for the text that ym;
are s_ummarizing. An important feature of the summary essay is its
fidelity to the text;you must represent your source accurately and
comprehensively, with as little of your own interpretation as possible.

31. Read the information about some specific features of writing
a summary essay of a text.

A summary essay should be organized so that others can
unders_tand the text or evaluate your comprehension of it. The
following format works well:

f._ The introduction (usually one paragraph) provides:

(i) the title of the text;
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(i) the name of the author of the text;

(iii) the title of the journal/book in which the text was published;

(iv) the place and year of publication;

(v) a one-sentence thesis statement expressing the main idea
of the source.

The introduction should not offer your own opinions or
evaluation of the text you are summarizing.

2. The body of a summary essay (one or more paragraphs).

This paraphrases and condenses the original piece.In your
summary essay, be sure that you:

(i) include important data but omit minor points;

(ii) include one or more of the author’s examples or illustrations
(these will bring your summary to life);

(iii) do not include your own ideas, illustrations, metaphors,
or interpretations:you are simply repeating what the sourcetext says,
in fewer words and in your own words. But the fact that you are
using your own words does not mean that you are including your
own ideas or points of view.

3. The conclusion gives:

(i) a one-sentence summary of the entire text;

(ii) your opinion of the text.

32. Read and learn the following linking words and phrases
that are useful for writing a summary essay.
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The purpose of the text is
to give the reader some
information (data) on...
The problem of the text is of
great importance...

Body

4. The contents of the
text.

Some facts, data, figures.
The author starts by saying
that...

It is clear from the text that...
The author writes (states,
stresses, thinks, points out)
that...

The text describes...
According to the text...

The text further says that...
Further the author reports
(says) that...

One of the main problems to
be singles out is...

Great importance is also
attached to...

It should be noted that...

It must be mentioned that...
Judging from the author’s
point of view...

Among the other problems
the text raises the problem of...

THE STRUCTURE LINKING WORDS
OF A SUMMARY ESSAY AND PHRASES

Introdution | 1. The title of the journal / | The text is headlined...
the book. The text is titled...
The headline of the text is...

2. The author of the text, | The author of the text is...
when and where the text | The text is written by...
was published. It is (was) published in...

3. The main idea of the | The text deals with (the
text. problem of)

The main idea of the text is...
The extract from the book is
about...

The text is concerned with...

Conclution

5. A summarising state-
ment.

In conclusion...

The author comes to the
conclusion that...

To sum it up...

In summary...

Summing the text up...

On the whole...

Having analysed the informa-
tion it is possible to say...

6. Your opinion of the
text.

I found the text interesting
(important, dull, of no value,
too hard to understand ...)

The article is devoted to...

33. Following the above instructions, practise writing summary
essays of the text given in Unit 7 or some other texts of the
course book. Remember to use the linking words and phrases.
Present the summary essays to the class and discuss them.




SECTION 1
VOCABULARY AND WORD STUDY

1. Read and memorize the active vocabulary to the Text
“Making a Presentation” and translate the given sentences.

1. term [ta:m] n — CPOK, NEPHOA, TPOAOIDKMTENBHOCTD; CE-

mecTp; TepMuH; (pl) yenosus
in terms of — C TOUKM 3peHMs, B CMbICIC, B OTHOLLIEHUH

i itain, the spring
The term of the contract is 10 months. In Britain, t :
term starts in January and ends just before Easter. “I had the fcch’nﬁ

that I had been there before.” — “The term for that is "déja vu’.
We couldn’t agree on those terms. In terms of money, I was better

off in my last job.

2. persuade [pa'sweid] v — ybexnaTh

He is trying fo persuade local businesses 10 invest in the project.

3. goodwill [.gud’wil] n — 106poXenarebHOCTh, Pacoio-
xeHue; nobpas BOJs

That was a chance to create goodwill within your company.
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4. warm up [‘'wo:m’ap] v — roroBuTh(Csi) 4TO-I. (K BBIC-
TYIUIEHUIO, COPEBHOBAHMIO, COCTH3aHUIO U T.I1.)

Just prior to the presentation, warm up: walk, run, jump, or
skip — do something that gets your whole body moving.

5. aim [‘eim] n — uenn, HamepeHue, 3ajaya
(Syn.) goal [goul] / objective [ab dzektiv]

Your aim is to make all of your audience listen to, understand
and enjoy everything you say for the whole of your presentation.
One of the most common mistakes people make when they plan a
presentation is to assume that their goal is to teach their audiences
something.

6. jot down [d3ot] v — kpaTko 3amucath

During the presentation jor down the main ideas and topics to
discuss later.

7. arrange [2'reind3] v — npuBoAMTE B MOpPSAOK, pacrona-
raTh B OMPEACACHHOM MOPSIKE, CUCTEMAaTH3UPOBATh; JI0rOBapH-
BATHCH, MMPUXOAUTH K COTMAIUEHHUIO; YPETYIUPOBATh

I tried to arrange my points in logical order. He arranged to
meet him later.

8. solve [solv] v — peats, paspeiuats (npobiemy)
solution [sa 'lu:f(2)n] n — peiienue, paspeinenue (mpodiaeMer)
suggest solutions [sa "dzest] — npemrarath pelueHMs

He failed to solve that problem. There is no easy solution to this
problem. They suggest some solutions for specific problem areas
in business presentations.

9. sequential [sa "kwen[(a)l] adj — mocnenoBarenbHBII; SBIS-
IOLLMICS TPONO/DKEHHEM
in a sequential order — waywmit Mo nopsaky

The buying process is a series of sequential steps. You should
give your oral presentation in a logical and sequential order.
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10. reverse [ri’va:s] adj — MPOTHBOTIONOXHbIH, HANPABICH-

Hb1ii B o6patHyio cTopoHY (0 ABIKEHMH)
in a reverse order — B ©OpaTHOM MOPSIKE

This strategy clearly had tk}e
figures in a reverse chronological order.

11. aid [‘eid] n — MOMOIlb, CONCHCTBHE, MONIEPXKKA

aids n — BcriomoraTeJbHbIe CPEICTBa, focodus
ual] — HaIAAHBIE nocobus

reverse effect. We reviewed all the

visual aids [ "vi3
piled with the aid of experts. He has to find
out presentation aids. Visual aids
hange from one activity to

The report was com
out what he needs to know abo
involve your audience and require a ¢
another.

12. table [‘teibl] 7 -—Cbraﬁnnﬁzrpm”a
raph [gref] n — rpadukK, I
ﬁarpgriﬁh E rucTorpamMma (auarpamma B BUAC cToN61LOB)
line graph — auarpaMma B BIIC JOMAHOMN JIMHUKI
chart [tfa:t] n — AMarpaMma, cxema, tabnuua, miaH, rpadpux
ie chart [pai] — ceKTOPHAaA JuarpaMma o
;low chart[?'f}au] — rpaduK [OC/EN0BATENbHOCTH ONEPALIMH;

: BoK-cxeMa
TexHomoruyecKas KapTa, o :
organization(al) chart [ .2:gonai zeif(s)nal] — cxema opratu

3aIMOHHOM CTPYKTYPH!

He arranged the figures in @ table. She drew a gfaph for e;cth
month of the project. Bar graphs are gopd for ShOWIT{'l-%’ how 1 Sa
change over time. The data were shown in K forin, Ol il S
The chart shows how our sales figures have tmproved, 1P TR
were given a pie chart showing sales in their various sectors.

[ can’t finish it by the date on your ﬂm_v ci?arr. He designed an
organizational chart illustrating the organizational structure of the
company.
13. overhead projector [.auvahed pra’dsekto] — AManpoekTop
easel [ i:z(a)l] # — MOACTABKA; CTEHI, BHICTABOYHBIA CTEH

handout [“haendaut] — pa3aToOYHbII MaTEpUAll
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Presentations using overhead projectors are useful for small
groups. Easels are prefect for classrooms, offices and conferences.

The handouts had all the major points of his speech outlined on
them.

14. content [ kontent] n — (oCHOBHOE) comepXaHHe, CYTh
This is the content of your presentation.

15. glance [gla:ns] n v — GBICTpBI B3I, MEIBKOM B3IJIsi-
HYTb, OPOCHThH B3[JIsA1, OBICTPO MOCMOTPETh
give a glance (at) — B3rgHYTHL (HA)

She took a glance at her watch. He glanced at his notes
occasionally. She gave a quick glance at the newspaper.

16. stay on track [trek] — cneauTts 3a (XOmOM, pasBUTHEM
4ero-j., HarmpHMep, MbICIEH)

During the presentation you can use note cards fo stay on track.

17. confidence [ ‘konfidans] » — yBepeHHOCTB; OBEPUE; KOH-
(hpuaeHuHaNbHOE COOBLIEHHE

Lack of confidence can affect thinking, feelings, and behaviour.

18. valuable ['valjuab(a)l] adi — uenHbll, 1OPOTOCTOALIMIA;
LIEHHBIN, IONE3HBIN
invaluable [in’valjuab(a)l] adj — HeoleHUMBII, GeCLEHHbIH

These antiques are extremely valuable. We are confident you
will find this special online marketing presentation valuable. The
new job will provide you with invaluable experience.

19. technique [tek 'ni:k] » — meTon, Meroauka, crnocob, npuem

These are some technigues to make you an effective presenter.
20. with respect to [ri ‘spekt] — uro Kacaercs

I am writing with respect to your letter of 22 May.
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2. Match the pairs of antonyms from A and B and translate
them.

A B
1. worthless a. aid
2. disorganize b. confidence
3. discourage c. glance
4. distrust d. arrange
5. disorder ©. reverse
6. hindrance f. persuade
7. forward g. order
8. scrutinize h. valuable

3. Match the noun(s) on the left with a suitable item on the
right. Use each item once only.

a. shows the exam results.
b. can be applied.

1. The solutions
2. The handouts
3. A presentation easel
4. Goodwill d. was in whiten form.
5. An overhead projector €. often glanced at his notes.

6. The table f. were printed for my
presentation. :
7. The aim g. displays images to an audience.

8. The content h. was built with my colleagues.

9. Presentation techniques 1. were suggested to do it better.

10. The speaker j. holds a chart.

4. Replace the underlined words with the words below.

a) call back b) put through ¢) prompt d) hang on eg engaged
P skill g) look up h) acceptable i) lift the receiver j) observe

1. You should explain why the information to be given ir} your
presentation is significant to the audience. 2 T(_) practise in
preparation for presentations is essential, both to improve your
skills and to make the best of each individual preser}tatlon you
make. 3. A teacher delivers a lecture on different points on any

c. is to make a good presentation. .

Unit 8. Presentations 161

topic in a serial order and asks several questions. 4. One of the
conditions of the contract calls for high-quality steel in the
construction. 5. I have had a letter concerning my tax payments.
6. Each presentation type requires some specific organization
methods to assure a presentation is understood and remembered
by the audience. 7. By firstly identifying the objective of your
presentation, you will be better able to ensure that what you say is
focused, clear, concise and purposeful. 8. In your presentation,
show the need tosettle the problem and illustrate it with an example
that is general or commonplace. 9. You can direct the audience
to make note of the key messages as you deliver your presentation.
10. Your presentation should follow a clear structure — with a
strong opening, main body and ending — as this will help you to
keep focused.

5. Read and translate the following groups of sentences paying
attention to the words in italics which can function as a noun
and a verb, or a verb and an adjective, or a noun and an
adjective, with the same form. They can have similar or different
meanings. Look up your dictionary if necessary.

1. a. His objective is to get a university education.
b. It is very difficult to give objective criticism.
c. He tried to focus the objective of the camera for Infinity.
2. a. He ferms this kind of painting “abstract”.
b. I want to leave this job on my own ferms.
c. PowerPoint is advantageous in ferms of presentations.
3. a. The journal charts current trends in economics.
b. This song entered the charts at number 5.
. These charts show the number of cars sold each month.
. In this respect their ideas are different.
. I respect you for what you did.
With respect to your request, we can’t help you.
He will be content to receive a letter from her.
. Oranges have a high vitamin C content.
The content of his speech is new.

o

o
cos oo

6. 3ak. 48
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SECTION 2
READING AND DISCUSSION

6.. Before you read the text “Making a Presentation”, discuss
these questions with your groupmates or teacher.

a) Have you ever made any presentations?

b) What types of presentations do you know?

¢) What is the purpose of giving oral presentations?

d) Do you know how to structure a presentation?

e) Are visual aids useful for making presentations?

f) Is practice an important part of preparation for a presen-
tation?

7. Read the text to find out if you are right or wrong. Use the
introductory phrases given in Unit 1.

Text
MAKING A PRESENTATION

A presentation is the practice of showing and explaining the
content of a topic to an audience or learner. Presentations come
in nearly as many forms as there are life situations. In the business
world, there are sales presentations, informational and motivational
presentations, interviews, status reports, image-building, and of
course, training sessions. i

Although individuals most often think of presentations in a
business meeting context, there are countless occasions when that
is not the case. For example, a school district superintendent
presents a programme to parents about the introduction of foreign-
language instruction in elementary schools; an artist demonstrates
decorative painting techniques to a group of interior designers;
a police officer addresses a neighborhood association about
initiating a safety programme. Students are often asked to make
oral presentations. These can be delivered to other students in a
seminar or tutorial. You might have been asked to research
a subject and use a presentation as a means of introducing it to
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other students for discussion, or you
might be asked to outline a project in
which you have been involved. When
looking at presentations in the broadest
terms, it is more important to focus on
their purpose. There are three basic
purposes of giving oral presentations: to
inform, to persuade, and to build
goodwill.

A good presentation starts out with introductions and may include
an icebreaker such as a story, an interesting statement or a fact,
or an activity to get the group warmed up. The introduction also
needs an objective, that is, the purpose or goal of the presentation.
This not only tells you what you will talk about, but it also informs
the audience of the purpose of the presentation.

Next, the body of the presentation comes. Do not write it out
word for word. All you want is an outline. By jotting down the
main points on a set of index cards, you not only have your outline,
but also a memory jogger for the actual presentation. There are
several options for structuring the presentation.

1) Timeline: arrangement in a sequential order.

2) Climax: the main points are delivered in order of increasing
importance.

3) Problem/Solution: a problem is presented, a solution is
suggested, and benefits are then given.

4) Classification: the important items are the major points.

5) Simple to complex: ideas are listed from the simplest to the
most complex; it can also be done in a reverse order.

Audiences believe that presenters who use visual aids are more
professional and credible than presenters who merely speak. Visual
aids help presenters to emphasize the key points your audience
will understand and remember. The following visual aids should
be selected with respect to the needs of your audience and specific
portions of your presentation: tables, bar/line graphs, diagrams,
pie/flow/organizational charts. The presentation vehicles are based
upon the audience’s seating arrangement: overhead projectors, easels,
handouts, slides, models, and computer screens. A presentation

Giving a presentation

61




164 AHAULICKUD si3bIK grisi genosoro obueHus

program Microsoft PowerPoint is often used to generate the
presentation content.

After the body, comes the closing. This is where you ask for
questions, provide a wrap-up (summary), and thank the
participants for attending.

And finally, the important part is practice. The main purpose
of creating an outline is to develop a coherent plan of what you
want to talk about. You should know your presentation so well
that during the actual presentation you should only have to briefly
glance at your notes to ensure you are staying on track. This will
also help you with your nerves by giving you the confidence that
you can do it. Your practice session should include a live session
by practicing in front of co-workers, family, or friends. They
can be valuable at providing feedback and it gives you a chance to
practice controlling your nerves. Another great feedback technique
s to make a video or audio tape of your presentation and review
it critically with a colleague.

8. Read aloud paragraph 2 of the text.

9. Find in the text the paragraph saying about the use of
visual aids and translate it into Russian.

10. Explain the following references.

a) This not only tells you what you will talk about, but if also
informs the audience of the purpose of the presentation.
What do the pronouns this and it refer to?

b) Do not write it out word for word.

What does the pronoun if refer to?

¢) ...it can also be done in a reverse order.
What does the pronoun if refer to?

d) This will also help you with your nerves by giving you the
confidence that you can do it.

What do the pronouns this and it refer to?

¢) They can be valuable at providing feedback and i gives you
a chance to practice controlling your nerves.

What do the pronouns rhey and if refer to?
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11. Comment on the picture given in the text.

12. Find in the text some key words and expressions to speak
about how to make a presentation. Retell the text in English.

SECTION 3
SPEAKING

13. This reference chart provides a guide to giving a business
presentation in English. Each section begins with the
presentation section concerned, then the language formulas
appropriate to giving a presentation. Learn these expressions.

Introducing yourself
° G_ood morning, ladies and gentlemen!
¢ First of all, I'd like to thank you all for coming here today.

My name is ... and T am the ... (your position) at ... (your
company).

We haven’t all met before, so I'd better introduce myself,
I’'m ... from ... ‘

¢ T hope you'll excuse my English. I’m a little out of practice.

Introducing the topic

¢ ['m here to tell you about ...

s [’d like to tell you about ...

e [’m going t be talking about ...

Ordering information
Firstly, I’m going to tell about ..,
I’ll start / begin with ...
Then / Next I'll look at ...
Now I'll move on to ... /turn to ...
Finally, I'll talk about ...
Finally, I'm going to ...
Please feel free to interrupt me with any questions you may
have during the presentation.
If you don’t mind we’ll leave questions to the end.
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e I'd like to ask you to keep any questions you may have for
the end of the presentation. ’

Delivering the message
Firstly, ... Secondly, ...
This brings me to my next point ...
I must emphasize ...
This means that ...
At this point we must consider ...
To go back to my earlier point ...
Finally ...

Referring to visual aids
Have a look at this slide.
e This graph / diagram / table / slide shows ...
e Can everybody see that?
e As you can see ...

Checking understanding
e s that clear?

s Are you with me?

e OK so far?

Finishing ]
e [’d like to quickly go over the main points of today’s topic.
¢ Before closing I’d like to summarize the main points again.
e That’s all I have to say for the moment. _
e Thank you all very much for taking the time to listen to this
presentation.
e Thank you for listening.
e Now if you have any questions I'll be happy to answer them.

14. Match the typical expressions used in presentations (1—
16) with the appropriate heading (a — g), as in the example.

a) Explaining the organization of the presentation. __8
b) Introducing the first section.

¢) Referring to visuals.

d) Moving forward.
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e) Summarizing.
Winding up.
Inviting the audience to speak.

(R

I"d like now to turn to ...

Looking at ... we can see that ...

After that, we’ll be taking a look at ...

Finally, I’'m going to ...

I’ll begin by describing ...

As you can see from this graph representing ...

Let me start by ...

First of all ... Next ...

To return to the point I made earlier ...

. If you have any questions, I'll be glad to answer them.
. Another area for consideration is ...

. Let me briefly recap what we have discussed here today.
. I'd like to quickly go over the main points of today’s topic.
. Then I'll go on to ...

. Now let’s take a look at ...

. Thank you for your attention.

Mo TRl R el e

15. Read a sample presentation. Study its structure and standard
phrases to be used in business presentations. Practise it.

Good morning ladies and gentlemen! We haven’t all met before
so I'd better introduce myself. I'm Mario Loretti from the Marketing
Department of Food and Drinks Corporation. I should say before
we start that I hope you’ll excuse my English; I'm a little out of
practice. Anyway, I'm going to be talking this morning about a
new product which we are planning to launch in three months’
time. It’s called Frutti, that’s f-r-u-t-t-i, and it’s an orange-
flavoured drink.

Well, T’ll start with the background to the product launch; and
then move on to a description of the product itself. Finally, I'm
going to list some of the main selling points that we should emphasize
in the advertising and sales campaign. I think if you don’t mind,
we’ll leave questions to the end.

Now firstly, as you all know, we have had a gap in our soft-
drink product range for the last two years; we have been
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manufacturing mixed-fruit drinks and lemon drinks for the last
ten years, but we stopped producing orange drinks two years ago.
I think we all agreed that there was room on the market for a
completely new orange-flavoured drink. Secondly, the market
research indicated that more and more consumers are using soft
drinks as mixers with alcohol so, in other words, the market itself
has expanded. This brings me to my next point which is that we
have a rather new customer-profile in mind. I must emphasize
that this product is aimed at the young-professional, high-income
market. At this point we must consider the importance of packaging
and design, and if you look at the video in a moment, you’ll see
that we have completely re-vamped the container itself as well as
the label and slogan. So to go back to my earlier point, this is a
totally new concept as far as Food and drinks Corporation is
concerned. As you see we are using both the new-size glass bottle
and the miniature metal cans. Finally, let’s look at the major
attractions of the product. In spite of the higher price it will compete
well with existing brands. The design is more modern than any of
the current rival products, and the flavour is more natural. It’s
low calorie, too.

So just before closing, I'd like to summarize my main points
again. We have Frutti, a new design concept, aimed at a relatively
new age and income group. It’s designed to be consumed on its
own, as a soft drink, or to be used as a mixer in alcohol-based
drinks and cocktails. It comes in both bottle and can and this will
mean a slightly higher selling price than we are used to; but the
improved flavour and the package design should give us a real
advantage in today’s market. Well, that’s all I have today for the
moment. Thank you for listening. Now if there are any questions,
I'll be happy to answer them.

16. Say which of Mr. Mario Loretti’s statements are true
and which are false. Correct the false ones.

a) Mr. Mario Loretti is American.

b) We are planning to launch our product in three weeks’ time.
c) The company’s new product is a lemon drink.

d) We have not produced orange-flavoured drinks for two years.
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e) Everyone thinks i i
there is a gap in th
. e

) T(;le mflrkgt studies prove that the mark m:_uket._ g

g) Our aim is to have a new type of Ccong e Lo
!1) The container design is the same. sk
i) The drink comes in both bottles and c
) The flavour is artificial. -

k) The drink is going to be low-calorie.

17. Complete the sente
: nces of the beginni
presentation (1—12) with their endings I(]

8 of James Morgan’s
| a-]).
1. First of all, thank you very much
2. My name’s James Morgan and ... g
3. Lfet me briefly take you ...
4. First, we're going to be anal
2. Then we’ll take a look
. Once we’ve identified
i the proble
7. Finally, Il outline . <y
8. Please feel free ...
9. So, let’s start ...
10. As you know, last year saw ...
1. What you might not know ...

12. How are they doing it? Well, at Fielding and C
ompany ...

ysing the cyrren

a) ... scenario with partic i
b)) Iw ith the prescst situ‘.:g;fgard © direct marketing.
¢) ... 'm the Marketing Manager for Fjay4:

:)) \;h:zl::tbqligvc to be the best coursg Ig}’;ig;g ik
‘t;ebling OrSImllal' companies on the Cominent'ha\f be
s even quadrupling their reven 1y i

... for coming here today. o
g) ... we believe we’ve found the key
h) ... at a few problems I believe some .of
; suctl; ?ﬁt?r?flmg consumers and Cross-selline prod
3 : i pt me if you have any qUeStionsg a6
Jk : ‘:;hrou ompany almost double its reye,, .

... through what we’ll be discussing tog,
1) ... we can then look at the options aVaﬂi:t;le

You have been having,
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18. Practise the following dialogue.
Dialogue

A.: Betty, can I run the new presentation by you?

B.: Certainly, I’d love to hear some of the new concepts.

A.: OK, here goes ... On behalf of myself and ABC Company,
I’d like to welcome you. My name’s Andrew Dyson. This
morning, I'd like to outline our new campaign concepts.

B.: Excuse me, who was invited to this conference?

A.: Our sales representatives from our branch offices were asked
to come. I think a number of upper-management
representatives were also invited.

B.: That’s good. Our marketing approach is going to be

completely revamped.

- And that’s why we need everyone to be informed. So, I'll
continue. You'll be given the background and I’ll talk you
through the results of some of our recent market studies.

: How many surveys were completed?

- T think about 100,000 were returned to the company. Our
marketing team was very pleased with the response.

: OK, continue.

- The presentation has been divided into three parts. First,
our past approach. Secondly, present changes that will be
made. Thirdly, future forecasts.

B.: That sounds good.

A.: If you have any questions, please don’t hesitate to ask. At
the end of this presentation, a short advertisement will be
shown to give you an idea of where we are going.

B.: Good job, Andrew. I hope your graphics are being put
together by Tim.

A.: Of course, they are.

B.: 1 know he’s the best!

~

> &

= &

19. Using the above dialogue as a guide, make up dialogues
of your own.

Situations. You meet your groupmate/colleague and talk about:
a) the structure of your presentation;
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b) the Ign_guagc of your presentation;
¢) practising your presentation.

20. Choose one of the topi
D opics below and prepa
presentation based on the points provided. gttt

I. Aresearch project you are working on — a_project description
research progress, some results, and an action plan ,
2. The company you are working with: you want to introduce
some changes in the company’s features — background to the

company, the reasons fo i i
o r changes, their effects, and an action

3. Any topic you are interested in.

SECTION 4
LISTENING

21. Listen to the text “A Pr i
esentation”. :
st Tolca ion”. Answer the questions

1. What is John Jackson’s job?

2. What is the Pyramid Advertising Agency?

3. How many parts are there in the presentation?
4. How long is the speaker going to speak?

5. What recommendations does the speaker give?

22. As you listen to the text, complete the chart with the

expressions introducing the following poin :
presentation. 8 points of the speaker’s

Introducing yourself

Introducing the topic

Ordering information

Delivering the message

Referring to visual aids

Concluding
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23. Check your answers with your groupmates and tapescript
8 of the text. Look up the words you do not know in the
dictionary.

24. Retell this text.

25. Tell your groupmates about your experience in making
presentations.

SECTION 5
WRITING

26. Prepare to write a presentation about a company. Use
the Internet to find the required information. Write notes
first — just key words, expressions, and numbers. Fill in the
following chart.

My company

Products/Services

Main customers

Locations
(factories, branches, etc.)

Size
(no. of employees/turnover
Main strength

Current project
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Other information

27. Now decide on the structure of your presentation. The
phrases of exercise 14 will help you to order the information.
Write your presentation, using the above notes. Present it to
the class and answer questions from your groupmates.

és. Choose one of these subjects and write a presentation.
ell your groupmates which subject you have chosen. Your

groupmates should write down some i
. questions to a
about it. The subjects are: R

a) the university you go to;

b) the course you are doing;

¢) the products and services of your company;
d) your own business. ‘




SECTION 1
VOCABULARY AND WORD STUDY

1. Read and memorize the active vocabulary to the Text
“How to Apply for a Job” and translate the given sentences.

1. employ [im "ploi] v — Hauumath (Ha paboTy); UCIIO/IL30BATH
employer [im ploia] » — HaHMMaTenb, paboToaaTesib
employee [im "ploii:] n — cayxauwii, paboTaioluuit Mo Hamy

More than 2,000 people are employed in the industry. The
company employs mail to reach potential customers. What do
employers examine before accepting or rejecting a job application?
The number of employees in the company has trebled over the past
decade.

2. prospective [pra’spektiv] adj — Oyayumii, OXUIAEMBbIH,
npeanoaaraeMbliid

The careers fair gives students a chance to meet prospective
employers.

3. advertise [‘zdvataiz] v — pexnamMupoBarh, MOMELIATb
00ODBABJIEHUE
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advertisement [od ‘vo:tismant] n — pekiama, obbaBIcHUE
advert ['zdva:t] /ad [2d] — cokp. om advertisement

Many fsompanies advertise jobs on the Internet through their
own websites, or recruitment websites. Most Job advertisements
ask you to submit an application by email or post. Big companies
often pay celebrities to appear in their adverts.

4. post [“paust] n — 10IKHOCTB, MeCTO
(Syn.) position [pa‘zif(2)n]
candidate for a post [ kandidat] — ka
— "
o o HIMIAT (MPEeTeHAEHT)

She applied for the vacant manager’s post. She took up an

important position with this firm. He is the best candidate Jor this
post.

5. tailor ['teila] v — npucrnocabiusarek, npeaHasHaYaTh I
OIPEAEICHHON LIEIu

tailor to the job — npennasnayats uMeHHO 15t TAKOI paboTsl

You have /o tailor application letters for each job you apply

j

6. pinpoint ['pinpoint] v — TouHO OIPEAETATh, YKa3biBaTh;
BbIIENATh, [OYEPKUBATH YTO-I. ,

_ Th'cy were finally able 7o pinpoint the cause of the fire. He
pinpointed the city on the map.

7. require [ri’kwaia] v YXKI
— TpeboBaTh (Yero-i.), Hyxnmar
(B yeM-1.) . e
requirenent [ri’kwaiomant] #» — Tpe6osamue, Heobxonumoe
YCIIOBHME; HyXKIa, MOTpeGHOCTD
meet the requirements — YIOBJIETBOPATHL MOTPEOHOCTIM

I\:‘Iany’potentiat employers require complete ritsumiis. Your
qual{ﬁcatlons match the job requirements. 1 meet the educational
requirements for a position of a teacher.
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8. brief [bri:f] adj v— kpatxwuit, cxarsiii, JIAKOHUYHBIIT; KPaTKO
M3jlaraTh, pPe3iOMUPOBaTh

The covering letter is a brief introduction to the rest of your
written application. We were briefed on what the Jjob would entail.

9. current [‘karont] adj — TEKYLUMH, HBIHEIIHUIL, COBpe-
MEHHDIH

[ had to leave my current job.

10. correspond (to, with) [,kori spond] v — COOTBETCTBOBATH,
PaBHATHCH, ObITh AHAIOIMYHBIM

His qualifications and experience correspond o the requirements
of the post. Your skills correspond with the employer’s needs.

I1. relevant [ reliv(o)nt] adj — ymecrsiii, OTHOCSILUMIACS K
eIy ; aKTYaIbHBIM

I have relevant experience in the field in which I want to work.

12. challenge [’tfzlins] n v — BbI30B (Ha COCTsi3aHMe, Ha
COPEBHOBAHME U T.I.); UCIBITAHUE, HAMIPSKEHUE CHIT; CIOXKHAS
3aja4a, npobuema; 6pocarhb BbIZ0B; TpeGOBATH (YCUTH i)

meet the challenge — npussTh BoIZOB

challenging [ ‘tfzlindzin] adj — CTUMYJIMPYIOLUMIA, moByxna-
0L, TPEOYIOWUIMIA HATIPSIXKEHUSI, OTIAYN CHJT

challenging idea — untepecHas (nepcrieKTUBHas) uaes

In my current job there are no more challenges to face or
potential to show my talent. You have the ability 7o effectively meet
challenges, and the skills necessary to handle a challenging job.

13. available [ 'veilobl] adj — nanwumbIit, nMeoLics B pac-
NOPSIKEHUM
availability [a.veila ‘bilati] # — HanMuue

Plenty of part-time jobs are available for college students. Many
companies choose to produce abroad because of the low labour
costs and the availability of skilled labour.
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14. interview [’intavju:] n v — cobecenopanue, Gecena, MH-
TEPBbIO; MPOBOAMTH cobeceioBaHue, Geceay, MHTEPBBIOMPOBATH

attend an interview [2 "tend] — NIpUCYTCTBOBATE Ha cobeceno-
BaHUK (MHTEPBLIO)

interviewer [ “intavju:a] n — nposomsHiL cobecenoBauue, 6e-
PYLUWIT UHTEPBBIO

interviewee [.intavju:'i;] n — HHTEPBLIOUDYEMBIif, HaloUmit
MHTEPBbIO

I am getting ready for this important Jjob interview. There were
so many applicants for the job that we will be interviewing all week.
The employer invited me 10 attend a job interview. The interviewer
asked him some awkward questions. They asked the interviewee
about his work experience.

15. appoint [5'point] v — HaszHauaTs

appointment [2 "pointmant] n — BCTpeua, CBUIaHue

make an appointment — HazHauuTH BCTPeyy, 10roBOPUTHCH O
BCTpeye

keep an appointment — BCTpeYaThes (Kak 6bu10 Ha3Ha4YeHo)

They appointed him as chairman. T have an appointment with
the director for three p.m. Please make an appointment with my
secretary. I won’t be able 0 keep the appointment, I’m afraid,

16. manage [ mznids] v — PYKOBOAUTb, YNpaB/isiTh, CTOSTh
BO I1aBe; CnpaBisAThCS, OOXOIUTHCS

manage a situation — crnipasasitecs ¢ CUTyauueit

He manages a small advertising company. We managed to find
somewhere to sit. How would you manage a situation where you
were in danger of missing a deadline?

17. strength [stren@] n — cuna; cuabHas CTOPOHA, JIOCTOMHCTBO
weakness [‘wi:knis] # — cnabocrs, HemocTaTok

When you are asked interview questions about your strengths,
it is important to discuss attributes that will qualify you for the
job. In CV writing, it is important to understand what will be
considered to be a weakness in the job you are applying for.

7. 3ak. 48
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18. reject [ ‘ri:dzekt] # — oTBepXKEHHBIN, HEYIAYHUK;
[ri"dzekt] v — orBeprath, OTKJIOHATH
rejection [ri’dzek[(a)n] » — oTka3, OTKIOHEHHE

Stack the promising applications here, and put the rejects over
there. Do you want to know why your job application was rejected?
When you apply for a job, it is possible that you may receive a
letter of rejection for the position in question.

19. former ['fo:ma] adj — npexHuit, ObIBLUMI, MPEALLECTBY-
IOLLMIA; paHee ynoMsiHyThIit; (the) mepBsiit (13 ABYX)

I maintained contact with my former coworkers. If I had to
choose between happiness and money, I would choose the former.

20. previous [ 'pri:vias] adj — npeabiayLLmii, MPEALLECTBYOLIMIA

Your previous experience fits the job description.

2. Match the words with the definitions below.

a) interviewer  b) advertisement c) rejection d) employer
e) weakness  [) interviewee  g) position  h) strength
i) appointment g) employee

1. an act of deciding not to accept someone for a job, course

of study, etc. or the fact of not being accepted;

. a worker who is hired to perform a job;

. aquality of someone/something that is not good or effective;

. an arrangement to meet a person at a certain time;

. a quality that someone or something has that helps them
succeed or make progress;

. a picture, short film, song, etc which tries to persuade
people to buy a product or service;

. a person who conducts an interview;

. a person or company that pays people to work for them;

. a person who answers the questions during an interview;

. a job in a company or organization.
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3. Match the English word combinations with the Russian
equivalents. Use them to make sentences of your own.

1. to make an appointment a. TIPUHATh BBI30OB
2. to advertise goods b. BcTpeuatbes (Kak HazHa-
4YeHO)
. to tailor to the job C. IPUCYTCTBOBATh HA HHTEP-
BbIO
. to require a payment d. TOYHO yKa3aTh JaHHbIE
. to keep an appointment €. YIOBJIETBOPATH TpeOoBa~
HUSIM
. to pinpoint the data f. HasHayMTH BCTpevy
. to manage a situation g. TpeboBaTh OIIaTy
. to attend an interview h. cnpasnsithest ¢ cutyanmeit
. to meet the requirements i. PEKIAMUPOBATH TOBAPhI
. to meet the challenge J. MpenHa3HayaTh MMEHHO s
TaKoii paboThbI

4. Match the following attributes on the left with a suitable
noun on the right.

. challenging a. advert

. prospective b. qualifications
. application c. strengths
job d. skills

. brief e. letter
personal f. position

. specific g. idea

relevant h. email
management i. requirements
. teaching Jj. employer

SOPNDU B L~

—_—

5. Read and translate the following sentences. Pay attention

to the meaning of the words and word combinations given
below.

L. a) brief n — kparkoe usnoxenue, pesiome; yKazaHus
b) brief v — KpaTko uanarath; MHCTPYKTUPOBATh

7t
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c) brief adj — KOpOTKHi, HEIONrHil; TAKOHWYHBIH KpaTKUit
d) in brief — BkpaTile, B HEMHOTHX CJIOBax

e) to be brief — Kopote rosops

f) briefly adv — KparKo, CXato

1. To be brief, T will only focus on two aspects in my report.
2. When you need to be brief and to the point, you should prepare
your thoughts ahead of time. 3. She managed to brief what he had
spoken about at the meeting. 4. You should write the necessary
points in brief to avoid a lengthy letter. 5. My brief was to improve
the image of the company. 6. The introduction of a covering
letter briefly states the specific position desired, and should be
designed to catch the employer’s immediate interest. 7. We had
already been briefed on what the job would entail. 8. They submitted
a one-page brief of the report to be published. 9. T had a brief
look at her report before the meeting.

1. a) strength n — cuia; MPOYHOCTH; CHIIbHAsA CTOpOHA, A0CTO-
WHCTBO; COCTaB, lITaT
b) in (at) full strength — B MOJHOM COCTaBe
c) under/below strength — HeroaHOo! YUCIIEHHOCTH
d) on the strength — B wWTaTe, B COCTaBE
¢) on the strength of smth. — B cuty 4ero-i, Ha OCHOBAHUK
yero-J., UCXoOs M3 4Yero-i.

1. On the strength of this year’s sales figures, we’ve decided to
expand the business. 2. Our team is now at full strength. 3. He
does weight-training to build up his physical strength. 4. The
office staff is 20 people below strength. 5. This figure illustrates the
wide range of strength offered by steel. 6. “Are you on the strength
here? — “No, I'm just helping here for a week.” 7. “Tell me
about your strengths and weaknesses” is probably the most
frequently asked interview question, and it is smart to be well-
prepared with a good answer.8. The strength of the workforce has
doubled over the past two years.

I11. a) prospect n — Bui, rMaHopama
b) prospects # — MEPCNEKTUBA; BUMBI, wiaHsl Ha Oyayliee
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¢) in prospect — B NepcneKTUBE, B AaJibHEHLIEM
d) prospective adj — Oyayuuii, npeanojaraeMblit

1. She has a lot of hard work to do in prospect. 2. She ho
tk}e course will improve her career prospects. 3. The careers 11‘:::8
gives students a chance to meet prospective employers. 4. Fro =
my house there was a marvellous prospect of the river and ﬂl!n
countryside beyond. B

6. Fill the gaps with the suitable words below and
parts of speech. o

I. a) reject b) rejection c) rejective d) rejectable

1. When you apply for jobs and positions, it is possible that
you may receive a letter of for the position
guestlon. 2. A good proofreader can point out the mistaken
inconsistencies, and other issues that could make your articlsé

: - 3. We usually 5 of the 10 job applicantg
during an interview. 4. Their attitudes are generally negative ang

II. a) correspond b) correspondence c¢) correspondent
d) corresponding ¢) correspondingly

1. Reading and writing are actually activitie
2. Income was up compared to the period last yeas.
3. There is not necessarily a direct between sala 4
level and job satisfaction. 4. The cost of living in the city is mory
czxpensive, but salaries are supposed to be highere
5. The newspaper story does not to what reanr-
happened. %

III. a) avail b) available c) unavailable d) availability

1. Unfortunately, the Career section you are trying to acce
is__ for the moment. 2. I will check the ™
my staff for that date. 3. I tried to myself of th?f
opportunity Eobimprove my English. 4. Match your strengths witll-s,

jobs.
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SECTION 2
READING AND DISCUSSION

7. Before you read the text “How to Apply for a Job”, discuss
these questions with your groupmates or teacher.

a) What is required to apply for a job?

b) Why is it important to tailor both an application letter and
a CV to the job a person applies for?

¢) What information does an application letter usually include?

d) Why is an interview the most difficult part to get a job?

) What do you have to do to prepare properly for an interview?

8. Read the text to find out if you are right or wrong. Use the
introductory phrases given in Unit 1.

Text
HOW TO APPLY FOR A JOB

When you apply for a job, you will generally be asked to send
your CV/ritsumii, together with a letter or email of application.
Later, you will probably need to go on interviews to meet with
employers face to face. Employers often receive hundreds of
applications for a job, so it is very important to make sure that
your CV and job application letter create the right impression and
present your personal information in a focused, well-structured,
and attractive way.

Before beginning to draft your CV, read the advert carefully so
that you are clear about the specific requirements of the job you are
applying for. It is important to tailor both your application letter
and the CV to the job in question, focusing on qualifications and
experience that are particularly relevant.

A CV should be clear and well structured, with a limited
number of main sections, so that an employer can pinpoint the
information they are looking for quickly and easily.

It is also vital to make sure that the letter or email you send
with your CV creates the right impression. It is your opportunity to
say why you want the job and to present yourself as a candidate for
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the post in a way that impresses a
prospective employer and makes
you stand out as a prospective
employee.

Keep your application letter
or email brief. You do not need
to give a lot of details. What you
are aiming for is a clear and
concise explanation of your suitability for the job. The usual order
of a job application letter or email is as follows.

Give the title of the job as a heading, or refer to it in the first
sentence of your letter, using the reference code if there is one.
This will ensure that your application goes directly to the right
person in the organization. You should also mention where you
saw the job advert or where you heard about the vacancy. If you
heard about it through someone already working for the company,
mention their name and position.

If you are working, briefly outline your current job. Pick up
on the job requirements outlined in the advert and focus on any of
your current skills or responsibilities that correspond to those
requested. For example, if the advert states that management skills
are essential, then state briefly what management experience you
have. If you are still studying, focus on the relevant aspects or
modules of your course.

Be clear and positive about why you want the job. You might
feel that you are ready for greater challenges, more responsibility,
or a change of direction, for example. Outline the gualities and
skills that you believe you can bring to the job or organization.

In the final paragraph you could say when you are available to
start work, or suggest that the company should keep your CV on
file if they decide you are not suitable for the current job.

The interview is probably the hardest part of getting a job,
especially if English is not your first language. If you are invited
to attend an interview, confirm the appointment by letter, telephone
or email. Think about your appearance — first impressions are
important. Take a copy of your CV or application form to the
interview. Sometimes the person who is interviewing you has not

AT B
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seen it. Prepare a list of questions which you may want to ask the
interviewer. Possible subjects include the industry, the company,
the job, pay, working hours and holidays. Use the Internet to
research about the industry and the company. Prepare answers for
questions which you think the interviewer may ask you. In
particular, think of examples of your achievements in previous
jobs or while at school, and how you have managed any difficult
situations. Think about your personal strengths and weaknesses,
or how you would describe your own personality. Think about
what the interviewer is looking for. Remember these points when
you answer questions during the interview. Ask yourself why the
company should choose to employ you, instead of the other people
who are applying.

The first interview may be followed up with second rounds on-
site or over the phone. From there it is a short wait until the
company calls back with their offer, or mails a rejection —
hopefully the former.

9. Read aloud paragraphs 1-3.
10. Explain the following references.

a) ... refer to it in the first sentence of your letter, using the
reference code if there is one.
What do the pronouns it and one refer to?

b) This will ensure that your application goes directly to the
right person in the organization.
What does the pronoun rhis refer to?

¢) If you heard about i7 through someone already working for
the company ...
What does the pronoun it refer to?

d) ... mention fheir name and position.
What does the pronoun their refer to?

e) ... focus on any of your current skills or responsibilities
that correspond to those requested.
What does the pronoun those refer to?
Remember these points when you answer questions during
the interview.
What does the pronoun these refer to?
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ll_. Find in the text the information about the usual order of
a job application letter and describe it:

a) the position applied for;

b) your current situation;

¢) the reasons for wanting the job:
d) a closing paragraph.

12. Comment on the picture given in the text.

13. Underline or mark the main ideas of the text and retell it
in English.

SECTION 3
SPEAKING

14. Practise the following dialogues.

Dialogue 1

Brandon has a job interview for a lab assistant’s job

: Good morning, Mr Brandon. My name is Ms Martin.
Please have a seat.

2t Goc:d morn_ing, Ms Martin. It’s a pleasure to meet you.

; Yot; ve applied for the laboratory assistant’s position, haven’t
you?

.- Yes, Ms Martin.

: Do_ you know exactly what you would be doing as a laboratory
assistant?

.. Oh, a lab assistant helps to make sure that all the experiments
are done properly.

: Do you have any further plans for further study?

: I hadn’t really thought much about it. T don’t know what
courses I could do.

: Suppose our company would like you to attend an institution
to further your skills. How would you feel about this?

: Ifthe course helped me to improve my prospects for promotion
and to be better at my job, I would definitely do it.
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Have you ever had a job before?

- No. I've really been too busy with all the study I've had to

do to get a good result.

. 'We have a lot of other applicants for this position. Why do

you think that you deserve to get the job?

: Well, I've found out a lot about this type of work and my

research suggests that 1 would be quite capable of doing the
work involved. I also think that T would be able to handle
any training course reasonably well to get for the job.
Now, do you have any questions you'd like to ask me about
the position?

: T don’t think so.

OK. Thank you for coming to the interview.

- Thank you, Ms Martin. Goodbye.

Dialogue 2
Andrew has a job interview for a Saturday job
So, you’ve applied for the Saturday position, right?

- Yes, I have.

Can you tell me what made you reply to our advertisement?

- Well, I was looking for a part-time job to help me through

college. T think that I'd be really good at this kind of work.
Do you know exactly what you would be doing as a shop
assistant?

: Well, T imagine T would be helping customers, keeping a

check on the supplies in the store, and preparing the shop
for business.

. That about covers it, you would also be responsible for keeping

the front of the store tidy. What sort of student do you regard
yourself as? Did you enjoy studying while you were at school?

. T suppose I’'m a reasonable student. I passed all my exams

and I enjoy studying subjects that interest me.
Have you any previous work experience?

- Yes, | worked part-time at a take-away food store in the

summer holidays.

. Now, do you have any questions you’d like to ask me about

the position?
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: Yes. Could you tell me what hours I'd have to work?
. We open at 9.00, but you would be expected to arrive at

8.30 and we close at 6,00 pm. You would be able to leave
then. I think I have asked you everything I wanted to. Thank
you for coming along to the interview.

© Thank you. When will I know if I have been successful?
. 'We’ll be making our decision next Monday. We’ll give you

a call.

Dialogue 3
A personnel officer gives advice on writing CVs

Mrs Wright, tell me about CVs, please. What are the key
things to include?

- Well, you should start with brief personal details, of course.

You know, name, age, and so on. Marital status is OK
too, but no names of children or pets.
And next comes education, I suppose?

: Yeah. You ought to list the schools and institutions you’ve

attended in chronological order. Make sure that the dates
make sense. Don’t forget details of the qualifications you
obtained. Remember to put down your grades too.

[ see. And would you advise people to include copies of
their qualifications, and so on?

- No, they don’t need to do that, not at this stage.

Right. Now for the part of the CV which deals with work
experience. Should we go through this in chronological order
or start with the most recent, or current job first?

- T would definitely say begin with the present or most recent

job first. Then workbackwards. Give a brief description of
each job and try to list one or two achievements.
That’s hard if you’re still a student, isn’t it?

- True, but you can still mention things like “T was secretary

of the Anglo-German society” or give details of any part-
time or holiday jobs.
Oh, and one last question. What about a photograph?

. Well, it can go on an application form or with a covering

letter, but there’s no reason why you can’t put it on your CV.
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If T were a job seeker, I'd invest in a studio photograph —
one that made me look as good as possible, rather than one
from a machine. And of course, never send a picture of
you on the beach or at a party — people have sent me some
amazing things!

15. Complete the gaps in the dialogue with the interviewer’s
questions in a — i below. Then practise this dialogue.

I.: Good morning.
S.: Good moming, John Smith, it’s a pleasure to meet you
Mrs Winters.
I.: Please take a seat. (1) ?
. Yes, luckily, you have a nice underground parking lot that
helped me avoid the worst of it. T must say this is an impressive
building.
.. Thank you, we like working here. Now, let’s see.
(2) i)
.2 Yes, Mark Abraham encouraged me to apply, and I think
I’d be ideal for the position.
.- Oh. Mark... he’s a great system administrator, we like him
a lot ... Let’s go over your CV. (3)
9

.: Certainly. I’ve been working as the regional assistant director
of marketing at BID Engineering Company for the past year.

s @) ?

.: Before that, I was a BID local branch manager in Seattle.

.. Well, I see you have done well at BID. (5)

l?

.t Yes, I've been in charge of in-house personnel training for
our Internet customer service reps over the past six months.

= .(6) ?

.- We’ve been working on improving customer satisfaction
through an innovative e-commerce solution which provides
real-time chat service help to visitors to the site.

.. Interesting. (7) ?

.: T understand that you have been expanding your e-commerce
to include social networking features.
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.. Yes, that’s correct.

.. I think that my experience in customer relations via the
Internet in real-time puts me in the unique position of
understanding what works and what doesn’t.

.. Yes, that does sound useful. (8) ?

.. Well, I think we’ll continue to see consumers spend more
of the shopping dollars online. I’ve been studying how sales
directly relate to customer satisfaction with online services.

2 9) ?

.. Sure ... if customers aren’t satisfied with the service they
receive online, they won’t come back. It’s much easier to
lose customers online. That’s why you need to make sure
that you get it right the first time round.

.. I can see you've learnt quite a lot in the short time you’ve
been working in e-commerce.

S.: Yes, it’s an exciting field to be working in ...

a) Can you give me some more detail about your I'CSDOI'ISlbllltleS
as assistant director?

b) What difficulties and challenges do you think we might run
into?

¢) You've come to interview for the position of e-commerce
manager, haven’t you?

d) Can you tell me a little bit about what you’ve been doing in
your training?

e) It’s quite the rainy day outside, isn’t it?

f) Would you mind giving me a bit more detail on that?

g) And what did you do before that?

h) Isthere anything in particular you feel would be useful here
at Anders Co.?

i) Could you begin by telling me about your qualifications?

16. You are applying for a job as ... (indicate any job you
want). Practise the following interview questions. Discuss the
answers with your groupmates.

1. Can you tell me a little about yourself?
2. What kind of training or experience do you have in this field?
3. Do you have a job now?
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What are your responsibilities?

Why do you want to change your job?

What were your responsibilities in your last job?

Why did you leave your last job?

What do you think are your greatest strengths?

What do you consider to be your greatest weaknesses?

. Why do you want for this company?

11. Why are you interested in this job?

12. Do you want to work full-time or part-time?

13. What salary do you want?

14. When are you available to start?

15. Do you have any questions for me?

16. You are going to interview each other for your jobs, taking
it in turns to be the interviewer and candidate (interviewee).
Use the above dialogues as a guide.

Sw N WL s

17. You are going to interview each other for your jobs, taking
it in turns to be the interviewer and candidate (interviewee).
Use the above dialogues as a guide.

18. These are the headings commonly used in a CV (a résumé).
Using dialogue 3 as a guide and the information given below,
make up a dialogue of your own to discuss some problems
involved in writing a CV.

1. Personal Details. up-to-date contact details and personal
details to be given.

2. Personal Profile: summarising experience, skills and career
objectives.

3. Achievements: quantifiable evidence of where candidates have
excelled in roles.

4. Professional Experience: profiling useful examples and
evidence of suitability.

5. Education: evidence of structured learning and future
development potential.

6. Skills and Qualities: telling recruiters exactly what candidates
are good (best) at.

7. Activities and Interests: they do not really add that much
value to a CV.
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SECTION 4
LISTENING

19. Listen to the dialogue “A Job Interview”. Answer the
questions that follow.

. What job is Mary thinking of applying for?

. What is she worried about?

. What does Jerry mean by saying, “You never get a second
chance to make a first impression™?

. What is a body language?

. What is required to prepare properly for an interview?

. Is it necessary to memorize all the answers beforehand?

. Do you think Mary can make a successful interview?

20. As you listen to the pieces of Jerry’s advice how to succeed
at a job interview, make notes under the following headings.

1. Making a good impression.

2. Having confidence.

3. Being natural when you speak.

4. Discussing the topic of money.

21. Check your answers with your groupmates and tapescript
9 of the dialogue. Look up the words you do not know in the
dictionary.

22. Practise this dialogue.

23. Tell your groupmates about some other aspects of a
successful job interview.
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SECTION 5
WRITING

24. Revise the guidelines which might be used to compose a
letter to apply for any competitive position, from jobs in the
private sector to graduate-school appointments, and even,
with some adjustments, to apply for awards or financial grants
(see the text of the Unit).

25. Study the parts and the features that are characteristic of
a letter of application for a job. Read and translate the letter.

62 Steadman Rd. |  Return
Clapton, E5 9HA M, 44ress

(701) 552-3201 and date

e-mail: architect@mail.uk

15th September, 2011

Inside
address

The Personnel Department <
Attn: Richard Johnson

Brown, Smith & Partners

7 Nelson Street, Office 324
London W21 ED

Re: Project Architect Position

Dear Mr. Johnson ¢ Salutation

Please accept my application for the position of
Project Architect as advertised in the Archifectural
Record, 2011. I am a dynamic and ambitious architect
with five years’ experience in various projects and
construction of industrial and commercial buildings.
Since graduating from the University of London with a
Master’s degree in Architecture, I have worked in several
well-known architecture and design companies.

[ possess impeccable technical and computer skills
with advanced knowledge of Auto CAD, Microsoft
Office and Adobe. My attention to detail and excellent
problem-solving skills ensure that every project I work
on is done accurately and to the highest possible standard.
I am comfortable working as part of a team but also have
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the ability to take an authoritative role when the situation
arises. My verbal communication skills make me an
effective communicator with clients I work with.

I am excited about the chance of working for Brown,
Smith & Partners as | have admired the company since
I first started studying Environmental Design. My enclosed
CV clearly demonstrates my interest in sustainability and
the way in which my skills and experiences are compatible
with this role.

I look forward to the opportunity of discussing my
application with you further.

Yours sincerely,

Closi
Michael L. James < sig‘::::ugre

Encl.: CV « Enclosure

26. Read the advertisement for a job of a landscape designer.
Landscape Designer

A3 . 3 The City of Wanneroo in
= F}_! £  Australia has a number of

e exciting new opportunities
designed to help support our rapidly growing community. With up
to 5 weeks annual leave, family friendly working conditions and a
number of development opportunities the City is a dynamic and
challenging place to work. If you are committed to making a real
difference to the local community and would like to work for one of
the fastest growing local governments in the country then have a look
at the details below.

The successful applicant for this position will be responsible for
providing a design and drafting service for landscape infrastructure
projects and providing technical advice on landscape design matters.

Applicants will require experience in landscape architecture, well-
developed communication skills and knowledge of landscape design
within the context of a local government environment.

Please apply with CV to
Mr. Chris Morrison,
The Personnel Manager,
23 Dundebar Rd,
Wanneroo WA 6065
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27. Write a letter of application for the above job. March 2006 .
— April 2008 | Saturda paarin
y and holiday job making
drawings i

at DM[! OXford

qu_lish — native, French — fluent:
driving licence ’

28. Using the above advertisement as a guide, write a similar
advertisement for your job. If you don’t work at the moment, OTHER INFORMATION
choose a job you would like to do. Include a short job description,
and describe the main skills, experience and qualifications INTERESTS developing CAD

needed. Oping programmes,

mher;lbcr of the town football team

pho i Ee
29. Study the parts and some features of the following CV. REFEREE Dr S(:ﬁir;phy, i (e phno

Read and translate it. Head of the Department of architecture

NAME Michael Danford g;‘f}‘:fd Cgllsege of Architecture
mon treet
ADDRESS 54 Dryfield Road e

Oxford
8];3(4 5DS 30. How is a CV different in Russia?
TELEPHONE NUMBER | 01254 2386254 31. Write your own CV in En

E-MAIL ADDRESS mdanford@mail.uk already have, or ones that

glish using qualifications you
you think you might get in the

DATE OF BIRTH 22 March 1989 future. Use Michael Danford’s CV as a model for your writing

EDUCATION
2005—2009 Oxford College of Architecture ! for jobs or study ab
Richembd Steet programmes. Look in newspapers or on the inteme{ Chl::)asd
2000—2005 Oxford BC 9 8YB one and write a CV based on the hiforsiatof ro\rili » e

Watford Comprehensive School p ed.
Leeds CB3

32. Find some advertisements

QUALIFICATIONS

2009 Bachelor of Architecture

(Landscape Architecture)

2008 Certificate of French Language Centre,
University of London (General Course)
General Certificate of Secondary
Education: English, Mathematics,
General Science, design and
Technology, French, Art, and History

WORK EXPERIENCE

October 2009 to present Landscaper

at Design Victoria, Oxford

January 2006 — May 2008 | Temporary job as a designer

at Morris’s Design Organisation, Inc.,
Oxford




BUSINESS DOCUMENTS
AND CONTRACTS

SECTION 1
VOCABULARY AND WORD STUDY

1. Read and memorize the active vocabulary to the Te c:'
“The Basics of Business Documents and Contracts” and

translate the given sentences.

1. run v — PyKOBOAUTh (YUPEXIACHUEM U T.IN.)
run a business — BecTH €0, YNPABIATH NPEANPUATHEM
(Syn.) conduct a business

Who runs the firm now? He has no idea how fo run a successful
business. We will conduct our business in a way that enhances the
reputation of the company.

2. forecast [ fo:ka:st] n v — nporHos, npejackasaHue; npei-
BHUIETH, MPEACKa3blBATh
sales forecast — nporHo3 cobiTa (ToBapa)

The company hopes to meet its forecast of 10% growth this year.
Analysts forecast profits of 8 million this year. Executives issued a
disappointing sales forecast.

3. predict [pri‘dikt] v — mpeackasbiBaTh, MPOrHO3MpOBATh
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prediction [pri’dik[(2)n] » — npeackasaHue, MPOrHo3

They predict a 3% to 5% sales increase. Analysts are busy
making predictions about what we can expect in the next budget.

4. seek (sought) [sizk] ([so:t]) v — ucKaTh, NLITATLCA HAWUTH

Recruitment agencies connect young people who seek work with
potential employers.

5. stipulate [’stipjuleit] v — craBuTh yc1oBueM, 0OYCIOBIUBAT

The contract stipulated that the work was to be completed in
30 days.

6. report [ri’'poit] » v — goknaa, coobILEHNE, OTYET; CO00-
111aTh, PaCCKa3blBaTh, OMMUCHIBATh, JIOKIAAbIBATh, MPEACTABIATh
OTYeT

annual report [ 2njual] — romoBoit oTyeT

business report — otuer o aearensHOCTH GQUPMbL; OTYET O pa-
bore

She presented a progress report on the project. The sales
manager was pleased /o report increased sales for the first quarter.
A business reportconveys information to assist in business decision-
making.

7. department [di’pa:tmant] n — oTaen, oTAeneHHe; NOApas3-
JleneHue, cayxda nenapraMeHT, yrpaBieHue

accounting department [o"kauntin] — otzen Gyxranrepuu

finance (financial) department [ fainens] ([fai nenf(a)l]) —
(unaHcoBBIi OTAEN

You will need to ask John about that — it is more his department
than mine. The Accounting Department is on the third floor. The
Finance Department gives approval after taking into consideration
all the financial aspects.

8. revenue [ ‘revinju:] # — poxon; (pl) moxoaHbie CTATHM

European sales account for 30% of the company’s revenue.
State officials predicted a 5% growth in tax revenues.
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9. assets [ asets] n — aKTHBBDI (6ananca), UMYLLECTBO, CPe/l-
CTBa, aKTUBbl, Karutal, ¢hoHIBI

liability [.la(i)a bilat] # — 0043aHHOCTP, HeobX0AMMOCTb,
OTBETCTBEHHOCTD: (pl.) IEHEXHbIE 00A3aTENBCTBA, 3a10/DKEHHOCTD

assets and liabilities — aKTMB 1 MaccuB

The company was forced to sell off its assets. The company has
accepted liability for the damage to the cargo. The company does
not have enough money to meet its liabilities. A standard company
balance sheet has assets and liabilities.

10. fund [fand] n v — 3anac, pe3eps, OHI dorbl, AEHEK-
Hble cpencTsa; (MHaAHCUPOBATD, cyOCcHUIMpoBaTh
funding — dunHaHcHpoBaHUE

The company is short of funds at the moment. The company
will fund a new training programme.

11. launch [lo:ntf] 7 v — Hayaio Yero-i., MyCK; HAuYMHATb
(neifcTBOBaTh), BBIMYCKATh, NMPEANPUHUMATDL

launch a product — 3armycKarh HOBbIH MPOYKT B MPOM3BOJICTBO

product launch — BBITYCK HOBOIO TOBapa

The event was held to mark the launch of a new online service.
The administration launched an attack on organized software piracy.
I gave a short presentation about how fo launch a new product.
A successful product launch is the culmination of many, carefully
planned steps by a coordinated team.

12. minutes [ minits] » — MPOTOKON (cobpanust, 3aceaHus)
meeting minutes/minutes of the meeting — IPOTOKOJ COOPa-

HHUS
keep (draw up, write) the minutes — BecTH MPOTOKON

He started the meeting by reading the minutes of the previous
meeting. He took the minutes of the meeting. To keep accurate
meeting minutes is crucial for any business or organization.

13. legal ['li:gal]l adj — JOpMIMYECKHIf, NPaBOBOii, 103BO-
JIEHHbIA 3aKOHOM
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legitimate [li"d3itimit] adj — 3akoHHbBIA; NpaBUIBLHBIN, 060-
CHOBaHHBI '

Customers have a legal right to demand a replacement or a

refu'n'd' for a faulty product. They used the /egitimate means for
achieving their success.

14. agenda [>'dzenda] n — nosecTka aHs

an item on the agenda [ "aitam] — nyHKT (BOonpoc) moBecTKH
IHS

The agenda will be sent out in advance of the meeting. What is
the next item on the agenda?

15. deliver [di’liva] v — nocraBnasith, MOCTaBNSATh, CHAOGXATh;
nepenaBaTh, Bpy4aTh ’

delivery [di ‘liv(a)ri] » — nocraBka, mocraBka; Bbigaya, rnepe-
naya

delivery time — cpok nmocrtaBku

The goods were transported from the factory and delivered to the
stm:c. How many deliveries do you make in a week? Even if the
delivery time is listed as 24 hours, you must still place your order
before December 20 for delivery by Christmas.

16. pay (paid) [pei] v — niaTuTh, BBIMIAYKBATH
payment [ "peimant] » — muiatex, rara, yniara, orJiara
payment terms — yc/IOBHS IUIaTexa

She paid for the goods by cheque. Will you accept $100 as
payment for the work? International students are required to observe
the same payment terms established for all students.

17. contract [ kontrakt] #» — norosop, corjaimieHue, KOH-
TPaKkT

termination of a contract [.to:mi neifn] — npekpauieHue aei-
CTBMS KOHTPAKTa, aHHY/IMPOBAHHE KOHTPAKTa

employment contract — norosop (JinuHOro) Haitma

lease (rental) contract — noroBop apeHsl ~

The contract should include price, payment terms, and specific
work to be performed. The fee will be charged for early termination
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of a contract or agreement. She was asked to do work that was
not within the terms of her employment contract. 1f you do not
fully understand any part of the lease contract, get advice before

signing it.

18. purchase [ 'pa:tfis] # v — MOKYIKa, 3aKymnka, Kyris, npu-
oGpeTeHue; MOKyaTh, 3aKynarh, npuobpeTaTh

The receipt is your proof of purchase. The company was
purchased for £3.5 billion.

19. in (with) relation to [ri’leif(s)n] — OTHOCHTENBHO, B

OTHOLLUEHHMH, YTO KacaeTcs :
(Syn.) in (with) regards to [ri’ga:dz]

Improve your Business English communication skills in relation
to telephoning, meetings, and discussions. With regard to your
recent application, I am afraid we are unable to offer you the job.

20. prior to [ praistu] — 0, nepex, paHblle, MPexae

The contract will be signed prior fo the ceremony.

2. Match the pairs of synonyms from A and B and translate

them.

A B
1. income a. forecast
2. transfer b. contract
3. obligation c. fund
4. before d. purchase
5. financial resources e. department
6. programme f. revenue
7. prediction g. lcga}l
8. sale h. liability
9. section i. delivery
10. sum of money j. assets
11. agreement k. agenda
12. legitimate |. prior to
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3. Match the verb on the left with a suitable item on the
right. Use each item once only.

1. launch a. funding

2. seek b. a contract

3. offer c. sales

4. keep d. a product

5. terminate e. the minutes

6. stipulate f. a business

7. forecast g. services

8. run h. the payment terms

4. Make the following sentences complete by translating the
words and phrases in brackets.

1. It is good practice for companies to make a proper (oT4er)
to shareholders. 2. An important aspect of managing a (BbInyck
HOBOTO TOBapa) is tracking early sales. 3. Each (myHKT noBecTKu
nHs) should begin with an action word (verb): discuss, decide,
select, review, finish, etc. These (nyHktbt) should frame the
expectations of attendees. 4. We require (ormara) advance for all
goods purchased. 5. Conducting a (nporuos cbeita Tosapa) will
provide your business with an evaluation of past and current sales
levels and annual growth. 6. Before signing any (iorosop apeH-
abi), read it carefully. 7. Any person who attends a meeting may
be asked to (Bectu nporoko:n). 8. The (otaen 6yxrantepuu) in a
company deals with money paid, received, borrowed, or owed.
9. Salaries are low (orHocurensHo) the cost of living. 10. The
(cpok mocrasku) under the purchase contract has already expired.

5. Insert the correct word from the Active Vocabulary.

1. Manufacturers can goods directly from factories,

2. I am writing to you your letter of 10 July. 3. The
of a business takes responsibility for organising the

financial affairs including the preparation and presentation of
appropriate accounts, and the provision of financial information
for managers. 4. takes place when the parties to the
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contract are released from their contractual obligations. 5. It is
difficult to obtain adequate for new projects during the
recession. 6. An sets out the terms on which you are
hiring an individual or company. 7. Cigarette tax is an important
source of for the government. 8. If you have a
financial , you have to pay money if anything goes
wrong. 9. The directors have published their for the
preceding year. 10. There is a discount of 10% if you

cash.

6. Define parts of speech. Translate the words of the same
root.

1. predict — predictable — predictably — predictability —
prediction — predictive — predictively;

finance — financial — financially — financier;

legal — illegal — legally — legalistic — legality — legalize;
pay — payer — payee — payable — payment;

purchase — purchaser — purchasable;

report — reporter — reportage — reportedly;

legitimate — legitimately — legitimacy — legitimize;

. deliver — deliverer — delivery;

serve — service — serviceable — serviceably — serviceability;
invest — investor — investment.

7
3.
4.
3!
6.
7.

—
o \0 ®

SECTION 2
READING AND DISCUSSION

7. Before you read the text “The Basics of Business Documents
and Contracts”, discuss these questions with your groupmates
or teacher.

a) What is a business document?

b) What business document does a business owner write before

starting the business?

¢) What business documents are written by the accounting or

financial department?
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d) What information does a business report include?

e) What is the purpose of writing meeting minutes?

f) What types of business contracts do you know?

g) Why is signing a business contract a very important part of
conducting business?

8. Read the text to find out if you are right or wrong. Use the
introductory phrases given in Unit 1.

Text

THE BASICS OF BUSINESS DOCUMENTS
AND CONTRACTS

The term business documents covers various documents, reports
and statements written by company executives and managers to
improve operations, inform clients of purchases and share budgets
with investors and shareholders. Each type of business document
includes data, sections and visual graphs to illustrate the sales,
annual income and internal operations of the business.

A business plan is the first document
a business owner writes prior to starting
the business and offering services.
A business plan document includes a
description of the business, a list of
services and products to be offered and a
chart of the current management and
departmental structures. It should also
include a list of risks associated with
running the business, a fully developed
budget and sales forecasts. The business
plan serves as a guide to starting and
running the business, and is required if your business is seeking
funding.

Annual reports are financial documents written by the
accounting or financial department of a business once per year.
This type of business document is written for investors and includes
details of revenues and expenses, plus the total assets and liabilities
of the company.

A businessman reading
a contract through

a magnifying glass
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Other sections include operational budgets, predictions for the
upcoming financial year and what changes the company seeks to
make in the future to avoid financial downfalls.

Business reports are written reports that share information or
data, often in relation to research for a project, marketing
campaign or new product launch. These types of reports include
an introduction, a presentation of the data and research found,
a list of suggestions of how the company can use the research or
data for the project or marketing campaign in question and a
conclusion that discusses the next steps. Business reports may serve
as written proposals, such as how to target a new market or what
products to add to a new product line.

Meeting minutes are business documents written after a meeting
takes place within a company. The meeting minutes document
outlines who was present at the meeting, what topics were
discussed, what conclusions were drawn and what is on the agenda
for upcoming events or business projects. This document is shared
with company employees who are not able to attend the meeting in
person, but who must be kept up-to-date with decisions made in
corporate meetings.

A business contract is an important part of conducting business.
It describes the job duties in detail, delivery time, payment terms,
and legal terms of conducting business between the client and you.
It is essential that both parties agree to the terms outlined in the
contract and acknowledge their agreement with an authentic
signature. A business contract provides a sense of security to both
parties to know they are on common ground in regards to the
business relationship.

Different types of business contracts are created to suit the
situation and on an “as needed basis”.

An employment contract is a legal document which stipulates
the terms of employment between an employee and an employer.
It covers such topics as the starting date of employment, name of
the employer and employee, address of employment, salary,
expenses, time off work, hours worked each week, terms of
employment, pension details, deductions and notice for the
termination of the contract.
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Confidentiality agreements are those contracts entered into by
two or more parties where some or all the concerned parties agree
that certain information that passes between them or which has
been created by one of the parties shall remain confidential. This
type of agreement is usually used in cases where a company has a
new product or secret process which it wants another company to
evaluate prior to a comprehensive licensing agreement.

Land/lease/rental contracts are between business owners and
landowners over usage of a building or parcel of land for business
purposes. Rental contracts identify the rights and requirements of
tenants and landlords. They address such instances like when a
landlord sells or loses the title to a building (due to bankruptey,
etc)l

A service agreement ensures that both parties receive what they
expect. The client receives the work he or she has hired you for,
and you receive payment for your services.

Without a business contract, it is likely you will find yourself
in a dispute at one time or another. A business contract keeps the
work legitimate and protects both parties.

9. Find in the text the paragraphs about different types of
business contracts. Read aloud these paragraphs and translate
them into Russian.

10. Explain the following references.

a) [t should also include a list of risks ...
What does the pronoun it refer to?

b) These types of reports include an introduction, a presentation
of the data and research found ...
What does the pronoun these refer to?

¢) This document is shared with company employees who are
not able to attend the meeting in person ...
What does the pronoun this refer to?

d) It describes the job duties in detail, delivery time, payment
terms, and legal terms of conducting business ...
What does the pronoun it refer to?
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e) It covers such topics as the starting date of employment,
name of the employer and employee, address of
employment, salary ...

What does the pronoun it refer to?

11. Complete the sentences choosing the best variant
corresponding to the contents of the text.

1) A business plan includes...
a) assets and liabilities.
b) marketing campaign results.
¢) internal operations of the business.
2) An annual report COVers ...
a) a lot of risks associated with running the business.
b) sales forecasts.
¢) expenses and budgets.
3) A business report is usually written for...
a) seeking funding.
b) predictions for a new financial year.
¢) a new product launch.
4) The meeting minutes are important for...
a) those who were not present at the meeting.
b) internal operations of the business.
¢) adding products to a new production line.
5) A contract stipulating the rights of landowners and tenants

84
a) an employment contract.
b) a rental contract.
c) a service contract.

12. Comment on the picture given in the text.

13. Underline or mark the main ideas of the text and retell it
in English.
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SECTION 3
SPEAKING

14. Practise the following dialogue.

Dialogue 1

.. So if possible I'd like you to have the entire document ready
by the 31st. Is that OK?

: Sorry, I don’t really understand. Are you saying you want
me to redesign the whole thing?

: Yes, that’s right.

: And what exactly do you mean by the entire document? The
photos as well?

: Yes, including the photos.

: I don’t think I can do it for the 31st. Do you mean by the
end of this month?

: No sorry, I meant by the 31st of next month.

: Right. I'm with you. No, that shouldn’t be a problem.

: Is there anything else you want to ask?

: No, that’s fine, it’s quite clear now, thanks.

: Great, so shall we move on to talk about the layout for the
annual report?

: Just one thing before we do that; do you want to meet again
before the 31st?

A.: No, that’s OK. You sound like you have it all under control.

&

e

® Bhxwmxa WA

18, Usin_g dialogue 1 as a guide, make up dialogues of your
own to discuss the preparation of business documents (choose
any you like).

1_6. Prafctise the dialogue between a customer and a supplier
discussing the contract delivery period for machines.

Dialogue 2
A.: Well, let’s get started. You know, with this delivery problem

I’m sure there’s room for discussion.
B.: Let’s see how we get on.
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- Right, well this is how we see it. We can deliver the first
machine in ten weeks, and install it four weeks after that.
.- Why such a long delivery period?

.: Well, these are in fact the usual periods. It’s pretty normal
in this kind of operation. Did you expect we could deliver
any quicker?

.. We need delivery of six weeks maximum, with four weeks of
installation.

- I see what you mean, but that would be very difficult. You
see we have a lot of orders to handle at present, and moving

just one of these machines is a major operation. Look, if T

can promise you delivery in eight weeks, does that help?

.+ I’'m sorry, but I can’t accept eight weeks. You’ll have to do

better than that, I'm afraid.

.- Well, look. You want the machine in six weeks. Now that

is really a very short deadline in this business. You said that

you couldn’t take it any later, but couldn’t your engineers
find a way to re-schedule just a little, say another week?

.+ I’m afraid I can’t increase the delivery period any further.

I have my instructions.

.. Well, you really are asking us for something that is very
difficult. I've already offered you seven weeks. I’ll have to
consult with my colleagues and come back to you, but I
can’t see what we can do.

- May I make a suggestion? If you can promise delivery in six
weeks, then we may be able to talk about a further order.

- Well, on that basis I suppose we might be able to look at

some kind of arrangement. In fact, if you can promise

another order I think we could accept your terms.

. Let’s go through the terms: six weeks for delivery and four
weeks for installation; and the decision about the next order
to be taken by the 26th. Agreed?

. Exactly. Please confirm this in writing.
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17. Here are some expressions commonly used in discussing
f:ontract terms and conditions. Look them up in the dictionary
!l' necessary, and learn them. Then put the new vocabulary
into context, making up sentences of your own.

according to the contract alter the terms of the contract
breach of contract break a contract

sign a contract clause

pt?nalty clause cancellation clause

with effect from come into force

deadline draft

ex;_)ire : expiry date

um't price minimum quantity

delivery date bulk discount

method of payment credit period
warranty period

18. Using dialogue 2 as a guide and the above words and
phrases, make up dialogues of your own.

Situations

You talk to your groupmate about:

a) the delivery date (indicate any products/equipment you like);
b) the alteration of the contract terms and conditions;

c) the reasons for breaking the contract.

SECTION 4
LISTENING

19. Listen to the text “Joint Venture Agreement”. Answer the
questions that follow.

1. What is a joint venture agreement?

2. Whatisa partnership agreement characterised by?

3. What do the key clauses of a joint venture agreement include?
4. What is the structure of a joint venture?

5. How is a joint venture run?

8. 3ak. 48
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20. As you listen, make notes under the following headings
indicating some specific features of a joint venture.

1. Advantages
2. Benefits

3. Success

4. Key elements

21. Check your answers with your groupmates and tape‘script
10 of the text. Look up the words you do not know in the

dictionary.

22. Retell the text about some characteristics of joint venture
agreements.

23. Tell your groupmates about some other types of agreements
or contracts.

SECTION 5
WRITING

24. Read the information about some specific features of writing
a business report.

A report is divided into four areas:; _ i

a) Terms of Reference. This section gives background information
on the reason for the report. It usually includes the person
requesting the report.

b) Procedure. The procedure provides the exact steps taken and
methods used for the report. . ,

¢) Findings. The findings point out discoveries made during
the course of the report investigation. ’

d) Conclusions. These provide logical conclusions based on
the findings, \

¢) Recommendations. The recommendations state actions Fhat
the writer of the report feels need to be taken based on the findings
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and conclusions. Reports should be concise and factual. Opinions
are given in the Conclusions section. However, these opinions
should be based on facts presented in the Findings. Use simple
tenses (usually the Present Simple) to express facts. Use the
imperative form (e.g. Discuss the possibility ..., Give priority ...,
etc.) in the Recommendations section as these apply to the company
as a whole.

25. Study a sample business report.

Terms of Reference.

Mary Smith, Director of the Personnel Department, has
requested this report on employees’ benefits satisfaction. The report
was to be submitted to her by 10 May.

Procedure.

Representative selections of 15% of all employees were interviewed
in the period between February Ist and February 15th concerni ng:

1) overall satisfaction with our current benefits package;

2) problems encountered when dealing with the personnel

department;

3) suggestions for the improvement of communication poli-

cies;

4) problems encountered when dealing with our Health

Maintenance Organization.

Findings.

1. Employees were generally satisfied with the curre nt benefits
package.

2. Some problems were encountered when requesting vacations
due to what is perceived as long approval waiting periods.

3. Older employees repeatedly had problems with Health
Maintenance Organization prescri ption drugs procedures.

4. Employees between the ages of 22 and 30 report few problems
with the Health Maintenance Organization.

5. Most employees complain about the lack of dental insurance
in our benefits package.

6. The most common suggestion for improvement was for the
ability to process benefits requests online.

Bt
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Conclusions.

1. Older employees, those over 50, are having serious problems
with our Health Maintenance Organization’s ability to provide
prescription drugs.

2. Our benefits request system needs to be revised as most
complaints concerning in-house processing.

3. Improvements need to take place in personnel department
response time.

4. Information technology improvements should be considered
as employees become more technologically savvy.

Recommendations.

1. Meet with Health Maintenance Organization representatives
to discuss the serious nature of complaints concerning prescri ption
drug benefits for older employees.

2. Give priority to vacation request response time as employees
need faster approval in order to be able to plan their vacations.

3. Take no special actions for the benefits package of younger
employees.

4. Discuss the possibility of adding an online benefits requests
system to our company Intranet.

26. Following the above instructions, practise writing business
reports.

Terms of reference:

a) You have been requested by Mr. Jones, the manager of the
company, to write a report on the availability of computers in the
company and their use by the staff. The report is to be submitted
by 15th August.

b) Mrs. Rogers, Head of the Personnel Department, has asked
you to write a report on the absenteeism rates for the last three
months. The report is to be submitted by 1st August.

¢) Mr. Owen, Head of the Quality Control Department, has

requested you to write a report on customers’ complaints about the
quality of your company’s products. Choose any products you like.
The report is to be submitted by 20th October.

27. Present the reports to the class and discuss them, then

seek an opinion from your teacher.

SECTION 1
VOCABULARY AND WORD STUDY

1. Read and memorize the active vocabulary to the Text

“Running a Business Meeting” and translate the given
sentences.

1. attend a meeting — nprcyTCTBOBAaTh Ha COOpaHMK
call a meeting — co3sars cobpanue

hold a meeting — npoBoauTs coGpanue

run a meeting — rMpoBOAUTL coOpaHKe; PYKOBOINTL coOpa-
HHEM

I was unable 7o artend the union meeting. The director has
called an urgent meeting. They decided to hold a meeting to discuss
the latest sales report. Who is going 7o run the meeting today?

2. staff [sta:f] n — wrar(s1) (cayxaiux), NEPCOHAN, COTPYI~
HHKH

staff members — coTpyaHuku (1aHHOro yYpexXIeHUs)

We have a staff of thirty. They are staff members of the personnel
department.
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3. estimate [‘estimit] » — oueHka, cMmeTa, KalbKyJsLM,
[‘estimeit] v — oueHHBaTh, YCTAHABIUBATH CTOMMOCTb; 11aBaTb
OLIEHKY, BBIHOCUTH CYXIECHHUE

I can give you a rough estimate of the number of staff needed
to work on the project. We estimated that it would take two years to
complete the job.

4. have (take) the floor [flo:] — BbicTynarh, Gpath CIOBO
The representative of the company has the floor.

5. roll call [ ‘roulko:l] — mepexknu4Ka
do roll call/call the roll — jenath nepekINyKy, BbI3bIBATH M0

CITHCKY
Two students missed roll call. The secretary will call the roll.
6. chairperson [ ‘tfeapa:s(a)n] » — npencenareb
The chairperson will determine the order in which people will

speak.

7. charge [tfa:ds] n v — 00s13aHHOCTH, OTBETCTBEHHOCTD,
DYKOBOI[,CTBO; rnopy4arb, BBEPATH, BO3J1aratb OTBETCTBEHHOCTDb

be in charge — orseyarh (3a Koro-i.), 3aBe/0BaTh, BEATh,
DYKOBOIOUTD

She took charge of the family business when her father died.

She charged me to look after her son. Who will be in charge of the
department when she is away?

8. assign [2 "sain] v — Ha3Hayarh (CPOK), NPEAHA3HAYATE; [1a~
BaThb, Mopyuars (3azanue, pabory); Ha3Ha4YaTh Ha AOKHOCTH

We assigned the day for our meeting. They have assigned the
job to me. She has been assigned to a new post.

9. vote [‘vout] n v — ronocoBanue, rojoc(a), npaso rosio-

ca, KOMYECTBO MPOroJI0COBaBILIMX; ro10COBaTh
open vote — OTKPbITOE roI0COBAHUE
tie vote [ ‘tai] — paBeHCTBO roj0coOB (MOJAHHbIX 38 ABYX KaH-=

JIMIATOB)
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private (closed) vote [ praivat] — 3akpbiToe ronocoBaHue
cast a vote — poroJIocoBaTth
put to the vote — craButh Ha ronocosanue

Each shareholder has a vore at the annual general meeting. He
has _vored against the proposal. All officers connected with military
service are elected by open vote. The Chairperson will not have an
gddltional vote in the case of a fie vote at the meeting. All the votes
in the election have now been cast and the counting has begun
The proposal is 7o be put to the vote. '

10. resolve [ri’zolv] v — pewars, peurats rorocoBaHmnem

He rgso{vea‘ that he would work harder. The committee resolved
on appointing a new secretary. They resolved, by 20 votes to 10,
to accept the company’s budget proposal.

_ll. in favour [‘feiva] — «3a» (npu romocosanmuu)
in opposition [,apa zif(a)n] — «npoTus» (npu ronocosanum)

All those in favour raise your hands. The unions are in opposition
to the government over the issue of privatization.

12. ballot ["bzlat] n — usbupatenbHsiit GloMIETEHD, CIHCOK
KaHAMJATOB U1 FOJOCOBAHMS

They are counting the ballots now.

13. count ['kaunt] #n v — cuer, moacyer; cuMTaTh, MOACHM-
THIBATh

take the count of votes — nogcuurars uucno (MPOBOAUTH MOz~
CYET) rOJIOCOB

The vote was so close that we had to have several counts. I counted
the money to see if it was correct. They fook the count of how many
people attended.

14. carry [ 'keri] v — npuHumarh (MpH rONOCOBAHUK — pe-
IIEHUE, JOKYMEHT)

fail ["feil] v — oTKJIOHHMTB, HE NMPUHATH (IIPH FOJOCOBAHMNA —
pelleHHe, JOKYMEHT)
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The proposal was carried by 210 votes to 160. The resolution
was failed by a roll call vote of 35—46.

15. check off v — oTmeuyars ranoukoil (MpoBepeHHOe, Bbi-

MOJHEHHOE U T.11.)
He checked off their names on the list as they got on the coach.

16. promote [pra ’maut] v — MoBbILATH B A0DKHOCTH, MpPO-

[IBUraTh Mo ciyxoe
promotion [pra’'mauf(a)n] n — MOBbILICHUE B AOKHOCTH,

npoABUXeHHe o cayxbe

He was promoted from assistant sales manager to sales manager.
The job offers a good salary ad excellent chances of promotion.

17. time limit — periameHT, NMpejie/ibHbldi CPOK
set a time limit — yCTaHOBHUTH perlaMeHT

We have already gone over the time limit for this meeting. We
set a time limit of ten minutes for each speaker.

18. amount [5 'maunt] n v — KOJIMYECTBO, BEJIMYMUHA; BCE,
Bech 0OBEM; COCTABIATH CYMMY, AOXOAMTH (10), PaBHATHCA
(gemy-1.)

You don’t have to pay the full amount just now. Our debts amount
to over $2000.

19. allocate [’ wlokeit] v — mpenHasHayarth, Ha3Ha4YaTh; pac-
npeaeasiTh

The government has allocated over 100 million to the job
programme. New staff has already been allocated jobs.

20. motion ['mauf(a)n] n — npeanoxeHne (Ha cobpaHuu)
put the motion to vote — nMoCTaBUTbL NPEUIOKEHNE HA IOJIO-

COBaHHC

Her motion was voted on. All members of the assembly put the
" motion to vote on a draft resolution.
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2. Match the pairs of antonyms from A and B and translate
them.

A B

miss a. assign
in opposition b. private
dismiss ¢. promotion
keep d. hold
open e. attend
cancel f. fail
demotion g. in favour
carry h. allocate

2 NON LR W

3: Match the noun(s) on the left with a suitable item on the
right. Use each item once only.

The staff members . indicates the order of items.
. The issues . have been counted.

. The motion . is running smoothly.

. The time limit . was calling the roll.

. The agenda items . have been put to a vote.
The agenda . attended the meeting.

The chairperson g. are going to have the floor.
The ballots h. has been carried.

The meeting i. were checked off.

. The experts j. has been set.

SN 00NN R W —

—

4. Replace the underlined words with the words below.

a) take the floor b) resolve c) amount d) run e) estimate
) charge of g) cast h) take the count of i) motion j) call

1. Did they decide to bring up that matter at the next meeting?
2. We had to calculate the votes twice. 3. It is impossible to
evaluate these results without knowing more about the research
methods employed. 4. The chairperson was the first to speak. 5.
She decided to take responsibility for the family business. 6. They
have put up for a vote the suggestion about the company’s day-to-




218 AHTAUGCKUl Si3bIK gnst genosoro oduieHust

day activities. 7. Using fliers is a time-tested way to announce an
organizational meeting. 8. A majority of the staff decided to give
their votes to accept that offer. 9. Banks may not be prepared to
open an account if the sum involved is too small. 10. Our company
is going to hold a meeting to talk about future projects.

5. Read and translate the following groups of sentences paying
attention to the words in italics which can function as a noun
and a verb, or a verb and an adjective, or a noun and an
adjective, with the same form. They can have similar or different
meanings. Look up your dictionary if necessary.

1. a. He tried to motion us to our seats.

. He made his hand motion to get our attention.

They proposed a motion to increase the membership fee.
. The old man needed his staff to climb the hill.

. We need 30 bilingual people to staff the call centre.

. How many are on the hotel staff?

The statue was cast from bronze.

. She cast a glance in his direction.

The film has a strong cast including some famous names.
There is a 30-minute #ime limit on Internet use.

. They usually time their visit here every month.

. I don’t have the fime to play football.

. They charged a small fee for their service.

. They study electrically charged particles.

. She charged me to look after her little son.

CoPOTHPOCTPNOTROOTS

SECTION 2
READING AND DISCUSSION

6. Before you read the text “Running a Business Meeting”,
discuss these questions with your groupmates or teacher.

a) What is required to run a meeting smoothly?
b) Do you know how to announce a meeting?
c¢) What is the purpose of having an agenda?
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d) What are the roles of staff members at a meeting?
e) Is it important to make small talk before starting a meeting?
f) What are a chairperson’s responsibilities?

g) What is the procedure of taking meeting minutes?

h) Do you know how to finish a meeting?

7. Read the Text to find out if you are right or wrong. Use
the introductory phrases given in Unit 1.

Text
RUNNING A BUSINESS MEETING

Meetings are an important part of doing business. A successful
meeting has no surprises. With proper preparation and careful
organization, a meeting can run smoothly. Setting goals and time
limits, keeping to the agenda, and knowing how to refocus are the
key components of an effective meeting.

There are a number of ways that you may call or be called to a
meeting. Some meetings are announced by email, and others are
posted on bulletin boards. The date, location, time, length, and
purpose of the meeting should be included. In order to keep the
meeting on task and within the set amount of time, it is important
to have an agenda. The agenda should indicate the order of items
and an estimated amount of time for each item. If more than one
person is going to speak during the meeting, the agenda should
indicate whose turn it is to have the floor. The person in charge of
calling and holding a meeting may decide to allocate certain roles
to other staff members. Someone may be called upon to take the
minutes, someone may be asked to do roll call, and someone may
be asked to speak on a certain subject. This should be done either
in person, or in an email.

Whether you are holding the meeting or attending the meeting,
it is polite to make small talk while you wait for the meeting to
start. You should discuss things unrelated to the meeting, such as
weather, family, or weekend plans. Once everyone has arrived,
the chairperson, or whoever is in charge of the meeting should
formally welcome everyone to the meeting and thank the attendees
for coming.
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If anyone at the meeting is new to the group, or if there is a
guest speaker, this is the time when introductions should be made.
The person in charge of the meeting can introduce the new person,
or ask the person to introduce him-/herself. Some people who
hold meetings prefer to pass around copies of the agenda, and
others will post a large copy on a wall, or use an overhead
projector. No matter which format is used, attendees should be
able to follow the agenda as the meeting progresses. Before
beginning the first main item on the agenda, the speaker should
provide a brief verbal outline of the objectives.

Anyone may be assigned to take the minutes at a meeting. The
minute-taker can use a pen and paper or a laptop computer
and does not need to include every word that is spoken. It is
necessary to include important points and any votes and results.
Indicating who said what is also necessary, which is why the minute-
taker should make sure to know the names of the attendees. The
minute-taker should type out the minutes immediately after the
meeting so that nothing is forgotten.

One of the most difficult things about holding an effective meeting
is staying within the time limits. A good agenda will outline how
long each item should take. A good chairperson will do his or her
best to stay within the limits.

When issues cannot be resolved or decisions cannot be easily
made, they are often put to a vote. Most votes occur during
meetings. Votes can be open, where people raise their hands in
favour or in opposition of the issue. In an open vote, the results
are evident immediately. Other votes, such as who should be
elected to take on a certain role, are private or closed. During
private votes, attendees fill in ballots and place them in a box to be
counted. The results may not be counted until after the meeting.
When a motion is voted and agreed upon, it is carried. When it is
voted and disagreed upon, it is failed. Most often votes are put to
a majority. If there is a tie vote, the chairperson will often cast
the deciding vote.

During the meeting, participants will comment, provide
feedback, or ask questions.
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There are different reasons why a meeting comes to an end.
Time may run out, or all of the items on the agenda may be
checked off. Some meetings will end earlier than expected and
others will run late. A meeting may be cut short due to an unexpected
problem or circumstance.

The end of the meeting is also the time to thank anyone who has
not been thanked at the beginning of the meeting, or an&one who
deserves a second thankyou. Congratulations or good-luck can
also be offered here to someone who has experienced something

new, such as receiving a promotion, getting married, or having
a baby.

8. Read aloud paragraphs 1 — 3 of the text.

9. I_-‘ind in the text the paragraph saying about putting a
motion to a vote at the meeting and translate it into Russian.

10. Explain the following references.

a) ... others are posted on bulletin boards.
What does the pronoun orhers refer to?

b) This should be done either in person, or in an email.
What does the pronoun rhis refer to?

C) ... they are often put to a vote.
What does the pronoun they refer to?

d) During private votes, attendees ... place hem in a box to be
counted.
What does the pronoun them refer to?

e) When it is voted and disagreed upon, i is failed.
What does the pronoun if (two times) refer to?

11. Find in the text some key words and expressions to speak
about holding a business meeting. Retell the text in English.
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SECTION 3
SPEAKING

12. Study the following phrases that are used to conduct a
meeting. These phrases are useful if you are called on to
conduct a meeting.

Opening the Meeting
e Good morning/afternoon, everyone.
e [f we are all here, let’s start the meeting.

Welcoming and Introducing Participants

e We’re pleased to welcome (name of participant)
e [t’sa pleasure to welcome (name of participant)
e I’d like to introduce (name of participant)

Stating the Principal Objectives of the Meeting
e We're here today to ...

e Qur aim is to ...

e [I’ve called this meeting in order to ...

Giving Apologies for Someone Who is Absent

e DP’mafraid ... (a participant’s name) can’t be with us today.
S/he is in ...

e Unfortunately, (a participant’s name) ... will not be with
us today because s/he ...

Reading the Minutes of the Last Meeting :

e To begin with I’d like to quickly go through the minutes of
our last meeting.
First, let’s go over the report from the last meeting, which
was held on (date).
Here are the minutes from our last meeting which was on
(date).

Dealing with Recent Developments

e (Name), can you tell us how the ... project is progressing?

¢ (Name), have you completed the report on ...?

e Has everyone received a copy of ... report on current
marketing trends?
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Moving Forward

* So, if there is nothing else we need to discuss, let’s move
on to today’s agenda.

e Shall we get down to business?

¢ [f there are no further developments, I’d like to move on to
today’s topic.

Introducing the Agenda
* Have you all received a copy of the agenda?
® There are X items on the agenda. First, ... second, ...
third, ... lastly, ...
Shall we take the points in this order?
Shall we skip item 1 and move on to item 3?
I suggest we take item 2 last.

Allocating Roles (secretary, participants)

¢ (a participant’s name) has agreed to take the minutes.

* (a participant’s name), would you mind taking notes (the
minutes) today?

* (a participant’s name) has kindly agreed to give usa report
on this matter.

Agreeing on 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 of ...
The meeting is due to finish at ...
We’ll have to keep each item to ten minutes. Otherwise
we’ll never get through.

e There will be five minutes for each item.

Introducing the First Item on the Agenda

* So, let’s start with ... / Shall we start with ...
* So, the first item on the agenda is

e (name), would you like to introduce this item?

Closing an Item

¢ [ think that covers the first item.

e Shall we leave that item?

e [f nobody has anything else to add, lets ...
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Next Item

¢ Let’s move onto the next item.

¢ The next item on the agenda is ...
¢ Now we come to the question of ...

Giving Control to the Next Participant
e I'd like to hand over to (name), who is going to lead the
next point.
Next, (a participant’s name) is going to take us through ...
* Now, I'd like to introduce (a participant’s name) who is

going to ...

Summarizing

* Before we close today’s meeting, let me just summarize the
main points.

Let me quickly go over today’s main points.

To sum up, ...

In brief, ...

Shall T go over the main points?

Finishing up
* Right, it looks as though we’ve covered the main items.
* Let’s bring this to a close for today.

Suggesting and Agreeing on Time, Date and Place for the Next

Meeting

* Can we set the date for the next meeting, please?

* So, the next meeting will be on (day), the (date) of (month)
at.

e So, see you all then.

Thanking Participants for Attending

e I’d like to thank (name/s) for coming over from ...
* Thank you all for attending.

* Thanks for your participation.

Closing the Meeting
® The meeting is closed.
* [ declare the meeting closed.

Unit 11. Business Meetings 225

.13. Study.the following phrases that are used to participate
In 2 meeting. These phrases are useful for expressing your
ideas and giving input to a meeting. ;

Getting the Chairperson’s Attention

* (Mister/Madam) chairman. May I have a word?
* Excuse me for interrupting,

Giving Opinions

* My view is ...

* I (really) feel (think) that ...

* In my opinion ...

® The way I see things ...

Asking for Opinions
* Do you (really) think that ...
* How do you feel about ,..?

Commenting

® That’s interesting.

* I never thought about it that way before.
*  Good point!

* I see what you mean.

Agreeing

* I totally agree with you. Exactly!

® That’s (exactly) the way [ feel.

* I have to agree with (a participant’s name).

Disagreeing

* I’'m not too sure ...

® Unfortunately, I see it differently.
® I agree with you, but ...

* (I'm afraid) I can’t agree ...

Advising and Suggesting

& kets

* We should ...

* How/What about ...

* Isuggest/recommend that ...
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Clarifying

e Have I made that clear?

e Let me put this another way ...
e I’djust like to repeat that ...

Requesting Information
e Please, could you ...
e [I’d like you to ...

e Would you mind ...

Asking for Repetition :

e [ didn’t understand that. Could you repeat what you just
said?

e Ididn’t catch that. Could you repeat that, please?

o [ missed that. Could you say it again, please?

Asking for Clarification
e Idon’t quite follow you. What exactly do you mean?
e Could we have some more details, please?

Keeping the Meeting On Target (time, relevance, decisions)
We’re running short of time.
Please be brief.
Let’s get back on track, why don’t we?
That’s not really why we’re here today.
We’ll have to leave that to another time.
Keep to the point, please.
Are we ready to make a decision?

14. Here is an example of a typical business meeting. As you
can see from the dialogue, a typical business meeting can be
divided into five parts.

Introductions

Meeting Chairman: If we are all here, let’s get started. First of :

all, I’d like you to please join me in welcoming John Willows,
our Southwest Area Sales Vice President.

John Willows: Thank you for having me, I’'m looking forward
to today’s meeting.
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Meeting Chairman: 1'd also like to introduce Jane Smith who
recently joined our team. I'm afraid our national sales director,
Rebecca Woods, can’t be with us today. She is in Kobe at the
moment, developing our Far East sales force.

Reviewing Past Business

Meeting Chairman: We're here today to discuss the ways of
improving sales in rural market areas. First, let's go over the
report from the last meeting which was held on 10th May. Right,
Nick, over to you.

Nick Williams: Thank you, George. Let me just summarize the
main points of the last meeting. We began the meeting by approving
the changes in our sales reporting system discussed on 15th April.
After briefly revising the changes that will take place, we moved
on to a brainstorming session concerning after sales customer
support improvements. You’ll find a copy of the main ideas
developed and discussed in these sessions in the photocopies in
front of you. The meeting was declared closed at 12.30.

Beginning the Meeting

Meeting Chairman: Thank you, Nick. So, if there is nothing
else we need to discuss, let’s move on to today’s agenda. Have you
all received a copy of today’s agenda? If you don’t mind, I'd like
to skip item | and move on to item 2: Sales improvement in rural
market areas. John has kindly agreed to give us a report on this
matter. John?

Discussing Items

John Willows. Before I begin the report, I'd like to get some ideas
from you all. How do you feel about rural sales in your sales districts?
[ suggest we go round the table first to get all of your input.

Richard Mallow. In my opinion, we have been focusing too
much on urban customers and their needs. The way I see things,
we need to return to our rural base by developing an advertising
campaign to focus on their particular needs.

Mary Fielding: I’'m afraid I can’t agree with you. I think rural
customers want to feel as important as our customers living in
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cities. I suggest we give our rural sales teams more help with
advanced customer information reporting.

Andrew Gray: Excuse me, 1 didn’t catch that. Could you repeat
that, please?

Mary Fielding: 1 just stated that we need to give our rural sales
teams better customer information reporting.

Richard Mallow: 1 don’t quite follow you. What exactly do you
mean?

Mary Fielding. Well, we provide our city sales staff with database

information on all of our larger clients. We should be providing

the same sort of knowledge on our rural customers to our sales
staff there.

John Willows: Would you like to add anything, Kate?

Kate Kemp: 1 must admit I never thought about rural sales that
way before. I have to agree with Mary.

John Willows: Well, let me begin with this Power Point
presentation (John presents his report). As you can see, we are
developing new methods to reach out to our rural customers.

Richard Mallow: 1 suggest we break up into groups and discuss
the ideas we’ve seen presented.

Finishing the Meeting
Meeting Chairman: Unfortunately, we’re running short of time.
We’ll have to leave that to another time.
John Willows: Before we close, let me just summarize the main
points:
— Rural customers need special help to feel more valued.
— Our sales teams need more accurate information on our
customers.
— A survey will be completed to collect data on spending habits
in these areas.
— The results of this survey will be delivered to our sales teams.
Meeting Chairman: Thank you very much, John. Right, it looks

as though we’ve covered the main items. Is there any other business?

Andrew Gray: Can we fix the next meeting, please?
Meeting Chairman: Good idea, Andrew. How does Monday in
two weeks time sound to everyone? Let’s meet at the same time,
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9 o’clock. Is that OK for everyone? Excellent. I’d like to thank
Jack for coming to our meeting today. The meeting is closed.

15. Put the jumbled sentences in the right order to form
useful expressions for meetings.

a) last — suggest — item — | — take — three — we.

b) the — me — points — let — main — summarize.

¢) you — how — can — project — progressing — the — us —
is — tell?

d) for — the — can — the — set — next — please — we —
meeting — date?

e) close — bring — to — let’s — a — this.

f) all — meeting — if — here — start — we — the — are — let’s.

g) item — minutes — there — be — will — each — for — five.

h) last — here — our — the — from — are — meeting — minutes.

i) declare — closed — the — I — meeting.

g) the — you — today — would — taking — minutes — mind?

16. Which expressions are used to:

a) comment?

b) disagree?

c) keep the meeting on target?

d) ask for repetition?

e) get the chairperson’s attention?
f) advise and suggest?

g) request information?

h) give opinions?

i) clarify?

j) agree?

17. Here is a part of a business meeting. The people are
discussing one of the items on the Agenda, and are going to
vote. Complete the gaps in the dialogue with the words in
a—g below. Then practise this dialogue.

Production Director: So you see, Peter, if we don’t approve this
programme ...
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Chairman: Excuse me, could I remind you to (1)
your remarks to the chair?

Production Director. Certainly. Mr Chairman, I can assure
the members of the Board that when this programme is finished
our production capacity will be doubled.

Board Member. Excuse me, Mr Chairman; on a point of order,

I don’t think that the Production Director should be talking about

“when this programme is finished” before the Board has had the
opportunity to vote on whether to (2) the programme

or not.
Chairman: Yes, indeed, Mr Morris, would you like to propose

a motion?

Production Director: Yes, Mr Chairman. [ (3)
that the capital expenditure programme as presented to the Board
be adopted in its present form.

Chairman: Who will second the motion?

Board Member: T'll (4) the motion.
Chairman: Those in favour? Those against? Any abstentions?

Eight in favour, and no-one against. I declare the motion
(5) . You know, in all my time as Chairman I have

never been able to use my (6) vote. The capital
expenditure programme is now adopted. Can we go (7)
to the next item on the Agenda? This item ...

¢) address d) on

a) second b) casting
g) approve

e) move /) carried

18. Fill in the blanks with the correct phrases and sentences
from the list below. Then practise the dialogue.

A.: Right. (1)

This is a proposal to print a

special catalogue for our multimedia products. What’s

everyone’s reaction to this?
B.: (2 Right now they’re all mixed up with
everything else in the main catalogue. Nobody notices them.
€ Tagree: (3) I'd like to see some figures.
A.: OK. So we need to work out the costs. (4)
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B.: Sure.

Sl ) IR By Friday?
L. Yes, 10K

.. Excellent. (6)

a) But how much is it going to cost?

b) We can discuss this again next Monday, then.

¢) Shall we move on to the next item on the agenda?
d) How soon can you prepare some figures? :
e) It’s a terrific idea.

f) Could you deal with that, James?

19. Work in threes. You all work for a British company which
want§ to launch a new product in Russia (choose any product
you l-lke). !\dake up an agenda and hold a marketing planning
nfeetmg. Discuss the points on the agenda (e.g. target customer,
dlmen§it_ms, wrappings, product name, price, launch date

advertising, etc.) and make a decision for each one. '

20. Hold a meeting with your groupmates. Discuss the proposals
one by one (e.g. cut the research and development budget
cut the staff training budget, make the company security staf;'
redundant, cancel the plans to buy some products or equipment
elt;e.‘zl dam;k decide what to do. Each person at the meeting’
should make a suggestion. i i i i
i wmmg.g ion. Decide who is responsible for taking

SECTION 4
LISTENING

21. Listen to the text “Meetings with Chinese Businessmen”.
Answer the questions that follow.

1. Do C‘hi'nese business people like surprises?

i W?w IS 1t necessary to arrive at a meeting five to ten minutes
prior to the starting time?

3. What is the dress code for meetings like?
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4. Are refreshments served during a meeting?
5. What do you have to start the meeting with?
6. How are meetings usually ended?

22. As you listen to the text, say which of these statements
are true and which are false.

. Discuss an agenda at the beginning of a meeting.

. Persons enter a meeting room irrespective of their rank.
. Transportation needs are usually asked about.

. Counterparts sit at the centre of the side of the table.

. Tea is usually offered for senior people.

23. Check your answers with your groupmates and tapescript
11 of the text. Look up the words you do not know in the
dictionary.

24. Retell the text about preparations for meetings with Chinese
business people.

25. Tell your groupmhtes about specific features of holding
meetings with businessmen from different countries. Use the
Internet to find the information required.

SECTION 5
WRITING

26. Study the following sample of the meeting minutes.
RESEARCH AND DEVELOPMENT CORPORATION

Date: 15 March, 2012
Time: 10 a.m.
Venue: Management Office Meeting Room

BOARD MEETING MINUTES

Quorum was established.
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Present:

James Marker, President (Chairman)
Robert White, Secretary

Alice Johnson, Project Head

Lawrence Darts, Project Executive
Mary Smith, Corporation Treasurer
William Drakes, Corporation Manager

Absent:
Christopher Brown, member, excused

I. Introduction
The meeting was presided by James Marker, who called the
meeting to order at 10 a.m. and welcomed the members.

[1. Approval of the Minutes of the Last Meeting

Motion: To approve the Minutes from 10 February, 2012 Board
meeting

Vote: Unanimous approval

IT1. Discussion
Topic Key Points Action Item Person Responsible

1. Finance Update
The treasurer presented the latest report on the Corporation’s
financial standing. MS

2. Special Event

The chairman informed the members that there will be a special
exhibit to be held at the Corporation Main Building and there will
be a broker’s event that will run simultaneously at the main function
room. For implementation WD

3. Construction Matters
The chairman asked the project team to explain the causes of delays
in the construction of the stadium. For monitoring AJ, LD

4, Other Matters

WD brought up a plan to bring in a consultant for the project
team. MS suggested a budget and several names of suppliers to be
approached.
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5. Close
The chairman thanked all the members for their participation
and adjourned the meeting at 11:30 a.m.

27. Using the information given in exercises 18 and 19 and
the above sample as a guide, write the minutes of the meeting.

28. Write the minutes of the meeting you attended.

SECTION 1
VOCABULARY AND WORD STUDY

1. Read and memorize the active vocabulary to the Text
“Negotiating Skills and Strategies” and translate the given
sentences.

I. negotiate [ni goufieit] v — BecTu meperoBOpsbi, AOrOBAPU-
BaTbCsl, OOCYK/1ATh YCIOBUSI

negotiation [ni.goufi‘eif(a)n] » — (wacro pl) meperoBopsl,
obcyxneHue ycnoBuit

We are negotiating with our employers for higher salaries next
year. An agreement was reached after lengthy negotiations.

2. transaction [treen zaek[(3)n] n — caenka, aeno
He hoped to make 10% profit on each fransaction.

3. master [ 'ma:sta] v — oBnaneBarbh (3HAHUSIMU, S3BIKOM U
T.M.); PYKOBOJUTh, YIIPaBJISITh

It only takes a few hours of practice fo master the technique.
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4. significant [sig 'nifikont] adj — 3HaMeHaTeNbHBIN, BAXHBIN,
CYILLIECTBEHHBINA

There has been a significant increase in the number of women
students in recent years.

5. contribute [kon‘tribju:t] v — menats BKiIan, crocodCTBO-
BaTh, CO/IENCTBOBATH

This advertising campaign has contributed significantly to the
success of the new car.

6. approach [ "prautf] » v — noaxoa (K paccCMOTPEHUIO, M3y~
YEHUIO YEro-J.); MOAXOAUT, MPHOIKATHCS

They changed their marketing approaches to include the
principles and practices of green marketing. We are approaching
the end of the fiscal year.

7. aware [2'wea] adj — 3HalOlIMIt, OCBEOMIEHHBIN
I am well aware that this is a risky investment.

8. assert [2 sa:t] v — yTBepXaaTh, 3asB/IATb; OTCTAUBATH
assertive [2 "sa:tiv] adj — upe3amepHO HACTOMNYMBBIA, CAMOYBe-
pEeHHbIH, HAMMOPUCTBIH

The government has asserted that it will not change its policy.
I really must assert myself more in meetings. It is that assertive
and confident attitude that helps business grow.

9. outcome [ autkam] n — pe3ynbTar, [OCNEACTBUE, UCXOMI
It is too early to predict the outcome of the meeting.

10. ambiguous [&m ‘bigjuas] adj — ABYCMBICAEHHBIN, HEsAC-
HBIi, HEYeTKUil, HeonmpeaeNeHHbIH, N0NYCKAWLIKI IBOMHOE
TOJKOBaHHUE

The wording of the agreement is ambiguous.

11. give in v — ycTynaTh, CAaBaThCH
give in to demands — ycrynarb TpeGOBaHUAM
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The argument went on for hours as neither side would give in.
Don’t give in to their demands.

12. facilitate [f>'siliteit] v — o6neryars, momoraTs
An expert negotiator was brought in fo facilitate the discussion.

13. benefit [ “benifit] » v — Bbiroga, nosb3a, NpubbLIbL; MO-
MOraTh, MPUHOCUTb ITOMB3Y; U3BIEKATD MOJIb3Y, BHITOAY
beneficial [.beni fif(a)l] adj — BbironHbIi, MONE3HbIH

That was a job with a good salary and a range of benefits.
Better working conditions will benefit the staff. The improvement
in sales figures had a beneficial effect on the company as a whole.

14. long-term [.lop "ta:m] adj — 10ArOCPOYHBIIA, ATUTENbHBIA
short-term [ . [2:t "ta:m] adj — kpaTkocpouHslii

We can take a long-term loan. The short-term forecast is not
very good.

15. commit [ka 'mit] v — nopyuarsk, BBEPATL, COBEpLUATH,
MPpUHUMATh Ha ceOs oOsi3aTenbeTBa

commitment [ka “mitmant] » — o6s3aTenbCTBO; BpyueHUe, re-
penaya; COBeplUeHHe

The government has committed itself to improving health
education. The company’s success this year would not have been
possible without the commitment and dedication of the staff.

16. contend [kan ‘tend] v — conepHuyuaTh, COCTA3ATHCSH, CMIO-
PHUTh

He is contending against his opponent with his experience.

17. concede [kan'sid] v — ycrymarh, MpoOMrpbiBaTh, MpPH-
3HABATh MOPAXKEHHUE

concede a point (in an argument) — ycrynuth (cgarbcs) B
KakoM-J. Bompoce (B crnope)

concession [kon "sef(2)n] n — ycTynka

The Government has conceded that the new tax policy has been
a disaster. The president is not expected fo concede these reforms.
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I concede that particular point in the argument, but I still think you
are wrong. After lengthy pay talks employers finally granted some
concessions to staff.

18. yield [ji:ld] v — ycrynats, cornawarses (Ha 4yTO-11.)
yield a point — caexnarb yCTynKy (B crnope)

After several hours of debate, the opposition yielded. They
yielded all disputed points to their opponents.

19. schedule [’ fedju:l] # — nporpamma, niaH, rpaguk; cru-
COK, MepedeHb; pacrucaHue

The company will cut its first-quarter production schedule by
4%. Tt is important that we have a flexible work schedule. The
majority of flights arrive and depart on schedule.

20. anticipate [an 'tisipeit] v — oxuzaate, NpeaBUACTD, Mpe-
naybexnaTh, NPeABOCXMLIATH

It is always best fo antici pate problems before they arise.

2. Match the words with the definitions below.

a) commitment b) schedule c) negotiation d) outcome
e) benefit /) approach g) concession  h) transaction

. the process of trying to reach an agreement through discussion;

. the act of doing business or carrying out a business deal;

. something good to receive, an advantage;

. an agreement to do something in the future;

. the act of conceding or yielding;

. a plan of events or work to be done at or within a certain
time; . .

7. ideas or actions intended to deal with a problem or situation;

. something that follows from an action, dispute, situation,

etc.
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P

3. Match the English word combinations with the Russian
equivalents. Use them to make sentences of your own.

. to enter into negotiations a. Opartk Ha cebs 00s3aTeNbLCTBO

. to give in to demands b. ryboKo M3YyUuTh NpeaMeT

. to make a commitment C. ClleNaTh YCTYIKY

. to yield a point d. ycTynuth B KaKkoMm-Jl. BO-
npoce

. to master a subject €. BCTYNUTb B MEPeroBopkI

. to negotiate a concession f. B3aTh 00513aTENBCTBO IOMOYD

. to concede a point 2. IoroBapuBathCs 00 yCTYNKe

. to commit to assisting h. ycrynats TpeGoBaHUAM

4. Match the following attributes on the left with a suitable
noun on the right.

. transaction
. communicator

. significant a

. short-term b

. Wwritten ¢. increase
. negotiation d. language

. formal e. outcome

. assertive f. forecast
successful g. approach
ambiguous h. skills
confrontational i. agreement

. beneficial j. communication

1

2
3
4
5

6

7
8.
9.
0

5. Read and translate the following sentences. Pay attention
to the meaning of the words and word combinations given
below.

I. a) be aware of — 3HaTh 4TO-J., OBITH CBEAYILUMM B YEM-II.

b) be aware that — 3HaTh, YTO; CO3HABATh, YTO, OTAABaTh cebe
OTYET B TOM, YTO

¢) become aware of — 3HaTh, y3HaBaTh (YTO)

d) awareness n — uH(MOPMHPOBAHHOCTh, OCBEIOMIEHHOCTD,
KOMITETEeHTHOCTb, OCO3HAHUE
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1. Currently, everyone prepares extremely well prior to
negotiations and we have become aware of our own strengths and
weaknesses. 2. Be aware that written negotiations, even by email,
can be interpreted as an enforceable contract under some
circumstances. 3. By attending this workshop you will understand
negotiation styles, develop awareness of negotiating skills,
understand teamwork in negotiations andgain awareness of
negotiation tactics. 4. In many negotiations, both parties are aware
of what their interests are, and are willing to engage in a give-
and-take process with the other party to come to agreement. 5.
Environmental awareness has increased dramatically over the past
decade. 6. Both sides are aware that negotiation is something of a
game of cat and mouse. 7. We became aware of their strategic
choices and tendencies. 8. This is a tough negotiation tactic but
it is good to be aware of it and prepared to use some tactics of your
own to minimize the pressure.

II. a) give in v — ycTynare, caaBaThes
b) give up v — Opocuts, nepecTath 4TO-J. AeNaTh
c) give over to v — nepeaasarb, Bpy4YaTh
d) given prep — c yuetoMm, npuHMMas BO BHUMAaHHE

1. Given their inexperience, they have done a good job. 2.
The rest of the evening was given over to signing and dancing. 3.
With a passive approach, you could simply give in to the other
person’s wishes. 4. This does not by any means suggest that we
should give up our own advantage for nothing. 5. The building
was given over to the youth club. 6. Given her interest in children,
teaching seems the right job for her. 7. They prefer to search for
agreement rather than fight openly, give in, or break off contact.
8. Good compromises allow you to give up something that you
don’t care about in order to get something that you do care about.
9. Given the fact that he has had six months to do this, he has not
made much progress:

III. a) master n — X03sMH, Blajejell; MacTep, 3HATOK CBOEro
Jiena, CrenanucT; OpuruHai, obpaseir; MarucTp
b) master adj — rnaBHBI, OCHOBHOM, KOHTPOJILHBII
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C) master v — OBJaeBaTh, OCBaUBaTh; PYKOBOAMTH

d) be master of smth. — Bnaners, obnagare yeM-J.

e) be one’s own master — ObITb CAMOCTOSTEILHBIM, HE3aBH-
CHMBIM

f) make oneself master of smth. — 10B6UTECS COBEPIUEHCTRA B
4YeM-Jl., OBNALEThb HYEeM-J.

1. He is a master negotiator. 2. I kept the master and sent
my accountant a copy. 3. Negotiation is the master practice that
allows you to move in and out of business situations with
confidence. 4. I wanted to start my own business, because I like
being my own master. 5. He made himself master of English. 6.
It takes a few hours of practice to master the technique. 7. The
university offers master degrees in international negotiation for
working professionals. 8. She is a master of the art of persuasion.
9. This master disc can be used on any PC. 10. She lived in Italy
for several years but never mastered the language.

6. Fill the gaps with the suitable words below and define
parts of speech.

I. a) facile d) facilitator

b) facilitate c¢) facilitation

1. The new trade agreement should more rapid
economic growth. 2. I see my role as that of a , enabling
other people to work in the way that suits them best. 3. He does
not permit himself answers. 4. The project focuses
on the of regional trade and investment.

¢) assertively
d) assertion

II. a) assert
d) assertiveness

1. The candidates behaved during the job interview.
2. I don’t agree with his that men are better drivers
than women. 3. The ship’s passenger list contained the names of
some Germans, most of them traveling on business.
4. You should try and be more . 5. The companies
that everything they did was appropriate. 6. Training

packages include courses on and managerial skills.

9. 3ak. 48

b) assertive
e) assertedly
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I1I. a) anticipate b) anticipation c) anticipative d) anticipatory

I. A number of industrial companies are raising prices in
of future inflation. 2. They help organizations to be
more responsive and when making decisions. 3. In

today’s business world, one has to be . Being
is the only way to gain advantage. 4. We
that sales will rise next year.

IV. a) contend b) contender ¢) contending

1. There were face-to-face discussions between the
parties. 2. | have a lot of problems to with,
without your interference. 3. He is no longer considered a serious
for this post.

SECTION 2
READING AND DISCUSSION

7. Before you read the text “Negotiating Skills and Strategies”,
discuss these questions with your groupmates or teacher.

a) What is a negotiation?

b) What skills are required to be a good negotiator?

¢) What communication styles do you know?

d) What do negotiation strategies include?

¢) Does success in negotiations depend on planning and
preparation?

8. Read the text to find out if you are right or wrong. Use the
introductory phrases given in Unit 1.
Text
NEGOTIATING SKILLS AND STRATEGIES

Negotiation is a process where two or more parties with
different needs and goals discuss an issue to find a mutually
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acceptable solution. In business, negotiation skills are important
in both informal day-to-day interactions and formal transactions
such as negotiating conditions of sale, lease, service delivery,
and other legal contracts. Good negotiations contribute significantly
to business success, as they help you build better relationships;
deliver lasting, quality solutions rather than poor short-term ones
that do not satisfy the needs of either party; help you avoid future
problems and conflicts. A good negotiation leaves each party satisfied
and ready to do business with each other again. Strong negotiators
master written, verbal and non-verbal communication. They adopt
a conscious, assertive approach to their communication. Good
negotiators are flexible, creative, aware of themselves and others.
They are also good planners, honest, win-oriented and excellent
communicators.

During a negotiation, you may choose to use a passive,
aggressive or assertive communication style. Using an assertive
style will help increase your chances of negotiating successful
outcomes for your business. Passive communicators are inclined
to use ambiguous language, adopt under-confident body language,
and give in to demands too easily. Aggressive communicators
take a confrontational approach
that tends to alienate other parties
and destroy negotiations. Assertive
communicators, however, are both
confident and considerate. These
communicators are more likely to
keep discussion going and facilitate
mutually beneficial agreements.
They adopt a strong, steady tone
of voice. They are factual rather than emotional or critical. They
describe their views, starting sentences with /7 rather than direct
criticisms starting with you.

Understanding the other party’s interests and tactics is integral
to good negotiating. Choosing a strategy that best responds to
their interests and tactics will help you achieve the best outcome.
Some of the different strategies for negotiation include:

Contract negotiations

g*
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a) problem solving — committing to examining and discussing
issues closely when entering into long-term agreements that warrant
careful scrutiny;

b) contending — persuading your negotiating party to concede
to your outcome if you are bargaining in negotiations or over
major “wins”;

¢) yielding — conceding a point that is not vital to you but is
important to the other party, but valuable in on-going negotiations;

d) compromising — forgoing their both parties’ ideal
outcomes, settling for an outcome that is moderately satisfactory
to each participant;

e) inaction — buying time to think about the proposal, gather
more information or decide your next tactics.

Your chosen strategy will depend on who you are negotiating
with and the type of relationship you have with them. Every time
you negotiate, you have to make choices that affect whether you
achieve a successful outcome for your business. To get the best
outcomes, you need to understand the steps involved in the
negotiation process. While many negotiations are straightforward,
some will be among the hardest challenges you face. Your success
will depend on planning and preparation. Always approach
negotiations with a clear set of strategies and tactics that can guide
you from planning to closing.

Plan both your approach to the subject under negotiation, and
your tone and communication style. In approaching the subject of
your negotiations, set your objectives clearly in your own mind
(including your minimum acceptable outcome, your anticipated
outcome and your ideal outcome); determine what you will do if
the negotiation, or a particular outcome, fails; determine your
needs, the needs of the other party and the reasons behind them;
list, rank and value your issues (and then consider concessions
you might make); analyse the other party (including their objectives
and the information they need); research the market and consult
with colleagues and partners; rehearse the negotiation; write an
agenda — discussion topics, participants, location and schedule.

Once you feel you are approaching an outcome that is acceptable
to you, look for closing signals (e.g. fading counter-arguments or
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tired body language from the other party), and then articulate
agreements and concessions made; make closing statements; get
agreements in writing and follow up on any commitments you
have made.

9. Read aloud paragraphs 2—3.

10. Explain the following references.

a) ... they help you build better relationships ...
What does the pronoun zhey refer to?
b) They adopt a conscious, assertive approach to their
communication.
What does the pronoun they refer to?
c) These communicators are more likely to keep discussion
going and-facilitate mutually beneficial agreements.
What does the pronoun these refer to?
d) They adopt a strong, steady tone of voice.
What does the pronoun they refer to?
e) They are factual rather than emotional or critical.
What does the pronoun rhey refer to?

11. Find in the text the information about the components of
conducting successful negotiations and describe them:

a) negotiating skills;

b) communication styles;

c) negotiating strategies;

d) planning and preparation;
e) the outcome of negotiations.

12. Comment on the picture given in the text.

13. Underline or mark the main ideas of the text and retell it
in English.
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SECTION 3
SPEAKING

14. Study the stages of a negotiation and some phrases that
are used at each stage.

Conversation |
* I'd like to begin with a few words about our expectations.

¢ I’msure/confident we can reach agreement.

* ['m sure there’s room for negotiation.

® There are some specific areas we would like to discuss. These
are ...

¢ We have a lot to discuss.

* Let’s see how we get on.

Presenting your position
We want to clarify our position.
This is our position. This is how we see it.
We think the following is reasonable / appropriate.
Our approach is this.

Questioning the other’s position

* How do you explain your attitude? / ...justify ...? /...account
for ...?/ arrive at ...?
Why do you want ...?
Why such a high charge? / ...a long delivery period? / ...
a low discount?

Refusing to accept
e We feel there has to be a trade-off here.

* D’m sorry, I can’t accept 4%.

* You’ll have to do better than that, I’m afraid.
* [’m afraid it’s not enough.

e Other firms offer more than 2%.

Refusing to move

* I’m afraid I can’t agree to that.

* I'm afraid I can’t agree to increase the rate. / ...lower the
price. / ...shorten delivery.

e We’ve done our best for you.
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¢ We have to maintain a policy.
e | have my instructions.

Suggesting a compromise
e May | make a suggestion?
If you ... then we may be able to ...
We may be able to ... but only if you ...
Unless you ... there is no question of our being able to.

Reaching agreement

e [et’s just confirm the details, then.
e Let’s just go through the terms.

e Let’s summarize the conditions.

15. Practise the following dialogue as an example of negotia-
ting a price. This is a dialogue between a representative of a
television manufacturer (A) and a sales manager of a company
producing components (B). They are negotiating a contract
for supply of components.

B.: So, we could supply you 40,000 components per month,
for a two-year period at a unit cost of $4.35 per component.

A.: There seems to have been a slight misunderstanding. You do
realise that we want to order nearly a million components.
And for that quantity, the price per unit does seem to be very
high.

.: ' We have taken into account the size of the order you require.
And we have reduced the unit price markedly from what we
ask. In terms of unit price, what were you thinking of?

.: Well, we were hoping for something around $3.40 per unit.
Please bear in mind that we want to order nearly a million
components, not a thousand.

.: $3.40 per unit. I am afraid that is out of the question. If we
sold it to you at that price, we would be making loss on
every unit sold.

.. Well, we have received a quote from one of your competitors
at $3.53 per unit.

.: I am afraid that we can’t match that. But If I were you,
I would ask myself how they can sell the components at such
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a low price. | would say that they are sacrificing the quality
of the component for price. But there maybe some room
for negotiation. If you were to increase your order to 50,000
components per months, then we could lower the unit cost
to $4.15.

. For 50,000 units per month we wouldn’t expect to pay more
than $3.85 per unit. I would say that this price is the going
rate for this quantity.

.. I don’t think that we could go that far. Under $4 per unit.
It’s not enough.

.. Well, could you meet us half way? At $4 per unit?

.. If that’s $4 per unit, 50,000 per month for 2 years. I think
we can do that.

16. Put the jumbled sentences in the right order to form
useful expressions for negotiations.

a) through — terms — let’s — the — go.

b) attitude — do — explain — you — your — how?

¢) I — a — may — suggestion — make?

d) like — few — our — would — words — about — begin —
expectations — to — I — a — with.

e) room — there — negotiation — sure — is — I — for — am.

f) our — have — we — best — you — done — for.

g) 10% — firms — than — our — more — offer.

h) clarify — to — position — we — our — want.

i) think — following — the — reasonable — we — is.

g) price — agree — lower — [ — to — the — can’t.

17. Barbara Radke is a marketing director in Munich. She
wants some new furniture for her office. She phones John
Smith, a sales manager of a furniture company in London.
Complete the gaps in the dialogue with the words in a—h
below. Then practise this dialogue.

A.: Good morning. John Smith.
B.: Mr Smith? This is Barbara Radke. Thank you very much
for your quote for the Epoch furniture. I'd like to place an
order, but I find it a bit expensive. (1)
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.: For two items, yes, I’'m afraid it is.

.. I see. What about three items? Could you perhaps offer me
a discount on a desk, a filing cabinet and a chair to go
with the desk?

2 (2)

.2 So. 15% off 1000 makes 800.

: No, that’s not quite right. Actually, I said 15% not 20%.
(3)

: Oh, yes, sorry. You're right. (4) And the
chair?

: I have a very nice one in stock at 150. Leather and chrome.

: OK, that sounds good. What about the transport?

(5)

: I’'m afraid I can’t reduce that because it’s another company
which does the delivery.

: (6)

: Well, we have everything in stock, so if you order today
I can get everything to you within thirty days.

: Oh, excellent. (7)

: Oh, I think thirty days after the order would be better.

: Fine. I'll send an email to confirm.

: Thank you, Ms. Radke. (8)

a) 15% off each item.

b) I look forward to receiving your confirmation.
c¢) Is there any chance of a discount on that?

d) I think I could give you 15%.

e) Payment thirty days after delivery?

f) And the delivery time of eight weeks?

g) Is that your best price?

h) So I make that £850.

=

A.
B.
A.
B.
A.
B.
A.
B.
A.

18. Work in pairs or small groups in class. Read the situations
below and discuss the problems. Try to find compromise
solutions. Use the above dialogues as a guide.

Situations
a) The Purchasing Manager of a company is trying to negotiate
terms for licensing software from the supplier. The software




AHrmutickull 361K gnst genoeoro obiieHus

is used for connecting banks to the electronic stock
markets.
A company wants its employees to take computer lessons.
The management and the staff must decide who is going to
pay for the courses and whether they should be in normal
working time or outside office hours.
The hiring manager calls you and offers you a job at $60,000
yearly base salary plus benefits. Conduct the base salary
negotiations. Ask for more and move the salary higher. Once
you agree on a base salary, negotiate additional benefits.
d) A company is going to buy some machines. Negotiate the
price and delivery terms with the manufacturer.

SECTION 4
LISTENING

19. Listen to the text “Salary Negotiation in a Western
Company”. Answer the questions that follow.

. Why is money a sensitive topic area in negotiations?
. Why is salary negotiation considered to be a game?

. How can you make much money?

. How can you justify your high salary?

. Can a boss use any excuses to offer a low salary?

. Why can’t you get exactly what you want?

. Is bargaining important in salary negotiation?

20. As you listen, make notes about some useful tips on salary
negotiation under the following headings.

1. Be able to explain clearly why you are worth the money you
want.

2. Don’t accept weird excuses for low pay.
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3. Never sign anything the first day.

4. Bargain hard.

21. Check your answers with your groupmates and tapescript
12 of the text. Look up the words you do not know in the
dictionary.

22. Retell the text about salary negotiation.

23. Tell your groupmates about negotiation techniques in
other areas. Use text sources or the Internet to find the
information required.

SECTION 5
WRITING

24. Choose one of the situations below and write a plan for
effective negotiations:

a) your company at work, e.g. payment terms and conditions,
delivery dates, etc.;

b) you at work, e.g. salary increase, overtime, etc.;

¢) equipment servicing, e.g. after-sales services, treatment of
defectives and rejections, etc.

25. We often negotiate and bargain in our everyday lives.
Think of situations in which the following people negotiate.
Describe the situations in writing. Give names to the people.

a) Friends.

b) A parent and a child.

¢) A wife and a husband.

d) A shopkeeper and a customer.
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Tapescript 1
BRITISH COMMUNICATION STYLES

The British are rather formal. Many from the older generation
still prefer to work with people and companies they know or who
are known to their associates. Younger businesspeople do not
need long-standing personal relationships before they do business
with people and do not require an intermediary to make business
introductions. Nonetheless, networking and relationship building
are often key to long-term business success. Rank is respected and
businesspeople prefer to deal with people at their level, and, if
possible, include an elder statesman on their team as he/she will
present the aura of authority that is necessary to good business
relationships in many companies. The British have an interesting
mix of communication styles encompassing both understatement
and direct communication. Many older businesspeople or those
from the “upper class” rely heavily upon formal use of established
protocol. Most British are masters of understatement and do not
use effusive language. If anything, they have a marked tendency
to qualify their statements with such as “perhaps” or “it could
be”. When communicating with people they see as equal to
themselves in rank or class, the British are direct, but modest. If
communicating with someone they know well, their style may be
more informal, although they will still be reserved. Most people
use the courtesy titles or Mr, Mrs or Miss and their surname. If
someone has been knighted, they are called “Sir” followed by their
first and surnames or “Sir” followed simply by their first name.
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Wait until invited before moving to a first-name basis. People
under the age of 35 may make this move more rapidly than the
older British.

Tapescript 2
MARIE RINGS RICHARD JOHNSON

: Beta Group. Good morning. Can I help you?

: Yes, this is Marie Boulaigre from Hendrix. Could I speak
to Richard Johnson, please?

: Sorry I didn’t catch your name. Could you speak up a bit
please? The line’s bad.

: Yes, it’'s Marie Boulaigre.

: And where did you say you are ringing from?

: Hendrix.

: OK, thank you. Putting you through ... I'm sorry, the line’s
busy at the moment. Do you want to leave a message?

: Could you tell Richard that Marie Boulaigre from Hendrix
called, that’s H-e-n-d-r-i-x, and that I need to rearrange
our meeting for Tuesday rather than the Monday as originally
planned.

: That’s Tuesday the fifth, right?

: Right. But if he needs to speak to me he can get me on 0207
395 6168. Extension 16.

: Sixteen. That’s one six?

: That’s it.

: Can I read that back to you to make sure I've got everything?

: Of course.

: Marie Boulaigre — B-U-O ... Could you spell that for me?

: B-O-U-L-A-I-G-R-E.

: B-O-U-L-A-I-G-R-E. OK, from Hendrix. You want to
rearrange the meeting for Tuesday the fifth, and Richard
can reach you on 0207 395 6168, extension 16.

: That’s it. Thanks very much. Bye.

: Goodbye.




AHrnuickuil a3elk gns genosoro obLieHus

Tapescript 3
SOME RULES OF GOOD WRITING

The rules of good business letter-writing may be summarized as
follows. Think first of the reader and address yourself to his
interests. Tell him all he wants to know and don’t leave him to
guess between the lines. Adopt a tone suited to the occasion and
the purpose of the letter. Write naturally, as you would talk, using
plain and familiar words. Write clearly and to the point. The
dominant need in all business writing is exactness expressed in
language that is absolutely clear. Write courteously and make your
letter sound friendly and sincere. Avoid wordiness, but at the
same time remember that it is more important to be clear and
courteous even if it means using more words. Avoid commercial
jargon with its roundabout and meaningless forms of expression.
Write effectively — by using simple language, by being consistent
and precise. Avoid monotony — by introducing variety. Write to
a plan if your letter is long or specially important. Pay special
attention to the opening and closing paragraphs — first and last
impressions leave a special mark on the reader. Check your letters.
All these are matters of importance.

Tapescript 4
THE USE OF EMAIL IN BUSINESS

When you need to get an important message to a client or
business associate who is located thousands of miles away, one of
the fastest ways to do it is by email. The advantage email has over
the telephone in communication speed is that you can send
attachments with an email that contain important documents.
Thousands of email messages can be archived into folders on your
computer. The convenience of email prevents you from having to
keep file folders filled with papers and it makes your important
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correspondence portable. Aside from the cost of your Internet
connection, email is free. You can send as many messages, files,
videos, documents and presentations as you want without having
to pay anything.

It would take a manual effort on the part of someone to access
all of your important printed documents and destroy them. But all
of your emails and important information can be lost with a simple
hard-drive crash. If you store your email information on another
server, then you could lose your data if that site goes down or out
of business. When someone hands you a business letter, you are
the only person that receives that letter. An email can be intercepted
by a hacker or go to an incorrect email address and wind up in
someone else’s inbox. Your sensitive information and messages
are very accessible to hackers and even unsuspecting reci pients when
you use email. A disadvantage of email is that people tend to treat
it like a conversation because email can happen so quickly and
they begin to use slang terms and try to carry on conversations via
email. Because email recipients cannot see each other, the emails
do not have any voice inflection or emotion that can help with
proper interpretation.

Tapescript 5

THE SURVEY FORM:
EVALUATION OF TEACHING AND COURSES

Every term the Office of Academic Affairs administers teaching
and course evaluations, The aim of the evaluation process is to get
regular feedback from students regarding the quality of teaching
and the courses offered at the University and to use this feedback in
improving the education provided. The survey is administered each
term to all students. The survey form consists of two parts. InPart
A you will be asked to reply to a set of questions dealing with the
conduct of the lectures. Part B offers you the opportunity to present
your own suggestions and comments related to the course/teacher




256 AHrUtCKUQ S3bIK grist genoBoro obLeHus

in question. The survey is anonymous and the form must be
completed on the Study Information System web page. Your
answers will be recorded without reference to your identity. This
excludes the possibility of linking the evaluation provided back to
you. Filling in Part A of the form is obligatory, except for
international exchange students. Where the same course was taught
by two or more teachers, the form must be submitted regarding
one teacher of your choice. You can, however, also submit
evaluations regarding the other staff members conducting the
course. Full-time students are normally expected to complete their
survey forms within a three-week period. The evaluation dates
will be different where classwork in a course has been completed
prior to the evaluation period. You will not be able to register for
next term if you have not submitted survey forms for every course
you attended in the current term. If you have been unable to submit
the form during the evaluation period, you can do it at a later
date.

Tapescript 6
WHY STUDY ABROAD?

Besides the excitement of travel, one reason to study abroad is
that you will experience new customs, holidays, foods, art, music,
and politics firsthand. “I learned the language and I am now fluent,
but perhaps more important was how much I learned about cultures,
people, and myself. I learned this from the viewpoint of an active
member of the community and my host family, not from the tourist’s
point of view,” says Andrew, who studied in Paris, France.
Another reason for studying abroad is that you will gain self-
confidence. Christina studied in Caracas, Venezuela, a city of
10 million people and a huge change from her hometown of 35,000!
Christina says she learned how to better stand up for herself and
her beliefs and to express herself in another language. What could
make you more confident than that? Living away from home can
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also help you adjust in the transition to college and adulthood.
Matthew says he returned from studying in Australia with
confidence, social savvy, and a genuine interest in international
affairs. “After having gone abroad in high school, I found the
transition to college to be a breeze — moving 560 miles from
home didn’t seem particularly daunting after having lived thousands
of miles away.” And speaking of college, improving your language
skills might help you get into choice colleges and even land future
jobs. Colleges and employers know that studying abroad provides
leadership skills in a world that is increasingly globally
interconnected. Most of all, it is fun! You are not likely to suffer
from general boredom while you are studying in a different learning
environment.

Tapescript 7

A SCHOLARLY PAPER

In academic publishing, a paper is an academic work that is
usually published in an academic journal. It contains original
research results or reviews existing results. Such a paper, also
called an article, will only be considered valid if it undergoes a
process of peer review by one or more referees (who are academics
in the same field) in order to check that the content of the paper is
suitable for publication in the journal. A paper may undergo a
series of reviews, edits and re-submissions before finally being
accepted or rejected for publication. This process typically takes
several months. Next there is often a delay of many months (or in
some subjects, over a year) before publication, particularly for
the most popular journals where the number of acceptable articles
outnumbers the space for printing. Due to this, many academics
self-archive a pre-print copy of their paper for free download
from their personal or institutional website. Some journals,
particularly newer ones, are now published in electronic form only.
Paper journals are now generally made available in electronic form
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as well, both to individual subscribers, and to libraries. Almost
always these electronic versions are available to subscribers
immediately upon publication of the paper version, or even before;
sometimes they are also made available to non-subscribers, either
immediately (by open access journals) or after an embargo of
anywhere from two to twenty-four months or more, in order to
protect against loss of subscriptions. Journals having this delayed
availability are sometimes called delayed open access journals.

Tapescript 8

A PRESENTATION

Good morning, ladies and gentlemen! We haven’t all met
before, so I’d like to introduce myself. My name is John Jackson
and I’m the Creative Director of the Pyramid Advertising Agency.
I’'m going to talk for about 20 minutes about how we can boost
your sales figures with a new up-to-date dynamic ad campaign.
In the first part of my talk, I'll start with the trends in TV advertising
over the last five years. I'll then examine why some of these ads
have been more successful than others and how this relates to you.
Finally, I’ll present our recommendations. I think if you don’t
mind, we’ll leave questions to the end. As you can see from my
slide the least persuasive types of ads last year were those that used
Company Directors or famous people to endorse products. This
leads me to the most important part of my talk, our
recommendations and the kind of advertising campaign we think
will bring you significant results. So let’s go over the most important
points I’d like you to remember from my talk today. For an effective
ad campaign you need to be original and to entertain. Well, that’s
all I have today for the moment, thank you for listening. Now if
there are any questions, I'll be happy to answer them.

Tapescripts

Tapescript 9
A JOB INTERVIEW

Mary: Hi, Jerry. I'm thinking of applying for a job with a
multinational company, but I’m worried about having an interview
in English. Can you give me any good tips?

Jerry: That’s a tough one. I guess the first thing is to try to
make a good impression. We often say, “You never get a second
chance to make a first impression”. You really need to get off to a
good start.

Mary: That sounds like good advice. But how do I make a good
first impression?

Jerry: To begin with, you should firmly shake the interviewer’s
hand while greeting him or her with a smile. Be sure to keep eye
contact, especially when listening to the interviewer.

Mary: Ah, “body language” is really important, isn’t it?

Jerry: Yes, it is. The second thing is to have confidence. You
get confidence from being prepared. You should learn a little bit
about the company before the interview. Find out what they do,
how long they’ve been in business, that kind of thing. You should
also anticipate possible questions, and think about how you will
answer.

Mary: Should I memorize my answers beforehand?

Jerry: No! Definitely not! That sounds very mechanical. You
should be natural when you speak. Just think about how you want
to answer, and choose the right words at the time of the interview.
That way, you can use the interviewer’s own words in your answer,
which shows you’ve been listening. Then you’re sure to make a
good impression.

Mary: Thanks so much. Ah, one more thing. Should I ask
about the salary during the interview?

Jerry: No, either let them bring up the topic of money, or else
wait for a second interview. If you prepare well, make a good
first impression, have confidence, and use English naturally,
you’re almost certain to be interviewed again. Good luck!
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Tapescript 10
JOINT VENTURE AGREEMENT

A joint venture agreement is suitable for two or more businesses
wishing to come together for a specific project for a specific length
of time but who do not wish to be bound together indefinitely.
For those wanting to work with someone on a more long term
basis then a partnership agreement may be more appropriate.

The main advantages of a joint venture are independence,
cheapness and simplicity as compared to a partnership agreement.
There are great benefits to entering into a joint venture including:
access to new markets and distribution networks; increased capacity
and more resources; sharing of risks with your partner; access to
specialised staff and technology. Success in a joint venture depends
on thorough research and analysis of aims and objectives. These
should then be incorporated into a written joint venture agreement.
Trust forms a key element of successful joint ventures and agreeing
exact terms when you set up your joint venture will help to minimise
these risks and give the confidence to enter fully into your
relationship without reservation.

The key clauses in a joint venture agreement include: the initial
and future contributions of the joint venture partners; the structure
of the joint venture, e.g. whether it will be a separate business in
its own right or on a contract basis; management and control,
e.g. respective responsibilities and processes to be followed; how
liabilities, profits and losses are shared; resolution of disputes
between the partners; sale and transfer of partnership status; ending
the joint venture.

Tapescript 11
MEETINGS WITH CHINESE BUSINESSMEN

Chinese business people do not like surprises. In advance of
the meeting, discuss and agree on a written agenda, including the
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names and titles of those attending, and pass it out to all attendees
at the start of the session. Plan to arrive at least five to ten minutes
prior to the scheduled starting time. As a formality, the most
senior person enters the room first, followed by his/her staff in
descending order of rank with each initiating handshakes with their
counterparts. The dress code for all meetings is formal business
attire. If you are hosting the meeting, it is always helpful to ask
about transportation needs to and from the meeting site.

Be sure to offer Chinese tea and refreshments. To avoid
embarrassment, have name cards on the table with the most senior
people sitting at the centre of the side of the table opposite their
counterparts, with the rest sitting in descending order around the
table. To show respect, pour tea for everyone. Do not jump
into the business at hand but rather, start the meeting with small
talk in order to make everyone feel comfortable. End the meeting
on time, thank your guests for their time and see them off.

Tapescript 12

SALARY NEGOTIATION
IN A WESTERN COMPANY

Being able to negotiate a good salary is one of the most important
things you can do in your career. Money is often a sensitive topic
and it is not easy to tell your potential boss you need a lot more
money than he or she initially offered. Western companies go
around the world looking for cheap labour. It is up to you to
demand what you are worth. You need to stand strong and here are
some useful tips. Remember that this isa game where the boss is
trying to save money. If you accept a low paying job, why would
he offer you more? If you can really add value to the company, you
can make a lot of money. You need to be able to explain how
exactly you will do this. You need to show how you can justify
your high salary. There are millions of clever excuses bosses can
use to offer a low salary. Demand a reasonable salary and be
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prepared to work hard to add value to the company. If the boss
really believes you can help them earn big money, he will pay you
well. It is hard to find good talent. Always ask to take home the
contract and look it over. Don’t be scared to make some changes
and ask for more money. You won’t always get exactly what you
want, but bargain hard and think about what you are really worth
to the company. If you are just starting, maybe you don’t deserve
a large salary yet. Always make sure you have room to grow in the
company if you perform well. Different people make hugely different
salaries for similar jobs. It all comes down to being good at
negotiation. -
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