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Moayasb 1. OcHOBBI BeJieHHsI OM3Heca
PedepupoBanue u aHHOTHPOBaHHE

[lox pedepupoBaHreM TOHUMAETCS MPOIECC MBICICHHOW NEpPepadOTKU U
MHCbMEHHOTO M3JIOKEHUS YHMTAEMOTO0 TEKCTa; MIPOLECC, PEe3yJbTaTOM KOTOPOTO
SBJISIETCSI COCTaBJICHUE BTOPUYHOIO JOKyMEHTa — pedepara. YMeN0o COCTaBIICHHBIN
pedepar sBuserca HauOojee HSKOHOMHBIM CPEACTBOM I O3HAKOMIICHHS C
cCollepKaHUEM OpUTHHANA, JAET BO3MOXKHOCTh OBITh B KypCce€ KaKHX-TO COOBITH,
BJIaIETh OCHOBaMHU HY>KHOU HH(popmanuu. YTo ke Takoe pedepupoBanue?

Pe(heDI/II)OBaHI/Ie — KPAaTKO€ U3JIOKCHUEC COACPIKAHUA TCKCTA.

Llenab pedepara HEe TONBKO B TOM, UTOOBI B HanOoJIee KpaTkoil popMe nepeaarhb

COACPKAaHUC IIOAJIMHHHUKA, HO MW BbIACIUTL TO 0c000 Ba)XKHOEC HWIIU HOBOC, 4YTO

COJZIEPKUTCS B pepepupyeMOM MaTepuare.

Bunabl pedepaton

ITo xapakrepy W3N0XKEHHS Marepuana pedeparsl JensaTcs Ha pedeparsl-

KOHCIICKTBI 1 Ded)eDaTBI'DGSIOMG.

B pedepare-koHcniekTe MPUBOAATCS B OOOOIIEHHOM BHUJE CYIIECTBEHHBIC
MOJIOKEHUS oANuHHuKa. Pedepar-pestome 3HaunTensHO Kopoue. B Hem Tpebyercs

OoJiee BbICOKasi CTENEHb 0000IIEHUS, YeM B pedepaTe-KOHCIIEKTE.

TpeboBanus, npeabsiBiasiemMblie K pedepaty
Pedepar nomkeH ObITH HAMMCaH JIAKOHUYHBIM JIUTEPATYPHBIM  SI3BIKOM.
Hauyunate pedepaT HYKXHO HENOCPEACTBEHHO C W3JIOKEHUs CYLIECTBa Jiena,
WCIIONBb3ysl BBOAHBIE (Ppas3wl: “ABTOp paccmaTpuBaet”’, “ABTOp MomuepKuBacT...”B
2

cratee...” W T.A. B pedepare He AOMKHO OBITH HESICHBIX (HOPMYIUPOBOK HIIU

BBIP aH(eHHﬁ, JIUIITHUX CJIOB.

Crtpykrypa pedepara
1. bubnmorpadudeckoe onvcanue (aBTOp, Ha3BaHUE, MECTO U TOJT U3/IaHUA,

KOJIMYECTBO CTPAHUIL);



2. T'maBHas mbichb (uaes) pedepara;
3. Uznoxenue marepuaina (CyIecTBo cojep:kanus) pedepupyemoit paboThl;

4, PedepeHTcKU KOMMEHTapuii (MpuMedaHue pedepeHTa)

AHHOTHPOBaHME

AHHOTaHI/Ieﬁ Ha3bIBACTCA IIPCACIBHO CiKaTajd XapaKTCPHUCTHUKaA Marcpualia,

UMeIoIas YUCTO MHPOpMALMOHHOE Ha3HaueHue. OHa JaeT 4uTaTello JHIb olliee
IpEICTaBICHUE 00 OCHOBHOM COJEpPKaHUM KHUTH WM CTaTbU, TO €CTh MaTepual

M3JIaraeTcsl B CBA3HOM, XOTs U MPEJEIBbHO CKATOU U 00001IeHHOU (popme.

AHHOTaI_[I/UI MOKET UMETH CICAYIOIIYIO CTPYKTYPY.

1) Oubimorpaduyeckoe onucanue (aBTOp, HA3BaHWE KHHUTH, PaOOTHI WM CTaThH,
MECTO Y T'OJl U3JaHNsA);

2) oOmue cBeaeHus (CkaTas XapaKTepUCTHKA MaTepHaa).

Kak cocmaenaemcsa pegpepam u annomayus

Texcm

WHAT IS BUSINESS?

Business is a word which is commonly used in many different languages. But
exactly what does it mean? The concepts and activities of business have increased in
modern times. Traditionally, business simply meant exchange or trade for things
people wanted or needed. Today it has a more technical definition. One definition of
business is the production, distribution, and sale of goods and services for a
profit. To examine this definition, we will look at its various parts.

First, production is the creation of services or the changing of materials into
products. One example is the conversion of iron ore into metal car parts. Next these
products need to be moved from the factory to the marketplace. This is known as
distribution. A car might be moved from a factory in Detroit to a car dealership in

Miami.



Third is the sale of goods and services. Sale is the exchange of a product or
service for money. A car is sold to someone in exchange for money. Goods are
products which people either need or want, for example, cars can be classified as
goods. Services, on the other hand, are activities which a person or group performs
for another person or organization. For instance, an auto mechanic performs a service
when he repairs a car. A doctor also performs a service by taking care of people when
they are sick.

Business, then, is a combination of all these activities: production, distribution,
and sale. However, there is one other important factor. This factor is the creation of
profit or economic surplus. A major goal in the functioning of an American business
company is making a profit. Profit is the money that remains after all the expenses
are paid. Creating an economic surplus or profit is, therefore, a primary goal of

business activity.

Ilepesoo
Yro Takoe Ou3Hec?

busHec - 3T0 €JI0BO, KOTOPOE MIMPOKO UCHOJIb3YeTCs BO MHOTHX si3bikax. Ho
4TO OHO JeicTBUTENbHO o3HayaeT? IloHsATHe M ynoTpeOiieHue ciaoBa Ou3HEC
pacHIMpUiIOCh B HacToslee Bpems. TpaauilMOHHO, OW3HEC O3Hadal OOMEH WM
TOPTOBJIIO TOBAPaMH, B KOTOPBIX JIFOJU HYKIAIUCh WIH XOTEIN UMeTh. CeroHsi OHO
umeeT Oosiee TO4YHOe ompeaeneHue. OOHO W3 ompeneneHuid Ou3Heca — 3TO
MPOU3BOJICTBO, pacHpe/ieieHue M MpoAaka TOBAPOB M YCIYT, C LIEJbIO MOJTYyYEHUs
npuObUIM. YTOOBI TOHATH 3TO ONPEACIEHHE, Mbl PACCMOTPUM BCE €rO
COCTABJISIFOLIIHE.

[lepBoe, MPOU3BOACTBO — ATO MPEIOCTABICHUE YCIYT WM MOJIyYeHUE TOBAPOB
n3 ceIpbia. Hampumep, npou3BOACTBO METATUIMYECKUX AETAJICH MAILIUHBI U3 KEJIE3HOU
pynbl. Bropoe, Heobxoaumo, 4TOOBI ATH TOBaphl C 3aBOJa JIOCTAaBWJIM HAa PBHIHOK
cObITa. DTOT MpOLIECC M3BECTEH Kak pacmpeacsieHue. MammHa MOXKET ObITh

JIOCTaBJIEHA € 3aBOoJ1a B JleTpouTe K 1e10BOMY NapTHEPY B Mariamu.



Tperbe — 310 mponaxa ToBapoB u ycnyr. [Iponaxa — 370 0OMEH TOBapoB U
YCIIYT Ha JEHbIH. TOBaphl — 3TO BEIIHW, B KOTOPHIX JIIOIW JTHOO HYXIAIOTCA, JIHOO
XOTST NOJIyYUTh, HAIPUMEP, MAIIUHBI MOYXKHO PACCMATPUBATh KaK TOBAPHI.

C apyroit CTOPOHBI, YCIYTH — 3TO ESITEIbHOCTh, KOTOPYIO OJWH YEJIOBEK HIIH
rpyIIa JIOAEH BBINOJIHAIOT UIsl APYroro 4eioBeKa WM opraHuzaunuu. Hampumep,
ABTOMEXAaHHMK OKa3bIBAET YCIYTry, KOIrJa OH PEMOHTHUPYET MamuHy. Bpau Taxxe
OKa3bIBAET YCIIYTY, 3a00TICH O JIFOJIAX, KOTJ1a OHU OOJIbHBI.

Takum oOpa3zom, OM3HEC — 3TO B3aMMOCBS3b BCEX 3TUX BHUJOB JIEITEIbHOCTH:
MPOM3BOJICTBO, pacmpenciacHne W npoaaxa. OOHAKO, €CTh €IlI€ OJIMH BaKHbBIN
dakTop. OTOoT (DakTop TMpeACTaBISeT COOOW TOJydeHHWE MPUOBLIM WU
HDKOHOMHUYECKUX U3NUIIeK. [JIaBHOW 1eNbl0 JAESITENBbHOCTH 000N amMepuKaHCKON
KOMIIAHUU SBJSETCA mMojiydeHue mnpuoOsuid. [IpuObuIb — 3TO AEHBIH, KOTOpbIC
OCTAIOTCs TIOCIIe TOTO, KaK BCE PacXojpl oruiadeHsl. [loaromy, monydeHue npudbLn

HNJIN SKOHOMHWYCCKHX M3JINIICK — 3TO OCHOBHAA LCJIb 10001 OM3HEC ACATCIIBHOCTH.

IIpumep pedepara Ha PyCCKOM SI3BbIKE

What is business? (Uro Takoe 6uznec?)

International University of Business and Management. Sazhenkova A. G.
Reading in Management and Economics, Moscow 1998, 64 p.

CraTbs paccMaTpuMBaeT COBPEMEHHOE OIpe/eSIeHUuEe MOHATUA Ou3Hec. ABTOD
UHPOPMUPYET HAC O TOM, YTO CErOJHS OHO MMeeT OoJiee TouHoe ompeneneHue. OH
MOIYEPKUBAET BAXKHOCTh, UTO CETOAHs OM3HEC — 3TO MPOU3BOACTBO, paclpeeieHUe
U MpoJaka TOBApOB M YCIIYT C LIEJIbIO Moy4eHus: npubbuin. bosee Toro, aBTop gaet
HaM JIeTaIbHYI0 HHHOPMAITHIO O TOM, YTO KaXXJA0€ U3 ITHUX COCTABISIONMIUX BKITFOYACT
B ce0s. Kpome TOro, oH NOpHUBOIUT HPUMEPHI NPOU3BOJACTBA, paCIpEAeSICHUs,
mpojiaxu ToBapoB M yciayr. OH MOAYEPKUBAET BAXHOCTh, YTO OWM3HEC — OTO
COYETaHUE BCEX ATUX BUJIOB JEATECIbHOCTH.

N ectb eme oauH (akTop, KOTOPHIA CIEIyeT OTMETUTh. DTO MOJIyYeHHE
MPUOBLIN WM SKOHOMUYECKUX M3JIUIIEK. ABTOp yO€XKICH, YTO MOTydYeHHUEe MPUObLIN

WM DSKOHOMHMYECKUX W3JMIIEK — 93TO TMEepBOHAYabHAs I1I€JIb JIFOOOM Ou3HeC



ACATCIBbHOCTH. C‘II/ITaeTCH, qTO CTarbd IMPCAOCTABIICT BAXHYHO W IIOJIC3HYIO

uH(pOPMAIIHIO.

IIpuMmep pedepara Ha AHTTIMHCKOM A3BIKE

What is business? (Uro Takoe ouznec?)

International University of Business and Management. Sazhenkova A. G.
Reading in Management and Economics, Moscow 1998, 64 p.

The article deals with the modern definition of business. The author keeps us
informed about a more technical definition which it has today. He stresses the
Importance that today business is the production, distribution and sale of goods and
services for a profit. Moreover the author gives us the detailed information about
what each of the components involves. Besides he gives the examples of production,
distribution, sale of goods and services. He stresses the importance that business is a
combination of all these activities.

And there is one more factor that should be mentioned. It is the creation of
profit or economic surplus. The author is convinced that creating an economic surplus
or profit is a primary of business activity.

This article is considered to give important and useful information.

IIpyMep aHHOTALMM HA PYCCKOM SI3bIKE
What is business? (Uto takoe 6u3Hec?)
International University of Business and Management. Sazhenkova A. G.
Reading in Management and Economics, Moscow 1998, 64 p.
B cratbe oco0oe BHUMaHWE YIENSETCS PA3TUUUIO0 MEXIY COBPEMEHHBIM U
TPpaAUIVMOHHBIM 3HAYCHUCM IMOHATHA ousHec. KpOMe TOI'0, BHUMAaHHUEC HAIIPaBJICHO Ha

0oJiee TOUHOE OIIPCACICHUC, KOTOPOC OHO NMCCT CCroIHAA.

IIpyMep aHHOTALIMM HA AHTJIMHCKOM SI3bIKE

What is business? (Urto takoe 6u3Hec?)



International University of Business and Management. Sazhenkova A. G.
Reading in Management and Economics, Moscow 1998, 64 p.

In this article a special attention is paid to the difference between modern and
the traditional meaning of business. Besides, the attention is drawn to a more

technical definition which it has today.

Read the following text
WOULD YOU LIKE TO START A BUSINESS?

If you want to start a business, you are to know some definite information
about it. We suggest you to see how a company is formed from the very beginning.

A company can be also called a firm or a business. When it is producing goods
or trading, we say it is in business. A company which is just starting up is going into
business and a firm which stops operating goes out of business. If a firm becomes
bigger, it expands. The expansion means that a company will produce more goods or
sell more products. A manufacturer produces goods. They are its products. When a
manufacturing company expands, it means that it increases its production.

A company selling goods in large quantities (in bulk) is called a wholesaler. A
person or a company buying in bulk (wholesale) and selling goods in small quantities
Is a retailer. Many local shops sell goods retail. Two or more companies which sell
or manufacture the same product are competitors. They are in competition and they
compete for customers. To be ahead of its rivals the company must be competitive.

An area where there is a demand for certain goods is called a market. A
company selling locally sells its goods in the local market. If a company sells its
goods at the same place where they are produced, it uses the home or domestic
market. A firm selling abroad is an exporter. It sells on the international or overseas
market. The goods it exports are exports. An importer buys goods abroad and imports
them into his own country.

Assignments
I. Choose the right answer.

1. A firm which is just starting up is :



a. going into business
b. isin business
C. going out of business
2. A company which sells goods in large quantities is called .
a. awholesaler
b. aretailer

a wholesale distributor

o

3. Two or more companies which sell or manufacture the same product are

a. customers
b. retailers
C. competitors
4. A company which sells goods abroad is .
a. animporter
b. an exporter
c. arival

5. An area where there is a demand for certain goods is called a :

a. business
b. market
C. importation

I1. Complete the sentences using the text.
1. A wholesaler is a person or a company selling ....
2. A retailer is a person or a company selling ....
3. A customer is a person ....
4. A competitor is a person or a company ....
I11. Find the information containing in the text.
1. When a company is producing goods or trading, we say it is in business.
2. Any manufacturer always thinks about expansion of his company.
3. When a company expands, it increases its production.
4

When you sell retail, you sell more expensive.



7.
8.
9.

10.

Selling in bulk, you sell cheaper.

Two or more companies which sell or manufacture the same product are
competitors.

The companies selling on the overseas market must be competitive.

Imports have become very expensive lately.

There are a few competitive companies in the domestic market of the country.

An importer buys goods abroad and imports them into his own country.

IV. Answer the following questions.
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Why can a company go out of business?

When can a firm expand?

What do you buy wholesale?

What can you buy retail?

What famous manufacturing companies of our country do you know?
Which of them sell goods on the overseas market?

What famous importers of our country can you think of?

What must a company have to be competitive?

What can a firm do to win its rivals?

. What products in our domestic market can be competitive abroad?

Enunbie 3a1aHus K TEKCTaM
Ornpenenute OCHOBHBIE BOITPOCHI, PACCMATPUBAEMBIE B TEKCTE.
HaiinuTe kimroueBbie ClIOBa, IEPEAArOIINe OCHOBHYIO MBICIIb a03aria.
ChopmynupyiiTe TJIaBHYIO MBICTh KaXK10T0 ad3ara.
CocraBpTe IJ1aH MOJHOTO U3JI0KEHUS TEKCTA.

CocTaBbTe aHHOTAIUIO U pedepaT TeKCTa.

Mopayas 2. [Ipo6Jiembl TPpya0yCcTpOiicTBA

I. Here are some different jobs. Speak on the following:

a. Who earns the most? Who earns the least?

b. Which is the most interesting job?

c. Which job has the most responsibility?



d. Which job would you prefer to do? Why?

. research scientist
. lawyer

. engineer

. teacher

. secretary

. pilot

. doctor

. accountant

© 0O N OO o1 B~ W DN P

. salesperson
I1. Look at the adjectives below. Match each of the definitions (a-g) with one of the

adjectives. The first one is done for you:

calm Outgoing Punctual
ambitious Practical Dynamic
sensitive Persuasive good with figures
patient Reliable good with words
precise hard-working Energetic

a. someone who wants to get to the top - ambitious

b. someone who thinks of other people’s feelings

. someone who doesn’t panic

d. someone who rarely makes mistakes

e. someone who you can trust or count on

f. someone who can change people’s opinions

g. someone who is good at finding solutions to problems

I11. Look at this list of jobs. Mach the jobs (1-10) with the definitions (a-j):
1. pilot a. helps people to learn

2. accountant b. treats the sick

3. research scientist C. serves in restaurants



4. secretary d. write contracts, advises companies on the law
5. teacher e. flies planes

6. salesman f. works for the government

7. doctor g. checks financial results

8. waiter h. assists, word-processes, makes appointments
9. civil servant I. usually works in a lab

10. lawyer J. sells products

IV. Luis Antonio de Oliveira works for a research institute in Rio de Janeiro. The
institute organizes drug trials for pharmaceutical companies. The trials are to test
drugs for safety before they come on the market. Luis sees this advertisement in the
newspapers.

Read the advertisement and answer the questions as quickly as possible:

Marketing Manager (South America) for

a Leading International Pharmaceutical Company
Salary: $ 80-95,000 + car + full medical insurance
Are you hard-working, ambitious, and dynamic?
Do you enjoy a challenge?
We are looking for a qualified doctor with sales and marketing experience to be
responsible for promotion of our range of antibiotics in South America.
The position is based in Sao Paulo (Brazil).
Languages: Portuguese, English, and Spanish.

Experience: At least three years in medicine + five years in the industry

Apply to: Mrs Joy Gilbert
Personnel Department
AVRC
P.O. Box 2435
London W1AA 6WW



a. What is the job?

b. What is the salary?

c. Where is the job?

d. What is the name of the company?
e. What kind of company is it?

f. What qualities is the company looking for?

V. Read the following response to the advertisement:

Joy Gilbert

AVRC

P.0.Box 2435
London W1AA 6WW
Attn. Joy Gilbert

Ref. Advertisement Sunday Times

Dear Ms Gilbert,

Luis Antonio de Oliveira
53, rua Maria Angelic
22461 Rio de Janeiro

Brazil

22 June 200x

| am writing in response to your advertisement for a Marketing Manager in last

week's Sunday Times. | am 39 years old, Brazilian, with a medical degree from the

University of Sao Paulo, and an MBA from the University of.California, Los

Angeles. 1 qualified as a Medical Doctor in 1982 and graduated from U.C.L.A. in

1988. 1 speak fluent English and Portuguese, and have a good knowledge of Spanish.

| have worked for Medilab here in Rio since 1992. | am in charge of clinical

trials for new antibiotics. |1 have experience of the pharmaceutical industry with

Schering Plough, where 1 spent two years, and Merck (eighteen months).



Before | started my two-year MBA course (1986-1988), 1 worked in Peru for a
medical charity.

| am keen to find a position which combines my experience of marketing and
medicine, and | would particularly like to work with an international company. 1 got
married in 1991 and we now have two children, but we are happy to move overseas.
My wife works as a nurse, so she can move easily.

| am hard-working, independent, and enjoy a challenge. | can provide full
references if necessary. Please find enclosed my resume.
Yours truly,
Luis Antonio de Oliveira

VI. Look back at Luis’s letter and complete the missing questions and answers:

1. How long ....? He has lived in Rio ....

2. How long ....? He worked for Schering for two years.
3. How long ....? He got married in 1991.

4. When ....7 He got his MBA in 1981.

5. When was he born? He ....

6. How long ....? He has been a doctor since 1977.

VII. Luis Antonio de Oliveira is invited for an interview in London. Listen to the
first part of the interview and answer the questions:

a. Who is Alan Green?

b. Why is Luis looking for another job?

c. What is Luis wife’s job?

d. What is his present salary package?

e. What salary is he looking for in the future?

f. What languages can he speak?

VIII. Listen to the expressions Mr Green uses to end the interview. Match the
expressions with the appropriate meaning:

a. [ think we’ll call it a day. 1. I enjoyed talking to you.

b. Is there anything else you need 2. It’s time to end the interview.

to know?



c. I’ll be in touch very soon. 3. I hope you don’t have any problems
traveling home.
d. It was a real pleasure meeting you. I will contact you soon.

e. Have a safe journey back. Do you have any more questions?

Internal Memorandum

To: Joy Gilbert (Personnel Officer)
From: Alan Green (Personnel Manager)
Date: 24 June

Re: Marketing Manager (South America)

IX. When you look at the application for the Marketing Manager job we advertised
this week, please can you make notes on these questions:

1. Where do they live? (We need someone local.)

2. How old are they? (Sorry, but I don’t want anyone over forty.)

3. Do they have the right sort of work experience?

4. What does their wife or husband do? (Can they move quickly?)

5. Why do they want to change jobs?

6. What are they like, in your opinion?

Grammar Assignments:

I. Complete these sentences using for or since:

1. Kennedy was president ............. Three years.

2. I’ve studied English ................ six months.

3. She has been withus .............. 1992.

4. He has been Head of Research ............ nearly a year.

5. I have been really busy .............. April.

6. He has been downstairs .............. half an hour.

7. The company has been located in Frankfurt ........... the sixties.
8. I'm tired. I’ve been here ............... 8 o’clock

9. They lived in Hong Kong ........... about ten years.



10. They have lived in Brussels ............ nine months.

I1. Complete the following sentences by putting the irregular verbs into the Present
Perfect:

1. I’'m going to send them a reminder. They haven’t paid (not pay) us for their last

order.

2. Their shares (fall) by over 23% and now look like a good buy.

3. (you/ write) to them about that shipment, or do you want me to phone
them?

4. We (spend) a lot on modernizing the factory, and it is now very well
equipped.

5. Unemployment is very high here because a lot of factories (shut)
down.

6. The lawyers (draw) up the contracts, so we are now ready to go ahead
with the deal.

7.1 (not speak) to the MD about your proposal, but | will soon.

8. (you/ find) a suitable replacement for Mr. Chambers, or is the post still
vacant?

9. Anne (just/ get) back from lunch. Why don’t you call her now?

10. Peter, (you/ meet) David Long? He’s our new Finance Director.

I11. Complete the sentences with one of the verbs in the box, using just and the
Present Perfect:
announce  arrive  Buy give leave read speak
1. I’m afraid Mr. Jamieson isn’t here. He has just left.
2. A: There’s an article in the paper about BMW.
B: Yes, I know. | it
3. He’s feeling very pleased. They him a pay rise.
4.1 a new car. Would you like to come and have a look at it?
5. A parcel for you in reception. Shall I send it up to you?

6. | to the MD about your proposals, and he wants to discuss them with you.



7. The company that it is going to close the Glasgow factory next month.

IV. Fill in the blanks with have/has been or have/ has gone:

1. I’m afraid Mr. Davis has gone to Bali and won’t be back for two weeks.

2. Ask Amanda where to stay in New York. She there a few times.

3.1 to the printers to collect the brochures. They’re in my car.

4. Mr. Lund to Oslo. I can give you the phone number of his hotel if you
like.

5.1 don’t know where their new offices are. | not there.

V. Make up typical interview questions and answers, using the prompts:
1. work for yourself

A Have you ever worked for yourself?

B Yes, | have. or No, | have never worked for myself.

2. work for a multinational company
3. have experience of managing people
4. hold a position of responsibility

5. study economics or accountancy

6. give a presentation in English

Moayab 3. PeiHouHas1 cucTemMa
Read the following text
MARKETS

The Role of Market

Reports in the press tend to say “the market did this” or “the market expected
good news on the economic front”, as if the market were a single living entity with a
single conscious mind. This is not, of course, the case. To understand reports of
market behaviour you have to bear in mind the way the market works.

A market is simply a mechanism, which allows individuals or organizations to
trade with each other. Markets bring together buyers and sellers of goods and
services. In some cases, such as a local fruit stall, buyers and sellers meet physically.

In other cases, such as the stock market, business can be transacted over the



telephone, almost by remote control. There’s no need to go into these details. Instead,
we use a general definition of markets.

A market is a shorthand expression for the process by which households’
decisions about consumption of alternative goods, firms’ decisions about what and
how to produce, and workers’ decisions about how much and for whom to work are
all reconciled by adjustment of prices.

Prices of goods and of resources, such as labour, machinery and land, adjust to
ensure that scarce resources are used to produce those goods and services that society
demands.

Much of economics is devoted to the study of how markets and prices enable
society to solve the problems of what, how and for whom to produce. Suppose you
buy a hamburger for your lunch. What does this have to do with markets and prices?
You chose the cafe because it was fast, convenient and cheap. Given your desire to
eat, and your limited resources, the low hamburger price told you that this was a good
way to satisfy your appetite. You probably prefer steak but that is more expensive.
The price of steak is high enough to ensure that society answers the “for whom”
guestion about lunchtime steaks in favour of someone else.

Now think about the seller’s viewpoint. The cafe owner is in business because,
given the price of hamburger meat, the rent and the wages that must be paid, it is still
possible to sell hamburgers at a profit. If rents were higher, it might be more
profitable to sell hamburgers in a cheaper area or to switch to luxury lunches for rich
executives on expense accounts. The student behind the counter is working there
because it is a suitable part-time job, which pays a bit of money. If the wage were
much lower it would hardly be worth working at all. Conversely, the job is unskilled
and there are plenty of students looking for such work, so owners of cafes do not
have to offer very high wages.

Prices are guiding your decision to buy a hamburger, the owner’s decision to
sell hamburgers, and the student’s decision to take the job. Society is allocating
resources — meat, buildings, and labour — into hamburger production through the

price system. If nobody liked hamburgers, the owner could not sell enough at a price



that covered the cost of running the cafe and society would devote no resources to
hamburger production. People’s desire to eat hamburgers guides resources into
hamburger production. However, if cattle contracted a disease, thereby reducing the
economy’s ability to produce meat products, competition to purchase more scarce
supplies of beef would bid up the price of beef, hamburger producers would be forced
to raise prices, and consumers would buy more cheese sandwiches for lunch.
Adjustments in prices would encourage society to reallocate resources to reflect the
increased scarcity of cattle.

There were several markets involved in your purchase of a hamburger. You and
the cafe owner were part of the market for lunches. The student behind the counter
was part of the local labour market. The cafe owner was part of the local wholesale
meat market and the local market for rented buildings. These descriptions of markets
are not very precise. Were you part of the market for lunches, the market for prepared
food or the market for sandwiches to which you would have turned if hamburgers had
been more expensive? That is why we have adopted a very general definition of
markets, which emphasizes that they are arrangements through, which prices
influence the allocation of scarce resources.

Assignments
I. Suggest the Russian equivalents

a single living entity with a single conscious mind; a shorthand expression; to
be reconciled by adjustment of smth; a suitable part-time job; to offer high wages; to
guide smb’s decision; to cover the cost of smth.

I1. Replace the parts in italics by synonyms

at a distance, of the neighbourhood, carried out, done; ask for, make certain
that; buy, illness, managing, put up, rareness
I11. Increase your vocabulary

Using words from paragraph 5 (“Much of economics ...”), complete the
following statements:

1. 1 quite like lamb butreally I beef.

2. He was a very keen student. He most of the time to his studies.



3. Idon’tlike the canteen, but it’s more  than going out to a cafe.

4. I'mnotin____ of long and expensive lunches.

5. Please _ that your essays reach me on time.

6. A good degree should  youto get a job.

IV. Fill in the gaps with the words and expressions from the text

1. To understand reports of market behaviour you have to __ the way the market
works.

2. On the stock market, business can be transacted over the telephone,
almostby .

3. Amarketisa __ expression for the process by which households’ decisions
about consumption of alternative goods, firms’ decisions about what and how to
produce, and workers’ decisions about how much and for whom to work are all

by

4. Much of economics is devoted to the study of how markets and prices
society to solve the problems.

5. your desire to eat, and your limited resources, the low hamburger price
told you that this was a good way to _ your appetite.

6. Society answers the “for whom” question about lunchtime steaks  someone
else.

7. The cafe owner is in business because it is still possible to sell hamburgers .

8. If rents were higher, it might be more profitable to sell hamburgers in a cheaper
area or to lunches.

9. The student is working there because it is a suitable | which pays a bit of
money.

10. Society is allocating resources into hamburger production __ the price

system.

11. If nobody liked hamburgers, the owner could not sell enough at a price that

of running the cafe and society would no resources to hamburger

production.



12. If cattle _ , competition to purchase more scarce supplies of beef would
_____the price of beef.
13. Adjustments in prices would encourage society _ resources to reflect the
increased scarcity of cattle.
14. There were several markets _ your purchase of a hamburger.
15. The student behind the counter was part of the local _ market.
16. The cafe owner was part of the local _ meat market and the local market for
____buildings.
17. We ____ a very general definition of markets, which emphasizes that they are
_____through, which prices influence the allocation of scarce resources.
V. Check your grammar
verb + infinitive (want to do)
verb + ing (enjoy playing)
verb + infinitive or ing (the meaning sometimes changes):
He remembered (= did not forget) to book a table.
| remember (= recall) seeing that film 5 years ago.
Open the brackets:
1. He suggested (go) into the country on Sunday.
2. I’msorry | forgot (return) your book yesterday.
3. Stop (make) that noise! I can’t work!
4. Which definition would you use (describe) markets?
5. You must avoid (make) unnecessary mistakes.
6. Try (understand) the difference between microeconomics and
macroeconomics.
7. Try (pay) more attention to what | say.
8. Would you mind (lend) me your notes?
9. Tomorrow | intend (discuss) the matter with you.
10. Serious illness prevented him from (take) the exam.
11. 1 am looking forward to (study) economics.

V1. Find in the text English equivalents for the following



MOBE/ICHNWE PBIHKA; PBIHOK LIEHHBIX OyMar; MpOBOJIUTH CHAEIKY, OIEpaluio;
HMMETh YTO-TO 00IIee ¢ YeM-Tu00; C y4eTOM 4ero-iu0o (MpUuHUMas BO BHUMaHUE); B
I1OJIb3Y KOro-imu0o APYroro, HpI/I6LIJIBHO npoaaBaTh, IMCPCKIIIOUUTHCA Ha I{TO-JII/I60;
HeKBaM(UITMPOBaHHAS paboTa; pacpeaesaTh PECYPChl TOCPEICTBOM CHCTEMBI IICH;
COKpamaTb BO3MOXHOCTH 3KOHOMUKH; Ha0aBIIATH OCHY, IICPpCPaCIpCaACIIIATh
Pacxo/ibl; ONTOBBIM PHIHOK; MEXaHU3MBI (CTPYKTYPHhI), MOCPEACTBOM KOTOPBIX IICHBI
BJIMAIOT Ha PACIIPCACICHHUC.

VII. Explain in English

rent; profit; expense account; part-time job; labour market; wholesale (meat)
market
VIII. Answer the questions

1. What example is given of a market where sellers and buyers actually meet?
How are households’ decisions on what to buy reconciled?
Why do prices adjust?
What problems do markets and prices solve for society?
Why is the cafe owner in business?
Why don’t cafe owners have to pay high wages?
What makes society put resources into hamburger production?

What would consumers do if hamburger prices rose?
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How many markets are you involved in if you buy a hamburger? What are
those markets?

10. Enumerate all the components comprising the concept of “Market”.

11. What does the term “resources” comprise?

12. In what way can prices guide your decision to buy some goods?

13. In what way can prices guide a person’s decision to take a job?
I X. Translate using all the active possible

1. PolHOK LeHHBIX Oymar, Kak M JII0OOH PBIHOK BOOOILE, I/I€ COBEPIIAIOTCS
C/IEJIKH, MIPEACTABISIET COO0M MeXaHU3M (CTPYKTYpPY), IOCPEACTBOM KOTOPOTO
LEHbl PEryJIUpYIOT (2 BapuaHTa) paclpeleseHne OrPaHHMYEHHBIX PECYPCOB B

0O0IIIECTBE.



2. lloTpeOHOCTH pa3IUYHBIX TPyHH OOIIECTBa MPHUBOJATCS B COOTBETCTBHE
IyTEM HU3MEHEHUs (PEeryJupoBaHusl) LIEH HA TOBAPHI U PECYPCHl — TPy, Kallu-
Taj (00opyI0BaHHE), 3EMITIO.

3. Bame pemienue o MOKyINKe Ha JIeHY ramMOyprepa MMEET HEMOCPEICTBEH JKe
OTHOIIEHUE K BOIpocy O pblHKax M lleHax, MoOckoibKy, K MpuUMepy, Io-
BBIIIICHUE 1I€H Ha MSICO U, COOTBETCTBEHHO, NEPEKIIOYCHUE MPOAABIOB — BJIa-
nenblieB Kade Ha Oosee poporue o0eabl MOXKET MPUBECTH K TOMY, YTO BOIIPOC
«IJIs1 KOTO TIPOM3BOJIUTH» OyIET pelaThCs B MOJIb3Y APYTUX, Oojiee O0OTraThiX
NOTpeOUTENEH.

4. MHorue cTyAeHTbl MIIYT paboTy B Kade, MOCKOJbKY OHAa 3aHUMAaET y HHUX
JUILIb YacTh BPEMEHM M HE TpeOyeT KBalu(UKALMUM, HECMOTPS Ha TO, YTO
BJIAEJIbLIbI Kae MpeiaraloT HEBBICOKYIO IJIATy 3a TaAKOM TPyA.

5. Ecau Obl BO3MOXXHOCTM 3KOHOMHUKHM IO TPOU3BOJCTBY MSCONPOAYKTOB

COKpaTWJIMCh, IIeHa Ha MSCO BO3pociia Obl, M MOKyHaTeNd CTalau Obl IOKYIATh

CaHJBUYU C CHIPOM, TO €CTh KOPPEKTHPOBKA II€H MOOyauyia Obl OOIIECTBO K

HepepacIpeesICHHIO PECYPCOB.

Enunble 3a1aHus K TEKCTAM

Onpenenure OCHOBHBIE BOIIPOCHI, pACCMAaTPUBAEMBIE B TEKCTE.

HaiinuTe kimroueBbie ClIOBa, IEPEAArOIIIe OCHOBHYIO MBICIIb a03aria.

ChopmynupyiiTe TJIaBHYIO MBICTh KaXK10T0 ad3aria.

CocraBbTe 1J1aH MOJIHOT'O U3JIOKEHHS TEKCTA.

o~ w DB

CocTaBbTe aHHOTAIHMIO U pedepaT TeKCTa.

Read the following text
Market Research

One of the most important tasks of the entrepreneur is the development of
marketing programmes for his/her products and services. The long-term success of
the small business depends on the ability to of the entrepreneur correctly to define the
customers who will use the products or services and foresee the future enlargement

with new clients.



The marketing concept is based on the importance company customers. The
enterprise policy should be directed to satisfaction of the customers’ needs and not
only to realization of maximum profits from sales.

In this connection the enterprise should:

e Define the needs of its customers (marketing research)

e Develop its competitive advantages (marketing strategy)

e Choose the specific market niches (market segments)

e Organize the satisfaction of the market needs (marketing mix)

e Analyze how to serve its customers with the purpose of their needs satisfaction
(marketing plan)

The goal of the marketing research is to define who are the customers of the
manufactured products, what, where and when do they want to consume. This
analysis should reveal the problems connected with the consumption of the
manufactured product or offered service. It should outline the fields for expansion
with a view to satisfaction of the customer demand. The marketing research should
include also the market trends, which have influence on the size of sales and the
profit. This research should not only define who the customers of the manufactured
products are but also to determine the market share, the efficiency of the
advertisement and the response to the new products, which the company considers to
introduce to the market. In contrast to the large companies, the small and medium-
sized companies (SME) are closer to their customers. The entrepreneur can find very
quickly the preferences of his/her customers and to react towards their habits. In this
connection the marketing research should cover the following areas: customers,
markets needs, competition and trends.

Customers:

o Age

e Incomes

e Occupation

e Size of the family

e Family status



e Place of living

e Interests and hobbies

Needs of the product

e |s there a need of the produced product for a certain period of time?

e Do the customers prefer prompt and quick service?

e Do the customers require a guarantee for the product?

e Inwhat kind of mood does the customer come (calm or nervous)?

Competition

e What is the market share of the competition?

e What are the volumes of sales?

e How many similar companies work?

e What do they attract customers with?

e What advantages do they advertise?

Trends:

e Changes in population?

e Changes in laws?

e Changes in the local economic environment?

e Changes if the life style (solitary parents, working unmarried women, small size

of families)?

The sources of information for this study may be:

e The local Chamber of Commerce

e The branch organizations

e The professional market researchers

e The library and the publications in the local press.

e The Agencies of regional development and business centers, etc.

The other way of gathering data is the carrying out of one’s own research by:

telephone interviews, mail interview and direct interview. The marketing research

should not be very expensive. For this purpose the following methods may be used:



The workers. This is one of the best sources of information about the customers
and their preferences. Usually the workers come into direct contact with the
customers and get to know about their requirements towards the offered products and
also the basic parameters of the customers groups.

The Customers. Do your best your customers to feel comfortably and ask for
their opinion what kind of improvements for better service could be done.

The competitors. The examination of the competitors may be an important
information source. The competitors with their activities may provide information
about the customers’ needs and how can win the customers by offering something
unique.

The marketing strategy of the enterprise is the next step after the development
of the marketing research. This information is used for the determination of the
market niches, where the competitors do not entirely satisfy the customer demand. It
Is also used for the determination of what kind of new product may occupy a part of
the market. One new business may occupy a significant market share if it uses a
marketing strategy directed to areas, which are not a subject of the rest competition.
We will try to show these specific market areas by means of some examples:

e Better distribution of the goods

e A specialized product instead of a mass product
e Lower price

e Improved product (a modern one)

e Better quality at the same price

e More reliable product or service

The market segments are connected with the customers target groups, which
are most suitable for the consumption of the offered product or service. For instance,
the customers of goods of better quality may be the “family” customers, while
customers who often travel usually buy the mass products. In this connection we
should not forget that the different market strategies are directed to market segments.
Therefore, the gathered information should be combined so that the best result is

achieved. The market is divided into segments by different indicators:



Geographical: A specialized product for customers who live in neighbour
communities or under special climatic conditions.

Demographical: Family indicator, retired people or segments by age (children,
teenagers, working).

Psychological: Promotion of product directed to finding out the customer
demand or way of thinking (political or religious).

Benefits from the product: Marketing is directed to presentation of the benefits
in consuming the offered product or service, which the customers will receive (lower
price).

The marketing mix is a combination of different elements, connected with the
product and services, promotion and advertisement, price and place.

Products and services: The consumption of the product or service is an
important market resource. The defining of the unique features of the product is of
great importance.

Promotion and advertisement: The advertisement should send a message to the
customers by: the press, billboards or posters, direct advertising in mail boxes,
television, radio. Another element of advertisement is the promotions. They are not a
direct advertising but they are an important element, which include: delivering of two
pieces for the price of one, coupons for price reduction, special club prices and
presents.

Price: The determination of the price policy and the price levels are important
element, which is influenced by the product demand, the offer and the sensitivity of
the customers towards changes in prices. Other factors such as the appropriate place
and direct customers’ service may permit the small and the medium-sized business to
achieve higher prices. Of course it is important to determine that the selling prices are
competitive in comparison with those of the other participants at the market.

Distribution: The producer and the wholesaler should take decision how to
distribute their products. Those who use distributors or trade agents are more flexible

but they have bigger expenses.



The marketing plan contains a detailed list of activities, which will realize the
marketing strategy.

It is important to determine what kind of production will be offered to the
customer; how wide should be the range of goods, which will ensure revenue in case
of changes in the demand.

It is necessary to define the market of the production — where and to whom it
will be sold to. Try to examine most fully the taste and the needs of the customers
and the level of their incomes.

In connection with the successful development of the business of particular
importance is the study of the concrete market zone.

For this purpose, it is necessary to collect precise information for forecasting of
the production volume and the sales:

How many are the competitors; does their production differ from yours in
relation with quality? Compare your production with the production of the
competitors! Pay special attention to the competitors’ advantages.

What are the competitors’ prices?

How many wholesalers work at your market, their location, and sales volume?
At what price do the wholesalers buy such production? What is its selling price?

How the volume of sales changes in accordance with the season?

Vocabulary:

To define customers — onpeaenuTs moTpedUTENEH

To foresee the future — npeaBuaeTs OyayICe

Reveal the problems — oGHapyxuTh poOIeMBI

To outline — 0603HaUNTE

To determine the market share — onpenenuts 100 phIHKA
Competition — KOHKypEHIHSI

Trend — nanpaBieHue

Prompt and quick service — HememieHHOE U OBICTPOE OOCTY)KUBAHHE
Local Chamber of Commerce — mectHas Topropas nmajiata

Branch organizations — nouepHue KOMIIaHUH



Agencies of regional development — AreHTcTBa perHOHAIEHOTO Pa3BUTHSI
Do your best — nenath Bc€ oT Bac 3aBucsIICE

The examination — (31) uccaenoBaHue

Provide information about — npenocraButh nHGpOPMAIHIO O

Promotion and advertisement — npoaBmwKeHue U peKaama

To permit — mo3BoyIAThH

In accordance with — B 3aBucumocT ot

I. Answer the questions to the text:

. What does the long-term success of the small business depend on?

. What should the enterprise do if it wants to satisfy the customers’ needs?
. What should the analysts of the marketing research reveal?

. What are the main areas that the marketing research should cover?

. What other methods should be used for gathering data?

. What is the marketing strategy used for?

. Why is the market segments connected with the customers target group?

. What is the marketing mix?
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. What kind of information does the marketing plan contain?
10. What kind of information should be collected for forecasting of the production
volume and the sales?
I1. Find the synonyms of the following words in the text.

Main, principle, major, basic; issues; to determine; objective, target, to
produce; benefit, gain; to promote; to research; to allow; expenditures.

I11. Match the words from the text with their corresponding definitions.

1) To foresee a) to succeed in reaching a particular

goal, status or standard;

2) To reveal b) to think sth is going to happen in the
future;
3) Outline c) to allow sb. to do sth or to allow sth. to

happen;



4) Include d) to make sth. known to sb;

5) Define e) to give sth to sb. or make it available
for them to use;

6) Determine f) to give a description of the main facts
or points involved in sth;

7) Introduce g) to tell the public about a product or a
service in order to encourage people to
buy or to use it;

8) Cover h) to choose one thing rather than sth.

else because you like it better;

9) Prefer 1) to make sb., sth. part of sth;

10) Advertise J) to include sth.; to deal with sth;

11) Provide K) to describe or show sth. accurately;

12) Permit I) to make sth. available for use for the
first time;

13) Achieve m) to officially decide and arrange sth.

IV. Make up the plan of the text.
V. Find English equivalents in the text.

Pa3paboTka MapKETHMHTOBBIX MpPOrpamMM; CIIOCOOHOCTH MNpEAIpPUHUMATENS;
HaIIpaBJICHA Ha YAOBJICTBOPCHUC HOTp€6I/ITeJ'II>CKI/IX HYXI, KOHKYPCHTHEIC
MPEUMYIIECTBa; MOTPEOJICHUST TPOU3BOJUMON MPOAYKIMH; pasMep MpOoJAaK U
10X0/0B; A(P(EKTUBHOCTh pEKJIaMbl; PAcHo3HABATh MPEANOYTEHUS  CBOETO
IMOKYIIATCIIA, 00BeEM IIpOogax; HOI[O6HI>IG KOMIIAHHMH, 3JSKOHOMHUYCCKasA CpcCaa,
HpO(l)CCCI/IOHaJIBHBIe PBIHOYHBIC HCCJICAOBATCIIM, BCTYIIAIOT B HpSIMOP'I KOHTAaKT C
MOTpeOUTENAMU; Y3HABaTh €r0 MHEHHUE O; yIOBIETBOPHUTH MOTPEOUTEIBCKUIN CIIPOC;
3aHAMAaTh 3HAYUTEJBHYIO JOJIIO DPBIHKA; PACIpPOCTPAHEHUE TOBAPOB; HAICKHBIN
PBIHOYHBIN PECYPC; NOCTABKA JIBYX TOBAPOB I10 LIEHE OJHOI0; OIPEIEIICHUE [ICHOBOU

MOJINTUKY;, JETAUTM3UPOBAHHBIN CIHUCOK JESATEIbHOCTEH; IMUPOKAM aCCOPTUMEHT



TOBapOB; TapaHTUPYeT NpHObUIb; B CBA3M C YCIEHUIHBIM pa3BUTHEM OHW3HECa;
MIPOTHO3UPOBAHUE 00BEMOB MTPOAYKIIUHU; 00bEM TIPOJIAK.

V1. Translate and make your comment on the following statement.

1. The long — term success of the small business depends on the ability of the
entrepreneur correctly to define the customers who will use the products or services
and forsee the future enlargement with new clients.

2. This research should not only define who the customers of the manufactured
products are but also to determine the market share, the efficiency of the
advertisement and the response to the new products, which the company considers to
introduce to the market.

3. The market strategy of the enterprise is the next step after the development of the
marketing research.

4. The marketing strategy of the enterprise is the next step after the development of
the marketing research.

5. The market segments are connected with the customers target groups, which are
most suitable for the consumption of the offered product or service.

6. The marketing mix is a combination of different elements, connected with the
product and services, promotion and advertisement, price and place.

7. For the successful development of business it is important to study the concrete
market zone and collect precise information for forecasting of the production volume
and the sales.

VII. Read the text attentively and define its main ideas.

VI1I1. Extract the key sentences of the text.

IX. Make up the abstract and the annotation of the text.

MoayJb 4. OcHOBBI MeHedxkMeHTa. YesloBeuecKkHne pecypchbl
Read the following text
Training and Development of the Personnel
The interest of the organizations toward training and human resources

development is rooted in some characteristics of the modern economy: the increasing



competition between the organizations, the constant changes in the legislation and in
the management structures, the introduction of new equipment and technologies, the
condition of the labour market, the demographic trends, and the accelerated outdating
of human knowledge and skills. The companies in the well-developed countries
implement active staff training activity. They consider it as a priority in the human
resources management. No matter of the different positions about the concept of staff
training, the majority of authors consider it as a systematic process held by an
initiative of the organization, leading to better performance of the workers. Staff
training has sense only if it is directed at the concrete needs of the organization.
Taking into account the nature of the training and the needs of training can be defined
as difference between the real and desired condition of knowledge, skills and attitude
of the workers in the organization. All working activities, no matter what the field of
their implementation is, are subject to constant changes. This imposes the need of
improving the qualification and acquiring new knowledge and skills. Preliminary
preparation is required also for every passing from one hierarchal level to another
one, from one type of job to another type. For managers the constant training is the
key circumstance to success. They have to acquire new methods for staff
management, new mechanisms for communication and negotiating, for creation of
positive motivation. The personnel of every company should work out adequate
behavior for every planned or imposed by the circumstances change. The well-trained
staff succeeds in solving the problems of the company, which ensure its future. They
are: full directing of the activity to the customers’ needs; acceleration of the
innovative processes; flexible structures; renewed definition of management roles;
new strategies directed at future changes.

The concrete goals that are sought with personnel training can be brought to
the following: helping the improvement of the results from the current working
activity; minimizing the time needed for acquiring of new labour duties, professions
and specialties; giving an opportunity to, who want to develop their professional

skills; helping the increasing of motivation of labour; provision of reserve of



knowledge and skills, which should become a motive power of the scientific,
technical and social progress.

Forms of staff training are:

Training at the working place — it is conducted without quitting the working
process. This kind of training has a purely practical nature. Its efficiency is limited to
acquiring of knowledge and skills to perform certain job duties. The direct managers
conduct the training. The advantage of this form is that the training is conducted in
real working environment, which the worker is accustomed to and with the
equipment the worker is going to use in the future. This is applied in apprenticeships,
rotation of the working places, and whenever the need of new knowledge and skills
does not impose other forms.

The other type of staff training is the special educational forms within the
economic organization or outside it. Best opportunities for education are the
following forms: Schools for managers — this is a form with constant structure and
organization. The training is conducted on topics and programs without leaving the
duties. It has an intense character. The participants are carefully selected in
accordance with the specialty, rank, preparation and perspective. The aim of the
training is to achieve: change in the way of thinking; development of communication
capabilities; skills for working with people; skills for overcoming and solving of new
problems; Seminars — According to their nature and form of conduction they are:
cognitive and special seminars, courses, etc.

There is a wide range of approaches that can be used in different forms of
training like lectures, discussion, psychological training, tests, case studies, etc.
Vocabulary:

Is rooted — (31) 3akarouaeTcs

Accelerated outdating — yckopenue mporiecca ycrapeBaHus

Acquiring new knowledge and skills — mpuoOpeTenne HOBBIX 3HAHMIA K HABHIKOB
Preliminary preparation — npeaBapuTenbHast MOATOTOBKA

Quitting the working process — npepsiBanie pabouero npoiecca

To be accustomed to — ObITH TPUBBIYHBIM K



Apprenticeships — mpoxoskieHue MPaKTHKH

Overcoming and solving of new problems — mpeomosieHue W peIICHHE HOBBIX
po0JeM

I. Answer the questions to the text:

1. What are the main reasons of the organizations interest toward training and human
resources development?

2. Why is the constant training considered to be the key circumstance to success?

3. What are the main problems that company faces in its activity?

I1. Explain the difference between 2 types of staff training in 2 — 3 sentences.

I11. Translate and make your comment on the following statements:

1. Taking into account the nature of the training and the needs of training can be
defined as difference between the real and desired condition of knowledge, skills and
attitude of the workers in the organization.

2. The personnel of every company should work out adequate behavior for every
planned or imposed by the circumstances change.

3. The advantage of this form is that the training is conducted in real working
environment, which the worker is accustomed to and with the equipment the worker
IS going to use in the future.

4. The aim of the training is to achieve: change in the way of thinking; development
of communication capabilities; skills for working with people; skills for overcoming
and solving of new problems; Seminars — According to their nature and form of
conduction they are: cognitive and special seminars, courses, etc.

IV. Extract the key sentences of the text.

V. Find English equivalents.

YBenuuenue KOHKYPCHIIMM MCXKAY OpraHusanuiaMu; BHCAPCHHUC HOBOTIO
000OpyZI0OBaHUSI W TEXHOJOTHH; CTpaHbl C PAa3BUTOM SKOHOMUKOW; YIIpaBICHUE
YCJIIOBCYCCKUMU pCCypCaMU, BHC 3aBUCUMOCTU OT Pa3JIMIHBIX HOBHHHﬁ; IMPUBOIAILINC
K Jyumed paboTe COTPYIHUKOB; YUYWUTBIBasE OCOOCHHOCTH OOYy4YeHUS;, BHE
3aBUCHUMOCTHU OT C(bepbl IMPHUMCHCHUS; IICPEXO/ C OAHOTO UCPAPXHUICCKOT'O YPOBHA Ha

JIpYTOM; KJIIOUYEBOM MOMEHT JJIsl YCIEeXa; CO3JaHHUE IMOJOKUTEIbHONM MOTHUBALIUY;



3aIVIAaHUPOBAHHBLIC HWJIM BbI3BAHHLIC O6CTO$ITCJ'IBCTBaMI/I HNU3MCHCHMUA, I[O6I/IBaeTC$I
yCIiexa B PCIICHHUHA HpO6JIeM KOMITAHUH, YCKOPCHHUC HMHHOBAIIMOHHBIX IIPOLICCCOB,
yIY4IIEHUE pe3yJbTaTOB, M3y4YeHHE TPYIOBBIX OO0sS3aHHOCTEH; MPOBOAUTCA 0e3
MpepbIBaHus pab0OYEro Mnpouecca; NpoBOUTh 00yUYeHHUE; COOMPAETCS UCTIOIb30BATh B
OynymieM; TmepeMelieHne pabouynx MeCT; JApYyrod BuJ OOydeHHUs IIepCOHAa;
IMIOCTOAHHAA CTPYKTypa, YHACTHHKHU TIONATCIBHO BBI6I/IpaIOTCH; U3MCEHCHUC o6pa3a
MBIIIJICHHUA, pPa3BUTHC KOMMYHHKAaTUBHBIX CHOCO6HOCT€I>'I; HII/IpOKI/Iﬁ CIICKTp
MIOOXOIOB.
V1. Find the synonyms of the following words in the text:

Contemporary; precedence; to take into consideration; to supply; initial; kind,
sort; possibility; to accomplish.

VI1I. Match the words from the text with their corresponding definitions.

1) Characteristic a) the act of supplying sb. with sth that
they need or want;

2) Competition b) able to change to suit new conditions
or situation;

3) To subject to C) an increase in how fast sth happens;

4) To acquire d) to achieve sth. that you have been

trying to do or get;

5) To negotiate e) a typical feature or quality that sb., sth
has;
6) Motivation f) a situation in which people or

organizations compete with each other;

7) To succeed g) to bring sb., sth under control;

8) Acceleration h) to gain sth by your own efforts, ability;

9) Flexible 1) to try to reach an agreement by formal
discussion;

10) Provision j) to make sb. want to do sth, especially

sth that involved hard work and effort.



Enunble 3a1anus K TeKCTaM
Onpenenure OCHOBHBIE BOIIPOCHI, pACCMAaTPUBAEMBIE B TEKCTE.
HailinuTe kitoueBbIie clioBa, EpeIarolre OCHOBHYIO MBICIb a03aria.
ChopmynupyiiTe riaBHYIO MBICITb KOXIOTO ad3ara.

CocraBbTe IJIaH MOJIHOT'O U3JIOKCHMS TEKCTA.

AN A o

CocTaBbTe aHHOTAIUIO U pedepaT TeKCTa.

Read a text about sole proprietorships and find out advantages and
disadvantages of having and operating a business of your own. Discuss them and
compare your ideas with those of your group mates

THE SOLE PROPRIETOR

Many businesses are sole proprietorships, firms owned and operated by a
single person. When a person decides to open an independent business, that person is
then entirely responsible for its success or failure. Any profits go to the owner; any
losses are his or her responsibility as well. If the losses prove to be greater than the
investment, the individual is responsible for paying them, even if this depletes his
personal assets.

One of the advantages of a sole proprietorship is that an owner can make
decisions quickly and decisively without having to consult others. And an individual
proprietor by law, pays fewer taxes and at a lower rate than a corporation does.

There are disadvantages of this form of business organization, however. A sole
proprietorship ends with the incapacity or death of the owner. The assets can be
inherited by a person who may then become an operator, but legally the business dies
with its owner. Also, since it is dependent upon the amount of money the owner has
saved or can borrow, usually it does not develop into a large-scale enterprise.

In spite of its limitations, the sole proprietorship is well adapted to many kinds
of small businesses and suits the temperament of many persons who like to exercise
Initiative and be their own bosses. Some economic contributions of a small business

are.



A small business is often the starting point for developing a new product or
service. One person tries out an idea. If it is successful, the business grows, or the
product may be bought by a larger firm.

The small business can give an individual a chance to gain experience, which
the person may use later on a large scale.

Small businesses are particularly well suited for meeting specialized local
needs.

Artisans can provide individualized products for customers who have grown
weary of mass-produced goods.

Small businesses provide a service where knowing one’s customers is
important.

Sole proprietors are reassuring to customers who believe an individual who is
accountable will do a good job.

Small businesses often grow into large ones, adding to the economic vitality of
the nation. Small business advocates contend that 55 percent of American technical
innovations comes from small — and medium-size businesses. Certainly, many of the
creative innovators in the American computer industry, including those who built
successful companies in what is now known as Silicon Valley, California, started out
as outsiders working on hand-assembled machines in their garages. They have
become part of American business lore. By any measurement, small businesses are an
important part of the creativity, and the competition that provides new strength to the
American economy.

Of course, it is true that small businesses often fail. But in the United States
“failure” of a small business venture does not carry with it the social stigma or
opprobrium for the failed entrepreneur — that it does in some countries. Often, failure
of a small business venture turns out to be a valuable learning experience for the
entrepreneur, who may be more successful the second or the third time. Unsuccessful
attempts to start a business become part of the larger process of sorting out the

market and making it more efficient, according to small business experts.



Assignments

I. Write T (for True) and F (for False) next to the sentences below.

1.
2.

A sole proprietor is entirely responsible for his success or failure.

Even if the losses are greater than the investment, a sole proprietor will not
deplete his personal assets.

Sole proprietorships pay more taxes than a corporation does.

Legally the business dies with the sole proprietor.

Small businesses are particularly well suited for meeting specialized local
needs.

Small businesses do not often grow into large ones.

In the United States “failure” of a small business venture does not carry with it
social stigma or opprobrium for the failed entrepreneur.

The people who like to exercise initiative and be their own bosses choose sole

proprietorships.

I1. Complete the following sentences.

1
2
3.
4

5.

Sole proprietorships are firms ....

The advantages of sole proprietorships are ....

The disadvantages of sole proprietorships are ....

Some economic contributions of small businesses are ....

Often, failure of a small business venture turns out to be ....

I11. Answer the following questions to the text.

1.

2
3
4.
3)
6

What are sole proprietorships?

What are advantages of this form of business organization?

If you inherited a business, what would you do with it?

What kind of persons would be good sole proprietors? Give your own reasons.
What are economic contributions of small businesses?

Why do you think small — and medium-size businesses play such an important
role in the economy of a country?

What do you know about development of small businesses in our country?



8. Does “failure” of a small business venture carry with it the social stigma for the
failed entrepreneur in our country?
IV. Next to the sentences below write a word or a phrase from the text which you
can use instead of the word or words in italics.
1. If the losses are greater than the investment, the individual is responsible for
paying them, even if this depletes his own capital.
2. He doesn’t have a boss. He works for himself.
3. He had many losses last year, and he asked a bigger company to give him
money.
4. An individual businessman can make decisions quickly without having to
consult others.
5. Sole proprietorships can provide individualized products for customers who
have become tired of mass-produced goods.
6. To have your own enterprise is a very difficult and responsible business.
V. In the text find the synonyms to the following words and phrases. Use them in
the sentences of your own.
entrepreneur
income
misfortune
a business of one’s own
personal capital

according to the law

MogayJs 5. IIpodsembl opuca. CoBpeMeHHbIE MOAX0AbI K PELIEHUI0 MPodJaeM
Read the following text:
A Day in the Life of a Foundation Trust Chief Executive
Katrina Percy, winner of HSJ's chief executive of the year award, describes a
typical working day at Southern Health.
| like to be up early and heading into work by about 7am. | live on the

Hampshire and Sussex border and work in the New Forest so it makes sense to travel



early if | can. | can be headed anywhere in Hampshire, visiting our services, and
speaking with staff, or on the train to London to take part in the policy development
groups that I contribute to.

No two days are quite the same, and that's part of what makes the job so
appealing. Southern Health covers Hampshire and provides learning disability
services as far afield as Oxfordshire, Buckinghamshire and Wiltshire. We provide
mental health services for inpatients and in the community, and provide community
health services, such as health visitors and children's services.

Additionally we have a social care arm that covers the Isle of Wight and
Dorset, so as chief executive, | need to keep all of this on my radar. We employ 9000
staff, which makes us a major employer in Hampshire. My ideal day includes going
out to see a service at work, meeting patients, talking to our staff about their
challenges, and seeing what | can do to help them provide the best care they can. |
don't rely on email to do my job — I'd rather talk to people face to face, and want my
staff to know that if they need to talk to me, I'm accessible.

However, my job also includes the back-office part of running a large
organization — meetings, committees, board commitments and increasingly, talking to
other health and social care partners locally to see what we can do to improve health
care. We are building relationships with our new clinical commissioning groups, of
which there are eight in Hampshire alone. | need to understand what it is they have
planned and how we can work with them.

| believe that if one person’s health and social care needs can be provided in a
joined-up way, with less repeated assessments, patient benefits from a more effective
and efficient service. We are working hard to make that happen in Hampshire and
beyond. We also know that sometimes people are admitted to hospitals who don’t
need to be, and stay there longer than is necessary, so that's a priority for us to focus
on.

On one of my visits | met a man we had started providing care for on the Isle of

Wight. Due to his health and social care needs, he hadn't been out of his house for



eight years. Now we provide him with support, and recently he went to the beach for
an ice cream. It was a major step in his life and | found that inspiring.

| am passionate about leadership because great leaders transform the lives of
staff and our community. Leadership in Southern Health is about empowering our
patients through working in a joined-up, cost-effective way. This means that in their
own way, everyone here is a leader. Being awarded Health Service Journal’s chief
executive of the year is a real honour. | try and provide a working atmosphere where
the best staff can flourish and | accepted the award on behalf of all of us at Southern
Health. If it helps to shine a light on some of the good work we do, I'm all for it. | go
to sleep hoping that the healthcare we provide is the healthcare | would want for my
own family and friends. Nothing else is good enough.
I. Answer the questions to the text:
. Why does she like to be up early?
. What makes her job so appealing?
. What do they provide?
. What does her ideal day include?
. Who are they building relationships with?
. What is a more effective and efficient service that can be provided?
. What is the priority for them to focus on?

. Why is she passionate about leadership?
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. How is leadership in Southern Health empowering their patients?

10. What kind of health care would she want for her own family and friends?

I1. Are these statements true or false?

1. | can be headed anywhere in Hampshire, visiting our services, speaking with staff.
2. Everyday is quite the same, and that’s part of what makes the job so appealing.

3. We provide mental health services for inpatients and in the community.

4. We employ 12 000 staff, which makes us a major employer in Hampshire.

5. My job also includes the back — part of running a large organization — meetings,
committees, board commitments.

6. We are maintaining relationships with our clinical commissioning groups.



7. Patient benefits from a more effective and efficient service.

8. People are admitted to hospitals who need to be, and stay there less than is
necessary, so that’s a priority for us to focus on.

9. | am passionate about leadership because great leaders transform the lives of staff
and our community.

I11. Make up sentences:

1. and/ heading into/ I/ like/ to be/ by/ up/ early/ 7 am/ about work.

2. appealing/ no/ two/ so/ the job/ makes/ days/ are/ the same/ quite/ and/ of what/
part/ that’s.

3. my/ I/ don’t/ job/ rely on/ to do/ email.

4. a large/ my/ organization/ job/ the/ part/ includes/ back — office/ of running/ also.

5. I/ we/ need/ can/ to understand/ is/ they/ it/ what/ have planned/ with/ and/ how/
work/ them.

IV. Find words or phrases in the text which mean:

1. far away.

2. people employed in an organization.

3. to give sth, to help sb/sth.; to add to sth or improve; to increase.

4. extent over or lie on the surface.

5. make available.

6. the process of caring for sb/sth and providing what they need for their health or
protection.

7. anew or difficult task that tests sb’s ability and skill.

8. close to and looking at sb.

9. giving the best possible profit or benefits in comparison with the money that is
spent.

10. to combine with sth else to do sth.

11. to give attention, effort to one particular subject.

12. something that you think is more important than other things and should be dealt
with first.

Read the following text:



Getting to Know Us
McDonald's is the leading global foodservice retailer with more than 34,000
local restaurants serving nearly 69 million people in 118 countries each day. But that

IS just one part of the whole story.

Quick Facts

more than 34,000 1.8 million 118 80%
restaurants employees countries of restaurants
worldwide are franchised

We work hard, together with our suppliers and independent restaurant
franchisees, to strive toward a sustainable future — for our company and the
communities in which we operate. From the beginning, we’ve been a company
committed to doing the right thing. Today, our values continue to be the foundation
for who we are, what we do, and how we operate. Our mission is to be our customers'
favorite place and way to eat. At McDonald’s, diversity and inclusion are parts of our
culture — from the crew room to the Board Room. We have been recognized as a
great place to work in more than 30 of the markets. Since 1955, we’ve been proud to
serve the world some of its favorite food.

From the start, we've been committed to doing the right thing. Our
sustainability efforts ensure that our business practices and policies continue our rich
heritage of making a positive impact on society. With approximately 1.8 million
employees working for McDonald’s and over 5,000 franchisees, thousands of
committed suppliers and the more than 69 million customers who visit us every
single day in 118 countries, we can use our scale, scope and talent to make a positive
difference in the world.

We are working with both internal and external stakeholders to build on our
foundation and refine our strategy, with a goal to identify new opportunities and set
quantifiable targets to measure ongoing improvement. McDonald's brand mission is
to be our customers' favorite place and way to eat and drink. Our worldwide

operations are aligned around a global strategy called the Plan to Win, which center



on an exceptional customer experience — People, Products, Place, Price and
Promotion.

We are committed to continuously improving our operations and enhancing our
customers' experience. We place the customer experience at the core of all we do.
Our customers are the reason for our existence. We demonstrate our appreciation by
providing them with high quality food and superior service in a clean, welcoming
environment, at a great value. Our goal is quality, service, cleanliness and value
(QSC&V) for each and every customer, each and every time. We are committed to
our people. We provide opportunity, nurture talent, develop leaders and reward
achievement.

We believe that a team of well-trained individuals with diverse backgrounds
and experiences, working together in an environment that fosters respect and drives
high levels of engagement, is essential to our continued success. We believe in the
McDonald’s System. McDonald’s business model, depicted by our “three-legged
stool” of owner/operators, suppliers, and company employees, is our foundation, and
balancing the interests of all three groups is key. We operate our business ethically.
Sound ethics is good business. At McDonald’s, we hold ourselves and conduct our
business to high standards of fairness, honesty, and integrity. We are individually
accountable and collectively responsible. We give back to our communities. We take
seriously the responsibilities that come with being a leader.

We help our customers build better communities, support Ronald McDonald
House Charities, and leverage our size, scope and resources to help make the world a
better place. We grow our business profitably. McDonald’s is a publicly traded
company. As such, we work to provide sustained profitable growth for our
shareholders. This requires a continuous focus on our customers and the health of our
system. We strive continually to improve. We are a learning organization that aims to
anticipate and respond to changing customer, employee and system needs through
constant evolution and innovation.

Assignments:

I. Answer the questions to the text:



. What is McDonald’s?

. How many people does it employ?

. How many countries does it work in?

. Why do they work hard?

. What are their values?

. What do their sustainability efforts ensure?

. Who are they working with to build their foundation and refine strategy?

. What are they committed to?
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. Why are their customers the reason for their existence? What do they demonstrate
them?

10. What is essential to their continued success?

I1. Replace the italic words using the words below:

Leverage perform, carry out Refine

Aligned perform Inclusion

Ensure Goal Diversity

Ongoing enhancing appreciation by providing

1. We work hard to struggle for a sustainable future.

2. Our sustainability efforts make certain that our business practices and policies
continue our rich heritage.

3. At McDonald’s, multiplicity and incorporation are pert of our culture.

4. We are working with both internal and external stakeholders to build on our
foundation and process, our strategy, with are a purpose to identify new
opportunities and set quantifiable targets to measure developing improvement.

5. Our worldwide operations are joined around a global strategy called the Plan to
Win.

6. We are committed to continuously improving our operations and improving

(boosting) our customer’s experience.



7. We demonstrate our admiration by supplying them with high quality food and
superior service.
8. We help our customers build better communities, support Ronald McDonald
House charities and influence our size, scope and resources to help make the world
better.

Enunbie 3a1aHus K TeKCTaM
OHpGI{CJ’II/ITe OCHOBHBIC BOIIPOCHI, paCCMAaTpUBaACMbIC B TCKCTC.
HaﬁILHTC KIIFOYCBBIC CJIOBA, IICPCAAOIINC OCHOBHYIO MBICJIb a63aua.
ChopmynupyiiTe TJIaBHYIO MBICTh KaXK10T0 ab3aria.

CocTaBbTe IIJIaH MOJIHOTO M30KEHHUS TEKCTA.

AR A o

CocTaBbTe aHHOTAIUIO U pedepaT TeKCTa.

Mopayas 6. Byxraarepckuii yueTt u ¢puHaHCHI
Read the following text
Accounting Information

Accounting provides informational access to a company’s financial condition
for three broad interest groups. First, it gives the company’s management the
information to evaluate financial performance over a previous period of time, and to
make decisions regarding the future. Second, it informs the general public, and in
particular those who are interested in buying its stock, about the financial position of
the company. Third, accounting provides reports for the tax and regulatory
departments of the government. In general, accounting information can be classified
into two main categories: financial accounting (or public information) and managerial
accounting (or private information).

Managerial accounting deals with cost and profit relationships, efficiency and
productivity, planning and control, pricing decisions, capital budgeting, etc. Not
being generally spread outside the company, this information provides a wide variety
of specialized reports for division managers, department heads, project directors.

A standard set of financial statements is expected to be prepared regularly by

financial accounting and published in an annual report at the end of the fiscal year.



Being prepared in accordance with generally accepted accounting principles, these
statements include the following items: 1) the balance sheet, 2) the statement of cash
flows, 3) the income statement, 4) the statement of retained earnings.

Information relating to the financial position of a company, mainly about assets
and liabilities, is presented in a balance sheet. The statement of cash flows shows the
changes in the company’s financial position and provides information which 1S not
available in either an income statement or a balance sheet. Thus, the statement of
cash flows represents the sources and the uses of the company’s funds for operating
activities, applications of working capital and data about additional financial support.
Provided the company couldn’t generate sufficient cash to finance its activities, it
would be necessary to borrow money and it should be indicated in the statement.

Another financial statement disclosing the results of the company’s activity is
known as the income and expense statement. Prepared for a defined time interval, this
statement summarizes the company’s revenues, expenses, gains and losses and shows
whether a company has made a profit within the period. Income is considered to be
the difference between revenues and expenses. If the total expenses exceeded the
total revenues during the period, the difference would be the net loss of the company.
Revenues are transactions that represent the inflow of assets as a result of operations
— that is, the assets received from selling goods and rendering services. Expenses are
transactions involving the outflow of assets in order to generate revenue, such as
wages, salaries, rent, interest and taxes. In addition to disclosing revenues and
expenses, the income statement also lists gains and losses from other kinds of
transactions such as the sale of plant assets or the payments of long-term liabilities.

The income statement excludes the amount of assets withdrawn by the owners,
in a corporation such withdrawal of assets being called dividends. The separate
statement of retained earnings and stockholder’s equity shows investors what has
happened to their ownership in the company, how earnings and new stock issuance
have increased its value, and what dividends were paid.

Each of these reports contains figures for previous years and for the current

period, providing a way of comparing present and past company performance. Being



prepared for the use of management, the financial statements contain neither debit nor
credit columns. These statements are accompanied by additional data about the
particular accounting method used, as well as explanations about the most important
events within the previous year.

L In the text “Accounting Information” find synonyms to the following words and
word combination:

concerning the future; conclusions about the price; an external part; a use of capital,
succeeding; a fixed interval; wide; a number of; a means of supply; a yearly report; a
fulfillment of an action; the month before this one.

Il. Transform each sentence using Il and Ill Conditionals. Translate these
sentences into Russian

Example: If effective demand is sufficient, there will be a high level of economic
activity. - If effective demand were sufficient, there would be a high level of
economic activity. - If effective demand had been sufficient, there would have been a
high level of economic activity.

1. If too much money is available, its value will decrease and it will result in

inflation.

2. If the company doesn’t earn a reasonable profit, the share price will fall and it will
be difficult to attract additional capital.

3. Many companies will lose their stable position in the market if recession continues.
4. The company will achieve a higher sales level if the retail price is decreased.

5. If the output decreases, the company’s costs per unit of the goods produced will go
up.

6. If the company issues new stocks, it will be possible to replace the obsolete

equipment.

CymectButesbHbIC COStS, expenditures, eXpenses 4acto MepeBOAATCS Ha PYCCKHM
S3bIK KaK CHHOHHMMBI — 3ampamul, uzdepxcku, pacxoovl. Hampumep: additional
costs/expenditures/expenses —  dononnumensuvie  pacxoowr,  advertising

costs/expenditures/expenses — pacxoowvr na pexiamy. OIHAKO CIEIyeT pa3iuvaTrh



3HAYEHHUS 3THUX TEPMHUHOB B SKOHOMHYECKHX TeKcTaX. CyllecTBUTENIbHOE COStS
OOBIYHO O3HAYAET OEHEeMNHCHble PACX00bl HA NPOU3BOOCMBO ONPEeOesieHHbIX MOBApos,
cmpoumenvcmeo 3a60006. Expenditures — cymma, uspacxooosannas 0ns onaamer
moeapos u ycaye. EXPenses — cymma, uspacxooosanuasn Ha oniamy mosapos u yciye,
Komopas bosee ne a61emcest AKMmueom noxynarou;eﬁ Komnaruu.

I11. Match the Russian word combinations with their English equivalents:
Hpez[eanbIe HU3JCPIKKHU, QAJIBTCPHATUBHBLIC HU3ACPIKKHU, 6IOI[>KCTHBIG pacxonanbl;
KaHHTaHOBJ'IO)K@HI/IH/I/IHBGCTI/IHI/II/I; ACHCIKHBIC PACXObI; HOTpe6I/ITCJIBCKI/Ie pacxoabl;
MOJIHBIE/00I1IME/COBOKYITHBIE  PacXoibl; TOAOBBIE PpPacXoJbl; MPEAYCMOTPEHHbBIE
W3JCPKKHU; CPEHUE PACXO0/Ibl; 0AHKOBCKHUE PACcXO/Ibl; pacxo/ibl Mo (MHAHCUPOBAHUIO;
(bPIHaHCOBBIC pacxoabl; IICPEMCHHBIC U3ICPKKH, YIIPABJICHUCCKHUC PACXOAbI; PACXOAbI
[0 OpraHu3aIuu cObITA; PacXo/bl HA AYIIY HACEJIICHUS; IPEABAPUTEIbHbBIEC PACXO/IbI;
pacxoabl II0 XPAHCHHIO; IIOCTOJAHHBIC M3ACPKKH, CPABHHUTCIBHBIC H3ACPIKKHU,
CHMKAIOIHCCA HU3ACPIKKU, H3ACPKKH Ha MOpaJIBHBIﬁ HN3HOC, HAKJIAIHBIC PACXO/HbI;
HU3EPKKA HEMATEPHUAIILHOTO XapaKkTepa

budget expenditures; cash expenses; comparative COSts; total
expenditures/expenses/costs; opportunity costs; average expenses/ costs; marginal
costs; annual expenses/ costs; banking expenses; financing expenses/ costs;
anticipated expenses; obsolescence costs; financial expenses/ costs; variable costs;
management expenses; fixed expenses/ costs; intangible costs; consumption
expenditures/ expenses; marketing expenses/ costs; decreasing costs; preliminary
expenses; per capita expenses; storage expenses/ costs; capital/ investment

expenditures; overhead expenses/ costs.

Mooyns 7. ITucema denosozo u auunoz2o xapakmepa. Cmpykmypa anziuicko2o u
AMEPUKAHCKO20 RUCbMA.
Mooynw 8. 3nakomcmeo ¢ Hanucanuem nucem pPa3iluuHO20 XapaKmepda.

Mooyns 9. /lenoevie omnowenusn. Tpyooycmpoiicmeo.

LETTERS



Proper business letter writing is very important for normal commercial activity.
In spite of the development of telephone, telex, and telegraphic ways of
communication and the increasing personal contacts in international trade, the writing
of letters continues. In fact most telephoned and telegraphed messages have to be
confirmed by letters.

So every good businessman should be competent in writing effective business
letters in English. The subject of the routine business letters in export — import trade
lacks variety. Therefore, certain accepted standard phrases and standard letters may
be used as a time — saving device.

However, whether you write a special letter or make use of a standard letter,
you should know the main parts of any business letter and its layout.

Business letters are usually written on printed company forms (letter — paper).
The heading gives the name of the company, the postal and telegraphic addresses, the
telephone number(s), the number of the telex(-es)and when telefaxes appeared, their
number, too; sometimes some other information such as: the names of important
officials (e.g. directors), the particular official, to whom the company may wish to
have all communication addressed, spaces for letter indexes (references) and the date.

I. The Layout and Parts of a Business Letter

There are many ways to lay out a business letter. We are going to study only
the “Block style” because it is more modern, clearer style of expression. This is
particularly important as very often neither the writer nor the reader of the letter is a
native — speaker of English. Presentation of the letter is also very important it should
be well typed, well worded, well laid — out.

In the letters written in a “block style”:

- the name and address of the addressee are at the top on the left (the addressee is a
person you are writing to.)

- the date is on the right

- there is no punctuation in the address or after “Yours faithfully/sincerely” or
“Dear...”

- the paragraphs start at the margin and there are spaces between them

- the writer’s name and title are under the signature.

You can use some other ways of laying out business letters, but “block style” is
the most useful to learn because it is accepted everywhere.

The date

Be careful with the date! In Britain, they write the day first, but in the United
States they write the month first. This means that 12 06 87 - is the twelfth of June in
Britain but in the US it is the sixth of December! So write the date like this:

12 June 1987
Remember to use a capital letter for the month. You do not have to write “th”, “rd”,
“nd” or “st” after the day.



How would you write the dates in a letter?
a) Jan. 16th, 1988
b) 6/11/87 (UK)
c) 21.1.88
d) 23rd March 1988
e) 09-07-87 (USA)
) 04.08.87 (USA)

The opening salutation / The complimentary closing

Here are some ways to open a letter.

Dear Sirs to a company

Dear Sir to a man if you do not know his name
Dear Madam to a woman if you do not know her name
Dear Mr. Smith to a men

Dear Mrs. Smith to a married woman

Dear Miss Smith to an unmarried woman

Dear Ms Smith to a married or unmarried woman

Dear John to a friend or someone you know well

The way you close a letter depends on how you open it.

Dear Sirs/Sir/ Madam Yours faithfully
Dear Mr./ Mrs./ Miss/ Mr. Smith Yours sincerely
Dear John Best wishes

Ex.1 Join these openings to the right ending.

a) Dear Mrs. Wilson Best wishes

b) Dear Madam Peter (signature)

c) Dear Ms. Hemsuchi Peter

d) Dear Susanna Yours faithfully

e) Dear Mr. Gonzales Richard Sanders (signature)

f) Dear David Richard Sanders

g) Dear Sirs Yours sincerely Senaa Al Jalahma

(signature)

Subject headings
Subject headings are sometimes used in business letters to help to get the
reader’s attention, to ensure that the letter is passed to the right person quickly. Often
when we put a heading we then use the word “above” or “above-mentioned”. It is
placed just after (below) the salutation and is underlined, it is sometimes written in
capital letters.



Dear Mr. Chang
Order No. 239
The above-mentioned order of books has arrived.



Parts of a letter
Most letters have three parts:

Dear ...

An opening (This says why you are writing)
The main message (This gives the details)
The close (This usually talks about the future)

Note: There are two sets of openings: initiating correspondence and replying to
letter.

Beginning a letter
Here are some ways to begin a letter.

We are writing to enquire about...
We are writing in connection with...
We are interested in... and we would like to know...

Ex.2 How would you start these letters?

a) You want to know the prices of some air conditioners.

b) You saw an advertisement in the newspaper yesterday and you want further
information

¢) You want to know if the company you are writing to organises holidays to Africa.
If you are answering a letter, you can start.

asking if ...
Thank you for your letter of (date) enquiring about ...
We have received your letter of (date) enclosing ...

concerning ...

Ex.3 How would you start your reply in these situations?

a) A company wrote to you on 23 July. They wanted to know if you sell
photocopiers.
b) A men wrote to you on 18 December. He wanted employment with your company.
He also sent his curriculum vitae.
c) A company sent you a telex on 3 June. They wanted to know if you were going to
the marketing conference in London.
d) A lady telephoned you this morning. She wanted to know if her order N0.599 had
arrived.

Ending a letter

Here are some ways to end a letter.



I look forward to receiving your reply/order/products/etc...
Looking forward to hearing from you.

If you gave some information in the letter, you can close:

| hope that this information will help you.
Please do not hesitate to contact me if you need any further information.
Please feel free to contact me if you have any further questions.

Ex.4 Write a letter to Data Services LTD. 57 West Road. Paxton. PX3 7JA.
You want a word processor and you would like to know if they rent them. You need a
small machine with a good quality printer. Follow this plan:

- Dear...

- Open the letter. Say what you are writing about.

- Tell them exactly what you need.

- Close the letter.

- Yours...

- Sign it with your name and title (office manager)

Referring
Here are some ways to introduce the subject of the letter.

With reference to...

Further to...

With regard to...

| am writing in connection with...

)

Note: You should not start a letter “with regard to’
Ex. 5 How would you start a letter about each of the following?

a) an invoice (No.679) for a photocopier

b) a meeting you had with the addressee on Jan. 16"

c) an advertisement in “The Times” newspaper

d) an application for a post as secretary in your company
e) atelex for six typewriters that you received today

Giving good/bad news

Good news | I am pleased to tell you that...

| am delighted to inform you that...




| am happy to advise you that...

Bad news | am regret to tell you that...

| am sorry to inform you that...

| am sorry to advise you that...

Ex.5 Complete these sentences using phrases for referring and giving good or bad
news.

Q) e your order for some cupboards, ................... we have had
to increase the price.

D) your application for a post as secretary, ................ that we
would like you to start work as soon as possible.

(o) I your application for a post as secretary.................. you
were not successful

d) our telephone conversation this morning..................

that your car is now ready for you to collect.
Saying what you can and cannot do

We are unable to...
We are able to...
We have been forced to...

Ex.6 A company has written to you to ask you to reduce your prices and to ask you
if you will accept payment in Egyptian pounds. How will you give them the
following information

a) You cannot lower your prices.
b)  You have had to raise your prices because the government has increased
the sales tax.
c)  However, you can give them a discount of 5% if their order is for more
then $2,000.

d)  With regard to their second question, you cannot accept payment in
Egyptian pounds but you can accept US dollars or German marks.

Giving reasons
owing to... JT10 U3-3a ...

This is due to... Oro Omarogaps ...
as a result of... DTO ABASCTCS PE3YJIHTATOM ...



because of... 10 U3-34 ...

Notes: - “owing to” is normally only used for bad news. If you want to use a
verb after these phrases, add “the fact that...”
e.g. This is due to the fact that the dollar has fallen.



Ex.7 Using the information given, write complete sentences.

e.g. - increase prices — fall of dollar.

We have been forced to increase our prices. This is owing to the fall of the dollar.

a) delay the delivery of goods — strike by airline pilots.

b) increase all salaries by 10% - rise in sales.

c) cutall salaries by 10% - fall in sales.

d) cannot deliver your new order — we have not received your payment for the
last order.

e) cancel the meeting — a lot of staff have been ill.

Requesting action

Here are some ways to ask people to do something for you:

Please could you... as soon as possible
We would be grateful if you could... without delay
We would appreciate it if you could... immediately

If it is urgent, add:

Ex.8 These requests are all mixed up. In each sentence put the words and phrases
in the correct order.

Ex.

b)

please/arrange/for ten o’clock/could/an appointment/you

we/send us/as soon as possible/would/if you/the goods/be grateful/could
we/without delay/appreciate it/you could/pay our bill/would/if
confirm/please/you/are the same/could/your prices/that

we/exactly when/appreciate it/if you/would/could/tell us/you will arrive

9 What would you write in the following situations?

a)
b)
c)
d)

e)

You have seen an advertisement in the newspaper for a post as office
manager. You want an application form.

The photocopier in your office has broken down. You want to have it
repaired quickly.

You have moved your office and you want the post office to forward your
letters to your new address.

You want the telephone company to put another telephone in your office.
You need it urgently.

You have written to a company and you want them to reply quickly.

Apologising

We must apologise for...
We apologise for...




We are extremely sorry for...

Notes: - Use the “-ing” form after these phrases

e.g. We are extremely sorry for losing your order.

- You can also say “We are extremely sorry that...”

e.g. We are extremely sorry that we lost your order.
Usually, it is polite to give the reason for the problem and then apologise again at the
end of a letter.

Please accept our apologies once again.
We hope that this has not caused you any inconvenience.
With apologies once again.

Requesting information

Please could you give us some further

We would be grateful if you could details about...
We would appreciate it if you could  let us know (about/if)...

We would like to know (about/if)... inform us (about/if)...

If you want specific information, say:
In particular + one of the previous phrases.

Ex. 10 What would you write in these situations?

a) You wrote a letter to someone and they haven’t replied. You want to know if they
received the letter.

b) A businessman is going to your country. He wants you to get a visa for him. You
need all the details about his passport (his nationality, date of birth, where his
passport was issued).

€) You want to know about the same businessman’s flight (flight number, date and
time of arrival).

Making a mild complaint

To make a mild complaint you can:
1) - say that, unfortunately, something is wrong, e.g. “Unfortunately, we have not
yet received the filing cabinets.”
2) —request some action.
e.g. “Please could you deliver
“We would be grateful if you could  them
“We would appreciate it if you could soon”




Ex. 11 Match sentences (a)-(d) together with sentences (c)-(h) to make four
separate complaints.

a)
b)
c)
d)
e)
f)
0)
h)

Unfortunately, one of the machines you sent us was damaged.

Unfortunately, we have not yet received your payment.

Unfortunately, your driver took the goods to the wrong place.

Unfortunately, you forgot to mention the cost of your products.

Please could you send us your cheque before 30 June.

We would appreciate it if you could collect them and bring them to our offices.
Please could you send your price list as soon as possible.

Please could you send another machine instead of damaged one.

Ex. 12 What would you write in these situations?

In each case, decide what action you want the company or organization to take.
e.g. A company has sent you a bill for the wrong goods.

Unfortunately you sent us a bill for the wrong goods. Please could you send us a
correct bill as soon as possible.

a)
b)

c)

Your new photocopier has broken down. You have to write to the company who
sold it to you.

A temporary secretary does not speak English. You have to write to the agency
who sent her to you.

You keep receiving letters for some one else. You have to write to the post office.

Making a strong complaint

To make a strong complaint you can:

- Say exactly what is wrong:

e g. “It is now over nine months since we placed this order and we are still
waiting for the curtains”.

- make a point connected with this:

e.g. “I should like to point our that we have already paid for these cabinets” then:
- Demand immediate action.

e.g. “We really must insist, therefore, that you deliver them immediately.”

If necessary you can also:

-give a warning.

e.g. “Unless we hear from you, we will take legal action.”

Ex. 13 Put the sentences in the correct order to form a letter.

a) | really must insist, therefore, that you return at least 10% of our money.

b) I would like to remind you that your advertisement said “superior hotels.”

c) |am writing to complain about your Tour 5210 to Mexico.

d) If we do not receive adequate compensation | will be forced to write to the
local newspaper.

e) The quality of the food in the hotels was terrible and everybody in our group
was sick most of the time.



The Body of the Letter

A letter should only deal with one specific subject several subjects may require
attention of different departments and may complicate the filing system. Business
letters should be simple and clear, polite and sincere, concise and brief. That means
using simple, short words and sentences; avoiding repetition or needless words and
information.

To make the letter easier to read divide it into paragraphs dealing with one
ideal.

If letter is lengthy, the paragraphs may be given headings, which may be typed
in ordinary or capital letters, followed by a full stop, colon or a dash. If the headings
are type in ordinary letters, they should be underlined to distinguish between heading
and text.

If more pages than one are written they should be numbered. The second and
following pages are typed on blank sheets (without the letterhead). The name or
initials of recipient should be placed at the top of lefthand margin of all continuation
sheets, followed by the date after the page number.

Business letters are signed by hand in ink, clearly and legibly. The same style
must always be adopted. The writer’s name and title are typed below the signature.

The name of the company or of the organisation for which the writer signs the
letter is typed under the complimentary closing (above the signature).

If the writer signs the letter on behalf of a company or on behalf of another person,
the “per pro”, “p. pro”, “p.p.” (short for procurationem) is used before the name. The
person signing is empowered by a proper legal document (a power of attorney) to
sign letters and other documents. Otherwise “For” is used before the name of the firm
or person.
A letter having a “per pro.” signature, i.e. when on behalf of a company, should be
written in the plural number.
Or you may put it in the other way around: if you write the letter in the first-person
plural after the complimentary closing the name of the company (v/0) should be
included. For example:

Yours faithfully.

for V/O “Prodintorg”

(I.Pavlov)

Director
or Yours faithfully,
per pro. THE ORIENTAL TRADING CO.LTD

P. Howard

Secretary

Enclosures and postscripts
If there is an enclosure(s) to the letter, it should be clearly indicated by typing
the word “Enclosure” or its abbreviation “Enc” in the bottom left-hand corner of the



page below the signature. It may be preceded or followed by a figure indicating the
number of enclosures if there is more than one, and the names of the documents in
them, and the number of pages.
For example:
Enc: Specification No. 13/45 (5 pages)
Enc: (3) Invoice

Bill of Lading

Insurance Policy
If there are copies of the letter to be sent to other addresses it is indicated under the
Enclosure:
1. Copy: French Trade Delegation
2. C.c.: Moscow Narodny Bank
Russian Trade Delegation
Postscript should be used as an emergency not as a normal conclusion only when
information to be conveyed comes to hand after the letter proper has been completed.
Otherwise it is a sign of bad construction of the letter. Postscript is abbreviated to PS
(not P.S.). An additional postscript is labelled PPS.

I1. Personal Business Letters
If you know the person you are writing to and have met him/her socially, you
will want to make your letter less formal and more friendly. Less formal letters often
have a different structure from formal business letters.

Dear Mr/Mrs/Miss/Ms...

An opening:

This mentions your feelings about the last contact
you had with each other.
The main message:

This says why you are writing now and gives the detalies.
The close:

This talks about the future and often mentions some personal information. (Yours
sincerely/Best wishes).

If you have not recently had contact with each other, you can open by saying why
you are writing.

I. The opening

Here are some ways to open a less formal letter. You can use each phrase to talk
about the last time you contacted — or couldn’t contact — each other.

Thank you for your letter/telephone call/telex.

It was a pleasure to (meet you at/on...)

It was good to (see you again at/on...)
(hear from you again.)




It was a pity that (we did not have more time to talk
at/on...)

| am sorry that (I missed you when you visited my
office...)

After each phrase you can say something about what you said — or could not say — to
each other. Like this:
- Thank you for you letter. It was very interesting to hear about the new
developments at Wentol LTD.
- It was a pity that | missed you when you visited my office last week. | would
have liked to have heard all your news.
- It was a pleasure to have dinner with you last Thursday. I think we had a very
useful discussion.
- It was good to talk to you on the telephone today. | was sorry to hear that you
had not been well.
- Thank you for your telex. I was pleased to hear that you will be coming to
visit us next month.

Ex. 13 Fill in the gaps in these openings with suitable phrase.

) RPN to talk to you on the telephone this morning. ............... to hear that you are
enjoying your new job.

o) PR your letter ............. to hear that you have had so many problems in your
office.

(o) IRUR. to see you at the conference last week. ............... that we did not have
enough time to talk.

o) [EU that you could not come to the meeting on Saturday. | am sure that you
have found it quite interesting.

) [FUR. to meet you yesterday. | found many of your ideas very interesting.

Ex. 14 What opening would you write in each of these situations?

a) You met the addressee on Thursday. He told you that he had been ill.

b) You had dinner with the addressee last week at his house. He told you about his
holiday in Iceland.

c) You visited the addressee in his office last week but he could only talk to you for
five minutes.

d) You received a letter from the addressee this morning. He told you that he had
been promoted.

Saying why you are writing
If you are writing to someone you know and you want to be more friendly, you
should introduce your letter in a different way. Here are some examples:

Giving information: I thought you might be interested to hear
about...
Requesting information or action: | was wondering if you could help

me.



Complaining: | am afraid we have a small
problem.
Giving bad news: | am afraid. | have some bad news.

The close
Personal business letters often close by mentioning something personal. For example:
a) | look forward to seeing you again next time | am in Bahrain.
b) If ever you are in London, please do not hesitate to call me. Sometimes, you can
mention somebody that you both know, like this.
a) Please give my regards to Peter Smith
b) Please pass on my best wishes to Mr. Lund. | hope that he has now recovered
from the flu.

Ex. 15 Put the sentences in this letter in the right order.The letter has three main
parts.

Mrs S. Weinburger

12 December 1991

ABC Business Consultants

1911 N Formosa Avenue

Los Angeles

California USA

Dear Mrs Weinburger

a) Please give my regards to Steven Hill.
b) It was interesting to hear your views on our new products.
c) | would be very grateful, therefore, if you could send me a list of agents perhaps

from the yellow pages.
d) As you know, our company is planning to open a branch in Los Angeles.
e) | was wondering if you could help me.
f) It was a pleasure to meet you at Trade fair last month.
g) We are now looking for office space in the town centre and we need to know the

names and the addresses of some property agents

With best wishes.

(signature)

Hans Seiz

Divisional Director

Informal Business Letters
You have worked for a company for many years. Each time you go on a
business trip you meet the same people and now you are friends with many of them.
If you are a friend of the person that you are writing to, you will want to make your
letter informal.
To do it:
- do not put the name and address of the addressee;



- start with addressee’s first name;

- use short, direct phrases;

- sign with your first name;

- put only your name under your signature (i.e. not your title)

The language of informal business letters

Short phrases and contractions:

The language of informal letters is much closer to spoken English we often use
contractions, such as: “I’m going for a walk™, “I’d like a cup of coffee”. In the same
way, contractions are often used in formal business letters: “It’s a pity that we
couldn’t meet”. “I’m enclosing come brochures”.

Then you should use short and direct phrases. Long phrases are usually more
formal than shorter phrases.

For example: “I would be grateful if you could tell me your prices” is more
formal than: “Please could you possibly tell me your prices” and that is more formal
than: “Please can you tell me your prices?”

Ex. 16 Group together the sentences which have a similar meaning.
(There should be four groups). Then put the sentences in each group in order
according to how formal they are, with the most formal first.

a) If you need any more information, please feel free to ask me.

b) Iamin receipt of your letter dated 16th March.

c) When do you think the goods will get here?

d) Iam writing in connection with your advertisement in “The News”.

e) Ihave just seen your advert in “The News”.

f) Thanks for your letter of 16th March.

g) Please could you tell me when the goods will arrive?

h) If you’d like any more details, please ask me.

i) 1 would appreciate it if you could tell me when the goods will arrive.

J) Thank you for your letter dated 16th March.

K) If you require any further information, please do not hesitate to contact me.

I) I am writing with reference to your advertisement in “The News”.

Vocabulary

Some words sound more formal than other words. For example: “I regret to advise
you that our prices have increased” sounds more formal than: “I am sorry to say that
our prices have gone up and: “We have not yet received your invoice” is more formal
than: “We have not yet got your bill”.

Ex. 17 Match the underlined words with the words below.
a) | am writing to enquire about your prices.
b) This is due to the fact that our costs have risen.
c) If you require any further information, please contact me.




d) | regret to advise you that the delivery will be delayed.

e) Unfortunately, | have to inform you that | will not be able to attend the
meeting.

f) 1'am sending the brochures under separate cover.

g) Please find enclosed some brochures describing our products.

h) We have been forced to increase our prices.

1) We have opened a letter of credit in your favour.

more / here are / tell / for you / because / need / tell / cannot come to /
am sorry / ask / had to / in another envelope

Ex. 18 Rewrite the sentences to sound less formal:

a) Please find enclosed our invoice.

b) 1 would be grateful if you could advise me of your prices.

c) | regret to advise you that we will not be able to deliver the goods on time.

d) Due to the fact that postal charges are so high, I am sending the brochures under

separate cover.

e) | am pleased to inform you that your application for a post as secretary was
successful.

f) 1 have pleasure in enclosing a cheque in your favour.



1. Requesting Information

Write a letter to a company. You are looking for a new supplier of office stationery.
Ask them to send you a copy of their latest catalogue and a price list. You also want
to now where their company is based. Thank them in advance for their help.

2. Application Letter.

You are presently working in Moscow as a personal assistant. You are interested in
finding another position. Write a letter to a recruitment agency based in St.
Petersburg. Ask them to send you details about their agency and any vacancies they
have for personal assistants at the moment.

3. Accommodation Information

Write a letter to the hotel. Ask for some information about their hotel: a single room
for the night of 23d April and the price including breakfast. Ask them to let you know
if there is a car park near the hotel. Thank them in advance for their help.

4. Making a complaint

You are writing to a travel agency to make a complaint about the hotel recommended
you for your holiday. You are not happy with the room and the service was bad: no
swimming pool, gymnasium, car park were available. Make a point connected with
their advertisement saying “three-star rating”. Ask for adequate compensation. Give
them a warning.

5. Ordering

You have ordered a book online. When you received the book, you found the book
was in Spanish not in English. Write to a company and ask them to send you the book
in English version. If they don’t have the English version in stock, then ask them to
send your money back (ask for a refund).

6. Apologizing

You are a Customer Service Manager. Write to a customer who rented a car from
your company. Apologize for the trouble he had with the car rented. Assure your
customer that in the future every car the company provides is delivered with a full
tank of petrol. Regret the inconvenience and express your wish to further co-

operation.



7. Requesting Information

Write a letter to a partner in Moscow. Tell him that it was a pleasure to meet him at
the Trade Fair last month. Inform your partner that your company is planning to open
a branch in Moscow and you are looking for office space in the town centre. You
need to know the names and the addresses of some property agents. Ask your partner
to send a list of agents. Thank him in advance for his help.

8. Requesting Information

You are a manager. Write the message to your Personal Assistant. Ask him to send
you a copy of the new customer address list. You also need the quarterly sales report.
Ask him to finish it by this Friday. Remind him about the sales meeting next Tuesday
at2 p.m.

9. Requesting Information

Write a letter to your partners. Tell them that you are just making the final
arrangements for their visit to your company next week. You need all the details
about your partners’ flight (flight number, date and time of arrival). Inform them that
they will have free time on Wednesday evening. Invite them to do some things
around the town (visit to the theatre, show round the town, etc.).

10. Apologizing

Write a letter to your customer. Tell him that you learned of the problems he was
encountering with your company product. Apologize for the quality problem. Inform
your customer that your representative will meet him next week to investigate the
problem. Regret the inconvenience and assure you co-operation.

11. Information About Price Increase

You are a sub-manager of the company. Inform your customers about price increase
for your company product. Give the reason (a change in government regulation). Tell
them that the new prices will apply to all orders shipped after 1st June. Inform them
that you will send a new price list with suggested sale prices. Apologize and close the

letter.



Ilepeyens (ppas-Kiauine 1 BeACHU A€JI0BOI KOPPECIOHACHIIUN:

We are writing to enquire about ...

Thank you for your letter of (date) asking if .../ enquiring about .../
enclosing .../ concerning ...

We are writing in connection with ...

We are interested in ... and we would like to know ...

We have received your letter of (date) asking if .../ enquiring about .../ enclosing
.../ concerning ...

I look forward to receiving your reply/order/products ...

| hope that this information will help you.

Looking forward to hearing from you.

Please don’t hesitate to contact me if you need any further information.

Please feel free to contact me if you have any further questions.

| am pleased / delighted / happy to tell you that / to inform you that / to advice you
that ...

With reference to ...

Further to ...

With regard to ...

We are unable to .../ we are able to ...

We have been forced to...

| regret / | am sorry to tell you that .../ to inform you that / to advise you that ...

This is owing to / due to./ as a result of./ because of ...

We must apologise for...

We are extremely sorry for...

Please could you

We would be grateful if you could...

We would appreciate it if you could...

As soon as possible

Without delay



Immediately

Please accept our apologies once again

We hope that this has not caused you any inconvenience

With apologies once again

We would be grateful if you could give us some further details about ...

We would appreciate it if you could let us know (about/if) / inform us (about/if) ...

We would like to know (about/if) ...



