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BBenenue

JlanHoe yueOHOe mocoOMe TpenHa3HAYeHO [JIi OOYy4YeHUsST UTCHUI0 W
NOHUMAHUIO OPUTHHAIBHBIX TEKCTOB IO JIEJIOBOMY OOIICHHUIO, Pa3BUTHUIO
KOMMYHHUKAaTUBHBIX yYMEHUW W HaBBIKOB, YCBOCHUIO OW3HEC HANOM B JEIOBOM
KOHTEKCTe W O(OpMIICHHIO OW3HEC MTOKYMEHTOB /i paOOThl B ayJUTOPHH IO
KOHTPOJIEM IPEMNOIaBaTENsl U CAMOCTOSATEIBHO.

Lenpro mocobus sBIAETCA paclIMpeHUe 3HAHUM CTYJIEHTOB MO OM3HEC 3THUKE,
OuzHec KyiabType U B AenoBoi nepenucke (Business Culture Tips).

YyebHOoe mocoOue mnpeaHa3HAuYeHO MJIsi CTYJEHTOB BCEX CIELUATBLHOCTEH U
BCEX 3aMHTEPECOBAHHBIX B PA3BUTHM 3HAHUH M KOMMYHUKATHBHBIX YMCHHHA B
JICJIOBOM aHTJIMACKOM S3BIKE.

[IpakTueckass EHHOCTh MOCOOMS 3aKJIIOYAETCs B HAIMYMM MaTepuaia Io
OouzHec kyiapType U OuszHec dTuke (Business Culture Tips). Hanuuwme
JMHTBOKYJBTYPOJIOTHYECKAX 3HAHWM TO3BOJUT BOCIHOJHUTH HUX JACPUIUT Y
CTYJIGHTOB U M30€XaTh CTOJKHOBEHHS KYJIbTYpP B JICIOBOM OOIICHUHU.

Kaxxnplii pa3gen mocoOusi COCTOMT M3 TPEeX OCHOBHBIX 4dacTe. OmHa M3 HUX
npejJiaraeT TeKCTOBBIC U PA3TOBOPHBIE YIPAXKHEHUSI HETIOCPEICTBEHHO HA 3aHITUH, a
npyras npeaHa3HadeHa Il CaMOCTOSITEIbHOW pabOThl CTYJEHTOB C MOCIEAYIOIIUM
KOHTPOJIEM B Ay AUTOPHUH.

B mocobumn conepkarcsi ynpakxHeHHs, TEKCThl, TECThI U B KOHIIE KaXKJIOTO
paszelia IpUBOAUTCS CIIOBAPUK C TEKYIICH JEKCUKON U dpa3eosorueit, oTHoCsIIencs
K JJAHHOMY pa3zzieny, noj Takum obo3HaueHuem (Vocabulary to Help You with the
Tests).

3amaHus K TEKCTaM M TeCTaM HaIlpaBJIEHbI HA PACIIMPEHUE CIOBAPHOTO 3araca,
KOPPEKTUPOBKY HABBIKOB PACIIO3HABAHUS T'PAMMATUYECKUX M JIEKCUYECKHUX €IMHMII
no ux GopManbHBIM NPU3HAKAM, UCIOJB30BAHUE HOBBIX TEPMHUHOB, HIUOM,
¢Gpa3oBbIX IIaroyioB U abOpeBHATYp B IMPOIIECCE BBIMOTHEHUS KOMMYHUKATHBHO-
HAIpPaBJICHHBIX 33JIaHUM.

Bonbiioe konMuecTBO pa3HOOOPA3HBIX UHTEPAKTUBHBIX YIPAKHEHUN U 3aJaHHM
MO3BOJISIET TIpenoaBareio TudepeHIpoBaTh UX BHIITOJHCHUE B 3aBUCUMOCTH OT
YPOBHS TOATOTOBIEHHOCTHU PYIIIHI.



1 Unit 1 Business Etiquette
1.1 Greetings and meetings in Britain

Vladimir Kartoshkin sees an advert for a management trainee in a Moscow
business newspaper. It is a post with Robotalot, a British company that produces
robots for domestic services. “This job would suit me down to the ground,” he thinks.
Vladimir knows that in business, however good you may think you are, most people
judge you only by your behaviour. And since he wants to land the job, he buys a few
books on business etiquette in order to create a good first impression.

Advice from the expert

Vladimir studies the first chapter by George Mikes ‘How to be an Alien’. He is
not sure what to think of. See for yourself. This is a unit on how to introduce people
to one another. The aim of introduction is to conceal a person’s identity. It is very
important that you should not pronounce anybody’s name in a way that the other
party may be able to catch it. Generally speaking, your pronunciation is a sound
guarantee for that. On the other hand, if you are introduced to someone there are two
important rules to follow:

If he stretches out his hand in order to shake yours, you must turn it down. Smile
vaguely, and as soon as he gives up the hope of shaking you by the hand, you stretch
out yours and try to catch his in vain. This game is repeated until the greater part of
the afternoon or evening has elapsed. It is extremely likely that this will be the most
amusing part of the evening.

1.1.1 Comment on the following situations and choose the right answer

1 Which advice do you think is the most truthful?

a) The English shake hands only in formal encounters;
b) Businessmen don’t shake hands;

c) They shake hands. It all starts with a handshake.

2 Vladimir is called for an interview. His future boss, Mr. Brain, is waiting for
him in his office. What do you think is most likely to happen?

a) His future boss will stretch out his hand first;

b) Vladimir takes the initiative;

c¢) Shaking of hands is not appropriate in this situation.

3 How should Vladimir introduce himself? Should he say?
a) ’'m Mr. Vladimir Kartoshkin;

b) I’'m Vladimir Kartoshkin;

c) I’'m Mr. Kartoshkin.

4 And what about Jane Kelly? Would she say?
a) I’'m Miss or Mrs. Jane Kelly;
b) I’'m Jane Kelly.



Advice from the expert

Now let’s go back to expert George Mikes and his second rule:

“Once the introduction has been made you have to ask about the health of your
new acquaintance.

A dialogue like this:

Brain: How do you do?

Kartoshkin: General state of health fairly satisfactory. Slight insomnia and a
rather bad corn on left foot. Blood pressure low, digestion slow but normal...

Well, a dialogue like this would be unforgivable.”

Can Vladimir Kartoshkin trust George Mikes?

5 Suppose you are introduced to a potential customer. He asks the famous
question “How do you do?” What is your reaction?

a) Fine,thank you;

b) And how are you?;

c) How do you do?.

6 A good business partner arrives. How do you greet him?
a) How are you, Paul?;

b) How do you do?;

c) Hi, Paul.

7 A colleague greets you: “How are you, Bob?” How do you react?
a) How do you do?;

b) How are you?;

c) Fine, thank you;

d) Thank you, fine.

8 You enter a British company. What are the receptionist’s first words?
a) Good afternoon. Can I help you?;

b) Welcome. How can I help you?;

c) How are you? May I have your name, please?.

9 Advice from the Expert

Here’s George Mikes again:

“After having been introduced ... you must not say ‘pleased to meet you’. This is
one of the very few lies you must never utter because for some unknown reason, it is
thought of as being vulgar.”

What do you think?

a) Here, George Mikes is right;

b) No, he is wrong.

10 Mr. Brain introduces Vladimir Kartoshkin to Andrew Goodman, sales
director, and Mrs. Child, his secretary. What did Mr. Brain not say?
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a) Mr. Kartoshkin, I’d like you to meet Mrs. Child, our secretary. And this
young gentleman is Mr. Goodman, our sales director. Mr. Kartoshkin will be our new
management trainee;

b) Mr. Kartoshkin, I’d like to introduce Mr. Goodman, our sales director. And
I’d like you to meet Mrs. Child, our secretary. This is Mr. Kartoshkin, our new
management trainee;

c) Mrs. Child, I’d like you to meet Mr. Kartoshkin, our new management trainee.
Mr. Goodman may I introduce Mr. Kartoshkin? He will start his job in your
department.

1.2 Read the text on Business Culture Tips and make the list of them

Giving compliments is not part of business protocol and can often cause
embarrassment and awkwardness. Employees would, of course, be appreciative of
praise from superiors, but do not expect it. Compliments, especially from strangers or
very casual acquaintances can, in fact, be taken with suspicion.

Americans often converse on a first-name basis in a casual, friendly manner. If
an American businessperson uses a first name in an introduction, it would be
considered snobbish and unfriendly not to do the same. If you’re unsure of how
friendly or formal the situation is (in speech and in writing), use addresses such as
Dr., Ms., Miss, Mrs. or Mr., along with the person’s last name. If you’re unsure of a
woman’s marital status, use Ms.

“Dr.” can be a medical or academic title, and is often used, especially among
Germans, as part of their names (e.g. in passports, iii phone books, on official
documents, all forms of official addresses, etc.). Accordingly, Dr. Martin Meyer
should be addressed as “Herr Doktor Meyer.” If you are going to meet a professor,
address him/her as Herr [or Frau] Professor [Surname]. Accordingly, Prof. Dr. Karin
Schmidt should be addressed as “Frau Professor Schmidt.” “Friulein” is very much
out of fashion today in Germany. Once a girl comes of age, she is normally addressed
as “Frau” in public.

Telephone etiquette expects the person who answers the phone to identify
himself to the caller with his last name, in the home as well as in the office. A simple
“hello” can throw the caller off in slight confusion, leading him or her to ask point
blank “Whom I’'m speaking to?” Note that “hallo” is also often used to get someone’s
attention, much like “excuse me.”

Bring plenty of business cards. Businesspeople from the Eastern Europe, Russia,
Far East and Arab countries should provide the English translation of the information
on one side of their cards, as well as the romanization of their names, for easier initial
communication. Unless you will be exclusively dealing with Germans, Frenchmen,
Italians, and so on it is unnecessary to have the reverse side translated into German,
French, Italian, and so on.

“The machine then selects the likely equations from a complicated pattern of
theoretical probable. It calculates these, and the correct answer is put out on a
diskette. Then our Miss Smith files them God knows where, and we can never find
the damn things again.”



1.2.1 Study idiomatic English carefully and be ready to use it in exercises

see BHIIETh - CMOTPETH;
see someone about - BBIICHSITh, COBETOBATHCSI, Y3HABATH;

see for oneself - yOex1aTbCs, MOCMOTPETh CAMOMY;

see (someone) off - POBOYXATh; BHITOHATH, BHINIPOBAKUBATH;
see (someone) out - BUJIETh 32 OKHOM, CHAapy’KH; TPOBOXKAThH;
see through (someone) - BUJICTh HaCKBO3b; Y3HATh, MIOHSITH;

see (something) - BBIJICPKATh; MPOXOJIUTH;

see to (it) - IPUCMATPUBATH, 3a00TUTHCS.

1.2.2 Test your verbal idioms through gap-filling
A matter of personal interest

Denise: Oh, Jane, I’ve come to (1) you a very personal
problem. I’ve wanted to speak to you about it for the last two days.

Jane: Oh yes? What is it? I haven’t got very long. I have to go and (2)

somebody at the railway station.

Denise: Well, this is more important. You know [’ve (3) your
trick. ’'m sure it was you who stole my wallet and bank cards. I’'m not so worried
about the money but I need the cash point cards. I’'m determined to get them back.
I’'m going to (4) this situation to the very end. In fact,
I’ve an appointment with the police at eleven o’clock. Do you want to talk about it?

1.2.3 Study idiomatic English carefully and be ready to use it in exercises

think - IyMaTh;

think about - 00AyMbIBaTh, JyMaTh O;

think about (to oneself) - 00/TyMbIBaTh, 00CYX/1aTh B yME;

think of - [10JIaraTh, CUMTATH,

think - Pa3MBIIUIATh, TPOIYMBIBATh, 00 TyMbIBATh;
think up - IPOJIyMBIBATh, IPUIYMBIBATh.

1.2.4 Test your Verbal Idioms through gap-filling

Flexible thinking

Terry: Right! We’ve got problems. We’re here in the desert. We can’t repair our
plane. What do you (1) our chances of surviving?

Ron: We’ve got to (2) a plan of escape. What did you say? I
couldn’t hear you.

Terry: I was only (3) . I’ve got an idea. We’ll take everything

out of the plane. We’ll live in the plane itself. There’ll be enough space.



Ron: What are we going to drink? We’ve got no water.

Terry: Yes. I’ll have to (4) that
answer. We can bend the metal into different shapes. Then we hang them upside
down. When it rains we can collect water in all of them.

Oh, I’ve got the

Ron: What happens if it doesn’t rain?

Vocabulary

accordingly
acquaintance
advice

alien

amount to
appointment
appropriate
awkwardness
be appreciative
be determined
behaviour
blood pressure
brand

burlap
business card
call for

cash point card
casual

casual acquaintance

catch
check-out
collect
come of age
complicated

complicated equation

compliment
conceal
confusion
consumption
corn

correct answer
desert
digestion
diskette

domestic services

elapse

- COOTBETCTBEHHO;
- 3HAKOMCTBO;

- COBET;

- THOCTpaHeEIl, 4y’KaK;

- TOXOJUTH (J10), paBHATHCS, COCTABIIATD;

- CBUJIaHUE, YCJIOBJIICHHAs! BCTPEUA;

- NOAXOIAIINI, COOTBETCTBYIOLIU;

- HEJIOBKOCTh, HEYKIIIO)KECTh;

- OBITh 0J1arOJIapHBIM, YMEIOIIUM IICHUTH;

- OBITh MOJHBIM PEIIUMOCTH;

- TIOBEJICHHUE ;

- KPOBSIHOE JaBJICHUE;

- OpeH, Mapka;

- JUKYTOBasi, IEHbKOBAsI TKaHb;

- BUBUTHAs KapTOUKa;

- TpeOOBaTh, MPU3HIBATH;

- KapTo4Ka sl 6aHKOMATa,

- CIIy4alHbIN, HEPETYIAPHBIN; HECEPbE3HBIMN,
JIETKOMBICJICHHBIN HEOXKUAaHHAs BCTPEUa;

- CIIy4allHO€ 3HAKOMCTBO;

- JIOBUTH; NIONMATh; YJIaBIUBATh (CMBICI);

- Kacca B MarazuHe caMooOCTy>KUBaHMUS;

- co0upars;

- IOCTUTaTh COBEPIIICHHOJIETHSI;

- 3aIlyTaHHBIN; CII0KHBIN;

- CJIO)KHO€ YPABHEHHUE;

- M00E€3HOCTh, KOMILIUMEHT;

- CKpbIBaTh; yTauBaTh, yMaI4MBaTh;

- CMYIIICHHE, 3aMEIIaTeNIbCTBO, KOH(DY3;

- moTpebIeHue; pacxo;

- MO30J1b (Ha HOTe);

- IPaBUJILHBIN OTBET;

- IIyCThIHS,

- MUIIIEBApPEHUE;

- TNCKETAa,;

- OBITOBBIE YCIIYTH, OBITOBOE 00CITY>KHBaHUE;
- MPOXOJIUTh, MMPOJIETATh, UCTEKATh (0 BPEMEHH);
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embarrassment
encounter
escape

fairly

file

generally speaking
impression

in vain
indigestion
initial
introduction
land the job
likely

manner

matter

meet someone
message
official address
point blank
potential customer
praise
pronounce
protocol
receptionist
refund

reverse side

review of the business

romanization
rule

rumour

sack

sales director
satisfactory
scratch one’s head
see for yourself
shape

slight insomnia
snobbish

space

state of health
stock

stranger

straw

stretch out stuff

suit down to the ground

- 3aMEeNIaTeNIbCTBO, CMYIIICHHE,
- CIydaifHasi BCTpEUa; CTOJIKHOBEHHUE;
- CIIACTHUCh; OTJICIIAThC;

- TOBOJIBHO; B HEKOTOPOU CTEIEHU;

- XpaHUTH B TIOPSIKE; MTOIIIHBATE K JCIY;
- BOOOIIIE TOBOPS;

- BIICYATJICHHUE;

- HampacHo, TIIETHO;

- HapylIeHUE MUIICBAPEHNUS,

- IEpPBOHAYAIIBHBIN; 3aPOKAAIOIIUICS;
- opurmaabHOE PEACTaBICHNUE;

- TOOUTBHCSI MOTyUeHUs PabOTHI;

- BEPOSITHBIN, BO3MOXHBIN;

- MaHepa, NOBEACHUE;

- TeMa, BOIIPOC, IpeaMeT (00CyKaeHuns);
- BCTpEYaThCs ¢ KEM-JIH0O0;

- TIOCJIaHME, COOOIIIEHUE, ITMCHMO;

- opurmansHOE oOpaleHue;

- IPSIMO, PE3KO0, HAIIPSIMYIO;

- TOTCHIIUATLHBIN KIIMCHT;

- IOXBaJa;

- 0OBSIBIISITH; COOOIIATE;

- MPOTOKOJI, MMpaBHUja ATUKETA,

- CEKpeTaph B IPUEMHON;

- BO3BpaIllaTh JICHBI U,

- oOpaTHas CTOpOHa;

- JOKJIaJ O COCTOSIHMU OM3HEca;

- JaTUHU3ALMS (3aMHUCh JIATUHCKUMU OYKBaMHu);
- IPaBUJIO;

- MOJIBA, CJIYXH, TOJIKH;

- MECIIIOK;

- IUPEKTOP TI0 COBITY;

- YIOBJIETBOPUTEIbHBIN;

- yecarh rojIoBy;

- yOeIUThCS CaMOCTOSITEIIBHO;

- opma, Buz, 00pas;

- 1érkast 0€CCOHHUIIA;

- CHOOMCTCKUH;

- MPOCTPAHCTBO; MECTO;

- COCTOSIHUE 37I0POBBS;

- IOJIS aKLIMK, amep. aKLnH;

- IHOCTpaHeIl, HE3HAKOMEITl;, TOCTOPOHHUH (UEJIOBEK);

- COJIOMa;
- IPOTATHBATH;

- Ha6I/IBaTL, HaIllMXWBAaTb, 3allOJIHATH ITIOAXOOUTHE BO



BCCX OTHOIICHMUAX,

superior - BBICIIIMM, cTapiinii (10 3BaHUIO, TOJIOKEHUIO U
T. 1.);

suppose - TyMaTh, TIOJIaraTh;

survive - OCTaThCS B KUBBIX; YIICTICTh;

suspicion - IOJI03PEHUE;

theoretical - TEOPETUYECKUH;

throw off - IOBEpraTh, 0OTOPACHIBATH;

truthful - BEPHBIN, MPaBUIILHBIN, TOUHBIN;

unfriendly - BpaXXJeOHBIN, HEMPUA3HEHHBIN, HEAPYKEIFOOHBIN;

unforgivable - HETIPOCTHUTEIIbHBIN;

wallet - OyMakKHHUK.

[1]

2 Unit 2 When in Rome do as the Romans do

Text 2 Business Etiquette

Now let us visit other countries. Although clothes, food and culture and etiquette
are getting more and more uniform, there are nevertheless some subtle differences
that manager should be aware of if he or she takes up an offer to visit partners across
the borders.

2.1 Do the cultural test on business etiquette

1 In which countries do managers expect to be addressed by their titles?

a) France;

b) Germany;

c) Austria;

d) Britain.

2 In which countries are women addressed like this?

1) Signora; a) Greece;

2) Mevrouw; b) Italy ;

3) A Senhora ; c) Netherlands ;
4) Kyria. d) Portugal.

3 Punctuality is also a question of tradition. Should you turn up bang on time,
five minutes early or 15 minutes late? Let’s suppose you are having a party at seven
p.m. You have invited an Englishman, a German, an American from Midwest, a
Greek, an Italian and a Japanese. When are they likely to arrive?

1) American; a) six o’clock;
2) Englishman; b) in the course of the evening;
3) German; c) five to seven;
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4) Greek; d) quarter past seven;
5) Italian; e) half past seven or eight;
6) Japanese. f) seven o’clock.

4 In almost all European countries it is the custom to invite good business
partners to dinner at home and in almost all countries it is customary to bring flowers
for the hostess or candy for the kids. There is, however, one country where you don’t
bring presents on this occasion. Do you know this country?

a) Denmark;

b) Spain;

c) Portugal;

d) Britain.

5 Here is the true story told by an American gentleman. Can you find out what
nationalities X, V stand for?

“An X air-force officer gave me his impressions about Ys. He likes the people
and the country, but found the Ys very straight meaning direct, purposeful and
efficient. Straight is not a compliment. It characterizes a one-dimensional person,
while Xs feel it is important to develop the whole person, not just the work side. |
said I thought the Americans were probably just as the Ys, but he shook his head and
grinned. “Worse,” he said, “much worse.”

I think the X air-force officer is:

a) Japanese;

b) Dutch;

c) Italian.

I think the Y's who are characterized as linear are:

a) German,;

b) Russian;

c) Italian.

6 Quite a few successful business contracts have been prepared or even signed
on a golf course. Have you ever wondered why a course has 18 holes?

a) In Scotland you had to be 18 years to be admitted a golf club — one year for
each hole;

b) In the year 1818, British golf clubs decided to form one league with the same
rules for Scotland, England and Wales;

c) In 1764 the Ancient and Royal Golf Club of St. Andrews in Scotland reduced
the number of holes from 22 to 18 to increase the distances between the holes to
make it more difficult.

7 High-class restaurants may have up to four glasses of various shapes at the top-
right corner of the table arrangement. Match glasses and drinks.

1) a large one; a) red wine;
2) a small bowled one; b) water;
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3) a medium-sized one; c) dry sherry;
4) a small, narrow glass. d) white wine.

8 When is a business meal formally ended?
a) When the host asks for the bill;

b) When the host stands;

c) When the waiter clears the table.

9 In which country is it thought of as bad manners when you sit on the floor
exposing the soles of your shoes?

a) Japan;

b) China;

c¢) Saudi Arabia;

d) India.

10 How do you eat in Saudi Arabia?

a) Use your right hand;

b) Keep your right hand clean; you might to have shake hands with latecomers;
c) As a European you may ask for fork, knife and spoon.

2.2 Text Business Culture Tips
2.2.1 Read the text Business Culture Tips and be ready to discuss it

How Can Your Company Avoid Ethics Problems?

Ethics should start from the top down in any organization. Being honest and
open is the only way to succeed at business. As a CEO or top manager, how can you
avoid ethics problems within your business? The Better Business Bureau offers the
following tips:

1 Bring your highest sense of ethics to your business and lead by example.
Demonstrate high ethical standards of behaviour toward your customers, suppliers,
shareholders, employees and communities in which you do business. Be honest in all
your dealings.

2 Develop an ethics policy. Make certain that your policy starts at the top level
so that company management sets an important example for all employees. Set up
training programs that will assist employees in carrying out established ethics
policies. Although an ethics policy may not stop unethical behaviour, it may give
people something to think about and provide a measurement against which to assess
their behaviour.

3 Establish an internal communication system that allows employees to express
concerns directly to top management if they suspect wrongdoing or are
uncomfortable with current practices. Consider appointing an ombudsman.

4 Treat your employees with respect and fairness.

5 Reward your employees for ethical decision making and actions.
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6 Meet with your accounting staff to reinforce the highest reporting and
accounting standards and expectations. When the line between doing what is right
and what is legal is not clear, move back to what you know is right.

7 Know what is going on in your company. Routinely walk around and talk to
your employees directly. Get a feel for what they are doing. Be accessible and
interested.

2.2.2 Study idiomatic English carefully and be ready to use it in exercises

take; - Opartsb;

take after; - TOApPaXKaTh; MOXOIUTh Ha KOTO-IH00;

take care of; - CMOTpETH 3a KeM-JTH00, 3a00TUThCS,

take back; - XBaTaTh OTHOCHUTb; OpaTh 0OpaTHO; BO3BpAIIaTh;
take in; - mepepadaThIBaTh; IOHUMAaTh, pa300paThCs;

take on; - Oparts (3aka3); OpaTbces (3a A€N0);

take over; - TIPUHUMATH (JIeJ1a); MOAMEHSTh (IPyroro);

take to; - HpPaBHUTHCS, YyBCTBOBATh CUMIIATHIO;

take up. - Opatbcs (3a uT0-1100); 3aHUMATHCS (4eM-JI100).

2.2.3 Test your verbal idioms through gap-filling
Industrial democracy

Boss of company: I’ve called you all together to tell you that we have decided to

(1) a lot of extra work in the next month.
Union representative: What does this mean for my members? Will we have to
work overtime? What’s in it for us? We need time to (2) all these facts

Boss of company: Since you’re asking I’1l tell you what has happened. We have
(3) a small company. It means we have to do the work of that company
as well as our own. That will mean overtime and extra money for you, the employees.
I’'m sure you’ll (4) that idea.

Union representative: I don’t know if my members are willing to (5)
your interesting offer. It’s their free time, you know.
Boss of company: Mister, I’'m not offering! I’'m telling you!

2.2.4 Study idiomatic English carefully and be ready to use it in exercises

turn; - TNOBOpa4MBaTh, BEPTETh, BPaIllaTh;

turn away ; - OTCBUIATh, POTOHSThH, OTKA3bIBATH;

turn down; - OoTBeprath, yOaBUTH (CBET, r'a3, 3BYK);

turn in; - JIeYb CIAaTh;

turn to; - 00paTUTHCS K KOMY-JIM00, 000paurBaTHCS;

turn up; - BCKaIlbIBaTh, BCIIAXUBATh, NPUOABUTH (Ta3, 3BYK);
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turn off. ‘ - BBIKJIIIOYaTh; HCKIIFOYATh, HE JIOMYCKATh.

2.2.5 Test your verbal idioms through gap-filling
The blind leading the blind

Wife: I'm tired out. I’ve been working too hard. I think I’'ll (1)
Remember to (2) the lights when you’ve finished.

Husband: Why are you so tired? Did a lot of customers (3)
office today?

Wife: There were a lot. But I’'m afraid we had to (4)

. We simply haven’t got the staff to do all that work.

Husband: That’s ridiculous. Why doesn’t your boss do something about it?

Wife: Boss? The boss retired five months ago and his son is in charge now. But
we can’t really (5) him. He has no idea. He’s never done this sort of
work before.

at the

a lot of them

Vocabulary

accessible - JTIOCTYTHBIN, IOCTHKUMBIH;

accounting - COCTaBJICHHE OTYETHOCTH, OyXTralaTepcKoe [eo,
YYET;

admit - JIOIyCKaTb, IPUHUMATH;

appoint - TPEINUChIBATh, IOPYYATh;

assess - OMpeJeNsaTh, OLICHUBATh, 00IaraTh (HAJIOTOM);

astonished - WM3YMJIEHHBIN, NOPaKEHHBIN;

avoid - u30erarb, OCTepEraThCs, aHHYJIUPOBATh, OTMEHSITH;

bang on - MUHYyTa B MUHYTY;

be aware of something
be in charge

oTI1aBaTh cebe OTUET;
3aBE/I0BaTh, PYKOBOJHTb, YIIPABIISTH;

bill - cuér;

border - TpaHUIA;

bowled - mapooOpasHbIii;

buck - noyutap, ©Oakc, (Quinka, yKa3bIBaloImas, KOMY
claBaTh (B OKepe);

candy - KoH(eTa, CIa0CTH,

carry out - BBINIOJIHATH, COBEPIIATh, TOBOAUTH J0 KOHIIA;

community - OOIIHOCTBH, TOKIECTBEHHOCTh HHTEPECOB;

concern - 3a00Ta, OECIOKOMCTBO, YUaCTHUE;

consume - TIOTJIONIATh, HWCTPEONATh, YHUYTOXKATh, TPATHTH,

current practice

pacTouars;

TCKYIIaAa IIPaKTHUKA, YCTaHOBHCHHBIﬁ IMOpsAAOK;

custom - 00bIvaii, TpaIULINS;
customer - 3aKa34uK, MOKYIAaTeb, IOCTOSHHBIN KIIHCHT;,
dealing - JeWCTBUS,  TIOBEJICHHME, TOCTYIKH, MaHepa
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decision making
develop the person
disproportionate
efficient
established
ethics

expose

fairness

funeral

global

grin

honest

host

hostess

in the course of

increase the distance

investing

legal

likely

lousy territory
ombudsman

on this occasion
pass the buck
policy

provide a measurement

punctually
purposeful
reduce
reinforce
reporting
respect
retire

roll
routinely
seek (sought)
share
shareholder
since

soles

subtle
successful
supplier
suppose
suspect

MTOBEJICHUS,

MIPUHSTUE PEIICHUMN;

pa3BUBATH JINYHOCTH;

HECOPAa3MEPHBIN, HETPONIOPLMOHAIIBHBIN;
3 PEeKTUBHBIN; yMEbIN, TeTbHbIN;
YCTaHOBJIEHHBIN; IPUHATHINA, YKOPECHUBILIUNCS;
ATUKA, MOpaJlb, HDABCTBEHHOCTH;
MOKA3bIBaTh, BHICTABIISITH HAIIOKA3;
YECTHOCTh, CIIPABEIJINBOCTD, YUACTOTA;
ITIOXOPOHBI, IOXOPOHHAs NPOLIECCHUSI;
BCEMUPHBIN, MUPOBOU

CKaJIUTh 3yOBbl, yXMBUISTHCS;

YECTHBIN, UICKPEHHHU;

XO0351H;

XO0351Ka;

B XOJI€, B TCUCHUE;

YBEJIIMYUBATH PACCTOSHUE;
MHBECTUIIMOHHAS AEATEIIbHOCTD;
3aKOHHBIN; JIeTaJIbHBIM;

BEPOSITHBIN, BO3MOKHBIN;

OTBpaTUTEbHAs OTPACIb

oMOYJICMEH, JINIIO0, pa3OuparoIee Kano0sbl;
B 3TOM CJIy4ae;

MEPEIOKUTh OTBETCTBEHHOCTH (Ha APYroro);
MOJINTUKA, TUHUS IOBEAEHUS, KYpC;
00ecrneunTh CUCTEMY MED;

MyHKTYaJbHO, TOYHO;

LEJICYCTPEMIIEHHBIN

MOHUXATh, YMEHbIIIATh;

YKPEIUISITh, YCUIINBATD;

COCTAaBJICHHE OTUYETOB;

YBAXKXCHHUC, IPU3HAHHUC, TIOYTUTCIIbHOC OTHOIICHUC,

BBIXOJUTH Ha IICHCUIO;
pyJsioH (Oymarmu);

B IUIAHOBOM IOPSJIKE, PETYIISIPHO;
HCKaTh, Pa3bICKUBATh;

JI0JIs1, 4acCTh;

aKI[MOHEP, BIIAJICIIE]] aKI1H;

TaK Kak;

MTOJOIIBBIL;

HEYJIOBUMBbIN, TOHKUI; N3bICKAHHBI;
YJAQUHbI{, YCIICIIHBIN;

MOCTAaBIIUK;

JIOITyCKaTh, M0JIarath;

II0J103pEBAaTh, IPEAINOJIAraTh, JOIYCKATh;



table arrangement - CEpBHUPOBKA CTOJA;

take up - BOCIPUHUMATh, MPE/IOJIaraTh, J0MyCKaTh;

take-away - Ha BBIHOC, «C COOO0I»;

tired out - W3MYYEHHBII, CMEPTEIbHO YCTaNbIN;

top management - TON-MEHCEIKMCHT, BBICIIIEE HUCIIOJIHUTEIBHOE
PYKOBOJICTBO;

turn up - TOSIBISATHCS, BOSHUKATD;

uncomfortable - HUCIBITHIBAIOIINI HEYA00CTBO, CTCCHEHHBIH;

unethical behaviour - HE3TUYHOE MOBEJCHUE;

uniform - OJIMHAKOBBIN, YHUDUIIMPOBAHHBII;

vacuum cleaner - TIBLIECOC;

waiter - O(UIUAHT;

wallet - OyMakKHUK;

whole - BECb, 1IEJIBIN; ITOJIHBII;

work overtime - paboTaTh CBEpXYpPOUHO;

worse - XYIUIUH; XYXKe;

worthy - JOCTOMHBIN; 3aCITyKUBAIOIIHM.

[1]

3 Unit 3 Teach Them to Strike the Right Tone

3.1 Answer the questions to test your social skills in the field of
communication

Companies spend a lot of money polishing and projecting their images in the
media, at presentations and in brochures. Then someone blows every penny by
answering the telephone in a bored manner or writing unprofessional letters.

1 You are Dr John Foster, head buyer of Spirit Company. How would you like
your secretary to answer the phone?

a) Spirit Company. Can I help you?;

b) Spirit Company. Good morning. Anna Petrova speaking. What can I do for
you?;

c¢) Spirit Company, one of the leading software designers in Russia. Can I be of
assistance?.

2 You told Igor Stepanov, one of your trainees, to ring up Tom Jones, your
biggest client. What do you expect him to say to the receptionist?

a) Hello, is Tom Jones in, please? Stepanov from Spirit;

b) Stepanov here. I need a quick word with Tom Jones;

c) Spirit, Igor Stepanov speaking. Put me through to Tom Jones, please.

3 Tom Jones is not in. His secretary is very helpful. What do you think she told
Mr. Stepanov?

17



a) Would you like me to tell Mr. Jones anything?;
b) Would you like to leave a message for Mr. Jones? One moment please, I’1l get

a pencil and paper;

c) Can I take a message?.

4 Tgor Stepanov does not want to leave a message. You told him to deliver the

message personally. Now, what do you think Stepanov should say to Mr. Jones’s
secretary?

a) Could you ask Mr. Jones to call me back?;
b) Will Mr. Jones be in the office tomorrow?;
c) When would it be a convenient time for me to try again?.

5 In which case would you use the company phone?
a) to make a complaint to your supplier;

b) to sack your receptionist;

c) to announce a promotion;

d) to congratulate your secretary for doing good job.

6 Among the following letters there is one which should not (or at least need

not) be written on company letterhead.

a) letter to a business colleague with whom you have a close relationship;
b) letter of congratulation for personal achievement to a company employee;
c) thank-you letter after having enjoyed another company’s hospitality.

7 Business letters should be made out in a clear, concise and appropriate way.

Would your secretary be able to match these opening and closing salutations

correctly?
1) Dear Sir; a) With best wishes;
2) Dear Mr. Smith; b) Yours faithfully;
3) Dear Tom. ¢) Yours sincerely.

8 Time is money. How do you deal with small unimportant mistakes in letters?
a) Do you ask your secretary to type them again?;

b) Do you tell her to use liquid paper (Tipp-Ex)?;

c) Do you correct small things yourself if your secretary is busy doing more

important things.;

d) Do you correct small things yourself and ask your secretary to print the letter

again?.

9 Teach your staff to strike the right tone. Give them the following matching

exercise to do:

1) We’ve found the damn file at last. a) We would be grateful for more

You may think You should say
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information.

2) We’ve lost everything b) We’ve decided to widen our
researches.

3) We need at least another six months. | c) We are investigating the matter and
will inform you in due course.

4) We can’t find your letter. d) I am pleased to inform you that.

10 Telephone etiquette: if they fail the above task give them another matching
exercise.

You may think You should say
1) He’s standing in the doorway shaking | a) Just one moment please, ['ve
his head at me. someone on the other line.
2) If we spin it out long enough he’ll b) I’'m afraid the manager is out at the
forget all about it. moment.
3) Where’s a scrap of paper and a c¢) Whendidyousay you sent us your
pencil? claim?
4) I had it. I had it. Where did I put it? d) We are giving your complaint the

fullest attention.

3.2 Text Business Culture Tips on how to Strike the Right Tone

3.2.1 Read the text Business Culture Tips and be ready to express your opinion
on them

1 Americans tend to define people by the jobs they hold. A common question
that one person asks another when meeting for the first time is, “What do you do?”
Many people, however, believe that asking this question too early is rude and
intrusive. Family background, educational attainments and other personal
characteristics are very often considered less important than identifying the job or
profession that someone holds.

2 People use differing methods to express their ideas. Some people call attention
to themselves by interrupting, using a loud voice, and monopolizing a conversation.
This rather aggressive style doesn’t necessarily mean that the person is the most
knowledgeable of the group, although he or she may be. Conversely, others may use
the pronoun “we” instead of “I,” or use the passive voice; both ways of speaking
avoid taking responsibility for ideas. These people may actually have the best ideas
or knowledge, or they may not, but they’re less assertive in communicating their
ideas. Sometimes such differing styles result in failure to communicate.

3 Be very careful of invading anyone’s “personal space.” Apart from shaking
hands, avoid touching others. The other person, who might be offended by your
action, could wrongly interpret the physical contact.

4 Networking is the American way of meeting others who can be useful to us in
our careers. Typical occasions for networking include classes, conferences, online
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forums, professional association memberships, recreational activities (such as golf
and health clubs), volunteer work, religious affiliations, and involvement in cultural
organizations and participation in community activities.

5 Most European and American businesses will have a kitchen where coffee and
tea is available. You shouldn’t expect someone to offer you coffee or tea if you work
as an employee of the company; you’re expected to help yourself.

6 A cubicle is a personal office workspace in the shape of a cube. It has walls,
which don’t reach the ceiling, and has no door. Cubicle is often shortened to “cube.”

3.2.2 Study idiomatic English carefully and be ready to use it in exercises

blow; -IyTh (O BETpPE), BBIIBIXATh;

blow to bits/pieces; -pa3opBaTh B KJIOUbs/HA KYCOUKH;

blow every penny; - KIPOJYTh», IPOUTPaTh BCE A0 KOMEUKH;

blow hot and cold; -K0J1e0aThCsl, MOCTOSIHHO MEHSTH TOUKY 3PEHUS;
blow one’s nose; - (BBI)CMOPKATHCS;

blow one’s own trumpet; - XBAJIUTHCS, 3aHUMATHCSI CAMOPEKIIaMOM;

blow the whistle on; -TIOJIOKUTh KOHEL YeMY-TH00;

blow up. -pa3ayBaTh; B3JeTaTh Ha BO3AyX (IIpU B3PHIBE).

3.2.3 Test your Verbal Idioms through gap-filling
A cranky safe-cracker

Terry (blowing his nose loudly): Can somebody shine the torch over there? I

can’t see what I’'m doing. I could (1) us all
John: If you don’t stop (2) , the night watchman will hear us
and he’ll (3) the whole operation.

Terry: That’s typical of you. No understanding of other people’s problems. I
might die of cold and flu. It’s a good thing I know my job inside out. You’ll never
find another safe-cracker like me.

John: If you don’t stop (4) and finish the job, nobody will
ever find another safe-cracker like you. They won’t find any of the bits of you, either.

3.2.4 Study idiomatic English carefully and be ready to use it in exercises

make; - Jlenathb, CO37aBaTh;

make for; - HaAIpaBUThCS, YCTPEMUTHCH,

make off; - YXOJUTb, YAUPATh;

make off with; - y0OexxaTh Ipoub, yApaTh(C HArpabJIeHHBIM);

make out; - COCTaBIIAATH (IOKYMEHT); BBITUCHIBATH (CUET, YEK);
make sure; - yOexnaThCsi; yI0CTOBEPUTHCS;

make up. - BBIIyMbIBaTh, COUUHSTh.
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3.2.5 Test your verbal idioms through gap-filling
It doesn’t pay to be honest

Dan: Why didn’t you keep our appointment yesterday? I waited for hours.
What’s your excuse?

Jeff: Well, I’'m really sorry. Look, this is what happened. I was walking down
the road when I saw a man in a mask rim out of a bank. He was (1) a bag of
money.

Dan: OK. So what?

Jeff: Well, I ran after him and jumped on him. I knocked him down. I pulled the
bag off him and (2) that here was some money in it.

Dan: Well, come to the point then.

Jeff: He got up and (3) a nearby street. I was left with the money.
The next thing that happened was that two policemen jumped on me. They thought
that I had stolen the money.

Dan: And what’s that got to do with me and our appointment?

Jeff: The police believed I had (4) the whole story, so they invited
me to spend 24 hours in jail. I’'m sorry, Dan, but that appointment was one which |
really had to keep.

Vocabulary
achievement - JIOCTH)KEHUE, YCTIEX;
affordable - BO3MOYKHBI; JOITYCTUMBIH, IT0 CPEJICTBAM;

announce promotion

OOBSBIIATH O TIOBBIIIIEHUH TIO CITYX0¢;

appearance MOSBJIEHHUE, BHEIIHOCTh,BHEITHUN BHU/I;

appointment YCJIOBJICHHAs BCTpeYa,

assertive - arpecCuBHBIM, YPE3MEPHO HACTOMYUBBINM, HAINO-
PUCTBIN;

attainment - 3HaHUS, KBaIU(PUKAIUS, HABBIKH;

background - HUCTOKH, TPOUCXOXJICHHE, Ouorpaduyeckue maH-

HEBIE;

blow every penny
Can I be of assistance?
caller

claim

come to the point
community activity
complaint

concise

convenient time
conversely

cranky

pacTpaHXHUPHUTh BCE JICHBIH;

Mory s 4eM-TO BaM IOMOYb?;

3BOHSIIIIUMN 110 Tese(oHy;

TpeboBaHUE, MPETCH3M,

JIOUTH JI0 CYTH;

OOITHOCTh HHTEPECOB, 3aHATHIA,

UCK, )Ka00a, MPeTeH3Ms, peKIaMaIlvs;

KPaTKU, CHKATBIM;

ya00HOE BpeMms;

oOpaTHO, BCHATh, Ha3aa, HA00OPOT; OOJE3HEHHBIH,

CBOCHPABHBIN, KAITPU3HbIN;
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cubicle

damn
disinterest
efficient

enjoy
exaggerate
expect

expense

file

flu

head buyer
health club
hospitality
housing

in due course

in the loo
independence
interdependence
intrusive
invade
investigate
involvement
jail

leave the message
letterhead
liquid paper
market research
networking

online forum

passive voice
personal space

point

probable

properly run business
put out

put someone through
recipient

religious affiliation
replace

research

rude

sack

safe-cracker

scrap of paper

KaOWHa JUTsl HHIUBUAYaJIbHOW paboTHI B oduce;

IMPOKJATUEC, PYI'aTCIIbLCTBO,
OTCYTCTBHUC MHTCPECCA,

JEHCTBEHHBIH, pe3yIbTaTUBHBIN, 3P (PEKTUBHBIA;

M0JIb30BAThCS, MOJTYUYaTh YJOBOJILCTBUE;
IpEyBEINYNBATD;

KIaTh, OKUIATh, PEANOJaraTh;
3aTpara, pacxoj, CTOUMOCTb, 1ICHa;
narka, CKOpOCIIMBaTe b, (hail;
TPHIIIL;

HayaJIbHUK OTJieJla 3aKyIoK;

KITy0;

TOCTENPUUMCTBO, PAAYIIHE;

03JI0POBUTEIIBHBIN

obOecreyeHue KUIBEM, KUJIINITHOC CTPOUTCIILCTBO,

B JIOJKHOE BpEMS;
B TyaJIETE;

HE3aBUCUMOCTh, CAMOCTOSTEIILHOCTD;
B3aWMHAas 3aBUCUMOCTb JIPYT OT JIpYyra;
HaBSI3YMUBBIA, HA30MJIMBBIM;
BTOPraThCsi, IPOHUKATB;

U3y4arh, UCCIIEI0BaTh, PACCIIEI0BATh;
BOBJICYEHHOCTD, YUACTUE;

TIOPbMA;

OCTaBHUTH COOOIIIECHHE;

MeYaTHBINA OJIAHK C JIOTOTUTIOM (DUPMBI;

Tipp-Ex (cpeacTBo ucnpasieHus OTIEYATOK);
U3y4eHHE KOHBIOHKTYPbI, BOSMOXXHOCTEH PHIHKA,;

CO3JJaHHE  B3aWMOCBS3aHHOM  TPYIIIBI

OpraHM3aIliH, COOOIECTBA, CETH;

OHJIAHOBBII, HHTEPHET-(HOPYM;
CTpaJaTeabHbIN 3aJ10T;

JUYHOE MTPOCTPAHCTBO;

(6up>keBOM TEPMUH) MYHKT;
BEPOSITHBIN, BO3MOXKHBIN;

MpaBUIBLHO paboTaroImuii OU3HEC;
BBIKJIA]IbIBATh;

COEIIMHATH KOro-1n6o (1o Tenedony);
ajpecar, oJIy4aTensb;

YJIEHCTBO B PEJIMTHO3HON OOILIMHE;
3aMEHSTh, 3aMeNIaTh;
uccleaoBaTenbckas padoTa;

rpyOblil, HEMPUJIMYHBIN, OCKOPOUTEIBHBIN;
OTYUCIIATh, YBOJBHSAT;,

B3JIOMIIMK CEU(POB, «KMEABEIKATHUKY;
KJIOYOK Oymaru;

JIIOJICH,



select - 0oTOMpaTh; MOAOUPATS;

sloppiness - HEPALUIMBOCTH, HEOPEIKHOCTD;

so long as - JI0 T€X TMOop, MOKa;

spin out - pacTATHBaTh; TSIHYTHh BPEMS;

staff - IITaT CIYy’KalllUX; MePCOHAI;

strike the right tone - MPOU3BOJWTHL BIICUATIICHUE NPABUILHON MaHEPOU
TOBOPHTE;

supplier - TOCTaBIIIHK;

tend - UMETh TCHCHIIHIO, TATOTETH;

tie - CTBIK MEXJY PEIbCaMU;

visible - BHJMMBIN; OUEBUIHBIH, IBHBIN;

[1]

4 Unit 4 How good a Euro-Manager are you?

4.1 Read this instruction if your company wants to get on well in European
markets and do the test

What do you need to know about yourself and other European countries? The
tests are only at first glance about facts and figures and in some cases you can do
nothing but guess. But you will find that the facts and figures you get here are helpful
when your company wants to get on well in European markets. One aim is to sharpen
the awareness of your position as a participant of the European market and to whet
your appetite for further reading.

What do you know about your neighbours?

1 Southern Europeans work in order to live, Northern Europeans live in order to
work.

a) | think this statement is correct;

b) I think this statement is wrong.

2 Mr. Gromov is on a business trip. He has to visit the following companies:
a) Eurosoftware BVBA;

b) Unirobot SA;

c) Eurometal SPRL;

d) Logo NV.

- Which country is Mr. Gromov in at the moment?

a) France;

b) Netherlands;

¢) Denmark;

d) Belgium.
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3 If you want to break into a foreign market, population is one factor you have to
take in consideration. Which three countries have the same number of inhabitants?

a) Denmark;

b) Greece;

c) Ireland;

d) Belgium;

e) Netherlands;

f) Portugal;

g) Czech Republic;

h) Spain;

1) Poland.

4 Let us have a look at the demographic development in the European
Community because it will affect consumer habits, the money available for
consumption, production and investment. About 85% of Europe’s population is living
in Britain, Italy, Germany, France and Spain. In only one country is the population
growing. Which?

5 The German population is ageing especially rapidly. The birth rate below the
death rate by:

a) 17 %;

b) 29 %;

c) 38 %;

d) 42 %.

6 It is estimated that by the year 2030 the population of Russian Federation will
decrease by 10 million. How many consumers below the age of twenty will we have
in 20307

a) 30 %;

b) 20 %;

c) 16 %.

7 In which countries is the VAT higher than in Russia?
a) Britain;

b) France;

c) Denmark;

d) Luxembourg;

e) Germany.

8 In which countries is the income tax higher than in Russia?
a) Britain;

b) France;

¢) Denmark;

d) Luxembourg;

e) Germany.
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9 Luxembourg companies recruit their academic personnel from universities
outside Luxembourg because:

a) all the bigger companies are international companies;

b) there is no university in Luxembourg;

¢) universities in Luxembourg have a bad reputation.

10 Where do you give a tip of five percent to waitresses or waiters?
a) Denmark;

b) Britain;

c) France;

d) Greece.

4.2 Text Business Culture Tips on common abbreviations
4.2.1 Read the text Business Culture Tips and get to know more abbreviations

1 Don’t be offended if you are asked to show some form of identification, or ID,
even to someone you think should know you. The most commonly used form of ID is
a driver’s license, although any photo ID such as a passport or national identity card
will usually be accepted. ID may be required for any number of transactions at a
bank. It may also be required if you look 30 years old or younger and you want to
purchase alcohol.

2 American businesses retain legal counsel and regularly seek their attorneys’
approval on contracts and business agreements. Whereas international business
people may be comfortable accepting oral agreements, Americans want all deals and
agreements 1n writing.

3 “Resolve” means to make a firm decision to do something. “Resolve” is part of
the phrase “resolve differences.” This is similar in meaning to the phrases “work out
your differences” and “settle your differences.” If in his memo, somebody suggests
you “resolve” he tells that you must resolve the differences, or solve the problem.

4 “Point of view” 1s often abbreviated as POV or P.O.V.

5 The phrase “shut up” is generally considered to be extremely rude. The phrase
“hold your tongue” is much better but also sounds fairly roughly.

6 Numbers are often abbreviated. In many cases, “five” actually means 500,000,
because it follows a series of numbers, which are all in the hundreds of thousands.
Notice the other numbers, which are used in this way. When somebody says ‘“haifa
million,” it of course means 500,000. When he now says “495,” he doesn’t say
“thousand” because he knows it will be clear to you that he’s still talking about
thousands. Once it’s clear that they are talking about hundreds of thousands, he
further abbreviates the number. He says only “five,” now leaving off the hundred
thousand.

4.2.2 Study idiomatic English carefully and be ready to use it in exercises

get — TOJy4aTh, JOCTUTaTh, CTAHOBUTHCS,
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get off — 0eXxaTh, CIIaCTHUCh;

get on — JiejlaTb ~ YCIIEXH, IIpeycleBaTh  Yy>KHUBAThCH,
JIAJIATh;

get out of — BBIXOJMTb, BbUIE3ATh, CIIACATHCS,;

get over — BBIIEPXKUBATh, BBIHOCUTD, MPEOJI0JIEBATh (TPYI-
HOCTH);

getup to — JIOCTMIaTh 4€ro-aubo0, BLIKUHYTh, CAENaTh YTO-

. a100 TI0X0€ WM CTPAHHOEC;
get along with someone — 00XOJIUTHCH, YI)KHBATHCS, JIAIUTH C KEM-TH0O.

4.2.3 Test your verbal idioms through gap-filling
Getting along at school

Teacher: All right you boys! Sit down and be quiet! What a mess this classroom
1s! What did you (1) in the last lesson?

Boy: We didn’t do anything, sir. It was the other class, which left everything like
that.

Teacher: Now, don’t try to (2) it! I know it was you. |
was watching you through the window. You’re not going to (3)
that way.
Boy: Oh, sir! We were all (4) so well together. Now

you’re becoming really aggressive.

4.2.4 Study idiomatic English carefully and be ready to use it in exercises

break - (c)nomarncs, pa3OUTHCS;

break a habit - OpocaTh MPUBBIUKY, H30aBIATHCA OT HPHUBBI-
YKU;

break all records - TpepbIBaTh BEJICHUE yUETa;

break even - JIOCTUTaTh YPOBHS 0€3yOBITOUYHOCTH;

break one’s word - HapylIIUTh JAHHOE CJIOBO;

break short - KOHYHUTH HEOXKHJAHHO;

break the back of something |- 3akoHuuTP camyl0  TPyAOEMKYIO  YacTh
(pabothl);

break the law - - HapylIaTh 3aKOH.

4.2.5 Test your verbal idioms through gap-filling
Having friends
Tim: I hate moving house. It’s so tiring with all the furniture.

Jenny: Come on. If we keep at it all afternoon, we’ll
(1) the worst of it today.
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Tim: What do you mean “we keep at it”? I have to do the heavy work. If I
manage to carry all this stuff out today, I’ll (2) for weight-lifting.

Jenny: The only thing you’ll (3) is your You promised to
help me clear it out today and now you say it’s too difficult.

Tim: OK. OK I don’t want to disappoint you and make problems when it’s so
important for you to get everything moved out by tomorrow. But see if you can stop
moaning and complaining, and then you’ll be (4)

of a lifetime.

Vocabulary

abbreviation - abOpeBuarypa, COKpaIicHue;

achievement - JOCTWKEHUE, YCIIEX;

affect - BOJIHOBaTbh, 3aJI€BaTh, 3aTparuBaTh, BO3JICHCTBO-
BaTh;

age rapidly - OBICTpPO cTapeTh

approval - oaoOpeHue, yTBEpKICHUE, Pa3PEIICHHUE;

artificially - HCKYCCTBEHHO;

at first glance - Ha MepBBIN B3TJISA; C IEPBOTO B3I,

attorney - TIOBEpEHHBIN, a/IBOKAT, IOPUCT;

awareness - OCBEIIOMJIEHHOCTB;

birth rate - YPOBEHB POKIAEMOCTH, POKIAEMOCTH;

bankruptcy - 0aHKPOTCTBO, HECOCTOATEIIBHOCTD;

come on - (BbIpaxkeHue HelloBepusl) N1a Hy! 1anHo!;

complain - JKaJIOBAaTbCS HA YTO-IIM0O0, BBIPAKATHh HEIOBOJb-
CTBO;

consumer habits - TOTpeOUTENbCKUE MPUBBIUKH;

consumption - motpebieHue;

deal - CcJIeJKa, COIJIalleHue, I0roBOD;

death rate - YpOBEHb CMEPTHOCTH, CMEPTHOCTb;

decrease - yMCHBIIICHUE, YObIBAaHUE; CHIKCHHE, CITaI;

demographic development - gemorpaduyeckoe pa3BUTHUE;

disappoint - pa3oyapoBBIBaTh, OOMaHBIBaTh (HAIEKIbI), HE
OMpaBAbIBaTh (0KHUIAHUN), pACCTPOUTH (TIJIaHbI);

drive-in movie - KMHOTEATpP ISl aBTOMOOWJIMCTOB MO/ OTKPBITHIM
HEOOM;

driver’s license - BOJMTEIIbCKUE TIPABA;

drown - TOHYTB;

ethical standard - HPaBCTBCHHAsS HOPMa;

executive director - HUCTOJHUTEIbHBINA JUPEKTOD;

firm decision - TBEpJIOE PEIICHHUE;

foundation - (yHIamMeHT, OCHOBaHUE;

founder - OCHOBaTellb, UHULIUATOP, YUPEIUTED;

get on well - JaguTh (C KeM-Iu00);

hold your tongue - TIONIPHUICPIKH CBOM SI3BIK;

27



identification (ID)
income tax
inhabitant
investment

legal counsel
marriage

mess

mindless
self-indulgence
moan

moral integrity
national Identity card
obscene

offended

oral agreement
order

point of view
pride

purpose

recruit

reputation

resolve differences
retain

shut up

signature

similar

still

stuff

take into consideration
transaction

value

Value Added Tax (VAT)
waiter

waitress

weight-lifting
whet someone’s appetite

YAOCTOBEPEHUE JIMYHOCTH (JIOKYMEHT);
MMOJOXOJHBIM HAJIOT;

KUTCIb, OOUTATEIIb;

WHBECTUPOBAHUE; BIIOKEHUE KAIIUTANa;
IOPUCKOHCYJIBT, aJIBOKAT;

Opak, Cynpy»KecTBO, 3aMYyKECTBO, KEHUTHOA;
OecropsiIoK, MyTaHUIIA;

HepaszOepuxa;

0e3TyMHOE TTOTaKaHUE CBOUM JKEJIAHUSIM;
CTOHATbh JKAJI0BAThCH;

MOpajbHas YUCTOTA, YECTHOCTD;
YJ0CTOBEPEHUE JTUYHOCTH; TIACTIOPT;
HEIIPUCTONHBIN, HETPUINYHBIN BYJIbIAPHBIN;
OOWKEHHBIH, OCKOPOJIEHHBIN;

YCTHOE COTJIAIIICHUE;

3aKas;

TOYKA 3PCHUSL;

rOPJIOCTh; YyBCTBO FOPJIOCTH;

HaMEpeHue, 11€Jib;

HaHUMaTh, HAOUpaTh, BEpOOBATH;
peryTanus, 100poe ums;

paspemniath pa3HoTJIacHs, PeIIaTh MPOOIEMBI;
HAaHUMaTh, NI0JIb30BATHCS yCIIyraMu (aJBOKaTa);
3amomun!, 3aTKHUCK! (Tpy0o0);

XapaKTEPHBIN, 3HAKOBBIHN, KIIOUEBOW;
MMOX0KHMI, CXOTHBIM;

BCE K€, TEM HE MEHEE, OJHAKO;

JpsiHb, XJIaM, YeIlyXa, BEIleCTBO;

MPUHUMATh BO BHUMAHMUE;

Neno, cleiika, corjaiieHue, OaHKOBCKasi orepa-

st

[ICHHOCTb, TMOJIE3HOCTB;
Hajor Ha no6aBiaeHHy0 ctoumocth (HIC);
oHIMAaHT, TOT, KTO OKU/IACT;

oduIMaHTKa, TOpHUYHAS, yOopiuia (B 4aCTHOM

JIOME);

MOHATHE TSHKECTEH, TsDKENas aTIeTHKA,
BO30YXKIaTh Yeh-TM00 aIrmeTuT.

[1]



5 Unit 5 One Market and a Dozen Languages
5.1 Do the test on cross — cultural awareness

Foreign languages are particularly important for export-oriented counties. If
specialists cannot communicate with their partners in their languages they need
interpreters. This makes the setting up of closer personal relationship and the creation
of mutual understanding difficult. For the Euro-manager it is a “must” to be able to
speak at least one language fluently and to be in a position to follow conversations in
a second language.

1 Are the Germans competitive as far as foreign languages are concerned? Can
you match countries and figures? The percentages refer to the adult population who
are able to communicate in English.

1) Denmark; a) 26 %;
2) France; b) 51 %;
3) Netherlands; c) 43 %,
4) Germany. d) 68 %.

2) Let’s do the same for the French language. The percentages refer to the adult
population who are able to communicate in French.

1) Denmark; a) 18 %;
2) Great Britain,; b) 31 %;
3) Netherlands; c) 5 %;

4) Germany; d) 15 %;
5) Italy e) 27 %.

3 Any present-day Euro-manager should speak at least one foreign language
fluently and he should able to follow conversations in a second or even third foreign
language. For important negotiations you can always fall back on interpreters, but
you should at least be able understand the overall meaning of what is going on in a
meeting. The interpreter will take care of the words, you are responsible for
interpreting the attitudes and figures. How do you rate the following countries? Can
you match them with the right figures?

Belgium, Netherlands, Luxemburg, Great Britain, Germany, Denmark

Percentage of population who can follow a conversation in one or more foreign
languages.

0 1 2 3 and more
1 50 22 18 9
2 40 30 25 6
3 60 33 6 1
4 74 20 5 1
5 1 10 47 42
6 28 29 32 12
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4 The auto industry has a lot of problems with the names of their cars. Rolls
Royce, for example, had to change the name of Silver Mist in Germany. Why?

a) It made Germans think of Stalimist;

b) Rolls Royce lost a law suit against Mitsubishi. The Japanese car producer had
already had Silver Mist registered and protected for Germany, Austria and
Switzerland;

c) Market researchers had found out that this name meant nothing to most
Germans.

5 In the 1980s Ford renamed their Fiera and General Motors their Nova for
Spanish speaking markets. Why?

a) Other companies had already registered these names for their products;

b) The names have a negative meaning in Spanish;

c) The Spanish government intervened because Fiera and Nova are the names of
members of the royal family.

6 Why do Japanese and Korean car manufacturers produce different models for
different countries to fit the tastes of overseas customers, whereas BMW and
Mercedes don’t?

a) German producers are not so flexible as Asian manufacturers;

b) BMW and Mercedes are in a well-defined up-market segment;

c) The Asian manufacturers cater for the lower and middle classes.

7 Why does Volkswagen sell Nissan four-wheel-drive cars? Why does Nissan do
the same for VW in Japan?

a) They own equity in each other’s companies. It’s a joint venture;

b) They do not want to invest in distribution systems. ¢ They share the profits.

8 Japanese marketing techniques have found a lot of imitators. They have not
only adopted the strategies but also the vocabulary. Match the Japanese expressions
and their English equivalents.

1) kaizen; a) quality control;
2) zaitech; b) financial engineering;
3) JIT. C) just-in-time management.

5.2 Text Business Culture Tips in clothing market
5.2.1 Read the text Business Culture Tips and try to grasp the main idea

1 “The market” is a phrase with several meanings. In general, a market is a place
where things are bought and sold, such as a supermarket or food market. You can use
the phrase to refer to a specific type of market, the real estate market. In that case, the
word “market” refers to the demand for real estate. The clothing market would refer
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to the demand for clothing. In a good clothing market, it’s easy to sell clothes because
the demand for them is high. You’ll also hear “the market” used as a common name
for the stock market, the place where shares of stock are bought and sold.

2 A “work ethic” refers to a basic belief that work is morally good. Many people
believe that hard work builds character and makes one a better person. Therefore, it’s
considered desirable in most cases to have a strong work ethic. If someone carries
this idea too far, however, he or she could become a “workaholic,” that is, a person
who works too much.

3 Interviews should focus on the candidate’s job experience and professional
background, not on his/her personal life. It’s unlawful to ask questions that aren’t job
related if the information could be used in a discriminatory manner. For example, an
interviewer can’t ask a candidate about marital/family status or religion. The
interviewer makes some small talk at the beginning of the interview to make you feel
comfortable, but he/she quickly gets down to business, asking about your job
experience and your job-related goals.

4 Freelancing means working on your own, and being paid by each organization
or individual that wants your services. You aren’t employed by any one company, but
can work at times for one or for a few. It can be a full- time job in itself or can be
done on the side. Freelance work is usually of a professional nature, such as writing,
photography or bookkeeping; it can be done in your own home or at another site.
“Moonlighting,” or holding a second job at night, is also fairly common.

5 Present-day companies are becoming more flexible with work schedules. It’s
becoming more common for companies to offer “flex-time.” This may mean that
people job-share; for example, two people perform the same job with one person
working mornings and the other working afternoons.

5.2.2 Study idiomatic English carefully and be ready to use it in exercises

set - CTaBUTh, KJIaCTh, CaKaTh,

set about - HAYMHATh JeNaTh (4YTO-I11u00), IPUCTYIATh;

set foot on - CTynlaTh HOT'OM Ha; BCTYNAaTh HA TEPPUTOPUIO;

set off - OTIPaBIATH(CS)(B MyTh), BEICTYNaTh, BHIE3KATh;

set out - OTIPABJISITHCS; BBIXOUTh, BbIE3KaTh, BBUIECTATh;

set to - DJHEpTrUYHO OpaThcs 3a (paboTy, ey H T. I1.);

set up HacTpanBaTh -OCHOBBIBATh, OTKPHIBATH (€10, IPEPUITHE
UT. 1),

set up a good relationship to | - ycTaHaBnuBaTh 10OpbIE OTHOIICHHUS.

5.2.3 Test your verbal idioms through gap-filling

Pioneers

Captain of ship: We’ll be the first Europeans to (1) this new group of
islands. Be proud of your achievements, boys! Now (2) and get those
sails up.
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Second officer: It’s great, Captain. We (3)

from home just

twelve weeks ago. We’ve done 3,000 miles in 84 days. What’s the first thing we
should do when we on land?

Captain of ship: housing! We must (4)
build cabins. When we’ve built a safe camp we’ll (5)
try to (6)

with the natives.

5.2.4 Study i1diomatic English carefully and be ready to use it in exercises

keep

keep at

keep back (1)
keep back (2)
keep on

keep up

keep up with

JIepKaTh, XPAHUTD;

JIeJIaTh C YIOPCTBOM, HACTOMYMBO;
MEIIATh, IIPEISITCTBOBATD;
CKpBIBaTh, MPSTATh;

MPOAOJIKATH AENAaTh YU-II;
MOAJEPKUBATH, MTPOJOILKATHCS;
JIEpKAThCsl HAPABHE C K-I1.

5.2.5 Test Your Verbal Idioms through gap-filling

A war of nerves

Student: Oh dear! I’'m just not motivated. I’ll never pass this exam. I can’t (1)

my work. It’s just not interesting. Really! So many other fascinating

things are (2) me from it.
Friend: Look, what’s the problem? You (3) complaining about
it. If you’re honest with yourself you’re being (4) by your fear of

failing these exams.
Student: That’s it. I’m afraid all the time that [ can’t

)

all the other students in my class.Then I simply begin to

get nervous and I can’t do anything at all.
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Vocabulary

acceptable
achievement
adult population
age group

assert

at least

attitude

bold experiment
bookkeeping
cabin

character

- INPUEMIIEMBIi, 101y CTUMBIN;

- JOCTHXKEHUE, yCIEX;

- B3pOCJIOE, COBEPLICHHOICTHEE HACEIICHHUE;
- BO3pacTHas IpyIa;

- YTBEPXKIATh, 3asBIATH, IPOBO3IJIAIIATE;
- 110 KparHEeN Mepe, 10 MEHBILIEN Mepe;

- OTHOIIECHUE, IO3ULINS, TI0JIOKEHNUE;

- CMEJBIN YKCIIEPUMEHT;

- CYETOBOJCTBO, OyXraaTepCcKui y4ér;

- XWXKHUHA, Ja4yra;

- XapaxTep, TUYHOCTD;

a camp on the coast and
with some men and



charismatic
commonplace
communicate
competitive
complain

creation

desirable
discriminatory manner
distribution system
equity

evaluate

fall back on

figure

flex-time

food market
four-wheel-drive car

freelance

full-time job
gain

genetic
housing

1mitator
immortal soul
interpret
interpreter
intervene
Interview

interviewer
job-share

just-in-time

keep up with negotiations
manure

match

moonlighting

mutual understanding
native

- Xapu3MaTHYECKHUM, 00asATCIbHBIN;

- o0miee MecTo, 0aHATBLHOCTD;

- TOBOPUTH, OOLIATHCS, COCTUHSITHLCS,

- KOHKYPEHTHBII, KOHKYPEHTOCIIOCOOHBIIA;

- JKaJOBaThCSI, BEIPAXKATH HEJOBOJIBCTRO;

- co3naHue, GopMHUPOBAHUE;

- JKCJIaHHBIN, )KEJIaTEIbHbIN;

- Tpy0OoOe€ MOBEJCHUE;

- CHCTEMa paclpeaciICHUS;

- IICHHBIC OyMaru, akIuu;

- OLEHUBATh, COCTABJSATb MHEHUE, ONPEAECIAThH
Kau€eCTBO;

- oOpamatecsi, mnpuberate (K uemy-iubo0);
udpa, mudpoBbIe, KOTMICCTBCHHBIC JaHHBIC,

- TUOKUH rpaduk;

- INPOJOBOJILCTBEHHBIN PHIHOK;

- TOJHONPUBOAHON aBTOMOOUIL (Ha
KoJieca);

- BHEIUTATHBIN COTPYIAHUK, CBOOOIHBIN XYI0K-
HUK;

MIOJIHAS 3aHATOCTh Ha MOJHYIO CTaBKY;
MIPUOBLIB, T0XO/I, 3apab0TOK, BEIUTPHIIIL
IeHETUYCCKMI;
oOecrnieueHue
PUIOTA;

- HMUTATOp, MOAPAKATEIIb;

- OeccMepTHas ayla;

- TOJIKOBaTh, HHTEPHPETUPOBATH, IEPEBOAUTE;

- TIEepPEeBOAYUK (YCTHBII), UHTEPHPETATOD;

- BMEIIMBATHCS, BKIMHUBATHCS, BCTYIATHCS;

- JelioBO€  CBMJaHME, BCTpeya, Oecena,
UHTEPBBIO;

- HHTEPBBIOEP, ONPAILINBAOIIHIA;

- pacmpeneneHue OJHOro Mecta paboThl Ha
JBOUIX;

- «KaK pa3 BOBpeMs» (HA3BAHUE TEXHOJOTHHU
CUHXPOHU3ALINU paboThI 3BEHbEB
IIPOU3BO/ICTBA);

- MOJAEPKUBATH MPOBEJICHUE MIEPETOBOPOB;

- HaBoO3, y100peHue;

- MPOTUBOIOCTABIISATH, CHAPUBATh;

- COBMECTHUTEILCTBO, paboTa B JBYX MeECTax,
nojipabaTbIBaHKE HA CTOPOHE;

- B3aMMOIIOHUMAaHUE;

- abopwureH, Ty3eMell;

Bce 4

KWIBEM,  IPEIOCTABIICHUE
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nervous - HEPBHBIW, HEPBO3HBIM, PA3APAKUTEIBHBIN;

on hold - yAep:KaHue, OKuJlaHue (pexum tenedona);

personal life - JIAYHAS KU3Hb;

pioneer - TIMOHEp, MEPBOOTKPHIBATEN b, IEPBOMPOXOEL;

quality control - KOHTPOJIb KaueCTBa;

quarter - KBapTall, YeTBEPTh rojia;

rate - TpOMOpPIMS, OTHOUIEHWE, KO3(P(UIIMEHT,
CTEIEHB;

real estate

HCIABMKUMOC UMYIICCTBO, HCABUKHUMOCTD,

refer to - 00pammarhbcs K, CChIIIAThCS Ha;

responsible - OTBETCTBEHHBIN, HECYIITUI, OTBETCTBEHHOCTb;
safe - 3alMIIEHHBINA OT ONACHOCTH, 0€30ITaCHBIN
sail - Tapyc;

second officer - BTOpOM NMOMOIIHUK KallWTaHa;

segment - JI0JIsl, 4aCTh; CErMEHT (PbIHKA);

significant - 3HAYUTEJIbHBIN, BAXKHBIN, CYIIECTBEHHBIN;
small talk - CBETCKHUU pa3roBop;

so long - Tak JI0JIro;

statement - 3asBJICHUE, YTBEPKICHHUE,

stock market - (opmynupoBKa;

trouble - (onmoBas 6upka, PEIHOK aKIUH;

ugly - 0Oena, 37OKIIIOYCHHUE, HEMTPUSATHOCTD;
unlawful - MEp3KUH, OTTAIKUBAIONIUNA, MNPOTUBHBIN,

up-market car
well-defined
workaholic

CKBEPHBIA, HE3aKOHHBIM, MPOTUBO3AKOHHBIN,
IIPOTUBONPABHBIN;

aBTOMOOMJIb BEICOKOT'O KJIacca;
YETKUM, ONPEIETIEHHBIN, CTPOTO OYEPUYEHHBIN;
TPYJOTOJIMK, YEJIOBEK, «TOPSIINi» Ha padboTe.

[1]

6 Unit 6 Strategic Decisions

6.1 Answer the questions of the cultural quiz

If you want to start a business in one of the European countries you would have
to break down the market first in order to base your decisions on hard facts

1 Let’s suppose you want to build a factory for which you need a large site. Let’s
suppose further that your product is a hit dangerous for the environment. Which
European country would you go for?

a) France;

b) Germany;

c¢) Netherlands.
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2 Let’s suppose you produce cigarettes or kirshwasser. lii which of these
countries is it most difficult to promote these products?

a) Britain;

b) France;

c) Austria;

d) Denmark.

3 Advertising is one of the most important tools in marketing. In which of the
following countries does the law forbid advertising medicine on TV?

a) Denmark;

b) Finland;

c) Austria;

d) Greece.

4 Marketing managers are interested in consumer habits. They differ
considerably from one country to the other. Did you know that the average Dutch
family spends 13% more money on furniture than Spanish family? Now what about
electric appliances? Let’s compare three countries with roughly the same number of
inhabitants. Where are your best chances?

a) In Great Britain?;

b) In France?;

c) In Italy?.

5 The power of trade unions is an important factor to consider if you want to
start business in a foreign country. Let’s suppose you have had very bad experience
with your works councils. That’s why you are going to give up your present
enterprise in order to found a new company of about 35 employees in a more friendly
environment. In which of the countries could you found this company without being
legally obliged to tolerate a works council?

a) Italy;

b) Belgium;

c) Luxemburg;

d) Netherlands.

6 You would like your work force to be motivated and hard working. Let’s look
at how hard people work in some countries. Can you match the figures and the
countries?

1) Italy; a) 42 hours per week;
2) Great Britain; b) 44,9 hours per week;
3) Germany. c) 42,4 hours per week.

7 The figures in test six are of course misleading. They have to be seen in
relation to the number of paid holidays. Please match the figures for paid holidays
and the countries.
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1) Italy; a) 39 days;
2) Great Britain; b) 34 days;
3) Germany. c) 33 days.

8 In the above-mentioned countries shadow economics exist, that is a lot of
employees work more than the official average weekly hours because they have a
second job outside.

1) Italy; a) 30-40 %;
2) Germany; b) 15 %;
3) Great Britain. c) 10 %.

6.2 Business Culture Tips on the best way to combat negativity

6.2.1 Read the text and get to know about seven tips for minimizing negativity in
your workplace

The best way to combat negativity is to keep it from occurring in the first place.
These seven tips will help you minimize negativity in your workplace.

1 Provide opportunities for people to make decisions about and control and/or
influence their own job. The single most frequent cause of negativity I encounter in
workplaces is traceable to a manager or the organization making a decision about a
person’s work without her input. Almost any decision that excludes the input of the
person doing the work is perceived as negative.

2 Make opportunities available for people to express their opinion about
workplace policies and procedures. Recognize the impact of changes in such areas as
work hours, pay, benefits, assignment of overtime hours, comp pay, dress codes,
office location, job requirements, and working conditions. These factors are closest to
the mind, heart and physical presence of each individual. Changes to these can cause
serious negative responses. Provide timely, proactive responses to questions and
concerns.

3 Treat people as adults with fairness and consistency. Develop and publicize
workplace policies and procedures that organize work effectively. Apply them
consistently. Do not create “rules” for all employees, when just a few people are
violating the norms. You want to minimize the number of rules directing the
behaviour of adult people at work. Treat people as adults; they will usually live up to
your expectations, and their own.

4 Help people feel like members of the in-crowd; each person wants to have the
same information as quickly as everyone else. Provide the context for decisions, and
communicate effectively and constantly. Reserve the right to change your mind later,
without consequence, when additional factors affect the direction of ultimate
decisions.
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5 Afford people the opportunity to grow and develop. Training, perceived
opportunities for promotions, lateral moves for development, and cross-training are
visible signs of an organization’s commitment to staff.

6 Provide appropriate leadership and a strategic framework, including mission,
vision, values, and goals. People want to feel as if they are part of something bigger
than themselves. If they understand the direction, and their part in making the desired
outcomes happen, they can effectively contribute more.

7 Provide appropriate rewards and recognition so people feel their contribution
1s valued. Suffice to say, reward and recognition is one of the most powerful tools an
organization can use to buoy staff morale.

Take some time to analyze how well your company is applying these seven
recommendations. They form the foundation for positive staff morale and minimized
negativity in your workplace.

6.2.2 Study idiomatic English carefully and be ready to use it in exercises

g0 - WATH, XOJIUTH,
go crazy - CXOIUTh C YMa, CTAHOBUTHCS HEHOPMAJIBHBIM;
go down the drain - OeccneaHo HCYE3HYTh, POIAacTh, OBITH

UCTPAaYCHHBIM BIYCTYIO (O JCHBrax);

go Dutch yrolleHue, Mpyu KOTOPOM KaXK/bIH IUIATUT 3a ceOs;

go easy with someone |- BecTH ceOs CIIOKOWHO ¢ KeM-JIH00, OBITh TAKTUIHBIM
B OTHOILIEHUH KOT0-JIH0O0;

go for - CTPEMHThCS K 4eMy-ITn0o, cTapaThCsi, J00OMBATHCS,

go for a swim/walk - TIOWTH MOIJIaBaTh/OTIPABUTHCS TYJISTh;

go from bad to worse |- MATH OT IUIOXOTO K XYAIIEMY, CTaHOBHUTHCS BCE
XYyKe;

go on strike - OOBABIATH 3a0ACTOBKY.

6.2.3 Test your verbal idioms through gap-filling
On the lake

Dave: Pam, can’t you be more careful? Your rowing is terrible. You’ve splashed
water all over me. I came here to row boats and not to (1) :

Pam: I'm not a man, you know. Don’t shout at me! You should
(2) me.

Dave: Ugh! This boat is obviously no good. We can’t seem to row in a straight
line. Now we’re going backwards. Hey, have you (3) ? Why have you
stopped rowing?

Pam: Well, you seem to want to do everything. And you’re so bad-tempered. I
think things have (4) since you started shouting. Don’t stand up
in the boat. It’s dangerous.
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cigarettes. I’1l have to (1)

Dave: I know what I’m doing. I’ve been rowing for ten years. Ah! (Falling into
water.)
Pam: Oh, Dave, so you decided to (5) after all.

6.2.4 Study idiomatic English carefully and be ready to use it in exercises

give

give best
give in
give out (1)
give out (2)

give trouble
give up

JaBaTh, IPEIOCTABIISTE;
MPU3HATH MIPEBOCXOCTBO KOTO-JIN00, OBITh MOOEKAEHHBIM;
yCTYMaTh, CABATHCA, COTIIAIIATHCS;

UCCAKATh, KOHYAThCA (O 3amacax, Cujaax M T. I1.), HOPTUThCS

(o mamuHe);

OOBSBIIATH, IPOBO3IJIAIIATE, ITyOJIUKOBATS;
MPUYUHATH 0€CTIOKOMCTBO (KOMY-1100);

- OCTaBUTh, OTKA3aThCs; OPOCUTH, CAATHCS, YCTYIUTD.

6.2.5 Test Your Verbal Idioms through gap-filling

Smoking your way through life

Susan: My goodness! I’ve got no money left for the weekend. It’s those damned

smoking.

Pamela: You? Forget it! You won’t manage that for even one day. You’re an
addict!
Susan: Thanks for your support. I tried it last year and I didn’t (2)
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until the end of the year.

Pamela: Why did you start smoking after such a long time?
Susan: Well, I found I was getting terribly nervous. So I decided to start
smoking again to avoid a breakdown.

Vocabulary

above-mentioned
accused

addict

addicted

affect

appliance

apply
assignment
attempt

average

bad-tempered

- BBILICYIIOMSIHYTBIN;

- O0OBUHSIEMBIH, OTBETUYHUK, MTOACYIUMBII;

- 3asTBIN JIIOOUTENh, TPUBEPIKEHEL], HAPKOMAH;
- CKJIOHHBIW, IPUBSA3aHHBIN (4aCTO K TypHOMY);

- BOJIHOBaThb, TPOraTh, NMPUHOCUTH BpEZ, HAHO-
CHUTB yIIepo;

- ammapatr, npuOop, MNPUCIOCOOICHUE, YCTPOi-
CTBO;

MIPUMEHSITh, UCIIOJIb30BATh, YIIOTPEOIATh;
pacripejieiieHue, Ha3HaAaueHUE;

MIBITAThCS, CTAPATHCS;

HOpPMaJbHBIN,  OOBIKHOBEHHBIM,  OOBIYHBIN,
CPEHUI;

- 3JI0U, pa3IpaXKUTEIIbHbBIN, B3JOPHBIN;



break down the market
breakdown

buoy

cause
change

come in handy
combat
commitment to staff
comp pay

concern
consequence
consider

consistency
construction site
consumer habits
contribution
crescendo
critical

cross-training
densely populated
differ

divert

dress code

electric appliances
encounter
entertaining
environment
executive
experience
fairness

figures
file
forbidden
found

get started
goodness

impact
in relation to

MPOAHATN3UPOBATH PHIHOK;

MOJHBIA  YMNAJAOK CHI, 3IJ0pOBbs, HEPBHOE

PacCTPOMCTBO;

CTaBUTh Oyil, JepxKaTh HAa MOBEPXHOCTH, MOJ-

JIEP’KUBATh (SHEPIUIO, HAICKY );

pUYMHA, OCHOBAHUE;

nepeMeHa; N3MEHEHUE;

IPUTOIUTHCS;

cpakaThbCs, 00pOTHCS; BeCTH OOM;
00s13aTeNbCTBA TIepe] IEPCOHAIIOM;

YTO-1100 ToJly4aemMoe OECIUIaTHO;

OTHOIIIEHHE, 3a00Ta, OECIIOKOICTBO;
MIOCJIEICTBUE, PE3YJIbTAT (4ero-1udo);
MpUHUMATh BO BHUMaHuWe/ B pacuér, y4u-

TBHIBATh;

JIOTUYHOCTb, MOCIIEI0BATEIbHOCTh, TBEPIOCTD;
CTPOUIUIONIA/IKA;

MOTPEOUTENHCKUE MPUBBIUKY;

O’KEpPTBOBAHUE, B3HOC, BKJIaJ (B JI€JI0);
KpeIIeH10, B OypHOM TeMIle, HapacTasi;
Ba)KHBIN, pelIaroIui, HACYIIHBIN,

HEOOXOIUMBIN;

MepEeKPECTHOE, B3aUMHOE O0yUICHUE;
I'yCTOHACEJIEHHBIA, MHOTOJIFOAHBIH
OTJIMYAThCS, BAPbUPOBATHCS; PA3HUTHCS,
OTKJIOHATh, OTBJIEKATh, HANPABIISATH B JIPYTrYIO

CTOPOHY;

apecc-Kko, hopMa 0K IbI;

OBITOBBIE 3JIEKTPOIPUOOPHI;

(HEOKUJAHHO) BCTPETUTHCS, CTOJIKHYThCS;
3a0aBHBIN, pa3BlIeKaTEIbHbBIN, CMEIIHOM;
OKpy>KaroIas 00CTaHOBKA, OKpPY’Karolllasi Cpe.a;
JOJHKHOCTHOE JIMLIO, PyKOBOJUTENb;

OITIBIT, CTAXk padOTHI;

YCCTHOCTb, CIIPaBCIJINBOCTD, ,HO6pOCOBeCT-

HOCTB;

JAHHBIE;
I1aI1Ka, CKOPOCIIMBATED;

3aIPETHBIN, 3aITPEIIEHHBIN;

OCHOBBIBATh, YUPEKIATh;

HayaThb JEMCTBOBATh, B3ATHCS 3a JEN0;
(MexxomeTue ISl BBIPAKEHMS  yJIMBIICHUA,

U3YMJIEHUS, TOTPSACEHHUS);

TOJIYOK, UMITYJIbC, BJIMSIHUC, BOSI[CﬁCTBHC;
OTHOCHUTCIIBHO, YTO KaCaCTcCsi,
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in-crowd
influence
inhabitant

input

insidiously

jet

job requirements
judge

lateral move

law suit

legally

mean (meant, meant)
misleading
motivation research
negativity

neither

obligatory

obliged

occur

opportunity
outlook

overtime hours
perceive
persistent
persuade
proactive

projected performance
promote

protectionist
publicize
registered name
reserve the right
roughly

row

sap

shadow economy
simulation

snap

- WHIUBUIYYM, BKIIOUEHHBIN B TPYIIILY;

- OKa3bIBaTh BIUSIHUE, BIUIThH, BO3ICHCTBOBATS ;
- KUTEIIb, 0OUTATEIb,

- BKJaj (B oO1iiee nemo), BBoA (MHGOpMAIUH)

- KOBApHO, TAHO, CKPBITHO;

- PEaKTHUBHBIN CAMOJIET;

- JIOJKHOCTHBIE TpeOOBaHMUS;

- CYyAps;

- TONEpEeYHOE JBUKEHUE, OOKOBOE IMepemellie-
HUE;

- CcyneOHBIN mporiece;

- 3aKOHHO, JIETAJIbHO, HA OCHOBAHUM 3aKOHA;

- HUMETh B BUJY, 3HAUUTh, O3HAYATh;

- BBOJAIIUHN B 3a0TyK/IeHNEe, 0OMaHUNBBIN;

- HCCIIEJIOBAHME MO MOBBIIICHUIO MOTHUBAIUY;

- OTPHUIATEIBLHOCTh, HETATUBHOCTH;

- HM TOT HU IpPYyIOW;

- HENpPEeMEHHBIN, 00s3aTeIbHbIN;

- BBIHYXKJICHHBIH, CBSI3aHHBIA 00513aTEIHCTBOM;

- TMPOUCXOJIUTh, CIyYaThCs, COBEPLIATHCS, UMETh
MECTO;

- yAOOHBIA ciyyai,
HOCTB;

- TOYKa 3pPEHHUsl, MUPOBO33PEHUE, MEPCIECKTUBBDI,
BHJIBI Ha Oyay1ee;

- CBEPXYpOUHbIC YaChl;

- BOCHPHUHUMATH, IOHUMATh, OLYIIATh;

- YCTOMYMBBIN, TOCTOSIHHBIM, YIIOPHBIN;

- TMOHYXXJaTh, yOEXKIaTh;
- IpOQUIAKTUYECKUH,
AKTUBHBIMN;

- IUIaHUpyeMas IPOU3BOAUTEIBLHOCTD;

- NpPOABUTaTH  IMOOUIPSTh, CCTUMYJIUPOBATH,
CIIOCOOCTBOBATh, TIOMOTaTh;

- CTOPOHHUK MOJUTHUKHU TOKPOBUTEIIbCTBA;

- orjamarh, U3BelaTh, COOOIIATh, YBEIOMIISATD;

- 3aperuCTPUPOBAHHOE MM, HA3BAHUE;

- COXPaHUTb IPaBo;

- MpUOJIU3UTENBHO, TPy0O, OPUEHTUPOBOYHO;

- rpectu, paboTarh BECIaMU, UATH HA BECIIAX;

- HCTOLIATh, OCNA0JIATh, YMEHBIIATH;

- TEHEeBas JKOHOMUKA;

- MOJICJIMPOBAHHUE;

- pe3ko oOpwIBaTh (KOro-iubo), pasroBapuBaTh
OTPBIBUCTO, Pa3/IPaXKEHHO;

OnmarompusTHas BO3MOX-

MPEAYIPEKIAIOLINH,



spot - peKyIaMHas Iay3a, IepepbIB I PEKIIAMBI;

support - TOAJIEPKUBATh, OKA3hIBATH IOMOIIIb, [IOMOTATh;

timely - peryJiIpHBINA, CBOEBPEMEHHBIN; YMECTHBIN;

tolerate - TEpIETh, MO3BOJIATH, pa3pelIaTh;

tool - OopyJnue, CpeJCTBO, MHCTPYMEHT;

traceable - TPOCJIEKUBAEMBIN, BUAUMBIN, 3aMETHBIN;

trade union - TpeI-IOHHOH, PO COor03;

treat - oOpamiaTtbcsi, BeCTH ce0si MO OTHOLIEHUIO K
KOMY-J1100;

trumpet - TpyOa;

ultimate - caMbIi OTHAJIEHHBIM, IIOCICIHUN, KOHCYHBIH,
3aBEPIIAFOIINIM;

violate - HapyIaTh, TOMHUPATh, TPECTYIIATH;

workload - Harpyska, 3arpyXeHHOCTh pabOTOM;

working conditions - YCIIOBHS TPYAa;

works council - COBET TPYAOBOIr0 KOJIJIEKTHBA.

[1]

7 Unit 7 Doing Business in Exotic Markets

7.1 Read the text Breaking Through the Great Wall of China and get to
know some useful tips on making a deal in China and answer the questions

We all are living in the global world of changes. And everybody has accepted by
now that change is unavoidable. But that still implies that change is like death and
taxes it should be postponed as long as possible and no change would be vastly
preferable. But in a period of upheaval, such as the one we are living in, change is the
norm.

Change can either challenge or threaten us... Your beliefs pave your way to
success or block you.

One experienced manager once said that foreign negotiators in China are
thankful to get out with the shirts on their backs. So don’t despair if you fail to
answer some of these questions.

1 Your agent has been negotiating a deal with a group of Mainland Chinese
officials for a couple of weeks. Finally they write that they will come to your country
to finalize the contract. One month later they still have not given you a date for their
arrival. What will you do?

a) Forget the deal?;

b) Wait?.

2 You are getting nervous and impatient. Might it be an idea to go to the
People’s Republic of China as a sign of respect?
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a) Do you travel to China?;
b) Do you wait?.

3 What type of negotiators will sit down at the conference (able with you?
a) Specially trained negotiators and experts;
b) People having a career in the communist party rather than a lot of know-how.

4 Who is the boss? Who decides whether you get the contract?
a) He is the highest-ranking executive in the company;

b) He is the oldest and most experienced executive;

c) His wife has an uncle in the ministry.

5 Which is a bad month to negotiate with Chinese partners?
a) April;

b) August;

c) November.

6 Time has come to sign the contract. Is it advisable to bring your lawyers to see
that all the conditions are watertight?

a) Yes, because Chinese businessmen prefer vague and general formulations;

b) Yes, because Chinese negotiators want to stipulate even the smallest details;

c) No, because a contract is an agreement between gentlemen. Personal relations
are more important than contract.

7 What does the typical Chinese modesty really mean?
a) It 1s a weapon in negotiations;

b) It is a sign of good character;

c) It is a form of politeness.

8 His name 1s Lin Wu. How do you address him?
a) Mr. Lin Wu;

b) Mr. Lin;

c) Mr.Wu;

d Lin Wusan.

9 How do you greet a Chinese business partner?
a) You shake hands;
b) You bow.

10 A Texan manufacturer asked a Chinese consultant what to hand to a higher-
ranking executive from Mainland China. What do you think the answer was?

a) Cigarettes and a bottle of fine old whisky;

b) A Cartier fountain pen and ballpoint;

c) A pair of fine leather cowboy boots produced by one of his companies, with
the American and Chinese flag on them.
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7.2 Text Business Culture Tips on making a deal with Americans
7.2.1 Read the text Business Culture Tips and Get ready to talk with Americans

1 Some Americans are open and expressive, and may discuss issues that non-
Americans consider too personal, sensitive or embarrassing; however, references to
salary, sex, ethnicity and religion would be considered taboo. During a business
meeting, however, Americans don’t typically spend time on social talk, or small talk.
Introductions are usually followed quickly by “getting down to business.”

2 Americans are very protective of their personal space so, when meeting
someone for the first time, stand at a distance of approximately two feet (60 cm).

3 Avoid close body contact such as hugging and kissing, which Americans
consider too personal. Instead, firmly shake hands; the handshake should last
approximately one or two seconds. As a friendly gesture, Americans may also pat
people on the back while greeting them. While speaking and/or shaking hands, direct
eye contact is expected.

4 Americans tend to establish informal environments. For example, sometimes
Americans may briefly discuss business issues in hallways, use first names and joke
with each other. While conversing, it’s appropriate to stand approximately two feet
apart from each other. Certain behaviours may also indicate informality: Americans
may show that they’re relaxing during a long meeting by leaning back in their chairs,
removing a suit coat or loosening a tie. Americans may urge international visitors to
make themselves comfortable, too.

5 Americans are comfortable expressing disagreement with each other.
Discussing issues or ideas openly with other individuals is considered proper and
acceptable. However, if there’s intense disagreement, it’s polite to move to a place
where the issue can be discussed in private.

6 Americans will often speak openly to others about certain things they dislike.
They’ll try to do this constructively, that is, in a manner that others won’t find rude or
disagreeable. They aren’t always successful in avoiding hurt feelings, however. It’s
not unusual for some Americans to show their emotions quite easily, but this isn’t
always desirable, particularly when trying to negotiate.

7.2.2 Study idiomatic English carefully and be ready to use it in exercises

sit - CHJIEThb, Ca)kaTbh, CaJINTHCS;

sit down at the table - CaJUThCH 3a CTOJ;

sit on a committee - OBITH WIEHOM KOMHMCCHH, 3aCE€NATh B KOMUTETE;

sit on the fence - 3aHMMaTb  BBDKMJATEIBHYI0,  HEUTPAJIBHYIO
MO3ULIUIO

sit pretty - OBITh  XOpOILIO  pacHOJIOKEHHbIM; OBITH B
BBIF'OJHOM YAQYHOU IMO3ULIMU; XOPOILIO YCTPOUTHCS;

sit up late - 3aCIXKHMBATHCS JIOTO3/1HA;

sit up (and take notice) - MPOCHYThCA (U 3aMETHUTB ).
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7.2.3 Test your verbal idioms through gap-filling
That’s what parents are for

Mother: Off you go to bed now. You (1) yesterday evening.
Son: But daddy told me I could. Why do you always try to make me do things I

don’t want to do?

Father: Don’t bring me into all this. I don’t want to get involved.
Mother: That’s typical of you. You’re always (2) Your

son needs to learn some discipline. One day he’ll go out into the big, bad world and
then he’ll (3) when something goes wrong.

Father: What are you talking about “when something goes wrong”? You’re

making problems where there aren’t any.

Son: Well, if you two are going to argue, I’ll just go to bed.

7.2.4 Study idiomatic English carefully and be ready to use it in exercises

hand - TNOJaBaTh, lepeaaBaTh, BPyUaTh;

hand down - OCTaBJIATb  MJIAJIIIUM  TOKOJEHUSIM; TMepefaBaTtbh IO
HACJIE/ICTBY;

hand in - BpydYarh, IIOJaBaTh (3asABJIEHHE), BHOCUTH (3ampoc),
MPEAOCTABIATh, IPEIBABIATH (JOKYMEHT);

hand over - mepenaBaTh U3 PYK B PYKU; BpydaTh, BbIJIaBaTh (Ha PYKH),
nepeaaBarh (BIaCTh, KOHTPOJIb, IOJTHOMOYHS );

hand round - pa3naBaTh, pa3HOCUTH, PACITYCKATh (CIIyXH, CIUIETHH);

hand to - TOJaBaTh, MPOTITUBATH PYKY.

7.2.5 Test Your Verbal Idioms through gap-filling

Gun law

Farmer: See this gun! It’s in full working order. My father (1) it
to me before he died.

Bill (his friend): My God! (2) it in the police

immediately. That’s against the law. You’ve got no permit.

Farmer: (3) it to the police? Are you

crazy? Who’s going to protect me against thieves, terrorists and traffic wardens?
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address - oOparmaThcsi K KOMy-Jr00;

advisable - paccyauTeNbHBIN, MYIPbIN, pa3yMHBIN;

annuity - ©XKEeroJiHasi peHTa, €KEerOJHbINA JOXO/I;

appetizing - aIIETUTHBIN; BKYCHBIW, IPUBJIEKATEIIbHBIN;
appreciate - (BBICOKO) IICHUTH, OBITb  IPHU3HATEIIHHBIM,



approximately
argue

array

behind the scenes
bring someone into
bow

converse

count

currency

customs

customs official
deal

demand

despair
disagreeable

disagreement

dislike
embarrassing
executive

experience
experienced
expressive

generous

gesture

get back

get involved

fail to answer

fall guy

fame

finalize the contract

fortune
hallway

handshake
higher-ranking
horse

hug

hurt feelings

0J1aro1apHbIM;

- OKOJIO0, IIOYTH, IPUOIH3UTEIBHO;

- CIIOpHTH, YOKIaTh, yTOBAPUBATH, COBETOBATH;
- MHOECTBO, COBOKYITHOCTh, HA00OP, KOMILJICKT;
- 3aKYJIMCHBIM, KYJIyapHbIN, HETJIACHBIN;

- JTOBOJUTH KOT'0-1100 10 4ero-inoo;

- TIOKJIOH; KJIAHATBHCS, MPEKJIOHSIThHCS, KUBATh;

- pasroBapuBaTh, BecTH Oeceny;

- BBIYUCIIATH, HOACYNTHIBATh, CUNTATH;

- BaJIOTa, ICHBIH,

- TaMOXXHSI, TaMOXXCHHBLIA IIOCT, TaMO>XCHHbLIC
MOIIJINHBI;
- TaMO>XCHHHK;

- CJIIEJIKa, COTJIalI€HHE, 10TOBOpP;
- CHOpalmBaTh, 3a1aBaTh BOIMPOC;

- MajaTh yXOM, TePsITh, HAACKIY, OTUAUBATHCS;

- HENPUATHBIN; NPOSBIAIOIINN HEIPUBETIUBOCTD,
XMYPBbIH;

- pAacXOKJI€HME BO MHEHMSX; pa3HOIIIacue, pasia,
ccopa;

- Hen000Bb, HEMPUSA3Hb, AaHTUTIATHS;

- CTECHUTEJIbHBIN, CMYILAOIINN;

- JIOJDKHOCTHOE JINIIO, PYKOBOJUTEND,
AAMUHUCTPATOP (KAKOTO-THO0 YUpEeKICHUS );

- (’KM3HEHHBII) OMBIT, CTAX, OIBIT Pa0OTHI;

- 3HAIOLIW, OTIBITHBIN, UCKYIIEHHBIN OIBITOM;

- JKCIIPECCUBHBIM, HAMOLMOHAIbHBIA,  BBIPA3HU-
TECIbHBIM;

- LIEApPbIi; OOUIIbHBIN, OOTaThIN;

- JKECT; OCTYMOK, ICUCTBUE;

- CHOBa rOBOPUTH 10 TenedoHy, IEPe3BaHUBATD;

- OBITh BOBJICYEHHBIM, BITyTAHHBIM;

- HE CyMETb OTBETUTb;

- amep. KO3€] OTHYyIICHUS;

- WM3BECTHOCTb, MOMYJISIPHOCTD, CJIaBa;

- 3aBepllaTh, 3aKaHYMUBATh JIOTOBOP, MPHUIABATH
JIOTOBOPY OKOHYATEIIBHYIO (hOpMY;

- 0orarcTBo, COCTOSIHME, yjJada, YCHeX, pOK,
cyan0a;

- KOpHUIOp, POXOJI, IPUX0XKast, NEPEIHAA;

- PYKOIIOXKaTue;

- BBICOKOIIOCTABJICHHBIM;

- KOHbD, JIOIIA/Ib;
- KpemnKo OOHUMAaTh, CKUMATh B OOBATHUSX;
- paHUTb YyBCTBA, 3aJIeBaTh, OOMKATh;
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immediately

in private
indicate

indignant
in formality

integrity
involve

lack

life insurance
look forward to

loosening a tie
mainland
mutual fund

negotiate

off!

official

on the safe side
opportunity
pat

pat on the back
permission
permit

personal relations

politeness

precisely
prefer
proper
put off
red tape

relax
rickshaw

right now
rude

severance package

shake hands

- HEMEIJICHHO, TOT4aCc Xe, cpas3y, He3aMelJIu-
TEJIBHO;

- HaeIuHe, KOH(UICHITNATBHO;

- O3HauaTh, IOKa3bIBaTh, YyKa3bIBaTh, OOpamiaTh
BHUMAaHUE;

- HEroAyrIIUi, BO3MYILEHHBIN;
- HeO(pUIMATBHOCTbD,
HEMPUHYXIEHHOCTB;

- MPsAMOTA, YECTHOCTh, YUCTOTA, LIETOCTHOCT;

- BTSTUBAaTh, BOBJICKATb;

- HWCIBITBIBATh HEAOCTATOK, HE UMETh; HE XBaTaTh
- CTpPaxOBaHUE KU3HU;

- OXKHJIATh C  HETEPIEHHUEM,
HaJICSIThCS;

- ocnabJieHue, pacnyCKaHue rajicTyka;

- KOHTHUHEHTAJIbHBIA, MATEPUKOBBIN;

- B3auMHbIM (oHJ (MacBOM HMHBECTUIIMOHHBIN
(oun);

- BECTHM IIEPEroBOpHI, JOrOBAPUBATBHCSA; BECTU
JEN0;

BOH!, poUYBb!;

- JIOJDKHOCTHOE JIMIO, YAHOBHUK, CITYKAIIUM;

- Ha BCAKHUU cirydail, 71 00JbIei BEpHOCTH

- yIOOHBIN ciydaid, 6J1aronpusTHasi BO3MOXKHOCTB;
- MOXJIONBIBAHUE, IIVICTIAHBE;

- XJIOMaHbe MO cHuHE (3HaK 0A00peHus);

- TO03BOJICHUE, Pa3pEIICHUE;

- TO3BOJICHUE, pa3pelIeHHue, IO03BOJATh, pa3pe-
1aTh;

- JIMYHBIC B3AaMMOOTHOIIICHHUS;

- BEXJIUBOCTh, YUTUBOCTh, O0XOIUTEIILHOCTH;

- TOYHO, CTPOTO, TyHKTYaJIbHO;

- MPENOYUTaTh;

- TPaBUJIbHBIN, NOJDKHBIM, MPUIAYHBIN, MPUCTOU-
HBIMN;

- MEpPEHOCUTb, OTKJIAJIbIBATh, OTCPOYNBATH;

- OropokpaTtu3M, BOJIOKHTA, KpacHas JeHTa (Iis
CKperUIeHUs] OPUITUATBHBIX JOKYMEHTOB);
pacciiabisaThCs, yMEHBIIATH (HAMPSHKEHUE U

T. IL.);

- PHKIIA;

- OpsAMO CEWYac, MMEHHO B IAHHBI MOMEHT;

- TpyOBbIi, pe3Kuil, OCKOPOUTEIIbHBINH;

- BBIXOJHOE MOCOOUE, MAKET IPU YBOJILHEHUU;

- TOXaThb  JPYyr  JIpyry pPYKH, OOMEHATHCS

CCTCCTBCHHOCTD,

MNpCABKYIIATD,



PYKOITOKaTHEM;

sign of respect - 3HAK YBAXKCHUS;

sign the contract - TIOJIHUCHIBATH JIOTOBOD;

sit down at - caauThcs 3a (CTOM);

spoil - TMOPTUTh, pa3BpaliaTh, HAHOCUTH YIEPO, YpPOH
CTaBUTh yCIIOBHUEM,;

stipulate - 00yCIIOBIIMBATH;

suit coat - THIKAK;

suitcase - 4YeMOJIaH;

superstition - CyeBepHue, pEeIUTHO3HbIN MPEaPacCy10K;

taboo - Taly, BETO, 3aIlpeT;

thieves - BOpBI;

traffic warden - HHCHEKTOP JAOPOKHOTO ABUKEHHUS;

trappings - TNPU3HAKH, BHEIIHUE aTPUOYTHI;

unnecessary evil - HEHY)XHOE, HEOMPaBIaHHOE 3710;

urge - yOexaaTh, COBETOBATD;

vague - HEONpPEACIEHHbBIN, HEACHBIN, CMyTHBIN; HEYJIOBHU-
MBI,

visa - BH3Q;

watertight - BOJOHEIPOHUIAEMBIH, HEOIPOBEPKUMBIH,
000CHOBAHHBIM, HEJIBYCMBICIICHHbBIN, HEYSI3BUMBbI;

weapon - OpYXXHE, CPEJICTBO OOPHOBI.

[1]

8 Unit 8 Will You Ever Understand and the Japanese?

8.1 Read the text and try to bear in mind how to do business with the
Japanese

Japan is different from any other market in the world. According to the US
Department of Commerce for every successful American negotiation with the
Japanese there are 25 failures. So if you wish to do business with the Japanese you
should understand their business etiquette.

1 The success of a partnership with a well-established Japanese company is
directly related to:

a) the image and reputation of their European partners;

b) the conditions you can offer them;

c) strength of inter-personal relationships.

2 What kind of partnership do Japanese companies prefer to have with foreign
companies?

a) They (10 business on the basis of long-term partnership;.

b) They prefer short-term partnerships to be flexible to changing market
situations.
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3 Which way is best to prepare the first meeting?

a) By letter and through personal phone calls;

b) You hire a local agent to arrange an appointment;

c) You go to Japan and arrange it personally. Be patient and have enough time.

4 Don’t forget to bring a lot of business cards. How many might you need if you
plan to visit two bigger companies?

a) 30;

b) 70;

c) 150.

5 What should your business card look like? Will you have them translated into
a Russian and English?

b) English and Japanese?;

c¢) Russian, English and Japanese?.

6 If you want to get on top of business in Japan you had better change your
a) logo;

b) products and services;

c) logo, products, and services.

7 Japanese companies have the reputation of being innovative. NEC, for
example, launches a new product every two or three months. Tick off those strategies
that you think might explain this.

a) They concentrate on one single project at a time;

b) They pursue dozens of different projects at a time;

c¢) They invest more money in R&D;

d) They avoid unnecessary red tape;

e) Their engineers are better trained.

8 In China it is not advisable to bring lawyers to the negotiating table. What
about Japan?

a) Bring your lawyers. The Japanese businesspersons do it, too. They want to
finalise contracts down to the last detail;

b) Don’t. The Japanese business partners might be offended.

9 What the Japanese mean when they say “hai” (yes)?
a) How interesting. I’m all ears;

b) I agree. It’s deal;

c¢) I’m afraid, I can’t follow you.

10 You should know a few words of Japanese. Match the English and Japanese
expressions:

1) Good day; a) “Komban Wa™;
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2) Good-bye; b) “Onegai;
3) Good evening; c) “Kon-nichi wa”;
4) Please. d) “Sayonara”.

8.2 Text Business Culture Tips on advertising

8.2.1 Read the text Business Culture Tips on a checklist for internal advertising
review

Have You Shopped Your Own Advertisement Lately? The Better Business
Bureau promotes voluntary industry compliance with truthful and accurate
advertising through cat, regional and national advertising review programs.

Business owners and managers are encouraged to make certain that their
advertising claims are not deceptive or misleading. The BBB offers the following as a
checklist for internal advertising review:

Does your advertising make your customers satisfied they do business with you?
Your advertising is just and other outlet through which you can promote good will
and customer loyalty.

1 Are you avoiding impossible promises and guarantees? When using the term
“guarantee” you should include a statement that complete details are available at the
store, or, in the case of mail or telephone sales, are available free upon written
request.

2 Is your advertised merchandise readily available? You should have adequate
supplies of merchandise on hand to meet expected demands.

3 Do you mean to sell what you advertise? Do not participate in bait and switch
tactics, which involve advertising a low-priced item to bring in customers, then
persuading them to buy similar, but higher-priced items.

4 Do your ads avoid misleading inferences? Misleading advertising is among the
three questionable business practices most adult consumers consider being always

wrong.

5 Do your advertised terms agree with the facts? An advertisement as a whole
may be misleading although every sentence separately considered is literally true.

6) Is your advertising easy to understand without asterisks and fine print?
Asterisks should not he used as a means of contradicting or substantially changing the
meaning of an advertising statement.

7 Do you believe your own comparatives? You should be able to substantiate all
claims made in the ad.

8 Would you be attracted by what your ad says? If it is not attractive to you, it
most likely will not be attractive to your customers.

8.2.2 Study i1diomatic English carefully and be ready to use it in exercises

do - JIe7aTh, BBIMIOJIHATh, OCYIIIECTBIIATH;
do an about-face/ about-turn - Jenath IOBOPOT KpPYroMm, COBEPIIUTH
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BHE3aITHOC U ITOJTHOE U3MCHCHHE
(OTHOLIEHUSI, TOUYKH 3PEHUS);

do one’s best - caenaTth  BCE  BO3MOXXHOE, IIPOSBUTH
MaKCHMYM SHEPTHH,

do one’s bit - BHECTH CBOIO JICTITY, CAENAaTh CBOE JEIoO,
WCIIOJIHUTH CBOM JIOJIT;

do business - BECTH Jejla, 3aKJIIo4aTh CHCIKH, AeaTh
OusHec;

do it by the book - BBINOJIHATH TPEINUCAHUS, TPUICPKUBA-
ThCSI MHCTPYKIINH,

do something by halves - JenaTh 4To-JIMO0 He J0 KOHIIa, 0e3 0coboi
OXOThI, HEOPEIKHO, KOE-KaK.

8.2.3 Test your verbal idioms through gap-filling
Castle in the clouds

Jim: I’ve had enough. I’ve been working here for ten years and I’ve saved
nothing. The government takes every penny.

I'm going to (1) and leave England. I reckon [I’ve
(2) for this country.

Bryan: Well, what are you going to do?

Jim: I’m off to Ireland. I’ll work there and I don’t have to pay British taxes. And
I’'m tired of living in this tiny flat. ’ve put a deposit on a little old castle near
Limerick.

Bryan: Castle? Good Lord! You don’t (3) do you?

Jim: Bryan, I think I’ve often (4) to explain to you that my
family has blue blood and I feel that a castle reflects our true status more. Flats and
houses are for the normal people.

Bryan: Hmm! Maybe you’re right. Did I hear that people with blue blood are often a
little hit strange in the head?

8.2.4 Study idiomatic English carefully and be ready to use it in exercises

get - CTAHOBHUTHCH,

get a move on - TOPONUTHCS, MOILIEBEIUBATHCS, MOAAATH
Kapy;

get on like a house on fire with - XOpOIIIO JaUTh C;

get on someone’s nerves - JIeMCTBOBATh KOMY-JIMOO Ha HEPBBHIL;

get on top of - OBJIAJIETh YEM-TM00, MPUOOPECTH HABBIK,
HAaOUTh pyKy B 4EM-IIN00;

get out of hand - BBIXOJMTbH U3-TI0JI KOHTPOJIS;

get something off one’s chest - YHUCTOCEPAECYHO MPHU3HATHCS B 4EM-JIHOO,
00JIerunTh ayIly.
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8.2.5 Test Your Verbal Idioms through gap-filling

Non-compatibility

Ross: There’s something I’d like to (1)

hiking in the mountains was such a great idea. My feet are sore and I’'m tired out.

3)

office. You’re (4)

Lilly: Oh, you (2)

with all your complaints.

You said you were into sport and getting fit and all that.

And now as soon as we begin, you make problems.

Ross: That’s unfair. It takes time to get used to this sort of sport.
Lilly: Time? I think you need too much time for everything. I want to

with things.

. I don’t think going

Ross: Yes, I know you’re always in a hurry to move on to new things or people.
You seem to be moving along very quickly with the new marketing manager in your

,I heard.

Lilly: Ross, are you jealous? Anyway, I’'m sure he wouldn’t complain about his
feet if he were with me at the weekend.

Vocabulary
according to

accurate

ad

adequate supplies
adopt strategy
advertised merchandise
advertising

advisable

appointment
as a whole
asterisk
attractive

available free
bait and switch tactics
be all ears

be into sport
business practice

castle

checklist

- COrJacHO; Ha OCHOBAHUHU, MO (UYbUM-JIHOO)
CJIOBaM;

- BEpHBIM MpPaBWIbHBINA, TOYHBIN; aKKypar-
HBIM;

- 0oOBsABICHHE, pEKJIaMa;

- JIOCTaTOYHBIM 3amac;

- TMPOBOJUTH CTPATETHIO;

- peKIIaMHUpyeMbIe TOBAPHI;

- pexjamMupoBaHue, pekiiama, OObSBICHUE;

- TOIXOMSIINH, *KeJaTelabHbIH, lerecoodpas-
HBIM;

CBUJIAHUE, YCIIOBJICHHAS BCTPEUa;

- B LEJIOM;
- 3BE3J04YKa, 3HAK CHOCKH;

-  MaHsIIM{A, [PUBJICKATEIbHBIM, PUTAra-
TEJIbHBIM;

- JIOCTYIIHBIN 0€3 OTpaHUYCHHIA;

- TaKTHKa MPUMaHKH U HAJlyBaTEIbCTBA;

- TpeBpaTUThCA B  CIOyX, CIymarh C
HaMpsHKEHHBIM BHUMAHUEM;

- HMHTEPECOBATHCS CIIOPTOM;

- TpaKTHKa JCIIOBBIX OTHOIICHHUIA,

- 3aMOK, JIBOpEII, 0O0NBIION
(HamOMUHAIOIINHN 3aMOK);

- KOHTPOJBHBIH CIHCOK;

JIOM
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claim
comparative

compatibility
complaint

compliance
customer loyalty

deceptive

deposit

dozens
encourage
expected demand
failure

finalize contract
fine print

foreign
got used
good will

guarantee

hiking

image

impossible

inference

innovative

inter-personal relationships
internal

item

jealous
launch a new product
literally

local agent

long-range investments
make certain

means of contradicting

misleading
negotiating table

- IPUTA3AHUC, 3a5IBJIICHUC, YTBCPIKICHHUC,

- ¢akTel, OCHOBaHHBICE Ha CpPaBHCHUU U
COITOCTaBIICHUH;

- COBMECTHMOCTBb, COBMECTHOCTH, COUETac-
MOCTb;

- kaio0a, HEJIOBOJILCTBO, IPOTECT,
BBIpa)XKEHUE MTPOTECTA;

- ceptuduKaT COOTBETCTBHUSI;

- JIOSIIBHOCTH KJIMCHTA, BEPHOCTH
MOKyTaTes;

- O0OMaHYMBBIH, BBOJSIINN B 3a0TyK/ICHHC;

- BHOC, JICTIO3UT, BKJIaj (B OaHKe);

- Macca, MHOXECTBO;

- TOTBOPCTBOBATh, IOTAKATh, OJICTPEKATH;

- Oyaymuii, OXXUgaeMbIid CIIPOC;

- HeyJaua, HeyCIeX, IpoBal, 0aHKPOTCTRBO;

- 3aBepllieHHE, 3aKIF0YEHUE JOTOBOPA;

- MeJKas ne4aTh, 0coOble YCIOBHUS JOTOBOPOB
(meyaTaroTcsi MEJIKUM IIpUQPTOM, YTOOBI HE
PUBJICKATh BHUMAHMS);

- WHOCTpPAaHHBIN, 3aTrPAaHUYHBIN, 3aPyOCIKHBIN;
- TMPUBBIKHYTH, IPUYUYUTH CEO;

- 0JaroxenarenbHOCTD, n00poKeIaTeNb-
HOCTb, 700pas BOJIA,

- rapasTus, 0053aTeNbCTBO;

- NEMUH TypU3M, IIPOTyIIKa;

- 00pa3, UMUTK;

- HEBO3MOXXHBbII, HEBBIIOJIHUMBIM;

- BBIBOJ, YMO3aKJIIOUCHHUE;

- HOBAaTOPCKHUM, IEPELOBON;

- MEXKJIUYHOCTHBIC OTHOIICHHUS;

- BHYTPCHHUI;

- OTJACJIbHBIN MpeaMeT (B CIUCKE, IpecKypa-
HTE);

- 3aBUAYIONIIMI, 3aBUCTIMBBIN; PCBHUBBIN;

- HayaTh BBIITYCK HOBOW MPOAYKIINH;

- OyKBaJIbHO, TOYHO, 0€3 TpeyBEeTUYCHHS, B
COOTBETCTBHH C (paKTamu;

- MECTHBIM arceHT;
JIOJITOCPOYHBIEC MHBECTHUIINN;
YIAOCTOBEPUTHCS, IPOBEPUTH;
- CpelIcTBa  OINPOBEPKEHUS,
CMBICJIA;

- BBOJAIIUN B 3201y /IeHHE, OOMaHUUBBI;
- CTOJI IEPErOBOPOB;

HU3MCHCHUA



negotiation
nod
offended

outlet
persuade

promise
pursue

questionable
R&D

reckon
reflect
reputation
satisfy

separately
shop

short-term
sore

store
substantiate
succeed

suspicious
tick off
truthful

unfair
upon written request

voluntary

wealthy
well-established company

witty

- TEpPeroBOphI, 00CYKICHUE YCIOBUIA;

- KUBHYTH (B 3HaK MPUBETCTBUS, OJI0OPEHNUS);
- OOWXEHHBIH, OCKOpPOJEHHBIN, pa3apakEH-
HBIM;

- BBINYCKHOE, BBIXOJIHOE OTBEPCTHUE, BBIMYCK,
BBIXO/I;

- TOHYXJaTb, TMOJCTpeKaTh, CKJIOHUTh (K
4eMy-JIn00), YTOBOPHUTH;

- o0emlanue;

- TpecieaoBaTh (emn), clIeJ0BaTh
HaME4YEHHOMY KYypCY;

- COMHMTEJbHBIM, M10JIO3PUTEIIbHBIN,

ITOJIB3YIOIIMMCS IIJIOXOU peITyTalnen;
- HAy4YHO-HCCIIENOBATEIbCKUE U
KOHCTPYKTOPCKHE pabOTHI;

- CUUTaTh, OJICUUTHIBATh, BBIYUCIISATH;

OIIBITHO-

- OTpaxarsb;
- pemyTaius, ciaBa, J00poe ums;

- pagoBaTh, JIOCTaBJISATh YJIOBJIETBOPEHHUE,
COOTBETCTBOBATh, OTBEYATh (TPEOOBAHUSM);

- OTJAEJIBHO, MOOJIMHOYKE, MOPO3Hb,
pa3zienbHo;

- paccMaTpuBaTh TOBaphl, MPUCMATPHUBATH
BEIIIb;

- KpPaTKOCPOYHBIN;

-  NOPUYHUHSATH 00JIb, PAHUT;

- MarasuH; CKJIaJl, XpaHWIHIIIE;

- JI0Ka3bIBaTh, MOJITBEPK/IaTh, 00OCHOBBIBATD;
- JOCTUTraTh ILI€JH, NpeycreBaTbh, HMETh
yCIIeX;

- TOJO3PHUTENbHBIN, HEIOBEPUYUBBIN;
- OTMEYaTh I'aJIOYKOM;

- BEPHBIN, IIPaBUJIbHBIN,
IIPaB/IUBBIN;

- HENOPSIOYHbIN, HEUECTHBIN;

- 10 MMCbMEHHOMY TPeOOBaHHIO,

- TOOPOBOJIHHBIM, HEOIIAYMBAECMbIH,
0J1IarOTBOPUTEHHBIIN;

- 0orartblii, COCTOSITCIILHBIN;

- XOpoIlIo 3apEKOMEHI0BABIIAS cels
KOMITaHHS;

- OCTPOYMHBIH.

TOYHBIM,

[1]
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9 Unit 9 Other Exotic Markets

9.1 Read the short texts about starting business in a foreign country and
give your answers to the questions

1 When a rich vein of gold was found in the Andes, Americans and French
wanted to develop the mining. The French had no problems to hire workers among
the local population. Americans, however, had difficulties in finding workers,
although they offered regular working hours, much better housing and working
conditions. Do you understand why?

a) The French paid their workers by the hour. Workers could come and go as
they wanted,;

b) In the Andes the French have a better image than the Americans;

c) The French managers knew a little Spanish.

2 Starting a business in a foreign country is not always easy. In which countries
1s it advisable to use a local representative or an agent as a cultural go-between?

a) Saudi Arabia;

b) Philippines;

¢) Mexico;

d) Indonesia.

3 Tom is the production manager of a big company. He has to supervise
production for about four months in a foreign country that bought an entire plant
from Tom’s company. He has taken his family with him. They have given residence
permits. To their great surprise they are not allowed to leave the country under any
circumstances without permission of a local sponsor. Which is it?

a) China;

b) Saudi Arabia;

c) Malaysia.

4 You are given the task of setting up a large office for 25 employees in a third
world country, anywhere between Costa Rica and Egypt. You can build a new
representative office building very quickly at a reasonable price or take over an older,
empty office building.

a) You decide to build a modern new one;

b) You take over the old, empty one;

c) Justify your decision.

5 The American Government urges the Japanese Government to import more
beef from the United States. The Japanese Government had several strategies to
choose between. Which do you think they have decided to adopt?;

a) They raise the cattle in Japan but agree to import the feed from United States;

b) They import the beef if the price is right.
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c¢) They buy farms in USA and buy the beef from their own companies.

6 Product promotion uses animals like the lion and elephant that have the image
of strength. Be careful! In our country, products for babies and new mothers often
carry the picture of a stork. In which high-tech country does it stand for maternal
death? If you don’t know, guess.

a) Singapore;

b) Taiwan;

c) Hong Kong.

7 You can easily hurt your business partner’s feelings if you use western
terminology to refer to his or her country. What should you say instead of

a) North Korea?;

b) North Vietnam?;

¢) Mainland China (when in China)?;

d) Persian Gulf (when in Saudi Arabia)?;

¢) Taiwan (when in China)?.

9.2 Text Business Culture Tips on global companies’ ethics programs design

9.2.1 Read the text Business Culture Tips, how present-day global companies
design their ethics programs around the following key components and make the list
of these components

1 A code of conduct.

2 An Ombudsmen role or “help line” communication tool (phone or e-mail) that
allows employees to confidentially raise any ethics questions or concerns.

3 Ongoing training for all employees.

4 Communication tools such as newsletters, e-mail broad

casts, bulletin boards.

5 Monitoring and auditing tools to measure the program’s success.

‘lo implement ethics standards internationally companies should consider taking
the following additional steps:

a) Conduct a global audit consisting of interviews, focus groups, etc. that
addresses questions such as: what are the areas and business actions most likely at
risk of misconduct and are there potential conflicts between the company’s standards
and local practices? Not only will this initial research help design the standards but it
will be critically important in getting the buy-in of employees outside the
headquarters country so that the program is not seen as only home country-centric.

b) Include international personnel from business units and functional areas
(particularly finance, legal and HR) in the design of the global code of conduct.
Decide how corporate standards will be applied across geographies and cultures. Will
standards be applied universally? Will local regions have their own standards or will
there be a core set of principles that will be modified within certain limits?
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c) Consider having local ombudsmen. It is unlikely that overseas employees will
contact headquarters’ ethics offices for a variety of reasons including time zone and
cultural differences. Build the infrastructure that monitors and enforces the standards
as determined.

d) Constantly communicate, educate and train all employees on the concepts of
corporate responsibility and integrity. When communicating the ethics program
internationally companies must be careful to omit home country cultural references
and confirm that the wording and concepts are understandable within cultural
contexts. Place all documents in the different languages of employees and verify
translation.

9.2.2 Study idiomatic English carefully and be ready to use it in exercises

fit - OBITH BIOPY, MOAXO/IUTH;

fit into - TOAXOJUTh, MPUCIIOCA0INBATH, YMEIIATh, BTUCKUBATD;

fit in with - COOTBETCTBOBAThH, COIJIACOBBLIBATHCS, ITOIXO/INTH;

fit out - CHapspKaTh, OCHAIIATh, DKUIIUPOBATh

fit up with - cHa0OxaTb, oOecneyuBaTh, yXaXuBaTh, 3a00TUTHCH,
COICHCTBOBATh, CIIOCOOCTBOBATh.

9.2.3 Test your verbal idioms through gap-filling
Changing times

Hardy: Hi, Dick. Have you seen my new Mercedes? It’s (1) with
all the latest equipment. It’s got a DVD player, stereo system, computer, Internet,
GPS, radio, TV and telephone. The lot.

Dick: I’'m really surprised. It doesn’t (2) your image. You’'re a
member of the Greenpeace movement. You talk about the environment all the time.
You’re against capitalism. You say money and status aren’t important.

Hardy: Never mind! It’s no problem. I’ve had a catalytic converter
(3) the car.

Vocabulary

a must - JKM3HEHHAas HE0OXOIUMOCTh, TOTPEOHOCTH;

although - XOTsl, ecnu OBl JJake, HECMOTPS Ha TO, YTO;

apply - NPUMEHATH, UCIIOJIH30BATh, YIIOTPEOIIATD;

auditing - ayJuT, PEBU3US, KOHTPOJIbHAS IPOBEPKA;

brilliant - OJecTsiuii, 3aMeYaTeIIbHbBIN;

business unit - OpraHu3allMoOHHas eMHULIA (Topronas,
MPOMBITIUICHHAS), TOJpa3feiicHUe W  (UIHaI
bupMBI, TOYEPHSST KOMITaHUS,

buy-in - CKYIIKa aKIW#, YJIOBKA JJIS 3aKIIOUECHUS CHICIIKY;

by the hour - mouacoBoi (0 padote, 00 orate);
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catalytic converter

certain limits
cleverness

code of conduct
colleague
communicate

communication tool

constantly
context

core set
critically

cultural references

design

elephant

end-of-the-world

enforce

entire
equipment
ethics
exchange rate
exit visa
flattery

focus group f
fox

functional area

furniture
glib tongue
go-between
GPS

guess
headquarters

high sight
high-tech
home country

horror
HR

-  KATAIATUYECKWA  JOKUTATEeNb,  BBIXJIOMHBIX
ra3os;

- OmpeeEHHbIE TPAHUIIbI, OTPAHUYCHUS;

- YM, COOOpa3UTEIHLHOCTD;

- KOJEKC MOBEJACHUS;

- KOJUIera;

- oOmarscd;

- CpEACTBO CBS3H;

- HEMpepbIBHO, BCE BpeMsl, TOCTOSHHO;

- KOHTEKCT; CUTyallUsl, OKpYKEHHUE, cpeaa, COCTOsI-
HUE;

- 0a30BbIil HAOOP, OCHOBA, SIPO;

- KPUTHUYECKH, KPUTUYHO, OMACHO, CEPHE3HO;

- KYJbTypHBIE OPHEHTHUDHI, IMKaJla KYyJIbTYPHBIX
IICHHOCTEH;

- 3aJyMbIBaTh, TMPHUAYMBIBATh, pa3pabaThIBaTh,
MOJeJb, JIeXKalllass B OCHOBE CXeMa, KOMITO3UIIMS,
3aMbICelI;

- CIIOH;

- KOHEII CBETa;

- OCYILECTBIIATH, MPOBOJUTH B KH3Hb, 00SI3bIBATH,
MPUHYKJIATh, 3aCTABIISTH;

- TOJIHBIM, LICIBIN, LICAbHbIN, € JUHBIM, CIIJIOIIHOM;
- o0opyI0BaHHE, OCHAIIICHHUE;

- MOpalib, HPAaBCTBEHHOCTh, ITHKA;

- BAJIOTHBIN KYpC;

- BBIE3JHAS BU3AQ;

- JIeCTb, MOJIXaTUMCTBO;

- (okyc-rpynmna;

- JIica, JTUCHIIA;

- (YHKIMOHAJIbHOEC HAa3HA4YCHUE, BBIMOJIHICMbIC
byHKIIY;

- MeOenb, 00CTaHOBKA;

- Oolikas peub;

- MOCPEIHUYECTBO, IOCPEIHUK, CBA3YIOLIEE 3BEHO;
- mIobanbHas cUCTeMa HaBUTAIIUU U OTPEICICHHUS
MOJIOKCHHUS;

- JIOTaJbIBaThCS, IBITATHCS OTra/1aTh;

- TJIaBHOE YyIpaBJICHHWE, IIEHTP, ICHTPATLHBIM
opras (Kakou-1100 opraHu3alnH);

- TaIbBHO30PKOCTb, NAJIEKUN TOPU3O0HT;

- BBICOKOTEXHOJIOTMYHBINA (0 KOMITAHUSX);

- poauHa, OTEYECTBO;

- yXac;

- TPYIIOBBIE PECYpCHI, KaJpbl;
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image
implement

infrastructure
initial

integrity
intelligence

justify

lion

magnetic personality
maternal death
misconduct

monitoring
movement
ongoing training
ombudsman

omit

opportunity
overseas
permission
plant

pre-end

profit

raise cattle
reasonable price
rehearsal
residence permit

responsibility
rife

scenario

stay away from
stork

supervise

throw

time zone
tramp
unimaginable

- UMUK, 00pa3, permyTanus, JUI0, TPECTHK;

- BBINOJIHATH,  OCYUIECTBIATh,  OOECIEUYUBATH
BBITIOJIHEHUE;

- HUH(]PACTPYKTYpa;

- HaydaJIbHbIH, HUCXOJIHBIM, OTIIPABHOM,
IIEpPBOHAYAJIBHBINM;

- TPSMOTA, YECTHOCTh, YACTOTA;

- COO0OpPa3UTEIbHOCTb, CMBIIIJICHOCTD,
MOHSATJIMBOCTD;

- ONpaBJbIBATh, HAXOAUTH ONPAB/IAHUE, U3BUHSATH;
- JIEB;

- IpUTATaTeNIbHas JUYHOCTD;

- MAaTepUHCKasl CMEPTb;

- IUIOXO€ HCIOJIHEHHWE CBOMX OOS3aHHOCTEH,
MPOSIBJICHUE XaJIaTHOCTH, JIOJKHOCTHOE
MPECTYIUICHUE;

- MOHUTOPHHTI, KOHTPOJIb, HAOIIOICHUE,
- JBW)KCHHUE;
- HeNpephIBHO MpoJIoiKarolIeecs 00ydeHue;

- oMOyJacMeH, JuIo, pasouparoiiee KaaoObl
(paOOTHHUKOB, CTYICHTOB, MIOKyTaTesCH);

- He coBepmarh 4Yero-nubo, MPOIycKaTth (B
TEKCTE);

- yAOOHBIN cirydaii, OiaronpusiTHasi BO3MOXHOCTb;
- 3arpaHUYHbIN, UHOCTPAHHBIN; 3aMOPCKUH,

- MO3BOJICHUE, Pa3peUICHNUE;

- 3aBoJ, ¢padpuka, 11eX;

-  OPEAUECTBYIOINMI KOHILY;

- [puObLIb, 10X0JI, OAPHIILL, HAKUBA;

- pa3BOAUTH KPYIHBIN POTaThIi CKOT;

- npuemsiemasi, JOCTyIHas 1eHa;

- peneTuIus;

- pa3pelieHUE Ha JKUTEIbCTBO, BHUJ HA KUTENb-
CTBO;

- OTBETCTBEHHOCTb, NOJIOTYETHOCTH;

- W300MITYIOIIUH; KUIIAIIH;

- IUIaH JEWCTBUH, CLICHAPUU;

- usberats (4ero-nmmubo);

- AauCT;

- HaOmoaaTh (3a 4eM-1100), HAA3UpaTh, 3aBEJO-
BaTh;

- OpocaTb, KU/1aTh;

- 4acOBOM MOSIC;

- Opopsra;

- HEBOOOPA3UMBIIi;



unprecedented - OecrnpelneieHTHbIN, OeCIPUMEPHBIl;

vein of gold - 30JIOTOHOCHAs JKUJIA;

verify - MPOBEPSTh, KOHTPOJIUPOBATh, CBEPATH (TEKCTHI);
vision - BHUJIEHUE, MeUTa, B3IJIsI, 00pa3, mpeACTaBICHUE;
whistle - CBHUCTOK, I'yJIOK;

witch - KOJIIYHbsI, BEJIbMA.

[1]

10 Unit 10 How Good a Global Manager are you?

10.1 Are you really to go Global? Answer the questions and improve your
ability to judge situations in a borderless economy

1 Which are the global borderless economies that this part is about?
a) The economies of USA, Europe and Japan;

b) The economies of Singapore, Hong Kong and Taiwan;

¢) The economics of European Community.

2 Some people think that the trade mark ‘“Made in Germany” has lost its
meaning today. Why?

a) German products are no longer the only ones that carry the label “Made in X.”;

b) “Made in Germany” will be replaced by “Made in Europe.”;

c) After the reunification “Made in Germany” no longer guaranties high quality;

d) Numerous German brand names or their components are produced in Asia.

3 Global market strategies have to strike the right balance among the five Cs
(term that begin with a C letter). Here are two of the five Cs: country and company.
Which are the other three?

1. country;

2. company;

3.c...... y;

4 Two of the following slogans belong more to the thinking of the sixties and
seventies than to the twenty first century. Which?

a) Let us expand our overseas operations;

b) Decisions are taken at the headquarters;

c) We must adapt our products to the local markets.

5 Here are some reasons why companies move into a foreign country. One
reason is not a good one. Which?

a) Labour costs are too high in the home country;

b) Tax rates are too high;
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¢) Your currency is overvalued.

6 Governments try to protect their markets against foreign products mainly
because

a) they want to remain independent from foreign products in case of war;

b) they want to secure jobs for their citizens;

c) taxes and tariffs help to balance their budgets.

7 The Americans have had trade deficits with several of their major trading
partners. Why?

a) American companies have a huge domestic market and don’t depend on
export as their European and Asian competitors do;

b) American articles are no longer as competitive as German or Japanese
articles;

c¢) The dollar is undervalued.

8 In the United States a lot of goods that are bought abroad should be recorded in
their statistics as imports. Why?

a) Because these goods are bought from American subsidiaries;

b) Because the dollar is an international currency and the Americans pay in
dollars;

c) In a borderless international economy terms like “export” or “import” have
lost their meanings.

9 In global markets national trade figures are losing their traditional meaning.
Why?

a) Quality articles are produces abroad. They are no longer “Made in X.”;

b) The dollar is the international currency. Most bills are paid in dollars;

c) Multinationals have penetrated countries and have become insiders.

10 What does outsourcing means?

a) Buying components for your products from other companies instead of
producing them yourself;

b) Buying articles at the source, that is there where they are produced;

c) Exploiting new sources outside your country.

10.2 Text Business Culture Tips on Meaningful Conflict Encouragement
10.2.1 Read the text about Five Tips to Encourage Meaningful Conflict

(PartI)

If you are like many people, you avoid conflict in your daily work life. You see
only the negative results of conflict. Especially in the Human Resources profession,
or as a manager or supervisor, you may even find that you spend precious time
mediating disputes between co-workers. But meaningful conflict is a cornerstone in
healthy, successful organizations. Conflict is necessary for effective problem solving
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and for effective interpersonal relationships. These statements may seem unusual to
you.

1 Create a work environment in which healthy conflict is encouraged by setting
clear expectations. Foster an organizational culture or environment in which
differences of opinion are encouraged. Make differences the expectation and healthy
debate about issues and ideas the norm. Placing emphasis on the common goals
people share within your organization can help. People have a tendency to focus on
the differences experienced with another rather than focusing on the beliefs and goals
they have in common with each other. If you are a manager or team leader, do this by
asking others to express their opinion before you speak your own. Tell people that
you want them to speak up when they disagree or have an opinion that is different
from others in the group.

2 Reward, recognize, and thank people who are willing to take a stand and
support their position. You can publicly thank people who are willing to disagree
with the direction of a group. Your recognition system, bonus system, pay and
benefits package, and performance management process should all reward the
employees who practice personal organizational courage. These employees speak up
to disagree or propose a different approach even in the face of pressure from the
group to agree.

3 If you experience little dissension in your group, examine your own actions. If
you believe you want different opinions expressed and want to avoid “group think,”
and you experience little disagreement from staff, examine your own actions. Do you,
non-verbally or verbally, send the message that it is really not okay to disagree? Do
you put employees in a “hot seat” when they express an opinion? Do they get “in
trouble” if they are wrong or a predicted solution fails to work? Look inside yourself
personally, and even seek feedback from a trusted advisor or staff member, if the
behavior of your team tells you that you are inadvertently sending the wrong
message.

4 Expect people to support their opinions and recommendations with data and
facts. Divergent opinions are encouraged, but the opinions are arrived at through the
study of data and facts. Staff members are encouraged to collect data that will
illuminate the process or problem.

5 Create a group norm that conflict around ideas and direction is expected and
that personal attacks are not tolerated. Any group that comes together regularly to
lead an organization or department, solve a problem, or to improve or create a
process would benefit from group norms. These are the relationship guidelines or
rules group members agree to follow. These guidelines also set up the expectation
that personal attacks arc not tolerated whereas healthy debate about ideas and options
is encouraged.

(by Susan M. Heathfield)

10.2.2 Study idiomatic English carefully and be ready to use it in exercises

move - ABUI'aTb, U3MCHATH ITOJIOXKCHHUC,
move in - BBOJIUTHL, BJIBHI'ATb, BTAI'MMBATDH, B6I/IpaTI), BBC3KaTb (B
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HOBYIO KBapTHUPY);

move in (on) - OKpyXaTb M TOTOBUTbCA K aTake; MPOJIBUTraThCH,
MpeANPUHUMATH YTO-TTN0O;

move on - MepexoauTh (K yeMy-JIn00 HOBOMY ), IIEpee3KaTh

move out - ChE3kaTh (C KBapTUPBHI).

10.2.3 Test your verbal idioms through gap-filling

Money speaks

Landlady: I’ve come along to see you because I have to tell you to
(1) . I’'m tired of you not paying the rent.

Student: Hey, that’s not fair! When we (2) you said we could

pay later if we needed the time.

Landlady: Listen, I need to pay my way in life, too. You pay for what you get.
And you haven’t paid the electricity and rent for last the month. It’s overdue. So I’ve
got to ask you to (3) to another place by next week. Perhaps you can
find a place where you can pay the rent with fresh air instead of money.

10.2.4 Study idiomatic English carefully and be ready to use it in exercises

put - KJIacTh, IIOJIOKHTH, IIOMEIIATh, CaXKaTh,
CTaBUTh;

MOKa3bIBaTHCSI, MOSBIISITHCS (HEHAI0JITO);
OCYIIECTBIIATh YTO-JIMOO, BBOJUTH YTO-THOO

put on weight
put the screws on

B CHITY;

put the squeeze on - TOSICHATH, Pa3bACHATH, YTOUHATH YTO-JIN0O;

put in an appearance - npubaBIATH B BECE;

put something into practice - 3aKpy4MBaTh I'aiiKu, 1aBUTh Ha KOTO-IHOO0;

put something straight - OKa3bIBaTh JaBJICHUE, BBIMOTATh JICHBI U,

put money into something - WHBECTUPOBATh, BKJIAJbIBATH ICHBIU BO YTO-
1m160.

10.2.5 Test Your Verbal Idioms through gap-filling

Problem solving

Tom: I know I haven’t (1) for a long time, hut I wanted to talk
to you about Robert.

Personnel Director: Yes, he’s been having trouble with some people in his
department.

Tom: Yes, I think he’s going to have a nervous breakdown if he’s not careful.
He’s short-tempered, he’s (2) and he’s trying to get the best results

at all costs.
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Personnel Director: His colleagues have certainly been complaining that he is (3)

them. Well, you’re his friend. How do you suggest we deal with the

problem? Shall we (4) him a little?
Tom: No, not at all. I think we should all have a quiet and relaxed little meeting.

Vocabulary

allow
appointment
arrive

at a delicate stage
at all costs

be in the hot seat

bonus system
borderless economy
brand name
breakdown

cable car
cancel
capture
change

competitive
competitor
components
contribute
cornerstone
currency

deck chair
depend on
deposit
despair

disagree

dispute
dissension

divergent

domestic market

- TMO3BOJIATH, pa3peniaTh;
- CBHUJAHUE, YCIIOBJICHHAs BCTPEUA;

- J10OUThCA ycIiexa, MpU3HaHus,

- B JICJIMKATHOM, HEIPOCTOM CTaJIVH;

- 11000¥ 1IeHOM, BO YTO OBl TO HU CTaJjo;

- OBITh  OTBETCTBEHHBIM 34  MPUHATHE
pElICHHUS;

peMHaIbHas CHCTEMA OILIATHI;
SKOHOMMKA 0€3 rpaHuil;

OpeHJ, Topropas Mapka GUpPMBbIL;

yHnajgoK CuJj, pacraj, pa3Ball, IOJIOMKAa,
aBapus;

- BaroH KaHaTHOW JIOpory, QyHUKYIEPa;

- aHHYJHUPOBATh, OTMCHSITH;

- 3axBaThIBaTh CUJIOM, OpaTh B ILICH,

- TIepeMeHa, HM3MEHEHHE, cJada, MEJIKUe
JICHbI'M, MEJIOYb, IIepecajika (Ha TPaHCIIOPTE);
- CONEPHUYAIOLINN, KOHKYPEHTHBIN;

- KOHKYPEHT, IPOTUBHUK, CONIEPHUK;

- JeTaju, KOMIIOHCHTHI,

- BHOCHTbH BKJIAJ;

- YIJIOBOW, KpaeyroJyibHbI KaMEHb;

- CPEIICTBO JCHEKHOI'0 OOpallleHus], IEHbI U,
BAJTIOTA;

- naixyOHOe Kpecyo, IIe3JI0HT,

- 3aBHCETH OT;

- Jemo3uT, Bkiaa (B 0aHKe), B3HOC,
BJIOYKCHHUE;

- TIaJaTh TTYXOM, TEPSATh HAJICKY,
OTYauBaThC;

- HE COBNAJaTh, pacXoauThCH,
MIPOTUBOPEUHTH;

- CIIOp, pa3HoTrJIacus, CCopa;

- pacxXxOXJIEHHE BO MHEHUAX, HECOIJIacue,
pas3Horiacue;

- OTJMYAIOIIUICS, PACXOAIIUNICS (B pa3HbIe
CTOpPOHBI);

- BHYTPEHHUU PBIHOK;
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emphasis
encourage
expand

expectation
extent

food for thought
foster

found subsidiaries
gradually

group think
guerrilla
guidelines
healthy

hold calls

hot seat
1lluminate

imply
improve

in the face of
inadvertently

instead of

interlinked economies
interpersonal relationships

keep mouth shut
landfill
landlady

limited liability
meaningful
mediate
necessary

nervous breakdown
non-verbally

not tolerated
objective

- BBIPA3UTEIBHOCTD, aKIEHT, yIapECHHUE;
- MOOUIPSTh, MOAIEPKUBATH, OJACTPEKATh;

- pacmupsaTb(cs), yBEIINYUBaTh(Cs1) B
o0beMe, B pazMepax;

0’KUJAEMBIN PE3YJIbTaT;

pasmep, BEIUYMHa, Mepa, CTEIICHb;

MUIIA U1 PAa3MbIIUICHUS;

- BOCHIUTBIBATb, o0yyJars,
MOOIIPSATH;

- yupexXJaTh IMOJKOHTPOJbHBIE (JOYEPHHUE)
KOMIIaHUU;

-  HCHOJBOJIb, MaJo-lIOMaly, IOHEMHOTY,
MOCTEIEHHO;

- TPYyNIIOBOE MBIILICHUE;

- mapTu3aH, MOBCTAHEIl;

- PYKOBOJSIINUE MPUHITUIIBI;

- 3/I0pPOBBIi, OJIATOTBOPHBIN;

- OTKJIQJbIBaTh 3BOHKU (MO TenedoHy), He
COEUHSATD;

- TPYZHOE MOJIOKEHHUE;

- Ppa3bACHATH, MpOJMUBATHL CBET (HA YTO-
1160);

- mOpeanojaraTh, HOApPa3yMeBaTh;

- yny4dmarb(cs), COBEpPIIEHCTBOBATH(Cs),
HaJIaXUBaTh(Cs);

- HECMOTps Ha, BOIPEKH;
- HempeJaHaMEpPEeHHO,
HEYasIHHO;

- BMECTO 4ero-jin0o0, B3aMeH 4ero-Jimoo;

- CBSI3aHHBIE MEXTY COO0M YKOHOMHUKHU;

- MEXJIMYHOCTHBIC OTHOIICHUS,

- JIepXaTh POT 3aKPbITHIM, TOMAaJIKUBATh;

- MYCOpHas CBAJIKa;

- JIOMOBJIQJEIMLIA (Bnamenuua oma,
KBapTUPbI UM YYACTKA, CIaBAEMbIX BHAEM);

- OrpaHMYE€HHas OTBETCTBEHHOCTb;

- 000CHOBaHHBIN, UMCIOIINUN SICHYIO 11EJIb;

- MOCPEeIHUYATh, OBITH MMOCPETHUKOM;

- HEOOXOAMMBIN, HYXHBIM, HEU30EKHBIMH,
HEMHHYEMBbIN;

- HEpPBHOE pPACCTPOWCTBO, CPBIB HEPBHOU
CHUCTEMBI;

- HeBepOabHO;

-  HEIONYCTUMBIN;

- LIeJb, CTpeMJIeHHe, OOBEKT (HACTYIUICHHS);

pPacCTUTh,

HCYMBIIIJIICHHO,



opinion
over there
overdue
overvalued

pay and benefits package
penetrated countries
personal attacks
personnel director

place emphasis

postpone

precious

predicted

problem solving

provide

publicly
recognition system
recognize

relaxed

remain independent
résumeé

reward

rock
secure jobs

short-tempered

source
strike the right balance

subsidiary

tax rates

think in terms of
trade deficit
trade mark
trader

unavoidable

upheaval

- B3I, MHEHUE, YOCXKICHUE;

- TyJa, TaMm;
- MPOCPOYCHHBIN (BEKCEIIb, TOJT);

- TIEpPEOLCHEHHBIN, CIIMIIKOM BBICOKO
OLICHEHHBIM;

- TaKeT BO3HATPAXKICHUS U JIbIOT;
- MPOHMKAIOILIKE BHYTPh CTPaH;

- HamaJK Ha OTACJIbHbIX JIUIL;

- HavyaJbHUK OT/eJIa KaJIpOB;

- MpuaaBaTh 3HAYCHUE;

- OTKJAJbIBaTh, OTCPOUYUBATDH, OTTSITHBATH;

- JIparoleHHBIN;

- NPEeICKa3aHHBIN, NPOrHO3UPOBAHHBIN;

- pelieHue npoodIEeMbl;

- CcHa0OXaTh, JOCTaBJISITh, MPEIOCTABIIATH,
00eCIeYnBaTh;

- yOJIMYHO, OTKPBITO, BCEHAPOJHO;

- cuCcTeMa MPU3HAHUA U MOOIIPEHUS;

- LIEHWUTb, MPHU3HABATh (3aCIIyTH), OTAaBaTh
JTaHb YBa)KCHHUS;

- pacciaOJeHHBIH;

- OCTaBaThCA HE3aBUCUMBIM;

- (amep.) pesoMe, Kparkue Ouorpaduu-
YecKue JaHHbIE (0 MOCTyMNaroeM Ha padoTy);
- Harpaxuatb, JaBaTh  Harpajay WU
JIEHEKHOE BO3HArPaXK/ICHHUE;

- Kayath(cs), konedaTh(cs);

- TapaHTHpPOBaTh, oO0ecmeurnBaTh padbouue
MeECTa;

- BCIIBUIbYMBBIH,
pa3apakKUTEIIbHbIN;
- HCTOYHHK, HA4aJIO, MPOUCXOKICHUE;

- JIOCTHUTraTh paBHOBeCHS, M10JIBOJTUTh
OajaHc;

- JI0YEpHSis, MOAKOHTPOJIbHAS KOMIIAHUS,

- HaJIOTOBBIE CTABKU;

- MBICIHTh B TEPMHUHAX, [IOKa3aTelsXx,
eAuHUIAx (4ero-amoo);

- (BHeIIHE) TOPTOBBIN JCHUIINT;

- (pabpuyHas Mapka, TOPrOBbIi 3HAK;

- Tpeiaep, Toproseil (0COOCHHO OMTOBBIN),
OUpKEBOM CHEKYJISHT;
-  HEHU30CKHBIM,
HEOTBPATUMBIN;

- MEPEeBOPOT, MOTpsiceHue (B 00IIECTBE);

HEBBIACPKAHHBIN,

HEMUHYEMBIH,



vastly - OYEeHb, Ype3BbIYAiHO, Oe3MepHO, B
KpaillHEeW CTEICHU;
verbally - BepOaJIbHO, YCTHO.

[1]

11 Unit 11 Do the Tiger States Sell Tigers?

11.1 Answer the questions on cross-cultural awareness in the following
exercises sometimes more than one answer is correct

1 What do we understand by the Tiger States? How do you explain the name?
a) Countries like India or Pakistan that export tigers to zoos;

b) Singapore, Hong Kong and Taiwan;

c) States with an aggressive marketing campaign in Europe.

2 The nations which are well-off have a small landmass, no resources and well-
educated people. Which are these countries?

1) ;

2) ;

3) ;

4) ;

5)

3 Why are countries like Australia, Canada or Brazil that are rich in natural
resources, not among the leading industrial nations?

a) They rely on their natural resources and export them;

b) They don’t add value to their resources;

c¢) Their labour force is not well-trained;

d) They are exploited by multi-national concerns.

4 In Europe food is by far more expensive than in Hong Kong area of China
where you can buy the best products at lowest prices. Do you know why?

a) Because Hong Kong has an overproduction of food;

b) Because wages and taxes are low;

c¢) Because Hong Kong has no farmers and therefore no protectionist tariffs.

5 Do you know a country where people enjoy the same low food prices for the
same reason as in Hong Kong? We’ll give you the first letter.

6 In some Asian countries it is customary to grease officials’ palms, to offer
generous bribes. That is why bribes are tax deductible in some European countries,
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e.g. in Germany. However, there is one country where you might go to prison if you
tried it. It’s

a) Singapore;

b) Taiwan;

c) Malaysia;

d) China.

7 Which country is the greatest and most successful producer of
semiconductors?

a) Malaysia;

b) Japan;

c) USA.

8 Why has this country become the greatest manufacturer of semiconductors?

a) It’s a low-wage country, they buy the components on the world market where
they are cheapest and add value by producing semiconductors;

b) They have a well-educated workforce, the raw materials plus a high-tech
industry;

c) They are leading in research and development.

9 One of the Tiger States is very strict about cleanliness. You might be fined if
you dropped waste paper on the pavement. Which country is that?

a) South Korea;

b) Singapore;

c) Taiwan.

10 Which country tries to prevent its citizens from surfing in the Internet?
a) Singapore;

b) India;

c) Taiwan.

11.2 Text Business Culture Tips on Meaningful Conflict Encouragement
11.2.1 Read the text about Five More Tips to Encourage Meaningful Conflict

(Part 2)

1 Provide employees with training in healthy conflict and problem solving skills.
Sometimes people fail to stand up for their beliefs because they don’t know how to
do so comfortably. Your staff will benefit from education and training in
interpersonal communication, problem solving, conflict resolution, and particularly,
non-defensive communication. Goal setting, meeting management, and leadership
will also help employees exercise their freedom of speech.

2 Look for signs that a conflict about a solution or direction is getting out of
hand. Exercise your best observation skills and notice whether tension is becoming
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unhealthy. Listen for criticism of fellow staff members, an increase in the number and
severity of “digs” or putdowns, and negative comments about the solution or process.
Are secret meetings increasing? If you observe the tension and conflict is
endangering your workplace harmony, hold a conflict resolution meeting with the
combatants immediately. Yes, you do need to mediate. It’s okay to have positive
conflict but not to allow negative conflict to destroy your work environment.

3 Hire people who you believe will add value to your organization with their
willingness to problem solve and debate. Behavioral interview questions will help
you assess the assertiveness of your potential employees. You want to hire people
who are willing to act boldly and who are unconcerned about whether they are well-
liked. Look and listen for situations in which the potential employee has stood up for
his beliefs, worked with a team to solve problems, or pushed an unpopular agenda at
work. Yes, you want a harmonious workplace but not at the sacrifice of everyone’s
success.

4 Make executive compensation dependent upon the success of the organization
as a whole as well as the accomplishment of individual goals. Pay executives part of
their compensation based on the success of the total organization. This ensures that
people are committed to the same goals and direction. They will look for the best
approach, the best idea, and the best solution, not just the one that will benefit their
own area of interest. This will also ensure that the people in their organizations spend
their time problem solving and solution seeking rather than finger-pointing, blaming,
and looking to see who is guilty when a problem occurs or a commitment is missed.

5 If you are using all of the first nine tips, and healthy conflict is not occurring...
You need to sit down with the people who report to you directly and with their direct
reports and ask them why. Some positive, problem-solving discussion might allow
your group to identify and rectify any problem that stands in the way of open,
healthy, positive, constructive conflict and debate. The future success of your
organization depends upon your staff’s willingness to participate in healthy conflict,
so this discussion is worth your time.

(by Susan M. Heathfield)

11.2.2 Study idiomatic English carefully and be ready to use it in exercises

be - OBITh, CYIIIECTBOBATH;

be promoted - TOJyYaTh MOOIIPEHUE;

be quite wrong - JKECTOKO OINOAaThCS;

be rushed off one’s feet - Bcerja ObITh B IBMJKCHHH, B CIICIIKE;

be shattered - OBITh U3MYYEHHBIM, OYCHD YCTaJIbIM;

be slipshod - OBITBH HEaKKypaTHBIM, HEOPEKHBIM,
HEPSIUTABBIM;

be up in arms - BCTaTh MOJ PYXKbE, TOTHUMATHCSI, OyHTOBATH;

be well off - OBITh COCTOSTEIBHBIM, 3a)KMTOYHBIM, OOTaThIM;

be quick on the uptake - OBICTPO COOOpakaTh, JOXOIUTh.
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11.2.3 Test your verbal idioms through gap-filling

Overloaded

Ron: Annette, have you finished typing the manuscript yet? The publisher
wanted it yesterday. Now they’re (1) about it. They won’t pay us,
you know.

Annette: Here it is. All this extra work. We should (2) quite

by now, but we’re not.
Ron: Hey, look at all these mistakes. We can’t give them that. It’s really

3)

Annette: It’s not my fault. When I get home from work I’'m (4)
Then there’s all the shopping and the housework. I'm (5) .

Ron: Are you saying you haven’t got time to do this typing? Annette: You’re so
(6) . It’s wonderful.

11.2.4 Study idiomatic English carefully and be ready to use it in exercises

add - TpuOaBIATh, CKJIAIBIBATH;

add on - 7100aBiATH (OOBIYHO B KOHIIE), HAKUIBIBATH;

add onto - JIONOJHSATH, JA00ABJIATH, MOMOJHATH (KOJUICKIIMIO, 3armac U
T.I1.); YKOMILJIEKTOBATb;

add to - npubaBIAThH, yBEJIMUNBATH, YCUIUBATH (4TO-1100);

add twice - yJ/IBauBaTh;

add up - CKJaJbIBaTh, MOJCYUTHIBATH, IIOJLITOKMBATh, HAaXOJHUTh
CyMMYy;

add up to CBOAMTHCH (K 4eMy-1100), 03HAYATh, IPEACTABIATH COOOM.

11.2.5 Test Your Verbal Idioms through gap-filling
Killing time

Cashier: Is that everything, sir?

Ron (a customer): Just a minute! I’'ll have to (1) all my
money. | don’t know how much I’ve got with me. Oh! I’ve got £5 more than 1|
thought. I’1l just go and buy a few more things.

Cashier: We’re closing in five minutes, sir.

Ron (twenty minutes later): I’ve bought all these things.

Could you (2) them my bill?

Cashier: Now the bill is all wrong. This’ll just (3) my problems
when the manager finds out. Now that makes £7.50 more.

Ron: £7.50? I’ve only got £6. I’ll have to put the things back on the shelves.

Cashier: Don’t you dare!
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Vocabulary

accomplishment

add value

artist
assertiveness
assess

barely
benefit

blame
boldly

bribe

citizen
cleanliness
combatant
compensation

components
customary
dare

debate

dig
endangering

enjoy

expect

extra work
fellow

finder’s fee
finger-pointing

freedom of speech

genius
get out of hand
goal setting

grease someone’s palms

guilty
harmonious

- BBITIOJIHCHHE, 3aBEpIICHHUE, JIOCTIIKEHUE,
ycmex;

- nobGaBlIeHHAas  CTOMMOCTh,  J00aBIICHUE
CTOMMOCTH;

- XYJIO’)KHHK, MacTep CBOETO JiejIa;

- YBEPEHHOCTH B cebe;

- OIICHUBATh MMYIIECTBO I OOJIOKCHHS
HaJIOI'OM;

- MPOCTO, TOJBKO, €]1Ba, JIUIIIb,

- BBIFOAQ, TI0JIb3a, MPUOBLIL, IPHUHOCUTH
TMOJIb3Y, U3BJICKATh BHITOY;

- OCyXXJaTh, KPUTHUKOBATh, BO3JIaraTh BHHY,
OOBHMHSATE;

- OTBAXHO, CMeJlo, Xpabpo, OeccTpaliHo,
TEP3KO;

- B3STKa, MOAKYTI;

- TpaXIaHWH; TPAXKIAHKA;

- YHUCTOTA, ONPATHOCTh, aKKyPaTHOCTb;

- TMOOOPHUK, IPUBEPIKCHEI], CTOPOHHHUK;

- BO3MEIIICHUE, KOMIICHCAIUs, BO3Ha-
rpax<JICHUE, BHITLJIATA;
- JIeTalu;

- OOBIYHBIN, TPUBBIYHBINH;

- OCMEIMBATHCS, CMETh, PUCKOBATh;

- 00yMBbIBaTh, pacCCMaTpPUBATh;

- PE€3KOCTh, KOJIKOCTb;

- YIPOXKAIOLIUH, CO3IAIOIIU I yrpo3y
0e30IacCHOCTH;

- MOJIy4aTh YJOBOJIbCTBUE, HACIaXIAaThCs,
MOJIb30BATHCS;

- HAaJEeAThCS, IPEAIOJIAraTh;

- JIOTIOJHUTENbHAS padoTa;

- TOBApHUIL, KOJIJIETa;

- KOMHCCHOHHBIE IIOCPEIHUKA;

- BbISIBJIEHUE BUHOBHBIX;

- ¢B00OJ1a CII0BA;

- TEeHUH, OyX;

- BBIXOJIUTH U3-TIOJ KOHTPOJIS,

- YCTaHOBKa LIEJIEH;

- «IOJMa3aThy», «JaTh HA JIAIy», 1aTh B3STKY;
- BHHOBHBIN;

- TapMOHUWYHBIN, COIVIACHBIN, APYKHBIN, MUP-
HBIM;



hold true
housework
join someone
landmass
marvelous
mediate
non-defensive
observation
overloaded
painter
pavement
pick pockets
practise
prevent

process
prosperous

protectionist tariff
proudly

push

putdown
quick-thinking
rapidly

rectify

research and development

resources
sacrifice

semiconductor
severity

shattered

shopping
slipshod
staff

tariffs
tend to

tension

unconcerned

- BBINOJHATHCS, COXPAHATHCS (00 YCIOBUN);

- paborta 1o omy;

- TMPHUCOEIUHATHCS K KOMY-JIHOO0;

- 3eMJId, CylIla;

- W3YMUTEIbHBIN, YAUBUTEIIbHBIN;

- TMOCpPEHNYaTh, ObITh TOCPETHUKOM;

- HEOOOPOHUTENbHBIN;

- HaOJIIOAATENbHOCTH;

- MEperpyKCHHbIN;

- KUBOIUCEL, XYJOKHHUK;

- IIaHeJb, TPOTYyap, MOCTOBAS;

- KapMaHHbIE KPaXu;

- OCYILUECTBISATh HA IPAKTUKE, IPAKTUKOBATh;
- IpeaoTBpanlaTh, MeEMIATh, HE JIONYCKAaTh,
oOeperars;

- mporecc, 00padaTbiBaTh, OPOPMIISTH;

- MPOLBETAIOLINN, MPEYCHEBAOIIUN YCIEeII-
HBIM;

- TMPOTEKIMOHUCTCKUHN Tapud;

- TOpJIi0, BETUYECTBEHHO, TPAHIMO3HO;

- IMPOABUTATH, IPOTAIKNBATH;

- YHIDKAIOLIee, CMyLIAOLIEe 3aMEUaHUE;

- c000pa3UTEIHLHOCTD;

- OBICTpO;

- peryiupoBarh,  HCHOPaBIATh  (OMIMOKW,
YIOYIIEHUS );

- TPOEKTHO-KOHCTPYKTOpPCKas pabora;

- pecypchl, CPEACTBA, IEHEKHBIE CPEICTBA;

- COBEpUIATh KEPTBOMPUHOIIEHUE, KEPTBOBA-
Th;
- MOJIYNPOBOJIHUK;

- CTpOrOCTb, CYypOBOCTb, KECTOKOCTb,
PE3KOCTh CYXKIACHUM;

- yCTajlbld, W3MYYEHHBIM, IIOJIOPBAHHbIMH,
pa3pyLICHHBIN,

- ILIOIWHT, NOKYIIKAa TOBAPOB B Mara3uHe;

- HEaKKypaTHbBIN, HEOPEKHBIN, HEPSAUIHBBINH;
- ITAaT CIyXalluX; CIyXeOHBI TMepCcoHa,;
KaJpBbl;

- Tapu(bl, MOIUINHBI;

- CTPEMUTHCH K;

- HaNpsDKEHWE, HANpPSKEHHOCTh, HATSHY-
TOCTb;

- 0e33a00THEII;
OecrnpucTpacTHBIH;

PaBHOAYIIIHBIN;
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unhealth - OOJIE3HEHHBIH;  HE3JOPOBBIN BPEIHBIN
y 2 2 9

OITACHBIM;
upside-down - BBEpPX JHOM, BBEpX TOPMAILIKAMH;
waste paper - MakyJaTypa;
well-off - COCTOSTCIBHBIN, 3a)KUTOYHEIN;
willingness - TOTOBHOCTB;
workshop - CeMHHap, CUMIIO3UYM;
worth - JIOCTOMHBIH, CTOSIIIHHI (CKOIBKO-TH00);
yoga - wora.

[1]

12 Unit 12 Beware of Names, Colours, Figures and Symbols

12.1 Answer the questions as they do not test your intelligence or your skills

as a decision-maker

But they should sharpen your awareness of the problems involved in

international marketing. In many parts of the world, colours have great significance.
Some are good, some are bad. The money for your advertising campaigns might be
thrown away, if the colour of the product or the wrapping arouses negative feelings in
the customer. Let us first take the colour “green.”

1 In which country is the colour “green” a good colour for high-tech equipment?
a) America;

b) Japan;

c¢) Indonesia;

d) France.

2 In some countries the colour “green” is not a good colour for ecologist parties,

food or medicine because it is associated with illness.

a) In countries with dense jungles, Indonesia, for example;
b) In Arab countries, because of its religious meaning. ¢ In Japan, because there

it is a high-tech colour.

72

3 Where does “green” signify freshness and health?
a) America;

b) Asia;

c) Africa.

4 Which colour would you give a product for men in the USA?
a) red;

b) blue;

c) green;



d) pink.

5 In European countries the colour black is the colour of death and mourning. In
other countries this is represented by white, purple, yellow or dark red. It is obvious
that a wrong colour could destroy your advertisements. Can you match the countries
and the colours of mourning?

1. China a red;

2. Brazil b white;

3. Mexico ¢ purple;

4. Ivory Coast d yellow;

5. Turkey c dark red.

6 In different cultures objects, numbers and flavours have different symbolic
meanings. The smell of lemons suggests freshness in our country. However, there are
countries where shampoos, body lotions and similar products should not have the
scent of lemons. Which are they?

a) Japan;

b) Philippines;

c) Syria;

d) Russia.

7 Some companies have a number in their names, like 7-Up Company or 3M
Company. Sometimes different series of a product are numbered, too (for example
the successful Dreier Serie of BMW or Chanel No.5). One has to be very careful with
numbers. In which countries is the number 7 an unlucky one?

a) Japan, Korea, China;

b) Saudi Arabia, Egypt;

c¢) Singapore, Kenya, Ghana;

d) Turkey, Greece, Malta.

8 Even in present-day countries superstition affects the design of products and
buildings. In some countries there is no j3th floor. Where?

a) USA;

b) Sweden;

c) Hong Kong;

d) South Africa.

9 In which country would it be unwise to name a product Silver Ray Model 4?
a) Taiwan;

b) Japan;

c) Singapore.

10 A company has an owl in its logo. In which country the owl has the same
meaning as our black cat?

a) India;

b) Brazil,
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c) Japan.
12.2 Text Business Culture Tips on company’s policy incentives

12.2.1 Read the text on company’s policy incentives to encourage motivated
people to stay with their jobs

1 Today’s Europeans and Americans tend to change jobs frequently. It’s fairly
unusual to encounter someone who feels deep loyalty to a company. Although people
may feel happy in one place of work, they have a stronger drive to improve their
personal situations and doing so often means changing companies. Companies very
often promote programs and introduce incentives to encourage motivated people to
stay with their jobs.

2 Notice that every successful challenger uses verbs such as solicited,
performed, supervised and participated in his resume. In resumes, these verbs are
called action words, in contrast to verbs like “did,” “helped,” or “travelled” which
don’t connote anything of an active nature. When you write a resume, use action
words like those above to show your prospective employer good things about
yourself: that you actually achieved results in previous jobs because of your bold,
effective actions.

3 Expect to interview with more than one person in a company. A common
interview process is to meet first with someone from the Human Resources (or
Personnel) department, and then to meet with people you would be working for or
with. It’s also common to have group interviews where several people interview you
at the same time.

4 A regular workweek for business people is 40 hours, which translates to eight-
hour days, Monday through Friday. This normally means a workday from 8:00 or
9:00 am. to 5:00 or 5:30 p.m., with an hour or so for lunch. Some people work many
more hours than the normal number of working hours, however. Americans often use
the term “workaholic” to refer to those who work excessively. Though the business
people you encounter may appear relaxed, they generally devote long hours
(sometimes more than 15 hours a day), including weekends, to their careers.

5 When someone says that he always “gives a hundred and ten percent,” he
wants to express that he is extremely hardworking. Someone who gives a hundred
percent is a good worker, but a person who gives a hundred and ten percent is giving
all his energy to his work. While 100 percent is good, 110 percent is better. Some for
putting their careers first, above their family obligations and personal fulfilment may
criticize workers labelled “workaholics”. Still, workaholics are generally very
successful in their careers and are often considered assets to their businesses.

12.2.2 Study idiomatic English carefully and be ready to use it in exercises

throw - Opocatb, KUJaTh;
throw away (1) - BbIOpAchIBaTh, BEIKU/IBIBATH;
throw away (2) - TpaTUTh BIYCTYIO, paCTPayuBaTh (JICHBIH);
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throw off - cOpacbiBaTh (Macky, 3a00Thl), CHUMAThb C ce0s
(omexmy). OCBOOOXKIATHCS, N30aBIIATHCS;

throw out - BBIOpachIBaTh, BBIFOHSATH, BBICTABJISATH KOTO-THOO 3a
JIBEPb;

throw over - YBOJIBHSITH KOTO-JI0O, JaBaTh OTCTABKY, CBEPTHYTh;

throw up - u3BepraTh, BbIOpachiBaTh, pBaTh, CTOIIHUTH, U3PHITATh

(TuILy), OTPHITUBAT.
12.2.3 Test your verbal idioms through gap-filling

A good-buy story

Liz: I’'m so depressed. I’ve not felt well since 1(1) my boyfriend
That was two weeks ago.

Barbara: But why did you do it? What happened?

Liz: Well, first we had an argument and then later I found my favourite CD was

missing. He had simply (2) it . And he’d taken all my
clothes and had torn them all up.

Barbara: What a weird thing to do! I can see why you (3) him . But
you shouldn’t regret it.

Liz: I know but I miss him. I simply can’t (4) this feeling of
depression.

12.2.4 Study idiomatic English carefully and be ready to use it in exercises

stand - CTOSTh, BCTABaTh,
stand for - TOJJIEPKUBATh, CTOSITh 32, 0003HAYATh, 3HAYUTH;
stand out (from) - BBIJICTISTHCS, BBICTYIIATh, OPOCATHCS B I71a3a;
stand up for - 3aluIaTh, OTCTauBaTh;
- CMEJI0 BCTpedYaTh, OBITh HA BBICOTE, IPOTHUBOCTOSTH
stand up to OMaCHOCTH.

12.2.5 Test Your Verbal Idioms through gap-filling
Stand up for what you believe

Party Leader (at a political meeting): It has always been my intention to (1)
democracy and fair play in this country. And I believe that our party

has always (2) everybody’s rights in this democracy.
Angry voice from audience (shouting back): Nonsense! What about the
unemployed? The jobless have received no help. They (3) like a sore

thumb in your so- called perfect society.
Party Leader: You know as well as I do that most of the unemployed people here
could get a job if they wanted one. They’re just lazy. Most of them are!
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day the jobless will (4)

Another voice from audience: That’s a typical answer. But just be careful! One

you and your policies and your party. Then

there will be some changes around here.
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Vocabulary

ad
affect

anxiety

arouse feelings
associate with
audience

be short of space
beware of

blame someone for

candy
challenger
clown
confront

connote
decision-maker
dense

designer

destroy

dryly

ecologist parties
elephant

embarrass someone

encounter
encourage
essence
fireworks
flavour
incentive
instead of
Intention
interrupt

juggler
lazy
live orchestra

logo

oOBsBIICHUE, PEKIIaMa;

IPUTBOPSATHCS,  JI€JIaTb  BUI,  [PUKHU-

AbIBATBbCA,

00s13Hb, 3a00Ta, OMaceHue, CTpax;
npoOy>X/1aTh YyBCTBA;

00IIIaThC C;

myOJIuKa, 3pUTEIH, CITYIIaTeNId, YATATEIIH;
HE XBaTaTh MECTa, OBITH B TECHOTE;
Oepeubcsi, OCTeperaTbCsi, ormacaThes;
MOpUIATh, OCYXKJaTh, KPUTHKOBAaTh KOTO-

1100;

KOH(eTa, CIaoCcTH;
KaHJUJaT, MPETEHEHT, COUCKATEb;
KJIOYH

CTOATH IIPOTHB, CTAJIKKUBATLBCA JIMOOM K

JHILY;

aCCOLMUPOBATHCS, CBI3bIBATHCS;
JIAL0, TPUHUMAIOLIIEE PELICHNUE;

TUIOTHBIM, CKATBIN, TYCTOW, YaCThIN;
KOHCTPYKTOP, MPOEKTUPOBILIMUK IU3ANHED;
paspyliarh, TMKBUAUPOBATh, IOPTUTD;
CyX0, XOJIOJHO, HEIIPUBETIIUBO;

MAPTUHU 3aIIUTHUKOB OKPYKAIOIIEH CPELBI;
CJIOH;
3aTPYAHATD,

MCIIAaThb, IPpCIIATCTBOBATDb

KOMY-JIH00; CTECHSIThH KOTO-JIH00;

(HEOXKHIAHHO) BCTPETUTHCS, CTOIKHYThHCS;
MOOIIPSTH, MOJACPKUBATD;

CYIIHOCTb, 3KCTPAKT, SCCEHIIUS;

(eliepBepk;

apoMar, 3arax, BKyC, OykeT (BHHA);
noOYyXJIeHHE, CTUMY T,

BMECTO 4ero0-1100, B3aMEH 4ero-jimoo;
HaMEpeHUE, CTPEMIICHUE, 11eJThb;

IpepbIBaTh, BMEIIMBATHCA (B Pa3roBop H

L IL);

(bOKYCHUK, dKOHTJIED;

JICHUBBI;

KUBOU OpKeCTp (HE 3aMUCh MY3bIKH);
(GbUpMEHHBIN WK TOBAPHBIN 3HAK, JIOTOTHIT;



loyalty
manly

mourning
nonsense
obvious
owl
participate
perform

personal fulfilment
phone sex
Power Point

problems involved in
prospective employer
purple

receive no help

refer to

regret

scenery

scent of lemons

sell globally

sharpen the awareness of

significance
solicit

sore

suggest
superstition
supervise
symbolic meaning
thumb
unequivocally
unfaithful

unlucky numbers
unthinkable

unwise
watertight
willingness
workaholic
workweek
wrapped

- BEPHOCTb, MPEJIAHHOCTD, JIOSITLHOCTB;
- MY>KECTBEHHBIN, OTBa)XHbIN, CMEJIBIH,
XpaOpBhlif;

- Tpayp, neyajib, CKOpOb;

- B3J0p, €pyHJa, Yenyxa;

- OYCBUJHBIN, SIBHBIN, SICHBIM;

- COBa, CblY, (PUIHH;

- y4acTBOBaTh, IPUHUMATDH YHACTHE;
BBITIOJTHATh  (Kakyro-1ubo paboTy, 3aaa-
HUE);

- JIMYHOE YJIOBJIETBOPEHUE;

- CeKc 1o Tenedony;

- mporpamma i npe3deHrauuid u3 Microsoft
Office;

- TpoOJIeMBI CBSI3aHHBIE C;

- Oyayuuii paboToIaTernsb;

- TMypILypHbI; OarpoBbIi, (PUOJIETOBBII;

- HE MOJYYUTh MTOMOIIIH;

- UMETh OTHOIIEHUE, OTHOCUTHCA, KacaThCsl;

- COXKaJIeHWe, OTOPUYCHUE;

- JIeKOpalH, YOPaHCTBO CLIECHBI;

- 3amax, apoMar JMMOHa,

- BECTH TOPTOBIIIO 110 BCEMY MUDY;

- 3a0CTpSATh BHUMAHMUE;

- 3HA4Y€HUE, CMBICI;

- TpeboBaTh, 3ampaninBaTh, X0aTaCTBOBATH;
- 00JIbHOM, 00JIE3HEHHBIN, BOCTIAIEHHBIN;

- BHYIIaTh, HAMEKATh, TOBOPUTH O, 03HAYATH;
- CyeBepue, peIUTHO3HbIN MPeapacCcya0K;

- HaJ3UpaTh, 3aBE0BaTh, KOHTPOJIUPOBATH;

- CHUMBOJIMYECKOE 3HAUYCHMUE;

- OoubIIoN maner (pyku);

- HEJBYCMBICIIEHHO, SICHO, OIIPEIETIEHHO;

- HEBEpHBIM, W3MEHSOMMUA (B  JHOOBH,
CyIPYKECTBE);

- HEeCYaCTJIUBBIC YUCIIA,

- HEBOOOpa3UMBIN, HEBEPOSATHBIN,
HEMPaB oMo J00HbI;

- He (0maro) pa3yMHblif;

- HEOIPOBEPKUMBbINA, 000CHOBAHHBIN;
- TOTOBHOCTb, JKEJIaHUE;

- TPYAOTrOJIUK, pabOTaroJvK;

- pabouast Hees;

- 3aBEPHYTHIN, yIIAKOBAHHBIM.

[1]
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13 Unit 13 Business Culture
13.1 Text 13 Making Appointments in the United Kingdom
13. 1.1 Read the text and make up the plan to it

In theory, official working hours are normally 09.00-17.00 Monday to Friday. In
practice, most employees work considerably longer hours; many will be at their desks
by 08.30 and executives rarely leave before 19.00. Professionals like lawyers and
consultants may not arrive before 09.30 but, on the other hand, they may not leave
the office until the following day. Generally, the British prefer staying late in the
office to taking work home with them, even if they do carry a briefcase (their
"executive lunch-box").Government offices close for lunch between 13.00 and 14.00
but stay open until 17.30.

The opening hours for shops are almost completely deregulated, though there are
some restrictions on Sunday trading, and many outlets are open 24/7 even outside the
major urban areas. Banks are generally open 09.30-16.30 Monday-Friday.

Appointments should be made at least a few days in advance and, ideally,
confirmed on arrival in the UK. Most British businessmen are not so jealous of their
diaries that they will decline to meet a visitor even at relatively short notice. Grander
members of the so-called "Establishment", however, may have uncooperative PAs to
shield them, whilst jet-setting entrepreneurs may be genuinely too busy. Cold calling
1s not appreciated.

It is best to avoid July and August when those with children are almost obliged
to take their annual vacation. Easter is also popular for holidaying and there are two
Bank Holidays in May that may catch the unwary visitor (especially in a year when
Easter falls in late April). UK industry closes down almost completely between
Christmas and New Year. Otherwise the UK has only eight national holidays a year,
which is the lowest number in Europe.

The easiest times of day to arrange an appointment are probably mid-morning
(say 11.00) and mid-afternoon (say 16.00). Breakfast meetings are rare outside
London and other major cities and it is unlikely that an initial meeting will involve
lunch (or dinner).

Punctuality is appreciated but no one really minds if you arrive a little late (up to
15 minutes) for a one-to -one meeting. Obviously, though, if several people are
involved then there is a greater likelthood that someone will have another
engagement to attend. On the other hand, you should not arrive too promptly for
social events - but aim to arrive a respectable fifteen minutes after the specified time;
thus, if a dinner invitation states "7.30 for 8.00", it means that you will be expected at
about 7.50.

Finally, it should be remembered that the UK led the world with its transport
infrastructure in the 19th century. Much of it survives intact. This means that
journeys in London and the South East in particular may take considerably longer
than advertised and/or expected. The London underground (the "Tube") and long-
distance rail services are the worst offenders. The flow of traffic in central London
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has improved greatly since the introduction of congestion charging (drivers must now
pay £5 per day to enter the clearly marked inner zone) but many main roads resemble
car parks at peak times even without accidents. The M25 is notorious in this respect,
especially now there are major roadworks on the western section near Heathrow
airport. So, the more important the meeting, the more time you should allow for
almost inevitable delay.

Note:
jet-setting entrepreneurs - IpeANPUHUMATETN, OTHOCSIIMUECS K MEXIYHAPOTHON
JJINTE.

13.2 Read and translate the text Let's Make a Deal — Making a deal in the
UK

Whilst younger, junior employees are perfectly capable of conducting
negotiations at a distance, it is always desirable to send older, senior representatives
to the United

Kingdom for face-to-face discussions. This is not to say that British businessmen
believe young people are incapable of performing the task, but there is an element of
distrust of whizz-kids straight out of business school with a gleaming MBA. This is
particularly true of the manufacturing and financial sectors where many senior
managers and even executives may have relatively few formal educational or
professional qualifications but worked their way up from the bottom. Attitudes are
changing gradually but there remains a strong tradition in the UK of learning your
trade "on the job" and valuing experience more than certificates. Consequently, older
people are often better able to assume the air of dignified authority that is respected in
British business culture.

Similarly there are industries, notably manufacturing, in which there are
comparatively few women in senior managerial positions even though women make
up a higher percentage of the total workforce than in other EU countries. Sex
discrimination is, of course, unlawful but many companies — particularly outside
London and the major cities — are still dominated by somewhat unenlightened older
males. In order to command respect and to assure counterparts of her competence, the
travelling businesswoman should maintain a professional demeanour, display a
detailed knowledge of her field and dress conservatively at all times. Regrettably,
some of this advice is also relevant for non-whites.

In keeping with their undemonstrative nature, British businessmen approach
their work in a detached way that regards objective facts and solid evidence as the
only legitimate forms of persuasion; feelings and personal relationships are usually
irrelevant.

Thorough preparation is important: you should bring a plentiful supply of
business cards (which are normally exchanged at the end of a meeting) and ensure
that you have the proper materials for making effective presentations.

Meetings can sometimes appear rather anarchic with little apparent structure or
direction. This i1s in keeping with Britain's proud democratic tradition that allows
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everyone his or her say, but it can also be misleading Whilst teamwork is important,
British business culture remains essentially hierarchical. A wide range of input is
valued and a consensus may be reached but the final decision still rests with the most
powerful (usually, but not always, the most senior) individual who may or may not be
chairing any given meeting.

Nevertheless, despite this traditional view of British business as a hierarchical,
pyramidal structure with a vertical chain of command, notions of a quasi-military
organisation are increasingly out-of-date. Whilst it is true that in the past the British
did have a rigid respect for authority, they have never really liked systems and
modern practice prefers a more fluid approach that respects individuals as valuable
members of the team. Organigrams are rarely clearly defined and job descriptions
often bear little relation to functional reality, which reflects the British preference for
"muddling through" without a conceptual template.

Senior executives continue to make the "big" decisions, sometimes unilaterally,
but there is greater scope for input from junior staff. At the same time the "younger
generation" (under 40-45 years of age) is simply less respectful of their elders whom
they no longer regard as necessarily their betters. This does not mean that the boss is
a more approachable "friend"; managers still manage, especially

in the older industries where there is minimal delegation of real responsibility.
The British work well as a team and reach team decisions but the boss remains
somewhat apart from the team.

Modern British business is driven much more by results than by the application
of strict processes. This is largely the product of the "Thatcherite" reforms of the
1980s that brought about a market-led shake-up of accepted knowledge and practices,
encouraging a "can do mentality that cuts through bureaucratic inertia.

Although British businessmen tend to emphasise short-term results rather than
long-range objectives, they are generally interested in long-term relationships rather
than quick deals.

Precedent plays an important part in decision-making. The British tend to follow
established rules and practices and company policy is the primary authority at all
levels of the organisation. A proposal stands a better chance of success if it conforms
to the way things have been done in the past. Decision-making can-be a slow,
deliberate process and rushing or putting pressure on the decision-maker is usually
counterproductive; in the end, the Managing Director (the most senior executive in
the majority of British companies) will reach a final decision that may be unilateral
and is effectively irrevocable.

Attitudes to change and time tend to vary according to an age-industry matrix.
Some older industries have the agility of a dinosaur and can bury new ideas in red
tape for weeks if not months; on the other hand, younger enterprises can arrive at a
plan of action for immediate implementation when the management team meets
around a table. "Now" means "now", but "I'll put it in the post" or "I'll get back to
you" may mean a long delay and maybe "never" (rather like "we must have lunch
some time"). Agreements lead to contracts; if the British businessman is really
serious, the lawyers will set to work in-stanter. On the other hand, delivery may still
not be as rapid as hoped or even agreed.
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During initial meetings, facial expressions are kept to a minimum and it may be
difficult to perceive what the other participants are thinking but you can be sure that
they are observing intently even when they appear to be doodling absent-mindedly.
Thus, as always, it is important to remain guarded and professional even when a
meeting seems to slip into informality, and to give your British counterparts the
necessary time to make a full assessment of you as an individual, as well as of your
proposal and your company. In turn, you should also note how the participants
interact and try to ascertain who are the key players for the success of your project.
The British are relatively taciturn by nature and it may be that the quietest person
around the table actually wields the most influence and/or power.

Be aware in your dealings that the British are masters of understatement and that
irony is a favourite weapon. Direct questions may encounter evasive responses and
other typically British ploys are to avoid stating the obvious and to imply the opposite
of what is actually said. Tone of voice or facial expression may sometimes hint at
what is really meant but not always and it is equally important to pay attention to
what is not said.

Humour also plays an important role in business discussions; having a repertoire
of jokes and anecdotes can be an asset and good raconteurs should make the most of
their talent. In any case you should not be surprised by any seemingly inappropriate
levity. On the other hand, the British are prone to using sarcasm, particularly the one-
line jibe, to ridicule an adversary or to register disagreement or even contempt. This
may be hurtful at the time but the British do not for the most part harbour long-term
grudges.

Aggressive techniques such as the "hard sell" or denigrating another company's
product or service will not be well received. Nor should you give unsolicited praise
since it is rarely welcome. And do not gush — the British "stiff upper lip" does not
appreciate excessive enthusiasm.

Finally, once they decide that they want to do business with you, the British can
be blunt, direct, and will probably not hesitate to speak their minds. They certainly
will not be slow to say "no" (however politely or obliquely).

Giving gifts is not a normal part of British business culture. Indeed, British
business colleagues are quite likely to feel embarrassed to receive any gift at all. The
only exception would be at the conclusion of a deal when it might be appropriate to
give a unique commemorative item to mark the occasion. Such items might be of
gold, silver, or porcelain with a suitable inscription. Again, to avoid embarrassment
on the part of the recipient, the object must be restrained, tasteful, and not
ostentatiously expensive. It might be helpful to ask yourself whether the recipient
would gladly display the gift in his living room or rather consign it to the attic at the
earliest opportunity.

Small gifts such as a pen or a book, again suitably inscribed, would be suitable
tokens of genuine gratitude and flowers or wine/champagne suffice to thank (junior)
colleagues for their services. Do not, however, appear patronising or unduly forward
(especially if the recipient is a woman).

Alternatively, it will often be appreciated if you invite your hosts, or others you
wish to thank, out for a meal or to the theatre/opera.
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It is always good form to buy a round of drinks for your colleagues after work.
(This is also the most common way of celebrating someone's birthday.)

Business gifts are never exchanged at Christmas but it may be appropriate to
send a card, particularly as an expression of thanks to your business associates but
also as a means of maintaining valuable contacts. Bear in mind that the UK postal
service was founded at about the same time as the antiquated railways so ensure that
your cards are mailed in good time.

In the unlikely event that you yourself receive a gift, you should be sure to
reciprocate. Assuming that you have been caught unawares, you will not have an
offering of your own to hand so the best option is to extend an invitation to dinner or,
if time is really short, then run to the nearest wine merchant for a bottle of the best
champagne you can afford.

If you are invited to a British home, it is standard practice to take wine, flowers,
and/or chocolates for your hosts. Do not feel offended if the host does not open your
gift of wine that evening but adds it to his cellar; it does not mean that the gift is
unappreciated (or that the host would rather drink your fine vintage claret on his or
her own at a later date) but quite simply that he or she has probably already chilled
the white wine and opened the red that are appropriate for that meal.

Champagne, though, is never unwelcome and can always be put quickly in the
fridge for an after-dinner toast.

Spirits, on the other hand, are a matter of personal taste and best not given as, a
present. A bottle of your favourite bourbon may languish unopened in the drinks
cabinet for years.

The usual European caveats apply when giving flowers: no red roses, white
lilies, or chrysanthemums.

If you know that you are going to stay with a family, it is a good idea to bring
something from your own country. Your hosts are letting you into the intimacy of
their home, so a coffee-table book about your area or some artefact that typifies it
would constitute a way of letting your hosts into some of the secrets of your own
home. If you are unprepared, then your time in your hosts' house should allow you to
think of something they would really appreciate even if you have to mail it from
home on your return.

Whenever you have been a guest in a home, you should always send a hand-
written thank-you note. Indeed, it is a thoughtful gesture to thank your hosts in
writing for any hospitality, even a short drinks party.

Notes:

whizz-kids - TanaHTIUBBIE OETH;

MBA - Master of Business Administration

organigram - creil. opranurpamma (0JI0OK-cxema OpraHu3aliyd CUCTEMBI);
red tape - OrOpOKpaTUYECKUE MTPOTICTYPHI;

in-stanter - (J1aT.) MTHOBEHHO, MOMEHTAJIbHO, TOTYAC, O€30TaraTebHo;
jibe - HacMellka, KOJIKOCTb;

to harbour a grudge - umeTsb 3y0 Ha KOro-i11bo, 3aTauTh 37100Y;

to wield power - nep>aTh B CBOUX pyKaX BJIaCTh;
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to wield influence - 1M0JIB30BaTHCS BIUSHUEM.
13.3 Read and translate the text Public Behaviour in the UK

Britons, and the English in particular, are notoriously undemonstrative. The
"stiff upper Up" is not just the stuff of fiction and emotional displays, positive.or
negative, are generally frowned upon. Gestures such as backsiapping and hugging are
discouraged and a wide distance should be maintained between participants in a
conversation. Maintaining eye contact may be necessary when you are trying to
emphasise important points but you must avoid any temptation to "eye-ball". Talking
loudly is unacceptable and shouting is beyond the pale. Some old-fashioned
interlocutors may not hear you if you have your hands in your pockets. The British do
not gesticulate frantically.

Introductions can be tricky. Ideally the British prefer third-party introductions
but in certain situations, like a drinks party it may not always be possible and, though
awkward, you may just have to go ahead and introduce yourself. Firm handshakes are
the norm as part of a formal introduction but may not be expected at subsequent
meetings or on social occasions; a gentleman should always wait for a woman to
proffer her hand before squeezing it gently. The continental habit of exchanging
kisses has gained currency especially amongst the young and the affected but is not
recommended for visitors — even the natives are unsure of the correct procedure.

"How do you do?" is a greeting not a question. It is used when people are
introduced for the first time only and the correct response is to repeat "How do you
do?" Such conventional usage is not to be confused with "How are you?" which is a
more or less sincere enquiry as to your well-being. This emotional detachment or
even apparent indifference also explains the British abhorrence of Americanisms
such as "Have a nice day". The objection lies not in the sentiment itself but in the lack
of sincerity that is implied to the stand-offish British mentality.

If the British use few words, it is because they prefer to mean those they do use.
They are polite and courteous for the most part. They expect to be treated with
respect, in return for which' they will treat you with respect, so: — if there is a queue,
go to the back of the line and wait patiently; — do not use the "V" — sign (raising
the index and middle fingers) unless you are sure which is thje Churchillian version
signifying peace or victory (palm outwards); the use of the alternative version (palm
inwards) is less common nowadays but is still vulgar and offensive.

A service charge of 10-15% is almost always included in hotel and restaurant
bills and you should be wary of establishments that leave the credit card slip open for
you to include an additional contribution (if you wish to reward exceptional service
give cash directly to the staff). Do not tip bar staff in pubs where there is no table
service. Otherwise taxi drivers (especially in London), hairdressers, porters, etc. will
expect 10-15% or a couple of pounds, whichever is the greater.
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13.3.1 Find the synonyms to the words from list A in list B

A: outlet, cooperative, shake-up, lawful, to command, regrettably, in keeping
with, out-of-date, fluid, template, agility, absent-minded, to bring about, taciturn.

B: flexible, pattern, reticent, shop, helpful, in accordance with, old-fashioned,
quickness, to cause, abstracted, deplorably, legal, to supervise, changes.

13.3.2 Translate the word-combinations

the stand-offish British mentality; old-fashioned interlocutors; a hand-written
thank-you note; a short drinks party; a market-led shake-up; an element of distrust of
whizz-kids straight out of business school face-to-face discussions; a vertical chain of
command' long-distance rail services.

13.3.3 Fill in the right prepositions

- You should be wary ... establishments that leave the credit card slip open for
you to include an additional contribution.

- It conforms ... the way things have been done in the past.

- Rushing or putting pressure... the decision-maker is usually
counterproductive.

- Tone of voice or facial expression may sometimes hint... what is really
meant.

- Job descriptions often bear little relation ... functional reality.

- The UK led the world ... its transport infrastructure in the 19th century.

13.3.4 Complete each sentence with a word or a phrase

- In theory, official working hours are normally....

- Government offices close for lunch... but stay open....

- Banks are generally open....

- Itis best to avoid....

- Easter is also popular for....

- UK industry closes down almost completely between... .

- The British appreciate....

- One should not arrive too promptly for....

- The more important the meeting, the more time one should allow for....

13.3.5 Answer the questions

1) Why is it desirable to send older representatives to the UK for face-to face
discussion?

2) What demeanour should traveling women maintain to command respect?

3) How do the British businessmen approach their work?

4) What are the meetings like?
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5) What modern practice does British business prefer?

6) Who makes the "big" decisions?

7) What did the "Thatcherite" reforms of the 1980s bring about?
8) What do British businessmen emphasize?

9) How does a proposal stand a better chance of success?

10) How do attitudes to change and time vary in different enterprises?
11) How do British businessmen behave during initial meetings?
12) What are the traits of the British?

13) What are the British prone to?

14) When is gift giving encouraged?

15) What gifts are given?

13.3.6 Match the information in column A with the corresponding information in
column B

A B

1) Business gifts are never exchanged; | a) as a present;

b) red roses, white lilies, or

2) If you are invited to a British home; chrysanthemunms;

3) Spirits are best not given; c) at Christmas;

d) you should always send a hand-

4) One should never give; written thank-you note:

e) it is standard practice to take
wine, flowers, and/or chocolates for
your hosts.

5) Whenever you have been a guest in
a home.

13.3.7 Read the statements and decide whether they are true or false

1) The English are demonstrative.

2) Gestures such as backslapping and hugging are discouraged.

3) A close distance should be maintained between participants in a conversation.
4) Talking loudly is acceptable.

5) A visitor may not introduce himself.

6) Firm handshakes are the norm as part of a formal introduction.

7) The continental habit of exchanging kisses is recommended for visitors.

8) "How are you?" is a greeting.
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9) A service charge of 10-15% is almost always included in hotel and restaurant
bills.

10)Bar staff in pubs is tipped.

11)Taxi drivers hairdressers, porters, etc. will expect 10-15% or a couple of
pounds, whichever is the greater.

13.3.8 Prove that British business culture is conservatives

13.3.9 Would you like to do business in England or not? Give your reasons

2]

14 Unit 14 The United States of America
14.1 Read the Text Making appointments in the USA

Prior appointments are necessary. People in the United States write the month
first, then the day, then the year (i.e., December 5, 2006 is written 12/5/06).
Generally, the working week is Monday through Friday, 8:30 or 9:00 to 17-00 or 18-
00. Many people, however, work overtime.

Punctuality 1s very important for business occasions. In many U.S. cities, traffic
can cause considerable delays, so be sure to allow enough driving time for your
appointment. If you know that you will be late, call to let your contact know.

If you are invited for a meal, you should arrive promptly. When invited to a
cocktail party, it's usually permissible to arrive a few minutes late. On these
occasions, you do not need to call ahead, even if you are 30 minutes late.

14.2 Read the text Let's Make a Deal — Making a deal in the USA and
summarize it

This culture stresses individual initiative and achievement. Moreover, Americans
can be competitive in both work and leisure. The concept "time is money" is taken
seriously in U.S. business culture. Businesspeople are used to making up their minds
quickly and decisively. They value information that is straightforward and to the
point. In the U.S.A., money is a key priority and an issue that will be used to win
most arguments. Status, protocol, and national honour play a smaller role. Similarly,
"saving face" and other social niceties and formalities that are vitally important to
other cultures are not as important in the United States.

American businesspeople are opportunistic and willing to take chances.
Opportunism and risk taking often result in Americans going for the biggest possible
slice of the business, 100% if possible. Americans tend to dislike periods of silence
during negotiations and in conversations, in general. They may continue to speak
simply to avoid silence. In general, people from the U.S. will not hesitate to answer
"no". Businesspeople are direct and will not hesitate to disagree with you. This
communication style often causes embarrassment to business travellers who are
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unaccustomed to dealing with Americans or direct communication in general.
Persistence is another characteristic you will frequently encounter in American
businesspeople; there is a prevailing belief that there is always a solution. Moreover,
they will explore all options when negotiations are at an impasse. Anxiety often
develops over deadlines and results. The work ethic is so strong, that it appears that
Americans' lives revolve around work. Consistency is common among American
businesspeople: when they agree to a deal, they rarely change their minds. Americans
tend to be future oriented. Therefore, innovation often takes precedence over
tradition. The United States tends to be an ethnocentric culture, so it is closed to a lot
of "outside" information. Thinking tends to be analytical, concepts are abstracted
quickly, and the "universal" rule is preferred. There are established rules for almost
everything, and experts are relied upon at all levels. Be aware that the United States
is the most litigious society in the world. There are lawyers who specialize in
practically every industry and segment of society.

In a meeting, the participants will proceed with business usually after some
brief, preliminary "small talk" about topics unrelated to the business at hand. This is
generally practiced to ease tensions and create a comfortable environment before
entering into business matters. Topics may range from sports, weather, or other
smaller business topics. Personal matters should not be discussed during this time, or
any time in the negotiation. Usually, business is conducted at an extremely fast pace.
Regardless of the negotiator, company policy is always followed. Though they are
risk-takers, American businesspeople will also have a financial plan which must be
followed. Americans regard negotiating as problem- solving through "give and take"
based on respective strengths. Therefore, they will often emphasize their financial
strength and/or position of power.

In negotiations, points are made by the accumulation of objective facts. This
evidence is sometimes biased by faith in the ideologies of democracy, capitalism,
and consumerism. The subjective feelings of the participants are not as much of a
factor. Therefore, they will not spend much time seeking consensus.

Often, American businesspeople try to extract an oral agreement at the first
meeting. However, U.S. salespeople sometimes bring final contracts to first meetings
with prospective clients. In large firms, contracts under $10,000 can often be
approved by one middle manager in a single meeting.

Your business card will not be refused, but you may not always receive one in
return. Try not to be offended — in the U.S., the rituals involved in exchanging
business cards are sometimes not observed as closely as in other cultures. The
recipient of your card will probably place it into a wallet, which a man may put in the
back pocket of his pants. This gesture is done for convenience and is not meant to be
a sign of disrespect, as it might be in other cultures. In many cases, business cards are
not exchanged unless you want to contact the person later.

Much emphasis is placed, in theory, on the equality of individuals in the United
States. Personal equality is guaranteed by law. Nonetheless, ethnic and social bias
does exist. Women are still striving for equality in pay and positions of authority. In
the structure of the workplace, there is often inequality in employees' roles.
Compared with many cultures, the United States is moving forward rapidly and
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successfully with its unique diversity. Expect to work with women and people of
different ethnic backgrounds, religions, and cultures in the workplace at all levels and
positions. Do not assume, for example, that a woman present in the meeting will be
responsible for handling coffee. She may very well be leading the meeting and the
person who will make the final decision. Treat everyone with respect and dignity to
ensure a successful trip. Many people in the United States have a limited knowledge
of cultures beyond their own country and its own diverse subcultures. Some
Americans may assume that their way is the "correct" or only way. Business culture
can vary greatly from company to company, because of America's diversity. Learn as
much about the business culture of your foreign associates before meeting with them
through their website, marketing materials, and business literature.

Presenting a gift is a thoughtful gesture, but it is not expected. Business gifts are
often presented after the deal is closed. In most situations, gifts are usually
unwrapped immediately and shown to all assembled. In many cases, the best gifts are
those that come from your country. You may not receive a gift in return right away.
During the Holiday season (late November through the first week of January), gifts
are exchanged. For your business associates, you can give gifts such as useful items
for the office, liquor or wine. Choose gifts with no religious connotations (i.e. don't
buy Christmas ornaments) unless you are certain of the religious background of your
associates. While Christmas is the dominant celebration, and is widely
commercialized during this period, people may be celebrating many other holidays
during this period.

Many stores and malls offer gift-wrapping services during the winter holidays.
When you visit a home, it is not necessary to take a gift, although it is always
appreciated. Flowers, a potted plant, or a bottle of wine are good gift choices. If you
wish to give flowers, you can have them sent in advance to relieve your host or
hostess of taking care of them when you arrive. If you stay in a U.S. home for a few
days, a gift is appropriate. You may also write a thank-you note. Taking someone out
for a meal or other form of entertainment is another popular gift. Gifts for women
such as perfume or clothing are usually inappropriate. They are considered too
personal. Gifts for children are often a thoughtful and appreciated gesture, but take
into" account the values of the parents. Many parents would object to your giving a
toy gun or a violent video game to their child.

For a first meeting, you cannot go wrong if you dress conservatively.
Afterwards, you may want to follow the example of your American counterparts. In
U.S. business culture, dress tends to vary. In some parts of the country — the East in
particular — most people wear business suits. In other areas, such as the West coast,
a more relaxed approach to dressing is the norm in many workplaces. Executives in
most regions of the country, however, usually dress quite formally.

Business suits or dresses are often the standard attire for women. Pantsuits, in
classic styles, are also acceptable. Accessorizing, which adds flair to even very
simple outfits, is also practiced here. When not working, feel free to dress casually.
In their leisure hours, you will notice that Americans wear a wide range of casual
items, such as running shoes, t-shirts, jeans, shorts, baseball caps, etc.
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14.3 Read the text Public Behaviour in the USA and do the assignments
below

It is a good idea to practice driving before getting on the freeways, particularly
during work hours. Driving can be an intense challenge, especially for a visitor.
Practically all Americans drive their own car.

Smoking is not commonplace and is subject to restrictions in most public places.
Before smoking, the best policy is to ask if anyone minds, or wait to see if others
smoke. Restaurants often have a section where smoking is permitted. Many hotels
designate rooms as smoking and non-smoking. Certain states, like California, now
have laws against smoking in public places such as restaurants and bars.

A handshake is the customary greeting for both men and women. Americans
tend to refrain from greetings that involve hugging and other close physical contact,
except with family members and friends. For the most part, they are unreceptive to
being touched during conversation and other social situations. The standard space
between you and your conversation partner should be about two feet. Most U.S.
executives will be uncomfortable standing at a closer distance. Direct eye contact
conveys that you are sincere, although it should not be too intense. Certain ethnic
groups may look away to show respect. To point, you may use the index finger,
although it's impolite to point at another person. To beckon someone, wave either all
the fingers or just the index finger in a scooping motion, with the palm facing up. To
show approval, there are two common gestures: the "O.K." sign, formed by making a
circle of the thumb and index finger, and the "thumbs up" sign, formed by making a
fist and pointing the thumb upward. The backslap is sometimes used as a sign of

friendship, camaraderie. To wave goodbye, move your entire hand, with the
palm facing outward.

When sitting U.S. citizens often look very relaxed. They may sometimes sit with
the ankle of one leg on their knee or prop their feet up on chairs or desks. In formal
business situations, however, you're advised to maintain good posture and a less
casual pose. Crossing legs knee over knee is not considered arrogant, as in other
cultures. In the U.S. this position is common and considered professional

When giving an item to another person, it's common to toss it or hand it over
with only one hand.

14.3.1 Find the synonyms to the words from list A in list B

A: to stress, to make up one's mind, slice, persistence, consistency, precedence,
accumulation, to extract, ornament, outfit, flair, arrogance.

B: to take out, to decide, priority, collection, adornment, style, clothes,

haughtiness, coherence, perseverance, portion, to emphasize.

14.3.2 Match the qualities with their definitions

1) optimistic; a) maintains one's stance-firmly in spite or opposition of
difficulty;
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2) enthusiastic; b) behaves rationally;

3) consistent; c) practices taking advantage of any opportunity to achieve an
end usually with little or no regard for moral principles;
4) persistent; d) feels confident about the future;

5) opportunistic; | e) believes in the superiority of one's own ethnic group;

6) ethnocentric; | f) shows a lot of enthusiasm and energy;

7) arrogant. g) is overly convinced of one's own superiority.

14.3.3 Fill in the right prepositions

- Many parents object... your giving a toy gun or a violent video game to their
child.

A more relaxed approach... dressing is the norm... many workplaces.
Anxiety often develops ... deadlines and results.
Innovation often takes precedence... tradition.
Experts are relied... traditions at all levels.
- There are lawyers who specialize ... practically every industry and segment of
society.

14.3.4 Complete each sentence with a word or a phrase

Prior appointments are....

People in the United States write... first, then..., then....

Generally, the working week is....

In many U.S. cities traffic can cause considerable... .

If you are invited for a meal, you should arrive....

When invited to a cocktail party, it's usually permissible to arrive....

14.3.5 Answer the questions

1) What does the concept "time is money" mean?

2) What are the traits of American businesspeople?

3) What is the communication style of businesspeople?

4) What is the work ethic?

5) What kind of society is the United States?

6) What is practised in meetings to ease tensions before entering into business
matters?

7) At what pace is business conducted?

8) What are the rituals involved in exchanging business cards?

9) What are the characteristics $f American business culture?

10) When are gifts presented?

11) What gifts are presented?

12) How do businessmen dress?

13) What is the standard attire for women?
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14.3.6 Read each statement and decide whether it is true or false

1) Driving can be an intense challenge, especially for a visitor.

2) Smoking is commonplace.

3) Smoking isn't permitted in restaurants.

4)Few hotels designate rooms as smoking and nonsmoking.

5)Certain states now have laws against smoking in public places such as
restaurants and bars.

6) A handshake is the customary greeting for men.

7)Americans tend to refrain from greetings that involve hugging and other close
physical contact, except with family members and friends.

8)The standard space between you and your conversation partner should be
about one foot.

14.3.7 Math the information in column A with the corresponding information in
column B

A B

1) The index finger is used; a) to beckon someone;

2) One should wave all the fingers or just the | b) to point at another person;
index finger in a scooping motion, with the palm
facing up;

3) The "O.K." sign and the "thumbs up" sign are | ¢) to wave goodbye;
applied;

4) The backslap is sometimes used; d) to show approval;

5) You should move your entire hand, with the | €) professional;
palm facing outward;

6) Crossing legs knee over knee is considered. f) as a sign of friendship,
camaraderie.

14.3.8 Prove that the United States tends to be an ethnocentric culture

14.3.9 Would you like to do business with the Americans or not? Give your
reasons.

2]
15 Unit 15 Business culture in China
15.1 Read the Text Making appointments in China and grasp its main idea
Being late for an appointment is considered a serious insult in Chinese business

culture. The services of a host of a reputable Public Relations firm are recommended
for detailed work involving meeting and negotiating with senior Chinese officials.
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The best times for scheduling appointments are April to June and September to
October. Business and government hours are 8:00 a.m. to 5:00 p.m. Monday through
Saturday. There is, however, a five-day work week in larger cities. Avoid planning to
visit government offices on Friday afternoon because this is sometimes reserved for
"political studying" for the officials. Store hours are 9:00 a.m. to 7:00 p.m. daily.
Most stores in Shanghai, however, remain open until 10:00 p.m.

Most Chinese workers take a break between 12:00 p.m. and 2:00 p.m. Practically
everything 'shuts down" during this period including elevator and. phone services.

When scheduling your appointments be sensitive to holidays such as Chinese
New Year. For May Day and National Day many businesses will be closed for up to a
week. The date of these occasions varies from year to year due to official advice
allowing the long holidays.

15.2 Read the text about Making a deal in China and point out peculiarities

You'll find it beneficial to bring your own interpreter, if possible, to help you
understand the subtleties of everything being said during meetings. You will have to
make presentations to different levels of the organization.

Before you arrive, have at least 20 copies of your proposal ready for distribution.
Printed presentation materials of any kind should be in black and white only. Avoid
colours that are attributed to special meanings in this culture, many of them are
negative. Generally, the Chinese treat "outside" information with caution. Except for
those educated in the West, Chinese businesspeople largely rely on subjective
feelings and personal experiences in forming opinions and solving problems. Belief
in the Communist party line will be a dominant influence in all negotiations.
Empirical evidence and other objective facts will be accepted only if they do not
contradict a Communist party doctrine and one's feelings.

In this country responsibility for all decisions rests with the Communist party
and assorted government bureaucrats. Individuals working within this network,
however, are still accountable for their own actions.

Local decisions are made by the head of the collective.

In Chinese business culture the collectivist way of thinking still prevails even in
sectors experimenting with free enterprise.

"Saving face" is an important concept to understand. In Chinese business
culture, a person's reputation and social standing rests on this concept. Causing
embarrassment or loss of composure can be disastrous for business negotiations.

The Chinese are very keen on exchanging business cards so be sure to bring a
plentiful supply.

Include your professional title on your business cards especially if you have the
seniority to make decisions. In Chinese business culture the main point of exchanging
business cards is to determine who will be the key decision-maker on your side.

If your company is the oldest or largest in your country, or has another
prestigious distinction, ensure that this is stated on your card.

It's an asset to have your business cards printed in gold ink. In Chinese business
culture gold is the colour of prestige, prosperity.
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When receiving a business card make a show of examining it carefully for a few
moments, then place carefully it into your card case or on the table.

Not reading a business card that has been presented to you, then stuffing it
directly into your back pocket, will be a breach of protocol.

In accordance with Chinese business protocol people are expected to enter a
meeting room in hierarchical order. For example, the Chinese will assume that the
first foreigner to enter the room is the head of the delegation.

Since there is such a strong emphasis on hierarchy in Chinese business culture,
ensure that you bring a senior member of your organization to lead the negotiations
on your behalf. The Chinese will do the same.

Only the senior members of your group are expected to lead a discussion.
Interruptions of any kind from subordinates are considered shocking by the Chinese.

In Chinese business culture humility is a virtue. Exaggerated claims are regarded
with suspicion and, in most instances, will be investigated.

The Chinese will not directly say "no" to you. Instead, ambivalent answers such
as "perhaps", "I'm not sure", "I'll think about it", or "We'll see" usually mean "no".

The Chinese tend to extend negotiations well beyond the official deadline to gain
advantage. On the final day of your visit they even may try to renegotiate everything.

Be patient, show little emotion, and calmly accept that delays will occur.
Moreover, do not mention deadlines.

At the end of a meeting you are expected to leave before your Chinese
counterparts.

You may have to make several trips to China to achieve your objectives. Chinese
businesspeople prefer to establish a strong relationship before closing a deal. Even
after the contract is signed, the Chinese will often continue to press for a better deal.

15.3 Read the text about Public Behaviour in China and be ready to retell it

The Chinese will sometimes nod as an initial greeting Bowing is seldom used
except in ceremonies. Handshake; are also popular; wait, however, for your Chinese
counterpart to initiate the gesture.

If you visit a school, theatre, or other workplace, it 11 likely that you will be
greeted with applause as a sign of welcome. In turn, you should respond by
applauding back.

Avoid making expansive gestures and using unusual facial expressions.

The Chinese do not use their hands when speaking and will only become
annoyed with a speaker who does.

Some hand gestures, however, are necessary. They are outlined in the next two
points.

To summon attention turn your palm down waving your fingers toward yourself.

Use your whole hand rather than your index finger to point.

The Chinese, especially those, who are older and in positions of authority,
dislike being touched by strangers.

Acknowledge the most senior person in a group first.
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Smiling is not as noticeable in China since there is a heavy emphasis on
repressing emotion.

Members of the same sex may hold hands in public in order to show
friendliness.

Public displays of affection between sexes are frowned upon.

Do not put your hands in your mouth as it is considered vulgar. Consequently,
when in public avoid biting your nails, removing food from your teeth, and similar
practices.

Spitting in public is no longer acceptable. It is subject to a heavy fine now.

Blowing your nose with a handkerchief is also acceptable, but it is advisable to
turn away from people while doing so.

Notes:
to acknowledge - mpuBeTCTBOBATH, 3I0POBATHCS;
to hold hands - moxxumats pyku.

15.3.1 Read the words and find the odd-one-out

insult — affront — praise — offence;

beneficial — helpful — useful — useless — positive — valuable;

proposal — suggestion — tender — supposition — offer;

contradict — correspond — cancel out — disagree;

accountable — responsible — answerable — light-minded;

breach — violence — infraction — contravention — violation — transgression.

15.3.2 Fill in the right prepositions

- Colours are attributed ... special meanings in this culture.

- Chinese businesspeople largely rely ... subjective feelings and personal
experiences ... forming opinions and solving problems.

- Belief... the Communist party line will be a dominant influence in all
negotiations.

- Responsibility for all decisions rests ... the Communist party and assorted
government bureaucrats.

- Individuals working within this network, however, are still accountable ... their
own actions.

- In Chinese business culture the collectivist way of thinking still prevails even
in sectors experimenting ... free enterprise.

15.3.3 Complete each sentence with a phrase

- The best times for scheduling appointments are....
- Business and government hours are....

- Friday afternoon is sometimes reserved for....

- Store hours are....
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- Most Chinese workers take a break between....

- Chinese holidays are....

15.3.4 Match the information in column A with the corresponding information in

column B

1) In Chinese business culture gold is;

a) to enter a meeting room in hierarchical
order;

2) Not reading is;

b) on hierarchy in Chinese business culture;

3) In accordance with Chinese business
protocol people are expected;

c) the colour of prestige, prosperity,
prosperity;

4) There is a strong emphasis.

d) a breach of protocol.

15.3.5 Answer the questions

1) What colour should printed presentation materials be in?
2)What do Chinese businesspeople rely on in forming opinions and solving

problems?

3) Where does responsibility for all decisions rest in this country?

4) What does "saving face" mean?

5)What do business cards look like?

6)How should you behave when receiving a business card?
7)What is the procedure of Chinese business protocol?
8) What kind of people are the Chinese?

15.3.6 Read each statement and decide whether it is true or false

1) The Chinese nod as an initial greeting.

2) Bowing is used only in ceremonies.

3) Handshakes aren't popular with the Chinese.
4) If you visit a school, theatre, or other workplace, you are likely to be greeted with

applause as a sign of welcome.

5) The Chinese use their hands when speaking.
6) To summon attention you should turn your palm down waving your fingers

toward yourself.

7) To point you should use your index finger.

8) The Chinese dislike being touched by strangers.

9) You should acknowledge the most senior person in a group first.

10) Members of the same sex may not hold hands in public in order to show

friendliness.

11) Spitting in public is subject to a heavy fine.
12) Blowing your nose with a handkerchief is not acceptable.

15.3.7 Prove that it isn't easy to negotiate with the Chinese

2]
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16 Unit 16 Business culture in Japan
16.1 Read the Text Making appointments in Japan and grasp its main idea

If you want to make an appointment, but have connections, a personal call will
be more effective than sending a letter. Moreover, a letter requesting an appointment
might 50 unanswered.

Punctuality is necessary when doing business here; he Japanese believe it is rude
to be late.

In Japanese business culture the working week consists of 48 hours, with no
overtime pay, completed in five and a half days. Larger firms have initiated a five-lay
week.

Generally, office hours are 9:00 a.m. to 5:00 or 30 p.m. Many people work
longer hours.

During holidays banks and offices close, and stores remain open.

During three weeks of the year (New Year's holiday, from December 28 to
January 3; Golden Week, from April 29 to May 5 and Obon, mid-August) many
Japanese visit the graves of their ancestors. Avoid scheduling appointments, business
trips during these periods.

16.2 Read the text about Making a deal in Japan and ask ten questions to it

Connections are very helpful in this country, but choose your intermediaries
carefully: the Japanese will feel obliged to be loyal to" them. Select someone of the
same rank as the person with whom he or she will have dealings. Moreover, an
intermediary should not be part of either company involved with the deal.

If you know a highly respected, important person in Japan, use his or her
endorsement and connection. Before you enter into negotiations, request a
consultation, and then ask if you can use the endorsement and connection to further
your business efforts. This method of using connections is standard practice among
Japanese businesspeople.

Business cards ("meishi") are an important part of doing business in Japan and
key for establishing credentials. Bring a plentiful supply since your Japanese
counterparts will be keen to exchange them.

One side of your card should be in Russian, and the reverse in Japanese. It is an
asset to include information such as membership in professional associations. When
designing your card keep in mind that Japanese businesspeople will want to learn as
much about your background and qualifications as possible.

Cards are presented after the bow or handshake. Present your card with the
Japanese side facing up. People of high rank often have their business cards presented
by subordinates.

When you receive another person's card, make a show of carefully examining it for
a few moments and then remarking upon it. This is also a good time to ask for help if
there is anything on the card you have difficulty pronouncing or understanding.
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After you have received, examined, and remarked upon your card, it should be
placed in your card case or on a nearby table. Accepting a business card and then
stuffing it into your back pocket is considered disrespectful. Writing on a business card
1s also perceived negatively.

The Japanese are encouraged to develop an intense loyalty to their respective
working groups. Moreover, one's identity is subsumed into the group.

Generally, the Japanese are not receptive to "outside" information. They will
consider new ideas and concepts only within the confines of their own groups.

The Japanese tend to think subjectively, relying on feelings rather than on
empirical evidence.

Getting acquainted is the purpose of initial meetings. You may, however,
introduce your proposal during these preliminary discussions.

Getting acquainted is the purpose of initial meetings. You may, however,
introduce your proposal during these preliminary discussions.

It's a good policy to refrain from discussing business during the first 15 minutes
of any conversation unless your Japanese companion says "Jitsu wa ne" ("the fact of
the matter 1s").

Be especially respectful to your older Japanese counterparts—age equals rank in
Japanese business culture.

Using a Japanese lawyer will be perceived as a gesture of good will and
cooperation.

Negotiations begin at the executive level and continue at the middle level.

‘Saving face’ is an important concept to understand. In Japanese business culture
a person’s reputation and social standing rests on this concept. When a person loses
his or her composure or otherwise causes embarrassment, even unintentionally
(Hosing face"), this can be disastrous for business negotiations.

Don't make accusations or direct refusals. In your dealings with the Japanese the
business culture remain indirect.

Negotiations generally have an atmosphere of grave seriousness. However, light
conversation as well as light humour is common before meetings and during breaks.

During presentations and especially during negotiations it is essential that one
maintain a quiet, low-key, and polite manner at all times.

The highest-ranking individual may appear to be the quietest of everyone
present.

For a persuasive presentation you must describe how your product can enhance
the prosperity and reputation of the Japanese side. Making these claims effectively
requires a thorough knowledge of Japanese economy, and business.

It is also a good strategy to emphasize the size and wealth of your company. If
your organization is an older, venerable institution, this fact should be frequently
mentioned too.

Do not show anger, a bad mood or other negative emotions to your business
counterparts. Follow the Japanese example, and mask these feelings with a smile.

Practically anything you say will be taken literally. Refrain from making
remarks such as "This is killing me!" or "You're kidding!"
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Sometimes, you'll find it necessary to pretend that your Japanese colleague
understood you. In Japanese business protocol these face-saving measures are essen-
tial for maintaining cordial relations.

If 1t 1s necessary to discuss bad news, use an intermediary such as the one who
introduced you to the company.

Outbursts of laughter are not always indicative of mirth in this culture. Laughter
is also used to mask feelings such as nervousness, shock, embarrassment, confusion,
and disapproval.

Periods of silence lasting between 10-15 seconds during meetings and
conversations are considered useful rather than uncomfortable.

You may find that your Japanese counterparts will not be specific about what
they expect from you.

Never single out a Japanese colleague even for praise or encouragement; the
group identity always prevails.

Convening among themselves the Japanese will go over your proposal in
painstaking detail. Often they will review every sentence you uttered in the course of
the discussion until they are satisfied they have understood your exact meaning.

Don't feel discouraged if you're not receiving compliments on your work. Again
it is the group that receives accolades not the individual.

Because age equals rank, show the greatest respect to the oldest members on the
Japanese side.

When the Japanese are trying to listen carefully to what is being said, they
sometimes appear to be sleeping with their eyes closed.

Decisions are made only within the group. Outsiders must gain acceptance from
the group before they can have influence of any kind in the decision-making process.

Because the decision-making process is so deeply entrenched in the group, don't
push for an answer. Instead, wait patiently until everyone reaches a consensus.The
decision-making process can be very slow sometimes taking as long as one to three
years.

Generally, the Japanese prefer oral agreements to written ones, and should not be
pressured into signing documents.

The Japanese will commit themselves to an oral agreement, which may be
acknowledged by a nod or slight bow rather than by shaking hands.

Contracts can be» renegotiated; in Japanese business protocol they are not final
agreements'.

It is considered polite to frequently say "I'm sorry". For example, the Japanese
will apologize for not being punctual enough, having a cold, taking you to see a dis-
appointing movie, providing substandard hospitality (even if it was perfectly good),
displaying rudeness at a previous meeting (even if they were not rude), and
practically any other personal flaw. Visitors are encouraged to incorporate these
kinds of remarks into their conversation.

In Japan there are a wide range of companies: some retain very traditional views
while others are making an effort to be more accommodating to women. Be prepared
to adapt to each new situation. As a woman you| will have to work harder and be
exceedingly more dedicated and flexible. But if you succeed in establishing solid
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relationships, you may possibly achieve success surpassing what you could
accomplish in your own, country.

You may find that some Japanese men who have not; been abroad are not used
to dealing with women as equals in a business setting. If you are a woman, reacting
with indignation to the traditional attitudes you may encounter, is not productive.
Instead, the best way. to overcome these obstacles is to make a concentrated effort to
demonstrate your skills and professional competence; these qualities are respected
whether you are male or female. Moreover, learning as much as you can about every
relevant issue as well as Japanese language and culture can also help you in gaining
acceptance.

If you are a female business traveller, ensure that your Japanese colleagues are
informed of your status as early as possible; otherwise, they may assume that you are
playing only a supportive role. Try to have a male colleague to introduce you with
your qualifications. Moreover, whenever you are introduced, repeat your name and
title.

Even after Japanese colleagues become accustomed to a female business
traveller's professional contribution, interacting with her in social situations may
present another challenge. Keep in mind that Japanese men are sometimes
unaccustomed to socializing with women on an equal business level. Moreover, if a
woman appears overly confident, aggressive or extroverted, she may find herself in
an even more of a difficult position. For a woman the best policy is to maintain a re-
strained, dignified manner.

16.3 Read the text and get to know more about Public Behaviour in Japan

Maintain a quiet, low-key, and polite manner at all times.

A bow, "ojigi" (oh-jee-ghee), can be a way of greeting someone, acknowledging
a person, expressing thanks, saying "I'm sorry" or even asking for a favour.

The Japanese will shake hands with Westerners as a way of making them feel
comfortable. On their part, it's an asset for foreign businessmen to bow, to
demonstrate that they are taking the initiative to learn Japanese customs. This simple
gesture can do a lot to help a businessperson in establishing rapport with a potential
Japanese client.

The depth of the bow depends on the recipient's rank, status. When bowing to an
individual who is of higher status than you, bow a little lower than that person to
display deference. Do the same if you are uncertain of the status of the person that
you are facing. With a person of your equivalent status, bow at the same height.

The bow is an important part of Japanese business 'protocol. Bows are used for
expressing appreciation, making apologies and requests as well as for greetings and
farewells. Bows convey both respect and humility. Meanings will be read into even
the slightest gestures. Consequently, avoid displaying unusual facial expressions and
motioning in ways that are remotely dramatic or expansive.

The American "O.K." sign (thumb and forefinger shaped into an "O") actually
means "money" in Japan.
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Instead of pointing, which is considered rude, wave your hand with the palm
facing up.

To indicate a negative response in informal situations move the open hand, with
the palm facing left, in a fanning motion.

It is no longer acceptable in Japan to spit, snort, and sniff in public — although
lower class men may do so.

Blowing one's nose in public is also regarded as impolite. When this action is
necessary, use a disposable tissue and then throw it away immediately. Generally
speaking, the Japanese find the idea of actually keeping a used handkerchief or tissue
disgusting.

Laughter may indicate embarrassment or distress rather than amusement.

Smiling is a popular gesture here. It is often used, however, for self-control,
particularly in masking displeasure. Scratching the head is another gesture used to
disguise confusion and embarrassment.

When the Japanese want to give the impression that they are in deep thought,
they will sometimes fold their arms. Try not to interpret this as a gesture of hostility.

Direct eye contact is now common in Japan.

You may experience some pushing and shoving when in crowds of commuters
getting on and off trains and subways, A popular "excuse me" gesture involves
bowing slightly and holding an open hand in front of you (as if clearing a passage).
You don't really chop; you just hold your hand up, and may wave it slightly.

Touching in public between males and females, once frowned upon, is now
common among young couples. This kind of touching is also is starting to occur
among men out on the town and older men drinking in bars and cabarets.

In Japanese business culture men don't engage in backslapping but again, it is
common in drinking situations after hours.

You're likely to find that taxi drivers rarely speak English. One way of
overcoming this problem is to have your host or an employee from your hotel write
your destination in Japanese so that you can show it to the driver. Also, keep a hotel
card in Japanese with you so that the driver can ensure your return.

Notes:

disposable tissue - 01HOPA30BBIN OyMaKHBI HOCOBOM ILJIATOK;
to fold one's arms - ckpemuBaTh PyKH Ha TPy.IH;

commuter - KXUTEIb TPUropoia.

16.3.1 Find the synonyms to the words from list A in list B
A: hospitality, to keep, indignation, thorough, obstacle, acceptance, to socialize,
extroverted, low-key, appreciation, to convey, to chop.

B: to express, to mix, to cut, reserved, admiration, recognition, open,
obstruction, welcome, to retain, resentment, painstaking.
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16.3.2 Fill in the right prepositions

- The Japanese frowned ... touching in public between males and females.

- This gesture can help a businessperson in establishing rapport... a potential
Japanese client.

- The Japanese apologize ... not being punctual enough.

- Negotiations generally have an atmosphere ... grave seriousness.

- The Japanese will commit themselves ... an oral agreement.

- Japanese men are sometimes unaccustomed to socializing ... women ... an
equal business level.

16.3.3 Complete each sentence with a word or a phrase

- If you want to make an appointment, a personal call will be more effective
than....

- The Japanese believe it is rude to....

- Office hours are....

- You should avoid scheduling appointments, business trips during....

16.3.4 Answer the questions

1) What kind of intermediary should one select to do business in Japan?

2) What do business cards look like?

3) When are business cards presented?

4) How do the Japanese tend to think?

5) What is the purpose of the initial meeting?

6) What does a "saving face" concept mean?

7) What is common before meetings and during breaks?

8) How should presentations be organized?

9) How should businessmen behave during negotiations?

10) Why isn't it recommended to single out a Japanese colleague even for
praise?

11) What is an oral agreement acknowledged by?

12) What do the Japanese apologize for?

13) What can help foreign businesswomen in gaining acceptance in Japanese
business life?

14) What is the best policy for a businesswoman?

16.3.5 Read each statement and decide whether it is true or false

1) A nod can be a way of greeting someone.

2)The Japanese don't shake hands with Westerners.

3) The depth of the bow depends on the recipient's rank, status.

4)When bowing to an individual who is of higher status than you, one should
bow at the same height as that person.
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5) The bow is an important part of Japanese business protocol. Bows are used for
expressing appreciation, making apologies and requests as well as for greetings and

farewells.

16.3.6 Make up sentences using the table.

The American "O.K." sign

is also regarded

to disguise confusion and
embarrassment.

Blowing one’s nose in

1s used

for self-control particularly in

public masking displeasure.
Laughter is considered as impolite.
Smiling means embarrassment or distress.

Folding one's arms

may indicate

"money" in Japan

Scratching one's head

may denote

thinking

16.3.7 Speak about the traits of the Japanese and compare the characteristics of

the Chinese and the Japanese

17 Unit 17 Doing business with foreign counterparts

17.1 Read this text and choose one of these titles for it

1) Problems that business people face;

2) Good manners;
3) When in Rome;
4) Good business;

5) I didn’t mean to be rude.

2]

Nobody actually wants to cause offence but, as business becomes ever more
international, it is increasingly easy to get it wrong. There may be a single European
market but it does not mean that managers behave the same in Greece as they do in

Denmark.

In many European countries handshaking is an automatic gesture. In France
good manners require that on arriving at a business meeting a manager shakes hands
with everyone present. This can be a demanding task and, in a crowded room, may
require gymnastic ability if the farthest hand is to be reached.

Handshaking is almost as popular in other countries - including Germany,
Belgium and Italy. But Northern Europeans, such as the British and Scandinavians,
are not quite so fond of physical demonstrations of friendliness.

102



In Europe the most common challenge is not the content of the food, but the way
you behave as you eat. Some things are just not done. In France it is not good
manners to raise tricky questions of business over the main course. Business has its
place: after the cheese course. Unless you are prepared to eat in silence you have to
talk about something - something, that is other than the business deal, which you are
continually chewing over in your head.

Italians give similar importance to the whole process of business entertaining. In
fact, in Italy the biggest fear, as course after course appears, is that you entirely forget
you are there on business. If you have the energy, you can always do the polite thing
when the meal finally ends, and offer to pay. Then, after a lively discussion, you must
remember the next polite thing to do - let your host pick up the bill.

In Germany, as you walk sadly back to your hotel room, you may wonder why
your apparently friendly hosts have not invited you out for the evening. Don't worry.
It is probably nothing personal. Germans do not entertain business people with quite
the same enthusiasm as some of their European counterparts.

The Germans are also notable for the amount of formality they bring to business.
For an outsider, it is often difficult to understand whether colleagues have been
working together for 30 years or have just met in the lift. If you are used to calling
people by their first names this can be a little strange. To the Germans, titles are
important. Forgetting that someone should be called Herr Doktor or Frau Direktorin
might cause serious offence. It is equally offensive to call them by a title they do not
possess.

In Italy the question of title is further confused by the fact that everyone with a
university degree can be called Dottore and engineers, lawyers and architects may
also expect to be called by their professional titles.

These cultural challenges exist side by side with the problems of doing business
in a foreign language. Language, of course, is full of difficulties - disaster may be
only a syllable away. But the more you know of the culture of the country you are
dealing with, the less likely you are to get into difficulties. It is worth the effort. It
might be rather hard to explain that the reason you lost the contract was not the
product or the price, but the fact that you offended your hosts in a light-hearted
comment over an aperitif. Good manners are admired: they can also make or break
the deal.

(Adapted from an article by Richard Bryan in "Business Life")

17.1.1 Decide if these statements are true or false, according to the writer

1) In France you are expected to shake hands with everyone you meet

2) People in Britain shake hands just as much as people in Germany

3) In France people prefer talking about business during meals

4) It 1s not polite to insist on paying for a meal if you are in Italy

5) Visitors to Germany are never taken out for meals

6) German business people don't like to be called by their surnames

7) Make sure you know what the titles of the German people you meet are
8) Italian professionals are usually addressed by their titles
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9) A humorous remark always goes down well all over the world
17.1.2 Discuss these questions
1) Which of the ideas in the article do you disagree with?

2) What would you tell a foreign visitor about "good manners" in your country?
3) How much do you think international business is improved by knowing about

foreign people's customs?

17.1.3 Do the cross-cultural quiz to avoid the clash of cultures

If you are doing business abroad, it's useful to know about the local customs

before you start. Mistakes can be embarrassing and, in some cases, expensive. Here's
your chance to test your knowledge of social customs and traditions around the
world.
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1 If you are doing business with a German, you have to shake hands
a) when you meet;

b) when you leave;

¢) when you meet and when you leave.

2 In the Middle East you have to give presents to business contacts
a) in private;

b) in public;

c) every time you meet.

31f you are giving a present to your Latin American customer you mustn't give
a) cutlery;

b) food and drink;

c) a clock.

41f an Indian says "Come any time," he/she expects you to
a) arrange a visit immediately;

b) visit him/her the next day;

c) ignore the invitation.

5You can't do business in Moslem countries
a) on Wednesdays;

b) on Fridays;

c¢) on Sundays.

6If an American nods his/her head, it probably means
a) "I understand.";

b) "Yes.";

¢) "I'm interested.".



7 At a social occasion with an Indian client
a) you can discuss business;

b) you mustn't discuss business;

c)you don't have to discuss business.

81f you are in a pub in England, you have to buy a drink
a) for yourself;

b) for everyone in the group you're with;

c) for everyone in the pub.

Answers

1) You have to shake hands when you are coming or going in Germany, but in
Britain you usually only shake hands when you meet somebody for the first time.

2) You have to give your present in public in the Middle East to show it's not a
bribe, but it's good manners to give your present in private in Asia.

3) You mustn't give cutlery in Latin America because it suggests you want to cut
off the relationship. You mustn't give food and drink in Saudi Arabia because it
suggests your hosts aren't offering you enough to eat and to drink. You mustn't give a
clock in China because the Chinese word for clock is similar to the word for 'funeral'.

4)"Come any time you like" means "I want you to visit me in India." If you
don't suggest a time and arrange a visit immediately an Indian will think you are
refusing the invitation. But if an English person says: "Come any time" they will
think you are bad-mannered if you start fixing a date.

5) Offices are usually closed on Fridays in Moslem countries.

6) Americans usually mean 'Yes" when they nod their heads. An English person
probably just means "I understand" and an Asian is just showing interest.

7) It's bad manners to discuss business at a social occasion in India.

8) At an English pub you have to take your turn to buy a round - a drink for
everyone in your group.

17.1.4 Speak out who a good conversationalist is to your mind Try this cultural
quiz with your partner and ask questions on the problem under study

1 A good conversationalist is someone who ...
a) always has plenty to say;

b) has plenty of amusing stories to tell;

c) will listen carefully to what you have to say;
d) asks a lot of questions.

2 If someone looks you straight in the eye without blinking, they are probably ...
a) honest;

b) being rude;

¢) trying to frighten you;

d) being friendly.
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3 If someone keeps looking out of the window while you're talking, they
a) want to be outdoors;

b) don't understand you;

c) are not concentrating;

d) are thinking.

4 1f someone sighs while you're explaining something they are probably ... .
a) bored;

b) impatient;

¢) unhappy;

d) suffering from indigestion.

5 If a man wearing jeans and a T-shirt comes into your office, he ... .
a) isn't correctly dressed;

b) can't be important;

c) is quite normal;

d) must be someone who has come to fix the phone or something.

6 If someone shakes your hand very hard and long, they are ... .
a) pleased to see you;

b) trying to show you that they are sincere;

c¢) waiting for you to say something;

d) reliable and friendly.

7 If a Canadian businessman keeps stepping backwards while he's talking to a

Mexican businessman, this means that ... .

a) he doesn't like Mexicans;
b) the Mexican is trying to be too friendly;
c) Northern people don't feel comfortable standing as close to another person as

Southern people do;
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d) Canadians are less friendly than Mexicans.

8 If a Japanese person gives you their business card, you should hold it...
a) in your left hand;

b) in your right hand,

¢) in both hands;

d) without reading it.

Key: 1)c 2)d 3)c 4)a 5)a 6)a 7)c 8)c
[3]



18 Unit 18 Business English Writing

18.1 Resumes, CVs and Covering Letters in English

A resume or CV is a summary of your educational qualifications and work
experience. Companies usually want to see your resume when you apply for a job. A
covering letter is the letter that accompanies your resume when you send it to a
company. Both of the documents are vitally important in the job application process.

At the end are sample resumes and covering letters, with tests to check your
understanding and a summary for future reference.

"Helpful information & many thanks!"

Dr. Klaus Wetter, Germany

"Gives very clear instructions on producing powerful and effective CVs."

Terence Desborough, USA

"I like the attention that has been devoted to the use of powerful, yet simple
wording."

Hetty Vonk, Canada

"A gem to find on the net! I thought I knew what there was to know about
CV's, but you put me straight on a few points. A very useful tool for students of
English wishing/planning to be employed by MNCs (Multi National Companies)."

Yvonne Gluyas, Australia

"I thought it was very down-to-earth and extremely simple to understand. I

needed some information fast and I got it."

Michael Blunden, UK

You never get a second chance to make a first impression

When you apply for a job, most employers want to have 2 important documents
from you:

1) A CV or resume;

2) A covering letter.

First impressions are important. Your CV and letter are usually the first
impression that an employer has of you. And because an employer may have
hundreds of job applications to consider, you have about 15 seconds to make sure that
first impression is a good one.

18.2 Why do you need a good CV?

Your CV's job is to get you an interview.

Your CV or resume is your visiting card, your ambassador, your shop window.
It represents you and it has a specific purpose: to get you an interview! To do this, it
must: 1) attract, 2) inform, 3) persuade, 4) sell.

A good CV is one of your most important tools in the search for employment.
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What a CV or resume is not What a CV or resume is

A CV is not a book. A CV is short.
A CV is not an obstacle. A CV is seductive.
A CV is not a tombstone. A CV is an important document.
A CV is not boring or difficult to read. A CV answers the question 'Why?'

A CV is not your life story or

autobiography. A CV is interesting and easy to read.

A CV is a list of benefits for the

A CV is not a catalogue of your personal
employer.

opinions.

A CV is as much about the employer as

A CV i1s not a list of problems with past about you.

employers.

18.3 Why you need a good covering letter

Your covering letter must sell your CV.

Before even looking at your CV, an employer usually reads your covering letter.
If it is badly-written, or untidy, or difficult to read, your CV will probably go into the
nearest bin. If it is well-written, attractive, easy to read and persuasive, the employer
will turn to your CV. It's that simple!

Your Covering Letter

Your covering letter is a sales letter.

Covering letter (noun): short letter sent with another document; cover letter
(US)

When you send your CV to apply for a position, you should also include a short
letter. This letter is called a covering letter or (in American English) a cover letter.
A covering letter sent with a CV/resume is also called a letter of application. Your
letter of application is a sales letter. The product it is selling is your CV.

Content

The reader of your letter may be busy and unwilling to waste time on
unnecessary details. You should therefore design your letter to be easy to read. It
should be short, concise and relevant. It should not be too formal or complicated.

Your letter should:

1) confirm that you are applying for the position;

2) say where you learned about the position;

108




3) say why you want the position;
4) say why you would be a benefit to the company;

5) request an interview.

18.4 Format of a modern business letter in English

The layout of a modern business letter in English is very simple. Your address is
at the top, on the right or in the middle. The rest of the letter can be in 'block' format,
with each line starting on the left. Try to keep the whole letter on one single page,

with plenty of white space.

Here is the typical format for your covering letter:

1 Your address telephone fax -email

Put your address + your
telephone number, fax and/or
email address at the top in
the centre OR on the right.
Do NOT put your name
here.

1 Your address telephone fax email

2 Date

Do not write the date as numbers only, for two
reasons:

1) It can be considered too official and therefore
impolite

2) All-number dates are written differently in British
English (31/12/99) and American English (12/31/99).
This can lead to confusion.

3 Destination name and
address

This is the name of the person to whom you are
writing, his/her job title, the company name and
address. This should be the same as on the envelope.

4 Reference

This is the reference number or code given by the
employer in their advertisement or previous letter. You
write the employer's reference in the form: "Your ref:
01234'. If you wish to include your own reference, you
write: 'My ref: 56789'.

5 Salutation (Dear...)

A letter in English always begins with 'Dear...", even if
you do not know the person. There are several
possibilities:

e Dear Sir

e Dear Madam
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e Dear Mr Smith
e Dear Mrs Smith
e Dear Miss Smith
e Dear Ms Smith
6 Subject The subject of your letter, which for a job application
is normally the Job Title.
7 Body The letter itself, in 3 to 6 paragraphs.

8 Ending (Yours...)

e Yours sincerely
e Yours faithfully
e Yours truly

9 Your signature

Sign in black or blue ink with a fountain pen.

10 Your name

Your first name and surname, for example:
e Mary Smith
e James Kennedy

11 (Your title)

If you are using company headed paper, write your Job
Title here. If you are using personal paper, write
nothing here.

12 Enclosures

Indicate that one or more documents are enclosed by
writing 'Enc: 2' (for two documents, for example).

Should your letter of application be hand-written? Probably net. In some
cultures employers require candidates to send letters written by hand. But in the
English-speaking world, an employer would usually prefer to receive a letter of
application that is word-processed (that is, produced on a computer and printed).
A hand-written letter could be considered unprofessional. You must judge according
to the country, culture and tradition.

18.5 Format of a modern Covering Letter for Resume or CV n English

Date

The Principal
Interplay Languages
77 bd Saint Germain
75006 PARIS

Dear Madam

26 rue Washington

75008 PARIS

France

tel: +33 177777777
email: rachelking@eflnet.fr
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Director of Studies

I am interested in working as Director of Studies for your organization. I am an
EFL language instructor with nearly 10 years' experience to offer you. I enclose
my resume as a first step in exploring the possibilities of employment with
Interplay Languages.

My most recent experience was implementing English Through Drama
workshops for use with corporate clients. I was responsible for the overall
pedagogical content, including the student course-book. In addition, I developed
the first draft of the teacher's handbook.

As Director of Studies with your organization, I would bring a focus on quality
and effectiveness to your syllabus design. Furthermore, I work well with others,
and I am experienced in course planning.

I would appreciate your keeping this enquiry confidential. I will call you in a
few days to arrange an interview at a time convenient to you. Thank you for

your consideration.

Yours faithfully
Rachel King
Rachel King
E-mail made easy
Formal/Neutral Informal
Name Dear Mr/ Mrs/ Ms Smith Hi /Hello Mary

Dear Mary

Mary, ... (or no name at all)

Previous Thank you for your email of ... Thanks for your email.
contact Further to your last email, ... Re your email, ...

I apologize for not getting in Sorry I haven’t written for

contact with you before now. ages,
but I’ve been really busy.

Reason for I am writing in connection with... Just a short note about ...
writing In reply to your email, here are ...  Here’s the ... you wanted.

Your name was given to me by ... I got your name from ...

We would like to point our that ...  Please note that ...
Informing I am writing to let you know that ... Just a note to say ...

We are able to confirm that ... We can confirm that ...

I am delighted to tell you that ... Good news!

We regret to inform you that ... Unfortunately, ...
Attachments Please find attached my report. I’ve attached ...

I’m sending you ... as a pdf file.

Here is the ... you wanted.
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Ask for Could you give me some Can you tell me a little more
information information about ... about ...
I would like to know ...
I’m interested in receiving/ finding  I’d like to know ...
out... Please send me ...
Requests I’d be grateful if you could ... Please ...
I wonder if you could ... Could you ...?
Thank you in advance for your help 1’d appreciate your help on
in this matter. this.
Promise I’1l investigate the matter. I’ll look into it.
action I will contact you again shortly. I’11 get back to you soon.
Offer help Would you like me to ...? Do you want me to ...?
Let me know whether you would Let me know if you’d like me
like me to ... to ...
Final Thank you for your help. Thanks again for ...
comments Do not hesitate to contact us again if Let me know if you need
you require any further anything
information. else.
Please feel free to contact me if you Just give me a call if you have
have any questions. My direct line is any
questions. My number is ...
Close I am looking forward to ... (+ -ing) Looking forward to ... (+ -

Best wishes ing)
Regards Speak to/ See you soon.
Bye (for now)/ All the best.

18.6 Format of a modern Sample Resume/CV

Thomas Crown

Obje Seeking an International Sales Management position in Information Technology

ctive where my extensive sales experience will be used to the full
Exp

erie  2003-present Intelel Inc. London, UK
nce

National Sales Manager

e Increased sales from £60 million to £100 million.
e Implemented Internet sales grossing £25 million.
e Doubled sales per representative from £5 to £10 million.
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Edu
catio

Inte
est

2001-2003 Teletrona Systems Edinburgh, UK
Northern Sales Manager

Increased regional sales from £95m to £200m.

Suggested new services adding £35m to revenue.

Expanded sales team from 30 to 60 representatives.

1999-2000 ESS Holdings Cambridge, UK
Senior Sales Representative

Increased sales by 300% annually.

Closed deals with 100 major new accounts.

Won over 25 competitor clients - adding £50 million to revenue.

1996-99 ESS Holdings Cambridge, UK
Sales Representative
Increased sales by 300% annually.
Awarded company's top sales award each year.
Developed "Winning Presentations' training course.

1992-96 London University London, UK

BA, Business Administration & Information Systems
Captain of University Rugby Club

1988-92 St Andrew's Plymouth, UK

School
4 GCE 'A' Levels
President of school's Drama Society

SSt Andrew's Board of Governors, rugby, drama, chess

17 King's Terrace, Richmond, Surrey, UK
Tel: +44 181 123 456 Email: tc@repu.co.un

18.6 Format of a modern Letter of Reference

Date

A.N.Y. Company Ltd
69 Any Street, Anyville, Anystate
Tel: 0123456789

To Whom It May Concern:
Reference for Mr James Blond

James Blond joined the A.N.Y. Company in July 1998. Since then he has

proved to be a most reliable and effective member of the sales team.

James is professional and efficient in his approach to work and very well-
liked by his colleagues and executive clients. He is well-presented and able to

work both independently and as part of a team.
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His contribution to all areas of company activity in which he has been
involved have been much appreciated.

I believe that James will make a valuable addition to any organization that he
may join. We deeply regret his decision to move on and I recommend him
without hesitation.

I would gladly answer any request for further information.

Sincerely,

Penny Farthing

Penny Farthing

Managing Director

penny.farthing@a-n-y.com

Some useful vocabulary: approach, attitude, conscientious, contribution,
dependable, effective, efficient, hard-working, highly-skilled, initiative, professional,

punctual, reliable, respected, supportive, versatile, well-liked

18.7 Types of Documents

In business we use lots of documents. Do you know them all? Match the types of

written communication on the left (1-17) with the definitions on the right (a-q)

1) user manual; a) it tells people - usually people inside the
company - about the life of the organization;

2) letter; b) a report of a meeting;

3) memo; c) it tells possible customers, for example, about a
new product or service;

4) sales brochure; d) a paper which you fill in when you want to buy
something from a company;

5) sales report; f) an internal message usually from one person to a
group of people;

6) fax; g) a list of things to discuss at a meeting;

7) contract; h) it tells people - usually people outside the
company about the life of the organization;

8) invoice; 1) it gives information about the company's
products;

9) order form; j) a list of things sold by a company;

10) annual report; k) a book with lists of telephone numbers or other
information;

11) mail shot; 1) the paper which tells you how much you must pay

when you buy something from a company;
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12) newsletter; m) a document which tells you about the company's
performance over the year, including the accounts

for the year;
13) in-house magazine; n) a legal agreement between two parties;
14) minutes; 0) a message sent by facsimile machine;
15) agenda; p) it tells you how a piece of equipment works;
16) catalogue; q) it contains figures on how much money people

have spent on the company's products in, for
example, a month;

17) directory. r) a paper communication which goes by mail.

Key: 1o; 2q; 3e; 4h; 5p; 6n; 7m; 8k; 9d; 101; 11c; 12g; 13a; 14b; 151; 16i; 17;.

[4]

19 Unit 19 Business English idioms and phrasal verbs guide
19.1 Study Time Business English Idioms and get ready to do tests

There are a lot of idioms talking about time as if it were money.

1) You can spend time. - I spent 3 hours doing that.

2) You can waste time. - [ wasted an hour waiting for her.

3) Time can be a waste. - It's not worth going. The whole exhibition is a waste
of time.

4) You can value time. - I value every minute I get to spend with my baby.

5) You can run out of time. - I didn't get the project finished as I would have
liked. I ran out of time.

6) You can spare time. - Can you spare me a few minutes?

7) Time can be precious. - I travel a lot so the time I spend at home is very
precious to me.

8) You can afford time. - We can't afford to spend any more time on this. We
have a lot to cover today.

9) You can save time. - ['ve already dug out the old files to save time today.

10) You can be short of time. - We're short of the time we need to do a good job
on this.

11) You can have plenty of time. - We have plenty of time to worry about this
later.

19.2 Study War Business English Idioms and get ready to do tests

There are a lot of expressions used in business which are borrowed from the
army and from war. Here are some examples:
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1) You can 'gain ground' on your competition. - We've gained ground in the
Japanese market. We now have a 20% market share, up from just 7% last year.

2) You ' don't give up without a fight.' - I don't think we should just withdraw
the product because we have such a poor share of the market. Let's not give up
without a fight. Let's try some other marketing strategies.

3) You may need to 'reinforce' your marketing position. - Our sales team is
doing badly against the competition. We may need to reinforce the team with some
New recruits.

4) You can 'join forces' with another company. - In China, we've decided to join
forces with a local company and set up a joint venture.

5) If you receive a lot of enquiries, you can say you are 'bombarded' with them.
- After our last radio campaign, we were bombarded with calls to our customer lines.

6) If you don't want your boss to notice you, it's a good idea to 'keep your head
down'. - The boss is very angry. It would be a good idea to keep your head down for
a few days.

7) You can 'set your sights on ' an objective. - ['ve set my sights on being the
next sales manager.

8) Often different departments of a company have a 'battle' over budgets. -
There isn't much money and Accounts and Marketing are having a big battle over the
advertising budget.

9) Some people seem to do things which make them look bad — they are 'their
own worst enemy'. - He's always irritating the boss by being late for meetings. He's
his own worst enemy.

10) Most companies set 'targets' for their employees. - Our target this year is to
increase sales by 10%.

11) You can 'capture' a larger share of a market. - We need to capture more of
the youth market.

12) When businesses fail because of a poor economy, they can be said to be
'casualties'. - They were a casualty of the last recession.

13) If there are a lot of potential problems in doing something, it can be
described as a 'minefield'. - The workers are very unhappy and so are the customers.
Taking over that company would be a real minefield.

[5]
19.3 Study Business English - Adjective Intensifiers and get ready to do tests

1) Here are some words which can be used to 'intensify' many adjectives — 'very'
'really' 'totally' 'absolutely' 'completely' 'utterly' 'entirely’.

It's very tall. We're really happy. She's totally exhausted. I'm absolutely
horrified. He's completely hopeless. You look utterly miserable. I'm entirely
satisfied.

2) Certain adjectives have their own 'special' intensifiers which are often used
with them. Here are some common ones:

| blind drunk | He was blind drunk and behaved really badly.
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bone dry I must have a drink. I'm bone dry.

brand new I've just bought a brand new car.

crystal clear The sea near Rhodes is crystal clear.

dead easy That exam was dead easy. I've certainly passed.

dead lucky He's won three lottery prizes this year. He's dead lucky.

dead right I agree entirely. You are dead right.

dirt cheap I bought my car for a dirt cheap price from an old lady
who had hardly driven it.

fast asleep / sound I was in bed and fast asleep by nine. I was sound asleep

asleep and I didn't hear anything.

paper thin These office walls are paper thin. You can hear
everything said in the next office.

pitch black There's no moon. It's pitch black out there.

razor sharp Be careful with that knife- it's razor sharp.

rock hard It's impossible to dig this soil — it's rock hard.

stark naked The hotel door slammed behind me and I was left
standing stark naked in the middle of the corridor.

stone deaf He can't hear a thing. He's stone deaf.

wide awake I was wide awake by six.

wide open Who left the door wide open?

[6]

19.4 Study Business English for Human Resources Hire and Fire and get
ready to do tests

1) If you 'hire' someone, you employ them. - We hired him on a six month
contract. I hear that they are not hiring people at the moment because of budget
problems.

2) If you 'fire' somebody, you dismiss them from their job, usually because of
something they did. - I had to fire Sally because she kept on making mistakes. - If
you don't improve, they may decide to fire you.

3) If you 'make somebody redundant', you dismiss them from their job for
economic reasons. - They are closing down the factory and making 500 people
redundant. - I was made redundant from my last job.

4) If you 'recruit' people, you persuade them to work for you. - We need to
recruit more young engineers. - It's difficult to recruit people because our pay is so
low.

5) If you 'headhunt' someone for a job, you approach them because you think
they are well-qualified for the job and offer them the job. - We need to look at the
people doing similar jobs in other companies and headhunt the best one. - He was
headhunted at great expense but the job didn't work out and he left.

6) If you 'hand in (or give in) your notice', you tell your employer that you are
going to leave the company. - She handed in her notice this morning and is leaving
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at the end of the month. - He gave in his notice and they told him he could leave
straight away.

7) If a company 'gives someone notice', they tell them that they are going to
lose their jobs. - The company only gave me three days' notice that [ was being made
redundant. - We have to give her two months' notice that we are letting her go.

8) If an employer 'sacks' someone, they fire them. - They sacked me without
notice after ten years with the company. - I hear they intend to sack him because of
his bullying.

9) If you 'get the sack' or are 'given the sack', you are fired. - He was given the
sack because he kept arriving late. If I keep making mistakes, I'm going to get the
sack.

10) 'Severance' pay is money paid to workers when they are made redundant. -
The redundant workers were given 26 weeks' severance pay. - After ten years, [ got
three days' notice and no severance pay.

11) If you take legal action against your employer for 'unfair dismissal', you
claim that they dismissed you for no good reason. - He is suing them for unfair
dismissal as he says he was only ever late once. - Dismiss me and I'll take you to
court for unfair dismissal. I've done nothing to deserve this.

[6]
19.5 Study English for Human Resources Pay and try to memorize them

1) "Pay' is money that you get from your employer, either as a wage or as a
salary.- What are the pay and conditions for the job? - Pay rates in the industry are
Very poor.

2) 'Back pay' is money owed to you by your employer for work done in the past
which has not yet been paid. - I'm still owed 3 months back pay for the overtime I did
before Christmas. - The company cannot afford to give you the back pay it owes you.

3) A 'pay cut' is a reduction in the amount of pay you are given. - We are
asking you all to accept a pay cut of 10% to keep the company going. - He has the
stark choice of accepting a pay cut or losing his job.

4) A 'pay rise' is an increase in pay. - We are looking for a pay rise in line with
inflation. - I'm going to ask my boss for a pay rise.

5) A 'pay rate' is the amount per hour (or some other period) that you pay. - The
pay rate is $12 an hour. - The industry cannot attract good quality workers because of
the low pay rates.

6) 'Net pay' is the amount earned after deductions (usually for social security
and pensions and perhaps for tax.) - The gross pay is $12 an hour but net pay is only
$9.50 an hour. - He said he is only earning $5 an hour but that is his net pay, not his
gross.

7) 'Equal pay' means that men and women get the same pay for doing the same
job. - The women workers are asking for equal pay with the men. - In this country, if
you don't give the women equal pay, you could go to jail.

8) An 'itemized pay statement' contains a detailed breakdown of the pay you
have earned and the deductions taken from it. - The bank want me to give them my
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itemized pay statements for the last six months. - The law states that employees must
receive itemized pay statements.

9) 'Performance-related pay' is where the amount you are paid depends on the
quality/quantity of your work. - Since we introduced performance-related pay,
production has doubled. - They may need the incentive of performance-related pay.

10) A 'pay scale' is a range of different pay rates which people will receive
depending on various factors (e.g. their grade in the company, their qualifications,
their years in the company.)

[6]
19.6 Study English for Human Resources Salary and try to memorize them

1) A 'salary' is the money you are paid, usually monthly, for doing a job,
usually non-manual. - I get a good salary but I need more money. - What sort of
salary are they offering?

2) A 'competitive salary' is a good one for that particular job.

We are offering a very competitive salary so we should get good applicants. We
are not recruiting the best people because our salaries are not very competitive.

3) A person who gets a salary is a 'salaried employee'.

We've reduced the number of salaried employees by 50% and replaced them by
temporary workers. - It is much easier to get a loan if you are a salaried employee.

4) If you need money, you can ask for 'a salary advance'.

Can I have a salary advance? I'm broke. - I asked my boss for a salary advance
but he refused to give me one.

5) If you 'undertake a salary review', you look at all the salaries to decide
which need changing.

The committee are undertaking a salary review and will report back in a few
weeks time. - We need to undertake a salary review as our salaries are not very
competitive.

6) 'A salary scale' is the range of salaries available. - When you start, you will
be at the bottom of the salary scale but you will not stay there for long. - Our salary
scale is not very competitive compared to our competition.

7) If a salary is good, we can say that it is 'attractive'. - We are offering a very
attractive salary for the job. - It is an attractive salary but I will have to work on
Saturdays.

8) Everybody hopes to get a 'salary increase'. - We had no salary increase this
year because the company was in trouble. - If you offer me an increase in salary, |
will stay.

9) The 'basic salary' is the salary before any extras such as bonuses.

The basic salary is quite low but there are large incentive bonuses. I prefer to
have a large basic salary as there is more security.

10) When you start a job, you will receive your 'initial salary’.

The initial salary is quite low but you should get promoted to a better job quite
quickly. - If we want to recruit better people, we will have to offer a more
competitive initial salary.
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19.7 English for Human Resources Job plus verbs

1) If you 'apply for' a job, you ask a company for a job.

I've applied for six jobs in the last week and haven't heard back from any of
them. We were expecting a lot of people to apply for the job but not as many as this.

2) If you 'are out of 'a job, you do not have any work. If you are 'put out of a
job', you are made redundant.

I'm out of a job at the moment but I'm hopeful I'll get something soon. My
biggest fear is being put of my job. At my age, I would struggle to find another one.

3) If you are 'sacked from' your job, you lose it for disciplinary, not economic,
reasons.

He was sacked from his job for stealing. I wouldn't employ somebody who had
been sacked from a previous job.

4) If you 'create' a job, you establish a new job which didn't previously exist.

We've created ten new jobs in the Production Department. I think we need to
create a new job specifically to look after this project.

5) If you 'find somebody' a job, you use your contacts to get them a job.

I'm sure I can find your son a job in our warehouse for the summer. Can you find
me a job in your company?

6) If you 'give up' a job', you resign from it.

I'm giving up my job and devoting all my time to my song writing. If you give
up your job, you won't find it easy to get another one in this economic climate.

7) If you 'hold down' a job, you keep it.

I've held down this job for over three years now. She manages to hold down two
jobs.

8) If you '"hunt for' a job, you actively look for one.

She's been hunting for a job for two months without any success. You need to
hunt for a job more systematically; not just when you feel like it.

9) If you 'resign from' a job, you give it up.

He resigned from his post because he couldn't stand the long hours. I resigned
from my previous employer because I thought some of their sales techniques were
unethical.

10) If you 'take up' a job, you start it.

I'm leaving here at the end of the week and 1 take up a new job with OUP next
month.

It's quite difficult taking up a new job and having to learn all the ropes again.

11) If your job' is at stake', it is at risk of being lost.

There are 500 jobs at stake if we don't get the contract. If I make a mess of this,
my job will be at stake.

12) If your job 'is in jeopardy’, it is also at risk.

The fall in demand puts all our jobs in jeopardy. With their jobs in jeopardy, you
would have expected the unions to have been more cooperative.

[6]
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19.8 English for Human Resources Job plus adjectives

1) An 'absorbing' job is one that is very interesting and claims all your
attention.

My job is so absorbing that I sometimes forget to have lunch. I get bored in my
job. I need one that i1s much more absorbing.

2) A 'badly-paid' job is one where you receive less income than the average.

The hotel industry has a lot of badly-paid jobs. My salary may sound high in
absolute terms but I am comparatively badly-paid for the job I do.

3) A 'boring' job is dull and without interest.

I think that being an accountant would be a really boring job. Would you stay in
a boring job if you were really well paid?

4) A 'casual' job is one which is not regular or fixed.

We offer a lot of casual jobs during the Christmas rush. The unions want us to
have fewer casual jobs and more permanent employees.

5) A 'challenging' job is one that is very difficult and tests a person's ability.

It 1s a very challenging job and we need to find somebody who is tough
mentally.

I don't find my job very challenging any more and I need a fresh challenge.

6) A 'dead-end' job is one with no hopes of promotion or advancement.

I was in a dead-end job with no hope of further progress so I left the company.

If people think they are in dead-end jobs, they lose their motivation.

7) An 'exacting' job is one that requires a lot of care, effort and attention.

Being a surgeon is a very exacting job — you can't afford to lose your
concentration.

Research jobs are very exacting — you must get every detail right when you are
running tests.

8) A 'demanding' job requires a lot of effort from you.

I have a very demanding job. I don't have much spare time. My job is very
physically demanding. I get very tired.

9) A 'part-time' job is one where you do not work 'full-time'.

I only want a part-time job as I have to look after my children.

The company is trying to replace full-time jobs with part-time jobs to save
money.

10) A 'menial' job is one with a low social value.

I can only find menial jobs such as cleaning.

He thinks that making the coffee is a menial job and he won't do it.

11) A 'prestigious' job is one that gives the person a lot of respect.

Being Prime Minister is a prestigious job but the salary is not all that good.

Running our New York office is the sort of prestigious job I am looking for.

12) A 'secure' job is one that is safe from redundancy etc.

There are no more secure jobs in this company. Everybody's job is at risk.

I want to make sure that the next job I get is really secure. I'm fed up with all this
job insecurity.

[6]
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19.9 English for Human Resources Career

1) If your 'career has its ups and downs' it has good moments and bad
moments.

My career has had its ups and downs but I'm doing very well at the moment.

His career has its ups and downs but he remains as enthusiastic as ever.

2) If your 'career has blossomed', it has done very well.

She started out as an office junior but since then her career has blossomed .

Since I improved the level of my English, my career has blossomed.

3) If you have had a 'brilliant career', you have a very good one.

She's had a brilliant career with top jobs in several Wall Street firms.

When you look back on your brilliant career, you must be very proud.

4) If you have had a 'colorful career’, it has been interesting and exciting.

His colorful career has taken him to many exciting locations.

As an accountant, you won't have a very colorful career.

5) A 'demanding career' is one which takes a lot of effort and/or time.

He has had a very demanding career in finance with little time to spend with his
family.

I don't want a very demanding career. [ want plenty of time for my hobbies.

6) A 'distinguished career', is one which is respected for its extremely high
standard.

He had a distinguished career in the Ministry of Finance before moving to the
private sector.

You haven't had a very distinguished career so far, have you?

7) If you spend your 'entire career' doing something, that is all you have done.

I have spent my entire career working for the one company.

I don't want to spend my entire career doing nothing but research.

8) If you have a 'flourishing career', it has grown and developed successfully.

She has had a flourishing career as a designer of children's clothes.

I don't seem to be having much of a flourishing career in this company.

9) A 'glittering career' is one which causes excitement and admiration.

His glittering career as an actor has brought him wealth and fame.

The boss began her glittering career with the firm as a humble receptionist.

10) A 'modest career' is one where there are no notable achievements.

He has had a very modest career in our auditing office with no real successes or
failures.

You've had a very modest career so far with very little in the way of
achievements.

(Notice though that to 'be modest about your career' means that there are notable
achievements but that you tend not to talk about them.)

11) A 'promising career' is one which promises great success in the future.

She has started a very promising career in the City and we are sure she is going
to do well. I seemed to have such a promising career when I was starting out but it
has all gone badly wrong.

12) If you have a 'varied career', you have done lots of different jobs.
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I've had a varied career so far, from policeman to actor. We're looking for a
candidate with a varied career as this job requires a range of skills.
[6]

19.10 English for Human Resources Contract

1) A 'binding contract' is one which cannot be legally avoided or stopped.

We have a legally binding contract and you must supply us with these services.

You can't walk out on your binding contract just because you have received a
better offer elsewhere.

2) An 'exclusive contract' is one which prevents the person from working with
other people.

You have an exclusive contract to work with us and you cannot take on work for
anybody else.

I think we should offer her an exclusive contract so that she only works for us.

3) A 'renewable contract' is one which can be continued after it has finished
by a new one. The opposite of this is a 'non-renewable contract'.

To work on this project, we can offer you a non-renewable contract of one year.

The contract is for one year, renewable for a second year if we are satisfied with
your work.

4) A 'temporary contract' is one that is not permanent.

We can give you a temporary contract for six months. You'll start on a
temporary contract and we may then offer you a permanent one.

5) A 'valid contract' is one that has legal force.

This contract is not valid until it is signed by both parties. This letter is not a
valid contract. [ want a proper one.

6) A 'breach of contract' is when the person does something which breaks the
terms of the contract.

If you don't agree to move to Paris, you will be in breach of your contract. If you
refuse to work on Sunday, that is a breach of contract and we will dismiss you.

7) The 'terms of contract' are the conditions contained within the contract.

Under the terms of your contract, you have to work on some Sundays. You are
asking

me to do something which is not in the terms of my contract.

8) If you 'draw up' a contract, you prepare it.

I'll draw up a contract for you and you can sign it tomorrow. I'll get a new
contract drawn up including the new terms and conditions.

9) If you 'get out of' a contract, you are no longer bound by it.

I'm not happy in my job and need to find a way to get out of my contract. I think
she's being difficult because she wants to get out of her contract with us.

10) If you 'go through' a contract, you look at it in detail.

We need to spend a few minutes going through your contract. Make sure you go
through your contract carefully before you sign it.

[6]
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19.11 English for Human Resources Management

1) The top people in a company can be called 'senior management'.

We need to get approval for this from senior management. With my
qualifications and experience, I should have a job in senior management.

2) Of course, another term for this is 'top management'.

He rose quickly through the company and had a top management position before
he was 30.The top management of this company have no imagination or drive.

3) Not surprisingly, the opposite of 'senior management' is 'junior
management'.

He was promoted from the shop floor into a junior management position. | feel
I'm ready to move up from this junior management job.

4) Between 'senior' and 'junior' management is 'middle management'.

It's time I was promoted from junior management to middle management.

He rose rapidly to middle management but was then never offered a senior post.

5) The group of managers can be called the 'management team'.

We have a strong management team, full of high quality people. We need to
improve our management team to bring new life to the company.

6) 'Aggressive management' means being determined to do well and using
strong methods to achieve success.

His aggressive management style has upset a few people. We need some
aggressive management to wake up this sleeping giant.

7) 'Day-to-day management' is concerned with the ordinary and regular
issues of a company.

I spend so long on the day-to-day management of my department that I have no
time to look at the long-term. You will deal with the day-to-day management of the
company while I work on the strategy.

8) 'Strategic management' is concerned with the long-term of the company.

This company lacks good strategic management and is just drifting. You need to
spend more time on strategic management and less on day-to-day issues.

9) 'General management' is concerned with all aspects of the company, not a
specialist area such as Research or Marketing.

You've spent your whole career in Sales and you need some experience of
general management. You need some time in general management to get an overview
of the company.

10) If there is 'inefficient management', a company will not use its resources as
well as it should. The opposite of this is 'efficient management'.

The company is riddled with inefficient management. Don't work with them. If
we replaced the inefficient management, we could turn this company around.

11) 'Weak management' lacks the determination to carry out difficult decisions
or actions.

This department has suffered from weak management for the last ten years.
There is a culture of weak management in this organization.
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12) The opposite of this is 'strong management'. Notice that you can be
'strong' without being 'aggressive' — the first is reactive to events and the second is
proactive.

This company needs some strong management to take on the unions. We need
strong management in this company, but not too aggressive.

[6]
19.12 Business English set expressions

I Three word verbs :

1) 'Come in for' means to receive. This is usually used with words such as
'criticism' 'abuse' 'blame’.

He came in for a lot of criticism for his actions.

She came in for a lot of abuse when she tried to argue with them.

2) 'Go in for' can be used with words such as 'competition' to mean 'enter’.

I went in for a Scrabble tournament at my club and I won. She was a good
athlete when she was younger and went in for the trials for the Olympic team.

3) 'Sit in on' can be used with words such as 'conference' or 'meeting' to
indicate that you attend as an observer and not as a regular participant.

I've asked John to sit in on this meeting as he knows more about these people
than we do.

I'd like you to sit in on the negotiations with the unions as part of your training.

4) 'Stand in for' is used to mean 'substitute for'.

Harry is ill so I'm going to stand in for him and make the presentation. Wendy is
on vacation and I'm standing in for her.

5) If you 'go along with' existing plans, opinions or decisions you accept them
and don't try to change them.

I go along with your ideas about increasing our marketing in China. You agreed
to go along with our decision.

6) If you 'listen out for' something, you keep alert and make an effort to hear it.

I'm expecting him to call so listen out for the phone ringing. Listen out for their
car. They should be here soon.

7) If you 'cash in on' a situation, you take advantage of it, often unfairly.

He cashed in on my absence with flu to contact my customers directly.

We need to cash in on the emerging markets in Asia.

8) If you 'drop in on' somebody, you make an informal, unarranged visit to see
them.

I dropped in on Martin when I was visiting Side up. Drop in on me any time you
are in town.

[6]
19.13 Business English - Be Phrasal Verbs

1) One way to say you are leaving is to say you are 'off".
I'm off now. See you tomorrow. It's time I was off or I'll be late for the meeting.
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2) If you have no more supply/stock of something you are 'out of" the item.

We're out of ink for the photocopier. Can you go out and get some? I'm afraid
you are out of luck. I sold the last one an hour ago.

3) If you are depressed and miserable, you are 'down’'.

He's been very down since he lost his job. Why are you so down today?

4) When you have to submit something by a certain date, it has to be 'in' by
then.

The application has to be in before Friday. The report was supposed to be in last
week but I'm still working on it.

5) If something is 'on', it is happening at the moment.

There's a good play on at the theatre. I'm going to London because the sales are
on.

6) If somebody is not present, they are 'away'.

I'm afraid he's away on holiday. I'm going to be away for a few days.

7) If food is no longer fresh, it is 'off".

I think this milk is off. Smell it. That melon is off. Don't eat it.

8) If you know some inside information, often a secret, you are 'in on' the
information.

Is Sarah in on our plans? Has anybody told her yet? He won't let me in on the
secret.

9) If someone is 'up to' something, they are doing something secretive that you
are not supposed to know about.

I don't know exactly what is happening but Tom is up to something. Why all the
whispering? What are you up to?

10)If someone is 'on' something, they are taking something as a form of drug.

He's on 50 cigarettes a day at the moment. She's on her third cup of coffee and
it's only 9 o'clock.

[7]
19.14 Business English - Bring Phrasal Verbs

1) If you 'bring something about', you cause it to happen.

How can we bring about change in this old-fashioned company? We need to
bring about a change in attitude.

2) If you 'bring someone along' with you, they come with you.

I want to bring along John to the meeting, if that is OK. Why not bring Simon
along, if he's interested?

3) If something 'brings back' memories, it reminds you of the past.

That photo brings back memories of our visit to Thailand. Meeting him brought
back memories of when we worked together.

4) If you 'bring down' a price, you reduce it.

We need to bring down the price to something more affordable. They're bringing
down the price of all their cars.

5) If you 'bring forward' a meeting, you arrange it for an earlier time.
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I want to bring forward the meeting to Tuesday. Can we bring forward the
meeting by an hour?

6) If you 'bring someone in on' a discussion, you ask them to join in with your
discussion.

I want to bring in John on this as he is an expert. We need to bring in an outside
consultant.

7) If you 'bring out' a new product, you introduce it to the market.

I hear they have brought out a new model. We're bringing it out early next year.

8) If you 'bring someone round’', you persuade them.

He was against the idea but Sally brought him round. How can we bring him
round?

9) If you 'bring up' a subject, you mention it.

Mark brought up the problem with the heating. Any other problems that you
want to bring up?

10) If you 'bring on' somebody, you train them to be better.

Martin always brings on the trainees really well. We try to bring on people
quickly and promote them.

[7]
19.15 Business English - Come Phrasal Verbs

1) Sometimes you keep something even though you don't need it at the time but
because you think in the future it might 'come in useful'.

Keep that. It might come in useful one day. I don't like learning English but it
will come in useful when I get a job.

2) When something is falling, you can say that it is 'coming down'.

The football match was stopped because the rain was coming down so heavily.
Don't buy a pod yet. The prices will be coming down soon.

3) When a book is published, it 'comes out'.

The magazine comes out once a month. My new book comes out in August.

4) If you 'come on to' a particular topic or idea, you start discussing it.

Can we come on to the subject of parking? Before we come on to that, does
anybody have any comments?

5) If you 'come across' something, you find it by accident.

I came across these old photos when I was cleaning out my cupboard. She came
across Richard in the middle of Oxford.

6) If a feeling 'comes over you', it affects you, often in an uncharacteristic way.

I'm sorry for shouting. I don't know what came over me. A look of pleasure
came over her face.

7) If a problem or situation 'comes up' it happens. (We can also say 'crops
up")

A big problem came up at work. Something has come up and I can't meet you.

8) If you 'come up with' a plan or idea, you think of it or suggest it.

Peter came up with a good idea today. Can anybody come up with a solution?
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9) If somebody 'comes across' as having a particular characteristic, they have
given you the impression that they are like this.

When you first meet Susan, she comes across as a shy person but in fact she is
quite self-confident. Do you know that you come across as very arrogant?

10) When you are talking about the results of a situation, you can talk about
what 'comes of' the situation.

I'll let you know what comes of the meeting. No great harm came from it.

11) If an event or action 'comes off, it is successful or effective.

I hope this high risk strategy comes off for us. I don't think it is going to come
off.

12) If an idea 'comes upon' you, it develops without your really being aware of
it.

The idea came upon me when I was out walking the dog. I came upon the
solution by pure chance.

[7]
19.16 Business English - Down Phrasal Verbs

1) If you 'lie down' you go for a rest on a bed or a sofa.

You look exhausted. Lie down for a while. I lie down for ten minutes after
lunch every day.

2) If you 'slow down', you go less quickly than before.

As I have got older, I seem to have slowed down and to be able to get through
less work. Production has slowed down compared with last year.

3) If you 'calm down', you stop being angry or excited.

He got very angry at first but laughed about it when he had calmed down a
bit.You need to calm down. You are much too emotional.

4) If someone or something needs to 'cool down', they are too hot.

I am going to take a shower to cool myself down a bit. The coffee is too hot to
drink. Let it cool down a bit.

5) If you 'cut down' something, it can mean that you reduce the number.

We need to cut down our workforce by 500 people. You should cut down the
number of cigarettes you smoke.

6) If an argument 'falls down', it is very weak.

Your argument falls down when you look at the inflation rate. The argument
falls down when you take costs into account.

7) If you 'mark down' a price, you reduce it.

The shirts have been marked down by 50%. Prices have been marked down by
10% across the board.

8) If things 'quieten down', they become less noisy.

I am not going to speak until you all quieten down a bit. It was very hectic
earlier but things have quietened down now.

9) If you 'tear something down', you pull it with force from a wall or a notice
board.

128



He tore down the poster that the union had put up. Somebody has torn down the
safety notice I put up.

10) If you 'tone down' something, you make it less extreme.

You need to tone down the language in your letter. It is too hostile. We need to
tone down the colors on the website. They are too bright

[7]
19.17 Business English - Emotions Phrasal Verbs

1) If something 'gets you down', it makes you feel unhappy.

This uncertainty is beginning to get me down. The way everybody keeps
complaining really gets me down.

2) If somebody or something makes you feel upset or unhappy, they 'get to'
you. This is an informal expression.

The way he whistles when we are working really gets to me. The heat is really
getting to me. We need air conditioning.

3) If something makes you very unhappy, it 'tears you apart'.

It tears me apart to know that I lost that job because of my own stupidity. It
would tear me apart if something I said made you leave.

4) If you are 'put out', you are annoyed.

I was really put out when he turned down the job. He seemed a bit put out that
we hadn't invited him to speak.

5) If you 'cheer up', you start to feel happier.

Cheer up. Things are not so bad. I bought a new Ipod to cheer myself up.

6) If you 'perk up’', you suddenly become happier, cheerful or more energetic.
It is also possible to "'perk someone up'.

Your visit really made him perk up. He was being miserable but he perked up
when Mary arrived.

7) If you 'brighten up’', you suddenly look or feel happier.

She brightened up when she heard the good news. You need to brighten up.
Your long face is putting off the customers.

8) If you 'liven up', you become more energetic or cheerful. You can also
'liven up' a place, event or person.

You need to liven up a bit. You're so miserable it is making everybody feel
unhappy.

We need to liven up the party. Everyone looks miserable.

9) If you 'calm down', you stop feeling angry, upset or excited. It's also possible
to 'calm someone down'.

You need to calm down a bit. You're too excited. Calm down. Let me explain.

10) If you have had an experience that has made you feel unhappy, you need to
'get over' it.

It took me a year to get over being made redundant. You need to get over your
disappointment and move on with your life.

11) If you are feeling sad or unhappy, you can force yourself out of this mood —
you can 'snap out of it'. This is an informal expression.
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You need to snap out of this mood and do something positive. I hope he snaps
out of this soon.

12) If you have been acting emotionally and unreasonably because you are upset
or angry, you need to 'pull yourself together' and act reasonably.

Pull yourself together and stop this stupid mood. I need some time alone to pull
myself together. If you are so excited about something that you behave in a silly or
hasty way, you are 'carried away' by the idea.

13) If you 'freak out', you start behaving in a very strange or violent way.
This is an informal expression. You can also 'freak someone out'.

I freaked out when I saw my boyfriend kissing another girl. It freaked me out to
discover that the woman I was talking to was really a man.

14) If you 'flip out', you start to behave in a very excited or strange way. This
is informal and mainly American.

He flipped out when they wouldn't let him on the flight because he was too late.
The children flipped out when they met Mickey Mouse.

15) I got carried away reading my book and didn't get any sleep. We mustn't
get carried away with our enthusiasm. We must exercise reasonable judgment.

[7]
19.18 Business English - Food Phrasal Verbs

1) If you 'bolt down' food, you eat it very quickly. This expression is informal.

He bolted down the food. He really enjoyed it. I'm so busy that I'm going to bolt
down some food and get straight back to work.

2) If you 'wolf down' food, you also eat it quickly but specifically because you
are hungry. This is also informal.

Did you see the way she wolfed down that food? She must have been ravenous.
After the marathon, I wolfed down some fish and chips.

3) If you consume a lot of drink (usually alcohol) quickly, you 'knock it back’.
This is informal and is often used quite negatively.

He was knocking back the champagne at the reception. We must watch Bill
carefully in the bar with the clients. He can really knock it back.

4) If you eat an excessive amount of food, you 'pig out'. This is informal.

I'm not hungry because I pigged out on chocolate this afternoon. We really
pigged out in the restaurant.

5) If you 'plough through' some food, you eat it all but with some difficulty
because there is a lot of it. In American English, 'plough' can be written as 'plow'.

He served a huge plate of spaghetti and it took me ages to plough my way
through it.

They served us snake. I didn't like it but I plowed my way through it to be polite.

6) If you 'put away' food or drink, it can mean you eat or drink a lot of it.
(Obviously, it can also mean that you place the food or drink in a fridge or cupboard
— the context of the sentence should make clear the meaning.)

Watch Peter. He's been putting away a lot of beer and he sometimes turns
aggressive when he's drunk. He has put away some sandwiches but is still hungry.
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7) If you 'pick at' your food, you only eat a small amount of it, usually
because you are not hungry, you are on a diet or because you are ill.

She only picked at her food, even though it was delicious. We were so busy
talking that we only picked at our food.

8) If you 'cut down' or 'cut back' on a particular food or drink, you consume
less of it.

My doctor told me to cut back on the amount of salt in my diet. I need to cut
down the amount of fried food I eat.

9) If you 'eat up', you finish all your food.

I don't like tripe but I ate it all up when it was served to us by our hosts. Eat up.
It's time to go.

10) If you 'drink up', you finish all your drink.

We seem to have drunk up all the orange juice. Drink up. It's time to go.

11) If you "polish off' some food, you finish it completely and quickly.

The guests polished off all the food in the first thirty minutes. He has just
polished off two whole pizzas and still says he is hungry.

12) If you 'dish up' some food, you put it onto plates or dishes, ready to be
served.

I've heard she is going to dish up something really special. Can you collect up
the starter plates, while I dish up the main course?

13) 'Serve up' is another way of saying the same thing as 'dish up'.

They served up a six course meal for their guests. It's no better than the food we
serve up in our canteen and twenty times more expensive.

14) If you 'lay on' some food or drink, you provide it.

We've laid on a buffet lunch for our visitors.

15) If you make a meal very quickly and easily, you 'whip it up'. This is
informal.

Have a seat and I'll whip us up something to eat. I could whip up a salad, if you
are hungry.

16) If you make food quickly and without much effort, you 'knock it up'.

I knocked myself up a quick meal from what was left in my fridge. Do you want
me to knock up some lunch?

17) If you make food hot so that it can be eaten, you 'heat it up'.

I've already prepared the food for the party. All we need to do is to heat up the
pizzas. I could heat up a can of soup if you are hungry.

18) If you 'warm up ' cold food, you are making it hot again so that it can be
eaten.

I'll warm up that stew from last night. The canteen makes a large quantity once a
week and then just warms up the amount needed every day.

[7]
19.19 Business English - Go Phrasal Verbs

1) If food is stored in a hot place for too long, it will 'go off'.
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I think this fish has gone off. It smells terrible. If you don't keep it in the fridge,
it will soon go off.

2) As time continues, we say that time 'goes by'.

One year went by without any news from him. Time goes by so slowly.

3) If you have an experience, you 'go through' the experience.

I went through a lot of problems with my teenage daughter. The hurricane was
an awful experience to go through.

4) If you are allowed to start something you can 'go ahead'.

The boss said we can go ahead and make the necessary changes. We can't go
ahead without approval from Head Office.

5) If you are ill, you may have 'gone down with' a virus.

I went down with flu and had to take a week off work. My son has gone down
with mumps.

6) If people receive news badly, it didn't 'go down' very well.

The news of the redundancies went down very badly. The increase in price has
gone down surprisingly well with our customers.

7) The way you 'go about' a job is the way that you handle it.

You're not going about this very well. He's not going about the job in the right
way and is having a lot of problems.

8) Every morning, my alarm clock 'goes off' too early!

The burglar alarm went off and scared them away. I slept in because my alarm
didn't go off.

9) If I want you to continue a story, I will say 'go on'.

Go on. Tell me more details. Please go on. This is very interesting.

10) If you choose an option, you 'go for' that option.

I'll go for the larger model. Which option will they go for?

[7]
19.20 Business English up Phrasal Verbs

One common use for 'wp' in phrasal verbs is to indicate: a) an upward
movement, b) an increase, ¢) an improvement. See how that applies to these eight
verbs.

1) If you display something such as a poster, you 'put it up' on a wall or a
notice-board.

Have you seen the warning the boss has put up on the notice-board? Can you put
up a poster in your window?

2) If somebody is miserable and you want them to be happier, you can tell them
to 'cheer up'.

You look really unhappy. Cheer up! I wrote Pearson a letter to try to cheer him
up a bit.

3) If you are sitting and then you rise from your chair, you 'stand up'.

When the President arrives, everybody must stand up. Stand up straight when I
am speaking to you.

4) If a party or a seminar is dull, you need to 'liven it up'.
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You need to liven up your ideas. How can we liven up this presentation?

5) If you want to make something stronger, you can 'build it up'.

I have built up a strong team of workers. I have been 1ll and need to build up my
strength.

6) I can't hear very well these days — I'm old. When you speak to me, you need
to speaker, to 'speak up'.

Can you speak up? There is a lot of background noise. It is a big room. You will
have to speak up so that those in the back can hear.

7) The place where you lived when you were a child is where you 'grew up'.

I was born in Scotland but grew up in England. Where did you grow up?

8) If something increases fast, it 'shoots up'.

The price of petrol has shot up recently. My English scores shot up after I started
studying with Pearson.

[7]

19.21 There is a group of expressions using 'up' where the 'up' is not
necessary.

For example you can say 'fill' or 'fill up' and it means almost the same thing. So
why do we add the 'up'? Well one possible answer is that 'we do it because we do it' —
we have just developed the habit of adding 'up'. However, often the 'up' seems to
'intensify' the verb, to make it more 'complete’.

1) If you are late, you need to 'hurry up'.

Please hurry up. We are terribly late. We need to hurry up or we will miss our
flight.

2) You can 'ring up' somebody on the telephone.

I will ring you up when I get back. You can ring me up if you need any help.

3) If you cut your skin, it needs to 'heal up'.

This will take a week to heal up. I cut myself shaving and it will not heal up.

4) Before I go on a long journey, I have to 'fill up' my car with petrol (or if I
were in the US 'gas'.)

I need to fill up my car. The concert filled up quickly and not everybody could
get in.

5) When I send a package, I 'wrap it up' well.

Could you wrap this up for me? They didn't wrap it up properly and it got
damaged.

6) If you have something valuable, it is a good idea to 'lock it up'.

He did not lock up his desk properly and somebody stole his calculator. I think
they should lock up pedophiles for a very long time.

7) If you don't have enough money to buy something, you need to 'save up'.

I am saving up to go on a trip to New York. You'll have to save up if you want to
buy a car.

8) When things are in a mess, you need to 'tidy them up'.
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We need to tidy up the office before the visitor comes. Tidy up your desk. It's

such a mess.

[7]

20 Unit 20 Tests on Business English Expressions
20.1 Test on Business English Expressions

1 At the start of the meeting everybody was very quiet and reserved but he told a

few jokes to ... .

be ...

a) across the board;

b) break the ice;

c) broke the news;

d) back to the drawing board;
e) take on board.

2 He's not very quick on the uptake. it takes him quite a while to ... new ideas.
a) on to a good thing;

b) take on board;

c) bullish;

d) breathing down;

e) brief.

3 We're going to have to reduce budgets in every single department. There will
cuts.

a) back to the drawing board;

b) brief;

c) on to a good thing;

d) brainstorm;

¢) across the board.

4 My boss never gives me any freedom. She's always ... my neck.
a) broke the news;

b) brief;

c) breathing down;

d) back to the drawing board;

e) bullish.

5 We need a name for our new brand. The best thing is to get a few people

together and try to ... a name.
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a) brief;
b) on to a good thing;

c) broke the news;
d) bullish;



¢) brainstorm.

6 I'm very happy with our sales prospects for the next year. I'm feeling really ... .
a) bullish;

b) back to the drawing board;

c) broke the news;

d) on to a good thing;

e) brief.

7 We would have liked to have looked at that but that wasn't part of the ... you
set us.

a) brief;

b) on to a good thing;

c) back to the drawing board;

d) breathing down;

¢) broke the news.

8 I've heard all about it. Sally ... to me.
a) brainstorm;

b) on to a good thing;

c) back to the drawing board;

d) breathing down,;

¢) broke the news.

9 I'm well aware that this is potentially a good new product and that we are
probably ... with it

a) on to a good thing;

b) back to the drawing board;

¢) brainstorm,;

d) breathing down;

¢) across the board.

10 I guess this market study shows that nobody wants to buy our product. It's ...
for us.

a) back to the drawing board;

b) brainstorm;

c) breathing down;

d) across the board;

e) take on board.

Key: 1b; 2b; 3e; 4c; Se; 6a; 7a; 8e; 9a; 10a.
20.2 Test on Business English Expressions

1 I reckon we owe you about the same as you owe us. Why don't we just ... ?
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will.

a) call his bluff;
b) called it a day;
c) calls the shots;
d) chicken;

e) call it quits.

2 We've been working on this for fourteen hours now. Isn't it time we ... ?
a) called it a day;

b) call it quits;

c) calls the shots;

d) chicken;

e) call his bluff.

3 Let's face it, he decides. He's the boss so he's the one that ... .
a) called it a day;

b) calls the shots;

c) call it quits;

d) chicken;

e) call his bluff.

4 He says he will go elsewhere if we don't lower our price but I don't think he
I think we should ... .

a) call his bluff;

b) call it quits;

c) called it a day;

d) calls the shots;

e) chicken.

5 I'm sure that there is a lot of corruption in that country. If we order an internal

audit we may be opening ... .

to ...
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a) carry the can;

b) chicken;

c) can't win;

d) chicken and egg;
¢) a can of worms.

6 Someone is going to have to take responsibility for this disaster. Who is going

a) can't win;

b) carry the can;

c) chicken;

d) a can of worms;
e) chicken and egg.

7 Whatever we do, we are going to come out badly. It's a ... situation.



a) a can of worms;
b) carry the can;

c) chicken;

d) can't win;

e) chicken and egg.

8 She always like to think things through very carefully. She likes to ... .
a) chicken and egg;

b) chicken;

c) chew things over;

d) call his bluff;

e) call it quits.

9 We need a loan to start the company and we need a company to get the loan.
It's a ... situation.

a) calls the shots;

b) chew things over;

c) chicken;

d) call his bluff;

e) chicken and egg.

10 We wanted to expand into Asia but we were a bit frightened. We were soon
sorry for being so ... .

a) chicken and egg;

b) chicken;

c) calls the shots;

d) chew things over;

e) call it quits.

Key: le; 2a; 3b; 4a; Se; 6b; 7d; 8c; 9e; 10b.
20.3 Test on Business English Expressions

1 At the start of the meeting everybody was very quiet and reserved but he told a
few jokes to ... .

a) across the board;

b) break the ice;

c) broke the news;

d) back to the drawing board;

e) take on board.

2 He's not very quick on the uptake. it takes him quite a while to ... new ideas.
a) on to a good thing;

b) take on board;

c) bullish;
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be ...

d) breathing down;
¢) brief.

3 We're going to have to reduce budgets in every single department. There will
cuts.

a) back to the drawing board;

b) brief;

c) on to a good thing;

d) brainstorm;

e) across the board.

4 My boss never gives me any freedom. She's always ... my neck.
a) broke the news;

b) brief;

c) breathing down,;

d) back to the drawing board;

¢) bullish.

5 We need a name for our new brand. The best thing is to get a few people

together and try to ... a name.

a) brief;

b) on to a good thing;
c) broke the news;

d) bullish;

¢) brainstorm.

6 I'm very happy with our sales prospects for the next year. I'm feeling really ... .
a) bullish;

b) back to the drawing board;

c) broke the news;.

d) on to a good thing;

e) brief.

7 We would have liked to have looked at that but that wasn't part of the ... you

set us.
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a) brief;

b) on to a good thing;

c) back to the drawing board;
d) breathing down;

¢) broke the news.

8 I've heard all about it. Sally ... to me.
a) brainstorm,;

b) on to a good thing;

c) back to the drawing board;



d) breathing down;
¢) broke the news.

9 I'm well aware that this is potentially a good new product and that we are
probably ... with it

a) on to a good thing;

b) back to the drawing board;

c) brainstorm;

d) breathing down;

e) across the board.

10 I guess this market study shows that nobody wants to buy our product. It's ...
for us.

a) back to the drawing board;

b) brainstorm;

c) breathing down;

d) across the board;

¢) take on board.

Key: 1b; 2b; 3e; 4c; Se ;6a; 7a; 8¢ ;9a; 10a.
20.4 Test on Business English Expressions

1 I reckon we owe you about the same as you owe us. Why don't we just ... ?
a) call his bluff;

b) called it a day;

c) calls the shots;

d) chicken;

e) call it quits.

2 We've been working on this for fourteen hours now. Isn't it time we ... ?
a) called it a day;

b) call it quits;

c) calls the shots;

d) chicken;

¢) call his bluff.

3 Let's face 1t, he decides. He's the boss so he's the one that ... .
a) called it a day;

b) calls the shots;

c) call it quits;

d) chicken;

e) call his bluff.
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4 He says he will go elsewhere if we don't lower our price but I don't think he

will. I think we should ... .

a) call his bluff;
b) call it quits;

c) called it a day;
d) calls the shots;
e) chicken.

5 I'm sure that there is a lot of corruption in that country. If we order an internal

audit we may be opening ... .

to ...

a) carry the can;

b) chicken;

c) can't win;

d) chicken and egg;
¢) a can of worms.

6 Someone is going to have to take responsibility for this disaster. Who is going

a) can't win;

b) carry the can;

c) chicken;

d) a can of worms;
e) chicken and egg.

7 Whatever we do, we are going to come out badly. It's a ... situation.
a) a can of worms;

b) carry the can;

¢) chicken;

d) can't win;

e) chicken and egg.

8 She always likes to think things through very carefully. She likes to ... .
a) chicken and egg;

b) chicken;

c) chew things over;

d) call his bluff;

e) call it quits.

9 We need a loan to start the company and we need a company to get the loan.

It's a ... situation.
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a) calls the shots;

b) chew things over;
c) chicken;

d) call his bluff;

e) chicken and egg.



10 We wanted to expand into Asia but we were a bit frightened. We were soon

sorry for being so ... .
a) chicken and egg;
b) chicken;
c) calls the shots;
d) chew things over;
e) call it quits.

Key: le; 2a; 3b; 4a; Se; 6b; 7d; 8c; 9e; 10b.

20.5 This is a story of Sam's employee. Match the idioms in sentences 1-11
with their meanings (a-k) and retell the story

1) Bobby Brown was on the ball;

a) He began to have too large an opinion
of himself;

2) He had a good track record;

b) He had too many things to do;

3) And he usually played his cards well;

c) He made a big mistake;

4) But his success went to his head;

d) He lost his job;

5) He began to lose touch;

¢) He was not told what was happening;

6) He was always up to his eyes in work;

f) He was a clever employee, he knew
what was going on;

7) He started trying to pass the buck;

g) He made the right decisions;

8) And then he put his foot in it;

h) He passed responsibilities to other

people;

9) His boss gave him a piece of his mind,

1) His job experience was good;

10) Nobody put him in the picture any
more;

J) The boss talked to him very directly;

11) And in the end he was fired.

k) He started to make mistakes.

Key: 1f; 21; 3g; 4a; 5k; 6b; 7h; 8c; 95; 10e; 11d.
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21 Keys
1 Unit 1
1.1.1

1) c It all starts with a handshake.

2) a Normally his future boss will stretch out his hand first. [If he doesn’t,
Vladimir should take the initiative.

3) b “I’m Vladimir Kartoshkin,” that is how Vladimir should introduce himself.

4) b Jane should say “I’m Jane Kelly.” Only if she wants to make it clear that she
1s married would she say “I’m Mrs. Jane Kelly.”

5) ¢ “How do you do” is a greeting, not a question. Don’t tell people about your
indigestion. Your reaction is “How do you do?”

6) a People you have met before are greeted with “How are you?”

7) ¢ “How are you?” is both a greeting and a question. “Fine, thank you.” is the
most frequent reply.

8) a “Welcome. How can I help you?”

9) b George Mikes is wrong.

10) ¢ Ladies first. You present a newcomer first to the lady and then the
gentleman: “Mrs. Child, I’d like you to meet Mr. Kartoshkin, our new management
trainee. Mr. Goodman may I introduce Mr. Kartoshkin?”

1.2.2

A matter of personal interest
1) see ... about;

2) see ... off;

3) seen through;

4) sec ... through.

1.2.4

Flexible thinking
1) think of;

2) think up;

3) thinking about;
4) think ... over.

2 Unit 2
2.1

1) c&a In Austria and in France managers expect to be addressed by their titles.
2) 1b;2c;3d;4a.
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3) Punctuality is also a question of tradition. John Mole (in his book Mind Your
Manners. Managing business cultures in Europe. London 1995) thinks guests would
arrive in the following order:

1) Japanese; a) six o’clock;

2) American; c) five to seven;

3) German; f) seven o’clock;

4) Englishman; d) quarter past seven;

5) Italian; e) half past seven or eight;

6)) Greek. b) in the course of the evening.

4) b There is one country where you don’t bring presents on this occasion. It’s
Spain. However, it is absolutely all right to offer the usual business presents if the
relationship is purely professional.

5) X =Italian, Y = German.

6) ¢ In 1764 the Ancient and Royal Golf Club reduced the number of holes to
increase the distance between the holes in order to make it more difficult.

7) 1b;2d;3a;4c.

8) b A business meal is formally ended when host stands.

9) ¢ In Saudi Arabia.

10) a Use your right hand.

223

Industrial democracy
1) take on;

2) take in;

3) taken over;

4) take to;

5) take up.

2.2.5

The blind leading the blind
1) turn in;

2) turn off;

3) turn up;

4) turn ... away;

5) turn to.

3 Unit 3
3.1

1) b Solution a is too short and impersonal. Solution ¢ is exaggerated.
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2) ¢ Since he wants to speak to an important client, he should use the more
formal solution.

3) ¢ The secretary is very helpful. “Would you like to leave a message for Mr.
Jones?” is all right, however, a good secretary always has pencil and paper at hand.
She is wasting the caller’s time. Therefore C: “Can | take a message?” is the best
solution.

4) ¢ Of course, a trainee would not ask an important customer to call him back. It is
his job to do that. The only efficient question is c.

5) a In a properly run company, certain things should be done personally:
sacking, criticizing, congratulating, announcing promotion.

6) b The letter of congratulation for personal achievement to a company
employee should not be written on company paper and company letterhead.

7) Your secretary will have come up with this solution: 1 b; 2 ¢; 3 a.

1 Dear Sir b Yours faithfully

2 Dear Mr. Smith ¢ Yours sincerely

3 Dear Tom a With best wishes

8) a&d The appearance of a business letter is your responsibility. Any visible
corrections or changes might be interpreted by the recipient as sloppiness and
disinterest. Have it typed again.

9) 1d;2a;3b;4c.

10) 1b;2d;3a;4c.

3.2.3

A cranky safe-cracker

1) blow us all to bits/pieces;
2) blowing your nose;

3) blow the whistle on;

4) blowing your own trumpet.

3.2.5

It doesn’t pay to be honest
1) making off with;

2) made sure;

3) made for;

4) made up.

4 Unit 4
4.1

If you don’t know the answers to these questions, don’t worry. You can still be a
top manager. Such managers are concerning with strategies, not with figures.
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1) h The statement is, of course, wrong. It was more or less a suggestive
question.

2) d The question is a difficult one. Mr. Gromov is in Belgium. The
abbreviations are either French or Flemish. In Flemish: NV is Naamloze
Vennootschapp; BVBA is Beslote Vennootschapp met Beperkte Aansprakelijkheid.
In French: SA is Societe Anonyme; SPRL is Societe Privee a Responsabilite Limitee.

3) Denmark, Portugal, Czech Republic and Belgium have about the same
population, about ten million inhabitants.

4) only Spain has an increasing population.

5) In Germany the birth rate is below the death rate by 38%.

6) By the year 2030 only 16% of Russia’s consumers will be under twenty years.

7) In France and in Denmark.

8) Everywhere. The income tax in Russia (13%) is one of the lowest in the
world.

9) b Luxembourg is the oniy country that has no university. So it is obvious why
they have to recruit academic personnel from other countries.

10) In Denmark. In most other countries it is 10%.

4.2.3

Getting along at school
1) get up to;

2) get out of;

3) get off;

4) getting on.

4.2.5

Having friends

1) break the back of;
2) break all records;
3) break your word;
4) breaking a habit.

5 Unit S
5.1

1) 1b;2a;3d;4c.

Of course these figures do not tell us how well English is spoken in a country.
(Source: P. Gibbs. Euro-management.)

2) 1c¢;2d;3b;4a;51.

In the Netherlands and in Italy French is spoken by about one third of the
population.

3)
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1 Belgium;

2 Denmark;

3 Germany;

4 Great Britain;

5 Luxemburg;

6 Netherlands.

4) a Rolls Royce had to change the name of the Silver Mist in Germany because
it made Germans to think of Stallmist (in German it means “manure”).

5) ¢ Ford had to rename their Fiera and General Motors their Nova because the
names have negative meaning.

In Spanish fiera means “ugly old woman” and “no va” means “it doesn’t go.”

6) b BMW and Mercedes are in a well-defined up-market car segment. Their
cars are status symbols.

7) b Volkswagen and Nissan don’t want to invest in distribution systems.

8) Japanese marketing techniques have found a lot of imitators in the world.
They have not only adopted the strategies but also the vocabulary.

1 a kaizen: quality control.

2 ¢ JIT: just-in-time management.

3 b zaitech: financial engineering.

523

Pioneers

1) set foot on;

2) set to;

3) set out;

4) set up;

5) set off;

6) set up a good relationship.

525

A war of nerves

1) keep at;

2) keeping ... back;
3) keep on;

4) kept back;

(5) keep up with.

6 Unit 6

6.1
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Some of the facts and figures in this unit will interest any manager since they
could be the basis on which decisions are taken. They might also come in handy at a
meeting or a presentation.

1) a France is the least densely populated European country. Most people live in
the big cities. You would find a construction site in the middle of nowhere at a
reasonable price.

2) d In Denmark TV spots for alcohol and tobacco are prohibited by law. They
fear that viewers might become addicted.

3) a For the same reason it is forbidden to promote medicine.

4) a The British spend 25%, the French 16% and the Italians 12% on electric
appliances. These countries have each 55-60 million inhabitants. So it might not be a
bad idea to start to sell electric appliances in Britain.

5) d Works councils are obligatory for companies with more than 100 employees
in the Netherlands, 50 employees in France. The other countries seem to be more
protectionists as far as the rights of the workers are concerned: Germany 10, Italy and
Luxemburg 15, Belgium and Denmark 30.

6) la; 2c; 3b.

If Germans work more hours per week, it is because they have more holidays.

7) 1b; 2c¢; 3a.

8 Shadow economies: 1a; 2c; 3b.

6.2.3

On the lake

1) go for a swim;

2) go easy with;

3) gone on strike;

4) gone from bad to worse;
5) go for a swim.

6.2.5

Smoking your way through life
1) give up;
2) give in.

7 Unit 7

7.1

1) ¢ Wait. It can take months until Chinese get permission to go abroad.

2) b Don’t go. Your Chinese partners have been through to a lot of red tape by
now (visa, currency etc.). They are looking forward to the rare occasion of going
abroad and would be very angry if you spoilt this unique opportunity to see the
world. By the way, have you sent them an official invitation in writing?
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3) a You will have to do with specially trained negotiators and experts.

4) ¢ The highest-ranking executive is not always the boss. Age, experience and
contacts often count more. Decisions are often taken behind the scenes.

5) b Superstition is still a factor to take into account. August is normally the
seventh moon month. Buddhists think that spirits from Heaven and Hell return to
earth. Therefore they put off important decisions.

6) ¢ Don’t bring your lawyers. They would think that you do not trust them. A
contact is an agreement between gentlemen. Personal relations are more important

than contracts. Lawyers are considered an unnecessary evil. Experts, however,
are highly respected.

7) a Modesty really is a weapon in negotiations.

8) b It is Mr. Lin.

9) a You’d better shake hands if you don’t know the difference between a
Chinese, Japanese and Indian bow.

10) a With cigarettes and a bottle of fine old whisky you are on the safe side. He
wouldn’t be able to appreciate the expensive fountain pen, because he wouldn’t know
its price. For the Chinese the feet are the least appetizing part of the body. He
wouldn’t like the idea of wearing the flags of your two countries on his feet.
President Bush made precisely this mistake hading this sort of gift to Li Peng.
China’s newspapers were indignant.

7.2.3
That’s what parents are for
1) sat up late;

2) sitting on the fence;
3) sit up and take notice.

7.2.5

Gun law

1) handed ... down;
2) hand ... over;

3) hand ... in.

8 Unit 8

8.1

1) ¢ The success of a partnership with a well-established Japanese company is
directly related to the strength of inter-personal relationships.
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2) a Established Japanese companies prefer doing business on the basis of long-
term partnerships.

3) b You prepare the first meeting through a local agent who knows the
executives personally.

4) ¢ Don’t forget to bring a lot of business cards; 150 would be enough.

5) ¢ Have them translated into Russian, English and Japanese and checked by
two experienced Japanese translators.

6) b if you want to succeed in Japan you had better change your products and
services. Adapt them to your new customer.

7) b NEC launches a new product every two or three months. They pursue
dozens of different projects at a time.

8) b Don’t bring your lawyers. The Japanese business partners might be
offended because it could indicate that you are suspicious. Whatever is discussed and
agreed is considered as binding. The written contract is merely a formality. This is
reflected by the following figures. In Japan there is only one lawyer for 9000
inhabitants. In the United Kingdom there is one lawyer 800 inhabitants and in the
USA there is one per 350 inhabitants.

9) a “Hai” 1s a polite signal that they are listening attentively to what you are
saying.

10) You should know a few more words of Japanese.

1 ¢ Good day: “Kon-nichi wa”;

2 d Good-bye: “Sayonara”;

3 a Good evening: “Komban Wa”;

4 b Please: “Onegai”.

8.2.3

Castle in the clouds

1) do an about-turn;

2) done my bit;

3) do things by halves;
4) done my best.

Non-compatibility

1) get off my chest;

2) get on my nerves;

3) get amove on;

4) getting on like a house on fire.

8.2.5

If Christopher Columbus had not discovered America he would have saved us a
lot of trouble.

9 Unit 9
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9.1

1) a The people of the Andes like many other third world people are not used to
living according to the whistle of the factory. They like to organise their

time themselves. They care more about their time off than about money. When
the American company also switched to an hourly basis they were able to hire
workers.

2) a&d In Saudi Arabia and in Indonesia local agents are “a must”.

3) b In Saudi Arabia you need an exit visa if you want to leave the country,
which you only get if your Saudi sponsor gives his permission.

4) b You had better take over the older office with all the furniture, equipment
and even the staff. In some of these countries it can take months or years before you
get telephones installed.

5) ¢ The Japanese companies buy farms in USA and buy the beef from their own
companies.

6) a Here’s another example. In western countries the fox is associated with
intelligence and cleverness. In Japan, however it is linked to witches.

7) a, b, c: The People’s Republic of Korea/Vietnam/China

d: The Arab Gulf;

e: The Province of Taiwan.

923

Changing times
1) fitted out;
2) fit in with;
3) fitted into.

10 Unit 10

10.1

1) a The global borderless economies are the economies of USA, Europe and
Japan.

2) d The trade mark “Made in Germany” is losing its meaning today because
numerous German brand names or their components are produced in Asia.

3) Global market strategies have to strike the right

balance among the five Cs:

1 country (adapt to local markets, try to become an insider);

2 company (decentralize the company structure; decisions should not be
headquarters-driven);

3 currency (watch exchange rates);

4 customer (study consumer habits);

5 competitor (watch your competitors).
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4) a, b Companies that think in terms of “overseas operations” don’t think
“globally”. Their decisions tend to be taken at headquarters and not by the local
management that knows the market. For the global manager borders, overseas or
foreign markets exist no longer. Bills are paid in dollars as an international currency,
components are bought where they are cheapest, goods are produced where wages are
lowest and decisions are made where the customer is.

5) ¢ Companies should not move into a foreign country only because the
currency of their country is overvalued. Here are better reasons for founding
subsidiaries abroad. Labour costs are lower; you get closer to the market; you get
good ideas from your customers, so you produce products that are better and last but
not least you avoid protectionism and become an insider.

6) a, b Governments that protect their markets want to remain independent of
foreign products in case of war or to secure the jobs of their citizens. Countries like
Singapore or Taiwan have realised that protectionism is counter-productive.

7) a The Americans have had trade deficits with several of their major trading
partners because they have a huge domestic market. Companies don’t depend on
export to the extent Japan or Germany do.

8) ¢ In a borderless interlinked economy terms like “export” or “import” are
gradually losing their meanings. This is particularly true for the USA since it pays
imports in its own currency.

9) ¢ In global markets trade figures has lost their meaning. Multinationals have
penetrated countries and have become insiders. Their sales are no longer considered
to be imports from a foreign country. Xerox and IBM, for example, produce most of
their goods in Japan and Europe, and Sony and Nike produce most of their products
in China and Indonesia.

10) a Buying components for your products from other companies instead of
producing them yourself.

10.2.3

Money speaks
1) move out;
2) moved in;
3) move on.

10.2.5

Problem solving;

1) put in an appearance;
2) putting on weight;

3) putting the screws on;
4) put the squeeze on.

11 Unit 11
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11.1

1) b The Tiger States are the rapidly growing economies of Singapore,, Hong
Kong and Taiwan. Malaysia and South Korea are going to join them.

2) The most prosperous nations today characterized by small landmass, no
resources, well-educated people are Japan, Taiwan, Singapore, Switzerland

and South Korea.

3) a, b Countries thalt are rich in natural resources tend to export them when
they need money instead of having them processed by their own industries. They
don’t add value to their resources like the economies of the Tiger States.

4) ¢ In Hong Kong food prices are low because Hong Kong has no farmers and
therefore no protectionist tariffs?

5) The same holds true for Singapore.

6) a Singapore

7) a It’s Malaysia.

8) a Malaysia used to live on its natural resources. It tended to protect its market
from imports. It has given up this policy. Now they practise global sourcing, buy the
components on the world market where they are cheapest and add value by producing
semiconductors. Moreover, wages are low.

9) b Singapore

10) a It’s Singapore again. The authorities are strictly against pornography. They
also try to keep fascist and communist propaganda away from their citizens.

11.2.3

Overloaded

1) up in arms;

2) be ... well off;

3) slipshod;

4) shattered;

5) rushed off my feet;
6) quick on the uptake.

11.2.5

Killing time
1) add up;

2) add ... onto;
3) add to.

12 Unit 12

12.1
1) b Green computers would be unthinkable in America.
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2) a In countries with dense jungles, Indonesia, for example, because it is
associated with illness. Male top models in ads should not wear green hats since the
green hat marks a man with an unfaithful wife.

3) a So Fisherman Friends candy are wrapped in green (or blue) in the US and
Europe. The same candy should be wrapped in red in Africa.

4) b Whereas blue is a more manly colour in the USA, red has this characteristic
in France and Britain.

5) 1b; 2¢; 3d; 4e; Sa. However, in China red is the colour of good fortune.

6) b A shampoo or body lotion should not have the scent of lemons in the
Philippines.

7) ¢ Singapore, Kenya, Ghana.

8) a In many US buildings the 14U floor comes directly after the 12th floor.

9) b Japan. The number 4 is an unlucky one.

10) ¢ India.

12.2.3

A good-buy story
1) threw ... over;
2) thrown ... away;
3) threw ... out;

4) throw off.

12.3.5

Stand up for what you believe
1) stand up for;

2) stood for;

3) stand out;

4) stand up to.
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IIpuioxkenune A
(obsa3amenvHoe)

Reading Test

Part One
Questions 1-7

—Look at the statements below and the book reviews on the opposite page.
—Which book review (A, B, C or D) does each statement 1-7 refer to?
—For each sentence 1-7 choose one letter (A, B, C or D).

—You will need to use some of the letters more than once.

Example:

0 This book would be of special interest to a Training Manager.

0

A B C D
o mm 0 O

1 Your company wants to sell its products through its website.

2 The company intends to improve its data storage and retrieval systems.

3 Personnel have to provide seminars for staff involved in operating new
equipment.

4 A mail order company is looking for new ways to sell direct to customers.

5 The company is setting up joint ventures with overseas companies.

6 Marketing have to investigate new export markets for the company’s products.

7 Management are unhappy at the lack of cooperation between various
departments.

A - WHEN CULTURES
COLLIDE by Richard D Lewis

This book provides information
about the culture and attitudes of
many countries. The author
believes that business travellers
need to gain insights into different
cultures and values so that they
can relate to their hosts and avoid
misunderstandings. Take, for
example, different concepts of
time. If you believe in punctuality
and that “time is money”, you
may have a hard time in countries

D - B - FACILITATING
LEARNING ORGANISATIONS
by Victoria J Marsick & Karin E

Watkins
In a  fast-changing  world,
businesses must learn to adapt. This
book discusses the requirements for
successful  learning: creating
continuous learning opportunities,
such as promoting enquiry and

encouraging team learning.
Learning 1s “the sharing of
knowledge”, which means

encouraging people to talk to one
another. They emphasise the need
for feedback, i.e. promoting
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where these values don’t apply. dialogue within organisations; and
leadership, i.e. selecting individuals
who can devise and implement
learning systems.

C - DO IT SMART by Rolf- DO IT SMART by Rolf-Dieter
Dieter Kempis & Juergen Kempis & Juergen Ringbeck
Ringbeck

There are two IT issues: how | There are two IT issues: how much
much it should cost, and its effect | it should cost, and its effect on a
on a company’s profitability. The | company’s  profitability. = The
authors  investigated  several | authors investigated several
companies, and found that the | companies, and found that the
effect of investment in IT on |effect of investment in IT on
profitability ranged from | profitability ranged from
spectacular to minimal. They | spectacular to minimal. They offer
offer seven rules to identify the | seven rules to identify the most
most effective means of using IT, | effective means of using IT, so this
so this book will help anyone with | book will help anyone with
responsibility for IT policy and | responsibility for IT policy and
expenditure. expenditure.

Part Two

Questions 8—12

— Read the article below about Ugandan women farmers.

— Choose the best sentence from the opposite page to fill in each of the gaps.
— For each gap 8-12, choose one letter (A-G) .

— Do not use any letter more than once.

— There is an example at the beginning (0).

CD Helps Ugandan Women Farmers

Ugandan women are becoming better farmers thanks to an interactive CD-ROM.
The CD gives advice about ways to improve their crops and livestock and how to
market what they produce. It also helps the women to think about new products they
can make and sell. (0) D

The first women that used the CD have shown many other women farmers in the
region what they can do if they try. The use of the CD-ROM has been encouraged by
Nakaseke Telecentre that lies in a region about 50km north of the Ugandan capital,
Kampala. The Telecentre Co-ordinator, Rita Mijumbi, said that, at first, the idea was
to use the internet and e-mail simply to get information for farmers. (8)
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It also helps them to think about what else they can produce, and how to co-
operate with friends and neighbours to get more out of their small farms.

The women find their way round the CD using a mouse, and advice is given in
the women’s native language. (9)

When first introduced to the computer, many of the women were afraid of doing
something wrong and took time to get over their fear.

(10) Many of their children are also keen to learn how to use the computer and
are being encouraged to read so they can find out more.

As well as acting as a teaching centre, the Telecentre is also helping the farmers
get better prices for their produce. (11) But at the Telecentre they can check with

markets in Kampala to find the proper price for what they sell.

Rita Mijumbi said that, at first, the husbands of many of the women farmers
would not allow their wives to go to the Telecentre, because they thought that it was a
waste of time. (12)

“When the women go back home, they talk about these ideas, they talk about the
CD-ROM,” she said. “The men now realise that something good can come out of
this: the women are not just gossiping or going out to look for other men!”

Example:

0 A B C D E F G

A But the CD goes much farther than that: it gives the women farmers practical
advice on how to increase crop yields and how to manage livestock.

B Computer literacy is now a compulsory subject in many schools.

C “These women are mostly uneducated, so you actually find that many of them
cannot even read in their own language,” said Ms Mijumbi, “but the CD-ROM is
linked to sound so they can listen if they cannot read, and get the message that way.”

D Since it was introduced the CD has been a huge success and has helped to
improve the living standards of those who have used it.

E Before now farmers had to rely on information from travelling traders about
prices.

F But success has changed the men’s attitudes.

G But now many are regular visitors to the Telecentre and are keen to learn
more.

Part Three
Questions 13-18

— Read the article below about foreign investment in India and the questions on
the opposite page.
— For each question 13—18, choose one letter (A, B, C or D).

Foreign Investment in India

India is the world’s second largest emerging market after China. But it is a
country that is often overlooked by investors in favour of its neighbours to the east. It
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offers a wonderful business opportunity as a country that was hardly affected at all by
the southeast Asian crisis of the nineties. It has a population of 910 million people —
16 per cent of the world’s population — and a growing professional and commercial
middle-class.

But the level of foreign direct investment (FDI), as a percentage of total global
investment, stands at only 0.5 per cent. This figure does not reflect the country’s
capacity, its well-developed institutions, the widespread use of English, its highly-
educated labour force, or its achievements in sectors from software and engineering
to medicine and film-making. This is partly because the economy remains highly
regulated, state dominated and protected.

In fact, the country only started on a process of liberalisation and globalisation a
few years ago. India introduced a change of policy in 1991 to provide a more
welcoming approach to overseas investors, including an agreement that profits could
be taken out of the country. Foreign investors usually apply to the Royal Bank of
India. Most sectors of industry receive automatic approval, as long as the foreign
investment in the Indian company is not more than 50 per cent. Some restrictions
apply if the limit is reached, except in sectors where “technology transfer” is possible,
that 1s, where the foreign company can provide expertise that is lacking in the local
company.

Most multinationals have some presence in the Indian market, but it is very
small compared to the capital flows into China. India’s poor performance in this area
is largely due to a bureaucratic system of rules and regulations, in particular the
requirement that foreign investors must find a local partner in order to ensure the
survival of the domestic companies during the change from a closed to an open
economy.

While many projects are delayed because of bureaucracy, the depressed level of
the local stock-market offers a good opportunity for investors looking to invest in
companies which are finding it difficult to finance their future growth. The
government is encouraging such investment by allowing venture capital groups to
invest up to 20 per cent of their allocated funds in the equity of any single company.

Investing directly into India remains complicated as it has to be approved by
both the central government and local authorities in the relevant state. The central
government deals with long-term industrial issues, financial regulation and so on,
while the state authorities deal with the practical side, approving the site, providing
the environmental clearances and infrastructure such as power and water.

But all in all, the future looks bright for foreign investment. Investors can reach a
large market where labour is cheap and highly-skilled, where language is not a
problem, and where local companies are eager to get involved in joint ventures. There
are opportunities for investment in many sectors, including infrastructure, food-
processing, pharmaceuticals and, above all, in software development, a field in which
India has become a world leader in the last decade. The country is now the largest
software exporter after the USA, exporting nearly $2.5 bn of software services last
year.
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13 Why have foreign investors tended to ignore India in the past?
A It has too many rules and regulations.

B It is heavily overpopulated.

C It has developed its industry without outside help.

D It was not considered part of south-east Asia.

14 A foreign company can invest more than 50 per cent in a local company if it.
A applies to the Royal Bank of India.

B provides special knowledge.

C shares the profits with the local company.

D helps India’s export trade.

15 Joint ventures between foreign and local companies provide a way to.
A help to protect local companies.

B develop an open economy.

C attract foreign investment.

D compete more effectively with China.

16 Foreign venture capital is important for India because.

A the stock market is performing badly.

B foreign companies must invest a minimum of 20% in a local company.
C local companies lack the resources to develop without it.

D bureaucratic controls are holding up many projects.

17 Which of these is dealt with by state authorities?
A agreeing the financial arrangements.

B finding a suitable site.

C providing essential services.

D approving the scheme.

18 Which of the following makes India attractive to foreign investors?
A Its workforce is well-trained and labour costs are low.

B It is a country where everyone speaks English.

C It has an excellent infrastructure (roads, services, etc).

D It is a major exporter of goods and services.

Part Four

Questions 19-33

— Read the article below about using unpaid leave to cut costs.
— Choose the best word to fill each gap from A, B, C or D.

— For each question 19-33, choose one letter (A, B, C or D) .
— There is an example at the beginning (0).
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Cutting Costs

How can a company cut costs when business is poor? Companies in Silicon
Valley, California, have D ... up with a solution: forcing workers to take unpaid
holidays, usually by adding unpaid days to a one-day national holiday like July the
Fourth. Cost-conscious hi-tech firms are (19) ... the traditional one-day holiday to
two days, or even a whole week, as they struggle to (20)... from the current
recession. Such action would have been (21)... in the boom years of the late 90s
when product demand “went through the roof” and workers worked for 18 hours a
day and slept under their desks to (22) ... orders. But at the moment, a lot of big-name
techfirms are asking, and in some cases (23)...demanding, that thousands of workers
take extra time off. It is (24) ... that simply switching off the lights and halting
production will save about 1% of a company’s (25) ...costs. Last year, a San Jose
based company sliced $3—4m from its expense (26)...by shutting down for the whole
week of 4 July. Accountants say these forced vacations and plant shutdowns really
help the companies in a number of (27)... .First, when employees take unpaid leave,
this immediately (28) ...running costs. Then, businesses can cut costs without cutting
jobs, thereby saving expenditure on recruiting and training when business (29) ... up
again. And of course shutdowns also save on energy costs. But not everyone is happy
with the (30)...of forcing workers to take unpaid time.

In particular, there has been criticism from the unions, who (31) ... that workers

are being forced to take a pay cut, and insist that unpaid leave should be on a
voluntary basis only. But, despite these protests, firms are likely to continue as more
and more of them realise the (32) ... of reducing their payroll costs without having to
(33) ... sack employees.

Ezample: B known C put D come
A turned

19 A improving B opening C extending D adjusting
20 A recover B survive C improve D overcome
21 A unobtainable B unusable C unworkable D unthinkable
22 A meet B make C reach D fill

23 A also B quite C still D even

24 A determined B considered C estimated D guessed
25 A operated B operating C operation D operative
26 A budget B account C return D ledger
27 A ways B means C kinds D methods
28 A shortens B deducts C controls D reduces
29 A picks B stands C pulls D gets
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30 A practice B custom C use D habit
31 A defend B argue C propose D accuse
32 A profits B outcomes C benefits D wvalues
33 A presently B really C actually D certainly
Keys
Reading
Part 1
0B | 1D | 2C | 3B | 4D | 5A | 6A | 7B
Part 2
0D | 8A | 9C 110G [ 11E | 12F | |
Part 3
13A | 14B [15A |[16C  [17C  |18A | |
Part 4
19C 20A 21D 22A 23D 24C 25B 26A
27A 28D 29A 30A 31B 32C 33C
Part 5
0 correct | 00 other | 34 correct | 35 of 36 correct | 37 all 38 been
39 they 40 correct | 41 for 42 have 43 of 44 the 45 correct

Speaking

Part One (approximately 13 minutes)

The interview

In this part the interlocutor asks questions to each of the candidates in turn. You

have to give information about yourself and express personal opinions.

Sample questions

Whereabouts do you live?

Is that a nice part to live in? Why?

Would you prefer to live somewhere else? Why is that?

What is your job?

What do you like about your job? What don’t you like about your job?
What plans do you have for the future?

What do you do in your spare time?

What would you like to do if you had more time/money?
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Part Two (approximately 6 minutes)

‘Mini presentation’

In this part of the test you are asked to give a short talk on a business topic.

You have to choose one of the topics from the three below and then talk for
about one minute.

You have one minute to prepare your ideas.

CARD A
WHAT IS IMPORTANT WHEN...? MAKING A TELEPHONE CALL TO
A CUSTOMER
- SAY WHO YOU ARE -SAY WHO YOU WORK FOR

CARD B
WHAT IS IMPORTANT WHEN...? WRITING A REPORT
- CONSIDER WHO THE REPORT IS FOR - ARRANGE THE
INFORMATION IN ORDER OF IMPORTANCE

CARD C
WHAT IS IMPORTANT WHEN...? DEALING WITH A COMPLAINT
FROM A CUSTOMER
- APOLOGISE -SAY HOW YOU WILL PUT THINGS
RIGHT

Part Three (approximately S minutes)

Discussion

In this part of the test you are given a discussion topic. You have 30 seconds to
look at the prompt card, an example of which is given below, and then about 3
minutes to discuss the topic with your partner. After that the examiner will ask you
more questions related to the topic.

A Foreign Visitor

You have been asked to look after a foreign visitor to your
company. Discuss the situation together and decide:

—what arrangements you need to make to meet and welcome your guest

—what you need to do to make sure your guest has an informative visit and is
given a good impression of the company

[8]
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Hpuaoxenue b
(obsa3amenvHoe)

British and American Financial Terms

Here are some of the main differences between British and American financial
terminology.

British American
Annual General Meeting (AGM) Annual Stockholders Meeting
Articles of Association Bylaws
authorised share capital authorized capital stock
barometer stock bellwether stock
base rate prime rate
bonus or capitalisation issue stock dividend or stock split
bridging loan bridge loan
building society savings and loan association
cheque check
company corporation
creditors accounts payable
current account checking account
debtors accounts receivable
gilt-edged stock (gilts) Treasury bonds
labour labor
Memorandum of Association Certificate of Incorporation
merchant bank investment bank
ordinary share common stock
overheads overhead
profit and loss account income statement
property real estate
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quoted company

listed company

retail price index (RPI)

consumer price index (CPI)

share

stock

share premium

paid-in surplus

shareholder

stockholder

shareholders' equity

stockholders' equity

stock

inventory

trade union

labor union

unit trusts

mutual funds

visible trade

merchandise trade
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Hpuaoxenue B
(obsa3amenvHoe)

Countries and Currencies

Country Capital Nationality Currency
Australia Canberra Australian Australian dollar
Austria Vienna Austrian euro
Belgium Brussels Belgian euro
Brazil Brasilia Brazilian real
Bulgaria Sofia Bulgarian lev
China Beijing Chinese yuan
Croatia Zagreb Croatian kuna
Czech Republic Prague Czech koruna
Denmark Copenhagen Danish krone
Finland Helsinki Finnish euro
France Paris French euro
Germany Berlin German euro
Greece Athens Greek euro
Hungary Budapest Hungarian forint
Iceland Revykjavik Icelander krona
India New Delhi Indian rupee
Ireland Dublin Irish euro
Italy Rome Italian euro
Japan Tokyo Japanese yen
Lithuania Vilnius Lithuanian litas
Luxembourg Luxembourg of Luxembourg euro
Malta Valletta Maltese Maltese lira
Netherlands Amsterdam Dutch euro
New Zealand Wellington New Zealander | New Zealand dollar
Norway Oslo Norwegian Norwegian krone
Poland Warsaw Polish zloty
Portugal Lisbon Portuguese euro
Romania Bucharest Romanian leu
Russia Moscow Russian rouble
Slovakia Bratislava Slovakian Slovakian kuruna
Slovenia Ljubljana Slovenian tolar
Spain Madrid Spanish euro
Sweden Stockholm Swedish Swedish krone
Switzerland Berne Swiss Swiss franc
Turkey Ankara Turkish Turkish lira
United Kingdom London British pound sterling
United States of Washington DC American US dollar
America

[9]
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Hpuaoxenue I
(obsa3amenvHoe)

Common abbreviations used in business

Job Titles

CEO Chief Executive Officer Chief

CFO Financial Officer Chief

CIO Chief Information Officer

COO Chief Operating Officer

MP Member of Parliament

Organizations

EMU European Monetary Union

EU European Union

IMF International Monetary Fund

IRS Inland Revenue Service

TUC Trade Union Congress

UN United Nations

WTO World Trade Organization
Countries

UAE United Arab Emirates

UK United Kingdom

USA United States of America
Companies

BA British Airways

BMW Bayerische Motoren Werke

IBM International Business Machines

Business terms

AGM Annual General Meeting

B2B Business to Business

B2C Business to Consumer

CIF Cost, Insurance, Freight

FOB Freight on Board

FY Fiscal Year

GDP Gross Domestic Product

HR Human Resources

IPO Initial Public Offering

M&A Mergers and Acquisitions

MBA Master of Business Administration

MBO Management Buy Out

P&L Profit and Loss

PLC Public Limited Company

R&D Research and Development
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ROI

Return on Investment

SWOT Strengths, Weaknesses, Opportunities, Threats
TQM Total Quality Management
USP Unique Selling Proposition
VAT Value Added Tax

Measurements
ETA Estimated Time of Arrival
GMT Greenwich Mean Time

Technology

CAD Computer Assisted Design
CAM Computer Assisted Manufacturing
FAQ Frequently Asked Questions
HTML Hyper Text Markup Language
PDF Portable Document Format
RAM Random Access Memory
ROM Read Only Memory
WWW World Wide Web
AOB Any Other Business
ASAP As Soon As Possible
ID Identity
PIN Personal Identification Number
LASER Light Amplification by Stimulated Emission of Radiation

[9]
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Hpuaoxenue /1
(obsa3amenvHoe)

Common job titles

Chairman (of the board) or President

the person at the top of the hierarchy

Vice Chairman or Vice President

second in the hierarchy

Managing Director or CEO (Chief
Executive Officer)

in charge of the day-to-day running of
the business

Finance Director or CFO (Chief
Financial Officer)

responsible for all matters concerning
finance

Accountant or Financial Controller

oversees the book-keeping

Marketing Manager/Director

coordinates all commercial activities

Sales Manager/Director

in charge of the Sales Team

Communications Manager/Director or
CCO (Chief Communications Officer)

in charge of internal and external
communications

Product Manager/Director

manages one of the products in the
product portfolio

Legal Affairs Manager/ Director

deals with legal matters

IT (Information Technology)
Manager/Director or CIO (Chief
Information Officer)

responsible for all hardware and software
in the company

Production Manager/Director or COO
(Chief Operations Officer)

responsible for output

Plant Manager/Director

in charge of one factory
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Personnel Manager or Human
Resources Manager / Director

in charge of all matters concerning staff

Research and Development
Manager/ Director

heads the team that comes up with new
ideas and products

Purchasing Manager/Director

deals with suppliers

PA (Personal Assistant)

deals with administrative duties

Facility Manager/Director

head of maintenance, catering and other
facilities

Foreman

responsible for a group of workers

[9]
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