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TUIIMYHBIE CUTY AU
MNPOU3BOJACTBEHHOI'O OBLIEHUA

I. Work and employment

1) Study the vocabulary on the topic “Work and
employment”. Translate them into Russian.

ambitious enthusiastic qualified
ambition generous reliable
bored honest responsible
boring ignorant receptive (to new ideas)
committed incompetent self-confident
considerate indifferent self-confidence
cruel just self-important
efficient motivated skilled
expert punctual tactful
experienced patient unfair
business profession vocation
job trade occupation
work position career
5

2) Complete each sentence by using a word from the box.

business job living work profession
vocation trade
career occupation line post/ position

1. Please state your age, address, and in the space
below.

2. Mark makes his working as a journalist.

3. He was offered the of ambassador in China.

4. As a teacher she feels she has finally found her .

5. The cost of has risen greatly over the recent
years.

6. I can not come out tonight. I have got too much to do.

7. Stop interfering! This is none of your .

8. Kate has a very good in an international
company.

9. I wish I had you — it sounds really interesting.

10. I did not realize we were in the same of
business.

11. Most of the men worked in skilled such as
carpentry or printing.

12. There are still too many people without . They

work very hard and now they have their own
13. One of the most difficult decisions is choosing
14. At the moment I have a very good, well-paid




3) Match the words from the two columns.

full-time worker
demanding

blue-collar job

tough

high employment
frustrating

factory business
hard

seasonal career
backbreaking

white-collar employee
boring

office position
brilliant

government work
part-time

competitive post
rewarding

odd profession

4) Read the expressions connected with work and make
your own sentences.

to work shift-work (nights one week, days next)

to be on flexi-time (flexible working hours)
to work nine-to-five (regular day work)

to go / be on strike (industrial dispute)

to get the sack (thrown out of your job)

to be fired (more formal than 'get the sack'; often used as
a direct address: "You're fired!")

to be dismissed (more formal than 'be fired')

to be made redundant (thrown out, no longer needed)

to be laid off (more informal than 'made redundant')

to give up work (e.g. in order to study)

to be on / take maternity leave (expecting a baby)

to be on / take sick leave (illness)

to take early retirement (retire at 55)

-

5) Divide the words given above into two groups.

‘ hours of work reasons for not working

6) Work in small groups. Speak about the careers of your
parents / friends / relatives. Discuss the following questions:
Did they ever change their jobs? Did they get promotion? Are
they happy with their jobs?

Text 1. Choosing a job
1) When planning your lifetime career you have to consider
two aspects. First, what career will suit you and give you
satisfaction. Second, if you are the right person for this career.

2) Choose the best variant.

One of the most difficult decisions is choosing what to do for
a/ — (1) work / living. For example, do you want to follow a
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definite (2) business / career, and (3) earn / gain a / — low (4)
salary / money at the beginning, but have good (5) perspectives /
prospects in a company that trains its (6) employers / staff? Or are
you more interested in taking any kind of work, because you need
a / an (7) income / money? You may have to (8) come up with /
face up to the fact that a good (9) work / job can be difficult to
find. In that case, why not take a (10) temporary / short one? You
will gain some useful (11) experiences / experience. Remember
that even if you have the right (12) qualifications / degrees, you
may have to (13) turn down / fill in lots of application forms
before you are asked to (14) attend / make an interview. But don't
worry if you don't know what you want to (15) work / do exactly.
You'll enjoy finding out!

3) What are the most important factors for you in choosing
or keeping a job? Put the following factors in order of
importance and then compare your list with that of your
partner's.

- good salary or wages

- interesting and varied work, not boring and monotonous
- work which is useful to society
- good working conditions

- flexible hours

- opportunities to meet people

- opportunities to travel

- good career prospects

- bossing people

- dealing with children

- responsibility of your own

- working with nice people

- getting on with your boss

- the chance of promotion

4) In your opinion, which jobs or professions fit your
criteria? What jobs fit the criteria that you have selected
above? Put them in order. Discuss it with your partner.

Very boring

Very interesting

Very badly-paid

Very well-paid

Give opportunity to meet
people

Give no opportunity to meet
people

Involve travelling

Don't involve travelling

Require special qualification

Manual

Caring

Influencing people

Require using a computer

Do not require using
a computer

Involve the use of languages

Don't require knowledge
of languages

Monotonous

Varied

Involve living abroad

Do not involve living abroad

Low-status

High-status

Text 2. Carees

1) Read these texts about how two people came to choose
their careers. Pay attention to phrasal verbs.

Jeremy

At the moment I have a very good, well-paid job that I enjoy
doing, but it hasn't always been like this.




Several years ago I used to work as a salesman for a small
company that specialized in making motor components for the car
industry. It was the sort of job where you had to be committed to
your product, you had to believe in it and do everything possible
to sell it. But times were hard, and a lot of companies were going
out of business, so our company started to cut back on the number
of people it employed in order to save money — fortunately
I wasn't one of them — but in the end it had fo close down, and
I found myself out of work for the first time in my life. I applied
for several jobs in similar companies, but I wasn't successful —
every one of them turned me down.

Then one day I was looking through the paper and I came
across an advertisement for courses that specialized in journalism.
I filled in an application form, sent it off, was accepted onto the
course, studied hard, passed my exams, and became a qualified
journalist. I then wrote to a small magazine for the car industry,
attended an interview with dozens of other applicants and, to my
surprise, they took me on. The magazine grew in size and
popularity, I moved from writing articles to being subeditor, and
this year I became the editor, so I suppose, I've been lucky, really.

Angela

When I was young my father always told me how important it
was to get on in life and be a success. “You must make something
of your life,” he used to say. I think he wanted me to be a doctor
or an engineer or something like that. And I can remember how
disappointed he was when I left school early and started work as
a secretary.

It was a small, badly-run company, and when I went there they
told me the job was not difficult and I would soon pick it up. At
the beginning I liked the job, but as time passed the work started
to take up more of my time and I found I was working late in the
evenings and even at weekends. And in addition to this I had to

put up with poor working conditions and a low salary — I earned
11

just enough to get by — and there were no promotion prospects at
all. All this really got me down. And then I started to wonder if
I was really cut out for this kind of work — it didn't really suit me
or my particular abilities.

Then one day — I remember I'd been working very hard that
month and had put in a lot of extra hours — I went to see my boss
to ask for some time off work. I needed to visit my mother, who
wasn't well at that time. I have to say that [ didn't get on with my
boss very well. Anyway, he refused point-blank. He said that it
was out of the question and he did not want to hear another word.
[ tried explaining but I just couldn't get through to him. He
wouldn't listen. So I walked out of the office, and as far as I was
concerned, that was the last straw. The next day I handed in my
resignation, and I said to myself that I would never put myself
in that kind of position again. I decided to return to studying and
go in for law. I graduated from London University and now I am
starting to make my way in the world. As my father used to say,
'"The world is your oyster'.

So was my father right? Is it important 7o get on in the world?
Well, in some ways it is, but it depends on how you measure
success and what you want to get out of life. After all there are
other things in life besides work.

2) Find in the text the phrasal verbs that mean the
following.

1. to learn something without difficulty or special study

2. to make someone feel depressed

3. to close something (a factory or organization) temporarily or
permanently

4. to manage to survive and have a satisfactory life

5. to use or require a certain amount of time, effort, or space

6. to employ someone

7. to choose something as one's career

12



8. to refuse or reject someone / something
9. to reduce something, especially to save money
10. to succeed, to be successful in one's job

3) Paraphrase the sentences using the phrasal verbs.

1. The company has employed extra staff.

2. I’ve decided to make a career in medicine.
3. He didn't accept my offer of help.

4. The factory will have to reduce production.
5. The bad working conditions depress me.

6. The company has stopped doing business.
7. 1learned some Arabic while I was in Cairo.
8. She wants to be a success in her job.
9. Writing reports uses a lot of my time.
10. She survives on a very small income.

4) Look at how the following expressions are used in the
texts. What do you think they mean? How would you say
number 4 and 6 in Russian?

1. That's the last straw!

2. To make one's way in the world.
3. The world is one's oyster.

4. To get on in life / the world.

5. To be cut out for something.

6. To refuse (something) point-blank.

5) Work in groups. Imagine that you have received a lot of
applications for a job in your firm. Sort them into three piles:

A: These look promising!
B: These are possibles.

C: Thanks, but no thanks! (hopeless cases)
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Discuss them in class.

1. As you will see from my enclosed CV, I have been working
for my present company for three years. I joined them as the
assistant works manager and was promoted to the production
manager last year. Before that I had spent two years taking a full-
time diploma course.

2. My name's Jim Brown and I can do great things for your
company! I'm 29, unmarried, fit and healthy and I've got all the
qualifications and experience to make me the ideal.

3.1 am sure I would be able to manage the department
successfully as I am good at supervising people and at giving clear
instructions.

4. 1 wish to apply for the job you have advertised. Please send
me further details.

5. I noted with interest your advertisement for a Marketing
Assistant in today's Daily Planet.

6. I am writing about the job in your advertisement in today's
Evening Post. 1 have five years' experience in the export and
import trade as well as the qualifications you need.

7.1 am ambitious and my present job doesn't offer me the
chance to expand.

8. If you consider that my experience and qualifications are
suitable, I would be available for the interview at any time.

9.1 enclose a CV which gives full details of my qualifications
and work experience. In support of my application, I should like to
mention the following points ... .

10. Although my present employers are first-rate and our
relationship is excellent, I am keen to extend my range and I am
looking for a more rewarding and challenging post.

11. 1 would be grateful if I could discuss the post available in
person and perhaps go into my background and my suitability for
the post in more detail.

14



Text 3. Your first interview

1) Read the text and discuss with your partner the advice
given below.

With unemployment in many countries so high, and often
scores of applicants chasing every job, you have to count yourself
lucky to be called for an interview. If it's your first, you're bound
to be nervous. (In fact if you're not nervous may be your attitude is
wrong!). But don't let the jitters side-track you from the main issue
which is getting this job. The only way you can do that is by
creating a good impression on the person who is interviewing you.
Here's how:

Before the interview

DO

v Find out as much as you can about the job
beforehand.

v Ask the job centre or employment agency for as
much information as possible.

v Jot down your qualifications and experience and
think about how they relate to the job. Why should the
employer employ you and not somebody else?

v Choose your interview clothing with care; no one is
going to employ you if you look as though you've
wandered out of a disco. Whether you like it or not,
appearance counts.

v Make sure you know where the interview office is and
how to get there. Be on time, or better, a few minutes early.

15

v Bring a pen; you will probably be asked to fill in an
application form. Answer all the questions as best as you
can.

DON'T

v Never walk into the interview chewinging gum,
sucking on a sweet or smoking.

v Forget to bring with you any certificates, samples of
your work or letter of recommendation from teachers or
anyone else you might have worked part-time for.

At the interview

The interview is designed to find out more about you and to see
if you are suitable for the job. The interviewer will do this by
asking you questions. The way you answer will show what kind of
person you are and if your education, skills and experience match
what they are looking for.

DO

v Make a real effort to answer every question the
interviewer asks. Be clear and concise. Never answer
“Yes” or “No” or shrug.

v’ Admit it if you do not know something about the
more technical aspects of the job. Stress that you are
willing to learn.

v Show some enthusiasm when the job is explained to
you. Concentrate on what the interviewer is saying, and if
he or she asks if you have any questions, have at least one
ready to show that you're interested and have done your
homework.

DON'T

v Forget to shake hands with the interviewer.

v Smoke or sit down until you are invited to.

v Give the interviewer a hard time giggling, yawning,
rambling on unnecessarily or appearing cocky or
argumentative.

16



v  Ever stress poor aspects of yourself like your
problem of getting up in the morning. Always show your
best side especially your keenness to work and your sense
of responsibility.

v Sell yourself. This doesn't mean exaggerating (you'll
just get caught out) or making your experience or interests
seem unimportant (if you sell yourself short no one will
employ you).

v' Ask questions at the close of the interview. For
instance, about the pay, hours, holidays, or if there is a
training programme.

Text 4. How to shine at a job interview

1) Read the text and discuss with your partner the main
ideas given below.

The smart job-seeker needs to rid himself / herself of several
standard myths about interviewing before he starts pounding the
pavement looking for a job. What follows is a list of some of these
untruths and some tips to help you do your best at your next
interview.

» Myth 1: The aim of interviewing is to obtain a job offer.

Only half true. The real aim of an interview is to obtain the job
you want. So, before you do back-flips for an employer, be sure
you want the job.

» Myth 2: Always please the interviewer.

Not true. Try to please yourself. Giving answers that you
think will suit a potential employer, losing touch with your own
feelings are certain to get you nowhere. Of course, don't be
hostile — nobody wants to hire someone disagreeable. But there
is plainly a middle ground between being too ingratiating and
being hostile.

17

» Myth 3: Try to control the interview.

Nobody “controls” an interview — neither you nor the
interviewer — although one or both partners often try. When
somebody tries to control us, we resent it. Remember, you can't
control what an employer thinks of you, just as he / she can't
control what you think of him. Never dominate the interview.
Compulsive behaviour turns off your authenticity.

» Myth 4: Never interrupt the interviewer.

Good advice.

Study the style of an effective conversationalist: He interrupts
and is interrupted! An exciting conversation always makes us feel
free — free to interrupt, to disagree, to agree enthusiastically. We
feel comfortable with people who allow us to be natural. So, when
'} interviewing, half the responsibility
lies with you. Do you seem uptight?
Try being yourself for a change.
Leaving an employer indifferent is the
worst impression you can make.

» Myth 5: Don't disagree with the interviewer.

Another silly myth. If you don't disagree at times, you become,
in effect, a “yes” person. Don't be afraid to disagree with your
interviewer — in an agreeable way. And don't hesitate to change
your mind. The conventional wisdom says be yourself, true enough.

Notes:

myth: something false, that most people believe is true.
out of touch: out of contact

ingratiate: to try hard to get someone's approval

2) Have you got the main ideas? Here are eight sentences.
Only some of them express important ideas from the text. The
other ideas are in the text, but they are not the author's main
concerns. Choose the four main points. Then compare your
answers with some other students before discussing them with

your teacher.
18



. Good interview is like an exciting meeting during a journey.
. Remember that you are trying to find a job that satisfies you.
. Change your mind if you want to.

. Be yourself.

. Don't try to dominate the conversation with your interviewer.
. Try to let the interviewer be herself / himself.

. Don't be aggressive.

. Don't be overly respectful of your interviewer.

03N DN B W —

Text S. Job specification
1) Read the text and find ten key words.

An interesting feature of the labour markets is that many
organizations do not specify the type of person they require.
Instead they will give the details of a job in a job specification.
The Department of Employment has given the following
definitions of a job description and job specification:

Job description: a broad statement of the purpose, scope,
duties and responsibilities of a particular job.

Job specification: a detailed statement of the physical and
mental activities involved in the job. The specification is usually
expressed in terms of behaviour: what the worker does, what
knowledge he uses in doing it, the judgments he makes and the
factors he takes into account when making them.

The great variety of job specifications which exists in business
illustrates the range of specification in occupation. The five
categories given below do not cover this wide range, but can
become a guide to the role of manpower in an organization.

1. Unskilled. Many jobs do not require any training or previous
experience, for example manual labour or assembly work. These
occupations are often highly repetitive and boring, as well as
being poorly paid.

19

2 Mechanical or motor skills. There are some tasks in business
which are performed by machines which require an operator. The
more complicated the machine, and then generally the more
skilled the operator must be.

3. Intelligence and knowledge. Occupations which require
a high level of motor skill sometimes also demand a high level of
intelligence and aptitude. But there are jobs which do not need
mechanical skills but make demand on people's knowledge.

4. Administrative or managerial skills. The ability to organize
other people is a rare skill. It not only requires knowledge and
understanding of the functions within an organization, but also the
ability to motivate people. In addition managers must be able to
organize nonhuman resources using techniques of forecasting,
planning, coordinating and controlling. These are techniques
which require judgment as well as knowledge.

5. Decision-making skills and initiative. Decision-making is an
everyday occurrence for everyone. We decide what to eat, what to
wear, where to go, and so on. Similarly, decisions are a part of an
organization's everyday activities. The higher one goes up the
hierarchy, the more necessary is the skill of decision. The risks
which all organizations face mean that organizations have to be
run by people who have the ability to diagnose and assess the risk,
and the capacity to decide on the correct strategy. Business is
constantly changing and organizations require people with
enterprise and initiative in order to survive.




2) Define the key-sentence(s) of each paragraph. Explain

your choice.

3) Complete the chart with the appropriate skills from the

text. The first is done for you.

do not require any training or
previous experience

unskilled

require a high level of
intelligence

ability to organize other people

the capacity to decide on the
correct strategy

tasks performed by machines

the ability to motivate people

skilled operator must be

highly repetitive and boring

demand on people's knowledge

people with enterprise and
initiative

4) Give your own examples of a trade or a profession
illustrating each category of the job specification.

5) Discuss with your partner the
specifications. Speak about your future profession and
necessary skills. Make up a dialogue.

21

variety

of job

Text 6. Employee motivation
1) Read the text and make a plan.

A manager who has an understanding of what the employee
wants from work will have a better chance of having more
satisfied and productive employees. Studies of employee
motivation point out that people work for many different reasons.
The reason or reasons a person behaves a certain way is called a
motive. Employee motivation is the reason an employee works a
certain way on the job. There are many explanations of what
motivates employees. One theory was developed by A. Maslow.
Maslow's hierarchy of needs theory explains that an individual
has many different levels of needs.

SELF-ACTUALIZING
Realizing  of individual
potential, creative talents,
personal future fulfillment

ESTEEM
Self-prospect, respect of others,
recognition, achievement

SOCIAL

Friendship, affection, acceptance
SAFETY
Security, protection from physical
harm,  freedom  from  fear of
deprivation

PHYSIOLOGICAL
Food, water, air, rest, sex,
shelter

This theory suggests that when one level of needs is satisfied,
the next level has the greatest influence on a person's behaviour.
Frederik Herzberg developed another theory of job satisfaction.
It suggests that job satisfaction and job dissatisfaction come from
22



two different sets of factors. One set he referred to as “motivating
factors”, and the other set he called “hygiene” factors. The
motivating factors (recognition, achievement, responsibility,
opportunity for advancement, and the job itself) relate to internal
satisfaction and influence employees to improve their
performance. The set of hygiene factors (salary, company policies,
working conditions, and relationships with other employees) are
separate from the job itself. He suggests that hygiene factors must
be present in order to prevent job dissatisfaction, but it is those
motivating factors that influence employees to maximize their
performance on the job.

These theories show that employee performance is a complex
topic to understand. Developing a work environment where the
employee meets the needs of the business and the business meets
the needs of the employee is what the most successful managers
work at.

2) Are there other needs which you would add to the
hierarchy? Where? Why?

3) Which of the following would motivate you to work
harder:

v higher salary

v’ good team

v job security

v holidays

v’ opportunities to travel T ore FoR MONEY. 77 A\
v" good working conditions ATl

v interesting, creative work
v’ promotion opportunities
v fringe benefits

4) Scripture maintains that man does not live by bread
alone, but the need hierarchy suggests that man lives by

bread alone when there is no bread. What does it mean?
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II. Employment in the agricultural sphere

Text 1. Employment in the agricultural sphere

1) Read the text and write down ten key words.

Employment in the agricultural sphere is closely connected
with agricultural economy which arose in the late 19th century. It
combined the theory of the firm with marketing and organization
theory, and developed throughout the 20th century largely as an
empirical branch of general economics. Agronomics was a branch
that specifically dealt with land usage. It focused on maximizing
the crop yield while maintaining a good soil ecosystem.
Throughout the 20th century it expanded and the current scope
became broader. Employment in the agricultural sphere today
includes a variety of applied areas. “In the 1960s and afterwards
agricultural economists were drawn to the development problems
of poor countries, to the trade and macroeconomic policy
implications of agriculture in rich countries, and to a variety of
production, consumption, environmental and resource problems”.
Since the 1970s, agricultural economics has primarily focused on
seven main topics, according to a scholar in the field: agricultural

24



environment and resources; risk and uncertainty; consumption and
food supply chains; prices and incomes; market structures; trade
and development; technical change and human capital.

Agricultural economics tends to be more microeconomic
oriented. Many undergraduate Agricultural Economics degrees
given by US land-grant universities tend to be more like
a traditional business degree rather than a traditional economics
degree. In the Philippines, the field of agricultural economics,
offered by the University of the Philippines Department of
Agricultural Economics focuses on analyzing social problems
which confront the agriculture and natural resource sectors, and
recommending  strategic directions, founded on social,
environmental, and economic sustainability. At the graduate level,
many agricultural economics programs focus on a wide variety of
applied micro- and macro-economic topics. Their demand is
driven by their pragmatism, optimization and decision making
skills, and their skills in statistical modelling. Graduates from
Agricultural Economics departments across America find jobs in
diversified sectors of the economy.

In the field or in the factory, agricultural economists apply
business concepts and problem-solving skills to effectively and
efficiently manage farm, environmental and commercial decisions.
If you're interested in improving food production and processing,
developing agricultural policy, helping rural communities preserve
and develop their economic strengths or protecting our natural
resources, then a career in agricultural economics is right for you.

LS
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2) Match the words with their definitions.

inflation things that are produced in order to be sold

allocate something that you hope to achieve in the future

goods a situation in which there is not enough of
something

goal to use something that belongs to someone else
and that you must give back to them later

borrow to give something for a particular purpose

growth one part of a large subject of study or
knowledge

employment a description of what is likely to happen in the
future, based on the information that you have

now

branch a continuing increase in prices or the rate at
which prices increase

scarcity the condition of having a paid job

forecast an increase in amount, number or size

3) Study the following words and word combinations. They
are used when you are to describe different trends of economic
development. Consult a good dictionary and put down all their
derivatives. Make your own sentences using these words. You
can do it in the form of a question to your partner.

Increase, raise, put up, step up, extend, expand, rise, grow, soar,
boom, decrease, drop, put down, cut, reduce, fall, go down,
decline, collapse, slump, remain stable, hold, maintain.

4) Find synonyms from the text to the following words:

work, manufacturing, important, earth, emphasize, wide,
diversity, power.

26




5) Complete these sentences without looking into the text.

1. Employment in the agricultural sphere is ...

2. Agronomics was a branch of economics that ...

3. Throughout the 20th century ....

4. In the 1960s and afterwards agricultural economists ...
5. In the Philippines, the field of agricultural economics ...
6. Graduates from Agricultural Economics departments ...
7. A career in agricultural economics is right for you if ...

6) Discuss the following topics and act out the dialogues.

1. Describe the meaning of the term “agricultural economics”
throughout the history of its development.

2. Agricultural economics. The sphere of application.

3. The main topics of agricultural economics.

Text 2. Careers in agricultural economics
1) Read the text and make a list of international words.

Careers in agricultural economics span across many fields, all
of which utilize the application of core concepts and principles of
economics. Agricultural economic careers are also found in
similar fields such as agribusiness or rural economics.

In agricultural economics, economists apply theories and
principles of economics to better understand and optimize
agricultural markets. Those in agricultural economics address
problems ranging from clean air and water to questions
regarding how poverty can be alleviated. Relationships between
supply and demand are examined using data, statistics and
market trends. Job opportunities in agricultural economics exist
in many areas including agribusiness management, finance,
policy, natural resource economics and economic development.
Further options include:
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Marketing agriculture products and services with a career as
a grain merchandiser, sales representative, production manager or
marketing consultant. You might find yourself promoting
commodities for farm organizations, developing marketing
programs for food companies or forecasting prices and demand.

Interpreting how agriculture policies affect various interest
groups, such as environmental groups, government agencies,
commodity organizations and the media. These policies include all
aspects of agriculture, from water and soil use to technology
adoption to international trade patterns.

Managing environmental resources in an economically and
ecologically sound manner. With your degree, you might help
communities develop and implement policies for environmental
protection, advise food processors about ground water protection
or lobby Congress for an environmental group.

Managing farms and ranches. To compete in today's market,
farmers and ranchers need strong financial and business skills.
With an agricultural economics degree, farmers can better analyze
market conditions and prepare their businesses accordingly. Such
skills are also beneficial in other finance careers, such as banking,

estate planning and real estate appraising.
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2) Complete the columns:

Noun Verb Adjective
use
productive
develop
various
protective
help
strength
competitive
finance

3) Make a brief description of careers in agricultural
economics using some of the following words:

principles of economics, to span across, application, core
concepts, agricultural markets, supply and demand, job
opportunities, agribusiness management, options, all aspects of
agriculture, international trade, environmental protection, food
processors, to compete in today's market, financial and business
skills, analyze market conditions.

29

II1. Entrepreneurs and entrepreneurship
Text 1. Entrepreneurs and entrepreneurship

1) Study the following new words on the topic
“Entrepreneurs and entrepreneurship”.

entrepreneur — NpeANPUHIMATEIb;

entrepreneurship — npeInIpUHIMATENbCTBO;

rate of economic growth — TeMn 3KOHOMHYECKOTO POCTa;
argue — criopuTth (with, against — ¢ kem-nmu6o, about — o0 uemM-1160);
undertake — O6path Ha ceOs;

identical — oqUHAKOBBIIL;

fixed assets — ocHOBHBIE (DOH/IBI,

necessarily — 06s13aTenbHO;

enterprise investment — BIOXEHHE KalUTala B IPEANPUSITHE;
introduction — BBeIEHHUE;

techniques — TexHoOTHS;

labour productivity — mpou3BOIUTEIBHOCTD TPYAR;

hesitation — konebOanue;

ignorance — HEBEKECTBO;

marginal — HeCyIeCTBEHHBIH;

gross national product — BaJloBOi HallMOHAJIBHBIN MPOIYKT.

2) Read the text about entrepreneurship and make a plan.

Entrepreneur is someone who starts a company, arranges
business deals, and takes risks in order to make a profit. Of course,
to work for someone else is less trouble. Someone creates a job for
you, gets orders, collects money from the clients and takes on the
responsibility for making both ends meet. At night entrepreneur
figures if he has enough money to write out your pay cheque, pay
the rent for the building, buy equipment and so on. On the other
hand, entrepreneurship gives you an incomparable sense of
personal freedom. The quality of entrepreneurship is seen by many
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economists as an important explanation of differences in the rate
of technical progress between countries. It has been argued that
two countries undertaking similar amounts of investment leading
to more or less identical rates of growth in the fixed assets will not
necessarily show the same rate of technical progress. In one
country entrepreneurs may be undertaking enterprise investment
that has as its aim the introduction of the most advanced types of
production techniques, those that will lead to a rapid growth of
labour productivity. In the other, because of hesitation or
ignorance, the investment program may lead only to marginal
changes in productive processes; the resulting growth in labour
productivity and Gross National Product will be small.

3) Agree or disagree with the following statements.

1. Entrepreneur sets up a company.

2. Entrepreneur makes business deals.

3. Entrepreneur risks his neck in order to make a profit.

4. Entrepreneur introduces new types of legal techniques.

5. Entrepreneur leads his company to a slow growth of labour
productivity.

6. Entrepreneur must not be doubtful or ignorant.

7. Investment is the money that people or organizations have
put into a company, business, or bank in order to get a profit, or to
make a business activity successful.

8. Labour productivity is the rate at which goods are produced,
compared with the work, time, and money needed to produce them.

4) Translate the following questions from Russian into
English and answer them.

1. IlpeanpuHUMATENBCTBO — 3TO (OpPMa IEATEIBHOCTH B cepe
IIPOU3BOJCTBA TOBAPOB M IMPEAOCTABICHUA YCIYr C LENbIO
MOJTyYeHUs TpUObLIH?
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2. llpennpuHUMaTENb — 3TO YENOBEK, 3aHUMAIOIIUNCS JTIOOBIM
BHJIOM SKOHOMHYECKOH JEITeIHLHOCTH, IPUHOCSIIEH TIPUOBLTE?

3. [IpeanpuHUMAaTENb PUCKYET, YTOOBI OTYUYUTH MPUOBLIH?

4. llpennpuHuUMaTedb  OPUMEHSET  HOBBIE  TEXHOJOTUHU
MPOU3BOJICTBA?

5. PocT KOMIAHHMMU 3aBUCUT OT J[CJIOBOH aKTUBHOCTH
npearnpuHuMaTess?

6. TpyaHo nu OBITH pEANPUHUMATENIEM?

5) Complete the following statements. Choose one topic to
speak about a) entrepreneurs; b) entrepreneurship. Retell the text.

. Entrepreneur starts ...

. Entrepreneur arranges ...

. Entrepreneur takes risks ...
. Entrepreneur creates ...

. Entrepreneur gets ...

. Entrepreneur collects ...

. Entrepreneur takes on ...

. Entrepreneur writes out ...
9. Entrepreneur pays ...

10. Entrepreneur buys ...

11. Entrepreneur creates ...
12. Entrepreneur introduces ...

0 3N LN AW —

Text 2. Enterpreneurs
1) Read the text and state the main idea.

Entrepreneur is a person who organizes and managers
a business. This is a French word that has been accepted into the
English language. Its popularity probably has something to do
with its grand sound which benefits anyone who has the initiative
to create and run a business.
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Entrepreneurs are a mystery to some people, especially those
who are only comfortable with a nine-to-five existence and
assured weekly paychecks and fringe benefits. The entrepreneur is
a business person who prefers to take calculated risks in order to
be his or her own boss.

Sometimes the entrepreneur is regarded as a business person
who takes risks. This is not so. An entrepreneur is a business
person who minimizes risks. He or she does this by advance
planning, research, and meticulous consideration of all factors that
could affect and possibly endanger her or his enterprise. When the
entrepreneur forgets to do advance investigation and preparation,
then he or she is a gambler at best, and a failure statistic at worst.

Speaking about entrepreneurship, Professor K. Vesper of the
University of Washington says that “Businesses continue to be
launched by people who didn't make it the first time around.
A driving force in entrepreneurship is addictiveness. Once people
have a taste of freedom in a business of their own, they like it.
They don't want to go back to working for someone else”.

While the percentage of growth for men entering into business
independence could be measured in the teens, women's increase in
a single decade was 69 percent. There is no mystery here. Women
go into business for the same reason men do — to make money and
to be their own bosses. The rise in female entrepreneurship is
reminiscent of what the early-20th-century immigrants did — and
the more recent waves of immigrants from different parts of the
world. Entrepreneurship is regarded to be the first track to success.
Rather than to take low-wage, big-industry job, people opt to use
their wits and energy to climb the ladder of independence the
entrepreneurial way.

2) Which of these opinions are expressed in the text? Which
ones do you agree with?

1. Entrepreneurs are only comfortable with a nine-to-five
existence and assured weekly paychecks and fringe benefits.
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2. An entrepreneur is a business person who minimizes risks.

3. The entrepreneur is a business person who prefers to take
calculated risks in order to be his or her own boss.

4. A driving force in entrepreneurship is laziness.

5. Once people have a taste of freedom in a business of their
own, they like it.

3) Speak about advantages and disadvantages of being an
entrepreneur. Fill in the chart. Discuss it with your partner.

can be regarded as
disadvantages and

advantages disadvantages advantages at the

same time

4) Discuss with your partner the meaning of the following
expression.

When an artist looks at the world, he sees colour.
When a musician looks at the world, he hears music.
When an economist looks at the world, he hears a
symphony of costs and benefits.

D. Colander

Text 3. Knowing yourself

1) Read the text and write out the words describing
characteristics of an entrepreneur.

There have been many studies during the past few years that have
attempted to identify the characteristics of successful entrepreneurs. On
such study compared many of the lists already developed. Those
characteristics common to all or most of the lists indicated that an
entrepreneur tends to have the following characteristics:
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- High level of physical energy

- Ability to set clear goals and plans to reach goals

- Strong positive attitudes

- High levels of moral strength

- Willingness to take chances

- Industrious - need to be always working at something

- Takes the initiative in starting work

- High level of reasoning ability

- Able to make decisions

- Willing to lead others

- Organized

- Positive attitude towards others

- Uses time effectively

- Willing and eager to learn

- Desire to satisfy the needs of others

- Able to change and adapt to changing environment

- Able to seek and find information needed to achieve their goals

- Avoids procrastination

- Have a determined persistence

- Informed about latest trends and needs

- Willing to take responsibility

- Knows how to manage money

- Able to motivate others

- Always looking for opportunities

- Willing to recognize and reward contributions of others

- Restless eager to do something new

Obviously not all entrepreneurs are alike, but based on a variety of
studies most of the successful ones have the above characteristics.

2) Give the Russian equivalents to the following words and
phrases and use them in the sentences of your own:

to identify, successful entrepreneurs, to set clear goals, to reach
goals, willingness to smth., take the initiative, to make decisions,
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positive attitude towards smb., to use time effectively, to satisfy the
needs of others, to take responsibility, to manage money, to look for
opportunities, to reward contributions, to learn from failures.

3) Give the words from the text for the following
definitions.

1. To be the reason why someone do something.

2. A duty to be in charge of someone or something.

3. Determination to do something even though it is difficult or
other people oppose it.

4. Something that you get because you have done something
good or helpful or have worked hard.

4) Answer the questions and discuss the text using them as
a plan.

1. What characteristics do you find absolutely necessary for
every manager?

2. Which of them are inborn and which ones can be acquired?

3. What are of primary importance?

Text 4. Entrepreneurship in the field of agriculture

1) Read the text and find the agricultural terms.

Investment in food production

Commercial food crop farming is a lucrative undertaking. With
tremendous rise in urban populations across the world, the need
for fresh foods to cater these people is great. Trends toward
industrialization have left fewer entrepreneurs to concentrate on
food production. It is, therefore, a good sector for one to make
profit, while at the same time contributing to the world
population's food supply.

36



Tree farming

Tree farming as an agricultural entrepreneurial activity is not only
a financially rewarding initiative but also an eco-friendly investment.
Through commercial tree farming,
environmental conservation and
protection of natural resources are
ensured. Apart from contributing
positively to the ecosystem,
a sustainable supply is created for
industries such as paper and - -
timber processors. With efforts worldwide being harnessed toward
combating global warming, commercial tree farming is a good
investment that also helps contain carbon levels in the atmosphere.
Liaising with support bodies may also significantly provide reliable
insights into agricultural entrepreneurship along this line.

Horticultural farming

Horticultural farming involves the commercial farming of crops
such as fruits, vegetables and herbs. These may be conventionally
or organically produced to meet market needs. There is always a
growing market for fruits and vegetables, and anyone growing
them can only expect to make more sales with the passage of time.
Flowers, though perishable, are a potentially lucrative investment.
They encompass wide varieties that provide much needed raw
materials for various industries such as pesticide factories.
In addition, other flower varieties are produced for aesthetic use.

Agro-forestry

Agro-forestry forms part of the principal area of horticultural
farming. Agro-forestry entails rearing trees and crops on the same
land area. It provides multiple benefits since crops raised contribute
to revenue earnings and trees planted not only augment these
earnings but also contribute greatly to soil and environmental
conservation. Authorized federal agro-forestry bodies include
Reforestation, Nurseries & Genetic Resources (RNGR), Native
Plants Network and National Agro-forestry Center.
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2) Match the words with the same meaning.

tremendous to wait
to concentrate on buyers
profit help
to involve profitable
produce to focus on
expect to include
lucrative to manufacture
consumers huge
support revenue

3) Match the words with the opposite meaning.

profit similar

create artificial

wide destroy
various narrow
natural loss

4) Say if the sentences below are true or false. If they are
true repeat them. If they are false, correct them.

1. The need for fresh food is insignificant in spite of the
tremendous rise in urban populations across the world.

2. Few entrepreneurs concentrate on food production.

3. Tree farming as an agricultural entrepreneurial activity is

only a financially rewarding initiative.




4. Horticultural farming involves the commercial farming of
crops such as fruits, vegetables and herbs.
5. Agro-forestry entails rearing vegetables and flowers on the

same land area.

5) Speak about the variety of possibilities for entrepreneurs

in the sphere of agriculture.
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IV. Company

Text 1. Company
1) Study the following new words on the topic “Company”.

enterprise — npeanpusitue; individual proprietor — eTUHOMUYIHBII
coOcTBeHHUK; partnership — TtoBapumecTBo; limited liability
company — KOMIIaHUSI C OTPAaHUYCHHON OTBETCTBEHHOCTHIO;
brokerage house — Opoxkepckas ¢upma; agency — areHTCTBO;
varied —  pasHooOpa3HbIii;  contribution —  107€BOM  B3HOC;
whenever — Bcskuii pa3 Korjaa; constitute — ydpexmars; incur —
mojaBepraThes; extend — mpocTHpaThes; assets — HMMYIIECTBO;
acceptance — mpuHsATHE; vital — JXM3HEHHO BakHBIN; large-scale
industry —  KpymHas ~ IpPOMBIIUICHHOCTh;  enable—  nmaThb
BO3MOXKHOCTB; entire — 1ienbli; fortune — cyap0a; 60raTcTBO.

2) Read the text and divide it into logical parts.

Company is an organization that
makes or sells goods or services in order
to get money. Business enterprises
usually take one of three forms:
individual proprietorships, partnerships,
or limited-liability companies. In the first form, a single person
holds the entire operation as his personal property, usually
managing it on a day-to-day basis. Most businesses are of this
type. The second form, the partnership, may have from two to 50
or more members, as in the case of large law and accounting
firms, brokerage houses (companies of brokers), and advertising
agencies. This form of business is owned by the partners
themselves; they may receive varied shares of the profits
depending on their investment or contribution. Whenever
a member leaves or a new member is added, the firm must be

40




reconstituted as a new partnership. The third form, the limited-
liability company, functions on the basis of limited liability.
Limited liability is the legal position under which the loss that an
owner (shareholder) of a business firm may incur is limited to the
amount of capital invested by him in the business and does not
extend to his personal assets. Acceptance of this principle by
business enterprises and governments was a vital factor in the
development of large-scale industry, because it enabled business
firms to mobilize large amounts of capital from a wide variety of
investors who were understandably unwilling to risk their entire
personal fortunes in their investments.

3) Agree or disagree with the following statements.

1. Company makes or sells goods or services in order to get
profit.

2. Proprietor is an owner of a business.

3. Individual proprietor keeps the entire operation as his rented
property.

4. Individual proprietor manages his personal property on
a from time to time basis.

5. Partnership is a business owned by two or more partners who
share the profits and losses.

6. Partners share the profits and losses according to their
investment or contribution.

7. Whenever a partner leaves or a new partner is added, the
firm must be reconstituted as a new partnership.

8. Sleeping (silent) partner is someone who owns part of
a business but is not actively involved in operating it.

9. Limited Liability Company is a company whose owners only
have to pay a limited amount if the company gets into debt.
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4) Answer the following questions.

1. What does the term “company” mean?

2. What forms do business enterprises usually take?

3. What does the term “individual proprietorship” mean?
4. What does the term “partnership” mean?

5. What is the third form of business enterprises?

6. What does the term “limited liability” mean?

5) Complete the following statements. Choose one topic to
speak about a) individual proprietorships; b) partnerships;
¢) limited liability companies. Discuss the main forms of
a company.

. Company is ...

. Business enterprises take ...

. The first form of business is ...

. The second form of business is ...

. The third form of business is ...

. Individual proprietor holds ...

. Individual proprietor manages ...

. Partners receive ...

. Whenever a partner leaves ...

10. Limited-liability company functions ...
11. Limited liability is ...

12. Limited liability enables business firms to ...

O 00 1 N D K~ W —
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Text 2. Why are companies referred to as LTD.,
INC., GMBH, or S.A.?

1) Read the text and state the main idea of each paragraph.

An individual, like Henry Ford, might want to begin a small
enterprise and personally retain total responsibility and liability,
but once it starts to grow, a partnership or a “company” — such as
Ford Motor Company — would need to be formed. The key factor
in owning any company is the guarantee called limited liability:
the owners of a company never have to pay more than they have
invested in the company. Their liabilities are limited. When
a company goes bankrupt, the owners can never be required to pay
its unpaid bills.

The worst that can happen to investors in a limited liability
company is losing their initial investment if the company fails. By
limiting the downside risk for shareholders, companies are able to
attract equity investors and raise large amounts of funds called
equity capital through sales of shares rather than by borrowing
money at potentially high interest rates.

The names of companies around the world reflect this guarantee
of limited liability. The abbreviations “GmbH” in Germany, “Inc.”
in the United States, or “Ltd.” in most other English-speaking
countries indicate that the firm is a limited liability company and
investors have nothing more to lose than the money invested in their
shares. The “S. A.” in French-and Spanish-speaking countries also
refers to limited liability by defining shareholders as “anonymous.”
Since the identity of shareholders can be kept secret, the creditors of
a bankrupt company have no right to pursue them for the company's
unpaid debts.

Many countries make a clear distinction between public and
private companies, with separate designations, such as AG and
GmbH in Germany, or Pic and Ltd. in Britain. Generally, “public”
companies are those large enough to have their shares traded on
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stock exchanges, while smaller unquoted companies are said to be
“private,” even though their shares can be held by the public at
large. In some countries, a large company is said to be privately
owned if its shares are not available to the general public. In the
United States, where little distinction is made between public and
private companies, most companies simply bear the title
“Incorporated.”

2) Match the sentences beginnings to the correct endings.

The key factor in owning any | that the firm is a limited
company liability company

Companies raise large amounts | if its shares are not available to
of funds called equity capital the general public

The abbreviations “GmbH” in | between public and private
Germany, “Inc.” in the United | companies

States, or “Ltd.” in most other
English-speaking countries
indicate

Many countries make a clear
distinction

most companies simply bear
the title “Incorporated.”

In some countries, a large
company is said to be privately
owned

through sales of shares

In the United States, where
little distinction is made
between public and private
companies

is the guarantee called limited
liability

3) Read the text once again, write down the key expressions
that might help you to discuss this text.

4) Work in groups and discuss what the names of
companies around the world reflect.
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V. Contributions of economics to agriculture.

Text 1. The role of economics in agricultural production

1) Read the text and find the main expressions from each
paragraph.

Even though there is more than enough food available to feed
everyone in the world, many people do not have enough to eat.
Every year, 12 million to 20 million people die from being
undernourished or malnourished and from starvation and diseases
that result from a lack of food. These problems are caused by
factors such as food quantity, food quality, inadequate storage
capabilities, inadequate food distribution, and poverty.

Food is grown differently in rich and poor nations. The
developed countries use industrialized methods of food production.
The undeveloped countries do not have these advantages. They
must rely more on the natural quality of the land and use intensive
hand labor to farm. Science has also played an important role in
increasing productivity in the developed world. Industrialized
countries have learned many ways to increase food output, such as
using fertilizers and pesticides, and creating hybrid crops.

Natural factors also affect the ability to develop productive
farming. Climate plays a huge role in what can be grown. In
addition, fluctuations in climate, such as years in which it is too
dry or too wet, can drastically affect crop production. Some years
may be very good and enable a surplus of crops to be produced.
On the other hand, some years may bring drought or insect
infestations, and not enough food is produced, causing shortages.

Food surpluses and shortages are always important factors in
determining whether people throughout the world have enough to
eat. One of the major functions of governments is to make sure
there is enough food for everyone. Governments encourage
farmers to produce slightly more food than is needed in a normal

season to allow for the years when there is a poor harvest.
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The concept of surplus and shortage is a balancing act,
however. If farmers produce too much food, they lose money
because they cannot sell it all. If this happens, farmers are likely to
produce less food the following year, so they will not lose more
money. If that year sees a bad harvest, however, there will likely
be a food shortage and prices will rise dramatically; some people
will go hungry and starve. Because of this delicate balance,
governments have become involved in the raising and marketing
of agriculture. If they did not, the unpredictable cycle of surplus
and shortage could cause national, and even worldwide, disasters.

Some governments set target prices for basic staple foods. To
protect farmers, imports are not allowed to come into the country at
lower prices. If they did, it would hurt the local farmers and markets.

If there is a surplus in a particular year and prices fall, the
government can intervene by buying surplus food and taking it off
the market for storage to be used later during years of shortage.

By controlling food availability through quotas as well as
prices, governments can protect farmers — especially those that
work small farms or have to transport their goods great distances —
and ensure that enough food will be produced to feed everyone.
As a result, farmers will have successful businesses and continue
to produce more food.

The less-developed countries have
a completely different problem. In their
societies, there is not enough food
available to go around. Famine and
starvation unfortunately occur often. P
Many people in these countries are &
continually malnourished, which causes a variety of other health-
related problems. Wars and natural disasters also cause situations
where victims need emergency aid, in the form of supplies and food.

Over the years, huge amounts of money and aid have been
designated to help starving people in Africa, Eastern Europe, and
other countries. Food aid is often sent to help these people, but it is

not without its own problems. Sometimes the countries that need
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help the most are located far away from major shipping ports.
Sometimes food must travel hundreds of miles to reach the people
who need it the most. It is often difficult to get the food to these
people. Several scientists and government planners have suggested
that permanent food storage areas should be built in these countries.

While supplying food and other goods to needy nations is
necessary and helpful, many believe that sending aid is only a
short-term fix rather than a permanent solution. The long-term
solution lies in educating farmers in underdeveloped countries and
providing economic assistance, so that they can increase the
productivity of their own land through the use of machinery,
fertilizers, and conservation farming practices.

2) Match the sentence beginnings to the correct endings.

1. If farmers produce too much food, they lose ..........c..ccueeneen.
2. The developed countries use industrialized ..............ccccccee..
3. Governments encourage farmers to produce slightly more ...
4. As a result, farmers will have successful businesses .............
5. The undeveloped countries do NOt .........cccveeueeriieiieniieienne,
6. Science has also played an important role in increasing........
7. Because of this delicate balance, governments have become.....
8. Food is grown differently...........cccoeviiieiiiiniiiicieeeieeciies

Q) tteeeieetee ettt e e te et e e et ete e e ns methods of food production.
B) e food than is needed in a normal season.
(<) IRU involved in the raising and marketing of agriculture.
D) have these advantages.
€) reerrreereeireannas businesses and continue to produce more food.
D) e, money because they cannot sell it all.
€) ettt in rich and poor nations.

3) Answer the following questions.

1. Why do people have food shortage in some countries and

food surplus in the others?
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2. Do the developed countries and the undeveloped countries
use the same methods of food production?

3. In what way can governments protect farmers?

4. Why do most developing countries seldom have enough
food?

5. What plays a huge role in developing productive farming?

6. What is one of the main functions of government?

4) Discuss in pairs how economics contributes to
agriculture.

Text 2. Precision agriculture
1) Read the text and answer the questions that follow it.

- Precision agriculture is a newly
emerging component of farming. With
growing populations and increasing
demands on the land, being productive
and efficient is becoming more important.
Cutting-edge positioning and information
space technologies have now entered
agriculture. Satellites and geographical spatial technology have
taken a role recently in finding practical ways to help farmers
become better and more efficient. Farmers can now operate their
farms — from planting to harvesting — by managing every square
foot of the land according to the needs of that particular square foot.
Precision agriculture uses space satellite data (a science called
remote sensing), soil sampling, and information management tools
to make agricultural production as efficient as possible.

Precision agriculture wuses technologies, such as Global
Positioning System (GPS), Geographic Information System (GIS),
and airborne images, to help farmers manage their fields. These
high-tech systems can analyze soil and landscape characteristics

(what type of soil it is, how steep the land is, what direction the
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slope faces, and how much direct sunshine it receives). These
high-tech systems can determine whether pests are present (by
assessing insect damage) long before humans can see the results of
an infestation because satellites can pick up wavelengths in the
infrared region, which are the first wavelengths to reveal changes
in plant health.

GPS can provide the farmer with specific information on
tillage, planting, weeds, insect and disease infestations,
cultivation, and irrigation. Machine control systems automate
equipment to save time and costs that would normally have to be
paid to a field operator. Laser based tools provide information on
land-leveling requirements and underground drainage.

This equipment collects field data, which is then downloaded
into computer systems and analyzed with special software to help
the farmer determine the best farming practice for his land. These
systems can help the farmer manage small areas of the farm
differently — according to his or her needs.

A computer can be used to
analyze all the spatial data that has
been collected (such as soil types,
crop yield, water drainage, rainfall,
and chemical doses) and look at
overall relationships between the different types of information
that affect crop production in a specific place. For example, this
type of analysis might indicate that the farmer needs to add more
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fertilizer to one field, more water to another field, or pesticides in
still another area. Precision agriculture allows farmers to improve
the crops they grow, provides information for better farming
practices, reduces unnecessary applications of pesticides or other
chemicals, and gives farmers better data to manage their lands
more effectively.

1. What is precision agriculture?

2. Why do people have to use precision agriculture?

3. What technologies does precision agriculture use?

4. What can new technologies provide the farmers with?

5. How can precision agriculture help farmers in their work?
6. What do you think of precision agriculture?

2) Read the text “Precision agriculture” more carefully and
retell it using the questions as a plan.

3) Write a resume of the text.

4) Discuss with your partners advantages and
disadvantages of precision agriculture.
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I. Business meetings
Text 1. Conducting effective business meetings

1) Work in small groups. Write as many pieces of advice as
you can to you friend who is about to conduct or take partin a
business meeting.

2) Check in you dictionary that you understand the
following words:

an employee; to conduct; incredibly effective and also efficient;
to determine; to be prone to; pitfall; available; leadership; affairs;
feedback; boosting; assignment; to maintain; in advance; to
accomplish; to tolerate; to be engaged in smth.

3) Read the first part of the text “Conducting effective
business meetings” attentively and choose the most important
pieces of advice.
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Conducting effective business meetings
Part I

Every business, whether it has 2 employees or 2,000, has
meetings as a regular part of getting things done. Although
employees can communicate with one another in an organization
in many different ways, business meetings — if they are conducted
in the right way — can be incredibly effective and efficient.

Meetings are not only one of the most important ways for
employees to communicate within organizations, but they're also the
way that teams get their work done. Although individual team
members work on tasks outside of meetings, team meetings give
members the opportunity to come together to determine the team's
goals, its plans for achieving its goals, and who will do what and when.

It’s necessary to take a close look at what makes meetings
effective and find out how to conduct better business meetings.

The good news (and the bad) about meetings:

We've all experienced more than our share of both good and
bad meetings. What makes some meetings terrific, while others
are simply the pits?

Employees benefit in several ways when a meeting is well run.
Here's the good news about business meetings:

- Meetings are empowering.

- Meetings are a great way to communicate.

- Meetings develop work skills and leadership.

- Meetings are morale boosting.

Unfortunately, meetings are prone to fall into nonproductive
pitfalls. Here's the negative side of meetings:

- Meetings may not have focus.

- Companies have too many meetings.

- Attendees may be unprepared.

Although this bad news may seem bleak, there is hope. For
each of these problems, and for the many other kinds of problems

that often plague business meetings, solutions are available. You
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simply need to be open to changing the way that meetings are
conducted in your organization. You may even need to take on a
leadership role, if necessary, to make your meetings work better.

4) Read the second part of the text “Conducting effective
business meetings” and answer the questions that follow it.

Part II

Everyone has suffered through far too many meetings that took
up far too much time and accomplished far too little.
Unfortunately, this sad state of affairs has happened so often that
you may find yourself becoming numb to the fact that your
meetings aren't as good as they should be and could be, if you just
had some way to fix them.

Help is close at hand! You can make your meetings better, and
you don't have to tolerate meetings that accomplish little or
nothing. The power is within you, whether you are a meeting
leader or a participant. Do you want to find out how? Here are
some time-tested techniques to ensure better business meetings:

Be prepared. Meetings are work, so, just as in any other work
activity, the better prepared you are for them, the better the results
you can expect.

Have an agenda. An agenda — a list of the topics to be covered
during the course of a meeting and it can play a critical role in the
success of any meeting. It shows participants where they are going,
but it's then up to the participants to figure out how to get there. Be
sure to distribute the agenda and any prework in advance. By
distributing the agenda and prework before the meeting, participants
can prepare for the meeting ahead of time. As a result, they will be
immediately engaged in the business of the meeting, and they'll waste
far less time throughout the meeting.

Start on time and end on time. Everyone has suffered through
meetings that went way beyond the scheduled ending time. That

situation would be fine if no one had anything else to do at work.
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But in these days of faster and more flexible organizations,
everyone always has plenty of work on the to-do list. If you
announce the length of the meeting and then stick to it, fewer
participants will keep looking at their watches, and more
participants will take an active role in your meetings.

Have fewer (but better) meetings. Call a meeting only when it
is absolutely necessary. Before you call a meeting, ask yourself
whether you can achieve your goal in some other way, perhaps
through a face-to-face discussion with someone in your
organization, a telephone conference call, or a simple exchange of
e-mail. As you reduce the number of meetings you have, be sure
to improve their quality.

Include, rather than exclude. Meetings are only as good as
the ideas that the participants bring forward. Great ideas can come
from anyone in an organization, not just its managers. Roy Disney,
vice chairman of the Walt Disney Company, tells a great story that
illustrates this point perfectly. Disney says, “There's an old story
about Walt from the early days when we were making short
subjects — really just a collection of gags. Every week, Walt had a
gag contest, and everybody was free to enter — the winner got $5,
which was a lot of money during the Depression. And who kept
winning, week after week? You see, it's not about who's the boss.
It's about who's got the best ideas”.

Maintain the focus. Meetings can easily get off track and stay
off track. The result? Meetings do not achieve their goals. Meeting
leaders and participants must actively work to keep meetings
focused on the agenda items. Topics should not include the results
of the latest football game, or who had lunch with whom, or who's
driving that shiny new Porsche. Whenever you see the meeting
drifting off track, speak up and push the other attendees to get it
back in focus.

Capture and assign action items. Unless they are held purely to
communicate information, or for other special purposes, most
meetings result in action items, tasks, and other assignments for
one or more participants. Don't assume that all participants are
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going to take their assignments to heart and remember all the
details. Instead, be sure that someone has agreed to take on the job
of record keeping. Immediately after the meeting, summarize the
outcome of the meeting, as well as assignments and timelines, and
e-mail a copy of this summary to all attendees.

Get feedback. Every meeting has room for improvement. Be
sure to solicit feedback from meeting attendees on how the
meeting went right for them and how it went wrong. Was the
meeting too long? Did one person dominate the discussion? Were
attendees unprepared? Were the items on the agenda unclear?
Whatever the problems, you can't fix them if you don't know about
them. You can use a simple form to solicit feedback, or you can
simply informally speak with attendees after the meeting to get
their input.

1. When can business meetings be efficient?
2. What is the good news about meetings?
3. What is the negative side of meetings?

4. Is it necessary to be prepared for meetings in advance?
5. What is an agenda?

6. What should you do before calling a meeting?
7. Why is it essential to maintain the

) A I
focus of meetings? LN s e
8. Is it required to get feedback from ~&g&r — LAl

. . e =T I
meeting attendees on how the meeting - "ﬂ
went?

5) Read the text “Conducting effective business meetings”
more carefully and retell it using the questions as a plan.

6) Read the rules how to conduct a business meeting.

Business professionals waste an estimated 31 hours a month at
unproductive meetings, according to Wolf Management

Consultants. Sometimes a meeting isn't productive due to the lack
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of well-established rules. Before you start conducting business
at your meeting, make sure that everyone in attendance
understands the rules so that you can have a productive and
efficient gathering.

Step 1

Call the meeting to order at the scheduled start time even if
someone is running late. The late-comers will have to catch up
during or after the meeting is finished.

If a member of your group is regularly late, pull him aside to
discuss the matter.

Step 2

Respect the schedules of your meeting participants and end the
meeting on time as well. If you can't cover all of the points within
the allotted time, move it to the agenda of the very next meeting.

Step 3

Ask a secretary or other meeting participant to take minutes at
every business meeting so that everyone will recall what was
discussed and decisions made.

Step 4

Pass out a written meeting agenda to each participant to clarify
the direction of the meeting. Provide an estimate of how many
minutes you will spend discussing each item on the agenda if
you've had issues with going over your meeting end-time in the
past. Pass out the previous meeting's minutes as well.

Step 5

Introduce any guests in attendance at your business meeting
before you get started.

Step 6

Summarize the purpose of the meeting and what you want to
accomplish. Start with the first item in your agenda.

Step 7

Follow your agenda closely and do not allow meeting
participants to steer of the order of issues to discuss. Appoint a
parliamentarian sort of a neutral mediating party when discussing
issues to help you keep the meeting on track if necessary.
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Step 8 Opening
Prohibit meeting participants from insulting, talking over,

talking loudly, belittling or raising his voice to other members at - Good morning/afternoon, everyone.
the meeting. This causes productivity to suffer. If someone is - If we are all here, let's get started / start the meeting / start.
being repeatedly violating these basic rules of conduct at your - We're pleased to welcome.
meeting, ask him to leave. - I'd like to extend a warm welcome to.
Step 9 - It's a pleasure to welcome.
Transition to each new item on your agenda with finality and - I'd like to introduce ... .
do not backtrack. Moderate the meeting if necessary by giving
each member the go-ahead to speak his mind on the issue. Ask Stating the Principal Objectives
each person to limit her point to two minutes or less.
Step 10 - We're here today to ... .
Leave time at the end of the meeting for a short question and - I'd like to make sure that we ... .
answer session to clarify points of confusion during the meeting or - Our main aim today is to ... .
to allow a particularly vocal participant who has a relevant and - I've called this meeting in order to ... .
important point to voice his thoughts briefly.
Step 11 Reading the Minutes (notes) of the Last Meeting
End your meeting on a positive note that inspires action.
Summarizing what each member must do from this point forward - To begin with I'd like to go through the minutes of our last meeting.
to accomplish the goals and issues discussed. - Here are the minutes from our last meeting, which was on (date).

- Dealing with recent developments.
Moving Forward

- Shall we get down to business?

- Is there any other business?

- If there are no further developments, I'd like to move on to
today's topic.

Introducing the Agenda

- Have you all received a copy of the agenda?

- There are X items on the agenda. First, ... second, ... third, ... .
- Shall we take the points in this order?

- If you don't mind, I'd like to go in order today.
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7) Read and learn the following phrases used to conduct a
meeting. These phrases are useful if you are called on to run a
meeting.



Agreeing on the Ground Rules for the Meeting - I declare the meeting closed.
- That’s all for today’s meeting ...
- I suggest we go round the table first.
- Let's make sure we finish by ... . Giving Opinions
- There will be five minutes for each item.
- We'll have to keep each item to 15 minutes. Otherwise we'll - I'm positive that ... .

never get through. - I (really) feel that ... .

- In my opinion ... .

- The way I see things ... .

- If you ask me ... I tend to think that ... .
- Tomy mind ... .

Introducing the First Item on the Agenda

- So, let's start with ... .
- I'd suggest we start with ... .
- Pete, would you like to kick off?

- Shall we start with ... . Asking for Opinions

- Are you positive that ... .

- Do you (really) think that ... .

- Can we get your input? (name of participant)
- How do you feel about ... ?

- What do you consider ... ?

Closing an Item

- Why don't we move on to ... .
- If nobody has anything else to add, lets ... .
- Let's move onto the next item.

- Now that we've discussed ... , let's now.

Commenting

Summarizing
- That's interesting.

- Let me quickly go over today's main points. - I never thought about it that way before.
-Tosumup, ... . - Good point!
- OK, why don't we quickly summarize what we've done today? - That's (exactly) the way I feel.
- Shall I go over the main points?
- Finishing up. Disagreeing

- If there are no other comments, I'd like to wrap this meeting up.

- Unfortunately, I see it differently.
- Up to a point I agree with you, but ... .
- (I'm afraid) I can't agree.

Closing the Meeting

- The meeting is finished, we'll see each other next ... .

- The meeting is closed.
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Clarifying

- Let me spell out ... .
- Have I made that clear?
- Do you see what I'm getting at?

Requesting Information

- Please, could you ... .
- I'd like you to ... .
- Would you mind ... .
Asking for Repetition
- I'm afraid I didn't understand that. Could you repeat?
- I didn't catch that. Could you repeat that, please?
- Could you run that by me one more time?

Asking for Clarification

- I don't quite follow you. What exactly do you mean?

- I'm afraid I don't quite understand what you are getting at.

- Could you explain to me how that is going to work?

Asking for Verification

- You did say next week, didn't you? (“did” is stressed).
- Do you mean that ... ?

- Is it true that ... ?

-As far as I've understood ... .

Asking for Contributions

- Would you like to add anything, (name of participant)?
- Has anyone else got anything to contribute?
- Are there any more comments?
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Correcting Information

- Sorry, I think you misunderstood what I said.

- Sorry, that's not quite right.

- I'm afraid you don't understand what I'm saying.
- That's not quite what I had in mind.

- That’s not what I meant.

Keeping the Meeting
On Target (time, relevance, decisions)

- We're running short of time.

- Well, that seems to be all the time we have today.
- Please be brief.

- I'm afraid we've run out of time.

- I'm afraid that's outside the scope of this meeting.
- Let's get back on track, why don't we?

8) Make your own list of things you should do to improve
the conduction of meetings.

9) Discuss the most usefull rules how to run a business meeting.

10) Speak about your ideas of conducting effective business
meetings.

11) Act out the meeting in a class. Suppose you are discussing
an important business issue with partners from abroad.

12) Read the quotes about meetings and choose one or more
you like most of all. What do you think the authors mean by
these statements? Use them in the situations of your own.

1. “If you had to identify, in one word, the reason why the
human race has not achieved, and never will achieve, its full
potential, that word would be meetings”. Dave Barry
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2. “Each meeting occurs at the precise moment for which it was
meant. Usually, when it will have the greatest impact on our
lives”. Nadie Srieva

3.“My advice was to start a policy of making reversible
decisions before anyone left the meeting or the office. In a startup,
it doesn’t matter if you’re 100 percent right 100 percent of the
time. What matters is having forward momentum and a tight fact-
based data / metrics feedback loop to help you quickly recognize
and reverse any incorrect decisions. That’s why startups are agile.
By the time a big company gets the committee to organize the
subcommittee to pick a meeting date, your startup could have
made 20 decisions, reversed five of them and implemented the
fifteen that worked”. Steven Gary Blank
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1. Ethics

Text 1. Types of ethics

1) What do you know about ethics? Discuss whether it is
compulsory or optional to run any business successfully.

2) Read and translate the text “Types of ethics” and answer
the questions that follow it. Use a dictionary if it’s necessary.

Ethics is a branch of philosophy that involves systematizing,
defending, and recommending concepts of right and wrong
conduct. The term comes from the Greek word “ethos”, which
means '"character". In philosophy, ethics studies the moral
behavior in humans, and how one should act. Ethics may be
divided into four major areas of study.

Metaethics, about the theoretical meaning and reference of
moral propositions and how their truth values may be determined.

Normative ethics, about the practical means of determining a
moral course of action.

Applied ethics, about how moral outcomes can be achieved in

specific situations.
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Descriptive ethics, also known as comparative ethics, is the
study of people's beliefs about morality.

Ethics seeks to resolve questions dealing with human morality
concepts such as good and evil, right and wrong, virtue and vice,
justice and crime.

Within each of these branches there are many different schools
of thought and still further sub-fields of study.

Normative ethics

Normative ethics involves arriving at moral standards that
regulate right and wrong conduct. In a sense, it is a search for ideal
behavior. The Golden Rule is a classic example of a normative
principle: “We should do to others what we would want others to
do to us”. Since I do not want my neighbor to steal my car, then it
is wrong for me to steal his car. Since I would want people to feed
me if [ was starving, then I should help feed starving people.
Using the same reasoning, I can determine theoretically whether
any possible action is right or wrong. So, based on the Golden
Rule, it would also be wrong for me to lie to, harass, victimize,
assault, or kill others. The Golden Rule is an example of
a normative theory that establishes a single principle against which
we judge all actions.

Applied ethics

Applied ethics is the branch of ethics which consists of the
analysis of specific, controversial moral issues such as abortion,
animal rights, or euthanasia. In recent years applied ethical issues
have been subdivided into convenient groups such as medical
ethics, business ethics, environmental ethics, and sexual ethics.

1. What is ethics?

2. What are the major branches of ethics?

3. What is normative ethics?

4. What does The Golden Rule mean?

5. What sort of questions does an applied ethics consist of?

6. Does an applied ethic have many specialized fields? What
are they?
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3) Write the annotation of the text “Ethics”. Make use of
the following phrases:

The text deals with ... .

The text is about ... .

The text is concerned with ... .

At the beginning of the text (story) the author ... .
Then the author gives a detailed (brief) ... .

The author draws our attention to ... .

The difference between ... is emphasized.

In addition the author considers ... .

In conclusion, the author emphasizes that ... .
Finally, ... are considered.

4) Read the following quotes and choose one or more you
like most of all. What do you think the authors mean by these
statements? Do you agree or disagree? Give reasons to support
your opinion. Use them in the situations of your own.

1. “A man without ethics is a wild beast loosed upon this
world”. Albert Camus

2. “There may be times when we are powerless to prevent
injustice, but there must never be a time when we fail to protest”.
Elie Wiesel

3. “Educating the mind without educating the heart is no
education at all”. Aristotle

4. “People who try hard to do the right thing always seem
mad”. StephenKing

5. “True education does not consist merely in the acquiring of
afew facts of science, history, literature, or art, but in the
development of character”. David O McKay

6. “If faith is what you have to go on, if faith is the link
between your beliefs and the world at large, your beliefs are very
likely to be wrong. Beliefs can be right or wrong. If you believe
you can fly that belief is only true if indeed you can fly.
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Somebody who thinks he can fly and is wrong about it, will
eventually discover there's a problem with his view of the world”.
Sam Harris

5) Discuss what you have learnt about types of ethics.
Text 2. Business ethics
1) Study the definitions of the following words from the text.

accelerate (v) — go, occur, or cause to go or occur more
quickly; speed up;

adhere (v) — believe in and follow the practices of something;

ethics (n) — moral beliefs and rules about right and wrong;

ethical (adj) — influenced by a system of moral beliefs and
rules about right and wrong;

etiquette(n) — a set of customs and rules for polite behavior;

code (n) — a set of rules about how people should behave.

2) Read about business ethics and answer the questions that
follow it.

Business ethics is a form of applied ethics or professional ethics
that examines ethical principles and moral or ethical problems that
arise in a business environment. It applies to all aspects of
business conduct and is relevant to the conduct of individuals and
entire organizations.

Business ethics has both normative and descriptive dimensions.
As a corporate practice and a career specialization, the field is
primarily normative. Interest in business ethics accelerated
dramatically during the 1980s and 1990s, both within major
corporations and within academia. For example, today most major
corporations promote their commitment to non-economic values
under headings such as ethics codes and social responsibility
charters. Governments use laws and regulations to point business
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behavior in what they perceive to be beneficial directions. Ethics
regulates areas and details of behavior that lie beyond
governmental control. The emergence of large corporations with
limited relationships and sensitivity to the communities in which
they operate accelerated the development of formal ethics regimes.

In the past, various companies only thought that ethical issues
in business are only a term used to define administrative rules and
regulations to which everyone must adhere or a standard that must
be followed.

Nowadays big and small companies are slowly realizing the
importance of ethics in business because it is crucial for them to
succeed. A successful company must learn that confidence and
respect of its customers are vital to its business.

Business people are now held accountable for their own
actions, as more and more people are now demanding that they
meet their social duty not just for their country but most especially
to their customers, which are considered as their life and blood.
An unsatisfied customer can definitely hurt any company,
something that no one would want to happen.

Everyone will somehow and someday is faced with a decision
that involves ethical behavior.

Since, there is no clear definition of ethical issues in business
then it would be really hard if all you have are guidelines that the
company gave you.

Fairness and honesty are big issues, a very complex dilemma
especially if this somehow hurts the business. Since ethics are moral
issues, thus making a decision that will have negative effect on the
company is going to be tough for the person who will be making the
decision. An individual can make either a right or wrong decision,
depending on how it will affect his life and work status.

A business will react accordingly to its moral guidelines and
principles if the owners and executives do not lose sight on the
essential value of fairness. However, if they choose to use legality
and profitability as their measurement in determining what is right
or wrong then business ethics will surely become irrelevant.

68



1. What is business ethics?

2. When did interest accelerate in business ethic?

3. Are companies realizing the significance of business ethics?
Why?

4. What does ethics regulate?

5. Accordingly to what does any business react?

3) Retell the text using the questions as a plan.

4) Comment on the following statement: “Concern for ethics”
can dwindle under the pressure of low or declining profit.

5) Express your idea of running an honest and fair business
in our competitive world.

Text 3. Ethical issues

1) Translate the following words on the topic “Ethical
issues” into Russian.

Ethical issues, fairness and honesty, laws and regulations,
personal welfare, coworker, unethical behaviour, payments and
gifts, bribe, false and misleading advertising, misleading message,
deception, precaution, safe and reliable products, illegal payoff,
effective prosecution, ethical decision making, to deceive, to
misrepresent, to intimidate, to obey, to meet obligations, to
approve of smth., to take advantage of smth., to investigate.

2) Read about ethical issues and write out ten key words.

"Being good “A business that

. makes nothing but

Is good Q‘ money is a poor

business” (8 | kind of business”
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1. Fairness and Honesty. Fairness and honesty in business are
two important ethical concerns. Besides obeying all laws and
regulations, business people should refrain from deceiving,
misrepresenting, or intimidating others.

2. Organizational Relationships. A business person may be
tempted to place his or her personal welfare above the welfare of
the organization. Relationships with customers and coworkers
often create ethical problems— since confidential information
should be secret and all obligations should be honoured. Unethical
behaviour in these areas includes not meeting one's obligations in
a mutual agreement, and pressuring others to behave unethically.

3. Conflict of Interest. Conflict of interest results when
a business person takes advantage of a situation for his or her
own personal interest rather than for the employer's or
organization's interest. Such conflict may occur when payments
and gifts make their way into business deals. A wise rule to
remember is that anything given to a person that might unfairly
influence that person's business decision is a bribe, and all bribes
are unethical.

4. Communications. Business communications, especially
advertising, can present ethical questions. False and misleading
advertising is illegal and unethical, and it can infuriate customers.
Sponsors of advertisements aimed at children must be especially
careful to avoid misleading messages. Advertisers of health-
related products must also take precautions against deception.

5. Relationships. Business ethics involve relationships between
a firm and its investors, customers, employees, creditors, and
competitors. Each group has specific concerns, and each exerts
some type of pressure on management.

Investors want management to make financial decisions that
will boost sales, profits, and returns on their investments.

Customers expect a firm's products to be safe, reliable, and
reasonably priced.

Employees want to be treated fairly in hiring, promotion, and
compensation.
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Creditors require bills to be paid in time and the accounting
information furnished by the firm to be accurate.

Competitors expect the firm's marketing activities to portray its
products truthfully.

6. Codes of business ethics. Although there are exceptions, it
is relatively easy for management to respond in an ethical manner
when business is good and profit is high. However, concern for
ethics can dwindle under the pressure of low or declining profit. In
such circumstances, ethical behaviour may be compromised.

Expanding international trade has also led to an ethical
dilemma for many firms operating in countries where bribes and
payoffs are an accepted part of business. Some agencies have
prosecuted several companies for "illegal payoffs", in spite of the
fact that there is as yet no international code of business ethics.
Until stronger international laws or ethics codes are in place, such
cases will be difficult to investigate and effective prosecution is
not possible.

7. The ethics of decision making. When no company policy
exists, a quick check if behaviour is ethical is to see if others
coworkers, customers, suppliers, and the like approve of it.
Openness will often create trust and help build solid business
relationships.

What affects a person's inclination to make either ethical or
unethical decisions is not entirely clear. Three general sets of
factors influence the ethics of decision making. First, an
individual's values, attitudes, experiences, and knowledge
influence decision making.

Second, the absence of an employer's official code of ethics
may indirectly encourage unethical decisions. Third, the
behaviours and values of others, such as coworkers, supervisors,
and company officials, affect the ethics of a person.

8. Business ethics and etiquette. There is some difference
between business ethics and etiquette. Etiquette means rules for
formal relations or polite social behaviour among people in

a society or a profession.
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If you are a manager you should stick to the following rules in
your everyday activities:

- Don't order, ask and be polite.

- Remember that people work with you, not for you. They like
to be treated as associates, not slaves.

- Keep your promises, both important and less important
promises.

- Criticize, if you must, only in private and do it objectively.
Never criticize anyone in public or in anger.

- You should say "Good morning" when you come in and
"Please" and "Thank you" at every opportunity.

3) Find the English equivalents.

CrpaBeaIMBOCTb M YECTHOCTb; 3aKOHBI M IIOCTaHOBJICHUS;
IIpaBWja  IOBEICHMS; OTUYECKOE TIOBEACHHE;  HEITUYECKOE
MIOBEJICHUE; B3aMMOOTHOILUECHUS C COTPYIHHUKAMHM; JEI0Bas ITHUKA;
KoH(UIeHIMambHasT MHOOPMAIWS; KOH(IMKT WHTEPECOB; B3STKA;
o0MaH; KOHKYpPEHT; JEeloBas CHeJIKa; OOMaHbIBaTh, CO3/aBaTh
JIOBEpHE; BO3/IEPKATHCS OT OOMaHa; MPUHATHE STUYECKHUX PEIICHUH.

4) Fill in the blanks.

1. Fairness and ... in business are two important ethical ... .

2. Business ethics is the application of ... ... to business
situations.

3. A business person may be tempted to place his / her
personal ... above the welfare of others.

4. A conflict of interest results when a business person ... ... of
a situation for his or her own personal interest rather than for the
employer's or organization's interest.

5. Anything given to a person that might unfairly influence that
person's business decision is a ..., and all ... unethical.

6. Business people should refrain from deceiving,

misrepresenting, or ... others.
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7. Employees want to be treated ... in hiring, promotion, and ... .

8. International trade has also led to an ethical dilema for many
firms operating in countries where ... and ... are an accepted part of
business.

9. False and ... advertising is illegal and ... .

10. Government agencies have prosecuted several companies
for ... ... in spite of the fact that there is as yet no international
code of business ethics.

5) Translate into English.

1. CripaBeiIuBOCTh U YECTHOCTh B OM3HECE SIBISIOTCSA ABYMSI
BaKHBIMU ITUYECKMMH BOIIPOCAMH.

2. lenoBoii YeJIOBEK HE JIOJDKEH CTaBUTh CBOE JIMYHOE
071arocOCTOsIHUE BbIIIE 0JarocOCTOSHUS JPYTUX OpraHU3aLuH.

3. Korga nenoBoii uenoBeK MOJb3yeTCsl CUTyaluel Uil CBOUX
JIMYHBIX UHTEPECOB, 3TO MPUBOJUT K KOH(PIUKTY UHTEPECOB.

4. Bcee, 4T0 naeTcst KakoMy-JM00 JIUIY ¥ MOYKET HECTIPABEIIUBO
IOBJIMATH HA JIEJIOBOE PEILICHHE OTOTO JIULIA, SABJISIETCS B3SITKOM.

5. B34TKM NpOTUBOINIOKA3aHbl U HEATUYHBI.

6. Jloxxnast m BBOZsIIas B 3a0Ny’KICHUE pEKIaMa SIBIISETCS
IIPOTUBO3aKOHHON U HEATUYHOM.

7. OTKPBITOCTh YacTO CO3JAET JOBEPUE M MOMOTaeT CTPOUTH
IIPOYHBIE JAEJIOBbIE OTHOILIECHUS.

6) Answer the questions.

1. What are two important ethical concerns?

2. What does unethical behaviour in relationships with
customers and coworkers include?

3. Do you think it is ethical to give bribes, gifts and payments
that might unfairly influence other people business decisions?

4. What can you say about false and misleading advertising?

5. What do your investors want in their relationships with

management?
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6. What do employees want in their relationships with
management?

7. When is it easier for management to respond in an ethical
manner: when business is good and profit is high or when profit is
declining?

8. Why is effective prosecution of "illegal payoffs" difficult in
international trade?

9. State three general sets of factors that influence the ethics of
decision making.

10. What is the difference between ethics and etiquette?

11. Should a manager stick to certain rules of etiquette in his /
her everyday activities?

12. Site the rules which are the most important to your opinion.

7) Retell the text using the questions as a plan.

8) Speak on ethical behaviour of an ideal manager, and the
rules of etiquette he / she should stick to.

Text 4. Ethics in business communication

1) Match the words in the box with their definitions.

communication offend management employee
revenue department profit

l.a financial gain, especially the difference between the
amount earned and the amount spent in buying, operating, or
producing something;

2. a person who is hired to work for another or for a business,
firm, etc., in return for payment;

3. the process of dealing with or controlling things or people;

4. a division of a large organization such as a government,
university, or business, dealing with a specific area of activity;
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5. cause to feel upset, annoyed, or resentful;

6. income, especially when of an organization and of a
substantial nature;

7. the imparting or exchanging of information by speaking,
writing, or using some other medium.

2) Read about the role of ethics in business communication
and answer the questions that follow the text. Use a dictionary
if it’s necessary.

Every business is dependent on effective ethical
communication. It what makes new policy in government, raises
money for nonprofits and strengthens a business. Business
communication occurs any time a message is given or received,
whether it's verbal or nonverbal, between two businesses,
a business and its employees or a business and the public. The
messages sent and received by a business need to follow ethical
norms that don't offend or make individuals feel uncomfortable.

The role of ethics in business communication is the way in
which ethical considerations are applied to business
communications. Ethics in business communication may be from
the management of the organization to the employees, from the
employees to the customers and suppliers, or between the
organization as a whole and the outside. In this sense, business
communication may be viewed from the internal communications
within the business, or it may be viewed from the perspective of
the business entity and the outside.

The communication within an organization may be structured
in such a way that the information may flow from the top to the
bottom through several channels, such as the human resource
department. Ethics in business communication means that the
communication between the management and the employees must
include the application of ethical standards during communication.
For instance, the management must be as clear as possible in the

way they deal with their employees by communicating to them the
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reasons for certain actions and expectations. If the company has
declared a large profit, for example, the management must share
the bonus in an equitable manner among the various employees or
communicate to them the reason for not doing so.

Ethical communication comprises vital components:
significance, function, misconceptions, purpose and consequences.

Significance

Ethical business communication holds great significance on
three main fronts: business to business, business to employees and
business to the public. An example of the first type is between a
business and 1its suppliers or distributors. The second is
organizational communication within the business itself, how the
leadership communicates with the employees. Lastly,
communication with the public is how the business develops its
public image.

Function

Ethical business communication's primary function is to send
and receive messages in a neutral, non-offensive manner. Ethical
effective communication skills in business strengthen its corporate
culture, resulting in a more attractive bottom line. When
communication does not adhere to ethical standards, the
consequences can include unhappy employees, a poor public
image and a decrease in the bottom line. Ethical business
communication is intended to care for the emotional and
perceptive needs of its employees and customers.

Misconceptions

A common misconception concerning ethical communication
in business is that most unethical communication is obvious and
overt. True unethical communication is based on perception. If a
person or a group of people perceive or interpret certain actions or
words to be discriminatory or offensive, the communication can
be considered unethical. The same is true with interpersonal
interactions between employees. If a particular form of
communication or gesture is offensive to another employee, it can
be categorized as unethical.

76



Purpose

The purpose of ethical communication in business is to protect,
respect and maintain a good public image. The communication in
any business is for the purpose of maintaining order and the proper
image with its employees and society.

Consequences

There are many consequences to unethical business
communication. A business may have an outstanding product or
service, but if it doesn't communicate well with its customers, they
will not be satisfied, and this can weaken the business/customer
relationship. Everything in business rises and falls on
communication. When ethical communication is lacking, moral,
corporate image and motivation will lack as well. Each of these
elements affects the spirit of the employees.

1. When does business communication occur?

2. What does ethics mean in business communication?

3. What vital components does ethical communication
comprise?

4. On what fronts does ethical business communication hold
great significance?

5. What is ethical business communication's primary function?

6. What is a common misconception concerning ethical
communication in business?

7. What is the purpose of ethical communication in business?

8. Which consequences to unethical business communication
do you know?

3) Read the text “Ethics in business communication” more
carefully and retell it using the questions as a plan.

4) Write a resume of the text.

5) Discuss with your partners ethics in business
communication.
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Text S. Ethical challenges in agriculture
1) Read the definitions of the following business words.

a) agriculture — the science or practice of farming, including
cultivation of the soil for the growing of crops and the rearing of
animals to provide food, wool, and other products;

b) ethical — relating to moral principles or the branch of
knowledge dealing with these;

¢) to commence — to start or begin; come or cause to come into
being, operation;

d) to determine — to settle or decide (an argument, question,
etc.) conclusively, as by referring to an authority;

e) to encompass — to surround and have or hold within; to
include comprehensively;

f) reconciliation — the process of becoming friends between
two or more parties who have quarreled;

g) distribution — the action of sharing something out among a
number of recipients.

2) Read about ethical challenges in modern and profitable
agriculture and answer the questions that follow.

Agriculture is one of the basic human activities and, as such, is
of vital importance for the survival of the human race. It has
played an essential role throughout the process of human
civilization which had, in part, begun when people commenced to
cultivate plants and breed animals. Past experience suggests that
agriculture is definitely not a simple process and should be
harmonized with the nature.

The main purpose of agriculture is to produce food. The
increasing global human population, however, requires more
efficient and stable agricultural production. Hunger is still
a worldwide problem which can be further deteriorated by using
agricultural areas for non-food production purposes. The
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reconciliation between agricultural production and moral
standards associated with the production of food and its
distribution and it is therefore a necessity.

Through the advancement of technology, scientists have been
able to develop more precise and powerful tools to produce crops
and animals with selected traits that aim to benefit farmers and
consumers. While being merely a scientific tool, biotechnology
has investigated worldwide debate and confusion as a result of
mixed messages from various people — be they scientists,
academics, activists, industry, religious representatives or
consumer bodies. The worldwide debate on the pros and cons of
biotechnology has been likened to a battleground and a prominent
place for virtually every ethical concern. It has stirred conflicting
ideas and opinions and has polarized sectors not only among
shareholders but even between countries.

While agriculture has long been a topic of philosophical,
religious and political reflection, it is only in the late 20th century
that systematic thinking about the values and norms associated
with the food system, such as farming, food processing,
distribution, trade, and consumption, began to be discussed in the
context of agricultural ethics. In addition, by placing
biotechnology in the light of globalization, societal debate has
moved towards a discussion of ethical and social impacts.

The Council of Europe Parliamentary Assembly recommended
that it was increasingly important to include ethical considerations
centered on humankind, society and the environment in
deliberations regarding developments and applications in
biotechnology, life sciences, and technology. A year later, the
United Kingdom’s Royal Society Report asserted that “public
debate about genetically modified food must take account of wider
issues than the science alone”.

What is agricultural ethics?

In general, “ethics” is defined as the ideals, values or standards

that people use to determine whether their actions are good or bad.

It is what society uses to judge whether an issue or thing is
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acceptable and justifiable and determines responsibility and
justice. It answers the question “Is an action right or wrong?”

On the one hand, cthics is a set of
universal norms that are documented
through legal or professional codes of
practice, religious texts, literature and
philosophy. On the other hand, ethics
includes values defined by a person or
groups that are personal, introspective,
and hence, difficult to manage for
public discussion. Given the range of cultural diversity, it is
expected that people would react in different ways to certain
issues and concerns.

Ethics in agricultural biotechnology therefore encompasses
value judgments that cover the production, processing, and
distribution of food and agricultural products.

The goal of agricultural ethics is to discover or develop clear,
noncontradictory, comprehensive, and universal standards for
judging right and wrong actions and policies.

Many of the ethical issues can be applied to food and
agricultural systems in general. Accepting the need to understand
and tolerate societal norms or beliefs, many statements of concern
are often general and broad with little explanation about what
makes them disagreeable or wrong.

1. What is agriculture?

2. What is the main purpose of agriculture?

3. What did the Council of Europe Parliamentary Assembly
recommend?

4. What is agricultural ethics?

5. What does ethics encompass in agriculture?

6. Where can be ethical issues applied?

3) Read the text “Ethical challenges in agriculture” more
carefully and retell it using the questions as a plan.
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4) Discuss with your partners

agriculture.

5) Imagine that you have to

ethical challenges in

interview agricultural INIEPEI'OBOPBI
employees. The topic is “Ethical challenges in agriculture”.

Work out questions and use them while conducting an

interview.
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I. Business talks

1) Study the following vocabulary on the topic “Business
Talks”. Consult a dictionary if necessary.

arbitration

bargain

compensate
confront
consensus

counter
proposal

conflict that is addressed by using a neutral
third party

try to change a person's mind by using
various tactics

make up for a loss
present an issue to someone directly
agreement by all

the offer / request which is presented
second in response to the first proposal
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counterpart

deadlock

haggling

hostility

high-ball

leverage

log-rolling

low-ball

mutual

objective
proposal

yield

person on the other side of the negotiations

point where neither party will give in

arguing back and forth (often about prices)

long-term anger towards another

make a request that is much higher than
you expect to receive

(bargaining power) something that gives
one party a greater chance at succeeding
over another

trading one favour for another

offer something much lower than you think
the opponent will ask for

agreed by both or all

goal for the outcome
argument to present
to give in to another's requests
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2) Translate the following sentences paying attention to the
underlined words.

1. We're better to settle this between us, because a formal
arbitration will cost both of us money.

2. We bargained on the last issue for over an hour before we
agreed to take a break.

3. If you are willing to work ten extra hours a week we will
compensate you by paying you overtime.

4.1 confronted my boss about being undervalued, and we're
going to talk about things on Monday.

5. It would be great if we could come to a consensus by 5:00 P.M.

6. In their counter proposal they suggested that we keep their
company name rather than creating a new one.

7.1 tried to close the discussions at noon, but my counterpart
would not stop talking.

8. When the discussions came to a deadlock we wrote up a
letter of intent to continue the negotiations next week.

9. We've been haggling over this issue for too long now.

10. I want you to know that we don't have any hostility
towards your company despite last year's mixup.

11. I'm planning to high-ball my expectations when I open the
discussion.

12. We have a little bit of leverage because we are the only
stationary company in town.

13. After a bit of log-rolling we came to an agreement that
pleased both of us.

14. 1 was expecting my boss to low-ball in the initial offer, but
he proposed a fair salary increase.

15. The decision to call off the merger was mutual.

16. My prime objective is to have my family members added
to my benefits plan.

17. There are certain tactics that all skillful negotiators employ.
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3) Fill in the gaps with the following words.

haggling, consensus, mutual, tactics, confronted, leverage,

a deadlock, objective, hostility.

1. It took over five hours of negotiating for the parties to come
toa....

2. It was ... a decision to settle our differences out of court.

3. One ... that always works is to ask your counterpart to speak first.

4. We would have more ... if we had some more recent
statistics to use.

5. They were ... to our proposal until we made our last demand.

6. We were ... over prices all afternoon.

7. When 1 ... the client about their promise they agreed to
honour it.

8. If that is your only ... I would be happy to concede.

9. Within ten minutes the negotiations had already ended in a ... .

4) Match the words in the box with their definitions.

1. an order a) someone who buys something

b) smth. that you ask to be brought or sent to you

2. a company and that you are going to pay for

. a customer | c) things that are made to be sold

. talks d) a section of a legal document

.to deliver | e) a set or group of things

. to provide | f) to take something to someone’s house or office

. aclause g) formal discussions

h) a business organization that makes money by
selling goods or services

0 NN || |W

. goods

85

5) Fill in the gaps with the following words.

Matter, packing, talks, customer, do business, appointment,
shipment, deliver.

1. We ... much ... with different countries.

2. At the ... we discuss terms of payment, shipment and
delivery.

3. We want to make an ... with Mr. Brown for Wednesday at
9 o’clock.

4. It’s impossible to ... the goods in May.

5. The Buyer wants to know what kind of ... we usually use.

6. We guarantee that there won’t be any delay in ... .

7. Sometimes the ... doesn’t find our prices reasonable.

8. Then the Buyer brings up another ... .

Text 1. Talking business

1) In groups discuss the following questions based on the
topic “Talking business”.

1. What are business talks?

2. Are there any rules how to hold business talks?

4. “Business talks are boring. Businessmen waste time at the
talks” — do you agree?

2) Read the text attentively and make the Ilist of
international words and expressions used in the text.

Belvar is one of the leading manufacturers of household appliances
in Minsk. We produce 80 % of equipment for home industry and
20 % of our products go to different countries of the world.

Our manufacturing plant has modern facilities to produce
household appliances of high quality. The goods of our company
are reliable in operation and our customers are satisfied with their
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modern design and capacity. The company delivers them to
markets of Europe, to the North and the South of America. We are
also interested in selling our goods to the countries of the East.
The company can guarantee shipment of the goods within 10 days.

We do business with many foreign companies interested in
buying our goods. They are in great demand because they are of high
quality. When a representative of a foreign company gets
instructions to buy household appliances from our company he
arrives in Minsk and contacts our manager to make an appointment.
Usually our customers get in touch with our secretary on the phone
and the manager invites them to come to his office.

Our manager and the representative of a foreign company who
was instructed to sign a contract for buying the goods from our
company have business talks held in a friendly atmosphere. As it's
not polite to go straight to business the manager starts with some
remarks about the weather and asks the partner about his trip, the
hotel he stays in, the impressions our city makes on the foreigner.
The manager may also ask him about his family or his health and
after that they get down to business. The negotiating parties
discuss prices and terms of payment and delivery, packing and
guarantee period. When the agreement is reached on the business
matters discussed the date of signing the contract is scheduled. We
are punctual in business and never break the appointment. When
the contract is signed we do our best not to make infringements in
any of its clauses during the fulfillment of the contract. That's why
our company enjoys high reputation and we have no claims on the
part of our customers. We are always heavy with orders as many
firms want to place orders with our company.

3) Give English equivalents to the word combinations:
IIMPOKUIT  aCCOPTUMEHT; HAlMOHAJIbHAs MPOMBIILICHHOCTD;
UMETh COBPEMEHHBbIE BO3MOXKHOCTH JUI TIPOU3BOJCTBA; OBITH

HAJISKHBIM B paboTe; KyNUTh TOBAp y KOMIIAHHH; OCTaHOBUTHCS
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B TOCTUHHIIE; TIEPEUTH K OOCY>KACHUIO JEIOBBIX BOMPOCOB; UMEThH
XOPOIIYI0 PEMyTaIfio; CO CTOPOHBI KJIIMEHTOB; OBITh 3arpy>KEHHBIM
3aKa3aMy; HA3HAYUTh J1aTy MTOANKUCAHUS KOHTPAKTA.

4) Answer the following questions to discuss the details of
the text. Use the text for reference.

1. What kind of company is the text about?

2. What countries does the company do business with?

3. Are the goods of the company of high quality and in great
demand?

4. Do many foreign firms want to place an order for household
appliances with the company?

5. Does the manager of the company often have talks with
representatives of foreign companies?

6. What problems are discussed during business talks?

7. Who takes part in business talks?

8. How do business talks usually start?

9. Are business talks held before or after signing a contract?
Why?

10. Why does the company do its best to fulfill the contract
without infringement of any of its clauses?

5) Make up a logical plan of the text. Retell the text using
the plan.

6) Write down the structure of a business talk’s dialogue.

7) Make up a dialogue according to your structure and role-
play it in the class.
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Dialogue 1. Discussing business matters

1) Read the dialogue and say what business matters are
being discussed.

Mr Smirnov a representative of Belvar got instructions to visit
the company that deals in household appliances in Russia. At
exactly ten to ten Mr Gurov enters the Russia Hotel and sees
Mr Smirnov in the lounge. They exchange greetings and go to the
car. A few minutes later they come to Mr Gurov's office. Now
they are entering the office:

Mr Gurov:

Mr Smirnov:

Mr Gurov:

Mr Smirnov:

Mr Gurov:

Good. We have a-seven-day programme. You
may have a look at it right now. Have you got
any comments on the topics of the lectures?

On the whole I am quite satisfied with your offer.
But if you could add “Accounting in companies
and banks” it will be very good.

No problem. I'm making a note of that. We have
got a very good lecturer.

And where will the lectures be read?

In one of the conference rooms of the hotel,

Mr Smirnov:

Mr Gurov:

Mr Smirnov:

Mr Gurov:

Mr Smirnov:

Mr Gurov:

Mr Smirnov:

Mr Gurov:

Mr Smirnov:

Good morning, Mr Gurov. I hope you had a good
sleep and liked the hotel.

Thank you. The hotel and the restaurant are all
right.: We had a very nice evening at the
restaurant. Everything was fine.

I also enjoyed last night. Now, shall we get down
to business?

Yes, certainly. There are a few points to discuss.
What would you like to start with?

If you don't mind, I’d like you to show me round
the whole plant to get a good idea of the range of
your products.

We’d be delighted to. I’ll be happy to help you
and answer any of your queries.

There’s one more question I’d like to clarify Mr
Gurov. Is it possible to organize a training
programme for our specialists?

I’1ll be happy to inform you that we’ve got such a
programme. How long would your specialists like
to stay?

They prefer to be in Moscow for eight days or
seven nights.
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where they will stay. I mean the Russia Hotel.

Mr Smirnov:  Very good. Then let's make a break for lunch.
Mr Gurov: Not a bad idea!

2) Agree or disagree with the statements based on the
dialogue. Give your reasons.

1. Mr Smirnov gets instructions to discuss the buying of
household appliances.

2. Mr. Smirnov joins Mr Gurov in the lounge at 10 sharp.

3. Before the businessmen get down to business they speak
about the hotel and the dinner at the restaurant.

4. During their business talks the businessmen discuss only one
point.

5. They discuss Mr Smirnov’s visit to the plant and the details
of the training programme for the specialists from the Ukraine.

6. The specialists from Belarus prefer to be in Moscow for
seven days or eight nights.

7. Mr Smirnov wants the lecture “Accounting in companies and
banks” to be held at the plant.

8. Mr Smirnov is satisfied with Mr Gurov’s offer.
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3) Act out dialogues on the basis of the following
assignments:

1. Phone Mr Smith, the manager of Bond &Co., and ask him to
make arrangements for your visit to their manufacturing plant.

2. Meet Mr Brown, the manager of Bond &Co., and ask him to
arrange a visit to their manufacturing plant.

Dialogue 2. Business visit

1) Read the dialogue attentively and state the purpose of the
visit.

Belarusimport is interested in buying modern pumps for a plant
in Minsk. The plant is already under reconstruction and the
customers require the goods urgently, as they must complete the
reconstruction of the plant by the end of the year.

Mr Borisov, a representative of Belarusimport who deals in this
kind of equipment, got instructions to buy pumps from a British
company. As soon as he arrived in London he contacted
Bond&Co., a leading manufacturer of pumps. Mr Stanley, the
manager of the company, invited him to come to his office.

Borisov: Good morning! I'm Borisov. Here is my card.

Stanley: Glad to meet you, Mr Borisov. Will you take a seat,
please?

Borisov: Thank you

Stanley: Did you have a good trip?

Borisov: Yes, it was quite nice, thank you.

Stanley: Have you seen any places of interest in London yet?
Borisov: Yes, but not many. I arrived in London only two
days ago and it has rained all the time.

Stanley: Oh, I hope the weather will change for the better' and

itll stop raining soon. You'll enjoy sightseeing in
London. Well, Mr Borisov, let's discuss business now.
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Borisov:

Stanley:
Borisov:
Stanley:

Borisov:
Stanley:

Borisov:

Stanley:

Borisov:
Stanley:

Borisov:
Stanley:
Borisov:
Stanley:

Borisov:
Stanley:

What can I do for you?

We know you've started producing a new model of
pumps. The quality of the model meets our
requirements and we'd like to place an order with you.
Can you make us an offer for 150 pumps?

Sure! When would you like to have the pumps?

We require the pumps for immediate shipment.
Well, you see’, Mr Borisov, we're heavy with
orders at the moment and can offer you only
50 pumps for now.

And what about the balance of 100 pumps?

We can start shipping them six months after we
sign the contract. I think we can deliver the pumps
in four lots of 25 pumps each at regular intervals
within eight months. Is that all right with you®?

Not altogether. We require the pumps earlier. Could
you start the deliveries of the balance of the pumps,
say, four months after we sign the contract?

I'm afraid not. We can guarantee, however, that
there won't be any delay in shipment.

All right. I think we could agree to that.

Is there anything else you'd like to discuss,
Mr Borisov?

Yes, there's another point I'd like to clarify. It's
about your delivery terms.

As we can provide shipping facilities we usually
sell our goods on CIF? terms.

Well, Mr Stanley, we can accept your delivery
terms. When shall we meet to discuss the price and
terms of payment?

Let's meet in two days' time.

Fine. Good-bye, Mr Stanley.

Good-bye, Mr Borisov.
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Notes:

1. to change for the better — U3MEHHUTHCS K JTydIeMy

2. Well, you see — Bugute nu

3. Is that all right with you? — Bac sT0 ycTpanBaet?

4. CIF(cost, insurance, freight) — CU® (ycrnoBusi mocTaBKH, 1Mo
KOTOPBIM  TIpojaBer]  (paxTyer CyAHO, CTpaxyeT ToBap
U gocTaBisieT B mopT HasHaueHus); FOB (free on board) — ®Ob
(YciioBHs MOCTaBKH, 110 KOTOPBIM TPOJIABEI] JOCTABISIET TOBAp Ha
CYIIHO 3a CBOH cyeT)

2) Agree or disagree. Give your reasons.

1. The customers of Belarusimport did not require the pumps
urgently.

2. Mr. Borisov got instructions to buy pumps from a large
British company.

3. Mr. Borisov invited Mr. Stanley to come to his office in
Minsk.

4. Mr. Borisov knows Mr. Stanley very well.

5. Mr. Borisov saw a lot of places of interest in London.

6. Mr Stanley could offer Belarusimport only 50 pumps for
immediate shipment.

7. Bond&Co. agreed to deliver the balance of the pumps in six
months.

8. Bond&Co. usually sell their goods on FOB terms.

3) Answer the questions.

1. What was Belarusimport going to buy?

2. Why was Belarusimport interested in buying pumps from
Bond&Co.?

3. Who got instructions to buy pumps from a British company?

4. What did they start their talks with?

5. How many pumps could the company offer for that moment?
Why?
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6. When could they start shipping the balance of 100 pumps?

7. How were they going to deliver the balance of the pumps?

8. Was Mr. Borisov satisfied with the deliveries of the balance
of the pumps?

9. Why did the company guarantee the delivery of the goods
without delay?

10. Why did Mr. Borisov agree to CIF delivery terms?

4) Act out dialogues on the basis of the following
assignments:

1. You have received an enquiry for your goods from
Smith&Co. They require the goods in August. Telephone the
company and say that you cannot deliver the goods at the time
they require. Ask if they could take part deliveries and offer them
your terms of shipment.

2. Receive Mr Brown at your office. Ask him if he enjoyed his
flight to Moscow and how long it took him to get here. Speak with
him about the model of pumps he is interested in. Offer your terms
of payments and delivery.
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COI'VTAIEHUA, KOHTPAKTbBI

I. Contracts and agreements
Text 1. Discussing prices and terms of payment

1) Read the following short text with the help of a
dictionary. Make a list of new words and expressions while
reading.

Sometimes the Buyers don't find our prices reasonable and ask
us to make a discount on the prices. If the Buyers consider our
prices not acceptable (find the price high, don't want to accept our
price) the manager tries to persuade the Buyers that our prices are
quite reasonable. He argues that our engines are of high quality (of
the latest model, reliable in operation, in great demand at the
world market, etc.). The manager stresses that we usually give a
good discount to the customers who place big orders with us. The
Buyer agrees to place a trial order of a large size and our company
gives the Buyer a reasonable discount off the value of the goods.

If the Buyers agree to open a L/C (a letter of credit) for the full
value of the goods with the National Bank of Belarus, we give the
larger discount on the prices of our goods.
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2) Discuss the details of the text with your groupmates. Use
your list of words and expressions.

Dialogue 1. Discussing prices and discounts

1) Read the following dialogue and say how the price
problem is settled.

As you know Belarusimport was interested in buying spare
parts for their assembly lines from Bond&Co.

After Mr White and Mr Petrov had discussed the time of
shipment, the terms of delivery and the number of the spare parts
they started discussing the price and terms of payment.

White: ~ Good morning, Mr Petrov.

Petrov:  Good morning, Mr White.

White: Happy to meet you again.

Petrov:  The pleasure is mine.

White: Sunny morning, isn't it?

Petrov:  Yes, it's beautiful.

White: The weather will keep fine, I hope.

Petrov: 1 hope so too.

White: Good weather is a good way to start business, isn't it?

Petrov:  That's true. Let's get down to business then. I'd like to
start with the price. Mr White, I'm sorry to say it is not
acceptable to us. To be frank you have quoted a very
high price.

White: ~ Oh, ... per unit is quite a reasonable price. As you
know we have improved the model. And besides the
price includes export packing.

Petrov:  Yes, we know that. But we also know that the prices
on the world market for the spare parts are lower than
yours.

White: ~ But their quality is higher and we've delivered a lot of
spare parts to different countries of the world at this price.
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Petrov:  And still, Mr White, we find the price a bit high. I'd
like to stress that it's our trial order with your
company and if we are satisfied with our transaction
you can expect repeat orders from us.

White: ~ Well, the only thing we can do is to give you a
discount of 2% off the value of the contract.

Petrov:  Fine. That settles the price problem.

White:  And how about the manner of payment? I hope
payment by a Letter of Credit against shipping
documents will suit you.

Petrov:  Yes, it will.

White: Good. You are to open a L/C with the National Bank
of the Republic of Belarus after our Notification of the
Readiness of the goods for shipment.

Petrov:  Thank you, Mr White.

White: ~ Thank you, Mr Petrov. We are looking forward to
establishing good business relations with your
company. You are welcome to our company any time.

2) Agree or disagree. Give your reasons.

1. When Mr White and Mr Petrov met, the weather was very
bad. It was raining heavily.

2. The company quoted quite a reasonable price.

3. Bond&Co. delivered a lot of the spare parts to different
countries of the world.

4. Their customers were quite satisfied with the quality of the
spare parts.

5. The Buyers were to make payment for collection.

6. Mr White is to get the Notification of the Readiness of the
goods for shipment after a L/C with the National Bank of the
Republic of Belarus will be opened.
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3) Answer the questions.

1. Why was Belarusimport interested in buying the spare parts
of Bond&Co.?

2. Why was Bond&Co. interested in doing business with
Belarusimport?

3. Why did Bond&Co. improve the model?

4. Why did Bond&Co. give a discount to the Buyers?

5. Why did Petrov want to visit the manufacturing plant?

4) Imagine you are a newspaper reporter. You know about
Mr Bond's talks with Mr Borisov and want to write about
them in one of the business newspapers. Meet Mr Bond and
ask him questions on the transaction with Rossimport.

5) Act out dialogues on the basis of the following
assignments:

1. Mr Hamilton is interested in your machines. Discuss with
him the number of the machines he is going to buy, prices and
terms of payment.

2. Mr Green has come to your office to discuss terms of
payment with you. Ask Mr Green to open a L/C for the full value
of the goods.
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Text 2. Discussing terms of shipment and delivery

1) Read the following short text with the help of
a dictionary. Make a list of new words and expressions while
reading.

Very often the Buyer requires the goods for immediate
shipment. If we are heavy with orders at the moment we offer to
start shipping a certain quantity of goods after we sign the
contract. We undertake to deliver the balance of them in several
lots of 50 engines each at regular intervals withing a certain period
of time (say, six month). We guarantee that there won’t be any
delay in shipment. As we can provide shipping facilities we
usually sell our goods on CIF terms.

2) Discuss the details of the text with your groupmates. Use
your list of words and expressions.

Dialogue 1. Buying farm machines

1) Read the following dialogue and state the clauses of the
contract being discussed.

Mr Klimov the sales manager of Minsk Tractor Works studied
the Buyer's contract terms and on Tuesday he came to the Russian
Trade Delegation to discuss them with Mr Voronin.

Voronin:  Good morning, Mr Klimov.

Klimov:  Good morning, Mr Voronin. Sorry to keep you
waiting. I'm a bit late.

Voronin:  Never mind. How are things?

Klimov: Not too bad, thanks.

Voronin: ~ Would you like a cigarette?

Klimov: No, thank you, I don't smoke.

Voronin:  May I offer you a cup of coffee?
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Klimov: Yes, thank you. Well, Mr Voronin, I think we can
discuss business now. I'd like to clarify some details
with you. How many tractors would you like to buy?

Voronin:  We can buy 40 tractors.

Klimov: ~ And when do you require the goods?

Voronin:  As soon as possible, say, in December.

Klimov: In December? Let me see. I'm afraid, that's
impossible. Our machines are selling very well, and
we are heavy with orders. We can deliver only
15 tractors in December.

Voronin:  And what about the other 25 tractors?

Klimov: ~ We can deliver them only in six months.

Voronin:  All right. Let’s speak about the price now. I must say
that your price is not attractive to us. Can you give
us a 10 % discount?

Klimov:  That’s a bit difficult. The fact is our tractors are in
great demand at this price. However we can offer
you a discount of 5 % as we've been good partners
for a long time.

Voronin: 1 think we can agree to a 5 % discount. Could we
meet tomorrow at 10 to sign the contract,
Mr Klimov?

Klimov: Yes, certainly. Mr Voronin, would you like to have
dinner with me tonight?

Voronin:  With pleasure.

Klimov: 1 can pick you up at the Russian Trade Delegation at
6.30 if that's convenient to you.

Voronin:  Yes, thank you.

2) Agree or disagree. Give your reasons.
1. Mr Voronin wanted to discuss the terms of the contract with
Mr Klimov.

2. Mr Klimov offered him a cup of tea.
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3. Mr Voronin did not accept the terms of Minsk Tractor Works.
4. Minsk Tractor Works had few orders for their machines.

5. Mr Klimov accepted the time of delivery.

6. Mr Voronin gave Mr Klimov a 10% discount.

7. Mr Klimov and Mr Voronin signed the contract that day.

8. Mr Voronin invited Mr Klimov to have dinner with him.

3) Answer the questions.

1. What business matters did they discuss?

2. How many tractors would Mr Voronin like to buy?

3. Why were the machines of Minsk Tractor Works selling very well?
4. Could Mr Klimov deliver all tractors? Why?

5. Why couldn't Mr Klimov accept the price?

6. What discount did they agree to?

4) Role-play the dialogue. Make up a dialogue by analogy.
Dialogue 2. Delivery of fertilizer

1) Read the following dialogue and answer the questions
that follow it.

Mr Belov, a representative of Rossimport, has arrived in
Soligorsk to discuss some business matters with the manager of
Soligorsk fertilizer plant. He is interested in buying 500 tons of
fertilizer.

Mr Pavlov, a representative of Soligorsk fertilizer plant, meets
him at his office.

Pavlov: Good morning, Mr Belov, glad to see you in Soligorsk.
Did you have a good trip?
Belov:  Oh yes. Thank you. Everything was all right. I'd like to
discuss with you some points of the contract.
Pavilov: Good. What is your problem?
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Belov:  During our talks in Moscow you promised us to deliver
the fertilizer in December, but our customers have
opened two new farms and we require the fertilizer
urgently. Could you deliver the goods sooner?

Pavlov: 1'm afraid, we are heavy with orders. But we can help
you if you agree to take part deliveries.

Belov:  When could you deliver the first lot?

Pavlov: Probably, not earlier than in April, and we'll deliver the
balance of the fertilizer in three lots at regular intervals
within six months. Will it suit you?

Belov:  Yes, thank you, Mr Pavlov. It was nice to have seen
you. Good-bye for now.

Pavlov: Good-bye, Mr Belov.

1. Why did the customers require the fertilizer urgently?

2. Why did Mr Belov agree to take part deliveries?

3. When could Soligorsk fertilizer plant deliver the first lot?
4. How were they going to deliver the balance of the goods?
5. Was Mr Belov satisfied with the talks?

2) Look through the dialogues above more carefully and act
out dialogues on the basis of the following assignment:

Mr Hamilton is interested in your agricultural equipment/heavy-
duty trucks / the latest model of - WY L
compressors / fertilizer. Meet him WA S
in your office. Ask him about his ‘:§ L
impression of your city. Discuss %’ﬁgﬁa
with him the number of goods he is === === = ern o m
going to buy, the terms of delivery o e
and the time of shipment. >

—

E=

102



Text 3. Discussing the guarantee period

1) Read the following text with the help of a dictionary.
Make a list of new words and expressions while reading.

The guarantee period is also discussed before signing a
contract. As a rule the guarantee period is three months from the
date of putting the engines into operation, but not more than six
months from the delivery date. The Buyers may find it rather short
and they would like the guarantee period to be extended by two
months respectively. They argue that the usual guarantee period
for this type of goods is longer. We argue that our model of
engines is of a new design and only a small number of them have
been manufactured so far. Although we have good reports about
their performance we can't formally guarantee their reliability for a
longer period.

The Buyer also suggests that the contract will specify that if
defects are found during the guarantee period we are to correct
them promptly and at our expense. We agree that this is our usual
obligation but, of course, we do that if we are responsible for the
defects. If they appear through the Buyer's fault, we are not
responsible for them.

Then we discuss one more possibility. If the Buyer would like
some faulty parts to be replaced the replacement will be delivered
by the Seller on the following terms: the Seller will try to supply
them immediately and pay the cost of their insurance and
transport. That suits the Buyer. And if the Buyer wants special
service visits of Seller's engineers to be arranged after the
guarantee period the Seller can arrange such services. But the
Buyer should authorize such visits and pay the engineer's fare to
and in their country, hotel expenses and the cost of each job he
will do.

2) Discuss the details of the text with your groupmates. Use

your list of words and expressions.
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Dialogue 1.

1) Read the dialogue attentively and say what ensures the
reliability of the coolers.

Mr Kolesnikov was interested in buying coolers for a new dairy
farm. He studied the offer and the leaflets which provided
information on a wide range of the coolers from Creston Ltd. very
closely. He thought that the technical characteristics of the LS
10 coolers would suit their customers.

He got in touch with Mr Bricks and visited his office. During
their talks they discussed some technical matters.

Today they are meeting at the Belarusian Trade Delegation.

Kolesnikov:  Good morning, Mr Bricks. Very glad to see you again.

Bricks: Good morning, Mr Kolesnikov. What terrible
weather we are having!

Kolesnikov: Yes, it has been raining since early morning though
the radio didn't say it would rain today.

Bricks: I hope it will clear up by the evening.

Kolesnikov: Perhaps it will. Mr Bricks, the matter I'd like to
bring up today is the guarantee period. I know it is
12 months from the date of putting the coolers into
operation, but not more than 18 months from the
delivery date.

Bricks: That's right.

Kolesnikov: Well, 1 find it rather short. We'd like it to be
extended by two and three months respectively, as
the usual guarantee period for this type of goods is
longer.

Bricks: Now, look. Model LS 10 is of a new design and only
a small number of units have been manufactured so
far. Although we have good reports about their
performance we can't formally guarantee their

reliability for a longer period.
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Kolesnikov:

Bricks:

Kolesnikov:

Bricks:

Kolesnikov:

Bricks:

Kolesnikov:

Bricks:

Kolesnikov:

Bricks:

Kolesnikov:

see. But, Mr Bricks, I believe the contract will
specify that if any defects are found during the
guarantee period you are to correct them promptly
and at your expense.

Yes, this is our usual obligation, but of course we do
that only if we are responsible for the defects, not if
they appear through your fault.

This seems reasonable. Let's consider one more
possibility. Suppose we would like some faulty parts
to be replaced, on what terms will you deliver the
replacements?

We'll try to supply them immediately and pay the
cost of their insurance and transport. Will that suit
you?

Quite.

By the way, if you want special service visits of our
engineer to be arranged after the guarantee period,
we can always do that.

Shall we have to pay for such visits?

Yes. You should authorize such visits and pay the
engineer's fare to and in Belarus, hotel expenses and
the cost of each job he will do.

Thank you. I'll have to look into the matter. Could
we meet on Thursday, say, at 12?

Let's make it 2 if you don't mind. I have an
appointment at 12 which I don't want to break.

Very good.

2) Answer the questions.

1. What was Mr Kolesnikov interested in?

2. Who offered a wide range of coolers?

3. Why did Mr Kolesnikov decide to buy coolers from Creston Ltd.?
4. Did they discuss some technical matters or the clauses of the

contract?
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5. What was the purpose of their next meeting?

6. Why did the Buyer want the guarantee period to be
extended?

7. Did the seller agree to extend the guarantee period?

8. Why was the Seller to replace the faulty parts promptly
during the guarantee period?

9. Why does the company arrange service visits of their
engineers after the guarantee period?

3) Say what you have learned from the dialogue about:

1. the guarantee period of Creston Ltd for the LS 10 coolers;
2. the company arranges the service visits after the guarantee
period.

4) Look through the dialogues above more carefully and act
out dialogues on the basis of the following assignment:

You are having talks with Mr Smith. He is interested in buying
agricultural equipment / heavy-duty trucks / the latest model of
compressors. Start the talks with the
weather, then discuss with him
the guarantee period of the goods,

the responsibility for the defects, (—*—7
the replacement of the faulty parts, A
the arrangements of special service {;V

S
o
visits after the guarantee period. u&%‘w
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PEYEBBIE BBICKA3BIBAHUSA IJISA PA3JIMYHbBIX

CUTYAIIAH OBIIIEHUSA

Asking for information

Could you tell me ..., (please)?
I wonder if you could tell me ...

Excuse me, do you know ...?
Sorry to trouble you ...

I'd like to know about ...

I am curious to find out ...
[inquire if ...

Saying you know

In fact, I did know about ...
I've been told about ...
That's what I heard.

My information is ...

Saying you do not know

I'm sorry, I really don't know
about ...?
I'm afraid, I've no idea ...

I wish I knew ...

I don't know the first thing
about ...

I know very little about ...

3anpoc nndopmanun

Ckaxute MHE, HoXKalyicra ...
IIpoctute, BBl HE MOXKETE MHE
CKazarthb ...7

W3BunuTe, BBI 3HACTE ...7
H3BuHUTE 32 OECIIOKOKCTRO ...
S xoren ObI y3HATH ...

MHe UHTEepecHO y3HaTh ...

S1 mHaTEpECYIOCH €CIH ...

CoooO1renue o cBoeit
OCBEIOMJIEHHOCTH

[a, s1, KOHEYHO, 3HAJ O ...
MHe ckazanm o ...

Bot 4T0 g cipiman.

To, 4to 5 3HalO, ...

CoooO1renue o cBoe
HEOCBEeIOMJIEHHOCTH

[IpocTute, 1 HA caMOM Jielie HE
3HAIO O ...7

borock, 4TO HE MMEIO0 HHUKAKOIO
MPEACTABICHHUS ...

Ecmm Okl 51 3Ha ...

51 coBepIIeHHO HUYETO HE 3HAI0
o..

S1 3HA10 CIMIIIKOM MAaJio O ...
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Verifying the information

Do you mean to say that ...?
Can you confirm the fact?
Do you believe that yourself?
Will you say it again, please?
I didn't quite catch what ...

Asking about remembering

I wonder if you remember ...?
You remember ... don't you?
I remember quite clearly ...
As far as [ remember ...

Saying you have forgotten

I don't remember ...

I'm sorry, I've completely
forgotten ...

I'm sorry but I seem to have
forgotten ...

Requesting

Do you mind ..., please?
Would you mind ..., please?

If you could I'd be very
grateful.

I'd be very grateful if you'd ...

Reminding

Could I remind you of ...

Will you, please, remember ...7
I think, I should remind you ...
May I remind you ...

IIpoBepka uHpopmanun

BEI xXoTHTE CKa3aTh, 4TO ...7
Bbl MOkeTe noaTBepAUTh 3TO?
Br1 camu Bepute B 3T0?
IToBTOpUTE, MOKATYHCTA.

S He coBceM YIIOBHIIL, UTO ...

Bonpoc 0 ToM, TOMHHUT J1H
Balll cO0eCeJTHUK YTO-TH00

WHuTepecHo, MOMHUTE JH BHI ...7
Bbl momuuTe ..., He Tak au?

51 TOMHIO BIIOJIHE OTYETIIMBO ...
HackoabKo s HOMHIO ...

Coob01menue 0 TOM, YTO BBI
320BLLJIHU YTO-JIH00

] He IOMHIO ...
[TpocTute, s coBCeM 3a0bL1 ...

[Mpocture, HO s, Kaxercs,
3a0bL1. ..

IIpocn0da

Br1 HE Bo3paxaere ...7

Be1 ObI HE Bo3paxkand ...7

Ecimu ObI BBI MOTJIM ... 1 OBLI
ObI OUeHb IPU3HATEIICH.

S Obutr OBI OYEHB Oarogapex,
ecii OBl BHI ...

Hanomunanue

Mory 51 5 BaM HallOMHUTb O ...
3anoMHuTe, NoXKamyucra ...

S aymaro, MHE HaJIo HATIOMHUTD BaM ...
ITo3BOJIETE HAIOMHUTD BaM ...
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Refusing to do something

I'm sorry, it's not possible ...
I'm sorry, I can't.

I'm afraid, not.

I'm afraid I can't.

Saying you are willing to do
something

Yes, I don't mind ...
Certainly.
Yes, I don't see why not.

I'd be only too happy to ...

I'm quite prepared to ...
Asking if you are obliged to
do something

Have I got to?
Is it necessary for us ...?
Are we required to ...?

Saying someone is, obliged to
do something

I think you have to / should ...
I'm afraid you must ...

I think you're meant to ...

I think you're supposed to ...

Saying someone must not do
something

You mustn't ...
You shouldn't (really) ...

OTKka3 aeaarhb YTO-JIM00

H3BuHUTE, 3TO HEBO3MOIKHO ...
W3BuHUTE, 5 HE MOTY.

Bborock, 4To HET.

borocs, s HE cMoTy.

Coo01menune o :KeJJaHUH
caeaarb YTo-Ja1u00

a, s He Bo3paxaro ...

Koneuno.

Ha, s He BHWXYy NPUUYUHBIL,
MOYEMY HET.

Sl Opm1 OBl TOJNBKO OYEHH
CUYACTIINB ...

S1 BIloJIHE TOTOB ...

Bomnpoc o Tom, 00513aHBI J1H
BBI €JIATh YTO-J1H00

.... TaK MHE JIeJIaTh 3TO?
HyxHo nu Hawm ...7
JIOJDKHBI JTA MBI ...7

Coo01ieHue 0 TOM, 4YTO KTO-TO
JMOJIKEH J1eJ1aTh

qT0-IN00

51 nymato, Bam HaJo / CIIemyer ...
Borock, 4TO BBI TOJDKHHI ...

S nymaro, 4TO Bam CHEAYET ...
$1 nmonararo, 4To BaM HAJIO ...

Coob1eHue 0 TOM, 4YTO

KTO0-JIH00 He J0JIKEeH eJIaTh
yero-inoo

Bl HE JOIKHEI ...
Bawm He cnienyer, (Ha camoM fere), ...
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You'd better not ...
There’s no need to ...
You mustn't ...

Saying someone need not do
something

You needn't ...

There's (really) no need to ...

It's for you to decide ...

It's up to you ...

If I were you, I'd ...

There is no necessity to do
smth.

There's (really) no need to ...

Saying you are able to do
something

I know something about ...
I feel capable of ...
I have experience of ...

Saying you are not able to do
Something

I'm not sure I'm capable of ...

I don't feel capable ...

I have no experience.

I'm afraid I can't cope with ...
I'm aftraid it might be beyond me.
Sorry, I can't manage ...

Telling someone to do
something

I must ask you to ... please.

I have to ask you to ... I'm
afraid.

Be1 Ob1 myutie He ...
Het HeoOxoqumocTH ...
BEI HE TOKHEI ...

Coo0uieHue 0 TOM, 4YTO KOMY-
TO HE HAJO0 JeJAaTh YTO-JIH00

Bawm He HazoO ...

(Ha camom niene) HET Hy Kbl ...
OTO BaM pemarh ...

OTO0 Ha Ballle YCMOTPEHHUE ...
Ha Bamem mecre s OBl ...

Her HeobxomuMocTu 4TO-IHO0
JieNnaTth

(Ha camom niene) HET Hy Kbl ...

Coobmenue 0 TOM, YTO BBI
MOZKeTe JeJIaTh 4TOo-J1100

51 3Ha10 KOE-4UTO O ...
$1 4yBCTBY1O, UTO CMOTY ...
Y MeHS ecTb OIBIT ...

CooO1ieHue 0 TOM, YTO Bbl He
MO:2KeTe JeJIAaTh YTOo-TH00

51 He yBepeH, 4To MOry ...

51 He yyBCTBYIO C€0s1 TOTOBBIM ...
Y MeHs HEeT OIbITa.

Borock, uToO 51 HE CrIpaBIIOCH C ...
Bborock, uTo 3TO HE IS MEHS.
Borock, UTo HE CMOT'Y CIIPAaBUTHCA ...

IIpocs0a kK KOMY-I1H00
caeaaTh YTo-Jaud0

Sl pomxen mpocuTh Bac ...,
MoXkKaxyucra.

boroce, s BBIHYXAEH NPOCUTH
Bac.
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You are obliged to ...
I must ask you to ... please.

Would you be so kind as to ...
I have to ask you to ..., I'm
afraid

Saying you intend to do
something

I'll make an effort to ...

I've decided ...
I fully intend ...

Saying you do not intend to
do something

I'm not going to ...
I'm not planning ...
I've decided not to ...

Asking for permission

Would it be possible ...?
Let me, would you?
Is there any objection?

Giving permission

Of course.
Yes, certainly you can.
By all means do ...

Giving reasons

The basic reason is that ...
Let me explain.

I approve of ...

I disapprove of ...

BEI 10KHEI ...

Sl npomxkeH mnpocuTe Bac ...,
MOXkKaIyucTa.

BbyabTe no0psl, ...

Boroch, s BBIHYXIEH NPOCHUTH
BaC ...

Bripakenune HamepeHHs
cesaTh YT0-1M00

S monsITaroCs ...
S pemun ...
51 cepbe3HO HameEpEBaOCh

Coo0menue 00 0OTCYyTCTBUM
HaMepeHus /eJaTh YT0-J11u00

51 He cobuparocs ...
Sl He mmaHupyHo ...
Sl He nymaro o ...

BoipaxkeHue npocbObI
0 pa3penieHnu

Mo>xHO 711 OBLIIO OBI ...7
Paspemmre mue ...7
Ectb 1 Bo3paxkenue?

Boipaxkenue pa3penieHust

Kowneuno.
Jla, KoHeYHO, MOXKHO.
BHe BCIKOT0 COMHEHHUS.

AprymeHTanus

OcHOBHasl NPUYMHA ...
[To3BOIETE MHE OOBSICHUTb.
Sl onobpsito ...

S He onobpsto ...
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PEKOMEHJALIMHA 11O BBIITOJIHEHUIO
YHPABJISIEMON CAMOCTOSTEJBbHOM PABOTBI
CTYJAEHTOB (YCPC)

TEMBI YCPC:

1) ComoKyIbTypHbIE HOPMBI IPOU3BOACTBEHHOTO OOIIECHUSI.
2) IleperoBopsl.
[ToaroroseTe NOKIAA HAa OIHY U3 TEM:

YCPC Nel

1. Your first business meeting.

2. How to make your meeting winning.

3. How to shine during your business meeting.

4. Business meetings concerning modernization of agriculture.

5. Meetings for employers and employees working in

agriculture.

6. Agricultural production contracts.
7. The main principles of business negotiations.

8. Business talks in the sphere of agriculture.

Hpe,HJ'IO)KeHHLIC TEMBI HOCAT peKOMeH,I[aTCJ'IBHHﬁ XapaKTep

1 MOI'yT OBITb HM3MCHEHBLI WJIH AOMNOJHCHBI IO YCMOTPCHUIO
CTYACHTOB U / unun npenogaBaTeis.
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YCPC Ne2 IlepeueHr HHTEpPHET C€alTOB, PEeKOMEHAyeMbIX MpH
noaroroBke k YCPC
[MoaroroBere poseByto wurpy mo Teme «lleperoBopsm,

HUCIIOJIB3Ysl MPEATI0KEHHBIN aJITOPUTM:

HaunmeHnoBanue

Bun Hazuauenne
MIPOTrPaMMHOTO MPOAYKTa

1. Phone an agricultural firm “Baker and Sons” and make an

appointment with their Sales Manager Mr. White for some day. CalT CAMOKOHTPOJIA
http://moodle.batu/ Y TIPOBEPKH YPOBHS
2. Visit Mr. White’s office. Speak with Mr. White about your SHAHMHA
visit to Brighton. Say that you have received their latest catalogues http://www.wikipedia.org/
of agricultural machines Model B 20. Ask him to arrange your (QHTIHICKNMI A3BIK) SHIUKIIOTIEAUH
visit to the assembly shop and the test department. http://www.britanica.org/
3. Visit the assembly shop and the test department with Mr. http://www.englishclub.net 00yJaroIHe TeCThI
White. Discuss the quality of the agricultural machines with the .
production manager. Tell Mr. White that Model B 20 meets your http://agriculture.house.gov
requirements and you’d like to buy 10 machines of the model. WHTepHeT- Egg%ggggi?bgﬁ;o rifg st
CaMTBI . . .
4. Meet Mr. Eden, Chief Accountant of “Baker and Sons” in his hitp://meetingwizard.org
office. Tell him that their prices are not attractive to your UHPOPMAIHOHHBIE
company. Ask him to give you a discount. CalThI IS
CaMOCTOSITEIIbHOU
5. Meet Mr. Brown, the Head of the Transport Department at http://www.euronews.net paboTEL,
his office and discuss with him the terms and the time of delivery http://www.news.bbe.co.uk camoo0pasoBaHmA

http://community.agriculture.com

f ds.
Ol your goods http://www .business-talks.com/

6. Phone “Baker and Sons” and make an appointment with their
Agriculture Managing Director, Mr. Camp, for some day.

7. Visit Mr. Camp’s office. Tell him that all the terms are
acceptable and sign a contract with “Baker and Sons”.
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