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BCTYII

BinmosigHo no Ilporpamu BUKIamaHHsS aHTIIHACHKOT MOBH Ui IPO(GECIHHOrO CIIIKYBaHHS
(2010 p.) BUBYCHHSI 1HO3€MHOI MOBH ITOBUHHO PO3BHUBATH MOBHY KOMIIETEHIIIFO CTY/ICHTIB, @ TAKOX
crparerii, HeOOXiHI A e(EeKTUBHOI y4acTi B MpoLeCi HABYaHHS Ta B CHTYalisfAX MpoQeciitHOro
CHIJIKYBaHHS.

MetoanyHi BKa3iBKM OpIEHTOBaHI Ha CTyJeHTIB cremiansHocTi 076 IlinmpueMHHUITBO,
TOPTiBJIS Ta OIp>KOBa MisUTBHICTH JEHHOT ()OPMH HABYAHHS Ta MalOTh Ha MeTI POpMyBaHHS HABUYOK
aQHTJIOMOBHOTO MPOQECIIHOTO CIITKYBaHHS.

MetoanyHi BKa3iBKM € CKJIaJOBOI0 YACTHHOK HABYAIbHO-METOJAUYHOTO KOMIUIEKCY 3
mucuuiutinn «lHo3eMHa (aHruiiicbka) MoBa 3a MpodeciiHUM CHPSIMYBaHHAMY 1, K JOHNOMIXHHUNA
3aci0 HaBYaHHS, 3a0€3MEeUyIOTh peaiizaiiio BCiX IUIEH HaBYaHHS 1HO3EMHHX MOB: PO3BHTOK
HAaBUYOK DPO3YMIHHS W aHali3y OpHTriHAJIBHUX TEKCTIB Ha mpodeciiiHy TeMaTuKy, MOAajbIle
30arayeHHsi CJIIOBHHUKOBOTO 3amacy CTYACHTIB Cy4YaCHOI aHTJIHCHKOIO TEPMiHOJIOTIYHOIO
JICKCHKOI0, BJOCKOHAJCHHA HABHYOK YCHOTO Ta IHUCEMHOTO MOBJICHHS, YMiHb BHPIIICHHS
npodeciiHuX CUTyalii.

HaBuanpHO-MeTOMYHE BUAAaHHSA O0a3yeTbcs Ha JISKCMYHOMY MaTepiami, IO OXOIUTIOE
TEPMIHOJIOT110, OB’ s3aHy 3 MallOyTHROIO MPO(]ECIHHOIO MISIBHICTIO CTYICHTIB, TAKOIO SIK BEJACHHS
MepPEeroBopiB, OPOPMIICHHSI JTOKYMEHTIB, JUIOBE CHUTKYBaHHS TOM[O. TeMaTHKa i 3MICT TEKCTIB HE
JIMIIE BIAMOBITAIOTH BUMOTaM IIPOTpaMH, a W 3aJ0BOJBHSIOTH MpodeciitHi iHTepecH Ta MmoTpedu
cryaentiB. KpiM TOro, KokeH pO3ALT MICTUTh 3aBIaHHSA, CIPSMOBaHI Ha PO3IMIUPEHHS
CIIOBHHKOBOT'O 3aracy, PO3BUTOK HABUYOK ay/ilOBaHHS, TOBOPIHHS Ta IMUChbMA. 3aBIaHHS IS
CaMOCTIHOT pOOOTH MarOTh HAa METi PO3BUTOK HABUYOK JIJIOBOTO JIUCTYBAHHS.

Martepian, BMIlIEHUI Y METOAMYHUX BKa3iBKax, CIPSIMOBaHUN Ha (JOPMYBaHHS B CTYICHTIB
THTBICTHYHOI Ta (axoBOT KOMIIETEHIIIi, 1a€ IHCTPYMEHTH JUIsi BUKOPUCTAHHS aHTJIHCHKOI MOBH y
npodeciiiHii IIATBbHOCTI Ta CHpusie 3a0e3MEeYeHHI0 KOHKYPEHTOCIPOMOXHOCTI (axiBliB B
aHTJIOMOBHOMY CE€PEIOBUIIII.



UNIT 1. PEOPLE AND CAREERS

1. Study what you should say when you meet people:

Introductions and Conversation Openings
A person performing an introduction in a formal situation says, for example Mrs. Johnson, may |
introduce Mr. Bentley? Mr. Bentley — Mrs. Johnson. Less formal alternatives to May |
introduce...? are (in order of decreasing formality):

Let me introduce...

I'd like you to meet...

This is...

Meet...
The two people who have been introduced both say:

How do you do? — in formal and semi-formal situations;

Hallo — in informal and semi-formal situations.

Pleased/Glad to meet you.
Two phrases often used before introducing someone are:

Have you met...?

e.g Have you met my sister? | don't think you've met...

e.g I don't think you've met my sister.
If you have to introduce yourself, you may say, for example:

May | introduce myself? My name's Victor Petrov. I'm your guide.

Let me introduce myself.
When two people have been introduced, one of them usually has to start a conversation. One way to
do this is to ask a question such as:

Is this your first visit to...?

Have you been here/to... before?

Have you visited/seen...?

How do you like/find (our)...?

(How) are you enjoying...?

Are you finding... interesting/useful?

What do you think of...?

Are you interested in...?

Greetings and Inquiries About Health
When you already know someone, the following formal greetings should be used:

Good morning — until lunch-time (12 — 2 p.m.)

Good afternoon — until 5-6 p.m.

Good evening — until 10-11 p.m.

Morning/Afternoon/Evening — semi-formal. Used, for example, to neighbours, colleagues
and other people whom one sees regularly but does not know well.

Hallo — semi-formal, informal

Hi — informal, used mainly in America. The name of the person greeted is often added.
Greetings are often followed by an inquiry about the other person's health:

How are you? — formal

How are you getting on? — semi-formal, informal

How's life? — informal

How are things (with you)? — semi-formal, informal
The answer may be:

(I'm) very/fairly/quite well, thank you. — formal, semi-formal

Fine, thanks. — semi-formal, informal

Not too/so bad (thank you/thanks). — semi-formal, informal

All right, thank you/thanks. — semi-formal, informal
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OK, thanks — informal, familiar
A bit tired, otherwise all right. — semi-formal, informal

Leave-taking
When you want to take your leave of someone it is often necessary to use some introductory
sentence such as:

(Well)) I must go (now).

I'm afraid | must be going (now).

It's time | was going/off.

I must be off now.
When you actually leave, you may say:

Good-bye. — formal, semi-formal

(Good-) bye for now. — semi-formal, informal

Bye (then). — semi-formal, informal

Bye-bye. — semi-formal, informal

Cheerio. — semi-formal, informal

See you. — very colloquial.

See you later/tonight/tomorrow/on Saturday/next week, etc,

See you at the theatre/concert/party, etc.
When leaving someone we sometimes want to be remembered to some member(s) of his family or a
mutual friend or acquaintance. The following phrases are used for this purpose:

(Please) give my (kind) regards to...— formal

(Please) remember me to...— formal, semi-formal

Give my love to...— informal, for close friends and relations

2. Make up sentences using one item from each column. Make sure that all the items in
one sentence are of the same degree of formality.

Mr. Taylor Let me introduce our visiting lecturer, Dr. Miller
Mrs. Bond I'd like to introduce my sister Janet

Professor Reed I'd like you to meet my English teacher, Miss Sullivan
Peter This is a friend of mine, Alan Binns
Helen Meet my cousin Margaret

Father some of my colleagues

3. Match each question with the best reply.

a) What do you think of Tokyo? . Yes, extremely interesting.

b) How often do you travel abroad . Thank you.
c) Are you going to be here long . At the Sheraton.
d) Is this your first trip to Japan . Yes, very well.

e) Do you know Harvey Phillips in sales
f) Where are you staying

g) It's an interesting conference, isn't it
h) Can | get you a refill

. It's a very interesting place.
. No, I was here last year.

. Just five days.

. Once or twice a year.

CONO O~ WN B

4. With a partner, think of some more questions and responses you can use when you
meet someone for the first time. Write them down, and try them with other students in the
class.

5. What would you say:
a) to Professor Marsden, who is leaving for home after a short stay in your town?
b) to your parents, when leaving your flat in the morning?
C) to a secretary who has just given you some information, before leaving the office?
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d) when leaving a group of fellow-students after classes?
e) to a friend whom you are seeing off to Moscow?

6. Here are two conversations where people are meeting one another. Put them in the

correct order. Which conversation is more formal?

A) Good. I've come to take you to your hotel. You'll be staying at the Hilton.
B) Just a couple of days. | have to get back as soon as the conference is over.
C) Karl Striebel. How do you do? Thank you for coming to meet me.

D) Thank you very much. Is it far?

E) Fine thanks. How long are you here for?

F) It's a pleasure. Did you have a good flight?

G) She's the new head of European Sales, isn't she?

H) Hello, Josef. How are you?

1) No. It only takes about half an hour.

J) Hello. I'm Mark Jensen from Ciba Geigy. How do you do?

K) That's a shame. By the way, there's someone I'd like you to meet Caroline Eustace.
L) Hi there, Sarah. Nice to see you again.

M) Yes, it was fine thanks. No delays.

N) That's right. Come on over and I’ll introduce you.

Conversation 1 Conversation 2
Mark _J_ Josef L

Karl Sarah

Mark Josef

Karl Sarah

Mark Josef

Karl Sarah

Mark Josef

7. Peter Berger is a consultant with Prodata, a computer consultancy firm. He is
normally based in Geneva but he's working in Bradford at the moment, setting up a new

guality control system. On his first day there, he meets Jenny Carlson over lunch.
Put these questions into the correct spaces to complete their conversation.

a) And what exactly are you doing?

b) What's your job?

c) Anyway, how long do you think you'll stay in Bradford?

d) I don't think we've met, have we?

e) When did you start?

f) So you're not from Bradford then?

g) And how long have you worked here?

Jenny: Hello. I'm Jenny Carlson. (1) ?
Peter: No. Pleased to meet you. I'm Peter Berger from Prodata.
Jenny: (2) ?
Peter: No, I'm from Geneva. I'm just working here temporarily.
Jenny: Really? (3) ?
Peter: This morning. Today is my first day.

Jenny: (4) ?

Peter: I'm setting up a new quality control programme.

Jenny: That's interesting.

Peter: What about you? (5) ?
Jenny: | work in Sales.




Peter: (6) ?

Jenny: For eight years. | started as a sales representative and now I'm a

regional manager. (7) ?

Peter: Just three or four months. It depends how long the new system takes to set up.
Jenny: | see. Well, I'm sure you'll enjoy it. It's a very friendly place.

8. With a partner, practice meeting someone for the first time at a business reception.
Use real or imaginary information about yourself. Try to continue the conversation for as
long as possible, using the table below as a guide.
e Begin the conversation
e Introduce yourself
e Continue the conversation (talk about your company, job, family, hobbies, etc.)
e End the conversation

UNIT 2. JOBS AND RESPONSIBILITIES

1. Match the words from the box with the corresponding heading:
a) What do you do?
b) General responsibilities
c¢) Working hours
d) Pay and conditions
e) Jobs
f) Living the company

work for/in sacked meet clients dismissed
salary carpenter nine-to-five job get sick pay

run self-employed resigned be employed by
surgeon do shift work paid holiday full-time job

in charge of attend meetings retire work overtime
mechanic pay income tax pay rise do flexi time
part-time job handle attend meetings architect
responsible for personnel manager minimum wage deal with

2. Match the verbs on the left with the nouns on the right. Use each verb once only.

1. earn a) overtime

2. work b) meetings

3. deal with c) a shop

4. attend d) complaints
5.run e) 2,000 a month

3. Rewrite these sentences starting with the words given. The meaning must stay the
same.
Example: I'm a banker. I work in banking.
1. What do you do?
WHhaL'S ..o
2. I'm employed by the government.
FWOTK o
3. 1 earn $50,000.
MY
4. 1 get 20,000 from my teaching job and another 10,000 from writing.
My total ......cccoveieiiereeee e



5. In my job I look after all the computers in the building.
My jobinvolves .........cccoovviiiiiinnnnn..

6. I'm responsible for one of the departments.

'min .o

4. This is part of a conversation with a teacher about her job. Write the missing

questions.

A, ? B: | start at nine and finish at four.
A ? B: Yes, a bit. On certain courses | work until 5.30.
A ?  B: 12 weeks. That's one of the good things.
A ? B: Yes, we do, but we have to have a doctor's note.

5. Write down one job that would probably be impossible for these people.
Example: Someone who didn't go to university — doctor

. Someone with very bad eyesight (= cannot see very well)

. Someone who is always seasick on a boat

. Someone who understands nothing about cars

. Someone who will not work in the evening or at weekends

. Someone who is afraid of dogs

. Someone who is afraid of heights and high places

. Someone who is terrible at numbers and mathematics

. Someone who doesn't like to see blood (= the red liquid in your body)

. Someone who is a pacifist (= is anti-war)

OCoOoO~NO O WDN PP

6. You have just bought a piece of land and you are planning to build a house on it.
Write down at least six people from the opposite page that you may need to help you. What
would you need their help for?

Example: A bricklayer to build the walls.

7. Find the logical answer on the right for each of the questions on the left.

1. Why did they sack her? a) Because she was 60.
2. Why did they promote her? b) Because she was late for work every day.
3. Why did she apply for the job? c) Because she needed more training.
4. Why did she retire? d) Because she was out of work.
5. Why did she resign? e) Because she was the best person in the department.
6. Why did she go on the course? f) Because she didn't like her boss.
8. Complete the table. Use a dictionary to help you.
VERB GENERAL NOUN PERSON
manage ..management ...
PrOMOLE e e
eMPloy s s
FESIQN e e
FELITE e
train i v ————

9. Have you ever heard of Richard Branson? Read this article about the way he works.
Is there anything unusual about his management style? Do you think you would like to work
for him?

10. Work with a partner. Look at the facts about Branson then ask and answer
guestions about how he works. Use these question forms to help you.
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What...? How...? How many...?

Where ...? Does he ...? How much ...?
When...? Has he...? What sort of ...?
Why ...? How often ...?

RICHARD BRANSON'S 10 SECRETS OF SUCCESS

Richard Branson became famous as a “hippy” businessman in the 1960s when he set up a
record company. Today he runs the successful Virgin airline and he’s still breaking many of the
traditional rules of management. So how does he do it?
1. He regularly works an eleven-hour day, starting around eight and finishing around seven at night.
2. He spends a lot of time talking to people on the telephone but he never sends memos.
3. He rarely holds board meetings. He makes decisions on the phone or on the tennis court.
4. He has a good memory and he writes people's names on his hand so he doesn't forget them.
5. He invites every single one of his 10,000 employees to a party at his home in Oxfordshire every
year. The last party cost around 100,000.
6. He continually questions his employees about every aspect of the business and he tries to pick
holes in their arguments to find out whether their ideas will work.
7. If he becomes annoyed in meetings, he leaves the room. He hardly ever loses his temper.
8. He employs people he likes personally. This is more important to him than qualifications.
9. He has had several business failures in the past and nearly went bankrupt several times but he has
always survived. He puts his success down to good ideas, good people, and good luck.
10. He didn't go into business to make money. He went into business because he wanted a
challenge.

11. This text is about the different styles that men and women have in the workplace.

Read the text and see if the writer's ideas are the same as yours.
Men and women do things differently. There are, of course, exceptions to every generalisation,
including this one. Cristina Stuart is a managing director of Speakeasy Training, a consultancy that
runs courses for men and women working together. Here she describes a few key differences
between the sexes in the workplace.

1. Working together
The male approach to business is competitive, direct and confrontational. The end justifies the
means.* Personal status and a focus on the individual are important. The female method is
collaborative. Collective action and responsibility are more important than personal achievement.
Lateral thinking*, as well as goodwill and the well-being of the individual, are also of great
importance.

2. Tackling problems
The male approach is to go to the heart of the problem, without taking into account secondary
considerations. The female preference is to look at various options.

3. Body language
Male body language tends to be challenging. Female body language tends towards self-protection.
A stereotypical female pose is sitting cross-legged; the male sits with legs apart to give an
impression that he is in control. Male behaviour can include forceful gestures for example banging a
fist on the desk for effect. The female style does not usually include aggressive gestures.

4. Language
The male way of speaking does not encourage discussion. Women tend to welcome others' opinions
and contributions more.

5. Conversation
Men like to talk about their personal experiences and achievements or discuss ‘'masculine’ topics
such as cars or sport. Women tend to talk about staff problems and personal matters.

6. Meetings
If a woman does not copy the male confrontational style, she is often ignored.
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7. Self-promotion
Men find it easy to tell others about their successes. Women tend to share or pass on the credit for a
success.

8. Humour
Men's humour can be cruel — a man's joke usually has a victim. Female humour is less hurtful. A
woman often jokes against herself

CAVEAT Many men have a female style of working. Equally many women have a male
approach. As Ms Stuart says many of the current management theorems — flatter organisations*,
empowerment, managing by consensus* — have a female style to them.

* the end justifies the means: it doesn't matter what methods you use; success is the only important
thing

* lateral thinking: thinking in a creative way, making unusual connections

* flatter organisations: organisations in which there are fewer managers and people have equal
status

* managing by consensus: managing by getting everyone to agree

12. According to the text, which of these phrases are typically used by men and which

by women?

Example: “It's very simple. The point is ...”

Men because “the male approach is to go to the heart of the matter”.
. “But we need to take account of...”
. “You look worried. What do you think about the new plan?”
. “That's rubbish!”
. “I built the department from nothing.”
. “Thanks for your kind words, but this really was a team effort.”
. “It was so funny. He looked ridiculous!”

OO, WN B

13. Work in groups and discuss the questions.
1. What is the style of male and female managers in companies in your country? Are they similar to
the ones outlined in the text?
2. Do you think there is a difference in style between men and women or is any difference usually
because of personality?
3. Do you know any men who have a 'female' style of working? Or women who have a “male” style
of working?
4. Do you find it easier to work with men or women? Why?

14. What about working conditions in your country?
a) What are normal working hours for most office jobs in your country?
b) How much income tax do most people pay, e.g. 10% or 20% of what they earn?
c) Do workers normally get paid holidays? If so, how many days do they usually get?
d) Is there a minimum wage decided by the government? If so, how much is it?
e) What jobs often involve shift work in your country? (Give at least two examples.)

15. Have you got a job in a company? If so, answer these questions as quickly as you
can. If possible, ask another person the same questions.
a) Are you responsible for anything or anyone?
b) Have you had much training from the company?
c) Have you been on any training courses?
d) Have you been promoted from the time you started your job?
e) Do you normally get a good pay rise at the end of each year?
f) What do you think about your future prospects in the company?
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UNIT 3. RECRUITMENT

1. Match the verbs 1 to 6 to the nouns a — f to make word partnerships.

1. to train a) a vacancy/post

2. to shortlist b) an interview panel
3. to advertise c) the candidates

4. to assemble d) references

5. to make e) new staff

6. to check f) a job offer

2. Now decide on a possible order for the events above from the employer's point of

view.
For example: 1. to advertise a vacancy
3. Complete the text using the following words or phrases:
curriculum vitae (CV) / resume probationary period
interview covering letter
application form psychometric test
These days many applicants submit their 1 speculatively to companies they would

like to work for. In other words, they do not apply for an advertised job but hope the employer will
be interested enough to keep their CV on file and contact them when they have a vacancy. When
replying to an advertisement, candidates often fill in a / an 2 and write a / an

3 . The employer will then invite the best candidates to attend a / an

4 . Sometimes candidates will take a / an 5 before the interview
to assess their mental ability and reasoning skills. These days it is normal for successful candidates
to have to work a / an 6 in a company. This is usually three or six months; after
that they are offered a permanent post.

4. Complete the sentences with a suitable word or word combination.

applicant a vacancy

a covering letter financial package
a headhunter a reference

a probationary period resume

a shortlist interview

a) The starting salary of the successful .....applicant... will be decided on the basis of qualifications
and experience.

b) The usual American English word for 'CV'is “......................

) Our company has ................ for a graduate in economics.

d) Applicants will be called for ..................... between 10 and 16 April.

e) We ask all our new employees to wWork ...........ccccccvenenne. of between one and three months.

f) The interview panel will draw up ...................... of only five candidates.

g) Pleasesend ......................... together with your CV.

h) It is usual to ask your previous employer for ........................ when you apply for a job.

1) For high performers, a good ............... is not all that matters. They need a challenge as well.
J) They hired .................. to attract some executives from a rival company.
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5. Cross out the item which does not normally go with the key word.

1. tocall for to hold 2. to shortlist to take up
[ an interview |
to apply to carry out to advertise to appoint
somebody to
3. to interview to advertise 4. tofillup to update
[_applicants_|
to reject to shortlist to submit to send
5. to sign to enter into 6. to earn to pay
| acontract |
to terminate to work to receive to submit

6. Read a leaflet from a recruitment agency giving advice about interviews. Choose the
most suitable headings for paragraphs A — E. There are three extra headings.

1. contact details 5. survey results

2. shock tactics 6. hypothetical questions
3. attitude 7. 0ne person's experience
4. appearance 8. advice

A

When it comes to interview questions, it pays to expect the unexpected. This is a true story of one
candidate's experience. This is how his interviewers greeted him: 'We've been interviewing
candidates all morning and we're getting bored. Do something to impress us’. Then the interviewers
got out their newspapers and started reading them.

The candidate said, 'Well, I've been waiting in this office for more than two hours because you've
been running late. Actually I'm not impressed by your organisation and not sure | want to work for
you. Goodbye.'

The interviewee walked out, was invited back the next day and was offered the job.

B

How would you act in a situation like this? That interview was rather extreme, but a lot of
employers have turned to using 'killer questions' or 'shock tactics', such as these:

“Tell me something about yourself that you have never told anyone”.

“Which three famous people would you invite to a dinner party and why?”

“We have employed people from your university, and they haven't been good. Can you tell us why
you think you'd do better?”

Killer questions often come early in the interview and are aimed at throwing the candidate off
guard. By surprising the candidate with an original or difficult question, interviewers can get an
honest reaction and an unplanned response. They also want to see candidates think through their
responses calmly.

C

Interviewers also ask candidates other kinds of difficult questions to see how they react under
pressure. For example, they may ask a hypothetical question related to work, such as: “Imagine you
are an employee in customer services. What would you do if an important customer was very rude
to you?”

13



However, some experts think that hypothetical questions are not useful because they only generate
hypothetical answers. They prefer candidates to talk about their past experience.

D

So, what should you do in these circumstances? Imagine: an interviewer has asked you a “killer
question” and you just don’t know how to answer it — your mind is blank. Remember, the
interviewer isn’t interested in your response as much as the way you respond. So, stay calm, take a
few deep breaths and buy some time, e.g. “Actually, that's interesting. I haven’t thought about it,
but maybe I’d ...”. It’s a good idea to practice asking and answering some of these questions with
friends. You can find some typical 'killer questions' on the front of this factsheet.

E
JOBS4U have prepared three other leaflets, full of hints and tips about interviews. We can be
reached in the following ways: Telephone: 01865 701813. Email: info@jobs4u.com

7. Read the leaflet again. Which of the following ideas are mentioned?
1. Your answers to killer questions are extremely important.
2. An interviewee left the interview before it was meant to finish.
3. The way candidates look and dress was one area which bosses thought could have improved.
4. Difficult questions often come at the end of an interview.
5. Some experts prefer candidates to talk about things they have done rather than answer
hypothetical questions.
6. You should not hesitate when answering killer questions.

8. Find words in the leaflet for someone who:
is applying for a job.
asks questions at an interview.
has other people working for him/her.
is attending an interview.
is paid to work for an organisation or another person.
has special knowledge of a subject.

9. Read this typical job interview questions and think about your answers. What are
the most difficult questions to answer? Visit the following web page read and compare your
answers with the best answers to these and other job interview questions:
http://jobsearch.about.com/od/interviewquestionsanswers/a/interviewquest.htm

Interview Questions: Work History
Name of company, position title and description, dates of employment.
What were your expectations for the job and to what extent were they met?
What were your starting and final levels of compensation?
What were your responsibilities?
What major challenges and problems did you face? How did you handle them?
What have you learned from your mistakes?
What did you like or dislike about your previous job?
What was the biggest accomplishment / failure in this position?
What was it like working for your supervisor?
What problems have you encountered at work?
Who was your best boss and who was the worst?
Why are you leaving your job?
Why were you fired?
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Job Interview Questions About You
What is your greatest weakness?
How will your greatest strength help you perform?
Describe your work style.
How many hours do you normally work?
How do you handle stress and pressure?
What motivates you?
What are your salary expectations?
What do you find are the most difficult decisions to make?
What has been the greatest disappointment in your life?
What are you passionate about?
When was the last time you were angry? What happened?
If you could relive the last 10 years of your life, what would you do differently?
If the people who know you were asked why you should be hired, what would they say?
Do you prefer to work independently or on a team?
What type of work environment do you prefer?
How do you evaluate success?
If you know your boss is 100% wrong about something how would you handle it?
Describe a time when your workload was heavy and how you handled it.

Job Interview Questions About the New Job and the Company
Why do you want this job?
What applicable attributes / experience do you have?
Are you overqualified for this job?
Why should we hire you?
What do you know about this company?
What challenges are you looking for in a position?
What can you contribute to this company?
Are you willing to travel?
What is good customer service?
How long do you expect to remain employed with this company?
Is there anything | haven't told you about the job or company that you would like to know?

Interview Questions: The Future
What are you looking for in your next job? What is important to you?
What are your goals for the next five years / ten years?
How do you plan to achieve those goals?
Questions about your career goals.
What will you do if you don't get this position?

10. Read the job advert and CV below. Why do you think Sara applied for the job?

Multinational food packaging equipment manufacturer seeks International Sales Manager to call
on Europe and Latin America. Base $80K and commission, full benefits and expenses. Prefers:
fluency in one or more foreign languages. Send resume with cover letter indicating citizenship and
salary requirements.

Sara Verkade

58, Stoppard Drive, London SW16
Tel: 353 865 344872

E-mail: sara.verkade@gmz.net
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Date & place of birth 23.7.78, Maassluis, The Netherlands

Marital status Single
Nationality Dutch
Qualifications September 1996 — July 1999

BComm, Marketing Management, Haagse Hogeschool, The Hague
Employment history June 2000 — present

Management Team Co-ordinator, Helena Rubinstein, L'Oreal

Organising meetings, events and conferences. Analysing sales figures

and producing relevant reports and charts. Customer relations and

responding to complaints and queries

June 1999 — June 2000

SPC Professional, Sales Productivity Centre, IBM

Sales team support. Research, pricing and proposal writing on million

dollar bids
Languages Dutch, English, German, Spanish
IT Skills Proficient user of Microsoft Office suite

11. Which of these words would you use to describe yourself in a work or study
situation? Use a good dictionary to help you. Add any other useful words.

* motivated * confident * reliable * proud
* dedicated * loyal * determined * charismatic
* honest * adaptable * resourceful * meticulous

12. In groups, discuss the following.
1. Do you think it is fair to ask killer questions?
2. Do you think hypothetical questions are useful?
3. How do you react under pressure?

13. In pairs, look at the following job advertisements. You are going to interview a
candidate for one of these vacancies. Swap your CVs and letters of application with another
pair and prepare questions you would like to ask each of them.

14. When you have prepared the questions, interview one of the students whose CV
you have read. After the interview, discuss the candidate with your partner. Would you
employ him / her? Why? Why not?

A) Marketing Executive
Jakarta, the country’s leading sports shoe manufacturer, is looking for an ambitious marketing
executive to join our busy marketing department. You will have experience of designing and
coordinating large advertising campaigns. Candidates should be prepared to spend time at our
overseas branches in Rome and Berlin. Fluency in a European language would be an advantage.
This is a very exciting opportunity for the right candidate. Salary will depend on experience.

B) Assistant to Finance Director
Foxtree is an IT company supplying software to the engineering sector. We are currently seeking
an assistant to the finance director. The ideal candidate will be both flexible and ambitious.
Candidates should have experience of preparing budgets, preferably in the IT industry. Although
you will report to the Finance Director, you will also be responsible for assisting the Chief
Executive when she travels abroad. There are excellent prospects for rapid career progress in the
company for the right candidate.
Excellent Salary + Share Options
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C) Sales Manager

Excellent Benefits + Annual Bonus

Broadgate PLC is one of the largest suppliers of office equipment in the country. The successful
candidate will be a dynamic person with excellent organisational skills. You will be responsible for
leading and motivating a large sales team. You will also be expected to develop new market
opportunities as part of Broadgate’s continuing programme, of expansion. A knowledge of the
office equipment market is desirable, but not essential. This is a challenging opportunity with one of
the country's most respected employers.

D) Chief Administrator
Frontline is a national charity that has been working with disadvantaged young people for over 50
years. The administrator will be based in our new London office. Duties will include providing
support to the team and keeping our database up to date. The post will suit a self-confident and
organised person who is used to working under pressure and alone. Although the hours are flexible,
the post will involve some evening and weekend work. This is a very satisfying and rewarding job
for the right person.

UNIT 4. TYPES OF COMPANIES AND ORGANIZATIONS

1. Discuss these questions:
1. Would you like to work for a big international company or a small local one?
Explain why or why not.
2. How important are the following in showing a person’s status in an organization?
* a reserved parking space
* an office with a window
* a uniform
* a personal business card
* your own office
* a company car
* your name on your door
* having a secretary
» taking holidays when you like
* the size of your desk
* more than one seat in your office
* flying business class
* a company credit card
* having fixed working hours

2. Which of the words below can describe:
A) good qualities of an organization; B) bad qualities of an organization.

bureaucratic caring centralized conservative
decentralized democratic dynamic hierarchical
impersonal market-driven professional progressive

Can you add any others?

3. Study some useful phrases.
I work for a large, multinational company.
We manufacture components for our car production plants in Europe.
The company has operation in over fifty countries.
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We export to Eastern Europe and the Far East.

The domestic market accounts for about 40 per cent of our total production.
The company was founded in 1960.

We have over sixty employees.

What’s your annual turnover?

What does IABS stand for?

4. Read the dialogues and fill in the missing phrases.
a) A manufacturing company

manufacture, headquarters, work for, operations, multinational company, areas of business,
side of business

A: So, who do you 1 ?

B: 1 work for a large 2 called DAK Group. We have five main 3 —
construction, heavy industry, shipbuilding, motor vehicles and telecommunications.

A: And which 4 do you work in?

B: The motor vehicles division. | work in our Belgian factory. We 5 components
for our car production plants in Europe.

A: Where are DAK 6 ?

B: In Seoul. But the company has 7 in over fifty countries and thirty factories all

over the world.

b) Products and markets

diversify, design and assemble, accounts for, specialize
A: What does your company do exactly?
B: We 1 a wide range of electric generators for hospitals, hotels and small factories.
We 2 in medium-sized generators but we’re hoping to 3 into larger
models next year.
A: And who do you sell to?
B: We export to Eastern Europe and the Far East. The domestic market 4 about 40
per cent of our total sales.

c) Company size
annual turnover, employ, technical people, workforce

A: How many people does your company 1 ?

B: We have sixty employees. We have about forty factory workers and 2 and the
rest are admin and sales staff. We started off with only ten people so our 3 has
grown a lot.

A: What’s your 4 ?

B: It was just over two million euro last year.

d) Company background
a new factory, a small workshop, a German company
A: How long has the company been in business?
B: For over forty years. The original company — Davies Engineering — was founded in 1960 by

Davies brothers in 1 near Manchester. They closed down the workshop in 1980
and opened up 2 in Leeds.

A: When did it become IABS?

B: In 1997 — when it was bought by 3 . They set up two more businesses in the UK.

A: What does IABS stand for?
B: International Air Braking System.
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5. Write down the questions from the dialogues for the following responses.
Example: Who do you sell to?
We sell mainly to domestic packaging companies.

Z?n electronics company called Eurotron.

\t/)\)/e design jet engines.

a/e have over 1 000 employees worldwide.

?ivork for a small, three-owner software company.

%276 manufacture machined parts to the customers’ designs and specifications.
f)

Just over two million dollars a year.

6. Complete the sentences with a preposition.

1. We produce components the car industry.
2. Exports account 70 per cent of total sales.
3. We have factories all the world.
4. We specialize top-of-the-range cars.
5. We're trying to diversify more expensive models.
6. What does IBM stand ?
7. Match the products with the industries. Use a dictionary when necessary.
1. diesel oil a) the pharmaceutical industry
2. car components b) the construction industry
3. buildings c) the textile industry
4. drugs d) the electronics industry
5. jet engines e) the petrochemical industry
6. cardboard boxes f) the aerospace industry
7. semi-conductors g) the telecommunications industry
8. gold h) the automotive industry
9. cloth i) the packaging industry
10. mobile phones j) the mining industry
8. READING

General Electric
GE is a diversified technology, media and financial services company. The company mission
statement is to create products that make life better: from aircraft engines to industrial machinery to
insurance, medical technology, television news and plastics. GE operates in more than 100
countries and employs more than 300,000 people worldwide.
a) Name two more industry sectors mentioned in the text: Technology ...
b) Name two more things that GE produces: Aircraft engines...
¢) How many people work for GE?
d) Which word means that GE has many different business activities?
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9. Work in pairs.
Task for Student A
Read the company profile and answer Student B’s questions.
Virgin is a leading international company based in London. It was founded in 1979 by Richard
Branson, the present chairman. The group has seven main divisions: cinema, communication,
financial services, hotels, investments, retail and travel. Its retail segment is led by Virgin
Megastores. Virgin operates in 23 countries, including the United States, the United Kingdom,
Continental Europe, Australia and Japan. In 2008 the combined sales of different Virgin holding
companies exceeded $ 18 bn.

Now ask Student B questions about the company that he or she has read about, and complete
the notes below.
Name of company
Headquarters
Chairman
Business Activities
Main Markets
Sales in 2008

Task for Student B

Read the company profile and answer Student A’s questions.

Motorola maintains sales, services and manufacturing facilities throughout the world, conducting
business on six continents. Its major business areas are: advances electronic systems, components
and services, two-way radios, paging and data communications, automotive, defense and space
electronics and computers. It has the largest portfolio in the world of cellular phones. The CEO is
Christopher Galvin and the headquarters are situated in Chicago. Sales in 2008 were $ 31.1 bn.

Now ask Student A questions about the company that he or she has read about, and complete
the notes below.
Name of company
Headquarters
Chairman
Business Activities
Main Markets
Sales in 2008

SPEAKING
10. Work with a partner. Think of a company in your country or town. What are its
main activities? Does it specialize in one industry sector or is it diversified?
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UNIT 5. COMPANY STRUCTURE

1. Here are three diagrams representing the structure of an organization.
Look at diagram 1. Which group of people
* owns the company?
* sells to the company?
« formulates policy?
* buys from the company?
» works for the company?
1

SHAREHOLDERS

BOARD OF
DIRECTORS

SUPPLIERS STAFF CUSTOMERS

Look at diagrams 2 and 3. Which part of the organization

» manufactures the products?

* sells the products?

* deals with personnel matters?

* creates new products?

* buys supplies?

* gets the products to the consumers?

* records transactions, collects cash, makes payments, and calculates costs?
* plans, schedules, monitors, measures, and gives direction?

2
MARKETING
PURCHASING PRODUCTION D AL DISTRIBUTION
3
RESHoer HUMAN
DEVELOPMENT RESOURCES
MANAGEMENT
AND CONTROL
FINANCE ADMINISTRATION

2. List the verbs in the box in groups of similar meaning to complete the word network.

Use the dictionary entries below if necessary.

oversee, monitor, boost, sort out, lead, improve, deal with, stimulate, increase, be in charge of,

solve, clear up, keep an eye on, check, supervise, manage
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to be in charge of — to be the person who controls or is responsible for a group of people or an
activity

to boost — to increase something such as production or sales

to check — to do something in order to find out whether something that you think is correct, true or
safe

to clear up — to find the whole explanation for something that is strange or hard to explain

to deal with — to take the correct action for a piece of work

to improve — to make something better

to lead — to be in charge of an important activity or a group of people

to monitor — to carefully watch and check a situation in order to see how it changes or progresses
to oversee — to be in charge of a group of workers and check that a piece of work is done
satisfactorily

to sort out — to deal with problems

to stimulate — to make something become stronger

to supervise — to be in charge of a group of workers or students and be responsible for making sure
they do their work properly

performance problems profits people

3. Study the description of a typical company. Complete the diagram.
Most companies are made up of three groups of people: the shareholders (who provide the capital),
the management and the workforce. The management structure of a typical company is shown in
this organization chart. At the top of the company hierarchy is the Board of Directors, headed by
the Chairperson or President. The Board is responsible for policy decisions and strategy. It will
usually appoint a Managing Director or Chief Executive Officer, who has overall responsibility
for the running of the business. Senior managers or company officers head the various
departments or functions within the company which may include the following.
a) Marketing & Finance
b) Public Relations & Research and Development or R&D
c) Production & Information Technology or IT
d) Personnel or Human Resources

4. You are going to read an article about the company Philips.
a) Before reading the text about Philips, decide whether you think these statements are true
(T) or false (F)?
1. It is the world’s second biggest electronics company.
2. It has produced over 100 million TV sets.
3. Its headquarters are in Amsterdam.
4. It was the first company to produce compact discs.
5. It is active in a small number of specialized businesses.
6. It provides the lights for famous landmarks such as London’s Tower Bridge.

b) Read the text and check your answers.

The Philips story
The foundations of the world’s biggest electronics company were laid in 1891 when Gerard Philips
established a company in Eindhoven, the Netherlands, to manufacture light bulbs and other
electrical products. In the beginning it concentrated on making carbon filament lamps and by the
turn of the century it was one of the largest producers in Europe. Developments in new lightning
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technologies fuelled a steady programme of expansion and, in 1914 it established a research
laboratory to stimulate product innovation.
In the 1920s, Philips decided to protect its innovations in X-ray radiation and radio reception with
patents. This marked the beginning of the diversification of its product range. Since then, Philips
has continued to develop new and exciting product ideas like compact disc, which it launched in
1983. Other interesting landmarks include the production of Philip’s 100-millionth TV set in 1984
and 250-millionth Philishave electric shaver in 1989.

The Philips Company
Philips headquarters are still in Eindhoven. It employs 256,400 people all over the world, and has
sales and service operations in 150 countries. Research laboratories are located in six countries,
staffed by some 3,000 workers. It also has an impressive global network of some 400 designers
spread over twenty-five locations. Its shares are listed on sixteen stock exchanges in nine countries
and it is active in about 100 businesses, including lighting, monitors and shavers; each day its
factories turn out a total of 50 million integrated circuits.

The Philips People

Royal Philips Electronics is managed by the Board of Management, which looks after the general
direction and long-term strategy of the Philips group as a whole. The Supervisory Board monitors
its general course of business of the Philips group as well as advising the Board Management and
supervising its policies. These policies are implemented by the Group Management Committee,
which consists of the members of the Board of Management, chairmen of most product divisions
and some key officers. The Group Management Committee also serves to ensure that business
issues and practices are shared across the various activities in the group.
The company creed is “Let’s make things better”. It is committed to making better products and
systems and contributing to improving the quality of people’s work and life. An on travels around
the world, whether passing the Eiffel Tower in Paris, walking across London’s Tower Bridge, or
witnessing the beauty of the ancient pyramids of Giza, you don’ have to wonder any more who lit
these world famous landmarks, it was Philips.

¢) Read “The Philips Story” again. Why are these dates important?
1891 1914 the 1920s 1983 1984

LANGUAGE FOCUS

5. Complete the following company profile with either the Present Perfect or Past
Simple tense of the verb in brackets.

Procter & Gamble 1 has been (be) in the soap business since William Procter and James
Gamble 2 (form) their partnership in 1837. In order to raise capital for expansion, the partners 3 (set
up) a corporate structure in 1890, with an appointed president at the helm of the company.

It 4 (undergo) further restructuring in 1955, with the creation of individual operating
divisions to better manage their growing lines of products. John E. Pepper 5 (lead) the company
since 1995, when he was elected Procter & Gamble's ninth Chairman and Chief Executive Officer.
The same year, the company 6 (move) from managing the business under two geographic areas, US
and International, to four regions — North America, Latin America, Asia, and Europe/ Middle
East/Africa. Ivory soap, which 7 (become) a common household name, 8 (come) onto the market in
1879. With the introduction and instant success of Tide laundry detergent in 1946, Procter &
Gamble 9 (embark) on a strategy of rapid growth into new product lines as well as new markets
around the world. The firm's commitment to innovation in technology 10 (help) Tide to remain their
single brand over the years. Perhaps the product that 11 (have) the greatest impact, however, is
Pampers, the disposable nappy which they 12 (launch) in 1961.

As a result of their aggressive expansion policy, Procter & Gamble sales 13 (reach) $10
billion in 1980. Since then the company 14 (quadruple) the number of consumers it can serve with
its brands — to about five billion people around the world. In 1998 sales 15 (rise) to $37.2 billion.
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6. Read the story about Procter & Gamble again and answer the questions:
. How was the company formed? When?
. Why did the partners set up a corporate structure?
. When did the company undergo further restructuring?
. What did the restructuring result in?
. Who has led the company since 1995?
. How did the managing system change?
. What are the main landmarks of the company development?
. What is the company policy?
. What enabled the company to embark on a strategy of rapid growth?
10. What product has had the greatest impact?
11. What did their aggressive expansion policy result in?
12. How many consumers do they have worldwide?

OO ~NO U WN P

7. Read the description of shamrock organization.

The Irish management thinker, Charles Handy, believes that the traditional company is
dying. In his book, The Age of Unreason, he says that today more and more people are working in
“shamrock organization”.

The first leaf of the shamrock represents the organization’s core workers. These employees
are usually qualified professionals and managers. They work very long hours, and in return, receive
high salaries and generous benefits.

Work that is not essential to the organization goes to people in the second leaf of the
shamrock. These people are normally self-employed and are specialists in certain kinds of work.
They often sell their services to more than one organization.

The third leaf of the shamrock is flexible workforce — temporary and part-time workers.
The organization saves money because it only employs these people when it needs them.

8. Compare the shamrock organization with a traditional company. What are the
advantages and disadvantages of a shamrock organization for the following?

advantage disadvantage

For the company

For core workers

For self-employed people
For flexible labour force

SPEAKING

A company reorganization
A traditional company has decided to reorganize as a shamrock organization in order to cut
costs. Work in small groups and discuss these points. In each case give your reasons.

a) Which of these jobs should you keep in the core?
accountant

geologist

personnel manager

computer programmer

company doctor

secretary

chief executive officer

lawyer

What other jobs should be in the core?

24



b) Is it better to use self-employed workers or a flexible labour force to do the non-core jobs?

c¢) Which of these functions should you keep in the core?
cleaning

travel bookings

catering

strategic planning

training

sales

administration

d) Which non-core functions should be done by self-employed workers and which by a flexible
force?

e) In the business world which of the three groups do you think is growing most quickly? Give
reasons for your opinion.

UNIT 6. BRANDS AND ADVERTISING

1. Pick up some product you have with you (a mobile phone, a laptop, a watch, a
jacket, a bag, etc.) and describe it using the following expressions without naming the object.
Let your partners guess what it is.

It is made in ... (country of origin) ...

It is sold ... (distribution channel) ...

It is advertised ... (media)...

It is in the ... (€40 to €50) price range.

I bought it because ... (your own reason) ...

2. Now give a fuller description of your object paying attention to its size, shape,
materials, design, function, features, etc. You can use the following adjectives and nouns:
large, small, tiny, medium-sized, square, oval, round, plastic, silk, cotton, leather, well-designed,
fashionable, luxurious, multifunctional

3. Name some of your favourite brands. And answer these questions.
1. Are they international or national brands?
2. What qualities does each one have? Use the following words and phrases to help you:
value for money, timeless, well-made, durable, inexpensive, cool, reliable, stylish, sexy
3. Why do people buy brands?
4. Why do you think some people dislike brands?

4. A recent survey named the brands below as the world’s top ten. Which do you think
is number one? Rank the others in order.
Marlboro, Nokia, Mercedes, General Electric, Intel, IBM, Microsoft, Coca-Cola, McDonald’s,
Disney

5. Answer the following questions.

1. What famous companies in the world producing clothes do you know?
2. Do you wear clothes made by these companies?
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6. Now read the text and answer the questions.
1. Who became President of the company mentioned in the text in 1985?
2. What European countries does the company have factories in?
3. Was this company always a success?
4. What did police find in 1993?
5. What do they hope for in the future?

THE LEVI’S STORY
The company that makes the most famous and popular trousers in the world. They are made of very
strong cotton which originally came from Nimes in France.
Levi Strauss was a German immigrant who arrived in San Francisco in 1853. First, he made tents
for gold prospectors. Then, he started to make trousers from the same material. In 1873 Levi’s dyed
the trousers blue. Levi’s headquarters today is still in San Francisco and, in 1993, they sold 50
million pairs of their “501” blue jeans.
The company was not always successful. In the 1980s, they had problems but they changed
management and in 1985 Bob Haas became President of the company. With large investment in
marketing and advertising, Levi’s relaunched the original “501” jeans. The campaign was a huge
success. In Great Britain the advertising was so successful that sales of “501” jeans rose by 800%.
Today, about 16,000,000 pairs of “501” jeans are sold in Western Europe and they are all made in
factories in Scotland and France. More than half of Levi’s profits come from export.
The factory in France employs about 540 people who produce 18,000 pairs of jeans every day.
With thirty-five factories in the US, the company is a major employer, particularly in the South.
Unfortunately, because this is such a popular product there are many “private” copies made also. In
1993, for example, police throughout the world found 2,000,000 fake pairs of Levi’s jeans.
In the future, they hope that more companies will allow casual dress so that sales will rise as office
employees start to wear jeans to work. Just what Levi Strauss designed more than one hundred
years ago — working trousers!

7. Which of these statements are true? Correct the false ones.
. The text is about the company which makes the most fashionable bags in the world.
. Levi Strauss made tents for those in search of gold to start with.
. The company made huge profits all the time.
. Now jeans are produced in all countries of the world.
. Export plays an important part in the business of this company.
. No other clothes can compete with Levi’s jeans.
. Levi Strauss had a great idea — he designed trousers for workers.
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8. Discuss these questions in pairs.
1. Why do young people all over the world prefer to wear jeans?
2. Can you name products of other companies that compete with jeans?
3. Do you think advertising played a big role in making people believe that jeans were very
comfortable?

VOCABULARY

. to arrive - npubyBaTu

. headquarters — mra6-kBaptupa

. to advertise — peknamyBatu

. advertising — po6oTa, 1MoB‘si3aHa 3 PEKJIAMOIO
. advertisement — pexinama

. to launch — 3anycrutn, noyaru

. to relaunch — mouatu 3H0BY

. campaign — kaMmmnasis

CONO OIS WN -
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9. to rise — migHiMaTHCS

10. profit — mpubyTox

11. to employ — Haiimatu Ha poOOTY

12. employer — po6oToaaBenp

13. employee — pobiTHHK

14. private — npuBaTHHii

15. fake — migpoOka, miapoOHHiA

16. to design — mpu3HayaTH, MPOEKTYBATH
17. to distribute — po3noBcroKyBaTu

9. Match the words (1 — 8) with their definitions (a — h).

1. luxurious a) extremely small
2. fashionable b) the place where a company or organization has its offices
3. tiny c) a series of actions intended to produce political or social change
4. leather d) very expensive and comfortable
5. headquarters e) money that you make from your business
6. profit ) made to look like something real
7. campaign g) popular at a particular time
8. fake h) a strong material made from animal skin
10. Complete each sentence with an appropriate word form the Vocabulary list.
1. Now we are going to our ...... which are situated in the centre of the city.
2. The ..... is directed at the ........... of our goods.
3. When did you ...... this product?
4. We have more than 1000 ..... working in our offices.
5. Last year our ..... rose by 15%.
6. Is your bag made of .....?
7. These goods were found out by the police to be ...... .
8. Ifwe.......... well we’ll make good ......... next year.
9. This is the most ........... costume I’ve ever seen.
10.Our ........ will .......... at 6p.m tomorrow.

11. Look at the words in the box below. Label each item 1 for advertising media, 2 for
methods of advertising or 3 for verbs to do with advertising.

directory radio persuade publicize
run mailshot promote cinema
commercial public transport  free samples place
exhibition billboards launch leaflets
point-of-sale posters word of mouth sponsorship
target endorsement research sponsor
press Internet slogans television

12. Choose the most suitable word from the words in brackets to complete the
sentences.
1. Viacom Outdoor is an advertising company that specializes in placing adverts on
(billboards/public transport/television) such as buses.
2. Some perfume companies provide (leaflets/commercials/free samples) so that customers can try
the perfume on their skin before they buy.
3. Advertising companies spend a lot of money on creating clever (slogans/directories/mailshot)
that are short and memorable such as the message for the credit card Access: ‘Your flexible friend’.
4. Celebrity (exhibition/research/endorsement) is a technique that is very popular in advertising at
the moment.
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5. If news about a product comes to you by (word of mouth/press/Internet) someone tells you about
it rather than you seeing an advert.

6. If you have something to sell, you can (target/place/launch) an advertisement in the local
newspaper

13. This article describes how a healthcare company develops new products. Complete
it with passive forms of the verbs in brackets.
The idea for how our company’s new products ..... (develop) is not new — it .... (model) on the
well-known example of the Body Shop. When a new product ..... (plan), the first step is to send
Product Development Agents to the region of the developing world chosen for their project. They
start by finding materials that ... (use) in the product. Then links ..... (arrange) with local suppliers.
Wherever possible, products ..... (manufacture) locally as well, although the finished product .....
(export) for sale mostly in the developed world. Normally, products .... (ship) in large containers
and .... (package) in their final form only when they reach their destination. The Product
Development Agent identifies and establishes links with local material suppliers. After that he or
she ensures that these links .... (maintain). The agent is also responsible for producing the goods
safely so that human rights .... (respect) and local workers ..... (not exploit).

14. What do you think about commercials? Do you think that the advertising practices
described below are acceptable? Are any other types of advertisement offensive?
. Using children in advertisements.
. Using nudity in advertisements.
. Promoting alcohol on TV.
. Comparing your products to your competitors’ products.
. An image flashed onto a screen very quickly so that people are influences without noticing it?
. Exploiting people’s fears and worries.
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15. Which of the following statements do you agree with?
1. People remember advertisements not products.
. Advertising raises prices.
3. Advertising has a bad influence on children.

N

16. Work in small groups. Choose one of the products the information about which is
given below. Prepare a short presentation about your product. Invent any additional
information that you wish.

Product 1. OUTDOOR HEATER
Function: To heat the air outside a building.
e Gives out a lot of heat for 26 hours

e Powered by propane gas

e Easy to regulate the heat

e Light and easy to move

e Can be used in all weathers

e Easy to clean

e Attractive design

Price: €299

Product 2. LEATHER ATTACHE CASE
Function: To carry business documents

e Expandable case with desktop facility

e Twin combination locks

e 3 compartments
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e 2 extra pockets

e Pen and credit-card holders

e 2-year guarantee

e Dimensions: 40 cm (height) 49 cm (width) 15 cm (depth)
Price: €70

Product 3. BABY MONITOR

Function: To check the health of a sleeping baby
e Works up to a 100-metre range

e Powered by mains or battery

e Low battery indicator

e Adjustable volume

e Has a belt clip and also a stand

e Easy to use and very light

e 3-year guarantee

Price: €48

Product 4. JUICE EXTRACTOR

Function: To extract juice from fruit and vegetables

e Juices whole fruit and vegetables (hard and soft)

e Powerful motor

e Easy to pour juice

e Safety locking lid

e All parts easy to remove and can be washed in a dishwasher
e Stainless steel filter

e 10-year motor guarantee, 3-year parts and labour guarantee
e Free recipe book

Price: €68

17. Now form groups and present your products to each other. Answer any questions

that you are asked about them.
USEFUL LANGUAGE

Introducing the product
This is our new product
I’'m going to tell you about our new product.
Describing the product
Let me tell you about its special features.
It’s made of leather/wood/steel/aluminium.
It weighs just 2.3 kilos.
It comes in a wide range of colours.
Stating the product’s uses
It’s ideal for travelling.
It’s designed to be used with any type of material.
Mentioning selling points
It has several special features.
A very useful feature is the energy-saving design.
Another advantage is its very small size.
Inviting questions
Does anyone have any questions?
Would anyone like to ask a question?
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UNIT 7. QUALITY
1. Give examples of high-quality products or services.

2. Which of the words and phrases below best express your idea of the quality of goods
and services.
glamorous, luxurious, simple, functional, cool, beautiful, ordinary, comfortable, reliable,
fashionable, corresponding to high (low) standards, well-known, genuine, value for money,
expensive, made in (country), long-lasting, hand-made, well-designed, traditional, modern, mass-
produced

3. Look at these sayings. What do they mean? Which of the ideas do you agree with?
. ‘They don’t make them like they used to.’
. “‘Quality not quantity.’
. “You get what you pay for.’
. ‘Don’t judge a book by its cover.’
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4. Discuss these questions.
. What do you understand under the term the quality of goods?
. Can you say the same about the quality of services?
. How do you react if you are dissatisfied with a product or service?
4. Which of the following do you prefer to do?
a) To make a complaint and claim a refund
b) To pretend that everything is all right and go away
c) To discuss with your friends or relatives your bad experience
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5. Read the dialogue below and decide whether these statements are true or false.
1. Dmitry Vasilyev is dissatisfied with the service of the company which John Cartwright
represents.
2. The main problem is the short-delivery of the ordered equipment.
3. It took the company one week to deliver equipment.
4. Mr. Vasilyev also complains of the inappropriate packaging which led to the damage of the
equipment in one of the containers.
5. The parties have to go through arbitration procedures.

6. In pairs discuss these questions.
1. Is it necessary for Mr. Vasilyev to go through arbitration procedures if the parties don’t solve the
problems themselves?
2. What other steps would you recommend?
3. Do you think such problems often take place nowadays?
4. What should be done to avoid them?

WORSE THINGS HAPPEN
Dmitry Vasilyev and John Cartwright are discussing by phone some problems which have arisen in
connection with the delivery of equipment.
J. Cartwright: Hello. Mr. Cartwright speaking.
D. Vasilyev: Hello, John. This is Dmitry Vasilyev from Russia.
J. Cartwright: Hello, Dmitry. Any problems?
D. Vasilyev: Yes. Did you receive our fax yesterday?
J. Cartwright: Yes, we did.
D. Vasilyev: I"d like to know your reaction on it.
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J. Cartwright: We’ve carefully studied your complaints, Dmitry. You are perfectly correct as to
the short-delivery. Items 2.5 and 2.6 lacked in the consignment of equipment we sent you. It was
overlooked by our controller. We apologize for the oversight. It won’t happen again.

D. Vasilyev: When will you send us these parts?

J. Cartwright: This week. By air. We’ll also send you some documents to facilitate customs
clearance at your end.

D. Vasilyev: Fine. But what about the packaging? The cover of one of the containers was badly
damaged. The equipment in this container was damaged a little too.

J. Cartwright: It wasn’t our fault, Dmitry. The equipment was packed in the required way. You
should take this up with the captain of the ship.

D. Vasilyev: We’ve already done it, John. He believed that your packaging is to blame.

J. Cartwright: | must disagree totally with him. Perhaps you should have been firmer in dealing
with him.

D. Vasilyev: Let’s go back to this matter in a couple of days, John. I’ll try to discuss it with the
shipowners. But there is one more problem: a three-week delay in delivery of the equipment. We
suffered some losses through this delay. I’d like to remind you that according to the sanctions
clause of our contract we have the right to claim a penalty.

J. Cartwright: I’'m afraid you haven’t that right, Dmitry. This delay was caused by a strike in the
Brighton port. We consider this strike to be a force majeure circumstance that had a direct effect
on the execution of our liabilities. We did our best to meet the deadline.

D. Vasilyev: I don’t agree, John. English ports are often hit by strikes. You were able to foresee
this complication. Moreover, to meet the deadline you could have delivered the equipment to other
port.

J. Cartwright: We couldn’t have done it owing to circumstances outside our control.

D. Vasilyev: If we don’t reach mutual understanding, our company will have to go through
arbitration procedures.

J. Cartwright: There’s no need to get aggressive, Dmitry. There will be a meeting of our top
executives at 11 o’clock where your claim will be on the agenda. I'll try to settle it and ring you
back after the meeting.

D. Vasilyev: All right. I’'m waiting for your call, John.

J. Cartwright: Bye, Dmitry

VOCABULARY
1. complaint — ckapra, nperen3is

2. to complain of — ckapxuTHCh Ha IOCH

3. to make a complaint — monaBatu ckapry

4. short-delivery / short-shipment — neronocrauanus

5. consignment — mapTist

6. to overlook — 1) He MOMITHTH, BUITYCTHTH 3 yBaru 2) 3iiMaTHCs
7. oversight — HegorIsi, MOXUOKa

8. to facilitate — 3a0e3neuyBaTu

9. customs clearance — po3TamMosKyBaHHs

10. to be damaged — OyTu MOIMIKOKEHUM

11. fault — npoBuna

12. in the required way — HaIeXKHUM YHHOM

13. to deal with — maru cripaBy 3

14. delay — 3arpumka

15. to suffer losses — nectu 30uTKH, BTpaTn

16. to claim a penalty — Bumaratu KOMIeHcaIli{o

17. to be caused by — OyTu cipyyrHEHHM YUMOCH

18. strike — ctpaiik

19. execution — BUKOHaHHS
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20. liability — 3000B's13aHHs

21. to do one’s best — poOuTH Bce MOKIIUBE

22. to meet the deadline — BkytacTHCs B CTPOKH

23. to foresee — mepenbaunTH

24. force majeure circumstance — ¢popc-MakopHi 00CTaBUHU
25. to go through arbitration procedures — 3BepHyTHCS 10 CYAY
26. top executives — kepiBHUKH

27. claim — mperensis

28. to be on the agenda — 6yTu Ha nopsiKy AEHHOMY

29. to settle — 3amaromkyBaru

7. Match the words (1 — 5) to their definitions (a —e).

1. complaint a) a time or date by which you have to do something

2. consignment b) a situation in which something happens later or more slowly than you
expected

3. penalty ¢) something that someone complains about

4. deadline d) a punishment for breaking a rule or law

5. delay e) an amount of goods delivered

8. Complete each sentence with an appropriate word from the Vocabulary list.
. Our partners have got used to making ..... every time they are dissatisfied with something.
. I don’t know how our controller ..... such a defect and I admit that you are right to ..... a penalty.
. Due to the ..... at the airport last week this company didn’t receive these goods in time and now
... losses.
. Itisn’t our ..... that this container is damaged.
. We will do ..... to come to some agreement and solve this problem as soon as possible.
. ’m sure this short-delivery ..... by ..... circumstances.
If our ..... meet today they will certainly .... the problem.
. Do you think we’ll have to go through ..... if we don’t pay the penalty?
. According to the latest news our company will ..... with Canadian partners in the near future.
0. Do you know what will be on ...... today?
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9. Use the words in the box to complete the sentences.
| launched, identified, modified, failed, relaunched, durability, recalled, reliability, tested |

A defective product

We launched the product two years ago. We have a policy of zero defects so we were surprised
when, shortly after the launch, we received complaints about the ...1... and ...2... of this product.
Because of market feedback, we ...3... the product so that any faults could be investigated. At the
same time, we withdrew it from sale. After extensive tests, our engineers ...4... a fault. As a result
they were able to correct the fault and we ...5... the product. We ...6... the product under
controlled conditions. Finally, we ...7... the redesigned product in the market. Unfortunately, it
...8... due to the lack of consumer confidence caused by bad publicity.

10. Complete the sentences below with words and phrases from the box. Use a dictionary if
necessary.

consumer satisfaction questionnaire, compensation, monitoring, routine checks,
minimum standards, guarantee, inspection, after-sales service, faults

Quality control
1. Quality control involves checking for ... before selling goods.
2. We always ... the quality of our products.
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3. The quality control department found several faults during one of their ... .

4. We use a number of ... to measure quality.

5. During the ... a number of serious production flaws were found.

Customer service
6. We measure how happy our customers are with an annual ... .
7. We ensure that the machines are well-maintained by offering ...

8. We provide our customers with a ... lasting 10 years.

9. If there is a faulty product, we usually offer customers ... .

11. In these sentences two of the verbs are possible and one is incorrect. Tick the two

correct verbs.

1. He .... to review our quality procedures.
a) promised b) delayed

2.1 ... improving reliability.

a) undertook b) suggested
3.1... to meet the Quality Director.
a) decided b) didn’t mind
4. She ... to check the large order.

a) refused b) put off

5. We ... to invest in new machinery.
a) consider b) hope

12. Match these sentence halves.
1. The board recommends

2. The factory can’t afford in the coming year

reputation

3. The Research and Development should consider

department

4. The new Chief Executive promised functions

5. The factory stopped
6. The customer refused

c) wanted

c) arranged

c) delayed

¢) recommended

a) to make mistakes with this big order
b) to turn around the company’s

c) producing the faulty products
d) outsourcing some of the company’s

e) to accept our apology for the fault
f) changing its policy on product testing

13. Choose the most appropriate form of the verb from the brackets to complete these

sentences.

1. He stopped (to work / working) on the project after three months because of ill-health.
2. She was driving in a hurry but she stopped (to answer / answering) her mobile phone.
3. Did you remember (to call /calling) the customer yesterday?

4. The sales assistant forgot (to give / giving) the customer a discount.

5. I can’t remember (to offer / offering) you a replacement.

6. The customer forgot (to complete / completing) the guarantee form.

14. One of you is the Production Manager for a powerful tools manufacturer. The
other is a supplier of components. Role play the following telephone call.

Production Manager

Ring your supplier to

complain about some electric

motors (order No. 1234)

which have a number of defects

(don’t fit, not up to usual standard, etc.).
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Supplier

Deal tactfully with the complaint
Show understanding.

Get the facts.

Promise action.



15. Think of a product or service which you have complained about. Tell the partner
what the problem was and weather it was solved.

16. Write down one of the most common complaints customers have, in your opinion
(one sentence is enough). In pairs exchange your sentences and try to solve these problems.

USEFUL LANGUAGE
Complaining
Making the complaint
I’m ringing to complain about...
I’m sorry, but I’'m not satisfied with...
Unfortunately, there is a problem with...
Explaining the problem
The CD player doesn’t work
There seems to be a problem with...
We haven’t received the...
Insisting
It really isn’t good enough.
I’d like to know why...
Threatening
If you don’t replace the product, I’ll complain to the manager.
If you can’t deliver on time, we’ll have to contact other suppliers

Dealing with complaints
Showing understanding
Oh, dear! Sorry to hear that.
Mmm, | see what you mean.
I’'m sorry about the problem / delay.
Getting the facts
Could you give me some details, please?
What happened exactly?
What’s the problem exactly?
Making excuses / denying responsibility
It’s not our policy to replace items.
It’s not our fault that it hasn’t arrived.
I’m afraid that’s not quite right.
Promising action
OK, I’ll look into it right away.
I’1l check the details and get back to you.

UNIT 8. BUSINESS AND CULTURE

1. Discuss these questions:
a) If someone comes from another country, what differences do you expect in their behaviour,
manners, eating habits, etc.? Think of some examples.
b) Which other nationalities do you think are most different from your own? Give your reasons.

2. Read this article and choose one of these titles for it:

e When in Rome ... e Problems that business people face
e Travelling abroad e Good manners, good business

e Doing business in Europe e [didn’t mean to be rude!
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Nobody actually wants to cause offence but, as business becomes ever more international, it
is increasingly easy to get it wrong. There may be a single European market but it does not mean
that managers behave the same in Greece as they do in Denmark.

In many European countries handshaking is an automatic gesture. In France good manners
require that on arriving at a business meeting a manager shakes hands with everyone present. This
can be a demanding task and, in a crowded room, may require gymnastic ability if the farthest hand
is to be reached.

Handshaking is almost as popular in other countries — including Germany, Belgium and
Italy. But Northern Europeans, such as the British and Scandinavians, are not quite so fond of
physical demonstrations of friendliness.

In Europe the most common challenge is not the content of the food, but the way you
behave as you eat. Some things are just not done. In France it is not good manners to raise tricky
questions of business over the main course. Business has its place: after the cheese course. Unless
you are prepared to eat in silence you have to talk about something — something, that is other than
the business deal which you are continually chewing over in your head.

Italians give similar importance to the whole process of business entertaining. In fact, in
Italy the biggest fear, as course after course appears, is that you entirely forget you are there on
business. If you have the energy, you can always do the polite thing when the meal finally ends, and
offer to pay. Then, after a lively discussion, you must remember the next polite thing to do — let
your host pick up the bill.

In Germany, as you walk sadly back to your hotel room, you may wonder why your
apparently friendly hosts have not invited you out for the evening. Don’t worry, it is probably
nothing personal. Germans do not entertain business people with quite the same enthusiasm as some
of their European counterparts.

The Germans are also notable for the amount of formality they bring to business. As an
outsider, it is often difficult to know whether colleagues have been working together for 30 years or
have just met in the lift. If you are used to calling people by their first names this can be a little
strange. To the Germans, titles are important. Forgetting that someone should be called Herr Doktor
or Frau Direktorin might cause serious offence. It is equally offensive to call them by a title they do
not possess.

In Italy the question of title is further confused by the fact that everyone with a university
degree can be called Dottore — and engineers, lawyers and architects may also expect to be called
by their professional titles.

These cultural challenges exist side by side with the problems of doing business in a foreign
language. Language, of course, is full of difficulties — disaster may be only a syllable away. But the
more you know of the culture of the country you are dealing with, the less likely you are to get into
difficulties. It is worth the effort. It might be rather hard to explain that the reason you lost the
contract was not the product or the price, but the fact that you offended your hosts in a light-hearted
comment over an aperitif. Good manners are admired: they can also make or break the deal.

3. Decide if these statements are true (T) or false (F), according to the writer:
a) In France you are expected to shake hands with everyone you meet.
b) People in Britain shake hands just as much as people in Germany.
c) In France people prefer talking about business during meals.
d) It is not polite to insist on paying for a meal if you are in Italy.
e) Visitors to Germany never get taken out for meals.
f) German business people don’t like to be called by their surnames.
g) Make sure you know what the titles of the German people you meet are.
h) Italian professionals are usually addressed by their titles.
i) A humorous remark always goes down well all over the world.
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4. Discuss these questions:
a) Which of the ideas in the article do you disagree with?
b) What would you tell a foreign visitor about ‘good manners’ in your country?
¢) How much do you think international business is improved by knowing about foreign people’s
customs?

5. Both in Britain and in the US people speak English, but not always in the same way.
Which word in each pair below is American English?

petrol — gasoline truck — lorry car park — parking lot
holiday — vacation cab — taxi baggage — luggage

return — round trip tube — subway flight attendant — steward
motorway — freeway line — queue timetable — schedule

6. Answer these questions.
a) How often do you travel by air, rail, road or sea?
b) What do you enjoy about travelling? What don’t you enjoy?
c) Which is the best/worst airline you have flown? Why?

7. Which of these things irritate you the most when flying? Rank them in order of most
and least irritating.

Cancellations Overbooking Bad food
Jet lag Not enough room Long queues at check-in
Strikes Lost or delayed luggage No trolleys available

8. Read the text and answer the questions below.

A Return to Spending and the Front Rows

BUSINESS travelers are back, and the airlines are eager to court them again.

Whether they are small-business owners, sales representatives or corporate executives,
business travelers these days are more often found at the front of the plane than at the back, where
cuts in travel budgets confined them during the recession.

The restrictive company policies that banned business-class travel, limited accommodation
to three-star hotels and replaced three-day sales conferences in Las Vegas with virtual meetings via
conference calls have all but disappeared. The years of chasing costs have given way to a rebound
in travel as the economy picks up.

The airlines have gleefully greeted the return of their premium travelers and are fighting
more fiercely than ever for their loyalty with new business-class seats, refurbished business lounges
and improved service on board.

Eric Shaver, who logs about 100,000 miles a year with United Airlines, said he had seen
evidence of this trend this year. It has been harder to get upgraded to first class these days because
so many frequent fliers are crowding the air.

“On a flight back from London last year, there were five rows of empty seats. A month ago,
the flight was packed,” said Mr. Shaver, a managing director for a consulting and training firm
called Kensei Partners. “Budgets had been cut to the bone. But you can’t keep your people on the
bench forever.”

The rebound in business travel has proved a huge relief for airlines, hotels and car rental
companies battered by the recession and the financial crisis. Thanks to growing demand, the airlines
have been raising fares in recent months. Market research surveys show that in 2010 corporate
travelers accounted for 36 percent of the domestic travel market in the US, which includes revenue
from airlines, hotels, car rental agencies, trains and cruises, with spending totaling $255 billion.
That compares with spending of $233 billion in 2009.

Business travelers are often a good leading indicator for the economy. The airlines have
embraced the return of their most valuable customers and are fighting for their loyalty more fiercely
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than ever. In that battle, the airlines have upgraded their business cabins with plusher seats, flatter beds,
tastier meals and better wines. And they are trotting out new services aimed at their business clients.

United Airlines is installing flat-bed seats in many of its planes flying international routes.
Delta, for its part, is spending $2 billion to enhance its services, including upgrading its cabins with
new business-class seats that recline fully. Even airports lounges where travelers can unwind or
catch up on their emails are getting a makeover.

Business travelers, to be sure, still have to contend with the various hassles of modern travel,
from long airport security lines to delayed or canceled flights. But even there the airlines are eager
to step in. Some are working on smartphone applications that would enable travelers to manage
their own journey. For instance, passengers will soon be able to rebook their tickets directly from
their phones.

In a not-too-distant future, thanks to location services embedded in most smartphones,
analysts foresee that airlines might also be able to track down passengers stuck in traffic on their
way to the airport, or rushing to find a gate. They could offer, for instance, to automatically get
them on the next flight or provide a map of the airport terminal.

American Airlines expanded an exclusive meet-and-greet personalized service, called Five
Star, first opened for celebrities, because of increased demand from business travelers over the last
two years. For $125, American helps speed its customers’ journey through the airport, from the
curbside, through security and onto the plane.

The skies are getting crowded again. “Forget about finding a first-class seat, which is always
sold out; I am having trouble finding an aisle or a window seat,” said Mr. Tenenbaum, a private
investor and strategic consultant. “Planes are full.”

a) How did business travelers cut down their travel budgets during the recession?

b) What is characteristic of their economic behaviour now?

¢) How do airlines react to the growing demand for business travel?

d) Which technologies will help travelers to manage their journey?

9. Which of these nouns from the text are countable? Which are uncountable?

service travel airline
accommodation location security
research flight survey

10. Correct the mistakes in the use of countable and uncountable nouns below.

Alpha Airlines flies to an extensive network of major destinations. We need information
from you. Help us with our researches by completing two surveys and you will be entered into a
prize draw for a trip for two people including seven nights’ luxury hotel accommodations in one of
three exotic locations.

11. Use the words from the box to fill in the blank spaces in the dialogue:
| take (2), need, flight, see, time, help, have, airport, direct, check, seats, leave \

Agent:  Cathay Pacific Airways. Can | 1 you?
Jake: Yes. | 2 a 3 from Tokyo to New York on Friday. Do you have any
4 ?

Agent: Letme__ 5 . Yes, | 6 on the 5:30 flight.

Jake: Five thirty! What’s the check-in 7 ?

Agent:  One hour economy. Thirty minutes business class. Will you 8  that?

Jake: No, [won’tgettothe 9 intime. When will the next flight 10 ?

Agent:  There won’t be another 11  flight on Friday. There will be one on Saturday at the
same time.

Jake: Fine, 'l 12 that.

Agent: Justletme 13 . Oh, I'm sorry, that flight’s full.
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12. Sonia Schmidt is phoning to book a hotel room. Complete the conversation by
putting the words in brackets in the correct order.

RECEPTIONIST:

SONIA:

RECEPTIONIST:

SONIA:

RECEPTIONIST:

SONIA:

RECEPTIONIST:

SONIA:

RECEPTIONIST:

SONIA:

RECEPTIONIST:

SONIA:

RECEPTIONIST:

SONIA:

RECEPTIONIST:

SONIA:

RECEPTIONIST:

SONIA:

RECEPTIONIST:

SPEAKING

Good morning. Blakeney Hotel.

Hello. My name’s Schmidt. I’d like to book a room please.
Certainly. (staying / how many nights / you / be / will?)

(1)
Three. Starting next Thursday.

Yes, we have rooms available. Double or single?
Double please. (available / is / one / with a sea view?)
(2)
Yes. By the way, (have / about / the special offer / we are running / you / at
the moment / heard?)

)
No.
It’s four nights for the price of three. (don’t / take / it / advantage / you / why /
of?)

(4)
(have / for it / what / 1 / to / do / to qualify / do?)
(5)
Just confirm your reservation in writing and pay a ten per cent deposit.
(be / much / would / that / how?)

(6)
$15.

Yes. I think I’ll do that. (to / make / the cheque / who / 1/ should / payable?)
(7)
The Blakeney Hotel.

OK. I'll post it today.

Thank you very much. We’ll look forward to seeing you.
Thank you. Goodbye.

Thank you.

SMALL TALK is what we call the non-serious conversation between people in social
situations. The purpose of small talk is to get to know and develop confidence in the other

person.

13. Are the following topics suitable as small talk at a business lunch or dinner? Mark
the topics as safe, dangerous or very dangerous.

Very

Safe
dangerous

Topic Dangerous

Cars, traffic and transport

Children (your or your business partner’s sons and

daughters)

Clothes and fashion

Computers and new technology

Corruption in your business partner’s national government

Films which you or your business partner have seen

Food

Football (or any other sport)

Global warming, pollution and other environmental topics
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International politics

Marriage (your or your business partner’s husband and
wife)

Religion (your or your business partner’s beliefs and
religious practices)

The salary or wage you or your business partner receive for
working

The weather in your or your business partner’s country

Travel and places you or your business partner have visited

Wars between your country and your business partner’s
country

Your hobbies (e.g. gardening, dressmaking, shopping)

Your or your business partner’s political beliefs or political
party membership

14. The purpose of small talk is to make the other persons feel good about themselves
and to show that you are interested in their lives. But your interest must never invade their
privacy. Part of the skill of small talk is to keep the conversation developing. Read what a
business person says in italics and then choose the most suitable response from the visitor.

1. I’ve just bought a Toyota Classic 3900.

a) Really? I’ve heard that is a terrible car.
b) Really? How much did you pay for it?
c) Really? Will you buy one for me?
d) Really? Are you pleased with it?
2. My son has just gone to university.
a) Really? What is he studying?
b) You must be pleased to get rid of him.
c) I don’t believe you!
d) How can you afford to pay for him?
3. I enjoy collecting old books.
a) | prefer collecting old motorbikes.
b) I’'m sure my old books are better than yours.
c) I think old books are boring.
d) That’s fascinating/ What kind of books do you like?

4. Our national team will be in the World Cup if we beat Bolivia on Friday.

a) Bolivia has a good team. I’m sure you will lose.
b) Bolivia has a good team. I’m sure it will be an interesting game.
c¢) Bolivia has a terrible team. Anyone can beat Bolivia!
d) Do you really want to be in the World Cup?
5. I’'m afraid I have a bad cold.
a) | know someone who died from a bad cold.
b) Keep away from me! I don’t want to catch it.
c) That’s very bad luck. But thank you for coming to the meeting.
d) That’s nothing. I’ve got pneumonia!
6. 'm afraid it’s raining.
a) Yes, you really have a bad climate in this country.
b) Don’t worry, a little rain won’t hurt me.
c) I hope it won’t get any worse than this.
d) We usually have good weather in my country.

15. Compare your choices of the most suitable responses with another student. Look
back at the responses you did not choose. Why were those responses not suitable?

39




3ABJIAHHS 1JI51 CAMOCTIMHOI POBOTH
I. BUSINESS LETTERS.

JIiIoB1 TMCTH € BaXKITUBUM €IIEMEHTOM TOPTiBEIbHO-KOMEPILIiiHOI AisbHOCTI. Big aimoBoro
ncTa 6arato B 4OMY 3aJISKUTH MONIYK MTOTSHIIMHUX MapTHEPIB, MOXIIUBICTh YCTAHOBJICHHS TiICHUX
JIOBUX KOHTAKTiB, MOIIYK 1 3aBOIOBAaHHS HOBHMX PHUHKIB 30yTy MPOIYKII i HajaHHS MOCIyr. Y
KpaiHax 3 PO3BUHEHOI) PHUHKOBOIO EKOHOMIKOK JIIJIOBUH JIUCT € HEBII'€EMHOK YaCTUHOKO
COILIaTbHO-€KOHOMIYHHUX BiJIHOCHH.

Oco0MMBOCTI  CTUJIIO  JIUCTA, WMOTO0 CTPYKTYpH 1 3MICTY YIOCKOHATIOBAIUCA 1
BUJIO3MIHIOBAJIMCA 0araTo AeCATWIITh. Y JOCKOHAIIOBAIMCS 1 TEXHIYHI 3acO0M HAIMCAHHS JIMCTa Ta
foro nocrtaBku. EnekTpoHHa momiTa J03BOJIIE MHUTTEBO JOCTABHTH JIUCT Yy OyIb-sfKe MicIle,
KOMIT'FOTEpPHA TEXHIKa Ja€ MOKJIMBICTH O€3/I0TaHHO I ATOTOBIIOBATH i 0()OPMITIOBATH JIMCTH.

SIki )k OCHOBHI BUMOTH JIO TIATOTOBKH ¥ opopmiieHHSs ucTa?

«Golden Rules» for writing letters
1. Give your letter a heading. It will help the reader to see what you’re writing about.
2. Decide what you are going to say before you start to write or dictate: if you don’t do this, the
sentences are likely to go on until you can think of a good way to finish in other words, always try
to plan ahead.
3. Use short sentences.
4. Put each separate idea in a separate paragraph.
5. Use short words that everyone can understand.
6. Think about your reader. Your letter should be clear, complete, must be addressed in a sincere
polite tone, it should be courteous.
7. May get a bad impression if there are mistakes in grammar, punctuation and spelling.

Mema nanucanna aucma. Moxe 6yt 0y/b-siKa — BiJ] IPOCTOI 3as1BU, 3aIIUTY, 3aMOBJICHHS,
70 Tpo0JieM, 110 MOB'sI3aHI 3 LIHOYTBOPEHHSM, TE€pMIHAMHU IUIaTEXY, MOCTAaYaHHAM MPOIYKIIT i
PI3HOMAaHITHUMH 1HIIUMH 3alIUTaMHU.

bnauk aucma. Mae Benvke 3HaUYCHHs. Y JUJIOBOMY JUCTYBaHHI came 3a OJaHKOM, HOTO
au3aiiHoM, mnosirpagiyHUM BHUKOHAHHSAM, XapaKTepUCTUKaM Mamnepy CKIAAyTh BPaXXEHHS Ipo
MPECTUXK BIANpPaBHUKA.

®ipMoBHii OJaHK MOBUHEH OyTH HAJpPyKOBAHUM aHIJINCBHKOIO Ta HAlllOHAJBHOIO MOBAMHU.
Ha npomy posmimyrore emOiiemy ¢ipMu, 1i MOBHY Ha3By, NOIITOBY Ta TenerpadHy aapecy,
tenedoH, (akc, 6aHKIBCbKI PEKBI3UTH (HOMEp PO3PaXyHKOBOI'O paxyHKa, iHINII Ha TaKuX OJlaHKax
HE 3a3HAYAI0THCS).

HanexxHy yBary BapTo MNpHUAUIMTH BHOOPOBI mHamepy JJisi BUTOTOBJIEHHS OsiaHka. BiH
MOBUHEH OYTH TUIBKM BHCOKOSIKICHOIO TaTyHKY (32 KOpPJOHOM BHKOPHCTOBYETbCSA TMamip 3
BOJISHUMU 3HAKaMH).

PeectpamiiiHi HOMEpH TPOCTABIAIOTHCS HA MEPIIOMY EK3EMIUISIPi JIUCTa, MOXKYTh OyTH
NPOCTABICHI 1 Ha JPYroMy eK3eMIUIIpi, L0 3aJHMIIAETbCs B chpaBi BianpaBHuka. [liamuc
HAHOCHUTHCS 3BHUYAIHOIO YOPHWIEHOKO PYYKOI0, HISTKAX TT€YaTOK HE CTAaBUTHCS.

Texcm nucma. TekcTU TOTYIOTBCS 1 PearyloThcs Ha KOMITIOTEPI 1 PO3JPYKOBYIOTHCS Ha
npuHTEpi. BUKOpHCTaHHS KOMI'IOTEPHOI TEXHIKH JO3BOJIIE CIPOCTHTH PO3CHIAHHS JIUCTIB
OJTHAKOBOT'O 3MICTY 3a PiI3HUMH aJJPECaMH.

Dopmam naucma. 3BUYAHO BUKOPUCTOBYETHCS (Gopmar A4. st TUCTIB, TEKCT SKUX
3aiiMae OulblIe OJHIET CTOPIHKHM, MOLIIBHO 3aCTOCOBYBATH 3a3JaJieri/lb BUTOTOBJIECHI MPOMIXKHI
OJ1aHKH, 7€ BKa3yeTbcs TIIbKY HallMEeHYBaHHS opraHizalii, GipMu 1 T.1.

Kongepm. OdopmiieHHS KOHBEpTa Ma€ Take >k BEJIMKE 3HAYEHHS, K 1 ohopMiIeHHs OiaHKa.
baxxano matu cBiii (pipMOBHII KOHBEPT, Ha SKOMY MICTUThCA (ipmMoBHii 3Hak. B ycim cBiti
NPUAHATHIA TaKUH MOPSAJOK HAIIMCAHHS ajipecu: cnovatky nuiryt — KOMY, a motim KY J1U.
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dopmar KOHBEpPTa MOBHHEH 3a0e3MeuyBaTH OTPHUMAHHS HPUHIMILY, IO HE IMPHUITYCKAaE
3TUHY CTOPIHKH OUIBI, HiX oauH pa3. JloOpe cnpuilMaroThCs JTUCTH, 110 HE MAlOTh 3TUHIB, TOOTO
KOHBEPTH 32 PO3MIpOM JOPIBHIOIOTH MAriepOBOMY HOCI€BI rcTa. YacTo BUKOPHCTOBYIOTHCS THYUKI
HaKJICWKH 3 BIIOUTKOM aJpecH BiJANpPaBHUKA.

[Ipu po3cmiiaHHi peKIaMHUX MartepiaiiB, MOXIWBE IXHE YIaKyBaHHS B MOJIETHICH 3
HAaHECEHHSM Ha HBOTO QJPECH OJIep)KyBada 1 3HAKIB MOMTOBOI orutatd. Moxke Oytu
3alpONOHOBAHUN MPOCHEKT 4K Opourypa. BoHM BKIaialoOThCS B OJMH BEIUKUN KOHBEPT pa3oM 3
JMCTOM-PO3'ICHEHHSIM, III0 BKA3y€ METY IX BiIpaBJICHHS.

Aodpeca. Mictuthcs abo 3 J1iBO1, a00 3 IPaBOi CTOPOHHU.
1. Inimianu 1 mpi3BUIIE agpecara.
2. Ilepex iM'siM CTaBUTHCS OAHE 31 CKOpoueHb Mr. a60 Mrs.
[TpummycTiMo BUKOPUCTOBYBATH OJTHE 31 CKOPOYCHB, 110 MTO3HAYAIOTH OCaTy a00 3BaHHS aapecaTa:
Dir. — Director (general commercial director)
Mgr. — Manager
Pres. — President
Sec. — Secretary
Vice Pres. — Vice President
Head of Dep. — Head of Department
VY Bumaaxy 30epeXeHHs TAEMHUII JIMCTYBAHHSI MICIIS MPi3BUINA KpaIle MOCTaBUTH:
(Private), (Personal), (Confidentional) — Ocobucto.
[Tpumyctumi # Taki O3HAYKY:
(With care) — O6epexHo;
(Urgent) — TepminoBo;
(Printed matter) — JlpykoBaHa mpoIyKitisi i T.JI.
3. Ha3a dipmu. TyT 3aCTOCOBYIOTHCS TaKi CKOPOUCHHS:
Company — Co.
Corporation — Corp.
Department — Dept.
Limited — Ltd.
4. Ne noma, Ha3Ba ByJuIl. Y JaHOMY BHUIAJKy MIPUITYCTUMI HACTYITHI CKOPOUCHHS:
Apartment — Apt.
Avenue — Ave.
Building — Bld.
Square — Sq.
Street — Str.
5. Ha3Ba micra, mrary, HOIITOBUH 1HJEKC 1 KpaiHa.
TyT TeX NPHUITyCTUMi CKOPOUYCHHS :
USA ; Calif; N.Y. — New York: Wash. (WA) — Washington
West Virginia— W.V.
Wisconsin — Wis. (WI)
Wyoming — Wyo. (WY)
Ha3Bu rpadcTB B AHIIIIT HE CKOPOUYIOTHCS.

[ToBHa aagpeca mae TaKUM BUTIISAL:
Mrs. A. Arafel
Product Information Manager
McGraw-Hill Book Co
1221 Avenue of the Americas
New York, N.Y. 10020
USA

Abo:
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Mrs. J. Simpson
Foreign Rights Manager
Chapmen & Hall Ltd

11 New Fetter Lane
London EC4P 4EE
England

OcobnuBa Hayka — MPaBUIBLHO HAa3BaTH B ajpeci i y 3BepTaHHI MiCIs aJipecu THTYJIOBaHY

ocoOy. [Tigka3ku TyT MO>KHA 1aTH HACTYITHI:

Ilocon: His Excellency <title, name> (y 3Bepransi Sir)

Tybepuamop i eenepan-cyboepnamop: His Excellency <name> Governor (Governor - general) of...
(y 3BepranHi Sir)

Jlopo-mep: The Right Honourable the Lord Mayor of... (y 3Bepransni Lord Mayor)

Mep micma: The Right Worshipful the Mayor of... (y 3Bepranni Mr. Mayor)

Onvoepman (unen micokoeo kepysanns): Alderman <title, name> (y 3sepranni My Lord, Dear Sir)
Paonux: Councillor <title, name> (y 3sepranni My Lord, Dear Sir)

UseHiB mapiIaMeHTy TUTYJIYIOTh SK Yy 3BUYAWHIA KOPECIOHACHIIIT 3 AogaBaHHsAM OykB MTr. micis
Mpi3BUIIA.

Kpim anmpecu, Ha KOHBEpTI 3BHYANHO MICTUTHCS (HAaHOCHUTHCS THUIOTpadiyHUM CIIOcOOOM
ab0 HaKJICIOEThCs) 3HAK «ABia» — aHrmiiicbkoro By Air Mail, ¢paniysskoro Par Avion, HiMeIpkor0
Mit Luftpost, icmancekoro Correo aereo. Ili cimoBa iHTEepHAIIOHAIBHI 1 3pO3YMiNi TMOIITOBHUM
mpamiBHUKaM y Oyab-skid  kpaini. ToMmy [goTpumyBaTuch CyBOpPO iX  «HAllOHAIbHOI
MIPUHAIEKHOCTI» HE 000B'SI3KOBO.

[TpumycTumi # iHII1 cHemianbHI MO3HAYKH, [0 MUIIYTh BiJ pyku. Hanpuknan:

Handle with care a6o With care osmauae «OOGepexno», Urgent — «TepminoBo», O.B. —
«[Ticnsmnaroro». [Ipu mepecunanHi B KOHBEPTI HEBEIMKUX Opolryp, OYKIETiB 1 T.N. mumryts By
book post a6o Printed matter — «apykoBaHa mpoayKILis.

Cmpykmypa nrucma.
1. JIucT MOYMHAETHCA 3 TOYHOTO MOBTOPEHHS B JIIBOMY BE€PXHbOMY KYTI aJipecH, HamucaHoi Ha
KoHBepTi. Lle mormomMoske JIMCTOB1 3HAUTH aJipecaTa, HaBITh SKIIO KOHBEPT OOTOPHUTH a00 PO3MOKHE.
3BHUaiiHO, y’K€ JaBHO MOIITOBI KapeTH He MiJJatoThCs HAMaJ0Bl TEXaChKUX T'aHICTEPIB, 1 MOLITOBI
MapoIIaBu HEe TOHYTH BijJ BUIYHICHUX IO HUX Topmen. Temep Iie, CKopilie, JaHWHA TPaIullii, aie
He TaKii Bxe MmoraHii Tpaauiii — aBapii Ha TPaHCIOPTI HE PiAKI 1 3apa3.
2. 3 mpaBoro 00Ky TPOXHU HM)KYE aJIpecH MUILIYTh AaTy BIANPABICHHS JIUCTA.

Hanpukiman:

10 December, 2009

December 10, 2009

10" December, 2009

December 10", 2009
[TpuiinsTi B Hac ckopoyeHHs naat tamy 10.12.16 y Mi>kHapoJHOMY JINCTYBaHHI HE BXKUBAIOThHCS. TyT
1 B TEKCTI JINCTA MIPUITYCTUMI JIUIIE CKOPOUCHHS JESIKUX MICSIIIB:

January — Jan.

February — Feb.

April — Apr.

September — Sept.

October — Oct.

November — Nov.

December — Dec.
3. Ille Hmxve, 3HOBY 3 JIBOro OOKY, MUIIYTh YBIWIMBE 3BepTaHHSA. BOHO TpajuIiiiHO CKIIaaeThCs
Dear Mr. a6o Dear Mrs. (moporuii/mopora) i mpi3BuIia aapecara. IHIiaam TyT MOXXKHA BXKE HE
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noBToproBaru. Skiio npizBuiie aapecatra Bam He Bimome, moxxna Hammcatu Dear Sirs abo Dear
Sir/Madam.
!

VY TeKcTi JINCTa He IPUIHATO BKUBATH:

I’m 3amicts | am;

Can’t 3aMicThs Cannot;

Haven’t 3amicts have not;

DIl 3amicts | will, | shall.
L1i cioBa kpaiiie mUCaTH HLTKOM.

VY nioBUX JUCTaX MPUUHATO MUCATH 3 BEIUKOI JITEPH:
— BJIACHI IMEHHUKHM, a TaKOXX NPUKMETHHKH, IO I[103HAYalOTh HAIlIOHAIbHY 1 JEp>KaBHY
npunanexHicte (Russian, Ukrainian, English, French etc);
— CJIOBa, BKJIFOYAIOYM CKOPOYEHHS, Yy Ha3Bax (ipM 1 opraHizamiii, BIIJIUTIB OpraHizamii, 3a
BHHSATKOM NMPHUIMEHHHUKIB, CIIOJIYYHHKIB 1 apTHKIIIB;
— CIIOBa Ha TIO3HAYEHHS IMOCAJM, 32 BUHATKOM MPUIMEHHMKIB, crionyuHukiB i aptukimiB (Chief
Engineer, Director, Captain);
— CJIOBA, BKIIFOYAIOYH CKOPOYEHHS, 110 MO3HAYal0Th Ha3BU MICT, IITATIB, PECIYOIIIK, BYIUIb, AOPIT,
OyJbBapiB, IJIONI, MPUCTAHEH, paiioHiB, OyIMHKIB, TOTENIB, @ TAKOK HyMepallis MOBEpXiB, KBApTHP,
ximuar (17 Fenchurch Street, London, England, Hotel International, 3™ Floor, Room 275 etc);
— MOBHI 1 CKOpOYEHI Ha3BH MicsIliB 1 aHIB THKHsA (Saturday, March, etc);
— Ha3BM TOBApiB, TOProBelbHUX MapoK i aeskux mokymenTtie (Iron, Coal, Bills of Lading, Letter of
Guarantee, Charter Party etc).
Po3nisioBi 3HaKM B IUJTOBUX JIMCTaX CTABJIATHCS BIAMOBIAHO O NMPUHHATHUX B aHTJIHCHKIN
MOBI TIpaBWI MyHKTyarii. KpiM Toro, y IiJI0BOMY JTUCTI KOMOIO BiJIOKPEMITIOETHCS YHCIIO 1 MICSIh
BiJl POKY, a B aipeci po3AlIAI0THCS Ha3Ba ajgpecara, BYJNHIl, MicTa, pailoHy, KpaiHu. Mixx HOMepoM
OyAMHKY 1 Ha3BOIO BYJMIII KOMa He cTaBUThCA. llicig BCTymHOro 3BepTaHHS B aHIUIIHCBKOMY
JTUCTYBaHHI CTaBUTHCS KOMa, a IpU JUcTyBaHH1 3 afapecaToM 31 CIIIA — nBokpamnka abo ABOKparka i
tupe (Dear Sir, / Gentlemen: / Gentlemen:-).
Benuke 3HaueHHs B A1IOBOMY JIMCTYBaHHI Ma€ TaKOX MpPaBUIbHE BXKUBAHHS MPUHMEHHHKIB,
ale WOro BAaKKO pPETJIAMEHTYBATH SIKUMOCH IMPOCTHM TIpaBHiIoM. MalOyTbh, Jiermie 3acBOiTH iX
BXXHMBaHHs y BUTJISII OKpeMux Kkiirire - With regard to, according to, as per, in connection with, in
compliance with, in consequence of i T.in.
[Tucatu OBri JIMCTH B IUIOBIN KOPECTIOHIEHIIIT HE MPUHHATO. SIKIO BCE K TaKM Balll JIUCT
Ha OJIHIM CTOPIHIII HE BMICTUBCS, TO HANPHKIHII JIMCTAa MOTPiOHO moctaButu: (continued over) abo
(see overleaf), mo 3HaYMTH «IPOTOBXKEHHS Maili» abo «IHB. HA 3BOPOTI». MOXKHA MOCTaBUTH
HAIPUKIHI MepIIol CTOPIHKM 3HAK ...2, a Ha MOYaTKy HaAcTymHoi micis nudpu 2 (abo Page 2) 1
MOBTOPEHHS il HEIO IMEH1 aJipecara i JaTu JucTa (Ha BUMAIOK, SKIIO APyra CTOpiHKa BUMAIKOBO
B1JIOKPEMHTHCS BiJl EPILOT) TPOJOBKUTHU TEKCT.
Bynap-sxuii 1ucT BapTO MOYATH 3 YBIWIMBOTO MOCUTIaHHS RE: Ha OCTaHHIM OTPUMAaHUN JTUCT.
®opmH MOCUIIaHb MOKYTh OYTH HaCTYIIHI:
In response to your letter of <date> ... — y BianoBiap Ha Bamn nuct Big <mata> ...
With reference to your letter dated ... — BiTHOCHO Baroro nucra, 1aToBaHoro ...
With regard to the last paragraph of your — BizHOCHO OocTaHHBOTO a03a1ly Baroro jucra ...
letter ...
As your letter of <date> stated ... — SIK CTBEP/IXKYEeThCs y Bamomy nmucti Bin <gara> ...

SIK110 BU MUIIETe CBOEMY MApTHEPOBI HOBUI JIUCT, HE YEKAIOYH BIATMOBII HA MOMEpPEIHIH,
MOCHUJIAaHHS Ha CBiM TUCT MOXke OyTH HACTYITHUM:

Following upon my letter of <date> ... — Y IPOJIOBKEHHS MOTO JIUCTA B <JaTa> ...
Further to our letter dated ..., we are pleased to — Ha g0JaTOK 10 HANIOrO JIUCTA, JATOBAHOTO
advise that ... ..., MM pajii MOBiJOMHTH IO ...
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[Tim yac OOTroBOpPEeHHS CKJIQJHMX, 3aIUTyTaHWX IHUTaHb, MOXX€ BUHUKHYTH HEOOXIIHICTh

IMMOCJIAaTUCA HE JIMIIC Ha JIMCT BAIOI'0 ITapTHEpPA,

ayie 1 Ha CBill momnepeHii, HaPUKIaI:

Please refer to your letter of <date> and mine — mpomry moBepuytucs A0 Baroro nwmcra Bin

of <date>

May | refer to our exchange of correspondence
regarding <...>, and particularly to our letter

of <date>

<gara> Ta MOro <jara>

MOCHJIAIOYUCh Ha HAIllle JIMCTYBaHHS II0
BIAHOIIEHHIO 10 <...> 1 OCOOJMBO Ha HalIll
OCTaHHIM JIMCT Bix <mara>

BiamoBimaroun Ha JrO0'SI3HWI JIKMCT BaIloro KOPECTOHJICHTa, HE IOCKYIIThCS Ha CJIOBa

IIOAAKH:

Thank you for your letter of <date>, regarding ...

Cnacu01
CTOCYETHCHA. . .

3a JMCT Big <gara>, 1o

Many thanks for your kind and warm letter of — Bemmke cmacu6i 3a Bam mr00's3uuii i

<date>, which | received <date>

We acknowledge with thanks the receipt of your

<date> letter

It was a great pleasure for us to receive your

letter of <date>

It was indeed a very pleasant surprise to receive

your letter of <date>

We just recently received your gracious letter of

<date> regarding

TEIUTMA JIUCT B <mara>, mo S OJepKaB
<gara>

— IliaTBepKYEMO 3 BISYHICTIO OJIEpKaHHS
Barroro nucra Big <gata>

— Jns Hac Oysno BEJIHUKUM 3aJI0BOJICHHSIM
onepxaru Bar nuct BiJ <mara>

— Bam mmer Big <mara> OyB s Hac
MIPUEMHHUM CIOPIIPHU3OM.

— Mu tineku mo oaepkanu Bam mo0's3Hui
JIMCT Big <mara>, 10 CTOCYETBHCA ...

BinnoBigaroun Ha JHMCT Balloro mapTHepa HE TakK MIBUAKO, SK BapTo Oyio O, HEoOXigHO

MOSACHUTH NPUINHY 3aTPUMKH:

| was pleased to receive your letter of <date>
which has, in fact, only just arrived

Thank you for your letter of <date>, which
for some unknown reasons, did not reach us
until <date>

Many thanks for your letter of <date>, which
has taken almost a month to arrive

— byno npuemHo oxepxatu Bam nuct Big <mara>,
110, Ha KaJlb, MPUMIIOB 10 HAC JIMILIE 3apa3

— Cnacu0i 3a muct Big <marta™>, IO 3 SKUXOCh
HEB1JIOMUX NIPUYMH JTIAIIOB 10 HAC JIMIIE <JlaTa>

— Bennuesna nmoasgka 3a Bam nwmcer Big <mata>,
SAKOMY 3HaJIO0MBCS Mailke MicCsAIlb, 00 TIHTH

[ToriM TekcT nucta, A€ (GOPMYETbCS MPOMO3ULISA MPO CHIBPOOITHUITBO, MPOAAXK MApTii

TOBapy, HaJJaHH1 MOCIYT, MPETEeH31i 1 T.1H.

3akiHYUTH JHCT HalKpalle 3aKI0YHUM €JIEMEHTOM ab0 BUPaXKEHHSIM HaJiil Ha pO3LIMPEHHS
a0o TMOJIIMIIeHHS 3B'A3KiB, CIIBpOOITHULITBA 1 T.1H. Lle ppasu Tumy:

Your cooperation in this matter will be most
appreciated

Thanking you beforehand
cooperation, | remain

I hope that we can look forward to hearing
of your continued interest in our production
We look forward with interest to our
continued cooperative efforts

I hope that as a result of our conversation
the relationship between our two firms will
grow stronger in the years ahead

for your

— Barmie cripustHHS B 1iif cripaBi Oy/ie T1IHO OLlIHEHE
— 3a3ganeriap AAKyH 3a CIPHUSHHS, 3aIUIIA0CS . ..

— S cnoniBarocsi, MM MOKEMO PO3paxoOBYBaTH Ha
Balll TPUBAJIMH IHTEpEeC 0 HAIIOI MPOIYKIii
Mu 3 3amikaBiI€HHSM CIOIIBA€EMOCH
MIPOJOBKEHHS CIUIBHUX 3yCUIIb

— $l cnoniBarocs, 1m0 B pe3yibTaTi HAMIOTO J1aJIOTy
BITHOCMHHM MDXK JBOMa HamuMu ¢ipMamMu OyayThb
MIIHIIIATH 3 KOYKHUM POKOM

Ha
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Hoping that you are still interested in

— CnogiBaemocs, mo Bu Bce 1me 3aiikaBieHi B

fruitful cooperation with us and thanking mrimHOMYy CHIBpOOITHMLITBI 3 HaMH 1 ASKYyEMO

you in advance for your kind endeavours,
we remain

3aznaneriap 3a Bamrn q00pi cripaBu, 3aIMIaEMocs ...

Mo>kHa BUCIOBUTH ITPOCTO HAJIIIO Ha IIBUKY BIAMOBIIb:

We would greatly appreciate an answer (your
communication by return)

I am looking forward to hearing from you soon

I look forward to hearing from you in due
course in the not too distant future

With many thanks for your interest in this
matter, | remain

With kind regards and thanks for your patience
in this matter

With many thanks for your good cooperation
Thanking for your kind cooperation in this
matter, [ remain ...

| sincerely appreciate your patience and
continued interest

We greatly appreciate your past and continuing
cooperation

— Mu nyxe pozpaxoByemo Ha Bamy Bianosias

— Yekaro mIBUIKOI BIAIIOBIAl

— 51 po3paxoByI0 Ha Bally BiINOBiIb 3BUYAHHUM
HOPSAKOM y HEAAIEKOMY MalOyTHBOMY

— JlsxkyemMo 3a Baml iHTEpeC 0 Ii€l CIpaBH,
3aJIMIIAIOCA ...

— I3 mmpuM TpHUBITOM 1 TOJSIKOIO 3a Barie
TEPIiHHSA B IIi CIIpaBi

— Benuke criacu6i 3a Bamie 1o0pe CipusiHHS

— JIsKyto 3a 1r00's13He CpUSIHHS B 1il cripaBi, s
3aJIMIIAOCH ...

— Sl mmpo uiHyro Balle TEPHIHHA 1 TPUBAIHMA
1HTEepec

— Mu BUCOKO IiHy€MO BaIle CIiBpOOITHHIITBO B
MUHYJIOMY 1 CbOTOJICHHI1

3ak/0uHe BiTaHHSI 3aKiHUYeThCS KOMOMO. [licist ckopoueHHs CTaBUThCS Kparka. SKIo
IICHs. CKOPOUYEHb HEOOXIAHUM 1HIIMHM PO3JIJIOBUIA 3HAK, TO Ha MOYATKY CTAaBUTHCS Kpallka, a MOTIM
et 3nak (Messers.l.H.Mathers & Son Ltd. Foot Duke St., Halifax, H.S. Canada).

3akiHuyroTh JUCT 3BUuaiinumu cioBamu Sincerely Yours (I{upo Bamr) a6o mpocto Yours

(Bamr) i migmucom 3 BKa3iBKOIO MiJl HUM Bamioro mpi3Buina i nmocaau. 1100 He cTaBuUTH Bamoro
MapTHepa B HECTPUATIMBE CTAHOBHWINE 1 HE 3MYNIyBaTH HOTO0 POOWTH MPHITYIIEHHS IIOJ0 Bamoi
BJIACHOI CTaTi, HAMUIINITH B [OMY MiCIli JHCTa CBOE moBHe iM's, Tooto He V. N. Pavlenko, a
Vladimir N. Pavlenko a6o Valentina N. Pavlenko.

Skumo BU, 3HAXONAYNCh, HAMPUKIAA, B 1HOTOPOAHHOMY BIAPSKEHHI, BIJIMOBiAL Ha
TEPMIHOBHH JINCT NMPOJUKTYBAIU CBOEMY 3aCTYIMHHUKOBI T€JIE(POHOM, BIH MOBUHEH MPOTHU BAIIOTr0
Npi3BHINA 1 MOCaaM TMOCTaBUTH OykBH PP (Per procurationem — 3a AOpydYeHHsAM) i, MiAMHACABIIH
JMCTa caMmocCTiiHo, mpunucath Hmxkue: dictated by Mr <..> and signed in his absence —
MPOJUKTOBAHO MAaHOM <...> 1 MAMKUCAHO B HOTO BiACYTHOCTI.

VY BuUmanky, SKMO JOJAIOTHCS KaTaJOTHM, HOMEHKIATypa BallluX TOBapiB, B HANMPUKIHII
mucrta numere: Enclosed are the brochures (leaflets) on the complete catalogue of our goods, i 1.iH.

Sxmo Bam moTpiOHa sKack JoJaTKoOBa iH(OpMallis, MOYHITH HANPUKIHII HTPOMO3UIIIO 3:
“Please, let us know what kind of goods you are interested in” a6o: “Please send us two copies of
your catalogues. We 're looking forward to hearing from you”.

I wrramnu:

Yours faithfully, Faithfully yours, Sincerely yours, Yours truly... (mimgmwuc)
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TpancaiTepanisi yKpaiHCBKHUX CJIiB JIiTepaMH JTaTHHCHKOT0 aJ(aBiTy.

TpanchiTepariis mpi3BuIl Ta iMeH oci® 1 reorpadiyHUX Ha3B 3IMCHIOETHCS ILISTXOM
BiJITBOPCHHS KOXKHOT JIITEPH JIATHHUIICIO.

Ykpaiucoki nimepu | Jlamuncokuii exsieanenm | Ilpuxnaou mpancnimepayii
Aa Aa AHTOHIB Antoniv
b6 Bb Bypma Burma
Bs Vv Baiina Vaida
I'r Hh I'opunp Horyn
I'r Gg I manchKuii Gdanskyi
On Dd Hyma Duma
Ee Ee Jlecuk Lesyk
Ce Ye (Ha mo4aTKy ClioBa), €BTYyX, Yevtuch,

i€ (B IHIIMX MO3HUIISX) Hemnos Niemtsov
K ok Zh zh JKoBkBa Zhovkva
33 7217 3aKaJok Zakaluk
5% Yy IMunumnis Pylypiv
Ii l'i IBankiB Ivankiv
Ii Yi (Ha movarky cioBa), [xax, Yizhak,

1 (B IHIIMX TO3UIISX) 3aika Zaika
Uit Y (Ha movatky cioBa), Wocurmiska, Yosypivka,

i (B IHIIMX ITO3UIINX) Maiikos Maikov
K k Kk Koryr Kohut
Jdn LI JlicoBuii Lisovyi
M ™M M m Masna Malyn
HH N n HecrepiB Nesteriv
Oo 0o Opneca Odessa
IMn Pp ITonraBa Poltava
Pp Rr Pumap Rymar
Cc Ss Capau Sarny
Tr Tt Typkot Turkot
Vy Uu YMaHb Uman
D P Ff dacriB Fastiv
X x Kh kh XapkiB Kharkiv
I 11 Tsts [{ubOynpko Tsybulko
Yy Chch YepHiBini Chernivtsi
1T m Sh sh Hlepiryn Shershun
1T 11 Shch shch [Iepba Shcherba
IO 10 Yu (Ha moyaTky ClioBa), Opuk, Yuryk,

iU (B IHIIIMX TO3HUIISX) PropikoB Riurikov
S a Ya (ua moyatky cjioBa), Slira, Yalta,

1a (B IHIIUX TO3UIIISIX) JIsixoB Liakhov
b HE NePEeIAETHCS JIbBiB Lviv
¢ HE MepeIacThCs JIyk‘sSTHEHKO Lukianenko
3r zgh 3ropos Zghorov
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Anpeca
Bi/INPaBHHUKA

Anpeca
oJiepKyBada

A MODEL

‘ IIpeamer smmcra

3BEpHEHHS 70 0JIep KyBaya JIUcTa

LETTER

Texkct nucra

Texkct nucra

Texkct nucra

| 3aK/I0uHE NpUBiTAHHS

Im's, mpi3BuILE,
rocajia BiAIIpaBHUKA

I1. HANDLING CLAIMS AND MAKING ADJUSTMENT.

Read and learn the following words and word-combinations.

to transpose
usable
defective
adjusting

to blame

a delay

a consignment
timely

to aware

to speed up
to assist

a crate
missing

via

an apology
to modify

to affect

to maintain
an obligation

MepeMilIaTH, ePECTaBISATH.
MIPUIATHUH JI0 BXKHUBAHHS
YIIKO/DKCHUH, Te(PEeKTHHIHA.
PETYJIIOI0UHI, HACTAHOBYHIA.
BBa)KaTU BUHHUM, T'yJTUTH.
B1JICTPOYKA, 3aTPHUMKa.

BaHTaX, MapTis TOBapy.
CBOEYACHUM.

3HATH, YCBIIOMIIIOBATH, BilJaBaTH cOO1 MOBHUH 3BIT.
KBaIlMTH.

J0TIOMaratu, CIpusTH
MaKyBaJIbHA KJIITKa a00 KOIIIUK.
BIJICYTHII; TOH, IKOTO HE BUCTAUAE
gyepes.

BUOQUYCHHS.

BUIO3MIHIOBATH.

TOPKAaTH, XBHJIIOBATH.
HiATpUMYBaTH, 30epiratu.
3000B's13aHHS.
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to justify BUIIPABJIOBYBATH, MOSICHIOBATH.

throughout B yCIX BiJIHOCHHAX.

adverse BOPOXHIA, HECTIPUSITIIMBUH.

mutual 00OMJIbHUM, B3a€EMHUH.

to grieve 3aCMy4yBaTH.

the service is inadequate  oGciryroByBaHHsI, [0 HE BiIMOBiTa€ BUMOIaM.
to solve the problem PO3B's3aTH podIeMy.

to appreciate smth. OLIIHUTH MI0-HEOY/Ib.

not to be performed HE BiJIIIOBI1aTH BUMOTaM, OyTH BUKOHAHUM
satisfactory HE3a10BLIBHO.

I am looking forward to your reply and
resolution of my problem

to order from smb.

to wait for instructions by smb.

to appreciate smb’s adjusting the matter
for smb.

to blame smb for smth

to feel a little better about smb.

to find fault with smb (smth)

to write to smb to express smb’s deep
concern about the delay

to be well aware of smb’s claims

to take more care of inside packing of the
goods

to put smth into operation

to receive smth after inspection of the
material

to keep smb short

to find no trace of missing smth

It is our intention to insist that ...

smth be replaced by smb

to be probably aware of

to be restricted to

to be extremely sorry

in spite of all these difficulties

to do everything possible to give smb the
service that smb desires

to point out the error in smth

to accept smb’s apologies

to appreciate smb’s business

to be acknowledged by smth

to maintain high standard of smth

to wish to stress

to call smb’s attention to smth

to be caused inconvenience

to adjust the matter

would like to remind smb that

we wish to draw your attention to the fact
that

3 HETEPIHHAM OYIKYK Balloi BigmoBimi 1
pimeHHs MO€i TPOOIEMH.

3aMOBHUTH B KOT'O-HEOYIb.

YeKaTH yKa3iBOK BiJl KOTO-HEOYIb.

OILIIHUTH 4Yu€-HEOYb BPETYIIOBAHHS MPOOIieMu
B YHIXOCh IHTEpecax.

TYIAUTH KOTO-HEOYb 3a I10Ch.

3MIHHTH CBOIO JYMKY ITPO KOTOCH.

3HAXOJIUTU HENONIKH B KOMY-HEOyIb (4omy-
HeOy/b), KpUTUKYBATH.

HAIIUCaTH KOMYCh, II00 BHCIOBUTH YHECH
Cepil0o3HE 3aHETIOKOEHHS 3 IPUBOY 3aTPUMKH.
n00pe yCBIJOMITIOBATH YHIiCh MPETEH3II.
OpUIUIATH  OUThIIy  yBary BHYTPIIIHBOMY
yIaKyBaHHIO TOBAPIB.

BBOJIUTHU 110-HEOYIb B JIIIO.

oJlepKaTH  I10-HEOyAb  MiCAs  TNEepeBipKU
MaTepiaiB.

HEJOCTaTHHO MOCTaYaTH KOTO-HEOY/Ib.

HE 3HAWTH O3HAK HECTadl B YOMY-HEOY/Ib.

Hallla MeTa — HAoJIATaTH Ha TiM, III0. ..
110-HeOy1b 3aMIHSE€THCSI KUM-HEOYIb.
HMOBIPHO YCBIJJOMJIIOBATH.

OOMEXKHUTH JIO......

BKpail BU3HABATU CBOIO IIPOBUHY.

HE3BaKalO4yu Ha BCI 111 TPYIHOIIII.

pPOOUTH BCE MOXIIMBE, II00 3a0€3MEeYUTH KOTO-
HeOy1b HEOOX1THUMH TTOCTYTaMHU.

BKa3aTH B YOMYCh TIOMUIIKY.

MPUIMATH YHIiCh BUHOAYCHHSI.

OLIIHUTH YMIOCh KOMEPLIHHY AiSTBHICTb.

OyTH BISTYHUM 3a I0-HEOYIb.

30epiraTd BUCOKOSIKICHUH CTaHJapT dYOro-
HeOyIb.

Oa)kaTH aKIEHTYBaTH yBary.

3aJTyYUTH YHI0-HEOY/b YBary 10 40ro-HeOy/Ib.
OyTH MPUYNHOIO HE3PYYHOCTEH.

BPETYJIIOBATH CIIPaBY.

XOTij0cs O HarajaTu KOMy-HeOy/b, IIO. . ....

MU X04YE€MO 3BEpHYTH Ballly yBary Ha ToH (axr,
mo......
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Read and translate the following claims, adjustments.
Claim Nel

Your address
Your city, State, Zip code

Appropriate Person

Company Name

Street Address

City, State, Zip code

Date

Dear (Appropriate Name):
Last week | purchased (or had repaired) a (name of product with serial or model number or service
performed). | made this purchase at (location, date, and other important details of the transposition).

Unfortunately, your product (or service) has not been performed satisfactorily(or the service was

inadequate) because

Therefore, to solve the problem, | would appreciate your (here state the specific action you want).
Enclosed are copies (copies-Not original) of my records (receipts, guarantees, warranties, cancelled
checks, contracts, model and serial numbers and any other documents).

I am looking forward to your reply and resolution of my problem, and will wait three weeks before
seeking third-party assistance, Contract me at the above address or by phone at (home and office
numbers here).

Sincerely,
Your Name

Claim Ne2

1436 Weldon Street
Dallas, Texas

The Glacier Book Company
338 Vine Sired
Denver, Colorado
May 6, 1998
Dear Sirs:

On May the first 1 ordered from you one copy of Magic Mountain, by Dale Warwick. The book
arrived by mail today, and | found that some of the pages were transposed so that the volume was
not usable. I should like the privilege of returning the defective book to you in exchange for a
perfect copy.

I shall wait for instructions from you. You may be sure that I will appreciate your adjusting the
matter for me.

Yours very truly,
H. C. Bradford
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Claim Ne3
Dear Sirs :

| don’t blame you for being angry. We made a stupid mistake when we sent you [quantity] of
[merchandise] instead of the [quantity] you ordered. You gave us the right quantity. We got it
wrong. | am sorry.

[Quantity] of [merchandise] was shipped to you today. The freight’s on us for the additional
quantity, which I hope will make you feel a little better about us.

Thanks for being our customer.

Sincerely yours,

Claim Ne4

Messrs. Black & Co,
London.
5™ July, 2002

Re: Order No...Dear Sirs,

Further to our letter dated 30™ June, 2002 we are writing to you to express our deep concern about
the delay in delivery of the consignment under the above order.

You will remember that when we sent you our order we pointed out that timely delivery was most
essential.

We are also taking this opportunity to remind you that lately we have had numerous complaints
from our clients who find fault with the packing of your goods.

We are sure that you are well aware of our previous claims. Therefore we expect you to take urgent
steps to speed up the delivery of the above consignment and to give instructions to your packing
department to take more care of inside packing of the goods.

Yours faithfully,
Ukrimport

Claim NeS
Ukrexport.
Dear Sirs,
As you know, Holton & Son, Inc. received two shipments from Ukrexport, Kiev, on the s.s.

“Thomas Jefferson” when it last discharged in Wilmington, North Carolina in September. Two
technicians were sent to Holton_to assist in assembling the equipment and to put it into operation.

These men are thoroughly familiar with the equipment, and after inspection of the material we
received they determined that the shipment was five crates short.
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All of this information was promptly passed to Amtorg Trading Corporation in New York who
represents Ukrexport in the importation of their machinery into the United States.

We have been unable to find any trace of the missing crates in any of the US ports of call of the s.s.
“Thomas Jefferson”. We now have the continuing expense of maintaining the two technicians and
are losing valuable time.

It is our intention to insist that the missing parts be replaced by you and shipped to us via air freight,
all for your account.

Yours faithfully,
Adjustment Ne 1.
Fill in the gaps with prepositions or missing words.

Dear Sirs,

You are probably aware ... the fact that owing ... the energy crisis, the British Government has
directed that industry shall be restricted to three working days only per week. As a result, our
deliveries will be delayed.

We are extremely sorry to have to give you this news and we hope that you will not make a claim ...
us owing ... a delay ... delivery. In spite of all these difficulties, we will do everything possible to
give you the service that you and we both desire.

Yours faithfully,

Adjustment Ne2.
Read and translate.
Dear

Thank you for pointing out the error in our invoice of (date), and please accept our apologies. A
corrected invoice is enclosed.

We appreciate your business.

Sincerely yours,

Adjustment Ne3.
Fill in the gaps with the articles where it is necessary.

Dear Sirs,

As you know, your letter of ... 14™ November was acknowledged by our ... Lviv office. I believe I
should reply in detail your letter.
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Our company is most concerned that complaints are being received by you concerning delays in ...
delivery.

We informed you in October that ... Model 1000 contains modified parts and components, which do
not affect ... performance of ... machines.

We are aware of ... need_to maintain ... especially high standard of ... quality control over ...
machines sold to you and this is being done. 1 wish to stress again that company is aware of its
obligation to correct all ... defects on accordance with its contractual obligations.

Yours faithfully,

Adjustment Ne4
Read and translate.

338 Vine Street
Denver, Colorado
May 8, 1998

Mr. H.C.Bradford
1436 Weldon Street
Dallas, Texas

Dear Mr. Bradford,

Thank you for calling our attention to the imperfect copy of Magic Mountain. We are grieved that
you have been caused inconvenience, and we assure you that we gladly adjust the matter. We are
sending you by parcel post another copy of the work, and we are enclosing, with this letter, postage
for the return of the imperfect volume.

Again we thank you for this opportunity of making our service satisfactory, a service which we trust
you will long permit us to continue.

Very truly yours,
L.W.Glade,
President

TASK Nel
Read and pronounce the following active words:
to transpose, adjusting, a consignment, to aware, via, an apology, to affect, to maintain, an
obligation, to justify, throughout, adverse, mutual.

TASK Ne2
Give the Ukrainian for:
cancelled, checks, usable, adjusting, to blame, a delay, a consignment, timely, to speed up, to
assist, a crate, to modify, to justify, throughout

Give the English for:

MepeMiliaTH, YIIKOJDKEHUH, perymioduii, oOOMiIbHUHA, BHIO3MIHIOBATH, XBWJIIOBATH,
MiITPUMYBATH, BAHTAX, YCBIJIOMJIIOBATH, KBAallUTH, B YCiX BITHOCHHAX, CIIPUSATH
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TASK Ne3
Find the pairs of synonyms:

to transpose hostile
defective help
aconsignment  aload

an obligation damaged
to assist to move
adverse duty

TASK Ne4
Give the Ukrainian for:
To appreciate smth; The service is inadequate; | am looking to your reply and resolution; To order
from smb; To appreciate smb’s adjusting; The matter for smb; To blame smb for being angry; To
find fault with smb (smth); To be well aware of smb’s claims; To receive smth after inspection of
the material; To find any trace of the missing smth

Give the English for:
Oomexutu 10; Jlobpe yCBIJOMIIOBAaTH YHMiCh MpeTeH31i; 3MIHUTU CBOO IyMKY IIPO KOro-HeOy/ b Ha
kpamie; ['ynutu koro-HeOyab 3a 371icTh; UekaTn BKa3iBOK BiJ Koro-HeOyap, Harra Mera Hanosnsratu
Ha ToMy, 100 ..., BBoautu B nito; BiguyBaTu HecTaTok y yoMych, AKLEHTyBaTH yBary, byru
IIPUYMHOI0 He3pyuHocTel; BperymoBaru cripaBy; He Binnosigatu Bumoram; Po3s's3atu npobiemy

TASK Nes

Complete the sentences, using active word combinations:
1. Thank you for ... the error in our invoice.
2. Your letter of the 20" May was ... Chernigiv office.
3. l'am looking ... and ... of my problem.
4. On September the second I ... you a consignment.
5.Idon’t ... for being angry.
6. We have been unable to find ... crates in any of our ports.

TASK Ne6
Translate the following letters of claim (adjustments):

Claim Nel
[ManoBHi m06pomii!

14 xoBTHSA 5 3aMOBHMB y Bac maprito makyBaJlbHUX KOLIMKIB. S oznepkaB ix, aje, Ha jkajb, Ballla
MPOAYKIsT HE BiAmoBimae cranmaptaMm. OTxe, MO0 po3B's3aTH II0 MpoOJIeMy, HAIIILIITh HaM
NapTiio NPUAATHUX J0 BXKUBAHHS MaKyBAIbHUX KIITOK.

3 HeTepHiHHAM OUIKYIO BaIlloi BIIMOBI/I 1 po3B‘sI3aHHS i€l MpoOIeMu.

[Iupo Bam

Claim Ne2
[[TaroBHI 106pO/IIT,

[Ticns Bamoro TenegoHHOro A3BIHKA MHIIEMO, II00 BUCIOBHTH CEPUO3HE 3aHETIOKOEHHS MO0
3aTPUMKHU JOCTaBKH YCTaTKyBaHHS, sike Haina (pipma 3amoBumia y Bac.
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Mu xo4yemo HarajaTH, IO MapTis IHCTPYMEHTIB MOBUHHA Oylia MPUITH MUHYJIOTO THXKHSA, ajie, Ha
Kanb, HAa JaHWM MOMEHT BOHa BiacyTHsA. Hama ¢ipma minye Bamr aBTopuTeT 1 KOMEpIiHY
TISUTBHICTB 1 Iy’Ke BISYHA 33 TOBApH, IO BiAMOBIAAI0OTH BUCOKUM CTaHAApTaM. MU criojiBaemMocs,
mo Bu Bperyimoere cripaBy npoTsIroM HalOIMKYNX JHIB.

3 HETEepIIHHAM OYiKyEMO BIJIIOBIJII Ta BUPIMIEHHS ITi€1 MpobOeMu. 3B'SKITHCS 3 HAMHU TEJICPOHOM ...

[[upo Bamri,

Claim Ne3

[[TanoBHI 106poii!
Mu onepxkanu Bamoro smcra Big 16 nucronanay 3 J0JAaHUM JO0 HBOTO TapaHTIHHUM JIUCTOM Yy
3B'sI3Ky 3 HammM 3amoBiieHHsM Ne3038. Mu moBuHHI 3BepHYTH Bamny yBary Ha Te, mo Bu
3a3HAYMUIIM TEPMiH rapanTii B KinbkocTi 10 MicsiiB 3 JHS 3/1a4i 10 €KCIUTyaTallii ycTaTKyBaHHS Y
JIpBOBI 200 16 MicsiB 3 qHS BigBaHTaXeHHS 3 JIOHJIOHA, THM 4YacoM sIK 3TiIHO 3 §6 “3araabHuX

YMOB 3aMOBJICHHS’ 11€i TEpMiH BCTAaHOBJICHMH y KiTbKOCT1 12 1 18 Mics1iB BiIOBIAHO.

Mu nosepraemo Bam rapanTiiHOro 1ucTa 1 MPOCHMMO HaAICIaTH HAaM 1HIIUHN, CKIAaJEeHUI y "iTKii
BiJIMTOBIHOCTI 3 yMOBaMU 3aMOBJICHHSI.

3 mosaroro,

Claim Ne4
[[TaroBHI 106poOii!

ToBapu 3a HamuM 3amoBieHHAM Ne 254, mo Haxicnane Bam 10.07 1poro poky, noBuHHI Oyiu OyTH
JIOCTaBJICH] Ha JIaHUi Yac, aje TOBapiB HEMae€ JOTeNep, Xoya MU oJeprkanu Baiie moBigjoMiaeHHS

npo Bi,Z[BaHTa)KCHHH.

Mu onuHWINCS B JAy)K€ HE3pYYHOMY CTAaHOBHIII Mepe] HAlUMH MOKYMNUSAMH, SKUM OOILSUTH
J0CTaBUTHU ToBapH 10 15.07 uboro poky.

Bynp nacka, moBiJoMTe MPUYNHY 3aTPUMKH.
3 moBaroro,
Adjustment Nel
[ManoBH1 106poAii,
Mu yBaxxHO BUBUMIM Baii nperensii 1 1skyemo Bam 3a BUsIBIEHY MOMWIJIKY B paxyHKY-(akrypi
Bix 2 mucronany 2001 poky. Ilpuiimite Hamii BuOadeHHs 1 AOJaHWM BHUMpPaBICHUN pPaxyHOK-
(bakTypy B TPhOX €K3EeMILIAPAX.

Jly>xe BIsiuHi 3a Baiie TepriHHs.

3 rmoBaroto,
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Adjustment Ne2
[[TanoBHI 106poii!

BiamoBimaemo Ha Bamoro mumcra Bim 10.07.2002 poky, B sxomy Bwu moBimomisieTe mpo
HemocTayaHHs Bam BaHTaxXy TKaHWHU. Mu 3B'si3anucs 3 Oprasizaifi€ro, 10 eKCIeAnpYye, Ta
3‘sicyBaiiy, 110 Bamr BaaTaxk OyB 3amicTh ['amihakcy moMUIKOBO J0CTaBlIeHH B MOHpeab.
Mu mnpoiHCTPYKTYBalM HAIIMX areHTiB mepeciaTd BaM Bcl AUOIMKKM BaHTaxy 3a MEpIIOl K
MOXJIUBOCTi, TOOTO Teruioxogom «Bubopr», mo mpubdbyae mo [amidakcy 18.07 mporo poky.
[Ipocumo BuOaunTH 32 3aMOisIHI HE3PYUHOCTI.

[[upo Bamri,

Adjustment Ne3

[[TaroBHI 100pOIIi,
Benuke cmacu6i 3a Te, mo Bu 3BepHynu yBary Ha BHYTpIIIHE ylakKyBaHHsS ToBapy. Ha xamb,
3aMOBJICHMI Bamu TOBap He BiNNOBiNa€e CTaHAApPTOBI, TOMy MH Ja00pe ycBimomimroemo Bamry

MpeTeH3ito il 00ilgemMo BperyntoBaT 1o npobuemy. e pa3 npuiitmiTh Hailli BUOaueHHSI.

CnopiBaemocs, o Bu 3MiHHMTe CBOIO AyMKY PO Hac Ha Kpaie. 3i cBoro 60Ky, o0ilsgeMo 3poOUTH
BCE MOXKITMBE, 00 HAaAaTH HEOOXiHE 00CITyrOByBaHHSI.

[upo Bami

TASK Ne7
Make up the letter of claim (adjustment) with the above vocabulary.
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