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Paznaeu 1. [Iporpamma y9eO0HOM TUCIUTLINHBI

1.1. ABTOP: Yuebnas nmporpamMma 1o Kypcy «/lesioBoit MTHOCTpaHHBIH »
nozirotosJieH cr.mpen. CyneiimanoBeiM O.M. kadeapsr IMK ®akynabreT
pyccko QuIoa0ru

1.3. HIOACHUTEJ/IbHAA 3AIITMCKA

Jles10BOMl MHOCTPaHHBIN — KypcC 110 BBIOOPY, pa3pabOTaHHBIN I
CTYZIEHTOB 1- Kypca «/les10BOU aHTJIMUCKUI» TpeITHa3HAYEH 11 U3yUEeHU
OCHOBHOM JIEKCUKHU B 00JIaCTH KOMMEPUYECKOH JIesITeJIbHOCTH, JIOTUKH,
SKOHOMUYECKOU TeOPUH U T.J., GOPMYJINPOBAHNA HABBIKOB aHHOTHPOBAHUS
1 pedepupPOBAHUSA CIIENUATILHOU JINTEPATYPHI, PA3BUTHS HABBIKOB U YMEHUU
TUAJIOTUUYECKOU ¥ MOHOJIOTHUUECKOU pedH, COBEPIIIEHCTBOBAHUS HABBIKOB U
yMEHUH 00CyX/1eHus mpobJiieM, CBI3aHHBIX C KOMMEPUYECKOU JIeATETbHOCTHIO.



OOyueHune yJamuxcsi B paMKkax Kypca «/1eJIoBOM aHTJTHHCKIH »
OIIpeZiesIsIETCS BO3PACTAOIIEH POJIbI0 HHOCTPAHHOTO SI3bIKA B COBPEMEHHOM
pasButuu o601ecTBa. 1{ebio n3yueHus Kypca «/leJ10Bou aHTJIUHACKAN »
SIBJISIETCSI MHOTOACIIEKTHOE 00yUeHe pa3rOBOPHOI peuH, ayUPOBAHHUIO,
YTEHHIO U MHChMY. B X0/1e IpOX0KIeHA Kypca yAessieTcs BHUMaHIe He
TOJIBKO yTJIYOJIEHHIO 3HAHUH 110 aHTJIMHACKOMY I3BIKY, HO 1 IIPUBUTHIO
HaBBIKOB 13 00JIaCTH JINHIBOKYJIbTYPOBEIEHHsI, KOTOPHIE II03BOJIST
yJaIuMcs CBOOOJHO OPUEHTHPOBATHCA B OIIPEIEJIEHHBIX cepax
3apy0eskHOro 00IIecTBa U aJIeKBaTHO BECTU cebsl B CUTyaI[UAX JeJIOBOTO
oO0IeHu .

Kypc xapakTepusyercs mpeobJiiajlaHueM YCTHBIX (GOpM paboThI U
OpPHEHTHPOBaH Ha ()OPMHPOBaHIE HABBIKOB BEJIEHUSA JIEJI0BOI Oeceibl B X0/
BCTpPEY, IIEPETOBOPOB U IIPUEMOB, aKTHUBHOTO 3amaca (ppas-KJIHIle,
COIIYTCTBYIOIIUX TAKOMY JUAJIOTY, a TAKXKe OJHOBPEMEHHOE OCBOEHIE ITPABUII
CJTy3KeOHOTO 3TUKETA (PeYeBOro, MOBEIEHUYECKOTO).

Kypc obecrieunBaeT c10BapHbIH 3amac, HE0OOXOAUMBbIHN yUaIuMcs B
BO3MOKHOU Oy/ty1ieit mpodeccuoHaIbHON AeATETbHOCTH, 115 JIEJIOBOTO
0b111eHs ¢ 3apyOeKHBIMU apTHEPAMU, JIJIs1 paOOTHI C JIeJIOBOU
KOPPECIIOH/IEHIINEN, JOKYMEHTAMHU, APYTUMHU NHGOPMAIOHHBIMU
MaTepHUaJaMH.

OcHoOBHas IIeJIb U3YYeHUs Kypca - yIJIyOJIeHue U CleluaTn3alius
3HAHWH, ITOJIyYeHHBIX CTYZIeHTaMH B IIPOIlecce U3yUYeHHs HOPMaTHBHBIX
KYypCOB I10 IIPAKTHKE YCTHOHU M MUChbMeHHOU peun. OTCI0/1a OIIpeaesioTCs
OCHOBHBIE 33/1a41 Kypca: 1) pacIIupUTh UCXOHBIN 6a30BbIN MaTepHaJl
IIPAKTHUYECKOT'O SI3bIKA C IeJIbI0 YIUIyOJIeHUsI 3HAaHUH B CITEI[HAJIbHBIX
00J1aCTsIX COBPEMEHHOTO aHTJIUHCKOTO sI3bIKa (71eJI0OBbIE OTHOIIIEHUSA); 2)
03HAKOMUTH CTY/IEHTOB B OOIIIUX YePTaX C OCHOBHBIMH (DOpPMaMHU
JIOKYMEHTAIINH Ha aHTJIMACKOM sI3bIKEe U CII0CO0aMU ee BeJIeHU; 3) J1aTh
IIpeJiCTaBJIEHHE CTyIeHTaM 00 OOIIUX IPUHITUIIAX YCTPOUCTBA JIeJIOBOM
chepbl AaHTJIOA3BITHOTO OOIIECTBA; 4) MIPOJAOIKUTh 3HAKOMCTBO CTY/IEHTOB C
0COOEHHOCTSIMHY ITPOSIBJIEHUI aHTJIOSA3BIYHOU KYJIBTYPBI B 00JIACTH JIEJIOBOTO
0011eHMs1, CII0cOOCTBYSI GOPMHUPOBAHUIO MEXKKYJIBTYPHON KOMITETEHITUHT
ydamuxcs; 5) chOpMHUPOBATh y yUYaAIIUXCA JTEKCUIEeCKU MUHUMYM,
HeoOXOAUMBIH 7151 PabOTHI C JOKYMEeHTAIlueN U BeJIEHUS IET0OBBIX
IIEPErOBOPOB HA AHTJIMUCKOM SI3BIKE.

Marepuas Kypca cCoCTaBJIeH TaKUM 00pa30M, UTOOBI ITO3BOJIUTH
IIPEIIO/IaBATEITIO PEIIUTD PAJ METOIUUYECKUX 3a/1a9 B IIPOIeCCe U3YUEHUs
JIAHHOU JUCIUILIMHBL: 1) YTIIyOUTh TPOGECCHOHATIBHYIO ITOJITOTOBKY
CTYZIeHTOB-(PUI0JIOTOB; 2) HAYYUTH CTYZIEHTOB ITPHEMaM CPaBHUTEILHOTO
aHaJIN3a CUTyalluH UCIIOJIb30BAHUSA HHOCTPAHHOTO U POHOTO S3BIKOB B
YCJIOBHSAX JI€JIOBOTO OOIIEHHUS.




M 3yueHue Kypca OCyIIECTBIISIETCSA Ha MPAKTHUECKUX 3aHATUAX, a TAKKeE
B IIPOIIECCE CAMOCTOSATETbHON PabOTHI CTYZIEHTOB C PEKOMEHIyeMOU
smrepatypoi. Ocoboe BHUMaHUEe HAlPaBIeHO Ha aKTUBHOE IIPUMEHEHUE
IIOJIYYE€HHBIX 3HAHUH YUAIIMUCS B aCIEKTe MOBBIIIIEHU 00IIei
npogecCHOHAIBHOU MTOJITOTOBKU B ITPOXOXKIEHUH I1€JIOT0 OJI0Ka
JIMHTBUCTHUUYECKUX JINCIIUILINH, TAKUX KaK IIPaKTUKa YCTHON U MUCbMEHHOU
pedu, aHAJIUTUUYECKOEe UTEHHE, TEOPHsS U MPAKTUKA ITePEBO/IA.

YuyebHas mporpamMmma mo Kypcy «/1eJIoBoH aHTJIMHCKUI» ITOITOTOBJIEHA
B JIOIIOJTHEHU Y K OCHOBHOMY yueOHOMY Kypcy «IIpakTuka yCTHOU U
MIIChbMEHHOU peyn», Ha OCHOBE TEOPETHYECKUX TPYAOB U pa3pabOTOK
caenyiomux aBTopoB: M. JleaHona, I'. Tyyuiuca u T. Tpanme “Insights into
Business”, I1. Ctparra “Power House”, E.E. N3pauneBuu « Kommepueckas
KOPPECIOH/IEHIINS U JOKyMeHTaIUsA Ha aHTJINHACKOM si3bike», [ A. JlyakuHa u
JIp. «Y4eOHHUK aHIJIMHCKOTO SI3bIKA JJIsI JeJIOBOTO OOIIEHUS U T.J. B
COOTBETCTBHU ¢ ['ocy/TapCTBEHHBIM CTaHAAPTOM BBICIIIETO
npodeccuoHanbHoro obpasopanus (I'OC BITO).

[Tporpamma yuebGHOT0 Kypca «/lesioBOol aHTJIMMCKUN » TpelHa3HaueHa
JUUTSl TIOATOTOBKY CIIEIUAJIMCTOB TI0 CIIEIUAIBHOCTH 050303 — HHOCTPAHHBIH
A3BIK C IOTIOJIHUTEIFHOH CIENHATBHOCTHIO.

1.5. O0'beM JUCITUILIHHBI U BUAbI YU€OHOU PaOdOTHI:

[udp n Kypc CeMeCTp| Bunbr yueOHOM paboThl B yacax Bun
HanMMCHOBAHHC pr,Z[O- Bcero | JIK| TIP/| JIB| Cam. HTOTr'0OBOI'0
I/T| CTIeNHUaTbHOCTU eMKOCTB| ayur. KOHTPOJIS
CM PaGora | (Popma
OTYETH.)
531100 1 2 60 30 [ 18] 12 30 AK3aMEH
WHOCTPAHHBIN
SI3BIK U
MEXKKYJIbTYPHOU
KOMMYHHKAIHH

1.6. CoaepxkaHue JUCHUILJINHBI

1.6.1. Pa3aenbl AUCIUILIMHBI M BUABI 3aHATHUH (B yacax).
IIpuMmepHOeE pacnpeaejieHrue y4eO0HOTO BpEMEHU:

Ne | HaumeHoBaHue pa3ieioB | KosanyecTBo yacos |
Bcero | JIK | I3/CM | JIb Cam.Pao.

/| 4 TeEM ayIuT.

1 | Company structures 3 1 2 3

2 | Recruitment 3 1 2 3

3 | Management styles 3 1 2 3

4 | Advertising and marketing 3 1 2 3

5 | Franchising 3 1 2




Retailing

Banking

The stock exchange

[{o]l oo} RN] Ne)p]

The small business
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10 | Insurance

UTOIO M0 KypCy 30 12 |18 30

1.6.2. Coaep:xaHue pas3aeioB TUCIIUILIUHBI
1. Company structures.

The departments of an organization. Responsibilities within a company.
Presenting companies. Company profiles.

2. Recruitment.

Marching job advertisements with covering letters. Preparing a CV and
letter of application. Selecting candidates and job interviews.

3. Management styles.

Management styles in different countries. International negotiations.
Cultural differences.

4. Advertising and marketing.

Advertising media. Product endorsements. Advertising slogans. Target
markets. Customer profiles and marketing strategies.

5. Franchising.

Categories of franchising. Franchisor/franchisee relations. Franchise
market.

6. Retailing.

Retailing in the UK and in continental Europe. Store layouts. Consumer
buying habits.

7. Banking.

Banking items and documents. Home and office banking system.
Making and answering enquiries about bank documents.

8. The stock exchange.

Assessing the performance of listed companies’ shares. Share price
listing. European stock market turnovers. Characteristics of stock exchanges.



9. The small business.

Advantages and disadvantages of small business. Advice for starting a
business. Business plan.

10. Insurance.

Types of risk. Evaluating risk. Evaluation risk forms.

1.6.3. TembI /151 CAMOCTOATEIBHOTO U3YIEHUA.

n/n| HaumenoBanue ®opma cCaMOCTOATEILHOM Kou- | ®opma koHTpOIS
pa3nena pPadoThI BO BBITOJTHEHU ST
aucuumIunbl. Tema. YacoB| CAMOCTOSITETIbHOM
(30) |padorsl.
1. | Company structures | ommcanue mpohuiIs u BBICTYILICHUE C
CTPYKTYPbl KOMITAHUH JIOKJTaJIOM/TIpe3eHTAneH
2. | Recruitment COCTaBIICHUE PE3IOMEe 3 | B3auMompoBepKa pador,
HAIMCaHHBIX
CTY/ICHTaMH
3. | Management styles MOITOTOBKA JTOKJIAZOB/ 3 | BBICTYIUICHHE C
MPE3CHTAILNH 110 0COOEHHOCTSIM TOKJIaA0M/TIpe3eHTaIuen
CTHJISI PyKOBOJICTBA KOMITAHU I
pa3HBIX CTPaH MHpa
4. | Advertising and COCTaBJICHUE PEKIAMHOTO 3 | mpe3eHTaIHs TPOCIICKTA,
marketing IPOCIIEKTa OJTHOTO U3 BHJIA
TOBApOB; BBICTYIUICHHUE C
JOKJIQJIOM
HOJITOTOBKA JIOKJIa/1a 00
0COOEHHOCTSIX HAIIMOHALHON
pEKIIaMBI
5. | Franchising MMOATOTOBKA JTOKJIAI0B 00 3 | BBICTYILIEHHE C
0COOEHHOCTSIX HAIIMOHALHON JOKJIQJIOM
cucTeMbl (ppaHUaii3uHra
6. | Retailing onycaHue npoQuIst TNIHOCTH 3 | mpoBepka MUCbMEHHBIX
1o ¢otorpaduu ¢ BeIICICHUEM pabor
BO3MOJKHOU Tpodeccuu u
UCIIOJIb3YEMbIX TUITHYHBIX
yCIIYT M TOBapOB
7. |Banking HalMcaHue KajoObl Ha 3 | mpoBepka MUCHMEHHBIX
NIPUCITAHHBINA HETPaBHIIbHBIN pabot
OaHKOBCKHUH CUET
8. | The stock exchange |- HamucaHue KpaTkoro o63opa 3 | B3aumompoBepka
CTaThU O COCTOSIHUU (PMHAHCOB MUCHMEHHBIX pabOT
KoMMaHuu (poHaa aKimii)
9. | The small business cocTaBlieHue Ou3Hec-TIaHa it | 3 | mpe3eHTanus Ou3Hec-
OpraHu3aiuu OyIyIlero aea TIaHa
10. | Insurance aHaJIM3 UCKOB M0 BO3MEILICHHUIO 3 | mpeacraBieHUE OTYETOB

Y6BITKOB 3a CUYCT CTPAXOBKH U




HAIMMCAHUC KPaTKOI'o OT4€Ta O
BO3MOJXHOCTH ITPUHATHUA NCKOB

1.7. MeToanuyeckue peKOMEeHAAIlU U IO OPraHu3anu N3ydeHusA
JUCITUIIINHBI

1.7.1. TemaTuka ceMUHaAPCKUX 3aHATHUH MO AUCITUILIHHE. He
IIpeayCMOTPEHO

1.8. YueOHO-MeTOAnYeCcKOoe o0€ecIeuyeHe JUCITUILITHBI

1.8.1. PekoMmeHnyemasn ureparypa

A

OCHOBHAaA:

I'paxosa JI.JI., lllaxbarosa /I.A. CokpoBuIinauiia buzHecmeHna. M.:
Pumske, 1992.

. Hdynkuna I'.A. u gpyrue. YueOHUK aHTJIMHCKOTO A3bIKA JIJIS JIEJIOBOTO

ob11eHus, YacTu 1-2, 3-4.-M.; «ABepc», 1991.

. 3pannesuu E.E. Kommepueckasa KoppecliOHAeHIIUA U JOKYMeHTaIUA

Ha aHIInickoMm sa3bike. CI10, 1992.

Blanchard K. The one minute manager. New York; Berkley Books, 1985.
Lannon M., Tullis G., Trappe T. Insights into Business. L., Longman,
1999.

Mc Cartby E., William D. P. Basic marketing, 10t Edition, Boston,
IRWIN Homewood IL 60 430, MA 02116.

Nickels W.Y. Understanding Business Boston, IRWIN Homewood, IL
60 430, MA 02116.

. Strutt P. Powerhouse. L: Longman, 1998.

AOINOJITHUTEC/IbHAA:

. JIrooumiueBa C.H. AHIJIMHACKUH 114 JeJIOBBIX Jiofed. M.: Boicmiasa

IIIKOJIa, 1991.
Johnson Ch., Jonergan J. Starfing Business English, M., UH®PA, 1994.

. Jones L., Alexander R. International Business English. Cambridge

University Press, 1992.
Jones-Macriola S. White G. Getting Ahead. Cambridge: University
Press, 1993.

. Howard-Williams D., Herd C. Business Words. Heinemann, 1992.

CopaBouHasa JinTeparypa:

Bborankuit 1.C. busnec-kypc aHT/InicKoro si3pika: CioBaph-
cnpaBouHukK. Kues: Jloroc, 1999

. JIrooumnesa C.H. AHT/IMHCKUH 14 AeI0BbIX jirofei. M.: Beiciias

I1K0JIa, 1991




. IIpakTuyeckuil cjioBaph AeJI0OBOTO aHTJIMUCKOTO A3bIKa. CII0: «dpBu»,

1998
Canapranuesa JI.U., baunkanesa E.1O., Pea H.I1. Marketing.
BaaguBocrok: BI'YSC, 2001.

. PeBa H.W., Barkanesa E.IO. Applying for a job. BnaguBoctok: BI'Y3C,

1999.
Pesa H.U., baukanesa E.}O., Canapranuena JI.I. Contract.
BaaguBocrok: BI'YDC, 2001.

1.9. MarepuajJIbHO-TEXHHUUYECKOE O0ecnedyeHue JUCIUILINHBI.

1.9.1. Hepequb HCITIOJIb3YyEMbIX TCXHUYECCKHNX CPEACTB.

AynmoMarautTooH.
KommnbroTep.

MysibTUMEeUINHBIN TPOEKTOP.

1.9.2. IlepeueHb UCNIOIB3yEeMbIX IIOCOOHIA.

1.

2.

3.

4.

JynkuHa I'.A. u gpyrue. YdeOHUK aHTJIMHCKOTO SI3bIKA JIJIS JIEJIOBOTO
ob11eHus, YacTu 1-2, 3-4.-M.; «ABepc», 1991.

N3pamneBuy E.E. KomMepueckass KOppeCIIOHIEHITUS U JOKyMeHTaI s
Ha aHrauickoM A3bike. CI16, 1992.

Lannon M., Tullis G., Trappe T. Insights into Business. L., Longman,
1999.

Strutt P. Powerhouse. L: Longman, 1998.

1.9.3. IlepeueHb BUI€0- U AyANOMATEPHUAIOB MIPOTPAMMHOTIO
odecneueHud.

1.

2.

Ayoduo3anucu K caedyrowum nocoousam:

Lannon M., Tullis G., Trappe T. Insights into Business. L., Longman,

1999.
Strutt P. Powerhouse. L: Longman, 1998.

1.10. IIpuMepHBbIEe 3aUeTHBIE TECTOBBIE 3aJaHUA

HTOroBbIN TECT IO Kypcy «/[eJI0BOM aHTITUHUCKUH»

I BapuanT

I. Circle the word that does not belong to the same field in each
horizontal group:

1. business company society subsidiary



salary manager salesman employee
finance product research marketing
distributing selling assembling promoting
components tools hardware strategy

end user customer client distributor

AR S

II. Which of the groups of three words that you identified above
refer to the following definitions?

people who buy 200ds OF SEIVICES ........eeeeveeeeeeinnirieeeeieeiccireeeeeeeeeenens
types of commercial organisations .........ccccecevvveeeeeeercciieeeeeeeeeeeeeneenen.
different departments or fUnCtions ..........ccccvveeeeeeeeeciiereeeee e,
people who work inside a COMPANY .......ccccccvveeeeieeeeeiieeeeeeeeeeeceereeeeeen.
activities that involve meeting CuUStOMETS..........ccceeeurreeeeeeeeecivrnnees cne
products that can be sold ..........oeeeeeeeeiiiiiiiiiiieeccieeeeeeeees

AR ol o

ITI. Adjectives of Nationality

Read the ten short passages. Below each one you will find a
sentence which you should complete using an adjective of
nationality. Make sure that your sentences reflect the information
that is contained in the passage itself.

1. Packard Bell Electronics has already taken 10% of the US computer
market and has perfor better, in some areas, than its two main national
rivals Compaq and Apple. Compaq, Apple and Packard bell are

2. Nordak is currently recruiting a senior manager who will head up the
UK office of its first foreign subsidiary. Nordak is not of
................................................ origin.

3. The shares of Heineken NV reached a record level of 244.5 guilders
yesterday on their home market in Amsterdam, Holland. Heineken is a
................................. company.

4. The 'Societe de Bourse Franchise' publishes an annual guide to the 120
biggest national companies whose shares are sold on the Paris exchange.
The Paris exchange sells the shares of the 120 biggest ........ companies.

5. Coroll have received several enquiries from companies who are
interested in representing products in Spain. However, for the time
being they have no intention of expanding into t part of Europe. Coroll
has no plans to enter the ........ccccoeeeeiiivieiiniienniecceeiee, market.

IV. Advertising slogans

Read the slogans and match them with the products or institutions
for which you think they were actually used.

1. Getinto our bed and sleep better ................... a. cosmetic cream
2. Down under: it's home to uS ....ccevvevvveeeeneennnnne. b. ‘Nordic ski’ exerciser



3.

4.
5.

Would Mrs O'Brien trust her precious soles to just anyone . c. Australian
airline company

I went to work and left my wrinkles at home ................... d. socks

Waist disposal unit................... e. matress

V. Circle the word that does not belong in to the field in each
horizontal group.

|1 [promotion  [export | Pricing | packaging |
|2 [clause |client | Contract |brochure |
|3 [slogan | fee [Money | pay |
|4 |star lexecutive | Actor |celebrity |
|5 [Toendorse  |to afford [to promote |to support |
|6 |computer |television | Commercial ladvertisement |
|7 [publicity limage | Reputation lagent |
[8 | To plummet  [to fall [to rise [to drop |

VI. Match the words on the left with the words on the right to make
compound nouns which are commonly used in advertising.

ARl ol

7.

market a. audience
mass b. time

target c. media
direct d. symbol
status e. research
sales f. mail

prime g. promotion

VII. Complete the following sentences with the correct form of
make or do.

1.

N

6.

7.
8.

VIII.

Store managers ...decisions about which products to keep and which
ones

... away with.

. Although that company has almost the same name as ours, we have
nothing .......... with them.
You should ......cccccevivviiiinviiiinnnnnn. certain that the customers are always
satisfied.

. In many cases, it .......... sense to stock original products that cannot be

found easily in other shops.

He....... living as store manager for over 30 years and does not plan to
retire yet.

Could you .... me a favour and work the morning shift?

...................... workers redundant is never an easy task for a manager.

Fill in the blanks below with the correct prepositions.



L ol

Although Leila is young, she is already successful.................... business.
It is necessary........cccceeeeeee. us to improve our after-sales service.

Is your computer compatible ...........ccceunne...e mine?

The customers are very critical .................. some of the products we sell.
We must be attentive ........cccceeeeveviiveenecnnennn. the needs of our customers.

IX. Match a word from each of the columns below lo form
expressions that could be used to replace the words in italics in
sentences A-1. Write the answers in the space provided after each
sentence (there are two answers to F).

VERBS
1  check 6 Raise
2  provide 7 Change
3 move 8 Withdraw
4 pay 9 Earn
5  order 10 Issue
INOUNS
a capital f  the bill
b Cash g Interest
c foreign money h a statement
d Funds i Shares
e aloan j Balances
1. In order to increase financial resources the company intends to sell
units of its capital on the
2. StOCK MATKEL....ccouviiieiiiiniieiiieeccceetteees et aeae s
3. Nowadays it is possible to transfer money between different accounts
using an electronic banking system installed in your home.
4. My bank has agreed to give me the money I need, repayable over three
years, to help me get the business started.
5. It doesn't matter if the banks are closed when I arrive because I'm sure

that at the hotel in Zurich I'll be able to convert some dollars into Swiss
Francs. .oooeeeveeieiiiiiiieiieieeeeeeeeenenns

X. Read the following authentic newspaper headlines and decide in
each case whether they reflect a good (+), average (o) or poor (-)
performance of the company's shares on the Stock Exchange.

A ol o

Matsushita expects Y85bn profit boost.........cccccueeeueenne
Welpac dives to £1.2m 108S.......ccoeeeveeirviieeeinineeenns
Philips surges to £193m in third quarter.......................
Jump in Rhone-Poulenc income...........cccceeereunnnennnnnn
Bibby falls £10.7 into the red..........cccecovvieinninnnnnns



6. Sumitono Metal Mining tumbles............ccccceeennnn...e.

XI. Commonly confused words. Circle the correct word in brackets
in each of the following sentences.

1.

2.

3.
4.
5.

This report examines the (relationship/relation) between education and
the level of development in Africa.

During the meeting, he made a brief (illusion/allusion) to the decline in
exports to Western Europe.

Austria has been (accepted/excepted) into the European Union.

Of the two proposals put forward, I prefer the (later/latter).
(Who's/Whose) responsible for consumer affairs in this company?

XII. Give a one-word definition.

1.
2,
3.
4.

An estimate of the price of something.

Another word for a professional insurer.

A request for payment following an accident.

An intermediary between a client and an insurer.

XIII. Countable and uncountable nouns.

In each of the following sentences indicate with a tick (/) or a cross
(X) whether the noun in italics has been used correctly. If not,
write the sentence out correctly in the space provided.

1.

2.

Their training has been organised to cover basic communication
skills.....cccveernennnee.

Over the years our company has accumulated a lot of experiences in the
field of laser scanning

LECHINIQUES. ... ettt e e e tr e e e e rae e e s e rae e e e e neees

Businesses were especially good last quarter and this will affect our
profits for the year........

. The datas show a fall in the number of fatal accidents.

II BapuanT

I. Circle the word that does not belong to the same field in each
horizontal group:

1. business company society subsidiary
2. salary manager salesman employee

3.
4

finance product research marketing
distributing selling assembling promoting



5. components tools hardware strategy
6. end user customer client distributor

II. Match each of the words that you circled with the following:

) DU a monthly payment in exchange for work

2. evreeeeeeeeens an item that has been made

1 ST a plan of action

Be ereeeeererreenen a non-profit-making organisation

D eeeeeeeenrnneeeens putting parts together

0. cevrreereeeeenn a person or business which has an agreement to sell the

goods of another firm

IT1. Adjectives of Nationality

Read the ten short passages. Below each one you will find a
sentence which you should complete using an adjective of
nationality. Make sure that your sentences reflect the information
that is contained in the passage itself.

1.

The Ministry of Trade and Industry in Japan has for the first time
awarded licences to six foreign firms who can now operate investment
funds on the Tokyo market. The Tokyo market was previously restricted
110 JO ORI P ORI PPRRRRRRRRO firms.

. This year we have decided not to attend the 'Fiera Milan' trade fair in

Italy as the date coincides with a similar but more important event in
Frankfurt in Germany. We will be attending the
ceeeeteeeeteeenteeeeaaees eerree s eraeessaraenane trade fair.

. Our main markets are Eastern Europe and North America. However, we

also do some bu with Portugal. The ........cccoeceereviiiniiinniiiinieennee,
market is not one of our most important.

Whenever we set up a foreign subsidiary, we always make sure that it is
managed by soi from the country concerned. The same will be true for
our new operation in Finland. Our new subsidiary will have a
.................................................... manager.

. Although our company was originally Swedish, four years ago we

transferred all of our operations to Switzerland and re-registered over
there. The company iS N0 IONZET ......cceevviiirriieiiiiieiiriee e

IV. Advertising slogans

Read the slogans and match them with the products or institutions
for which you think they were actually used.

1.

M.P. (Member of Parliament) involved in cover up ...a. white correction
fluid

2. Prices that won't leave you speechless ................... b. video camera

(camcorder)



3.
4.
5.

The architects of time ................... c. watches
Could you be a more inspiring leader? ................... d. telephones
The focus of attention ................... e. the Army

V. Circle the word that does not belong in to the field in each
horizontal group.

|1 [promotion  |export |pricing | packaging |
|2 [clause |client | contract |brochure |
|3 [slogan | fee [money | pay |
|4 |star lexecutive lactor |celebrity |
|5 [Toendorse  |to afford [to promote |to support |
|6 |computer |television [commercial ladvertisement |
|7 [publicity limage | Reputation lagent |
|8 | To plummet  [to fall [to rise |to drop |

VI. Match the words on the left with the words on the right to make
compound nouns which are commonly used in advertising.

AR ol o

7.

market a. audience
mass b. time

target c. media
direct d. symbol
status e. research
sales f. mail

prime g. promotion

VII. Complete the following sentences with the correct form of
make or do.

1.

2.

VIII.

Store managers ...decisions about which products to keep and which
ones ... away with.
We .... arrangements with a store 'designer .... up our window displays.

LaSt YEAT WE....uueeeererereereeeereeeenireeeseeireeseseeeees well, despite the
recession.

We...oviieieieeenns a mistake by assuming that our products would sell well
abroad.

I'm in charge of inventory and stock management. Who .......... that job in

your store?

We have met many suppliers, but we ......up our minds yet about which
ones to work with.

We promise.......... our best to have that item for you by the end of the
week.

Fill in the blanks below with the correct prepositions.



1. We're certain .......... the positive results that a national advertising
campaign can have.

2. I was not aware................ the fact that these models no longer exist.

3. We are very satisfied .........ccccovvvveeeeeieiciivnnnenn. this quarter's profits.

4. I'm interested ......ccccceeeeiieieiiiiiieeee e a career in retailing.

5. We're quite concerned ..........cccoovvvveeeeeeeennnnn. the problem of stock
management.

6. Our customers are fond .....the 'personal touch' that we try to emphasise

in each of our shops.
7. The neighbourhood residents seem enthusiastic ...... the opening of the
new shop.

IX. Match a word from each of the columns below lo form
expressions that could be used to replace the words in italics in
sentences A-1. Write the answers in the space provided after each
sentence (there are two answers to F).

VERBS

1  check 6 raise

2  provide 7 change
3 move 8 withdraw
4 pay 9 earn

5  order 10 issue
NOUNS

A capital f  the bill

B cash g interest

C foreign money h astatement
D Funds i shares

E aloan j  balances

1. With the new computer system, customers can consult their accounts to
see how much money they have available..........................

2. Next week we will have to settle the invoice for the supplies that we
received last month.

3. I would like to arrange to have a copy of all the transactions on my
account for the month of August this year. .......cccoeceevevvveernvnenns

4. With the new card you can take out up to £100 pounds whenever you
need it.

5. The advantage of this account is that you will receive a percentage on
the money that you deposit. ........cceecveerrueennnen.

X. Read the following authentic newspaper headlines and decide in
each case whether they reflect a good (+), average (o) or poor (-)
performance of the company's shares on the Stock Exchange.

1. Jarvis plans £27m buy as profits leap........cccccceeereueeenne



The Limited recovers with a 10% increase ................c........
UPF trebles to £4.11M ....ovvvvneiieeeeeeeeeeeeeeeeeeeeeeeveneans
Ugland returns to the black with £1.28m........................
Aswa ahead at Y4.6bn after six months...........ccc.ouee....
Earnings at Hamleys on course..........ccccevvvveeeeeennnennn.

AR S

XI. Commonly confused words. Circle the correct word in brackets
in each of the following sentences.

1. I've added an appointment with Mr Diaz to (your/you're) agenda.

2. The poor weather this summer will certainly (effect/affect) the grape
harvest.

3. We attended a conference on the (principles/principals) of strategic

management.

Our (personal/personnel) attend intensive language courses.

The company will (adapt/adopt) new measures to limit the number of

goods which arrive damaged.

e

XII. Give a one-word definition.

1. The amount of money that you pay to insure something.

2. The dangers inherent in business and life.

3. The crime of entering someone's property and stealing their
possessions.

4. Protection through insurance.

XIII. Countable and uncountable nouns

In each of the following sentences indicate with a tick (/) or a cross
(X) whether the noun in italics has been used correctly. If not,
write the sentence out correctly in the space provided.

1. The informations are in the
DIOCHUTE......eiiiiiiiiteeeectee e
2. Each manager has to complete an individual report.

4. Insurance guarantees a
MIiNIMUM Of PTrOTECHIONS. ...cciieviiiiiiieiiriee ettt seeeesee e
5. The new softwares have been installed in the

1.11. [IpyuMepHBIN IepeuyeHb BOIPOCOB K 3aUYeTy
3ayeT 10 AUCIUILUINHE COCTOUT U3 BBITIOJTHEHUS PA/Ia TUChMEHHBIX

3aJIaHUH 110 TeMaM Kypca (B KauecTBe TEKYIIero KOHTPOJIA) U HAITMCAHUS
UTOTOBOTI'O TECTA.



IIpuMmepHBIE TEMbI IMCHbMEHHBIX 3aTaH:

[y

Onucanuve npodmid KOMIAHUH.

2. CocrasyieHHe OTYeTa 1o pe3yJjbTaTaM JaHHBIX aHKETHI 1JI4

sal s

5.
6.

7.

cobece/loBaHUs IIPU ITpHEeMe Ha padoTy.

CocrasiieHUe peKJIaMHOI0 MPOCHeKTa KOMIIaHUH.

CocrasiieHue cxeMbl paboUero IiaHa 1mo pabore ¢ GpaHIaU3UHTOBBIMH
KOMITQaHHUSMH.

HanucaHue 1e10BOro nucbMa napTHepY Ha 3aJaHHYIO TEMY.
CocrapyieHue Ou3Hec-IJIaHA 10 33JaHHBIM [TapaMeTpaM.

3arnosiHeHre (POPMBI CTPAXOBOTO JJOKYMEHTA.

1.12. KoMILIEKT 9K3aMeHAIIUOHHBIX OMIeTOB (YTBep:KJAeHHBIN 3aB.
kadeapoii 10 Havasia ceccum). He mpegycMoTpeHo

1.13. [IpumepHuaa remaruka pedeparos. He niperycMoTpeHO

1.14. IlpumMepHasa TeMaTHKa KypCcOBBIX paboT. He nmpexycmMoTpeHo

1.15. IIppuMepHasa TeMaTUKa KBAIU(PUKATMOHHBIX (IUTIJIOMHBIX)
paoor.

He npeaycMoTpeHo

1.16. MeToauka ucciegoBanua. He npegycMoTpeHo

1.17. BaﬂﬂbHO-peﬁTHHFOBaﬂ cucremMa

ITocemenue Hrorosulii Tect| Brbinoanenune HToro
3aAHATHI NUCHbMEHHBIX
padoTt
10 Ganos 80-706 -5 20 6amnos (3a | 100 6 u Gonee-
KaXJIyi0 paboTy 3a4er
69-556-4 — 2 Ganna)
54-40-3
meHee 40 0 — He
aTTeCcTOBaH

Pazaes 2. MeTognuecKkue yKa3aHUA 110 U3YyYE€HU IO JUCHUILIAHbBI
(uy1u ee pa3/aesiOB) 1 KOHTPOJIbHBIE 3aJaHUA VIS CTYI€EHTOB
3aouHoOu popmbl 00yueHuna. He mipegycMoTpeHO

Paznen 3. CoaepkareJIbHbIN KOMIIOHEHT
TEOPEeTHUYECKOro (IMPpaKkTUYECKOr0) MaTepuaJia.

3anarue 1. Company structures.



ILian:

1.
2,
3.
4.

The departments of an organization.
Responsibilities within a company.
Presenting companies.

Company profiles.

OcHOBHBIE MOHATHSA: company, company organization, company profile.

JInteparypa:

N

OCHOBHAaA:

. Oynxuna I'.A. u npyrue. Y4eOHUK aHIJIUHCKOTO SI3bIKA JIJIsI IEJIOBOTO

00IIIeH s, YacTu 1-2, 3-4.-M.; «ABepc», 1991.

. 3pannesuu E.E. Kommepueckasa KoppecliOHAeHIIUA U JOKYMeHTaIUA

Ha aHIInickoMm sa3bike. CI10, 1992.

. Lannon M., Tullis G., Trappe T. Insights into Business. L., Longman,

1999.
Mc Cartby E., William D. P. Basic marketing, 10t Edition, Boston,
IRWIN Homewood IL 60 430, MA 02116.

. Nickels W.Y. Understanding Business Boston, IRWIN Homewood, IL

60 430, MA 02116.
Strutt P. Powerhouse. L: Longman, 1998.

AOINOJTHUTEC/IbHAA:

. JIrooumueBa C.H. AHIJIMHACKUH 11 JeJIOBBIX Jiozied. M.: Boicmiasa

IIIKO0JIA, 1991.
Johnson Ch., Jonergan J. Starfing Business English, M., UH®PA, 1994.

. Jones L., Alexander R. International Business English. Cambridge

University Press, 1992.

. Jones-Macriola S. White G. Getting Ahead. Cambridge: University

Press, 1993.

. Howard-Williams D., Herd C. Business Words. Heinemann, 1992.

CopaBouHasa siuTeparypa:

Borankuit 1.C. busnec-kypc aHT/InCcKOro si3pika: CioBapsh-
cnpaBouHukK. Kues: Jloroc, 1999

. JIrooumnesa C.H. AHTIniCKUH 14 AeI0BbIX Jrrofei. M.: Beiciias

I1KO0JIa, 1991

. IIpakTuueckuii cI0Baph J€JI0BOTO aHTIIUUCKOTO sA3bIKa. CI16: «DpBu»,

1998
Canapranuesa JI.U., bankanesa E.1O., Pea H.l1. Marketing.
BaaguBocrok: BI'YOC, 2001.

. PeBa H.U., bBankasnesa E.IO. Applying for a job. BaraguBocrok: BI'Y3C,

1999.



6.

Pesa H.U., baukanesa E.}O., Canapranuena JI.. Contract.
BaaguBocrok: BI'YSC, 2001.

3anarue 2. Recruitment.

ILian:

1.
2.

3.

Matching job advertisements with covering letters.
Preparing a CV and letter of application.
Selecting candidates and job interviews.

OcHoBHBIE MOHATHSA: covering letter/a letter of application, curriculum
vitae, job interview.

JInteparypa:

OCHOBHAaA:

I'paxosa JI.JI., llTax6arosa /I.A. CokpoBuinHuiia 6uznecmeHa. M.:
Pumbske, 1992.

. Hdynkuna I'.A. u gpyrue. YueOHUK aHTJIMHCKOTO A3bIKA JIJIA JIEJI0BOTO

ob11eHus, YacTu 1-2, 3-4.-M.; «ABepc», 1991.

. N3paunesuu E.E. KomMmepueckas KOppecloHIeHIIUSA U IOKYMEHTAI[ U

Ha aHrauickoM A3bike. CI16, 1992.

Blanchard K. The one minute manager. New York; Berkley Books, 1985.
Lannon M., Tullis G., Trappe T. Insights into Business. L., Longman,
1999.

Mc Cartby E., William D. P. Basic marketing, 10t Edition, Boston,
IRWIN Homewood IL 60 430, MA 02116.

Nickels W.Y. Understanding Business Boston, IRWIN Homewood, IL
60 430, MA 02116.

. Strutt P. Powerhouse. L: Longman, 1998.

AOIIOJITHUTEC/IbHAA:

. JIrooumiuea C.H. AHIJIMHACKUH 11 JeJIOBBIX Jrofed. M.: Boicmiasa

IIIKOJIa, 1991.
Johnson Ch., Jonergan J. Starfing Business English, M., UH®PA, 1994.

. Jones L., Alexander R. International Business English. Cambridge

University Press, 1992.
Jones-Macriola S. White G. Getting Ahead. Cambridge: University
Press, 1993.

. Howard-Williams D., Herd C. Business Words. Heinemann, 1992.

CopaBouHasa sinTeparypa:

borankuit 1.C. busnec-kypc aHT/InicKoro si3pika: CioBapb-
cnpaBouHukK. Kues: Jloroc, 1999



. JIrooumnesa C.H. AHrIniickuii 1g 1eJ10BbIX jdroaei. M.: Bricias

I1KOJIa, 1991

. IIpakTHUeckuil cjioBaph AeJI0BOTO aHTJIMHCKOTO s3bika. CI16: «9pBu»,

1998
Canapranuena JI.U., Bankanesa E.1O., Pea H.W1. Marketing.
BaaguBocrok: BI'YDC, 2001.

. PeBa H.W., Barkanesa E.IO. Applying for a job. BnaguBocrok: BI'Y3IC,

1999.
Pesa H.U., baukanesa E.}O., Canapranuena JI.M. Contract.

BaaguBocrok: BI'YSC, 2001.

3anarue 3. Management styles.

1.
2.

3.

Management styles in different countries.
International negotiations.
Cultural differences.

OcHoBHBIE MOHATHUA: management style, negotiations.

JInteparypa:

OCHOBHAaA:

I'paxosa JI.JI., [lTax6arosa /I.A. CokpoBuinHuiia 6usnecmeHa. M.:
Pum»ske, 1992.

. Hdynkuna I'.A. u gpyrue. YueOHUK aHTJIMHCKOTO A3bIKA JIJIA JIEJI0BOTO

ob11eHUs, YacTu 1-2, 3-4.-M.; «ABepc», 1991.

. N3paunesuu E.E. KomMmepueckasa KOppeCnOHAEHIIUA U JOKYMEHTAIUA

Ha aHIInickoM sa3bike. CII16, 1992.

Blanchard K. The one minute manager. New York; Berkley Books, 1985.
Lannon M., Tullis G., Trappe T. Insights into Business. L., Longman,
1999.

Mc Cartby E., William D. P. Basic marketing, 10th Edition, Boston,
IRWIN Homewood IL 60 430, MA 02116.

Nickels W.Y. Understanding Business Boston, IRWIN Homewood, IL
60 430, MA 02116.

. Strutt P. Powerhouse. L: Longman, 1998.

JAOIIOJTHUTEC/IbHAA:

. JIrooumueBa C.H. AHITINHACKUH 1A AeJIOBBIX Jrofed. M.: Boiciiasa

I1KOJIa, 1991.
Johnson Ch., Jonergan J. Starfing Business English, M., UH®PA, 1994.

. Jones L., Alexander R. International Business English. Cambridge

University Press, 1992.
Jones-Macriola S. White G. Getting Ahead. Cambridge: University
Press, 1993.

. Howard-Williams D., Herd C. Business Words. Heinemann, 1992.



CopaBouHas JinTeparypa:

1. boramnkuit N.C. busHec-Kypc aHIIMUCKOTO s3bIKa: CiioBaph-
cnpaBouHuK. Kues: Jloroc, 1999

2. JIrooumuesa C.H. AHIIUUCKUAN JUIA AeI0BBIX Jirofaeid. M.: Beicmiasg
IIIKOJIa, 1991

3. IIpakTuueckuii cIoBaph JIEJI0BOTO aHIVINHCKOTO si3bika. CI16: «9pBu»,
1998

4. Camapranmena JI.W., bankanesa E.1O., Pesa H.I1. Marketing.
BaaguBocrok: BI'YDC, 2001.

5. Pea H.U., bBanikanesa E.JO. Applying for a job. BaiaguBoctok: BI'YIC,
1999.

6. Pera H.U., banikanesa E.I0., Canapranuena JI.H1. Contract.
BaaguBocrok: BI'YDC, 2001.

3anarue 4. Advertising and marketing.
Ilnan:

1. Advertising media.

2. Product endorsements.

3. Advertising slogans.

4. Target markets.

5. Customer profiles and marketing strategies.

OcHoBHbIe mOoOHATHUA: marketing, advertising, endorsement, target markets,
marketing strategies.

JInreparypa:
OCHOBHAaA:

1. I'paxona JI.JI., lllax6arosa /I.A. CokpoBuinHuIa 6u3HecmeHa. M.:
Pumbske, 1992.

2. lynkuna I A. u nipyrue. Y4eOHUK aHTJIUHCKOTO S3bIKA /15 IEJIOBOTO
o01IeH s, yacTu 1-2, 3-4.-M.; «ABepc», 1991.

3. Nspaunesuu E.E. KomMepueckasa KOppecloHaeHIA U JOKYMeHTausa
Ha aHIJInicKoM sa3bike. CII16, 1992.

4. Blanchard K. The one minute manager. New York; Berkley Books, 1985.

5. Lannon M., Tullis G., Trappe T. Insights into Business. L., Longman,
1999.

6. Mc Cartby E., William D. P. Basic marketing, 10th Edition, Boston,
IRWIN Homewood IL 60 430, MA 02116.

7. Nickels W.Y. Understanding Business Boston, IRWIN Homewood, IL
60 430, MA 02116.

8. Strutt P. Powerhouse. L: Longman, 1998.

AOIIOJITHUTEC/IbHAA:



N

. JIroouminieBa C.H. AHIIMACKUH U1 IeI0BBIX jirofei. M.: Boicuiasg

IIIKOJIa, 1991.
Johnson Ch., Jonergan J. Starfing Business English, M., UH®PA, 1994.

. Jones L., Alexander R. International Business English. Cambridge

University Press, 1992.
Jones-Macriola S. White G. Getting Ahead. Cambridge: University
Press, 1993.

. Howard-Williams D., Herd C. Business Words. Heinemann, 1992.

CopaBouHas JinTeparypa:

borauxuii 11.C. busHec-Kypc aHrinickoro sa3bika: CioBapb-
cnpaBouHuK. Kues: Jloroc, 1999

. JIrooumnena C.H. AHIJIMUCKUN 1A 1eJI0BBIX Jogeid. M.: Boicmiag

I1KOJIa, 1991

. I[IpakTuueckuil cjioBaph JeJI0BOTO aHTJIMUCKOTO s13biKa. CII6: «QpBu»,

1998
Camapranuesa JI.W., bankanesa E.JO., Pepa H.I1. Marketing.
BaaguBocrok: BI'YOC, 2001.

. PeBa H.N., Bauxkasesa E.IO. Applying for a job. BaraguBocrok: BI'Y3C,

1999.
Pesa H.U., baukasnesa E.1O., Canapranuesa JI.U. Contract.
BaaguBocrok: BI'YOC, 2001.

3ausarue 5. Franchising.

ILnan:

1.
2.

3.

Categories of franchising.
Franchisor/franchisee relations.
Franchise market.

OcHoBHBbIEe MOoHATHUA: franchising.

JInteparypa:

o

OCHOBHAafA:

I'paxosa JI.JI., llTax6arosa /I.A. CokpoBuinHuIia buznecmeHa. M.:
Pumbskce, 1992.

. Hdynxuna I A. u apyrue. YueOHUK aHTJIMUCKOTO A3bIKA JJIs1 IEJIOBOTO

o01IeH s, yacTu 1-2, 3-4.-M.; «ABepc», 1991.

. 3paunnesuu E.E. KomMmepueckasa KOppeCnoOHAeHIIUA U JOKYMEHTAIl YA

Ha aHIInicKoM sa3bike. CII10, 1992.

Blanchard K. The one minute manager. New York; Berkley Books, 1985.
Lannon M., Tullis G., Trappe T. Insights into Business. L., Longman,
1999.



6. Mc Cartby E., William D. P. Basic marketing, 10th Edition, Boston,
IRWIN Homewood IL 60 430, MA 02116.

7. Nickels W.Y. Understanding Business Boston, IRWIN Homewood, IL
60 430, MA 02116.

8. Strutt P. Powerhouse. L: Longman, 1998.

JAOIIOJTHUTEC/IbHAA:

1. JIrooumneBa C.H. AHIIIMACKUY U1 IeI0BBIX Jirofgeid. M.: Boiciiasd
IIIKO0JIa, 1991.

2. Johnson Ch., Jonergan J. Starfing Business English, M., UH®PA, 1994.

3. Jones L., Alexander R. International Business English. Cambridge
University Press, 1992.

4. Jones-Macriola S. White G. Getting Ahead. Cambridge: University
Press, 1993.

5. Howard-Williams D., Herd C. Business Words. Heinemann, 1992.

CnpaBouHada sinTeparypa:

1. borauxwuii N.C. BusHec-Kypc aHTJIMHACKOTO sA3bIKa: CiioBaph-
cripaBouHUK. Kues: Jloroc, 1999

2. JIrooumiiesa C.H. AHIJIMUCKUH JUIS AeJIOBBIX Jifofged. M.: Boiciias
IIIKOJIa, 1991

3. IIpakTuueckuil cioBaph JIETI0OBOTO aHTJIUHCKOTO si3bika. CI16: «9pBu»,
1998

4. Canapraynmea JI.W., bankanesa E.1O., Pea H./. Marketing.
Baagusocrok: BI'YDC, 2001.

5. PeBa H.I., baukanesa E.IO. Applying for a job. BiaguBoctok: BI'Y3C,
1999.

6. Pesa H.U., baukasnesa E.I1O., Canapranuesa JI.1. Contract.
Baagusocrok: BI'YDC, 2001.

3anarue 6. Retailing.
IL1an:

1. Retailing in the UK and in continental Europe.
2. Store layouts.
3. Consumer buying habits.

OcHOBHBIE MOHATHUA: retailing.
JInteparypa:
OCHOBHA:

1. I'paxosa JI.JI., [lTax6aroBa [I.A. CokpoBumnauiia 6u3HecmeHa. M.:
Pumbskce, 1992.



2. Jlynxuna I A. u apyrue. YueOHUK aHTJIMACKOTO SI3bIKa JJIsI IEJIOBOTO
00IIeHs, YacTu 1-2, 3-4.-M.; «ABepc», 1991.

3. M3pawnesuu E.E. KomMepueckas KOppeCIOHIEHIIUA U JJOKYMEHTAL[UA
Ha aHrInickoM a3bike. CII0, 1992.

4. Blanchard K. The one minute manager. New York; Berkley Books, 1985.

5. Lannon M., Tullis G., Trappe T. Insights into Business. L., Longman,
1999.

6. Mc Cartby E., William D. P. Basic marketing, 10th Edition, Boston,
IRWIN Homewood IL 60 430, MA 02116.

7. Nickels W.Y. Understanding Business Boston, IRWIN Homewood, IL
60 430, MA 02116.

8. Strutt P. Powerhouse. L: Longman, 1998.

JAOIIO/THHUTE/JIbHAA:

1. JIrooumiuieBsa C.H. AHI/IUHACKUY JUIA IeJI0BBIX Jitoaei. M.: Briciag
IIIKO0JIa, 1991.

2. Johnson Ch., Jonergan J. Starfing Business English, M., UH®PA, 1994.

3. Jones L., Alexander R. International Business English. Cambridge
University Press, 1992.

4. Jones-Macriola S. White G. Getting Ahead. Cambridge: University
Press, 1993.

5. Howard-Williams D., Herd C. Business Words. Heinemann, 1992.

CopaBouHas JiuTeparypa:

1. borauxuiut U1.C. busHec-Kypc aHIJIMACKOTO A3bIKa: Ci0Baph-
cripaBouyHUK. Kues: Jloroc, 1999

2. JIiooumuesa C.H. AHIJIMHCKHAH JJI JIEJIOBBIX Jifofieii. M.: Bolciias
IIIKOJIa, 1991

3. IIpakTudeckuii cjioBaph J1eJI0BOTO aHIJINHCKOTO s3bIKa. CII6: «9pBU»,
1998

4. CamaprasimeBa JI.W., bankanesa E.IO., Pea H.I1. Marketing.
BaaguBocrok: BI'YSC, 2001.

5. Pesa H.I., baukanesa E.IO. Applying for a job. BiaguBoctok: BI'Y3C,
1999.

6. Pesa H.U., baukanesa E.}O., Canapranuena JI.1. Contract.
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Paszaen 4. CroBapb TEpMHUHOB (TJI0CCApHin)
TeMa 1.

company — most companies are made of three groups of people: the
shareholders (who provide the capital), the management, and the workforce.

company organization - at the top of the company hierarchy is the Board
of Directors, headed by the Chairperson (or President). The Board is
responsible for making policy decisions and for determining the company's
strategy. It will usually appoint a Managing Director (or Chief Executive
Officer) who has overall responsibility for the running of the

business. Senior managers head the various departments or functions
within a company, which may include the following: Marketing Finance,
Public Relations, Production, Personnel (or Human Resources)
Research and Development.

company profile — basic information about a company that includes: name,
headquarters, Chairman, business activities, main markets, sales, number of
employees.

Tema 2.

letters/a letter of application - the letter of application (also called the
covering letter) can be as important as the CV in that it often provides the first
direct contact between a candidate and an employer. If this letter is not well



written and presented, it will make a poor impression. The letter of
application normally contains three or more paragraphs in which you should:

« confirm that you wish to apply and say where you learned about the job

« say why you are interested in the position and relate your interests to
those of the company

« show what you can contribute to the job by highlighting your most
relevant skills and experience

« indicate your willingness to attend an interview (and possibly state
when you would be free to attend)

curriculum vitae (CV) - contains details of a candidate’s education and
experience

job interview — a conversation between a candidate and a representative of
the company to find out if the candidate suits the company.

Tema 3

management style - the amount of responsibility of any individual in a
company depends on the position that he or she occupies in its hierarchy.
Managers, for example, are responsible for leading the people directly under
them, who are called subordinates. To do this successfully, they must use
their authority, which is the right to take the decisions and give the orders
that will allow their subordinates to reach certain objectives. Managers

often delegate authority. This means that employees at lower levels of the
company hierarchy can participate in decision-making. The characteristics of
management often vary according to national culture, which can determine
how managers are trained, how they lead people and how they approach their
jobs.

negotiations - official discussions between the representatives of opposing
groups, who are trying to reach an agreement, especially in business or
politics.

Tema 4

marketing - is the term given to the different activities involved in
distributing goods from the manufacturer to the final customer. The
combination of the different elements of a company's marketing plan, such as
product conception and development, promotion, pricing and packaging is
known as the marketing mix.

advertising - is an important element of the marketing function. It is used to
increase sale by making the product or service known to a wider audience, and
by emphasising its superior qualities. A company can advertise in a variety of
ways, depending on how much wishes to spend, and the size and type of

the target audience. The different media for advertising include television,



radio, newspapers, magazines and direct mail, by which advertisers send
letters, brochures and leaflets directly to potential customers.

endorsement - saying in an advertisement the you use a particular product
and like it.

target markets/marketing strategies - marketing and advertising
specialists must carry out research to determine what customer want and to
develop products which satisfy customer needs. A group of customers which
shares a common interest, need or desire is called a market. Companies must
determine which market would be most likely to buy a certain product and
aim all their marketing activities at this target. Specialists use many different
methods to divide markets into precise groups.

Tema 5.

franchising - can be defined as a business system in which a company

(or franchisor) sells an individual (or franchisee)the right to operate a
business using the franchisor's established system or format. The franchisee
is thus able to take advantage of the franchisor's brand names, reputation and
experience. As part of the contract (or franchise agreement) the franchisee
pays an initial sum of money, known as a franchise (or front end) fee, to
the franchisor and, in addition, agrees to pay a management services

fee, which is usually calculated as a percentage of the annual turnover. In
certain cases the franchisee may also pay an advertising fee to contribute to
the franchisor's annual advertising and marketing costs. It is important to
realise that the franchisee also has to put up the necessary capital to open the
business. Once the contract has been agreed, the franchisor provides

an operations manual which is a document containing all the information
that the franchisee requires in order to manage his or her business.

Tema 6.

retailing - is the general term covering all forms of selling goods to the
public. Retail businesses are usually classified according to the number of
shops or outlets they have.

The smallest operations, such as local grocery or convenience stores are

called single outlet retailers. These are independent businesses run from
one shop. Small multiple retailers operate a maximum of nine shops, all
selling the same range of products. Large multiple retailers (also known
as chain stores) are the big names in the business, such as Marks and
Spencer. These companies have large numbers of stores selling a wide variety
of items. Some operate from out of town locations with parking facilities,
known as either superstores (over 20,000 square feet)

or hypermarkets (over 50,000 square feet). Department stores, such as
Harrods in London, are large shops which sell a wide variety of products. They



are organised in departments, each with its own manager, and are usually
found in city centres.

Tema 7.

banking - the banking sector in the United Kingdom is made up of a variety
of different institutions which are supervised by the country's central

bank, The Bank of England. This bank not only looks after both the
government's finance and monetary policy but it also acts as banker to other
banks. However, for the general public and many businesses, banking services
are provided by the Commercial Banks (also called the Clearing

Banks) which have offices or branchesthroughout the country. These banks
offer a wide range of banking services which include accepting deposits,
making loans and managing their customers' accounts. Merchant Banks, on
the other hand, do not deal with the public in general but specialise in
providing services to companies or corporate customers. They are particularly
active in arranging mergers and acquisitions and in advising on aspects of
corporate finance.

Tema 8.

companies’ shares - when a company needs to raise money in order to
grow, it can choose between two different options. It can issue shares (or
parts of its capital) which can be bought by the general public. These shares
are known as equities or ordinary shares, and are the most common form
of share. When you buy shares in a company, you become a shareholderand
own a part of (or have a stake in) that company. As part owner of a company,
you can therefore make or lose money depending on the company's profits. If
the company does make profits, it pays a sum of money per share, known as

a dividend, to its shareholders usually twice a year. Companies can also
borrow money from a bank or from the general public by

issuing bonds which are loans with a fixed amount of interest to be paid each
year. Each year, billions of pounds of shares are bought or sold (or traded) on
the London Stock Exchange. In addition to the shares mentioned

above, government stocks, or gilt-edged securities are also traded.
These are loans issued by the government to help it fund its spending
(building roads and hospitals, defence, etc.)

stock exchange — a market place where securities are bought and sold.
broker - acts on behalf of their clients to buy and sell shares

jobber - acts as wholesalers on their own behalf buying from, and selling to,
brokers but not to the general public.

Tema 9.



small business - many of the larger businesses in the UK are public limited
companies which means that the public is able to buy and sell their shares on
the Stock Exchange. Such companies have the letters ple after their name, and
examples include Marks and Spencer, Guinness and the National Westminster
Bank. However, since the minimum share capital for a public limited company
is J50,000, this makes it an unsuitable choice for small businesses, which are
more likely to take one of the following forms:

Sole Trader or Sole Proprietor

This is the simplest way of starting a business. You are self-employed and
entirely responsible for all aspects of running your own business. This is
especially suitable for small retail businesses.

Partnership

When two or more people want to start a business together they can set up a
partnership and agree on how the business will be operated. All partners are
responsible for the debts of the partnership and profits and losses are shared
between them.

Private Limited Company

A company can be formed with a minimum of two people becoming its
shareholders. In order to establish such a company, specific administrative
procedures must be followed. For example, the shareholders must appoint a
director and a company secretary. If the company goes out of business the
responsibility of each shareholder is limited to the amount of money that they
have contributed. A private limited company has the letters Ltd. (Limited)
after its name.

business plan - information about one’s proposed business that includes:
DETAILS OF THE BUSINESS

Name of business

Type of business

Format (limited company, partnership etc.)

PERSONAL DETAILS Relevant work experience

PERSONNEL

Number of people/job function

PRODUCT/SERVICE Description



MARKET

Describe your market

Who are your customers?

Is your market growing, static or in decline?

Who are the main competitors?

What are the advantages of your product or service over the competition?
MARKETING

What sort of marketing or advertising do you intend to do?

PREMISES/MACHINERY/VEHICLES Where do you intend to locate the
business and why? What sort and size of premises will you need? What
machinery/vehicles do you require?

OBJECTIVES

What objectives do you have for the business?
Short-term

Medium-term

Long-term

Tema 10.

insurance/risk - people buy insurance to protect themselves against the
losses that may result from an accident or catastrophe. For example, a
company involved in a major construction project may have all the necessary
skills for completing the job but there is still an element of risk. Extreme
weather conditions or a natural disaster could damage or destroy the work
that has been done. To protect itself, the company can pay a sum of money -

a premium - to an insurance company who will underwrite the risk or
guarantee to provide financial compensation if such an event occurs. The
exact details of this insurance are contained in the insurance policy which is
a document showing the risks that have been insured against and the levels
of compensation that will be paid.

PazneJ 5. IIpakTHKYM IIO pellIeHUI0 3a4a4 (IMpakTHYeCKUX
CUTyaIluil) 1Mo TeMaM JieKiui. He mpeaycMoTpeHO



