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Bsenenne

Yuebnoe mnocobue «Introduction to Commerce and Trading: Basic
Concepts» TMOATOTOBICHO B COOTBETCTBMM C TPEOOBAHUSMHU MPOTPAMMBI IO
MHOCTPAHHOMY SI3BIKY IJISI CTYACHTOB 2-3 KypcOB OYHOW (OpMBI OOYYEeHHS TIO
HarmpaBlieHusM  noarotoBku:  ToapoBenenue (100800.62), ToproBoe neno
(100700.62), Kommeprus (080300.62). Ilenbro mocobus siBnsercs GopMupoBaHue u
COBEpIIICHCTBOBAHNWE CTYJCHTaMU MPOQPECCHOHATBHOW  KOMIIETEHTHOCTH  HA
WHOCTPAHHOM  SI3BIKE TP COOJIFOACHWM  TNPUHIUMIIA  MEKIUCIUILUIMHAPHOM
uHTerpanuu. B mpouecce u3ydeHus —NpodecCHOHaIbHO-OPUEHTUPOBAHHOTO
MHOCTPAHHOTO S3bIKa CTYACHTHI IMOJIy4alOT BO3MOXKHOCTH OJHOBPEMEHHO, H
pa3BUBaTh KOMIETCHIIMM KOMMYHUKAIIMM HAa WHOCTPAHHOM SI3bIKE, U 3aKPEIlISTh
3HAHUA W HaBBIKH, MPUOOPETEHHBIC HA JICKIUAX U CEMHUHApax Mo MpOoPUIHPYIOIIUM
TUCIMILTAHAM.

YyeOnoe nocobue «Introduction to Commerce and Trading: Basic Concepts»
OTBEUAET HOBBIM OOPA30BATENBHBIM CTAHIAPTAM, MPEAINOJAralmuM OO0ydeHHE B
paMKax KOMIETEHTHOCTHOTO TMOJXOJa C HCIOJb30BAaHHEM WHHOBAIMOHHBIX
MeIarOTHIECKUX TEXHOJOTUH. B MaHHOM MOCOOUH MCTIONB3YIOTCSI aKTUBHBIE METOIbI
oOydYeHHs TaKue KakK, MPOCKTHAs METOJNKA, METOJMKA U3YUYCHUS KecoB, 0OydeHre B
COTPYIHHUYECTBE, pOJIEBbIE UIPhl W aApyrue. l[IpuHIum, Mo KOTOPOMY CO3[aHO
yueObHoe mocobue «Introduction to Commerce and Trading: Basic Conceptsy,
MO3BOJIAET KakK TMOJyYUTh TEOPETUYECKHWE 3HAHUS M OTpaboTaTh HEOOXOIWMBIE
JEKCUYECKHE W TPaMMaTHYECKHE CTPYKTYphl, TaK CO37aBaTh YyCIOBUS JJIS
MOJICTTMPOBAHUS CHUTyallMii Ha WHOCTPAaHHOM SI3bIKE, AaHAJIOTUYHBIX OymyIien
TPYJOBOH  JEATEIbHOCTH, 4TO CHOCOOCTBYET MOBBIMIICHUTO YPOBHS
npoeCCHOHANBFHOTO ~ MacTepcTBa.  Marepman,  mpeyiaraeMblii  BHUMAaHHUIO
IperoaaBaTeieil ¥ CTYJICHTOB, HOCUT aKTyalbHbIM XapakTep. CiieayeT moa4epKHyTh,
YTO TEMAaTHKa MOAYJEH B MOCOOMHM amanTUpOBaHA K JKOHOMHUYECKHM DPEaIdsIM
JAIbHEBOCTOYHOTO PETHOHA - TIPOUCXOAUT COXPaHEHUE PETHOHAIBHOTO KOMIIOHEHTA

B y4€OHBIX MTOCOOUSX, BXOISAIINX B y4eOHO-METOIUYECKYIO 0a3y YHUBEPCUTETA, UTO



MO3BOJISIET CBUJECTEIILCTBOBATh O TECHOM CBSI3M MPAKTUYECKOW M TEOPETHYECKOU
COCTABJISIFOIIUX MPoIiecca O0yUeHHUS.

Yuebnoe nmocoodue «Introduction to Commerce and Trading: Basic Concepts»
COCTOUT U3 Tpex pazaenoB. [lepsriii pa3nen Brmouaet 9 moayneit (Units), B KOTOPBIX
NPEeICTaBlIeHbl TEKCThl MO Y3KOMY Mpo@uiiio creuuanbHocTH. [locie oCHOBHOrO
TEKCTa CJENYIOT CIHCOK CJIOB U CIOBOCOYETAHHUW K TEKCTY; JIEKCUYECKUE M
rpaMMaTHYeCKUE YIPAKHECHUs, HANpPaBJICHHBIE HA OTPA0OTKY U 3aKpEIUICHHE
OPOWJIEHHOTO Marepuaia; pa3HOooOpa3Hble VYIPAKHEHMs, HalpaBJICHHbIE Ha
COBEPIIICHCTBOBAHNE KOMMYHHKATUBHOW KOMIIETEHTHOCTH B MPOodhecCHOHATHLHOM
NeATENPHOCTH. Y4YeOHOe TOoCOOMe OXBaThIBA€T TEMbBI, KOTOPHIC SBISIOTCS
o0s3aTeNbHBIMU 111 U3YYEHHUS CTYJAEHTaMU 2-3 KypCOB 10 HampaBJIECHUSIM
noaroroBku Toaposenenue (100800.62), Toprosoe neno (100700.62), Kommepiius
(080300.62). Kaxaplii Momyidb 3aBeplIaeTCs MPOEKTHO-KCCIEN0BATEIHCKUM
3aganueM (Project), koTtopoe mo3BOJsIeT co3AaTh YCIOBUS IS Ah(PEKTUBHOTO
YOpaBJICHUS YYEOHOU NEATETHLHOCTHIO C YYETOM HHAMBUAYAJIBHBIX OCOOCHHOCTEH
CTYJIGHTOB U CIOCOOCTBYET MPUBUTHUIO HABBIKOB IMPOBEACHUS CAMOCTOSITEIIbHBIX
WCCICIOBAHMM, TPOSBICHUIO  TBOPYECKOTO  TMOTEHIMANa W BOCIUTAHUIO
CIEIUATMCTOB BBICOKOW KBaTU(UKALIIH.

Bo BTOpOoM pa3znene BHUMaHUIO MpernojaBarenieil U CTYAEHTOB Ipeaiaratorcs
ayIMOTEKCTHl JJI1 BOCHPUATHA WHGOPMAIMM HAa WHOCTPAHHOM s3bIKe. Bce
ayJIMOTEKCTHI OJ00PaHbl B COOTBETCTBUM C TEMaMHU MOAYJIEH, M UX MPOCITYLIUBAHNUE
CIIOCOOCTBYET Kak (DOPMHUPOBAHHWIO W PA3BUTHIO HABBIKOB ayJUPOBAHUS, TaK H
SBJISICTCSI CPEJICTBOM TIOYYEHUS JOMOJHUTENbHOW wuHpopManuu. K kaxgomy
ayJIMOTEKCTY TMpEeJUIaraeTcs CHHCOK KIIOUEBBIX CIOB U 3aJaHuE [JIsi KOHTPOJIA
MMOHUMAaHUS TTPOCITYIIAHHOTO.

B Tperthem paznene mpenactaBieHbl COBPEMEHHBIE TEKCTHI MO CIEIHMAIBHOCTH
UIsE OOCYXJEHUSI U aHHOTHPOBAHUS C LEJbI0 (POPMUPOBAHMS HABBIKA BbIJCICHUS
OCHOBHOU HJIEW B TEKCTE, YMEHHsI TiepepadaThiBaTh MHGOPMAIHMIO U TTpeoOpa3oBaTh

€€ B JIOTHYCCKU Oq)OpMJ'ICHHOC BBICKA3bIBAHUC.



UNIT 1. GETTING A JOB
PART 1. WRITING A RESUME

A résumé is a document used by individuals to present their background and

skill sets. Résumés can be used for a variety of reasons but most often to secure new

employment. The résumé is usually one of the first items, along with a cover letter

and sometimes job application packet, that a potential employer encounters regarding

the job seeker and is typically used to screen applicants, often followed by an

interview, when seeking employment.

Writing a successful resume depends on many factors. Here is a simple guide

to the basics of writing a good resume:

l.

Personal information. Write your full name, address, telephone number, fax and

email at the top of the resume.

. Job Objective. Include an objective for the resume. The objective is a short

sentence describing what type of work you hope to obtain. Think your career

goals carefully.

. Education. Take detailed notes on your education. Include degree of universities,

major or course emphasis, school names and courses relevant to career objectives.
Do it in reverse chronological order. Remember to include any important
continuing education courses you may have completed. If you graduated with

honors, surely include it.

. Work experience. Take detailed notes on your work experience. List your work

experience beginning with your most recent job. Include dates of employment,
company specifics. Include your main responsibilities, any other activities that
were part of the job, the job title and company information including the address

and dates of employment. Include everything even unpaid and part time positions.

. Skills. Finally list information skills such as languages spoken, computer

programming knowledge etc. Based on your detailed notes, decide which skills

are transferable (skills that will be especially useful) to the position for which you

are applying.



. Extracurricular activities. Include a list of other non-work related

accomplishments. These may include sports and competitions won, membership

in special organizations, travelling, etc.

. Finish your resume with the following phrase: references. If you have no space for

it, you can write “Available upon request”. List two people who are not related to
you but who can describe your qualification for the job.

Tips: Be concise and short! Your finished resume should not be more than

page. Use dynamic action verbs such as: accomplished, collaborated, encouraged,

established, facilitated, founded, managed, etc. Don’t use the subject "I", use tenses in

the past. Except for your present job. Example: Conducted routine inspections of on

site equipment.

VOCABULARY

® NS s

9.

to present background — npencraBuTh OMorpaduyecke JaHHbIC

skill sets — HaOop/psiq HABBIKOB

to secure new employment — mpeocTaBuTh/ 00€CTIEUUTh HOBOE MECTO PAOOTHI
a cover letter — COmpoBOIUTENBHOE TTHCHMO

job application packet — maker JOKyMeHTOB O IpueMe Ha paboTy

to screen applicants — IpoCMOTPETh/ MPOCKAaHUPOBATH TaHHBIC KaHAUIATa

a simple guide — npocToe pyKOBOJICTBO

personal information - nuunas uHboOpMaLUs

job objective — 11esb paboThI

10.career goals - KapbepHBIC LIETH

11.major or course emphasis — OCHOBHOE TpeIMET WM CIeIHaIA3aIus Kypca

12.relevant to — oTHOCAIIIAICS K

13.in reverse chronological order — B 00paTHOM XpOHOJIOTHYECKOM MOPSAKE

14.to graduate with honors — 3aKOHYUTH C OTJIIMUUEM

15.work experience — onbIT pabOThI

16.the most recent job — mocyegHee MecTo pabOTHI

17.responsibilities - o0s13aHHOCTH

18.transferable skills — HaBbIKH, KOTOPBIE MOXXHO MIPUMEHSTH B pa3HbIX cepax



19.extracurricular activities - yBie4eHHsI

20.accomplishments — qocTmkeHHs

21.references - pekomMeHIaIUN

22.to describe qualification for the job — onucate kBanupukanuo B pabore

23.concise — KpaTKui/ cxKaThIi

EXERCISES

Exercise 1. Match the definition and description.

Salary, Accomplishments, Career Portfolio, Resume, Transferable Skills, Letter of

Recommendation, Cover Letter, References.

l.

are the achievements you have had in your

career. These key points really help sell you to an employer

should always accompany your resume when

you contact a potential employer. It entices the employer to read your resume.

is a job-hunting tool a job-seeker develops to

give employers a complete picture of who you are, including samples of your
work and what you have the potential to become - much more than just a cover
letter and resume can provide.

is a letter of support for your skills, ability, and

work ethic, usually written by a former boss or co-worker.

is a group of people who will say good things

about you and who know specifics strengths that you offer. Always ask people
before including them into this list.

is a key job-hunting tool used to get an

interview; it summarizes your accomplishments, your education, as well as your
work experience, and should reflect your special mix of skills and strengths.

is financial compensation an employee receives

for performing the job. Can be determined by hourly, daily, weekly, monthly, and

yearly. Also can include overtime pay, bonuses, and commissions.



are skills you have acquired during any activity

in your life - jobs, classes, projects, parenting, hobbies, sports, virtually anything -

- that can apply to what you want to do in your next job.

Exercise 2. Which words and word-combinations are used to talk about which

resume sections? Sort them into the correct category.

Type of work you hope to obtain, name, travelling, dates of employment, career

goals, graduated with honors, sports, languages, available upon request, most recent

job, universities, membership in organizations, telephone number, courses, computer

knowledge, company information, address, describe qualification, responsibilities.

personal information

job objective

education

work experience

skills

extracurricular activities

references

Exercise 3. Insert prepositions where necessary.

1. Résumes are used a variety of reasons, but the main is to get a position.

2. Writing a successful resume depends many factors.

3. Youshould take ~ detailed notes your education.

4. Remember, not all the courses are relevant your career objectives.

5. Did he graduate honors?

6. List your work experience beginning your most recent job.

7. Can you decide which skills are transferable the position for which
you are applying ?

8. I don’t have membership any special organizations, but I was engaged
into volunteer work.

9. She will describe your qualification the job.

10. I always write about letters  recommendation: “Available ~ request”.
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Exercise 4. Answer the questions to the text.
. What is a resume? Why is it important to have a well-written resume?
. What are the sections of a resume?
. What personal information should you give?

. What is a job objective?

1
2
3
4
5. What should you include into an education section?
6. What do you list into a work experience section?

7. What are transferrable skills?

8. Who should you include into references?

9. What tips would you give to a person who starts writing a resume?

Exercise 5. Describe your strengths and weaknesses using following adjectives.

Make up a situation of 5-7 sentences.

accurate energetic outgoing
active enthusiastic pleasant
adaptable experienced positive
broad-minded honest productive
competent innovative reliable
creative loyal resourceful
dependable mature self disciplined
determined methodical sense of humor
diplomatic motivated tactful
efficient objective trustworthy

Exercise 6. Retell the text.

Exercise 7. Use the resume sample and write your own.

Richard Anderson

1234, West 67 Street, Carlisle, MA 01741,

(123)-456 7890.

Career Goal

Obtain a respective career in the production unit with the obtained organizational and

professional expertise.
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Educational Background

o Achieved Associate Management Degree from the Southwestern University,
South California at in the year of 1996 at Product Management.

e Achieved Bachelor in Science Degree from the Orlando University, Orlando in
the year of 1992 at Nursing as the major.

Computer Programming Skills

e Practiced Operating Systems: Windows9X, Windows2000, Windows ME,
Windows XP, Windows Vista, Linux, Unix, MS DOS

e Practiced Office Package: Microsoft Word, Microsoft Excel, Microsoft Access,
Microsoft PowerPoint, Microsoft Outlook Express

Professional Background

2001- Present date: Work as the Product Manager for the Irwin Company,

Washington with the following responsibilities

e Offer exclusive coordination and management for entire product developing.
Researched for obtaining the absolute goal regarding a marketable product.

e Offer necessary study material for training purpose along with the evaluating
measures and various implementations for further betterment.

e Provide necessary management and accumulation for the multidisciplinary project
associates.

1997- 2001: Worked as the Manager of Clinical Services for the Jonathon's

Association, Las Vegas with the following responsibilities

e Provided necessary actions for recruiting, training and motivating the staffs. Offer

various evaluations measures for further betterment.

PART 2. THE JOB INTERVIEW

There are probably few situations that make people more uncomfortable than
job interviews do. After you have managed to put together a resume that takes what
little experience you have and puts it into a very positive light, you now have to sit
across the table and be asked to prove why you are the best person for the job.

The Purpose of an Interview

12



Goal of Candidate is to gather information on position and employer, to
evaluate position, job-setting, co-workers, to determine if position is suitable — “Do I
want to work here?”, to communicate information about yourself — convince
employer to hire you because you are qualified for the position

Goal of Interviewer is to promote organization, to attract the best candidate,
gather information, and assess candidate’s qualifications, to determine if the
candidate fits the position.

Research the Position and Organization

Make sure you understand the details, requirements, and responsibilities of the
job you are applying for. This information can be typically found by reviewing
interview bulletins, recruiting information, and company literature. Finally, be able to
relate your skills and qualifications to the stated job responsibilities. Research the
how long the company has existed? What is its mission? What does it produce? Who
does it serve?

Prepare and Practice

Develop specific examples that highlight your skills. Make sure that you can
answer each question honestly and sincerely without sounding like you prepared
them. But remember, this is not an exhaustive list of possible interview questions, but
rather some general samples to help you begin thinking about what may be asked
during an interview.

Get Ready

Make sure your interview attire is neat, tidy and appropriate for the type of
firm you are interviewing with. Bring a nice portfolio with copies of your resume.
Include a pen and paper for note taking.

Be On Time

Be on time for the interview. On time means five to ten minutes early. If need
be, take some time to drive to the office ahead of time so you know exactly where
you are going and how long it will take to get there.

Stay Calm

13



During the job interview try to relax and stay as calm possible. Take a moment
to regroup. Maintain eye contact with the interviewer. Listen to the entire question
before you answer and pay attention - you will be embarrassed if you forget the
question!

Anticipate Difficult Questions

Do not try to avoid such questions as Why did you change you major three
times? Can you explain your low grade point average? Explain the situation honestly
and in a positive manner. Try to turn a weakness into a strength, i.e., “Yes, my GPA
is low, but this is because I worked thirty hours a week to put myself through
school.”

Prepare Questions for Your Interviewer

The end of the interview is usually reserved for your questions. Do not just ask
generic questions, and do not ask questions that could easily be found in company
literature. Ask questions that will help you determine if you are a good match for the
position and organization, such as the questions above. What are the educational
opportunities? What training will I receive?

Follow Up

Always follow-up with a thank you note reiterating your interest in the
position. If you interview with multiple people send each one a thank you note.
VOCABULARY
1. to put into a very positive light — mpeacTaBUTh B IIOJIOKUTEITLHOM CBETE
2. to gather information on position/ employer — codpaTs nH(bpOpMAINIO O BaKaHCUN/
paboronaterne
to evaluate position — OLIEHUTh BaKaHCUIO
to convince employer — yoenutp pabotogaTesns
to hire - HaHATH
to promote organization — IpoOABUTATh/ PEKIAMHPOBATH OPTAHU3AIIUIO
to assess candidate’s qualifications — oleHUTH KBaTH(PUKAUIO KaHIUAATA

to fit the position moaXoAUTH HA JOJKHOCTD

o ® =N kW

requirements - TpebOBaHUs
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10.recruiting information — uHpopMarus o Halime

11.to highlight skills — ocBsiTUTB/ paccka3aTh 0 HaBBIKax

12.honestly and sincerely — yecTHO ¥ UICKpEHHE

13.general samples — ocHOBHO# 00paszery

14.appropriate interview attire — Hajexaree ohopmiIeHUE IS THTEPBbIO
15.to stay calm — ocTaBaTbcst CIOKOMHBIM

16.to maintain eye contact with — moaepxuBaTh 3pUTENbHBIN KOHTAKT

17.to anticipate difficult questions — mpeABOCXUTUTH TPY/IHBIE BOIIPOCHI

18.to turn a weakness into a strength — mpeBpaTuTh ciiabble CTOPOHBI B CHIIbHBIE

19.a good match for — xoporee coBnagenue s

20.follow-up — mocnenyroiiee aecTBUE / TOMOJTHUTEIBLHOE COOOIIEHHE/ MPOBEpKa

HUCIIOJTHCHUA

EXERCISES

Exercise 1. Give the English equivalent for:

1. mokasaTe mouyemMy BbI JIydllle BCETO 9. Hamiexamee  OoQopMIIEHHE
MOJIXOUTE JIJISl 3TOM pabOTHI UHTEPBBIO
2. cobpaTh MHPOpPMALMIO O BAKAHCUU 10.mpuHecTH akKypaTHOE OPT(HOIINO
3. yOenuth paboTomaTes 1 1.mpuiitTn BoBpemsi
4. npuBIIeYb JTYyYIIEro KaHauaaTa 12.mopaepxxuBath 3pUTENBHBIN
5. HaHATH KOHTaKT
6. OIICHUTDH KBaJIH(DUKAIIIO 13.mpocnymaTts BOIpoOC HETUKOM
7. pacckas3aTbh O HaBBIKAX 14.mpeBpatuTh crnaboe KadyecTBO B
8. 3BYyYMT, KaK Oyaro BbI CUJIBHOE
MOJATOTOBUJIUCH 15.10BTOPSITH CBOM MHTEPEC

Exercise 2. Insert prepositions where necessary.

1. He always puts his weakness a very positive light and it works.
2. 1 was asked to prove why I could be the best person the position of a
supervisor the sales department.

15



3. His task was to gather information position and employer to assess

the chances to get that job.

4. Do your skills and qualifications relate the stated job responsibilities?

5. Her portfolio is appropriate the type of firm she seeks the job.

6. Be time for the interview — that is my advice, as they can’t stand
anybody being late.

7. If you want to attract their attention _ you, maintain eye contact

the interviewer.
8. lTalwayslisten  theentire question  answering.
9. Try to turn a weakness a strength.
10.Surely you are a good match the position of the supervisor in our
company.
11.Reiterate your interest the position when having an interview.
Exercise 3. Finish up and develop into situations of 3 — 4 sentences.
. Interview is a good opportunity...
. Interview is easy/ difficult because...
. The goal of a candidate and the goal of an interviewer are different...

. Do a research of the position and organization...

1

2

3

4

5. Your answers must be...
6. Your portfolio must be...

7. Don’t be late for the interview...

8. When answering questions try to relax and ...

9. Do not try to avoid difficult questions...

10.You can ask about...

Exercise 4. Read the most often asked questions on the interview and try to
answer in a proper way.

1. How would you describe yourself?

2. What influenced you to choose this career?

3. Do you have the qualifications and personal characteristics necessary for success

in your chosen career?

16



. What has been your most rewarding accomplishment?

. How would you describe yourself in terms of your ability to work in a team?

4

5

6. Can you describe your long-range goals and objectives?

7. What do you expect to be doing in five years?

8. How would you evaluate your ability to deal with conflict?

9. Have you ever had difficulty with a supervisor or instructor?

10.To what extent would you be willing to travel for the job?

11.Which is more important to you, the job itself or your salary?

12.What was the most complex assignment you have had? What was your role?

13.Tell me what you know about our company.

14.What suggestions do you have for our organization?

Exercise 5. Do the test “Job Interview”

1. Tell us something about your ......... in the engineering industry?

a) foreground b) background c) knowledge d) history

2. Isee from your ......... form that you have had different jobs in the last 5 years.

a) apply b) applying c) applied d) application

3. Whatsortof ......... of time would you stay with us if we offered you the job?

a) span b) duration c) period d) long

4. Describe how you would describe ......... in five years' time.

a) you b) your c) yours d) yourself

5. Give us some idea of what you believe are your ......... and weaknesses.

a) strength b) strengths c) force d) forces

6. As this is a managerial post, we must ask you how you deal with bad .........
keeping or unpunctuality in an employee.

a) house b) space c) time d) record

7. Imagine one of your staff loses her temper and shouts at you in front of others,
how would you ......... with this?

a) take b) do ¢) handle deal

8.  What would you say to a member of your staff who always ......... his work in

late?a) delivered b) handed c¢) produced d) completed

17



9. 1 should explain that we would naturally ......... any previous holiday
arrangements you have made.

a) believe b) show c) decide d) honor

10. Finally now that we've asked you several questions, do you want to ... to us?

a) place b) put c) offer d) concede

TEAM PROJECT

Divide into 4 groups and present the interview process.

The first group: 2-3 students who will play the role of HR managers. Their purpose is
to take an interview of applicants for the following positions: an office manager, a
merchant, a top-manager.

The second group: students who will play the roles of applicants who are looking for
a job. They give the examples of a well- prepared interview.

The third group: students who will play the roles of applicants who are looking for a
job. They give the example of a failed interview.

The forth group: 1-2 students who analyze the interviewing process and at the end

give comments on both interviewers and interviewees.
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UNIT 2. RAISING FINANCE TO SET UP BUSINESS

Business capital to start up a new business typically comes from the following
sources at varying stages of the life cycle of your business. The first 2 items are
commonly used as seed capital, 3-6 for seed capital and to expand growth.

1. Personal Savings.

The first place to look for financing is right at home and personal savings and
assets are the easiest source of capital. If you have money set aside, you use it instead
of borrowing or rounding up investors. Or, you can take an inventory of items you do
not need and have a garage sale. Most people are pleasantly surprised how much cash
they can raise in a single weekend. You can also use your stocks, bonds, pension
plans, life insurance policies and real estate to raise the needed capital. Those who
own homes often secure equity loans and use the proceeds to start a business.

2. Family Members and Friends.

Next, turn to members of your family or close friends who have faith in you
and want to see you succeed. Borrowing from a friend or relative is generally the
most available source, especially when the capital requirement is smaller. Relatives
and people you know are more open to your ideas than professional investors. They
are also more patient if your business takes longer than expected to get off the
ground. Offer to repay them through profit sharing. If you are borrowing from family
members to avoid putting strain on the relationship, it is better to draw up a formal
agreement in order to put the terms of the loan in writing.

3. Banks.

Banks can be your least expensive way to raising capital, as you can get loans
that are just about 2 percent above prime. However, you would need assets or
profitable and clean credit histories to avail of bank loans. You will also need to have
a business plan with adequate documentation demonstrating a projected cash flow
that will enable you to repay (on time) the loan with interest. You can borrow small
amounts of money from local banks for periods of up to three years. This has lower
interest payments than an unsecured note, but will require you to pledge some assets,

such as stock, or to have someone guarantee the loan.
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4. Government grant.

A grant is a sum of money given to an individual or business for a specific
project or purpose. A grant usually covers only part of the total costs involved.
However, as long as you keep to any conditions attached to the grant, you will not
have to repay it or give up shares in your business.

The government provides support to businesses both financially, in the form of
grants, and through access to expert advice, information and services. However,
getting financial support can be tough. There will be strong competition and the
eligibility criteria for grants are stringent. Criteria vary but are likely to include the
location, size and industry sector of the business. There are also strict terms and
conditions that apply to all grants. However, generally you do not have to repay
grants or interest on them unless you break the conditions.

5. Venture Capitalists.

Venture capitalists are professional investors who may be in charge of a large
pool of capital gathered from a range of sources. These firms invest in new, even
high-risk or speculative businesses without a proven track record, with the potential
for rapid growth and high returns in a short time. They generally want equity or part
ownership of a business in exchange for substantial returns (25 to 40 percent or more)
when they exit typically in three to seven years. These firms are mostly interested in
potential projects that require $500,000 or more because of the high cost of
investigation, evaluation and administration.

6. Angel Investors.

Angels are private investors interested in making more on their capital than
they can make through traditional. These “angels” can be your accountant, attorney,
doctors or other individuals who seek out new businesses to invest in return for
equity ownership. Usually providing additional capital in the range of $25,000 to
$500,000, expect angel investors to demand high returns for their investments.
Relative to venture capitalists, though, angel investors are less demanding and can
also be expected to provide expert guidance and mentor the start-up. Note, however,

that most angels and venture capitalists do not invest in home businesses.

20



VOCABULARY

to raise capital = to seed capital — HaiiTu KanuTan

to start up — HauaTh/OpraHU30BaTh OU3HEC

personal savings — muuHBIE cOSpEKESHUS

assets — akTuBHI, to pledge assets - 3aKaapIBaTh aKTUBBI
to round up investors — coOupaTh HHBECTOPOB

an inventory — TOBapHO-MaTepHAaJIbHBIN 3amac

real estate — HEIBUKUMOCTb

® NS Nk

to secure/ guarantee equity loans — o6ecieunTh 3aJI0T MO 3alUMy

9. available source - TOCTymHBIN UCTOYHHUK

10.to get off the ground - nenate ycrexu

11.to repay through profit sharing — BeIIIaTUTH Yepe3 NPOLEHT OT NPUOBLIH

12.to put strain on the relationship — BO3HUKaIOT HATSHYThIE OTHOIIIEHUS

13.to draw up a formal agreement — moanucaTh OPUIIUATILHOE COTIAICHUE

14.to get a loan — momyuuTh CCyay/3aiim

15.prime — oCHOBHasi CyMMa 110 3aiMy

16.a profitable and clean credit history — momokuTenbHass ¥ 4YucTas KpeAUTHas
UCTOPHS

17.to avail of - ObITH TIOJIE3HBIM

18.cash flow — neHexHbII MOTOK

19.interest payments — IpPOILIEHTHBIC TUIATEXKH

20.to cover total costs — MOKPBITH BCE PaCcXOIbl

21.to provide support / expert guidance — obecriedynTs NOAIEPKKY/ COBET IKCIIEpTa

22.strong competition — )KECTKUN KOHKYPC

23.terms and conditions — CPOKH U yCTIOBHS

24.venture capitalists — BeHUypHbI€ NPEANIPUHUMATEH

25.to be in charge of - ObITH BO IJ1aBe/ 3aHUMATHCS U.-JI.

26.high-risk or speculative businesses — puckoBaHHbIN OU3HEC

27.potential for rapid growth — moteniman ayist ObICTPOTO pocTa

28.high returns - BbICOKast OKynaeMoCTb
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29.to offset by — komneHcupoBaTh/ BO3MEIIATh
30.to demand - TpeGoBaTh

31.to mentor the start-up — KOHTPOJIUPOBATH/ OTCIAEKUBATH OPraHU3AIMI0 OM3HECa

EXERCISES

Exercise 1. Give the Russian equivalent for:

1. opranmzoBaTh OU3HEC 10.mpoLieHT OT IpUOBLITU

2. uckath (PMHAHCUPOBAHUE I 1.moanucate cornamnieHue

3. pacmpojaxa B rapaxe 12.4ucTas KpeauTHAsT UCTOPUS
4. uennele Oymaru/ HaOOP aKIMiA 13.cTporue kpurepun

5. oOiuramuu 14.mpouieHTHBIE TIIATEKU

6. B3SITh B3alMBbI 15.puckoBaHHbBIN OU3HEC

7. obecneduTh 30T MO 3aiMy 16.B KOPOTKHE CPOKHU

8. ompeneauTh CPOKH 3aiima 17.4ucras 1o B cpeacTBax
9. OBITh CHOCOOHBIM BBIILJIATUTD 18.monyunts mpubObUIL B ... %

Exercise 2. Which words and word-combinations are used to talk about which
ways to raise start-up capital? Sort them into the correct category.

To have faith in, high returns in a short time, to invest in return for equity ownership,
open to your ideas, to get loan, to take an inventory of items, strong competition,
private investors, to have a business plan, stocks, bonds, to draw up a formal
agreement, to provide expert guidance, high-risk or speculative businesses, location
and size and industry sector of the business, adequate documentation, close friends, to

repay through profit sharing, to pledge some assets, a clean credit history.

Personal Savings

Family Members and Friends

Banks

Government grant

Venture Capitalists

Angel Investors

22




Exercise 3. Insert prepositions where necessary.

1. They are going to start ~ a new business and now they are looking
financing.

2. Her constant complaints put strain _ their relationships.

3. She took a high risk not drawing ~ a contract with suppliers.

4. Will you to repay your debts profit sharing?

5. I am always open new ideas and projects.

6. He doesn’t have faith ~ this project, that’s why he isn’t interested
borrowing money  his family.

7. The company seeks ~ employees who canround  clients.

8. We can invest capital =~ your business but =~ return for equity
ownership.

9. He was refused to give the loan as he couldn’t prove that it would have potential

rapid growth and high returns a short time.
10.You always provide support me signing contracts.

Exercise 4. Insert the necessary word.

l.

. They set up a partnership, so thee have profit

. If you want to take part in this competition, you should know that

Business capital to a new business typically comes from
different

. She took an of items which she didn’t need and had a garage

. I want to apply to agency to find a suitable apartment.

. I never from a friend, because it can

on the relationship

. Banks demand to prepare a with adequate documentation

demonstrating a

. She had nothing to the loan.

. Our consultancy agency provides to businesses through

access to advice, information and services.

criteria are
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10.Venture capitalists prefer investing money into businesses.

11. are private investors interested in making more on their capital

than they can make through traditional markets.
Exercise 5. Answer the questions to the text.
What are the sources of raising capital to set up business?
What is an inventory of items?
What are personal savings?
Why can your family or friends lend money more easily than others?
What is important when borrowing from friends?
What do you need to have when applying to the bank for a loan?

What is a government grant? Does it cover all costs?

el

What are the criteria for a competition to get a grant?

9. What kind of support does the government provide?

10.Who are venture capitalists? What firms do they invest in?

11.Who are angel investors? What is the difference between angel investors and
venture capitalists?

12.What is the easiest/ the most effective/ the worst way to raise capital?

Exercise 6. Retell the text.

1. As if you want to raise capital and you are thinking of the best way.

2. As if you took a loan or applied to venture capitalists/ angel investors and you
failed.

Exercise 7. Translate from Russian into English.

1. Ipexae ueM HAWTH KamUTal AJsl TOrO, YTOOBI OPraHU30BaTh OM3HEC, ThI JOJDKEH
OIIPEeJIeIUTh, YTO Thl XOUEUIb MTOJyYUTh B pe3yJIbTaTe.

2. 51 npoTHB BIIOXKEHUS JTUYHBIX COEPEKEHHI, T.K. 3TO OYEHb PUCKOBAHHO.

3. Bbl MoO)keTe HCHOJb30BAaTh HEIBUKMMOCTb, AKIMM W OOJUTallMd B KayecTBE
3aj0ra 1o 3anmy.

4. B mpouuioM romy Mbl NOAMHMCATH OQUIMATBHOE COTJIAIICHHE IO TOCTaBKam

JaHHOTO MPOJYKTA.

5. Y Hero BO3HUKIIN HaTAHYTBIC OTHOUICHUA C 6OCCOM, H OH XO4YCT YBOJINTBHCA.
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6. Ona cobupaercst 00paTuThCS B OAHK, YTOOBI MTOTYIUTH CCYITY.

7. OnHu TpeOYIOT MOJTOKHUTEIBbHYIO U YUCTYIO KPEAUTHYIO UCTOPHIO, @ €r0 KpeAUTHAs
MCTOPHS OCTABJISIET JKENATh JTYUIIETro.

8. Uepes 5 yieT Thl JOJDKEH BBIIUIATUTH OCHOBHYIO CYMMY 3aiiMa U BCE MPOLICHTHbBIE
TUTATEXKH.

9. Hama koMmaHusi TOMOKET BaM OpraHU30BaTh OM3HEC W 00ECTICYHT TOIACPKKY B
KauyeCTBE COBETA HKCIEPTA B Pa3HBIX 00IACTSX.

10.BenuypHble npeAnpuHUMATENN BKIAIBIBAIOT (PMHAHCH B PUCKOBAHHBIN OM3HEC,
KOTOPBIN TPUHECET MPUOBLIb B KOPOTKHE CPOKH.

11. Bamr mpoekT mMeeT MOTEHIMAA, U MBI XOTUM IONPOOOBATH 3aIyCTUThH BaIly
IporpaMMy Ha peTHOHAILHOM YPOBHE.

12.Ero xomnanus 3aHUMaeTCsi 00ecreueHNEM TEXHUUYECKON MOIIEPKKU (PU3HUECKUM
U FOPUIUICCKUM JIUTAM.

Exercise 8. React to the quotation.

1. “One key to a successful business start-up and expansion is your ability to obtain
and secure appropriate financing. Raising capital is the most basic of all business
activities. Remember, it takes money to make more money.” (by Isabel M. Isidro)

2. “Neither a borrower, nor a lender be; for loan loses both itself and friend, and
borrowing dulls the edge of husbandry.” (by William Shakespeare)

3. “A bank is a place where they lend you an umbrella in fair weather and ask for it
back when it begins to rain.” (by Robert Frost)

4. “Remember, personal savings is only a small portion of total national savings,”
(by Bruce Bartlett)

5. “Don't gamble; take all your savings and buy some good stock and hold it till it
goes up, then sell it. If it don't go up, don't buy it.” (by Will Rogers)

6. “A venture capitalist would rather work with three large institutional investors
who give him $50 million rather than 10 individuals who give him $5 million

each.” (by Mark Heesen)
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7. “Venture capitalists are taking a longer view of that industry sector; they're willing
to wait longer for an exit because they're getting in early. They have to be both
willing to take risks and willing to be patient.” (by Kirk Walden)

Exercise 9. Act out dialogues on the following topics:

1. You want to ask your family/friends for capital and you should persuade them to
provide the financial support.

2. You go to the bank to talk to a bank manager and you ask for a loan.

3. You are discussing your future business with an angel investor and try to persuade
to invest money into your project/

4. You are 2 friends who are going to set up business and you discuss ways to raise

capital. You have different views.

TEAM PROJECT

Divide into 4 groups and make the presentations of all the types of raising
finance for staring up business.

The first group will speak on personal savings and family loans.
The second group will speak on bank loans.

The third group will speak on government grants.

The forth group will speak on venture and angel investors.

Use the following scheme for the presentation:

1. Definition of your way to raise capital.

2. Advantages and disadvantages.

3. Details of the process of raising capital.

4. An example of a business with your way to raise finance. Use the Internet.
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UNIT 3. TYPES OF BUSINESSES

What is business? For different people the meaning of it is different. We can
give several definitions of what business is.
1. The occupation, work, or trade in which a person is engaged
2. A specific occupation or pursuit: the best designer in the business.
3. Commercial, industrial, or professional dealings
4. A commercial enterprise or establishment

Business pertains broadly to commercial, financial, and industrial activity.
Industry entails the production and manufacture of goods or commodities, especially
on a large scale. Commerce and trade refer to the exchange and distribution of goods
or commodities. Traffic pertains in particular to businesses engaged in the
transportation of goods or passengers.
Objectives of Business Organization

Business organizations are established to meet wants in society. Private
businesses are formed mainly to provide for material demands (i.e. goods and
services) and commercial demands (i.e. banking, insurance) in society. Government
Organizations, on the other hand, tend to satisfy society’s desire for defense, law and
order, education and social welfare. Organizations are thus established to meet
demands in society. In meeting these, organizations will set very definite and clear
aims, e.g. a manufacturing firm will want to stay in business and make a profit. The
aims of an organization are normally decided by the board of directors, or in the case
of public organizations by government ministers.
The most common forms of private business organizations are sole proprietorship,
partnerships and corporations.
Sole Proprietorships

A business owned and controlled by one person is a sole proprietorship. Sole
proprietorships are the oldest, simplest, and the most common of all types of
business. Because the financial resources available to one person often are limited,
sole proprietors tend to be enterprises that require small amounts of capital to start

and operate. Many doctors, dentists, lawyers, bakers, and beauticians organize as sole
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proprietors to provide professional services. Other services offered by sole
proprietors include plumbing, carpentry, dry cleaning and lawn care. Many
construction companies, small grocery stores, florists, other small retail stores, farms,
real estate firms and insurance firms are also organized as sole proprietors.
Partnerships

A partnership is a business that is owned and controlled by two or more people.
As in the case of sole proprietorships they are concentrated in businesses that require
relatively small amounts of money to start and operate. Small retail stores, farms and
construction companies are often organized as partnerships. People in service
occupations, such as doctors, lawyers, accountants, and photographers, also form
partnerships. A partnership begins when two or more people agree to operate a
business together. Partnership can be general or limited. In order to avoid later
conflicts, the partners usually formulate a written agreement called a partnership
contract. A partnership contract outlines the contributions of partners, the distribution
of profits and losses. It details the specific responsibilities of each partner and
includes provision for adding or dropping partners and dissolving the partnership.
Corporations

A corporation is a business organization that is treated by law as if it were an
individual person. A corporation can do everything that a sole proprietorship or a
partnership can do. It can, for example, buy property and resources, hire workers,
make contracts, pay taxes, sue others and be sued and produce and sell products. A
corporation, however, is owned by stockholders. Stockholders are individuals who
invest in a corporation by buying shares of stock. Stocks are the certificates of
ownership in the corporation. Stockholders invest in a corporation in order to make a
profit.

A corporation may be either publicly owned or closed. A publicly owned
corporation allows its shares to be purchased by anyone who chooses to invest in the
business. Most corporations today are publicly owned. A closed corporation is owned
by a limited number of shareholders. People outside of this limited group may not

buy shares in the corporation.
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VOCABULARY

to set an aim — CTaBUTH LENb

business organisation — kKoMMepYecKasi OpraHu3aIys
commercial wants — kKOMMepueckune moTpeOHOCTH
competitive — KOHKYPEHTOCIIOCOOHBI

corporation — akKIIMOHEPHOE OOIIECTBO, KOPIIOPAITUS
distribution — pacnpeneneHue

to establish — ocHOBBIBaTh, yupeKaaTh
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general partnership — KOMITaHHsI ¢ HEOTPAaHUYEHHON OTBETCTBEHHOCTHIO
9. to invest — MHBECTUPOBAThH, BKJIA/IBIBATH JICHBI'U

10.limited partnership — komnaHus ¢ OrpaHUYEHHON OTBETCTBEHHOCTHIO
11.to make a profit — momyuaTs npuOBLIL

12.material wants — MmaTepuaibHble TOTPEOHOCTH

13.to meet wants — y10BJI€TBOPATH NOTPEOHOCTHU

14.partnership contract — 10roBop 0 COTpyAHHUECTBE

15.partnership — ToBapHIIECTBO, TAPTHEPCTBO

16.private business — 4acTHOE MPEANPUITHE

17.private organisation — yacTHasi OpraHu3aIusl

18.profitability — peHTaGe1bHOCTD, TPUOBLILHOCTD

19.provision of a contract — ycmoBue q0roBopa

20.shareholder — akuronep

21.shares — akmun

22.social welfare — conmanbHOe obOecnieueHne

23.stock — aKIIMOHEPHBIN KamMTal; OCHOBHOW KalmHUTal

24.stockholder — akimonep, Bnajenen rocyJapcTBEHHbIX IIEHHBIX Oymar
25.acquisition — mpuoOpeTeHue

26.conglomerate combination — KOHrJIOMepaTHOE 00bETUHEHUE
27.corporate merger — KOPIMOPAIMOHHOE CIIUSHUE

28.corporate performance — coBMecTHOE (DYHKIIMOHHPOBAHUE

29.efficiency — npoAyKTUBHOCTh, MPOU3BOAUTEIHHOCTh
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30.merger — ciusiHue

31.demand — cripoc

32.international market — MeX1yHaApOIHBINA PHIHOK
33.supply — npennoxxenue

34.total market demand — oGuuii 06beM cripoca Ha pbIHKE

EXERCISES

Exercise 1. Give the Russian equivalent for:

1. to give several definitions 8. small retail stores

2. to set very definite and clear aims 9. to avoid later conflicts

3. to entail the production 10.to buy property and resources
4. to meet wants in society 11.to hire workers

5. to be engaged in smth. 12.to make contracts

6. available resources 13.to pay taxes

7. the board of directors 14.publicly owned

Exercise 2. Give the English equivalent for:

1. MeXIyHapOIHBIA PHIHOK/TOPTOBIIS 9. o6mmif 00beM cTIpoca Ha PHIHKE

2. clusiHuE 10.mpubbIIEHOE TIPEANPUATHE

3. yAOBIIETBOPUTH nOTpeOHOCTH 11.mpousBoacTBEHHAs pupma
oOmecTBa 12.BkyaipiBaTh ~ JEHBIM C  LEJBIO

4. pacripezienieHre TOBapOB U YCIYyT npuObUTH

5. IOTOBOp O MAapTHEPCTBE 13.¢upma 1o pabote

6. TUIATUTH HAJIOTH HEJIBUKUMOCTBIO

7. momaBath B Cy[ 14.TpeboBaTh ~ MaJIbBIi  CTapTOBBIM

8. OIpeaereHHOE 3aHITHE KamuTan

Exercise 3. Paraphrase the underlined units.

1. A publicly owned corporation_lets its shares to_be bought by anyone who chooses

to give money in the business.

2. The CEO of that conglomerate combination gives the stuff goals.
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9.

. The partners of one and the same business usually formulate partnership

agreement with all business conditioned stated.

. Commerce and trade refer to the_interchange and allocation of goods or

commodities.

. Individual business is much supported by the government.

. The efficiency of that business union leaves much to be desired, though the

reputation of both companies on the global market is very high.

. The companies may be controlled by government.

The production of consumer commodities hasn’t brought any benefit to that

businessman.

Limited corporations usually required big sums of money for their work.

10.A partnership contract defines the contributions of partners, the distribution of

profits and losses.

11.0rganizations are thus made to satisty demands in society.

12.Traffic belongs in particular to businesses busy in the transportation of goods or

passengers.

13.1t details the specific charges of each partner and contains provision for adding or

dropping partners and breaking the partnership.

Exercise 4. Find in the text terms which mean the following:

l.

is a contractual relationship between two or more persons carrying

on a joint business venture with a view to profit, each incurring liability for losses
and the right to share in the profits.

is a group of people authorized by law to act as a legal personality

and having its own powers, duties, and liabilities.

is the amount by which the stock of capital (plant, machinery,

materials, etc.) in an enterprise or economy changes.

is a formal agreement between two or more parties.

is a limited company that does not issue shares for public subscription
and whose owners do not enjoy an unrestricted right to transfer their

shareholdings.
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6. is a limited company whose shares may be purchased by the public
and traded freely on the open market and whose share capital is not less than a
statutory minimum.

7. is any of the equal parts, usually of low par value, into which the
capital stock of a company is divided: ownership of shares carries the right to
receive a proportion of the company's profits.

8. is the combination of two or more companies, either by the creation of
a new organization or by absorption by one of the others.

9. is an urgent or peremptory requirement or request.

10. is to make available or provide (something that is desired or lacking) or
to provide for adequately; make good, etc.

11. is an event or occasion, usually held at regular intervals, at which people
meet for the purpose of buying and selling merchandise.

12. is a contest in which a winner is selected from among two or more
entrants.

Exercise 5. Insert the necessary word.

1. The most common forms of private business organizations are ,

and

2. are normally decided by the board of directors, or in the

case of public organizations by government ministers.

3. A corporation may be either or

4. A business owned and controlled by one person is a

5. Many of the may have started as sole proprietorships.

6. We can give several of what business is.

7. are individuals who invest in a corporation by shares
of stock.

8. Many , , , are also organized as

sole proprietors.

9. Government organizations tend to

10.Partnership can be or

32



11.Corporations can ; ) ) )

and

12. begins when two or more people agree to operate a business together.

13.We can give several definitions of what business is ,

3 3

14.Stocks are the certificates of n

Exercise 6. Translate from Russian into English.

1. Poct u pa3Bute PUPMBI - €IUHCTBEHHBIN MMyTh, TapAaHTUPYIOIIUN € TPUOBLIb U
MPUBJICYEHHE UHBECTULIUH.

2. Kopmopamusi uMeeTr mpaBo MpuUoOpeTaTb COOCTBEHHOCTh M PECYpChl, HAHUMATh
pabouux, 3aKI0YaTh KOHTPAKTHI.

3. MHorue Bpaud, NEKApU U JAHTUCTHI OPraHU3YIOT WHJUBUAYAJIbHbIE YaCTHBIE
OpeAnpusATUs JUIsl IpeoCTaBlIeHUs NTpOo(hecCUOHATBHBIX YCIYT.

4. OCHOBHBIE 1I€JIM YACTHBIX OpPraHU3ALMK — MOJydeHUE NPHUObUIM, BHDKMBAHHE U
3a00Ta 00 UMUIKE KOMITAHUU.

5. Lenu opranuzanuu 0ObIYHO YCTAHABIMBAIOTCS COBETOM JIUPEKTOPOB.

6. PentabenbHOCTH - OCHOBHAs 11€Jb PA0OTHI JII000I KOMMEPUYECKOW OpraHU3aIiH.

7. Pan KOMIaAHWK OTKPBIBAET HOBBIE MPEACTABUTENIBCTBA B JAPYIMX TOpoOJax Iuis
yJIOBJIETBOPEHUS TOTPEOHOCTEM OOJIBILIErO YUCiIa HACEIICHHUS.

8. AKIIMOHEpHI U CITyKAILKE MOJIYYatoT BBITOLY OT pOCTa KOMITaHUH.

9. Jleno, mnpuHamIexkalee W YOPaBISIEMOE OJHUM  JIMLIOM, Ha3bIBAECTCS
€IMHOJIMYHBIM BJIaJICHUEM.

10. AKITMOHEPHI BKJIAJIBIBAIOT JIEHBTH B KOPIOPAIHIO, YTOOBI MOTYyYUTh TPUOBLITE.

11.ToBapumiectBO -  OopraHuzanuMoHHas  ¢opma  IPEeANPUHUMATETHCKOrO
oOBeIMHEHNS IBYX WU O0JIEe YaCTHBIX JIUII, HE SBJISIOMIASCS KOPIIOPAITHEH.

12.1IpaBa 1 00513aHHOCTH MAPTHEPOB OTOBAapUBAIOTCA B YUPEIUTEIHHOM JOTOBOPE U
ONpEIEIICHbl 3aKOHAMH ILIITATA.

13.Kaxxaplii  mapTHEp BHOCHT CBOM CpPEACTBA, COOCTBEHHOCTb, TPYHd WU

CIIOCOOHOCTH.
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14.B Oanke mapTHEpPHl 3aMOJHAIOT CHEIUATBHBIA JTOKYMEHT, B KOTOPOM
3auKcupoBaHa MO KaXJIOro B MpeAnpusituu. Takas Qopma 0COOEHHO
pacmpocTpaHeHa TpPH CO3JMaHUU FOPUIMYECKUX M ayIUTOPCKUX (DUPM, MajbIX
npennpusaTHii cheprl 00CTy>KUBAHUSA U T.11.

Exercise 7. Make the situation, using the set-phrases:

1. Limited partnership, partnership contract, to set an aim, to establish, distribution,
provision of a contract, non-efficiency, to fail to enter international market, to go
broke.

2. Business organization, to establish, to satisfy commercial wants, to become
competitive, to invest money in the private business, to make a profit,
profitability, to win the competition.

3. Corporation, to merge smaller firms, to sign the contract, to make a profit,
acquisition of capital resources, to develop local social welfare, to become
conglomerate combination.

4. General partnership, to meet wants, to invest money to, to buy shares, corporate
performance, to find the access to the global market, to participate in international
trade, efficiency, total market demand, corporate merger.

Exercise 8. Retell the text as if you are:

1. Governor, willing to support private business.

2. Shareholder, working in corporation.

3. Successful individual businessman.

4. Member of a partnership.

5. A person, staring the business.

6. The CEO of a great corporation.

Exercise 9. Prepare reports on the topic “Illegal business”.

We have figured out the ways of leading the business legally, but you are sure
to know about the illegal business (drug-trafficking, kidnapping, terrorism, people-
trafficking, smuggling). Choose one of the type of illegal business, describe it to you
group and find the means of fighting with it. Use the Internet as the source of

information.
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TEAM PROJECT

Divide into groups of 3-4 students and present one of the types of businesses: the
sole proprietorship, a partnership.

Choose the type of the business you would like to work in. Make the presentation of
your future company starting from the beginning process: how you had an idea about
that business, advantages and disadvantages, your product/ brand/ log, location,
challenges on the way and the result.

If you choose a sole proprietorship, remember:

1. Use a "For" and "Against" list when deciding what you can do without partners.
2. Join a local service organization such as the local chamber of commerce

If you choose a partnership, remember:

Use a "For" and "Against" list when deciding if and whom you should have as a
partner.

If considering a partner, look for someone with complementary skills to your own.

If you take on a partner, have a buy-sell agreement in place before you start.
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UNIT 4. COMPANY STRUCTURE

Most organizations have a hierarchical or pyramidal structure, with one person
or a group of people at the top, and an increasing number of people below them at
each successive level. There is a clear line or chain of command running down the
pyramid. All the people in the organization know what decisions they are able to
make, who their superior (or boss) is (to whom they report), and who their immediate
subordinates are (to whom they can give instructions).

Some people in an organization have colleagues who help them: for example,
there might be an Assistant to the Marketing Manager. This is known as a staff
position: its holder has no line authority, and is not integrated into the chain of
command, unlike, for example, the Assistant Marketing Manager, who is number two
in the marketing department.

Vet the activities of most companies are too complicated to be organized in a
single hierarchy. Shortly before the First World War, the French industrialist Henry
Fayol organized his coal-mining business according to the functions that it had to
carry out. He is generally credited with inventing functional organization. Today,
most large manufacturing organizations have a functional structure, including (among
others) production, finance, marketing, sales, and personnel or human resources
departments. This means, for example, that the production and marketing
departments cannot take financial decisions without consulting the finance
department.

Functional organization is efficient, but there are two standard criticisms.
Firstly, people are usually more concerned with the success of their department than
that of the company, so there are permanent battles between, for example, finance
and marketing, or marketing and production, which have incompatible goals.
Secondly, separating functions is unlikely to encourage innovation.

Yet for a large organization manufacturing a range of products, having a single
production department is generally inefficient. Consequently, most large companies
are decentralized, following the model of Alfred Sloan, who divided General Motors

into separate operating divisions in 1920. Each division had its own engineering,
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production and sales departments, made a different category of car (but with some

overlap, to encourage internal competition), and was expected to make a profit.

VOCABULARY

1. hierarchical or pyramidal structure — wuepapxuyeckas wWiM HOHpaMUAATIbHAS
CTPYKTypa

2. to be at the top - cTosaTh BO r1aBe

3. superior (immediate superior) — HauaaTbHUK (HETIOCPEICTBEHHBINM HAYATHHIK)

4. subordinate (immediate subordinate) — mnogUMHEHHBIH (HEMOCPEACTBEHHBIN
MOAYMHEHHBIN )

5. to report to — MOJYHUHATHCS

6. to make decisions — mpUHUMATh PELICHUS

7. staff position — mecTo paboThI

8. line authority — npsiMoe nmogunHEeHME

9. manager — pyKOBOJIUTENb, MEHEKEP

10.assistant manager — MOMOIIHUK PYKOBOJIUTEIS

11.to carry out function — BBIOJIHATH PYHKIIUH

12.to invent functional organization — n300pecTu GyHKIIMOHATHHYIO OPTaHU3AIINIO

13.production department — oTe1 IPOU3BOACTBA

14.human recourse department — otzien kKaapoB

15.sales department — otaen mpogax

16.finance department — puHAHCOBBIN OTIENT

17.marketing department — MapKeTHHTOBBIH OTIEI

18.to encourage innovation — HOOIIPSATH, HHHOBALIMU, HOBOBBEICHUS

19.to manufacture — npou3BOAUTH

20.a range of products — acCOpTUMEHT TOBapoOB

21.efficient/inefficient — a3 pexTuBHBIN/HEIPDEKTUBHBIN

22.to make a profit — moaydarh npuObLIL

EXERCISES

Exercise 1. Give the Russian equivalent for:
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NS kD=

3
4
5
6.
7
8

one person at the top 8. to be integrated into a chain
separating functions 9. complicated activities

a group of people at the top 10.to expect to make a profit

a clear line of command 11.to take financial decisions
to give instructions 12.standard criticism
colleagues 13.permanent battle between
to assist to smb. 14.decentralized

Exercise 2. Give the English equivalent for:

. T€HepaJbHbIN JUPEKTOP KOMIIAHUHU 9. MeHemxKep MO0 MAPKETUHTY
. ACTIOJIHATEJIbHBIN TUPEKTOP 10.meHemxep o KauecTBy
KOMITAaHUU I1.oTtoen nmpomax
. OTJEJI KOMIIaHUU 12.pexnaMHbIii OTAEN
. (punuan xomnaHuu 13.¢uHaHCOBBIN1 OTACI
. KOMaHJ1a MEHE[)KEPOB 14 . ropunnyueckuii oTaen
MEHEKEp IO MPOoaaKam 15.otnen 3akynok
. MEHEeJ[KEp MO MEePCOHATY 16.0Ten npou3BOACTBA
. (hmHAHCOBBIN TUPEKTOP 17.otnen CHAOXKCHUS

Exercise 3. Match the definition and description.

Autonomous, decentralization, function, hierarchy, line authority, report to,

subordinates.

l.

A system of authority with different levels, one above the other.

. A specific activity in a company, e.g. production, marketing, finance.

. Independent, able to take decisions without consulting a higher authority.

2
3
4.
5

People working under someone else in a hierarchy.

. Dividing an organization into decision-making units that are not centrally

controlled.

. The power to give instructions to people at the level below in the chain of

command.

. To be responsible to someone and to take instructions from him or her.



Exercise 4. Insert the necessary word.

1. Most organizations have structure with or

at the top.

2. The organization might be divided into functional departments, such as

. Decentralized business can’t be successful because

help the department manager to perform the definite functions.

. Functional organizations were originally founded by

Functional organizations are not quite efficient, because

. A chain of command means the people

3
4
5
6. Functional organizations are efficient, because
7
8
9

Separating functions is

10.Hierarchical company structure makes the decision making process

Exercise 5. Answer the questions:

If you are still studying:

1. What kind of organization do you want to work for?

2. In which department? (e.g. production, finance, accounting, marketing, sales,
human resources)

3. Do you think it will later be possible to change departments? what do you think
your first position will be?

4. Do you expect to have one immediate boss, to work for more than one superior, or
to be part of a team?

If you are already working:

1. What is your function or job title?

2. What are you responsible/or? Who are you responsible to? (Who do you report
to?)

3. Does anybody report to you?

4. What other units, departments or divisions do you regularly have to work with?

5. What other departments do you occasionally have conflicts with?
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Exercise 6. State the function of each company member/department, using the

words: to be responsible for, to be in charge of, to perform a function of, to work

with etc.

Company member Company department
Production department Finance manager
Management department Advertising manager
Finance department Staff manager
Sales department CEO
Human resource department Sales manager
Research and development department Customer manager
Customer service General manager
Purchasing and planning department Quality manager
Production department Service manager

Exercise 7. Describe the company structure using the following expressions and

information below:

To consist of, to contain, to include, to be divided into, to be made of, to be

composed of, to be responsible for, to be in charge of, to report directly to, to support

or to be supported by

1. Board of directors - group of people chosen to establish policy for and control a
company.

2. Chairman UK - person who heads a Board of Directors; head of a company;
chairperson.

3. President US - the highest executive officer of a company; head of a company.

4. Vice president US - any of several executive officers, each responsible for a
separate division.

5. Director - a member of the board of directors.

6. Manager - person responsible for day-to-day running of a dept.

7. Marketing Dept. - department that puts goods on market, inc. packaging,
advertising etc.

8. Personnel Dept. - department responsible for recruitment and welfare of staff or
employees.

9. Production Dept. - department responsible for physical creation of product.

10.Purchasing Dept. - department responsible for finding and buying everything for a

company.
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11.R & D Department - department responsible for Research and Development of
(new) products.

12.Sales Department - department responsible for finding customers and making
sales.

13.Secretary at the reception — a person on the place where visitors and clients report
on arrival at a company.

Exercise 8. Read the following statements, and decide whether they are about

the advantages of working in a big or small company.

1. If you have problems with your colleagues you can always change
departments.

2. The atmosphere is friendlier and you know everyone.

3. You are often responsible for a variety of different tasks.

4. You can actually see the result of your contribution to the company.

5. You can be proud of working for a company with a national or international
reputation.

6. You can become more specialized in your work.

7. You can deal with problems face-to-face.

8. You have a better possibility of realizing your potential.

0. You have more independence, and you don't always have to wait for

permission from a superior.
10. You may be able to go and work in a foreign subsidiary.
11. You often get greater freedom, flexibility and openness to change.

12. You’ll probably get a slightly higher salary.

13. You’re unlikely to be fired in a sudden reorganization or downsizing.
14. Y our company will be in a better position in an economic downturn.
TEAM PROJECT

Make the presentation of a famous world company; in particular describe its

inner management system.
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When illustrating the company structure, work as a whole group. Give a brief outline
of a company using the following plan:

1. Name, age, location

2. History of development.

3. Number of employees

4. Main Division and sub-divisions

5. Management team

6. International links

Then each member of the group should present himself/herself on the following plan:
1. Title of the position.

2. Schedule of the working day.

3. His/her responsibilities.

4. Challenges of the job.
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UNIT 5. PRODUCTS

Marketing theorists tend to give the word products very broad meaning, using
it to refer to anything capable of satisfying a need or want. Thus services, activities,
people (politicians, athletes, film stars), places (holiday resorts), organizations
(hospitals, colleges, political parties), and ideas, as well as physical objects offered
for sale by retailers, can be considered as products. Physical products can usually be
augmented by benefits such as customer advice, delivery, credit facilities, a warranty
or guarantee, maintenance, after-sales service, and so on.

Some manufacturers use their name (the ‘family name’) for all their products,
e.g. Philips, Colgate, Yamaha. Others, including Unilever and Procter and Gamble,
market various products under individual brand names, with the result that many
customers are unfamiliar with the name of the manufacturing company. The major
producers of soap powders, for example, are famous for their multi-brand strategy
which allows them to compete in various market segments, and to fill shelf space in
shops, thereby leaving less room for competitors. It also gives them a greater chance
of getting some of the custom of brand-switchers.

Most manufacturers produce a large number of products, often divided into
product lines. Most product lines consist of several products, often distinguished by
brand names, e.g. a range of soap powders, or of toothpastes. Several different items
(different sizes or models) may share the same brand name. Together, a company’s
items, brands and products constitute its product mix. Since different products are
always at different stages of their life cycles, with growing, stable or declining sales
and profitability, and because markets, opportunities and resources are in constant
evolution, companies are always looking to the future, and re-evaluating their product
mix.

Companies whose objectives include high market share and market growth
generally have long product lines, i.e. a large number of items. Companies whose
objective is high profitability will have shorter lines, including only profitable items.
Yet most product lines have a tendency to lengthen over time, as companies produce

variations on existing items, or add additional items to cover further market
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segments. Additions to product lines can be the result of either line-stretching or line-

filling. Line-stretching means lengthening a product line by moving either up-market

or down-market, i.e. making items of higher or lower quality. This can be carried out

in order to reach new customers, to enter growing or more profitable market

segments, to react to competitors’ initiatives, and so on. Line-filling introducing new

products into a product line at about the same price as existing products. It means the

adding more products to an established product line in order to close gaps in the

marketplace and minimize competition.

What to Know About Your Products

Pricing structure How to use the product

Styles, colors or models available Product distribution and delivery

History of the product Servicing,  warranty and  repair

Any special manufacturing process information

VOCABULARY

1. to refer to — oTHOCHTCS K U.-1.

2. capable of satisfying a need or want — criocOOHBIN YJI0BJIETBOPUTH MOTPEOHOCTH
WJTU JKEJTaHUS

3. to offer for sale — npennaraTe A1 IpoaXKU

4. retailers — mpoaaBIbl B PO3HUILY

5. to be augmented by benefits — yBenuuuBaeTcs K-J1. BEITOJ0M

6. credit facilities — BO3BMOXKHOCTb B3ATh KPEIUT

7. a warranty - rapaHTHUs

8. maintenance - TEXHUYECKOE 00CITy)KUBaHHE

9. to market products —poaBUTaTh/ PEKIAMUPOBATH IMTPOTYKTHI

10.under brand names — o 6peHAOBBIM UMEHEM

11.to compete in various market segments — KOHKyYpUpOBaTh Ha Pa3HbIX CErMEHTax

PBIHKA

12.to fill shelf space — 3anomHUTH MOAKU

13.to leave less room for competitors — OCTaBUTh MEHBIIE MNPOCTPAHCTBA IS

KOHKYPEHTOB
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14.to be divided into product lines — pa3aeneHsl Ha TMHUU TPOAYKTOB

15.to distinguish — nenatp oTUumMs

16.the same brand name — Toxe camoe ums OpeHa

17.to constitute product mix - cOCTaBIATH MUKC MIPOAYKTA

18.stable or declining sales — cTaOuIbHBIC WM CHUKAIOIITUECS MTPOJAKH

19.to re-evaluate - mepeoreHUThH

20.high market share — BbicOKast 10711 B phIHKE

21.to lengthen over time — npoAoKaThCs/ YBEIUYUBATHCS C TEYEHUEM BPEMEHU
22.to cover market segments — MOKpPbIBATh PHIHOYHBIE CETMEHTHI

23.to carry out — BBIIIOJHATD /OCYIIECTBIATD

24.1n order to — JJ19 TOro, YTOOBI

25.to reach new customers — JOCTHTaTh BHUMaHUS/ 3aII0TyYUTh HOBBIX TTOKyTaTEICH
26.to react to competitors initiatives — oTpearupoBaTh Ha HHUIIUATUBBI KOHKYPEHTOB
27.existing products — CyIecTBYOIKE TPOTYKThI

28.to close gaps — 3aKpbITh pa3HUILy/ MPOOEbI

EXERCISES
Exercise 1. Translate the words from the brackets.

Products (otHocsTcs k) anything capable of satisfying (morpebHOCTH HiH
xemanns). Products can bring such (Beiroga) such as customer advice, (mocraBka),
(BOBMOXKHOCTh ~ B3ATh KpeauWT), a warranty or guarantee, (TEXHHYECKOE
oOciyxuBaHue), after-sales service, and so on. Most manufacturers produce a large
number of products, often (pa3nenennsie Ha TMHUN TPOAYKTOB). Most product lines
consist of several products, often (ornuuarommecsi) by brand names. Together, a
company’s items, brands and products (coctaBnsroT mMukc npoaykra). Companies
whose objectives include high market share and (poct Ha priHke) generally have long
product lines. Companies whose objective is (Bbicokass mpuObLIbHOCTH) Will have
shorter lines, including only profitable items. Additions to product lines can be
(pesynbrar) of either line-stretching or line-filling. Line-stretching is

(ocymectBisieTcsi) in order to reach new customers, (BOWTH Ha CETrMEHTHI PBIHKA
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OBICTpO pa3BUBaOIIMECs Wik Oonee NpUOBUIbHBIE), to react to competitors'

initiatives, and so on. Line-filling is adding more products in order to (3akpsITh

npoOenbl) in the marketplace and (cBecTH KOHKYPEHIIUIO K MUHUMYMY).

Exercise 2. Find in the text terms which mean the following:

1. The possibility of paying for a product over an extended period.

2. A promise by a manufacturer or seller to repair or replace defective goods
during a certain period of time.

3. A surface in a store on which goods are displayed.

4. Consumers who buy various competing products rather than being loyal to a
particular brand.

5. The standard pattern of sales of a product over the period that it is marketed.

6. The extent to which an activity provides financial gain.

7. Possibilities of filling unsatisfied needs in sectors in which the company can
produce goods or services effectively.

8. The sales of a company expressed as a percentage of total sales in a given market.

9. The set of beliefs that the public at large holds of an organization.

10. A small, specialized, but profitable segment of a market.

Exercise 3. Match the words from each column to make word — combinations.

Use them to make up sentences of your own.

to satisfy segment
credit mix
after-sales market share
brand a need or want
a market customers

to fill gaps
product products
high strategy

to reach facilities

to market service
multi-brand names

to close shelf space
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Exercise 4. Insert prepositions where necessary.

1. Your report doesn’t refer our meeting.
2. He is very capable solving day-to-day problems.
3. Our new services are augmented such benefits as customer

advice, maintenance and after-sale services.

4. This manufacturer uses his family name all the products.

5. We are unfamiliar the name of the manufacturing company, it is
not very popular our region.

6. They are famous their multi-brand strategy which allows them
to compete various market segments.

7. We should leave lessroom ~ competitors on this market segment.

8. Together, a company's items, brands and products constitute its

product mix.
9. Products are always different stages of their life cycles and they are

constant evolution process.

10.Most product lines have a tendency to lengthen time.
11.1 often drop into this shop as they have goods high quality.
12.The research was carried order to understand how to reach

new customers and enter more profitable market segments.

13.We will react competitors’ initiatives by launching a new product into
the market.

14. order to minimize competition on the market, we must be more
sophisticated.

Exercise 5. Finish up the statements.
. The word “product” has a very broad meaning ...
. Some manufacturers use their name for ...

. Most product lines consist ...

1
2
3
4. Product mix is ...
5. Long product lines are ...
6

. Line-stretching is ...
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7. Line-filling is ...

8. You should know about your products ...

Exercise 6. Read the text and match the terms with the correct extracts.

Consumable, Diversity, Quality, Profit Margin, Marketability, What’s Popular.
Knowledge of the product is power. Before you commit to a product or

product line, consider the following factors while deciding what products to sell.

Before considering what product to sell, determine

what market you want to sell to. Once you know what kind of customer you want,
then you’ll be able to determine their needs. Your product selection doesn’t have to
appeal to all of the population but it should be something you can convince a large
percentage of shoppers they need.

When you look at the price of the product, don’t

forget to calculate direct and indirect costs (like overhead) of selling your goods. The
best selling products won't ever earn any real money if your margin is too small.

Choose a product with recurring sales value. A

consumable item that needs to be replaced on a regular basis is one way a retailer can
establish long term sales. By establishing a customer base with recurring products,
customers will continue to come back to you to buy more as they use up the products.

When it comes to selecting products to sell based on

what's popular, timing is extremely important. New trends and products can be a
great boost to your business but you'll need to be at the beginning of the product
lifecycle in order to be successful.

When deciding which products to sell in your store, ask

yourself the following question. Is this product something I would give my dearest
friend? Product quality is extremely important when your reputation is on the line.

If your product line is narrow and focused, then your

marketing efforts can be just as tightly focused, which will bring you the best results
for your marketing dollars. As your business grows, so can your product line as long
as you keep new products compatible with the type of business.

Exercise 7. Retell the text of the unit.
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Exercise 8. Translate from Russian into English.

1. Kakwue npomyKTbl BEICOKOTO Ka4Y€CTBA BBl MOKETE MPEMIIOKUTD IS IPOJAKU?

2. Bama xomnaHus npeaoCTaBiIsIeT FapaHTUIO U TEXHUYECKOE 00CTy)KUBaHNE?

3. Hama 3aiaya B 3TOM MecCsLE - BOWTH Ha 00Ji€€ NPUObUIbHBIE CETMEHTHI PHIHKA.

4. Bblcokas npuObLIb, IOJMydyaeMas OT MPOJaX Ha PO3HUYHOM PBHIHKE, MOXKET
IOMOYb 00OTHaTh KOHKYPEHTOB.

5. IlpoaBuratb OpOAYKTHl MOJ OpEHAOBHIM HMEHEM — caMblii 3()(eKTUBHBIN
Croco0 OBICTPOrO MPUBJICUEHUS OKYIIATENEH.

6. MbI KOHKYpUpPYEM Ha Pa3HbIX CETMEHTAaX PbIHKA, Y HAC CTA0MIIbHBIE TPOIAXKU.

7.  Ecau Mbl OCTaBUTh MEHBILIE POCTPAHCTBA JIJI1 KOHKYPEHTOB, TO CMOXEM CBECTU
KOHKYPEHLUIO K MUHUMYMY.

8. Uto BBl MOXKETE€ IOCOBETOBaTb, YTOOBI M30€KaTh CHIDKAIOIIUXCS MPOAAK
HAIlIEro MpoayKTa?

9. B mpouuiom roay mocie 3amycka HOBOM JIMHUU TOBapa Mbl MOKPBUIM OCHOBHBIE
PBIHOYHBIE CETMEHTHI.

10. 3anonay4uTh HOBBIX MOKYyHaTeJled CI0XKHO, HO MOXHO IIPUBJIEYb UX BHUMAaHHE
4yepe3 MPEJOCTABICHHE YCIYI «COBET IOKYMATEN», «O0OCIy)KMBaHHUE IOCIIE
OPOAAXKNU» U T.A.

11. Kak BbI oTpearupoBajivi Ha MHUIIMATUBBI KOHKYPEHTOB Ha PhIHKE?

TEAM PROJECT

Prepare a report in groups of 3-4 students.

Imagine that an international vending machine operator is hoping to increase its
activities in your country, and has hired you to report on the existing market and to
suggest new products that could be distributed via vending machines. First you have
to prepare a report outlining:

1. Which products are currently sold in vending machines in your country.

2. Where such machines are usually situated.

3. What kind of customers generally use them in what circumstances.

Then you have to suggest further products that could perhaps be distributed.
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UNIT 6. PROMOTIONAL TOOLS
PART 1. ADVERTISING

Advertising is the paid promotion of goods, services, companies and ideas, by
an identified sponsor. Marketers see advertising as part of an overall promotional
strategy. Advertising as the most visible form of promotion is designed to inform
consumers about the existence and benefits of products and services, to stimulate
demand for it, to persuade them to buy it, or to remind. Effective advertising must
extend from sound marketing strategy, take the consumer's view, be persuasive, break
through the competitive clutter, never promise more than can be delivered.

Some commercial advertising media include: billboards, printed flyers, radio,
cinema and television ads, web banners, magazines, newspapers, sides of buses,
musical stage shows, the backs of event tickets and so on. Unpaid advertising (also
called word of mouth advertising), can provide good exposure at minimal cost.
Advertising on the World Wide Web is a recent phenomenon. Prices of Web-based
advertising space depend on the “relevance” of the surrounding Web content.

Here are the cardinal rules of advertising:

One shot ads never work Research shows that the average American sees more
than 30,000 ads per year. On average, only one out of nine well-designed ads is ever
seen by the targeted consumer. We also know that an ad needs to be seen at least
three times before it makes enough impact to spur action. Quick calculation: You
need to put your ad in front of your target consumer twenty-seven times before it
makes a difference.

Quality counts Compared to the cost of placing an ad, the cost of creating an ad
is a bargain. In fact, you can usually get your ads made for free by an ad agency. One
mistake that many businesses make is running mysterious, ineffective, or just plain
bad advertising. Watch any sitcom. At least half the ads you'll see during the program
don't satisfy any objectives and are designed to be entertaining, not effective.

BUT Don'’t start the process with what the ad looks like. Start at the beginning

by deciding what your advertising goals are.
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VOCABULARY

1. paid promotion — oTuTaY€HHOE TPOBUKEHUE

2. the existence benefits — BbIro1a OT MOKYIIKH

3. to stimulate demand for — ctumynupoBath cripoc

4. to persuade/ convince — yoeauTh

5. to break through the competitive clutter — caenaTe TpOPBIB Yepe3 «MyCcoOp»
KOHKYPEHTOB

6. to promise — oOeIaTh

7. backs of event tickets — oOpaTHast cropoHa OUJIETOB Ha COOBITHE

8. word of mouth advertising — ycTHas pexiama

9. targeted consumer — meneBas ayIuTOpUs

10.to spur action — HalpaBUTH Ha K.-JI. IEUCTBUE

11.costsl - pacxojbl

12.to run advertising — 3anmyckaTth pekiamy/ ynpaBisTh peKIaMon

13.to satisfy objectives — BBITOTHATE/COOTBETCTBOBATh ONPECICHHBIM 3a/1auaM

14.advertising goals — pekJiaMHbI€ 1IEJIH

EXERCISES
Exercise 1. Explain in English what the following words and word combinations
mean.
Promotional strategy, a targeted consumer, a demand, competitive clutter,
commercial advertising, word of mouth advertising, a one-shot ad, an entertaining ad.
Exercise 2. Translate the words from the brackets.

Advertising is the (mpoaBuxenue) of goods, services, companies and ideas.
The main purposes of advertising are to (uadpopmupoBath 0) a product, services, or
idea, stimulate (cripoc Ha) it, (yOenuts) to buy it. If you want to be effective you
should (mpuHHMaTh BO BHMMaHUE B3IJISAbI MOKyMaTenei), (mpopBaTbes depes) the
competitive clutter, and you should be (HacTroiiumBBIii W KpeaTHBHBIN). Some

commercial advertising media include: (dnaepsr), radio, cinema and television ads,
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(6annepel B cetm), magazines, advertising on the World Wide Web, (ycthas
pekinama). The TV spots are generally (cambriii appexTuBHBIN hopmar).

Exercise 3. Insert prepositions where necessary.

1. Advertising is the paid promotion goods, services, companies and
ideas an identified sponsor.

2. Our main goal is to stimulate demand our product.

3. They always inform customers new products and services given by

their company.

4. You should break the clutter of misleading information.
5. Word mouth advertising is the costless way to advertise the product.
6. Internet is a contemporary way to attract attention the new

product or service.
7. Our discount system allows purchasing all the desired goods ~~ minimal cost.
8. Quality  your advertising campaign depends how much you are
ready to spend on.

9. Their costs to promote goods the new markets are about 1000003 per year.

10.Compared the previous year, this year profit increased by 17 percent.
Exercise 4. Read the advertising rules and comment on them. Do the companies
in your country follow these rules? What is the penalty for breaking them?

The main principles are:

Advertisements should not mislead.

Advertisements should not cause serious or widespread offence.

Advertisements should not cause harm.

Advertisements should be socially responsible.

Advertisements should have regard for the principles of fair competition.

The advertising standards codes also cover:

Making sure consumers get the mail order goods or refunds when ordering from
newspapers and also promotional items.

Making sure that TV commercials are scheduled at an appropriate time, 1.e. away

from kids’ shows or after the watershed.
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Exercise 5. Study the case and give your comments.

Absolut Vodka was unknown twenty year ago. Michael Roux, head of Carillon
Imports, hired TBWA Advertising and they created one of the most profitable
guerrilla ad campaigns of all time. What made it a successful campaign?

1. It was consistent. They used (and continue to use) the same look and feel and
positioning and benefit for more than a decade. While traditional marketers prefer
consistency, guerrilla marketers insist on it.

2. It was focused. Absolut used targeted magazine advertising, which allowed them
to carefully choose the audience they were addressing,

3. It was positioned. By using young contemporary artists as leverage, Absolut
established themselves as the hip, intelligent alternative to existing vodkas. They
invented their own category and they owned it.

The fact that Absolut’s budget wasn't tiny (it was dwarfed by the competition,
but it was still millions of dollars) has nothing to do with their tactics: 100% guerrilla.

Exercise 6. Give the summary of the text.

PART 2.1. TV COMMERCIAL

The TV commercial is generally considered the most effective mass-market
advertising format and this is reflected by the high prices TV networks charge for
commercial airtime during popular TV events. The annual US Super Bowl football
game 1s known as much for its commercial advertisements as for the game itself, and
the average cost of a single thirty-second TV spot during this game has reached $2.3
million (as of 2004). TV spots use catchy jingles (songs or melodies) or catch-phrases
that generate sustained appeal, which may remain in the minds of television viewers
long after the span of the advertising campaign. They also may have a certain appeal
by creating animated characters which vary from hand-drawn traditional animation to
different forms of computer animation. For catching attention of consumers,
advertising agencies also make wide use of humor.

Advertising techniques Advertisers use several recognizable techniques in

order to better convince the public to buy a product. They may include:
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Repetition: Some advertisers concentrate on making sure their product is
widely recognized. To that end, they simply attempt to make the name remembered
through repetition.

Bandwagon: By implying that the product is widely used, advertisers hope to
convince potential buyers to "get on the bandwagon."

Testimonials: Advertisers often attempt to promote the superior quality of their
product through the testimony of ordinary users, experts, or both. "Three out of four
dentists recommend..." This approach often involves an appeal to authority.

Pressure: By attempting to make people choose quickly and without long
consideration, some advertisers hope to make rapid sales: "Buy now, before they're
all gone!"

Association: Advertisers often attempt to associate their product with desirable
imagery to make it seem equally desirable. The use of attractive models, picturesque
landscapes and other alluring images is common.

Advertising slogans They are short, often memorable phrases used in
advertising campaigns. They are claimed to be the most effective means of drawing
attention to one or more aspects of a product. An effective slogan usually implies a
distinction between it and other firms’ products and it makes the consumer feel a
desire or need.

Controversy: It is used in advertising to try to draw attention to a product or
idea by labeling it as controversial over which people will actively argue for example
religion, politics, war, and most recently in sports.

Despite the popularity of advertising campaigns, some are considered to be an
annoyance for a number of reasons. The main reason is that the volume of TV
commercials tends to be higher (and in some cases much higher) than that of regular
programming. Today we see overabundance of advertising of all formats. The
increasing number of commercials played back-to-back or which occur at a
cliffhanger moment, is a secondary annoyance factor. Some advertisements contain
misleading information about the product or service, so people can’t separate facts

from images and become vulnerable to deceptive spots.
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VOCABULARY

to be reflected by the high prices — oTpakaercsi B BBICOKHX IIeHaxX

to charge for commercial airtime — 3anpocuTh 3a 3pupHOE BpeMs

catchy jingles and catch-phrases — 3amoMuHarommecs: Mexoauu U Gpas3sl
to remain in the minds — ocTaBaTbCs B COBHAHUU

to generate sustained appeal — co31aTh YCTOWYUBYO MPUBIEKATEIHHOCTh
recognizable techniques — y3HaBaemble TEXHOJIOTUU

to get on the bandwagon — npucoeAMHUTHCS K MAaCCOBOMY JIBUKEHHIO

® NN e D=

to promote the superior quality — mpoABUraTh BEICOKOE Ka4eCTBO

9. to make rapid sales — cnenaTtb ObICTpBIEC TPOTAKU

10.desirable imagery — »xenaeMbiii 00pa3

11.alluring images — 3amMaH4YuBBIi 00pa3

12.to imply a distinction between... — co31aTh pa3Iuuue MEXIy. ..

13.annoyance — pa3apaxeHue

14.volume of commercials — 06beM poaHKOB

15.to be played back-to-back — mpourpreiBathcsi CHOBa U CHOBa

16.overabundance — nepen30bITOK (pPEeKJIaMbl)

17.to occur at a cliffhanger moment — mTOSBUTBCA B 3aXBaThIBAIOIIUI/
KyJIbMAHAIIMOHHBIA MOMEHT

18.to separate facts from — oTenATH PaKThI OT

19.vulnerable to deceptive advertisements — ObITh YA3BUMBIM K 0OMaHYHMBON peKiame

20.to attract/ to draw/ to catch attention - mpuBiIeYb BHUMaHHE

PART 2.2 PUBLIC SERVICE ADVERTISING

Advertising, in its non-commercial guise, is a powerful educational tool
capable of reaching and motivating large audiences. the sophisticated advertising
techniques are used to inform, educate and motivate the public about serious non-
commercial issues, such as AIDS, energy conservation, and deforestation.

The Ad Council in the USA proves that public service announcements are an

effective means of communication and education, as they increase awareness,
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reinforce positive beliefs, intensify personal concern and move people to action. They
say “Advertising justifies its existence when used in the public interest - it is much
too powerful a tool to use solely for commercial purposes.” Below are some
examples of successful campaigns.

Safety bell education 1985- 2003 The single most effective protection against
death and serious injury in a car crash is the safety belt. Since the Crash Test
Dummies, were introduced to the American public in 1985, safety belt usage has
increased from 14% to 79%, saving an estimated 85,000 lives, and $3.2 billion in
costs to society. The campaign tagline, "You Could Learn A Lot From a Dummy," as
well as the crash test dummies themselves, was retired in 1999, when the U.S.
Department of Transportation revised the campaign.

I am an American 2000- present The idea for the "I am an American" public
service advertisement was conceived on a road trip following the tragedies of
September 11th. Following the tragedies of September 11th, the Ad Council and
Austin-based ad agency GSD&M sought to celebrate the ideals that keep this country
strong by highlighting the nation's extraordinary diversity. Showing people of all
ages, races and religions stating, "I am an American," the ads helped the country to
unite in the wake of the terrorist attacks. On the air just ten days after the tragedies,
the ads conclude with the American motto, E Pluribus Unum, or "Out of Many, One."
The response to these PSAs received by the Ad Council from Americans all over the
world was unprecedented.

VOCABULARY

1. public interest advertising — counanabHasi pekjiama

2. non-commercial guise — HEKOMMEPUECKOE UCITOIh30BaHUE

3. apowerful tool — MomHOE cpeacTBO

4. to inform, educate about serious non-commercial issues — HHGOPMHUPOBATH,

ITPOCBETUTD O CEPLE3HBIX HCKOMMCEPUYCCKHUX HpO6HCMaX

9,

awareness - CO3HaTeJIbHOCTD
6. to reinforce — BO3poUTh

7. to move to action — 3aCTaBUTH AECHCTBOBATH
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8. to grab /to attract /to draw attention — npuBIeYs BHUMaHUE
9. safety belt — pemenp Ge3o0macHOCTH

10.injury in a car crash — TpaBMa B aBTOMOOUJILHOM KaTacTpode
11.dummy — MaHekeH, Kykia

12.to highlight — npunaBaTh GoJbIIIOE 3HAUCHUE

13.extraordinary diversity — upe3BbIuaiiHOE pasHOOOpasue

EXERCISES

Exercise 1. Translate the words from the brackets.

TV commercials are generally considered (camblii 3 (peKTUBHBIN peKIaMHBIN
dbopmar) and this is reflected by (Beicokue nensr) which are (3anpammusarorcs) by TV
networks. TV commercials use (3amomunHaromuecss menoauu u (pasbl), animated
characters and others that may (ocraBathcs B co3nanuu) for a long time. Though
nowadays we are (pa3apaxenbl) with advertising because of (mepens30oniToK). Some
advertisements contain (naopmarus, BBogsIIas B 3a0myx)aeHue) about the product
or service, so people can’t (otnensath) facts from images and become (ys3BUMBIEC K
oOManumBoi pexiname). Still at the same time ad techniques help to (undpopmupoBats,
MOTHUBHpOBaTh Ha JeicTBUsa) the public about (cepbe3HBIX HEKOMMEPUECKUX
npobnemax). Advertising, in its non-commercial guise, is a (MOIIIHOE CPEJICTBO).
Exercise 2. Find in the text 2.1 terms which mean the following:

1. The trick implying that the product is widely used and advertisers hope to
convince potential buyers to join the majority and enjoy the usage of the product.

2. A written or spoken statement, sometimes from a public figure, sometimes from a
private citizen, praising the virtue of some product.

3. A widely used memory trick which is based on linking a new item (an object, a
picture, a smell or anything else a person may wish to recall) to a more easily-
remembered one that can allow you to think of them both.

4. The example of this technique is the motto of Nokia “Connecting people.”

5. A technique attracting attention to a product by making people argue over it.

o

The phenomenon concerned with the endless showing TV spots.
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Exercise 3. Insert prepositions where necessary. Which of the following

statements do you agree with?

l.

5.
6.
7.

Advertising is essential business, especially for promoting a new product.

2. Advertising persuades people to buy things they don’t need .
3.
4

Large reduction advertising would decrease revenues of TV channels.

Advertising does not present us a true picture of products and we are
vulnerable ~ deceptive commercials.
Advertising has bad influence ~ children.

Many people are tired TV spots which occur  a cliffhanger moment.

Public interest advertising can move people action.

Exercise 4. Which tricks are for which advertising techniques? Sort them into

the correct category. Choose one and make a presentation of a product on the

basis of the trick.

Community, Make it tough, That’s shocking, Buzzwords, Played back-to-back, Tales

of true users, Make a metaphor, Say pictures, Create a character, Trigger emotion,

Save at the sale, Inject drama, Attack, Promise a benefit if joining us, Tales of

celebrities.

Repetition

Bandwagon

Testimonials

Pressure

Association

Advertising slogans

Controversy

Exercise 5. Finish up and develop into a monologue of 5-7 sentences.

1
2
3
4.
5
6

Once I saw an ad it impressed me a lot 'cause of...

To grab attention advertisers can use different techniques...
My favorite ad is .., 'cause...

The most disgusting ad is/was...

My favorite ad slogan is...

When there is a break of a program at a cliffhanger moment, I...
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7.
8.
9.

Advertising in the Internet...
Advertising contributes to developing business as...

Advertising can be devastating when/as...

10.As a matter of fact Public service advertising...

Exercise 6. Translate from Russian to English. Use Infinitive.

l.

9.

[ToBbicMTh COPOC HA  HOBBIM  NOPOAYKT, CO34aTh €r0  YCTOMYHMBBIA
MPUBJIEKATEIBHBIM 00pa3 B CO3HAHWU TOTPEOUTEINS SIBISETCS OCHOBHOM IIENBIO
HAIlIEH PEKIIAMHOW KaMITaHUH.

[TonpITKM TIpOJIaTH TOBAap B KOPOTKHE CPOKHM ObUTH OECIOJE3HBI, T.K. Ka4eCTBO
MPOIYKIIUA HE COOTBETCTBOBAJIO II€HE, M TMOKYIMATeIn ObLUTN TOTOBBI MPUOOpECTH

TOBAp TOJIBKO CO CKUIAKAMMU.

. 31 ouensb ysA3BUM K PCKJIAMC, U TOT POJIMK 6YKB2UIBHO 3aCTaBUJI MCHA IMOAOAAThCA

UCKYIICHUIO U KYIIUTh a0COJIIOTHO HEHYKHBIN (DEH.

Tebe Obl Tyullle HAYYUTHCS OTACIATH (PAKThl OT KAPTUHKHU, UHAYE Thl IOTPATUIIH
JE€HbIU BITYCTYIO.

Komurer mno pekiname XoyeT, 4YTOObl OOIIECTBO OOpaTUIO0 BHHUMAHHE Ha
COIMAJIbHBIE TMPOOJEMbI, W OHH C TIOMOIILIO COIMAIBHONW pEKJIaMbl OHU
BO3POKIAIOT IPAXKAAHCKYIO CO3HATEIbHOCTb.

Ham HoBeiii TB ponuk co3maH 1yt TOro, 4ToObl clenaTh MPOPHIB B MHUpPE
PEKJIaMBl.

Heobxoaumo uH(OpMUpOBaTh, MNPOCBEHIaTh O CEPbE3HBIX HEKOMMEPUYECKHUX
mpo0JemMax ¥ MOTUBHPOBATH OOIIECTBO HA JICHCTBUSI.

becnone3no mpocuTh CHU3UTH IEHBI 3a 3(PUPHOE BpeMs, BEIb 3TO UYEMITMOHAT
Mupa 1o ¢yTooIy.

Cnoras 3Toro PpOJIMKa JICTKO 3alIOMHHUTBH, OH OCTACTCA B COBHAHUN HAAOJITO.

10.9Ta xoMmanus Oblia epBasi, KTO UCIOJIb30BaJ IPUEM IIPEPhIBAHUS MPOTPAMMBI B

KYJ'IBMI/IHaHI/IOHHHﬁ MOMCHT.

11.Mbl npensiaraeM OpOAYKT BBICOKOTO KayecTBAa, U B 3TOM TOPOJIE€ Bbl NEPBBIC

1'[0Tpe6I/ITCJII/I, KTO IIPHUCOCAUHATHECA K MAaCCOBOMY ABHUKCHUIO.

Exercise 7. Retell the text.
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Exercise 8. Act out dialogues on the following topics:
1. Advertising on the World Wide Web.
The most effective and the less successful advertising techniques.

2

3. Public service advertising.

4. Overabundance of advertising spots which occur at a cliffhanger moment.
5

. Deceptive advertisements.

Part 3. ADS IN NEWSPAPERS AND MAGAZINES
Newspaper advertising

The number one in using advertising formats by small business is newspaper
display advertising. Newspapers combine local access with near universal impact.
They also offer a high degree of flexibility in that you can decide to run an ad or
make changes in it up to a couple of days before the ad runs. It’s also a medium that
1s easy to test and gives consistency and repetition that make an ad campaign
successful.

Advertising design

Don’t underestimate the importance of your ad appearance. Far more people
will see your ad than will see you or your place of business, so their opinion of your
business will be shaped by your ad.

So you’re out there vying for the reader’s attention with banks, airlines, car
dealers, cigarette companies, soft-drink companies, and who knows what else, so give
your ad a distinct style. Hire a graphic designer to establish the look for your ad.
Later, you can ask the paper to follow the design guidelines set down by your art
director. But at first you need a graphic designer who can create an advertising
identity that conforms to your business plan. You won’t win customers by boring
them into buying. You have to create an image, and a good-looking ad helps greatly.

What size ad should you buy? If it doesn’t cost a fortune, a full-page ad is
certainly the best way to attract attention. But you won’t want to pay for a weekly

full-page ad and, fortunately, the consistency of your advertising is much more
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important than its size. A half-page ad costs about half as much, but can have nearly
the same impact as a full-page ad, especially if you run it regularly.

Before planning your ad campaign, call the paper and request a media kit. It’11
give you all the display advertising rates. Newspapers charge for advertising by the
column inch.

Magazine advertising

Magazine advertising has been the linchpin for many a successful small
business. The single most important reason people patronize one business over
another is confidence. And magazine advertisements breed confidence by instilling
familiarity and giving credibility. A properly produced magazine ad gives a small
business more credibility than any other mass marketing medium. If you’re going to
rely on magazine ads, plan on a schedule that runs your ad again and again.

Magazines also offer you a great opportunity to test your advertising campaign.
Take advantage of the split runs offered by many magazines. Send two ads to the
publication. Vary your headline or your offer. Code each ad for response so you’ll be
able to tell which of the two ads pulls better. The magazine will run one ad in half the
issues, the other ad in the rest.

VOCABULARY
. universal impact — o01mMpHOE BIUSIHUE
. to be shaped by ad — popmupyercs pexiamoit
. a high degree of flexibility — BeicOkast cTerneHb THOKOCTH

. ad appearance — BHEITHUY BUJ pEKJIAMHOTO OOBSIBICHUS

1

2

3

4

5. to vie for=to compete for - conepHUYATH

6. to establish the look — onpeaenuTh BHEIIHUM BU/T

7. a distinct style — onpeneneHHbIi/ OTYETIUBBIN CTUIIH

8. to follow guidelines — ciienoBaTh ykazaHUsAM

9. to conform to a business plan — moaTBepkaaTh/ COOTBETCTBOBATH OM3HEC TUIAHY
10.a full-page/a half-page ad — 00bsiBneHrE Ha CTpaHUIly/ TOJOBHHY CTPAHUIIBI

11.to cost a fortune - CTOUTBH IEJIOE COCTOSHUE

12.consistency - cOrIacOBaHHOCTh

61



13.display advertising rates — paclieHKH pa3MeIIeHUS PeKIaMbl

14.to charge for — 3anpammBats 3a

15.to be the linchpin — yenoBek/ MbICL HA KOTOPOM, -0 BCE IEPIKUTCS
16.to breed confidence — BcensiTh/BBI3BIBATH YBEPEHHOCTD

17.credibility — Haie>)KHOCTB/ BEPOSITHOCTh

18.to instill familiarity — BHymath omyiieHue, 4To NpeaMeT/ToBap 3HAKOM
19.to gain— noay4uTh

20.to take advantagee — BOCIIOJIb30BaThCSl TPEUMYITIECTBOM

EXERCISES
Exercise 1. Give the English equivalent for:
(hopMHUpPOBATHCS PEKIIAMOI OOBSIBIICHHE HA CTPAHUILY

IMPOTECTUPOBATE N COITIACOBATDH

6.

BHOCUTH U3MEHEHUS MPEK/IE 7. pacUEHKH pa3MEeIIeHHs pEeKJIaMbl
8. 4eloBEK, Ha KOTOPOM BCE IEPHKUTCS
9.

OIIpCACIINTD BHEIITHUM BHUJ CO3J1aBaTh OIYIICHUC HAACKHOCTHU

A e

CO3/IaTh OTJIUYHE B PEKIIaMe 10.oTBeTHAA peakius
Exercise 2. Match the words from each column to make word — combinations.

Use them to make up sentences of your own.

a high degree of lengthy copy

to hire a fortune

to follow an image

to create flexibility

to attract the design guidelines
to gain the word

to emphasize alternatives

test a graphic designer

to cost attention

to use consumer confidence

Exercise 3. Insert prepositions where necessary.
1. She combines her skills to persuade people her ability to listen

them.
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2. There must be a high degree responsibility for this job.

3. We need to make changes our plan to adapt to new circumstances.

4. They are vying the reader’s attention and want to create a gift system
for constant readers.

5. Whom do you advise to apply to establish the look the ad?

6. He says it’ll cost a fortune for us to advertise in that magazine.

7. Running ads a regular base is a good way to instill familiarity.

8. Before making a decision they will request a media kit.

9. That newspaper charges advertising 3000 rubles the
column inch.

10.He is the linchpin the company that’s why bosses appreciate him a lot.

11.Don’t rely only magazine ads, use all the ad formats.

Exercise 4. Agree or disagree with the following statements about headline tips.

1.
2.
3.

Your headline must not intrigue the reader into wanting to read more.
Create a sense of urgency with your headline. “Act Now” does the trick.
Write your headline in news style. Use words that have an announcement quality

such as “Announcing” or “New”.

. Speak directly to a group. Make your headline general and direct.

. Feature the price —if you're proud of it—in your headline. It need not be a low

price for the ad to succeed.
Never announce a free offer.
Start to tell a story with your headline. Stories are one of the best techniques you

can use to engage the reader. Of course, you want to tell a success story.

Exercise 5. Give the summary of the text.

Exercise 6. Use this space to think over possibilities of wusing local

newspapers/magazines for advertising your product/service in your city/town.

List three or more newspapers/ magazines which can be useful for your business.

Make the scheme/outline of your possible ad.

LOCAL NEWSPAPERS/
MAGAZINES

AD SCHEME
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Size

Headline

Variants of pictures

Ad text

Exercise 7. Study the case and give your comments.

One businessman placed a full page ad in Newsweek one time. After the ad
ran, he asked customers where they had heard of his company. At the end of a week,
only five people claimed to have seen his ad. At the end of a month, that number
climbed to eighteen people. After a full year, sixty-three people said they had first
heard of the company through that same ad in Newsweek. Hundreds more probably
saw the ad too, but didn’t speak up—mnot a bad response considering the ad probably
only cost $500.Even better, the businessman turned the ad into an attention-grabber

poster.

TEAM PROJECT

You work for an advertising agency. An interior design company in your

town/city applies to you to decide how to promote themselves.

With your team:

1. Determine the advertising budget with the interior design company.

2. Discuss the ideas in your agency about forms of an advertising campaign:

a) to distribute flyers round shops and offices and also have some advertising posters
at bus stops;

b) to make stands at trade fairs, or even sponsor a local sports team;

c) to create a TV spot and advertise on radio.

3. Hold the meeting with the interior design company and present your projects.

Make sure you reach agreement on how to promote it.
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UNIT 7. E-COMMERCE

E-business involves the use of electronic platforms—intranets, extranets, and
the Internet — to conduct a company's business. The Internet and other information
and computer technologies have greatly increased the ability of companies to carry
on their business faster, more accurately, and over a wider range of time and space.
Companies have set up Web sites to inform about and promote their products and
services. They create intranets to help employees communicate with each other and
access information found in the company's computers. They set up extranets with
their major suppliers and distributors to facilitate information exchange, orders,
transactions, and payments.

E-commerce 1s more specific than e-business. Whereas e-business includes all
electronics-based information exchanges within or between companies and
customers, e-commerce involves buying and selling processes supported by
electronic means, primarily the Internet.

E-commerce includes e-marketing and e-purchasing. E-marketing is the "e-
selling" side of e- commerce. It consists of company efforts to communicate about,
promote, and sell products and services over the Internet. E-purchasing is the "e-
buying" side of e-commerce. It consists of companies purchasing goods, services, and
information from online suppliers.

E-commerce and the Internet bring many benefits to both buyers and sellers.
Let's review some of these major benefits.

Benefits to Buyers

Internet buying benefits both final buyers and business buyers in many ways. It
can be convenient: Customers don't have to find parking spaces, and trek through
stores examining products. They can do shopping by browsing through mail catalogs
or surfing Web sites. Buying is easy and private: customers don’t have to face
salespeople or they can learn about and buy products and services without waiting
for. The Internet often provides buyers with greater product access and selection.
Cyber sellers can offer an almost unlimited selection. Compare the incredible

selections offered by Web to the more meager assortments in the real world.
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E-commerce channels also give buyers access to product lists, extensive
product descriptions, expert and user product reviews, and recommendations based
on customers’ previous purchases.

Finally, online buying is interactive immediate. Buyers often can interact with
the seller's site and download the order on the spot.

Benefits to Sellers

E-commerce also yields many benefits to sellers. First, the Internet is a
powerful tool for customer relationship building. Companies can interact online with
customers learn more about specific needs and wants. In turn, online customers can
ask questions and get feedback. Based on this ongoing interaction, companies can
increase customer value and satisfaction through product and service refinements.

The Internet and other electronic channels yield additional advantages, such as
reducing costs and increasing speed and efficiency. E-marketers avoid the expense of
maintaining a store and the accompanying costs of rent, insurance and so on.

By using the Internet you link directly to suppliers, factories, distributors
consequently it often results in lower costs and greater flexibility, allowing the
marketer to make ongoing adjustments to its offers and programs.

So the internet is a truly global medium that allows buyers and sellers to click
from one country to another in seconds.

VOCABULARY
. to conduct /to carry on business — ynpaBJisiTb OM3HECOM
. access — I0CTyn
. to facilitate exchange — cioco6¢cTBOBaTH OOMEHY

. to bring /yield benefits — nmpuBHECTH BBITOTY

1
2
3
4
5. to trek through— nporynuBatscs o
6. to browse through — uckarp 4/u

7. to surf Web sites — OpoauTh 110 caiiTam

8. to face smb./smth. — cTONKHYTBCS C KEM-JI./ YeM-I1.
9. incredible selection — HEBepOSATHBIM BBIOOD

10.meager assortments — CKyJJHbIi1 aCCOPTUMEHT
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11.extensive descriptions — OOIIMPHOE OMIHCAHUE

12.to download the order— ckauatp 3aka3

13.to interact— B3anMO€liCTBOBATH

14.feedback — ob6patHast cBsI3b

15.refinements — yiy4mieHus

16.to reduce costs — CHU3HUTB 3aTPaThl/U3AEPIKKH

17.to avoid the expense of— n36exaTh pacxo0B HA

18.to maintain a store — cogepkaTh Mara3uH

19.to result in lower costs — B pe3ysbTare MOJIy4YuTh CHUKEHHUE 3aTpaT
20.flexibility — rubxocTb

21.ongoing adjustments to — MOCTOSIHHbIE KOPPEKTUPOBKU YETO-I.

EXERCISES

Exercise 1. Explain in English what the following words and word combinations
mean.

E-business, e-commerce, e-marketing, e-purchasing, e-market, to surf sites, an
unlimited selection, a product review, product and service refinement, to maintain the
store, adjustments, a global medium.

Exercise 2. There is the number of different types of E-commerce. Match the
name with its description.

B2B—Business to Business, B2C—Business to Consumer, B2E—Business to
Employee, C2C—Consumer to Consumer.

1. This is where the consumer accesses the system of the supplier. For example a
home user wishes to purchase some good quality wine. The user accesses the Internet
site and follows the links to read a report on the recommended wines. After reading
the notes he follows the links to payment details. The wine is then dispatched from
the suppliers’ warehouse and delivered to the consumer.

2. The consumer lists items for sale with a commercial auction site. Other consumers
access the site and place bids on the items. The site then provides a connection

between the seller and buyer to complete the transaction.
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3. This form of E-commerce is more commonly known as an "intranet" - a web site
developed to provide employees of an organization with information. The intranet is
usually accessed through the organization's network.

4. Tt is more commonly known as EDI (electronic data interchange). It is conducted
on a direct link between the two businesses usually with the help of the Internet.
Exercise 3. Insert prepositions where necessary.

1. Modern technologies increase the ability of companies to carry their
business in a more profitable way.

2. Companies set intranets and extranets  customers and suppliers or

distributors to conduct their business.

3. E-commerce yields many benefits both buyers and sellers.

4. By means the Internet companies can interact online with customers to
learn more their needs and wants.

5. Customers can do shopping by browsing mail catalogs or surfing sites.
6. The Internet often provides buyers greater product access and an

almost unlimited selection.

7. Digital catalogs can be adjusted daily.

8. Using the computer technologies avoids the expenses maintaining a

store and the accompanying costs.

9. E-marketers have ready access  global markets as the Internet is a global

medium.

Exercise 4. Answer the questions to the text.

1.Why does a using electronic technology facilitate to carry business more
effectively?

2. What is e-commerce? Is it wider than e-business?

3. Why is e-buying more comfortable and easy for consumers than shopping in
stores?

4. What selection of goods can cybersellers offer?

5. What are e-buyers provided with?

6. Does the Internet give an opportunity to get feedback between a customer and a
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seller?
7. What are the costs of the seller in running business online?
8. Can e-marketers make adjustments to their programs immediately?
9. What does the global medium mean? Is it convenient?
10.What is your attitude to e-commerce?
Exercise 5. You want to sell something online for example a lamp, book, picture,
mug, etc. Write a short description based on the following items:
1. How old it is.
2. What it looks like.
3. Who would like it.
4. Why you are selling.
Exercise 6. Translate from Russian into English. Use Gerund.
1. Mbl HacTauBaeM Ha M3MEHEHHHM aCCOPTUMEHTa B 3TOM MaraswHe, OH CIHUIIKOM
CKYIHBIH, YTOOBI IPUBJICYh BHUMaHUE THHANKEPOB.
2. TIpo0GieMbl ¢ 3JESKTPUUSCTBOM ITOMEIIANIN CKAaYaTh HY)KHYIO MHE HHPOPMAITHIO.
3. UM ynanoce n3bexaTh 3HAUMTENBHBIX PACXOJOB Ha COJAEP)KaHHE MaraswH, T.K.
OHH PEIIWJIM CO37IaTh 3JICKTPOHHBIA Mara3uH.
4. 51 xmy c HeTepneHHeM, YTOOBI MPOTYJSATHCS MO Mara3uHy, BCE MOCMOTPETh H
OTpOraTh.
5. Onu moOyiarogapmiiv Hac 3a TO, YTO MBI CIENATH 0030p MPOIYKIIMHA M COCTABUIIH
ee OOIIMpPHOE ONMKCaHNE PAHBIIIE, YeEM TIIAHUPOBAJIH.
6. OH Opocui UACI0 OpPraHW30BaTh OW3HECOM, T.K. HE CMOT HAWTH TOJXOJSIIETO
(UHAHCOBOT'O HHBECTOPA.
7. Ha cobpanuu OHa TpeIOKHIA B3aMMOJEHCTBOBATh C KIUCHTAMH B PEXHME
OHJIAiTH, YTOOBI CHU3HUTD 3aTPaThl KOMIIAHUH HA TIEPETOBOPBI.
8. OHM XOTAT OTJIOXKHUThH 3aKIOUEHHE ATOW CIENKH, IMMOKA HE IMOJyYarT IOCTYI KO
BCelt nH(pOpMaIK 0 GUHAHCOBBIX JEIaX KOMITAHUH.
9. S Oyny »xanmoBaTbCsl Ha MPEAOCTaBICHHE YCIYyr Bamiero (uiauana: oOemiaere

HEBCPOATHBIM BBI60p, 4 B MarasmHe TOJIbKO yCTAapCBIINUC MOJCIIN.
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10.Hama koMmanusi HE MOXET IMMO3BOJUTH TPATUTh JEHBIU BIYCTYIO, OJIyXmas 1O
caiiTaM, IO3TOMY MBI OTKJTIOYAEM COIHATbHBIC CETH.

Exercise 7. Retell the text.

1. Asifyou are for e-commerce.

2. As if you are against of e-commerce.

3. As an online shopper.

Exercise 8. Work in groups of 3 — 4 students.

You all work for a marketing company. Market studies have shown that
pregnant women spend a significant amount of their free time surfing the Internet.
You have formed a focus group to explore the possibility of marketing to the over-
sixties using the Internet. Make notes about you are going to say, think of arguments
to support or refute: a) you think it is a fantastic idea, b) you think it is a ridiculous
idea, c¢) you are not sure about this idea, so you listen to the others and ask questions,
d) you are a pregnant woman.

Exercise 9. Complete the anecdote. Then comment on the story. Have you ever
bought anything on the Internet, what was it like?

Crashed, website, message, security, came, e-mail, complain, online, reply, button,
charge, pay, download, clicked.

Why I will never buy anything on the Internet again

Ask most people how shopping will be in the future and they will mention the
Internet. Well, the other day I had a bad enough experience shopping (1). I heard
about a book you could download from a (2) before it was sold in bookshops. As it
was by an author I adore, I found the page and read the information. They charged
sixty Euros for the (3) and you had to use a credit card. I completed the form with the
endless details requested, including my (4) address. Finally I entered my credit card
number, because they promised that there was no (5) risk. When the payment was
authorized, a new screen appeared with a (6) which said 'download now'. I (7) on the
button but nothing happened so I clicked again. Then a (8) came up saying ‘“Network
overload. Please try again later”. Finally the system (9) and I had to turn off the

computer. When I reconnected, the same forms as before (10) up. I wrote an e-mail to
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the company about the problem. I never got a (11). I assumed that as I never got the
book I wouldn't have to (12), but when I got my credit card statement at the end of
the month I saw the (13) for sixty Euros was there. It was too late to do anything and
there was no one to (14) to. So it will be a long time before I try buying something

over the Internet again.

TEAM PROJECT

You are going to set up an online shop.

With your team:

Decide what to sell and who to sell it.

Create a logo and the design of your future site.

Discuss the procedure of registering your store in Internet directories.
Think of providing feedback with customers.

Show how it works.

Assess its advantages and drawbacks.

NS kD=

Describe advertising strategies used to attract customers’ attention.
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UNIT 8. INTERNATIONAL TRADE

International trade is an exchange of goods and services, results of mental
activity and labor force between different countries. The aim of international trade is
to use division of labor more efficient with surplus.

Nowadays there are 5 main forms of international business:

1. international trade in commodities and services between different countries

2. currency transactions is an activity related with moving of the money and its
substitutes.

3. employing foreign assets. It includes licenses, patterns, know-how and so on.

4. foreign investments. The foreign investing activity is the process of transmission
of the capital of one country to another in order to get the profit. Investments are
divided into direct and portfolio.

5. assets and securities. International services are activity having no material form
but bringing benefit. It includes transportation, tourism, engineering, insurance,
banking, consulting and so on.

International trading balance is reflected in the below balances. Balance of
trade, or other words visible balance, reflects trade in goods. Trade in services
(banking, tourism, insurance and so on) is reflected in invisible balance. There is also
the balance of trade that is the difference between what a country receives and pays
for its exports and imports of goods. And the difference between a country's total
earnings from exports and its total expenditure on imports. And the present situation
of the exports and imports on a particular date is called current balance. A country has
a favorable balance of trade when it exports more than it imports. But when a country
starts spending too much money on nontrade activities its favorable balance of trade
can turn into an unfavorable balance of payments.

There are 2 theories of international trade. Nations may have an absolute or a
comparative advantage in producing goods and services because of factors of
production (notably raw materials), climates, division of labor, economies of scale,
and so forth. The theory of absolute advantages belongs to Adam Smiths.

Smith thought that the development of international trade began when
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countries have different absolute costs on production of goods. So a country imports
the goods for which in other countries the costs are cheaper. The farther of the second
theory is David Ricardo who also as Smiths supported the idea of free trade. He
thought that for the development of international trade it is enough for countries to
have just comparative advantages. The majority of economists believe in the
comparative cost principle, which proposes that all nations will raise their living
standards and real income if they specialize in the production of those goods and
services in which they have the highest relative productivity.

As for world international trade organizations, the General Agreement on
Tariffs and Trade (GATT), an international organization set up in 1947, had the
objectives of encouraging international trade, of making tariffs the only form of
protectionism, and reducing these as much as possible. It took nearly 50 years to
arrive at the final GATT agreement because until the 1980s, most developing
countries opposed free trade. Also the regulation of international trade is realized by
some other World International Trade Organizations, such as the European Union, the
North American Free Trade Agreement (NAFTA), signed in the early 1990s, and
some others.

There are 5 categories of barriers in economics:

Price based constrains are tariffs and subsidies. Tariffs are taxes charged on
imports. Subsidies are offered to some domestic companies for similar reasoning as
tariffs. Domestic companies are aided directly through low cost loans and tax breaks.

Quantity limits - quotas and embargo. Quotas are quantitative limits on the
import of particular products or commodities. And embargo is a particular type of
quota that sets the limit at zero imports often is placed on imports for clear political
reasons. It's prohibitional on trading within countries generally in some particular
goods.

Cartel is an organization of independent companies, producing the similar
goods, which make the agreement in order to increase prices and to limit the output.
There are such bright examples of cartels as Organization of Petroleum Exporting

Cartel, the International Sugar Agreement and so on.
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NTB means other non-tariff barriers, which include the wide variety of barriers
ranging from bureaucratic delays to quality limits. These barriers also include so-
called safety norms and the deliberate creation of customs difficulties.

Financial limits and limits of foreign direct investments belong to the barriers
of international trade. All these tariffs governments suppose to be essential in order to
protect what they see as strategic industries - notably agriculture, or some infant
industries - without which the country would be in danger if there was a war, as well
as other jobs. Abandoning all sectors in which a country does not have a comparative
advantage is likely to lead to structural unemployment in the short (and sometimes
medium and long) term.

Other reasons for imposing tariffs: to make imports more expensive than
home-produced substitutes, and thereby reduce a balance of payments deficit; as a
protection against dumping (the selling of goods abroad at below cost price in order
to destroy or weaken competitors or to earn foreign currency to pay for necessary
imports); to retaliate against restrictions imposed by other countries; to protect
"infant industries' until the are large enough to achieve economies of scale and strong
enough to compete internationally. Foreign economic restructuring has effected the
development of foreign trade, the banking system and the role of Russian enterprises
in the economy.

Globalization is the world expansion of economic links between countries and
integration of economies of different countries to each other. On the contrary there is
localization. Its supporters think that globalization leads to losing by countries their
own culture and they are against the opening of borders. So as the result of opposition
of these two tendencies globalization and localization one more term appeared, which
is called glocalization. The main idea of this term is saving culture, traditions,
national character of a country at the same time opening its borders for foreign trade
with other countries.

VOCABULARY
1. to define smth - ompenensTsh, Moka3pIBaTh YTO-THUOO

2. labour force — pabouas cuna
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efficient — a3 pexTUBHBIN, TPUOBLILHBIHI
surplus — mpuOkLTB, TOXOM, TPUOABKA
commodities and services — ToBapbl U YCIyTH
currency transactions - BaJIFOTHBIE OTIE€pALUU

to get the profit — monyunts npuOBLIL

©® NS AW

direct and portfolio investments — npsimbie 1 TOpTQeTbHBIE HHBECTUITUN

9. assets and securities — akTUBBI U LIEHHbIE OymMaru

10.balance of trade — ToproBeiii 6anaHc

11.exports and imports of goods — 3KCHOPT ¥ UMIOPT TOBAPOB

12.expenditure — pacxossl, 3aTpaTh

13.favorable / unfavorable — npuemiiembIit/HempueMIIeMbl i

14.absolute or comparative advantage — aOCOTIOTHOE WM CpPaBHUTEIHHOE
IIPEBOCXOJICTBO

15.tariffs and subsidies — Tapudsl u cydocuauu

16.domestic companies — OTe4eCTBEHHASI KOMITAHHS

17.to limit the output — orpaHUYMBaTh BBIMTYCK

18.the deliberate creation of difficulties — HamepenHO€E co3nanue mpodiem

19.to abandon — 3anpeTuTh, OrpaHUIUTH

20.to impose tariffs — obmarars Tapudamu

21.expansion of economic links — paciupenre YJKOHOMHUUECKHUX CBS3eH

EXERCISES

Exercise 1. Give the Russian equivalent for:

1. transmission of the capital 8. comparative cost principle

2. an exchange of goods and services 9. money and its substitutes

3. to use division of labor 10.total expenditure

4. insurance 11.domestic companies

5. commodities and services 12.employing foreign assets

6. currency transactions 13.visible balance

7. low cost loans and tax breaks 14.an unfavorable balance of payment
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Exercise 2. Give the English equivalent for:

1.
2
3.
4
5

6.
7.

KOHKYPEHLIUSA/KOHKYPEHT 8. cmpoc /mpeasiokeHue

. YOPABISTH PHIHKOM 9. akuuu
TOProBaTh TOBAPaMH U yCIyramu 10.Texynue cuera cTpaHbl

. Tapudbl, CcyOCUANH, KBOTHI 11.00MeH TOBapaMu U yciIyramu

. PEryJIMpOBaHHE  MEXIyHApOIHOU 12.He PyHKIIMOHUPYET HOPMAJILHO
TOPrOBJIU 13.He AoCTyIHBI B 3TOM CTpaHe
aKTUBBI KOMITAHUU 14.BnusiTh HA TPAHCHOPTHUPOBKY H
pacUIMPUTh TOPTOBIIIO OAHKOBCKHUE YCIYTH

Exercise 3. Give synonyms/antonyms/examples to the given words:

1
2
3
4
3.
6
7
8

. profit 9. to attempt
. global trade 10.market forces
. available 11.restrictions
. to expand 12.export
to trade 13.expansion
. efficient 14.goods
. to affect 15.to abandon
. purchaser 16.international

Exercise 4. Paraphrase underlined words and word-combinations in the

sentences.

1. International trade is when the country can buy and sell goods and services to
another countries.

2. World trade can enlarge the amount of products produced in the country.

3. To get more benefit an entrepreneur should make the technologies the best ones.

4. To sell the goods abroad is very beneficial.

5. Money send to you from another country may help to enlarge your business.

6. FDI offers company growth and higher benefit.

7. Supporters of this theory believe that market inefficiency may stop the benefits of
international trade.

8. Non- interference policy is the characteristic_of non-restriction trade.




Exercise 5. Insert the necessary word.
1. I"d like to define what is.

2. The aim of international trade 1s

3. Nowadays there are 5 main forms of international business: ,

3 5 3

4. Balance of trade, or other words , reflects trade in
5. Trade in ( , , ) is reflected in invisible
balance.

6. There is also the balance of trade that is

7. A country has a favorable balance of trade when

8. But when a country starts spending too much money on nontrade activities its

favorable balance of trade can turn into an

9. I would say that there are 2 theories of international trade

10.Smith thought that

11.The farther of the second theory is David Ricardo thought that

12.The majority of economists believe in

13.There are 5 categories of barriers in economics: , ,

5 M

14.There are different reasons of imposing tariffs

15.Globalization and Glocalization are very different as

Exercise 6. Explain in English what the following words and word combinations

mean.

Export, Assets, Absolute advantage, International trade, GATT, Protectionism, Free

trade, Tax brackets, Low cost loan, Embargo, Cartel, NTB, Tariff, Dumping,

Globalization, Glocalization.

Exercise 7. Answer the questions to the text.

1. What are the main types of international trade? What are the main approaches in
defining the international trade peculiarities?

2. What are the most developed forms of international business? What is positive

and negative influence of foreign investments on the domestic industries? What
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8.

form of international business is considered the safest/ the quickest/the most

effective/ the most popular?

. What are the main types of balances which reflect the current trade situation of the

country? What ate the data each of them reflects?

. What are the theories of international trade? What do you know about their

founders? What theory do you find the most rational? What is the connection of

the theories?

. What are the main international trade agreements? Why were some of them

opposed?

. How is international trade controlled? What do you know about interference in

international trade? How is it performed? What are the most efficient?

. Why is globalization considered to have bad influence on the entire economic

development? What are the pluses of Glocalization?

What is your point of international trade development?

Exercise 8. Retell the text as if you are:

. International trade supporter/protester.

. Adam Smith/David Ricardo.

. An active member of WTO/ defender of GAAT.
. Globalization supporter/protester.

1
2
3
4
3.
6
7
8

Glocalization supporter/protester.

. Common consumer.
. Domestic producer.

. Foreign investor.

Exercise 9. Translate from Russian into English.

1.
2.

[TpousBoANTENN TPOMBITTUICHHBIX TOBAPOB MOJIYIAIOT OTPOMHYIO PUOBLITH.
Jns yBenuueHus: 3¢ QEKTUBHOCTH MPOU3BOJICTBA HAa paboueM MecTe HEOOXO0IUMO

INPUMCHATh JOCTHKCHUSA TCXHUYCCKOTO ITporpecca.

. Mexnay cpeacTBaMu TMPOM3BOJACTBA U COOCTBEHHBIMH (HOHAAMH KOMITAHUU

CYILIECTBYET OTPOMHAs pa3HUIIA.
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4. ITpoTeKUMOHU3M - TIOJUTUKA TOCYAapCTBa, HAIMpaBJIeHHAasT Ha MOJIJIEPKKY
HAIIMOHAJIbHBIX MMPOU3BOJUTENEH U UX 3alIUTY OT UHOCTPAHHOU KOHKYPEHLINH.

5. Tlonutuka CBOOOJHON TOPrOBIM - TMOJUTHKA TOCYIApCTBa, MPU KOTOPOU HE
CO3/1AETCA MPENATCTBUUA I MHOCTPAHHBIX KOHKYPEHTOB HAa OTEYECTBEHHBIX
PBIHKaxX MOCPEICTBOM TaMOKEHHBIX MOUUIMH, UMIOPTHBIX KBOT U APYTUX MEP.

6. TeopeTnueckue OCHOBBI IPUHIIMIIA HEBMEIIATEILCTBA TOCyAapcTBa B
YKOHOMHUYECKYIO ACSATEIHHOCTh YACTHOTO CEKTOpa paspadoransl A. CMHUTOM.

7. Kaprenb — 310 0oj1Ha U3 PopM 00BETUHEHHS TPOMBIILJICHHBIX, KOMMEPUECKUX WU
MOJINTUYECKUX OPTaHU3AIMK C IEJbI0 TOBBIIMIEHUS KOHKYPEHTOCTIOCOOHOCTH
TOBapa Ha PhIHKE.

8. DMOapro — 3To PUANYECKUN 3aMPeT Ha OCYIIECTBICHUE TOPTOBIIH.

9. KBoTa - MakCMMaJIbHO€ KOJIMYECTBO UMIIOPTA, PA3PEIICHHOTO JJIs POBO3A.

10.Hanor - o0s3aTenbHbIN, HHIAUBUAYAIbHO 0€3BO3ME3IHBIA IIATEX, B3UMAEMBIN C
IOpUJIMYECKUX H  (PU3MUECKUX JMIl B 1edaX (UHAHCOBOTO obOecredyeHus
NEeATETLHOCTH TOCYIapPCTBA U (WJIN) MyHHUITUTIAIBHBIX 00pa30BaHUMN.

11.AmMepurka XO04eT OTMEHUTH MOILJIUHY Ha BBO3 MJIEKTPOHUKH U TaOAUHBIX U3/ICIIUM.

12.B ocHOBE MEXIyHApOJHOW TOPrOBIM JI€KAT MPUHIMUIBLI CHEHHAIA3ALUA U

HEPaBHOMEPHOIO pacipeieNieHUs: PECYPCOB.

TEAM PROJECT

Divide into 2 groups and in the context of international trade analyses, suggest
the project of Russia — China trade development.

You should speak on standpoints of trade agreement, measures of mutual control and
current situation characteristics. The first group acts on the behalf of Russian
government, the second — of Chinese government. You should discuss the following
items:

1. Export and import control.

2. Investments stimulation.

3. Domestic producer support.
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UNIT 9. BUSINESS ENVIRONMENT
PART 1. BUSINESS TRAVEL

In your job, you might need to have occasional or extensive travel. For this,
you should make the arrangements before you do the travel in order to prepare
everything well. Some companies might have policies in controlling the cost for the
travel. Thus, you should make a clear plan before the travel so that it will be
approved by the company.

Before leaving for the travel, you should discuss everything with your
supervisor. Make sure that you discus for everything that include the length of your
travel, the destination and the method of travel that you will have. You should also
discuss about the vehicle that you will use for the travel. To be sure about this, you
can ask the travel procedures in your company to your boss.

After that, you should contact the travel agent that is pointed by your company.
This is for you whose company uses a certain travel agent for business travel. Then,
you should make the arrangements with the travel agent. Make sure that you get any
information from the travel agency. You should also give your derails information
travel.

After you made the arrangements, you should ask for details about the travel
itinerary. Make sure that you get the confirmation about the flight number, the rental
car and the hotel room. Then, you should contact them a week before you leave for
the travel to ensure that the reservations are in place. If you have problems, you can
contact your employer.

When you are in your business travel, make sure that you keep all receipts that
you get. Those receipts are used to be attached to the expense reports that you will
make after you return home. Then, you should make your expense report as soon as
you return to your company.

VOCABULARY
1. occasional or extensive travel — myTemiecTBoBaTh BpeMsi OT BpEMEHH/ JIUTEIHHOE
MyTEIIeCTBUE

2. to make the arrangements — Ha3HAYUTH BCTpEUy
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. to control the cost for the travel — kOHTpOAMPOBATH pacXobl HA MYyTEIIECTBHUE
. to discuss with the supervisor — 06CyIuTh ¢ HAYaJILHUKOM

. the travel itinerary — MapuipyT myTemnecTBus

. to get the confirmation- mosy4uTs NOATBEPKACHUE

. to keep all receipts — coxpaHsTh Bce KBUTAHIIUU 00 OILjIaTe

0 9 N U K~ W

. expense reports — OTYET O pacxojax

EXERCISES
Exercise 1. Complete the following story about a business trip by putting a
compound noun from the box in each gap.
Boarding card/pass, check-in-desk, departure lounge, duty free shop, hand luggage,
information desk, passport control.

The last time I came to this airport, I lost my passport. I was nice and early so

there were no queues at the 1 . I checked in my

2 , got my 3 and went through 4

all very quickly. Then, because I had so much time, instead

of just sitting in the 5 , I decided to do some shopping. I

wanted to get a present, so I was trying all the different perfumes in the

6 . I don’t know how it happened but I must have dropped

my passport there. I went to the gate to board the plane and then I realized that I
couldn’t find my passport. At that moment, they called me over the loudspeaker.
“Will passenger Martinez traveling to Madrid please contact the

7 7”1 felt so embarrassed.

Exercise 2. Discuss the questions below in small groups. When you have finished,

find a partner from another group and report what you decided.

1.How is the business traveler different from the ordinary tourist?

2.How important do you think the hotel's cost is when business people make their
travel plans?

3.1f you were choosing a hotel for a business trip, which of these amenities would

you consider more important and which less important?
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1. guestrooms 7. room service

2. general decor 8. gym/health club

3. lobby and other public areas 9. hotel staff

4. meeting rooms 10.high-speed Internet access
5. business centre 11.wi-fi Internet access

6. restaurants and bars 12.other

Exercise 3. The sentences in the list (1 -14) are spoken by a guest or ‘future’’
guest in a hotel. Match each sentence with the most suitable reply (a-n).

Inquiry and request.

Could I have a wake-up call tomorrow, please?

Do you have any vacancies for 5th and 6th July?

What time is breakfast?

Could I book the meeting room for 9 o’clock on Tuesday, please?

Could I have a dry towel, please?

Can I dial direct?

Two diet Cokes, please.

Could I arrange a taxi to the airport tomorrow?

O 0 N S s D =

I"d like to book a room for those dates, please.

10.Do you offer a translation service?

11.How much do you charge for the Internet?

12.Good morning, we have a reservation for three nights.

13.1 can’t find the key to my locker now.

14.Would it be possible to extend our stay in the suite by two nights?
Replies

5 $ for half an hour.

o ®

I»m afraid we’re fully booked for the 6th, sir.

That's fine. Could you give me your credit card number?

S

Yes of course. Help yourself.

With ice?

@

=

Yes. Which language?



g. What time is your flight, madam?

h. Your name, please?

1. Yes of course, madam. For how long?

j. From 6.00 to 10.00 am, sir.

k. I’'m afraid I’d have to downgrade you to a room. The executive suites are fully
booked.

1. Yes of course. Press zero for a line.

m. What time, sir?

n. I’m afraid there’s a 10$ charge for lost keys.

PART 2. BUSINESS MEETINGS
Business meetings range from gatherings of small groups of people to large

conferences with hundreds, or even thousands, in attendance. It is those mega

meetings that many people find stressful. Here are pointers to help you make the most

of business meetings and relieve some of the stress you may feel.

Before You Go to a Business Meeting

1. Meet Other Attendees in Advance: Get to know as many people as possible before
you attend the conference.

2. Look Your Best: When you look good, your confidence goes up. Make sure your
hair and nails are well groomed.

3. Dress Appropriately: Find out what type of attire is needed.

4. Pack Comfortable Shoes: You may be on your feet for long periods of time.

At the Business Meeting

1. Introduce Yourself to Others: Making the first move may make you feel less
vulnerable.

2. Smile: Smiling (only when appropriate, of course) helps you look approachable.

3. Psych Yourself Up: Remember the qualities others like about you.

4. Get People to Talk About Themselves: Everyone likes to do this and it will take

the focus off you.
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When the Business Meeting is Over
Take Home Something Valuable: This could be an idea you may be able to
implement or a new person to add to your network.
VOCABULARY
. to range from ... to ... - BApbHPOBATHCS OT ... JIO ...
. to relieve some of the stress — n36aBUTHCS OT HEKOTOPOTO CTpecca
. attendees - moceTurenu
. confidence goes up — yBepeHHOCTh pacTeT
. to dress appropriately — o1eTbcsi COOTBETCTBYIOIIMM 00pa3oM
. vulnerable - ys13BUMBIit
. to look approachable — BeITISIIETH APYKETOOHO

. to take home smth. valuable — B3saTb ¢ CO00I1 YTO-TO IIEHHOE

O 0 3 O W kA W NN =

. to add to network — 100aBUTE B c€Th KOHTAKTOB

EXERCISES
Exercise 1. Work with a partner and match the words from the first column

with words from the second column to make reasons for holding different types
of business meeting.

Meetings can be held in order to ...

produce action creativity
exchange or pass on decisions
build ideas
motivate information
solve plans
brainstorm problems
stimulate sales staff
take teams
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Exercise 2. Read the following statements and decide whether you agree or
disagree with them. Then compare your opinions in small groups.

Every meeting should have an agenda.

The agenda should be circulated in advance.

The chairperson is responsible for the success of a meeting.

In every meeting, there should be someone taking the minutes.

At the end of meetings, the participants should agree a list of action points.

All meetings should be for a fixed length of time.

If people are going to attend meetings, they should always prepare beforehand.

S o

Everyone should have a chance to speak at meetings

Exercise 3. Read four paragraphs (A-D) and decide which one each statement

below (1-8) refers to.

1. Encourage positive feedback.

2. In large organizations, meetings are essential.

3. Formal meetings tend to be more successful than e-mal meetings.

4. Meeting is a good idea to check what people have understood

5.Large meetings often fail due to poor preparation.

6. Meetings tend to be more useful in successful companies.

7.Producing ideas should be accompanied by ways of implementing them.

8. Well-formulated questions will save a lot of time at meetings.

a. What do corporate leaders do all day? Much of their time is spent in meetings.
Meetings are the cornerstone of earns, which in turn are the basis of corporate
existence. But meetings, like teams, do not necessarily achieve what they set out
to do. One recent study in America by Synectics, a consultancy, found that senior
and middle managers spent more than three-quarters of their time in meetings.
On average, only 12% of managers thought their meetings were productive. In
high-performing companies, that figure rose to 25%, and in the unsuccessful ones
it dropped to 2%.

b. Running meetings well is dearly an art. Lots of meetings, of course, happen in the

corridor or around the coffee machine, and those are probably the most efficient
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sort, because they rend to be spontaneous, small and quick. Bigger meetings are
usually more problematic. Often, not enough thought goes into the agenda, the
location, the people asked to attend and the outcome. That allows unimportant
ideas to be given too much time or tedious individuals to speak too much

. Meetings tend to be held either to share information or to solve problems. For the
first sort, Roger Neill of Synecrics advocates asking everyone to say at the end
what they think they have heard, and correcting their accounts if they are wrong.
With problem-solving, the aim should be nor just brains forming but paying
proper attention to purring solutions into practice. He also thinks it is wise to ask
people what they liked about the things they heard: criticism usually comes
unasked. Pessimism, skepticism and challenge all cause trouble.

. David Bradford, who specializes in studying teams, argues that meetings often
waste huge amounts of time. The way to get a decision is to frame the question
carefully. If you want to invest in China, do not announce that you are planning to
do this, or ask the meeting whether you should. Instead, enlist your colleagues’

help by saying: “We want to be in the Chinese market: how do we get there?”

PART 3. NETWORKING: DEVELOPING CONTACTS AND MAINTAINING
BUSINESS CONNECTIONS

Networking as a crucial skill in business and yet most people have never been

trained in how to network and often fail to make any practical use of their network

contacts. Networking is the skill in developing business connections with people

worth knowing.

When developing a business, one of the first things you must do is to develop a

contact list. A variety of people can be included in your contact list, but it's important

to develop this list and maintain it for the good of your business.

1. Determine the best way to keep track of your information. You can keep track of

your information in a notebook, a file folder or in an address book. You can keep

track of your information with your email contacts' list or with a combination of
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your email and PDA contact information. Select whichever method will work best

for you to add, edit and remove entries.

. Create a list of family and friends for your contact list. Typically, these are

numbers and/or addresses you have handy, anyways. However, it's essential to
have this information included in your contact list because these may be your first

clients or customers.

. Add your business contacts to this list. Anyone you do business with should go on

this list. Additionally, anyone related to your business should go on here.
Ask those on your contact list for referrals. Often, your contacts may know of

other people who might be interested in your goods or services.

. Keep all business cards. Purchase a notebook for this purpose. Keeping this

information is an important part of developing your contact list.

. Add to your contact list continually. With each day, you come across someone

new. Include them on your list. Not everyone on your list will become clients or

customers, but you can never have too many people on your list.

VOCABULARY

1.
2.
3.

a crucial skill — BaxxHOoe ymenue
to make any practical use of — mpakTUUeCKH UCIIOIB30BaTh Y-JI.

network contacts — CIUCKH/ ceTh KOHTAKTOB

. to develop business connections — pa3BuBaTh OM3HEC CBSI3U

. to develop the list and maintain it — pazpaboTarh JUCT Y-J1. U MOJJECPKUBATH €TO

4
5
6.
7

to keep track of information — oTciiexxuBatTh HHPOPMAIUIO

. to add, edit and remove entries — n00aBUTh, OTKOPPEKTUPOBATH U YHAJATH

BXOJHBIC JAaHHBIC

. to keep all business cards — xpaHuTh Bce OU3HEC BU3UTKU

EXERCISES

Exercise 1. Insert the necessary word from the list.

Achievements, in touch, an extensive list, promoting, useful contacts, business leads,

word of mouth, impress, employment.
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Networking involves developing 1 of people you have

met through various social and business events who might be able to give you

2 , offer you advice or introduce you to other 3

Many people find 4 and make business deals through
5 or networking. You can begin your network through family and
friends, and by keeping 6 with former co-workers and bosses.

The most difficult part of 7 yourself is telling people what
you can do. Although we want to 8 people, we often avoid
mentioning our strengths and 9 because we don’t want to seem

arrogant. If you only have a little time to sell yourself, you need to be clear about
your strengths.

Exercise 2. Which phrases are used to talk about managing network and selling
yourself? Sort them into the correct category.

Say what you are good at; try to keep in touch with people through regular phone
calls, letters or email; don’t be afraid to ask for help - most people like helping others;
say what you want and what you would like to do next; don’t explain why you
haven’t done something; set yourself targets, such as making one new contact every
week; don’t be too modest; keep your network informed of your situation and thank
them for their help; don’t lie or exaggerate - you may be caught out; organize

yourself by keeping a record of contact details and useful information.

managing network selling yourself

Exercise 3. Your company has sent you to an international meeting. It starts in

five minutes. You don’t know the person sitting next to you. Use the chart below
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to make conversation and to find out about them.

Question word Auxiliary | Subject Verb Etc.
do you live here?
Where does your company work English?
What are he do at the moment?
How has she doing any other languages?
Why do they have your job?
When are got this book?
How many employees have like any children?
go to work?
travel much in your work?
studying
speak

TEAM PROJECT

Prepare a business conference.

It is the conference of different business people of your town/ city: starting from chief

executive officers of corporations to franchisees, from owners of small firms to

people starting up business, from representatives of the local authorities to experts in

social spheres.

Your purpose is to discuss variants of developing business in the region. Each

speaker should highlight challenges of the sphere he/she is charged for and suggest

ways of solving the existing problems.

Choose the conference leader who will manage the whole process.
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AUDIO TEXTS

UNIT 1. GETTING A JOB

Track 1

Key words

how to get a job

certain steps need to be followed
to match interests with

to taking general Business courses
particular strengths

a career in Human Resources

NS kD=

to match the person to the position
Answer the questions:
. What do they need to focus on?

. What course do they study?

8. recruitment

9. relocation or promotion

10.to looks after staff development
11.aggressive side of the business
12.to be tough

13.precision

14.expenses VS revenue

. Who can do well with a career in Human Resources?

. What are other more aggressive sides of Business?

1
2
3
4. What are responsibilities of a HR manager?
5
6

. What is necessary to work in the world of finance?

Track 2
Key words
. strengths and weaknesses
. application forms
. to find the balance between

1
2
3
4. selling yourself
5. not making yourself sound perfect
6

. good at networking /planning

7. have a way with

8. a prospective employer

9. to hide the negative

10.to put it in a more positive way
11.communication side of the task

12.impatient

Define what Marta’s and John’s strengths and weaknesses are.

Strengths

Weaknesses

Martha

John
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Track 3

Key words

1. the employer’s first introduction 6. to object to

2. to receive a lot of applications 7. temporary and part-time jobs

3. up-to-date 8. insight into your background

4. age 9. involvement in

5. marital status 10.get approval from references

According to the speaker what should be included into resume, what not.

1. e-mail address 6. temporary jobs

2. age 7. part-time jobs

3. marital status 8. volunteer work

4. religion 9. education

5. work experience 10.sports

Track 4

Key words

1. asuccessful interview 6. to cause

2. appearance 7. to do your homework
3. to pay attention 8. opening greeting

4. appropriate 9. to avoid

5. to show up 10.to direct the

Answer the questions.
. What are first impressions based on?
. How should you look?

. What does the phrase “do your homework” mean?

1

2

3

4. How should you greet an interviewer?

5. What is better to answer if asked about previous job?
6

. Why should you avoid giving short “yes-no” answers?

UNIT 2. RAISING FINANCE TO SET UP BUSINESS
Track 5
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Key words

1. setting up business 9. to feel confident that someone buys
2. to depend on product

3. management experience 10.life savings

4. knowledge of the product 11.knowledge of finance

5. to work in a clothes outlet 12.a sales forecast

6. knowledge of the market 13.to estimate costs

7. to identify target customers 14.to make a cashflow predictions

8. to launch business 15.to persuade

Answer the questions.

1. When is management experience not necessary?

2. What three types of knowledge should you have when setting up business?
3. Will you describe each of them?

Track 6

Key words

1. a business support advice 14.broken friendships over...

2. aservice which offers... 15.option

3. to run their own business 16.to see a detailed business plan

4. alawyer - give a legal advice 17.realistic targets

5. a marketing adviser 18.steady growth

6. to raise the capital 19.strong cashflow

7. common way 20.whether be able to pay off debts

8. your own money 21.to be secured against an asset

9. to use savings 22.to claim asset

10.to borrow from... 23.in return for a stake in the business
11.need to be very clear about... 24.to get applications for loans
12.things go wrong, pay money back 25.tough competition

13.to draw up a written contract 26.a business angel

Listen and complete the sentences.

1. Three types of advice “Entrepreneur” gives are ...
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A common way to raise the capital is ...

If family or friends are involved you need to ...
A bank manager will need to see ...

The bank requires ...

Types of assets to secure a loan are ...

Companies who provide start-up capital in return for a stake in the business are ...

N I AL o B

A business angel is ...

UNIT 3. TYPES OF BUSINESSES

Track 7

Key words

1. company owners 8. free education

2. concerned with the welfare 9. adoctor on site

3. involved with social work 10.to shorten the working day

4. tojoin 11.to set up a pension fund

5. acocoa and chocolate factory 12.to merge

6. to reduce poverty 13.a confectionery company

7. to introduce changes 14.charitable trusts

Joseph Rowntree, Kit Kat, Mackintosh, Nestle

Listen and complete the sentences.

The first example of a company owner who did a lot to help the poor ...
The original Rowntree family were ...

In 1869 he went to join his brother Henry who ...

By the end of the century it was a ...

Rowntree was also concerned with finding ways to ...

He provided ...

In 1906 he used £10,000 of the company’s profits to ...

The culture of the company changed somewhat in 1969 when ...
Track 8

Key words
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1. to make a go of starting own 10.outlet

businesses 11.to be made redundant
2. excitements and risks 12.nothing to do
3. to run business 13.traumatic
4. entrepreneur 14.franchise
5. to plunge 15.to buy the right
6. to make food 16.to sell the products
7. struck 17.to pay fees
8. stuff 18.to increase someone else’s profits
9. competition 19.fat-cat shareholders

Answer the questions.

1. What is the subject of their meeting?

2. What is the first woman engaged in? Why did she choose this business?

3. Why was the second woman made redundant?

4. What type of business did she choose? Why?

5. Why did the third speaker choose to be self-employed?

Track 9

Key words

1. different from 4. to adhere to the same principles
2. to deal 5. hygiene products

3. to be tested on animals 6. to be sold out to larger companies

The Body Shop, Anita Roddick, Tom's of Maine, Colgate, Linda McCartney’s Hain
Celestial, Whole Foods Ben and Jerry's Ice Cream, Unilever, Green and Black’s
Chocolate, Cadbury-Schweppes, Odwalla and Samantha Stonyfield Farm Organic
Yogurt, Groupe Danone.

Answer the questions.

1. What is the peculiarity of the Body shop?

2. Who bought this company?

3. What did Tom’s of Maine produce?

4. Who bought Green and Black’s Chocolate and Stonyfield Farm Organic Yogurt?



UNIT 4. COMPANY STRUCTURE
Track 10
Key words

1. major management structure change

2. top-heavy
3. adeputy manager
4. to refine the management system

Answer the questions.

5. danger
6. to lose that day-to-day contact

7. short shifts

1. What management structure did they have?

2. What kinds of managers did they have?

3. What do they have now?

4. What difficulty did they face?
Track 11

Key words

1. teamwork

2. separate people

3. to be committed to the team and its

aims
. to trust

. the most intelligent member

4

5

6. to use arguments
7. average intelligence
8. to solve problems
9. original thinker
10.to get a lot of fights
Answer the questions.

1. What makes a good team?

2. How can you describe a good team leader?

11.imaginative people

12.a balance of different personalities
13.to launch a new product
14.enthusiastic salesperson
15.thoughtful person

16.to check and test

17.to be against team spirit

18.to fit into any team

19.to join

20.to choose similar to the people you

have

3. Why is it not necessary to have the most intelligent person as a leader?



A A 4

How do they call a person who thinks of new ideas and new ways to solve
problems?

What can happen if there are too many imaginative people in a team?

Why does a team need an enthusiastic salesperson?

Can all the people work well in any team?

What do you need to think when choosing someone to join a management team?
Is the speaker in favour of using a personality test and choosing the right person

from the results?

UNIT S. PRODUCTS

Track 12

Key words

1. labor costs 6. marketing costs

2. outsourcing production 7. surveys

3. acheaper location 8. to gauge new fashion trends
4. raw materials 9. inflation

5. synthetic fabric

Answer the questions.

1. What do we have to think about before we get to the product itself?
2. What types of costs are mentioned?

3. What can be controlled better synthetic fabric or raw material?

4. What do marketing costs include?

5. Is inflation a major concern these days?

6. What are production costs more affected by?

Track 13

Key words

1. director of operations 5. to be weighed

2. Chanel perfumes 6. freshness

3. topick 7. to extract the natural oils and resins
4. petal 8. cold fat
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9. extraction solvent 15. a process of evaporation

10.ethanol 16.concrete

11.to dissolve 17.to extract from the concrete with
12.perfumed oils alcohol

13.to removed from the vats 18.absolute

14.to be eliminated by 19.blend

Agree or disagree with the statements.

1. They speak to director of operations for the world-famous Dior perfumes.

2. The roses on our farm are in season from May to June and the jasmine from
August to October.

Flowers are transported to the production plant to be weighed.

At Chanel flowers wait a day before they are treated.

The next stage is to extract the natural oils and resins.

The petals are washed three times in over 4,000 litres of this solvent.

The solvent is eliminated by a process of evaporation.

© N kW

Concrete can be stored for several years.

UNIT 6. PROMOTIONAL TOOLS

Track 14

Key words

1. main reasons 9. to convince

2. to inform the public 10.to bring beneficial changes

3. aparticular product or service 11.face cream

4. price details 12.to rid them of wrinkles

5. special offers 13.competitive

6. to give the essential details 14.to be produced by competitors

7. household products 15.to mention competitors

8. persuasive 16.not to permit

Answer the questions.

1. What is the first reason to advertise the product?
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What type of information does it give?
What products does it advertise?

What is the second type of advertising?
How does it convince people to buy?
What products does it promote?

What is the third type of advertising?

Is it allowed to mention competitors?

Track 15

Key words

. concepts of ownership and selling
. to brand an item

. owner

1
2
3
4.
5
6

a mark was placed

. craftsmen

. to sign a painting

7. to get practical needs

8. to satisfy needs

9. to signal the availability
10.certain qualities
11.status symbols

12.host  of

associated luxuries

Listen to a talk on the development of branding over the years and check the

statements that are true.

to be installed on other web servers

1. Branding is a recent phenomenon.

2. One of the main functions of branding is to indicate ownership.

3. Branding in the past was similar to an artist’s signature.

4. The function of all branding nowadays is to indicate social status.
5. Brands often have associations other than ownership.

6. Brands nowadays are often associated with qualities a product is believed to have.
7. All brands today are seen as status symbols.

Track 16

Key words

1. to hit upon 5. to adapt the software
2. piece of software 6.

3. by accident 7. license

4. to facilitate online photo sharing 8.
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9. to convince 17.to plaster the city

10.to line up 18.free banners to spectators

11.in anticipation of the product 19.the principal stadium

12.a celebrity talk show host 20.broadcasts of the event

13.a leading sportswear company 21.free e-mail service

14.to conduct 22.involuntary advertisers

15.instead of 23.to reach a potentially huge number
16.sponsorship fee 24.apparent “endorsement”

Define what promotional tool presented by the speaker matches to the

description.

1. an entrepreneur starts small, produces a product or service that can outdo
those of much larger companies, and spends nothing on advertising or promotion.

2. a company attacks the targeted segment of the market with huge resources
advertising, and special offers.

3. companies turn users of the Internet into unwitting (and unpaid) advertisers.

4.  acompany takes advantage of the presence of the media at an event in order

to effectively advertise for free.

UNIT 7. E-COMMERCE

Track 17

Key words

1. to expand choices 9. the site is secure

2. hazards 10.picture of a padlock

3. safe 11.the acknowledgement notice

4. reputable companies 12.legal rights

5. to do a little research 13.bank statement

6. to check 14.to be deducted from balance

7. to consider extra costs 15.consumer affairs offices

8. worthwhile buying online 16.to be cheated

Answer the questions.
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What companies is it better to buy from?

Do you have to check contact details?

How do people pay for online purchases?

Do you have the same legal rights as buying in a shop?

Where can you apply to if you have been cheated while shopping online?
Track 18

Key words

. specific stores
. dot-com stores

. to put it into a van

1
2
3
4.
5
6

to expand

. contact

. to let us know

Answer the questions.

1
2
3
4,
5
6

. What stores does the Tesco have?

. How did the situation change?

7. to be able to find it easily
8. arecognizable name

9. a front page

10.car insurance

11.access to public transport

12.to walk

. How many stores did they have a couple years ago?

What are the advantages for a business of having a website?

UNIT 8. INTERNATIONAL TRADE
Track 19

Key words

1. unanimously in favour of free trade
2. to be opposed to

3. to worry about

4.
5
6

to lead to disadvantage

. manufacturing industry

. to compete with large firms

100

. What are the characteristics of a really good company website?

. What sort of people do their shopping by the Internet?

7. advanced countries

8. to import technology

9. to educate labour forces
10.infrastructure

11.wages are lower

12.complaints about unfairness
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13.to operate at a level of full 17.to lead to more efficiency

employment 18.output
14.to put up with the disruptions 19.to bear the pain
15.to be trained for a job 20.unemployed

16.to lose jobs

Listen to the interview and complete the following sentences.

1. Formerly, the less developed countries were against free trade because ...

2. Countries like South Korea and Malaysia are competitive today because they’ve
been able to...

3. Free trade is disruptive in other words ...

4. The advantage of free trade is that...

5. People in industrial countries can only put up with the disruption caused by free

trade if...
Track 20
Key words
1. free trade 9. more or less full employment
2. less industrialized 10.cooperation
3. an enormous disadvantage 11.to walk away from free trade
4. heavily subsidized 12.to sustain
5. aperiod of protection for industry 13.to tackle the unemployment
6. to compete in international markets problem
7. to convince 14.to deal with
8. to ensure 15.to coordinate economic policies

Answer the questions.

1. What would African countries need to do if they wanted to develop a car industry?
2. What does prof. Singh say could lead to full employment in the rich countries?

3. What does he say will be the consequence if mass unemployment continues?

4. Does he foresee an end to mass unemployment?

UNIT 9. BUSINESS ENVIRONMENT
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Track 21

Key words
1.to fix a time 4.to be booked up
2.not available 5.to confirm

3.to be at a branch
Carmen Vanegas, Medica

Listen and insert the words.

C: Hello, this 1s Carmen Vanegas from Medica. I was wondering if we could

a time to meet ?
S: Yes of course. What time would you?
C: Well, I was wondering if you could Tuesday afternoon?
S: Sorry, I’'m not at any time on Tuesday as I've arranged to be at our
other all day.
C: How about, er, Wednesday afternoon?
S: I'm Wednesday afternoon as well, but I could do Wednesday
morning, or I'm all day on Thursday.

C: Could you make Thursday at two o'clock?
S: That would be fine, yes.

C: OK. So let’s that then, Thursday at two o'clock.
Track 22

Key words

1. to change flight 5. to give directions

2. to get an appointment 6. to carry a heavy bag

3. mid afternoon 7. to phone in
4. to pick up

Miss Casale, Simone, Yolande Haisman, Misson Credit

Choose the correct answer.

1. What time is the flight that the woman wants to take?
1.11.302.4.20 3. 6.30

2. How is Miss Casale going to get to the office?
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1. by car 2. by taxi 3. on foot
3. What is the correct spelling of the visitor’s name?
1. Bulkiewicz 2. Bulkeiwicz 3. Bulkiewisz
4. What is going to happen to Mr Jonsson
1. He is going to become chief executive. 2. He is going to become chief financial

officer. 3. He 1s going to retire.

Track 23

Key words

1. monthly meetings 6. to keep briefed on
2. awaste of time 7. decision-making
3. face to face 8. feedback

4. to clear up some ambiguous issues 9. planning stages

5. fair 10.input

Listen to 2 employees discussing an upcoming meeting and complete the notes
on the reasons given why meetings are important

face to face

clear up

new proposals and developments

decision-making

. opportunities to give

involved in

NS U AW N

our ideas
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TEXTS FOR DISCUSSIONS AND ANNOTATIONS
The section is to develop the skills of making annotations of articles as they
provide the acute material for discussions. The articles of the section contain an up-
to-date overview of topics connected with the customs activity and related spheres.
What is an annotation? An annotation is a short description of an item.
Annotations summarize important content and evaluate the resource based on
standard criteria. The function of an annotation is to inform the reader about the item
of interest and to provide a critical analysis or evaluation of its content.
To make a good annotation you can use the following scheme and expressions:
Scheme for an article annotation
1. The title of the article.
a) The article is headlined ...
b) The headline of the article I have read is ...
2. The author of the article; where and when the article was published.
a) The author of the article is ...
b) The article is written by ...
c) It is (was) published in ...
3. The main idea of the article.
a) The main idea of the article is ...
b) The article is about ...
d) The article deals with ...
e) The article touches upon ...
f) The purpose of the article is to give the reader some information on ...
g) The aim of the article is to provide the reader with some facts/material/data on ...
4. The contents of the article (no more than 10-20 sentences).
a) The author starts by telling (the reader) (about, that ...)
b) The author writes (states, stresses upon, thinks, points out) that ...
c) The article describes ...
d) According to the text ...
e) Further the author reports (says) that ...
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f) The article goes on to say that ...

g) In conclusion ...

h) The author comes to the conclusion that ....

5. Your opinion of/on the article.

a) I find/found the article topical=urgent (interesting, important, dull, of no value, too
hard to understand ...) because ....

b) In my opinion the article is worth reading because ....

THE FIVE RULES ABOUT TAKING CAREER TESTS

When you're puzzled about what to do next with your life, the idea of taking
some kind of career test may strike you as a really great idea. There are a lot of such
tests out there. They're not really "tests" — you can't flunk them; more accurately,
they're called "questionnaires" or "assessment instruments." But most people still call
them "tests." They come in many forms and flavors — skills tests, interests tests,
values tests, psychological tests, etc. — and their names form a veritable alphabet
soup: SDS, MBTI, SII, CISS, RHETI, and the like.

Trouble is, they take time and energy. You have to get dressed and get yourself
down to a community college counseling center, or career counselor's office, or State
unemployment office, or one-stop career center, or a Johnson O'Connor Human
Engineering Laboratory — where the tests and the test administrators can be found.
You have to leave your house. That's been true for years.
But now there's a new wrinkle: now you don't have to leave your home, to take some
career tests. If you have access to the Internet career tests can now be plucked off the
Internet, and taken in the privacy of your own home.

Treat all tests as suggestive, only. Tests have one great mission and purpose: to give
you ideas you hadn't thought of, and suggestions worth following up. But if you ask
more of them — if you ask them to absolutely tell you what to do with your life —
you're asking too much. On many online (and offline) tests, if you answer even two

questions inaccurately, you will get completely wrong results and recommendations.
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You should therefore take all test results not with just a grain of salt, but with a
barrel.

Take several tests, rather than just one. You will get a much better picture of your
preferences and profile, not to mention career ideas, from three or more tests, rather
than just one.

Don't let tests make you forget that you are absolutely unique. All tests tend to deal in
categories, so they end up saying "you are an ENFP" or "you are an AES," or you are
a "Blue." You are lumped with a lot of other people, as in a tribe — and sometimes it
is the wrong tribe. Just remember, you are "a unique job seeker seeking to conduct a
unique job hunt, by identifying a unique career and then connecting with a unique
company or organization, that you can uniquely help or serve." (Thanks, Clara
Horvath) Without some hard thinking about how you are unique, tests become just "a
flytrap for the lazy," as job expert Mary Ellen Mort puts it.

Don't force online tests on your friends.

If online tests do help you, don't for Heaven's sake become "A Career Test
Evangelist" and try to force all your friends and family to take such tests. People are
very skittish about tests. For example, some people dislike "forced choice questions,"
where they must pick between two choices that are equally bad, in their view. Others
don't like questions about how they would behave in certain situations, because they
tend to pick how they wish they behaved, rather than how in fact they actually do.
And some people hate all tests. Period. End of story. So, trying to force these tests on
your family or best friends could lead to your premature demise. Be gentle: the life

you save may be your own.

THE THREE DANGERS OF RESUMES

Resumes, ah resumes! How they are ever with us, in any talk about the job-
hunt, whether in magazines, newspapers, or in books, or on the Internet.

For the employer, the virtue of resumes is that they offer an easy way to cut
down the time employers have to spend with job-hunters. It only takes a skilled

human resource person about ten seconds to scan a resume (30 seconds, if they're
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really lingering), so getting rid of fifty job-hunters, I mean fifty resumes, takes only
half an hour or less. Whereas, interviewing those fifty job-hunters in person would
take a minimum of twenty-five hours. Great time savings! Resumes are obviously
here to stay, if some employers have anything to say about it.

For the job-hunter, resumes also appear attractive. After all, they offer an easy
way to approach an employer. No maddening phone tag, no frustrating attempt to get
an appointment with someone in authority, no taking the bus, or driving the car, or
sitting in someone's outer office for a blue moon, only to be rejected after all of that.

So, let's look at what is never discussed, namely, the three dangers of resumes.
1. They may never get read. "Employers" are not a united group: they are as diverse
as a mob at the Super Bowl. Many employers dislike resumes, some detest them. I
run into such employers all the time. "Can't tell a thing about a job-hunter from his
(or her) resume." So, especially on the Internet, the odds are terrific that your resume
is not even getting read. A site that had 85,000 resumes posted: only 850 employers
looked at any of those resumes in the previous three months before the survey. So,
you send out your resume or post it on the Internet, confident that employers are
reading them, when — in a depressing number of cases — nobody is.

2. They may cause you to give up prematurely. Resumes may be a useful part of
anybody's job-hunt, but they should never be your entire plan. You can send out tons
of resumes, or post them on every resume site on the Internet, and not get a single
nibble. The statistics are: only one job-offer is tendered and accepted, for every 1470
resumes floating out there in the world of work. Consequently, 51% of all job-hunters
who base their job-hunt solely on mailing out or posting their resume, get
discouraged, and abandon their job-hunt by the end of the second month.

3. They may wipe out your confidence in yourself. This is the greatest danger, by far,
of depending on resumes. If it were just a matter of trying a job-hunting method that
didn't work very well, it might be okay. You pick yourself up, and go on, still keeping
a good self-esteem. But in fact, the danger of resumes is that if you believe in them,
and they don't work for you, you start to think something is really, really wrong with

you.
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Given these three dangers, there is a better way to go: choose carefully the
organizations that interest you (find them in the yellow pages), research them, in
libraries or on the Internet, ask every friend you have if they know someone at that
organization, and — using these contacts — get an introduction to the employer on the

inside. It takes more work, but your self-esteem will end up riding high.

THE CHARACTERISTICS OF JOBS TODAY

We are coming up swiftly on the millennium. A good time to reflect upon the
society we live in. Viewed from the workplace, our society is divided into two
groups: the employed and the unemployed. And the trouble is: you never know. You
never know when you may join the ranks of the unemployed. Roughly one job in ten
disappears during the year, often without warning. Workers are laid off.

You will prepare yourself best for whatever the new millennium may bring, by
repeating after me these four fundamental propositions:
1. Every job now is a temp job. That is, 'of uncertain length." 90 percent of the
workforce in the U.S. is not self-employed; so, you are probably working for
someone else. And how long that job lasts will be up to them, and not just you. If
they so will it, your job may end at any time, and without warning. Even if you are
self-employed, your job may end at any moment, if your customers prove fickle, and
flock to another vendor. The question in any case: will you be ready for the next job
when this one fails?
2. Every job now should be regarded essentially as a seminar. If you have a job, the
question is: what are you learning there? Of course you want this job to put bread on
the table, clothes on your back, and a roof over your head, plus give you a sense of
satisfaction and accomplishment. But. Almost every job today is moving and
changing so fast, in its very nature, that you must think of this job as exactly like
enrolling in a seminar. There is a lot you have to learn, when you begin and
throughout the time you are there.
3. Every job that you choose now should be one where the satisfaction lies in the

work itself. Despite your best research during your job-hunt, you may have ended up
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in a job where your bosses fail to recognize or acknowledge the fine contribution that
you make, leaving you feeling unloved and unappreciated. They may fail to give you
a raise, or at least the raise you believe you deserved. In other words, you are getting
none of the future rewards you were hoping for, when you signed on. Well, future
rewards can't be counted on, in most jobs today. So, where should you look for
rewards? I reply, simply, "In the very doing of the work." Be sure it is work that uses
your highest skills, work where you take pleasure in the very doing of the tasks that
job requires. Where you are working with people you really like. Present rewards.
And if your present job doesn't give you that, better start thinking about moving to a
job that does. There you have the four basic words or phrases to remember about jobs

as the millennium approaches: Temp. Seminar. Satisfaction

SOURCES OF ANGEL FINANCING FOR YOUR SMALL BUSINESS

Small businesses usually turn to angel financing when the owners exhaust the supply
of their own funds and those of their family and friends. Angel investors are wealthy
individuals or groups of individuals who invest money or equity financing in start-up
or early stage small businesses. Angels usually loan an average of about $35,000, but
they may loan much more than that. They become an investor in your firm and often
want a seat on your board and some input into the operation of your firm. They can
often provide you, as an entrepreneur, valuable advice and counsel. Here are some
valuable sources of angel financing. Below are more sources of angel funding for you
to check out.

1. Angelsoft Angelsoft has been around since 2004. It is an organization with 454
Angel Groups and Venture Capitalists, 18,035 Angel Investors, and 3,100 new
entrepreneurs every month using their tools. The top five industries in which they
invest are consumer products, media, software, B2B. and medical.

2. AngelBlog This is a blog dedicated to helping startup or existing small businesses
find angel funding. It is a very valuable source of reading material for small
businesses. If you are trying to find money, don't overlook this blog! You get lots of

good information and great resources for funding and funding strategies.
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3. Go4Funding Go4Funding is a platform to bring entrepreneurs, business owners,
and investors together. You, as an entrepreneur or business owner, can post your
capital needs. Investors can look through projects and see if there is anything
interesting there for them. There are also forums there to discuss your needs with
others. There are resources for you, as a business owner, to help you get your
business off the ground.

4. Angel Capital Association The Angel Capital Association is a professional group
of licensed angel investors. This is an invaluable listing of members in good standing
with this association. Members are listed by geographic region.

5. The Entrepreneur's Resource for Finance You can find a listing and brief
description of national, regional, and state angel organization websites here. The

organizations are generally composed of accredited investors.

THE BASICS OF VENTURE CAPITAL FOR SMALL BUSINESSES
What Venture Capital Really is and how to Attract it

You and a friend have a great idea for a product that you think you can sell.
You work nights and weekends to develop a prototype for your product. You don't
actually have it to the stage where you can sell it yet, but you can show it to experts
in the field at trade shows to get their opinions. You go from trade show to trade
show and most of the reviews your product gets are very positive. You're filled with
hope that you can bring your product to market. There is one problem. You don't
have any money. How do you get the money for a start-up company to develop and
sell your product?

Your first idea may be to approach a bank and ask for a loan. You may soon
find out that banks are not interested in a start-up company that is little more than an

idea. Your search for money will very likely lead you to the venture capital market.

What is Venture Capital? Simply put, venture capital is other people's money. It is
financing for new, usually high-risk start-up businesses just like the new product that
you want to bring to market. There are a lot of well-known firms whose names you

would recognize that were financed, when they were start-ups, by venture capital.
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One of them is Netscape Communications. Venture capital firms pools investment
dollars from investment companies, pension funds, large corporations, university
endowment funds, and even wealthy private individuals and uses these funds to
invest in high-risk start-up companies that they think will be profitable. These pooled
funds are often called private equity.

What do Venture Capitalists Want in Return? Venture capitalists are only interested
in firms they think will turn into solid investments. Since they take on so much risk
when they make an investment in a start-up unknown firm and product, they look to
earn a very high return. Venture capital firms pick and choose their investments
carefully as they are investing other people's money. They only take on those projects
they think will earn the high return. They usually become involved in the business by
lending their expertise in the hope of helping the business succeed. Their ultimate
goal is to take the business public someday. As a result, they usually are not
interested in a corner grocery store or Mom and Pop business. They look for small
businesses with potential to grow larger.

Venture capital firms who make an investment in a small business take an
equity or ownership stake in the company. They usually take preferred stock in the
company and want one or more seats on the Board of Directors. They also want
access to the financial information of the company. Small businesses who accept
venture capital investments have to be willing to share decision-making power with

the venture capitalists that have a stake in their firm.

COMPANY STRUCTURE

Talking about company structure I'd start with the defining of what organizing
function is. As it meant by managers the organizing function is the process of
breaking down the overall task into individual jobs along with delegating authority to
do those jobs and then putting them back together in units, or departments, of an
optimal size according to some consistent bases. Thus we can describe the organizing
function as dividing tasks into jobs, delegating authority, determining appropriate

bases for departmentalizing jobs and deciding the optimal number of jobs in a
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particular department.

Nowadays I suppose in every efficiently-run company the activities of the
various groups and the responsibilities of the individuals who work within them must
be carefully defined in the organization structure. And I can give many reasons to
improve this statement. First of all in the modern business world the process of
management decision-making is very complex. But there is a limit to the number of
decisions that can be made by one person. This means that companies should limit
the amount of responsibility given to individual employees. Also there is an argued
question about the number of people one person can manage directly in an efficient
way. Thus the purpose of organizing function is to achieve coordinated and therefore
more effective effort through the company structure and authority relationships.

Starting with company structure I can define it as the relationship between
positions and people who hold the positions. It's very important because it provides
an efficient work system as well as a system of communication. Organizational
structure can be compared with the anatomy of a living organism, acting as a
framework, skeleton of the company. And it aims at providing an efficient work
system, a mean of communication and satisfaction for the company personnel.
Explaining the first point I can add that business must try to maximize the output of
products and services which result from a given input or resources. This is possible
only when company organization functions smoothly. Second point — providing
means of communication — is obvious, because the success of a company depends on
a steady flow of full and correct information. Therefore an appropriate
communication system must exist to ensure that the right information reaches the

right people.

PI1ZZA HUT FRANCHISE REVIEW

In 1958, Frank and Dan Carney borrowed $600 from their mother, purchased
secondhand equipment, and “rented a small building on a busy intersection in their
hometown of Wichita, Kansas.” There they opened the first Pizza Hut. Today, Pizza
Hut is owned by Yum! Brands, Inc., parent company of Taco Bell, KFC, A&W
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Restaurants, and Long John Silver’s, and is the world's largest pizza restaurant
company with more than 6,200 restaurants in the United States and more than 4,000
restaurants in 100 other countries.

Background and Benefits Pizza Hut has been making pizza for over 50 years, serving
up original style pizzas available in a variety of crusts. As America’s first national
pizza chain, Pizza Hut has enjoyed continuous growth. At present Yum! Brands is the
worldwide leader in Multi-branding, offering consumers choice, convenience, and
value by combining two brands under one roof. Multi-brand opportunities still exist
across America and offer franchisees a competitive edge as well as many advantages.
How Much Does a Pizza Hut Franchise Cost? 1f you have a budget of between $1.3
million to $3 million and a net worth of $1 million with $360,000 in liquid assets,
you can be in business within a year, but there are other requirements as well. You
must commit to building at least 3 restaurants over 3 years. Pizza Hut is part of an
organization that offers tremendous franchise support including advertising, business
coaching, training, development, and cooperative sourcing. Performance
Improvement Programs and support are also offered to each new franchisee along
with 12-16 weeks of required training.

What We Like Yum! Brands offers the power of multi-branding that includes two
National Media Budgets, two Category Leading Brands, and two menus. This can
broaden customer appeal, which has the potential to increase the average check size.
Field offices are located throughout the U.S. to support franchise and company
restaurant operations. Pizza Hut represents a strong brand that has demonstrated

economic stability over time.

7 STEPS TO FOLLOW BEFORE YOU START A CRAFTS BUSINESS

Being self-employed is the dream of many people running that daily 9-to-5
treadmill. If you’ve been mulling over the possibility of starting a crafts business,
check out my ten recommended steps to follow before starting your business.
1. Think About Why You Want to Start a Crafts Business Maybe you want to turn a

hobby into a moneymaking business. Perhaps you’re just fed up with your day job
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and want to make the transition from working for someone else to working for
yourself. Are you spending too much time at the office and feel a home-based craft
business will give you more time with your family? Whatever the reason, and you
might have more than one, sit down and give this question some serious thought.

2. Get Good Practical Experience Opening a crafts business, especially if you plan to
use it to replace your day job, isn’t something that you just wake up one day and
decide to do. If you want your craft business to be a success you need to have
experience ranging from basic design to complete construction.

3. Go to School if You Need to Hone Your Craft-Making Skills 1t’s never a bad idea to
take a class in your field of arts or crafts to advance your basic skills. Watching the
instructor and your peers just may show you a better way to set up your workbench,
perform your craft or you may get a referral to a fantastic vender. It’s also a great
way to network, which can be helpful when growing your craft business.

4. Identify Your Customer Before you hit the drawing board you have to consider
who your potential customers are. A starting point is the age old male versus female
demographic. However, male or female is too broad - you can’t stop there. Take this
further by considering exactly what type of product you wish to handcraft.

5. Check Out Your Competition If you have too much competition, you don’t
necessarily have to abandon your dream - develop a niche that is not yet saturated.
On the other side, if you don’t have any competition, this may not be a good thing. It
could be there is not enough of a market for your art or craft to make it a viable
business.

6. Find Vendors You need to find vendors that have wholesales terms so you can buy
with a discount and establish terms. You also need this information because if you
don’t know how much your vendors are going to charge you for the raw materials to
make your product, how can you set a reasonable retail price? This also helps you
figure out many items you have to sell to realize your personal or financial goals.

7. Write a Business Plan Many business owners think they only need to prepare a

business plan to get outside financing from a bank or other lender. Not true. A
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business plan is your roadmap to success. All craft businesses should have one so you

can anticipate problems and come up with solutions.

WHICH BANK TO CHOOSE?
Tips on Deciding Which Bank to Choose

It's time to open a bank account, but you may be unsure which bank to choose.
Of course, the right bank depends on your needs and circumstances. To help you
along, let's review some common factors in how people decide which bank to choose.
You'll get some ideas, rule out what's not important, and know for certain which bank
to choose.
What Do You Need Today? The decision on which bank to choose usually comes
down to an immediate need. If you move to a city and need a local bank for
depositing paychecks, you'll probably just pick the bank that fulfills this need with
the least amount of effort.
Other Factors However, you should look at other factors when deciding which bank
to choose. A lot of your financial life will revolve around your banking relationships,
so it pays to do some research up front
What Most People Look For Besides looking at your needs in a banking relationship,
here are some common factors that people consider when deciding which bank to
choose:
1. Geography - what's close or convenient for opening an account and going to the

branch?

2. What bank did Mom and Dad use, and who do my friends use?

W

Is there a credit union or bank that my employer uses or promotes (and maybe has
a branch on site or has employees visit the worksite)?

Savings Rates - what's the best online savings account rate?

Teaser Rates - who's got a nice teaser ad in the paper for CD's?

Loan Rates - who can get the best deal on my mortgage or auto loan?

NS s

Who's got the best fee structure for whatever my banking behavior is (lots of

ATM use, for example)
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8. Free checking is popular for people getting their first checking accounts
9. Customer service - are the employees nice? Do they annoy you and constantly try

to sell you things you don't want or need?

COCA-COLA

Coca-Cola is the most popular and biggest-selling soft drink in history, as well
as the best-known product in the world. On May 8, 2011, Coca-Cola marks its 125th
anniversary. Created in 1886 in Atlanta, Georgia, by Dr. John S. Pemberton, Coca-
Cola was first offered as a fountain beverage at Jacob's Pharmacy by mixing Coca-
Cola syrup with carbonated water.

Coca-Cola was patented in 1887, registered as a trademark in 1893 and by
1895 it was being sold in every state and territory in the United States. In 1899, The
Coca-Cola Company began franchised bottling operations in the United States.
Coca-Cola might owe its origins to the United States, but its popularity has made it
truly universal. Today, you can find Coca-Cola in virtually every part of the world.

The world is changing all around us. To continue to thrive as a business over
the next ten years and beyond, we must look ahead, understand the trends and forces
that will shape our business in the future and move swiftly to prepare for what's to
come. We must get ready for tomorrow today. That's what our 2020 Vision is all
about. It creates a long-term destination for our business
Our Mission Our Roadmap starts with our mission, which is enduring. It declares our
purpose as a company and serves as the standard against which we weigh our actions
and decisions.
1. To refresh the world...
2. To inspire moments of optimism and happiness...
3. To create value and make a difference.
Our Vision Our vision serves as the framework for our Roadmap and guides every
aspect of our business by describing what we need to accomplish in order to continue

achieving sustainable, quality growth.
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1. People: Be a great place to work where people are inspired to be the best they can
be.
2. Portfolio: Bring to the world a portfolio of quality beverage brands that anticipate
and satisfy people's desires and needs.
3. Partners: Nurture a winning network of customers and suppliers, together we
create mutual, enduring value.
4. Planet: Be a responsible citizen that makes a difference by helping build and
support sustainable communities.
5. Profit: Maximize long-term return to shareowners while being mindful of our
overall responsibilities.
6. Productivity: Be a highly effective, lean and fast-moving organization.
Live Our Values Our values serve as a compass for our actions and describe how we
behave in the world.
. Leadership: The courage to shape a better future
. Collaboration: Leverage collective genius
. Integrity: Be real

1
2
3
4. Accountability: If it is to be, it's up to me
5. Passion: Committed in heart and mind

6

. Diversity: As inclusive as our brands

BEST, INEXPENSIVE WAYS TO ADVERTISE YOUR BUSINESS

Most companies are looking for the best, inexpensive ways to advertise
because they don't have millions, or even thousands, to spend on advertising. Make
the most out of the ad dollars you do have, no matter how limited you are. These
cheap ways to advertise give you a variety of options to choose from when you're on
an ad budget diet while giving you a good return on your advertising investment:
Create a Flyer Creating your own flyer to advertise your business is simple,
inexpensive and it's a great way to generate buzz about your company. If you really

want to make your flyer an effective advertising tool, offer incentives or discounts to
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people who bring in your flyer. This also gives you an informal way to track how
many people are coming in just because they saw your flyer.
Advertise on Cable Wait! Before your eyes skip over this section, thinking it's just for
those who can afford a TV commercial, keep reading. You can advertise on cable
through crawls, full screen ads and above program listings. These alternative
advertising methods are very affordable. Crawls can cost under $10 a day.
Use Your Web Site to Advertise Your Business Many business owners think they only
need a Web site if they sell products online. No matter what type of company you
have, you need a Web site. Potential customers hit the Internet looking for companies
in their local area. If your competitor's online and you're not, guess who has the
advantage. Build a Web site that's beneficial to customers, though. You want to make
a positive, lasting impression and having a poorly built Web site is a terrible way to
advertise your company.
Cross-Promote Your Business Through Partnering
National companies partner every day because it's an excellent ad tool to reach new
customers and cut the advertising costs at the same time. But partnering isn't just for
corporate giants. Going in with other businesses helps you save advertising money
while increasing your exposure to customers.
Produce a Newsletter A newsletter helps you keep in touch with your current
customers and tap into a market of potential customers. Your newsletter shouldn't be
used to send ads to your customers, though. Use your newsletter to provide your
customers with valuable information that makes you the company they remember
when they're ready to buy.

Don't let the advertising game intimidate you. There are so many opportunities

out there for you to advertise your company that don't involve thousands of dollars.

TV ADS CONTRIBUTE TO CHILDHOOD OBESITY
Banning fast food advertisements from children’s television programs would
reduce the number of overweight children in the U.S. by 18 percent and decrease the

number of overweight teens by 14 percent, economists have estimated in a new study.
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The researchers used several statistical models to link obesity rates to the
amount of time spent viewing fast food advertising, finding that viewing more fast
food commercials on television raises the risk of obesity in children. The study
appears in this month’s issue of The Journal of Law and Economics.

“There is not a lot of evidence that overweight kids are more likely to watch
TV than other kids,” said Michael Grossman, professor of economics at the City
University of New York. “We’re arguing the causality is how many messages are
aired - seeing more of these messages is leading people to put on weight.” The
study’s co-authors are Shin-Yi Chou, an economist at Lehigh College, and Inas
Rashad, an economist at Georgia State University.

But the researchers’ estimate relies on older data gathered in the late 1990s,
according to Elaine Kolish, a spokesman for the Council of Better Business Bureaus.
Since then, two of the largest fast food chains -- Burger King and McDonald’s -- and
more than a dozen other packaged food companies have signed on to the council’s
Children’s Food and Beverage Advertising Initiative, she said, pledging to advertise
only their healthier products to children under age 12.

As a result, both Burger King and McDonald’s now air ads for children’s meals
including apple sticks and low-fat milk. “I can’t help think that two huge chains
advertising apples and milk to kids is going to be affecting children’s preferences,”
Ms. Kolish said.

Kelly Brownell, director of Yale University’s Rudd Center for Food Policy,
said reliable estimates of television’s impact on childhood obesity are hard to
calculate because of the many assumptions statisticians must make. "That said, food
marketing is a blight on the landscape of our children and has been shown time and
again to have a negative impact," he added.

Only three countries - Sweden, Norway and Finland - have banned commercial
sponsorship of children’s programs, and study authors acknowledged that the chances

of such a ban in the U.S. are slim.
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ADVERTISEMENTS ARE GETTING FIERCER—AND SO IS THE
RESPONSE

EARLIER this year Subway, an international sandwich chain, sent a letter to
Domino’s, a pizza giant, demanding that it retract advertisements criticizing
Subway’s sandwiches. In response, Domino’s made another advertisement starring its
chief executive. In front of the cameras, he took Subway’s letter and thrust it into one
of the very ovens in which Domino’s makes its supposedly superior sandwiches. The
letter burst into flames.

These are heated times: the number of comparative (or “attack”)
advertisements is growing, as companies battle for scarce consumer dollars amid the
recession. They are cropping up in almost every product category, from travel to
technology. Ads such as the one featuring the incinerated letter attract attention and
project the firm on the offensive as both daring and popular. That in turn can boost
sales.

But attack ads can backfire on the firms that make them, just as they sometimes
do on pugnacious politicians. Particularly aggressive advertisements give the
consumer the impression that the attacker is insecure and desperate for business, says
Cindy Gallop, an advertising consultant. That hurts the company’s image in the long
term, even if the campaign boosts sales for a spell.

Attacks can also lead to counter-attacks. Campbell’s, for example, launched a
campaign last autumn for a new line of ready-made soups. These asserted that a rival,
Progresso, used monosodium glutamate (MSG). Progresso responded with an ad
saying that Campbell’s also used MSG. In the end, many analysts say, both firms
suffered. Attack ads tend to go down badly in Europe and Asia. Some governments
even ban them. In America, the most successful ones are usually those that do not
name the target outright. Kodak, a camera company, contrasts its inkjet printers with
unnamed “big printer companies” and refers people to a website to calculate how
much money they have lost by owning another brand. Similarly, McDonald’s does
not name Starbucks in ads promoting its new lattes and cappuccinos. But on a

website called Unsnobbycoffee.com it does assure customers that they will not need
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to learn a “second language” to order its drinks—an obvious reference to Starbucks’
arcane terminology.

The number of complaints rose 35% last year, fuelled mostly by comparative
advertising, and is likely to rise again this year. Others have resorted to the courts.
Last month Sara Lee filed a lawsuit against Kraft for making false claims in a hot-dog
advertisement. Lawyers for Pepsi and Coca-Cola will soon be sparring over claims
made in attack ads. It would take a lot of persuasive advertising to make up for an

embarrassing setback in court.

7 BUSINESS MEETING ETIQUETTE TIPS

Why take meeting minutes when meetings last hours? Usually poor business
meeting etiquette is to blame, with poor planning and facilitation squandering
valuable time and energy. Use these 7 business meeting etiquette tips to brush up
your meeting skills and be more productive.
1. Dinner jacket or dinner on your jacket First decide on how formal your meeting
will be. Advance warn attendees about special requirements, for example dress code,
to ensure people understand what’s expected and can prepare accordingly.
2. Too many cooks ... and not enough bottle washers There is a skill in inviting the
right people to a meeting. Only invite bosses, and the work will never be done, so
make sure you invite the right mix of decision makers, experts, implementers and
stakeholders to enable post meeting action.
3. .... but too many cooks spoil the broth The flip side to inviting the right mix of
people is that you may end up with an overflowing meeting room. As long as you get
about 80% of who you need, you’re doing well.
4. The 37 minute meeting agenda Prepare a meeting agenda in advance and circulate
this to your attendees - remember that meetings can come in all different durations, so
get people’s attention by having weird duration meetings. Meetings that start and
finish on time (or even early!), and achieve all objectives outlined in the agenda will
be appreciated by all, and will increase your chance of a better meeting next time.

5. Empty barrels make the most noise
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Good facilitation skills are important when you have people fond of their own voice.
6. Stop violent agreement And here’s another reason why this is a great idea..... and
another... and another. Do you really need to waste time violently agreeing with each
other? It might be fun, but get consensus and move on.

7. AOB Let’s be blunt - Any Other Business can also mean Any Old Bull unless you
keep tight hold of the halter. Ask for AOB points at the start of the meeting and only
give them airtime if there is time. Check if any points have already been covered,

then get the group to prioritise each AOB point and put a time limit on them.

CONDUCTING EFFECTIVE BUSINESS MEETINGS

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

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

Take a close look at what makes meetings tick and find out how to conduct
better business meetings.

The good news (and the bad) about meetings

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

Employees benefit in several ways when a meeting is well run. Here's the good
news about business meetings that fall into this category: Meetings are empowering.
Meetings are a great way to communicate. Meetings develop work skills and

leadership. Meetings are morale boosting.
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Unfortunately, meetings are prone to fall into nonproductive pitfalls. Here's the
negative side of meetings: Meetings may not have focus. Companies have too many
meetings. Attendees may be unprepared. Most meeting time is wasted.

Although this bad news may seem bleak, there is hope. For each of these
problems, and for the many other kinds of problems that often plague business
meetings, solutions are available. You simply need to be open to changing the way
that meetings are conducted in your organization. You may even need to take on a

leadership role, if necessary, to make your meetings work better.

NETWORKING YOUR WAY TO A NEW JOB

Networking means developing a broad list of contacts -- people you've met
through various social and business functions -- and using them to your advantage
when you look for a job. People in your network may be able to give you job leads,
offer you advice and information about a particular company or industry, and
introduce you to other so that you can expand your network.

The best place to start developing your network is with your family, friends,
and neighbors - and with their family, friends, and neighbors, but don't stop there.
Talk to co-workers, colleagues in your industry, and those you meet at industry
gatherings, such as trade shows and conferences. Talk with former co-workers,
bosses, and teachers.

The key to successful networking deciding to put the energy needed to make it
work. First, you need to get organized (for example, keeping a business card file or
computer database). Second, you need to stay in contact (for example, through
regular phone calls, email, and holiday greetings). Third, you need to set goals for
yourself (such as 5 new contacts per week).

The Steps to Successful Networking:

Conduct a self-assessment. An honest review of your strengths and weaknesses is
vital. A good place to start is with the one of our career tests and quizzes. You should
also make some decision relating to the types of jobs you want and the types of

companies and industries that interest you
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Decide how to organize your network. This step is crucial to your success. If you
have ongoing access to a computer, the best method is a database or spreadsheet
where you can enter key information, such as names, titles, company names,
addresses, phone numbers, fax numbers, email addresses, and dates of
communication. Keeping an organized collection of business cards, where you can
write notes and comments about your network, is another alternative.

Communicate with your network. It is extremely important to stay in touch with your
network, which you can easily do by phone, mail, or email. Don't be afraid to ask for
their help. Most people like helping others, and you must communicate your current
needs with your network in order for them to be able to help you.

Initiate informational interviews. One of the best ways to gain more information
about an occupation or industry -- and to build a network of contacts in that field -- is
to talk with people who are currently working in the field. The purpose of the
informational interview is to obtain information, not to get a job.

Follow up with your network. The key is keeping your network informed of your

situation and thanking them for their efforts. Never take your network for granted.

ECOMMERCE SOLUTIONS: 5§ WAYS TO SELL DIGITAL GOODS ONLINE
The Internet offers self-published artists and software developers considerable
opportunities for marketing and selling their digital goods online.
Here are five easy-to-use and cost-effective digital goods ecommerce solutions
that you can further investigate to sell your digital products online.
1. DigitalGoodsDelivery: For All Types of Digital and Tangible Products Digital
goods publishers can use DigitalGoodsDelivery.com's delivery system for virtually
any product that can be delivered to the consumer over the Internet, including
standard movie and audio files, plus zip files, Word documents, PDF files and more.
DigitalGoodsDelivery.com is intended for people who sell from their own website,
and it is a PayPal payments-based system. Pricing for DigitalGoodsDelivery.com

starts at $9.95 per month. This provides all features including unlimited sales volume,
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automatic file delivery, customizable buyer interface, and custom emails with 50 MB
of file storage. Additional plans for more storage are available.

2. E-Junkie: A Digital & Tangible Goods Cart E-junkie is a shopping cart and digital
delivery system for publishers who have their own website and are looking for a way
to include "buy now" buttons to sell downloads. Using E-junkie, you can store your
files on their servers, and buyers of your work receive an email (customized by you)
to download the product after a successful purchase.

3. PayLoadz: Sell Anything that Can be Downloaded Payloadz is a fully-featured
digital goods platform that lets you sell just about any type of digital product. It takes
care of hosting and delivering the files to buyers, and other features such as product
key registrations for selling software. Sellers can define the file format, delivery
format and price for uploaded items.

4. Tradebit: Best for Music, Photos, eBooks, Software Tradebit is an online
marketplace for self-publishers to upload and sell their music, audio files, photos,
software and ebooks. With a Tradebit eShop you can upload files and edit specific
details including thumbnail views, price, description, tags, and so on.

5. Cleverbridge: Ecommerce Solutions for Digital Product Companies The
Cleverbridge digital goods ecommerce solution provides a full, customized checkout
for selling digital goods. The service offers fraud protection, reporting and statistics,
and support for multiple currencies and languages. Cleverbridge also offers payments
for all major credit cards, PayPal, direct debit, WebMoney check / money order, wire

transfers and more.

TIPS FOR SELLING ON KIJIJI & EBAY CLASSIFIEDS

individual sites for specific cities in several countries including the United States and
Canada. Local classifieds are a good option for online sellers who have larger items
that are expensive to ship, items that are hard to sell "sight unseen" or lower-value

items where listing fees can cut profits.

125



While some people may think of classified ads as a way to buy or sell a single

item, online classified sites provide online merchants and individual sellers with

advertising. Sellers feeling the crunch of fees for selling online can make local

transactions without spending a dime.

and to get a better idea of current selling prices in your local area. This can also help
you choose keywords to use in your title (e.g. use the keywords that are getting the
most page views).

3. Provide viewing and pick-up details Specify times and dates that people can view
or pick-up the item, as well as delivery or local-pick-up-only details in the text of
your ad. This will save you time in responding to basic email questions. This type of
information should be included in your template so you can simply copy and paste

the details in each new ad you post.

multiples of similar items, track your best listing and selling days. Over time you will
see a pattern emerge that will help you determine what days are best for having your

item on page one in any given category.
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SCRIPTS

GETTING A JOB
Track -1

Good afternoon, Martha and John, It's good to find students who are thinking about how to get a
job. Basically, it's a process and certain steps need to be followed. I'll take you through the most
important ones. But before we even begin we need to focus your search by matching your interests
with your skills, abilities, personality, training, and qualifications.

Now, I see from your files here that you are both taking general Business courses and will
graduate in June. The field of Business is very broad, so we need to think of your particular
strengths and what you do and do not enjoy doing.

For example, if either of you likes working with and helping other people you would probably do
well with a career in Human Resources. The responsibility of the Human Resources employee is to
match the person to the position. Recruitment is done either externally when a new employee is
brought into the company or internally from within the company, which might involve relocation or
promotion. The HR department also looks after staff development, welfare, and motivation. In other
words, here you try to keep everyone happy.

Now if that's not you and you think you would enjoy the more aggressive side of the business
world, there is sales and marketing. There the focus is the customer and how to get him or her to
buy and for this kind of job you need to be tough.

And, of course, if you like precision and attention to detail, there is the world of finance. This
kind of job includes the many aspects of calculating expenses, profits, revenue, and of course,
investment.

You are going to have to give this some thought and not only think about the jobs themselves,
but the kinds of companies where you can work, which will make these jobs vary.

In the meantime, I can get you started on the form-filling, CV writing, and tips for interviewing.
So shall we begin?

Track -2

Martha: John, remember Mrs. Mills talked about strengths and weaknesses. I've seen those on
the application forms and find it really hard to look at myself objectively and decide what my
strengths and weaknesses are.

John: I know, my brother said it's a matter of finding the balance between selling yourself and
what you are good at, but not making yourself sound perfect. In other words, you need to be a bit
critical of yourself without overdoing it. OK, so let's think and help each other out.

Martha: Well, John, I think you are really good at networking. You have a way with people and
making contacts that think would be very good in sales and marketing.

John: Wow, thanks, Martha. As for you, I think your skills are organizational. You are very good
at planning and seeing things through. This is definitely one of my weak areas. I think I'm just a bit
lazy about getting myself moving.

Martha: Well. John, I don't think it's a good idea to tell a prospective employer that you're lazy.
You can't completely hide the negative, but you need to put it in a more positive way. How about
saying that you might be considered a bit disorganized, but that's because you focus on the
communication side of the task and you're working on your organizational skills. As for myself, I
could say that some people might say that I'm impatient, but this may be because I have a lot of
drive and enthusiasm to get the job done. I still organize myself and check everything as I go along.

Track -3

HR Manager: Your resume is a very important document and with your application form and
cover letter it's the employer's first introduction to you, and the measure of your suitability for the
job. Remember that employers receive a lot of applications, so you have to make all your
documents as readable and as user-friendly as possible.
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The layout of your resume should be in a simple font, 11 or 12 point in Times New Roman or
Arial script. Your contact details should be up-to-date and the e-mail address serious and not too
much of an attention-grabber.

We generally advise people not to include age and marital status because some people object to
being asked these questions. Likewise, you don't have to include information about your religion
though sometimes this question may appear on the application form. It's advisable to include all
information about your work experience, including temporary and part-time jobs since this will give
the employer some insight into your background in dealing with customers and working as part of a
team. Of course, give all relevant information about your education and include details on your
involvement in sports and volunteer work, too, because this shows your personality. You should
read the job ad carefully and follow the instructions given there. And make sure that you get
approval from your references before including their names on your resume. Any questions?

Track -4

Knowing how to prepare and behave is one of the keys to a successful interview. First
impressions are based on appearance, so it is very important to pay attention how you dress. Wear
clothes that are fashionable but appropriate and never show up for an interview in flashy loud
clothing. This gives a very poor impression and causes interviewers not to take you seriously.
Remember before you go to the interview find out all you can about the company and do your
homework. Then when you go inside you can relax and be natural. Wait for the interviewer to invite
you to sit down and be formal and polite in your opening greeting. Never say anything negative
about a past employer even if you have had unpleasant experiences in your last job. Don't be afraid
to keep eye contact with your interviewers and try to avoid giving short answers to questions. You
can direct the flow of the interview by developing your answers.

RAISING FINANCE TO SET UP BUSINESS
Track -5

Well, I'm going to talk this evening about what is important when setting up a new business.
Firstly, it may depend on the type of business you are thinking of starting up, but if it's a small
business with just one or two employees, management experience is not absolutely essential. What
is far more important is knowledge of the product. For example, if you're going to open a clothes
shop, you should have some experience of working in a clothing outlet and know a lot about
clothes.

Another important thing is knowledge of the market. You should know who your competitors
will be, and you will have already identified your target customers and perhaps even spoken with
some of them before launching your business. So you will feel reasonably confident that someone is
going to buy your product. / mean, you don't want to invest your life savings in a business, only to
find that it doesn't interest anyone!

A further point is that you must have a reasonable working knowledge of finance, so that you
can produce a sales forecast. You should estimate your costs and make a cashflow prediction. This
way, you'll be able to persuade a bank to give you a loan or overdraft.

But, to conclude, the most important thing is interest in the product and your customers.

Track -6

I: T have with me Tara Ganesh, the marketing director of Entrepreneur, who are a business
support service. Tara, hello.

T: Hello. I: Perhaps you could begin by just explaining briefly what Entrepreneur does?

T: Well, we are a service which offers advice and support for people who run their own business,
especially people who are just starting up. We have a lawyer who can give legal advice and a
marketing adviser who they can consult. And quite importantly actually, we offer financial advice
about all areas of business.
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I: OK. So I've got this new idea for a product that I think is going to make my fortune. How do I
raise the capital to get started? Er, what are my options?

T: Even today, I think the most common way to set up a new business is with your own money.
People use their savings and if they don't have enough, they borrow from family and friends.

J: Um, and that's still the best way I sit?

T: In many ways, because it's so simple. But if family or friends are involved, you need to be
very clear about what will happen if things go wrong and how you'll pay the money back. Even if
it's someone close to you, you should still draw up a written contract.

I: Yes, I can imagine there have been a lot of broken friendships over this sort of thing. But what
if I can't provide the money myself? What's the best option, er, a bank loan?

T: For the small business, yes, it's probably the best choice. But your bank manager will need to
see a detailed business plan. And if you're not experienced in writing business plans, you'll need to
get some professional help, like we provide at Entrepreneur.

I: What kind of things are the bank looking for?

T: In the business? Well, realistic targets, steady growth, nor necessarily dramatic at first, and a
strong cash flow. Essentially, what the bank are interested in is whether you'll be able to pay off the
debts. And for that reason your bank loan will have to be secured against an asset.

I: Er, what kind of asset?

T: Weil, it could be your house, or some equipment you own for the business. You know, so that
if your business doesn't pay back the loan, the bank can claim that asset instead.

I: What other sources of capital are there?

T: Well there are companies who provide start-up capital in return for a stake in the business.
These are so-called venture capital firms. But they get lots of applications for loans, so there is
usually tough competition and they'll want to see a very high growth rate on your plan, 20 per cent
at least. Or you might find a business angel to provide the money.

I: A what, sorry?

T: A business angel. It's just someone who will invest in a start-up company in return for a share
in it. Usually, it's someone who has already been successful with a company of their own.

I: And how do I go about finding a business angel?

T: It can be difficult. They don't usually advertise, because they don't want to be flooded with
applications. But there is now a network you can go through, the National Business Angels
Network.

I: Tara Ganesh, thank you very much ...

TYPES OF BUSINESS
Track -7

Good morning and welcome to our lecture about famous 19th century company owners who
were both successful businessmen and, who were also deeply concerned with the welfare of their
employees. The first example of a company owner who did a lot to help the poor was Joseph
Rowntree. You might know the name, as many of Rowntree's chocolate products, like the Kit Kat
bar, are still around today. But you may not know that the original Rowntree family were very
involved with social work.

Joseph Rowntree was born in York in 1834. First of all he worked with his father, but in 1869,
he went to join his brother Henry who owned a cocoa and chocolate factory in York. At that time
they had only 30 workers but under Joseph's management the company grew very quickly. By the
end of the century it was a huge international business with over 4,000 employees.

But Joseph was not just a director of a very successful company. He was also concerned with
finding ways to reduce poverty and he introduced a great many changes for the workers in the
Rowntree factory. He provided free education for workers under seventeen, a doctor on site and he
shortened the working day to eight hours. Most importantly, in 1906 he used £10,000 of the
company's profits to set up a pension fund for his workers. His son, Seebohm Rowntree, was also
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famous for social work and in 1901 he published a study on the life of the poor in York called
Poverty: a Study of Town Life.

The culture of the company changed somewhat in 1969 when Rowntree's merged with
Mackintosh, another Yorkshire confectionery company, and again in 1988 when the company was
taken over by Nestle. But Joseph is still remembered as a great philanthropist and there are three
charitable trusts that he set up in 1904 which are still working and are still known as the Joseph
Rowntree Foundation.

Now the next example of a kind factory owner, strangely enough, was also a confectionery giant
and that was Thomas Cadbury...

Track -8

Presenter: Good evening. Tonight on Building your Future we talk to three women who have
made a go of starting their own businesses. We talk to them about the excitements and risks of
running your own business and find out what it takes to be an entrepreneur in the 21st century. But
first we ask them why they started up their businesses in the first place. First you, Lisa. Why did
you decide to take the plunge?

Lisa: Well, you know, my mother was Italian, although I was born and brought up here in Wales,
and I'd always preferred to make my own food rather than buy ready-made food from supermarkets.
Anyway, it struck me that in my home town there's nowhere you could buy handmade home-made
pasta - you know, it's so much better than the stuff which comes out of packets - and anyway my
friends had always said that they like my pasta better than anything they could get in the shops. So,
I thought, here's my opportunity - no competition and a really good product - why not open my own
outlet?

Presenter: Why not indeed? And you, Naiara? What inspired you to become an entrepreneur?

Naiara: I'd worked for an airline for 20 years in marketing, and then in 2001, September 11th
happened, and I was made redundant. Suddenly, in my forties, I found myself, you know, with
nothing to do, I mean, I found that pretty traumatic and I thought 'T don't want this to happen to me
again. Perhaps I'd better take charge of my own future." So with my redundancy money I bought
into this, you know, this franchise which is actually a travel agent's, as a matter of fact, and since
then, I've got to say, ... I've never looked back.

Presenter: Gone from strength to strength.

Naiara: That's right. Best thing I ever did.

Presenter: Can you explain, for those listeners who need it, what a franchise is?

Naiara: Sure. Basically, it's your own business, but you buy the right to sell the products of a
large franchising organisation - you know, you pay fees and part of your profits and you use their
logo and benefit from their marketing. McDonalds, the fast-food chain, is one example. Each
restaurant is, in fact, a small business.

Presenter: Thanks, Naiara. And you, Marcelle, why did you decide to go it alone?

Marcelle: I'll tell you. I'm one of those people who is ready to work really hard, but quite
honestly, I'm not prepared to work hard to increase someone else's profits. Frankly, I want the
profits for myself. I know I'm just starting out, but I think I'm good enough to make a lot of money
and I think that money should be for me, not for some fat-cat shareholders who I'll never meet!

Presenter: So, Marcelle, if I can continue with you, how did you go about setting up your
business? Where did you get the idea?

Track - 9

The Body Shop is a cosmetics company that was set up by Anita Roddick in the 1970s. What
made it different from so many other cosmetics companies was that it did not deal in products that
had been tested on animals. Recently, the Body Shop was sold to L’Oreal, a very large French
company that doesn't adhere to the same principles as the Body Shop. Another product that
followed the "no animal testing" principle was Tom's of Maine, a small company that makes
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toothpaste and other cosmetic and hygiene products, but it too has been bought by a much larger
company, Colgate.

A number of vegetarian and organic food companies that followed their principles strictly have
also sold out to larger companies that may not adhere to the same principles. Linda McCartney's
Whole Foods has been bought out by Hain Celestial while Ben and Jerry's Ice Cream has been
taken over by Unilever.

Two other well-known companies that have also sold out are Green and Black's Chocolate,
bought by Cadbury-Schweppes, and the Odwalla and Samantha juice companies, acquired by Coca-
Cola. Stonyfield Farm Organic Yogurt, which always used organic milk in its products, has been
acquired by the French company Groupe Danone.

COMPANY STRUCTURE
Track -10

We had, we had a pretty major management structure change. Our management structure was
quite top-heavy. We tended to have a store manager, an assistant store manager, a personnel
manager, a customer service manager, every department had a manager, every department had a
deputy manager and then we had supervisors. So we went through a process where we really
refined the management system, and it's now a store manager, in a normal-sized store, two trading
manager, managers, customer service manager, personnel manager and then each department in the
store has a section manager.

The only, I suppose the only difficulty that we've got is that there is the danger that the section
manager has got such a large number of staff that you lose that day-to-day contact, and because
we're 24 hours and we've got people that work you know, short shifts, they may not see their
manager very often.

Track -11

... So if we all agree that good teamwork is the key to success, we need to ask, what makes a
good team? Because we all know, of course, that you can't be sure that people are going to work
well together, however talented they might be as separate people.

First of all a team needs a good leader. The team leader needs to be someone who is committed
to the team and its aims, someone who is calm in a crisis, and most of all someone who trusts their
team members and listens to them. Their leader doesn't have to be the most intelligent member of
the team, in fact, it's often best if they're not. Very intelligent team leaders sometimes use arguments
that other team members don't understand and they can also dominate the situation. A team leader
who is of average intelligence, but has the right personality, is better.

Most teams need someone who can think of new ideas and new ways to solve problems. This is
the creative, original thinker, a very important team member. But it's a mistake to think that teams
with lots of people like this will do well. In fact, you'll probably get a lot of fights and arguments
that way because creative, imaginative people are not always good at understanding or working
with other people's creative ideas. Ideally, you need just one person like this and different types of
people for the rest of the team. This brings me on to the most important principle about building a
team. You need a balance of different personalities. Just think about when you're launching a new
product. You need the creative thinker or designer who has first thought of the idea. You need the
enthusiastic salesperson with great communication skills who can go out there and sell it. But you
also need the careful, thoughtful person who pays attention to all the details, who makes sure all the
checks and tests are done and the product really is ready for the market.

It would be nice to think, wouldn't it, that if teams need all these different types of people, that
everyone could be a good team member of some type. Unfortunately, studies suggest that this isn't
true. There are some people who just don't work well in any team. Something in their personality is
against it... is against team spirit. What is more, people who can't fit into any team sometimes reach
quite high positions in business.
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So, how can we use this knowledge we have about team work? Firstly, when choosing someone
to join a management team, we need to think about the balance or mix of the team as a whole, it's a
mistake just to choose someone similar to the people you already have because that probably won't
make the most effective team. Secondly, people often get jobs because of their previous experience.
They're given a job just because they've done something like it before, even if they weren't very
good at it. [ would argue in favour of using a personality test and choosing the right person from the
results of this, rather than just looking at previous experience. If you look at your handouts, you'll
see an example of the kind of test that I mean ....

PRODUCTS
Track -12

Before we even get to the product itself, we have to think about labor costs, especially in terms
of outsourcing production to a cheaper location. After we've dealt with these concerns, we get
closer to the production and marketing costs. In this industry the cost of raw materials is a factor
though nowadays we have a lot of synthetic fabric and so these costs can be controlled better.
Probably more important than raw material costs are marketing costs. These include surveys to
gauge new fashion trends and changes in people's tastes. Then we have to consider the competition
and that also takes time and money. Inflation is not such a major concern these days as it is pretty
much under control. Our production costs are more affected by health and safety regulations and by
pollution control as we have to invest quite a bit of money into these two areas,

Track -13

I = Interviewer,; D = Director of operations

I: Welcome to the programme today and I am delighted to have here in the studio, director of
operations for the world-famous Chanel perfumes. Hello there.

D: Hello. It's nice to be here,

I: Can you tell us a bit about how you actually make Chanel perfumes? Your most famous
Chanel No 5 perfume?

D: Yes, of course. Well, the roses on our farm are in season from April to June and the jasmine
from August to September. Firstly, the flowers are picked on the farm and the petals are put into
sacks. Then they are transported to the production plant to be weighed. At some farms, the petals
may wait a day before they are treated, but at Chanel, freshness is considered very important and
the petals reach the plant within half an hour. The next stage is to extract the natural oils and resins.
In the past, this was done with cold fat which was spread on the petals, but nowadays, we use
extraction solvents like ethanol. The petals are washed three times in over 2,000 litres of this
solvent and the perfumed oils dissolve into it. In the next stage, the flowers are removed from the
vats and the solvent is eliminated by a process of evaporation. This leaves a solid which is known in
the trade as the concrete. This can be stored for several years. When the perfume is required, it is
extracted from the concrete with alcohol. If we then evaporate this alcohol, we are left with a very
pure form of flower perfume which we call the absolute. Different absolutes are then blended to
create different perfumes.

I: Great, well thank you, that really does give us great insight ...

PROMOTIONAL TOOLS
Track -14

Speaker: Companies advertise their products for three main reasons. The first reason is simply to
inform the public that a particular product or service exists. This type of advertisement gives factual
information about a product, provides price details and information about any special offers. This is
called informative advertising and it concentrates on just giving the essential details. It's often used
to give information about household products that people buy regularly.

The second type is persuasive advertising and its function is to convince people to buy a product
or service. The advertisement tries to achieve this by telling people that the product or service will
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bring beneficial changes to their lives. This often happens with cosmetic products where a person is
persuaded that a certain face cream will rid them of wrinkles and make their skin look fresh and
young. Services like cosmetic surgery work on the same principle.

The third type of advertising is known as competitive advertising because the purpose here is to
convince people that a particular company's products or services are better than any other produced
by its competitors. In some countries, companies are allowed to mention their competitors by name
in their advertising. In other countries, this is not permitted.

Track -15

Branding, like marketing, is as old as the concepts of ownership and selling. In former times,
people branded an item simply to show who the owner was and, of course, this is still one reason
behind branding. In the past, a mark was placed on the ear of a sheep or cow to identify the owner.
In the same way, the earliest craftsmen put a simple mark on a product to show ownership. This was
often just the craftsman's name, in the same way that a painter still signs a painting. The
marketplace was somewhere you went to get your practical needs and the sign or brand indicated
the person who could satisfy those needs. In the 21st century, brands are more likely to signal the
availability of a product, but their role has changed quite a lot. While still indicating where a
product can be found, the scope of the brand is much wider now and is often associated with certain
qualities the product may have. In addition, certain brands have become status symbols, particularly
among young people. This can be seen in all kinds of goods such as sportswear, shoes, T-shirts, and
even in services where a hotel brand does not indicate just a bed for the night, but a whole host of
associated luxuries.

Track -16

Speaker #1: Joe Mason, a computer programmer, hit upon a very marketable piece of software
almost by accident. Along with his wife, Alice, he set up a company to market software that
facilitates online photo sharing. Since its launch, the program has attracted interest from
organizations that want to include it on their websites. The Masons have adapted the software so
that it can be installed on other web servers and have begun to sell licenses.

Speaker #2: A major software manufacturer is about to launch its new operating system. It has
already launched a major marketing campaign with the aim of convincing people to line up at retail
stores in anticipation of the product on the morning of its launch. The company has already
convinced a celebrity talk show host to include their product on her list of favorite things, and it
hopes that, through this massive campaign, within two years over 400 million users will be using its
software.

Speaker #3: Televised sporting events have become big business. At the 1996 Olympic Games in
Atlanta, a leading sportswear company conducted a successful and relatively inexpensive
advertising campaign for their products. Instead of paying the official $50 million sponsorship fee,
it plastered the city with billboard ads, gave cut free banners to spectators, and set up a huge
promotion center near the principal stadium knowing that all these things would inevitably appear
during broadcasts of the event.

Speaker #4: Many of the people who use a company's free e-mail service become, in one way or
another, involuntary advertisers for that company. The number of users of one of the leading free e-
mail services grew from zero to twelve million in just eighteen months. Since then, numbers have
increased to over 100 million users. Ads appear in e-mail messages with the apparent
"endorsement" of the sender and they reach a potentially huge number of e-mail users.

E-COMMERCE
Track -17

The Internet has expanded our choices of where and when to shop, but it also has its hazards.
Here are some things that you should think about before becoming an Internet shopper.
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It is safer to buy from reputable companies, so do a little research on the company before making
your purchase. Check carefully all the contact details of the company. Look for a street address and
a landline telephone number, not just an e-mail address. Also, consider any extra costs—things like
shipping costs and taxes—that you may have to pay and decide if it's actually worthwhile buying
online. Generally, people pay for online goods with credit cards. Make sure that the site is secure.
At the bottom of the page, you should see a small "s"—which stands for "secure"—along with a
picture of a padlock. Make sure you keep copies of the order form and the acknowledgement notice
that you receive. When you buy online, you have the same legal rights as when you buy in a store.
However, it's very important to read all the terms and conditions of the sale before you buy. Always
check your bank statement after making a purchase and make sure that only the amount that you
paid has been deducted from your balance. Each country has its own consumer affairs offices that
should be able to advise you if you find that you have been cheated while shopping online. The
most important thing to remember is “If in doubt, don't buy”.

Track -18

I = Interviewer, C = Christina Bunt

I: In what way does Tesco use the Internet, because surely the Internet has made the biggest
change to everything?

C: Online shopping was us ... We have specific stores within each area that are dot-com stores,
and our system it, it, it's purely and simply it's somebody else doing your shopping for you. They're
shopping from your local store, but they shop for you. They put it into a van and they bring it to
your house ... It's a huge business and it's expanding. Only a couple of years ago, we had, I think,
two dot-com stores in Cornwall. We've now got five to my knowledge, so we cover all of Cornwall
now.

I: What are the advantages for a business of having a website?

C: I suppose it's just always more contact, it's just a different way of contact. People want to talk
to us. People want their feelings to be felt, to be heard, they want, if they've got a problem with
something, they want to let us know.

I: So what would you say was the, um, would be the characteristics of a really good company
website?

C: I suppose it's got to be simple. You've got to be able to find it easily. Tesco is a recognisable
name anyway, but it's, it's, you've got to be able to get into that, er, website quite easily, you've got
to be able to find what you want, you need a front page which gives you everything that you want to
know, so whether you want your flowers delivered to your loved one tomorrow, whether you want
to pick up your shopping next week, whether you want to get car insurance, home insurance,
whatever. It needs to be all there on that front page and easy to get at.

I: What sort of people do their shopping by the Internet?

C: All sorts of people. You've got the, um, you've got the busy working woman, but you've also
got the pen hasn't got access to public transport and maybe widow/widower who doesn't drive. It's
ever the spectrum.

I: Would you shop, um, by the Internet if you didn’t work in store?

C: I do shop by the Internet and I do work in if you've been working in a supermarket all day,
one of the last things that you want to do is to walk around and do your own shopping, because
apart from everything else you're recognised as a member of staff while you are doing your
shopping and get asked all sorts of questions. So it’s much better to order it on the ... on the Net.

INTERNATIONAL TRADING

Track -19

Interviewer Professor Singh, economists are almost unanimously in favour of free trade, but
these days it seems that a great many people in industrialized countries are opposed to it...

Prof. Singh ... this is a strange situation, because in the past it was the developing countries who
used to worry about free trade leading to disadvantage for them because they didn't have a
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developed manufacturing industry, they didn't have firms which could compete with large firms
from Western countries, but now many countries like Korea, Malaysia and others feel they can
compete with advanced countries on a range of products because they've learned the lessons,
they've been able to import technology from the rich countries, they've been able to educate their
labour forces, set up an infrastructure, and since their wages are lower, they think they can compete.
So now the complaints about unfairness of free trade come from people in the rich countries.

Interviewer And what do you think about these complaints?

Prof. Singh 1 think the answer really lies in whether or not the world is moving or operating at a
level of full employment, or it isn't, or it is not. When the world economy's growing fast then ... and
jobs are being created, then people are able to put up with the disruptions which free trade causes.
What free trade means is that you may have trained for a job then someone in Osaka learns to
produce cars a bit cheaper, and then you in Detroit immediately lose your jobs. Free trade can be
very disruptive. But of course it has the advantage that it leads to more efficiency, more output, but
people can't put up with that disruption if they just lose their jobs, but if there are other jobs to go to,
then they're usually able to bear the pain of being made unemployed for a while, while they can go
and look for another job. So really it depends upon the level of world economic activity whether
free trade is good for you or not.

Track -20

Interviewer What about the effect of free trade on countries that are less industrialized?

Prof. Singh Well, the point is the fact of free trade is that they may never industrialize because
the thing is that they start with an enormous disadvantage. Suppose you want to produce cars in
Africa. Well, how are you going to do that, unless they were heavily subsidized, because you can't
compete with the existing car producers, so obviously countries which have not industrialized at all,
they need a period of protection for their industry in order for them to make it strong enough to
compete in international markets.

Interviewer So how are economists or governments in the rich countries going to convince
people of the benefits of free trade?

Prof. Singh if you are talking about free trade, then the best way to promote free trade is to
ensure that other measures are taken at the international economic level - cooperation between
leading countries to ensure that there is more or less full employment in the rich countries.

But what is also clear is that if the unemployment problem- mass unemployment in the rich
countries, 10% unemployment in Germany, in France and near 10% in this country - if these
problems are not solved then people will walk away from free trade, and the world will be poorer as
a result, so in order to sustain free trade, it is essential that governments tackle the unemployment
problem. The other point is that no country on its own in an interdependent world economy can deal
with the unemployment problem just on its own in a single country, it can only be dealt with by
cooperation between countries, that the big countries have to coordinate their economic policies, but
there is no prospect, unfortunately, at the moment, that they are willing to do so.

BUSINESS ENVIRONMENT
Track -21

C = Carmen, S = Stefano

C: Hello, this is Carmen Vanegas from Medica. I was wondering if we could fix a time to meet
next week?

S: Yes of course. What time would suit you?

C: Well, I was wondering if you could manage Tuesday afternoon?

S: Sorry, I'm not available at any time on Tuesday as I've arranged to be at our other branch all
day. C: How about, er, Wednesday afternoon?

S: I'm booked up Wednesday afternoon as well, but I could do Wednesday morning, or I'm free
all day on Thursday.

C: Could you make Thursday at two o'clock?
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S: That would be fine, yes.
C: OK. So let's confirm that then, Thursday at two o'clock.

Track -22

W = Woman: P = Peter; M = Man

W: Peter, could you see if you could change my flight on Thursday? I've got an appointment at
11.30, so I really won't be able to leave until mid afternoon.

P: What time do you have to get there?

W: Well, I'd like to be there by 6.30 if I could.

P: Mm ... Shall I see if I can get you onto the 4.20 flight?

W: That would be great. Thank you.

M: Miss Casale's train gets in at ten past two, so could you drive down to the station after lunch
and pick her up, please?

W: The problem is I'm seeing Simone at two o'clock to discuss the programme. She could get a
taxi couldn't she? Or she could even walk if you gave her directions.

M: What, carrying a heavy bag? No. Anyway, Simone isn't here today.

W: Isn't he?

M: No, he phoned in sick earlier on.

W: Oh, OK. I'll pick her up then.

M: We have a visitor arriving on the 26th, so could you please arrange a meet and greet at the
airport? It's KLM flight number, um, 459.

W: What name is it ?

M: Well, I'm not quite sure how you pronounce it but it's spelt B-U-L-K-I-E-W-I-C-Z.

W: One moment, that's B-U-L-K-E-I-W-1-C-Z.

M: Er, no, K-I-E not E-L.

W: OK.

M: Per Jonsson, the chief executive of Misson Credit, the merchant bank, has announced his
retirement. His place will be taken up by Yolande Haisman, currently chief financial officer.

Track -23

Tom: I hate these monthly meetings! They are just a waste of time even though I know it does
give us a chance to talk things over face to face. Today I have a lot of work on my desk.

Monica: Well, you have a point, Tom, but I think meetings do help us clear up some ambiguous
issues that might be troubling people. You have to admit that in this company management is very
fair and through these meetings they keep us well briefed on new proposals and developments.

Tom: Well, I guess you're right. I've worked at other places where staff is never included in
decision-making but that's certainly not true here and we do have lots of opportunities to give our
feedback.

Monica: I'm glad you're coming round to seeing the benefits, Tom. Remember also we get a
chance to be involved in the planning stages and input our views on the whole process.

Tom: Okay, got it, but these meetings always come at a bad time for me when I have lots of
work going on.
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3akiouenue

VYyeOnoe nocobue «Introduction to Commerce and Trading: Basic Concepts»
MO3BOJIIET pEaTn30BaTh 3aga4d 10 (OPMHUPOBAHMIO M COBEPIICHCTBOBAHUIO
MHOSI3BIYHOM ~ KOMIIETEHIIMH, C OJHOBPEMEHHBIM pa3BUTHEM KOMIIETEHIIHH,
MOJyYEeHHBIX B XOJE OCBOCHHS MPEAMETOB IO ClenuaabHOCTH. M3yueHue Tewm,
NpPEJIOKEHHBIX B TIOCOOWMM, OTMpeJeNieHHass CTPYKTypa TMPOBENCHUS 3aHATHU
npo(hecCHOHANTbHO-OPUEHTUPOBAHHOTO HWHOCTPAHHOTO $3bIKA C MOJEIUPOBAHUEM
CUTYaIlui, aHAJIOTUYHBIX OyAyIIeld TPYJOBOW JMEATEIBHOCTH, CO3JAeT MPEAMOCHUTKH
IUIA  peanu3ali  MOTEHIHana  CTyAaeHTa. Jas  CTyAeHTOB  HEeA3BIKOBBIX
CHEIMATbHOCTe  BBICIIMX  Yy4e€OHBIX  3aBEJCHHM mpouecc (OpMUPOBaAHUS
MHOSI3BIYHOM KOMIICTCHIINA  XapaKTepU3YeTCs PSIIOM  CHEIUPUYHBIX  YepT:
MIPEEeMCTBEHHOCTh 3BEHBEB OOY4YEeHHs; 00OOIIEHHOCTh MaTepuasa MpH JalbHEUIIeH
ero (yHKIMOHATBHOCTH; MPAKTUYECKas HANpPaBIEHHOCTh OOyUYEHUS; TOBBIIIICHHUE
yIEeIHHOTO BECa CaMOCTOSATEIBHON PabOTHl M T.NI, YTO OTPAKEHO B MpEIaraeMoMm
oCoOuH.

Yuebnoe nmocodue «Introduction to Commerce and Trading: Basic Conceptsy»
BXOJIUT B KOMILJIEKC METOJWYECKOTO OOECHEUEHHUs JUTEPaTypoil MO HaIMpaBICHUIO
noarotoBku Tosaposeaenue (100800.62), Toprosoe aeno (100700.62), Kommepius
(080300.62).
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