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HPEAUCJIOBHUE

COOpHHK TECTOB — OJWH U3 00s3aTEeIbHBIX KOMIIOHCHTOB Y4eOHO-
METOJIMYECKOr0 KOMIUIEKCA IO aHTJIMACKOMY SI3BIKY JJISI CTYJCHTOB CIICIIH-
aNbHOCTH «J{OKyMEHTOBeIeHNEe» Hapsy C 0a30BbIM YU4eOHHUKOM Ipodeccuo-
HaJbHO OPHEHTHPOBAHHOTO XapaKTepa, MPAaKTHKyMOM JUIsl KOHTPOJIUPYEMOU
CaMOCTOSTCIILHON pPa0OTHl CTYJCHTOB W METOAMYCCKUMHU PEKOMEHIAIMSIMHU
JUTSL TIPETIOIABATEIIEH.

Ero 11e/1b — BBISBUTH YPOBEHBb MPHOOPETCHHBIX CTYACHTAMH KOMIICTCHITUH
M0 AHMVIMMUCKOMY $3BIKY, HEOOXOIWMBIX JUIsi pabOThl ¢ JOKYMCHTAIIMCH,
B ouce u B chepe OuzHeca, T.K. MpodeCcCUOHATILHOE MHOSI3BIYHOE OOIICHUE
SBIIICTCS (DYHKITMOHAILHO 3HAYUMBIM OJIOKOM B CHCTEME IOATOTOBKH COBpE-
MEHHOT'O CICIHAJINCTA.

[Tocobue mMOCTPOSHO B COOTBETCTBHUM CO CTPYKTYpO# 0a30BOr0 ydcOHHKA:
TECTHI MO 16 TeMaTHUECKUM pasaeiiaM oObeIuHEHBl B TATh Momynel «Office
Worky, «Correspondence», «Business», «Financey, «Tradey.

B kaxxmom paszelnie NMpeacTaBlICHBI JBa BHIA TECTOB. «Assessment Test»
BBISIBJISICT YPOBEHb 3HAHUS MPO(ECCHOHATBLHON TEPMHHOJIOTHH, YCBOCHHOW B
mpoliecce U3ydeHus Kypca, 1 YMEHHS UCIIOJIb30BaTh e¢ B KoHTekcTe. «Fluency
Test» — 3amanus ¢ BEIOOPOM OJIHOTO TPABUIIBHOTO OTBETA, OMPEACISIOT 00-
I YPOBEHB BJIAJICHUS WHOCTPAHHBIM S3BIKOM B TIPO(ECCHOHABHON cdepe.
Nrorogsrii TecT mo moayito — «Revision and Consolidation.

J1J1s OLIEHKH TECTOB MOKET MCITOJIb30BaThCSI CIICTYFOIIAs IITKaJIa:

100-96% mnpaBunbHbIX 0TBeTOB — 10 6aioB, 95-91% — 9, 90-86% — 8, 85-
81% — 7, 80-76% — 6, 75-71% — 5, 70-66% — 4, 65-61% — 3, <60% — 2.

PaGoTa Haj TecTamMu pacipenensiach CIeayoNMM 00pa3oM: TECThl K MOJTY-
mo Office Work nonrotoBunu C. B. BopoobeBa u O. b. TeceBuu, Correspon-
dence — C. B. BopobneBa, Business — E. H. ®unumonona u C. B. BopoObena,
Finance — O. b. TeceBuu, Trade — JI. H. Tymanoga.



OFFICE WORK

1. RECORDS MANAGEMENT

Assessment Test 1

A. Supply the words and phrases with the Russian equivalents:

1. archive 2. clerk 3. filing system 4. encompass 5. multimedia
6. records 7. folder 8. filing cabinet 9. retrieval 10. storeroom
11. registry  12. verify  13. strongroom 14. transaction  15. backlog

B. Supply the words and phrases with the English equivalents:

1. noxymeHTOBenEeHUE, 2. CO3AaHUE JOKYMEHTAlUH, 3. XpaHEeHue, 4. rpyI-
NUpoBaHUe 3amuced, 5. 00paboTka MaHHBIX, 6. IEHTPAJbHOE XPaHWIMIIE,
7. TeKymiasi TOKyMeHTauus, 8. NEpUOJNYECKOEe U3YYEHHE, 9. IEPEXOIHBIN TIe-
puoa, 10. rmunsanble Tabmuuku, 11.nmeprament, 12. B MUpPOBOM MaciiTade,
13. oueHouHBIM MeXaHU3M, 14. )KM3HEHHBIM LMK AOKyMEHTa, 15. moctym K
uH(popMaImu.

C. Translate the text below into Russian:
Practicing Records Management

The practice of records management involves:

- planning the information needs of an organization;

- identifying information requiring capture;

- creating, approving, and enforcing policies and practices regarding records,
including their organization and disposal;

- developing a records storage plan, which includes the short and long-term
housing of physical records and digital information;

- 1identifying, classifying, and storing records;

- coordinating access to records internally and outside of the organization,
balancing the requirements of business confidentiality, data privacy, and
public access;

- executing a policy on the disposal of records which are no longer required
for operational reasons; according to organizational policies, and other
regulations this may involve either their destruction or permanent preserva-
tion in an archive.



Records management principles and automated records management sys-
tems facilitate the capture, classification, and ongoing management of records
throughout their lifecycle. Such a system may be paper based or may be a
computer system, such as an electronic records management application.

While government, legal, and healthcare entities have a strong historical
records management discipline, general record-keeping of corporate records
has been poorly standardized. Records management is often seen as an unnec-
essary or low priority administrative task that can be performed at the lowest
levels within an organization. However, records management is in fact the re-
sponsibility of all individuals within an organization and the corporate entity.

D. Translate the text below into English:
JlokyMeHTOBeIeHUE

JIOKyMEHTOBEICHHE — ATO MPAKTHKAa COXPAHECHUS JIOKYMEHTAI[UU OpTraHu-
3aIliy ¢ MOMEHTA €€ CO3JIaHus JI0 mocieaymei yruim3anuu. OHO BKITIOYAET
KiaccuduKaIup, XpaHeHue, olOecrieueHrue Oe30MacHOCTH M YHUUYTOXKCHHUE
(WM B HEKOTOPBIX ClIydasix, apXUBHOE COXpaHEHHE) JTOKYMEHTOB. Benenue
JIOKYMEHTAIIMK B TIEPBYIO OUepe/lb KacaeTCs CBUACTEIBCTB ACATEILHOCTH Op-
raHW3allid U TPUMEHSICTCS COOTBETCTBEHHO IICHHOCTH JIOKYMCHTOB, a HE UX
¢busnueckoii popme: marepuanbHoi (physical) winm >1eKTPOHHOM.

B nponuiom TepMUH «IOKYMEHTOBEICHHE)» HCIOJIB30BAJICS TOJBKO IS
0003Ha4YeHUs YIIPaBICHUs JOKYMEHTaMH, KOTOPBIE BHIIIUIH U3 TTOBCETHEBHOTO
HCIIOJIb30BaHUsI, HO KOTOPHIE €Ille HEOOXOAUMO COXPAHATh — «IOJYTEKYIIas
WU «HEAKTHUBHAs» JIOKYMEHTAIWs, YacTO XpaHsAIIAsCs B MOJBaJIaX WM BHE
opranuzaiuu. CoBpeMEHHOE 3HAUYE€HHE ATOr0 TEPMHUHA OTHOCUTCS KO BCEMY
KU3HECHHOMY IHUKJIY JOKYMEHTa — OT CO3JlaHUs BIUIOTHh IO OKOHYATEIHHOTO
YHUUYTOXXCHHS. JIOKyMEHTOBEICHHE Moapa3ymeBaeT d(DPEKTUBHBIA U CHCTE-
MaTUYECKUN KOHTPOJIb HaJl CO3/IaHUEM, MTOJTYUYEHUEM, XPaHCHHEM, HCIIOIb30-
BaHHWCM M YHUYTOXCHUEM JOKYMCHTAITUH.

JIokyMeHTanus Ha OyMa)kKHBIX U JIPYTUX MaTEPUAIBHBIX HOCUTEIISAX TPEOy-
eT 6epexxHoro odparieHus. JJOKyMEHTHI JOJDKHBI XPaHUTHCS TaKuM 00pa3oM,
9TOOBI OHM OBUIHM JOCTYIHBI W 3aIIHINCHBI OT BPEIHOTO BO3JCHCTBHS OKpPY-
*karoriei cpenbl. OOBIYHBIN OYMaXKHBIA TOKYMEHT MOXKET XPaHHUTHCS B MIKady
B oduce. HexoTopbie opraHu3aliii UCTOJIB3YIOT ISl XpaHEHUS JOKYMEHTa-
MU CIEIUaTbHBIC XPAHWINIA U Ce(bl, 000pYyIOBaHHBIC AaTYUKaMH (sen-
SOrs) TeMmmepaTypbl M BIAXKHOCTH. JIOKYMEHTBI 0COOON Ba)KHOCTU JOJIKHBI
XpaHUTBCS B CEMCMOCTOMKHMX OE€30IMaCHBIX XpaHWIHWIIAX, 3alIUIICHHBIX OT
MOKApOB, HABOJHEHUM, 36MJIETPSICEHUI U BOMH.

Benenue 351eKTpOHHOM TOKYMEHTAIlUU UMEET CBOM OCOOCHHOCTU. TPyaHO
o0ecreYnTh COXpaHEHUE CTPYKTYPHI U COJIEpKaHMs TOKYMEHTOB, KOTOPhIE HE



uMeeT MaTrepuanbHOro BoruionieHusi. OcoOble MpoOIeMbl CYHIECTBYIOT OTHO-
CUTEIHLHO BO3MOXXHOCTH JIOCTYIA M MPOYTEHUS AJICKTPOHHBIX JOKYMEHTOB C
TEUEHUEM BpPEMEHHU. BBICTphIe TEMIIbl U3BMEHEHUM B TEXHOJIOTUU MOTYT Cje-
JaTh MporpaMMHOE oOecleyeHue, UCIOIb30BAHHOE I CO3[aHusl JOKYMEH-
TOB, YCTapeBIIUM, & CaM JJOKYMEHT — HCUUTACMBbIM.

Fluency Test 1

Choose the correct item to fill in the gaps:
1. Records management is a relatively ... discipline.
a. new b. modern c. contemporary d. old
2. Records management is concerned ... the processing of records.
a. — b. with c. about d. for
3. Records management as a distinct discipline is a twentieth century ... .
a. trend b. event c. phenomenon d. occurrence
4. A (an) ... is a general description or report about a particular situation.
a. study b. survey c. examination d. assessment
5. A single number which represents a fact or measurement is called ... .
a. data b. statistics c. information d. records
6. The manner of records creation differs ... institution to institution.
a. from b. in c. than d. from an

7. The methods of ... records have undergone changes over time.

a. management b. handling c. handle d. treatment

8. If the records exist and they are not well managed it is difficult to achieve ... .

a. effect b. affect c. 1impact d. efficiency

9. A ... anpiece of office furniture that has drawers for storing letters, reports etc.
a. filing b. filing c. filing d. filing
box dresser cabinet system

10. Information in a form that can be stored and used is called ... .
a. data b. statistics c. facts d. news

11. A (an) ... is a large amount of data stored in a computer system so that you can
find and use it easily.

a. database b. statistics c. Information d. file
12. Information moves through ... distinct phases of its life cycle.
a. two b. four c. three d. five



13. A ...1isacollection of information on a computer stored under a particular name.
a. document b. record c. data d. file

14. The files must be ... enabling all who are interested to find with ease the in-
formation that is required because all the details are true.

a. precise b. accurate c. interesting d. exact
15. A basic principle of records management is that information should be ... .
a. collected b. found and c. distinguished d. stored and
and stored kept and separated separated

16. At the creation and through the active usage, the records are said to be ... .
a. current b. non-current c. semi-current d. archives

17. As the rate of usage of records declines from the active and becomes frequent,
the records are said to be ... .

a. current b. non-current c. semi-current d. archives

18. As the rate of usage of records declines from the frequent to infrequent, the re-
cords are said to be ... .

a. current b. non-current c. semi-current d. archives

19. A mistake is often made by ... non-current records to archives.

a. equating b. equation C. equity d. equalizing
20. A ... 1s aspecial room where valuable objects can be kept safely.

a. storeroom b. strongroom c. saferoom d. stockroom
21. A ... 1s aplace where all the information used by an organization is kept.

a. catalogue b. record c. register d. registry
22. Ttis very difficult at times to distinguish ... records and archives.

a. — b. between c. from d. of
23. Unless the records are transferred to the storeroom the system becomes ... by

information.
a. being b. having c. burdening d. burdened
burdened burdened

24. An ... 1s a formal examination or settlement of account.

a. accessment b. assessment C. acsess d. access
25. Decision makers rely ... being able to receive information timeously.

a. on b. at c. from d. to

26. Records having an enduring value and therefore meriting permanent retention
are referred to as ... .

a. current b. non-current c. semi-current d. archives



27. Archives are not always synonymous ... non-current records.

a. to b. with c. of d. on

28. ... 1s atype of paper made from a plant like grass that grows in water and used
in ancient Egypt.

a. script b. parchment C. papyrus d. manuscript
29. ... amaterial used in the past for writing on, made from the skin of a sheep.

a. vellum b. parchment C. papyrus d. manuscript
30. A clay tablet looks like a ... .

a. pill b. slab c. drug d. capsule
31. The earliest records and archives can be traced ... Ancient Civilizations.

a. by b. back c. to d. with

32. The ... of records from the office to the storeroom is an absolute must for the
better functioning of any records system.

a. retirement b. leaving c. retreat d. departure
33. The medium ... which information was recorded differed from society to society.
a. on b. at c. with d. to
34. Records are kept to facilitate officials being held ... to the public.
a. friendly b. charged c. accountable d. loyal

35. In many countries records systems have not kept ... with rapidly changing in-
formation requirements.

a. pace b. race c. face d. base

36. A ... 1s amethod of illegally getting money from someone, often by using
clever and complicated methods.

a. fraught b. frog c. fraud d. freight

37. An official process of counting a country’s population and finding out about
the people is referredto as a ... .

a. censes b. censor C. census d. senses

38. A ... is someone who is responsible for looking after a public building or a col-
lection of valuable objects.

a. clerk b. supervisor c. custodian d. manager
39. To use something effectively means to ... it.

a. waste b. misuse c. utilize d. abuse
40. A ... 1s someone who keeps records or accounts in an office.

a. receptionist b. manager c. assistant d. clerk



2. IN THE OFFICE

Assessment Test 2

A. Supply the words and phrases with the Russian equivalents:

1. agenda 2. desk 3. filing cabinet 4. memo 5. team work
6. benefit 7. pile 8. photocopier 9. minutes 10. privacy
11. survey 12. value  13. equipment 14. support 15. newcomer

B. Supply the words and phrases with the English equivalents:

1. xomnera, 2. paboTHuK, 3. paboTonarenb, 4. MPOJBHKEHUE IO CITYXOe,
5. pabouas cuna, 6. mpeaBapuTeIbHAs 3allUCh HA MPUEM, 7. BECTH MPOTOKOI,
8. HauvanbHUK, 9. 3axjamiyieHHBIH cToy, 10. MPOU3BOAUTENBHOCTH TPYAA,
11. xaHUENsApcKUe MPUHAANEKHOCTH, 12. TeneoHHble neperoBopsl, 13. ObITH
JIOBOJIBHBIM, 14. paboTa ¢ qoKkymMeHTaMH, 15. manupoBka oduca.

C. Translate the text below into Russian:

Office Layout

An office is generally a room or other area in which people work, but may
also denote a position within an organization with specific duties attached to
it. In legal writing, a company or organization has offices in any place that it
has an official presence.

There are many different ways of arranging the space in an office and
while these vary according to function, managerial fashions and the culture of
specific companies can be even more important.

Choices include, how many people will work within the same room. At one
extreme, each individual worker will have their own room; at the other ex-
treme a large open plan office can be made up of one main room with tens or
hundreds of people working in the same space. Open plan offices put multiple
workers together in the same space, and some studies have shown that they
can improve short-term productivity, i.e. within a single software project. At
the same time, the shrinkage of privacy and security can increase the incidence
of theft and loss of company secrets.

A type of compromise between open plan and individual rooms is provided
by the cubicle (kabunka), which solves visual privacy to some extent, but of-
ten fails on acoustic separation and security. Most cubicles also require the
workers to sit with their backs towards anyone who might be approaching;



workers in walled offices almost always try to position their normal work
seats and desks so that they can see someone entering, and in some instances,
install tiny mirrors on things such as computer monitors.

D. Translate the text below into English:
KopnoparuBHasa kKyjabTypa

KopnopatuBHas KynpTypa — COBOKYIHOCTb MOJIeJIel MOBEICHHMSI, KOTOpPbIE
MpUOOPETEeHBl OpraHu3alieil B mpoiiecce padoThl, TOKa3aBIIue CBOIO A dek-
TUBHOCTb U pa3fieisieMble OOJNbIIMHCTBOM WICHOB OpTraHU3aINH.

BbIAensoT «oNoKUTENbHYIO» U «OTPULIATENbHYIO» KYIbTypbl. KynbTypa
OpraHu3alyy MOJIOKUTENbHA, €CIIM OHa COCOOCTBYET 3(DPEKTUBHOMY pellie-
HUIO TTPO0JIEM, POCTY MPOU3BOIUTEIBHOCTH, TPUHATHIO BEPHBIX YIIpaBieHYE-
CKuX pemieHuid. OTpunarenabHas KyJbTypa — UICTOYHHUK OOIIEero xaoca. Xapak-
Tep KYJbTYPbl OpraHU3aIMK MPOSBISETCS YEPE3 CUCTEMY OTHOILICHUM:

1. oTHolIEeHHE paOOTHUKOB K CBOEH MpodecCuOHANbHON NeATEeIbHOCTH;
2. OTHOIICHHE PAOOTHUKOB K MPEIIPUATHIO;
3. (yHKIMOHATBHBIC U MEKINIHOCTHBIC OTHOIICHHUS COTPYIHUKOB.

B ¢upmax ¢ «oTpumarTeqbHOi» KylIbTypoil mpeobiiajaioT paBHOAYIIUE,
clIerioe TIOJYMHEHNE, KOHCEPBATH3M, aHTUMATHS. B TakMX KOMITAHHSIX OTMe-
qaeTcs psj npoOjieM: HaJIU4KMe CIYXOB U CIUIETEH; HeI0BEPUE K PYKOBOAMUTE-
nsM; Beicokas Tekydects (fluctuation) kagpoB. PaboTHUKM IpUCYTCTBYIOT (pu-
3UYECKH, HO MHTEJUIEKTYalIbHO U SMOLIMOHAIBHO «OTCYTCTBYIOT», padOTalOT B
TE€YeHHUE JHS HECKOJIbKO YacoB, HEJAOCTATOYHO Kaue€CTBEHHO, MCKYCCTBEHHO
pacTATUBAIOT BpEMs BBIIIOJIHEHUS 3a/JaHMs, @ OCTaJbHOE BpEeMsS YXOJIUT Ha
YaemnuTHe, HEPOU3BOICTBEHHbIE PA3rOBOPHI U T. 1.

IMo3uTHBHAA KYJIBTYpa UMEET CIEAYIONINE OCOOCHHOCTHU
- CoTpyIHHUK BOCIpUHUMAaET cedsi Kak cyOBeKT, ubsi mIpodeccroHambHas

JESTENbHOCTD BIMSIET HA OOIIYIO Pe3yJlbTaTUBHOCTh AESTEIBHOCTU MpEI-

MPUSTHS.

- CoTpyIHHUK OCO3HAeT OTBETCTBEHHOCTb 3a OOUIMI MPOIYKT COBMECTHOM
JesTeNbHOCTH opraHu3anuu. JloOpocoBECTHOE OTHOIICHHE K CBOMM 00s-
3aHHOCTSIM CTAaHOBUTCS HOPMOW MOBEICHUS.

- CoTpyIHUK HalleJieH Ha MOUCK W BOIUIOIICHHE Hambojee ONTUMaTbHBIX
CIIOCO0OB OCYILECTBIEHUSI CBOEH JesATeabHOCTH. TpyaoBas NeATeIbHOCTD
npuoOpeTaeT TBoOpueckuil xapakrep. @opmupyercs armocdepa oo1Iei yB-
JICYEHHOCTH CBOEH PabOTOM.

- YcnemHocTh COTpYAHUKA CTAHOBUTCS OCHOBAHHMEM ISl CAMOYBAXKCHHS U
yBaXeHHUsI cO CTOpoHbl Kosuier. [loBbimaercss 3(pQpeKTUBHOCTh AEIOBOTO
B3aMMOJICUCTBUS, YCTAaHABIMBAIOTCS 100pOKeIaTeIbHbIe MEKINYHOCTHBIE
OTHOIICHUS B KOJUIEKTHUBE.

10



Fluency Test 2

Choose the correct item to fill in the gaps:

1. A ...1s astandard of what you should wear for particular situations.
a. dress-code b. uniform c. costume d. suit

2. Someone who works with you and has a similar position is your ...

a. newcomer b. colleague c. subordinate d. assistant
3. ... 1s sympathetic encouragement and help that you give to someone.
a. Hope b. Support c. Optimism d. Trust

4. Workers of a small office have opportunities to learn ... their colleagues.
a. of b. away c. after d. from
5. Many people who work in small offices feel quite content ... their lives.
a. of b. from c. about d. with
6. A friendly office environment helps push work ... .
a. along b. — C. across d. around

7. The idea of corporate wellness is to match the needs and values of employees
with those of the ... .

a. country b. competitor c. company d. customer
8.  What employees particularly like in small offices is ... .

a. asense of b. a formal c. an infrastruc- d. career
community dress code ture of people prospects
to help them

9. A short official note to another person in the same company is called a ... .

a. letter b. memo c. postcard d. slip

10. A small or narrow piece of paper is called a ... .
a. letter b. memo c. postcard d. slip

11. To cover the space with too many things so that it looks untidy means to ... it.
a. tackle b. clutter c. cluster d. backlog

12. Office desks are often piled high ... letters, print-outs and faxes.
a. — b. of c. with d. from

13. Someone who is in charge of a meeting or directs the work of a committee or
organization is called a ... .

a. chairleader b. cheerleader c. chairperson d. cheerperson

11



14. A large high open space in a tall building is called a (an) ... .

a. pool b. entrance C. room d. atrium
15. The people who work for a business are called its ... .
a. labour b. workforce c. staff d. manpower
16. ... are all the people who work in a particular country or industry.
a. Labour b. Workforce c. Staff d. Personnel
17. ... 1is (are) an official written record of what is said and decided at a meeting.
a. Anagenda b. Minutes c. A protocol d. A procedure
18. A (an) ... is a list of the subjects to be discussed at a meeting.
a. an agenda b. minutes c. a protocol d. aprocedure
19. Mrs Lavelle is ... a meeting at the moment.
a. into b. on c. in d. -
20. The telephone response to the question “Could I speak to Mr. Hudson,
please?” is ... .
a. Yes, I'm b. That’s OK. c. No, thanks. d. Yes.
here today. I’11 hold. I’ll call back. Speaking.
21. The telephone sentence “...” may follow “Sorry, but the line is engaged”.
a. Can I help b. I’ll transfer c. Would you d. Good
you? you. like to hold? morning.
22. The sentence “Can I leave a message?” is the response to the following “...”.
a. The line is b. I’ll transfer c. The line is d. Speaking.
busy. you. free.

23. A secretary says on the phone: “The line is free now. I’m putting you ...”.
a. through b. across c. ahead d. on

24. A secretary says on the phone: “Could you speak ... . The line is bad.”
a. on b. off c. up d. out

25. A secretary says on the phone: “I’m afraid she’s ... another line.”
a. in b. with c. at d. on

26. The time between about nine in the morning and five in the afternoon, when
the people in offices are working, is called ... .

a. office b. office c. working d. working
time hours time hours

27. ... workers do hard or dirty work with their hands.
a. Dark-collar b. Pink-collar c. White-collar d. Blue-collar

12



28. ... workers are people who work in offices, banks etc.
a. Clean-collar b. Pink-collar c. White-collar
29. TI’ll have to ask my ... for a day off.

Blue-collar

a. wife b. boss c. subordinate d. secretary
30. You canring my ... to make an appointment.

a. wife b. boss c. subordinate d. secretary
31. An open-plan office ... .

a. doesn’t have b. doesn’t c. is open 24 d. works 24
walls divid- have doors hours a day hours a day
ing it into dividing it
rooms into rooms

32. The manager has all the meeting’s details ... computer.
a. with b. on c. in d. at
33. She loaded the new ... .
a. system b. hardware c. software d. base
34. ... 1s computer machinery and equipment, as opposed to the programmes that
make computers work.
a. system b. hardware c. software d. base
35. A ... 1isaspecial board on a wall which notices can be fixed to.

a. billboard b. whiteboard c. blackboard d. noticeboard
36. A ... 1s a machine that prints letters of the alphabet onto paper.

a. typewriter b. copier c. typist d. printer
37. A photocopier is a machine used for making ... .

a. photographic b. photo- c. copies of d. photographs

copies graphs photographs of copies
38. ... 1s materials that you use for writing, such as paper, pens, pencils etc.
a. Hardware b. Stationary c. Confectionary d. Stationery
39. You are a very ... secretary.
a. efficient b. effective c. affective d. defective
40. Our cooperation is ... .
a. efficient b. effective c. affective d. defective
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3. JOB HUNTING

Assessment Test 3

A. Supply the words and phrases with the Russian equivalents:

1. job 2. résumé 3. application 4. reference 5. experience
6. hire 7. interview 8. employment 9. occupation  10. promotion
11. career 12. CV 13. cover letter 14. employee 15. certificate

B. Supply the words and phrases with the English equivalents:

1. uckatb paboTy, 2.3aHATOCTh, 3. 0e3pabotuiia, 4. paboronarenb,
5. moyly4uTh MOBBIIEHHUE, 6. 00lIee BreyaTieHue, 7. 00lecTBeHHas AesITellb-
HOCTh, &. TUCKPUMHUHAIIMSA 110 BO3pacTy, 9. MOBBIMICHWE KBaTU(pUKAIIIH,
10. npodeccuonanbubple  HaBblkM, 11.00Opo MO  TPYdOYCTPOMCTBY,
12. ynoBneTBopeHue OT padboThl, 13. moyiHas 3aHATOCTh, 14. YacTUYHAS 3aHs-
TOCTb, 15. mocrosiHHas padora.

C. Translate the cover letter below into Russian:

Dear Sir,

I have read your advertisements in the EFL Gazette for EFL teachers in Russia
and [ am writing to inquire whether you have any vacancies for positions starting in
September or October 2007.

[ am currently working in Minsk, Belarus, where I am teaching English language
and literature to upper-intermediate level students at a linguistic college. I graduated
from Leeds University last year with a degree in Russian Studies. During the third
year of my course | taught English to beginner and upper-intermediate level students
at a Benedict School in St Petersburg. Last Easter I completed a Linguarama TEFL
course and in July I worked as a course assistant for Bell Language Schools.

[ will be in Minsk until mid-June, when I return to Britain. In July I will be work-
ing for Bell Language Schools and in August I will be working for Euroclub on
summer camps in Croatia. Therefore I am looking for work in Russia from Septem-
ber onwards. 1 hope that with my previous experience of working with Russian
speakers and my knowledge of the Russian language, my application will be of in-
terest to you. I enclose my CV for your perusal.

Please note that post from Britain to Belarus takes about two weeks, so if you
need to contact me urgently, or after the end of May, it is best to do so via my par-
ents, whose address you will find on my CV. Alternatively, you can e-mail me at
mihck@glas.apc.org. This is a friend’s address, but she passes mail onto me.

I look forward to hearing from you soon.

Y ours sincerely,
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D. Translate the text below into English:
HepaBeHcTBO B onsiaTe Tpyaa

OTnuuuTensHOM YyepToil OpUTAaHCKON SKOHOMUKH mocieaHux 20 jer cran
pPOCT HEpaBEHCTBA B OIUIaTe Tpyja. | JaBHAs MPUYMHA 3TOTO SIBICHUS — yBe-
JUYECHHUE PAa3HUIIBI B J0XO/JaX B 3aBUCUMOCTH OT 00pa30BaHMUS.

Hanpumep, B 1980 rony denoBek ¢ IurioMoM noiydan Ha 62% Oounblie,
gyeM yestoBek 6e3 oopazoBanus. K 1990 roay 3ToT nokaszaresnb BeIpoc 10 88%,
a B 2000 roay on coctaBun 103%. Mutepecen u ToT (akT, 4TO, B TO BpeMs
KaK pa3Hulla B 3apabOTHOM IjIaTe B 3aBUCHUMOCTU OT 0Opa3oBaHUsl BO3POCIA,
CTaJIO TOSIBJISATBCS TOpa3io OOJIbIIE JIIOAEH, UMEIOIIUX JUIUIOMBI O BBICIIEM
oOpa3oBanuu. MHbIMU cllOBaMH, YBEIMYMIOCH KOJMYECTBO OoJiee 0Opa3oBaH-
HBIX paboYuX.

bonee obOpa3oBaHHBIEC JIOAM HAXOIATCS B JIYYIIEM IOJOXEHUU OTHOCH-
TEJIbHO WX 3apabOTHOM IJIaThl M 3aHATOCTHU, YeM HUX MeHee 00pa3oBaHHbIC
KOJUIETH.

Ha nepBbiéi B3risi, MOXKHO MOAYMaTh, YTO AAHHBIA (DaKT MPOTHUBOPEUUT
OCHOBHBIM TIOJIOKEHUSAM SKOHOMHUYECKON Teopuu. B TpamuuumonHoi Monaenu
pBIHKa Tpy/Ja YBEIMYEHUE KOJIMYECTBA TOM WJIM WHOW TPyNIbl pabOTHUKOB,
KaK MPaBUJIO, pacCCMaTPUBAECTCS KaK MPUUYMHA CHUXKEHUS UX 3apaOOTHOM Iia-
Thl 110 CPaBHEHHUIO C JIPYTMMHU TpPYIIaMHU, T.K. TENEpb pabOTOJATEIN MOTYT
BBIOMPATH K3 OO0JBILEr0 Yncia NOTEHIHATBHBIX IPETEHACHTOB Ha MECTO.

[ToHATHO, YTO C TOUKH 3pEHUSI SKOHOMUYECKON MOJIENH, 3apaboTHAas IjiaTa
U 3aHATOCTh KBaJU(UUMPOBAHHON M HEKBAIU(DUIIMPOBAHHON paboueil CHIIbI
ABJIAIOTCS PE3YJIbTATOM COOTHOILIECHUS MEXY CIIPOCOM M MPEI0KEHUEM.

JIJ1st OTHOBPEMEHHOTO CYIIECTBOBAaHUS 00Jiee BHICOKMX 3apIliaT U HAJTUYMs
pabouyux MecT JUIsl KBAJIM(PUIIMPOBAHHBIX paboYrX HEOOXOAMMO, YTOOBI OTHO-
CUTEJIbHBIN CIIPOC YBEJIMYUBAJICS [0 OTHOILIEHUIO K MpeaoxkeHuto. Muaue ro-
BOpsI, B TIEPHOJ] POCTa HEPABEHCTBA B OIUIaTe TPYJa Ha MEPBOE MECTO BBIXO-
IUT CpPOC, U pabOTOJATENH TOTOBBI IJIATUTH OO0JbIIE PAaOOYUM C COOTBETCT-
BYIOLIMMU HAaBBIKAMHM, HEKETM UX MEHEE KBATU(PUIUPOBAHHBIM KOJIJIETaM.

Haubonee yoenurenbHbIM 00BSICHEHHEM JAHHOTO SIBICHUS] CYUTAETCS POCT
TEXHOJIOTUYECKUX M3MEHEHUH, TpeOyloumi oT pabOTHUKOB 00jiee BBICOKOU
KBTU(PUKALIHH.
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Fluency Test 3

Choose the correct item to fill in the gaps:
1. In order to take on the right candidate, the employer must examine both abili-
ties and personality, although not necessarily in that ... .
a. interview b. order C. resume d. time

2. The first step to hiring ... is being aware of the abilities that the ideal candidate
should have.

a. congress b. process C. progress d. success

3. Before proceeding to advertisement and interviews, create a list of skills
needed for the job and assign a ... to each skill.

a. rate b. rating c. time d. timing
4. Placing a ... on experience is only common sense in the hiring process.
a. premier b. premium C. preview d. prime

5. A group interview is one in which the interviewer(s) attempt to distinguish
the ... from the followers.

a. bosses b. chiefs c. heads d. leaders

6. If the applicant does not have extensive practical experience in a similar posi-
tion, you may rest ... that she is the latter.

a. assured b. ensured c. insured d. secured

7. Nevertheless, occasionally a talented candidate is found who is willing to ac-
cept a position and pay ... for which he or she is overqualified.

a. Dback b. cheque c. envelope d. scale

8. How successful the candidate will be is determined in the end by the team ... of
the group she becomes a part of.

a. biology b. chemistry c. physics d. sociology

9. The manager’s goal is to employ individuals who are technically ... and also
have personalities that suit their team.

a. decent b. deficient c. proficient d. prolific
10. The application form is used as a means of ... basic information from applicants.
a. standardis- b. distributing c. manipulat- d. acquiring
ing ing

11. Companies use the application as a ... for deciding whether to interview
the applicant.

a. back- b. basis c. bottomline d. blueline
ground

12. The application is a key marketing tool for the applicant in the job-... process.
a. advertising b. gathering c. seeking d. wanted
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13. The application form should be considered the applicant’s first test in ... directions.
a. examining b. following c. indicating d. reading

14. Should questions remain concerning the candidate following the traditional in-
terview, it 1s then time to consult his or her ... .

a. references b. relatives c. remarks d. research

15. The application form should be filled out as ... as possible; it reflects the appli-
cant’s nature.

a. cleanly b. freshly c. neatly d. nicely
16. Answers should be ... to the specific position for which the person is applying.
a. measured b. modified c. presented d. tailored

17. No ... should be left on the form; for questions that are irrelevant, write “not
applicable” (“n/a”).

a. answers b. blanks c. empties d. notes

18. The goal of the application is to obtain a personal interview, so do not provide
any ... information.

a. affirmative b. negative c. objective d. positive
19. Questions should be answered ..., but complete answers need not be given.
a. briefly b. comprehensively c. earnestly d. truthfully
20. Specific salary limits should never be indicated on the application; just write
“open” or “...”.
a. negative b. negotiable c. undecided d. unknown

21. Tell us something about your ... in the engineering industry.
a. foreground b. background c. knowledge d. history
22. Isee from your ... form that you’ve had three different jobs in the last 5 years.
a. application b. applying c. applied d. apply
23. What sort of ... of time would you stay with us if we offered you the job?

a. span b. duration c. period d. long
24. Describe how you would describe ... in five years’ time.

a. you b. your C. yours d. yourself
25. Give us some idea of what you believe are your ... and weaknesses.

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

26. As this is a managerial post, we must ask you how you deal with bad ... keep-
ing or unpunctuality in an employee.

a. house b. note c. time d. record
27. What would you say to a member of your staff who always ... his work in late?
a. delivered b. handed c. completed d. produced
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28. 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 c. handle d. deal

29. I should explain that we would naturally ... any previous holiday arrangements
you have made.

a. believe b. show c. decide d. honour
30. Finally now that we’ve asked you several questions, do you want to ... any to us?

a. place b. put c. offer d. consider
31. When you go to a job interview, it is really important to dress ... .

a. unequally b. meagrely C. appropri- d. sparingly

ately

32. When filling out an application, make sure you write your answers ... .

a. mumbled b. tongue-tied c. intelligibly d. hazily
33. Make sure you list your skills that you believe will meet the ... of the employer.

a. expecta- b. abstraction c. carelessness d. attention

tions

34. In your job interview, don’t complain about previous jobs or former ... .

a. mayors b. visitors c. employers d. activists
35. When answering questions, be confident and ... your words really well.

a. stutter b. articulate c. dribble d. mix up
36. Avoid ... clothing such as jeans, flip flops, sneakers, t-shirts, caps, etc.

a. casual b. dressy c. formal d. stylish

37. On your ... make sure you include hobbies, volunteer work or anything that you
have done that may pertain to that job.

a. school b. resume c. college d. journal
transcript degree
38. It is usually really handy to have letters of ... from previous employers.
a. demotion b. dismissal C. recommen- d. declination
dation

39. Fill out the job application first with a pencil, so you don’t have to use ... .
a. white out b. eraser c. ruler d. marker

40. If you don’t remember some particular information about jobs you had in the
past, ask the employer if you can take the application home to do some ... .

a. synthesis b. estimation c. Interpreta- d. research
tion
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REVISION AND CONSOLIDATION I
Units 1 — 3 (Office Work) from the textbook

Choose the correct item to fill in the gaps:
1. Every organisation, large or small, needs ... administration.
a. effective b. affective c. successful d. useful
2. Managers devise policies and make ... .

a. solutions b. decisions c. resolutions d. decrees
3. ... workers collect, store, interpret and distribute information.

a. Clerical b. Manual c. Blue-collar d. Labour
4. Jobs may involve supervising colleagues or dealing ... clients.

a. to b. with c. about d. at

5. Jobs may involve speaking with clients ... the telephone.
a. by b. with c. on d. at
6. Office workers may spend all their time sitting at a ... using a computer.
a. counter b. chair c. table d. desk
7. ... workers usually work 37 hours a week, Monday to Friday.
a. Part-time b. Time c. One-time d. Full-time
8. She’ll work ... after she’s had the baby. She’ll be free to look after the baby.
a. part-time b. job share C. one-time d. full-time
9. ... 1is an arrangement by which two people work part-time doing the same job.
a. Part-time b. Job share c. One-time d. Full-time

10. Over 4,933,000 people ... in administration, business and office work.

a. employing b. employ c. are employed d. employed
11. Some ... are open to people who have few formal qualifications.

a. vocations b. vacancies c. vacations d. vacant
12. ... often look for candidates with keyboard skills.

a. Employers b. Employees c. Employment d. Employs

13. Office workers are confident using a range of ... packages.
a. facilities b. hardware c. software d. services
14. An administrative assistant provides administrative support ... a department.
a. for b. with c. — d. at
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15. An administrator is responsible ... the maintenance of office equipment.
a. for b. with c. — d. at

16. An administrative assistant’s responsibilities may include monitoring ... .

a. stationery b. stationary c. confectionary d. stationery
supplement supplies supplies supplies
17. An administrative assistant’s responsibilities may include maintaining ... .
a. filing b. filing c. files d. filling
systems statements supplements systems
18. An administrative assistant should be able to work to tight ... .
a. bottomlines b. deadlines c. bottom lines d. deathlines
19. .... Assistants carry out a wide range of secretarial tasks.
a. Personnal b. Personnel c. Personal d. Personel

20. Bilingual PAs usually work normal ... .

e. office time f. part-time g. office hours h. full hours
21. PAs’ duties may include ... telephone calls.

a. viewing b. screening C. screaming d. showing

22. There may be higher ... for PA posts in some sectors.

a. complete- b. compe- c. competition d. compete
ness tence
23. ... in business, administration and finance may be relevant to this area of work.
a. Diploma b. Quality c. Trainee d. Skill
24. Secretaries provide administrative support for a ... or team of people in an or-
ganisation.
a. manager b. co-worker C. newcomer d. colleague

25. Previous relevant ... may be an advantage for some posts.

a. experiment b. experience C. experimen- d. experiences
tation
26. ... must answer a telephone and deal with the calls appropriately.
a. Telephonists b. Managers c. Clients d. Bosses

27. When the caller cannot wait, a secretary can ... a message.
a. leave b. take c. make d. do

28. Transferring a call to the appropriate person, a secretary says: “I put you ... ”.
a. on b. off c. through d. away

29. Computer ... is also required to take a secretarial position.

a. literacy b. numeracy c. literature d. grammar
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30. A registrar should be able to obtain the correct ... from people in emotional
circumstances.

a. datum b. statistics c. information d. —
31. The methods of ... records have undergone changes over time.
a. management b. handling c. handle d. treatment

32. Registrars are in charge of ... historical birth, death and marriage registers dat-
ing back to 1837.

a. making b. keeping c. kept d. conduct
33. You are a very ... secretary.

a. efficient b. effective c. affective d. defective
34. Our cooperation is very ... .

a. efficient b. effective c. affective d. defective
35. You can ring a secretary to make ... with the manager.

a. the agenda b. minutes c. an appoint- d. adate
ment

36. The PA is taking ... at the annual meeting.

a. the agenda b. minutes c. an appoint- d. adate
ment

37. Someone who works with you and has a similar position is your ... .
a. secretary b. colleague c. subordinate d. assistant
38. At the creation and through the active usage, the records are said to be ... .

a. current b. non- Cc. semi-current d. archives
current

39. A ... 1s aplace where all the information used by an organization is kept.
a. registrar b. record c. register d. registry

40. A large ... office can be made up of one main room with tens or hundreds of
people working in the same space.

a. open plan b. closed c. first-floor d. workstation
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CORRESPONDENCE

4. BUSINESS LETTER FORMAT

Assessment Test 4

A. Supply the words and phrases with the Russian equivalents:

1. to write 2. to complain 3. to look forward to 4. to refer to

5. areply 6. to apologize 7. inconvenience 8. owing to

9.torevertto  10. to appreciate 11. in connection with  12. to remind
13. to insist 14. to advise that 15. to point out

B. Supply the words and phrases with the English equivalents:

1. mpuBeTcTBUE, 2. TMOANHCH, 3. oOpamieHue, 4. U3BMHEHUE, 5. 3aIpoc,
6. kanoba, 7. 3arojoBOK MHUCbMa, §8. MPUIIOXKEHHE, 9. NOATBEpKICHUE,
10. moctckpuntym, 11. TeMa muceMa, 12. HenpenBUACHHBIE 00CTOATENIBCTRA,
13. BeimieynomsiHyThIH, 14. oTnpaBuTensp, 15. momyyartens.

C. Translate the letter below into Russian:

14, Weston Street
ThornabyT517 9PH
The Personnel Director
Prestigious Plastics
24 Rawlings Street
London SW12 5LX
18th November 2004
Dear Sir / Madam.

With reference to your advertisement in the Daily Mull, 1 should like to apply for the
job of Supplies manager.

For the past eight years I have worked as a supplies assistant for a local company.
Due to personal reasons, I have to move to London within the next month.

My present job involves follow-up of orders, inventory control and keeping the
stock books, just-in-time stock management, and developing more efficient storage
facilities.

Before this job, I was a trainee with Underdogs, and completed the relevant stock
management courses.
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I have always enjoyed the challenge of a well-run supplies department and the con-
stant need for improvement and value analysis in every part of factory life. I think
my previous experience will be an asset and that I could contribute significantly to
your team.

[ am prepared to work on Saturdays, and shift work. I have my own transport.

[ am available for interview at any time and can start work immediately. References
are available from my present and previous employers.

Please find enclosed a copy of my CV for your further information.
I look forward to hearing from you.
Yours faithfully,

D. Translate the series of letters below into English:

1. YBaxkaewmslii r-0H Moyxui!
B otBet Ha Baie nucbemo, xouy coobmuts Bam, uto 6yny B Bunkoncrtepe B cpe-
ny 14 urons, U npeiarai BCTPETUTHCS U MPOJOJIKUTE EPETOBOPHI 00 OTKPHITHH
3aBojia. MHe Obl XO0TeNoCh MOCEeTUTh Baill 3aBoj1 yTpoM 10 coOpaHusi B MyHHIIH-
nansHOM coBete. Eciu aTo Bac ycrpauBaer, npoiry ObITh y ce0s B oduce B 8 da-
COB JIJIs IGTIOBOTO 3aBTpaka ¢ TeM, YTOObI IOTOM MOCETUTh MPOU3BOACTBO U 03-
HAKOMUTBCS C HOBOM MPOIYKIMEN U JIMHUAMH COOPKHU.

Ecnu Bel He Bo3paxaere, s mpueny Bo BTOpHUK 13 urons B ['atBuk B 18.15 peit-
com BA 301, repmunan 1.

51 monpocun 661 Bac 3a0poHupoBaTh 17151 MEHS Ha JIB€ HOYM HOMEP B TOCTUHUIIE
no6au3ocTH oT Baiero ogpuca. He Mmornu 661 Bel Takke opraHuzoBath, €M 3TO
BO3MOJKHO, BCTpeuy ¢ Bammm qupekTopom 1mo Ka4ecTBy B 4eTBEpPT 15 Hrons yT-

poM? S Takxke X0Ten ObI BCTPETUTHCS C TUPEKTOPOM IO MapKETHHTY.

B oxxunanuu Baiiero moATBEpKICHNUS,
C YBaXXCHUEM,
Onyapn MaHTeHb

2. YBaxxaeMpIii r-H MaHTEHB!
B otBet Ha Baie nucbmo ot ... cooOmiato Bam uTo, K cokajeHuto, HE CMOTY
BCTpeTUTHCS ¢ Bamu B cpeny Beuepom. Ipepiararo nepeHecT BCTpedy Ha 4eT-
Bepr B 14 yacoB u Obu1 ObI pan 10 3Toro ¢ Bamu noobenats.
[Ipomry cooOuuTh, MOAXOAUT Jik 3TO Bam.
C yBaxeHuew,
Open Moyxui

3. YBaxaemplii r-H MaHTEHb!
Crnacu6o 3a Bame nucsmo. Mal xaem Bac B cpeny 14 utonis, U s TMYHO BCTpEUy
Bac B I'atBuke B 18.15.
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Kak Bb1 1 npocuinu, s 3a0poHupoBai ais Bac ogHOMecTHBI HOMEP B TOCTUHHIIE
«CuTHBpIO» Ha 2 HOUU. Sl TakXke JOrOBOPUIICA O BCTPEUE C AUPEKTOPOM IO Kade-
CTBY B 9 4acoB yTpa B YETBEPT.

B oxunanuun Bctpeun ¢ Bamu,

C YBaXXCHUEM,

Open Moyxui

4. YBaxaeMslil T-H Moyxuil,
B otBer Ha Bamre mucbMo OT ..., ¢ cokaJeHHEeM JO0JDKEH coo0muTh BaMm, uTo He
CMOT'Y BCTPETUTHCS C Bammm AUpEeKTOPOM MO KauecTBY B YETBEPT YTPOM, Kak Bl
JOTOBOPWJIMCH. ECIu 3TO BO3MOXKHO, TIEpEHECHTE BCTpEUy Ha BEYEp B Cpeay B
19 gacoB. 310 MeHsI ObI OOMBIIIE YCTPOUIIO.
[TpuHOIIY CBOM M3BHHEHUS 32 MPUIMHEHHOE HEY00CTBO.
C yBaxeHuew,
Onyapn MaHTeHb

Fluency Test 4

Choose the correct item to fill in the gaps:

1. The salutation “...” is the way to open a letter to a married woman.
a. Dear b. Dear c. Dear d. Dear
Madam Mr Smith Ms Smith Mrs Smith

2. The salutation “Dear Sirs” is the way to open a letterto a ... .
a. man b. woman c. company d. friend

3. Business letters don’t usually open with ... .

a. Dear Sirs b. Dear c. Dear d. Dear
Mr Jibe Mr John Michael
4. When writing business letters use a simple but ... style of language.
a. polite b. gracious c. rude d. well-bred
5. ... slang, colloquialisms and old-fashioned phrases.
a. catch b. evade c. avoid d. avert

6. The use of a computer would give a wrong impression in a letter of ... .
a. convenances b. convection c. convalesce d. condolence
7. The inside address can not contain the following “...”.

a. Mr John b. Mr J.E. c. Mr Smith d. Sir John
Smith Smith Brown
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8. Complimentary close appears below the ... paragraph.

next

on/ left

in

signature

always

titles

subject title

subject title

subject title

carbon copy

company

enclave

pay proof

with

with

with

a. third b. last c. first d.
9. Blocked letters tend to put the close ... the ... .

a. in/ middle b. in/centre c. on/right d.
10. Place you signature ... the complimentary close.

a. under b. above c. on the right d.
11. The ... immediately draws attention to the topic of the letter.

a. subject title b. address c. close d.
12. ... type your name after your handwritten signature.

a. rarely b. often C. never d.
13. ... are usually written below the sender’s address or the printed letterhead.

a. signatures b. references c. closes d.
14. The ... is placed below the inside address and above the salutation.

a. reference b. close c. attention line d.
15. The ... is placed below the salutation and above the body.

a. reference b. close c. attention line d.
16. The ... is written at the very bottom of the letter.

a. postscript b. reference c. address d.
17. The abbreviation “c.c.” stands for ... .

a. core carbon b. core copy c. copy carbon d.
18. The term “plc” stands for public limited ... .

a. corporation b. campaign C. campany d.
19. The abbreviation “Enc” stands for ... .

a. encore b. encode c. enclosure d.
20. The abbreviation “p.p.” means ... .

a. in honour b. on behalf of c. for the sake d.
21. Thank you for your letter dated ... 8 February.

a. — b. on c. of d.
22. Thank you for your letter ... 8 February.

a. — b. on c. of d.
23. Wereceived your letter ... 8 February.

a. — b. on c. at d.
24. I must insist, ..., that you refund at least 10% of our money.

a. herefore b. therefore to c. therefore d.
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25. Tam writing to complain ... your Tour 5210 to Mexico.
a. about b. for c. with d. at
26. Iam writing ... reference to you letter.

a. on b. — c. with d. at
27. ... to our telephone discussion, I am pleased to inform you that.
a. Further b. After c. Following d. Herewith

28. We look forward to ... your order.

a. received b. receive c. receiving d. receipt
29. Thank you for your letter ... our order.

a. concern b. concerned c. concerning d. concerns
30. We must ... for the delay in shipping this order.

a. apologize b. sorry C. excuse d. forgive
31. ... we hear from you within seven days, we will be forced to take legal action.
a. Until b. Unless c. Untill d. Unles

32. We acknowledge with thanks ... of your letter.

a. received b. receive c. receiving d. receipt
33. Please ... me if you need any further information.

a. pay b. refer c. connect d. contact
34. Please ... me know if you need any further information.

a. let b. force c. ask d. beg
35. Tam... to inform you about the rise in interest rates.
a. delighted b. delightful c. delighting d. delight
36. ‘...” is normally only used for bad news.
a. Due to b. Owing to c. Asaresult of d. Because of

37. We ... be grateful if you could deliver the order.
a. could b. would c. must d. can
38. Ishould like to ... that we have already paid for these cabinets.

a. reprimind b. remained c. reprimand d. remind
39. It was ... pleasure to have dinner with you last Thursday.
a. a b. no c. any d. some
40. A very large part of the business of the world is conducted by means of ... .
a. slang b. messages C. correspon- d. parcel
dence post
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5. ENQUIRIES

Assessment Test 5

A. Supply the words and phrases with the Russian equivalents:

l. pre-payment 2. service and maintenance 3. to enquire about

4. deadline 5. to be in the market for smth 6. competitive price

7. insert (n) 8. first-time customers 9. to advise that ...
10. firm order 11. to take the liberty of doing smth 12. to quote a price
13. full details 14. to be in production 15. to be in a position

B. Supply the words and phrases with the English equivalents:

1. 3ampamuBath HHGOpPMAIIHIO, 2. HAMEPEBAThCSA KYyMUTh, 3. ONTOBBIA MO-
KynaTeib, 4. MOJTHOCThIO COOTBETCTBYIOIIMM 00pa3ily, 5. ToBapbl Ha 0A00pe-
Hue, 6. pO3HUYHBIN ToproBel, 7 oOpaslbl, 8. pa3MemaTts 3aka3, 9. Toprosas
ckuaka, 10. mpocnekr, 11. pexiamubiii 1uctok, 12. npeiickypant, 13. ckuaka
MIpY OIJIaT€ HAJTMYHOCTHIO, 14. METhCs B poaaxe, 15. BBIMyCKAaTh HA PBIHOK.

C. Translate the extracts from enquiries and replies to them into Russian:

We are indebted for your address to Messrs. Smith &Co., Ltd. We are
regular buyers of these goods and request you to send us samples of your
manufactures stating your lowest prices and best terms of payment. We usu-
ally place very large orders, and we would expect a quantity discount.

Please inform us if you can offer us Wheat as per specification enclosed.
Y our offer must be accompanied by specifications.

I am replying to your advertisement in the June edition of ‘Tailor and Cut-
ter’. I would like to know more about the ‘steam pressers’ which you offered
at cost price. Please send full details of your prices, discounts, terms of pay-
ment and delivery times.

A new impression of our catalogue is being pressed now and as soon as our
catalogues are available we will send you some copies.

As soon as the publications are received from the printing works, we shall
not fail to send you some copies.

We send you, by parcel post, two copies of our General Catalogue of Ma-
chine-Tools. Please acknowledge receipt of our parcel.

We are pleased to receive your enquiry, and to hear that you liked our
range of sweaters. We think you have made an excellent choice in selecting
this line of goods. Please find enclosed our current catalogue and price list.
The samples you asked for will follow by separate post.
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I would like some information about your Proficiency courses in English
beginning this July.
Would you kindly quote your best prices and terms of payment for Toys.

D. Translate the extracts from enquiries and replies to them into English:

brnarogapum Bac 3a 3anpoc ot 17 utons 2009 roga, B kotopoM Bel nHTEpE-
CyeTech HallluM aCCOPTUMEHTOM (DOTOTEXHUKH.

Mp1 BcTpeuanuch y cteHaa Bameit komnanuu Ha BeicTaBke B JIOHIOHE ABE
Hejenu Hazaj. Baia Opoitopa Hac oueHb 3aMHTEpEcoBaa.

Baxxno, 4ToObl 1ocTaBKa TOBapa ObUIa OCYIIECTBJICHA /10 Hayaia HoA0ps,
YTOOBI YCHETh A0 POKIECTBEHCKOU CYETHI.

Otrpy3ka Oyzaet npousBesieHa B ssHBape. Ha Bce ToBaphl pacripocTpaHseTcs
rapanTtus 2 roga. Mbl HajileeMcsl, YTO HaIIM YCJIoBHs Bac yioBIeTBOPSIT.

Bbonbiias maptust ToBapa npu6siia Buepa u3 Erunta. Ecnu kauecTBo ToBa-
pa U ycloBUs OIUIaThl HAC YCTPOST, MBI OyJieM 3aKynarh y Bac ToBap Ha pery-
nsipHOi ocHoBe. Ham TpeGyeTcs 3TOT Ipy3 B CEHTAOpE.

C coxanenuem coobmaem Bam, yTo ganHoro toBapa 0oJibliie HET B HaJIU-
yu. Mbl cMOXeM BepHYThcs K Baiiemy 3ampocy TONbKO B KOHIIE TEKYILErO
Mecdia. B Hacrosiiee BpeMs Mbl BHUMATENIbHO U3ydaeM Bai 3anpoc u Haje-
emcs nocnatbh Bam npensoxkenue B OnrkaiiiieM Oyayiiem.

Mpi BoichIaeM BaM oTJenbHBIM MAaKETOM 3alpalinuBaeMble TPEHCKYypaHThI
Y KaTaJIOTU B ABYX 3K3eMIusipax. C LeH NpelocTaBiIsAeTcs CKUaKa B 5%.

JlanHasi Mojienb — Hallla HOBasi pa3paboTKa, OHa ceiluac MpPOXOAUT IKC-
IUTyaTallMOHHBIE UCTIBITaHUS. MBI 1oaraem, 4To pe3yjabTaThl UCTIBITaHUH Oy-
IyT 0000IIeHbI K KOHILY 3TOTO rojia.

Mpg1 xotenu Ob1 obsarogaputh Bac 3a 3ampoc ot 10 ampesnst cero roja.
Ham He cocTaBUT Tpyla OCYyIIECTBUTH MOCTAaBKU Jyuisi Bac u3 umeromerocs y
HAc IIMPOKOTO accopTUMeHTa. HaM MpusTHO COOOIIUTH, YTO MBI CMOKEM
oOecneunTh HeoOXoiMMble BaMm TpaHCTIOPTHBIE YCIYTH.

C coxanenuem cooburaeM Bawm, yto kartanor Bech pazomencs. HoBas map-
THUS ceiuac rneyaTtaeTcs, ¥ KaK TOJbKO OHa BBIMIET U3 TUNOrpaduu, Mbl Oyaem
pajbl BICIAaTh BaM HECKOIBKO IK3EMILISIPOB.

S mpunarar cnMcoOK HAUMEHOBAaHMM, KOTOpbIE MHE TPEOYIOTCS, U ObLI Obl
OYE€Hb paJi MOJYYUTh MOJHYI0 MH(OPMAIIMIO OTHOCUTEIBHO YKCIIOPTHBIX 1IEH,
yCIIOBUH IJIaTeXa, CaMOro paHHEro CpoKa MOCTABKU M CKUJKH JJIsi TOCTOSH-
HBIX IIOKYIIaTENEH.

KoHcTpykiust MalivHbl HaXOAMTCS B CTauu InepepaboTKU, W, ClelI0Ba-
TEJIbHO, KaTaJIOTOB Ha JJAHHYIO MOJIEIb MTOKA €lIe HET.
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Fluency Test 5

Choose the correct item to fill in the gaps:

1. We have seen your ... in “Russian Export”.
a. leaflet b. information c. advertisement d. ads

b

Could you send us detailed descriptive ... relating to these machines?
a. literature b. brochure c. specification d. catalogue
3. We regret to advise you that our catalogue is ... .
a. out of press b. out of print c. under revision d. out of scale

s

We are glad to send you, under separate ..., brochures and leaflets in duplicate.
a. post b. covering c. parcel d. cover
5. We request you to send us ... of different grades of Paraffin Wax.

a. samples b. patterns c. examples d. items
6. We are wholesalers of cotton fabrics and normally draw our ... from the USA.

a. commodity b. supplies c. manufactures d. goods
7. We can deliver well within the two-month time ... you require.

a. frontier b. margin c. boundary d. limit
8. The Seller is not ... a position to send a quotation.

a. at b. in c. on d. of
9. The Seller is not able to send a quotation ... receipt of the Buyer’s enquiry.

a. at b. up to c. ahead d. upon
10. The Seller sometimes wants to get ... touch ... the manufacturing plant.
a. on/to b. in/ with c. in/ within d. a/to
11. The Seller sometimes wants to find ... whether the goods are available.
a. at b. in c. on d. out
12. The Seller sometimes wants to know whether the goods are available ... sale.
a. in b. on c. of d. for
13. The car was manufactured according to exact ... .
a. examples b. items c. specifications d. brochures
14. Could you give us a ... for fixing the roof?
a. quote b. duty c. donation d. quotation
15. A ... 1is a book containing pictures and information about goods you can buy.
a. pricelist b. catalogue c. leaflet d. flyer
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16. A ... 1s asmall piece of printed paper giving information or advertising.
a. pricelist b. catalogue c. leaflet d. flyer

17. A ... 1s alist of prices for things being sold.
a. pricelist b. catalogue c. leaflet d. flyer

18. A ... 1sasheet of paper advertising something, which is given to people in the street.
a. pricelist b. catalogue c. leaflet d. flyer

19. A ... s aspecial reduction in the price of goods sold to people who are going
to sell the goods in their own shop or business.

a. encount b. discount c. discont d. account
20. We are asking for ... of a new shampoo.

a. models b. patterns c. examples d. samples
21. A ... 1s a very short book that usually contains information.

a. booklet b. catalogue c. leaflet d. flyer

22. A (an) ... means printed pages that are put inside a newspaper or magazine in
order to advertise something.

a. leaflet b. flyer c. handout d. insert
23. We look forward ... receiving your first order.
a. for b. to c. at d. —
24. T am attaching a document that gives ... details of the range of service we offer.
a. complete b. packed c. entire d. full
25. Thank you for your letter of 4 June ... about our products.
a. enquiring b. enquired c. enquiry d. to enquire
26. Please quote your best terms ... London.
a. fod b. fob c. fog d. for
27. The quality is ... standard.
a. upto b. — c. of d. on
28. The prices quoted are ... .
a. competing b. compatible c. competitive d. competitors
29. We will order ... a regular basis.
a. at b. with c. in d. on
30. We will ... regular orders with you.
a. price b. place c. take d. make
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6. OFFERS

Assessment Test 6

A. Supply the words and phrases with the Russian equivalents:

1. firm offer 2. irrevocable letter of credit 3. to be subject to

4. valid terms 5. to come on to the market 6. extra at cost

7. spare parts 8. offer without engagement 9. at your disposal
10. to recondition 11. to revoke an offer 12. by installments
13. to overhaul 14. in strict rotation 15. to be stipulated

B. Supply the words and phrases with the English equivalents:

1. opepra 2. rapaHTus NPEJI0KEHHUS 3. cuer-(haxTypa

4. Tenaep 5. MOATBEPKACHUE 3aKa3a 6. IOTOBOP MPOJIaKU

7. obepeHT 8. cBs3yIOIIIEe MPEIOKEHNE 9. koHTpodepra
10. u3Bemienue  11. mpu ycimoBum, ecinu He pofaH  12. mojyiexaTts NepecMOTPy
13. akuent 14. mo Hamemy yCMOTPEHUIO 15. morpy3uts HaBagOM

C. Translate the text below into Russian:
General Conditions of Sale

1. ACCEPTANCE: The acceptance of this tender includes the acceptance
of the following terms and conditions unless there is a special agreement to the
contrary in respect of any of them.

2. VALIDITY: No order shall be binding on the Sellers until confirmed by
them in writing. The tender may be withdrawn or the price and/or the terms
quoted may be altered in any respect before the order has been received and
accepted by the Sellers.

3. QUALITY: The quality of the goods shall be in conformity with the
technical specifications adopted by the manufacturer and confirmed by Cer-
tificates of Quality.

4. PRICE: The price includes the cost of a standard set of spare parts. Erec-
tion costs or technical service, if any, will be charged extra.

5. DELIVERY: The tender is made subject to prior sale. This time indi-
cated for shipment shall be reckoned from the date of the contract or of the
Sellers’ confirmation of the order. The date of delivery shall be considered for
land transport — the date on which the goods pass the border.

6. PAYMENT: Payment shall be effected out of an irrevocable Letter of
Credit within 15 days of receipt of the Sellers’ notification of the readiness of
the goods for shipment. The Letter of Credit is to be valid for 90 days.
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7. GUARANTEE: The technical data given by the Sellers and the high
quality and normal operation of the equipment are guaranteed for the period
stated in the contract. The guarantee shall not apply to normal wear or damage
caused by improper storage, inadequate or careless maintenance.

D. Translate the extracts from offers below into English:
Od¢epra (TengepHoe npeasioxkeHue)

Odepra — nucbMeHHOE MPEASIOKEHHE MPOoJaBlla WM IMOKyNaTedas O 3a-
KItoueHuu aoroBopa. Odepra COAEpKUT BCE OCHOBHBIE YCIOBUS MPEICTOS-
el caenKu: HaMMEHOBaHUE TOBapa, KOJIMYECTBO, KA4eCTBO, IEHY, YCIOBUS
MOCTaBKU, CPOK MOCTaBKH, YCIOBHS IUIaTeXa, XapakTep Tapbl U YIMaKOBKH.
Paznuuaror nBa Busa odepTsl: TBepAas U cBOOOAHAS.

CymectByeT /1Ba crioco0a 3aKJII0YeHHs JJOrOBOpa: MyTeM OJHOBPEMEHHOIO
MOANUCAHUS €UHOTO JOKYMEHTa W MyTeM OTIpPaBKU OPEepThl U MOTYyUCHUS
akuenta. Odeproit sBIsETCA NPEIIOKEHUE O 3aKITIOYEHUH JOTOBOPA, YAOBIIE-
TBOPSIIOLIEE CIEAYIOUIUM TPeOOBAHUSAM:

- 13 o(pepThl TOJKHBI SICHO BBITEKATh YCIOBUS OYIyILIEro I0rOBOPa;

- odepTa HOKHA BbIpakaTh HAMEPEHHE JIUIA, KOTOPOE BBICTYMAET C MpPE-
JIO’)KEHUEM, CUUTaTh ceOsl 3aKIIOYMBIIUM JOTOBOpP Ha YCIOBHUSX, YKa3aH-
HBIX B JIOTOBOpPE C aJpecaTtoM, B CIIyyae, €Cld IMOCJIEIHUNA MPUMET Ipe.-
JIO’KEHUE;

- odepTa 10HKHA BKIIOYATh BCE CYIIECTBEHHBIE YCIOBUS JI0TOBOPA;

- odepTa 10KHA OBITH aipecOBaHa KOHKPETHOMY JIUILY WU JIULAM.

OdepTta cBsI3bIBACT HANPaBUBIILIEE €€ JIMIIO C MOMEHTA MOJIYYEHUs €€ aape-
catoM. Ecnu m3Bemienre 06 oT3biBe oepThl MOCTYNHIIO paHee WM OJHOBpE-
MEHHO C camoil odepToil, oHa cuuTaeTcs HenonydeHHou. [lomyuennas agpe-
caToM odepTra HE MOXKET ObITh OTO3BaHA B TEUEHHE CPOKA, YCTAHOBIEHHOTO
JUISL €€ aKIlenTa, €CIM MHOE€ He OTOBOPEHO B caMoi odepTe JubO0 He BBITEKAET
U3 CyILIEeCTBa NPEIJIOKEHUS UM 00CTAaHOBKH, B KOTOPOM OHO OBLIO CAENAHO.

Heo0xonuMo moHUMATh, 4TO YK€ caMO MPEAJIOKEHHE 3aKIIOUUTh JOTOBOP
(B BUIIe opepThl) UMEET IOPUANYECKOE 3HaUCHUE U 00s13aTeIbHO I OepeH-
ta. [loaromy nenecoobpazHo B 11000 odepTe yKa3blBaTh CPOK AJIA aKIIeNTa,
YTOOBI TPEAOTBPATUTH CIIOPHBIC CUTYAIINH.

3akioueHUe JOTOBOpa 3aBepIIaeTcs akuenToM (IpuHsATHEM) 0hepThl. AK-
LENT NPUOOpeTaeT IOPUANYECKYIO CUITY, €CJIU OH MOJHBIN 1 6€30r0BOPOYHBIN.
[lon MoOAHBIM MOHMMAETCS TO, YTO AKUEMNT BbIpaXKAeT 0J0OpEHHE BCEMY, UTO
yka3zaHo B ogeprte. [log 6€30roBOpOUHBIM MOHUMAETCS TO, YTO AKIENT HE CO-
JEP>KUT HUKAKUX JIOMOJIHUTEIBHBIX YCIIOBUM 110 CPABHEHUIO C OPEepTOH.

OTBeT Ha MHBIX YCIOBHSX, YEM MPEMJIOKEHO B odepTe, HE SIBISIETCS aK-
LEenTOM. DTO JHIIbL BCTpeuHas odepTa.
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Fluency Test 6

Choose the correct item to fill in the gaps:
1. A firm offer is made by the Seller to ... potential Buyer(s).
a. one b. two c. three d. four
2. A firm offer indicates the time during which it will remain open ... acceptance.
a. at b. on c. to d. for

98]

The goods are considered to have been sold ... the price stated in the offer.
a. at b. on c. to d. for
4. The goods are considered to have been sold ... the terms stated in the offer.

a. at b. on c. to d. for
5. The Buyer accepted the offer ... .

a. in bulk b. in full c. 1n parts d. in entirety
6. A firm offer is ... certain conditions.

a. subject to b. the subject to c. the subject at d. subject of
7. The receipt of orders must meet the ... .

a. ends b. needs c. goods line d. deadline
8. A (an) ... is made by the Seller to several potential Buyers.

a. firm b. counter c. offer without d. binding

offer offer engagement offer

9. A (an) ... 1s a date or time by which you have to do or complete something.

a. end b. deadline c. edge d. limit
10. The contract reaches its ... next year.

a. end b. term c. deadline d. limit
11. We offer you the goods subject to ... your confirmation.

a. receipt b. receiving C. receive d. received
12.  We have pleasure ... you our Machine-Tools.

a. in offering b. at offering c. have offered d. to offered
13. Youare in ... to quote us lower prices.

a. the position b. position C. positions d. aposition

14. The act or process of bringing goods, letters etc to the person or place they
have been sent to is called a ... .

a. deliberation b. deliverance c. delineation d. delivery
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15. The terms of ... are stipulated below.

a. pay b. paying c. payer d. payment
16. Discounts are offered for cash ... .

a. pay b. paying c. payer d. payment
17. Please offer us more ... terms.

a. favour b. favourate c. favourable d. favourite
18. Official agreement to take something that you have been offered is called ... .

a. acceptance b. expectance c. excepts d. approval
19. A ... price/fare is cheaper than the usual price.

a. discount b. reduction c. concession d. decrease
20. They’re letting me pay for the washing machine by ... .

a. installation b. instalments c. installating d. install
21. The offer ... the terms and the prices.

a. speculates b. stipulates C. suggests d. suspects
22. We ... you of our best attention.

a. assure b. ensure c. insure d. make sure
23. T will speak to you about a new product we are bringing ... the market.

a. to b. on c. at d. in
24. A (an) ... 1s the first form that a new design of a car, machine etc has.

a. sample b. pattern c. prototype d. example
25. We believe that the results if the tests will ... by the end of this year.

a. have b. summarize c. have been d. be sum-

summarized summarized marized

26. Three percent will be deducted by us as the ... for moisture.

a. reduce b. compensation c. reward d. costs
27. The shipment of the Caviar will continue ... regular intervals.

a. in b. at c. within d. of
28. Your quotation should also include two sets of rapidly ... parts.

a. spare b. wearing c. weared d. sparing
29. We await ... your quotation with interest.

a. for b. of c. on d. —

30. Make sure that the letter does not contain anything which might reasonably ...
the person receiving it.

a. accept b. annoy c. please d. satisfy

34



7. ORDERS

Assessment Test 7

A. Supply the words and phrases with the Russian equivalents:

1. cash discount 2. shipping documents 3. quantity discount

4. to cancel an order 5. to supply an order 6. profit margins

7. to refuse an order 8. to supply on the cash basis 9. to process an order
10. to place an order 11. to guarantee delivery 12. the order number
13. order form 14. to acknowledge an order 15. to accept delivery

B. Supply the words and phrases with the English equivalents:

1. n3BemeHne 2. Orpy304YHbIE JOKYMEHTHI 3. skcnieaguTOpcKas pupma
4. KOHOCAaMEHT 5. mepechuIaTh TOBAPHI 6. MpOOHBIH 3aKa3
7. BEIOMOCTh 8. aHHYJIMpPOBaTh 3aKa3 9. HakaHas Tpy3a

10. akkpequtuB  11. npodopma cuera-pakTypsl 12. BBITTONHATH 3aKa3

13. Tparra 14. opuninanbHbIN 3aKa3 15. nnuTenbHbBIE KPEIUTHI

C. Translate the text below into Russian:

Orders in Business

In business or commerce, an order is a stated intention, either spoken or
written, to engage in a commercial transaction for specific products or ser-
vices. From a buyer’s point of view it expresses the intention to buy and is
called a purchase order. From a seller’s point of view it expresses the intention
to sell and is referred to as a sales order. When the purchase order of the buyer
and the sales order of the seller agree, the orders become a contract between
the buyer and seller. In commerce, various business documents are used to re-
cord the negotiation of an agreement to buy and sell, record the agreement it-
self, and record compliance with the agreement and closure of the contract. An
agreement to buy and sell is a form of contract.

There are five basic requirements for a contract to exist between two par-
ties: agreement, voluntary, consideration, capacity, and legality. A sixth re-
quirement of “in writing” sometimes applies. The main concern for commer-
cial orders is that there must be agreement (offer and acceptance) for the order
to be a contract. Prior to this, businesses often record the details of negotia-
tions by using a request for quotation, request for bid, sales quotation, or sales
bid. Quotations are non-binding and part of the negotiation process. A request
for bid can be binding or non-binding, depending on the terms of the bid.
Once an agreement or contract is in place, businesses record these as con-
firmed purchase orders and confirmed sales orders.
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D. Translate the extracts from offers below into English:
Buabl 3aka3zoB

3aka3 — npeyIoKeHNE TTOKYMaTessl, MOTPEOUTENsT U3TOTOBUTD, IOCTABUTH,
npoAaTh €My MPOAYKIIMIO, TOBAp OMPEIEICHHOTO BHIa M KauyecTBA WJIM BHI-
MOJIHUTH paboTy, OKa3aTh yciHyru. 3aka3 JOJKEH cojliepKaTh CBEJEHUS O 3a-
MPAIIMBAEMBIX TOBapax M yciIyrax (KOJIMYECTBO, CBOWCTBA), CPOKAX €ro BbI-
MOJTHEHMSI, BUJIe W BeiauunHe oriaThl. OH 0OBIYHO OdopMIIseTcss HOKyMEH-
TaJbHO U CUYUTACTCS MPUHSATHIM, €CITU OH TIOJTBEPKICH JIMIIOM, KOTOPOMY Ha-
npaBJieH, aJipecoBaH. Takoe MOATBEPKICHNE HA3bIBAIOT AKIETITOM.

3aka3 Ha MOKYNKY-NPOAaKy — 3aKa3 OMpP>KEBOMY areHTy Ha COBEpIICHHUE
CPOYHOW CJENIKM MO0 Hauboisiee OJIaronpusTHOM M AOCTHKMMOM IIEHE Ha MO-
MEHT BBIXOJ]a Ha PHIHOK.

IncbMeHnHbI#i 3aKa3 — 3aKa3, MPAMEHUTEIHHO K KOTOPOMY MCXOIHAs IICHA
TOBapa yCTaHaBIMBAETCs OPUIIMATBLHBIM OPOKEPOM Ha OCHOBE cOOpa U COmoc-
TaBJICHUS MMUCHMEHHBIX MPEIJIOKEHUH U 3a5BOK Ha JaHHBIN TOBap; TAKOH CIO-
co0 yCTaHOBJICHUS IIEHBI HE JJaeT MpaBa KIMEHTaM, TpeiiepamMm U3MEHSITh CBOM
IIEpBOHAYAJIbHBIN 3aKa3.

3aka3 ¢ 0TCPOUYKOii MOCTABKM — 3aKa3, B KOTOPOM yKa3aHO, YTO IMMOCTaBKa
OyzeT coBeplieHa B CPOK, MPEBBIMIAIONINI BPEMsI €T0 HCIIOTHEHUSI.

J/IHeBHOM 3aKa3 — 3aka3 ¢ JHEBHBIM CPOKOM jeicTBHs. JIt0Oble 3aKa3bl
CUMTAIOTCS JHEBHBIMH, €CIIM B HUX HE YKa3aH CPOK.

CoumnanbHblii 3aKka3 — 1) BBINIOJHEHHE MHTEJUICKTYaIbHONH paOOTHI, Ha-
npuMep, B 00JacTH MCKYCCTBA, KYJNBTYpPBI, C Y4ETOM HJICOJOTHYECKON Ha-
MPaBIEHHOCTH O(QUIIMATHHON IMOJTUTHKH TOCYIapCTBA; KEJIaHUs OPTaHOB BIla-
CTH; 2) OCYIIECTBICHHE ACSITEITLHOCTA B COOTBETCTBUU C 3alPOCAMH U WUHTE-
pecamu o01ecTBa, 001ECTBEHHBIN 3aKa3.

TocynapcTBeHHBII 3aKa3 — BbIIaBaeMbIil TOCYIapCTBEHHBIMH OpTraHaAMH H
OIJIAaYMBaEMBbI U3 CPEJCTB FOCYAapCTBEHHOTO OIOKETa 3aKa3 Ha M3TOTOBJIE-
HUE MPOJYKIIMH, BRITYCK TOBApOB, MPOBEACHUE PabOT, B KOTOPHIX 3aMHTEpE-
COBaHO TOCYIapcTBO. MOJKET BBHITIOJNHATHCS HE TOJIBKO TOCYJapCTBEHHBIMH,
HO U ApyruMu npeanpusatusmMu. OOBIYHO BBIIAE€TCS HA KOHKYPCHOW OCHOBE.

Boennplii 3aka3 — 000pOHHBIN 3aKa3 — 3aKa3 TOCyAapCcTBa Ha MPOU3BOICT-
BO M MTIOCTaBKYy BOOPY>KCHUH, BOCHHON TEXHUKHU.

IopTdenr 3aKa30B — COBOKYIMHOCTh 3aKa30B, KOTOPBHIMH pacrioyiaract
¢upma Ha omnpezeneHHylo naty. Ha ocHoBe mopTderns 3aka3oB AeaeTcs BbI-
BOJI 00 SKOHOMHYECKOM TOJIOKEHUHU TPEANPHUITHS U MEPCTIIEKTUBAX €ro Jes-
TETHHOCTH Ha PBHIHKE.

36



Fluency Test 7

Choose the correct item to fill in the gaps:

1. A (an) ... is arequest by a customer for a company to supply goods.

a. offer b. order c. enquiry d. complaint
2. Many companies use special ... for ordering merchandise or service.

a. shapes b. forms c. modes d. figures
3. An order has ... spaces to insure the inclusion of necessary information.

a. empty b. blank c. clear d. bare
4. Even if the order is telephoned, it must be ... in writing.

a. established b. complete c. confirmed d. recognised
5. An order form should always be accompanied by a ... letter.

a. covert b. overt C. covering d. covered
6. The supplier sends an acknowledgement, to ... his customer for the order.
a. insure b. show C. pay d. thank
7. 1f the goods ordered are no longer available, a (an) ... may be offered.

a. change b. surrogate c. substitute d. alter
8. Incomplete orders result in ... deliveries.

a. outdated b. delayed c. quickened d. prompt

9. The order was placed ... you on the strength of your undertaking to effect de-
livery within eight days.

a. on b. at c. with d. in
10. Your delay in ... the goods caused us considerable inconvenience.

a. deliver b. delivering c. deliverer d. delivered
11. We are sure you will give this matter your immediate ... .

a. attention b. interest c. mind d. notice

12. We regret to inform you that the goods delivered by you are ... to sample.

a. equal b. inferior C. superior d. super
13. The equipment supplied ... this order is in accordance with the description.
a. by b. for c. against d. —
14. We confirm our acceptance of your order ... your agreeing to the following.
a. subject to b. subject of c. object to d. object with
15. Payment will be effected ... cash.
a. by b. in c. at d. with
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16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

The goods will be delivered ... prices indicated in the specifications.
a. by b. in c. at d. with

The prices are ... upon by the parties.

a. agreeing b. agreed c. agree d. agreement
The quality of the goods sold ... the present contract is to be in conformity with
the State standards.

a. under b. above c. with d. without
It’s ... order — it should be in next week.

a. on b. in c. at d. with
... are a detailed instruction about how something should be designed or made.

a. Offers b. Specifications c. Details d. Qualifications
A (an) ... is an official letter from a bank allowing a particular person to take
money from another bank.

a. credit form b. letter of credit c. letter of bank d. credit letter
... means goods that are carried by ship, train, or aircraft.

a. Freight b. Luggage c. Baggage d. Burden
A (an) ... is a load of goods sent by sea, road, or air, or the act of sending them.

a. parcel b. baggage c. shipment d. package
All amendments are ... only if they are made in writing.

a. factual b. true c. valid d. suitable
All previous negotiations should be considered ... .

a. null and b. untrue and c. null and d. true and void

void null valid
Our dispatch department is ... your order today.

a. processed b. processing C. prossecing d. process
You will be able to place ... orders with us in the near future.

a. replicate b. reiterate c. repeat d. copy
We have decided to place a ... order for 3 cars.

a. trial b. tried c. trying d. try
Dispatch and marking instructions will be given by our ... in London.

a. forward b. forwarding c. forwarding d. forwarded

agents agents agencies agents
Each item will be individually wrapped to ... damage.
a. end b. cause c. prevent d. stop
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REVISION AND CONSOLIDATION II

Units 4 — 7 (Correspondence) from the textbook

1. World Books Ltd have just published two new books. Tiger Westwood is
a sales representative and he has written to Ms Kussell, manager of Ashley
Bookshops Ltd, to make an appointment to visit.

Your ref WORLD

Our ref NW/lea BOOKS LTD

Ms M Kussell PO Box 379 Jersey,
Ashley Bookshops Ltd Channel Islands
234 Hogden Rd Tel. 01534-797201
Bristol BS7 9XS Fax 01534-797407

books@universal.net

23 July 2009
Dear Ms Kussell

a Both of these books are very competitively priced and we offer attractive dis-
counts to booksellers.

b After years of research, we have now produced THE WORLDWIDE
ENCYCLOPAEDIA, an important new work for the home, containing informa-
tion on thousands of subjects. It is available as a set of three volumes, as one-
volume shortened edition and as a multimedia CD-ROM.

¢ On August 18™-19", T will be in your area and I would be grateful if I could meet
you and show you our new books. Would Tuesday, August 19" at 11.30 a.m. be
convenient for you?

d I am writing to introduce two important new books just published by Universal
Books Ltd.

e [ look forward to hearing from you.

f Our second book is THE COMPLETE COLLECTION OF BUSINESS
LETTERS, containing 3000 ready-to-use letters. All a business person has to do
is choose the letter that they want, make a few small changes and then give it to a
secretary to type. It is available in hardback and paperback, and as a special
book+CD-ROM pack.

Y ours sincerely

T. Westwood

Tiger Westwood
Sales Representative

a) Put the paragraphs of this letter in the correct order.
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b) Answer the question “If a shop had one copy of each of the new items
(book and CD), how many items would it have?”

2. Here is Margaret Kussell’s diary for 18 and 19 August. Say whether she
can meet Tiger Westwood on the day and the time he suggested. Write her re-
ply to Tiger Westwood. Suggest some other days and times for them to meet.

August 18 Monday August 19 Tuesday
9 Staff training 9-9.30 9 Staff training 9-9.30
10 10
11 11 Meeting with Cambridge
12 12 University Press 11-12.30
13 Lunch with MP 13 Lunch with CUP
14 14 Work on book orders 14-17

3. After the meeting, Tiger Westwood wrote to Margaret Kussell to confirm
the details of their discussion and tell her that he was waiting for her order.
Here is part of his letter.

Your ref MR/ts WORLD

Our ref NW/lea BOOKS LTD

Ms M Kussell PO Box 379 Jersey,
Ashley Bookshops Ltd Channel Islands

234 Hogden Rd Tel. 01534-797201
Bristol BS7 9XS Fax 01534-797407
23 August 2009 books@universal.net
Dear Ms Kussell

IEWas cooii . I thought it would be useful to confirm in

writing the details of our discussion.

We are able to offer you 20% discount on the retail price of our books. If your
sales are over 50 books a month, we will consider offering you a higher discount.
You will send a deposit of 50% of the total cost with your order. In return, we will
deliver the books to you within one week of receiving your order.

You will distribute circular sales letters promoting both The Worldwide Encyclo-
paedia and The Complete Collection of Business Letters. We will contribute £100
towards the cost of doing this and provide you with a list of names and addresses.

Y ours sincerely
T. Westwood
Tiger Westwood
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a) Write the beginning and ending of Tiger Westwood's letter.

b) Answer the questions “What does Margaret Kussell have to send with her
order?”, “How will World Books Ltd help Ashley Bookshops sell the books

in their area?’”.

4. Some days later, Margaret Kussell made out her first order for the

books. Write Ms Kussell’s letter to Tiger Westwood, placing the order.

- 20 sets of 3 volume Worldwide Encyclopaedia

- 20 Complete Collection of Business Letters (hardback)

- 50 shorter Worldwide Encyclopaedia

- 20 Complete Collection of Business Letters (paperback)

- 50 Worldwide CD-ROMs

- 20 Complete Collection of Business Letters CD-ROM packs

5. Some days later, Ms Russel received some bad news from Tiger West-

wood. Fill in the missing words or phrases.

23 August 2009
Dear Ms Kussell
Tam afraid ....ooooei

| U to tell you that ............ to delay the delivery of your order for
The Complete Collection of Business Letters.

This is ........ unforeseen circumstances at our printer’s. We expect to be able

to deliver the books to you by the end of next month.

Yours sincerely
T. Westwood

Tiger Westwood

6. When Margaret Kussell received Tiger Westwood’s letter she was very
angry. She decided to write a strong complaint. Write her letter, using these

notes.

— When he visited me he guaranteed delivery within 1 week of my order
— his letter of 23 August confirmed this

— makRe the point that I have already paid 50% of the total cost

— demand immediate delivery

— warn him about legal action
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BUSINESS

8. ECONOMY

Assessment Test 8

A. Supply the words with the Russian equivalents:

1. distribute 2. welfare 3. goods 4. resources 5. entrepreneur
6. recovery 7. wages 8. profit 9. labour 10. investment
11. depression 12. output 13. scarcity ~ 14. demand 15. manufacture

B. Supply the words and phrases with the English equivalents:

1. cenbckoe XO035UCTBO, 2. PBIHOK, 3. pabouas cuia, 4. akKUMOHEPHBINA Ka-
MUATAJ; 5. HAPOJHOE XO3MCTBO; 6. SKOHOMHUYECKAs HayKa; 7. MJIAHOBasl JKO-
HOMMKA; 8. MPOMBIILICHHOCTh; 9. BHeapenue; 10. namepenue; 11. pexiama;
12. nukin; 13. copeBHoBaHue; 14. niena; 15. norpebieHue.

C. Translate the text below into Russian:

Supply

Supply is the relation between the price of a good and the quantity
available for sale from suppliers (such as producers) at that price. Supply is
often represented using a table or graph relating price and quantity supplied.
Producers are hypothesized to be profit-maximizers, meaning that they
attempt to produce the amount of goods that will bring them the highest profit.
Supply is typically represented as a directly proportional relation between
price and quantity supplied (other things unchanged).

In other words, the higher the price at which the good can be sold, the more
of it producers will supply. The higher price makes it profitable to increase
production. At a price below equilibrium, there is a shortage of quantity
supplied compared to quantity demanded. This pulls the price up. At a price
above equilibrium, there is a surplus of quantity supplied compared to quantity
demanded. This pushes the price down. The model of supply and demand
predicts that for given supply and demand curves, price and quantity will
stabilize at the price that makes quantity supplied equal to quantity demanded.
This is at the intersection of the two curves in the graph above, market
equilibrium. For a given quantity of a good, the price point on the demand
curve indicates the value, or marginal utility to consumers for that unit of
output. It measures what the consumer would be prepared to pay for the
corresponding unit of the good.
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D. Translate the text below into English:

IKOHOMHYECKAss MOHOIOJIUSA B YCI0BHAX prHO‘lHOﬁ IKOHOMHUKH U
AIMHUHHUCTPATUBHAA MOHOITIOJIHUA 0TPACJI€BOI0 MUHHUCTEPCTBA

IIpu paccMOTpeHHM H>KOHOMHMYECKOM MOJEIM YUCTOM MOHOIIOJHWU MBI
Mpeanoiarajii, YTo MPeaAnpUATUE-MOHOIIOJHUCT HE CTATKUBAETCS C KOHKYPEH-
1Me HU B KakuxX ¢GopMax M MOJHOCTHIO KOHTPOJIUPYET IIEHY BBITYCKAEMOTO
TOBapa.

OnHaKO HACKOJIbKO PEalbHOW SIBJISIETCS Takash CUTyallusl B YCIOBHSIX Pbl-
HOYHOUM SKOHOMHUKH Pa3BUTHIX CTPaH?

[IpencraBum cebe, yTO B pe3ysibTaTe KOHIIEHTpAIlMU MPOU3BOJACTBA U Y-
TEM TIOTJIOIICHUSI OJTHUX (PUPM IPYTUMHU OJTHOM U3 PUPM YIaJI0Ch MOHOIIOIH-
3UPOBATH NMPOU3BOACTBO HEKOTOPOI'O TOBApa.

PaccmoTtpum HekoTopbie (OpMbI KOHKYPEHIIMH, KOTOpPHIE BCE Xe OyayT
OKa3bIBaTh BIIMSHUE HA TTIOBEACHUE MOHOIIOJINCTA MPU ITUX YCIOBUAX:

1. IlloreHuuaJAbHAS KOHKYpPeHUHsI (BO3MOXXHOCTh MOSIBICHUS B OTPACIIH
HOBBIX TIpousBoauTeneit). Eciau Gapeepsl AJisi BXo/a B OTpacib HE SIBISIOTCS
HETMPEeOAOJUMBIMH (2 HEMPEOJOJIUMBIMU MOTYT OBITh JIUIIL Oapbepbl IOPUIU-
YECKOIr'0 XapakTepa, T.€. 3alpElICHUE 3aHUMAThCA JaHHBIM BUIAOM JESITEIbHO-
CTH), TO BCET/a CYIIECTBYET BO3MOKHOCTh MPOHUKHOBEHHUSI B OTPAC/Ih HOBBIX
bupm.

[Ipu 3TOM YeM BbIlIE MOHOTOJbHAS MPUOBLIL JEUCTBYIONIEH (UPMBI, TEM
cuJIbHEee Oy/IeT OMacHOCTh MOTCHITMATBLHON KOHKYPEHITUH.

2. KoHKypeHuHs €O CTOPOHbI TOBapoB-3aMeHHuTe eil. CyllecTBYET lie-
JBIA PSAl TOBAPOB, B TOW WJIM MHOM CTENEHU 3aMEHSIONIMX TAHHBIA TOBap.
OueBUAHO, YTO BCE MPOU3BOAUTENIN B3aMMO3aMEHSIEMBIX TOBAPOB SIBIISIIOTCS
KOHKYpPEHTaMH, TIpUYeM, Jaxe €CIU MPOU3BOJCTBO JIOOOr0 M3 ATUX TOBAPOB
KOHTPOJIUPYETCS TOIBKO OJJHON (hUPMOM, KOHKYPEHITUS BCE K€ COXPaHACTCS.

3aMeHsIeMOCTh TOBapoB OyaeT Oosiee MOAPOOHO paccMOTpEHa HEMHOTO
MO3XKe, a MOKa OTPAHUYUAMCS CIECAYIOUIAM 3aMEYaHUEM: OTHOIIEHUS B3aUMO-
3aMEHSEMOCTH MOT'YT OBITh OYEHb CIOXKHBIMH M BEeChbMa HETPHUBUAIBLHBIMU,
TaK YTO MOHOIIOJIM3UPOBATH ITPOMU3BOJCTBO BCEX TOBAPOB-3aMEHMUTEIICU 1aH-
HOTO YacTO OKa3bIBAETCS HEBO3MOXXHBIM (B OCOOCHHOCTH, IpHOEras JUIIb K
SKOHOMHYECKHUM METOaM).
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Fluency Test 8

Choose the correct item to fill in the gaps:

1. The founder of economics was ...

a. Adam b. Adam c. George d. Ned
Brown Smith Washington Craton
2. Economics ... an academic discipline is relatively new.
a. as b. by c. which d. like

3. When skins were traded ... flint axes we had economics.
a. from b. before c. in d. for
4. The first major book ... economics was published ... 1776.
a. at;on b. at;in c. on;in d. on;at
5. ... that time the subject has developed rapidly.
a. By b. Since c. After d. Before
6. There are now many branches ... the subjects.
a. of b. at C. in d. on
7. There is an economic aspect ... almost any topic.
a. in b. at c. on d. to
8. Economics is a comprehensive theory ... how society works.
a. in b. of c. by d. at
9.  She majored ... Economics.
a. in b. at c. with d. from
10. Each nation has a limited ... of natural resources, capital goods and labour.
a. suppleness b. supply c. supplement d. supple

11. A nation can produce only so many new factories, houses, automobiles etc. ...
a given year.

a. — b. in c. from d. at

12. ... means the process of making or growing things to be sold as products, or
the amount that is produced.

a. Produce b. Production c. Product d. Productivity

13.  Once the question of what to produce is answered, it is necessary to decide
what ... methods are to be used.

a. production b. produce c. producer d. product
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14. By wealth the economist means all the real physical assets which make ... our
standard of living.

a. in b. up c. at d. out
15. The concept of welfare is concerned ... more economic goods.
a. with b. to c. at d. on
16. Modern economics tries to take into ... of economic such as pollution.
a. accounts b. accountant c. consider d. conscious
17. Economic system addresses ... the problems of economics.
a. — b. to c. from d. in
18. Different economic systems answer the basic questions ... .
a. different b. differ c. differently d. differly

19. A ... economy is an economic system in which decisions are all made on the
basis of customs, beliefs, religion, habit.

a. traditional b. market c. planned d. mixed

20. A ... economy is an economic system in which goods and services are traded
with the price determined by supply and demand.

a. traditional b. market c. planned d. mixed

21. A ... economy is an economic system in which decisions about the production,
allocation and consumption of goods and services are planned ahead of time.

a. traditional b. market c. planned d. mixed

22. A ... economy is an economy that contains both private and public, or state
owned (or controlled) enterprises.

a. traditional b. market c. planned d. mixed

23. A traditional economy restricts ... industrial initiative and has ... lack of ad-
vanced goods.

a. the, - b. a, - c. -, the d —a
24. A market economy has ... central coordinator guiding its operation.
a. one b. no cC. a d. the
25. Economics rely ... plans implemented by the way of command.
a. with b. — c. on d. at
26. It has ... advantage ... other systems.
a. a, over b. —, under c. an, over d. the, under
27. There is not ... consensus ... which countries are capitalist.
a. —/a b. —/— c. a,/on d a/-
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28. Most of the major economies in the world today are actually mixtures of ...
economies and market economies.

a. command b. capitalist c. traditional d. scale
29. There is not a single definition ... a mixed economy.
a. about b. for c. to d. —
30. Cities and towns, their street plans like printed circuits, scattered ... a mosaic
of tiny fields.
a. on b. over c. under d. at

31. Economies in countries ranging from the United States to Cuba, are ... mixed
economies.

a. termed b. terming c. terminated d. terms

32. As the result, a nation must ... difficult choices.

a. make b. do c. fulfil d. carry out
33.  Once this decision ... , it is necessary to decide what kinds of goods would be
produced.
a. done b. make c. fulfil d. made
34. ... is the financial advantages of producing something in very large quantities.
a. Economics b. Economy c. Economies of d. Scale of
scale economies
35. ... is the study of the way in which money and goods are produced and used.
a. Economics b. Economy c. Economies d. Economists
of scale

36. I have a small car because it is more ... to run.

a. economical b. economic C. economising d. economist
37. ... people's need or desire to buy or use particular goods and services.

a. Scarcity b. Demand c. Supply d. Choice
38. ... s the right to choose or the chance to choose between several things.

a. Scarcity b. Demand c. Supply d. Choice
39. ... is asituation in which there is not enough of something.

a. Scarcity b. Demand c. Supply d. Choice
40. ... is an amount of something that is available to be used.

a. Scarcity b. Demand c. Supply d. Choice
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9. COMPANIES

Assessment Test 9

A. Supply the words and phrases with the Russian equivalents:

1. assets 2. sole proprietorship 3. non-executive directors
4. enterprise 5. hierarchical structure 6. to carry out functions
7. to merchandise 8. financial liability 9. immediate subordinates
10. to manufacture 11. Stock Exchange 12. to be in charge of
13. business entity 14. to be accountable to 15. to report to somebody

B. Supply the words and phrases with the English equivalents:

1. aktuBbl; 2. obynuranus; 3. cyObeKT (opranuzanus); 4. o0s3aTeNbCTBa;
5. causiHue; 6. mpaBo COOCTBEHHOCTH; 7. MPEANPUHUMATEIb; §. €IUHOIMYHOE
npeanpuauMarenbetBo (UID); 9. moxonwr; 10. nennsie Oymaru; 11. akiuonep;
12. 6upxa; 13. Coset upekropos; 14. npeacenarens; 15. pactoprars.

C. Translate the text below into Russian:
IKEA

IKEA, the Swedish-based home furnishings retailer, pioneered a business
model involving self-service and self-assembly of furniture. Looking back, the
model seems simple — why should a company spend money assembling the
furniture it intends to sell when customers can do it for themselves? However
IKEA's founder, Ingvar Kamprad, was one of the few to see the potential of
this approach and to build a highly distinctive business around the idea.

Ingvar Kamprad established IKEA in 1943 as a mail-order business;
15 years later he opened the first IKEA retail store in Sweden selling flat-
packed furniture. IKEA is now an international retailing business operating in
31 countries with over 70,000 employees. Sales have risen every year since it
was set up and reached €10.4bn last year. It remains a private company and
does not reveal its annual profits to the public. The name IKEA is derived
from a combination of the initials of the founder's name, the first letter of EIm-
taryd, his family farm, and Agunnaryd, the village in Smaland in southern
Sweden where Kamprad was born. The company's first UK store opened in
Warrington in 1987 and it now operates 11 stores in this country, including
three around London.

Despite its success to date the company remains eager for further growth
and the aim is now to double its size in the next 10 years. The future growth of
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the business is likely to come mainly from the areas of Russia and China
where there are tremendous opportunities for low-price, well-designed home
furnishings. In Sweden the company already has 20% of the market and in
other existing markets growth is difficult. In the UK, for example, a planned
expansion to 30 stores has not occurred due to difficulties getting planning
permission.

D. Translate the extracts below into English:

1. 3aBon «I'opuzoHT», 0Opa3zoBaHHbIi B 1950 rogy u npeoOpa3oBaHHBIN B
OTKpbITOE akiuroHepHoe obmecTBo «I'opuzonT» B 2003-M, 32 CBOIO HOYTH
HIECTUIECSITUIIETHIOI UCTOPUIO MPEBPATUIICSA U3 OOBIUHOTO MPEAIPUITHS, 3a-
HUMAIOILIETOCS] BBIITYCKOM TeJle- U pajuoanmnaparypbl B COBPEMEHHBIN XOJ-
JIUHT, KOTOPBIA HE TOJBKO MPOU3BOIUT JECATKM HAMMEHOBAHUMN MPOIYKILIHH,
HO M OKa3bIBaeT O0JIbIIOE KOJIMYECTBO YCIIYT.

Ceronnst B ctpyktypy OAO «['Opu30HT» BXOAUT OoJiee MSATHAIUATH J10-
YepHUX NpeAnpuaTuii. Bce npeanpustvst XoaauHTa OCHAILEHbI COBPEMEHHBIM
00opyAOBaHUEM, KOTOpPOE TMO3BOJISIET MPOU3BOJUTH KOHKYPEHTOCIOCOOHYIO
MPOIYKIHMIO BBICOKOT'O KauecTBa.

bnarogaps pacuvpeHuio Npon3BOJCTBA U BBOJY B CTPON TpeX KOHBEHEPOB
¢unumHOM coopku, OAO «['OpU30HT» CYIIECTBEHHO YBETUYMII ACCOPTUMEHT
BBIITYCKAaEMOM MPOAYKIMU U B Oiikaiiliee BpeMs MPEeANpUATHE TUIAHUPYET
CYLIECTBEHHO YBEJIMYUTh ACCOPTUMEHT OBITOBOW TEXHHKU. TakuM oOpazom,
KOMIIaHHUA JIeJIaeT CTaBKy HE TOJIBKO Ha BBICOKOTEXHOJIOTMYHOCTH MPOAYKTA,
HO M Ha MHOronpo(HJIbHOCTH MPOU3BOACTBA W B 3TOM HarpasieHuu OAO
«["opu30HT» UMEET XOPOLINE NEPCIEKTUBBI.

OAO «I'opH30HT» MOCTOSHHO PACIIHUPSAET JIMHEWKY BBITYCKAEMOM MpPO-
OYKIIUU U Pa3BUBAET NMPOU3BOJICTBO OBITOBON TEXHUKHU. YK€ CErOJIHS SBISSACH
JUAEPOM IO MPOU3BOACTBY U Mpojake ObITOBOM TexHUKHU B benapycu, B nep-
cnektuBe «['OpU30HT» MOKET BBIMTH Ha €BPONMEUCKUN PHIHOK, BCTAB B OJIMH
PSiJI C €r0 HBIHEITHUMU (DaBOpUTAMHU.

2. B cootBeTcTBUU ¢ 3akoHOM BenukoOpuTaHUM B TOBApPUIIECTBO C Orpa-
HUYEHHOW OTBETCTBEHHOCTbIO MOTYT BXOJMTh HECKOJIBKO APTHEPOB, HO XOTS
Obl OJMH W3 HUX JOJKEH OBITh MOJHBIM MAapPTHEPOM U HECTH IOPUIANUYECKYIO
OTBETCTBEHHOCTb 32 JOJTH (PUPMBI.

3. Exeronnoe coOpanue akimoHepoB OAQO Ponekc coctossioch B Tpo-
nutyto cpeny. Ha HeM ObLT mpencTaBiieH €KEroJHbIM OTYeT, KOTOPBIA MOA-
TBEpAWI UHPOPMALIMIO O TOM, YTO KOMITAHUS MPAKTUYECKU 0OaHKpoTUiack. B
CBSI3M C 3TUM ObUT M30paH HOBBIA COBET AMPEKTOPOB U OJI0OPEH IJIaH COKpa-
HIEHUS IITaTOB, CEOECTOUMOCTHU IPOU3BOJICTBA U PACHIUPEHUS POJAK.
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Fluency Test 9

Choose the correct item to fill in the gaps:

1. The proprietor is personally ... to the full extent of his personal wealth for the
debt of his business in case he is a sole-proprietor or a general partner.

a. liable b. bankrupt c. able d. apt

2. A private limited company can go ... if it meets the minimum capital require-
ment of 50,000 pounds.

a. public b. to the wall c. fishing d. municipal

3. The employees who sell a company’s products are the sales representatives,
usually known as ... .

a. vendors b. salesmen C. reps d. PR men
4. 1work for one of the ... employment agencies helping lots of people find jobs.
a. lending b. surefire c. forefront d. head
5. To enter a skilled job, you have to spend some years as an ... first

a. applicant b. trainee C. apprentice d. learner
6. ...1s easier for limited companies as they have a better access to resources.
a. Bankruptcy b. Expansion c. Investment d. Extension

7. Our department deals with ordering and stock control. It’s called ... department.
a. business b. sales c. purchasing d. marketing

8. The principle of limited liability holds that such an investor should be liable to
the extent of the ... he has provided or invested into shares.

a. wealth b. capital C. service d. profit
9. The ... of Directors appointed Ms Guilds Managing Director in April, 1999.
a. Group b. Team c. Board d. Panel
10. A (n) ..... 1s a business activity in which two or more companies have invested
together.
a. alliance b. acquisition c. joint venture d. merger
11. Something belonging to a business that has value or the power to earn money
is called ... .
a. facilities b. assets c. utilities d. valuation

12. A business that is a single unit from a legal point of view is ... .

a. synergy b. integration c. entity d. cost centre
13. Most organizations have a hierarchical or pyramidal ... .

a. shape b. form c. structure d. mode
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14. The ... of the company is the most important working director, and is in charge
of the way the company is managed.

a. Manager b. Managing c. Senior d. Executive
Director Director Manager
15. Limited companies which are not public are ... and their names are followed
by Ltd.
a. private b. closed c. privatized d. limited
16. “Limited” or “unlimited” refers to the ....., the legal obligation of the member

of the company to pay that company’s debt.

a. assets b. liabilities c. abilities d. attributes
17. Company structure differs ... company to company.

a. from b. at c. with d. within
18. The head of the company is called the ... .

a. director b. manager c. employee d. employer
19. Tam concerned ... the success of my company.

a. with b. at c. within d. by
20. The activities of most companies are too complicated to ... .

a. be b. Dbeing c. was d. has
described described described described

21. In ... management people report to more than one superior.

a. matrix b. linear c. line d. mature
22. Investing ... a limited company is sometimes necessary.

a. at b. in c. within d. with
23. [Ifitis a public limited company, shares can be bought and sold ... .

a. expensively b. freely c. foralarge d. with the
sum of money owner
24. The price you pay at the Stock Exchange (or to a shareholder) for your shares
is their ... .
a. market b. value c. additional d. crazy value
value value

25. [If the company fails, it will stop trading and go into ... .

a. bankrupts b. liquidation c. nothing d. flourishment
26. All the company's property and equipment is its ... .

a. assets b. shares c. dividends d. money
27. The shareholders may lose the money they paid ... the shares.

a. at b. by c. for d. with
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28. If your business fails, you will go ... .
a. bankrupt b. lucky c. rich d. happy

29. The board of directors of a limited company is primarily responsible ... most
things in the company.

a. at b. by c. for d. with
30. The directors are appointed by the ... .

a. bosses b. employees c. employers d. shareholders
31. A ... 1is someone who owns shares in a business.

a. boss b. employee c. employer d. shareholder
32. ... s the total value of a company's shares.

a. Stock b. Supply c. Shares d. Demand

33. A ... is apart of company responsible for a certain product, service or area.
a. division b. dividend c. enterprise d. share

34. A ....1isapart of a company’s profits paid to shareholders, usually once or
twice a year.

a. interest b. dividend C. money d. share

35. A ... is the joining together of two separate companies or organizations so that
they become one.

a. merger b. alliance C. acquisition d. joint venture
36. A ...1is a person who owns his own business and does not have a partner or any
shareholder.
a. sole b. proprietor c. single d. single
proprietor businessman owner

37. A ... acompany that is owned or controlled by another company.

a. subsidiary b. auxiliary c. secondary d. subordinate
38. The total sales of a company are its ... .

a. assets b. output C. turnover d. turnabout
39. A company which owns another one is a ... company.

a. subsidiary b. parent C. major d. subordinate
40. Direction in business is like strategy in a ... situation.

a. peace b. war c. war and d. crisis

peace

51



10. MANAGEMENT

Assessment Test 10

A. Supply the words with the Russian equivalents:

1. profitability 2. Executive director 3. utilization of people

4. management 5. job enlargement 6. to have an impact on

7. liquidity 8. General Manager 9. to meet short-term obligation
10. stability 11. clear-cut guidelines 12. to assess financial performance
13. efficiency 14. job enrichment 15. Chief Executive Officer

B. Supply the words and phrases with the English equivalents:

1. oOpatHas cBsi3b; 2. BBIIOJIHEHHE, OCYIIECTBICHUE; 3. (CollMalibHas) 3a-
IIUIIIEHHOCTh Ha paboueM mecTe; 4. CBS3b; 5. TUKBUIHOCTD; 6. MOIIAIOIIHICS
YIPaBIEHUIO, KOHTPOJIIO; 7. MPUOBUIBHOCTh, PEHTA0EIBHOCTD; §. MOAYMHEH-
HbI; 9. pazMeliarb, pacupeaessaTb, Ha3HayaTh; 10. menernpoBaTth MOJIHOMO-
yus, 11. yBOIbHATH, 12. BRINOIHATH B YKa3aHHBIA CpPOK, 13. ruiaHupoBaTh pa-
Oouwnii nporece, 14. ucnosb3oBanue, MpuMeHeHue, 15. 3aganue mo padore.

C. Translate the text below into Russian:

A modern business enterprise is often a complex system requiring a lot of
capital, which is provided by the public when they buy shares in the company.
Since they have provided the capital, it’s appropriate that they choose the peo-
ple who are to run the company for them, namely the board of directors. Many
of the directors have executive responsibilities. Thus, a marketing director
might be a full director of the board, appointed at the annual general meeting
like the other directors. Yet, he might also be responsible for the day-to-day
management of the marketing department. Most of his time will be spent on
administrative matters, organizing market research, dealing with advertising
and ensuring that the company’s sales are maximised.

So, you fancy yourself as a manager? You are not alone in having that am-
bition. What does it mean to be a manager? The first thought that comes to
min is that a manager gives orders and tells other people what to do. This is
partly true. But it is not quite as simple as that. In fact, managers have to take
orders as much as anyone else. The term “executive” actually implies execut-
ing orders — orders perhaps not under their power to influence.

Every business has to decide where it is going. What it is trying to achieve.
Words like objectives and targets are used in management theory. And they
often mean one and the same thing. Sometimes these targets are related to
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items such as sales or budgets. Sometimes they are broken down into sub-
targets as they go further down the organizational hierarchy.

D. Translate the text below into English:
IMonsiTHE «MEHETKMEHT»

CiioBa «MEHEIXMEHT», «MEHEKEpP» IIHUPOKO MPUMEHSAIOTCS B JEJIOBOM U
JIa’Ke€ TOBCEITHEBHOM KU3HU. AHIVIMHACKOE CIIOBO MEHEKMEHT IMEePEBOJAUTCS
Ha PYCCKUU SI3BIK KaK YIpaBJICHHE, OpraHu3alus, pykKoBoJcTBO. B oliiem
IJIAHE OHO O3HAYAET YNpAaBICHHE, T.€. OPraHU3aLMIO0 U PYKOBOJICTBO TEM WU
WHBIM BHUJOM JESTEILHOCTH: MPOW3BOACTBOM, SKOHOMHMKOH, (puUHAHCAMH U
IpyruMu cepamu JeJI0BOM KU3HU YeTOBEKa.

NmeeTcs MHOTO onpeiesieHrnid MOHATUSI «MEHEIKMEHT». BOT Tpu U3 HUX:

- JOCTHXEHHE LIeJIEN OpraHu3alu NOCPEACTBOM CKOOPAMHUPOBAHHBIX YCHU-
Ui paboTaroNuXx HeH JT0eH;

- 0COOBI BUJ ACATEILHOCTH, IIPEBPAIIAONINN HEOPTAaHU30BAaHHYIO TOJIY B
¢ pekTUBHYIO, IeICHANPABICHHYIO U MPOU3BOIUTEIBHYIO TpyIy (opra-
HU3AIHIO);

- TpOIECC IJIAHUPOBAHUS, OPTaHU3AllUH, PYKOBOJICTBA U KOHTPOJIS IJISl 1OC-
TWXKEHUS 1EeJNed OpraHu3aluyd IOCPEICTBOM CKOOPAMHHPOBAHHOIO HC-
MOJIb30BAHMS YEJIOBEUECKUX U MAaTEPUATIBHBIX PECYPCOB.

XOTd 3TU ONpeAEsICHUs] OYEHb Pa3JIM4YHbl, OHU TEM HE MEHEE UMEIOT TPpHU
oO1ue 4epThl: 0053aTeIbHOE HAIW4YUe IEIU MPU YIPABICHUU, OCOOBINA, WH-
TEJJIEKTyaJIbHBIA XapaKTep 3TOr0 BUA JI€SITEIbHOCTH; YIIPABICHUE UMEET Me-
CTO B OpraHu3anuu. B TpeTbeM omnpeneeHuu JOMOJTHUTEIBHO K MePEUUCIICH-
HBIM 4Y€pTaM COAEPKaHUE MEHEKMEHTA XapaKTEPU3YeTCsl KaK COBOKYITHOCTD
MATH MPOLIECCOB: IUIAHUPOBAHUS, OpraHU3allii, PYKOBOJICTBA, KOOPJAWHAIIMU
1 KOHTPOJIA.

MeHemkepbl BBITIOTHSIOT pa3inyHble (QYHKIMUA, HO OJHUM U3 Hauboiee
BOXHBIX U HAaWMEHEE MOHSTHBIX aCMEKTOB MX pabOThI SBISETCS MPaBUIBLHOE
pacnpesiesieHue 4YelIOBEYECKUX pecypcoB. FccinenoBaHus MOKa3bIBAlOT, 4YTO
MIPOU3BOUTEILHOCTh PAOOTHUKOB TECHO CBSi3aHa C MOTHBAIlMEH; CIIe0Ba-
TEJbHO, MOJJepKaHue MOTHBALIUM PAOOTHUKOB SIBJIIETCSI OCHOBHBIM KOMIIO-
HEHTOM YCIICIIIHOTO MEHEIKMEeHTa. MoTUBaIMs TECHO CBs3aHa ¢ 3PHEKTUB-
HOCTBIO PabOTHI U HANPaBJIsieT MOBEJACHNE paOOTHUKOB Ha JIOCTHIXKCHHE TeJIei
koMmnaHuu. OCHOBHON MOTHBaIMeil paOOTHUKOB BBICOKOPA3BUTHIX UHAYCTPH-
aJbHBIX CTPaH MOTYT SIBIIATHCS caMOpeanu3alus, JUYHbIIA pOCT WIH KeJIaHue
0O0JbIIICH OTBETCTBEHHOCTH.
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Fluency Test 10

Choose the correct item to fill in the gaps:

1. Managers have to decide how best to allocate the human, physical and capital ...
available to them.

a. legacy b. resources c. needs d. funds
2. Managers have to make sure that the tasks given to their subordinates are ... .
a. possible b. real c. manageable d. actual
3. There is no point in . objectives if you don’t communicate them to your staff.
a. giving b. sitting c. setting d. taking
4. Managers have to ... their subordinates, and to measure and try to improve their
performance.
a. supervise b. moralise c. disapprove of d. criticise

5. Managers have to check whether objectives and targets are being ... .
a. acted b. activated c. achieved d. actual

6. A top manager whose performance is unsatisfactory can be dismissed by the

company’s ... .
a. board of b. shareholders c. board of di- d. employees
judges rectors

7. Top managers are responsible ... the innovations.
a. with b. for c. to d. about
8. General managers deal with strategy formulation and ... .
a. relation b. acquisition c. implementationr d. game
9. The responsibilities of a general manager include ... planning for new products.
a. long-term b. long c. long-lasting d. long-lived
10. The general manager must be competent ... human recourses management.
a. of b. at c. in d. with
11. The general manager is a ... among the various functional areas of the business.
a. partner b. helper c. liaison d. choice
12. The general manager must find and train competent ... .
a. colleagues b. subordinates c. representatives d. newcomers

13. The ... used to describe the individuals responsible for general management vary
from company to company.

a. titles b. jobs C. posts d. headings
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14. Sometimes subordinates disagree with the chief because they lack a broad ... .
a. perspective b. progress C. prospects d. movement
15. The general manager must be able to ... the company objectively.
a. analyse b. run C. appraise d. run about
16. The meaning of general management varies ... circumstances.
a. by b. into c. onto d. at
17. There are usually several people who share ... general management workload.
a. the b. a c. — d. an

18. The general manager’s goal is to delegate as much responsibility and authority as
possible to ... .

a. subordinates b. the board of c. the company’s d. partners
directors owner

19. There are ... responsibilities of a general manager.
a. many b. much c. alittle d. little
20. General managers are concerned ... strategy formulation.

a. of b. at c. in d. with
21. The title general manager refers to an individual who has ... responsibility.
a. little b. overall c. partial d. no

22. The general manager must be free for the ... .

a. daily rou- b. major  de- c. presentation d. daily “fire
tine cisions purposes fighting”

23. The general manager must understand ... .

a. all func- b. some func- c. only human re- d. presentation
tional areas tional areas sources man- purposes
agement
24. ... refers to the generation of revenues in excess of the expenses associated with
obtaining it.

a. Stability b. Liquidity c. Profitability d. Efficiency
25. ... refers to a business’s overall financial structure.

a. Stability b. Liquidity c. Profitability d. Efficiency
26. ... refers to the efficient use of assets.

a. Stability b. Liquidity c. Profitability d. Efficiency
27. ... refers to a business’s ability to meet short-term obligations.

a. Stability b. Liquidity c. Profitability d. Efficiency
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28. ... refers to increasing in size or acquiring more of something.
a. Stability b. Liquidity c. Profitability d. Efficiency

29. The highest ranking executive in a corporation, organisation, also known as Man-
aging Director (MG) is ... .

a. General b. Director c. Chief Execu- d. Executive
Manager tive Officer director

30. A person who sits on the Board under the authority of the Chairperson is ... .

a. General b. Director c. Chief Execu- d. Executive
Manager tive Officer director

31. A person concerned with the day-to-day running of the firm is ... .

a. General b. Director c. Chief Execu- d. Executive
Manager tive Officer director

32. An individual who has overall responsibility for a business is ... .

a. General b. Director c. Chief Execu- d. Executive
Manager tive Officer director

33. Most of the ... we’ve received so far has been positive.

a. feedback b. liaison C. d.
34. The general manager must ... decisions that subordinates cannot ... .

a. make b. have c. do d. cover
35. The general manager’s goal is to ... as much responsibility to the subordinates.

a. retain b. delegate c. hold d. seize
36. General management requires ... of all aspects of business.
a. coordinated b. to coordi- c. the coordina- d. coordinator
nate tion

37. The general manager must relate financial issues to changes ... techniques.
a. about b. in c. at d. onto
38. A ... is aperson running a section or a department within a firm.

a. line b. General c. Chief Execu- d. Executive
manager Manager tive Officer director
39. People hate ... leadership.
a. indecisive b. indicisive c. undecided d. indiciding
40. ... is the organization and coordination of an enterprise, the process of managing
or being managed.
a. Manager b. Management c. Chief d. Middle
Manager Manager
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REVISION AND CONSOLIDATION III

Units 8 — 10 (Business) from the textbook

Choose the correct item to fill in the gaps:

1. Economics is as old as the human ... .

a. people b. race c. population d. person
2. A period of time during which you try to spend less money than usual is ... .
a. economy b. economic C. economic d. investment
drive drive tax
3. Something that seems cheaper but costs more in the end is ... .
a. economy b. economies c. economy d. false
of scale drive economy
4. ... 1s the financial advantages of producing something in very large quantities.
a. Economy b. Economies c. Economy d. fFlse
of scale drive economy
5. The study of the way in which money and goods are produced and used is re-
ferredtoas ... .
a. economy b. economies c. economy d. false
of scale drive economy
6. ... refers to conditions affecting trade, industry, and business.
a. economic b. economic C. economics d. economy
value climate

~

She majored ... economics at Harvard.
a. in b. at c. with d. by
8. We are faced ... a deepening economic crisis

a. at b. by C. on d. with
9. He’s got a degree ... Modern History and Economics.
a. in b. at c. with d. by

10. Given the problem of scarcity, no nation has sufficient ... to produce all the
goods and services its people want.

a. money b. companies C. resources d. debts
11. Someone who inherited some money can look for a business ... .

a. chance b. opportunity c. possibility d. benefit
12. Having analysed a business situation an entrepreneur can earn a ... .

a. fortune b. profit c. opportunity d. benefit
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13. People must have some ... of deciding what combination of goods and services
they should produce with their limited resources.

a. method b. technique c. strategy d. way
14. No nation can produce enough ... to satisfy everybody’s wants.
a. production b. food c. goods and d. money
services

15. A business organization is frequently referred to as a business ... .

a. sphere b. company c. entity d. stability
16. ... companies purchase goods that are ready for sale and sell them to customers.
a. Merchandising b. Business c. Small d. Large
17. ... companies buy materials, convert them into products, and then sell the prod-
ucts to the companies or to the final customer.
a. Merchandising b. Business c. Manufacturing d. Small
18. A partnership is an unincorporated enterprise owned by ... .
a. a businessman b. one person c. two or more d. ahundred
individuals people

19. Limited companies, unlike proprietorships or partnerships, are created by ... .
a. law b. a person c. abusinessman d. people

20. There are three major legal forms of ...: the sole proprietorship, the partnership
and the limited company.

a. ownership b. liabilities c. workshop d. corporation
21. A sole proprietorship is owned and operated by a ... individual.
a. single b. rich C. poor d. better
22. A ... can be dissolved as easily as it can be started.
a. sole proprie- b. business c. company d. partnership
torship

23. A sole proprietorship offers the owner freedom and ... in making decisions.
a. money b. nothing c. flexibility d. friends
24. One partner may possess the management skills to ... the firm.
a. have b. be c. operate d. do
25. In partnerships, the unlimited ... is both join and personal.
a. business b. company c. ownership d. stock
26. Limited companies are separate from the people who ... and manage them.
a. like b. dislike c. provide d. own
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27. The owners of limited companies elect a board of ... at an annual meeting.
a. people b. managers c. businesspeople d. directors

28. Shareholders of corporations can only lose the amount of money they have in-
vested in company ... .

a. stock b. business C. money d. activities

29. Managers have to decide how best to allocate the human, physical and capital ...
available to them.

a. resources b. setting c. achievement d. innovations
30. There is no point in ... objectives if you don’t communicate them to your staff.

a. setting b. performing c. doing d. achieving
31. Managers have to check whether objectives and targets are being ... .

a. done b. set c. achieved d. created

32. A top manager whose performance is unsatisfactory can be dismissed by the
company’s ... .

a. Head b. bosses c. board of d. staff
directors

33. Managers have their try to improve their subordinates’ ... .
a. performance b. tasks c. innovations d. duties

34. Managers have to make sure that the jobs and tasks given to their subor-
dinates are ... .

a. set b. done c. supervised d. achieved
35. A business entity is any business organization that exists as an economic ... .

a. unit b. culture c. stability d. sphere
36. There are ... forms of business organization.

a. several b. certain C. many d. three

37. A nation must decide what ... of goods and services will be produced with their
limited resources.

a. portion b. kinds c. combination d. way
38. Top managers are responsible for the company’s ... .

a. works b. money c. performance d. routine
39. An Introductory View of Management was written by ... .

a. Peter Yang b. Adam c. Peter Drucker d. George
Smith Smith

40. Outstanding managers are rather ... .

a. often met b. never met c. always met d. rare
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FINANCE

11. MONEY AND BANKING

Assessment Test 11

A. Supply the words and phrases with the Russian equivalents:

1. bank liabilities; 2. in circulation; 3. transaction; 4. money order; 5. treas-
ury bill; 6. to issue securities; 7. financial intermediary; 8. trustworthy;
9. loanable funds; 10. bonds issued in denominations of $100; 11. commodity
money; 12. to afford; 13. competitor; 14. current receipts of income; 15. loan.

B. Supply the words and phrases with the English equivalents:

1. mepa croumocTtd; 2. TOKymHaTeIbHas CIOCOOHOCTh; 3. Oe3HATMYHBIN
iaTex; 4. TeKynui 6aHKOBCKHI CUeT; 5. MIaTeXHOe CPeACTBO; 6. HATMYHBIN
pacuer; 7. morpeOuTenb; 8. cpeAcTBO OoOMeHa; 9. moramaTh CCyny, 3aeM;
10. xpaTkocpouHbIe 1IeHHbIe OyMaru; 11. HOMUHaJIbHAST CTOMMOCTD; 12. Bia-
nenel; 6aHKOBCKOro cuera; 13. nukBugHble cpenctsa (pouabl); 14. OymaxHas
OaHKHOTa; 15. HaIMOHAIBLHAS BaJIIOTA.

C. Translate the text below into Russian:
Money

Money is used for buying or selling goods, for measuring value and for
storing wealth. Almost every society now has a money economy based on
coins and paper notes.

A coin is a piece of metal, usually disc-shaped, which bears lettering, de-
signs or numbers showing its value. Until the 18" and 19" centuries coins
were given monetary worth based on the exact amount of metal contained in
them, but most modern coins are based on face value that governments choose
to give them, irrespective of the actual metal content. Coins have been made
of gold, silver, copper, aluminium, nickel, plastic and in China even from
pressed leaves. Gold proves to be the most popular.

An incredible variety of items have served as money at various times and
places, but all can be classified as either commodity money or fiat money.
Commodity money is valuable apart from what it will buy. Gold, for example,
is useful in jewelry or dentistry, even when it is not used for money. But some
money is useless except when treated as money. Certain pieces of paper (e.g.
100 dollar bills) are example of fiat money. Use of fiat money is ultimately
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based on faith in its purchasing power, in its general acceptability, and in the
stability of the government that issues it.

Most governments now issue paper money in the form of notes. Paper
money is easier to handle and much more convenient in the modern world.
Cheques and credit cards are being used increasingly and it is possible to
imagine a world where money in the form of coins and paper currency will no
longer be used.

D. Translate the text below into English:
Kak pa0oraer cuer B miBeiinapckom 0anke?

[IBeliiapus — oJlHa U3 HEMHOTUX CTPaH B MUpPE, B KOTOPHIX KOH(PUACHIIU-
aIbHOCTh OAHKOBCKHUX CYETOB rapaHTHPYETCs 3aKOHOM. Eciu KIueHT miBeii-
apCKOTo OaHKa HE COBEPIIMJI HUYErO, YTO CUUTAETCS MPOTUBO3AKOHHBIM B
[IBeiiiapun, 6aHK HUKOMY HE MPEJOCTaBUT MEPCOHAIBbHYI0 MH(GOPMAIIUIO O
ximeHTe. Bo Bpems BTopoil MUpOBOW BOMHBI, HAIIPUMEDP, MHOTUE CEMbHU U3
WCTOLIECHHBIX BOMHOW I'epmannu, Urtanmum u PpaHuuu CMOIIHU COXPaHUTH
CBOM cOepexxeHusi B 0€30MaCHOCTH, Pa3MECTUB MX B IIBEHIIAPCKUX OaHKax.
MHorue eBponenibl no-nmpexxHeMy CYUTAIOT, YTO UMETh OAaHKOBCKUM CYET B
[Tropuxe, bazene win XKenese — 3To npu3HaK (UHAHCOBOM HAJIEKHOCTH.

OTKpBITH JIeraJIbHBI HOMEPHON CYET B IIBEHIIAPCKOM OaHKE MO-TPEKHEMY
OTHOCUTENBHO Jerko. OOBIYHO ISl 3TOTO TOJIBKO Tpedyercs mnpuexarb B
[IBeiiiaprio, 3amoJIHUTh HECKOJBbKO OJAHKOB M BHECTU JEHBIM B OaHK.
[IBeliiapckrie OAHKU M3BECTHBI KaK HaJI€KHbIE M 3aCTy>KUBAIOIINE JOBEPUS.
bnarogaps atum gocrounctBaMm llIBeiinapusi crana oqHUM M3 MUPOBBIX OaH-
KOBCKMX LIEHTPOB, HO 3TO CAENAI0 €€ U LIEHTPOM OTMbIBAHHUS JCHET.

BonbmMHCTBO JI0/IeH, UMEIONIUX CYeTa B IIBEHIIApCKUX OaHKaX, OJHAKO,
HE MCMOJIB3YIOT UX JUIsl TOTO, YTOOBI OTMBITh JIEHBI'U, MOJYyUYEHHbIE HEJErallb-
HbIM TyTeM. OHU TOJBKO XOTST, YTOOBI JIETAJIBHO MOJYYEHHbIE UMH JCHEXK-
HbIE CPEJICTBA HAXOIUIUCH B 0€30MAaCHOCTH U OBLIM HEMOJIBJIACTHBI KOHTPOJIIO
CO CTOPOHBI IPAaBUTEILCTBA M HAJIOr000JIOKEHHUIO Ha poauHe. l1IBeiinapckue
OaHKUPBI HE PACKPBIBAIOT CUYETA TEX KIMEHTOB, KOTOPhIE OOBUHSIIOTCS B YKJIO-
HEHUU OT HAJIOroB y ce0sl Ha POJUHE, TaK KaK YKIOHEHHE OT YIUIaThl HAJIOTOB
HE SIBJISIETCS NMPOTUBO3aKOHHBIM B llIBelinapumn.

WNHocTpaH1bl, TOCKOJIBKY OHM HE HApylIalrOT HUKAKUX 3aKOHOB llIBenna-
pUH, MOTYT XpaHUTh CBOM JIEHbI'M HA cUeTax B IIBeHIlapckoM OaHke Oe3 oma-
ceHuil. ['apanTio KOH(PUAEHIMATBHOCTH BKJIAJIOB MHOTHE HEA0OPOCOBECT-
HBIE JIIOIM MOTYT HUCIOJIb30BaTh IS IPOBEACHHUSI MHOYKECTBA COMHUTEIBHBIX
omnepaluii Ha MEXKIYHAPOIHOM YPOBHE.
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Fluency Test 11
Choose the correct item to fill in the gaps:

1. The paper in modern money is worth very ... than the amount written on them.
a. more less b. much lesser c. much less d. less

2. Money is a measure of the ... of goods and services.
a. charge b. value c. rate d. fee

3. It was considered a very good time to apply for a ... to buy the house because
interest rates were very low.

a. pledge b. promise c. mortgage d. borrowing

4. All the ... you make on your internet account are recorded so that you can
check the details at any time.

a. movements b. deals c. activities d. transactions
5. What is the ... of this watch?
a. charge b. commission c. fee d. price
6. The bank refused to ... the money order because the customer had no proof of
identity.
a. receive b. take c. accept d. enter

7. Under the rules laid down by the bank there is a ... on the amount of money you
can get out from a cash machine in any one day.

a. limiting b. restriction c. restricting  d. limitation

8. The bank will simply not let you ... any money unless you can prove that you
have been in regular employment for at least three years.

a. lend b. loan c. borrow d. remove

9. Good ... procedures are very important if you want to run a business profitably
and successfully.

a. accounted b. accounting c. accounts d. accountants
10. He gets 10% ... on everything he sells.
a. commission b. fee c. cost d. rent

11. Each department within the organisation is given a ... within which it has to
remain for the whole year.

a. sum b. money c. dividend d. budget

12.  When you take out a loan, you have to pay interest on the amount you ... .
a. own b. lend C. owe d. take

13. In the old days the metal in each coin was really... the amount stamped on it.
a. cost b. worth C. price d. charge
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14. There is no need to worry about the money side of the project because ... are
available from the charity sponsoring us.

a. foundations b. funds c. findings d. finds
15. National currencies were for many years judged in terms of the so-called ... .
a. ‘legal b. ‘instruments c. ‘gold d. inflation
tender’ of credit’ standard’

16. The building society sent a letter to all its savers and ... that there would be a
reduction in the interest rate.

a. lenders b. borrowers c. loans d. takers

17. Each month when you receive your pay, the employer ... a certain amount to
pay towards your pension.
a. withholds b. withstands c. withdraws d. without

18. When the time came to close the business down, its entire ... had to be calcu-
lated so that the creditors could be paid off.

a. earnings b. assets c. accumulation d. asset
19. As ameans of ... buying power, money has good and bad points.
a. storing on b. storing with c. storing in d. storing up
20. The notes, issued by government and authorized banks, are known as ... .
a. ‘instruments b. store of gold c. ‘legal d. money
of credit’ tender’ orders
21. The condition when too much money is available and its value decreases is
known as ... .
a. supply for b. inflation c. demand for d. depreciation
money money

22. To ensure the solvency of the banking system, banks are required to hold a cer-
tain percentage of their ... as deposits with the central bank.

a. shares b. accounts c. cheques d. liabilities

23. Whenever a member of staff makes a claim for travel expenses, they have to
provide a ... account of their journeys.

a. detailed b. dedicated c. descriptive d. described
24. ... are people who put money into a business in the hope of making a profit.
a. Spenders b. Borrowers c. Lenders d. Investors

25. The quantity of goods consumed by an individual is restricted by the total ... of
money he earns.

a. number b. amount C. quantity d. quality
26. We will make no ... for the catalogue, which you can take with our compli-
ments.
a. cost b. debt c. charge d. payment
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27. It may seem a long way into the future but in the end you will get some ... from
your investment.

a. produce b. benefit c. products d. price
28. Interest ... are at their lowest level since the 1950°s.

a. figures b. rates c. numbers d. standards
29. [Iprefer to deal in ... cash rather than cheques.

a. solid b. hard c. real d. actual
30. At the moment we are experiencing some cash ... problems because little

money is coming in.

a. fly b. stream c. flow d. run
31. Whatever she does, she just can’t help ... money.

a. doing b. making C. massing d. creating

32. There doesn’t seem to be anyone working really hard for the business and yet
they all seem to earn .... money.

a. facile b. simple c. easy d. quick
33. Ifyou don’t want to use a cheque, you can always use a money ... .

a. order b. command c. instruction d. directive
34. This machine is obviously useless and if [ were you I’d get your money ... .

a. back b. again c. return; d. up

35. There is an additional ... added to the price of the product if you want to have it
delivered to your house.

a. figure b. charge c. number d. charging
36. You should have read the ... of payment as soon as you received the invoice for
the goods.
a. reasons b. types c. lists d. terms

37. 1In view of our previous orders over the last year we were offered 10% ... on
any future dealings.

a. discord b. dispute c. dislike d. discount

38. He appreciated the additional welcome and help he received from the depart-
ment store staff as he had after all been a longstanding ... .

a. customer b. courier c. courtier d. custom

39. As the builder wanted cash for the work he had done, she had to go to the bank
personally to ... the money herself.

a. take off b. take out c. take over d. take in
40. Every day money is ... from one bank to another in thousands of cities.
a. transferred b. contributed c. measured d. replaced
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12. TAXATION

Assessment Test 12

A. Supply the words and phrases with the Russian equivalents:

1. tax evasion; 2. excise duty; 3. marginal rate of tax; 4. perquisites; 5. tax
shelter; 6. tax-deductible; 7. tax heaven; 8. to levy heavy taxes; 9. burden of
taxation; 10. financial statement; 11. aggregate demand; 12. purchaser; 13. de-
ferred tax; 14. tax loss; 15. tax equity.

B. Supply the words and phrases with the English equivalents:

l. uHAMBHUYaNbHBIN MOJOXOAHBINA HAJOT; 2. Ja3€MKU B HAJIOTOBOM 3aKO-
HOJATENBCTBE; 3. OTCPOUMTH yIUIaTy HAJIOTOB; 4. OTMBIBAaHUE JCHET; 5. HAJIOT
Ha J100aBJICHHYIO CTOUMOCTD; 6. HeoOJIaraeMblii HaJI0roM; 7. B3UMaTh HAJIOTH;
8. HAJIOTOBO-0IO/PKETHAS MOJNWTHKA; 9. Hajorominarensuk; 10. BagoBoil Ha-
[MOHAJBHBIM TpoaykT; 11. HamorooGnaraembii moxon; 12. axnuoHep;
13. npaBUTENbCTBEHHBIE pacxoibl; 14. BBIUMTATH, yAEpKHUBATH;, 15. crocod
00pBHOBI ¢ MHDIALUEH.

C. Translate the text below into Russian:

In economics spring is the season when millions of people in many coun-
tries begin to sort their previous year's income and expense records — the first
step in determining their personal income tax. In calculating this tax, you are
allowed to take specific types of deductions and exemptions. Some deductions
that may be made (within limits) from your income are donations to your alma
mater and to various non-profit organizations.

The amount of income tax you must pay at a given income level depends
on several things. These include whether you are single or married and what
the particular tax rates happen to be at the time. The rates are usually revised
by the government every few years.

Tax 1s money compulsory levied by the state or local authorities on indi-
viduals, property, or businesses. In modern economies taxes are the most im-
portant source of government revenues. Taxes can be levied and classified in
many ways. In many countries there are three principal types of taxes: taxes
on income, taxes on wealth and taxes on activities.

Taxes are considered to have three functions:

a) fiscal or budgetary, to cover government expenditure, to provide the public
authorities with the revenue required for meeting the cost of defence, social
services, municipal services, etc.;
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b) economic, to give effect to economic policy, to promote stable economic
growth;

c) social, to increase the economic welfare of the community, to lessen ine-
qualities in the distribution of income and wealth.

D. Translate the text below into English:
Kananckas HajoroBasi cucrema

Kanasnckas Hamorosasi cuctemMa COCTOMT, TJIaBHBIM 00pa3oM, U3 MOAO0XO-
HOTO Hajiora ¢ (PM3MYECKUX JIMI[ U OOIIECTB U Hajora Ha norpedieHue. B3u-
MaHue HaJoToB ocyiectsiseTcss Hanorosoitl ciyx6oi Kananel. [IpoBunnun
U TEPPUTOPHUHU TaK)KEe UMEIOT CBOIO HAJIOroBYIo cuctemy. [IpoBunmms Keedek
camMa cobupaetr cBou Hajmoru u coopel. [IpoBuHmmu OHTapuo u AnbOepTa,
MEX]Iy T€M, CAaMHU COOMPAIOT CBOM HAJIOT Ha JOXOAbI OOIIECTB.

O0s13aHHOCTh yIUIAYMBAThH MOJOXOAHBIN HAJIOT OCHOBBIBAETCS HA MOHSITHU
MTOCTOSTHHOTO MECTOXKUTEJIbCTBA. B COOTBETCTBUU C 3aKOHOJATEIHCTBOM Ka-
HAJICKUM DPE3UJICHTOM CUWTaeTCs JIUIOo, MPOXKUBaroIlee B cTpaHe Oosmee 183
nuen. ObaraeTcst HaJJOTOM BCEMHUPHBIN JT0X0JT KAHAJICKUX PE3UJICHTOB, TOTIa
KaK JIMIO-HEePE3UACHT YIJIAYMBaET HAJIOT JIMIIb C 3apa0OTHOM IUIATHI, TOJIY-
yeHHoil B Kanaje, mpeanpuHUMATENIbCKOTO J0XO0Ja U C JOXOJOB OT Kallu-
TaJbHBIX BIOKCHUH.

st hu3udecKkux JUIl HAJOTOBBIM rod autcs ¢ 1 saBaps 10 31 gexadps.
dusnyeckoe JUIO JOJHKHO MPEACTaBUTh CBOKO JEKJIApalMio O JI0XO0JaX He
no3aHee 30 ampens mocie OKOHYaHUs HAJIoroBoro rojaa. B cioyuae mpencras-
JICHUS TIPOCPOYEHHOMN NEKJIapalii WKW yTauBaHUS JOXOJO0B MOTYT IpHUMeE-
HATHCS KapaTelibHble Mepbl. HajorommaTeapuk, Teprsimuil yOBITOK B HAJIO-
TOBOM T'OJy, CMOXET IMEPEHECTH €ro Ha JAPYroll HaJIOTOBBIM TOjl U BHIYECTh
pU pacy€Te CBOEro 00J1araemMoro J10Xoja.

3aKkoH paszindaeT COOCTBEHHO J0XOJ (0OBIYHO HAa3bIBAEMBI YUCTHIM J10XO-
IoM) 1 obnaraemblid 1oxoi. Hajor paccuuTsiBaeTcst ¢ 00JiaraeMoro 10xoja.
[TogoxoaHsbIil Hasor ¢ GU3UYECKUX JIMI] PACCUMUTHIBACTCS MOCPECTBOM IIPO-
I'PECCUBHBIX CTaBOK. Hajor Ha mpoyKThl U YCIYTH — 3TO HAJIOT Ha J100aBJIEH-
HYIO0 CTOUMOCTB CO CcTaBKOH 5%. [IpOBHHITMY U TEPPUTOPUH TAKKE MPUMEHS-
I0T HAJIOT Ha NOTpebIIeHuE.

Omnpenenéuuplie nuia win opranusanuu B Kanagae ocBoOOXaaroTcst OT Ha-
JIOTOB. DTO, HANPUMEP, HHOCTPAHHBIE TOCYAApPCTBEHHBIE CIyKalllke Ha pado-
te B Kanazne, ropojackue aaMuHUCTpaluu, npodeccuoHanbHbie coro3bl. He-
KOMMEPUYECKHE OpPraHU3aliK TaK)Ke OCBOOOXKICHBI OT MOJ0XOHOTO HaJora.
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Fluency Test 12
Choose the correct item to fill in the gaps:

1. If the department agrees that you have paid too much tax in the year, you will
receive a ... in due course.

a. return b. reply C. response d. refund

2. Under the new regulations you can agree yourself to ... the tax you have to pay
on the income over the previous year.

a. figure b. calculate c. add d. amount
3. It was pointed out that it was the government who ... the value added tax.
a. insisted b. imposed c. inserted d. indented
4. There is quite a heavy financial ... attached to any action that involves late pay-

ment of taxes.
a. punishment b. pain c. restriction d. penalty

5. There is one date you mustn’t forget and that’s the ... for sending in details of
your earnings to the tax office.

a. headline b. deadline c. mainline d. offline
6. Expensive goods are heavily taxed for the purpose of ... money for poorer consumers.

a. raising b. contributing c. making con- d. availability
tribution of

7. In European countries the income tax declaration must be ... by a person to the
state revenue service in due time.
a. promoted b. flourished c. rendered d. filled
8. Owning property somewhere abroad, the government is ... to foreign taxation.

a. reliable b. subjected c. required d. responsible

9. The Tax Reform Act of 1986 was designed to increase the share of federal reve-
nues and to decrease the share from the ... income tax.

a. personnel b. private c. individual d. single

10. The central problem with the corporate income tax from an economic point of
view is that, ultimately, only ... can pay taxes.

a. entities b. people C. companies d. some
11. It is your responsibility to ... how much tax you should legally pay.

a. consider b. complete c. correct d. calculate
12. Thad to pay back all the money I ... over the last 3 years.

a. due b. indebted c. owed d. owned
13. You can elect, if you want, to transfer your tax free allowance to your ... .

a. spouse b. sponsor c. spokesperson d. spook
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14. Before you can claim any money back on overpayment of tax, you have
to ... an application form.

a. fill for b. fill in c. fill through d. fill with
15. The primary function of taxation is to raise ... to finance government expenditure.

a. revenue b. income c. funds d. bonds
16. ... can be designed to dissuade people from smoking or drinking alcohol.
a. Output tax b. Indirect ex- c. Direct excise d. Corporation
cise duties duties tax

17. Business profits are generally taxed ... .

a. once b. twice c. three times d. four times

18. ....tax is a personal tax, usually progressive, levied on annual income subject to
certain deductions.

a. Income b. Consumption c. Commodity d. Corporation
19. Shareholders pay income tax on ... .

a. debt b. dividends C. percentage d. profits
20. In Italy self-employed people account ... more than half of national income.

a. in b. out c. for d. over
21. To reduce income tax liability, some employers give highly-paid employees lots of ... .

a. ‘perks’ b. ‘porks’ C. properties d. priorities
22. Legal ways of avoiding tax are known as ... in tax laws.

a. tax loss b. tax heavens c. tax shelters d. loopholes

23. Life insurance policies, pension plans and other investments by which individu-
als can postpone the payment of tax, are known as ... .

a. tax shelters b. tax heavens c. tax loss d. loopholes
24. Companies can bring ... capital expenditure so that at the end of the year
all the profits have been used up.
a. before b. forward c. back d. up

25. Criminal organizations tend to pass money through a series of companies in very
complicated transactions in order to disguise its origin from tax... .

a. payers b. bookkeepers c. purchaser d. inspectors

26. A central purpose of the tax system is to ... the cost of financing government ac-
tivities as fairly as possible among the population.

a. distribute b. sum up c. redistribute d. finance
27. ...taxis on the rise in value of a product at each stage of manufacture / marketing.
a. Sales b. Value-added c. Consumption d. Capital
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28. A fair distribution of taxes is considered to be one that imposes taxes on people
in accordance with their ... .

a. property b. economic C. saving d. ability
activity activity to pay
29. The effect of the income tax on economic incentives is in part determined by
its coverage of ... .

a. fiscal b. economic c. manufacturing d. expenditures
policy activity
30. ... means that the product is worth to the customer at least as much as he paid for it.
a. A fee b. Value for c. Cost d. Tariff
money

31. Value-added tax is paid by the ... of goods and services and is levied as a per-
centage of the selling price.

a. purchaser b. manufacturer c. seller d. marketer
32. Goods on which the buyer pays no value-added tax are ... .
a. no-rated b. low-rated c. reduce-rated d. ‘zero-rated’

33. If the government taxes to a greater extent than it spends, it causes a net ... in the
flow of income to people and businesses.

a. increase b. reduction c. consumption d. growth

34. Companies and their employees also have to pay taxes called ... tax which the
government uses to finance social security spending.

a. national b. indirect c. turnover d. purchase
insurance

35. A tax levied at a higher rate on higher incomes is called a ... tax.

a. regressive b. progressive c. proportional d. wealth
36. Using legal methods to minimize your tax burden is called ... tax.

a. evasion b. avoidance c. heaven d. penalty
37. Most countries have a ... on profits made from the sale of assets such as stocks.
a. estate tax b. capital c. sales tax d. capital

transfer tax gains tax

38. A (an) ... tax is usually imposed on inherited money or property.
a. real estate b. capital transfer C. excise d. income

39. A (an) ... tax is imposed upon immovable property.
a. real estate b. inheritance c. sales d. excise

40. Income taxes are often ... graduated rates, that is, rates that rise as income rises.
a. levied in b. levied out c. levied at d. levied on
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13. INSURANCE

Assessment Test 13

A. Supply the words and phrases with the Russian equivalents:

1. mortgage insurance, 2. cancellation of the policy, 3. fidelity bond insur-
ance, 4. to lapse, 5. beneficiary, 6. the date of the inception of the policy,
7. blanket policy, 8. retention of a policy, 9. liability insurance, 10. insurable
interest, 11. to surrender an insurance policy, 12. to expire, 13. lender, 14. cash
surrender value, 15. financial consequences.

B. Supply the words and phrases with the English equivalents:

1. cTpaxoBasg KOMIIaHMS, CTPAXOBIIMK; 2. €XKETOJHBIA CTPAXOBOM B3HOC;
3. cTpaxOBaHHWE HMMYILECTBA; 4. CTpaxyeMblil PHUCK; 5. HOMHUHAJIbHAs CTOU-
MOCTb; 6. BO30OHOBIISIEMBIH OJIUC; 7. MOJIy4YaTh CTPAXOBOM MOJUC; 8. cTpaxo-
BaTesb, 3aCTPAXOBAHHBIN; 9. cTpaxoBaHME Ha OIpeAesIeHHbIN cpok; 10. mpo-
JaBaTh 10 JILFOTHBIM (CHM)KEHHBIM) 1IeHaM; 11. Ha TONOJHUTENBHBIX YCIOBH-
ax; 12. ctpaxoBoe mokpwiTHE; 13. ycioBus cTpaxoBoro noiuca; 14. ¢unanco-
BbIil YOBITOK, IEHEKHbIE TOTEPH; 15. MOKU3HEHHOE CTPAaXOBAHHUE.

C. Translate the text below into Russian:
Home Insurance

Home insurance, also commonly called homeowners insurance (often
abbreviated in the real estate industry as HOI), is the type of property
insurance that covers private homes. It is an insurance policy that combines
various personal insurance protections, which can include losses occurring to
one's home, its contents, loss of the personal possessions of the homeowner, as
well as liability insurance for accidents that may happen at the home. It
requires that at least one of the named insured occupies the home. The
dwelling policy (DP) is similar, but used for residences which don't qualify for
various reasons, such as vacancy/non-occupancy, seasonal/secondary
residence, or age. It is a multiple line insurance, meaning that it includes both
property and liability coverage, with an indivisible premium, meaning that a
single premium is paid for all risks.

The insurance policy itself is a lengthy contract, and names what will and
what will not be paid in the case of various events. Insurance must be updated
to the present and existing value at whatever inflation up or down, and an
appraisal paid by the insurance company will be added on to the policy
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premium. Fire insurance will require a special premium charge, plus the
addition of smoke detectors and on site fire suppression systems to qualify.

The home insurance policy is usually a term contract. The insured must pay
the insurer the premium each term. Most insurers charge a lower premium if it
appears less likely the home will be damaged or destroyed.

D. Translate the text below into English:

CTpaxoBaHue HHOCTPAHHBIX IPAKIAH,
npedbiBaromux B Pecnydiuke benapych

PecniyOnukoii benapych BBefeHO 00s13aTe€JIbHOE MEIUIIMHCKOE CTpaxoBa-
HUE MHOCTPAHHBIX TpaKJaH, BpEMEHHO NpeOniBaromux B Pecnybnuke bena-
PyCh, HA ClIydall OKa3aHUs CKOPOM M HEOTIOKHOM MEIUIMHCKON MOMOIIH I'0-
CYIapCTBEHHBIMU JIeUeOHO—TPOPUITAKTUUECKUMH YUPEKICHUIMHU TPU BHE-
3amHOM 3a00JI€BaHUM WJIM HECYACTHOM ciydae. /[ 3Toro Bce MHOCTpaHHBIE
rpakJiaHe JOJDKHBI UMETh MEAMIIMHCKOE CTPaxOBOE COTJIAIIEHHE C Oeropyc-
CKOM CTpaxOBOW KOMIIAHUEN WIIM C aBTOPU30BAHHOU MHOCTPAHHOU CTPaxOBOM
KOMITAHUEHN U CTPAXOBOW MOJIUC, BBIJAHHBIA KOMIIAHUEH.

CrtpaxoBoil NOJIMC, BBIIAHHBIM MHOCTPAHHON CTPaxOBOW KOMMAaHUEH, OJ-
KeH OBITh JCHCTBUTENICH Ha Tepputopuu Pecnybnuku bemapych B TedeHue
Cpoka IpeObIBaHUS U JIOJIKEH MTOKPHIBATh CTPAXOBBIC CIIy4Yau, yCTAHOBJICHHBIC
3akonom Pecniyonuku bemapych. MunuMmanbpHasi cymMmMa CTpaxoBOW OTBETCT-
BEHHOCTU — TMATh Thicsiy aojmapoB CIIA. Bce KOHTPOJIBHO-IIPONMYCKHBIE
IYHKTBHl Ha TpaHulax benapycu, a Takke a’pOnopThl U KEJIE3HOAOPOKHBIC
CTaHIIUU UMEIOT OTACJICHUSI OCJOPYCCKUX TOCYJAPCTBEHHBIX CTPAXOBBIX OP-
raHu3aIui, I71e BhE3KAINUNA HHOCTPAHHBIA TYPUCT MOXKET OPOPMHUTH CTpa-
XOBOW MEIUIIUHCKUU TOJIUC.

I'paxxnane PecniyOnuku benapych win opraHuzaiyu, 3aperucTpUpOBaHHbBIC
Ha Tepputopun Pecnybnuku benapych U mpuriamaroinie HHOCTPAHHBIX Tpa-
KIaH Ui mocemeHus benapycu, MMET NpaBo 3aKI0YaTh MEIULMHCKHE
CTPaxOBBIE COTJIALICHUS OT JIMA IPUTJIAIAEMBIX TPAXKIAH.

MenuuuHCKUM CTPaxoBOM MOJIUC HE 0053aTeNICH IS JIUII, TIEPECEKAIOITUX
tepputoputo PecniyOonuku benapych ¢ TpaH3UTHBIMU BU3aMU, JJI JUIIIIOMa-
TOB M O(QUIMAIBHBIX JeJIeTalllii, IepcoHaIa BO3AYIIHOTO U KEJIEe3HOI0POXK-
HOro TpaHcmopta, rpaxaan crpan CHI', BnanensueB noxkymentoB «Titre de
Voyage», BbIJaBaeMbIX JIUIIAaM 0€3 IpakIaHCTBA U OCHKEHIIAM.

Tapudbl Ha MEAMIIMHCKOE CTPaxOBaHHUE IS MHOCTPAHHBIX TpaKJaH Ko-
ne6mtores ot 1 gomnapa CIIA Ha nByxaHeBHOE MpeObIBaHUE 0 85 10U1apoB
CIIA Ha npeObIBaHUE B TCUCHUE TO/IA.
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Fluency Test 13

Choose the correct item to fill in the gaps:
1. Usually, the longer the term of the policy, the lower the ... is each year.

a. price b. premium c. installment d. cost
repayment
2. A policy for 5 years would have ... annual premium than a policy for one year.

a. alower b. a higher C. an average d. an equal
3. Business saves money by purchasing a ... policy instead of individual policies.
a. valued b. life c. term life d. blanket
4. In ancient times, merchant ships were sometimes captured by pirates and held for ...

a. fee b. compensa- c. commis- d. ransom
tion sions

5. The effects of a business depression, changes in styles and public tastes are ... .

a. limited risks b. uninsurable c. 1Insurable d. default
risks risks risks

6. There are risks that are insurable, and a business owner can ... them.

a. defend b. protect by c. guard d. defend
against with

7. Only financial ... can be transferred all or in part to an insurance company pool.
a. lost b. lapse c. loser d. loss

8. You must have an insurable ... in something in order to insure it.
a. risk b. premium c. fund d. interest

9. You could not insure the life of your... .

a. spouse b. competitor c. child d. parents
10. People or businesses cannot insure against ... .
a. theft b. natural c. effectsofa d. damage of
disasters business de- property
pression

11. A personis ... if he doesn’t have enough insurance to cover the cost of a loss.
a. not insured b. underinsured c. overinsured d. unsurable

12. If the period covered by the policy passes and another policy is not issued, the
policy is said ... .

a. renewed b. to lapse c. to suspend d. to collapse
13. A contract between the insured and the company is called a ... .
a. lease b. dividend c. policy d. premium
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14. An ... is a representative of usually one insurance company and sells only that
company’s insurance.

a. Insurance b. insurance C. 1nsurance d. insurer
agent broker company

15. The premium is the amount of money which is paid to keep the policy ...
a. in power b. by force c. in function d. in force
16. Term insurance is a type of insurance that provides basic ... insurance protection.
a. whole life b. property c. business life d. life
17. The cost of term insurance ... with the age of the person involved.
a. decreases b. increases c. declines d. is equal
18. Term insurance provides protection at a relatively modest ... .
a. cost b. value c. fee d. funds
19. Term insurance policies are usually renewable ... additional terms.
a. at b. in c. for d. on

20. Term insurance is also often sold at ... prices in connection with or as a sweet-
ener for other types of life insurance.

a. initial b. wholesale c. retail d. bargain

21. Credit insurance is required by many lenders when they ... small consumer
loans.

a. make b. underwrite c. take d. receive

22. Term insurance may be either ... amount insurance or declining balance.
a. annual b. face c. actual d. fixed

23. In declining balance insurance the premium remains constant but the face
amount of insurance ... declines as the person grows older.

a. cost b. clause c. contributions d. coverage

24. A type of term insurance provided by employers for their employees is known
as .... insurance.

a. business life b. group life c. loss-of-income d. liability

25. ... insurance is an insurance covering damage to or loss of ship, passengers, or
cargo caused by the sea.

a. damage b. marine c. sea d. ship
26. Whole life policies provide a fixed benefit on the death of the ... .

a. insurer b. beneficiary c. insured d. insurgent
27. ... of the policy during its first years may involve a substantial financial loss.

a. Abolition b. Underwriting c. Cancellation d. Lifting

73



28. The premiums of the whole life insurance remain level from the date of the
inception of the policy until the ... of the policy.

a. end b. maturation c. lapse d. expiration

29. A type of term insurance in which the face amount is constant and the pre-
mium increases periodically is called ... insurance.

a. declining b. mortgage in- c. face d. whole
balance surance amount life

30. During the lifetime of the insured, the creditor may ... the policy if a default
on the obligation occurs.

a. return b. surrender c. hand over d. refuse
31. You are paid ... when insured property is damaged.
a. ransom b. premiums C. acompensa- d. charges
tion
32. A request for payment when insured property is damaged is called a ... .

a. call b. claim c. requirement d. demand
33. You do not have to pay income tax ... life insurance premiums.

a. at b. from c. in d. on
34. In the past, many people buying insurance used independent ... — people who

searched for insurance at the lowest price.
a. agents b. brokers c. insured d. agencies
35. A person or company that provides insurance is called ... .
a. insured b. insurgent c. insurer d. insure

36. If property is stolen or damaged, the person or company who is insured re-
quests ... from the insurer.

a. aperil b. compensa- C. apremium d. aclaim
insured tion

37. ...isurance covers medical bills incurred because of sickness or accidents.
a. Liability b. Incident c. Medical d. Health

38. ... insurance provides a cash benefit to a decedent’s family or other designated
beneficiary, and may specifically provide for burial and other final expenses.

a. Medical b. Business c. Life d. Property
39. ... insurance provides protection against risks to property, such as fire or theft.

a. Flight b. Property c. Private d. Cargo
mortgage
40. Life insurance can be a tax ... —a way of putting off paying tax till later.
a. heaven b. burden c. evasion d. shelter
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REVISION AND CONSOLIDATION 1V

Units 11 — 13 (Finance) from the textbook

Choose the correct item to fill in the gaps:

1. I’m afraid this cheque will be of no value until you have put your ... on it.

a. signature b. signs c. signing d. signed
2. To economize is to produce a given output of a product at the lower ... than before.
a. value b. profitability c. contribution d. cost

3. Inorder to ... the loan the bank had to accumulate funds by cutting amounts
lent to other borrowers and calling in loans.

a. make; b. lend out c. give out d. enable
4. Securities are traded either on the money markets or on ... .
a. the Central b. telephone c. the Stock d. clearing
Bank Exchange houses
5. The ... price paid turned out to be higher than the advertised.
a. actual b. deferred c. net d. expensive
6. The most often used financial ... are shares, stocks, bills and bonds.
a. cash assets b. means of C. securities d. currencies
payment
7. Government ... are known to be traded on the Stock Exchange
a. shares b. means c. bonds d. loans

8. Securities are ... by companies, financial institutions and governments as a
means of borrowing money.

a. made b. handled c. stored d. issued
9. Having been issued, ... can be bought on the Stock Exchange.
a. deposits b. bills c. shares d. securities
10. A company working efficiently pays higher ... to its employees than its com-
petitors.
a. dividends b. fees c. salaries d. payments
11. ... are documents showing what part of the company’s capital belongs to their owner.
a. Loans b. Taxes c. Shares d. Bonds
12. High taxes are ... on expensive goods in order to raise money for the poor.
a. levied b. imposed c. fixed d. deducted
13. Expensive goods are heavily ... in order to transfer incomes from the rich who
buy them to the poor.
a. contributing b. provided c. raised d. taxed
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14. A highly experienced person whose task is to prepare the main financial state-
ments of the company is called a (an) ... .

a. shareholder b. auditor c. accountant d. proprietor

15. Under the current legislation if you are late in paying your taxes, then you have
to face a financial ... .

a. penalty b. pain c. punishment d. penalize
16. He is in a terrible rush to complete his tax returns by Tuesday otherwise he
won't be able to reach the ... .
a. dead end b. deadline c. dead date d. dead stop

17. Only the ... tax takes explicitly into account those personal characteristics of
the taxpayer which are considered most relevant to his ability to pay.

a. inheritance b. commodity c. personal d. sales
income

18. Making false declarations to the tax authorities is called ... .

a. fiscal b. tax c. tax d. tax

policy avoidance exemption evasion

19. A tax people pay on their wages and salaries is called ... tax.

a. wealth b. income c. capital transfer d. real estate
20. Itook out a life insurance ... with State Ranch Insurance Company last week.

a. contract b. policy c. agreement d. deal
21. My insurance ... are only $70 per month.

a. receipts b. fees C. premiums d. payings
22. In the event of my death, the ... will be my widow.

a. recipient b. widow c. beneficiary d. donor
23. My insurance does not ... me if I commit suicide.

a. collect b. cover c. console d. contribute
24. Before I got the insurance, I had to receive a complete medical ... .

a. investigation b. injection c. examination d. therapy
25. Tam feeling great, because the doctor told me that I have a life ... of 82 years!

a. length b. line c. expectancy d. experience
26. A mortgage involves the transfer of an interest in land as security for a loan or

other ... .
a. demand b. obligation c. responsibility d. purchase

27. Normally, a mortgage is paid in ... that include both interest and a payment on
the principle amount that was borrowed.

a. increments b. installments C. premiums d. portions
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28. Joining the Federal Reserve System is required for national banks, but ... for
state banks.

a. obligated b. obvious c. optimal d. optional

29. Monetary policy is concerned with how much money ... in the economy, and
what that money is worth.

a. circulates b. circumscribes c. concentrates d. congregates

30. The goal of Canadian monetary policy is to contribute to rising living ... for all
Canadians through low and stable inflation.

a. amenities b. conditions C. expenses d. standards

31. Poorer people need to spend ... proportion of their income on consumption
than the rich.

a. asmaller b. a higher c. the same d. alarger

32. Risks that are not insurable include the effects of a business ..., changes in
styles and public tastes, and population changes.

a. depreciation b. depression c. derogation a. circles
33. Adequate insurance is important because many business owners are ... .
a. underinsured b. overinsured c. misinsured d. uninsured

34. Donations to charities that can be subtracted from the income on which tax is
calculated are described as... .

a. tax-avoided b. tax heavens c. tax- d. laundering
deductible money
35. Most owners of small businesses do not have extra money to ... emergencies.
a. protect b. cover c. shield d. defence
36. It is important that the buyer reads, understands, and fulfills the ... of the
agreement.
a. duties b. requests c. obligations d. propositions

37. The amount which is paid for a stock or share over and above its nominal or
face value is called a (an) ... .

a. face value b. ransom c. interest d. premium

38. Any insurance that covers a group of different kinds of risk, such as fire, theft,
storm, etc. 1s called a ... .

a. blanket b. fidelity c. special d. liability
insurance bonds insurance insurance

39.  Which one of the following is an uninsurable risk?

a. acar b. property c. competition d. goods
40. ... insurance is insurance covering damage or loss caused by fire or lightning.
a. Property b. Special c. Blanket d. Fire
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TRADE

14. MARKETING

Assessment Test 14

A. Supply the words and phrases with the Russian equivalents:

1. market research, 2. clientele, 3. to trade off, 4. to recognize early trends,
5. differential advantage, 6. end-users, 7. outlet, 8. to amount to, 9. to launch,
10. to anticipate, 11. social make up, 12. market segmentation, 13. available,
14. supply, 15. distribution channels.

B. Supply the words and phrases with the English equivalents:

l. craBUTh MOKymnaTtess BO IJaBy yria, 2. YJIOBJIETBOPUTH MOTPEOHOCTH,
3. neHooOpazoBaHue, 4. OCYIIECTBIATh MCCIEAOBAHUE pBIHKA, 5. HY>KHBIN
NPOAYKT, 6. mojapa3/ieNeHuss KOMIIAHUM, 7. HEBBIIIOJIHEHHE O00513aTeNbCTB,
8. m3nuiHui, 9. npuemiuemMas nexa, 10. nporpecCuBHO-MBICAIIAS KOMITAHMUS,
11. moOyxnath Kynuth, 12. pactipenensats, 13. npoaBuxkeHue ToBapa, 14. mu-
POKHUIA aCCOPTUMEHT, 15. OTEHIIMAIbHBIN MTOKYIIATEb.

C. Translate the text below into Russian:
A Driving Force

In recent years marketing has become a driving force in most companies.

Marketing includes all business activities connected with the movement of
goods and services from producers to customers. Sometimes it is called distri-
bution. On the one hand, marketing is made up of such activities as transport-
ing, storing and selling goods and, on the other hand, a series of decisions you
make during the process of moving goods from producer to user. Marketing
operations include product planning, buying, storage, pricing, promotion, sell-
ing, credit, traffic and marketing research.

Underlying all marketing strategy is the marketing concept — “we must
produce what people want, not what we want to produce.” This means that we
put the customer first. We organize the company so that this happens. We
must find out what the customer wants. We carry out market research. We
must supply exactly what the customer wants. We can do this by offering the
right Marketing Mix: “The Four P’s — the right Product at the right Price,
available through the right channels of distribution: Place; presented in the
right way: Promotion.”
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Nowadays all divisions of a company are urged to think marketing. We
must have a clear idea of: what the customer need, what the customer want,
what causes them to buy. The ability to recognize early trends is very impor-
tant. Producers must know why, where, for what purpose the consumer buy.
Market research helps the producer to predict what people will want. And
through advertising he attempts to influence the customer to buy.

D. Translate the text below into English:
CTpaTeruveckue uccjae0BaHUA PbIHKA

B nporecce onpeneneHus: cTpaTeriuecKux Iejaed U 3a1ad KOMIIAHUH, BbI-
PaObOTKM HOBBIX HAIIPABJICHUM €€ pa3BUTHS OOBIYHO OTIEPUPYIOT TAKHUMU TTOKa-
3aTeNIsIMU, KaKk EMKOCTh U IMHAMUKA PhIHKA, 3aHMMaeMasi KOMITAaHUEH JT0JIsl Ha
peiHKe. Takke MCIOIB3YIOTCS JaHHBIE O CTPYKTYpPE PO3ZHHUYHOTO PhIHKA, Be-
JUYUHE, TUIATEKECTIOCOOHOCTU U MPEINOUYTSHUSIX OTACIIBHBIX IEJIEBBIX TPYIIM
nokymnaresneid. YacTh TaHHBIX O PhIHKE JOCTYMHA U3 O(UIIMATBHON CTATUCTHU-
KH, TyOnMkyemoit PoccuiickuM cTaTUCTUUECKUM areHTcTBOM. Kpome Toro, Ha
PBIHKE TIPEACTaBIEH HEbIM PsiJl MAaKPOIKOHOMHYECKUX HCCIIEAOBAHUM, TPO-
BOJMMBIX OOJIBIIMHCTBOM KPYITHBIX HCCIEI0BaTEeIbCKUX KoMmaHui. B Ha-
cTosiiee BpeMsi Haubosiee pacupoOCTPaHEHHOW METOJIUKOM MPOBEICHUS TaKUX
HccleIoBaHul siBisieTcs TeneoHHsbli onpoc mo Beibopke u3 1000-1500 pec-
MOHAEHTOB. DTOT METOJ MOJYYHJI PacIpOCTPAHEHHE BBHUAY OTHOCUTEIBHO
HU3KON ce0eCTOMMOCTH M BBICOKOW OmepaTUBHOCTH. DUHAHCHUPYET MPOBEIe-
HUE TMOJOOHBIX MCCIEAOBAHUM MO0 My 3aKa34MKOB (BEAYIIUX PO3ZHUYHBIX
OTepaTopoB), MO0 HCCIEqOBATENbCKAsS KOMITAHUS CaMOCTOSITEIBHO (YTOOBI
MPOJIBUHYTH COOCTBEHHBI UMUK KaK SKCIIEpPTa M0 POSHUYHOMY PHIHKY ).

CTOMMOCTh CTaHJAPTHOT'O OTYETa MPU HAJIWYUU HECKOJBKUX 3aKa3UMKOB
coctasiser g ogHo komnanuu 1000-2000 nosmapos. IIpoBenenue paciu-
PEHHOTO MaKpOIKOHOMHYECKOI'O0 HCCIEOBAaHUS TOJ 3aKa3 €IMHCTBEHHOU
KOMIIaHUHM MOXeT cTouTh 0koJio 10000-15000 nonnapos.

HauGonee n3BecTHBI UCCIEAOBAHUS POSHUYHOTO PHIHKA, €KET0IHO MPOBO-
mumble kommanusiMu GfK, ACNielsen, Business Analytica. B Hacrtosiee
BpeMsl, MO OIICHKaM OOJBIIMHCTBA HCCIIEIOBATEIbCKUX KOMIIAHWHM, 00BheM
POCCUHCKOTO PO3HUYHOTO phIHKA cocTapisieT 6osiee 200 mMipa. J0JIapoB B
roji, a 00beM MPOJaX MPOJOBOJIHCTBEHHBIX U COMYTCTBYIOIIMX TOBAPOB, BXO-
JAIINX B aCCOPTUMEHT MPOAOBOIBCTBEHHBIX Mara3uHoB, - okoio 100 mup.
n0JiIapoB. MOHUTOPUHT 10U PHIHKA, 3aHUMAEMOM KOMITAaHHUEH, U €€ MO3UIUi
10 OTHOIICHHUIO K KOHKYPEHTOM SIBJISICTCSI OJTHUM W3 BaXKHEHIIIMX UHCTPYMEH-
ToB MapketuHra. OH mo3BojsieT 3h(PEKTUBHO BBICTpAWBATh OTHOIIECHUS C
KJIIMCHTaMU, TapTHEPAMH U MTOTEHIIUAIbHBIMU HHBECTOPAMHU.
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Fluency Test 14

Choose the correct item to fill in the gaps:
1. Products are ... rather than bought.

a. paid b. sold c. sent d. delivered
2. Marketers are always looking for market ...

a. possibilities b. vacancies c. places d. opportunities
3. The company must also take... of the existence of competitors.

a. account b. attention c. profit d. revenue
4. Sales representatives are another important ... of info.

a. store b. capital C. source d. idea

5. There is more ... than consumer marketing, even though ordinary consumers
are exposed to it.

a. economic b. national c. social d. industrial

o

Marketing has been ... as a key ingredient in the strategy of a small business.
a. established b. settled down c. constructed d. created
7. Small firms cannot ... marketing.

a. predict b. capture c. avoid d. supply
8. Some owner — managers do not want to grow their ...

a. company b. firm c. business d. enterprise

©

Marketing ...is considered as something of a luxury.

a. costs b. plan c. expenditure d. price
10. Some small firms are highly ..., serving very narrow market segments.

a. provided b. specialised c. equipped d. modernized
11. A small enterprise will ... from a marketing plan.

a. benefit b. win c. lose d. glorify
12. Marketing ... is the gathering, recording, and analyzing of info.

a. plan b. research c. department d. discovery
13. Thousands of small firms and ... have used marketing research successfully.

a. companies b. entrepreneurs c. businessmen d. departments
14. A small computer firm won trough the correct ... of marketing research.

a. use b. demand c. application d. profit
15. Marketing management is...
a. successful b. advantageous c. important d. purposeful
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16. Marketing management is designed to... the needs and wants of clients.

a. satisfy b. approve c. improve d. increase
17. Marketing managers must ... upon a specific customer group.

a. find b. decide c. look for d. clarify

18. Marketing is an approach to ...the relationship between an organization
and its existing clientele.

a. existing b. creating c. improving d. designing
19. There is a universal... of marketing management.

a. name b. term c. definition d. condition
20. The most common ...of those in marketing management is profit

a. goal b. aim c. target d. objective
21. Marketing management is ...with competition.

a. connected b. concerned c. linked d. devised

22. Marketing ... making can be improved via a combination of experience and aca-
demic discipline.

a. effort b. advice c. calculation d. decision
23. It is the responsibility of the marketing department to ... and organize
the sale of products.
a. buy b. sell C. promote d. send
24. It would be possible for the factory simply to ... a motor car and then hope that it
sells.
a. make b. produce c. manufacture d. construct

25. It lakes a long time to set up a ... line for a car assembly plant.

a. purchase b. strategy c. production d. computer
26. It is much better to discover ... what people are looking.

a. at b. after c. forward d. for
27. It comes ... that making and selling are two facets of the same undertaking.

a. obvious b. clear c. vital d. important
28. The situation could be compared ... the marketing team.

a. at b. on c. with d. to

29. The problem ... any business is that the market for goods and services is
ever changing.

a. concerning b. facing c. disturbing d. urging
30. The government is also involved ... campaigns to discourage drinking and driving.
a. to b. with c. out of d. in
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31. New technologies have an even devastating ... on the market.

a. influence b. coverage c. effect d. problem
32. The rapidly changing world is both a headache and a challenge to those
engaged in ... .
a. management b. promotion c. advertising d. marketing
33. SWOT is not in itself an ... method.
a. critical b. analytical c. logical d. successful

34. It brings together the ... of all aspects of ... analysis.

a. careful b. attentive c. fruitful d. strategic
35. The factors contained the list should be supported with strong ...

a. proof b. evidence c. facts d. examples
36. A strategy based on unsubstantiated strengths and ... can be misleading.

a. opportunities b. possibilities c. abilities d. advantages
37. A meaningful SWOT ... involves the application of a range of analytical tools.

a. decision b. description c. analysis d. definition
38. Corporate strengths may ... ownership of technology and techniques.

a. consist b. have c. include d. obtain

39. Many multinational corporations have ... their financial strenghts to develop
overseas markets.

a. damaged b. buried c. destroyed d. utilized
40. Corporate weaknesses may include the ... of particular type of corporate re-
source.
a. absence b. lack c. drawback d. problem
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15. ADVERTISING

Assessment Test 15

A. Supply the words and phrases with the Russian equivalents:

1. valid, 2. substantiation, 3. persuasion, 4. essence, 5. credibility, 6. com-
patible, 7. ambiguity, 8. abuse, 9. counter-productive, 10. media plan, 11. de-
cent, 12. exaggeration, 13. brief (n), 14. to trigger, 15. commercials.

B. Supply the words and phrases with the English equivalents:

1. pexknamupoBath, 2. pekiaMHas KOMIaHUsA, 3. KOHKYpUpOBaTh, 4. yCKO-
pATH COBIT, 5. aHKeTUpOBaHUE, 6. LeneBast ayAUTOPUs, 7. SMOIIMOHAIBHBIN OT-
KJIUK, 8. BBOAUTH B 3a0JyxaeHue, 9. decTHass KOHKypeHiusa, 10. pexkiaMHOe
areHcTBo, 11. ckpeiTas pexiiama, 12. mpouseranue, 13. MpOTUBOPEYUTH HOP-
MaM mMopaiu, 14. cTuMynupoBaTh crpoc, 5. mpoaBuxkeHne ToBapa.

C. Translate the text into Russian:

In the eyes of the business world and of many economists, advertising
serves an indispensable function. It helps consumers to choose among compet-
ing products. Also, by spurring demand for products, it extends the possibili-
ties of mass production and thus leads to the economies of scale and to lower
consumer costs. Advertising plays a very important part in modern merchan-
dising. The manufacturers tell the public about their new products and the
stores tell the public about what products have at what prices.

Advertisements can be seen in newspapers, magazines, and on television
every day of the week. Many more advertisements are sent to customer’s
homes.

Advertising companies are called agencies. Each agency sells a lot of dif-
ferent products. Here is how it happens. The first stage is marketing research.
Marketing researchers get information in three ways: on the phone, in group
discussions, from questionnaires. The agency then writes, films, records and
photographs a campaign. This is a series of advertisements on TV, on the ra-
dio, in newspapers and magazines.

This great business of merchandising employs millions of white-collar,
from clerks in the stores to top executives in the big department stores and the
advertising agencies. For most clerks the salaries are low, but they are among
the highest for top executives. In the business world advertising is sometimes
depicted as “the engine of prosperity”.

83



From another perspective, however, advertising goes against important so-
cial values. It promotes self-indulgence and thus counters moral and religions
teaching that urge selflessness. It creates false ‘needs’ and encourages waste.

D. Translate the text below into English:

Pexiiama — undopmartiusi, pacnpocTpaHeHHast JII0ObIM ClIOCOOOM, B JII00OH
dbopMe U C UCHOIB30BaHUEM JIIOOBIX CPEJICTB, aIpPECOBAHHAS HEONpE/eeH-
HOMY KPYTY JIMI] M HallpaBJjeHHasl Ha MPUBJICYEHNUE BHUMAHUS K OOBEKTY peK-
JaMUpOBaHMs, (OPMUPOBAHUE WM MOAJEpKAHUE HHTEpeca K HEMY M €ro
MPOJBUKEHUE HA PHIHKE.

3agava pexjiaMbl — TOOYIUTH MIPEACTABUTEIICH 11€JIEBON ayIUTOPUHU K JICH-
CTBUIO (BBIOOpY TOBapa WU YCIYTH, OCYIIECTBICHUIO MOKYINKH U T.II., @ TaK-
e (OpPMHUPOBAHUIO 3aTUIAHUPOBAHHBIX pEKJIaMoaTelleM BbIBOJOB 00 00BEK-
T€ PeKIaMUPOBAHMUS).

QyHKIUU PEKIIAMBI:

- TpUBJIEYCHHUE KIMEHTOB — MHPOPMUPOBAHUE MX O HOBBIX TOBapax, yCiy-
rax, Mecrax mpojaax. OObIYHO B PEKJIAMHOM COOOIICHUU TEPEUHCICHBI
KOHKYPEHTHbIE MTPEUMYILECTBA PEKIAMUPYEMON KOMIIAHUH, IUTIOCHI, KOTO-
pbIe MOTYT IPUOOPECTH €€ KIHEHTBHI.

- YBEJIMYEHHE MPOJax — MOAPa3yMeBAETCs, YTO peKjama, KaKk MHCTPYMEHT
MapKeTHHIa, CIOCOOCTBYET MOBBILIEHUIO 00BbeMa mpojax. OgHaKo sl TO-
ro, 4roObl KJIMEHT cieiall BhIOOp B MOJb3y PEKIAMHPYEMOT0 Mara3uHa
(xomnianuu, 6aHka, cepBuca U T.J.), OAHOIO PEKJIAMHOTO COOOIICHHMS, KaK
MpaBuIo, OKa3biBaeTcs Majo. Korjga KIMEHT mpuilies Uiv Mo3BOHUI B PEK-
JaMUPYEMYIO0 KOMITAHUIO, JJI1 HETO BaXKHO HE TOJIKO TO, UTO eMy obelana
pekiama, HO M TO, MPaBAMBHI JH ATU obemanus. Kak BCTpeTaT KIMeHTa,
KaKoM TOBap OH YBUJUT Ha MOJKaX, 0 KaKOU IIleHe OH CMOXET €ro mpuo0-
PECTH — ATH U JIpyrue (PakTopbl TaKkKe BIUSAIOT HA POCT WM MaJeHUE PO-
nax. Pexnama nuine HanmpaBiisieT U 3aCTaBiIsieT 3alIOMHUTb.

- peryiaupoBaHHe cObITa — eclii 3a0bIBaTh O JAHHOW (YHKUHUU DPEKIaMBbl,
MOXXHO JIETKO 3apaboTaTh OTpHIATENIbHBIA MMUIK. Beerna Hy>kHO mowm-
HUTH O TOM, YTO KOJMYECTBO TOBapa JIOJXKHO COOTBETCTBOBATH OXKUJAHU-
M OT PEKJIAMHOW KaMIaHUM (BalllUM U KIIMEHTCKUM).

HuTepecsl 061iecTBa B 1EIOM TPEOYIOT OTpaguTh NOTPEOUTENEH OT JOXK-
HOM M HepoO0pOCOBECTHOUN pekiambl. Te ke MHTepechl AUKTYIOT HEe0OXO0au-
MOCTh CTHUMYJIUPOBAHUS COBITA, OCHOBHBIM CPEJICTBOM KOTOPOTO SIBISIETCS
Kak pa3 pekiama. [IpoTMBOpEYMBOCTH ITUX HHTEPECOB TPEOYeT rocynaapcT-
BEHHOI'O pEeryjlupoBaHus. 3aKOHOJATEIbCTBO O peKJaMe BO BCEX CTpaHax
MPEICTABIIAECT COOON KOMIIPOMUCC MEXKY BbIIICYKa3aHHBIMU UHTEPECAMH.
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Fluency Test 15

Choose the correct item to fill in the gaps:

1. Encarta’s History of Advertising notes that ... have found evidence of advertis-
ing dating back to the 3000s BC, among the Babylonians.

a. anthropo- b. archaeolo- c. paleontolo- d. prehisto-
ogists gists gists rians

2. One of the first known methods of advertising was the outdoor display, usually
an ... sigh painted on the wall of a building.

a. eye-arresting b. eye-catching c. eye-stopping d. eye-taking

3. An outdoor advertisement ... in Rome offers property for rent, and one found
painted on a wall in Pompeii calls the attention of travelers to a tavern.

a. excavated b. exhumed c. extracted d. extricated

4. In medieval times word-of-mouth praise of products gave rise to a simple but
effective form of advertising, the use of so-called town ...

a. announcers b. cries c. heralds d. plaintiffs

5. There were citizens who read public notices aloud and were also employed by
merchants to shout the ... of their wares.

a. places b. portions C. praises d. prices

6. Although graphic forms of advertising appeared early in history, printed adver-
tising made little ... until the invention of the movable-type printing press by
German printer Johannes Gutenberg about 1450.

a. coverage b. headway c. impression d. profit

7. Volney B. Palmer ... up shop as an advertising agent, the forerunner of the ad-
vertising agency.

a. opened b. set c. started d. took

8. By the end of the 1920s, advertising had established itself in radio to such a (n)
... that advertisers were producing many of their own programs.

a. amount b. extent C. range d. volume

9. The early 1930s ... in dozens of radio dramatic series that were known as soap
operas because they were sponsored by soap companies.

a. escorted b. showed c. ushered d. welcomed
10. First-hand knowledge of quality of products is not ...

a. given b. available c. understandable d. present
11. In order to survive in this business you must adopt a ... stance.

a. competition b. competing c. competitor d. competitive
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12. The local department store has to make a sustained effort at this time of the
year to ... customer demand for summer clothing.

a. satisfy b. satisfaction c. satisfies d. satisfying

13. A good team leader must be able to ... his colleagues to face the challenge of a
downturn in business.

a. inspiring b. inspiration c. inspires d. inspire
14. The ... trend in children’s desire to wear designer label clothes should be ex-
ploited.
a. currant b. current C. occurring d. occurred

15. You have to ... the public that it is in their own interest to read the instruction
on all our medicines.

a. convict b. conviction c. convince d. convincing

16. In order to mare a sensible ... among the different vacuum cleaners available, it
is important to do some research.

a. comparing b. comparison c. comparative d. compares

17. The ... of alcohol is not allowed in any of the company’s premises in order to
present a clean image.

a. consumer b. consumption C. consuming d. consumes
18. When you are out to ... new customers in an advertisement, choose the right
words.
a. attraction b. attractive c. attract d. attracts

19. The really effective television commercial is the one that ... you of its authen-
ticity.
a. persuades b. persuasion C. persuasive d. persuading
20. I can strongly recommend this ... as the best available on the market today.
a. producer b. product c. production d. produce
21. The evaluation and ... manufactured goods is an inescapable part of life in to-
day’s society.
a. division b. choice c. selection d. buying
22. But most people have little knowledge of the ... production.
a. actual b. important C. necessary d. valuable

23. Television had been introduced in 1940, but because of the high cost of TV sets
and the lack of programming, it was not immediately ...

a. embraced b. enjoyed c. patronized d. popularized
24. The essence of advertising is ...

a. conviction b. persuasion c. estimation d. evidence
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25. The British Code of Advertising Practice ... to protect the consumer.

a. lasts b. conducts C. exists d. wants
26. Advertisements should not ... attack or discredit other products.

a. hopefully b. unfairly c. badly d. quickly
27. People seldom rely ... ads.

a. to b. for c. on d. at
28. There are special ... on ads addressed to children.

a. laws b. regulations c. rules d. orders
29. The client company generally the advertising agency an agreed ...

a. treaty b. budget c. agreement d. contract
30. The agency ... ads.

a. constructs b. builds C. composes d. creates
31. The ... of advertising media is generally strongly influenced.

a. variant b. choice c. sample d. exhibit
32. People begin to find ads ... .

a. disgusting b. improving c. irritating d. annoying
33. Advertising is aimed ... conveying information to potential customers.

a. to b. for c. by d. at
34. For the typical manufacturer advertising is form of ...

a. defence b. insurance c. credibility d. profitability
35. The nature of consumer’s needs have to be ... assessed.

a. regularly b. seldom c. constantly d. eventually
36. Advertising goes ... television and hoarding, newspapers and magazines.

a. far beyond b. out of c. far from d. nextto
37. Some would say that advertising actually ... our lives.

a. improves b. enriches c. polishes d. helps
38. National newspapers derive much of their ... from advertising.

a. money b. benefit C. revenue d. profit
39. TItis illegal make untrue ... about goods.

a. descriptions b. statements c. approvals d. sentences
40. Unpaid advertising can provide god ... at minimal cost.

a. exposure b. expression c. attraction d. form
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16. INTERNATIONAL TRADE

Assessment Test 16

A. Supply the words and phrases with the Russian equivalents:

1. to measure the total flow of money, 2. to impose quotas, 3. barter, 4. di-
verse, 5. overseas ventures, 6. counter-trade, 7. comparative advantage,
8. visible trade, 9. to retaliate, 10. dumping, 11. flows of money, 12. free trade,
13. to earn revenue from, 14. fair competition, 15. to restrict.

B. Supply the words and phrases with the English equivalents:

1. BasIOBBIM BHYTPEHHUN MPOJYKT, 2. IBYCTOPOHHHUE OTHOILECHHUS, 3. HEBU-
JUMBIA SKCIIOPT, 4. 3a mpenelaMu rpaHull, 5. OCHOBHAasA cymma, 6. MPUHATH
OTBETHBIE MEpbI, 7. TPOJIOHTALMS KpeauTa, 8. KPaTKOCPOUHBIA KamuTal,
9. umeth (He) OsaronpuATHBIM OamaHc Toproeiau, 10. NPOTEKIMOHU3M,
11. nedurut, 12. Tapudsl, 13. nonumnel, 14. cHabxenue, 15. u30bITOK.

C. Translate the text below into Russian:
International Trade

In the age when many business people are thinking globally, it is just as
important to understand the working of the world economy as it is to under-
stand our national economy. Fortunately, the same concepts of supply and
demand, deficit and surplus also apply to international business. They just
manifest themselves differently.

There are two sides to every trade relationship: buying and selling goods.
In international trade, those who buy are importing goods or services from
foreign sources; those who sell are exporting products to customers aboard.

When Honduras exports bananas to Switzerland, they can use the money
earn to import Swiss chocolate — or to pay for Kuwait oil or a vacation in Ha-
waii. The basic idea of international trade and investment is simple: each
country produces goods or services that can be either consumed at home or
exported to other countries.

The main difference between domestic trade and international trade is the
use of foreign currencies to pay for the goods and services crossing interna-
tional borders. Although global trade is often added up in US dollars, the trad-
ing itself involves various currencies. Japanese videocassette recorder is paid
for in German marks in Berlin, and German cars are paid for in US dollars in
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Boston. Indian tea, Brazilian coffee, and American films are sold around the
world in currencies as diverse as Turkish liras and Mexican pesos.

Whenever a country imports or exports goods and services, there is a re-
sulting flow of funds: money returns to the exporting nation, and money flows
out of the importing nation. Trade and investment is a two-way street, and
with a minimum of trade barriers, international trade and investment usually
makes everyone better off.

D. Translate the text below into English.

TESCO — Uctopus Ycnexa

Te ceTn, KoTOpbIE C Hayana-cepeAuHbl 90-X rog0B MOCTABUIN YYET MOKY-
naresen Mmoj KECTKHIl KOHTPOJIb, HAYaJIM BBIMTPbIBaTh. OMH U3 CaMbIX ILIH-
KapHbIX NpumepoB - Toprosas cetb TESCO. Ananus crnocoba ee paboThl ¢
MOKYNAaTeNIIMHU YXKe OIyOJIMKOBAH U B PYCCKOS3bIUHOM JIUTEpATYpE.

B Teuenune nHeckonpkux et cetb TESCO B BenukoOputanuu pa3BuBajiach
CO CKOPOCTBIO Tropas/io 0oJiblIed, Y4eM OCHOBHbBIE KOHKYpeHTHI. Ilpurom, 4to
pHIHOK B BenukoOpuTanuu yke nodtu He pacter. OHM O0OOTHAIM IpaKTUye-
CKU BC€X KOHKYPEHTOB, KpOM€ camoro OoJbIIOro Juaepa B BenukoOpuranuu
— J. Sainsbury. OHO U3 KJIIOYEBBIX MAPKETUHTOBBIX PEIICHUH - BBOJ TOTaJIb-
HOTO yuera nokymnareneid. Komnanust pacnpoctpanuia nsa Mmuwuinona Kapro-
yek [Toxynareneit TESCO. U sTto mputom, 4To Ha TeppuTopun BennkoOpura-
HUU TPOKUBAIOT OKOJIO 22 MWUIMOHOB JOMOXO3SKUCTB. C MOMOIIBIO 3THX
Kaprouex TESCO otcermentupoBana moaei Ha Kpynusix, bonsmmnx, Cpen-
HUX, MeNKuX ImoKynarejaed 1 Ha MHOKECTBO JIPYTUX CEIMEHTOB.

DTO MOMOIJIO B MEPBYIO OYEPEAL ONITUMU3UPOBATH ACCOPTUMEHTHOE IIPE-
JIOKEHUE NI pasHbIX IpyNn nokymnareneu. [lanee, nposens aHaiu3 acCOpPTHU-
MEHTa B KOP3MHE pa3HbIX NOKyNAaTeJIey U 3Has ajapeca NMOKYIaTesed, KomIia-
HUSl CTajla MpejJiaraTh MOKymareiasM Ooliee JeTalbHO MPOJyMaHHbIE TOPTO-
BbI€ IpeIokeHus. [Ipennoxenns BKIIroYaay AeryCcTaluy, IpOMOAKIUY, pas3-
JIMYHOI'0 pOJa HOBLIECTBA TOBAPHOI'O ACCOPTUMEHTA, a TAKXKE ITOOLIPEHUS,
CKUJKHM U MHOTHE APYTHE PELICHHUs, ITO3BOJIAIOIINE YACPKUBATD MOKYIIATEIS
y ce0st B marazune. [Ipuyem, 3Tu npeuioxkeHus: ObUIH pelebHO aJpEeCHBIMU
1 ONMPAIIMCh HA PEAIbHBIE BKYCHI MTOKYIATENIEH U UX UCTOPHUIO MOKYIIOK. JTO
OBLJIO OJIHO U3 HEMHOrux pemienuit, npesparusinx TESCO u3 cpenneii cetu
BenukoOputanuu B camyto OBICTPYIO, IMHAMUYHYIO U PacTyIlyio ceTb B EB-
poIe Ha IPOTSHKEHUU MOCIIEAHUX IIATU-CEMHU JIET.
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Fluency Test 16

Choose the correct item to fill in the gaps:
1. The economists believe ... the comparative cost principle.
a. at b. of c. on d. in
2. Nations may have an absolute or a ... advantage in producing goods.
a. changeable b. comparative c. advantageous d. predicative
3. It’s impossible to know the quantity that will be imported with ... .
a. barriers b. quotas c. tariffs d. limits
4. Quotas provide no ... for the government.
a. profit b. revenue c. benefit d. surplus

5. The General Assembly on Tariffs and Trade (GATT) had the ... of objectives of
encouraging international trade.

a. purposes b. objectives c. targets d. decisions
6. It look nearly 50 years to arrive ... the final GATT agreement.

a. to b. at c. on d. for
7. Most developing countries ... free trade.

a. opposed b. approved c. neglected d. adopted
8. They practiced ... substitution.

a. export b. international c. import d. local

9. Nowadays many developing countries have ... debts with Western commercial
banks.

a. incredible b. big c. tiny d. huge
10. The IMF ... severe conditions.
a. puts b. imposes c. demands d. takes

11. Third world government are aware ... the export successes of the East Asian
“Tiger” economies.

a. about b. for c. off d. of
12. Democratic governments face ... every 4 or 5 years.

a. changes b. elections c. improvement d. discussions
13. Third world governments tend to ... trade barriers.

a. raise b. speed c. lower d. support
14. There are ... for things other than commodities.

a. places b. shops c. markets d. malls
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15. Buyers and ... may be scattered over the whole world.

a. shoplifters b. sellers C. customers d. clients
16. Brokers on London ... exchange buy and sell securities.

a. stock b. firm c. market d. company
17. The markets for real ... are local.

a. food b. estate c. materials d. fibre
18. Sea transport is very much ... than land transport.

a. expensive b. cheaper c. advantageous d. luxurious
19. Some goods must be ... very soon after they have been produced.

a. eaten b. consumed c. bought d. sold
20. Fresh goods do not travel ... .

a. badly b. easily c. well d. fast
21. Many workers are ... to move to a different country.

a. eager b. professional c. experienced d. reluctant
22. Before the war of 1914, over a million persons a year ... overseas from Europe.

a. went b. immigrate c. emigrated d. left
23. Employers may take the ...

a. deal b. company c. proposal d. initiative
24. Nevertheless labour markets are mainly local, or ... any rate national.

a. of b. at c. to d. from
25. Transport services by rail or tram are ... local.

a. obviously b. vividly c. badly d. constantly
26. Buyers and sellers may ... with one another telephone, cable or by mail.

a. speak b. deal c. contact d. chat
27. Importing and exporting are 2 aspects of ... trade.

a. national b. local c. urban d. foreign

28. Customs authorities must make ... that imported goods are not sold price than
that in their country.

a. confident b. clear C. sure d. obvious
29. Large firms may have their ... import and export departments.

a. own b. necessary c. single d. general
30. Many ... prefer to become foreign agents who work on commission.

a. sellers b. brokers c. dealers d. buyers
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31. A manufacturer can sell to a large export market if he has the ... products.
a. wrong b. bad c. good d. right
32. Goods you sell ... are visible exports.
a. home b. abroad c. somewhere d. all around
33.  When you buy visible import, ... leave your country.
a. goods b. services C. money d. limits
34. The export is providing a ... .
a. product b. book c. ticket d. service

35. Most large corporations earn corporation ... a great portion of their revenues
from their overseas ventures.

a. get b. take c. receive d. earn
36. There are two sides to every ... relationship: buying and selling goods.

a. foreign b. national c. trade d. domestic
37. The basic ... of international trade and investment is simple.

a. plan b. strategy c. idea d. method

38. Although global trade is often added up in US dollars, the trading itself ... vari-
ous currencies.

a. supplies b. provides c. involves d. acquires

39. And many nations owe a large share of their ...national product to the output of
firms based beyond their borders.

a. gross b. local c. foreign d. regional
40. Trade and investment is a ... street.

a. multiple b. numerous c. two-way d. one-way
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REVISION AND CONSOLIDATION V
Units 14 — 16 (Trade) from the textbook

Choose the correct item to fill in the gaps:

1. Advertising serves a (an) ... function.
a. important b. indispensable c. various d. different

b

It helps consumers to ... among competing products.
a. sell b. change c. choose d. break

3. It ... the possibilities of mass production and thus leads to the economies of scale
and to lower consumer costs.

a. extends b. opens c. creates d. has
4. Advertising plays a very important part in modern ...

a. selling b. production c. merchandising d. organizing
5. The ... tell the public about their new products.

a. reporters b. employees c. shop- d. manufacturers
assistants

6. Many more advertisements are ... to customer’s homes.
a. sent b. given c. taken d. brought
7. Advertising ... are called agencies.

a. places b. stands c. pictures d. companies
8. Marketing ... get information in three ways.

a. scientists b. researchers c. experts d. people
9. This great business of merchandising employs millions of ...

a. clients b. workers C. engineers d. white-collar
10. Clerks are ... the highest for top executives.

a. among b. between c. through d. besides
11. In the business world ... is sometimes depicted as “the engine of prosperity”.

a. marketing b. advertising C. management d. execution
12. It ... self-indulgence.

a. describes b. reveals c. depicts d. promotes
13. In recent years marketing has become a ... force in most companies.

a. driving b. leading c. well-known d. famous
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14. Marketing ... all business activities.
a. obtains b. contains c. includes d. owns

15. Marketing is made ... of such activities as transporting, storing and selling goods.
a. up b. out c. in front d. except

16. Marketing is a series of decisions you make during the process of moving goods
from ... to user.

a. seller b. patient c. consumer d. producer
17. We ... produce what people want, not what we want to produce.

a. must b. have to C. may d. areto
18. We must find ... what the customer wants.

a. at b. in c. out d. from
19. Nowadays all divisions of a company are ... to think marketing.

a. asked b. demanded c. met d. urged
20. Market research helps the producer to predict what people will want.

a. research b. discovery c. appeal d. challenge
21. The ability to recognize early ... is very important.

a. trends b. samples c. copies d. works
22. ... operations are very expensive.

a. selling b. marketing c. producing d. opening
23. The trend in the USA has been to high ... consumption.

a. mass b. individual c. personal d. common

24. The construction of good shopping centres has made goods ... to consumers.

a. sensitive b. available c. essential d. qualitive
25. The price depends ... different things.

a. on b. up c. of d. from
26. Many businesses ... unsound price politics.

a. face b. meet c. conduct d. pursue
27. The prices on industrial products are usually decided ... large companies.

a. by b. from c. at d. in
28. If demand increases, ... rise.

a. hobbies b. interests c. prices d. products
29. The product includes its design, ... and reliability.

a. quality b. quantity c. colour d. type
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30. Retail products may go through various channels of ...
a. sales b. destination c. distribution d. accommodation
31. Promotion involves considering and the packaging and ... of the product.
a. sending b. merchandising c. presentation d. exhibition
32. Every product must ... a unique selling proposition.
a. produce b. exercise c. demonstrate d. possess
33. There are ... sides to every trade relationship: buying and selling goods.
a. two b. four C. many d. afew

34. Each country produces goods or services that can be either ... at home or exported
to other countries.

a. drunk b. consumed c. destroyed d. sold
35. Several ranges ... advertising exist.

a. of b. under c. at d. in
36. The most frequently used ... for retail advertising is the local newspaper.

a. type b. question c. kind d. medium
37. Several points should be ... in planning advertising.

a. applied b. described c. considered d. concerned
38. Foreign business operations are more ...

a. simple b. complex C. serious d. general
39. Importing is particularly ... in the retailing industry.

a. prevalent b. nominative C. necessary d. absent
40. Manufacturers often ... foreign markets by exporting.

a. conquer b. win c. enter d. gain
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