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FOREWORD
Business English will help students to activate and extend their knowledge of English and gain the necessary confidence and skills to use it for their own purposes. It encourages to think about language creativity. There are opportunities for individual, pair and group work in class and self-study work at home. This book includes a wide range of activities and approaches designed to appeal to different personal learning styles.
The course consists of five units, each containing the same component sections which covers various types of activities.
 Unit 1: Business Etiquette
 Unit 2: Telephoning
 Unit 3: Business Trip
 Unit 4: Types of Business Organizations
 Unit 5: Company Structure 
Every unit has speaking activities, a wide range of exercises to master students’ writing skills, reading exercises which help and encourage the students to read without stress, for enjoyment, and for singling out specific information.










UNIT 1. ETIQUETTE


Basic Vocabulary
I. Read, translate and memorize the following words and word-combinations.
	1. to arrange[əˈreɪndʒ] I have arranged a meeting at four o’clock.
	договориться, организовать Я организовал встречу в четыре часа.

	2. business colleagues[ˈbɪznɪs ˈkɔli:ɡz] He has some business colleagues in Sweden.
	коллеги по бизнесу   У него несколько коллег по бизнесу в Швеции.

	3. etiquette[ˈetɪket]
	Этикет

	4. to assume[əˈsju:m] They assumed that it was a joke.
	считать, полагать Они посчитали это шуткой.

	5. corresponding[ˌkɔrɪsˈpɔndɪŋ]
	Соответствующий

	6. to behave[bɪˈheɪv] They don’t know how to behave with foreigners.
	вести себя Они не знают как вести себя с иностранцами.

	7. matter[ˈmætə]
	проблема, дело

	8. rarely[ˈrɛəlɪ] The Japanese rarely drink at lunchtime.
	редко Японцы редко пьют во время обеда.

	9. to get down[ɡetdaun] to smth. Let’s get down to business.
	приступить Давайте приступим к делу.

	10. to regard[rɪˈɡɑ:d] She regarded it as a compliment.
	расценивать Она расценила это как комплимент.

	11. strict[strɪkt]
	Строгий

	12. behavior[bɪˈheɪvjə] The rules of socialbehavior in Japan are very strict.
	поведение Правила поведения в общесте в Японии очень строгие.

	13. seniority[ˌsi:nɪˈɔrɪtɪ]
	Старшинство

	14. to complete[kəmˈpli:t] They couldn’t complete the deal.
	завершить Они не смогли завершить сделку.

	15. bow[bau]
	Поклон

	16. casual[ˈkæʒjuəl] The Americans arecasual and informal.
	легкий в общении Американцы легкие и непринужденные в общении.

	17. reserved[rɪˈzə:vd] They are very reserved.
	сдержанный Они очень сдержанные.

	18. conversation[ˌkɔnvəˈseɪʃən] It is hard to start a conversation with a foreigner for me.
	разговор Мне трудно начать разговор с иностранцем.

	19. link[lɪŋk]
	связующее звено


2.  Match the following English words with their definitions:
	1.rarely
	a.partners, co-workers

	2.conversation
	b.organize

	3.corresponding
	c.think, expect

	4.assume
	d.severe, tough

	5.etiquette
	e.chat, discussion

	6.arrange
	f.like, analogous

	7.strict
	g.code, protocol

	8.colleagues
	h.seldom, notoften


3.  Match the words with their Russian equivalents:

	1.seniority
	a.непринужденный

	2.informal
	b.дела бизнеса

	3.bang ontime
	c.незнакомцы

	4.corresponding
	d.обычаи

	5.customs
	e.международный этикет

	6.international etiquette
	f.редко

	7.business deal
	g.появиться как раз вовремя

	8.strangers
	h.соответствующий

	9.rarely
	i.сделка

	10.business matters
	j.старшинство


4.  Read the following text«ETIQUETTE»
ETIQUETTE
Travelling to all corners of the world gets easier and easier. We live in a global village, but how well do we know and understand each other? Here is a simple test. Imagine you have arranged a meeting at four o’clock. What time should you expect your foreignbusiness colleagues to arrive? If they are German, they’ll bang on time. If they are American, they’ll probably be 15 minutes early. If they are British, they’ll be 15 minutes late, and you should allow up to an hour for the Italians.
When the first books giving advice on international etiquetteappeared, the British thought this was a joke, because they assumed that the understanding of their language meant a corresponding understanding of English customs. Very soon they realized that they had a lot to learn about how to behave with their foreign business friends. And here are some examples:
The British are happy to have a business lunch and discuss business matters with a drink during the meal; the Japanese prefer not to work while eating. Lunch is a time to relax and get to know one another, and they rarely drink at lunchtime. The Germans like to talk business before dinner, the French like to eat first and talk afterwards.
Taking off your jacket and rolling up your sleeves is a sign of getting down to work in Britain and Holland, but in Germany people regard it as taking it easy.
 The Japanese have perhaps the strictest rules of social and business behavior. Seniority is very important, and a younger man should never be sent to complete a business deal with an older Japanese man. You should not expect the Japanese to shake hands when greeting someone. Bowing the head is a mark of respect and the first bow of the day should be lower than when you meet thereafter.
The Americans prefer to becasual and more informal than the Japanese, as illustrated by the universal “Have a nice day!” The British are cool and reserved. The great topic of conversation between strangers in Britain is the weather – unemotional and impersonal. In America, the main topic between strangers is the search to find a geographicallink. “You really live in Ohio? I had an uncle who once worked there”.
 5. Answer the questions on the text
1. What does the phrase “we live in a global village” mean?
2. If you arranged a meeting at 4, when do the Italians probably arrive?
3. Why did the British regard the first books giving advice on international etiquette as a joke?
4. Why do the Japanese prefer not work while eating?
5. What is very important in Japan to complete a business deal?
6. What is a mark of respect in Japan?
7. What is the main topic of conversation between strangers in America and in Great Britain?
 6. Choose the correct word or word combination: 
1.If you arranged a meeting with your German business colleagues, they will probably ...
a) be 15 minutes early
b) bang on time
c) be 15 minutes late
 
2.When the first books giving advice on international etiquetteappeared, the ... thought this was a joke.
a) British
b) Japanese
c) Americans

3.The Japanese prefer not to ... while eating.
a) laugh
b) talk
c) work

4.A younger man should never be sent to ...a business deal with an older Japanese man.
a) discuss
b) start
c) complete

5.The first ... of the day should be lower than when you meet thereafter.
a) bow
b) kiss
c) hug

6.The British are cool and ... .
a) reserved
b) strict
c) pleasant

7.In America, the main topic between strangers is the ... .
a) weather
b) geographical link
c) political situation
 7. Complete the sentences using the words from the box:

	German American British Italians French Japanese



1.The ....................................are happy to have a business lunch.
2.The .................................... like to eat first and talk afterwards.
3.The ........................ have perhaps the strictest rules of social and business behavior.
4.The ...................................prefer to becasual and more informal than the Japanese.
5.You should allow up to an hour for the ..................................... .
6.If they are ................................................., they’ll bang on time.
  8. Give the English equivalents:
1.организоватьвстречу ………………………………………………….….…...
2.советы по международному этикету ……………………………….…….…..
3.понимание английских обычаев …………………………………………..
4.вести себя правильно …………………………………………………….……
5.обсуждать дела бизнеса за обедом …………………………………….…….
6.приступить к работе …………………………………………………….……...
7.расслабиться …………………………………………………………….……...
8.Вы не должны ожидать …………………………………………….………….
9.“Хорошегодня!” …………………………………………………………….....
 9. Prove the following statements:
1.The Japanese have perhaps the strictest rules of social and business behavior.
2.The Germans are very punctual and businesslike.
3.The Americans are very sociable.
10. Translatethesentences: 
1. На какое время Вы назначили встречу с зарубежными коллегами по бизнесу? .........................................................................................................................................
2. Предполагается, что высококвалифицированные инженеры должны иметь соответствующие знания физики и математики. ....................................................
.........................................................................................................................................
3. Они совсем не знают как вести себя с коллегами из африканских стран. .........................................................................................................................................
4. В Европе люди редко пьют алкогольные напитки в дневное время. .............
.....................................................................................................................................
5. После долгих выходных очень тяжело приступить к работе.
.........................................................................................................................................
6. В восточных странах старшинство имеет большое значение. .........................
.....................................................................................................................................7. Правила социального поведения должны воспитываться в ребенке с раннего возраста. ...........................................................................................................................
8. Много лет назад американская непринужденность в поведении шокировала сдержанных британцев. ............................................................................................
.....................................................................................................................................
  SPEAKING
11. Read the tips for travelers and discuss them. Do you find them strange? Can you think of your own examples?
In France you shouldn’t sit down in a café until you’ve shaken hands with everyone you know.
In Afghanistan you should spend at least five minutes saying hello.
In Pakistan you mustn’t wink. It is offensive.
In the Middle East you must never use the left hand for greeting, eating, drinking or smoking. Also, you should take care not to admire anything in your hosts’ home. They will think that they have to give it to you.
In Russia you must match your hosts drink for drink or they will think you are unfriendly.
In Thailand you should clasp your hands together and lower your head and eyes when you greet someone.
In America you should eat your hamburger with both hands and as quickly as possible. You shouldn’t try to have a conversation until it is eaten.

Cross-Cultural Business Etiquette

Every culture is different, and has different styles of etiquette. Every day deals are lost throughmisunderstandings, even between relatively similar cultures. These misunderstandings do nothave to be huge to have an effect on your business – a poor first impression could leave yourprospective partner or customer with a bad feeling. Knowing the right etiquette can help youavoid this and save you a great deal of wasted time and money.
Clothing
Wearing the appropriate clothing makes a good first impression and sets the tone for how youwill be seen. If you work in an industry in which casual dress is the norm, make sure it is also thenorm in the country and company you are visiting. For example, men tend not to wear suitjackets and ties in Colombia and the Middle East, but are still expected to be dressed smartly.Women may also need to think about the appropriate skirt length, makeup, jewelry and heelheight. When in doubt, it is always best to dress conservatively, and in dark colors.
Conversation
Communicating in a foreign country can be difficult. Often you may find that your businesscolleague speaks English -- but if they speak imperfectly, you will need to remember not tocorrect them as that may be seen as impolite. You should also determine what makes anappropriate topic of conversation in the country you are visiting. For example, in Japan, peopledo not tend to talk about money, and in Switzerland personal questions are usually notappreciated among mere acquaintances. It is a good idea, however, to learn a bit about the historyof the country or place you are visiting and to be prepared with a few questions about localculture to use as a conversation starter.
Greetings
Many countries have their own style of greeting, and there is nothing more off-putting than try tokiss someone who is only expecting a handshake, or holding out your hand pointlessly while theother person bows. In many countries, it is also polite to give small gifts when meeting someone.Make sure you find out the local custom and avoid giving an overly expensive gift that the otherperson will feel the need to reciprocate. In many Southeast Asian cultures, business cards areusually exchanged and no one is taken seriously who does not have a business card. The cardsmust also be treated with respect, and not shoved immediately into a pocket.
Forms of Address
While people in the U.S. tend to call colleagues by their first name in all but the most formalsituations, this would be considered rude in many other cultures. When you first meet someone,listen carefully to how they are introduced to you and then use that form of address. When indoubt, use a person's title and last name until they invite you to use their first name. Also keep inmind that in some cultures, people with academic degrees expect to be addressed by thisqualification, as in “Professor” Smith. In some cultures, people with a Ph.D., or doctorate, expectto be addressed as “Doctor Smith”.
Time And Space
In some cultures, it is not expected that people will be on time. If your colleague or customer islate for a meeting, it is best to take a relaxed view. People from different cultures also havedifferent ideas about personal space. Standing close or touching another person may beconsidered appropriate. However, this may not apply to those of the other sex. For example, inthe Middle East, men often hug each other and hold hands, but do not touch women they arenot related too, and the same is true of women. In Mexico, it is OK to give a friendly pat on theback, but in China you should never touch the other person. While in Thailand and India,handshakes are fine, but you should never touch a person's head.

READING COMPREHENSION
Answer the questions:
1. Why is it important to know the cross cultural etiquette?
2. What is the best way to dress if you don’t know the dress code of the company you aregoing to visit?
3. Is it appropriate to correct you business colleagues when they speak English imperfectly?
4. What rules should be obeyed during greetings in business meeting among members ofdifferent cultures?
5. What forms of address are the most appropriate ones?
6. Give examples of different ideas about personal space in different cultures?



CHECK YOUR KNOWLEDGE OF CROSS CULTURAL ETIQUETTE
CASE NO. 1:
Below you will find the DOS and DON’T of BUSINESS DINING ETIQUETTE. Three of thestatements are wrong. Decide which statements are wrong and change them to true statements.
THE DOS AND DON'TS OF DINING
Do not order difficult-to-eat foods (pasta, ribs, lobster, etc.).
Follow the lead of your interviewer and mirror his/her body language.
Order alcohol to calm your nerves – control your emotions.
Order the same number of dishes as your business partner.
Use proper “Continental Dining Style” – no switching fork back and forth.
Don’t move your bread-and-butter plate closer to you.
Learn the difference between a soup bowl and a finger bowl.
Pass salt-and-pepper shakers separately.
Place your napkin on the left when your meal is finished. Do not refold it.
Don’t forget to turn off your cell phone.
If you're the person who initiated a business lunch/dinner – ask your partner to
pay for it.

CASE NO. 2
Below you will find a number of statements about different manners in different cultures andcountries. Order each statement to a proper box with a different country name.
1. In general, people in the East dress more formally, while people in the West are knownfor being a bit more casual.
2. Maintain eye contact and a few feet of personal space
3. Business dress is formal and conservative.
4. Hold the card in both hands when offering it, the translated side facing the recipient.
5. Business attire is conservative and unpretentious.
6. Business cards are exchanged after the initial introductions without formal ritual.
7. Never attempt to be overly friendly. This nation generally compartmentalize theirbusiness and personal lives.
8. Business cards are exchanged at the initial introduction without formal ritual.
9. Maintain direct eye contact while speaking.
10. During negotiations this nation may lose their temper, walk out of the meeting, orthreaten to terminate the relationship in an attempt to coerce you to change yourposition.
11. Business dress is understated and stylish. Good quality accessories are appreciated.
12. Hold the card in both hands when offering it, the translated side facing the recipient.
13. Many members of this nation will look towards the ground when greeting someone.
14. Business cards are exchanged without formal ritual.
15. Business cards are exchanged after the initial introductions without formal ritual.
16. Maintain eye contact during the greeting.
17. In negotiations be prepared to back up your claims with facts and figures. This nation relyon facts, rather than emotions, to make decisions.
18. There will be a brief amount of small talk before getting down to the business at hand.
19. Meetings may appear relaxed, but they are taken quite seriously.
20. Under no circumstances should you lose your temper or you will lose face and
irrevocably damage your relationship.

UNITED STATES OF AMERICA
1.
2.
3.
4.
UNITED KINGDOM
1.
2.
3.
4.
FRANCE
1.
2.
3.
4.
RUSSIA
1.
2.
3.
4.
CHINA
1.
2.
3.
4.





















Exercise 12. How ethical are you in your business dealings? Find out with the
questionnaire below:

	1. You do a lot of travelling on business.
Your company pays your air fares and youhave collected ‘frequent flyer’ miles fromthe airlines that you can exchange for free flights. If you use them for your ownpersonal travel, nobody will know. Will you
a. use them for business trips and save yourcompany money?
b. use them to upgrade your seat to firstclass on business trips?
c. book that holiday in the Bahamas thatyou’ve always wanted?

	5. You work in the purchasing department
of a large company. One of your suppliers
has sent you a Christmas present - a case ofwine. They know you shouldn’t accept it because they also sent a note promising notto tell any of your colleagues about it. Willyou
a. send the wine back and never buy
anything from that supplier again?
b. send the wine back and explain you canonly accept gifts up to a certain value?
c. send the wine back and say that you
prefer fine malt whisky?

	2. You are the manager of a charming pubin the country a long way from the nearesttown. The owner of the pubwants you torun an ‘all you can drink’ campaign wherethe customers can have as much beer asthey want for a fixed price. It’s bound toattract more customers and be veryprofitable. Will you
a. refuse to do it, in case it encourages
people to drink and drive?
b. agree to do it, but put up posters warning against drink-driving and start selling black coffee as well as beer?
c. refuse to do it unless you receive a profit related bonus?
	6. You are a financial manager. Until last
year, your company had an unbroken recordof rising earnings per share, but last year’sprofits were down. Fortunately you havereceived a very large order since the
beginning of the present financial year.
Your boss tells you to record the new orderin last year’s accounts, so you don’t spoilthe company’s track record. Will you
a. explain it might mislead shareholders
and refuse?
b. refuse unless you can include a note
about it in the small print in the annual
report?
c. agree and suggest some other ‘legal’
ways of making the figures look better thisyear?

	3. You are the owner of a small business.One of your suppliers, an old friend, hasasked you to pay them cash for an order sothey can avoid paying VAT. There’s nochance of you getting into trouble even ifthe tax office find out because it is yoursupplier’s responsibility to declare it, notyours. Will you
a. refuse?
b. warn your friend that they could get into trouble but agree if they insist?
c. agree? (After all, what are friends for?)
	7. You are friendly with someone in the
strategic planning department of your
company. One day, they give you some
confidential information. They tell you
about a company they are going to target
for take-over. They are sure the share pricewill rise. You could make a lot of money ifyou buy shares now. Will you
a. tell your colleague they shouldn’t pass on confidential information?
b. thank your colleague but do nothing?
c. tell your broker to buy as many shares as they can?

	4. You have run out of stationery at homeand there’s plenty of nice blank paper andenvelopes in your desk at work. Will you
a. resist the temptation to take any home?
b. take a little home to keep yourself going until you can buy some more?
c. take plenty home so you don’t run outagain?

	8. You are the owner of a small company.
A friend offers you a free copy of a
computer software program that you need atwork. If you accept their offer, you won’thave to pay the $700 licensing fee to thesoftware company. Will you
a. turn down your friend’s offer and buyyour own copy?
b. accept your friend’s offer?
c. accept their offer and charge the
company $700 which you can pocket tax-free?



How did you score?
	Mostly as

	Mostly bs

	Mostly cs


	You may not always be
popular with your
colleagues but your businesscontacts know they can trustyou to play fair. If somepeople accuse you of beinginflexible, it’s because yourstrong principles make themfeel uncomfortable. Yourhonest approach should
bring you success in your
career and, although it maybe slow coming, it’s boundto be long-lasting.

	You like to do what’s rightif you can, but realize theworld is not an honest place.You’ve probably noticed theperson who tells the truth isnot always the person whogets on fastest so you areprepared to makecompromises, accepting thefact that in order to dobusiness you sometimeshave to bend the rules.

	If the people around you arebehaving dishonestly, youwill do everything necessaryto ensure they don’t get yourshare. As you see it, if youcan’t beat them, join them.No doubt you will advanceup the ladder of success attop speed because you are
very good at telling peopleexactly what they want tohear. The trouble is, it is notalways what they shouldhear, so your success willprobably be short-lived.



Exercise 13. Read this article and choose one of these titles for it:

When in Rome ... Problems that business people face
Travelling abroadGood manners, good business
Doing business in EuropeI didn’t mean to be rude!

Nobody actually wants to cause offence but, as business becomes ever moreinternational, it is increasingly easy to get it wrong. There may be a single Europeanmarket but it does not mean that managers behave the same in Greece as they do inDenmark.
In many European countries handshaking is an automatic gesture. In France goodmanners require that on arriving at a business meeting a manager shakes hands witheveryone present. This can be a demanding task and, in a crowded room, may requiregymnastic ability if thefarthest hand is to be reached.
Handshaking is almost aspopular in other countries- including Germany,Belgium and Italy. ButNorthern Europeans,such as the British andScandinavians, are not quite sofond of physicalDemonstrationsof friendliness.
In Europe the mostcommon challenge isnot the content of the food, but the way you behave as you eat. Some things are just notdone. In France it is not good manners to raise tricky questions of business over the main39course. Business has its place: after the cheese course. Unless you are prepared to eat insilence you have to talk about something - something, that is, other than the business dealwhich you are continually chewing over in your head.
Italians give similar importance to the whole process of business entertaining. In fact,in Italy the biggest fear, as course after course appears, is that you entirely forget you arethere on business. If you have the energy, you can always do the polite thing when themeal finally ends, and offer to pay. Then, after a lively discussion, you must remember thenext polite thing to do - let your host pick up the bill.
In Germany, as you walk sadly back to your hotel room, you may wonder why yourapparently friendly hosts have not invited you out for the evening. Don’t worry, it isprobably nothing personal. Germans do not entertain business people with quite the sameenthusiasm as some of their European counterparts.
The Germans are also notable for the amount of formality they bring to business. As anoutsider, it is often difficult to know whether colleagues have been working together for30 years or have just met in the lift. If you are used to calling people by their first namesthis can be a little strange. To the Germans, titles are important. Forgetting that someoneshould be called Herr Doktoror Frau Direktorinmight cause serious offence. It is equallyoffensive to call them by a title they do not possess.
In Italy the question of title is further confused by the fact that everyone with auniversity degree can be called Dottore - and engineers, lawyers and architects may alsoexpect to be called by their professional titles.
These cultural challenges exist side by side with the problems of doing business in aforeign language. Language, of course, is full of difficulties - disaster may be only asyllable away. But the more you know of the culture of the country you are dealing with,the less likely you are to get into difficulties. It is worth the effort. It might be rather hardto explain that the reason you lost the contract was not the product or the price, but the factthat you offended your hosts in a light-hearted comment over an aperitif. Good mannersare admired: they can also make or break the deal.

Exercise 14. Decide if these statements are true or false, according to the writer:
1. In France you are expected to shake hands with everyone you meet.
2. People in Britain shake hands just as much as people in Germany.
3. In France people prefer talking about business during meals.
4. It is not polite to insist on paying for a meal if you are in Italy.
5. Visitors to Germany never get taken out for meals.
6. German business people don’t like to be called by their surnames.
7. Make sure you know what the titles of the German people you meet are.
8. Italian professionals are usually addressed by their titles.
9. A humorous remark always goes down well all over the world.

Exercise 15. Discuss these questions:
Which of the ideas in the article do you disagree with?
What would you tell a foreign visitor about good manners in your country?
How much do you think international business is improved by knowing aboutforeign people’s customs?

UNIT 2.BUSINESS TRIP
1. Read the following words and their translation. Try to memorize thevocabulary:
CUSTOMS
	customs-house
 customs tariffs
customs inspector
customs inspection
	Таможня
таможенные тарифы
таможенный инспектор
таможенная инспекция

	customs-office
	таможенное управление, таможня

	liable to duty
	подлежащий оплате таможенными
пошлинами

	duty-free

	не подлежащий оплате таможенными
пошлинами

	duty-free quota list

	список предметов, разрешенный к
беспошлинному ввозу

	prohibited articles list

	список товаров, ввоз или вывоз
которых ограничен

	to fall under restrictions
	подпадать под ограничения

	to declare something
(at the customs- house)

	сделать заявление о наличии вещей,
облагаемых пошлиной их стоимости, количестве, весе и т.д.

	Particulars
	необходимые сведения, подробности

	Effects
	движимое имущество

	personal effects
	личные вещи

	to go through one’s luggage
	досматривать багаж

	to smuggle
	заниматься контрабандой

	to pass through
	пройти таможенный досмотр

	to exceed the quota
	превысить норму

	to check something against the
invoice(contents list)
	сверять по накладной, списку


	to license the exports(imports)
	выдать лицензию на ввоз/вывоз



2. Read the text and translate it using the dictionary
Text A
At the Customs House
The moment a traveler crosses the border their luggage is taken to thecustoms-house by porters. Every country has its own customs regulations, whichstipulate what articles are liable to duty and what are duty-free.Sometimes an article which falls under customs restrictions and is liable toduty is allowed in duty-free if the traveler does not exceed a certain fixed quota.These are listed in a duty-free quota list. Customs restrictions also include aprohibited articles list. This is a list of items which may not be brought into acountry or taken out of it. An official paper (from the proper authorities) givingpermission to take items, which fall under special customs restrictions, in or out ofa country is known as an import or export license.
If the traveler has any item which comes under customs restrictions he isasked to declare it. That is, he is asked to name the item, stating its value and otherparticulars. The declaration is made either orally or in writing on a special form.The practice seems to vary in different countries. Upon payment of duty thetraveler is given a receipt. As a rule personal effects are duty-free.
It sometimes happens that a passenger’s luggage is carefully gone through in
order to prevent smuggling. The formalities at the customs-house usually takesome time. Only after passing through the customs does one realize that theirjourney is drawing to an end (or beginning, as the case might be).

3.  Answer the following questions:
1) What are the duties of a customs inspector?
2) What is the meaning of the question”Have you anything to declare”one hears at the customs-house so often?
3) What is the phrase “ I have nothing to declare” mean?
4) Do customs restrictions vary in different countries?
5) Have you ever gone through a customs inspection? If so relate yourexperience.
6) What is a duty-free item?
7) What do we mean by saying that something is an item liable to duty?
8) Why is smuggling punishable by law?
9) What does the Customs Inspected stamp stand for?
10) Can you name some of the ‘personal effects” one usually takes alongon a journey?

4. Give the English equivalents of the following collocations:
попадать под ограничения, осматривать (багаж), заниматьсяконтрабандой, таможенный сбор, таможенная декларация, таможенноеуправление, личные вещи, пройти таможенный досмотр, таможенныеправила, таможенныеограничения.

5. Match the words and their explanation:
	a. duty-free goods

	1. to make known publicly orofficially, according to rules,custom, etc.; to make a fullstatement of property

	b. to declare
	2.  responsible , esp. in law forpaying for something

	c. effects(pl.)
	3.  the cases, bags ,boxes, etc. of atraveler

	d. to smuggle
	4.  the dividing line between two countries

	e. restrictions
	5.  things you can buy at airportsor on ships without paying thefull price because there is no taxon them

	f. tariff
	6.  belongings, personal property

	g. liable

	7.  to take (esp. goods) from onecountry to another illegally

	h. border

	8.  a tax collected by a government,usually on goods coming into acountry

	i. luggage

	9.  the worth of something in money oras compared with other goods

	j. value

	10. rules or laws that strictlycontrol what you are allowed to do



6.  Read the text and try to guess themeaning of the words printed in bold
Text B
Pat arrived at the airport two hours ago to catch her plane to Tokyo. At thecheck-in-counter, a ticket agent looked at her ticket and her passport and herbaggage was checked in (weighed on the scales). Pat's suitcases were very heavy,so she had to pay an excess baggage charge (amount of money for additionalweight).
Next she was given a boarding pass (a ticket that allows her to get on theplane). The boarding pass has a seat number written on it, and Pat was given awindow seat in the non-smoking section. Her suitcases were labeled and sent off tobe loaded into the hold of the airplane.
While waiting for the flight to be called, Pat goes to the newsstand to buy anewspaper. Then she goes through the security check, where her carry-on luggage
(the bags she is keeping with her on the plane) is searched. Then Pat goes into theduty-free shop where she has a chance to buy some things cheaply. The goods shebuys here are cheap because they are not taxed.
In the departure lounge Pat joins the other passengers who are sitting andwaiting until it is time for their flight to depart. After a few minutes Pat hears theannouncement: Flight 156 to Tokyo now boarding at Gate Three, and she goes toboard (get on) her plane.

7.  Answer the questions to the text:
1) When you arrive at the airport you first go to the … counter.
2) You have to have a … pass so that you can get on the plane.
3) After the security check, you wait in the … lounge.
4) You can buy many things cheaply at the … shop.
5) When you hear the announcement, you go to the … to board your plane.

8.  Grammar Assignments
 Supply prepositions or adverbs where necessary:
1) It is the porters who always carry the passenger’s luggage .….. the hold of aship or ….. the luggage-van of a train ….. the customs-house ….. aninspection.
2) This is duty-free according ….. our customs regulations.
3) Do you know whether there are any restrictions …..imported cameras inthis country?
4) Personal effects are usually duty-free if one does not exceed ….. a certainquota.
5) In a number of countries furs do not fall ….. customs restrictions.
6) Customs duties are taxed both ….. imported as well as exported goods.

9.  Complete the following sentences using the words and expressions from
the word and phrase list. Try to think of as many variants as possible:
1) Customs wars are waged between different countries so as to …
2) Customs tariffs serve to …
3) It is only natural that in war- time customs inspections are more…
4) Customs houses are set up to …
5) To declare an item is to …
6) The opposite of reducing customs tariffs is to …
7) If one exceeds the quota…
8) At the border the personal luggage is taken to … for …
9) If an article falls under restriction we say that …
10) The standard question a customs inspector would use before going throughyour luggage is …
11) When questioned by the customs inspector you are to give particulars of …
12) Duty-free articles are allowed to …

10. Translate the following from Russian into English:
1) Я не знаю, что разрешается провозить беспошлинно.
2) Вы не превысили норму. Оплате пошлиной эти вещи не подлежат.
3) Я ничего не имею предъявить вам.
4) Я не знал, что на эти предметы распространяются таможенныеограничения.
5) Эти предметы подлежат таможенному обложению в размере 100процентов их стоимости.
6) При переезде через границу вы обязаны сообщить об имеющейся у вас наруках иностранной валюте.
7) Я вас прошу, как можно скорее осмотреть мой багаж. Мой самолетвылетает через час.
8) Вот лицензия Министерства Торговли на вывоз этого аппарата.

11.  Translate the following text in the written form using the dictionary
Tips for Travelers
Once your travel plans are confirmed, check the expiration date of yourpassport. It's also a good idea to make photocopies of the data page; leave one copywith someone at home and keep another with you, separated from your passport.If you lose your passport, promptly call the nearest embassy or consulate andthe local police; having a copy of the data page can speed replacement. You needonly a valid passport to enter Great Britain for stays of up to 90 days.
When shopping, keep receipts for all of your purchases. Upon reentering thecountry, be ready to show customs officials what you've bought. If you feel a duty
is incorrect, appeal the assessment. If you object to the way your clearance washandled, get the inspector's badge number.
In either case, first ask to see a supervisor, then write to the port director at the
address listed on your receipt. Send a copy of the receipt and other appropriatedocumentation. If you still don't get satisfaction you can take your case to customsheadquarters.

12.  Put the words in the right order to make sentences:
1) a/ must/ not/ ticket/ travel/ without/ you.
2) a/ need/ the/ to USA/ visa/ visit/ you.
3) at/ check/ check-in-desk/ in/ luggage/ must/ the/ you/ your.
4) at/ check-in-desk/ don’t/ have/ passport/ show/ the/ to/ you/
your.

13.  Look through the following samples of customs declarations. Think
of the way you can fill them in. Write your information in block capital letters
SAMPLE B
Customs Declaration
Customs Service
Each arriving traveller or responsible family member must provide the following
information (only ONE written declaration per family is required):
1.Family Name ……………………………………………………………
2.First (Given) Name………………………………………………………
3.Middle Initial(s)………………………………………………………….
4.Birth Date (day/mo/yr)…………………………………………………...
5.Airline/Flight No. Or Vessel Name or Vehicle License No …………….
6.Number of Family Members travelling with You………………………
6. (a) Country or Citizenship………………………………………………..
7. (b) Country of Residence…………………………………………………
8. (a) U.S. Address (Street Number /Hotel/Mailing Address in U.S.)……….
9. (b) U. S. Address (City) ………………………………………………….
10. (c) U.S. Address (State) ………………………………………………….
11. Countries visited on this trip prior to U.S. arrival………………………..
12. The purpose of my (our) trip is or was Business.............Personal..... ..
(Check one or both boxes, if applicable)
13. I am (We are) bringing fruits, plants, metals, food,soil, birds, snails, other live animals, wildlife products ………………………………………………….Yes No
farm products; or, have been on a farm or ranchoutside the U.S………………
14. I am (We are) carrying currency or monetaryinstruments over $ 10.000 U.S ……………………………………………………………………..Yes No
15. I have (We have) commercial merchandiseU.S. or foreign (Check one box only) ………………………………………………………………………………Yes No
16. The total value of all goods, including commercialmerchandise, I/we purchased or acquired abroad ………………
and am/are bringing to the U.S. is: (U.S. Dollars)
SIGN BELOW AFTER YOU READ NOTICE ON REVERSE
I have read the notice on the reverse and have made a truthful declaration.
……………….. ……………………….
Signature Date (day/month/year)

14. Role-play the following dialogue
Customs officer:Good morning! Come this way, please.
Passenger:Yes, thank you.
Customs officer:Are these your suitcases, sir?
Passenger:Yes, that's right.
Customs officer:Do you have goods to declare?
Passenger: I don't think I have.
Customs officer: Okay, put your bags on the counter, please.Your customs form, please. Thank you. How long areyou planning to stay in the country?
Passenger: Two months, I think.
Customs officer: What's the purpose of your visit?
Passenger: I'm here on business.
Customs officer: I see. And you have nothing to declare?
Passenger: Pardon?
Customs officer: I mean alcohol, cigarettes, medicine ...
Passenger:Oh, no.
Customs officer:What's inside this bag?
Passenger:Presents for some of my colleagues.
Customs officer:Uh-huh. Spirits?
Passenger:A bottle of French red wine.
Customs officer:Any meat?
Passenger:What?
Customs officer:Food, fresh fruit ...
Passenger:Uh, no.
Customs officer:No plants?
Passenger:No. But I have 200 French cigarettes for my friends.
Customs officer:You don't need to declare this. That's under the limit.
Passenger:Good.
Customs officer:Okay, that's okay. Here's your form.
Passenger:Thank you.
Customs officer:Welcome to the USA!

15.  Choose the correct verb form to fill gaps in these sentences:
1) I know it's not easy, but try ….. your best in the exam. (doing /to do)
2) This job is exhausting. I'm going to stop ….. a rest. (having/to have )
3) When I was a child I remember ….. horses in the street. (seeing/tosee)
4) My secretary isn't very reliable. She often forgets ….. the files in thecorrect order. (to put/ putting)
5) That athlete is attempting ….. the world record. (to break/ breaking)
16. British Airways. Check-in Information for Passengers.
For all domestic and European flights, check-in is one and a half hours before departure. For international departures, check-in is two hours before departure. You must check in within the recommended time before your departure.
1. Your baggage must be securely closed and locked.
2. Every piece of you checked baggage must be labeled with your name and destination address. We suggest a label should always be put inside each piece of baggage.
3. You must remove all old destination labels from previous trips. Old labels may delay your baggage.
4. Do not carry unidentified object for other people.
5. You may carry personal items as cabin baggage.British Airport recommends passengers include important documents, cash, valuable items, medication and laptops (portable computers) in their cabin baggage. Do not pack these in your checked baggage.
6. British Airport recommends passengers do not carry items which are considered a security risk in their cabin baggage (e.g. scissors, knives or similar items).
7. British Airport recommends that all software on lap-top computers is backed up before travelling.
8. Each item of checked baggage will be given a destination tag showing your flight number and a section will be attached to your ticket. Please check that the tag shows the correct destination and flight number.
The departure gates for British Airport flight close ten minutes before the aircraft departure time and late arrivals at the gate may not be allowed to board.
1. You have to be at the airport ninety minutes before your flight.
2. You mustn’t put your name and address on your luggage.
3. It’s not a good idea to have old labels on your luggage.
4. You can’t take any objects on the flight that aren’t yours.
5. You can take medicines and expensive objects on board with you.
6. You can take a child’s toy gun on the flight with you.
7. You must make copies of your software before you fly.
8. You should look at the destination tag details on your ticket.
17.  Solve the crossword using the words from the text.
a) Let’s have a short excursion about Europe. This crossword has 4 across words and 3 down; the goal is to fill the white squares with letters, by guessing the names of the cities. Having read the information about these cities you have to guess its name. When you guess you may spell it into the square with the referring number.
1. It is the capital city of one of the EU countries. First documented in the 13th century, the city was successively the capital of the Kingdom of Prussia (1701–1918). AfterWorld War II, the city was divided into two parts: East and West by the Wall .
2. It is the second largest and one of the oldest cities in Poland. Situated on the Vistula River (Wisła). It was the capital of Poland. Major landmarks include the Main Market Square with St. Mary's Basilica and the Sukiennice Cloth Hall, the Wawel Castle.
3. This city is truly the most beautiful in the world. It flourished during the 14th century during the reign of Charles IV, the king of Bohemia . He began construction of theGothic Saint Vitus Cathedral, the Charles Bridge (Karlův Most), he founded Charles University. It is the city where the best Czech beer is brewed.
4. This city is European center of classical music and fine arts. Wolfgang Amadeus Mozart, Ludwig van Beethoven and Johann Strauss II, among others, were associated with the city. It is the last great capital of the nineteenth century ball. The Opera Ball is the best know place of all the Austrian balls.
5. It is the most romantic city in the world. The city lies on 117 small islands along the Adriatic Sea, buildings and palaces are linked with channels. The city has played an important role in the history of symphonic and operatic music, and it is the birthplace of Antonio Vivaldi. This city is also popular for its Murano glass produced in Muranoisland and for beautiful lace produced in Burano.
6.This city is a major archaeological hub. City contains numerousancient sites, including theForumRomanum,Trajan'sMarket,Trajan's Forum, theColosseum(which is regarded as awonder of the world), and thePantheon. It became the home of numerous artists and architects, such asBernini,Caravaggio,Carracci,BorrominiandCortona.
7. This city is located in the North-West of Europe on the river Thames. It is a leading global city, with strengths in the arts, commerce, education, entertainment, fashion, finance. It is the world's largest financial centre alongside New York. It has the most international visitors of any city in the world. In 2012 it will become the first city to host the Summer Olympics three times.
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Answers: Prague; Rome; Berlin; Vienna; Venice; Cracow; London.
b) Choose 2-3 famous cities or towns; describe them for the group mates to guess.
18. PRACTICE: Business trips: Air tickets
Imagine you are to have a business trip in Montreal, Canada. You should leave from Kyiv on 12.03.2015 at 10.55 a. Fill in the gaps in the ticket. 

Say whether statements are true or false:
1. You can smoke aboard. True / False
2. You fly the highest class. True / False
3. You sit in the very front of the cabin. True / False
4. Master your dialogical speech skills on the topic.
5. Get more information on http://www.bbc.co.uk/worldservice/learningenglish/business/talkingbusiness/unit1telephone/5flights.shtml

19.Put in the modal verbs in the correct forms:
1) At UK ports and airports, all travelers _____ pass through either a red or
green customs channel.
2) You _____ pass through the green channel only if you do not have anygoods to declare.
3) You _____be sure that your goods are strictly within the Customsallowances and that you are bringing into the UK is not banned or restrictedgoods.
4) You _____to go to the red channel or “red point” if you have goods that you
_____ to declare at Customs.
5) If you are a traveler arriving in the UK from another EU country and havenothing to declare you _____ use the blue channel.
6) Whichever channel you are passing through, you _____be stopped by aCustoms officer.

20. Put in the verbs given in brackets in the appropriate tense-forms:
When shopping, _____ receipts for all of your purchases. (keep) Uponreentering the country, be ready to show customs officials what you _____.(buy) If you _____ a duty is incorrect, appeal the assessment. (feel) If youobject to the way your clearance _____handled, get the inspector’s budgetnumber. (be) In either case, first ask to see a supervisor, then write to the portdirector at the address _____ on your receipt. (list) Send a copy of the receiptand other documentation. If you still _____ satisfaction you can take your caseto customs headquarters in Washington. (not get)


UNIT 3: TELEPHONING
Basic Vocabulary
1.  Read, translate and memorize the following words and word-combinations.
	The telephone is quite dead
	Телефон не работает

	I can’t get him on the phone
	Я не могу дозвониться

	To call smb up
	Звонить кому-либо

	To call smb up, to buzz smb.
	Звонить кому-либо

	There is a call for you
	Вам звонят

	To lift the receiver
To take up the receiver
To pick up the receiver
To replace the receiver
	Поднять трубку

	To hang up
	Положить трубку

	To ring of
	Закончить разговор

	Dial 
	Диск набора (на телефоне)

	To dial (dialed, dialed)
	набирать номер

	Dialing tone
	Длинный гудок (можно набирать номер)

	To listen to dialing tone
	Ждать гудок

	Ringing tone
	Длинные гудки (линия свободна)

	The line is free
	Номер не занят

	The line is engaged
The line is busy
	Номер занят

	Engaged tone
	Короткие гудки (линия занята)

	Number unobtainable tone
	Гудок, кот.означает – связинет

	Coin-box telephone
Telephone booth
Box phone
	Телефон-автомат

	Switchboard
	Коммутатор

	Switchboard operator
	Телефонистка

	Trunk-call
	Междугородний  телефонный звонок

	Long distance call
	Междугородний  телефонный звонок

	Subscriber
	Абонент

	Subscriber Trunk Dialing
	Междугородняя автоматическая телефонная связь

	The city is not on STD
	С городом нет автоматической телефонной связи

	Telephone Directory
Telephone Book
	Телефонный справочник

	Digit
	Цифра

	To clear
To disconnect
	Рассоединить абонентов

	Recorded announcement
	Записанное на пленку сообщение

	Caller
	Тот, кто звонит по телефону

	International Subscriber Dialing
	Международная автоматическая телефонная связь

	To connect
To put a call through
	Соединить абонентов

	Charge
	Плата за телефонный разговор



Study the information below and be ready to do the tasks:
SPEAKING OVER THE TELEPHONE
TELEPHONE INSTRUCTIONS
1. Making a call:
- First check the code (if any) and number.
- lift the receiver and listen to dialing tone (a continuous purring).
- Dial carefully and allow the dial to return freely.
- Then wait for another tone:
· Ringing tone means the number is being called. The line is free.
· Engaged tone (a repeated single tone), try again a few minutes later.
· Number unobtainable tone (steady tone), replace the receiver, recheck the code and number and then redial.
· At the end of the call replace the receiver securely.
2. When answering the telephone:
- Always give your name or the name of the office or your telephone number.
- If you hear a series of rapid pips, the call is coming from a coin-box telephone. Wait until the pips stop and then give your name or telephone number.
3. When making a call from a coin-box telephone:
- First drop a coin piece into the slot.
- Lift the receiver and listen to dialing tone.
- Dial your number.
- On hearing ringing tone, which means that the line is free, wait until your call is answered.
4. Trunk-calls via operator
When booking a trunk-call:
-Give the country, the place concerned and the number you want your call to be connected with.
- Say what kind of call you want to book.
-Indicate the duration of your call if possible.
- Give your name and telephone number.
5. Subscriber Trunk Dialing (STD)
- Keep in your personal telephone directory an up-to-date list of dialing codes and/or number of people you are likely to call. This will save you time in future.
- When you dial do not pause too long between digits.
- If your hear a recorded announcement telling you that the trunk line is engaged, replace the receiver and try again later.
- Answer your telephone promptly, giving your name or the name of the office or telephone number. This saves the time and helps the caller.
6. International Subscriber Dialing (ISD)
You can dial for yourself calls to most places in Europe and North America. 
-First dial the code of the country or the code of the place concerned and then the subscriber’s number.
- If you wish to know the code for a place, which is not shown in the Telephone Directory, ask the exchange operator.
- When dialing to Europe or North America do not pause more than two or three seconds between digits, especially the last few digits. You will often hear nothing for half a minute or a little longer after dialing.
- Do not replace the receiver before you have given the equipment time to connect the call. Sometimes you may hear a series of very rapid pips. It means that the automatic equipment is putting your call through and asks you to hold on.
NOTE:
Code is a system of figures used before telephone numbers of cities and countries which have been changed to all-figure numbers. For example, a London all-figure number is 01-3333674.02 is the code to be dialed if you make a call outside the London area. But if you make a call in London, you should dial only the last seven figures, those after the hyphen. For numbers in New-York City dial: 0-01 212 followed by the last seven digits of the number of the customer you require.

 1. Answer the following questions:
1. What is the charge for a trunk-call based on?
2. What are the advantages of Subscriber Trunk Dialing?
3. What should you do if you want to make a call from your telephone?
4. What do you say when you answer the telephone? 
5. What do you do when you make a call from a coin-box?
6. What should you do to get the best from STD?
7. How do people have to make their calls if the numbers they are calling are not on STD or ISD?
8. What information is to be given when a trunk-call is booked?
9. Will you define an ADC call?
10. In what case would you book a personal call?

2. Say whether the sentences are true or false:
1. When answering the telephone always give your name or the name of the office or your telephone number.
2. You can’t dial for yourself calls to places in Europe and North America.
3. Making a call first lift the receiver and listen to dialing tone (a continuous purring).
4. When making a call from coin-box telephones first dial your number.
5. When booking a trunk-call gives the country, the place concerned and the number you want your call to be connected with.
6. Code is a system of figures used before telephone numbers of cities and countries which have been changed to all-figure numbers.
7. A series of very rapid pips means that the automatic equipment is putting your call through.

3. Make up sentences from the following words and phrases:

	Back
	call you
	Can you
	for a moment?

	Get
	Hang
	This is a terribleline. I’m afraid
	Hang


	I’m afraid I don’t
have their number,
but if you wait I’ll
	I’ll
	I’ll
	I’ve been calling allmorning and I can’t

	Look
	On
	I’ll have to
	put you

	It
	Through
	Through
	to them.

	to him right now.
	Up
	Up
	when I’ve got moreinformation.



4 . Fill the gaps with suitable words from the list:

busy (US)/engaged (GB)                collect call (US)/transferred   charge call (GB)
dialing(US)/dialing(GB)                   person-to-person call(US)/personal call (GB)
off the hook       ringing                         area code

1. To make a call: first listen for the .............................. tone and dial the number.
With any luck, you’ll hear a tone telling you that the number is ................... . If
the other phone is being used you’ll hear the ................ tone.
2. To make an international call: first dial the international code, then the country
code, then the ……………….. and finally the number you require.
3. If you want the other person to pay for the call you can make a ……….....
4. If you want to talk to a particular person you can make a ...................
5. If you don’t want to be interrupted, you can leave the phone .............

5 . Read this newspaper article and do the exercise below:

THE MOBILE PHONE MARKET IS BOOMING
There are now over one million telephonesubscribers in the UK - the most in Europe. ButScandinavians are the most enthusiastic mobile phone
users. Almost one in a hundred Swedes has amobile phone compared to one in five hundred for theUK. Elsewhere in Europe the use of the mobile phonehas been limited.
The growth in the UK is partly due to its deregulatedtelecommunications market and the competition thisintroduced: at the moment, the cost of owning a portablephone in the UK is the cheapest in Europe. Using aportable phone in Sweden is more than twice as expensive as in the UK and in France andGermany it costs almost five times as much.
The introduction of mobile phones is slowly increasing around Europe. The Germangovernment has authorized a third cellular network to cope with new demand. In Italy aconsortium is competing to provide the country’s second system. It has been calculatedthere will be 30 million portable phones in use in Europe by the year 2000. In EasternEurope the figure will be around 1.5 million.
6. Correct the false statements. Which of these statements are true according to the report?
1. The U.K. has the highest percentage of mobile phone users in Europe.
2. Mobile phones are more popular in Scandinavia than in EC countries.
3. Using a mobile phone in France is five times as expensive as in Sweden.
4. By the end of this century, there will be more than one million portable phones inEastern Europe.

Now check that you know what these words mean by choosing the correct answer.
5. A telephone subscriber is
a. a person who has a telephone
b. a person who has shares in the telephone company
c. a person who works in telecommunications
6. To cope with a demand is to
a. meet and satisfy it
b. to stimulate and encourage it
c. to provide competition for it
7. When a market is deregulated
a. a standard system has been imposed
b. prices have been kept as low as possible
c. government control has been reduced
8. A consortium is
a. a group of companies in competition for a contract
b. a state authority
c. a group of companies working together

7 . Read the following article which gives you advice on making telephone calls.
Discuss it in groups:
You are probably used to making informal calls to family and friends. When makingcalls to companies, however, some special rules and conventions apply. This articleexplains how to call someone in a company that you do not know personally (the mostcommon kind of formal call made by students) and give you some models and languagethat you can use.

General rules
When making a formal call, three rules should influence your choice of words:
Be brief. Do not waste the receiver’s time.
Be clear. Explain the background and purpose of your call.
Be polite. Recognize the receiver’s point of view.

These rules can sometimes conflict. If you are too brief, you may confuse the receiveror appear impolite. Try to balance the three rules.
Making a call to someone you do not know
The most difficult calls to make are calls to people that you do not know. Usually, thepurpose of your call will be to make a request for information or a meeting. This kind ofcall can be divided into sections according to the function each serves:

Locate the person
Make request
Make arrangement
Close the call

In the following examples, we will imagine that you are calling Mr. Lau to arrange avisit to his office.
Locate the person
If the person you want to speak answers the call, this part is simple. If the receivergives her name when he answers your call, you can skip to the next stage. If the receiverdoes not give his name, you can confirm that you have the right person:
Hello, is that Mr. Lau?
More often the number that you have will connect you to an operator or secretary. Inthis case you will have to ask to speak to Mr. Lau:
Hello, I’d like to speak to Mr. Lau Kam-Cheong, please.
If Mr. Lau is not available, you will need to find out when you can speak to him:
Could you tell me when he will be available?
If the person you are calling has a busy schedule, you may have to call several times.When you are finally connected, it is best to pretend that this is your first call. Do notmention how difficult it was to make contact!
Sometimes, you will not know the name of the person who might be able to help you.
In this case, you can state your request and then say:
Could you put me through to someone who might be able to help me?
Locating someone at a company can be frustrating if you are passedfrom person to person. Try not to let your frustration show!

Make request
Making a request involves three stages: introducing yourself, givingbackground, and making the request itself.
Introduce yourself by giving your name and explaining who you are:
I’m ...., I’m a first-year student at Hong Kong University....
If you have been given the receiver's name by someone else, you should also mentionthis:
Mr. Chan from Eurasia Products suggested that I call you....
Give the background to your request by explaining why you are making it:
I’m doing a project on work experience and I need to arrange a visit to a company inyour field....
	
Make your request politely and clearly. Make sure that the receiver knows exactly whatagreeing to your request will involve: how much of her time will it involve and what willshe or her staff will have to do:
I wonder if I could pay a visit to your office for an hour or so sometime in the next twoweeks, to talk to one of your staff about....

Make arrangement
If the person you are calling agrees to your request, it is important to make a cleararrangement. 
If you are arranging a meeting, for example, arrange the time and place andmake sure you know where to go and what to do when you get there. Make a note of allthe information so that you do not need to call back again to find out something you havemissed.
If the person you are calling cannot agree to your request, he may modify it. 

Listencarefully and try to fit in with his schedule.If the person you are calling cannot agree to your request at all, ask if he knowssomeone else who can help:
Do you know anyone else who might be able to help me?
Whether the receiver can help you or not, thank her and close the call politely.

Close the call
As the caller, it is your job to close the call when you have got the information youneed. Unless the receiver shows that he wants to talk, it is not polite to chat once yourbusiness is finished. If there is a difficult silence at the end of the call, it is probablybecause you are not doing your job of closing the call. You can do this by confirming thearrangement:
So, I’ll come to your office on Monday at 10....
thanking the receiver,
Thank you very much for your help....
and saying goodbye
Goodbye....
In each case, wait for the receiver’s response before you go on to the next stage. Waituntil you have heard the receiver say goodbye before you hang up.
	
8 . Fill in the gaps with the following words:

Automatic, call, dial, dialing tone, directory, engaged, exchange, operator,
receiver, subscriber’s number, trunk code, Yellow Pages

You need to make a telephone 1)________ . Then make sure you have your
correspondent’s number close at hand. Telephone numbers consist of a 2) ____________and a 3) _____________. If you don’t know your contact’s number, look it up in thetelephone 4) _________ of the 5) ____________. The latter contains the telephonenumbers of businesses and traders in your area. The next thing you do is lift the 6)_____________ and 7) _________ or press the number. You will then hear a 8)______________. If the number is 9) _____________ you will hear an engaged tone. Badluck, you will have to ring back later.In a company, the first person who answers the phone will often be the 10)____________. He - but still more often: she - will put you through to the person yourequire. The operator operates the telephone 11) ___________.
In an increasing number of businesses however manual exchanges are replaced by directlines or 12) _____________ exchanges.

9 . Read this dialogue and choose the best answer:

Receptionist: Thank you for phoning Maple Dental Clinic. Sylvia1) speaks/speaking/calls. How can I help you?
Thelma: Hi Sylvia. 2) This be/It’s/I am Thelma Woods calling. How are you today?
Receptionist: I’m fine, Mrs. Woods. How are you?
Thelma: Well, actually, I have a bit of a sore tooth. I was hoping Dr. Morris would havesome time to see me this week.
Receptionist: I’m 3) afraid/scared/worried he’s booked this week. I can put you in for 2pm next Tuesday. How does that sound?
Thelma: That would be great.
Receptionist: I’ll have to give you the address of our new office.
Thelma: Oh, that’s right, you moved.
Receptionist: Yes, we moved downtown. Do you have a 4) pen handy/the handy pen/theavailable pen?
Thelma: Could you hold on a 5) buzz/moment/time please. ...Okay, go ahead Sylvia.
Receptionist: Okay, we are at 723 Baltic Avenue. Suite 004.
Thelma: 6) If you could/Please can you/Would you mind spelling that for me?
Receptionist: Sure. That’s seven-twenty-three Baltic – B 7) for Bear/as if Brave/as inBravo, A as in Alpha, L as in Lima, T as in tango, I as in India, and C.
Thelma: OK, great. I’ll see you on Tuesday then.
Receptionist: OK, 8) Great for/Pleased to/Thanks for calling. See you then.
Thelma: Thanks. Bye.

10 . Read this dialogue and choose the best answer:

Leslie: 1) Hello?/Hi?/Yes?
Cameron: Hi, is this Leslie?
Leslie: Yes. 2) Who are you/And you/Who’s this?
Cameron: It’s Cameron here. Is Maria 3) inside/in/where?
Leslie: No, she just 4) came/stepped/gone out for a moment. Can I take a message?
Cameron: Yes, thanks. 5) Could you/Would you mind/Can you be ask her to meet me atthe Capitol 4 movie theatre at 7 pm tonight?
Leslie: Sure. Just let me write that down. Oh, Cameron. Could you 6) hold
off/holding/holdfor a second? I have to take another call.
Cameron: No problem.
Leslie: Hi. Sorry about that. Now could you please 7) say again/repeat/review that
information? I didn’t have a pen handy.
Cameron: Sure. It’s the Capitol 4 theatre at 7 o’clock.
Leslie: Okay, I’ve got it. Is there anything else?
Cameron: No, that’s great.
Leslie: Okay. Uh-oh, there’s my other line again. I’d better 8) call/run/hang on.
Cameron: Okay, thanks again. Bye for now.
Leslie: 9) Bye bye/Bye too/See you again.

11. Read this dialogue and choose the best answer:

Hostess: Pepi’s Pizza. How can I 1) call/answer/help you?
Customer: Hi. I’d like to order a pizza please.
Hostess: Okay. I’ll have to transfer your call to our take-out department. 2) One/This/Amoment please.
Recorded Message: Thank you for calling Pepi’s Pizza. All of our operators are busyworking 3) today/and away/at the moment. Please hold for the next available person.
Take-out Clerk: Thank you for waiting. Naoko is 4) hear/speaking/talks. Is this for take-out or delivery?
Customer: Delivery please.
Take-out Clerk: Can I have your name and address please?
Customer: My name is...
Take-out Clerk: Sorry, it’s really busy in here. Could you 5) speak out/speaking/speak upa little please?
Customer: Oh, sure. This is Angie Smith. My address is number two Front Street.
Take-out Clerk: Is that an apartment or a house?
Customer: It’s an apartment. Number seventeen.
Take-out Clerk: Okay. And what would you like to order today?
Customer: I’d like a large pepperoni pizza with mushrooms, olives and extra cheese.
Take-out Clerk: I’m sorry, my English isn’t 6) better/very strong/easy. Could you slow down a little please?
Customer: No problem. That’s a large pizza.
Take-out Clerk: Large pizza. Okay.
Customer: And I’d like it with pepperoni and mushrooms.
Take-out Clerk: Pepperoni and mushrooms. Is there anything else?
Customer: Yes, olives and extra cheese please.
Take-out Clerk: Okay. I’ve 7) got your message/got information/got it all down.
Customer: Great. And how long will that be?
Take-out Clerk: It will be about thirty minutes, Miss Smith.
Customer: And how much will it cost?
Take-out Clerk: Um…could you please 8) hold off/holding/hold on while I check withthe kitchen?
Customer: Don’t worry about it. I have to go. I have another call 9) came/to come/comingthrough. Thank you. Bye for now.
Take-out Clerk: Okay. Thanks for calling. Bye.

12 .Choose the most polite/proper option.
􀁣􀁣􀁣􀀁􂰭Answering a ringing phone:
􏿻Good morning, Zelig Industries.
􏿺Good morning, this is Jolene, secretary, may I help you?
􏿹Good morning, Zelig Industries, Jolene speaking. May I help you?

􀁣􀁣􀁣􂰯Identifying yourself:
􏿻I'm calling for Yougin Kim from Helping Hands.
􏿺This is Andy from Helping Hands, thanks.
􏿹This is Andy from Helping Hands. Is Yougin Kim available?

􀁣􀁣􀁣􂰱Postponing a phone conversation:
􏿻This isn't a good time for me, but can I call you back at three to talk?
􏿺I'm sorry, I'm really busy and I can't talk right now.
􏿹I'm so swamped. Let's talk later, OK?

􀁣􀁣􀁣􂰳Answering the phone in someone else's office:
􏿻Good morning, Wanda Kirwin's office. This is Sandy speaking. How may I help
you?
􏿺Good morning, this is Sandy. May I help you? You've reached Wanda Kirwin's
office.
􏿹This is Sandy, may I help you?

􀁣􀁣􀁣􂰵Leaving a voice mail:
􏿻Hi Wanda. Please call me back as soon as possible. I want to talk about the
performance bonuses.
􏿺Hi Wanda, it's Ben. It's ten am on Friday, and I'd like to talk about the bonuses
before the day's out. Please give me a call back on my direct line.
􏿹Good morning Wanda! How are you? I think we need to talk. Please give me a callback on my home phone.

􀁣􀁣扤􂰷Making an unexpected call:
􏿻Hi, Bob here. I'm sorry to trouble you. This will only take a minute.
􏿺Hi George. I really need to talk to you about the sales figures.
􏿹Hi George, it's Bob. Have you got a minute to talk about the sales figures?

13. You will be taking in turns to role-play a phone call. Read the following instructions:
Student A. You are Mr/Ms. Peterson, in charge of shipping customers’ orders andanswering queries about delayed shipments.
These orders have been held up for the reasons given:
ARG 4581 – delay due to rejection by Quality Control. Revised shipment date:
30th of this month.
RAJ 4581 – delay due to staff sickness in Production Dept. Revised shipment datesometime next week.Air freight at no extra charge.

Student B. You are Mr/Ms. LaRue, a customer. You are the caller.
Call Mr/Ms. Peterson to find out whether the goods you have ordered have been
dispatched yet.
The order number was RAJ 4581. Thedate you placed the order was January
16. If they haven’t been sent, try to gethim/her to hurry them up.
Ask exactly when you can expect thegoods to arrive. If necessary, he/shecan call you back with this information(023 1550 extension 018).


UNIT 4: TYPES OF BUSINESS ORGANIZATIONS
Basic Vocabulary
1.  Read, translate and memorize the following words and word-combinations.
	1. assets
	Активы

	2. association
	Общество, ассоциация

	3. bankruptcy
	Банкротство

	4. board of directors
	Совет, правление директоров

	5. bond
	Связь, долговое обязательство, облигация, боны

	6. bookkeeping
	Бухгалтерия

	7. business incubator
	Бизнес инкубатор

	8. bylaws, statutes
	Постановление местной власти или какой-либо организации, статут

	9. CJSC
	(closed joint stock company)

	10. collateral
	Побочный, второстепенный

	11. common stock
	Основной капитал, фонды

	12. company
	Компания, общество

	13. competitor
	Конкурент

	14. contract
	Контракт, договор, соглашение

	15. costly
	Дорогой, ценный

	16.dividends
	Дивиденды

	17.entrepreneur
	Предприниматель

	18.  expenses
	Расходы

	19. factors of production
	Факторы производства

	20.  financial backer
	Финансовый сторонник

	21. financial gain
	Финансовая прибыль

	22. financial statement
	Финансовая декларация

	23. for-profit corporation
	Корпорация для прибыли

	24. franchise
	Привилегия

	25. franchisee
	предприятие с льготными условиями в торговле

	26. franchisor
	Компания с патентом на деятельность

	27. fraud
	Фальсификация

	28. goodwill
	Доброжелательность

	29.  individual (private entity)
	Индивидуальный (частный объект)

	30. inventory
	Инвентарь, опись

	31.investment
	Инвестиции

	32. joint-stock company
	Акционерное общество

	33. law of the jurisdiction
	Закон юрисдикции

	34. legalperson (entity)
	Юридическое лицо (объект)

	35. legislation
	Законодательство

	36.  limited liability
	Ограниченная ответственность

	37. LLC (limited liability company)
	Общество с ограниченной ответственностью

	38.  losses
	Потери, убыток

	39. net worth
	Стоимость имущества, собственный капитал предприятия, чистый доход

	40. over-the-counter stocks
	Продаваемые в розницу акции 

	41. partnership
	Сотрудничество

	42. personal income tax
	Налог на личную прибыль

	43. proprietor
	Владелец

	44. proprietorship
	Собственность

	45. receipts
	Выручка, квитанция, расписка

	46.to supply
	Gjcnfdkznm

	47. regulations
	Правила 

	48. reward
	Награда

	49.to risk
	Подвергать риску

	50.stock market
	Фондовая биржа

	51.to startup
	Начинать

	52. sole proprietorship
	Единоличная собственность

	53.stockholder (shareholder)
	Акционер

	54.to assign
	Поручать, назначать

	55. to evolve
	Развиваться

	56.to contribute money
	Жертвовать, вкладывать деньги

	57. to found a company
	Основать компанию

	58. to go bankrupt
	Обанкротится

	59. to issue
	Выпускать, исходить, происходить

	60. to lodge a complaint
	Подавать жалобу

	61. to make (conclude) contracts
	Заключать договора

	62. to make a transaction
	Заключать сделку

	63. to open a bank account
	Открыть счет в банке

	64.to owе
	Быть обязанным, быть в долгу                              

	65. to own
	Владеть, иметь обладать

	66. to pay the debts
	Оплачиватьдолги

	67. to raise capital
	Увеличить капитал

	68. to reap profits
	Собирать доходы

	69. to register a company (corporation)
	Зарегистрировать компанию 

	70. to run a company (corporation)
	Управлять компанией

	71. to soar popularity
	Стремительно повышать популярность

	72. to terminate the contract
	Разорвать контракт

	73. trademark
	Торговая марка

	74.  trade-off
	Сбывать, обменивать

	75. treasurer
	Казначей

	76. accounting records
	Бухгалтерские счета



2. Read the following text and try to summarize the notion of the words ‘company’ and ‘association’:
A company is, in general, any group of persons (known as its members) united to
pursue a common interest. The term is thus synonymous with association, but more oftenit is used specifically to identify associations formed for profit, such as the partnership,the joint-stock company, and the for-profit corporation. A company is not necessarily acorporation, and thus may not have a separate existence from its members.
A company might also not be able to sue or be sued in its own name, and thus wouldnot be considered to be a legal person. Whether a company has either of thesecharacteristics depend on the law of the jurisdiction.
Although associations of persons carrying on business must have existed from time
immemorial, the oldest continually-operating business in existence is Japanese firm KongoGumi, which was founded in the sixth century.
A voluntary association (also sometimes called just an association) is a group of
individuals who voluntarily enter into an agreement to form a body (or organization) toaccomplish a purpose.
Strictly speaking in many jurisdictions no formalities are necessary to start anassociation, although it is difficult to imagine how a one person association would operate.
In some jurisdictions, there is a minimum for the number of persons starting an
association. Some jurisdictions require that the association register with the police or otherofficial body to inform the public of the association’s existence. This is not necessarily atool of political control but much more a way of protecting the economy from fraud. Inmany such jurisdictions, only a registered association is a legal person whose membershipis not responsible for the financial acts of the association. Any group of persons may, ofcourse, work as an association but in such case, the persons making a transaction in thename of the association are all responsible for it.
Associations that are organized for profit or financial gain are usually calledpartnerships. A special kind of partnership is a co-operative which is usually founded onone man - one vote principle and distributes its profits according to the amount of goodsproduced or bought by the member. Associations may take the form of a non-profitorganization or they may be not-for-profit corporations; this does not mean that theassociation cannot make benefits from its activity, but all the benefits must be reinvested.
Most associations have some kind of document or documents that regulate the way inwhich the body meets and operates. Such an instrument is often called the organization’sbylaws, regulations, or agreement of association.
In some civil law systems, an association is considered a special form of contract. Inthe Civil Code of Quebec this is a type of nominate contract. The association can be abody corporate, and can thus open a bank account, make contracts (rent premises, hireemployees, take out an insurance policy), lodge a complaint etc. In France, conventionalassociations are regulated by the Waldeck-Rousseau law of July 1, 1901 and are thuscalled Association loi 1901, except in Alsace and Moselle where the law of April 19, 1908applies (these countries were German in 1901). In Texas, state law has statutes concerningunincorporated nonprofit associations that allow unincorporated associations that meetcertain criteria to operate as an entity independent of its members, with the right to own44property, make contracts, sue and be sued, as well as limited liability to it officers andmembers.

3. Complete the text using the words below:
	Bankruptcy, corporations, creditors, issue, liability, losses, partnership registered, shares, sole trader, financial, premises, capital, prospectus, files


The simplest form of business is the individual proprietorship or (1) ...........: for example,a shop (US = store) or a taxi owned by a single person. If several individuals wish to gointo business together they can form a (2)...........; partners generally contribute equalcapital, have equal authority in management, and share profits or (3) ........... . In manycountries, lawyers, doctors and accountants are not allowed to form companies, but onlypartnerships with unlimited (4) ...........for debts - which should make them actresponsibly.
But a partnership is not a legal entity separate from its owners; like sole traders, partnershave unlimited liability: in the case of (5) ............ a partner with a personal fortune canlose it all. Consequently, the majority of businesses are limited companies (US = (6)...........), in which investors are only liable for the amount of capital they have invested. Ifa limited company goes bankrupt, its assets are sold (liquidated) to pay the debts; if theassets do not cover the debts, they remain unpaid (i.e. (7) ........... do not get their moneyback.)
In Britain, most smaller enterprises are private limited companies which cannot
offer (8) ........... to the public; their owners can only raise capital from friends or frombanks and other venture capital institutions. A successful, growing British business can
apply to the Stock Exchange to become a public limited company; if accepted, it canpublish a (9) ........... and offer its shares for sale on the open stock market. In America,
there is no legal distinction between private and public limited corporations, but the
equivalent of a public limited company is one (10) ........... by the Securities and ExchangeCommission.
Founders of companies have to write a Memorandum of Association (in the US, a
Certificate of Incorporation), which states the company’s name, purpose, registered officeor premises and authorized share (11) ........... .(12)….......... (always with an ‘s’ at the end) - is the technical term for the place in which acompany does its business: an office, a shop, a workshop, a factory, a warehouse, etc.
Authorized share capital means the maximum amount of a particular type of share thecompany can (13) .......... .
Founders also write Articles of Association (US = Bylaws), which set out the rights andduties of directors and different classes of shareholders. Companies’ memoranda andarticles of association, and annual (14). .......... statements are sent to the registrar ofcompanies, where they may be inspected by the public. (A company that (15) ........... itsfinancial statements late is almost certainly in trouble.) In Britain, founders can buy aready-made “off-the-shelf company” from an agent, that is, a company formed and heldspecifically for later resale; the buyer then changes the name, memorandum, and so on.

4. Read the following text and list the steps in starting a business as well asexplain four elements involved in every business:
The Steps in Starting a Business
Nearly every person who makes the decision to start a business is an entrepreneur
because he or she is willing to take a risk. Usually people decide to start a business to gainprofits and to “do something on their own” or to be their own boss.
Entrepreneurs then gather the factors of production and decide on the form of businessorganization that best suits their purposes. Anyone hoping to become an entrepreneur mustalso learn as much as possible about the business he or she plans to start. This processincludes learning about the laws, regulations, and tax codes that will apply to the business.
Elements of Business Operation
To start a business, you must make potential customers aware that your services areavailable for a price. You could have one-page fliers printed to advertise your businessand pass them out. You could also buy advertising space in the local newspaper.
Every business, regardless of size, involves four elements: expenses, advertising, receipts and record keeping, and risk.
Expenses
If you own a painting business, you will need to purchase brushes and paint. As yourbusiness grows, you might invest in paint sprayers so that you can complete jobs faster.
This new equipment would add to your income, but will probably take more moneycapital than you have on hand.
Advertising
You will quickly find out that letting potential customers know that you are in businessis costly. Once you have customers, however, information about your business will spreadby word of mouth.
Receipts and Record Keeping
No matter how small your business is, having a system to track your expenses and income is key to your success. All receipts should be safely filed and saved.
Risk
Every business involves risks. You must balance the risks against the advantages ofbeing in business for yourself - including profit versus loss.
Depending on the kinds of jobs you do, you will need equipment and replacement
parts. At first, you might buy parts as you need them for a particular job: In time, you willfind it easier to have an inventory. An inventory is a supply of whatever items are used ina business.
Probably one of the first things you want to do, if you have not already done so, is buya computer. With the computer, you also should purchase the programs that will allow youto keep track of all your expenses and all your receipts. Many such programs exist and arerelatively inexpensive. Programs write checks for you, calculate your monthly profit andloss, tell you the difference between what you own and what you owe (called net worth),and so on. As an entrepreneur, you are taking many risks, but the profit you expect tomake is your incentive for taking those risks. For example, if you spend part of yoursavings to pay for advertising and equipment, you are taking a risk. You may not getenough business to cover these costs.
Whenever you buy a special part for a job, you are taking a risk. Suppose you do thework and your customer never pays you. You are even taking a risk with the time youspend. You are using time to think about what you will do, to write ads, to set up the bookkeeping, and so on. This time is an opportunity cost. You could have used it to dosomething else, including work for someone for a wage. If you work for someone else,you take only the risk of not being paid, which is usually small. As an entrepreneur yourrisks are great, but so are the potential rewards.

5. After reading the text in Exercise 3, you should be able to fill in the missingword or words:
People who want to start their own businesses are regarded as (1)__________________.The first step in starting a new business is to(2)_____ _____ _____ ______. Along with the desire to be one's own boss, most peopleare motivated by the hope of gaining (3)_________________ from the business. Thesecond step involves gathering the (4)_______ _______ _______ and then choosing themost suitable form of (5)__________ __________. New business owners must learn allthey can about the laws, regulations, and tax codes that apply to their operation.
Every business involves four elements. Through (6)__________________, owners letothers know about the business and the services offered. Once customers know a business,information spreads by (7)________ ________ ________. As the business grows, therewill be more (8)_______________ incurred for supplies, raw materials, equipment, and soon. In time, an owner will want to have an (9)___________________________ ofreplacement parts to make the business more efficient. State and federal tax laws requirethat an owner keep (10)_________________________ for every expenditure.(11)______________ __________ will enable an owner to keep track of all transactionsrelated to the business. A computer and specialized software can help maintain businessfiles. Finally, an entrepreneur needs to be aware of the (12)______________________ ofstarting a business and balance them against the potential (13)____________________.

6. Read the following text and describe the advantages and disadvantages of asole proprietorship, explain how people can get help starting a small business, and list theadvantages and disadvantages of a partnership:

SOLE PROPRIETORSHIPS AND PARTNERSHIPS ARE COMMON IN THEUNITED STATES TODAY
Business can be organized in the United States in a number of ways. The two most common are a sole proprietorship and a partnership.
Sole Proprietorship
The most basic type of business organization is the sole proprietorship, a business
owned by one person. It is the oldest form of business organization and also the mostcommon. The colonies of Maryland and Pennsylvania were founded as soleproprietorships. When we speak of a proprietor, we are always referring to the owner of abusiness. The word proprietor comes from the Latin word proprietas, meaning “property.”
A business is a kind of property.
Today, the United States has about 14 million such businesses, and many of them aresmall. For that reason, they usually are easier and less expensive to start and run. Youprobably have contact with much sole proprietorship every day without realizing it -owners of corner grocery stores, repair shops, dry cleaners, and so on. Many doctors,
dentists, lawyers, and accountants are sole proprietors. In farming, construction, andcontracting, sole proprietorships are the most numerous types of business organization.The following table shows advantages and disadvantages of a sole proprietorship.

	Profits andlosses

	ADVANTAGES
As sole owner, the proprietor receives all the profits because he or she takes all the risks.
	DISADVANTAGES
Losses are shared.

	Liability
	
	The proprietor has completelegalresponsibility for all debts anddamages brought upon oneself indoing business. This is known asunlimited liability. If the firm isunable to pay its bills or if someoneis injured as a result of the business,the proprietor can be forced to sell his or her personal assets as well asthe business to pay these debts.Assets are items of value such ashouses, cars, jewelry, and so on.

	Management
	Decisions on starting and runningthe business can be made quicklybecause the owner does not have
to consult with other people.Because a proprietorship isusually small, the operation of thebusiness is less complicated thanother types of business. There aregenerally fewer governmentregulations than withcorporations.
	A proprietor must handle alldecision making, even for unfamiliarareas of the business. For example,the owner of a manufacturing firmmay know a great deal about productdesign, but very little about selling. This is a severe problem for manysole 
proprietorships.

	Taxes
	A proprietor must pay personalincome taxes on profits, but thesetaxes may be lower than taxes fora corporation.
	

	Personal
Satisfaction
	The proprietor has full pride inowning the business. The personis his or her own boss and makesthe business whatever it is.
	Running a sole proprietorship isdemanding and time-consuming. Ifthe proprietor does not enjoy suchresponsibility, he or she will findownership a burden.

	Financing
Growth
	Because the proprietor hasliability for all debts, it isoccasionally easier for aproprietorship to obtain creditthan for a corporation of the same size. Lenders are more willing toextend credit knowing that theycan take over not only the assetsof the business, but also the assetsof the proprietor if the loan is notpaid back.
	A sole proprietor must rely on his orher own funds plus money that canbe borrowed from others.Borrowing small amounts may beeasier for a sole proprietorship than for a corporation of similar size, butborrowing large amounts can bedifficult.

	Lifeofthe
Business
	
	A sole proprietorship depends onone individual. If that person dies,goes bankrupt, or is unwilling orunable to work, the business willprobably close. This uncertaintyabout the future increases the risk toboth employees and creditors.


Help in starting a small business
For a person who wants to start a sole proprietorship, help is available. The federal
government’s Small Business Administration often helps finance startups, which are newsmall businesses. State departments of commerce and community affairs also offer
assistance. Many community college and university campuses have federally fundedsmall business development centres that will help a small business get started.
A small business incubator might also aid businesses. Just as incubators help hatch
chickens, there are business incubators that help “hatch” small businesses. They are oftenoperated with state and federal funds. A small business incubator might provide a low-rentbuilding, management advice, and computers. The incubator’s goal is to generate jobcreation and economic growth, particularly in depressed states.
Partnerships
To take the example of your repair business a little further, suppose that your businessis doing so well that your workload has increased to the point at which you have little timefor anything else. You could expand your business by hiring an employee. You also needfinancial capital, but would rather not take out a loan. You may look into taking on apartner.
You decide that the best solution is to look for someone who can keep books, handlecustomers, and invest in the business. You offer to form a partnership. A partnership is abusiness that two or more individuals own and operate. You may sign a partnershipagreement that is legally binding. It describes the duties of each partner, the division ofprofits, and the distribution of assets should the partners end the agreement.
Many doctors, dentists, architects, and lawyers work in partnerships. Two or more
people often own small stores. The following table lists some of the major advantages anddisadvantages of partnerships.
	
Profits andlosses

	ADVANTAGES
	DISADVANTAGES

	
	Losses are shared. Several
individuals can sometimes
survive a loss that might bankrupta sole proprietor.
	Because partners share the risks of
the business, they also share the
profits.

	Liability
	
	Partners as a group have unlimited
liability for all debts and damages
incurred in business. If a partner is
unable to pay his or her share of a
debt, the others must make up for thedifference.

	Management
	Partnerships are usually more
efficient than proprietorships.
They allow each partner to workin areas of the business that he orshe knows most about or is best atdoing.
	Decision making is often slow
because of the need to reach
agreement among several people.
Disagreements can lead to problemsin running the business.

	Taxes
	Partners must pay personal
income taxes on their share ofprofit. These taxes are sometimeslower than those for acorporation.
	

	Personal
Satisfaction
	Partners, like sole proprietors,often feel pride in owning andoperating their own company.
	If partners do not get along with
each other, trying to work together
can result in constant arguments.

	Financing
Growth
	A partnership combines the
capital of two or more people. Itmakes more money available tooperate a larger and perhaps moreprofitable business. Because therisk is shared, creditors are often
willing to lend more money to apartnership than to a sole
proprietorship.
	Like sole proprietorships,
partnerships can have trouble
obtaining large amounts of capital.
The amount that partnerships can
borrow is usually limited by the
combined value of the assets of the
business and of the partners.

	Lifeofthe
Business
	
	If one partner dies or leaves, the
partnership must be ended and
reorganized. The others may be
unable or unwilling to continue
operating, and the business may
close. This uncertainty is a risk to
employeesandcreditors.



Limited Partnerships.A limited partnership is a special form of partnership in whichthe partners are not equal. One partner is called the generalpartner. This person (or persons) assumes all of themanagement duties and has full responsibilities for the
debts of the limited partnership. The other partners are“limited” because all they do is contribute money or property.They have no voice in the partnership’s management.
The advantage to the limited partners is that they have no liability for the losses beyondwhat they initially invest. The disadvantage, of course, is that they have no say in how thebusiness is run. Limited partnerships must follow specific guidelines when they areformed. Two or more partners must sign a certificate of limited partnership in which theypresent, at a minimum, the following information:
The company name
The nature of the business
The principal place of business
The name and place of residence of each partner
How long the partnership will last
The amount of cash or other property contributed by each partner
Joint Ventures.Sometimes individuals or companies want to do a special project
together. They do not have any desire to work together after the project is done. What theymight do is form a joint venture. A joint venture is a temporary partnership set up for aspecific purpose and for a short period of time.

7. After reading the text in Exercise 5, you should be able to fill in the missingword or words:
Physicians, writers, and local grocery store owners often do business as(1) __________ _________. The owner of the business is known as a(2) _________________ and accepts all the risks and rewards. One advantage of this form
of business is that the owner may find it easier to obtain (3) ______________________because the business serves as (4)______________________ for loans. Pride ofownership is balanced by the fact that running a business is very (5)______________________. Also, borrowing (6) __________ ___________ can bedifficult, which may create a shortage of funds. If the owner dies or is unable to work, thebusiness may be forced to (7) _____________________. Such uncertainty increases risksto both (8) ____________________ and ______________________. Small businessstartups can be financed by the federal government’s(9) __________ ___________ ___________ or by state departments of(10) _____ _____ _______ ____. In some cases, universities or colleges have (11)__________ ________ _________, whose goals are to foster job creation and(12)_________ ___________ . If a business grows rapidly, an owner may form apartnership with two or more people. These people sign a (13) ___________
___________ that is legally binding on all parties. If one partner provides money but doesnot help manage the business, the arrangement is known as a (14) ___________
__________. In other cases, a partnership known as a (15) ___________ __________ maybe formed for a specific purpose. Advantages of a partnership include the fact that lossesare (16) __________________, partnerships are generally more(17) _____________________, the owners pay (18)_______ _______ _______ only on
their share of profits, and often more(19) ____________are available to finance growth. Disadvantages include(20) __________ __________ on debts and the fact that: if one partner dies, the businessmust be (21) ___________ ________ ______________.

8. Read the following text and describe the advantages and disadvantages of acorporation:
THE CORPORATE WORLD
Suppose your electronic repair business has grown. You now have several partners andhave turned your garage into a shop. You would like to expand and rent a store so thatyour business would be more visible. You would like to buy the latest equipment, charge alittle less than your competitors, and capture a larger share of the market for electronicrepair work. You need money capital, however.
You have decided that you do not want any more partners. You would have to consultwith them about every detail of the business as you do now with your present partners.
What you want isfinancial backers who will let you use their money while letting you runthe business. What you are proposing is a corporation. The following table shows theadvantages and disadvantages of corporations.
	
Profits andlosses

	ADVANTAGES
	DISADVANTAGES

	
	Owners of the corporation –
stockholders – do not have to
devote time to the company tomake money on their investment.
	

	Liability
	The corporation, and not its
stockholders, is responsible for itsdebts. If a corporation goesbankrupt or is sued, creditorscannot normally take personalproperty from stockholders to paydebts. This is known as limited
liability, and may be the majoradvantage of the corporate formof business.
	

	Management
	Responsibility for running a
corporation is divided among
many people. Decisions are madeat many levels by individualstrained in specific areas, such assales, production, and so on. This
allows a corporation to handlelarge and complicated operationsand to carry on many types ofbusiness activities at the sametime.
	Decision making can be slow and
complicated because so many levelsof management are involved. Also,the interests of those running thecorporation, who may not be
stockholders, are not always the
same as those of the stockholders,
who often seek an immediate returnon investment.

	Taxes
	
	The federal government and some
state and local governments tax
corporate profits. The profits that
are paid to stockholders as dividendsare again taxed as income to thoseindividuals. Some states also taxcorporate property.

	Personal
Satisfaction
	An individual may feel
satisfaction simply in owning apart of a corporation.
	Individual stockholders have little or no say in how a corporation is run.

	Financing
Growth
	Corporations draw on resourcesof investors and may issue stockat any time to raise capital.
	

	Lifeofthe
Business
	
	The life of a corporation can
continue indefinitely if it remains
profitable. Its life is not affected by
thedeathofstockholders.



A corporation is an organization led by many people but treated by the law as though itwere a person. It own property, pay taxes, make contracts, sue and be sued, and so on. Ithas a separate and distinct existence from the stockholders who own the corporation’sstock. Stock represents ownership rights to a certain portion of the profits and assets of thecompany that issues the stock.
In terms of the amount of business done (measured in dollars), the corporation is themost important type of business organization in the United States today.
In order to form a corporation, its founders must do three things. First, they must
register their company with the government of the state in which it will be headquartered.
Second, they must sell stock. Third, along with the other shareholders, they must elect aboard of directors.
Registering the Corporation. Every state has laws governing the formation of
corporations, but most state laws are similar. Suppose that you and your partners decide toform a corporation. You will have to file articles of incorporation application with thestate in which you will run your corporation. In general, these articles include four items:
1. Name, address, and purpose of the corporation;
2. Names and addresses of the initial board of directors (these men and women will
serve until the first stockholders’ meeting, when a new board may be elected);
3. Number of shares of stock to be issued;
4. Amount of money capital to be raised through issuing stock.
If the articles are in agreement with state law, the state will grant you a corporatecharter - a license to operate from that state.
Selling Stock. To continue the example of your electronic repair business, you couldsell shares of either common or preferred stock in your new corporation. Common stockgives the holder part ownership in the corporation and voting rights at the annualstockholders’ meeting. It does not guarantee a dividend - money return on the moneyinvested in a company’s stock. Preferred stock does guarantee a certain amount of
dividend each year. Preferred stock also guarantees to the stockholder first claim, after
creditors have been paid, on whatever value is left in the corporation if it goes out of
business. Holders of preferred stock usually do not have voting rights in the corporation,although they are part owners.
If your corporation were to become large, you might find its stock traded in the localstock market as over-the-counter stock. Over-the-counter means that individual brokeragefirms hold quantities of shares of stocks that they buy and sell for investors. Should yourcorporation continue to grow, it would be traded on a regional stock exchange. It might belisted as an over-the-counter stock with the National Association of Securities DealersAutomated Quotation (NASDAQ) in one of their three lists. The largest corporations areusually listed on the New York Stock Exchange (NYSE).
Naming a Board of Directors.To become incorporated, a company must have a
board of directors. You and your partners, as founders of the corporation, would select thefirst board for your corporation. After that stockholders at their annual stockholders’meetings would elect the board. The bylaws of the corporation govern this election.
Bylaws are a set of rules describing how stock will be sold and dividends paid, with a listof the duties of the company’s officers. They are written after the corporate charter hasbeen granted.
The board is responsible for supervising and controlling the corporation. It does notrun business operations on a day-to-day basis, however. Rather, it hires officers for thecompany - president, vice-president(s) secretary, and treasurer - to run the business andhire other employees.
9. After reading the text in Exercise 7, fill in the missing word or words:
Although a corporation is owned by many people, it is treated by the law as if it were a(1)____________________. A corporation can make(2)_____________________, pay taxes, and own (3)_____________.(4)_____________________ represents ownership in the corporation and a right to a
portion of the (5) ___________________ and ________________ of the company. Toregister a corporation, the owners must file an(6) _______ _______ _______ application. If it is approved, the state will issue a (7)__________ __________, which is a license to do business. Stockholders who own (8)____ ______ __________ have voting rights in the corporation. However, unlike ownersof (9) __________ __________, they are not guaranteed a dividend nor do they have firstclaim on corporate assets. A corporation must also select a (10) _______ ______________ and establish the (11)_____________________, or set of rules, in order tooperate.
Two major advantages of a corporation are (12) _________ __________ for debts and thefact that it can continue (13)_____________________. Disadvantages are that (14)__________ __________ is often slow and complicated because of the levels of
management involved and that corporations often pay several kinds of (15)________ onprofits and income.

10. Summarize the advantages and disadvantages of franchising and explain whattypes of businesses are involved in it:
FRANCHISES
Many hotel, motel, gas station, and fast-food chains are franchises. A franchise is a
contract in which a franchisor (fran-chy-ZOR) sells to another business the right to use itsname and sell its products. The person or business buying these rights, called the
franchisee (fran-chy-ZEE), pays a fee that may include a percentage of all money taken in.
If a person buys a motel franchise, that person agrees to pay the motel chain a certain feeplus a portion of the profits for as long as his or her motel stays in business. In return, thechain will help the franchisee set up the motel. Often, the chain will have a trainingprogram to teach the franchisee about the business and set the standards of businessoperations.
Advantages: As practiced inretailing, franchising offersfranchisees the advantage ofstarting up a new business quicklybased on a proven trademark andformula of doing business, asopposed to having to build a newbusiness and brand fromscratch (often in the face ofaggressive competition fromfranchise operators).
As long as their brand and formula are carefully designed and properly executed,
franchisors are able to expand their brand very rapidly across countries and continents,
and can reap enormous profits in the process, while the franchisees do all the hard work ofdealing with customers face-to-face. Additionally, the franchisor is able to build a captivedistribution network, with no or very little financial commitment.
For some consumers, having franchises offer a consistent product or service makes lifeeasier. They know what to expect when entering a franchised establishment.
Disadvantages: For franchisees, the main disadvantage of franchising is a loss ofcontrol. While they gain the use of a system, trademarks, assistance, training, andmarketing, the franchisee is required to follow the system and get approval of changeswith the franchisor.
In response to the soaring popularity of franchising, an increasing number of
communities are taking steps to limit these chain businesses and reduce displacement ofindependent businesses through limits on “formula businesses.”
Another problem is that the franchisor/franchisee relationship can easily give rise tolitigation if either side is incompetent (or just not acting in good faith). For example, anincompetent franchisee can easily damage the public’s goodwill towards the franchisor’sbrand by providing inferior goods and services, and an incompetent franchisor can destroyits franchisees by failing to promote the brand properly or by squeezing them tooaggressively for profits.
History. Franchising dates back to at least the 1850s. One early example resulted in
the characteristic look of historic hotels (bars) in New South Wales, with franchising
agreements between hotels and breweries. Early American examples include the telegraphsystem which was operated by various railroad companies but controlled by WesternUnion, and exclusive agreements between automobile manufacturers and operators oflocal dealerships.
Modern franchising came to prominence with the rise of franchise-based restaurants.This trend started initially in the 1930s with traditional sit-down restaurants like the earlyHoward Johnson’s, and then exploded in 1950s with the development of fast food chains,of which McDonalds has been the most successful worldwide. Many retail sectors,particularly in the United States, are now dominated by franchising to the point whereindependently-run operations are the exception rather than the rule.

11. After reading the text in Exercise 9, fill in the missing word or words:
A franchise is a (1) __________ in which a franchiser sells the right to use its(2)____________________ and sell its (3) ____________. A franchisee pays a fee plus aportion of the profits to a chain. The advantages to the franchisee are that the national
chain will pay for (4) __________ campaigns that identify the franchise with the nationalname. The chain may also help to choose a (5) _____________________ for the buildingand arrange (6)_________for the new owner.

12. You’ll hear a recording of part of a training session for small businesspeople on the principles and practice of franchising. Listen to the first part of therecording. Fill the gaps in this summary:
The franchisor usually supplies:
1. An ________________ product or service and a well-known ___________image.2. An _____________ manual, showing how the business should be set up and how itmust be run.3. Help, advice, and training in ____________ the business.4. Continuing advice, training and support during the ______________ of the
franchise.5. The _______________ that’s required to set up and operate the business.6. _______________ of the product, which he will be able to _______________cheaply in ____________. This may result in savings or, depending on thefranchisor’s mark-up, _____________ the franchisee to buying at______________the market price.7. Local, national and even international _________________.

13. Writing. Answer the question below on a separate sheet of paper:
Essay 1: Some years ago you went into business for yourself as a manager of a computerfirm. Business has grown to the point where you want to obtain money for expansion.
What are the trade-offs in taking on a partner or forming a corporation?
Essay 2: What are some benefits and trade-offs of a sole proprietorship? Give examples.

14. Use the following clues to fill in the vocabulary terms on the grid below:
Down
2. A supply of the items used in a business
4. A temporary partnership meant to carry out a single business operation (two words)
5. A contract in which the right to use the name of a business and sell its products is soldto another business
7. The owner of a business
Across
1. Some of the owners only contribute money or property to the business, while otherowners manage the business (two words).
3. A business owned by one person (two words)
6. A state license to operate as a corporation (two words)
8. Articles of _____ define the corporation, its board of directors, the shares of stock to beissued, and the amount of capital to be raised through issuing stock.
9. A business owned and operated by two or more people
10.Money needed to finance a business in the beginning stage





UNIT 5: COMPANY STRUCTURE
Basic Vocabulary
1.  Read, translate and memorize the following words and word-combinations.
	1. acquisition
	Преобретение

	2. contain/include
	Содержать, включать

	3. credit facilities
	Возможность получить кредит

	4.empowerment
	Полномочие

	5. farsighted
	Дальновидный, предусмотрительный

	6. fiscal year = financial year
	Финансовый год

	7. fledgling firm
	Неопытная (новая) фирма

	8. flexible
	Гибкий

	9. hierarchy
	Иерархия

	10. incompatible
	Несовместимый

	11. inherent problems
	Свойственные проблемы

	12. manpower
	Рабочая сила

	13. manual
	Руководство, наставление

	14. merger
	Слияние, объединение (торговое)

	15. milestone
	Веха

	16. output
	Продукция, выпуск, выработка

	17. outsourcing
	Аутсорсинг

	18. subordinates
19. to back out of
	Подчиненные                                                                      

	20. to be accountable to = to be responsible for
	Быть ответственным за …

	21. to be in charge of
	Быть ответственным за …

	22. to delegate
	Поручать, уполномочивать

	23. to demolish
	Разрушать, опровергать

	24. to fire up
	Вспылить

	25. to flop
	Потерпеть неудачу, провалиться

	26. to get down to
	Засесть за учение и т. п.

	27. to get on to
	Продвигаться, преуспевать, приближаться (о времени)

	28.to get rid of smth.
	Избавляться от кого-л., чего-л.

	29. to impede
	Препятствовать, задерживать

	30. to keep up with
	Держаться наравне с кем-л.

	31. to live up to
	Жить согласно принципам

	32. to maintain
	Поддерживать,  сохранять, защищать

	33. to pool together
	Объединять в общий фонд, складываться, действовать сообща

	34.  to put in for
	Выдвинуть свою кандидатуру, претендовать на…

	35. to put up with
	Терпеть, примириться с…

	36. to report to
	Докладывать, заявлять о прибытии….

	37. to split up
	Раскалываться, разделяться

	38. to typify
	Быть типичным примером, образцом, олицетворять

	39.
	Многосторонний, гибкий, изменчивый

	40. to zest 
	Придавать интерес, энергию чему-л.

	41. Board of Directors
	Совет директоров

	42. Chairman (GB), President (US)
	Председатель, президент..

	43. Managing Director = MD (GB), Chief Executive Officer = CEO (US)
	Управляющий, администратор руководитель (фирмы), генеральный директор

	44. Production Department
	Производственный отдел

	45. Marketing Department
	Отдел по маркетингу

	46. Finance Department
	Финансовый отдел

	47. Market Research Dept.
	Отдел по исследованию рынка

	48. Sales Dept.
	Отдел сбыта

	49. Purchasing Dept.
	Отдел закупок

	50. Planning Dept.
	Плановый отдел



2. Before you read discuss these questions:
How many different ways of organizing or structuring a company can you think
of?
If you work for a company or organization, how would you describe the companystructure?

3. Read the text about the different ways in which companies are organized andanswer these questions:
Four main kinds of organizational structure are described in the article. What are
they?
Is one kind of organizational structure more common than the others?
When did “delayering” take place?
What were the reasons for delayering and what were the results?
How does Julia MacLauchlan describe Microsoft’s organizational structure?
DOING THE BUSINESS
Roisin Ingle hears how efficient management structures are vital for success
The need for a solid structure within all business entities is “absolutely fundamental”,according to Ms. Angela Tripoli, a lecturer in Business Administration at UniversityCollege Dublin. “Organizational structure concerns who reports to whom in the companyand how different elements are grouped together. A new company cannot go forwardwithout this and established companies must ensure their structure reflects their targetmarkets, goals and available technology”.
Depending on their size and needs there are several organizational structures
companies can choose from. Increasingly though, in the constantly evolving businessenvironment, “many firms are opting for a kind of hybrid of all of them”.
The most recognizable set up is called the functional structure where a fairly
traditionalchain of command (incorporating senior management, middle management andjunior management) is put in place. The main benefit of this system is clear lines ofcommunication from top to bottom but it is generally accepted that it can also be abureaucratic set up which does not favour speedy decision-making.
More and more companies are organizing themselves along product lines where
companies have separate divisions according to the product that is being worked on. “Inthis case the focus is always on the product and how it can be improved”.
The importance for multinational companies of a good geographic structure, said Ms.Tripoli, could be seen when one electrical products manufacturer produced an innovativerice cooker which made perfect rice - according to western standards. When they tried tosell it on the Asian market the product flopped because there were no country managersinforming them of the changes that would need to be made in order to satisfy this moredemanding market.
The matrix structure first evolved during a project developed by NASA when they
neededto pool together different skills from a variety of functional areas. Essentially thematrix structure organizes a business into project teams, led by project leaders, to carryout certain objectives. Training is vitally important here in order to avoid conflictbetween the various members of the teams.
During the 1980s a wave of restructuring went through industry around the globe. Thisprocess, known as delayering, saw a change in the traditional hierarchical structures withlayers of middle management being removed. This development was, driven by newtechnology and by the need to reduce costs. The overall result was organizations thatwere less bureaucratic.
The delayering process has run its course now. Among the trends that currentlyinfluence how a company organizes itself is the move towards centralization and
outsourcing. Restructuring has evolved along with a more “customercentric” approach
that can be seen to good effect in the banks. They now categorize their customers andtheir complex borrowing needs into groups instead of along rigid product lines.
Another development can beseen in larger companies, whichare giving their employees morefreedom to innovate in order to maintaina competitive edge.
Ms. Julia MacLauchlan,Director of Microsoft’sEuropean Product Development Centrein Dublin, said the leading softwarecompany had a very flat organizationalstructure. “There would not be morethan around seven levels between the average software tester and Bill Gates”, she said.
Microsoft is a good example of a company that is structured along product lines. In
Ireland, where 1,000 employees work on localization of the software for all Microsoft’smarkets, the company is split up into seven business units. Each unit controls thelocalization of their specific products while working closely with the designers inMicrosoft’s Seattle Headquarters.
It works, said Ms. MacLauchlan, because everyone who works in the unit is“incredibly empowered”.
“Without a huge bureaucratic infrastructure people can react a lot more quickly to anychallenges and work towards the company’s objectives”.

4. Match these definitions with the four organizational structures described inthe text:
1. A cross-functional structure where people are organized into project teams.
2. A structure rather like the army, where each person has their place in a fixed
hierarchy.
3. A structure that enables a company to operate internationally, country by country.
4. A structure organized around different products.

5. Match these nouns as they occur together in the text:
1. producta. teams
2. targetb. objectives
3. borrowingc. lines
4. projectd. units
5. delayering e. company
6. countryf. process
7. businessg. markets
8. softwareh. needs
9. companyi. managers

6. Use an appropriate phrase from the text to complete each sentence:
1. Banks need to be fully aware of their customers’………………….. .
2. Silicon Valley is full of ………………………….. .
3. Many companies are now organized along ………………………, in which each
division is responsible for a group of products.
4. A matrix organization groups people into …………………….. .
5. Some companies are divided into different ………………………….., often also
called profit centres.
6. A multinational company will often have a number of ………………, in charge ofactivities in different parts of the world.

7. Match these terms with their definitions:
1. business entities a. focusing on the customer rather than the product
2. set up b. new, original
3. innovativec. companies
4. floppedd. something that makes you better than othercompanies
5. outsourcinge. did not succeed, failed
6. customer centricf. structure
7. competitiveedgeg. getting external companies to do work for yourcompany

8. Complete these sentences with an appropriate preposition:
1. Organizational structure concerns who reports …………… whom.
2. Depending ………………. its size, there are several organizational structures a
company can choose from.
3. Many companies are organizing themselves …………….. product lines.
4. In the 1980s a wave of restructuring went ………………….. industry.
5. Delayering was driven ………………….. the need to reduce costs.
6. Microsoft in Ireland is split ……………… ………………. seven business units.

9. Read the text below about different ways of organizing companies, and thenlabel the diagram, according to which of these they illustrate:
line structure matrix structure functional structure staff structure

COMPANY STRUCTURE
Most organizations have a hierarchical or pyramidal structure, with one person or agroup of people at the top, and an increasing number of people below them at each
successive level. There is a clear line or chain of command running down the pyramid. Allthe people in the organization know what decisions they are able to make, who their
superior(or boss) is (to whom they report), and who their immediate subordinates are (towhom they can give instructions).
Some people in an organization have colleagues who help them: for example, there
might be an Assistant to the Marketing Manager. This is known as a staff position: its
holder has no line authority, and is not integrated into the chain of command, unlike, forexample, the Assistant Marketing Manager, who is number two in the marketingdepartment.
Yet the activities of most companies are too complicated to be organized in a singlehierarchy. Shortly before the First World War, the French industrialist Henry Fayolorganized his coal-mining business according to the functions that it had to carry out. Heis generally credited with inventing functional organization. Today, most largemanufacturing organizations have a functional structure, including (among others)
production, finance, marketing, sales, and personnel or staff departments. This means, forexample, that the production and marketing departments cannot take financial decisionswithout consulting the finance department.
Functional organization is efficient, but there are two standard criticisms. Firstly,
people are usually more concerned with the success of their department than that of the
company, so there are permanent battles between, for example, finance and marketing, ormarketing and production, which have incompatible goals. Secondly, separating functionsis unlikely to encourage innovation.
Yet for a large organization manufacturing a range of products, having a single
production department is generally inefficient. Consequently, most large companies aredecentralized, following the model of Alfred Sloan, who divided General Motors intoseparate operating divisions in 1920. Each division had its own engineering, productionand sales departments, made a different category of car (but with some overlap, toencourage internal competition), and was expected to make a profit.
Businesses that cannot be divided into autonomous divisions with their own marketscan simulate decentralization, setting up divisions that deal with each other usinginternally determined transfer prices. Many banks, for example, have establishedcommercial, corporate, private banking, international and investment divisions.
An inherent problem of hierarchies is that people at lower levels are unable to makeimportant decisions, but have to pass on responsibility to their boss. One solution to this ismatrix management, in which people report to more than one superior. For example, aproduct manager with an idea might be able to deal directly with managers responsible fora certain market segment and for a geographical region, as well as the managersresponsible for the traditional functions of finance, sales and production. This is one wayof keeping authority at lower levels, but it is not necessarily a very efficient one. ThomasPeters and Robert Waterman, in their well-known book In Search of Excellence, insist onthe necessity of pushing authority and autonomy down the line, but they argue that oneelement - probably the product - must have priority; four-dimensional matrices are far toocomplex.
A further possibility is to have wholly autonomous, temporary groups or teams that areresponsible for an entire project, and are split up as soon as it is successfully completed.
Teams are often not very good for decision-making, and they run the risk of relationalproblems, unless they are small and have a lot of self-discipline. In fact they still require adefinite leader, on whom their success probably depends.
Which of the following three paragraphs most accurately summarizes the text, andwhy?
First summary:
Although most organizations are hierarchical, with a number of levels, and a line ofcommand running from the top to the bottom, hierarchies should be avoided because theymake decision-making slow and difficult. A solution to this problem is matrixmanagement, which allows people from the traditional functional departments ofproduction, finance, marketing, sales, etc. to work together in teams. Another solution is
decentralization: the separation of the organization into competing autonomous divisions.
Second summary:
Most business organizations have a hierarchy consisting of several levels and a clear lineof command. There may also be staff positions that are not integrated into the hierarchy.
The organization might also be divided into functional departments, such as production,finance, marketing, sales and personnel. Larger organizations are often further divided intoautonomous divisions, each with its own functional sections. More recent organizationalsystems include matrix management and teams, both of which combine people fromdifferent functions and keep decision-making at lower levels.
Third summary:
Most businesses are organized as hierarchies, with a clear chain of command: a boss whohas subordinates, who in turn have their own subordinates, and so on. The hierarchy mightbe internally divided into functional departments. A company offering a large number ofproducts or services might also be subdivided into autonomous divisions. Communicationamong divisions can be improved by the introduction of matrix management or teams.
The text mentions the often incompatible goals of the finance, marketing and
production (or operations) departments. Classify the following strategiesaccording to which departments would probably favour them:
1. a factory working at full capacity
2. a large advertising budget
3. a large sales force earning high commission
4. a standard product without optional features
5. a strong cash balance
6. a strong market share for new products
7. generouscredit facilities for customers
8. highprofit margins
9. large inventories to make sure that products are available
10. low research and development spending
11. machines that give the possibility of making various different products
12. self-financing (using retained earnings rather than borrowing)

10. Sentences 1 to 9 make up a short text about different ways in which
companies can be structured. Complete each sentence, by taking a middle part from thesecond box and an end from the third box:
	1. Most organizations have a hierarchical or pyramidal structure,
2. A clear line or chain of command runs down the hierarchy,
3. Some people in an organization have an assistant who helps them;
4. Yet the activities of most large organizations are too elaborate
5. Large companies manufacturing a wide range of products, e.g. General Motors,
6. Businesses that cannot be divided into autonomous divisions with their own markets
7. An inevitable problem with hierarchies is that people at lower levels
8. One solution to this problem is matrix management, in which people report to morethan one superior:
9. Another, more recent, idea is to have a network of flexible groups or teams



	a. are normally decentralized into separate operating divisions,
b. are unable to make important decisions, but are obliged to pass on responsibility totheir boss,
c. can simulate decentralization, setting up divisions that use
d. instead of the traditional departments, which are often at war with each other;
e. so that all employees know who their superior or boss is, to whom they report,
f. e.g. a brand manager with an idea can deal directly with
g. this is an example of a staff position: its holder has no line authority,
h. to be organized in a single hierarchy, and require functional organization,
i. with a single person or a group of people at the top



	j. and an increasing number of people below them at each successive level.
k. and is not integrated into the chain of command.
l. and who their immediate subordinates are, to whom they can give instructions.
m. each with its own engineering, production and sales departments.
n. internally determined transfer prices when dealing with each other.
o. the appropriate managers in the finance, manufacturing and sales departments.
p. they are formed to carry out a project, after which they are dissolved and their membersreassigned.
q. unless responsibilities have been explicitly delegated.
r. usually with production or operations, finance, marketing and personnel departments.



11. Complete the text using the correct form of the following verbs:

Achieve allocate balance deal with developemploy establish follow require set
The top managers of a company (1) have to .........objectives and then develop particularstrategies that will enable the company to (2)......... them. This will involve (3)......... thecompany’s human, capital and physical resources. Strategies can often be sub-dividedinto tactics - the precise methods in which the resources attached to a strategy are (4)......... .
The founders of a business usually establish a “mission statement” - a declaration aboutwhat the business is and what it will be in the future. The business’s central values andobjectives will (5) ......... from this. But because the business environment is alwayschanging, companies will occasionally have to modify or change their objectives. It ispart of top management’s role to (6) ......... today’s objectives and needs against those ofthe future, and to take responsibility for innovation, without which any organization canonly expect a limited life. Top managers are also expected to set standards, and to (7)......... human resources, especially future top managers.
They also have to manage a business’s social responsibilities and its impact on the
environment. They have to (8) ...........and maintain good relations with customers, majorsuppliers, bankers, government agencies, and so on. The top management, of course, isalso on permanent stand-by to (9) ......... major crises.
Between them, these tasks (10) ......... many different skills which are almost never foundin one person, so top management is work for a team. A team, of course, is not the same asa committee: it needs a clear leader, in this case the chairman or managing director.
Complete the following collocations:
11. to set .........
12. to allocate .........
13. to ......... responsibility
14. to ......... standards
15. to ......... and ......... good relations
16. to ......... a crisis

12. Complete the text using the following verbs:
Appointedattacked combineddefinedconstituted
reviewedsupervised supported
Large British companies generally have a chairman of the board of directors who overseesoperations, and a managing director (MD) who is responsible for the day-to-day runningof the company. In smaller companies, the roles of chairman and managing director areusually (1)......... . Americans tend to use the term president rather than chairman, andchief executive officer (CEO) instead of managing director. The CEO or MD is (2).........by various executive officers or vice-presidents, each with clearly (3)......... authority andresponsibility (production, marketing, finance, personnel, and so on).
Top managers are (4) ......... (and sometimes dismissed) by a company’s board of directors.They are (5) ......... and advised and have their decisions and performance (6) ......... by theboard. The directors of private companies were traditionally major shareholders, but thisdoes not apply to large public companies with wide share ownership. Such companiesshould have boards (7)......... of experienced people of integrity and with a record ofperformance in a related business and a willingness to work to make the companysuccessful. In reality, however, companies often appoint people with connections that willimpress the financial and political milieu. Yet a board that does not demand highperformance and remove inadequate executives will probably eventually find itself(8)......... and displaced by raiders.

13. Many big firms have lots of different sections and it can be helpful to knowwhich part of the company does what. Look at the following company departments. Whichdepartment does which job?
Human Resources:
Production:
Marketing:
Finance:
Sales, Financial Services, Quality, Training, Payroll, Production, Advertising, Accounts,Distribution, Maintenance, Marketing, Customer Service, Purchasing, Personnel,Packaging

14. What department does which job? Match each job from the column on theleft to a company department from the column on the right:
	1. puts the product into boxes?
	A. Training

	2. pays wages and salaries?
	B. Production

	3. plans how to promote products?
	C. Marketing

	4. has systems to prevent mistakes?
	D. Purchasing

	5. looks after the equipment?
	E. Personnel

	6. deals with complaints?
	F. Packaging

	7. manufactures the products?
	G. Sales

	8. sends invoices to customers?
	H. Accounts

	9. buys equipment?
	I. Payroll

	10. arranges credit facilities?
11. helps staff develop new skills?
	J. Distribution
K. Customer Service

	12. sends products to the customer?
	L. Financial Services

	13. buys media space?
	M. Quality

	14. recruits new staff?
	N. Advertising

	15. sends representatives to visit
customers?
	O. Maintenance




15. Imagine that an important visitor is coming to your firm. She has sent youthis fax. Draft a fax to Ms. Trosborg arranging the date and the time you propose for thevisit:
TIVOLI DESIGN CONSORTIUM
BERSTORFFSGADE 19, DK-1577 COPENHAGEN, DENMARK
Telephone: +(45) 72 14 33 21 Fax: +(45) 56 39 42 38
TO: Publicity Office/Manager
Dear Sir or Madam,
We have heard from one of our mutual customers that your company is involved in anumber of interesting design projects.
As I am shortly staying in your city on business, I am writing to enquire whether it wouldbe convenient to visit your office.
I shall be in town from 14th to 18th November. I would be free any morning from 11.30onwards and in the afternoon of 15th November.
I would be extremely grateful if you could confirm whether a brief visit could be arrangedon one of the days and at the times suggested.
I look forward to hearing from you.

Yours faithfully,
Anita Trosborg
Design Director

16. Read the following passages about two companies. Decide which of theheadlines goes with which passage:
Planning and Building for Over 150 years
Pioneering Tomorrow’s Electronics
1. Over the decades the name of Siemens has become synonymouswith progress. Since 1847, when Werner Siemens and Johann GeorgHalske founded the Siemens &Halske Telegraph ConstructionCompany in Berlin, the history of Siemens has been closely linked withthe development of electrical engineering. While still a fledglingfirm, Siemens &Halskespearheaded the evolution oftelegraphy with the first pointer telegraph and the construction of anextensive telegraph network. In 1866 Werner Siemens invented thedynamo machine, laying the cornerstone of power engineering.
New ideas are an old tradition of Siemens. The company that grew out of the originalSiemens &Halske is today a highly innovative leader in the world electrical andelectronics market. Composed of Siemens AG and an array of domestic and foreign
subsidiaries, the contemporary Siemens organization continues to set milestones on theroad of progress.Siemens maintains its own production facilities in more than 50 countries and operatesa worldwide sales network. With more than 300,000 employees, it is one of the largestcompanies in the world electrical/electronics industry, having recorded annual sales ofDM 82 billion in the 1992/93 fiscal year. Reliable and farsighted management is unitedwith the youthful dynamism and zest for innovation that typify the company.
2. In 1849, Johann Philipp Holzmann founded a company in Sprendlingen, near
Frankfurt am Main, which initially undertook work in connection with the construction ofthe railroads, but very quickly expanded its activities to include all fields of building
construction and civil engineering. The first major foreign project was started in 1882,with the contract for Amsterdam’s Central Station.
By the turn of the century, branch offices and regional offices had been established atnumerous locations throughout Germany. As early as 1885, Holzmann had more than
5,000 employees. Interesting activities from this period include the company’s work onthe Baghdad railroad and railroad projects in East Africa.
Holzmann has passed through all forms ofcompany organization, from individual proprietorship viaa limited and general partnership through to aGmbH (limited liability company). The PhilippHolzmannAktiengesellschaft (publiclimited company) was formed in 1917. Companiesfounded by Holzmann were active in South America.Even following the losses of manpower and assets during the Second World War,Holzmann was able, as early as 1950, to recommence its foreign activities. 1979 saw theacquisition of J.A. Jones Construction Company, of Charlotte, North Carolina, USA, a
major American corporation active in the construction field. This was followed in 1981by the purchase of Lockwood Green Engineers, Inc., Spartanburg, South Carolina, USA.
Together with its USA subsidiaries Holzmann has responded to the changes occurring inthe construction industry with a flexible and versatile corporate strategy.The takeover in early 1989 of the Steinmüller Group, one of Germany’s leadingcompanies in the sectors of power engineering, process engineering and environmentalprotection demonstrates this.

17. Complete the information missing in the table:
	Dates
	What happened?
	Who did what?

	1847
	
	

	1849
	
	

	
	Invention of dynamo machine
	

	
	First large foreign order begun
	

	1885
	
	

	
	Aktiengesellschaft founded
	

	1950
	
	

	
	Acquisition of J.A. Jones ConstructionCompany
	

	1981
	
	

	1989
	
	

	
	Recorded annual sales of DM 82 billion
	



18. Complete the following table with information from the articles:
	
	HOLZMANN
	SIEMENS

	Locations of the company’sactivities
	
	

	Activities of both companies up to1940s
	
	

	Recent activities of the companies
	
	



19. Read the following text and answer some questions below:
RE-ENGINEERING THE CORPORATION
“It’s not called redundancy these days ... It’s called downsizing”
If you want to stay in step with the latest management trend, fire half your staff. That’sthe advice of Michael Hammer and James Champy in their best-selling book ‘Reengineeringthe Corporation’. For Business Process Re-engineering or BPR is about
smashing up the corporate hierarchies we’re used to and rebuilding them from scratch.
And the result is that tens of thousands of managers are losing their jobs in the name of reinventingthe corporation. In fact, some say that, if BPR really caught on, 25 millionAmericans would be made redundant tomorrow. Of course, it’s not called redundancythese days. It’s called downsizing. But it means the same thing to an out-of-workexecutive.
Out with vertical hierarchy
According to Tom Peters, a management guru who’s clearly more excited about BPRthan the 25 million looking at impending unemployment, what a lot of large companies arelearning is that they can do better with four layers of management than with twelve. Thevertical hierarchy is out. The new, streamlined ‘horizontal network’ is in. And gone arethe days of the autocratic kings of industry - the Lee Iaccocas and John Sculleys of thisworld - for now the customer is king.
From the bottom up
Basically, BPR is a mixture of Japanese lean, flexible, ‘just in time’ production and
American enthusiasm for re-structuring companies from the bottom up. What it means is
that, in order to remain competitive, we’ll all have to forget the old bureaucratic empires,divided by function into separate departments such as sales and accounts. We’ll beorganizing ourselves instead around continuous business processes aimed at getting theproduct to the customer.
Empowerment or madness?
In fact, ‘re-engineers’ say that by the year 2000 it’ll be team-players and not leadersthat businesses will chiefly be looking for. And, when it comes to decision-making,middle management may increasingly find itself bypassed altogether, as more and moreresponsibility is passed down the line to cross-functional teams of junior managers andshop floor workers. For by then these will have become largely self-managing, and thecorporate pyramid will be turned completely upside down. BPR enthusiasts call this‘empowerment’. Others call it madness.
Mini-companies the way ahead
But is it even that? Or is it just a sexy new name for an old idea? In Sweden, where thetop 20 firms do 80% of their business abroad, companies like the manufacturing giant,ABB, have already done something remarkably similar to re-engineering by breaking upthe firm into hundreds of mini-companies. IBM had the same idea when it decided to formindependent mini-companies of its own and ‘Big Blue’ set up thirteen little ‘Baby Blues’.
But, whereas ABB has managed to halve the development time of its products, IBM hasnot been able to keep pace with its smaller, fitter competitors.
The customer comes first
For BPR does seem to work better in some countries than in others. In the fast-growingeconomies of East Asia and Latin America, for example, it’s doing well. But things don’tlook quite so good in the USA, and in Central Europe it’s even worse. PaternalisticGerman bosses, in particular, find it hard to delegate responsibility to subordinates and yetoverpaid German workers cost their companies 50% more than the average Americancosts theirs. Many French executives, too, still find it difficult to accept that the customercomes first. And in recession-battered Britain BPR is, more often than not, just an excuseto cut back and get rid of unwanted staff. Perhaps they should be getting rid of BPRinstead.
What is your immediate reaction to the article? Tick the response nearest to your own orsum up what you think in a single sentence:
1. I think it paints a rather negative picture.
2. I think it oversimplifies the issue.
3. I think it’s a bit one-sided.
4. I think it makes some interesting points.
5. I think it argues its case extremely well.
6. I think .....

Without referring back to the article, how much can you remember about:
7. mass redundancies
8. the managerial ladder
9. the customer
10. teamwork
11. mini-companies
12. cultural attitudes

Find the expressions in the article which mean:
13. the latest ‘fashion’
14. right from the beginning
15. became popular
16. unemployed executive
17. management expert
18. completely restructure at all levels
19. may be excluded
20. can’t match the competition
21. to economize

20. Complete the short dialogues below using the following phrasal verbs:
get on to come up with come in for put up with back out of
get down to live up to put in for cut back on keep up with
1. Has the restructuring of the production department speeded things up at all?
Not really. I’m afraid it failed to ................ expectations.
2. How’s the budget for this year looking?
I think we’re going to have to ................ spending, I’m afraid.
3. We really need to consult our legal advisors on this one.
OK, I’ll ................ them straightaway.
4. You know, in this industry it’s sometimes hard to ................ all the latest
developments.
But that’s what I’m paying you for!
5. You know, I’m sorry we ever got into this project in Hong Kong.
Well, its too late to it now.
6. I hear you’ve ................ a promotion.
Yes. After eight years in this place, I think it’s about time they gave me my own
department.
7. I think everyone’s here who’s supposed to be here.
OK, let’s ................ business.
8. Look, if our team can’t find a solution to this problem, no one can.
OK, go away and see what you can …………….. .
9. A lot of people were very unhappy about the way they handled the redundancies.
I know. They’ve ................ quite a lot of criticism over that.
10. If you want to stay in this job, you’ll have to ................ a fair amount of hassle, I’mafraid.
That’s OK. I’m getting fairly used to it by now.

21. Now, without referring back to the previous exercise, try to match up thehalves of the following word partnerships:

	1. come up
	a. to business

	2. cut back
	b. for a promotion

	3. get on
	c. for criticism

	4. keep up
	d. to expectations

	5. back out
	e. with a lot of hassle

	6. put in
	f. with a solution

	7. get down
	g. of an agreement

	8. come up
	h. to the account department

	9. come in
	i. with the latest development

	10. put up
	j. on spending



22. Invent your own company and describe its organizational structure using thefollowing verbs:
The most common verbs for describing structure are:
consists of contains includes
is composed of is made up of is divided into
Other verbs frequently used to describe company organization include:
to be in charge of
to support or to be supported
to be accountable to
to be responsible for
to assist or to be assisted

Use the following questions to expand the topic:
1. What does your company do?
2. What is it called?
3. What kind of public image do you have?
4. How many people do you employ?
5. Where are your headquarters?
6. Do you have offices in other countries? If so, where?
7. What is your turnover, market share and net profits? Who is your main
competitor?
8. Are you growing, shrinking or holding steady?
9. What are your most promising products and/or markets?
10. What problems are you having and how are you dealing with them?

23. Read the whole text and then complete the organization chart:

I think we have a fairly typical organization for a manufacturing firm. We’re divided intoFinance, Production, Marketing and Human Resources departments.The Human Resources department is the simplest. It consists of two sections. One isresponsible for recruitment and personnel matters; the other is in charge of training.
The Marketing department is made up of three sections: Sales, Sales Promotion, andAdvertising, whose heads are all accountable to the marketing manager.The Production department consists of five sections. The first of these is ProductionControl, which is in charge of both Scheduling and Materials Control. Then there’sPurchasing, Manufacturing, Quality Control, and Engineering Support. Manufacturingcontains three sections: Tooling, Assembly, and Fabrication.Finance is composed of two sections: Financial Management, which is responsible forcapital requirements, fund control, and credit, and Accounting.
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As global business continues to expand, the
critical element of a successful business
outcome may be the appreciation and respect
for cultural differences. You will need to utilize
your knowledge of cultural diversity and
intercultural communication during your
international travels and overseas assignments.
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Let's see how much you

QUIZ TIME!




image6.png
1. In all but one of the following countries it is
expectedthat you bring a giftto a business
meeting. In which country is it NOT expected?

China

Japan

Czech Republic
Denmark
Bolivia




image7.png
2. In Saudi Arabia, which is considereda popular
gesture of friendship between men?

a high-five

holding hands while walking
a handshake

winking

a hug or kiss on the cheek
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3. In Great Britain, tapping your nose indicates that
something is:

confidential
smelly
inappropriate
very important
incredibly boring
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4. Which of the following is/are associated with
death and should not be given as gifts in the
Chinese culture?

clocks

straw sandals

a handkerchief

a stork or a crane
all of the above
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5. When treating a client to a business meal in

China, the most appropriate tipping strategy would
be:

15% tip
the more the better
20% tip

no tip at all

50% tip
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6. When doing businessin Iran, a woman should
cover their:
Mouth
Feet
Eyes
Arms and Legs
Arms, Legs and Hair
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Etiquette is...

ethical and socially acceptable behavior
regarding professional practice or action
among the members of a profession in
their dealings with each other.
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But etiquette isn’t recognized
as one uniform set of
standards around the globe...

For example, a hand gesture
in one country may have the
exact opposite meaning in
another culture!




