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IHEPEIMOBA

HaBuanbHuii nociOHUK 3 O13HEC-CNUIKYBaHHS PU3HAYEHUH JUIsl BUBYEHHS aHIVIIIChKOT O13HEC-
MOBHU CTyJEHTaMM creuiajgbHocTedl “MiKHapoJH1 €KOHOMIYHI BilHOCHHU", “MikXHapoaHa
eKoHOMIKa" Ta “MeHeKMEHT 30BHIIIHbOEKOHOMIYHOT ISITBHOCTI" , SIK1 BUBYAIOTh aHIVIIHCHKY MOBY
po¢eciiHOTO CIUIKYBaHHS.

Merta nociOHHKa —OTIMOIEHHS Ta PO3LIMPEHHS MOBJICHHEBUX 3HAaHb CTYJEHTIB, 30aradeHHs
CJIIOBHMKOBOTO 3aI1acy Ta OBOJIOIHHS HaBUUKaMU PO (ECIITHOTO CIIUIKYBaHHS IHO3EMHOIO MOBOIO.

[TociOHuK MOOYNOBaHO 32 TEMAaTUYHUM IMPUHLMIIOM. Y SKOCTI BiANpaBHOI 0a3u MocCiOHKKa
BUKOPHCTaHi OKpeMi TeKcTH 1 BripaBu ypokiB 1 — 12 kypcy V. Hollett. Business Objectives (Oxford:
OUP), 110 ciyryroTb 0CHOBOKO JIJISl PO3JIOTHX IMIJAPO3IUTIB: aKTUBHUI BOKAOYIISIp 3 MOSCHEHHIMU
1 IEKCHYHUMH BIIPaBaMH Ta MIPO3]IUT IPAKTUKKA MOBJIEHHs. MaTtepian nociOHuKa 30pIEHTOBAHO
Ha PO3BUHEHHSI MOBHUX HaBUUYOK Ta 00’ €JHAHO Y JBAHAIUATH PO3JALUIIB 3 BIAMOBIAHUX TEM, SIKi
HaJal0Th CTYACHTaM MOKJIMBICTb BUPOOUTH HABUYKU YUTAHHS, MIMCAHHA Ta MOBJICHHS. KoxxHuUi
PO3UT MICTUTh CIIOBHUK aKTUBHOI JIEKCUKHU, PETENbHO CKJIAJEHUHN IJIs TOro, H[00 CTYIEHT MIT
CaMOCTII{HO IpoaHali3yBaTU MaTepiai Ta MiAroTyBaTUCS /10 3aHATTS 3 MIHIMAJIbHOIO BUTPATOIO
qacy.

[TociOHMK agpecoBaHO CTYIEHTaM, sIKi JOCSIIIH PiBHS BOJOAIHHSA MOBOI0 B1 3a eBpornelicbkoro
IKAJIOK0 Ha IOYATOK 3aHSTh, Ta YMOXIIUBIIIOE TOCSITHEHHS HUMU piBHs B2 + (C1) no 3akiH4eHH1
Kypcy.

[TociOHUK po3paxoBaHUi i1 BUKOPUCTAHHS, IOYMHAIOYH 3 TIEPIIOro abo Ipyroro ceMecTpy
y HemoBHuX BH3, 1 noBHicTi0 Bignosinae Bumoram HoBoi [Iporpamu MOH VYkpainu 3 anmiicbko1
MOBH U1 TpodeciitHoTo criikyBaHHs, mpuiHATOI y 2005 porri.
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Unit 1
Meeting People

PRESENTATION
1. Look at the people in the photographs.
a. lIsitaformal or informal situation?
b. What are they saying?

2. (T 2-4) Listen to three conversations and match each one to the correct picture.

3. (T 2) Listen again and complete the conversation.
Louise Carlos Velazquez, you to Peter

Brien. Peter, Mr. Carlos Velazquez of Telefonica
Moviles, in Argentina.

Mr. Velazquez
Peter

Louise Peter works for our New York branch. He's
international accounts.

4. (T 3) Put this conversation in the right order. Write numbers in the boxes. Then listen again
and check your answers.

Sven Sure | do. How are you, Jim?

Jim Good. Let's go upstairs and get some coffee.

AnnaSven! Welcome to L.A. Great to see you again.

Anna Just fine. Do you know my colleague, Jim Olsen?

Sven Great to see you, too! How are you doing?

Jim Not bad.

Sven Good, thanks. How was your trip?

(621

. (T 4) Listen again and correct the mistakes in these sentences.
Bob, Liz and Jin-ha are in an-office, a fitness center
1 Liz and Jin-ha work together.
2 Jin-ha is an engineer.
3 Liz's daughter works in a supply chain forecasting.

6. Work in groups. Practice making introductions. Introduce:
1 two people in a formal situation.
2 two people in an informal situation.



3 yourself at a company reception desk.
4 yourself to a new colleague.
5 yourself to a foreign visitor you are meeting at an airport.

Let me introduce you to ... .. thisis ...

Pleasure to meet you. Me, too.

Do you know ... ? .. thisis ...

Hello. / Hi. Good to meet you.

Good morning. My name is ... | have an appointment to see ...

I don't think we've met. I'm ...
Excuse me. Are you Mrs. Eustace? I'm ...

LANGUAGE WORK

Getting information

1. Six people are visiting your company today. Look at their business cards and ask and answer
questions about them.

What's (What is) his/her name?

What nationality is he/she?

Who does he/she work for?

Where does he/she work?

What's his/her position in the company?
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2. A company called IPQ is having a conference. Put the right word in each space to make
questions.

| When Where Why What How Who Which |




We export electrical appliances.

I work in payroll.

I'm an auditor.

10 Taiwanese, Mandarin, and English.

1 are those people? They're members of our solutions team.
2 are they here? There's a conference today.
3 is the conference about? The RM110 data system.
4 many people are there? About 30.
5 divisions do they work in? Marketing and sales.
6 do we meet them? At 6 o'clock this evening.
7 is the party? In the Marriott Hotel downtown.
3. Here are some answers, but what are the questions?
1 [I'mfine, thanks.
2 Michael Wang.
3 M-I-C-H-A-E-L.
4 I'm Taiwanese.
5 I'm from Taiwan.
6 FIMEX Ltd.
7
8
9

Describing jobs

1. Study the words in bold type in these sentences.

I'm a financial controller. (a/an + job)
an engineer.
I work for ATT. (for + employer)
I'min marketing. (in + type of work)
the chemicals business.
chemicals.

Complete this conversation. Use a, an, for, and in.
A What do you do for a living?

B I'm pharmaceuticals.

A Really? Who do you work ?

B Merck. I'm product manager. What about you?
A 1 work Bechtel.

B So you're the construction business?

AYes. I'm engineer.

2. Ask and answer questions about the organization.

Who is responsible for in  cable systems?  Emma Wood.
charge of

Who is she responsible to? The chief executive officer.
Who does she report to?



Richard E. Baldwin
President and Chief Executive

Officer
Betty Schreiber Kenichi Yamada
Chief Operating Officer and Director of Finance Chief Information Officer and Director of
Information Technology
: Ahmed Sileen Nardo
Patrick P. Amos Emma J. Wood Jimmy Wong Vera O. Roberts Mohammed Optical Imaging,
Multiplex Systems Cable Systems Laser Technologies Space Systems Cellular Systems iné
Commuters

1. Ask and answer questions about these commuters.

Matthew Long, data analyst.
Works in Hatton Gardens, London.
Lives 4 miles away in Hornsey.
25-minute trip on bike. Has to
concentrate on the traffic.

Rosa Gonzalez, architect. Works
on 42nd Street, New York. Lives
2 miles away at Central Park
West and 86th Street. 15-minute
trip on rollerblades. Thinks about
the day ahead or listens to her
MP3 player.

Daisuke Tanaka and Hideo
Nakajima. Work for banks in
Otemachi, Tokyo. Live 20 miles
away in Chiba. 50-minute trip
by train. Read, send text
messages, or sleep.

What does Rosa do for a living?
Where does she live?

Where does she work?

How long does it take to get there?
How far is it?

How does she get there?

What does she do on the way to work?

2. Now ask a partner similar questions about their trip to work.

Countries and nationalities
1 Toshiba is a Japanese company. The headquarters are in Japan.



nationality country

What about these companies?

1 Honda 6 L'Oreal

2 IBM 7 Barclays Bank
3 Alfa Romeo 8 Nestle

4 Haier 9 Siemens

5 Daewoo 10 Philips

2. Complete the chart.

Country Nationality
Japan Japanese
The U.S.

Italian
China

Korean
France

British
Switzerland
Germany

The Netherlands

Personality profile

1. Read this article about a businessman called Ram Charan. What information is missing?
Suggest possible words to fill the spaces.

Ram Charan is a business guru. He's '

years old and he comes from? |, but
he doesn’t live there now. Ram lives in
3. .Hefliesabout® _____ miles
each week.

Ramhasa® ___ degree from Harvard
Business School. He writes® __ and he
travels all over the world. He meets with
7 and helps them solve business
problems. Ram doesn‘t have a website. He gets
his clients by ®

Ram doesntowna®_ . Hejusthasa
small black suitcase and his assistants Fedex
e e e

2. Work with a partner. One person uses the information below and the other uses the
information in File 1 (see Information Files).
Ask your partner questions to get the information missing from the article. Complete the article.



How old is Ram Charan?
Where does he come from?

SKILLS WORK
Speaking

Work in twos or threes. You are participants at an international conference. Toss a coin to move.
¢ Heads: move one square.

¢ Tails: move two squares.
Follow the instructions on each square and start a conversation. The first person to finish is the winner.

You arrive at
the conference
hotel. Go to the

FINISH rel:eptlo? 2esk - i pl:;l; :r:‘gttht?nre
A conference what
W their job is.
\ It’s time Ask another v s
to go home. Say person about %
goodbye to your the department AR
I & ’ur dmfll(ui':nmey countries you
N s want to visit on
vacation.

P

Ask another /‘ > Exchange
person about g business cards

their hobbies with another
and interests. participant.

Yud see an old
friend. Greet

him/her.
Introduce two
people to one J
another. 4 i S
Name two i = \ Name three
\ countries where % countries which
you bow when begin w!lth !’he
you meet letter “B.
someone.
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Writing

Read the profile of Lani Silber Weiss and then write another profile about yourself. Use the topics
below to help you.

name company
responsibilities
nationality position in the
company hobbies

home town vacations



I'm Lani Silber Weiss, and I'm the president and chief operating officer of the Potomac Nationals, an
American baseball team. | work at our stadium in Woodbridge, Virginia, not far from Washington,
D.C., and I run all the financial and accounting operations. So | do a lot of different things, because |
oversee the day-to-day bookkeeping and banking operations, and I'm also responsible for our monthly
and annual statements.

I'm always very busy and | don't get much free time, especially in baseball season. But when I can, |
like spending time with my friends. And when the season ends I like to go on vacation. | love Europe,
Mexico, and Africa, and I'd love to visit Asia some day.



Vocabulary
Nouns
account —paxyHox (bauxiecokuti); cmamms 6yxeaimepcoKoi 36imHocmi, Qinancosull
(6yxeanmepcwkuil) 36im
accounts —ghinarncosa (byxearmepcovra) 36imuicms, OyxeanmepcovKi Knueu, 0iodxicem (nionpuemcmaa,
Oepaicasu)
accounting (syn. bookkeeping) —6yxearmepcokuii obnix
appliance —anapam, npunao, npucmpiii
auditor —ayoumop, konmponep 36imnocmi
assistant —nomivnux, acucmenm
branch —¢inis, siooinenns,; canysw
colleague —xoneea, cnispobimuux (6 00uiu ycmarnosi)
department —iodin
development —possumox, pozwupenns,; 6yoienuymeo
distribution —po3nodin, poznoscrodcenns
division —siooin
downtown —odinosuii pation, dinosa uacmuna micma, Oiznec-yenmp
employee —npayisuux, caysrcboseysb
employer —po6omooaseyw
employment —cayorcoa; satinamicms, npayesiauimyeanms
equipment —o6raonanms, ycmamky8ans, mexHika
finance —ginancu, ooxoou, ginancosa cnpasa, ginancosa cucmema, QiHaHCy8anHs,; SPOULOB]
BIOHOCUHU
headquarters (syn. head office) —eonosnuit oghic, wmab-xeapmupa
industry —npomucnosicmo, indycmpis, npomuciosa 2any3n
introduction —snposeadoicenns,; npedcmasienns, 3HAUOMCMBEO
journey (syn. trip) —noizoxa, nooopooic
marketing —mopeiens, mapkemune
objective (syn. aim, goal) —wema, 3asdanms
payroll —nramiscna eioomicme, pono 3apobimnoil niamu,; pobimuuxu ma cayxcooeyi (NpayieHuKu, wo
ompuMyoms 3apodimHy niamy Ha OAHOM) NIONPUEMCMEI, Y OaHill O100HCeMHIl YCMAaHosl i m. n.)
personnel —nepconan, wmam, kaopu
production —eupobruymeo,; 6udoOymox; npooOyKmusHicms
property —maiino, enacuicms
responsibility —sionosioanvnicms,; 0606 si30K
sale —npooaorc, 36ym (sales — obcsie npooasicy, mosapoobic)
solution —piwenns, memoo piwenns
statement — (oghiyiiinuii) 36im (Hanp., W00 cMany HGAHKIBCLKO20 PAXYHKA, Pe3YIbmamy
20Ccn00apcybKoi OisinbHoCmi); OloIemeHb
subsidiary —ginis, Oouipne nionpuemcmeo
trade —mopeiens, komepyis, supodbHuua JisibHICMb
traffic —oopoorcniii pyx, mpancnopm
unemployment —6e3po6imms

Word combinations

accounting operation —o6zixosa onepayis

banking operation —6anxiecvra onepayis

business card —sizumna xapmxka

chief executive officer (CEQ) —eonosnuit suxonasuuti oupexmop (kepisHux, 8i0noeioanbHuil 3a
OCHOBHY YACMUHY NOMOYHOT OITbHOCMI KOPpRopayii i GUKOHAHHS pileHb paou OUpeKmopis, npu
YbOMY MAKOHC YACMO 3aAUMAE NOCAOY 207108U padU OUPEeKmopia, npe3udeHma, 3aCMynHuUKa 20108U
paou i m.n.), 2eHepatbHull OUPeKmop



chief information officer (C10) —cono6nuii menedcep 3 inpopmamuszayii, dupekmop 3 iHgpopmayiiHux
MexHOo02Il (KepiBHUK, 8iI0N06I0ANIbHULL 3d NPUOOAHHS | BNPOBAONCEHHS HOBIMHIX MEXHON02I,
KepygaHHs inpopmayitinumu pecypcamu), IT-oupexmop, oupekmop oenapmamenmy iHpopmMayitiHux
MexXHOI02IU, 3aCMYNHUK 2eHepalbHo20 Oupekmopa 3 IT

chief operating officer (COO) —eono6nuti onepayiiinuii Oupexmop (kepisHux, 8i0no6ioaibHull 3a
NOBCAKOEeHHI onepayii i NOMOYHY OISIbHICIb KOPNOpayii, nio36imHuLl 20J106HOMY BUKOHABUOMY
oupexmopy i 3a38uail (aie Heob08 13K060) 6X00Umv 00 paou OUpeKmopis, siK NPaeuilo, €
npe3uoeHmom abo Giye-npe3udeHmom KOMNAauii), BUKOHABYUL OUPEKMOp

construction business —6yodiseavna cnpasa

deputy managing director —3acmynuux éuxonasuo2o oupexmopa

foreign visitor —inozemnuii 6iosioysau, cicme

product manager —xauanbHuk upoOHUYMEA; MEHEOHCeP 3 NPOOVKYILL, Kepi6HUK, BIONOSIOAIbHULL 3d
KOHCMPYIOBAHHA, 8UPOOHUYMBO | peanizayilo supody; openo-meneodxcep

public relations officer —cniepobimnux abo cnyscboseyv 6i00iny ingopmayii, cniepobimuux 00Ny i3
38 S13KI8 i3 2POMAOCHLKICMIO

research and development —naykoso-oocriona ma npoexmmno-koncmpykmopcoka poboma

retail store — macasun posnuunoti mopeosiu \ macasun po3opioHol Mop2iei, KpamHuys

sales representative — mopeoseuiii npedcmasumens \ mopeosutl npedcmaHux

senior management —suwye Kepisnuymaeo, euwa aOMIHICMpayis, UL pieeHb KepieHUYmMed
(npogheciiini KepiBHUKU KOMNAHIT, Wo NPULMaAoms cmpame2iuti i 008620CMpoOKOSI pileH s, yell PiBeHb
BKIOUAE 20/108HO20 BUKOHABYO20 OUPEKMOopa abo npe3udeHma KOMNAamii)

supply chain —xaran nocmasok, mepesica nocmauanvhuxie

technical director —mexniunuii oupexmop

vice president —siye-npesudenm, 3acmynnux npesudenma

Verbs

employ —oasamu pobomy, naiimamu, mpumamu na ciyxicoi

finance —¢ginancysamu, acuenysamu, exnradamu epouti, UOLIAMU KOUMU, 3AUMAMUCS (DIHAHCOBUMU
onepayiamu

greet —simamu

introduce —swnaiiomumu, pekomendyeamu (K020Cvb); 6NPOBAICYEAMU, 3ACHOBYEAMU, 6603UMU
(mosapu)

oversee (Syn. to supervise) —criokysamu, Haznsioamu (3a YUMOCh)

produce (syn. to manufacture) —supobasmu, eunyckamu, sueomosisimu

run —kepysamu, eecmu (cnpagy, niONpuUEMcmao i m.n.)

sell -npooasamu, mopeysamu

solve —supiwysamu, po3e’sizyeamu (npobiemy, numanHs i m.n.); 3HAX0OUMU 6UXio

Verb phrases

be (work) in a business —npayrosamu 6 sxii-ned6yow ecanysi

be good/bad at smth/doing smth —oobpe/nozano pozymimucs na womycs, emimu woco pobumu
be in charge of —zasioysamu, kepysamu

be (go) on vacation —6ymu y eionycmuyi, na Kauikyiax

be responsible for —6ymu sionosioarvhum 3a wocw

be responsible to (syn. to report to) —3eimysamu nepeo kumocw
earn/make a living —sapobasmu cobi na scumms

have an appointment with/to see —wamu npusnaueny 3ycmpiu 3
work as —npayrosamu na sKitice nocadi

work for a company —npayrosamu 6 komnanii

Adjectives, adverbs
annual(-ly) —wopiunui, piunuii; wopiuno



daily (syn. day-to-day) —wooennuii, noscsikoennuil, wooeHHo
downtown —y yenmpi, y 0inosiit vacmuni micma

financial —ginancosuii, epowosuil

formal —ogiyitinui

informal —regopmanvnuii, neopiyitinuii

international —miscnapoonuii

monthly —womicsunuii; womicays

private —npusammuii

Phrase bank

How are you (doing)? —ix cnpasu?

How do you get there? —ax myou oicmamucs?

How far is it? —nackinbku ye oanexo? Ha sikiti giocmani ye 3Haxooumocs?
How long does it take you to...? —ckineku uacy éam nompiono, woo... ?

I don’t think we’ve met. —eaoaro, mu paniuie ne 3ycmpivanuce,; ne OymMaro, Wo mMu 3HAUOMI
It’s nice/Great to see you again —npuemmo 3106 6auumu eac

Let me introduce myself —0o36obme siopexomenoysamucs

Let me introduce you to... —0o3sonbme giopexomendysamu 6am...
Nice/Good/Pleasure to meet you. —npuemuo nosnatiomumucs

Welcome to... —rackaso npocumo oo...

What are you in charge of? - sxi eawi 0008 sizku?

What are you responsible for? —axi sawi 0606 si3xu?

What do you do for a living? - kum eu npayioeme?

What do you do? —kum eu npayrocme?

What is your position in the company? —sxy nocady 6 komnanii 6u 3atimacme?
What nationality are you? —ske sawe epomaoscmeo?

Where do you come from? (=Where are you from?) —siokins éu pooom?
Who are you responsible t0? —xmo éaw kepienux?

Who do you report to? - xmo saw kepienux?

Who do you work for? —¢ sikiit komnanii éu npayroeme?

Countries and nationalities
Brazil — Brazilian

China — Chinese

France — French

Germany — German

Great Britain — British

Italy — Italian

Japan — Japanese

Korea — Korean

Norway — Norwegian
Sweden — Swedish
Switzerland — Swiss

Taiwan — Taiwanese

the Netherlands (Holland) — Dutch
the USA — American

PRACTISE YOUR VOCABULARY

Exercise 1. Match the words in column A with their Ukrainian equivalents in column B:

branch | BianoBinanbHicTh, 060B’130K |




distribution

OyniBenbHA CIIpaBa

sales representative

BHUIIIE KEPIBHUIITBO

property

BI3WTHA KapTKa

unemployment

BUKOHABYMU JUPEKTOD

construction business

(binis, rany3b, 104ipHE
M1 IIIPUEMCTBO

senior management

MaliHO, BIaCHICTb

responsibility

pO31'IOI[iJ'I, PO3IMOBCIOIPKCHHA

department

B

business card

6e3p0o0ITTS

chief operating officer

TOPrOBUM NPEACTABHUK

Exercise 3. Match the words in column A with the words in column B making up your active word
combinations and phrases:

chief operation
retail visitor
accounting manager
I don’t think introduce myself
product director
make you doing?
foreign executive officer
research relations officer
technical representative
deputy chain
sales store
public and development
supply president
How are a living
vice managing director
Let me we’ve met.

Exercise 4. Read the definitions and supply the suitable words from your active vocabulary:

An arrangement made with a bank, which allows somebody to leave their money there until

Buying or selling of goods and services among companies, states, or countries, also called

One of the highest-ranking corporate executives or administrators in charge of total
management, who reports to the board of directors c e 0

A job title for the board-level head of information technology within an organization

The center of a city, especially the main business and commercial district d
A business company controlled by another company, which owns more than 50% of its shares

1.
they need it a
2.
commerce t
3.
4. A division of a large organization or company d
5. One’s exclusive right to possess, use, and dispose of a thing p
6.
C [ 0
7. The people employed in an organization p
8.
9.
S
10.

One of a company’s officers responsible for researching, selecting, developing, and placing a
company's products p m




11. A shop selling goods to consumers, usually in small quantities and not for resale r

Exercise 5. Match the definitions with the necessary words from your active vocabulary:

A person or company that hires people and pays them wages employer

A formal document presenting the financial condition and operating | senior management

performance of an enterprise

A team of individuals at the highest level of organizational distribution

management who have the day-to-day responsibilities of managing a
corporation

The transport and supply of goods from manufacturers to various payroll

people and places

A business location that has branches or divisions reporting to it, and | statement

is legally responsible for those branches or divisions

A list of people employed by a company and the total amount of headquarters

wages and salaries paid to them

Exercise 6. Give Ukrainian equivalents of the following words and word combinations:

a.

activity, administration, appliance, auditor, branch, department, director, distribution, division,
employment, equipment, finance, headquarters, industry, journey, marketing, objective,
payroll, personnel, statement, subsidiary, team, trade, unemployment;

accounting operation, business card, chief executive officer, chief operating officer,
construction business, deputy managing director, foreign visitor, product manager, public
relations officer, research and development, retail store, sales representative, senior
management, supply chain, technical director, vice president;

be good at smth, be in charge of, earn a living, employ, go on vacation, greet, have an
appointment with, manufacture, oversee, produce, run, sell, solve, supervise, work in a
business;

How are you (doing)?, How do you do?, How far is it?, How long does it take you to...?, |
don’t think we’ve met, Great to see you again, Let me introduce you to, Pleasure to meet you,
Welcome to, What are you responsible for?, What do you do for a living?, What is your
position in the company?, Where do you come from?, Who do you report to?, Who do you
work for?

Exercise 7. Give English equivalents of the following words and word combinations:

a.

JOYIpHE MIANPHEMCTBO, 0OCAT mMpojaxy, Opuraaa, TOpPriBis, NEpCOHaN, POOITHUKH Ta
CITY>OOBIIl, TPOMAJITHCTBO, TOJIOBHUM O(]iC, TPOMHUCIOBICTh, MIJIOBA YaCTMHA MICTa, BiILI,
PO3MOBCIOKEHHSI, PO3BUTOK, POOOTO/1aBEIlb,

oOyikoBa omepailis, BI3UTHAa KapTKa, IeHepalbHHUM IUPEKTOp, Bille-TIPE3UIEHT, TEXHIYHUN
JUPEKTOp, CHIBPOOITHUK BIAJIUTY MO 3B’s3KaX 13 I'POMAJCBHKICTIO, MPUWMAalbHS, HayKOBO-
JIOCJTIIHA Ta MPOEKTHO-KOHCTPYKTOPChKa po0O0Ta, Mara3uH po3ApiOHOI TOPriBIi, TOPTOBHMA
NpPEJCTaBHUK, 3aCTYIHUK BHUKOHABYOI'O JMPEKTOpa, BHUKOHABUYMN JUPEKTOp, BHIIE
KepiBHUIITBO, | T-1upexTop;

¢inancyBartu, BiTaTH, 3HAHOMHUTH, pPO3B’sI3yBaTH (Mpo0OsieMy), HAIJIAJaTH, MPALIOBATH B SKIH-
HeOynb Tramy3i, MpamoBaTH Ha sAKIACh Mocadi, OyTH BIAMOBIJATLHUM 3a IIOCh, J00pE
PO3YMITHCS HA YOMYCh;

nopiuyHUH, 1IHAHCOBHM, HEODIIMHIHN, MPUBATHHUM, IO JOPO31, IOICHHU;

B sKiil KOMMaHii BU Mpaloere?, XTO Ball KEPIBHUK?, Ky MOCAAy B KOMIIaHil BU 3aiimMaeTe?,
KMM BH TMpampoere?, sKki Bamr  OOOB’SI3KH?, TPUEMHO TMO3HAMOMHTHCS, JO3BOJIBTE



http://www.allbusiness.com/glossaries/division/11814108-1.html

BiJIpDEKOMEH/TyBaTH BaM, JIJACKABO MPOCHUMO 10, Ha SIKIi BIJCTaHI I1€ 3HAXOTUTHCH?, CKITbKU
4yacy BaM MoTpiOHO, 1m100... ?, IK TyH JiCTaTUCS?

Exercise 8. Put this conversation into the correct order and complete it, translating Ukrainian phrases
into English:

_ Elaine Please call me Elaine.

__Paul  Morning, Jenny. Ik cnpasu?

_Jenny Yes, it is. /Jozeons npeocmasumu mebe ... Excuse me, Mrs Redford. May |
introduce you to Paul Carroll?

1 Jenny Good morning, Paul.

_Paul  Ilpuemno nosnaiomumucs, Mrs Redford.

_Jenny Fine, thanks, and you?

_Paul  And please call me Paul.

_Elaine 3opacmyiime.

__Paul  Fine. Is that Mrs Redford over there?

Exercise 9. A Read this passage about a commuter. Think about what information is missing.

Annie Clayden lives in Norwich but she works in ! a hundred miles away. She
leaves home at 2 in the morning and she travels to work by St
takes * but she enjoys the journey. She travels with >

and she doesn't get bored because ,

B What questions can you ask to get the missing information?

Where
What time
How

How long
Who

Why

OOk WN -
o LG -0

C Here is the missing information. Now use it to complete the passage.

two and a half hours London three friends
they all play Trivial Pursuit 6.30 train

Exercise 10. Match these questions to the correct reply.

1 Where do you come from? a. About half an hour.
2 How do you do? b. Spain.

3 How are you? c. I'm Swiss.

4 How long does it take? d. Cathay Pacific.

5 Who do you work for? e. No, I'm from Canada
6 What line of business are you in? f.  I'm an accountant.

7 What nationality are you? g. Advertising.

8 How do you get to work? h. How do you do?

9 Are you American? i. Bytrain.

1 J.

OWhat do you do? Fine thanks and you?

Exercise 11. A Match the sentences below to make rules like the one in the example.



Example  Managers don't make mistakes. They test their staff.

1 Managers don't arrive late. a They collect information.

2 Managers don't read the newspaper. b They think with their eyes shut.

3 Managers don't forget things. ¢ They invest in new technology.

4 Managers don't sleep. d They are unavoidably delayed.

5 Managers don't buy new toys. e If they do, they're the managers' ideas.
6 Employees don't have good ideas f Their employees forget to remind them.

B Can you make any more rules?

Exercise 12. Write a personality profile about this person:

name Jack Croshy
age 37
nationality English
home town London
company ABC — property development, trading
location parent company — Berlin, Germany (works for a British subsidiary with the
headquarters in London)
position in the company Head of Financial Department
immediate boss CEO
responsibilities purchasing, customer accounts, financial services, banking operations, annual
statements
hobbies traveling, hiking, mountain biking

Exercise 13. Translate into English:

1. Do3BoJabTe BIIpEKOMEHJIyBaTH BaM MicTepa bieka, Haloro reHepaibHOro JupekTopa. — Paauii 3
BaMH no3HalloMuTHcs, MicTepe brieky. Ha sky komnaHito Bu npairoere? — S mpairoro Ha MiXKHApOJIHY
TOpriBelbHY KOMIaHI0. Mu 3aiimMaeMocsi BUPOOHUIITBOM 1 PO3MOBCIOJIKEHHSAM €JIEKTPOHHUX IPUJIa/IiB
Ta iHmoro o6nagHaHHg. Hama diSapHICTR TakoXX 3B’s3aHa 3 NMUTAHHSAMH MPUBATHOI BIACHOCTI 1
HaJaHHS (DIHAHCOBHIX MOCIYT. A YMM BHU 3apo0iisgeTe cobi Ha kHTTS? — S mpaiior B OyIiBHHUOMY
6i3Heci. ['onoBHUI odic Hamoi koMmnaHii po3ramoBano y llIBeiinapii, ajge y Hac TakoX € AMOHCHKA,
IIBEJIChKA, TOJUIAHJChKA, iTalichKa 1 dhpaHity3bka Guii. S 3aiimaro mocaay BUKOHABUOTO TUPEKTOpA 1
Bille-IPE3WICHTA KOMIIaHii 1 HeCy BIIMOBINANBHICTE 32 PO3BUTOK HAIIOI CTIPaBH.

2. - 3apacryiite! He mymaro, 1m0 Mu 3HaioMi. JI03BOJIbTE BiPEKOMEHAYBATHCS, MEHE 3BaTH J[’KOH
Vaiir. 5l — ToproBuii npeacraBHUK Himelbkoi ¢inii komnanii ABC, mparoro y BiUIUII MAapKETHHTY 1
IpoJIaXxiB. Y MEHEe MPHU3HAYEHO 3YCTPIY 13 3aCTYMHUKOM T€HEPaTbHOTO AMPEKTOopa. - 3apactyiire! S
Jlxex bpayH. Sl mpamroro cniBpoOITHHKOM BIUTITY 13 3B’SI3KiB i3 TPOMAJCHKICTIO. A 1ie Miil kosera
Maiik I'piH — rosoBa HayKOBO-TE€XHIYHOTO BUUIUTY Hamoi (ipmu. BiH odomoe kosiektuB i3 15
iHXeHepiB. Y HpOro 6arato 000OB’s3KiB, 1 BiH AyXke 1I00pe po3yMieThbes Ha CBOIH cripasi. BiH moMicsns
3BITYE MepeJ TEXHIYHUM JIUPEKTOPOM.

3. Jlo3BonbTe BifgpekoMmeHayBaTucs. Mene 3Batu Biktopist 'oncanec, meHi 35 pokiB i s poJoMm i3
bpazunii. I mpaioro rosoBHUM OyXrajaTtepoM Opa3uibChbKOrO BIUUIUIEHHS BEJIMKOTO MPOMHCIOBOIO
HiANPHEMCTBA, 1110 BUPOOJISE Ta NPOJIA€ NPOAYKTH XapuyBaHHA. Sl MeIIKalo JOCUThH JTAJIEKO BiJ MicLs
pob6oTH, ToMy MOi3/Ka Ha POOOTYy 1 MOJAOMY KOXKHOTO JHS 3aiMae y MeHe 3 roauHu. S Kepyw Ta
HATJISAal0 32 BCIMa MOBCAKJACHHUMH OaHKIBCBKMMH 1 OOJIKOBHMH OMEpallisiMH, & TaKOX Kepyro
(manage) dbommom 3apobiTHOI miatHi. KpiM TOro s BiAMOBIAa0 3a MiATOTOBKY pidHMX (hiHAHCOBHMX
3BITIB MIAMPUEMCTBA 1 MPAIO0 3 ayauTopaMu. Sl 3BITYIO Mepes BUIIMM KEPIBHUITBOM KOMIaHii. Y
MEHE 3aBXIH dy’Ke 0araTo CrpaB, 1 Xoua y MEHE € JIeKUIbKa IOMIYHHKIB, Y MEHE JIy>K€ Majio BUIHHOTO




yacy. Konu s y Bianmycrii, s mOI00510 TOAOPOXKYBATH 1 MPil0 BiBIAATH SKYCh €K30THYHY KpaiHy,
Hanpukiag Kurai yn TaliBaHb.




Unit 2
Telephoning

PRESENTATION

1. Study these two computer screens. What are they are for?

(T 6-7) Listen to the two telephone conversations and complete the screens.

Conversation 1

' File Edit GoTo Invoice Tools Product Tools Main Tasks Window Help

Date 9 December PURCHASE ORDER
Customer # 9045 O 7
Quantity Description Ref #
Photoconductor units =
W
BILL TO ORDER RECEIVED BY
Contact Name Name Karen Hayes
Company RGF Phone
Address Avenida México 3300 E-mail Urgent
Guadalajara, Jalisco Fax Not urgent
44640 Letter
Mexico e

Conversation 2

| File Edit Go To Invoice Tools Product Is Mainasks Window Help

SALES PROSPECT

CUSTOMER DETAILS AREAS OF INTEREST

21 = [0 = [0 .

Name

Coml’a;‘yl ACTION NECESSARY
e

E-mail

Send brochure

Send quote

Arrange a sales visit
Call back

2. Listen to the conversations again and answer these questions.
(T 6) a What question does Juan Lopez ask about the photoconductor units?
b What does Karen ask Juan to do?




(T 7) ¢ Why doesn't the switchboard operator connect Jill Rosen immediately?
d What does Lynne say she'll do?

3. Match the words and phrases (1-10) with similar meanings (a-j).

1. acode a. I'll connect you.

2. an extension number b. an office phone number

3. The line's busy. c. One moment.

4. Can | put you on hold? d. Could I have your name?

5. Would you like his voice mail? e. I'm ready.

6. I'll put you through. f. acountry or area number

7. May | say who's calling? g. He's speaking to another caller.

8. Hold on. h. Is that all?

9. Go ahead. I. Would you like to wait?

10. Anything else? j. Do you want to leave a message?
LANGUAGE WORK

Pronunciation
(T 9) Can you spell English words over the phone? Listen and write down the words you hear
spelled.

SOOI WDN P

Transferring information

1. Exchange work and home telephone numbers with a partner.

PRONUNCIATION NOTE
In phone and fax numbers, we usually group the numbers in threes and fours, not twos.
610-555-9302—six one oh, five five five, nine three zero two

not six one, oft five, five five, nine three, two zero.
We pronounce the number 0 as oh or zero.

2. Work with a partner. Take turns dictating telephone numbers and write them down. One
person dictates the telephone numbers below, and the other dictates the ones in File 2 (see
Information Files).

621-9372

919-677-1303

1-800-441-5445

44-1525-372-245

010-81-6-222-4989

3. Exchange e-mail addresses with a partner.

PRONUNCIATION NOTE




Tim_Harris-99@quickwork.org.de
/ o \ \
underscore hyphen at alloneword dot

4. Practice reading these e-mail addresses aloud.

1 s.famiglio@ovp.com

2 michiko@suntime.net.jp

3 sunnyl982@yahoo.co.uk

4 sales-info@bargaindeal.com.br
5 p_hubertsky@fre.org.de

5. When you transfer information by phone, try not to leave long silences or pauses. These
phrases will help you.

STARTING Ready? Go ahead.

CONTINUING Have you got that? Got that.

FINISHING Anything else? That's all.

CHECKING Could you read that back to me? Let me read it back to you.

Work with a partner. Take turns giving each other messages and write them down. One person
dictates the messages below, and the other dictates the messages in File 3 (see Information Files).

Send 200 pieces, , |
£ 306-AJ Here’s Frank Fisher's e-mail
ref. no. -AJ,
address:
to the Seoul gy
Factory. Fax exhibition dates Sl Ll P

to Vera in S30 Faulo,

O0-b-H-225-5161

Deciding what to do

1. Sometimes the person we phone is not available. Match these reasons to the right picture.

a She's on the other line.

b She's out sick.

¢ She's not at her desk.

d Sorry, he's in a meeting.

e I'm afraid he's not here right now.


mailto:s.famiglio@ovp.com
mailto:michiko@suntime.net.jp
mailto:sunnyl982@yahoo.co.uk
mailto:sales-info@bargaindeal.com.br
mailto:p_hubertsky@fre.org.de

Can you think of any more reasons?

2. Work with a partner. Make up conversations deciding what to do when someone is not
available.

A I'm looking for Barbara Morey.
B I'm afraid she's on vacation this week.
A Can you ask her to call me when she gets back?

These phrases will help you.

I'll hold.

I'll call back later.

Could you | take a message?
give her a message?

Can you put me through to her voice mail?

Requests

1. We use these phrases to ask other people to do things.

Canyou...? Couldyou...? Wouldyou...?

You're on the phone. What do you say in these situations?

a You can't hear the other person.

b You want them to repeat something.

¢ They're speaking too fast.

d You want them to spell a word.

e You want them to transfer you to the Finance department.



2. We can reply to requests like this.

Practice these expressions with a colleague. Ask them to:

a spell their surname for you.

b tell you the time.

c tell you their computer password.
d give you a ride home tonight.

e lend you their dictionary.

f lend you some money.

VOCABULARY NOTE
Put lend or borrow in these questions.

Could 1 some money?
Could you me some money?

Notice we lend to someone and we borrow from someone. So when we lend, we give; and
when we borrow, we take.

3. We use these phrases to ask if it's OK to do things.

ASKING SAYING YES SAYING NO

Canl..? Sure, no problem. I'm afraid ...
CouldI...?  Ofcourse. I'm sorry, but ...
May I ...? * Yeah, go ahead.

** Help yourself.

* Informal **|nviting someone to take something

Practice with a colleague. You are in their office and you want to:

1 use their phone.

2 borrow a laptop to use the internet.

3 look at their copy of the production plan.
4 copy a file from their computer.

5 borrow their copy of The Times.

6 borrow their car.




4. Who makes these requests: a customer (C) or supplier (S)?
1 __ Can I place an order?

_ May | have your name and company name?

Could you tell me the delivery address?

Can you deliver by Friday?

May | have an address for the invoice?

Could you tell me how much it will cost?

Could I get a volume discount?

___Would you confirm this order in writing?

—_—
——
——
——

2
3
4
5
6
7
8

Work with a partner. Make up a conversation between a customer and a supplier. Make and
respond to as many requests as you can.

5. Work in pairs. One person looks at the information below and the other looks at the
information in File 4 (see Information Files).

You sell electronics. A foreign customer calls you. Answer their inquiries about your personal digital
assistants. They will ask about:

¢4 your prices.

¢ delivery times.

¢ the guarantee.

¢ discounts.

¢ your terms of payment.
Invent your answers. You can agree to or refuse their requests. Don't forget to write down their
details.

SKILLS WORK

Listening

1 (T 10) Listen to a voice mail message and answer these questions.
a Where is Anne Parker going?
b How can you reach her?

2 (T 11) One of Anne's colleagues listened to Anne's messages and made notes. Listen to the call, find
the mistakes in the note below, and correct them.

AMESSAGE FOR:  [™4711c Farker ‘

Can’t make Tuesday meeting.

FROM: Lge,ﬂ,y I Please call him tomorrow to

TEL. NO.: l 212-557-6683 | set another time.

PLEASE CALL BACK D

WILL CALL AGAIN \:I
URGENT l:]

3 (T 12) Now listen to another caller and complete this message.



A MESSAGE FOR:

l
FROM: I
l

 H B |

TEL. NO.:

PLEASE CALL BACK l:'

WILL CALL AGAIN I:I
URGENT I:I

4 (T 13) Listen to a different recorded message. Who is it for and what's their extension number?

5 (T 14) Listen to some more voice mail instructions. What number do you need to press to:
replay a message?

continue recording a message?

erase a message?

speak to an operator?

transfer out of the voice mail system?

P00 T

Speaking
Sit back to back with a partner and act out these telephone calls. One person looks at the information
below. The other uses the information in File 5 (see Information Files).

Call 1
Your company's new price lists are still at the printer. You expect them to arrive today. A customer
calls with a request. Write down the details.

Call 2
Call your partner and ask them to speak at the International Management Conference in Las Vegas on
November 16th. You want them to give a talk on their company's current projects.



Vocabulary

Nouns

at —cumeon “rxomepyivine at”’ 6 aopecax enekmpoHHOI nowmu, «cooakay

arrangement —oomoegnenicms, y2ooa

Customer —nokyneys, 3aMOBHUK, KIIEHM

dot —kpanxa

extension —oooamxosuil, énympiwnit Homep (y komymamopi, enympiuwinii ATC)

guarantee —eaparnmis

hyphen —oeghic

inquiry (Syn. enquiry) —numanms,; 3anum,; po3numy6anHs, Ha6eOeHHs 008I00K

invoice —paxynok-ghaxmypa, komepyitinuil (MoSapHuil) paxyHoK (PAxXyHOK HA ROCMAGLIEHUL MOSap i3
3a3HAYEeHHAM CmuUcioi cneyugikayii, yinu ma iHwWUx noopoodUYs KOHMPAKMY)

message —1nog8i0oMueHH S, TUCT

quantity —xizexicmo

quote (syn. quotation) —yira, posyinku (oyinka eapmocmi pobomiu, RPoeKmy, y200u, wo HA0AEmbcs
cneyianicmom Kii€Hmy-3aMOBHUK))

request —npoxanns, 3anum, 3as6xa

supplier —-nocmauanvnux

tone —monanvuuil cuenan (menegponmuii)

underscore —cumeson niokpecniosanms " "

Word combinations

by/over the phone —no menegony

delivery time —mepmin nocmasku (Oocmasku, 30aui) (nepiod 6i0 HAOXOOHCEHHS 3AMOBIECHHS OO
MOMEHMY 00CMABKU 3AMOBILEHUX MOBAPIE KIIEHMY)

director-procurement —oupexmop 3 nocmauanns

PO number —nomep 6iodinenns 36 513Ky, nowmogo2o 8i00LeHHS

pound key —xkrasiwa 3i 3nakom “pewimka’”

purchase order —3amosnenns na kyniguo (Ha nocmaexy) (QOKyMeHm, wo HanpasisembCsi
NOMEHYIUHUM NOKYRYEM NOCAYALbHUKY 3 NPOXAHHAM NOCMABKU NeGHUX Mo8apis); popmynsap
3aMO6/1eHHs (HA NOCMABK))

reference number —xamanoowcnuii Homep,; Homep O 3aMOGIEHHS

sales Visit —sizum xomisosiicepa (npuiz0 mopeogenbHo20 azenma i3 3pazkamu moeapy 00 Micysi
npodCU8ants abo pobomu KiicHma)

switchboard operator —meneponicm, meneponicmra

telephone number —nomep menegpony

terms of payment —ymosu niameorcy, cnramu

voice mail —asmosionosioau,; mosna (2010cos8a) nowma, Mo8HA KOPECNOHOCHYIs (8 cucmemi
eleKmpOHHOI nowmu,)

volume discount (syn. quantity discount) —onmoea snusicka (3Husicka npu npooasxcy éeauxoi napmii

moeapy)

Verbs

confirm —niomeepoorcysamu, 3ameepocysamu, pamughikysamu

delay —sioknaoamu, siocmpouysamu,; sampumysamu

deliver —oocmasnsamu; nocmavamu

erase —cmupamu (3anuc); 3Huwgyeamu, UOAIAMU (OaHi)

reach —se szyeamucs 3 Kumocs (Hanp., no meiegh)ony); 6CmaHoBI08aAMU KOHMAKM
record —sanucysamu 36yk, 306padicents abo ingopmayiio iHuo2o pooy

replay —siomeoprosamu (3anucamny ingopmayiio)



reschedule —sminosamu epagix (posxnao, nian); nepenocumu Ha iHuie Yucio (paniuie 3aniaHO8aAHy
nodir)

spell —nucamu abo eumosnamu cnoeo no nimepax

transfer —nepesooumu (na inuy pobomy, inue micye nasuanns i m.o.); nepedasamu (Uocv, Hanp.,

iHghopmayiro)

Verb phrases

agree to smth —nocooumucs 3 uumocs, Ha woce, nputinamu

answer/return/take a call —sionosicmu na menegponnuii 036inox

apologize for smth —subauamucs, npunocumu subauenns 3a wocey

arrange for smth —srawmosysamu(cs), opeanizogysamu, 0OMOSIAMUCI NPO WOCH, BAHCUBAMU 3AX00I8
be off/out sick —6ymu eiocymmim uepes x6opoby, 6ymu na rikapHsanomy

be on the other line —6ymu na inwin ninii (mereponni)

be tied up —6ymu zatinsamum

bill to —sunucamu paxynox na im’s...

borrow from smb —6pamu y 6ope, nozuuamu

confirm an order in writing —niomeepoumu 3amoesnenns y nuceMosi ¢popmi
give smb a lift/ride —niosesmu kozocw

have/get a discount —ompumamu 3nusxicky

have smth in stock —mamu woce y nasenocmi na cknaoi

hold on —uexamu 6ins menegpony

lend to smb —oasamu y 6ope, nozuuamu

make a request —seepmamucsi 3 npoxannsm, pooumu 3anum,; HA0ABaAMuU 346Ky
make contact —scmanosumu xonmaxm, 38 130K

note/put/write down —pobumu nomamxku, 3anucyséamu

phone/call back —nepeodszsonumu

place an order —nooasamu 3amoenenns

put smb through (syn. connect smb) —3 ’eonysamu (no menegpony)

refuse a request —sioxunumu npoxanmsi

respond to —peaeysamu na wjoco

take an action about smth —nouunamu oismu, excusamu 3ax00ig 8i0HOCHO Y020CD
work out —pospobrsamu, ckradamu,; niopaxogyeamu, 0O4UCTIOBAMU

Adjectives, adverbs

available —oocmynnuii; moii, wo € y posnopsosicenni, nasenuii

current —nomounu, Oanutl, cy4acHul

right away (syn. at once; immediately; right off) —oopasy o, neeaiino
unfortunately —naosrcann

up to date —moti, wo 6ionosioac cyuachum suMo2am, Cy4acHull, HOBIMHIlL
urgent —mepmirosuii, Heg8iOKIAOHUL, HeOOXIOHUI

Phrase bank

Anything else? — wo-nebyow we?

as soon as possible — sxuaiiwesuowe

Can/Could I speak to... — uu moowcy st nocosopumu 3...

Can/May | leave a message? — uu moorcy s 3anuwumu nogiOOMIeHHs?
Can/May | say who is calling? (syn. Could I have your name?) — xmo menegomnye?
Can | put you on hold? — Bu moorceme 3auexamu? (y menregonnivi pozmosi)
Could you read that back to me? — nepeuumatime, 6yowo nacka

Could you take a message? — yu e moenu 6 6u nputinsamu ROBIOOMIEHHS?

go ahead — oasatime; nouunatime (8UCi081108aHHS 3200U | CROHYKAHHSL 00 Oii)
Have you got that? — sposzymino? (3anucanu?)



help yourself — 6yow nacka (y 6i0nosiov na npoxanus); npueowaiimecs

How can I help? —Yum mooicy oonomozmu?

I'd like to speak to... — s xomis 6u nocosopumu 3...

I'll get... — s noxkauuy... (0o menegpony)

I’m afraid (syn. I’m sorry but) — uaorcanv/wurooa, ane... (6iomosa)

Is that ...? —uu ye... ? (no meneghony)

it doesn’t matter (syn. never mind; it’s not important; no problem; I’ll work it out) — niuoco
Ccmpauwiro2o (y 8i0nosiob Ha 6uOA4eHHs)

not at all (syn. you’re welcome; it’s a pleasure; don’t mention it; no problem) — nema 3a wo (v
8i0N08i0b HA NOOSIKY)

see you Soon —0o ckopozco

take care (syn. have a great day) —ecvo2o natikpawoeo (3axmouna (ppaza neodiyitino2o iucma)
thank you for your help — osixyro 3a donomoey

the line's busy/engaged — zinis satinama

thisis .../ ...speaking — cosopume..., b6ina meneghomny

PRACTISE YOUR VOCABULARY

Exercise 1. Match the words in column A with their Ukrainian equivalents in column B:

the line's busy TEPMiH NOCTAYaHHS
delivery time TEPMIHOBUI

extension JIOCTABIIATH

urgent HAsIBHUI

be tied up POXaHHS

inquiry OyTH 3aHHATUM

terms of payment BHYTPIIIHIN HOMEp
current 3aIIUT

have a discount 3’enHyBaTH (10 TenedoHy)
hold on JHIs 3aifHATa

request yekaTH Ous Teneony
connect OTPUMATH 3HHKKY
available MOTOYHUI

deliver YMOBH TUIATEXKY

Exercise 3. Match the words in column A with the words in column B making up your active word
combinations:

switchboard of payment
pound ahead
terms order
purchase an order
confirm a message
go key
place discount
put operator
volume through
leave an order

Exercise 4. Read the definitions and supply the suitable words from your active vocabulary:
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9.

10. To let someone speak to another person by changing telephone lines for them t

Form used by the purchasing department to order goods or merchandise p
0

A person or company that buys goods or services ¢
Price estimate on a commercial project or transaction q
A line leading from the main telephone to another room or office in a building e
Things that you need to deal with immediately are u
To take goods to the places or people they are addressed to d
Any reduction in price based on the purchase of a large quantity v d

An agreement that if something that you buy does not work, it will be repaired or replaced, or
you can have your money back g
An electronic system that records and stores spoken messages from people v
m

Exercise 5. Give Ukrainian equivalents of the following words and word combinations:

a.

arrangement, purchase order, quote, volume discount, customer, switchboard operator, over the
phone, invoice, extension, terms of payment, request, pound key, delivery time, inquiry,
guarantee;

deliver, erase, reschedule, spell, apologize for smth, take a call, be tied up, be on the other line,
bill to, have smth in stock, hold on, confirm an order in writing, make contact, refuse a request,
phone back, lend to, place an order, have a discount, respond to, put through,;

available, current, unfortunately, urgent;

as soon as possible, Could | speak to..., Can I put you on hold?, I’'m sorry but, the line's busy,
May I leave a message?, Have you got that?, How can | help?

Exercise 6. Give English equivalents of the following words and word combinations:

a.

b.

MOKYTIElb, 3alHUT, PaxyHOK-()aKTypa, MOCTavyaJbHUK, 3aMOBJIEHHS Ha KYIIBIIO, BHYTPILIHIN
HOMED, TapaHTis, MPOXaHHs, YMOBH IJIaTeXy, TEPMiH [TOCTAYaHHS,

KOIITYBATH, 3aTPUMYyBATH, MEPEHOCHTH Ha IHIIE YWCIIO, JOMOBISTHCA TPO IOCh, OyTH Ha
3aciJjaHHi, MiJBE3TH KOroch, OYTH NPUCYTHIM, OyTH 3aiiHATUM, OyTH Ha JIIKapHSIHOMY, OyTH Ha
IHOIM  JiHIT, DIATBEpJUTH 3aMOBJIEHHS Yy NHUCHMOBINM ¢opMi, dYekaTu Oulsl TenedoHy,
3’€IHyBaTH, MOJABATH 3aMOBJICHHS, IEPE/I3BOHUTH;

0-HeOy1b mie?; 3p03yMuI0?; MKOa, aje...; MPUTOIIANTECs; 51 MOKINYY... ; IepeunuTaiTe, Oyanp
Jacka; 4Yd He MOIJM O BU NPUHHATH TOBIJOMJIEHHA?; S XOTIB OM IMOTOBOPHUTHU 3...; JIHIS
3aiiHATa; XTO TenedoHye?; HiYoro crpamHoro (y BIANOBIAL Ha BuOaueHHS); HI 3a mo (Y
BiJIMIOBiIb HA TIOJISKY);

Exercise 7. Match these comments to their replies:

1. Sorry, could you spell that? a. Yes,it’s 0181 4329191.
2. Could I speak to Mrs Fenton, please? b. That’s OK. I’ll hold.
3. Could you take a message? c. [I’ll call back next week, then.
4. T'm afraid the line’s busy at the d. Speaking.
moment. e. Yes of course. I'll get a pen.
5. I’m sorry but he’s away this week. f. Yes,it’s M-E-E-U-W-S.
6. Could you repeat that?
Exercise 8. A Put these phrases into two groups:
Could you ... ? Canl..? Would you ... ?

Mayl...? Canyou ... ? CouldI...?




asking other people to do things asking if it's OK to do things

B Use the phrases from Part A in sentences below:

Example: What would you say to a customer if you wanted to use their phone?
May | use your phone?

What would you say:

1 to ask a friend to tell you the time?

2 to acolleague if you wanted to smoke in their office?

3 if you wanted a friend to give you a lift to the station?

4 if you wanted to borrow your boss's copy of the production plan?

5 if you wanted to copy a file from a colleague's computer?

6 if you wanted a colleague to lend you a book?

Exercise 10. Complete the puzzle and find the keyword in 14 down:

1 c|
2 H

3 M

4 N

5 C

6 E | ‘
2% '

8 B

o [ M |

10

11 I

12

13 E




Across
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I'll back later. (4)
The line's busy. Will you ?(4)
Could you hold on a and I'll get a pen. (6)
My new will be 0171 335 2378. (6)
| leave a message? (5)
May | have 3285, please? (9)
Good afternoon. Paul Moran .(8)
I'll ask Mr. Travers to call you as soon as possible. (4)
Would you like me to take a ?2(7)
Could you me through to Miss Nixon, please? (3)
Good morning, is Richard Bowers. (4)
I'm , but Mr. Laws is away all week. (5)
The line is . Can | ask her to call you back? (7)

Down

14 One of the keys to successful management. (13)

Exercise 11. Translate into English:

1.

MCS, no6punens. Yum MoKy A0mOMOrTH? — YK MOXY S IOTOBOPUTH 3 HAYAIILHUKOM BIIJILTY
kanapiB? — Xto tenedonye? — ['oBoputs man I'peiic. — 3apa3 g Bac 3’eqnaro... JliHig 3aifHsTa.
Bu 3auekaere? — Hi, s mepeA3BOHIO Mi3HIIIE, AKYIO.
JlonatkoBuii 1634, Oynp nacka. Sl Xxouy HOTOBOPUTH 3 MEHEIKEPOM 13 MpoAaxiB. — 3apa3 1
Woro moknauvy. — 3apacryite, e ben Kpoc6i 3 ABC. f xoriB 6u nojaatu 3amoBieHHs Ha 10
npuntepiB BC 2190. Ile TepmiHoBO. SIkuii Baml TepMiH MOCTaBKM Ta YMOBH IUIaTexy? — Mu
MO>XEMO BHUKOHATH Ballle 3aMOBJICHHS HeranHo. JloctaBka 31 ckiamy notpedye 2 maui. Bam
HEOOXIJTHO OIUIaTHUTHU 3aMOBJIEHHS MPOTATOM 3 JHIB 13 MOMEHTY JOCTaBKH. — YW MOXY s
OTpUMAaTH 3HWXKKY? — MU HaJaeMO ONTOBI 3HMXKKHM y pa3l 3aMOBJIEHHSI BEIMKOI KUIBKOCTI
ToBapy. Bam Mu Moxemo Hajatu jume 5% 3HHXKKY, ane ToJi BaM Tpeba Oyae OIUIaTUTH
3aMOBJICHHS y JIEHb JIOCTaBKU. — JloOpe, MeHe I1ie BIamToBYye. A KWW TEPMIH rapaHTii Ha Iii
npuHTepu? — Mu HajlaeMo 3-piuHy rapaHTiio Ha BeCh aCOPTUMEHT Hamux ToBapis. Hlock ime?
— Hi, ue Bce, nsxyro. — Toal yu He MOTIM OW BY HIATBEPAMTH Ballle 3aMOBJICHHS Y MUCHbMOBIN
opmi?
Ile JxoH Yaiit? — Haxanp, Horo 3apa3 Hemae. BiH Ha jikapHsHoMmy. — Yu He Moriu O BU
OpUAHATH TMOBiAOMIIEHHS Uit Hboro? — 3BuyaiiHo. — TenedonysaB CtuB JIxoHcOH. S
JOMOBHUBCS IIPO 3yCTpPid 3 MPEACTABHUKOM SMOHCHKOI (iii Ha yeTBep, 27 kBiTHSA, 0 10 paHKy.
3anucanu? [lepeunTaiite, Oyab Jlacka.
Yu He Morau OM BM MO3WYMTHU MEHI Balll HOYTOYK Ha Jekuibka roguH? — Tak, 3BMYaiiHO. —
Jsaxyro. — Hema 3a mo.
Mo>xHa MeHI IO3UYUTH Bally MamuHy? — Haxanb, Hi. Bae npoxaHHs HaATO HECIO/iBaHe. —
Hivoro, Bce rapaza. — Ane s MOXKY Bac MiJIBE3TH.




Unit 3
Organizations

PRESENTATION

1. What do these organizations do? Do you know anything about their activities?

2. (T 15-17) Listen to three people talking about the organizations. Which one is each person is
talking about?

3. (T 15) Listen to the first speaker again and make notes of the figures.

Revenues:

Number of overseas branch offices:

Number of employees:

What businesses are they focusing on at the moment and why?

4. (T 16) Listen to the second speaker again and answer these questions.
a. What does the organization do?



b. How many volunteers does it have and how many local staff?
c. Where are volunteers working at the moment?

5. (T 17) Listen to the third speaker again and complete these notes.

US market share of %.

Worldwide network of dealers.

Gross revenues of over

Producing motorcycles this year.

Average customer is years old.

% of customers are women.

LANGUAGE WORK

Company profiles
Work with a partner. Ask and answer questions about these companies.
A How many ATMs does Bangkok Bank have?
B Seventeen hundred.
A What about branches? Does it have any overseas?
B Yes, it does. It has six hundred branches in Thailand and twenty-one overseas.



Herend (porcelain)

1 factory and visitors’ center
1,460 workers (including 630 porcelain painters)
16,000 different products (dinner
sets, ornaments, etc.)

10 stores in Hungary and 4 stores
abroad in Germany and China
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Bangkok Bank (banking services)

600 branches in Thailand = [*=Z8

1,700 ATMs l

21 overseas branches 243 -l z
12,000,000 account holders s N |
Pirelli (tires and cables) IKEA (furniture)

2 core businesses: tires and cables 201 stores

93 factories 400,000,000 visitors a year
Over 39,000 employees 65,000 employees worldwide

12,400 patents 12,000 different products

Tsukuba and

de Japan

2. Make sentences about your office. Begin:
It's... Itisn't...
There'sa... Thereisn'ta...
There are some ... There aren'tany ...

Use words from the box.

computers plants coffee machine  small
dark map photographs bookcase
very neat windows  water cooler similar to my office

3. Find out about a partner’s place of work. Ask questions about the building and its facilities.
Use the words below and begin:

Isthe building ... 7 Istherea(n)...?  Arethereany...?

1 modern 8 separate rooms for smokers
2 cafeteria 9 large parking lot

3 facilities for disabled staff 10  near a train station

4 elevators 11  bus stops nearby

5 noisy 12 daycare (for children)

6 air conditioning system 13  sports or recreational
facilities



7 cold in winter 14 nice to work in

Departments
Study this organization chart. Which department:
a puts the products in boxes and crates?
b places ads in magazines?
C pays the staff?
d buys supplies?
e sells the products to customers?
f plans how to sell new products?
g services the machines and equipment?
h arranges training for the staff?
i recruits new employees and answers personnel questions?
J manufactures the products?
k invoices customers?
1 looks after customers' problems and complaints?
m dispatches the products and sends them to customers?
n organizes control systems to prevent mistakes?
o deals with taxation, investment, and cash management?

HUMAN CAPITAL MANUFACTURING CUSTOMER FINANCIAL
MANAGEMENT AND LOGISTICS RELATIONSHIP = MANAGEMENT
MANAGEMENT

- e

B B R R )
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Current activities
1. We use the present continuous tense to talk about actions that are going on at the moment.
Complete these sentences using words from the box.

wait call live build grew develop stay reach spend

a This sector of the market is__growing fast.

b Azto Pharmaceuticals a new drug.

cWe a new factory in China.

d These products the end of their life cycle.

e People longer because of improved medical care.
f We too much time on paperwork.

g He at the Marriott Hotel tonight.

hi about your ad in the paper.

i Someone for you in your office.

2. Work with a partner. Find out what's happening in their company at the moment.
¢ Are they entering any new markets? (Which ones?)



¢ Are they developing any new products or services? (What?)

¢ Are they building any new facilities? (What? Where?)

¢ Are they introducing a quality control program? (What exactly?)
¢ Are they working in any joint ventures? (What?)

And what's happening in their department or division?
¢ Are they taking on new staff? (Why?)
¢ Are they reorganizing any work systems? (Which ones? Why?)
¢ Are they introducing new technology? (What?)
¢ Are they implementing new software? (What?)
¢ Are they working on any interesting projects? (What exactly?)

Company strengths
1. Are these statements true for your company?

We're number one in our field.

We produce a wide range of products.

We provide a wide range of services.

We have offices all over the world.

We use the most advanced technology.

We invest a lot of money in research and development.
We own important brands.

Why is your company special? What is your company's main strength?

2. How do you search the web? Do you use Google? (Why/Why not?) What do you know about
Google? Are these statements true or false? What do you think?

a Google operates the largest search engine on the web.

b If you have an internet connection, you can do a Google search for free.
¢ Most people who use Google live in the U.S.

d Google offers search services in five languages,

e Google has "pop-up™ ads on its site.

f You can buy a better page rank for your website from Google.
g Google advertises its services on television.

h Google doesn't offer its users chatroom services.

! i Google wants people to leave its website as fast as possible.

j Google employees wear suits to work.

k The company chef played guitar in a famous rock band.

Now read the article and find out.

Google it!
Need some information fast? There's no better place to go than Google. We have the largest, fastest
search engine on the web. And the best thing is it's free!
All over the globe
More than 80 million different people do a Google search each month, and most of them come from
outside the United States. We offer search results in 35 languages.
Quicker is better
When people want answers, they want them right now. We don't argue with that at Google. We just
keep working to reduce the time things take. We're making improvements all the time. We want our
users to leave our website as quickly as possible.
Growth through trust



Google never sells "places™ in its search results. You can't buy better page rankings from Google. We
have one of the best-known brands in the world and it grows by word of mouth. It doesn't grow
because of TV ad campaigns. It grows because it's good.

Careful advertising

Google generates revenues in two ways: by selling website ads and by selling our advanced

search technologies to companies. Our website ads match users' interests. We only use text
advertisements and we don't accept pop-up ads.

Fun

In our corporate culture, the work is challenging but fun. Visit our headquarters in Silicon Valley and
you'll find a piano in the lobby, bicycles in the hallway, and large rubber exercise balls on the floor.
There's a gym, an on-site doctor, and employees can have massages and healthy free lunches. Our
company chef used to cook for the Grateful Dead.

A single focus

Google does just one thing: it searches. So at Google, we don't offer horoscopes, financial advice, or
chatrooms. We're all focused on one thing: searches. If you do a Google search, we want to understand
exactly what you mean, and give you back exactly what you want. That's the perfect search engine and
we're working on it.

3. Interview a partner. Ask:
a Would you like to work for Google? (Why/Why not?)
b Do you offer any "free" services to your customers?
¢ How many different languages does your company work in?
d How important is trust in your relationship with your customers?
e How do you get new customers: by word of mouth or by advertising?
f What do visitors see when they visit your work place? Is there anything surprising?
g Does your company focus on just one core business or is it more diversified? Is that a good or a
bad thing?

SKILLS WORK

Listening

1 Look at these PowerPoint slides for a presentation.
a What do you think the presentation is about?
b Who do you think the presenter is?
¢ What do you think they will say?

al]
. b []
The Harbor Community Theater
Community Education Programs The Harbor Community Theater
School and ' programs Audience
Life-long learning program 54% Female 46% Male
Theater * workshops
[ New Haven 40%
Changford ° %
Eaglesville * %
Surrounding counties 20%
ot |
- d[]
The Harbor Community Theater
Budget The Harbor Community Theater
Earned income Staff Roles
Ticket sales  $ 1,980,000 Management team Operations
A " 5 ¢
; $ General manager 1 Production 2
foninl SRRy Administration 2 Box office 2
Donations $° Artistic director 1 Front of house °
Marketing 7 Interns
TOTAL $ 4,250,000 Development 2
Education °




2. (T 20) The slides are in the wrong order. Listen to four extracts from the presentation.
Number the PowerPoint slides in the correct order.

3. (T 20) Listen again and complete the missing information on the slides. Then answer these
guestions.

a How many seats does the Harbor Theater have?

b What do the different employees do?

¢ What education projects does she talk about?

d What happens if the theater makes a profit?

Speaking
1. Prepare to make a short presentation about an organization to the class. You can talk about
your own organization or one of the organizations from this unit. Write notes first. Don't write
sentences—just write key words and numbers. (Guess any information you don't know.)

Name of organization

Products/Services

Main customers

Locations (factories, branches, etc.)

Size (no. of employees/revenues)

Main strengths

Current projects

Other information?

2. Now decide on the structure of your presentation. These phrases will help you order the
information.

THE INTRODUCTION INTRODUCING TOPICS
Good afternoon. Thanks for coming. Let me begin with ...
Welcome to ... I'd like to tell you about ...
Before | begin, can l ask ... ? Let's move on to ...
REFERRING TO SLIDES FINISHING

As you can see, ... Have a look at this. Are there any questions?
Thank you very much.

Use your notes to give the presentation and answer questions from your colleagues.



Vocabulary

Nouns

advertisement (= ad) —pexnama, pexnamne oconouienns

advertising —1) pexnamysanns, posmiwenns pexiamu; 2) pekiamHa OislbHiCmb, pekiamHuil 6izHec
background —icmopin numanns, euxioni oamni

brand —6peno, mopeosa mapxa, mosaprnuii 3nax

budget —6r00aicem, 6r00cemmnuii hono

competition —kouxypenyis, koukypenmua 6opomvoa

complaint —ckapea, nesoosonenms, npemensis

dealer —komepcanm, mopeoseys, mopeosuii nocepeoHux, azenm 3 NPOOA Cy; ouiep

demand —nonum (3acarvna Kinbkicme mosapy, Ky OKpemo 63smuil ROKyneysb abo noKynyi 6Cb020
PUHKY 20MO6i Kynumu 3a 0aHOI0 YiHO0)

donation —epowiose noscepmaysanms, cyocudis

facilities —a) zacobu obcnyeosysanns, eucoou; 6) obnaonanns,; 6yoieii (3a600i6, pipm mowo)
funding —gpinancysanns, cyocudysanms

Insurance —cmpaxysamis, cmpaxoea OisLIbHICMb, CMPAX06KA

intern —cmaosrcucm, npaxmuxanm

investment — /) ineecmyeanns, sxnadanns kowmis, kanimany 2) ineecmuyii, Kanimaio8Kia0eH s
location — micyesnaxoooicenns, pozmautysanms

logistics — ocicmuxa (opeanizayis i koopounayis 3aKynisens i NOCMABOK, NEPese3eHb, CKAAOVEAHHS |
30epicanms, ynaxKy8aHHus mowo)

maintenance — ympumanmst i mexuiune 00c1y208y8anHs, 002150 3a 0ONAOHAHHIM, NOMOYHUL PEMOHM
packaging — naxyseanms

part — oemano

pipeline — mpy6onposio, nagpmonposio

purchasing — zakyniens, 3axkynisenvha JisibHicms (Mpudbanus HeoOXIOHUX peCypcie i mosapie)
revenue — 0oxio, sumope

salary — oxznao, niamus, 3apodimna niama ciyxc608ys (HaApaxo8yeMbCsi Ha MiCIUHOMY abO PiYHOMY
RIOTPYHMI, He 3aNeHCUMb 8i0 KIIbKOCMI 8i0NPaybo8aHux 200U abo 00 emy 8UKOHAHUX pobim)
share — donst, uacmuna, keoma, akyis, nai

stockholder (syn. shareholder) — axyionep, enacnux axyii

strength — nosumusna sixicme, cunvruil Oix

turnover — obie, mosapoobie (cymapna eapmicms npooasicie 3a 36imHutl nepioo)

value — sapmicms, 6apmicne supasicenns; yina

volunteer — 1) sononmep, do6posoneys,; 2) 100una, ska 6e30n1aAmMHO BUKOHYE SKYCb POOONY
wages — 3apobimua niama pooimHuKi6 i HeK8ANiPIKOBAHUX NPAYIBHUKIE (6CIMAHOBNIOEMbCS HA
HO20OUHHOMY AO0 NOMUINCHEBOMY NIOIPYHMI, 3aNedHcUmsb 8i0 KilbKOCMI 810Npaybo8ano2o 4acy abo
BUKOHAHO20 00 €My pobim)

workshop — ceMinap, NPaKmu4Hi 3aHAmmsl, CeKyis, maucmep-Kiac

Word combinations

advertising campaign — pexiamna kamnanis

blue-collar worker —“cumniii komipeyw ”, npomucrosuii pobimnuk (npayienuxu, 3aiHsami 6€3nocepeorim
BUPOOHUYMBOM MOBAPIB, NEPEBANCHO (PI3UUHOI Npayero, wWo He nompebye 8UCOKOI Keanighikayii)
core business — ocrogrHutl 610 JistIbHOCMI KOMNAHIT

corporate client —kxopnopamuenuii krienm

corporate culture — kopnopamusena xyremypa

cost control — konmpoaw 3a pisnem eudamxis, KOHMPOLL BUMPAM

customer account — ocobosuii (KiieHmcvKuil) paxyHox

domestic market — enympiwmniti punox

earned income —supobruuuti npudymox, 00xo0 6io npogecitinoi disibHocmi, 3apooaeHutl 00Xio



general manager — eernepanvhulii Oupexmop (meneodxcep) (21asHblll MeHeddcep OpeaHu3ayul,
NOOYUHSEMCSL MOABKO CO8EMmy Oupekmopos ) \ eenepanvhuil Oupekmop (Meneoxicep) (20106HulL
MeHeddicep opeanizayii, nionopsaoko8yeEmMuvcs auuie paoi OupeKmopie)

gross revenue — gasosuti (CyKynHutl) 00xo0, 3a2aibHull (6ani08utl) umope (Cymapruii 00xoo 6io
npooasicie)

human resources — nepconan,; mpyoosi (1100cvki) pecypcu, 8i00iL Kaopie

joint venture — cninbne nionpuemcmeo

life cycle — mepmin cnyscou; nepioo excniyamayii

local staff — micyesuii nepconan

market share — dos punxy (numomna éazca komnanii' y 3a2anbnomy 06 ' €mi pUHKOSUX NPOOANCIE)
non-profit organization — nexomepyiiina opeanizayis (opeanizayis, U0 MeMoI0 He € OMPUMAHHSL
npubymxky)

overseas market (syn. external market, foreign market) — soeniwmnit (3axopoonnuii) purnox
parking lot — (nramna) asmocmosmnka

quality assurance — niompumka skocmi, eapanmis IKOCMI

quality control — kommponws sxocmi

service and support — niopozoin niompumku i MexXHIYHO20 0OCIY208YEAHHS

source of income — darcepeno ooxooy

white collar workers — “6ini komipyi” (npayisnuxu, ne 3atnami Qizuuno npayero, 6KIOYAE
CAYHCO0BYIB, THIICEHEPHO-MEXHIUHULL NePCOHAN, KePIBHUKIB, cneyianicmis ma iH.)

wide range of products (services) — wupokuii subip (acopmumenm) mosapie (nociye)
worldwide network — ececsimmus mepeoica

word of mouth (advertising) — pexnama 3 eycm 6 ycma (poznoscioddicennsi ingpopmayii npo npooykm
ULTISIXOM 11020 PeKOMeHOayii Opy3am, pooudam moujo)

Verbs

dispatch — nocunamu, sionpasismu (nowmy, eanmadgic)

diversify — ypisnomanimniosamu, ineecmysamu (kaniman) y pizHi eany3si, nionpuemcmea
implement — sukonysamu, 30iticHio6amu, 6nposadicysamu

increase — spocmamu, 30i1bUy8amMuUcs; 30iIbULY8AMU, NOCUTIOBAMU

manufacture — supobissmu, nepepobasimu

operate — 1) npayrosamu, diamu, euxonysamu, 2) kepysamu, 3agioysamu (¢habpuxoro, 8i00iiom mowo)
OWN — go100imu, mamu

prevent — zanobicamu, nepewkooxicamu, He OONYCKamu

recruit — navimamu, npuiimamu (na pobomy)

reduce — smenuysamu, 3HUNCYBAMU, CKOPOUYEAmu

service — 1) obcayeosysamu (nadasamu abo pobumu nociyeu), 2) 30itichiosamu (npoeooumu)
mexHiyHe 00C1y208)8aHH S

Verb phrases

amount to — /) docsieamu, cknadamu, 2) dopigHrosamu

be number one in a field — 6ymu rioepom 6 sxiiice canysi

break even — ne npunocumu ani npubymxy, ani 36umKy; NOKpUSAMU BUOAMKU, OOCI2AMU PIGHS
be330umkosocmi

deal with — posersoamu, 3aiimamucs (nanp. npobremoro), mamu cnpagy 3
develop a new product — pospobasimu nosuti npodykm

enter a new market — suxooumu na nosuii punok

invest money in smth — ineecmyeamu epowii 6 woce

look after a problem/complaint — saiimamucs npobremoro, pozensioamu ckapy
make a 10ss — zaznamu 36umxy

make a profit — ompumamu npubymox

make improvements — nozinutyéamu, yOOCKOHATIO8AMU, BHOCUMU NONPAGKU



match one’s interests — ionosioamu uuimocv inmepecam

reorganize a work system — peopeanizosysamu cucmemy pobomu (Qpipmu abo nionpuemcmea)
stay ahead of the competition — eunepedscamu konxkypenmis

take on new staff — naiimamu noeuit nepconan

work on a project — npayrosamu nao npoexkmom

Adjectives, adverbs

advanced — cyuacnuil, nepedosuil, po3suHerull, NPOSPecusHuUil

average — HopmanbHull, pso008ull, 36UdALHUL, cepeoHill

challenging — nepcnexmusnuii; 6azamoobiysrouutl, maxutl, wo nompedye HAnPy’HCeHHs CUL
currently — na yeit uac, na oanuii momenm

disabled — ckaniuenuii, nenpayezoammuii

diverse — pisnomanimnuil, posmaimuil, pizrutl

for free — 6eskowmosno

life-long — oosiunuii, na ece scumms

on-site — micyesutl, eracruil; Ha micyi

OVErseas — 3akopOOHHU, 3apYOINCHULL, 308HIWHIL, 3d KOPOOHOM, 34 KOPOOH

Phrase bank

Are there any questions? — Yu ¢ numanms?

As you can see,... — Ak bauume,...

Before | begin, can | ask...? — Ilepw nisic posnouamu, dozeonvme cnumamit...?
Have a look at this. — IToensaneme na ye.

I’d like to tell you about... — 4 6u xomie(-1a) poznosicmu éam npo...

Let me begin with... — /Jozéoneme posnouamu 3...

Let’s move on to... — Jasaiime nepeiioemo 0o...

Thanks for coming. — /[saxyio eam, wo nputiuuiu.

Welcome to... — Jlackago npowy 0o...

PRACTISE YOUR VOCABULARY

Exercise 1. Match the words in column A with their Ukrainian equivalents in column B:

advanced po3TanryBaHHsI
competition MO3UTHBHA SKICTh
turnover HalMaTH Ha poOoTy
salary nepe10BU
overseas JIIOJICBKI pecypcu
joint venture TOBApOOOIr
strength 3aKOpJOHHUH, 30BHILITHIH
advertise KOHKYPEHIIis
location CHUIbHE MiTITPUEMCTBO
diverse 3apruiarta Ciy>KOOBIIS
recruit BiJIIIPABJISITH
human resources peKaMyBaTu
dispatch PI3HOMAaHITHUH

Exercise 3. Match the words in column A with the words in column B making up your active word

combinations:

take on

a work system

worldwide

campaign




make revenue
core improvements
work on control
advertising a new market
match new staff
reorganize market
customer a profit
enter one’s interests
gross business
deal with
earned network
make even
domestic account
quality income
break a project

Exercise 4. Match the definitions with the suitable words from your active vocabulary:

1. A business formed between two or more parties to undertake economic activity together

j v

A person or company holding shares in a company s

3. Asstudent or trainee who works, sometimes without pay, at a trade or occupation in order to
gain work experience i

4. Any non-manual office worker, including clerical, administrative, managerial, and professional

personnel w -C W

Rivalry between suppliers providing goods or services for a market ¢

6. The values, customs, rituals, attitudes, and norms shared by members of an organization, which

have to be learnt and accepted by new members of the organization ¢

C

To make goods on a large scale using machinery m

8. To reach a point in a business venture when the profits are equal to the costs b
e

N

o

~

Exercise 5. Match the definitions with the necessary words from your active vocabulary:

A fixed regular payment, typically paid on a daily or weekly basis, made by | turnover
an employer to an employee, esp. to a manual or unskilled worker

One of the equal parts into which a company's capital is divided, entitling the | advertise
holder to a proportion of the profits

The amount of money that a business receives from its normal business wages
activities, usually from the sale of goods and services to customers, within a
certain period of time

A type of product manufactured by a particular company under a particular share
name

To describe or draw attention to a product, service, or event in a public brand
medium in order to promote sales or attendance
A practice or arrangement by which a company or government agency quality assurance

provides a guarantee of compensation for specified loss, damage, illness, or
death in return for payment of a premium

The maintenance of a desired level of quality in a service or product, esp. by | insurance
means of attention to every stage of the process of delivery or production




Exercise 6. Find the hidden words in this square. You can read from left to right, from top to bottom
and diagonally. Use the clues below to help you:

hix|y|wla|r |[e|h|o |u|s|e
zle|xX|s|y|z |x|]y|m|z]|u]|X
y|xja|x |t|y |z|r|a |x]|b]|y
z|x|y|d|z|a |e|x|n |y]|s ]|z
x(tjrly|lgm|f|lz|u |x]|i]|y
zju|x|a|uju |y|f|f |z]|d]|X
ylrjz|s|n|x |alyla |z]|i|X
ylninjz |x|g |y|lr|c |z|a]|X
jloji|n|t|v |e|n|t [ufr|e
clvi|yln|z|x |y|z|u |e|y]|X
ylel|e|f |a|c |[t|o|r |y]|r |z
X|rlylz |x|y |z|x|e |y|z]|s

the main office of a company (12)

the people who work for a company — its employees (5)
a large building where goods are stored (9)

a building where goods are made (7)

a person who buys and uses goods or services (8)

a company that is controlled by another company (10)
to produce in large quantities with machinery (11)

the total sales of a company (8)

a group of products sold by one company (5)

10. a regular payment for use of land, building, offices, machinery, etc. (4)
11. a co-operative operation between two companies (5, 7)

CoNoOR~WNE

Exercise 7. Give Ukrainian equivalents of the following words and word combinations:

a) budget, competition, donation, facilities, funding, logistics, rental, salary, stockholder, supplies,
training, turnover, volunteer, workshop;

b) advertising campaign, blue-collar worker, core business, corporate culture, , domestic market,
gross revenue, joint venture, non-profit organization, quality control, wide range of products,
worldwide network, word of mouth;

c) advertise, be number one in a field, enter a new market, increase, invest money in smth, make a
profit, manufacture, operate, recruit, reorganize a work system, stay ahead of the competition,
work on a project;

d) challenging, diverse, on-site, overseas,

e) Are there any questions?; Before I begin, can I ask...?; I’d like to tell you about; Let’s move on
to; Thanks for coming

Exercise 8. Give English equivalents of the following words and word combinations:

a) peKJIIaMHE OTOJIOIIEHHS, CKapra, CTpaxyBaHHs, KalliTaTOBKIaICHHS, TEXHIYHE 00CTyrOBYBaHHS,
MaKyBaHHS, IOX1]I, aKIlisl, 1OBipa, BapTiCTh, 3apIuiaTa poOiTHHUKIB;

b) kopmopaTHBHUII KIIEHT, KOHTPOJIb BUTPAT, OCOOOBHI PaXyHOK, BAPOOHUYMH MPHOYTOK, Tepio
eKCIUTyaTalii, J0Ji1 PHUHKY, 30BHIIIHIA PHUHOK, TapaHTis SAKOCTi, MIAPO3AIT MIATPUMKH 1
TEXHIYHOTO 00CIIyrOBYBaHHS, ‘0111 KOMIpIIl”, BCECBITHS MEpexa;



C) mocsratu piBHSI 0€330MTKOBOCTI, PO3POOJSATH HOBHI MPOAYKT, iHBECTYBaTH KalliTal y pi3Hi
rajxysi, BIpOBaKyBaTH, 3a3HaTH 30UTKY, BHOCHUTH TOMPABKH, BIAMOBIIATH YHIMOCH IHTEpECaM,
BOJIOZITH, HAlkMaTH HOBUW TIEPCOHAIT;

d) Sk 6auwmre; [TornsubTe Ha 1e; J{03BoIBTE po3movatH 3; JlackaBo mpoiy 10

Exercise 9. Match the two halves of these sentences.

1. The British Airports Authority are building... a a joint venture agreement.

2. NCC are strengthening their position in Europe b from Grosvenor House to the Barbican Centre.
by making...

3. BAT Industries and Pees are negotiating. .. ¢ new financial products.

4. Due to the shortage of space, the Lonhro Group d a new passenger terminal at London Heathrow.
are moving their AGM...

5. SKF are establishing manufacturing e a number of strategic acquisitions.
operations...

6. Crédit Agricole, a leading French banking f in Eastern Europe.

group, are diversifying to provide...
Exercise 10. Translate into English:

A. Jlobpunens. [Jsakyro Bam, mo npuinuid. S Jxelimc bpayH, reHepaqbHUI TUPEKTOP KOMITaHii
ElecTrics. Ilepimn HiK po3movatd, J03BOJILTE CHOMTATH: YM YYJIM BH KOJHCh PO HAlIy
KoMmraHito? bady, mo mexTo uye mro Ha3By Buepmie. Jloope. Jl03BOIbTE JUIs MMOYATKY TPOXHU
0a30B0i iHDopmartii. Ak GaunTe, Hallll BAJIOBI JIOXOJIM CKJIAJIA0Th OUIbINE 7 MITBAPAIB J0JIapPiB,
1 OUTbIIa YaCTHHA HAIIMX MPOJAXIB MPHITAJA€ HA 30BHINIHI PUHKH. MU TaKOX MpAIFOEMO Ha
BHYTPIITHLOMY PUHKY, /¢ Hama jgoas ckiagae 15%. Ham ronoBumii odic po3ramoBaHuil y
Heto-Mopky, i Mu Maemo ¢inii mo BcboMmy cBiTy. Ham ocHOBHHIT Gi3HeC — BHPOOHHLTBO i
MPOJaX ENEKTPOHHUX MPHIaAiB. MU BOIOAIEMO 5 3aBogaMH 1 Ma€EMO PO3BHHEHY BCECBITHIO
Mepexky auiepiB. Hama kommaHisi BKJIaJa€e 3HaYH1 KOWITH Y HayKOBO-IOCIIJHUIIBKY POOOTY, 1
MpUOIM3HO YBEPTh HANIMX MPAIBHUKIB MPALOTh Y IOCHIAHHUILKUX IIEHTpax. Takoxx Mu
MPUALISEMO BEJIUKY yBary MiJIrOTOBII KaJpiB: IIOPIUHI CEMIHAPH JUIs MPALIBHUKIB 1 CTAKUCTIB
— Il YacTHHA Halloi KOPMOPAaTUBHOI KyJAbTYpH. MU HamaraeMocs 3aCTOCOBYBAaTH HAMOIIbII
Cy4yacHi Ta MepeaoBl TEXHOJOTi, 1100 He JONycKaTu Baj. SIKIIO MU OTPUMYEMO CKapru BiJ
CMOXKMBaYiB, IX pO3IMsAAa€e BUAALT TEXHIYHOTO OOCTYrOBYBaHHs, 1 NpHU HEOOXITHOCTI MU
BHOCHMO TIONPABKU 10 KOHCTpYyKIIii. Hamra Mera — BimoBiiatu iHTepecaM KIieHTiB. Bucoka
AKICTh 1 IIMPOKUI aCOPTUMEHT TOBApIB — HAIll TOJOBHI NO3UTHBHI PUCH, SIKi 3a0€3MeYyI0Th
HaM JIOBIpY CIOXKMBAYIB 1 JOMOMaraloTh BUIIEpeKaTh KOHKYPEeHTIB. [lorisiHeTe Ha 11e. [lomut
Ha MPOJIYKIIiF0 KOMITaHii cTablibHO 3pocTae. Hari ToBapu KymyloTh yci KaTeropii Cro>KuBayiB:
“oum” Ta “‘cuHI_KOMIpI”, CTYACHTH, TOIM-MEHEIXepu 1 aoMorocrnomapku. CepenHid BiK
Hamoro cnoxkuBada — 30 pokiB. Uu e sxice nutanHs? Hi? Toni masaiite mepeiaemMo Jio
MOTOYHUX HPOEKTIB, HAJI SKUMHU MU TparroemMo. Ha 1ieii yac KoMmaHisi BUXOIUTH Ha HOBHH
PUHOK: MM CTBOPIOEMO CIIUJIbHE MiANPUEMCTBO 3 TOJJIAHACBKMMHU MapTHEpaMH 1 HaltMaeMo
HOBUH nepcoHan. Kpim Toro, 3apa3 Mu ypi3HOMaHITHIOEMO HAIly AiSUIBHICTH 1 PO3pOOISEMO
HOBI MPOAYKTH. TakoXk MU IMOYMHAEMO HaAaBaTU (DiHAHCOBI MOCIYTH: KPEIUTHI KApTKH 1
CTpaxyBaHHs. TOMy MU OpraHi30BYEMO PEKJIaMHY KaMMaHIK0, 00 MOBIIOMUTH KIII€EHTaM PO
HOBI ITOCITYT'Y KOMIaHii.

B. Hama opranizanis Hajgae MeIu4Hy Ta rymaHiTapHy ponomory y 20 kpainax city. Lle myxe
HanpykeHa poOota. Y Hac mpairoe MmoHaja 3 THCAY BOJIOHTEPIB, KpPiM TOT0, MU HalMaeMo
MICIICBUH TIEPCOHAN. 3BIAKA MU OTpuMy€eMO (diHaHCyBaHHs? Harie OCHOBHE [DKEPEIo I0X0ay —
IPOLIOBI MOXKEPTBYBAHHS Ta PEHTHI JOXOAM. MU TakoXX TpOXH 3apoOiseMo Ha MpOJaxi
TOBapiB: (yTOOJIOK 3 HAIITUM JIOTOTHIIOM, OYKJIETIB Ta 1HIIUX, - aJie IbOT0 HE JOCTaTHhO, 00 MU




Oarato BUTpauaeMo. Mu — HeKoMepliiiHa opraHizailisi, TOMy MH HE MO>KEMO 3a3HATH 30UTKIB
abo oTpuMaTH NpUOYTOK.




Unit 4
Exchanging Information

PRESENTATION

1. Use these words to label the pictures of inventions.
a the spray can ¢ the bar code e the pull-tab opener
b the jigsaw puzzle  d the remote control

2. (T 21-25) Close your book and listen to some people talking about the different inventions.
Which invention are they talking about?

3. (T 21) Listen to the person talking about the spray can again. You can read the text at the
same time.

This was designed in World War 11 by the United States Department of Agriculture. It was originally
developed to protect soldiers from insects. Today's version contains no CFC gases and is designed to
be environmentally friendly. A famous user is James Bond. He uses one to make a flame thrower in
the movie Live and Let Die.

Why do they say was designed in one place, but is designed in another?
4. (T 22) Listen to the person talking about the bar code again and read the text.

Originally these were circular. They were first used in the early 1960s to identify railroad cars and
keep efficient records of stock in warehouses. Then supermarkets used rectangular versions for point-
of-purchase inventory control. Radio Frequency Identification (RFID) tags are replacing them today.
RFID uses radio waves to identify items in warehouses and shops, and can be used in ID cards.

Was is the past form of is. What is the past form of are? Find it in the text.

5. (T 23) Complete this text with was or were. Then listen to the person talking about the pull tab again
and check your answers.

These ! invented in 1963 by Ermel Freize, a metals expert, after a family picnic. It

2 a very hot day, and there * cans of cold drinks around, but no can opener.
Ermel * determined to find a solution to the problem. And this is it. It tears a strip of metal
from the can and leaves a hole to drink from. There ° a litter problem with the original
pull-off type and there ° a lot of complaints, but now we use a push-in type.

6. (T 24) Listen to the person talking about jigsaw puzzles again and read the text.

Adults and children may like to play with them, but they weren’t designed to entertain. They were
created by a teacher named John Spilsbury in 1767 “for the purpose of teaching geography”. He stuck



maps onto thin pieces of wood and cut out the shapes of different countries. It wasn’t possible to make
fully interlocking pieces until a century later, when power tools were invented.
What are the negative forms of was and were? Find them in the text.

7. (T 25) Complete this text with was, were, wasn't, and weren't. Then listen to the person talking
about the remote control again and check your answers.

The First version, in the 1950s, 1 infrared. It 2 connected to the television
by a wire. So there 3 a wire across the user's living room floor, and it *

very safe. The early models ° very popular and ° replaced by ultrasound
models in the early 1970s. These ’ fine for humans, but ® popular with

dogs and cats. Today we use infrared versions to change channels.
LANGUAGE WORK

Description
1. Do you know what all these adjectives mean?

cold old-fashioned expensive inefficient
unfriendly crowded five-star busy
wonderful boring useless short

tiring inexperienced informative windy

fast entertaining large uncomfortable

2. Cold is the opposite of hot.
a Find opposites for these adjectives in the box.
slow, cheap, long, small, modern, interesting, terrible
b What are the opposites of these adjectives? (Look in the box to check your answers.)
comfortable, efficient, friendly, experienced, useful
¢ Find adjectives in the box to describe the things below. What other adjectives can you use to
describe them?
e the weather
e a hotel
e atrip,
English classes
people
restaurants

3 Work with a partner.
a Imagine one of you went on an excellent training course in England. Answer your partner's
questions about:

. the trip . the hotel
. the lectures . the weather
. the trainers . English pubs

What was the trip like?

What were the lectures like?
b Now imagine one of you went on a terrible camping vacation in England. Answer your
partner's questions about:

+ the trip.

¢ the weather.

+ the campgrounds you stayed at.

¢ the people you met.



+ the restaurants you visited.
¢ English food.

What was the trip like?
What were the campgrounds like?

4. Interesting and interested are both adjectives. Interesting describes a quality something has.
Interested describes a reaction. Complete these sentences with interesting and interested.

1 It was an

2 | was very

meeting.

3 There are working on some

4 That's an

projects.

idea.

5 We're

6 Please e-mail me if you're

in your feedback.

5. Do these adjectives describe the products or services your company sells or provides?
good value

professional

environmentally friendly

sophisticated

expensive

efficient
high quality

technologically advanced

reliable
well designed

Think of more adjectives to describe your products or services. Say what is special about

them.

Our prices are competitive.

Our technicians are very experienced.
We offer a wide variety of options.

Explaining what you need
1. Label the photographs using the words in the box.

microphone
lectern

socket
marker

remote control flip-chart
projector power strip

) W l

2. (T 26) Someone is preparing to give a presentation and they can't remember the names of the

things they need. Listen and help them.
Presenter | need a thing to show my PowerPoint presentation.
You Do you mean a projector? There's one here.

\'ﬂ—
o

/]



3. Now choose one of the items (or something else in the room if you like) and describe it to a
partner. They must guess what it is.
You It's similar to a notepad — a big notepad. It's white, rectangular, and made of paper. You
use it to write on.
Partner You mean a flip-chart.

Size and dimension
1. Study these ways of describing dimension. Then cover them up, look at the diagram opposite,
and try to remember them.

How long is it? It's 484.5 cm long. | The length is 484.5 cm.
How wide isit?  |It's 165.0 cm wide. |The width is 165.0 cm.
How high is it? It's 157.5 cm high. | The height is 157.5 cm.

How heavy is it? It weighs 2,570 kg. The weight
How much does it weigh? is 2,570 kg.

How much can it carry? What's  |It can carry 1,160 kg. It's 1,160
the maximum load? kg.

max. load 1,160 kg
weight 2,570 kg

2. A transportation manager is thinking of buying some trucks for his fleet. Act out the
conversation with the salesperson. Ask and answer questions about the size and dimension of the
truck below.

max. load 1,815 kg
weight 3,370 kg

3. Work with a partner. One person looks at the information below. The other looks at the
information in File 6 (see Information Files).



You want to ship some large steel components to a customer in Seattle. Call your partner's shipping
company and ask for information.
Your information
The components are in 6 wooden crates. The dimensions of each crate are: Length—4m, Width—
2m, Height—2.5m. The cubic capacity of each crate is 20m?. Each crate weighs 1,500 kg.
Information required
How many trailers do you need? How much does it cost?
How long does it take to drive a trailer to Seattle?

Sorting words
1. Sorting words into groups can help you remember them. You can group together words
belonging to the same family.

Complete this table:

VERB NOUN NOUN (PEOPLE)
to produce production producer
sale
advertiser
management
to employ

2. You can group together words that often go together. Think of more words to add to these
boxes.

to make a product to manufacture a product
a presentation to sell
a mistake to market
a phone call to design
a to

3. You can group together words connected with the same topic. Use the words in the box to
complete this network.

length easy maintenance sophisticated dimensions
shape selling points domestic plastic
circular user-friendly competitive price steel

BUSINESS TO
BUSINESS

RUBBER

CONSTRUCTION
MATERIALS

MARKET

SECTORS @
SQUARE




RECTANGULAR

ADVANCED

ACCESSORIES

SPECIAL
FEATURES

Listening

1. How do you keep fit? Do you use an exercise bike? Why/Why not? Who buys these machines?
What features are they interested in?

2. You are going to hear a sales manager briefing his sales team on this product. Before you
listen, label the picture with the words below.

a seat

b foot straps

C belt tension

d handlebar grips

e meter

f wheels

SPECIFICATIONS

liquid crystal display

length
width

height
weight

for easy < \
mobility » : N = adjustable

3. (T 29) Listen and complete the specifications.
4. (T 29) Listen again and complete these sentences.

The AC4 was very successful
The AC4 is popular with
The AC4 doesn't sell well in
The AC5 is designed for
It comes with

The AC 5 works for
The special feature of the AC5 is that it's

Noorwh e




5. Match the words and phrases with similar meanings.

1 low price a collapsible

2 portable b good value

3 high_stability c doesn't take up much space

4 compact d easy to change to a new position
5 adjustable e easy to move

6 folds up for easy storage f doesn't fall over easily

Speaking

Work in groups of three or four. You are looking for executive toys to give your customers and
clients this holiday season, and you want to give them something unusual. You each have
collected information on a different product. Read the information and then take turns
describing your product to the group. Tell them about:

4 its use or purpose. ¢ the accessories (extras) it comes with.

¢ its size and dimensions. 4 the price.
Decide what to buy your customers. Each person in your group needs to look at different
information. (See Files: 7, 8, 9 and 10 in Information Files).



Vocabulary

Nouns

accessories — axcecyapu, npuiadost, npucmpor

battery — 6amapes; axymynsmop

component — gyzo.; demans; KOMHOHEHM

dimensions —eabapumu, cabapummni pozmipu

distance — siocmans

expert — snageys, exkcnepm; maticmep, cneyianicm

extras — oooamxoei npunados (Oemani, 0ONAOHAHHA § M.N., SAKI MONCHA BUKOPUCTOBYBAMU PAZOM i3
OaHUM MOBAPOM, alle MONHCHA 0OIIMUCA i 6e3 HUX; NPONOHYIOMbCA NPU KYNi6ILi OCHOBHO20 MO8ApY 34
000amko8y niamy abo npooamsbcs OKpemo)

flip-chart — rexyitinuii nnaxkam i3 peiikoro

grip — pyuka, pykosimo, 0epicax

height — sucoma

invention — sunaxio

item — (oxpemuti) npeomem, oounuysi, enemenm (y CRUCKY, 6 2pyni i Mm.N., HAnp., NYHKM Y 00Nnoeiol,
moeap (moeapua no3uyis) y nepeiiky moeapie i m.n.)

lectern — nionimp, xagheopa

length — dosorcuna

litter — cmimms

load — eanmadic; nasanmasicennst;, napmis eanmasticy

microphone — mixpogon

projector — npoexmop

purpose — mema, npusHaueHHs; KOPUCMb, 8U200A

seat — cuoinms

Sensor — cexcop, oamyux

shape — gpopma, ob6puc; modenw, wabion

size — posmip, eenuuuna; eabapumu, 00’em; EMHICMb

socket — posemka

specifications — cneyugirxayis, 0oxkraonull onuc, MexHiuHi yMOBU, IHCMPYKYIsL 3 NOBOONCEHHSL
speed — weuoxicmo

stock — zanac (mosapis na cknaoi); ckrad; acopmumenm

storage — 36epicanns

Version — moouixayis, sapianm,; 6UKOHaHHs (KOHCMPYKYIL), 6epcis

warehouse — mosapnuit cknao

weight — saea, maca

wheel — koneco, koniwa,; porux

width — wupuna

wire — erekmpuunuti Opim

Word combinations

bar code — wmpux-xo0 (na ynaxosyi mosapy)

construction materials — 6yodisenvni mamepianu

cubic capacity — emuicmo, 06 ’em; kybamypa, pobouuii 06 ’em (Osucyna)

good value — sucionuii mosap, éucione npudbanHs (AKICHUL MoO8ap 3a NPULHAMHY YiH))
high stability — sucoxa cmiiikicmo (30amuicme ne naoamu, ne nepekudamucs)

ID card (identity or identification card) — nocsiouenns ocobu, rucm cneyughikayiii
instruction leaflet — incmpyxyin

inventory control — ineenmapuzayis

POWEr Strip — nodo6dcy8ay, po3eanyicysay HeusieHHs.

power tool — mexaniunuii incmpymenm



pull-tab opener — siopisnuii s13unok (3a skuit mpeba nomseHymu, woo iOKpUMU KOHCEPEHY NISUIKY)
Radio Frequency Identification (RFID) tag — padiomimka, padioemuxemxa, erekmponna mimka
(MIKpOUUn 0151 MapKy8arHs mogapy i tlo2o padiouacmomuoi ioenmuixayii)

Radio waves — paodio xseuui

remote control — oucmanyiiine kepysanns, nynom /K

robust construction — sorcopcmra konempyxyis, miyna KOHCMPYKYis

selling point — ocobausicme mosapy, sika pobums tio2o npueabiueum OJist NOKYNYs

shipping company — mpaxcnopmua komnamis

special feature — xapaxmepna ocobausicme, 6iominna puca, 0cooIUSA GLACMUBICMb

spray can — aepo3obHuil 6ANOHYUK

Verbs

carry — necmu, 6e3mu, nepeso3umu; HeCmu Ha cooi HaBaHMAaANCeHHs

connect — 3’ednyeamu; npueonygamu, MUKamu, niOKIOYamu

contain — micmumu y cobi, skmouamu, Mamu y c60EMy CKIAOL, 6MILAMuU

create — nopooaicysamu, 8upooaamu, Cmeopeamu, meopumu

design — npoexmysamu, koncmpyrosamu,; po3pooismu

evaluate — oyinrosamu, ecmanosnosamu eapmicms, 0a8amu OYiHKY, 0OUUCTIIOBAMU
identify — ioenmudgpixysamu, omomoorcnroeamu, posniznasamu, MapKysamu, NO3HA4AMu
include — exarouamu, micmumu, epaxosyeamu

inflate — nadysamu(-cs), nanosuiosamu(-cs) easom, nogimpsam, Hakavyeamu

invent — sunaxooumu, cmeoprosamu

measure — gumiprogamu, oyiHIO8amu, U3HAYAMU

replace — saminamu, 3amiwamu

require — eumaeamu,; nompebdysamu (4020cs)

weigh — saorcumu, 3eaxcysamu

Verb phrases

be ... cm high — 6ymu ... cm 3a6suwxu

be ...cm long — 6ymu ... cm 3a600601cKu

be ... cm wide — 6ymu ... cm 3aswupku

brief smb. on smth. — incmpyxmysamu, ingpopmyeamu

find a solution to a problem — snaxooumu piwenns npooremu

fold up — seunamu(-cs), seopmamu(-cs), ckpyuyeamu(-cs)

keep record of — eéecmu o6aix

offer a wide variety of options — npononyseamu wupoxuii subip onyiti (000amk08020 061AOHAHHS,
00Nno08HeHb 00 CMAHOAPMHOT KOMNIeKmayii)

plug in (ant. unplug) — emuxamu y mepearcy, cmpomnsimu UKy y pozemky
point out — sxazyeamu, 36epmamu ygazy, 8i03nauamu

press a button — ramucrymu knonky

protect from — zaxuwamu, oxoponsmu,; 3anobicamu

take up much space — saiimamu 6azamo micys

Adjectives, adverbs

adjustable — pecynvosanuii; maxuii, wo nacmporwemocs

cheap — oewesuii

circular — kpyenui

collapsible — posnimnuii, 36ipno-po36ipnuii; cknraduuil, po3cysHuil, meieckoniyHull
comfortable — samuwmnuii, 3spyunuii, kompopmabenvrui

compact — komnaxmuutl, maxkuii, Wo 3aUMae Mauio mMicys

competitive — konKypeHmocnpomodicHuil, KOHKYpeHmHu

designed to — npusnauenuii onsn



efficient (ant. inefficient) — diesuii, pezyromamuenuii, epexmusnuil; payionanoruil, OOYiibHULL
environmentally friendly — makuii, wo ne 3abpyonioe doexinns, exonoziuno besneunuil
expensive — dopoeuil, KowmogHuil

experienced (ant. inexperienced) — docsiouenuii, 3narouuil,; kéanighikosarnuil

high quality (ant. low-quality) — eucokosxicuuii

indoor (ant. outdoor) — scmanosnenuti y npumiwgenni, npuzHaueruil 0ist pooOmu y NPUMILEHHI,
0OMaUiHil, KIMHAMHUL

infrared — ingppauepsonuii

lightweight — reexosacuii; nonecwenuii; reekut

liquid crystal — pioxoxpucmaniunuii

old-fashioned — cmapomoonuii; sacmapinuii; maxuii, wo SUIULOE i3 YIHCUMKY

one-size-fits-all — 6esposmipnuil (npo 00s2); na 6yowb-saxuti cmax, na 6ci 6unaoku

original — 1) nouamxkosuii, nepgicnuil, uxionui, 2) OiCHUIL, CNPABHCHIL, OPUSTHATbHULL
originally — cnouamxy

padded — w sikuii, 0bwumuil m skum mamepiaiom

perfect for — ideanvro ionosionuii

plastic — nracmmacosuii, nracmuxosuil; cunmemuyHuil

point-of-purchase (syn. point-of-sale) — y micyi/micysx npoodascy

popular with — makuii, wo kopucmyemuocst nonyasipricmio cepeod Koeocw

portable — nepenocnuii, nopmamuenuii, 3uimnuil; ckaaoHull

rectangular — npsmoxymnuii

reliable — naoiiinui,; 6e3siomoenuil,; miynuil

rubber — eymosuii, kayuykosuii

safe — naoiunuii, 6ezneunuii

sophisticated — ckraonuil, cyuacnuil, nepedosuii

square — keadopammuii, K8aOpamMoGul

steel — cmanesuii

successful — edanuti, yeniwmnuil, npoysimarouuil

suitable for — npuiinsmuuil, npuoammnuil, 6ionoeionuil

technologically advanced — mexnonoeiuno nepedosuii, cyuacnuii

ultrasound — yrempaszeyxosuii

user-friendly — spyunuii ons kopucmysanns,; opysxcnii kopucmysauesi (Hanp., npo inmepgeiic)
useful (ant. useless) — kopucnuii, npuoamnuti

well-designed — 1) do6pe cnpoexmosanuii (yinkom ionosioac nompebam nokynyis, 6ionogioac
BCMAHOBIEHUM CIAHOAPMAM AKOCMI | M.N.); 2) 3 2APHUM OUZAUHOM (MAE NPUBAOIUBUL 3068HIUIHIT
sueso)

wooden — depes ‘snuil

Useful Phrases

How long is it? It’s 400 cm long. The length is 400 cm
How wide is it? It’s150 cm wide. The width is 150 cm.
How high is it? It’s160 cm high The height is 160 cm.
How heavy is it? It weighs 2 kg.

How much does it weigh? The weight is 2 kg

How much can it carry? It can carry 2 kg.

What’s the maximum load? It’s2 kg.




PRACTISE YOUR VOCABULARY

Exercise 1. Match the words in column A with their Ukrainian equivalents in column B:

flip-chart BHCOTA

invention JICTKH, TOJIETIIICHHUI
lectern KpyTIIi

height kadenpa

length PO3CYBHHIA, TEICCKOMIYHHIMA
specifications JIOMAIIIHI}, KIMHATHUH
weight BUHAXIJ

width JIEKIIAHUH TUTAKAT

bar code JIOBYKHUHA

circular Bara, mMaca

collapsible NIEPEHOCHUH, CKJIaTHUI
indoor crierudikaitis, TEXHIYHI YMOBH
lightweight [IMpUHA

portable HITPUX-KOJT

Exercise 2. Match the words in column A with the words in column B making up your active word
combinations:

pull-tab construction
shipping strip
selling leaflet
robust opener
power point
instruction company
construction stability
high capacity
cubic control
remote materials

Exercise 3. Give Ukrainian equivalents of the following words and word combinations:

a) battery, extras, invention, height, length, purpose, projector, sensor, socket, microphone,
lectern, version, width, weight, evaluate, inflate, identify, connect, include, replace, measure,
expensive, indoor, competitive, cheap, experienced, rectangular, circular

b) high quality, one-size-fits-all, old-fashioned, technologically-advanced, user-friendly, well-
designed

c) take up much space, press a button, offer a wide variety of options, find a solution to the
problem, brief smb. on smth.

Exercise 4. Give English equivalents of the following word combinations:

d) KBaIpaTHUM, TIEPCHOCHWI, TMEPeJOBUN, CHHTECTHYHUM, O€3MeYHUi, MPOIBITAIOYHIA,
YIIBTPa3BYKOBUM, JCPEB’SITHUH, KOPUCHUM, CTAJICBHM, T'YMOBUM, MOYATKOBHUH, O€3pO3MIpHUIA,
Terkuil, iH(padepBOHMI, Ky, CKIAQAHWA, BUCOKOSKICHUH, EKOJOTIYHO O€3MeqHUl,
KOHKYPEHTOCITPOMOKHUI, KOMITAKTHUN

b) 3axuimaTH Bij, BMHKAaTH B MEPEXY, BECTH 00K, OyTr 20 CM 3aBBUILKH, 3THHATHCA, OyTH 35 cM
3aBJIOBXKH, IHCTPYKTYBAaTH K-H 3 IPUBOY 4Y-H, OyTH 40 CM 3aBUIMPUIKU



C) IITPUX-KOJ, BUTTHHIA TOBap, MOIOBXKYBa4, MEXaHIYHUI IHCTPYMEHT, IHCTPYKILisl, paiOMiTKa,
MIIIHa KOHCTPYKIIisl, apO30JIbHUI 0aTOHYHK, XapaKTepHa 0COOIMBICTh, EMHICTh, BUCOKA
CTIHKICTh, IOCBITYCHHS OCOOH, TPAHCTIOPTHA KOMITAHIS.

Exercise 5. Match the groups of adjectives, 1-10, with one of the nouns on the right that they can
describe. Then add one more word to each group, as in the example.

1. fascinating long interesting informativea car

2. fast portable user-friendly a company
3. wonderful hot humid secretary
4.  attractive high  competitive a computer
5. friendly luxurious five-star an office
6. reliable punctualbilingual a presentation
7. noisy smoky open-plan weather
8. efficient small multinational a hotel

9. economical fast comfortable a letter
10. wurgent  brief  short a price

Exercise 6. A sales representative is talking to her boss. Choose the correct adjective in each
sentence.

Thank you very much for a very interested / interesting presentation.

We were all very interesting / interested.

Of course, we're exciting / excited to hear about this new product.

But the figures are a little confusing / confused.

We were surprising / surprised by next year's sales targets. They're very high.
And this present recession is very worrying / worried.

Anyway, it was a fascinating / fascinated presentation.

And we were all amusing / amused by your joke at the end.

N~ WNE

Exercise 8. Complete the sentences with the right dimensions from the list below.

1,615 m deep 8.85 km high 2,889 pages thick
300.5 m tall 3,460 km long 70-72 beats per minute

1 The Eiffel Tower is

2 The Grand Canyon is
3 Mount Everest is
4 The Great Wall of China is

5 The normal adult pulse rate is
6 The Houston, Texas telephone directory was

Exercise 9. A. Look at the lists and circle the word that is different from the others.

Example: wood chair plastic steel
1 crate paper box carton
2 amistake aphonecall asuggestion ajob
3 comfortable friendly efficient happy
4 height length depth wide

B. Now choose the correct words you circled for these sentences:



Example: Chair is different because it's furniture. The others are materials to make furniture.
1 is different because it's packaging material, not a container.

is different because the opposite starts with in-, not un-.

is different because it's an adjective, not a noun.

is different because we do it, we don't make it.

2
3
4

Exercise 10. Fill in the gaps using the words from your active vocabulary:

1. O lyb ¢ swerec r. They were used to k___ efficientr of s kin
w ses. Then supermarkets used r rv s of them. R F I
tags are replacing them today. RFID uses radio waves to iy items in shops and can be used
inIDc :

2. S ¢ sweredevelopedtop  soldiers from insects. A modern version is e
f ly.

3. The first version of the r c was i d. Itwasc ed to the television by a
w__ ,itwasitss___ f  re. Early models were r ed by u d models.

4. The new model is d ed for the domestic user. It’s 1 t, only 18 kg. It has w S,
it’s easy to move around. It’s30 cmw__ ,80cm1  ,butithash s  tyandr
c .Ithasc le handlebarg  andal C d metertom___ re
S d, d ce.

Exercise 11. Translate into English using your active vocabulary.

1. Ham BuHaxijg mMae HACTymHI ra0aputu: BiH 25 cM 3aBBUINKH, 57 CM 3aBIAOBIIKH Ta 45 cM
3aBIIMPIIKU. BiH He 3aiiMae 6araTo MIcCIl, JIETKO CKJIAMAEThCs JUIs 3py4HOro 30epiranus. Te,
IO BIH CKJAJHUH, € HOro TOPriBENLHOI0 IPUBAOIMBICTIO, HOTO 0C00IMBOIO prcor. CriouaTky
fioro 3acrapiii Mogudikamii Oynu iHQpauepBOHUMHM, Terep MU BUPOOISIEMO YIbTPa3BYKOBI
Mozeini. Boun nyxe jierki, ix ara — qmmie 15 kr. Bu Mokere 3HalTH K CTaJIeBl MpUJIaau, TakK 1
IJIACTUKOBI, OOHM/IBa BapiaHTH AyXe HaiiHI Ta CydacHi, BOHU MONYJISIPHI cepesi KOPUCTYBAYiB,
iIealbHO MIAXOMATH JUI BUKOPWUCTAaHHS V NPHMIMIEHHSAX. SIKIIO BH HE 3HAETe, SK
KOPHUCTYBATHUCS HAIIUM BEHTUJISTOPOM, KBanli)ikoBaHi cHeEIialicTH OPOIHCTPYKTYIOTh Bac, SIK
BMHKATH 1 3aCTOCOBYBATHU HOTO.

2. llepun mrpux-koau Oyl KpPYriaMMH, BOHM BUKOPHUCTOBYBAJIMCS Y TOPIiBEJBbHUX MICLSX JJIS
Toro, mo0 Bectw OOmik ToBapiB. I[loTiM iX 3aMiHWIM OPSAMOKYTHI INTPUX-KOIH, SKi
BUKOPUCTOBYBAIMCS JJs  IHBEHTapu3alli. 3apa3 MU MaeMoO paJio €TUKETKH, SKi
BUKOPHUCTOBYIOTh PaJlio XBUJI1 JJIsl ieHTU(]IKALIT TOBAPIB.

3. AeposonbHi GagoHunky Gyiu cTBopeHi mij uwac !! CBiToBOi BiliHH. IX npusHauenHAM Gyi0
3axMIaTy coyigat Big komax. CydacHi OajJOHUYMKH HE MICTAThH IIKIJIMBUX JJIS JIOJIMHU Ta3iB,
BOHM EKOJIOT1YHO O€e3MeuHi, 1 HaBiTh NPUNHSATHI JJIS 3aCTOCYBAaHHS Y IPUMIIIEHHSX.

4. Tlepmi OyJbTH JUCTAHIIIWHOTO KEPYBAHHS HPUEIHYBAIKNCS K TEJIEBI30pY EIECKTPUUHUM
npotoM. Bonu Oynu po6pe cnpoekToBaHi, ajie BEJIMKI 3a PO3MIpOM, Ta II€ ¥ APIT TATHYBCS
4yepe3 yCr KIMHATY, 1 11e 0yJ10 He JyKe 3pYUHO Ta 0€3MeYHO.

5. 106 3poOutH Baady mpe3eHTallito, BaM MOTpiOHI Kadenpa, JeKIINHUNA MIakaT i3 peHkor Ta
MapKkep, MPOEKTOp, PO3ETKa Ta MOJIOBXKYBaY, Ta, 3BUYAitHO, MikpodoH, o0 Bac ayno moope

9yTH.

SPEECH PRACTICE

Task 1. a) Write the opposites of the given adjectives.

Adjective Opposite

reliable




comfortable

effective

safe

economical

fast

strong

stylish

well-made

quiet

ecological

easy to use

b) Work in pairs or groups and choose three adjectives, which describe qualities that it is
important for the following products to have.

A car:
A medicine:
A printer:
A pair of jeans:
A watch:
A washing machine:

c) Complete the gaps with suitable adjectives from the list.

1. The car looks very stylish, but it is . I had to take it to the garage
three times last month for repairs.
2. They took the medicine off the market because they were worried that it was

3. I am very pleased with this printer. It's a little , but it’s
, and that's important in a busy job like mine.
4. This watch is very . I'trod on it, but it still
works.
5. Where did you buy those jeans? They look very .
6. The SF8500 is cheap to buy, but it’s very . For people

who have to do a lot of washing, we recommend the SF9000.
d) Complete a mini-presentation.

Presenting a product
I’d like to tell you about

Itisa made in

One problem with products like this is that they are often

But this is a very product.
One interesting feature is , Which means it is very
Because it’s , you don’t need to

Task 2. Complete this presentation extract with the suitable phrase from the box and restore the
correct order of paragraphs.

Before going on, I'd just like to mention Right, let's move on to So, to sum up,
I'm going to talk to you today about Any questions so far? Right, let's stop there.




OK, finally I'd like to turn to So, let's start by |

A []

B []

c []

D []

! the most important point: the image of our watches,

and the feeling that our customers have when they wear one. As you know, Reiko watches are
not cheap, but people who buy a Reiko are not looking for a cheap product. They are looking
for something special, for something that gives confidence and represents the status they have
achieved. To put it simply, they are looking for the best.

2 Reiko watches. I'll talk about the technology that

goes into a Reiko, the design of a Reiko, and, of course, the image of our watches in the
market.

3 Thank you very much for your attention. And now, if

anyone has any questions, I'd be happy to try to answer them.

4 the design and style of a Reiko. Every Reiko watch

combines classical elegance with modern design. It represents both tradition and innovation.
And our market research department makes sure that every generation of watches uses the
latest style, the style that the customer really wants. ... >
that of course we support retailers who stock our products with a full range of promotional
material such as counter displays, window displays and posters. | have some examples here to
show you.

® I have talked about three main areas. First, the sophisticated

modern technology that goes into a Reiko watch, second, the design of a Reiko that is based on
the most up-to-date market research, and third, the image of a Reiko. I also mentioned the
promotional support that we offer to retailers.

! looking at the technology. Our new range of watches features

a technological miracle. We have replaced the battery with a very small generator that makes
its own electrical power by the movements of your hand. It's ecological, reliable and efficient:
wear it one day to gain energy for at least two weeks. And all our watches are made of titanium
- a light material, yet strong and kind to your skin. ... OK, that's all I want to say about the
technical details. ®




Unit 5
Reporting

PRESENTATION

1. (T 30) Listen to someone describing the history of a product development project. Number
these actions in the order they happened.

____modify the designs

____run a feasibility study

____send the drawings to potential customers

___runtests

____shelve the project

____design and construct the prototype

____prepare detailed drawings

2. (T 30) Listen again and make a note of when these things happened.

WHEN

1 Feasibility study

2 Prototype design

3 Tests

4 Preparation of detailed drawings and specifications

5 Design modification

3. What problems did they have:
1 at the test stage?
2 at the drawings and specifications stage?
3 at the design modification stage?
4 at the manufacturing stage?

LANGUAGE WORK
Changes over time

1. Choose the correct verbs from the boxes to complete the passage. Remember to use the simple
past tense.

CARLOS GHOSN

| be graduate study be grow go |

Carlos Ghosn speaks five Ianguages fluently. He * was born in Bra2|l in 1954, and that's where he
up. But his parents * Lebanese, and he * to school in Lebanon.
He> in Paris too, and ° from the Ecole des Mines.

| manage return make begin take |

Carlos ’ his career with Michelin, the French tire manufacturer. They quickly

8 him manager of the Le Puy plant, and then head of R&D. In the 1980s, Carlos

S to Brazil, where the rate of inflation was more than 1,000% per year. He

10 charge of Michelin's operations in South America and he ™ to

turn things around.



ljoin send earn leave become |

After that, Carlos *? the COO and then the CEO of Michelin's operations in the
U.S.A. In 1996, he 3 Michelin and * Renault. That was where he
the nickname "“Le Cost Cutter." Renault *° him to Japan to turn

Nissan around.

| lay off launch call pick hire close |

Carlos wasn't popular when he first went to Japan He ¥/ plants and

workers. But he also *° new auto designers and

a range of new vehicles. By 2001, Nissan was profitable and he was a business
hero. Japanese newspapers 2 him "Father of the year." In a 2005 poll, Japanese
women % him as one of the world's most desirable husbands.

20

2. Work in pairs. One person uses the information below and the other uses the information in
File 11 (see Information Files).

Ask your partner questions and complete these notes.
What happenedin...?  Whendid ... ?

TECHNOLOGY MILESTONES
1844 Samuel Morse sends the first telegraph message.

1874

The BBC begins a regular television broadcasting service.

Telstar transmits the first TV pictures from Europe to the U.S. through space.

1964

Douglas Englebart invents the computer mouse.

Hewlett Packard introduces the first handheld electronic calculator.




The Sony Walkman hits the market.
1981

Motorola starts selling an 800-gram cell phone.

RIM launches the first BlackBerry.
2004

Saying when

1. Study the different prepositions we use with these times.
IN ON AT
2007 Saturday 5:30
August May 2 the start of the year
the winter New Year's Day the end of the month
the afternoon noon

Which preposition do we use with:

1 dates? 6 holidays and festivals?
2 months? 7 hours of the clock?

3 days of the week? 8 parts of the day?

4 years? 9 points in time?

5 seasons?

2. Put the right preposition with these times.

1. 1969 7. 815

2. __ Thursday 8. __ Christmas Day

3. __ January 19 9.  thefall

4. _ January 10. _ the 1960s

5. ___ midnight 11.  the weekend

6. __ the morning 12. _ the turn of the century

3. Ask a colleague when they did these things. Make sure they use a preposition in their answer.
When did you join your company? — In 2003.

1 joined their company 5 bought their car

2 got married 6 last spoke English
3 got up this morning 7 last gave someone a present
4 last went on vacation 8 last sent a text message
Complaints
1. (T 33) Listen to half of a telephone call. What is it about?
Roger
Flora Hello, Roger. It's Flora Sanchez.
Roger
Flora I'm fine thanks. How are you doing?
Roger

Flora There's a problem with our order. You sent the wrong quantity.
Roger




Flora Sixty. We asked for eighty.
Roger
Flora Can you send them today?
Roger
Flora No, that's all. Thanks a lot.

What is Roger saying? Can you guess? Write in the words.

2. (T 34) Now listen to the whole call and check your answers. Then turn to File 12 (see
Information Files).

3. When customers make complaints, it's important to ask questions to get all the facts you need.
Ask questions about these problems.

A You delivered the wrong quantity.

B Oh, no. How many did we send?

A 3,000. We ordered 300.

B I don't know how that happened.

1 You delivered the wrong quantity. (3,000. We ordered 300.)

2 You sent the order to the wrong address. (13th Street. We're on 30th.)

3 You invoiced us for the wrong amount. ($4,000 instead of €4,000.)

4 The goods came with the wrong accessories. (Plastic hooks. We wanted
metal.)

5 The cover was the wrong color. (Black. We asked for brown.)

6 The handles were the wrong size. (15 cm. We ordered 10 cm.)

7 The goods arrived on the wrong day. (Friday. We asked for Tuesday.)

8 The case was no good. (The glass was broken.)

5 What possible reasons are there for these problems?

We're very understaffed at the moment.
Our computer crashed and we lost a lot of data.

2 Think of some more excuses.

6 .Here are some useful phrases for dealing with complaints. Complete the chart with phrases
from the box.

a I'll find out what happened and let you know.

b I'm afraid we're not responsible for damage in transit.
¢ Would you like a refund?

d I'll look into it right away.

e Would you like us to repair it?

f I'm sorry about this, but it's not our fault.

DEALING WITH COMPLAINTS

MAKING OFFERS

Would you like a replacement?




PROMISING ACTION

We'll send the rest immediately.

REFUSING RESPONSIBILITY

We reserve the right to make small changes to products.

Can you think of any more phrases to add to the chart?

6. Work with a partner. Act out the complaints in exercise 3 again. Deal with them. Make up

excuses and/or use phrases from the chart.

SKILLS WORK

Reading

1. Sometimes products don't sell well in a new market. Suggest what went wrong in these cases.

1. Western companies had problems selling

6. A laundry detergent ad had a picture of

refrigerators in Japan until they changed
the design to make them quieter.

. In Hyderabad, India, a Pepsi television
commercial showed a happy young boy
(about 10 years old) carrying a tray of
drinks along a dangerous route. At the end,
he delivered the drinks to the Indian cricket
team. Pepsi had to take the commercial off
the air.

. An airline company called itself Emu, after
the Australian bird. But Australians didn't
want to use the airline.

. ATV commercial for a cleaning product
showed a little girl cleaning up the mess
her brother made. The commercial caused
problems in Canada.

. Several European and American firms
couldn't sell their products in Dubai when
they ran their advertising campaign in
Arabic.

dirty clothes on the left, a box of detergent
in the middle and clean clothes on the right
The detergent didn't sell well in the Middle
East.

7. A company had problems when it tried to

introduce instant coffee to the French
market.

8. The Hong Kong Tourist Board ran an

advertising campaign in 2003. Ads
appeared on billboards and magazines with
the slogan "Hong Kong: It will take your
breath away."” The Tourist Board wanted to
change the slogan, but it was too late.

9. An American golf ball manufacturer

10.

launched its products in Japan packed in
boxes of four. It had to change the pack
size.

Nike shot an American television
commercial for hiking shoes in Kenya. It
showed someone speaking in the African
language Maa and the Nike slogan "Just do
it" appeared on the screen. People in
America laughed when they heard about
the ad.



2. Here are the reasons for the problems, but they are in the wrong order. Number them from 1
to 10. How many did you get right?

[ ] In Japanese, the word for four sounds like the word for death. Things don't sell well packed in
fours.
People thought the commercial was too sexist and reinforced old male/female stereotypes.

[ ] Some viewers were angry because the child was too young to work and the commercial showed a
positive image of child labor.
90% of the population came from Pakistan, India, Iran, and elsewhere, so Arabic was the wrong
language.

[ ] An American anthropologist at the University of Cincinnati translated what the Kenyan said. He
said, "l don't want these. Give me big shoes."
The advertisers forgot that in that part of the world people usually read from right to left.

[ ] The SARS epidemic filled the news in April 2003. Shortness of breath is one of the key symptoms
of SARS.
Japanese homes were small and sometimes rooms were
separated by paper doors. It was important for the refrigerators to be quiet.

[ ] Making "real" coffee was an important part of the French way of life. Instant coffee was too
casual.

[ ] The emu can't fly.

3. Look through the passages again and find the words below.
1 A word that means to introduce to the market
2 The word for an advertisement on television
3 An abbreviation for the word advertisement

Speaking
Think of a project you took part in at work, for example:

¢ the launch of a new product/service

¢ a product development project

¢ the design/implementation of a new system
4 a construction project

¢ setting up a new venture/operation

1 What were the objectives or goals of the project?

2 List the tasks you performed to achieve those objectives.

3 How long did each task take? How long did it take to complete the project?
4 What were your main problems?

5 What were the results of the project?

Work in small groups. Take turns explaining your projects to the group and answer questions.



Vocabulary

Nouns

drawing — eckis; kpecienms

fault — nposuna, npocmynox

lorry (Br)/truck (Am) — sanmaoicruti asmomobine, 6aHMAXNCIBKA

margins — mapoica, Hayinka, pisHuYys Migxe cobisapmicmio i po30pioHOI0 YiHOIO Mosapy
poll — onum, coyionoziune docniosicenns

refund — nosepnenns (cpoweii) ; siowkodysanms (sumpam, 36umkie) ; KOMnEHCAYIs
route — oopoea, uLnsx, mapupym

stake — wacmra, 6iocomox (8i0 nionpuemcmaa)

vehicle — mpancnopmnuii 3aci6

walkman - aydionneep, nieep

Word combinations

at the stage — na danomy emani, 6 danuii nepioo

broadcasting service — cayorcoa mene i paoio siwanns
claim/demand for refund — sumozca xomnencayii

detailed drawings — doknaoni ckpecnenns

mass production methods — memoou macosozo supobruymesa
potential customers— nomenyiiini nokynyi

product range — acopmumenm, cnekmp npooykyii

rate of inflation — pisens ingnayii, memn ingayii

SARS (severe acute respiratory syndrome) — amuniuna nneémonisn
technology milestone — gixa mexnonociunozo npoepecy, mexunonociunuti npopue

Verbs

invent - sunaxooumu

launch — zanyckamu y eupobruymeo, eéunyckamu na punox

lay off — seinbrumu

merge — 3aumucs, 06’eonamucs

refund — nosepmamu (epowi), siowkoodosyeamu (sumpamu, 30umxu)
set up — zacrosysamu, 6iokpusamu (KOMRAHIIO, NIONPUEMCMEBO)
shelve — sioknaoamu 6 doseuii swuk, nokracmu Ha NOAKy

solve — supiuysamu npobnemy, snaxooumu uxio

Verb Phrases

acquire the brand — npuob6amu mopezisenvny mapky

be short- staffed/understaffed — mamu necmauy nepconany

buy a stake in the company — npuobamu wacmky 6 komnanii
claim/demand a refund — sumacamu siowxooysanms, komnencayii
come with wrong accessories — npuxooumu 3 HeHaLeHCHUMU OeManiMu
construct the prototype — ckoncmpyrosamu maxem

Cut costs — sHuzumu sumpamu

damage in transit — ywxooarcysamu npu mpancnopmyeanmi

design a product — pospobumu mosap

earn the nickname — ompumamu npizsucvro

fill smb in on the background — osuatiomumu 3 icmopieio

hit the market — nocmynumu y npooasrc, 3 sssumucs na punxy
invoice on the amount — sucmasumu gpaxmypy-paxynox na cymy
lose a lot of data — smpamumu 6azamo oanux

make a complaint — nooasamu pexnamayiro, ckapscumucs



make a profit (on the line) — ooeporcysamu npubymox (3 napmii mosapy)

modify the designs — yoockonanosamu pospobku

pack in boxes of four — naxysamu no vomupu oounuyi 6 Kopooxy

provide detailed specifications — naoamu ooknaonuii onuc (xapaxmepucmuxu)

reinforce old stereotypes — smiynioeamu cmapi cmepeomunu

run a feasibility study — nposooumu arnaniz mexniunoi 30iticnennocmi, ekoHOMIUHOL doyitbHOCI
run tests — npogooumu eunpobdysammsi

send the drawings to the potential customers — nocuramu kpecnenns nomenyitinum kiienmam
shoot a commercial — susmu menesiziiiny pexiamy

solve technical problems — supiwysamu mexmiuni npobremu

take charge of — ouonosamu, npuitmamu ynpaesninus, eionosioamu 3a wjoce

take off the air — susamu 3 egipy

transmit through space — nepeoasamu 3a donomozoio cynymnuxa

turn things round — sminumu xio nodit

Adjectives
casual — noscaxoennuil
leading — nposionuii

Phrase bank
I don’t know how that happened. — I He ysBiIsIO, SIK 11€ MOTJIO TPAITUTHCA.
I’1l find out what happened and let you know. — £ ytousto, 110 Tpanuiocs i mpoinhpopMyro Bac.
I’1l look into it right away. — I 3apa3 »e nOAMBIIOCS, 10 MOYKHA 3POOUTH.
I’m afraid we are not responsible for the damage in transit. — borocs, 110 YIIKOIKEHHS IPH
TPaHCHOPTYBAaHHI HE BXOAATH J0 HAIIOI KOMITETEHIII1.
I’m sorry about this, but it’s not our fault. — Meni mkoa, ajie HaIoi MPOBUHH B IIbOMY HEMA.
There is a problem with our order. — € neBenuka npodiiemMa 3 HAIIMM 3aMOBJICHHSIM.
You sent the wrong quantity. — Bu npucnanu HeBipHY KUTBKICTb.
We’ll send the order right away. — Mu ozipa3y K BHIIUIEMO 3aMOBJICHHSI.
We reserve the right to make small changes to products. — Mu 3anuiiiaemo 3a co00t0 MPaBoO BHOCUTH
3MIHH B IIPOJYKT.
Would you like a refund? — Bu 6axanu 6 oTpuMaTi KOMITEHCAIiT0?
Would you like us to repair it? — Ber 6axaete, 11106 Mmu 0OMiHsIIH TOBap?
How long did it take? — Ckinbku yacy 1ie 3aiiHsI10?
PRACTISE YOUR VOCABULARY

Exercise 1. Match the words in column A with their Ukrainian equivalents in column B:

drawing MOTEHIIIHHI TTOKYIIII
margin 00’eTHyBaTHCS

stake YacTKa, J0JIs

product range €CKi3, KpeCIeHHs

rate of inflation Mapka, HalliHKa
potential customers PI3BUCHKO

merge piBeHb 1HOIAIT
nickname ACOPTUMEHT MPOYKIIii

Exercise 2. Match the words in column A with the words in column B making up your active word
combinations:

modify in transit

run detailed specifications




damage the designs

provide things round

hit tests

turn a commercial

shoot the market

reinforce a lot of data

lose a stake in the company
buy old stereotypes

design the prototype

Exercise 4. Give Ukrainian equivalents of the following words and word combinations:

a) commercial, refund, leading, casual, complaint, margin, drawings, boxes of four, brand, launch,
tyre,

b) potential customers, detailed prototype, a stake in the company, wrong accessories, a feasibility
study, technical problems, technology milestone, broadcasting service,

c) to make a complaint, to turn things round, to launch a product, to claim a refund, to deliver the
wrong quantity, to hit the market, to make a profit,

d) I don’t know how that happened. You sent the wrong quantity. I’m sorry about this but it’s not our
fault.

Exercise 5. Give English equivalents of the following word combinations:

[ToBCcsIKIEHHE KUTTS, METOJAU MAacOBOTO BUPOOHUIITBA, BUMOTra KOMIIEHCAIlli, aCOPTUMEHT MPOAYKIIIi,
BUPINTYBAaTH TEXHIYHI MPOOIEMH, BUTYCTUTHA Ha PUHOK HOBUI TOBap, MOTECHIINHHI MOKYIIII, 3BITbHUTH
MPOBITHUX CHELIaNiCTiB, 3 IBUTHCS HAa PUHKY, 3MIHHTHU XiJ MOJil, 3HITH TeNeBi3iiHY pekiamy,
YIOCKOHATIOBATH PO3POOKH, OJCPKYBAaTH MPUOYTOK, BUCTABUTH (PaKTypy-paxyHOK Ha BEIHKY CyMY,
HAJAaTU JAOKIAAHWA OMHC, TMPOBOJWUTH AaHAN3 TEXHIYHOI 3/IIHCHEHHOCTI, O3HAWOMHUTH 3 ICTOPIEIO
NPOAYKTa, CKap)KUTUCSA, PIBEHb 1HQIIALIT, 3HU3UTU BUTPATH, OpaTH BIANOBIAAIBHICTH 32 I110Ch.

Exercise 6. Find the word from your active vocabulary for each definition:

a) a situation when a company or organization doesn’t have enough workers, or has fewer workers
than usual

b) an amount of money that is given back to you if you are not satisfied with the goods or services
that you have paid for:

c) the difference between what it costs a business to buy or produce something and what they sell it
for

d) to assume control or responsibility

e) to give support to an opinion of what a particular type of person or thing is like

f) to make a new product, book etc available for sale for the first time

g) to make small changes to the project in order to improve it and make it more suitable or effective

h) to reduce the amount of money that you have to pay in order to buy, do, or produce something

i) to stop employing someone because there is no work for them to do

J) to tell someone about the history of some event or project

Exercise 7. Match the two halves of these sentences:

You sent to make small changes to products
We reserve the right the damage in transit

Would you like us what happened and let you know.
I’m afraid we are not responsible for to repair it?




I’m sorry about this, the wrong quantity

I’ll find out but it’s not our fault.

We’ll send the order right away.

Exercise 8. Translate into English using your active vocabulary:

1. 51 0 XOTiB HOCKapXHUTHCS Ha TOMMWIKY, sKka Oyna JONyIIeHa Ha CTafii aHali3y TeXHIYHOi
smiicHeHHocTi. Ile Hama npoBuHa. ToBap OyB po3po0eHUN KOMaH/ 0K OPOBUIHUX CHEIIATICTIB, aje
gyepe3 Hecrady IepcoHasna, BHUMPOOYBAaHHS MPOBOAMIIMCSA B KOPOTKI TEPMiHM 1 PO3POOKH He Oynu
BJIOCKOHaJIEHI. S BBaXkaro, 10 HaM JIOBEAEThCS MOKJIACTH MPOEKT Ha MOJKy. — S iHmoi qymkua. Mu
NepeMEeHyeEMO TPOJYKT, TOMICTHMO pEKJIaMHi OTrOJOMICHHS B Ta3eTH 1 JKypHald, 3poOumo
TeJeBi3ifHY peksiaMy i1 TOBap BCe-TaKu 3MOKE IOCTYINUTH B IPOJAK.

2. Bu BHUCIIany HaM paxyHOK Ha BEIUKY CyMy, a TOBap OyB MOIIKO/DKCHU MPU TPAHCIIOPTYBaHHI. Bu
— cepiio3Ha KOMIIaHis 1 MOBHUHHI MOJAaroauTd ToBap! SIKIIO BU LOTO HE 3po0uTe, s 3aJUINAI0 3a
co000 PaBo 3aKaaaTh KoMIleHcaii. — S 3apa3 ske MOAMBIIOCS, 110 MOYKHA 3pOOUTH.

3. Konu Bu 30upaerecst 3allyCTUTH BUPOOHUIITBO HOBOTO LM(ppoBoro ayniomieiiepa? — CroyaTky Mu
MMOBUHHI MPOBECTH MOIEPE/IHE BUBYCHHS HOrO0 EKOHOMIYHOI AomigbHOCTI. [loTiM, sKmio Ha cramii
BUIIPOOYBaHb He Oy/ie TPYAHOLIIB, TO MU 3alIPONIOHYEMO HOT0 MOTEHIIHHUM MOKYOIISAM. — AJIE XK € II1e
1 cTazist po3poOKK KPECIEHb 1 XapaKTePHUCTUK, CTajlisl YAOCKOHAJICHHS KOHCTPYKILi, HAPEIITi, CTalis
BUTOTOBJICHHS!

4. Hamri nmocravanbHUKH BUcHaIW HaMm paxyHok Ha 90,000 3amicts 9,000. — He xBumroiTecs, naBaiite
e oorosopumo. baxkaere vamky kaBu?

5. Y 3B'I3KYy 3 KpH3010 piBeHb 1HAISIIT MEpEeBUIUB Hall OYiKyBaHHS. Uepe3 1e HaM JTOBEACTHCS
BUJIKJIACTH MYCK Y BUPOOHMIITBO HAIIOTO HOBOTO CHEKTPY TOBapiB: MpaibHUX mopouiki. 106 Bce x
TaK{ 0JIEP)KYBATH NPUOYTOK BiJI I[HOTO MPOEKTY, HAM MOTPIOHO 3MIHUTH X1/I MOJIIN MIJISTXOM 3HIDKEHHS
BHUTPAT 1 YJIOCKOHAJIEHHS PO3po0oK. Kpim Toro, morpiOHO 000B'SI3K0BO 3HATH 3 edipy HaIl POJIHK i
BUI'OTOBUTU HOBY TEJEBi3iHY peksiamy. Jlomomoxke HaMm B oMy MicTep bpayH, skuii 040JIUTh
IIPOEKT Ha JJAHOMY €Tami 1 JI0IOMO’KEe BUPIMIUTH TEXHI4HI MpoOieMu. Ae nepil HiXK BiH NPUCTYIHUTh
JI0 BUKOHAHHS CBOiX 00OB'A3KIB, HOTO CJIiJT 03HAWOMUTH 3 ICTOPIEI0 TAHOTO MPOEKTY.




Unit 6
Socializing

PRESENTATION
In the office

1 (T 35) Kevin Donoghue is welcoming a client, Paolo Farneti, to his office. Listen to the
conversation. Are these statements true or false?

T F
a This is their first meeting. 1 [
b Kevin gave Paolo directions. 0 0O
¢ The trip took two hours. 1 [
d Paolo wants coffee with cream. 1 [

2 Act out their conversation with a partner. The pictures below will help you remember it.
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In the Car
3 (T 36) Kevin is driving Paolo to a restaurant. Listen to the conversation. Are these statements true or
false?

T F
a This is Paolo's first visit to Boulder. ] ]
b Kevin offers to take Paolo hiking next week. ] ]
¢ Kevin plays golf. ] ]

d Paolo goes skiing once a month in winter. ] ]

4 Imagine you're welcoming a visitor to your home town. Act out a similar conversation. Complete
this conversation first.



A Is this your first visit to ?
B Yes. I'd love to ? .
A I'm going tomorrow. Do you want to come with me?

B That sounds fantastic! By the way, is there a good * here?

A Yes, there is. interested in sports?

B Yes. | play ° and 1go° . What about you?
Al .

In the restaurant
5 Kevin and Paolo are ordering wine in a restaurant. Before you listen, read the conversation below
and guess the missing words. Use one word per space.

Server The wine list, sir.

Kevin Thank you. Let's see. What * of wine do you like, Paolo?
Paolo 1 white.
Kevin Do you* it dry?

Paolo Yes, | do.

Kevin Then let's have the Chablis. It's usually very good.

Paolo How* do you come here?

Kevin About once a month, (to the waiter) Excuse me.

Server Yes, sir?

Kevin  We'll the Chablis, please. Number 63.

Paolo And I'd® a bottle of sparkling water too, please.

(T 37) Listen to the conversation and check your answers.
LANGUAGE WORK

Business lunches
1 Match the dishes on the menu to the pictures.
Appetizers
Coconut Shrimp
King-size shrimp, rolled in coconut,
wrapped in bacon, and grilled
Yakitori
Honey-grilled chicken served on wooden
skewers with soy sauce
Garlic Crab
Crab cakes sauteed with whole cloves of
garlic

Soups and Salads

Tangy Mushroom Soup

Spicy Thai-style soup with mushrooms, lime
juice, and chili peppers
Classic Caesar Salad
Romaine lettuce, garlic croutons, and
parmesan cheese
Gazpacho
Fresh summer vegetable soup with
tomatoes, celery, cucumber, and onions,
served ice cold




Entrees
Caribbean Salmon
Salmon in a rum sauce on a bed of Jamaican
rice and black-eyed peas
Angus Steak
16 oz beef steak served with fresh asparagus
and corn on the cob

Sweet and Sour Duck
Served with sweet potatoes and an orange
and fig sauce
Vegetable Lasagna
Hand-made pasta with fresh mozzarella
cheese, zucchini, bell peppers, and fresh
tomato sauce

Desserts
Black Forest Torte
Our famous chocolate cake with whipped
cream and cherries
Apple Dream
Apple pie topped with brown sugar,
cinnamon, and vanilla ice cream

2 Put these different foods into the right list.

asparagus salmon chicken apple beef

celery corn on the cob fig bacon crab

scallion duck lime shrimp tomato
meat seafood poultry vegetables fruit

Think of more words to add to each list. What is your favorite meal?

3 Work in small groups. Appoint someone as the server and give them your orders.
I'll have the Caesar salad.
Salmon for me. What about you, John?
I'd like the duck.
Mushroom soup, please and I'd like the vegetable lasagna to follow.

What do you suggest?

Offers

1 Look at the words in bold type in these sentences.
Would you like a cookie?  (a + single countable noun)
Would you like some wine? (some + uncountable noun)
Would you like some grapes? (some + plural countable noun)
Take turns offering food and drink.



OFFERING SAYING YES SAYING NO

Would you like |a...? Thanks. No, thanks. Some ... ?
Do you want some ... ? | Yes, please. It looks great, but ....
How about I'd love one.

some.

wine—a glass of wine bread—a piece of bread

Find the uncountable nouns in the pictures. Make them countable. Use phrases like some cake or a
piece of cake.

Pronunciation
(T 38) Listen to this conversation, then practice reading it with a partner.

Customer I'll have some chili and a chicken sandwich, and some fresh strawberries served with
sugar.

Server So that's a some chili and a chicken sandwich, and some fresh strawberries served with
sugar?

Customer  Uh ... can | change the fresh strawberries served with sugar?

Server Sure.

Customer  Give me a piece of cherry pie with some chocolate syrup.

Server So that's some chili and a chicken sandwich and a piece of cherry pie with chocolate
syrup?

Customer Yeah!

Interests and routines
1 Work in pairs. Find out about your partner's interests.



What | kind of books do you like?

type movies

music

I like ... I don't like ...
I love ... I hate ...
detective stories musicals jazz
novels thrillers pop music
biographies comedies classical music
history books westerns folk music
science fiction horror movies rock music
others? others? others?

2 Look at the pictures above.

a Put the sports above with the correct verb in the table below.

play

go

do

b Think of some more sports. Which verbs do they go with?

¢ What sports do other students take part in? Ask them.

Do you

play squash?
go cycling?
do aerobics?

Yes, | do.
No, | don't.
Do you?

Where do you

play?
go?
do it?

3 Find out about a partner's routine. Ask how often they:

1 entertain customers or clients.

4 attend meetings




2 use English at work.

5 travel overseas on business.

3 work overtime. 6 go jogging.
How often do you ... ?
Every day. Once a week.
two weeks. Twice a year.
month. Three times a

4 Find out about the person sitting next to you.

¢ What newspapers do they read?

¢ What magazines and journals do they read?

¢ What TV programs do they watch?

Chatting

1. Work with a partner. Do this quiz and test your social English.

Find out with this quiz. Decide which replies are possible.
(More than one reply may be OK.)

1 "Hello. How are you?"
a I'm very fine, thank you.
b Not too bad.
¢ Fine, thanks. How are you?

2 "Did you have a good trip?"
a Yes, thanks.
b Yes, of course.
¢ Well, I had a few problems.

3 "Would you like a tour of the factory?"

aYes, | will.
b Yes, | would.
¢ No.

4 "Do you want to buy some?"
a Well, I'm interesting.
b Well, I'm interested.
¢ Yes, | want.

5 "Why are you learning English?"
a For talking to my customers.
b For to talk to my customers.
¢ To talk to my customers.

6 "lIs Thursday convenient?"
a What means convenient?
b What does convenient mean?
¢ Could you explain me convenient!

7 "I'm sorry about that."
a You're welcome.
b No problem.
¢ Don't worry about it.

8 "Thank you very much."
a It doesn't matter.
b You're welcome.
¢ It was a pleasure.



2 When you meet people for the first time, it's nice to find that you have things in common. Work with
a partner. Do you both play golf? Find five things you have in common.

3 You go to a reception at an international conference in New York. Talk to the other participants.
Think of different replies.

It's an interesting
conference, isn't it?

How’s business?

Which hotel are you
staying in?

You should try these.
They're really good!?

et me give you a ride
back to your hotel.

o1
¥ Y N
Y You're from South
America, aren’t you?

4 Match these replies to the right comment.
Sure. Top me up!

Yes, itis. | didn't expect all this traffic,
Thanks, but I'd like to walk,

Cheers!

That's right. I'm from Brazil,

OK. See you tomorrow,

It's Ed. Ed Tanner,

Yesitis, isn't it?

Don't worry. I'll have orange juice instead,
The Sheraton. It's not far from here,

. Really good, thanks.

Thanks. They look delicious.
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SKILLS WORK

Speaking
You are having lunch with an overseas visitor to your company. You need to keep the conversation
going.

+ What subjects are easy to talk about?

¢ What subjects are interesting to talk about?

¢ What subjects would you avoid talking about? Cross them off the list.



¢ What other subjects do you enjoy talking about? Add them to the list.

easy interesting
the work/business you are doing together
your jobs
your families
your home towns
sports
your hobbies and interests
the weather
items in the news
movies
your vacations
politics
religion
love

Find a colleague and compare your lists. Find a subject you both find interesting and have a
conversation.

Reading
1 Read the letter. What can consumers receive if they complete the survey?

2 Work with a partner. Ask questions to get the information you need and fill out the form for your

partner.
How many glasses of soda do How many cats do you have?
you drink each week? Do you enjoy ... ?

Do you have a dog?

3 The survey questions were written for American consumers. Did any of them surprise you? What
questions might be different in a consumer survey in your country?

Dear Consumer,
The manufacturers of some of the best-known national brands want to know what you think. Please
take a few minutes to complete the survey. Your answers will help manufacturers decide what

products are offered and how they are sold.

In return, you will receive free samples, coupons, and special offers. You'll also earn a chance to win a
Caribbean cruise, a Macintosh Powerbook, or a Toshiba 27" color TV in our special sweepstakes.

Please let us have your reply as early as possible.
Sincerely, Nora Bernard

Research Project Coordinator






Vocabulary

Nouns
asparagus — cnapaica
bacon — 6exon
beef — snosuuuna
biscuit — cyxe neuuso
cause (an organization, belief, or aim that a group of people support or fight for) — cnpasa
celery — cenepa
cinnamon — kopuys
clove — 1. (cloves) esozouxa (npsnowi)
2. (of garlic) — 3y6ok uacnuxy
cream — eepuiku
coffee — kasa
crouton — epinka (v cyni abo 6 carami)
cucumber — ocipox
fig — inorcup
gazpacho — xono0nui oéouesuii cyn
garlic — vacrnux
herbs — mpasu
homemaker — cocnodap (2ocnoouns), 6ameko (mamu) poounu
labourer — nexsanighixosanuit) pobouuii., wopropobouutl
lamb — monooa 6apanuna
lettuce — caram-namyx
musical — mrozura
mushroom — zpu6
novel — poman
pork — ceununa
poultry — oomawmns nmuys
plaice — kambana
quiz — sixmopuna
raspberries — manuna
salmon — zococw, cbomea
sauce — coyc
scallion (Am.) / spring onion (Br.) — zexenuii 1yx
server — 1. (Am.) / waiter, waitress (Br.) — ogiyianm
2. tonamka i sunka (0s caramy, pubu)
shellfish — monrock
shrimp (Am.) / prawn (Br.) — kpesemxka
skewer — pooicen, wamnyp
sole — nanmyc
strawberries — noaynuys
sweepstakes — momanizamop

Word Combinations

apple pie — s6ayunuii nupie

a pitcher / piece / slice / glass / bottle / loaf / bowl of sth — ereuux, wmamox, ckubouxa, cmaxan,
naswKa, 6yxameyvb, MUCKA Y-H

bell pepper(Am.) / pepper (Br.) — nanpuxa, conookuii nepeyw

black-eyed pea — cnaporcesa keacons

brown sugar — yyxop-cupeyv abo uacmkoso paghinosanuii yykop



(business) executive — npayisnux kepisnoi ranku
business / pleasure trip — iopsidorcenns | pozeasicarvna noizoka
chili pepper — vuniticoxuti cmpyuxosuii nepeyw
consumer survey — onum cnocusayis

corn on the cob — sidsapna kykypyosa 6 kawanax
designer clothes — 0osie na 3amosnenns

detached house — oxkpemuii 6younox, ocodmnsx
detective stories — demexmusnuii poman

history books — icmopuuni knueu

horror movies — ginomu scaxise

lime juice — cix aatima

parmesan cheese — cup napmesan

science fiction — naykosa panmacmuxa
sparkling water — cazosara sooa

vanilla ice cream — aninone moposzuso

whipped cream — 36umi sepuiku

wine list — kapma eun

Verbs

bake — nexmu

boil- sapumu

chargrill — comisamu na eyeinni, na maneani

fry — emaorcumu

grill (Br.) / broil (Am.) — comysamu na epuni
microwave — comysamu 6 MiKpOXSULbOBIll neyi
poach — sapumu siiys 6e3 wkapanynu é kun 'ssmky
roast — zanikamu

saute — cmaorcumu 6 onii

simmer — sapumu Ha noginbHOMY 602HI

steam — eapumu na napy

stir-fry — cmaorcumu 6 posoicapeniti onii, nocmitino nomiwyrouu
top sb up — doxradamu, oocunnsimu, dorusamu

Verb Phrases

attend meetings — siosioysamu 360pu

do aerobics — zatimamucs aepobixoro

go hiking — xooumu 6 noxio

go jogging — Gicamu niomionyem

order food at a business lunch — samosumu ivcy 3a 6isnec- renuem
play squash — epamu 6 ckeow

travel overseas on business — isoumu 3a kopoown no cnpasax
welcome an overseas Visitor — sycmpivamu inozemHoco cocms
work overtime — npayroeamu nadypouro

Adjectives

average — cepeOHbOCmMamucmudHuil, 36UYatiHuLL
convenient — spyunuil, npueosicuil

delicate — monxuil, suwyxanui

King-size — koponiscokuil, kpynuuil

mashed — posim'amuil, posmepmuil

overseas (esp. Br.) — inozemnuii

rare — 3 kpos’ro (npo m'sco)



routine — noscsikoennuil, OyoenHuil

smoked — konuenuii

sour — kucaui

tangy — 3 cocmpum 3anaxom abo pisKUM CMAKOM
topped (with) — nokpumuii vumocw

well-done — 0obpe npucomosanuii

Pay special attention to the spelling

Caribbean — xapubcoxut

syrup — cupon

zucchini (Am.) / courgette(Br.) — kabauxu, yyxini

Collocations
Wine
red / rosé / white / sparkling (syn. fizzy) — uepsone I poarcese | 6ine | icpucme
chilled — oxonoooicene
mature / young — sumpumane / monooe
fine / quality / vintage / varietal (ant. generic) — mounxe /sxicne /mapoune /copmose
(6UCOMOBNIAEMBCS 3 O0HO20 COPMY BUHOZPAOY, HA36A K020 36UUAUHO NPUBTACHIOEMbCSL BUHY)/MOHKe /
AKICHe / mapoune / copmoge (8U2omosisaemvpcsi 3 00H020 COPMY GUHOSPAOY, HA36A AKO20 36UYALIHO
NPUBIACHIOEMbCSL BUHY)
dry / semi dry / sweet / table / dessert / fortified — cyxe / naniscyxe / conooke / cmonosge / decepmue |
Kpinjene
dandelion / elderberry / rice — 3 kywba6 | 6ysunu | pucose
mulled wine — ecrinmesetin
plonk (Br.) — oewese suno, euno noeanoi sxocmi

Useful comments

Would you like a cookie? — Thanks. Yes, please. — baxaere neunBa? — Tak, Oyab acka.

How about some wine? — No, thanks. It looks great, but... - He 6axaete Buna? — Hi, asxyro. Burnsgae
4y/I0BO, aJe. ..

What kind of books (movies, music) do you like? — SIki kauru (higpMu, My3uKa) BaM 1mMog00ar0Thes?
How often do you...? — fIx wacto Bu...?

I’d love one! — I3 3anoBoseHHsIM!

It looks lovely! — Burmisinae uymoBo!

Let me give you a ride back to your hotel. — JTo3BonbTe mizBe3TH Bac 10 rOTEIIO.

Many happy returns (of the day)! — Beboro naiikpartioro!

Please let us have your reply as early as possible. — Byas nacka, Ha iIUTITh Bally BiIMOBIIb SKOMOTa
IIBH/IIIIE.

Sorry, | didn’t catch your name. — Bubaure, st He 104yB Baile iM’s.

Your health! — Cheers! — Barire 310poB’st! — Byasmo!

You should try these! They are very good. — Bu noBunHI 1ie ckymryBatu. Lle qyxe cMadHo.

Which hotel are you staying in? — The Sheraton. — ¥ sikomy rotei Bu 3ymUHHUIHCS?

PRACTISE YOUR VOCABULARY
Exercise 1. Fill in the missing letters:
1. asp_rag_s, Cari__ean,s_rup, m_t re,zu__ ini,sk__er, elery,c__amon, p__ltry, r__tine,
conv_n_ent, po_ch, cr__ton, qu_lity, micro_ave, de__ert, squ_sh, st_am, garli_, str_wber_y

2. s__ence fi_tion, deta__ed house, go jo__ing, we_c_me avisit_r, m_lled _ine, | _me j_ice, chi_i
pe__er,spa__ling water, cons_mers__vey, _ine list



Exercise 2. Match ways of cooking with their definitions:

bake grill (food, typically meat or fish) quickly at a high heat

boil cook using a microwave oven

chargrill cook small pieces of food quickly by moving them around
continuously in very hot oil

fry cook food slowly in the water that is boiling very gently

grill (Br.) / broil (Am.)

cook bread and cakes in an oven

microwave

cook an egg in or over gently boiling water, without its shell

poach cook something in a little hot oil or fat
roast cook in oil

sauté cook using a grill

simmer cook in hot water

steam cook meat or vegetables in an oven
stir-fry cook something in steam

Exercise 3. Match the verbs in column A with their Ukrainian equivalents in column B:

steam rOTyBaTH Ha BYTULT

fry 3aneKaTH (IHpir)

grill HCKTH

roast BapUTH diille 6€3 MKapatynu

poach CMaKUTH

simmer BapUTH

boil CMaXUTH Ha pO3KAPEHii odil,
HOMIITYIOYH

stir-fry BapHUTH HA MOBUILHOMY BOTHI

bake BapUTH Ha Mapy

Exercise 4. Match the words in column A with the words in column B making up your active word

combinations:

black-eyed wine
vanilla sugar
brown shrimp
parmesan ice cream
corn pea
mature cheese
king-size on the cob
work meetings
go jogging
attend overtime

Exercise 5. Give Ukrainian equivalents of the following words and word combinations:

a) plonk, convenient, lettuce, musical, novels, celery, gazpacho, cinnamon, asparagus, scallion

b) mashed potatoes, sour syrup, red wine, overseas visitor, smoked salmon, go hiking, rare bacon,
topped with whipped cream, average customer, go hiking, detective stories, do aerobics, detached
house, well-done apple pie, wine list, a bottle of vintage wine, cloves of garlic, consumer survey,
routine life, business trip, wooden skewers, garlic croutons, tomato sauce, business lunch, bell pepper,

travel overseas.




Exercise 6. Give English equivalents of the following words and word combinations:

a) cenepa, rocroaap, X0JI0AHUIH OBOYEBUH CYII, IPiHKA, CBUHUHA, Kambaiia, poOOUHii, Cyxe MeunBo,
KOpHIIS, MaJIMHa, TPUOH, JIeIIIEBE BUHO, 3aIMKaTy (TTUPIT), TOTyBaTH Ha BYTULIl, CMaKUTH B OJIii

b) KOpoIIBCHKI KPEBETKH, COYC 3 iIHXKHPY, 3€ICHUI YK, JepeB’HI MAMITypH, SOTYYHUN MUPIT, OUT
CIIO’KMBAYiB, COJIOJKUH TIEepelb, GiIbMHU kKaxXiB, MUCKA Y-H, OCOOHSK, BaHIJIbHE MOPO3UBO, Ta30BaHa
BOJIa, HayKOBa (haHTACTHKA, KapTa BHH, BiBapHa KYKypy/3a B Ka4aHax, BiAPAHKCHHs, 30UTI BEPIIKH,
4acTKOBO paiHOBaHUM ITyKOp, pO3TEepTa Crapxa, IHO3eMHUM TiCTh, TOBCSAK/ICHHE KUTTS, BUIIYKaHUN
CMaK, KHCJIa MOTYHUIS, T0Ope NPUTroTOBaHUI OEKOH, KOMMUEHHA JT0COCh, IETeKTUBHUNA POMaH, CHPOII 3
THXKHUPY, OXOJIOJKEHE BUHO, POKEBE ITPUCTE BUHO, BUTPUMAaHE BUHO, TJIIHTBEHH, OIraTH MiATIONIIEM,
3yCTpi4aTé iHO3EMHOTO TOCTS, XOAUTH B IOXiJ, IPALIOBATH HATypPOYHO

) Bu noBunHi 11e ckymryBatu. byasmo. I3 3agoBosennsam. Burisgae aynoso! Beporo Haikparioro!
V sixoMy roreni BU 3ynuHmincsA? Ski kHuru Bam nopo6artbesa? He 6axaere Buna? baxaere neunsa?
Jlo3BoJIbTE BiZIBE3TH BaC /10 TOTEIIS.

Exercise 7. Find the word from your active vocabulary for each definition:

=

a drink that has bubbles of gas in it.

a person, usually a woman, who works at home cleaning and cooking etc and does not have
another job.

3. aset of questions that you ask your clients in order to find out about their opinions or behavior.
4. asmall square piece of crisp bread that is served with soup or on salad.

5. a Spanish-style soup made from tomatoes and other vegetables and spices, served cold.

6. astrong tasting onion with a small white round part and a long green stem, usually eaten raw.
5

8

9

N

an animal that lives in water and can be eaten as food, for example crabs, lobsters, and oysters.
cheap wine, often of poor quality.
. cream that has been beaten until it is thick.

10. good quality wine made in a particular year.

11. meat that has only been cooked for a short time and is still red.

12. someone whose job is to bring you your food in a restaurant.

13. the activity of taking long walks in the mountains or country.

14. used when you lift a glass of alcohol before you drink it, in order to say that you hope the people
you are drinking with will be happy and have good health.

15. wine that has been heated with sugar and spices.

Exercise 8. Look at the lists and underline the word that is different from the others. Then explain
why.

prawn lobster crab veal

The other three are types of shellfish

1 roast fry steak grill Ways of cooking
mashed  frozen french-fried baked Ways of cooking
potatoes
3 peach potato melon raspberry  Fruit
4 pea salmon sole plaice Fish

5 lamb pork bacon ham Meat pig



6 cream margarine butter milk Dairy products
7 sprouts (Oproc.karmycra) Ccarrots bread Vegetables
cauliflower

8 medium  rare well-done  cooked Meat

Exercise 9. Complete the conversation:

A. Mr. Chang?

B. Yes, that's right. You must be Mr. Ito.
A. Yes. Good

B. Good to meet you, too.

A. Is this

— to Tokyo?

B. Yes, I've always wanted to come, but | never had the chance.
A. Good, I can show you around. Did you ?
B. Yes, it was fine, thanks. No delays or problems.

A. Good. Let me take your case. The car’s just outside. Did you ?

B. No, I wasn't hungry.

A. Well, what should we do? Would you like to go to ?

B. The hotel, I think. I'd like a shower. We can eat later, if that's OK.

A. That's fine. What ———” We have a good choice of restaurants here — French, Italian, and
Japanese, of course.

B. I'd like to

A. Good. I'll drop you off now and come and pick you up again at about eight.

Exercise 10. Find the word from your active vocabulary for each definition:

N

NG AW

11.
12.

13.

14.

Cover the fish completely with the m potatoes and smooth over with a fork.

Cut the sausages in half through the middle and push each half on the end of a wooden
S :

He ordered a bottle of s w to the main meal, because he was driving.

| choose ab of fruit for dessert, although there were nearly a dozen choices.

I like my steak r , but this time they’ve overcooked it.

Ourc is just, and we are prepared to give our lives for it.

Ourw___ told us about the day's specials.

Please send in your suggestions quickly so that the programme could be launched before 1
leaveonab  t

Scatter the 3splitg_ ¢ , fennel, onion and fennel seeds over the rabbit.

. Superb apple pie with sultanas and ¢____, interspersed with crusty bread sandwiches of every
description.
The beef was carved into s so thin you could almost see through them.
The third development, the Lanterns, built to a more conventional design, was being
completed during the ¢ S stage.
They found several b of oil in his car of the same brand as one found at the starting point
of the fire.
Why should popular opinion hold that brown bread or b S are so much healthier

than the refined, white versions?



15. Women felt they were being asked to fulfill two contradictory roles, that of the h and
the successful businesswoman, simultaneously.

Exercise 11. Match the comments with a suitable reply:

Another drink?

Where do you come from?
Thank you very much.

Hello, Steve! How are things?
Milk? Sugar?

Can you speak Japanese?

Do you know Mr. Davis?

Is there a golf course near here?

Taiwan.

Not too bad, thanks.

Yes, we met last week.

Just a few words.

No, thanks, I'm driving.
Yes, there's a very good one.
A little milk, please.

You're welcome.

PN A WNE
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Exercise 12. Match these comments to when you would say them:

Many happy returns! When meeting someone for the first time.
Excuse me? When you've made a mistake.

I'm really sorry. When someone is going away.

Happy New Year! When someone has had a baby.

No, thanks, I'm just looking.
Have a good trip.

Pleasure to meet you.

I'd love some, but I'm on a diet.
Don't mention it.

0.  Congratulations.

On someone's birthday.

When someone thanks you.

When someone offers you some cake.
When a salesclerk offers to help you.

On January 1st.

When you didn't hear what someone said.

BO®NO U AWNE
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Exercise 13. Read the descriptions of customs in the U.S., and match them to these topics:

Greetings

Being polite
Enthusiasm
Punctuality

A confusing phrase

A warning for smokers

hD OO o

1. "Time is Money" is a famous phrase in the U.S., and being on time is very important in business.
Socially, too, it's rude to be very late. If you are invited to a meal at someone's home, arrive about 10
minutes after the agreed time, but no later. If you are going to be later, phone, explain, and apologize.

2. _ People shake hands briefly but firmly in business situations, but at social events they are very
informal. They frequently greet you only with a casual "How are you?" or just "Hey" or "Hi." In large-
groups, some people may say nothing when you arrive, and people don't usually shake hands on
leaving.

3. _ Many people in the U.S. take a very negative view of smoking in public. In a lot of places,
smoking is not allowed, and some people don't want you to smoke in their homes. If you need a
cigarette, you may be expected to go outside. Never smoke anywhere without asking permission.

4. A positive attitude is highly valued in America, and people like to show enthusiasm. They often
start conversations by paying compliments: "I love your accent. Where are you from?"

5. _ "Please" and "Thank you" are very important in the United States. Even if you are paying
someone to do something, you should always say these words.



6. At the end of a conversation or social event, Americans often say "See you later.” This can cause
confusion because it does not really mean they will see you later. It is just an expression like
"Goodbye."

Exercise 14. Translate into English using your active vocabulary:

1.

How

Jo6pwuii Bedip. Yum moxy monomortu? — SIki M'sicHI cTpaBW y Bac €? - Y Hac € sUIOBUYHMHA,
CBUHHUHA, 0apaHMHA i1 COYCOM 3 TpaBaMH, a TAKOX JOMAIITHS MTHULA, ajJie 1 BAM PEKOMEH]IYIO
CBOMT'Y ITiJT iIHKHPHUM COYCOM. A Ha JIECEPT - MOTYHUIO 31 30MTUMHU BEPIIKAMH.

IIlo Bu 3amoBuTe Ha mepmie? — A 110 BH NMponoHyeTe? — Y HAC € XOJIOAHUN OBOYEBHH CVYII, 1
KOIMYCHUI JI0COCh, MPUMPABICHUH CIIapKer0 3 IMMOHOM. | un He OakaeTe MaIMHY Ha JecepT?
baxaere neuynBa? — I3 3a70BoneHHsIM. BOHO BUIJIs1a€ aETUTHO 1 Ma€ HXKHUM CMaK.
JochipkeHHsT TOKa3yioTh, IO CEPEJHIM  IPAlliBHUK KEPIBHOI JAHKW HOCUTh OJIAT Ha
3aMOBJICHHS 1 )KHBE B OKPEMOMY OVJIMHKY.

IlepeBary AxuM KHUTraMm BH Bijnaere? — Ha mo3Biwil g JIFOOJIIO YMTAaTH HAYKOBY (PAHTACTHKY 1
nerexktuBy. Hemonasuo s mpountas pomad bpendepi «Buno 3 Kynbe6ab» - 11e mpocto uynoBo!
A BU ynM 3axormunoerecsi? — Y MeHe Ayxe 0arato MOBCIKISHHUX TYpOOT, MO0 YUTATH KHUTH,
OCK1IbKY 51 0arato mpaiiror HaiHopMoBo. Kpim Toro, s 3aiiMatocs 6iroM, a BeuopaMu BiJIBIYIO
3aQHSTTS 3 HIMEIIBKOI MOBH.

Yu He OaxaeTe moauBUTUCS MIO3uKa? — Tak, 3BuuaitHo. — Y cyboty Bam 3pyuno? — Tak, ane s
XOTiB O 3aITPOCUTH MOTO 1HO3EMHOTO TMapTHEpa.

CkaxiTtb, SIK TOTYBaTH 1Ky, 1100 B Hill 30epernucs Bci Bitaminu? — Jljig Toro, mo6 mpoayKTH
HE BTPATUJIM CBOIX KOPUCHUX BJIACTUBOCTEH, Kpallle BCbOr0 YHUKATH yKapiHHS. SIKIIO 11e 0BOYi,
TO MParHiTh iCTHU 1X CHPUMHU, BAPUTH Ha mapy abo Ha nmoBinkHOMY BoTHi. LI{o cTocyeThes m'sca,
TO HOro MO’KHA TOTYBaTH Ha Byriuml a0o Ipuil, a Ine 3amikaTh B AYXOBII. — A SK BH
BiTHOCHUTECS JI0 IPUTOTYBaHHA OJII0/1 B MIKpOXBHIILOBIH nedi? — Le, 6e3yMoBHO, AyXke 3py4HO,
ajie 30BCiM He KOpHCHO. — Tak 110 K MEeH1 BIZIMOBUTHCS BiJ BChOTO, 1110 s 0007 HaBiTh Bix
s€lb, 3BapeHux 0e3 mkapanynu? — Hy yomy, sifiig MoxkeTe icTH, a 11e cnpoOyiTe MeKTU CBii
X110 1 MEYMBO, 1€ HE TUTBKU KOPUCHO, aje 1 JyXe CMauyHO. — TUIbKH IbOTO MEHI TUIbKU HE
BHCTayaio!

[lepeBary sikoMy BHHY BHM Bigmaere? — Bce 3aiexuTh Bl cuTyalii. 3BUYaiHO, SKILIO €
MOKJIMBICTh, TO 5 M MapoyHe depBoHe BuMHO. — Kpimnene? — [lo Bu, Timbku cyxe i
BUTPHMAHE, I1€ O3HaKa Kiacy. Y kapKy MOTOAY s BiJJIal0 TepeBary 0X0J0/DKEHOMY IrpUCTOMY
BHHY, a B3UMKY, KOJIM 32 BIKHOM 3aBIpIOXa, 1 KyTarocs B Iuief 1 m'to miiHTBeiH. — Hy, n06pe, a
AKIo MoxIuBocTi Hemae? Kymyern gemeBe? — Tak 3a koro Bu MeHe Maete?! Y Takomy pasi s
BUOUPAIO MOJIOJIE COPTOBE BUHO.

SPEECH PRACTICE

Task 1. A Put these words into eight categories. Then add one more word to each group.

squid
cod

mix sole parsley mushrooms spicy prawn lobster lamb slice grill
fry chilli-powder beef cut stew corn overcooked salty ham pepper
spinach crab chicken peas tuna bake coriander trout bland add

Meat
Fish

Sea-food

Vegetables




Herbs and spices

Taste

Preparation

Cooking method

B Describe four local dishes to foreign visitors. First make some notes.

Name of dish | Description

Starter

Main dish 1

Main dish 2

Dessert

Ask questions about each other's dishes.

What exactly is it? » It's a type of... It's made of... You mix together...
How is it cooked? P It's fried/baked in the oven/grilled/eaten raw
What does it come with? W It's served with ...

Task 2. A Below is part of a dialogue in a restaurant. Try to guess the missing words.

A: Shallwe (1) o now?

B: Fine. What would you (2) r ?

A: Can I suggest the seafood rice?

B: What exactly is it?

A: It'salocal (3) sp made from rice, tomatoes and two or three different (4)
k of seafood. If you want a side-salad, you'll have to order one (5) sep

B: Okay. That sounds fine.

A: And I'll (6) h the beef and vegetables with sweet and sour (7) s

A: Cheers! (8) H to our new project!

B: I'll drink to that! Cheers!

A: (9E your meal. Mmm, this is very good. How's your seafood rice?

B: Very good. Could you (10) p the salt, please?

A: (11)H you are. Some more wine?

B: No thanks, I'd (12) b not.




Well, | really must get back to my hotel now.

Oh, so soon?

I'm afraid so. | have to get up early in the morning.

Waiter, can we have the (13) b please?

Let me pay for this.

No, no, 1 (14) i . You're my guest. It's (15) o me.
Well, thank you for a most (16) e evening.

Not at all, it was my pleasure.
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B Match the words in the box below with the definitions. Then use the words to complete
sentences 1-3.

a plate a cooked food of a particular kind
a dish b one of the parts of a meal
acourse ca flat, circular object, used to put food on

1. What would you like for your first ?
2. Thisis aregional , It's made with potatoes, cream and pieces of fish.
3. Be careful! The is very hot!

C Work with a new partner. You will need a menu. Have a conversation in a restaurant without using
your notes.

Task 3. Work with a partner. Look at the things you might say during a business lunch. In each pair of
sentences, only one is correct. Score out the incorrect sentence each time. Then roleplay the three
stages of the conversation with one of you reading the odd numbers and the other the even ones.

1A So, shall we take a drink at the bar while we|1B So, shall we have a drink at the bar

wait for our table? while we wait for our table?

2A  OK. Do you mind if I just have a mineral |2B OK. Do you care if | just have a mineral
water? water?

3A  Mineral water, sure. Gassy or flat? 3B Mineral water, sure. Still or sparkling?
4A  On second thought, I'll have a martini. 4B On second thoughts, I'll have a martini.
5A Good idea. | think I'll join you. 5B Good idea. I think I'll copy you.

6A Great place, by the way. Do you go here 6B Great place, by the way. Do you come
often? here often?

7A  Quite often. Ah, looks like our table's 7B Quite often. Ah, looks like our table's
ready. After you. ready. Behind you.

8A Wow! What a fantastic view of the city! 8B Wow! What a fantastic sight of the city!
9A Isn't it? Now, this is the main menu and 9B Isn'tit? Now, this is the main menu and
those are the particulars. those are the specials.

10A OK. So, what do you recommend? 10B OK. So, what do you guarantee?

11A Well, you could attempt the rabbit. That's [11B Well, you could try the rabbit. That's
very good here. very good here.

12A Actually, I'm not that keen for rabbit. 12B Actually, I'm not that keen on rabbit.
13A Well, the veal is also a speciality. 13B Well, the veal is also a specialism.

14A Mmm, that sounds good. 14B Mmm, that sounds well.

15A So, are you ready to order? 15B So, are you ready to command?

16A Yeah, I'm going to have the fillet - | likea [16B Yeah, I'm going to have the fillet - | like




good bloody steak.

a good rare steak.

17A OK. And shall we have a bottle of red of
the house?

17B OK. And shall we have a bhottle of the
house red?

18A A whole bottle? What about this afternoon's
meeting?

18B A whole bottle? How about this
afternoon's meeting?

19A Good point. Let's just have a pair of glasses,
then.

19B Good point. Let's just have a couple of
glasses, then.

20A Fine. Well, I think this morning's
presentation went very well.

20B Fine. Well, | think this morning's
presentation came very well.

21A Mmm, let's hope this afternoon is just as
successful.

21B Mmm, let's hope this afternoon is just so
successful.

Task 4. You are going to have a meal together in a restaurant. You will need a menu for each table.

e Choose one person to be the waiter.
[ ]

Study the boxes below to see how your conversation might develop.
Start the activity outside the room. The waiter will show you to your table.

Preparing to order

Look through the menu

Ask your colleagues about the dishes
Drinks

[ ]
[ ]
[ ]
[ ]
I'd recommend the ...

It's a type of... It's made with ...
1 think I'll have the..., please.

Call the waiter when you are ready to order

End of the meal

Start a 'leaving' dialogue

Ask for the bill - one person offer to pay
Refer to the future and say goodbye

Well, I must get back now.

- Oh, so soon?

Can we have the bill, please? Do you take VISA?
Can | have a receipt?

Thank you for a very enjoyable evening.

- Not at all, it was my pleasure.

During the meal

Talk about your city and country

Talk about your free time and interests
Talk about your home and family
Talk about the food

Enjoy your meal!

How's your...?

Would you like some more wine?

- Yes, please./No thanks, I'm fine.




Waiter

Anything to drink?

e Ask if the guests are ready to order
e Take the order. Find out what they'd like to drink
e During the meal check everything is satisfactory
Are you ready to order now?
What would you like?... And for you, Sir/Madam?

So, that's ... (repeat the order)
Is everything satisfactory? Can I get you anything else? (during the meal)

Task 5. 1 Categorise the phrases and expressions a-w according to the following functions. Three
have already been done for you.

Opening a Directing a Showing interest Closing a
conversation conversation conversation
b C a

—RTTSQ@ e a0 o

Is that the time?
Hello again.

That reminds me...
Really?

It was nice talking to you.

Excuse me,...

| see.

We haven’t met. 'm...
Will you excuse me?
Uh huh.

I must just...

Long time no see.

m I’m afraid I’ll have to be going.

I couldn’t help noticing...

While we’re on the subject of...

[ understand you...

By the way, ...

You're ..., aren’t you?

Right.

Talking of...

Funny you should say that because...
You must be...

(name) asked me to give you her regards

S<c~wvw=S0TOS>S



2 Imagine you are at a conference reception. Walk round the classroom and improvise a brief
conversation with as many people as you can. Use the phrases and expressions in 1.

Task 6. A Look at each situation and think of two ways of rewriting the negative language.
I can’t stand this food!

Can’t you read? You can’t smoke in here!

I don’t have a clue as to who you are.

I’m so fed up with this dull conversation!

I’m just not in the mood to go out with you.

I heard you got fired last month.

B Roleplay the following situations, using as much polite language from 1 as you can.

Situation 1

Student A
You are the sales manager at a meeting with an important client. The negotiation for a valuable new
contract is going very well but then you spill coffee on the client's white shirt. What can you say to
apologise and to make amends?

Student B
You are a client negotiating an important contract at a meeting with the sales manager. You're about to
sign when the sales manager spills coffee on your white shirt. It's an expensive designer label and one
of your favourites. What do you say?

Situation 2

Student A
You are a guest at a dinner with a VIP client. The restaurant is noisy and smoky and you think the food
and service are awful. You want to get out of the place as quickly as possible. How can you politely
excuse yourself?

Student B
You are the host of a dinner at your favourite restaurant. One of your guests looks uncomfortable and
approaches you about leaving early. It bothers you that he/she wants to leave, but you can't force
him/her to stay. How can you handle the situation diplomatically?

Situation 3

Student A
You applied for job with another company with higher pay and better promotion prospects. You didn't
get the job because you failed a test in the interviewing process. How can you explain this to your
colleague?

Student B

You see your colleague in the canteen. You've heard he/she applied for a better job, but didn't
get it. How can you diplomatically ask what happened?



Unit 7
Meetings

PRESENTATION

Three managers discuss recruiting sales representatives (reps) for their new Mexican sales
organization.

1 (T 39) Listen and note their reaction to the alternatives. Write F if they are for them and A if
they are against them.

Mark Carlos Nancy

recruit new Mexican sales reps

transfer U.S. sales reps

2. (T 39) Listen again and complete these minutes of the meeting.

THE NEW MEXICAN SALES ORGANIZATION
Alternative 1
Take on new Mexican sales representatives and *

Alternative 2
Teach our U.S. sales reps Spanish and 2

The advantage of Alternative 2 is the U.S. sales staff already have *
The disadvantage is it takes *

The disadvantage of Alternative 1 is that it takes a year to °

On the other hand, it is a Mexican ° so we should employ Mexican
7

3. Match these phrases from the conversations to the correct box below.

| don't agree.

Why don't we ... ?

Any views on this?

| think we should ...

I don't think we should ...

We need to discuss ...

What do you think?

The important thing here is ...
How do you feel about that proposal, ... ?
We can either ... or ...

It's a waste of time.

XU SQ@oho oo o

(T 39) Now listen to the conversations again and check your answers.



NANCY

[ 1 Introduces the subject ]

iy

[ 2 Presents the alternatives ]

il MARK
[ 3 Asks for an opinion ] |::> [ 4 Makes a point ]

!

| 5 Makes a proposal ]

CARLOS

[ 6 Asks for a reaction ] | >

[ 9 Rejects the suggestion ] <":| [ 8 Suggests an alternative ]

g:> [ 10 Asks for an opinion ]
[ 11 Gives an opinion ] M

LANGUAGE WORK

Recommending action

1 Recommend action in these situations. Begin your sentences with: | think we should ... or I
don’t think we should ...

1 You have a machine that is old and often breaks down.

2 Your market share is falling.

3 One of your suppliers often sends you invoices with several mistakes on them.

4 The company's main warehouse is too small.

5 Your main competitors are cutting their prices by 20%.

6 An employee is often absent from work. He says he's sick but you don't believe him.



2. Work with a colleague. You are meeting to discuss some of your company's problems. Take
turns starting discussions on these subjects.
A We need to discuss ...
Basically, we have two alternatives. We can either ... or ... What do you think?
B I think we should ...

PROBLEM ALTERNATIVES

company English classes employ a teacher send the staff to a language school
the paperwork buy another computer hire an administrative assistant
company cars rent them buy them

employee compensation  offer a 10% salary increase offer 5% and a productivity bonus
office cleaning employ cleaners outsource the work

the new sales job promote someone contact an employment agency

Asking for opinions

1. People often disagree about politics. Do you agree (A) or disagree (D) with these views?

[ he government should spend less money on defense.

[ ] We should have compulsory military service.

[ There should be higher taxes on gasoline.

[ ] The government should invest in renewable forms of energy.

[ ] There should be lower taxes on cigarettes.

[ ] The government should spend more on education.

[ ] We should have more police patrolling the streets.

[ ] There should be tighter immigration controls.
2. Compare your opinions about the views above with a partner.
Do you think ... ? Yes, | do because ...

No, | don't because ...

I think ... | agree because ...
| disagree because ...



3. Now tell some partners your views on privatization. Use the chart to make sentences and then
ask for their views.

What do you think?

How do you feel about this?

Do you have any views on this?

I think we should privatize  telecommunications,
nationalize the railroads,
industries like water and electricity,
the army,
the police force.

I don'tthink  we should have private schools.
there should be hospitals.
prisons.

Making suggestions

1. Study these ways of making suggestions.

MAKING SUGGESTIONS ACCEPTING REJECTING

Why don't we ... ? That's a good idea. Yes, but ...
Should we ... ? Yes, let's do that.  That's a good idea, but...
We could ... Great. I'm not sure about that.

Practice the phrases with a colleague. Suggest solutions to the problems below. Follow this
pattern:

1. You need to improve your staff's English. What can you do?

2. Your company's results show an unexpected $500,000 profit on international currency deals.
Suggest things to do with the money.

3. You need to think of a name for your new brand of toothpaste. Suggest some alternatives.

4. You work for a bank. You want to attract more young customers between the ages of 5 and 18.
How can you do it?

5. Your company was founded 100 years ago. You want to mark the occasion. Suggest ways to
celebrate.



Justifying decisions

1. We use going to to talk about things we plan to do in the future.

It takes five hours to drive to Fukuoka, so I'm going to fly.

Complete these sentences in a similar way. Use going to or not going to and the words in
parentheses.

2.

1 They have one meeting in Bangkok on Tuesday afternoon and another on Wednesday morning so
they ... (hotel overnight).

2 His flight left late, so he ... (on time).

3 I have my car with me, so I ... (a drink).

4 She can't attend the meeting, so she ... (her assistant instead).

5 Sales are down, so you ... (good results this year).

6 The last time we parked there we got a ticket, so we ... (somewhere else).

Your company wants to improve the quality of its product/service. Your boss wants you to

organize regular meetings to discuss ways to achieve this objective. Decide how the meetings
should be run.

Choose a or b, or invent your own answer.

1

2

3

Are you going to:

a invite staff from all levels of the organization?
b just invite managers?

C.

Are you going to:

a. decide who should attend?
b. ask for volunteers

C.

Are you going to:

a. meet face-to-face?

b. meet in web conferences?
C.

Are you going to:

a. hold the meetings once a week?
b. hold the meetings once a month?
C.

Are you going to:

a. hold the meetings during office hours?

b. hold the meetings in the evenings or on weekends?
C.




6. Are you going to:
a. keep the meetings short?
b. allow the meetings to go on as long as necessary?
C.

Justify your decisions to a colleague.
A Why are you going to ... ?
B I'm going to ... because ...
I'm not going to ... because ...

Problem solving
1. Simo Hattari needs English for his work, but he has a problem.
"Everyone at work has the same problem as me. We don't get enough opportunities to

practice speaking English. | can watch a lot of English programs on Finnish TV, so my
listening is pretty good, but I'd really like to speak more."

Do you have a similar problem? What do you think Simo should do?

A 1 think he should talk to his colleagues about this problem. They should arrange to speak
English to each other sometimes.

B They should try holding meetings in the company in English.

C I don't think they should do that. It's too difficult. I think he should try to meet some English and
American people.

2. Read some more people’s problems. (Do you have similar problems yourself?) What do you
think they should do?

1 "When foreign visitors come to our office, I can't understand them. I ask them to
speak slowly, but it's still difficult. My English teacher says my pronunciation is
difficult to understand too, but I think my main problem is listening. | need more
practice."”

. 2"l have a very busy working day, and often I'm still in the office at eight or nine at
' night. But English is our company language, so | have to learn it. | study for half an
;hour every night when | get home. The trouble is I'm not making fast enough

/  progress."

3 "My teacher says people can learn a language at any age, but I'm not sure that's true.
My memory is the problem. I'm getting old and | find it difficult to remember new
English words."”

¥ 4"I'mnervous about speaking English on the telephone. It's difficult when you can't see
4 | the person you're talking to. There are lots of long pauses while I think of what to say."




5 "I have to attend meetings that are held in English with our suppliers. | know what
| want to say, but I can't find the right words. | often have to use ten words instead
of one. My vocabulary is too small. I need to learn more words."

Now read how the people plan to solve their problems. Match these solutions to the correct
problem. Are they going to do any of the things you suggested? Do you think they are good
solutions?

a "Before | make a call, I'm going to make a note of what | want to say. I can look up any words I don't
know in a dictionary. I'll feel more confident."

b "I'm going to get up half an hour earlier in the mornings and study English then. I think better first
thing in the morning. It's ‘quality’ time."

¢ "I'm going to rent DVDs of American movies. The pictures will help me understand what's
happening, and | can look at the subtitles if | need to. My teacher thinks it's going to improve my
pronunciation, too."

d "I'm going to start reading more. There's an English newspaper | can buy that has some words
translated. I'm going to start with that, and I'll write down new words that look useful and test
myself on them."

e "I have a book called How to Improve Your Memory, and there are several good techniques in it.
They're things like using rhymes and dreaming up funny mental pictures. | think I can use them in
my English lessons. I'm also going to review what we learn more often."

SKILLS WORK
Listening and writing

1. (T 41) Listen to part of a meeting and complete these notes.

Proposal: Special catalog for multimedia products

Action plan:

Person responsible:

Review date:

2. (T 42) Now listen to another part of the meeting and complete these notes.

Proposal:

Action plan:

Person responsible:

Review date:

3. (T 41-42) Listen again if necessary, and supply alternative words in these sentences. Use
phrases from the meeting.

calculate
w 0

1 We need to the costs.




2 Could you handle that, Juan?

d w
tell us about it?
3 Could you f U : ?
be connected
t ]
4 Customers g can't after six
o'clock.
5 Do you want hire to more
sales staff? t 0
) organize
§t7Mak|ko, can t c 0 you
it

Speaking

1. Your company must reduce its running costs by $1,000,000. How are you going to save the
money? Look at the proposals and decide.

A B C

Estimated savings

1 | Cut the research and development budget:

by 5% $400,000

by 10% $800,000
2 | Cut the staff training budget:

by 10% $200,000

by 20% $400,000
3 | Cut the advertising budget:

by 10% $350,000

by 20% $700,000
4 | Stop all donations to charity: $100,000

5 Lay off the company security staff and outsource the work: | $150,000
6 | Close the company health center: $100,000
7 | Cancel the plans to buy:

new production equipment $200,000
a software upgrade $350,000




2. Hold a meeting with some colleagues. Discuss the proposals one by one and decide what to do.
If you decide to make a cut, decide who is responsible for taking action, and by when.

Who is going to be responsible for this?

Can you deal with that?

Could you take care of this?

How soon can you do it?

Good. Can we discuss this again next Monday, then?

Vocabulary

Nouns

advantage — nepesaca, sueoda, kopucmeo

agenda — nopsook oennuil

alternative — aremepnamusea, 6ubip, sapianm

charity — 0o6poditinicms, 61azo0itinicme

Currency — sairoma (HayioOHAIbHA 2POULOBA OOUHUYSL AKOICH KPAiHuL)
decision — piwenns

disadvantage — nesucione cmanosuwe; 36umok, wKkood, HeooliK, 6ada
meeting — 3ibpanns, napada, 3acioanmsi

minutes — npomoxon napaou, 3i6panmsi

review — nepeaisio, nepesipka, KOHmpo.ib

savings — 3aowaoicens, 3eKOHOMIEHT KOWmMu

subject — mema, numanns, npeomem pozmosu

upgrade — 1) niotiom, 3pocmanns; noninwenns, 2) MOOEPHI3aYis, OHOBILEHH S, YOOCKOHANIOBAHHSL

Word combinations

action plan — nzan, npoepama oii

administrative assistant — oghicnuil npayisnuk (yzacanrvHiooua nazea 0ns cekpemapie, ogic-
MeHeoddicepis, aominicmpamopis i m.n.)

employment agency — kadpose (pekpymineose) acenmemeo, azenmcmao (610po) 3 Hatmy
(npayesrawmysanns), cuyxcoa 3atuHAmocmi

office hours — pobouuii uac (axoice opeanizayii), cnysrcoosuil uac

on the one hand — 3 ooroeo 6oky

on the other hand — 3 inwoeo 6oky

productivity bonus — npemis 3a niosuwenns npooykmusnocmi npayi

running costs — excniyamayitini sumpamu, nOMOYHI 6UOAMKU, 6UPOOHUYL UMPAMU
security staff — oxoponuyi, cnispobimnuxu cnysrcou 6esnexu

trial period — 1) sunpobnuii mepmin, 2) npobuuii nepioo (nepiod, npomseom siko2o wocs
BUNPOOYEMBCA, HAND., HOBULL MOBAD, YACMO OE3KOUWMOBHO OJisl CHOHCUBAYA)

Verbs

accept — nocodorcysamucs, npunyckamu, U3HABAMU; 88AHCAMU NPUUHAMHUM, NPUOAMHUM

agree (ant. disagree) — nocoodaicysamucsi;, 0oMoeisamucs (npo wocw), 8ionosioamu

cancel — cxacosysamu, siominsamu, anynroeamu, pooumu HeOilUCHUM

Cut — ckopouyeamu, 3HUICYBAMU, SMEHULY8AMU, YPI3amu

estimate — /) oyinrosamu, npubnuzno niopaxosysamu,; 2) ésaxcamu, 0a8amu OYiHKY

handle (syn. deal with) — nosooumucs,; cnpasiamucs (3 uumocsw); mamu cnpasy 3, 3atimamucs

hire — 1) natimamu (6 amepukancokomy apianmi aHeRitiCbKOT MOBU: NPO HAUM NEPCOHATY HE3ANEHCHO
8i0 8UOY 3aUHAMOCMI, 8 OPUMAHCLKOMY 8APIAHMI AH2NTUCHKOI: TULUe NPO HAUM HA MUMYACOBY,
ce30HHY pobomy); 2) Haumamu, opeHdysamu, oOpamu HanpoKam



IMprove — noxinuysamiui; yOOCKOHATIO8AMU; NONPAGISMU, HALA200XHCY8AMU

justify — eunpasoosysamu, obrpynmosysamu, niomeepoicysamu

outsource — 30itichrosamu aymcopcuHe (3a1yyamu CMOPOHHIX 0CiO 0151 BUKOHAHHS BHYMPIUHIX
3A80aHb KOMNAHIL)

promote — sucysamu, npocysamu, nioguwiysamu (Rpocysamu K020Cb Ha ULy nocaoy)

reject — siokuoamu, 6ioxunsimu, 6i0MoGIAMUCS

rent — /) opendysamu, opamu nio opendy, bpamu nanpokam, 2) 30agamu nio openoy, dasamu
Hanpoxam

review — nepeensioamu (piwtenns i m.n.)

suggest — npononysamu, paoumu

Verb phrases

achieve an objective — oocsiemu memu

ask smb. for an opinion — numamu uucice dymxu

attend a meeting — sidsioamu 3i6panns

be down (ant. be up) — suuorcysamucs, 3menuysamucs, no2iputy8amucs
calculate (syn. work out) the costs — niopaxoeysamu eumpamu

cover the costs — noxpusamu suoamru

depend on — zanexcamu sio

do a mailing — opeanizyeamu nowmosy pozcuixy

hold a meeting — nposecmu 3iopanns

keep a meeting short — ne samseysamu 3i6panns, nposecmu 3i6panns 3a KOPOMKULL 4acC
lay off — 3einbramu (sax npasuno mumuacoeo); ckopouysamu

make a point — suxnacmu ce6or0 mouxy 30py; GUCIOBUMU MIDKYSAHHS, OYMKY
make a proposal (syn. make a suggestion) — nodamu oymky, enecmu npono3uyiio
make progress — docsiemu ycnixy

mark an occasion — sioznauamu nooiio

save the money — zaowaodacysamu epowsi

stay overnight — nouysamu, 3anuwamucs na Hiy

take action — eorcusamu 3axodie

Adjectives, adverbs

absent — siocymmuit

basically — no cymi, ¢ ocnosernomy

extra — dooamxkosuii

face-to-face — siu-na-6iu

on time — suacro

once a week/month — pasz na musicoenv/micays

Phrase bank

Any views on this? — Yu ¢ sxico Oymxu 3 ybo2o npueody?
As | see it,... — Ak meni 30aemwcs,...; Ha moio oymky,...
As you know,... — Ak eu 3naeme,...

Can we break for lunch? — Yu moorcemo mu 3pobumu nepepgy na 06io?

Can you deal with that? — Yu moowceme su 3aiinsmucs yum?

Could you fill us in? — Yu mosiceme 6u s6ecmu nac y kypc cnpasu?

Could you take care of this? — Yu moowceme su 3aiinsmucs yum?

Does everyone agree? — Bci 3200mi?

Good. Can we discuss this again next Monday, then? — /loope. Tooi moscemo mu we paz ob6eosopumu
ye HaCMmynHo20 noHeoiKa?

Great.(syn. Excellent) — Biominno, uyooso

How do you feel about that proposal,...? — I1Jo éu oymaeme npo yro nponosuyiro,...?



How soon can you do it? — Sk ckopo eu moaceme ye 3pooumu?

I (don’t) think we should... — 4 oymaro, nam (ne) crio...

I’m not sure about that. — 5 6 ybomy ne snesnenuil.

Is there any other business? — Yu € we numanns (cnpasu)?

It’s a terrific idea. — I]e uyoosa ides.

It’s a waste of time. — I]e mapno.; Lle mapne sumpauanms wacy.

Let me hear your thoughts on this. — 5 xouy nouymu eawi oymxu 3 yboco npueody.
Should we...? — Yu cnio nam...?

That’s a good idea. — I]e eapna ides.

The important thing here is... — Tym ¢ saoiciusum...

The next item on the agenda is... — Hacmynne numanus na nopsioky 0enHomy...
The trouble/problem is... — Bioa/npobrema y momy, wo...

We can either...or... — Mu moorcemo abo... abo...

We could... — Mu moenu 6...

We have no choice. — V nac nemae subopy.

We need to discuss... — Hau mpeba ob2o6opumu...

What do you think? — Sk eu ssascacme?

Who is going to be responsible for this? — Xmo eizeme na cebe sionosioanvuicme 3a ye?
Why don’t we...? — Yomy 6u nam ne...?

Yes, let’s do that. — Taxk, oasaiime max i 3pobumo.

PRACTISE YOUR VOCABULARY

Exercise 1. Match the words in column A with their Ukrainian equivalents in column B:

agenda CIIPaBIISITHCS 3

outsource BapiaHT, aIbTEPHATHBA
alternative pUBaOJIIOBATH

outsource TEPETIIL

handle 3IIICHIOBATH ayTCOPCHHT
attract BAJIIOTa

upgrade MIPOTOKOJT HapaIu

review MOPSIOK JCHHUH

minutes 3pOCTaHHS, MOJIEpHi3allis
currency 3/11HCHIOBATH ayTCOPCUHT

Exercise 3. Make up your active verb phrases:

cover a meeting
achieve the money
hold action

make off

save a meeting short
take the costs

lay a decision

keep an objective

Exercise 4. Match the words in column A with the words in column B making up your active word

combinations:

| office

| assistant




trial Costs
administrative plan
employment bonus
running staff
action hours
productivity agency
security period

Exercise 5. Give Ukrainian equivalents of the following words and word combinations:

3)
b)

advantage, disadvantage, meeting, minutes, accept, agree, decide, cancel, postpone, reject, hire,
handle, estimate, cut, justify, invite, hire, cut, instead;

once a week, on time, make a proposal, make progress, make a point, make an occasion, cover
the costs, calculate the costs, achieve an objective, hold a meeting, attend a meeting, take
action, be down, stay overnight, employment agency, trial period, on the one hand, on the other
hand, running costs

Can you deal with that? How soon can you do that? Could you fill us in? It’s a waste of time.
I’'m not sure about that. Any views on that? Does everyone agree? Who is going to be
responsible for this? How do you feel about that proposal?

Exercise 6. Give English equivalents of the following words and word combinations:

a)

b)

c)

mo CyTi, BIACYTHIH, TeMma, JyMKa, NPOTOKOJ Hapaad, 3a0lla/pKEHHS, IOsSCHIOBATH,
NOTOJKYBaTUCS, 3aJlydyaTH, OLIHIOBAaTH, CHPABJSTUCS, IPONOHYBATH, YAOCKOHAIIOBATH,
3/1IACHIOBATH ayTCOPCUHT, CKOPOUYBATH, BUIIPABIOBYBaTH,

3BUIBHATH, BXKMBATH 3aXO0JiB, TIOKPUBATH BUAATKU, HE 3aTATYBaTH 310paHHs, MiJpaxoByBaTH
BUTpaTH, BUKIAJATH TOYKY 30pYy, HOCSITH YCIIXY, BHECTH IPOIO3HULII0, PEKPYTUHIOBA
areH1iis, opicHUN NpaliBHUK, BAPOOHUY] BUTPATH, IJIaH,

Yu moxkemo mu 3poOuTH niepepBy Ha 001a? Binminno! Uu € me nuranua? e uynosa iges. Yu
€ SIKICh TYMKHU 3 IIbOro nmpuBoAy? HacTymHe nmuTaHHsS Ha MOPSAKY ACHHOMY... Y Hac HeMae
BuOopy. Tak, naBaiite Tak 1 3poOuMo. S X0uy MOYyTH Ballll AYMKH 3 IIbOT'O IPUBOLY.

Exercise 7. Choose the right words in italics to complete the conversation:

Jane

We need to argue/discuss the LT60 — the quality issue. Basic/basically, we have 2 alternatives.

We can either accept a wastage rate of 10%, or/and we can delay the schedule and redesign the
component. Any/some view on this, Mark?

Mark

The important thing is timing. The customers can’t wait any longer. It’s 90% OK. |

think/propose we should go ahead with production.

Jane  How do you think/feel about that, Tom?

Tom  [I/I’'m disagree. Waste costs money. We need zero defects.

Mark  But we don’t have time. Aren’t/ Don’t you agree, Jane?

Jane I’m sorry, but | think Tom has/is right. I don’t think we should start production until the
design is OK.

Exercise 8. Complete the following sentences with appropriate words from the list:

agenda
apologies chairperson items arising conduct

casting vote consensus minutes circulate




1. In all formal meetings and most informal meetings, there is a whose job it

is to the business of the meeting and to ensure that the meeting's objectives
are achieved.

2. It is helpful in both formal and informal meetings to have an , listing the
points that are to be discussed. It is usual to this in advance so that
participants can prepare adequately for the meeting.

3. If there are too many on the agenda, it is inevitable that the meeting will be
over-long and so less effective.

4. After formal meetings, the secretary writes up the , an official record of
the discussion that has taken place.

5. If you cannot attend a meeting, it is customary to send your to the
chairperson, who reads out the names of any absentees at the beginning of the meeting. After
naming absentees, the chairperson may ask if there are any matters out of

the minutes of the last meeting.

6. When decisions must be taken, the chairperson hopes there will be a
on what should be done. Otherwise, a vote must be taken and sometimes the votes for and
against are equal. If this happens, the only way to break the deadlock is for the chairperson to
give his or her

Exercise 9. Complete the chairperson's closing comments with the words in the box. There are two
words you don't need to use:

account decision implications promise conclusions

discussion issues opinion study topic
Well, colleagues, | think we've had a very constructive (a) this afternoon, and
a number of very important (b) have been raised. But it's getting late, and |
can see that we're not going to come to a (c) today. I don't think that presents
a problem because any decision we take will have far-reaching
(d) and it's important not to jump to any (e) at this
early stage. Before the next meeting we need to carry out a detailed (f) of all the
options involved, and circulate it amongst everyone present. And if | can express my own (g)

, | think that the report needs to take into (h) the financial

costs as well as the marketing aspects of the project. Well, unless there's any other business, | think we
can finish there.

Exercise 10. Fill in the gaps with the correct phrases and sentences from the list below:

Can we get back to the main point?
Should we get started?

Can we move on?

Do we all agree?

I didn’t follow what you said.
What do you mean by...

Let’s turn to...

...we need to discuss...

1. OK, everyone’s here. ?

2. A Our training budget is less than 5% of the extra 2.5% tax that comes on top of the original 15%
on the 18,300 brochures at $2.47.
B I'm sorry,




3. It seems that a price increase of 5.4% is the best solution. ? Good.
4. A By the way, | saw Pete the other day. He bought a new car last weekend. Did you know? He
told me...

B ?
5. OK. We all agree on that item. ?
6. Fine. We can offer a commission of 12%. the next item on the agenda.
7. There are three items on the agenda. Firstly, the problem of late payments.
8. A There are some unusual things happening in the Finance Department.

B unusual?

Exercise 12. Complete the passage using the correct words from the box. Do you agree with the
writer? Check the ideas you agree with:

Action agenda attended copies  decisions \

Meeting nothing responsible should \

DON’T LET MEETINGS WASTE YOUR TIME

How many unnecessary or ineffective meetings have you ? Meetings are important in most
businesses, but often they are a waste of time. We have all been to meetings where ten people take two
hours to achieve almost :

Here are some tips to make meetings work more efficiently:

Most meetings not last more than 45 minutes. People start to lose concentration after this
time. Moreover, a time limit encourages people to prepare properly and to focus on the topics during
the

A meeting should have a clear purpose. A written should be prepared with input from the
people who are going to attend. Everyone should get a copy in advance. Bring extra to the
meeting, because some people will forget theirs.

Every meeting should have someone who is for making sure that each point on the agenda is
discussed in the available time.

Another person should be responsible for taking notes of and action points and the names of

people who have agreed to take

Exercise 13. Match the two halves of these sentences:

Any views fill us in?

Could you can you do it?

How do you a waste of time

Let me any other business?

It’s on this?

How soon about that

I’m not sure hear your thoughts on this.
Is there feel about this proposal?

Exercise 14. Translate into English using your active vocabulary:

1. Ilmad nii HaCTYMHUMN: HaM HEOOX1THO IMIAPAaXOBYBATH 30UTKH pa3 Ha THIKIIEHB 1 3BUILHATH
BHUHHHUX.

2. 51 6 pekoMeHAyBaB BaM BIIMOBUTHCS BiJl /1€ IPOCYBATH BaIIUX 3HAMOMHUX TIO CITY>KOOBUX
cxojax.




&

10.

11.

12.

KinbKicTh npHCyTHIX Ha 300pax 3a OCTaHHIN yac 3MeHmmiocs. HeoO0XigqHo npuiMaTy 3aX0IH.
I1lo BM AyMaeTe i3 IIbOI'0 IPUBOAY?

He tpeba 3aTsaryBaru 360pH, Ham 11e TpeOa OpraHizyBaT MOIMITOBY PO3CHIIKY.

HactynmHu#i myHKT DOPSZIKY IEHHOTO - HAlMaHHS TOPTiBEJIbHUX MPEJICTABHUKIB. X04Ya 3aMiCTh
LIOTO MU MOXEMO 3alIPOCUTHU BUKIIAAAUiB JJII TEXHIYHUX TPCHIHTIB.

Bu pobute ycnixu. He Morau 0 BM BBECTH B KYPC CIIPaBU HAIIUX O(ICHUX HpalliBHUKIB?

S ni3HaBCH, MO cay)0a 3aHATOCTI 3aMAa€ETHCS HAMMOM OXOPOHIIIB, SIKI MOTJIM O HOYYBATH B
odici 3a 10AaTKOBY npeMiro. Bu He Moryiu O 1TuM 3aliHITHCS?

S BBaxaro 3a NpUKWHATHE, 110 3a01Ia/DKEHHS TpeOa BUTpayaTH Ha JOOPOMINHICTE. K BU
BBakaere?

[To cyTi, 5 BXKE BUKJIAB CBOK TOYKY 30py. Temnep B MOBUHHI 3aHHATHCS IIAM.

MOKJIMBO, HAM JOBENETHCSI CKOPOTUTH €KCIIVaTallliiHi BUTpATH. AJIE 3 IHIIOr0 OOKY, I TEMA
BHMarae neperisiay. — 51 3rojieH 3 Bamu.

TiabKKM BU MOBUHHI BUPIIIUTH, YU CJIiJ] 3MIHCHIOBATH aYTCOPCHHT a0o0 X Tpeba BIAMOBUTHUCS
Bix miel imel.

S1 npomoHy0 NeperasHyTH BUPIIIEHHS MEHEKepa KOMIaHii 1 He 3BUIbHATH HAITUX
criBpoOiTHUKIB. € SKi-HEOYIb JIYMKH i3 IIbOTO MPUBOTY?




Unit 8
Making Arrangements

PRESENTATION

1. (T 43-45) Listen to three telephone calls Alan Wilson received and fill in the details in his
datebook below.

000 s
MONDAY 16 TUESDAY 17 WEDNESDAY 18 THURSDAY 19

CwonTH | » |

2. Listen to the three calls again and answer these questions.



(T 43)
1 Patrick invites Alan to play golf. What does he say?

2 At the end of the call he confirms the arrangement. What does he say?

(T 44)
3 Geeta invites Alan to her office to see some plans. What does she say?

4 Why can't Alan go on Friday?

5 At the end of the call she confirms the arrangement. What does she say?

(T 45)
6 Cristina suggests an alternative date for the meeting. What does she say?

7 Why can't Alan meet her on the 18th? What does he say?

3. After the last phone call, Alan picked up the phone and made another call. Who did he call
and what did he say?

LANGUAGE WORK
Schedules, plans, and arrangements

1. We often use the simple present tense to talk about schedules. Work with a partner, asking
and answering questions.

A When does the train to Boston leave?
B It leaves at 11:20.

The train to Boston leaves [11:20 a.m.
arrives |3:45 p.m.

The meeting starts  |3:00 p.m.
finishes [5:15 p.m.

The bank opens  (9:30 a.m.
closes |3:30 p.m.

2. Now look at the conference program and ask about:

¢ the regional performance reports.
¢ shuttle buses to the airport.

+ Mange Tout Restaurant.

+ the roof-top barbecue.

¢ Highlights hairdressers.

¢ bus tours of the city.



SHUTTLEBUSES
to the AIRPORT

Riverside Hotel offers
a regular daily service
to Newark and JFK.
Buses leave from the main
entrance at 7:00 a.m.,
10:00 a.m., 1:00 p.m.,
4:00 p.m., and 7:00 p.m.
Please allow 30 minutes
for your trip to Newark
and one hour for JFK.

e e

Highlights
UNISEX HAIRDRESSERS

9:45 am.—5:30 p.m.
Florence Arcade
Riverside Hotel
(201) 248-1970

Nﬂ i\PPOl‘H““Cn[ nec

ary

3. Look at the itinerary below. Ask and answer questions about Mr. Gruber's schedule.

JINY¥Y Conference

9:30 a.m.

A When is he arriving?

B At nine o'clock.

A What's he doing first?
B He's meeting the overseas sales manager in the conference room.

PROGRAM for JULY 22nd

Regional performance reports:
« East Asia

* Western Europe

* Southeast Asia
Marlborough room
Conference suite 6th floor

Lunch
Pete’s Steak House

Regional performance reports:
» North America

« Central and South America
* Eastern Europe
Marlborough room
Conference suite 6th floor

Roof-top barbecue with the
“Hill Runners Jazz Quartet”
Riverside Hotel roof garden

ITINERARY FOR THE VISIT OF MR. H. GRUBER
TO THE NEW BRUNSWICK PLANT

MANGE TOUT

RESTAURANT
FRENCH CUISINE

Lunch 12 noon-2:30 p.m.
Dinner 7:00 p.m.—11:00 p.m.

The restaurant is located in
the Florence Arcade on the
ground floor. Patrons are
requested to reserve a table in
advance. (201) 248-2600

BUS TOURS
OF THE CITY
Twice daily tours
10:30-12:30
2:30-4:30
$16 adult $10 child
Please sign up at reception

PRI

9:30
9:35-10:15
10:15-10:45
10:45-11:45
11:45-12:40
12:40-2:30
2:30-3:30
3:30-4:00
4:00

6:00

Aurrival
Meeting with the overseas sales manager (conference room)
Coffee with the CEO and COO
Demonstration of the N4 prototype
Meeting with the managing director and marketing director (boardroom)
Lunch with the overseas sales manager (Stage Left restaurant)
Tour of the New Brunswick plant
Final discussions with the overseas sales manager
Car to Newark Airport
Flight LH 413 to Munich
We often use the present continuous tense to talk about future plans and arrangements.

Making appointments

1. Put these sentences in the correct order to make a short conversation.

____You, too. Goodbye.
____Hi, Grace. This is Paul Martin.

____I'mtied up on the 26th. How does the 28th look?
____It's the meeting on June 25th. I have a conflict.
____No problem. Do you want to reschedule?

____Oneisfine.

____Paul! Good to hear from you. What's up?

_1 Grace Tsai.



____You're welcome. See you on the 28th. Take care.
____Thank you for being so flexible.

__Yes, please. Can we make it the 26th instead?
____Yes, that works for me. One o'clock?

(T 49) Listen and check your answers.

2. Supply alternative words for these phrases. Use words from the conversation.

1 What’s new?
u ?
move
2 | need to the r meeting date.
something else | must do.
3 I have ac
4T'm busy on Friday.
t u
5 How about the 28™?
d the 28" | ?
6 Friday W is good for me.

3. Complete these sentences with words from the box.

make cancel hold have postpone

1 My name is Scott Wilson, and | an appointment with Dr. Bernejo at 2:30.
2 Let's the meeting on April 10th.

3 The meeting was scheduled for Friday, but he wants to it until next week.

4 Mary's sick today, so we need to all her meetings and appointments.
5 Stop by any time. You don't need to an appointment first.

Invitations

1. You are entertaining a foreign visitor from your parent company. Ask if they want to:

¢ come to the monthly marketing meeting.
¢ give a talk at the meeting.

¢ meet the production manager.

¢ see the new packaging machinery.

4 come to a party.



Use the phrases in the following table:

INVITING SAYING YES SAYING NO
Would you like to ... ? Thank you. I'd like that. I'd love to, but ...
Do you want to ... ? That would be great. I'm sorry, but ...

2. Look at these phrases and the ones above. Which ones are more informal?

INVITING SAYING YES SAYING NO
Do you feel like ... -ing? That's a good idea. | can't, because ...
How about ... -ing? Yeah, great. I'm afraid ...

3. Ask a colleague about their future plans. If they are free, invite them to do something with
you.

A Are you doing anything special tonight?

B No, not really. I'm just going home and watching TV.
A How about coming out for a meal?

B That's a good idea.

5_‘ tomorrow on the weekend
IOW M THE FUTURE
; - tonight the day after tomorrow next week

Setting a time

1. Study these phrases for setting a time.

SUGGESTING A TIME

How about 2 o'clock on Thursday?
Let's say
Are you free at




How does 4:30 look?
Does 4:30 work for you?

SAYING YES SAYING NO
Yes, that's fine. Yes, that |I'm afraid | can't make that.
works for me. I'm tied up then.

Practice the phrases in pairs. Use the pattern below

Now practice again. The sales person should invite the customer to:

¢ visit a local tourist spot. ¢ go out for a drink.
¢ go out for dinner.

2. You want to arrange a meeting with the people sitting next to you. Arrange a time and place
that suits everyone.

ASKING FOR SUGGESTIONS

What time is good for you?
day works

Where do you want to meet?

CONFIRMING

OK, Thursday at ten.
See you on Thursday at ten.

3. Work in pairs. One person should look at the information below and the other should look at
the information in File 13 (see Information Files).

You want to arrange a meeting with your colleague. Phone him/her and arrange a time and place. Here
is your schedule for next week.



APRIL

APRIL

15 Monday

q4:00 a.m.-5:00p0.m.
Facilities W’ijwﬂ"
Confenence , =

Thursday 18
9:00 Uisit new.ﬂvd(‘oy safe
with %fadadfyw
3.00 C/laak-up art
Columbia Pfesl\oyfor/mx
‘/‘/aspdfax_ =i i

1 6 Tuesday

12: 30 Jaan Cuchillo,
: lunch :

Friday 19

11:00 Finance Dept:
meeting on..

@m\cy contract ...

17 Wednesday

7:30 Mosceen OBrienm..,
PNC Bank

oo Saturday 20
g:00pm Tasca. .. ...

Mty apotitan OperatHouse. .

Sunday 21

/O:OOa.M,QO’/FY ored
Al @m{ds White. Flains

SKILLS WORK
Writing
1. Read this e-mail. What is it about?
| J [ “Angelo Buti” <a.buti@nikk.it> | [ wed, Jun 10
[ ] l “Janet Jeffries” <janetj@darworth.com> | [ 15:09:40

I My inspection visit

Janet,

I'll be arriving at JFK at 3:40 p.m. on June 16th (Alitalia flight number 7614). Could you make a
hotel reservation for three nights somewhere near your office? And could you arrange a meeting for
me with Data Link on June 17th if possible?

| look forward to seeing you on the 16th.

Best regards,

Angelo Buti

o v = = = — = '———]ﬂ, = - = - .zv

2. Practice writing some e-mails. Work in two groups. One group should use the information
below. The other group should use the information in File 14 (see Information Files).

a You are Janet. First, read the e-mails below from people you work with and then write a
reply to Mr. Buti's e-mail above. (One person in the group should write and the others should
dictate and check spellings.)



Angelo Buti's accommodations

mil|

Janet,

Thanks,

Peter

The Holiday Inn on Wall Street had just one
room left, so | reserved it for three nights. It's
only a small single room. Is this OK?

June 17th meeting |

Janet,

R s

Meeting Angelo’s flight

Janet,

arriving at?

Frank

I'm sending a limo to meet Angelo at the
airport on June 16th. What terminal is he

Data Link

Great to hear Mr. Buti is coming to New York. Yes,
we're free on June 17th and we'd be thrilled to
meet him. Does 10 a.m. at the Data Link office work
for you? I'll arrange for the whole team to be here.

Best regards,

Tom Bennet
VP Marketing

b You will receive another e-mail from the other group. Write a reply.

information in File 15 (see Information Files).

Speaking
Work with a partner. One person should use the information below and the other should use the

1. You are visiting your U.S. head office for three days next week. You have two lunch-time
meetings, but you also want to arrange meetings with the people on this list.

Names Times needed for meeting
John 3 hours (must see him on Monday morning)
Indira 2 hours & b
_ Delphine 3 hours =
Sl 4 hours (factory tour)
Liz 2 hours (Wednesday if poesibls)%

Phone your colleague in the U.S. and arrange your schedule. Pencil in the times.

DECEMBER l
MONDAY 21 TUESDAY 22 WEDNESDAY 23
9-10 a.m. 9-10 a.m. 9-10 a.m.
10-11 a.m, 10-11 a.m. 1011 a.m.
11 a.m.—noon 11 a.m.—noon 11 a.m.—noon
noon—1p.m. Lesch with Dave n00n—1 p.m. Reception at Plaza ~ 1oon=1 p.m.
Czernovicz (Commerce Bank)
1-2 p.m. 1-2 p.m. 1-2 p.m,
3-4 p.m., 3-4 p.m, 3-4 p.m.
4-5p.m, 4-5p.m. 4-5p.m.




2. Your boss has just told you about an important meeting at head office. You must change your
plans so you can catch the 6 a.m. flight home on Wednesday morning. Phone your colleague in
the U.S. again. Explain your problem and rearrange your schedule.

You can cancel your visit to the reception at the Plaza, but you can't cancel your appointment with
Dave Czernovicz.

Vocabulary

Nouns

accommodation — npumiwenns, kéapmupa, KiMHamMa, HCUMio
arrival — npubymms, npuiszo

boardroom — 3ax 3acioans paou oupexmopis

datebook — wooennux, sanucna knuscka

flight — asiapeiic

inn (syn. hotel) — comenw

itinerary — mapwpym, naan, npoepama

patron — nocmitinuii nokyneys, KiieHm

reception — cmitixa aominicmpamopa (y comeini, ycmanoesi)
schedule — a) epaghix, npoepama, naan; 6) posxkiao (na mpancnopmi)
terminal — mepminan aeponopmy

Word combinations

bus tour of the city — aemob6ycna exckypcis micmom

conference room (syn. conference suite) — kongepeny-zan

ground floor (AmE - first floor) — nepwwuii nosepx (nymepayis noeepxise y Benuxobpumanii
NOYUHAEMbCSL 3 OPY2020)

parent company — ocHogHe 20cnodapcbke mosapucmeo, 20108HA KOMNAHIS, MAMEPUHCbKA KOMNAHIS,
KOMNAHIA-3ACHOBHUK, KOMNAHIA, WO MAE KOHMPOAbHUL NAKem aKyitl iHUloi KOMRAHIT

shuttle bus — mapwpymra (aemobyc, wo 30iticnioe peticu mis 0860Ma nNyHKMamu)

single room — oonomicnuii nomep (nop. double room — dsomicnuit Homep )

social event — neogiyitina sycmpiu; ceimcokuil paym

day after tomorrow — niciszasmpa

tourist spot — mypucmuuna npunaoa

Verbs

postpone — gioxknacmu, 8iocmpoyumu

rearrange — sminiosamu, nepepoonsimu

request — npoxamu, 36epmamucsi 3 NPOXAHHAM

reschedule (syn. move) — sminosamu epagix (po3xkiao, niam), neperocumu Ha iHwe Yucio (paviue
3an1ano8amny noodirw)

suit (syn. be convenient for) — erawmosysamu, 6ymu 3pyunum

Verb phrases

arrange a meeting — domosumucs npo 3ycmpiu

confirm the arrangement — niomeepoumu domoenenicmo

give a talk at the meeting — sucmynumu 3 npomosoio na 360pax

make a hotel reservation — sa6ponrosamu nomep y comeni

make an appointment with smb — npusnauumu 3ycmpiu, domosumucs npo 3ycmpiy;, 3anucamucs Ha
nputiom

make an arrangement with smb. — domosumucs, ymosumucs (3 kumocs)



pick up the phone — suamu cayxasxy, nioitimu 0o menegony

reserve in advance — pesepeysamu, 6ponrosamu, 3amo81amMu 3a30a1e2iob
schedule a meeting for — npusnauumu 3ycmpiu na (saxyce oamy i uac)

set (syn. arrange) time and a place — npusrauumu uac i micye

sign up — sanucamucs (051 yuacmi y 4omycsw)

Adjectives, adverbs

afterwards — 32000m, nizuiwe

alternative — aremeprnamuenuii (00un i3 KiTbKOX MONCIUBUX)
flat — monomonnuii, nesupasnuii (npo 2onoc)

Phrase bank

Are you doing anything special tonight? — Bu zaiinsami cboeooni éseuepi?

Are you free ...? — Yu sinoni 6u...?

Can we make it the 26" instead? — Yu mooicemo mu 3amicme yvozo (3ycmpimucs) 2620?
Do you feel like ... smth./doing smth? — Sk wooo...?; Bu ne npomu...?; Baxcaecme...?
Good/Nice to hear from you — Paouii éac uwymu

How about ... smth./doing smth? — fx wooo...?

How does the 28" l0ok? — STk wodo 2820?; Bac énawmosye 28e?

I’d love to, but ... — s 6 i3 3a00601eunsaM, are...

it possible — sxwo moocnuso

I have a conflict — V mene sutiuna naxnaoka

| look forward to seeing you ... — 3 nemepninnsm ouikyto na nauty 3ycmpiy

I’m afraid | can’t make that — Haowcanw s ne mooicy (y yeti uac)

I’m sorry, but... — Meni wxooa, ane....

I’m tied up — s 3aunamui

I’s ... here — cosopume..., ye... (y mereonniii pozmosi)

Let’s say ...? — 4 wo sax?; a ax wooo...?

No appointment necessary — 6e3z nonepednvboco 3anucy

No problem — zsuuatino; sx xouew,; 6e3 npobaem

Please allow 30 minutes for your trip... — I1putivims 0o ysaeu, wjo dopoea saiimae 30 xeunun
... say 10 oclock? — ... ... ckascimo, o 10 200uni?

See you on Thursday at ten — /Jo 3ycmpiui/3ycmpinemocs y uemeep o 10

Take care — 6cboeo natikpawjozo

Thank you for being so flexible — /[axyio 3a posyminns; osxyio, wo niwiu meni nazycmpiy
That works for me — [Je mene erawmosye

That would be great — I]e 6y10 6 uyooso

What’s up? — y vomy cnpasa?; wo mpanunoce?

What time/day is good/works for you? — fxuii uac (0ensv) sac enawmosye?

Would you like to ...? — bascaeme...?

Yeah, great — Tak, uydoso

Yes, that’s fine — Tax, dobpe

PRACTISE YOUR VOCABULARY

Exercise 1. Match the words in column A with their Ukrainian equivalents in column B:

alternative MapHipyT
boardroom BJIAIITOBYBATH
inn 3aJ1 3aCiIaHb
terminal IbTEPHATUBHUN
schedule TEepMiHaI




itinerary roTelb
accommodation pOXaTu
request po3Knajg

suit MPUMIIICHHS

Exercise 3. Match the words in column A with their synonyms in column B:

itinerary graph

reply come

schedule change

arrive route

rearrange be convenient for
suit answer

Exercise 4. Match the verbs in column A with their phrases in column B to make up your active verb
phrases:

confirm a meeting for
reserve an appointment
make a time and place
schedule the arrangement
set in advance

Make up 5 sentences with these verb phrases.

Exercise 4. Match the word combinations in column A with their Ukrainian equivalents in column B:

social event KOH(EepeHI[-3al
conference room TYpUCTHYHA IIPUHAIA
shuttle bus TOJIOBHA KOMITaHisl
tourist spot HeodiliifHa 3ycTpiy
parent company OJTHOMICHHI HOMEp
single room MapIIpyTkKa

Exercise 5. Give Ukrainian equivalents of the following words and word combinations:

a) postpone, leave, arrive, request, arrive, reschedule, tonight, afterwards, flat, accommodation,
inn, itinerary, flight, weekend, reception, terminal, patron, boardroom, limo, datebook, reply,
invitation,

b) bus tour of the city, single room, tourist spot, day after tomorrow, parent company, ground
floor, conference room, shuttle bus, sign up, set time and a place, give a talk at the meeting,
make an arrangement with smb., pick up the phone, reserve in advance, confirm the
arrangement, make a hotel reservation, arrange a meeting,

c) Ihave a conflict. Are you free? How does the 10" look? I’m looking forward to seeing you.
Nice to hear from you. No problem. Thank you for being so flexible. Take care. That works for
me. What’s up? No appointment necessary.

Exercise 6. Give English equivalents of the following words and word combinations:



a) mnpuOyTTs, BIAMOBI/Ib, 3aJT 3aCiaHb, IPUMIIIECHHS, KIHEI[b THXKHS, MapIIPyT, CTiHKa

b)

c)

aZMiHICTpaTOpa, JTIMYy3HuH, IIIOJICHHUK, aBlapeic, TepMiHaJ, MOCTIMHUH IMOKYIIellb, TIJ1aH,
rOTelIb, 3aIPOIIECHHS, IPOXaTH, 3MIHIOBATH Irpadik, BIAIITOBYBATH, BIAKIACTH, TPUOYBaTH,
BIJIIIPABIIATUCS, ChOTOJIHI BBEUEPI, ATbTEPHATUBHUIL, 3Tr0J0M, MOHOTOHHUH,

NPU3HAYUTHU 3yCTPid, YMOBUTHUCS, OPOHIOBATH 3a37aJIeT1 b, IPU3HAUUTH Yac 1 Miclie, 3HATH
CIIyXaBKY, BUCTYIIHTH 3 IPOMOBOIO Ha 300pax, MIATBEPAUTH JOMOBJIEHICTh, IPU3HAUUTH
3yCTpi4 Ha, 3aUCaTHCA, JOMOBUTHUCS MPO 3yCTPid, aBTOOYCHA €KCKYpCisi, IEPIINii TOBEPX,
MicIIsA3aBTPa, TOJIOBHA KOMITaHis, MapIIpyTka, HeoiriiiHa 3ycTpid, TYypUCTHYHA ITPUHAA,
KOH(EpeHII-3aJl, OJJTHOMiICHUN HOMED,

3 nmoBaroro. Haxans s He MoxKy. MeHi mkoa, ane... S 3aitasatuii. [IpuitmiTe 10 yBaru, mo
nopora 3aiimae 30 xBunuH. L{e 6ymno 6 uyynoBo. Skuit yac Bac BiamToBye. Panuii Bac ayTH.

Exercise 7. Find the word from your active vocabulary for each definition:

a) a place to stay

b) an arrangement to meet smb. at a particular time

c¢) a room where the group of people who control a company meet

d) a plan for a visit or trip, showing places, dates, times, and people to see
e) to delay, to put smth off to a later date

f) a booking

g) a timetable

Exercise 8. Fill in the gaps using necessary words from your active vocabulary:

1.

2.
3.

ok~

Couldyoumakeah  r for three nights somewhere near your office? And could you
a am for me with Data Link. I look f___ to hearing fromyou.B__ r
Whatt__ are you arriving at? — Terminal N3.

I’ve got an important meeting on Wednesday morning. Could you r mys ?Ican’t

c orp Howthis meeting.

What timew____ for you? — 3 o’clock, please.

How about coming out for a meal? — That’sagoodi  ,butI’'mt  up. ’mgivingat
atthe m____ tonight, so I have to prepare.

| haveac ,Iwanttop__ the meeting. —-Nop___ ,whattimew___ for you? —
Thursday at ten. That w____ for me. Thank you for beingsof_ .

| can suggest an a date for the meeting. How does Tuesday 111 ?

Exercise 9. Translate into English using your active vocabulary:

1.

Panuit Bac yytu. Sk mozo naprii B maxu HacTynmHoro TuxkHs? — [IpekpacHa iges. — Ak moo
26 nmumnHs o 11 ronuni? Bam muunth? — botocs, B 11e# yac y MeHe He BUI/IE, Y MEHE BaXKJIMBa
3YCTPIiY, AKY ST HE MOXY BLIKJIACTH a00 BIIMIHUTH, SIKIIIO MOXKJIMBO, 1aBANTE JOMOBHUMOCS Ha
IHIIHHA eHb. — A sSkuil jeHb Bam anante? — Ak mogo 25 nunHsg roquHHNKa B 12, HOpMansHO?
— Be3 npobieM. 3ycrpivaemocs 25 o 12 roanni. Beporo xopoimoro.

51 XoTiB OM mEpeHeCTH Hallly 3yCTpid Ha iHIIE YUCII0, CKaXiIMO, Ha 2 TPy/IHs 3amicTb 15
nucTonana. Bu BUIBHI B 11eli yac? — Ta, 4 He Oyny 3aiHATHH, Yyekaro 3ycrpidi. — Cnacubi, 1m0
MIIIUIK MEHI Ha 3yCTpid.

[Tpusir, paamii uytn. 1llo-HeOyap Tpanunocs? — Ta, y MEHe HaKIa/iKa, MEHi IIKO/1a, aje s He
3MOXKY NPUITH. MU MOXeMO 3aMicTb 115010 3ycTpiTHcs 10ro uncna? — S BiTbHUNA, MOKEMO
3a37aJIeTib 3aPE3EPBYBATH CTOJUK. — [le MeH1 ImuuTh. A micis Beuepi migemo B kino, OK?
IToku, 10 3yCTpidi.




4. 3ppacryiite, s X0uy OIATBEPAUTH JIOMOBIEHICTH Mpo 3ycTpiu. — Ciyxato Bac. — Mu
IOMOBJISLIHCS 3 MicTepoM bpayHoM Ha cepeny, S 6epe3ns Ha 12 roaus. Hidoro He
nominszocs? — Micrep bpayn npuixipkae B cepeny o 10 roanHi, MOKU BiH CBOT IJIaHHU HE
MiHsIB, Yekae Bac B 12, cTonuk B pecTopaHi Bxke 3a0poHboBaHui. Y MeHe 10 Bac mpoxanHs,
SIKIIIO BaIlli IJIAHU IIOMIHSIOTBCS, HE TIOJIHYETECS MIHATH TPYOKY 1 IEPEI3BOHUTH MEHI.

5. 3rimHo MOeMy eXKETHEBHUKY neneraiis npudysae o 11 roguni, aBiapeiici Ba345, repminan 8,
XTO Toine ix 3ycrpiuatu? Onbera? — 5 He MOXKy, 5 3aiiHATa. — JloOpe, 5 3ycTpiHy cam.
[TpuiiMemo ix B koH(bEpeHII-3aJli Ha IePIIOMY MOBEPCi, MOTIM (PypIIeT, micis IbOTro
MIPOBEIEMO 3YCTPid 3 MPeICTaBHUKAMH FOJI0BHOI komnaHii. Och Miif ILJIaH JIii.




Unit9

DESCRIBING TRENDS
PRESENTATION

1. Complete these graphs.

4 Consumer spending rose sharply in 5 The retail price index went up
November. slightly in week 36.

graph.




3. (T 50) Listen again and say why these things happened.

1.  Sales increased in March.

2.  Sales fell in May.
3. Sales rose in July.
4. Sales increased in September.
5. Sales went down in November.

3. Complete these sentences about the sales figures. Use a preposition (to, from, by, at, etc.).

1. Sales stayed 6,000 in February.

2. They rose 7,000 in March 8,000 in April.
3. They decreased 3,000 in May.

4. They fell 4,000 in June.

5. They increased 5,000 6,000 in August.

6. They increased 7,000 between August and October.
7. They remained steady 7,000 in December.

4. Complete these sentences with the correct preposition.

1 We invested a lot of money ____the business.

2 spent _____training courses.

3 wasted _____unnecessary equipment.

4 made _____our overseas investments.

5 saved _____ourenergy bills.

6 gave _____ charity.

7 borrowed __ thebank.

8 owed _____oursuppliers.
LANGUAGE WORK

Rises and falls

1. Discuss these figures with a colleague. One person should use the information on
the left and the other should use the information on the right. Use these verbs.

A Our market share fell by 1% last year.
B Yes, but on the other hand, our turnover increased by 8%.

Our market share -1% Our gross revenues +8%
Distribution costs +18% Prices of raw materials -4%




The number of new contracts  -6% Spending on research and development +9%
Earnings from investments -3% Debts to our suppliers -4%
The number of employees -4% Productivity +6%
Sales to the EU -2% Sales to South America +5%
Salaries +8% Our staff turnover -20%
Spending on +15% Customer complaints -16%
Training

2. Write six sentences describing increases and decreases in your company's figures. (You can
invent statistics you don't know.)

Gross revenues increased by five million euros last year. The number of employees went up by five
percent.

Describing Changes

1. Complete these tables.

VERB (action) NOUN (thing)

to increase an increase
to decrease
to improve
to recover
to jump

to fall

Now complete this table.

ADJECTIVE (describes a noun) ADVERB (describes a verb)
slight slightly

sharp

dramatic

steady

Which adjective describes:

1 a sudden, very large change?
2 a sudden, large change?

3 a very small change?

4 a regular change (not sudden)?

2. Study the graph and use each adjective once to complete the description.




We had a 1 increase in market share in 2002, followed by a 2 decrease
in 2003, when we sold a brand. But a successful new brand launched in 2004 meant there was a
3 recovery that year, and a 4 increase in 2005 and 2006, too.

3. Now use each adverb once to complete this description.

Our production costs fell in 2002 when we implemented new ERP software, and
they continued to decrease * for the next three years. They went down *
in 2005 when we added supply chain management software but rose
in 2006 because of a new labor agreement.

7

4. Now use each adverb and adjective once to complete this description.

Sales in the U.S. rose ! between 2001 and 2003. There was a 2

decrease in 2004 when our main distributor went out of business. Sales rose * in
2005, and the * improvement in 2006 brought us back to the 2001 level. There
was a > rise in exports in 2002. They went up ° in 2003 when
we began to break into the Chinese market. They rose in 2004 when we
signed the new distributor agreements and there was a ® increase in 2005 and

2006.



Describing graphs

Work in pairs. One person should use the information below and the other should use the
information in File 16 (see Information Files P.255).

The graph below shows a company’s sales over a twelve-month period. Describe it to your
partner. They should draw it.

i P ol

Now listen to your partner's description of the energy costs of another company over a period of
twelve months. Draw the graph.

Giving reasons

1. Look at the figures below. In which month did these events happen?

month

a direct mailing September

a spell of cold weather

a move to a larger building

the installation of an internet-based phone system

the launch party for the new season’s designs

o0~ w N

the annual sales conference in Cancun




Milwaukee Branch

Overheads July $ Aug $ Sept $ Oct $ Nov $ Dec $
Rent 690 950 950 950 950 950
Gas and electricity charges 560 560 @ 600 1,300 700 900
Postage costs 600 610 1,500 590 630 580
Travel costs 250 400 320 12,800 590 280
Telephone charges 460 490 280 280 290 270
Entertainment costs 640 520 500 490 2,100 650

2. Work with a partner. Ask and answer questions about the figures.
A Why was there an increase in rent in August?
B That was because of a move to a larger building.

3. Write some sentences explaining the figures.

A move to a larger resulted in an increase in
building led to rent in August.
R e e
REASON RESULT
The increase in was the result of a move to a
rent in August was due to larger building.
R e e et
RESULT REASON

4. Study the sentences below. Which are reasons and which are results? Link them with one of
the phrases above.

1. The factory automation an increase in productivity.

2. The staff reductions the factory automation.

3. The large pay raise a decrease in staff turnover.

4. The cost savings the new ERP system.

5. The big orders from Japan a recovery in sales.

6. The shorter delivery times the new distribution system.

7. The increase in competition a decrease in our market share.
8. The higher distribution costs the increase in gas prices.

SKILLS WORK
Speaking

1. Draw a graph representing something connected with your work, for example:
¢ seasonal sales trends.
¢ annual revenues.
¢ material prices.
¢ number of employees.



Vertical axis

Horizontal axis

2. Work in pairs or small groups. Take turns presenting your graphs to one another.

¢ Explain what they represent.
¢ Give reasons for the changes.
+ Answer questions.

These phrases will help you

This graph shows...
This led to...
This was due to...

As you can see...
This resulted in...

Are there any questions?

This was the result of...

Reading

1. What do you know about the Coca-Cola Company? Do you know the story of:

10

the inventor of Coke?

the famous Coca-Cola contour bottle?
the secret formula?

Coke and World War I1?

"New Coke"?

* & O o o

THE STORY OF COKE

Dr. John Smith Pemberton made it in his
back yard, took it to his local pharmacy, and
they put it on sale at 5 cents a glass. Hand-
painted signs saying "Coca-Cola" appeared
outside the store and inside signs invited
customers to "Drink." But sales didn't take
off. In the first year they averaged just 9
drinks a day.

He did not foresee its success and he steadily
sold his shares in the business to different
partners. In 1888, just before he died, he sold

distinctive package. In 1916, they introduced
the first bottle with the famous Coca-Cola
shape.

Then the United States joined the war, and
the company president gave an order "to see
that every man in uniform gets a bottle of
Coca-Cola for 5 cents, wherever he is and
whatever it costs the company." As a result,
Coca-Cola shipped 64 bottling plants
overseas during the war. And when the war
ended, they were ready to expand around the

30
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his last shares to Asa G. Candler, a
businessman from Atlanta.

He distributed thousands of coupons for a
complimentary glass of Coca-Cola and he
promoted the drink with souvenir fans,
calendars, clocks, and novelties. Sales rose
dramatically and, by 1892, they were ten
times their 1888 level.

Coca-Cola had to develop a bottling system
and set up plants. The first bottling plant
opened in Vicksburg, Mississippi in 1894
and over the next 25 years, the number of
plants rose from two to over a thousand.
Other soft drink companies tried to imitate
the Coca-Cola taste so the company kept the
drink's formula secret and searched for a

world. From the mid 1940s until 1960, the
number of countries with bottling plants
nearly doubled.

This was the first change in the secret
formula since 1886. In pre-launch tests,
consumers preferred the new taste. But the
tests couldn't measure their feelings for the
brand. Coca-Cola had a special place in their
hearts and they didn't want a change. For the
first time in history, sales of Coca-Cola fell.
The company responded quickly and
marketed the original formula again as Coca-
Cola classic. Sales climbed back up again,
and continued to grow.

It's the most powerful brand in history. And
if you're not sure what the world's top selling
soft drink is by now; "Coke is it."

40

45

50
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2. The first sentence in each paragraph of this article is missing. They are all listed below. Read

the article and decide where each sentence goes.

NookrwnpE

Asa Candler had a talent for marketing.

In the 1980s, in the U.S.A. and Canada only, the company launched a new taste for Coke.
In 1941, there were bottling plants in 44 countries.

Coca-Cola was invented in Atlanta, Georgia on May 8, 1886.

So today, millions of people all over the world drink Coke.

The huge increase in the popularity of the drink led to problems meeting demand.

Dr. Pemberton didn't see the potential of his new drink.

Notice how the sentences introduce the topic of the paragraphs.

3. If you don't understand a new word, try looking carefully at the words around it. You can
often work out what kind of word it is and what it means.

a complimentary glass of Coca-Cola ...

Complimentary is an adjective—it means free.

.to imitate the Coca-Cola taste ...

Imitate is a verb—it means copy.

Look at the story again and try to guess what these words mean.

S@ e oo o

signs (line 4)

take off (line 6)
shares (line 9)
coupons (line 13)
bottling plant (line 21)
shape (line 30)
overseas (line 37)
expand (line 38)




I. Dbrand (line 46)
j. responded (line 49)

4 Work with a colleague. Ask and answer questions about the story of Coca-Cola. Use these
words.
Who ... ? When ... ?Why ... ?Where ... ? What... ? How ... ?

VOCABULARY

Nouns

COUPON — KYNOH (ManoH, Wo HA0A€E NPAso HA NPUOOAHHS NEGHO20 MOBAPY 31 HUNCKOIO, 3A36ULAll 1020
8UPI3AIOMb I3 PEKIIAMHUX 02010ULeHb, YRAKOBOK MO8apy moujo)

debt — 6ope; 3abopeosanicme; bopeose 30606'13anms1

dip — naodinus (3az6uuail npo weudke nadinmus, wo ioe 3a niouomom (Hanp., npo yinu, Kpuey 2papika,
wo 8idobpadicye yi yinu))

distributor — oucmpub'tomop, azenm 3 npodadxcy (nezanexcna opeanizayis onmogoi mopeieii, ujo
3aKYnO8yE Moeapu 3a C6ill paxyHOK [ 32000M NpoOae yi mosapu 6CiM 3ayiKaeieHum HOKYNYAM,
BKIIOYAIOYU THUUX ONNOBUKIE, PO30OPIOHUX MOP208YI8, KIHYEBUX CHONICUBAYIB); PO3NOBCI00ICY8AY
earnings — 3apo6imox, 00xio, npubymox, Ha0X0O0NCEHHS.

export — 1) susesenns, excnopm, eKCnNOpmy8aHHs (8UBe3eHHs 3a KOPOOH Mo8apie 0.1 npooaicy Ha
308HIWHIX puHKax), 2) cmamms (npedmem) excnopmy (ekcnopmosanuii moeap abo nociyea); 3)
00 ’em excnopmy (niocymKo8a apmicmo 8UBE3eHUX MOBAPIe)

graph — oiaepama, epaghix, cxema; kpusa

inflation — inguayin (3pocmanns sazanvrnoeo piens yin abo yin oKkpemoi epynu moeapis;, 3a36udail
BUKTIUKAHE 30INbUEHHAM 2POULOBOI MACU ADO HECRPUSMAUBUMU 3MIHAMU YMO8 NPONO3UYiL)

installation — ycmanosnenns, incmanayis (npoepamnoco 3abesneuentsy); pOIMIWEHHS, MOHMANC,
30UpaHHs

Jump — piske niosuwjenns, 3poCmanis;, Cmpubox

level — pisens, cmyninw

multinational — 6aeamonayionansna (mixcnapoona) kopnopayis

novelties — opibnui Oewesi mosapu (caranmepes, Kocmemuxa, cy8eHipu,)

overheads — wuaxnaoni eudamxu (éumpamu) (hanp., eumpamu Ha OpPeHOY NPUMIUYEHb,
eleKmpoeHep2ilo, KaHYerapcbKi mosapu ma IHWi uoamku Ha 20cnooapye 00CIY208)Y8aHHS
8UPOOHUYMEA | KepigHUYMEa)

productivity — 1) npooykmuenicme npayi (upobiennsi npooykyii  po3paxymkKy Ha 0OHO20
npayienuka);, 2) pe3yivmamuenicms (NpoOyKmueHicms, egexmusHicms) eupooHuymea (00 ’em
8UPOONIEHOI NPOOYKYIT 3a 00HY poOOUY 200UHY)

quarter — keapmai, ugepms poKy

reCOVery — gioHOBIeHH S, NOHCBABNEHHS, NIOUOM (niclis cnady)

rent — openona naama

spell — kopomxuit npomisxcok uacy, cmpok, mepmit, nepioo 402och

spending (syn. expenditure) — sudamku, sumpamu

wholesaler — onmosuit mopeoseys, onmosux (éenuxe komepyilino-nocepeonuybke RIONPUEMCMEO, WO
peanizogye mosapu iHuuUM nepenpooy8avam, po3opPiOHUM MOP2OSYAM AO0 BENUKUM NPOMUCTOBUM i
KOMEPYILHUM YCIMAHOBAM, A He KIHYEBUM CRONCUBAYUAM)

Word combinations

consumer spending — croorcusui suoamku (3a2anvbHi BUOAMKU OOMO20CHOOAPCME HA CHONCUBYL
mosapu i NOcyeu, A61sAIMb 00010 YACMUHY HAYIOHATbHO20 NPOOYKMY)



cost saving — suuoicenns cobisapmocmi

decrease (syn. fall, drop) in smth — syenwenns, snuscenns, ckopouenns, cnao

direct mailing — npsima (nowmosa) poscunka (po3cunranHs ROWMOBUX NOBIOOMIEHb HE3NOCEPEOHbO
Ha adpecu UMOBIDHUX KIIEHMIB)

distribution costs — eumpamu (sapmicmv) o06icy (po3nodiny, 36ymy) (nanp., euoamxu Ha
3A6AHMANCEHHS, MPAHCNOPMYBAHHS, 30€pPicaHHs, PEKIamy mowo)

energy Costs — sumpamu Ha enepeilo, eHepeosumpamu (8umpamu Ha yci 8UOU eHepeopecypcis,
CRONCUBAHUX KOMNAHIEIO, Y MOMY YUCTT HA eleKMPOoeHepeio, 2as, meepoe naiueo, Hagpmy i napy)

ERP (enterprise resource planning) software — mnranysanns 6iznec-pecypcie (npoepamme
3abe3neueHus, wo 00’€OHYe yCi pecypcu RIONPUEMCMBA, HeOOXIOHI Os 1020 pobomu, GKIIOYAIOYU
NIAHYBAHHS 3AMOB/IeHb, IHAHCU MOW0)

entertainment costs (syn. entertainment expenses, hospitality costs) — npedcmasnuyvki éuoamxu
(no6’szani 3 oghiyinum nputiomom i 00C1Y208Y8AHHIAM NPeOCMABHUKIE IHUUX Op2aHi3ayill)

factory automation - aemomamusayis nionpuemcmea (3amina pyuHoi npayi MAWUHHOIO,
nepeeeoenHs Ha a8MoMAmMu308aHy npayio)

gas and electricity charges — niama 3a 2as i enexkmpoenepeiio

holiday orders — nepeocesmrosi 3amosnenns

increase (syn. rise, growth) in smth — spocmanmns, picm, 36inbwenns; niosuwenns

interest rate — siocomxosa cmaska; cmaeka eidcomka (niama 3a Kpeoum Yy 6i0COMKOBOMY
BUPANCEHHI 00 CyMU Kpeoumy)

labor agreement — mpyodosa yeooa

per unit — (3 pospaxynxy) na oounuyio

postage costs — nowmosi éuoamxu

production costs — cob6isapmicms, eumpamu eupobHuymMEa, 6upoOHUYL eumpamu (OCHOBHUMU
KOMNOHEHMAamMy 8UPOOHUYUX 8UMPAm € NpAMi UmMpamu npayi, mamepianie, HAKIAOHI 6UpPOOHUYI
sumpamu, 6UPOOHUYL BUMPAMU MOACYMb OYMU OCHOB0I0 OJisl BUSHAYEHHSL YIHU NPONO3UYIL)

rate of unemployment — pisens 6e3pobimms (sionowenns 3aeanvhoi uucervhocmi 6e3pobIimHUX 00
YycenbHOCMI eKOHOMIYHO aKMUBHO20 HACeNeHHs (PoOoUoi cunu) Kpainu abo pe2ioHy)

raw materials — cuposuna

retail price index — indexc po3opibnux yin (WoMICAYHUL NOKA3HUK 3MIHU PO3OPIOHUX YIH Ha
CHOHCUBYUOM) PUHKY)

sales campaign (syn: marketing campaign , advertising campaign , promotion campaign) —
Kamnauis 3i 30ymy (pekiamHa Kamnauis 3 opeaHizayii ma cmumyntoeanus 30ymy)

sales conference — napaoa 3i 36ymy (o6206openns pesyromamis npodadxcie i nobyoosa niamie 30ymy)
soft drink — 6ezanxoconvruii naniii

staff reduction — ckopouenns wmamis

staff turnover — naunnicms pobouoi cunu (kaopis, nepconany) (KilbKicmos npayieHUKIS, WO 3ATULUIU
OpeaHizayiio 3 81ACHO20 0AXCaAHHA AOO0 34 PiUeHHAM AOMIHiCmpayii; 36L1bHEHHS Yepe3 CKOPOUeHHs
wmamise y 0aHoMy NOKA3HUKY He 8PAX08)I0MbCs)

supply chain management — kepysanns nocmauanbruxamu (8IOHOWEHHAMU 3 NOCMAYATLHUKAMU,
NOCMABKAMU, TAHYIOHCKOM NOCMABOK) (CYKYIHICMb 3aX0018 3 NIAHYE8AHHS I KOHMPOTIO 3d OIIbHICIIO
VCIX KOMRNAHIU, 3a1y4eHux 00 cucmemu 6UpoOHuUymea i 00CmasKu NpPOOYKYii: NOCMAYATbHUKIG
CUPOBUHU, BUPOOHUKIB, Oucmpub romopie moujo)

telephone charge — niama 3a menegonni pozmosu

travel costs (syn. travel (travelling) expenses) — odopoorcni (siopsioni) eumpamu (sumpamu
pobimuuka nio yac 0inogoi no0opoici)

Verbs
to average — 6 cepeonvomy dopisurosamu (cmanogumu, ckiadamu)

to continue — npoodosoicysamu
to double — noosorwsamu(cs), spocmamu yosiui



to follow — imu crioom, nacrioyeamu, euniueamu

to foresee — nepeobauamu

to imitate — nacaioyeamu, imimysamu, xoniroeamu

to market — 1) npooasamu, peanizysamu, posnoseciooxcysamu, 30ysamii,; 3HAXOOUMU PUHOK 30ymy;
suUCMasIAmu Ha npooaic; 2) 30ilUCHI08amu Mapkemune, nNo3UYyioHy8amu, npocyeamu

1o recover — noxpawgysamucs, 3108 3pocmamu (nicist cnaoy)

to ship — nepesosumu; éionpasismu, mpancnopmyeamu (6anmasic)

Verb phrases

be due to (syn. be the result of, result from) — sidbysamucs 3aeosku; ynacniook, y pezyrbmami,
yepes

be N times one’s (2009, January, last year’s, etc) level — nepesuwumu (ciunesuii, mopiwmniu, 2009
poxy mowo) pisers y N pasie

break into a foreign market — ysipsamucs 0o 3apy6ixcrnozco punxy, 3axonumu wacmumy 3apyoisncHo20
PUHKY

bring/get smb back to the (2009, January, last year’s, etc) level — noseprnymu oo pisus 2009 poxy
(ciunego2o, mopiuHb020 MOw0)

climb back up again — 3no6 nonoezmu eézopy (npo noxaznuxu)

cut into one’s market share — saxonumu uacmuny uueice 0oni punxy

decrease (syn. fall, go down, diminish, reduce, drop) by/to — suusicysamu(cs); cxopouysamu(cs),
3MeHuygamu(cs) Ha/0o

expand around the world — posnosciodaicysamu (Oisinbricms) no scoomy ceimy

give reasons — nosicHo8amu nPUYUHy

go out of business — npununumu disinbricms, AiK6IOY8aAMU NIONPUEMCTNEO

go over the numbers — spo6umu cmucauii 0ensio nokasHuxie

have a slow start — mamu cnouamxy nesucoki noxazHuxu

increase (syn. go up, grow, rise) by/to — spocmamu; 36ineuysamu(cs); niosuwysamu(cs) na/oo
jump by/to — niockaxysamu, pizko niosuwysamucs na/oo

keep smth secret — mpumamu y maemnuyi

level off — supisnioeamucs

meet demand — 3adosonbHsmu nonum

owe to — oymu sunHum, 3a60peysamu

promote smth with — npocysamu, cmeoposamu pexiamy (moeapy abo opeanizayii 01 moeo, woo
30IIbWUMU NPOOAdNCT AOO CRPpUAMU NONYISIPHOCHII)

put on sale at 5 cents a glass — sucmasumu na npooasic 3a yinoro 5 yenmis 3a CKAAHKY

result in (syn. lead to) — npussooumu 0o uococw, 6ymu npuuunoio, cnpuyuHsmMU, SUKIUKAMU

save oNn — 3aowjadxicysamu Ha YOMYChb

search for — wyxamu, pozuyxysamu

sign the agreement — nionucysamu y2o0y

stay at (syn. remain steady/stable at) — sanuwamucs nesminnum (cmabinonum) na sKOMYco pieHi
take off — szimamu, weuoxo spocmamu (npo yinu, npodasici)

waste on — oapemHo sumpauamu (2powti, enepeiio) ; Mapuysamu (uac)

Adjectives, adverbs

complimentary (syn. free) — 6esxowmosnuii

distinctive — iominnuii, xapaxmepnuil

dramatic — piskuii, icmomnuii, cymmesuil, 3Haunuil (npo 3Minu)
dramatically — icmommno, cymmeso, pizxko

sharp — pizxui

sharply — pizko



slight — reexuit, nesenuxuii, nesnaunuii

slightly — zzeexa, mpoxu

stable — nesminnuil, nocmitinuil, cmabinoHuil

steadily — neyxunvno, nocmiiino

steady — nesminnuil, nocmitinuil, HeyXuIbHULL

top selling — watinonyaspriwuii (maxuil, wo 3aimae nioupyroui nosuyii 3a 06 ’emamu NPOOANCi6 Ha
PUHKY ceped KOHKYpeHmis)

PRACTISE YOUR VOCABULARY

Exercise 1. Fill in the missing letters.

1. ¢__pon,de_t, d p,de re se, d_strib_tor, e rnings, e_port, gr_ph, gr_ _th, incr_a_e, infl_t on,
inst_Il_tion, j_mp, m_It_national, no_elties, o_erh_ads, prod_ctiv_ty, qu_rter, rec_very, sp_lI,
exp_ndi_ure, w_oles_ler

2. ¢_ns_mer sp_nding, c_st sa_ing, dire_t m_ _ling, distr_bu_ion co_ts, en_rg_ c_sts, ente_pri_e
res_ur_e plan_ing, ent_rt_inment exp_n_es, hosp_tal ty costs, fa tory a_tomat _on, ga_ and
el_ctri_ity char_es, hol_day o_ders, int_r st r_te, lab_r agr_ _ment, p_r un_t, post_ge costs,
pr_du_tion costs, rat_ of un_mplo_ment, r w m_teri_ls, r_tail pri_e inde_, s_les ¢_mpai_n,
sa_es conf_ren_e, so_t dr_nk, st ff red_ _tion, sta f t rno_er, s_pply ch_in mana_em_nt,
tele_ _one ch_rge, tra_el e_pen_es

av_r_ge, contin_ _,d mini_h,d__ble, f_Il_w, for_se ,im_t te, ma_ket, re_over,r_du_e, sh_p

4. ¢_mpl_ment_ry, d stin_tive, dr_mati_a ly, sh_rp, sl_g_tly, st ble, st ad_ly, tops_ _ling

w

Exercise 2. Match the words in column A with their Ukrainian equivalents in column B.

1. | complimentary a) | 3apo6iToK, 10Xia, MPUOYTOK
2. | overheads b) | mepenbauaTu

3. | average C) | BiAMiHHUIA, XapaKTepHHIA

4. | wholesaler d) | 3HauHe maiHHSA

5. | rise sharply e) | mpoaoBxyBaTu

6. | waste on f) | kBapTan, 4BepTH POKY

7. | double g) | BimOyBaTHCs 3aBASKH; YHACIIIOK
8. |oweto h) | mepeBo3uTH; TpaHCIOPTYBATH
9. | recovery 1) | omToBHil ToproBeln

10. | remain steady J) | Tpoxu 3pocraTu

11. | foresee K) | pi3ko migBuIyBaTHCS

12. | graph I) | GeskomroBHMIA

13. | distinctive m) | 3aJMIIaTUCs HE3MIHHUM

14. | ship n) | B cepeaHbOMY JOPIBHIOBATH
15. | earnings 0) | HaKJIaJHI BUTPATH

16. | grow slightly p) | Oyt BUHHUM, 3a00pryBaTH
17. | quarter q) | BIAHOBJICHHS, TO’KBABJICHHS
18. | be due to r) | momBoroBaTH(Cs)

19. | dramatic fall S) | rpadik

20. | continue t) | mapeMHO BUTpayaTH

Exercise 3. Match the words in column A with the words in column B making up your active
word combinations.

| 1. | consumer | a) | mailing




2. | cost b) | rate

3. | direct C) | automation
4. | distribution d) | secret

5. | enterprise resource e) | turnover

6. | entertainment f) | orders

7. | factory g) | campaign

8. | give h) | spending

9. | holiday i) | index

10. | interest J) | expenses
11. | internet-based k) | costs

12. | keep I) | management
13. | labor m) | drink

14. | 14. meet n) | planning

15. | 15. raw 0) | phone system
16. | 16. retail price p) | saving

17. | 17. sales r) | agreement
18. | 18. soft s) | demand

19. | 19. staff t) | materials
20. | 20. supply chain u) | reasons

Exercise 4. Match the words in column A with their synonyms in column B.

1. | spending a) | hospitality costs

2. | decrease b) | marketing campaign
3. | entertainment expenses c) | remain stable at

4. | increase d) | expenditure

5. | sales campaign e) | lead to

6. | travel costs f) | fall, drop

7. | be due to g) | free

8. | resultin h) | go up, grow, rise

9. | stayat i) | result from

10. | complimentary j) | travelling expenses

Exercise 5. Match the definitions with the suitable words from your active vocabulary.

1. A voucher entitling the holder to a discount for a particular product ¢

2. An agent who supplies goods to stores and other businesses that sell to consumers
d

3. Sales of goods or services to other countries, or the revenue from such sales e

4. A company operating in several countries m

5. A period of three months regarded as one fourth of a year, used esp. in reference to financial
transactions such as the payment of bills or a company's earnings q

6. A distributor that sells goods in large quantities, usually to other distributors

w
The basic material from which a product is made r m
A nonalcoholic drink, esp. one that is carbonated s d

Advertise or promote something, or offer for sale m
O Give publicity to a product, organization, or venture so as to increase sales or public awareness

Y
11. Try to find something by looking or otherwise seeking carefully and thoroughly s
12. Use or expend carelessly, extravagantly, or to no purpose w




Exercise 6. Match the definitions with the necessary words from your active vocabulary.

13. Given or supplied free of charge ¢

14. Good and services bought by households in the satisfaction of their needs and wants
C S

15. Software system for identifying and planning the resource needs of an enterprise, including
product planning, materials and parts purchasing, inventory control, distribution and logistics,

as well as planning for finance and human resources e

r

P

u r

money i

16. Percentage of total workforce who are unemployed and are looking for a paid job

17. A general increase in prices in an economy and consequent fall in the purchasing value of

1. | Cost or expense incurred in moving goods from the point | a) | earnings
of production to the point of consumption
2. | Money owed by one person or organization to another b) | retail price index
3. | A diagram showing the relation between variable | c) | rent
quantities, typically of two variables, each measured along
one of a pair of axes at right angles
4. | Money obtained in return for labor or services d) | To ship
5. | A measure of the output of an organization or economy per | e) | To save
unit of input (labour, raw materials, capital, etc.)
6. | A regular payment for the use of property or land, or a sum | f) | graph
paid for the hire of equipment
7. | The amount charged for a loan, usually expressed as a | g) | labor agreement
percentage of the sum borrowed
8. | An index of the prices of goods and services in retail shops | h) | distribution costs
purchased by average households
9. | Become aware of something beforehand; predict i) | take off
10. | Transport goods on a ship or by some other means j) | direct mailing
11. | Have an obligation to pay or repay something, esp. money | k) | To foresee
in return for something received, or be under a moral
obligation to give someone gratitude, respect, etc.
12. | Avoid the need to use up or spend (money, time, or other | ) | debt
resources)
13. | Become successful or popular (of an enterprise) m) | dip
14. | Direct marketing method in which carefully targeted | n) | interest rate
prospects (chosen on the basis of age, income, location,
profession, buying pattern, etc.) are presented with custom
tailored offers for goods or services via ordinary mail or
email
15. | Small and temporary drop in a price 0) | Toowe
16. | Written, legally enforceable contract for a specified period | p) | productivity
(usually one year), between the management of an
organization and its employees represented by an
independent trade union




Exercise 7. Give Ukrainian equivalents of the following words and word combinations.

a) coupon, debt, decrease, dip, drop, earnings, expenditure, export, fall, graph, growth,
increase, inflation, installation, jump, level, move, multinational, novelties, overheads,
productivity, quarter, recovery, rent, rise, spell, spending, wholesaler;

b) as a result, biggest competitor, consumer spending, cost saving, direct mailing, distribution
costs, energy costs, ERP (enterprise resource planning) software, entertainment costs,
factory automation, gas and electricity charges, holiday orders, hospitality costs, interest
rate, internet-based phone system, labor agreement, per unit, postage costs, production
costs, rate of unemployment, raw materials, retail price index, sales campaign, sales
conference, soft drink, staff reduction, staff turnover, supply chain management, telephone
charge, travel costs, year over year comparison;

C) average, continue, decrease, diminish, double, drop, fall, follow, foresee, go down, go up,
grow, imitate, increase, jump, market, recover, reduce, rise, ship

d) be due to, be N times one’s (2009, January, last year’s, etc) level, break into a foreign
market, bring smb back to the (2009, January, last year’s, etc) level, climb back up again,
cut into one’s market share, expand around the world, give reasons, go out of business, go
over the numbers, have a slow start, keep smth secret, lead to, level off, make money from,
meet demand, owe to, promote smth with, put on sale at 5 cents a glass, remain steady,
result from, result in, save on, search for, sign the agreement, stay at, take off, waste on

e) complimentary, distinctive, dramatic/dramatically, sharp/sharply, slight/slightly, stable,
steadily/steady, top selling

Exercise 8. Give English equivalents of the following words and word combinations.

a)

b)

d)

BIJTHOBJIEHHS, 3pocTaHHs (3), KOpPOTKUH NPOMIKOK 4acy, 1H(IALIA, piBeHb, APIOHI JemieBl
TOBAapH, €KCHOPT, HAaKJIaJHI BUTpPaTH, OpPEHIHA IUIaTa, NPOAYKTUBHICTh Mpali, pi3Ke
NIJBUIICHHS, KBapTaa, 3a00proBaHicTh, TIpadik, ONTOBUH TOProBellb, YCTAHOBIIEHHS,
3apo0iTOK, 3HMKEHHS (3);

CUpPOBHHA, IJIaTa 3a ra3 1 eJeKTPOEHEPrilo, CHOKHWBUl BUTPATH, CKOPOUYEHHS IITATIB, MpsiMa
(momToBa) po3cmiKa, BUTpAaTH OOIry, TpyJdoBa Yroja, IUIaHyBaHHS Oi3HEC-pecypciB, 1HJIEKC
pO3ApiOHUX IiH, MPEACTaBHUIIbKI BUTPATH, KaMIaHis 31 30yTy, aBTOMaTHU3alis MiAnpueMCTBa,
IUIMHHICTh poO0YOi CHUJIH, B1JICOTKOBA CTaBKa, (3 pO3paxyHKY) Ha OJMHUIIIO, TOIITOBI BUTPATH,
BUpPOOHMYI BHUTpATH, YHACHIJOK, piBeHb O0e3poOITTsA, Hapajga 31 30yTy, TNEpeacBITKOBI
3aMOBJIEHHS, 0€3aIKOr0JbHUN Hamii, 3HWKEHHsI CO01BapTOCTI, KEpyBaHHS MOCTaYaJIbHUKAMHU,
€HEeproBUTPATH, IJIaTa 3a TeJIe(POHHI PO3MOBH, JOPOXKHI (BILAPSAIHI) BUTPATH,

IPO/IOBXKYBaTH, IMITYBaTH, BUCTABIISATH Ha MPOJAXK, 3MEHIIyBaTUCs (6), pi3KO MiJIBUIILYBaTHCH,
nepenbavyaTd, B CEpeIHbOMY  JIOPIBHIOBATH,  IOJBOIOBaTH(Cs),  MOKpallyBaTHCA,
TPaHCHOPTYBATH (BaHTax), 3pocTatH (4);

yBIpBaTHCS 0 3apyOlKHOTO PUHKY, moBepHYTH 10 piBHA 2009 poKy, 3HOB MOIMOB3TH Bropy
(Mpo TOKa3HUKHU), MPU3BOJUTH A0 YOTOCh (2), 3aJI0BOJILHATU TMOMHUT, TPUMATH Y TAEMHHIII,
3aXONMUTH YACTHHY 4YHEICh A0l PHUHKY, 3aJUIIATHCS HE3MIHHUM (3), pO3MOBCIOIKYBATH
(IiSUTBHICTB) 110 BCHOMY CBITY, MOSICHIOBATH IPUYHHY, 320I1aKyBaTH HA YOMYCh, B1JIOYBaTHCS
YHACHIOK (2), MPUTIUHUTU JISIIBHICTD, 3pOOWTH CTUCIWN OTJISA] TOKA3HHKIB, MEPEBUIIUTH
(ciuneBuid, TopimHii, 2009 poky) piBeHb y N pa3iB, BHpiBHIOBAaTHCS, 3a00pryBaT, IPOCYBaTH,
BUCTABHUTH Ha MPOAAXK 32 IIHOIO 5 IEHTIB 3a CKITHKY, PO3IITYKYBAaTH, MiAMKACYBATH YTOAY, MaTH
CHOYaTKy HEBUCOKI MOKAa3HUKH, 3TITAaTH (IIPO LiHHU, IPOJAXi), TapeMHO BUTpaYaTH,
ICTOTHUI/ICTOTHO, PI3KUI/PI3KO, XapaKTepHUU, HEBEIUKHUI/TPOXHU, TMOCTIMHHI/TOCTIIHO,
0€3KOIITOBHUHN, HANTOMYJISIPHIIINA.



Exercise 9. a) We can spend money and we can save it. But we can do a lot of other things with
money too. Find 14 more verbs we can use with the word money in the square. You can read
some from left to right, some from top to bottom and some diagonally.

b) Complete the sentences with a word from the list below.

\borrowed made gave invest owed saved spent  wasting

1. In 1990 the group £4m from investments in overseas companies.

2. The accountants advised us to repay 15% of what we to the banks.

3. The shareholders criticized the board for SO much money on unnecessary
trips abroad.

4. The company £5,000 to a local school to set up a computer department.

5. My stockbroker suggested | should in a South East Asia Unit Trust.

6. The government over £3.5m on a research and development project.

7. The government £6.5 billion from the IMF for a construction project.

8. We £323,500 in administrative costs by reducing the number of office  staff.

Exercise 10. Complete the puzzle and find the key word in 9 down.

9

Across

1. The rate of shows how fast prices are rising. (9)

2. spending increases when the public has more money. (8)

3. He paid all his and now he has no money left. (5)

4. The figures show how many people are out of work. (12)
5. Goods, which are sold abroad, are classified as (7)

6. There's a fixed of £30 a week for electricity. (6)




7. We pay the staff their on Fridays. (5)

8. Does the price include and packing? (7)
Down
9. Banks charge their customers on the money they borrow. (8)

Exercise 11. A Choose the correct words in italics to complete this report.
SALES ANALYSIS

Sales began the year at 30,000 units in January and increased slight / slightly * to 32,000 units in
February. There was a sharp / sharply ? rise to / by * 38,000 in March due / led * to the introduction of
a new price discounting scheme. This was followed by a slight/slightly > fall in April when sales
dropped to 36,000 units.

Our competitors launched a rival product in the spring and this resulted in / from ® a dramatic /
dramatically ” fall to 25,000 in May. But we ran a summer advertising campaign and sales increased
steady / steadily® to/by® 2,000 units a month throughout June, July and August until they stood in / at *°
33,000 in September.

The dramatic/dramatically ** rise to 45,000 in October resulted in / from *? the launch of our new
autumn range. But then we experienced problems meeting demand and sales fell sharp / sharply =
November and remained steady/steadily ** at/by *> 39,000 in December.

B Use the information in the report to complete this graph.
50,000

45,000

40,000

35,000

30,000

25,000

20,000
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Exercise 12. Fill in the gaps in the extract using the words from the box below and name the
famous brand.

doubled expand  sale imitate distinctive  promoted  top selling
complimentary  soft drink take off secret  novelties inventor searched for
This world-famous * was first made at the end of the 19™ century. However
its 2 didn’t see the fabulous success of his creation: although he put it on
3 only at 5 cents a glass, sales didn’t * and he sold all his
shares The new owner of the brand ° new marketing methods. He
the drlnk with different souvenirs and and distributed
thousands of coupons for a ® glass. This led to a huge increase in the

popularity of the drink and a dramatic rise in sales. Numerous competitors tried to



’ its taste so the company kept the drink’s formula *° and

developed a ! bottle shape. The number of bottling plants grew steadily and
after World War 1l the company started to *2 around the world. As a result, over
the next 20 years the number of countries with bottling plants nearly ** . Nowadays it
is the world’s ** soft drink and its popularity is still growing.

Exercise 13. Translate into English.

1. Leit rpadik AeMOHCTPYE AOXOAM 3 MPOAAXKIB HAIIOI KOMIIaHii 32 OcTaHHiH pik. Bcim nobpe BuaHo?
JloOpe, M03BOJIBTE MEHI 3pOOMTH U1 Bac CTUCIWN OTJISAJ IIMX MOKA3HMKIB. SIk O6aunTe, MU Majau He
Iy’)Ke BUCOKI PE3YJIbTaTH Ha MOYaTKy MUHYJIOTO poky. [Ipomaxi He “3meTinu”. Y cidHi i JIOTOMY BOHH
3ayIMImanncs He3MiHHUMU Ha piBHI 6.000 ommHuis. HaBecHi Mu mpoBenw Hapamay 3i 30yTy, 1100
OOTOBOPHUTH PE3yNbTaTH MPOAAXKIB, 1 PO3MOYAIM HOBY KaMmMmaHiio 3i 30yTy. Toro pasy Mu Brepiie
3aCTOCYBaJIM METOJ HPsAMOi MOINTOBOT PO3CHIIKU JIJIsi OIPOCYBAHHS HAIIOTO TOBApY, LIO BUSBUIOCA
nocuTh eeKTUBHUM. KpiM TOTO, MU pO3MOBCIOKYBAIM KYIIOHH, SIKI HaJIaBaIyM MPaBO HA JOJATKOBY
OE3KOIITOBHY OJIMHUIIIO TOBApY. Y Pe3ylbTaTi MU OTpUMaNH HeBenuke 3poctanHs 10 7.000 oguHuib
y OepesHi, a y kBiTHI nponaxi 3pociu mie Ha 1.000 oguawme i gocsrm 8.000. UepBHeBe mamiHHS
TpanuIOCs Yepe3 HAIIOro HaiOUIbIIOro KOHKYpeHTa. BOHUM BUIYCTHIIM HOBHIl POIYKT, SIKUH 3aXOMNHUB
YacTUHY Hammoi noxi puHKy. Lle npusBesno 1o piskoro magiHas nponaxis A0 5.000 ogquHHUI Yy TpaBHi,
a y 4epBHi BoHH Iuie Tpoxu 3Hu3uaKcs Ha 1.000. ¥V BiAmoBias My 30UIbIININ 3HUKKHA ONTOBUKAM, IO
JaJI0 HaM MOXUIMBICTH IMIMKACATH HOBi yroaw. J[o TOro » M 3HU3WIM po3npiOHy miny. ITpomaxi
3HOBY MOMOB3JIM Bropy i noBepuynucs a0 5.000 onuuune y aumnHi, a notiMm 10 6.000 y cepmnni. [Ticns
I[OTO BUIHOBJICHHS BiI0yJIOCS CYTTEBE MiBUIICHHS BoceHH. [Ipomaxi minckounau 3 10.000 oguHMIb
y BepecHi a0 13.000 onuHuUIe y >KOBTHI, 0 OYJIO BHKJIMKAHO MEPEACBATKOBUMH 3aMOBJICHHSIMH.
BoueBuap 1eil kBapran cTaB Ul Hac HaWyCHIIIHIIIMM y TOMY poui. Y JHMcTonaal Hpoaaxi
3aMeHmmancs Ha 6.000 onuMHUIB 1 3ajJUINanycs HE3MIHHMMM Ha IIbOMY DIBHI 10 KIHISI POKy. Y
CcepeaHLOMY 3a PIK MPOJaXi CTaHOBMIIHM Onn3pko 8.000 ogMHUIL, 110 Y MIBTOPA Pa3y MEPEBUIIYE HAII
piBeHb 2009 poky.

2. Mu — Benuka OaraToHallioHaIbHA KOMOaHis 3 ToBapoobirom 6ins $700 miun Ha pik. Mu yBipBanucs
10 3apyOikHOro puHky 10 pokiB ToMy, 1 3 TOTO Yacy PO3MOBCIOJKYEMO HAITy AisUIbHICT IO BCHOMY
cBiTy. Hamr 006’eM ekcnopTy HEYXWIbHO 3pocTae. MU HIKOJIM HE 3a0MIa/DKYEMO Ha CHPOBHHI 1
CHIBIPALIOEMO JIMIIE 3 HAJIWHUMHU TOCTAa4albHUKAMU 1 JUCTpUO’roTepaMu, 100 3aJ0BOJTBHUTU
nonut. Munynuit pik OyB Jy’e BaXKUM JUIsl HAIIOi KOMITaHli Yepe3 3arajbHi eKOHOMIYHI TPYAHOIIl y
CBITI, IKUX MU HE MOIIM IepeadaynTu. Pi3ke 3pocTaHHsS iHQIIAIIT Ta piBHA 0e3pOO0ITTS IPU3BEIO JIO
CYTTEBOTO 3HIDKCHHSI CHOKMBYMX BHUAATKIB, a OTXKe 1 Hammx npuOytkiB. J[o Toro 3k, 3pocia
BIJICOTKOBA CTaBKa, YHACIIOK YOTO 3pOciia Haila 3a00proBaHicTe nepes 0ankoMm. Kpim Toro, oauH 3
HaIlUX MMapTHEPIB IPUIUHUB JISUIBHICTD, 10 BUKIMKAIO 3HaYHE 301IBIICHHS BUTPAT 00iry. 3a Takux
00CTaBMH KOMIIaHis MOBHHHA Oyia CyTT€BO CKOPOTUTH BUAATKH. MU BCTaHOBWJIM HOBE HPOTpPaMHE
3a0e3neyeHHs JUis TJIaHyBaHHs Oi3Hec-pecypciB 1 MPOBETM CKOPOYEHHS IITaTy 1 aBTOMaTHU3allilo
nignpueMcTB. [le 703BONMMIO HAM MIABUIIMTH OPOAYKTUBHICTH BUPOOHUIITBA 1 CKOPOTUTH HAKIAJHI 1
BHPOOHWYI BUTPATH. 3apa3 HaIll MPOAAXI JEHI0 BHUPIBHAJIWUCA 1 MH OYIKYEMO Ha TOJAJIbIIe
BiJIHOBJICHHS HACTYITHOTO POKY.

SPEECH PRACTICE

Task 1. Read the reports on the sales results of different divisions of Sony and match each one to
the correct graph.

1. Music Group sales went up slightly in 1991, then fell slightly in 1992 and 1993. But best-selling
record releases by Michael Jackson, Billy Joel, Mariah Carey, Pearl Jam and many other artists led to a
recovery in 1994.



2. There was a sharp increase in Audio Equipment sales in 1991 and another increase in 1992. But
European market conditions were difficult in 1993 and 1994 and as a result, sales fell.

3. Other sales increased steadily between 1990 and 1994 as a result of the strong performance of
semiconductors, telephones and CD-ROM drives.

4. There was a dramatic rise in Pictures Group sales in 1991 and sales continued to increase in 1992
and 1993. But the strong yen resulted in a fall in 1994. In fact, hit films such as Sleepless in Seattle and
Philadelphia resulted in a rise in sales on a local currency basis in the US where we achieved a 19%
market share.

5. Video Equipment sales rose sharply in 1991 but then fell in 1992 and 1993. The decline in the
camcorder market led to a further sharp drop in 1994.

6. Television sales went up in 1991 and continued to rise steadily until 1994 when they dropped
slightly. This was in spite of the fact that sales of computer displays and wide-screen TVs were strong.
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Task 2. A Write the descriptions in the box on the appropriate lines 1-6.

considerably more than 50%  around 50%  a little over 50%  exactly 50%
almost 50% a little under 50% much less than 50% about 50%

precisely 50% slightly more than 50%

40% 1

48% 2 and
48% -52% 3 and
50% 4 and
52% 5 and
60% 6

Some words can express a personal view. Match the words in italics with the meanings.



1 as many as 200 units were sold a 190 sold. I'm disappointed.

2 only 200 units were sold b 190 sold. I'm pleased.

3 nearly 200 units were sold ¢ 200 sold. I'm disappointed.

4 barely 200 units were sold d 200 sold. I'm pleased.

B Numbers can be written as symbols (10) or words (ten). Match the rules with the examples.
1. Use symbols for dates, large amounts a) About two hundred employees

2. Use words for ordinals (first, second) b) There are three main recommendations
3. Use words for two numbers in succession [c) $100,000 will be paid on 28 August

4. Use words at the beginning of a sentence |d) We will need twenty four-person teams
5. Use words for estimates e) Twelve countries took part in the talks
6. Use words for numbers below ten f) This is our third annual report

Task 3. A Work with a partner. Put the parts of the presentation into the correct order. The
first one has been done for you.

The previous month sales had reached a peak at £290m. They now dropped by $40m.
Sales had been constant for a month when they soared from $230m by $60m to reach $290m, a
new record for the company.

[ ] Sales increased again, by the same amount they had risen the preceding month, which brought
them up to $250m.

1 | Sales had finished the previous year at $220m. They started the new year with a rise of $30m

over the first month.
[ ] Sales had remained above the $200m mark since the beginning of the year, but they now
dropped by $70m to reach £ 190m, the lowest point for the year.
Sales had reached $250m. They now fell by $20m.
In spite of a $ 10m drop in the last month we finished $20m up on the same month in the
previous year.
[ ] The most difficult period had now finished and in the following month recovery began. Sales
increased by $30m to reach £220m.
[ ] sales stabilised at $250m, the level they had reached the previous month.
[ ] Sales had decreased to $230m in the preceding month and they levelled off at that figure in the
last month of the quarter.
Sales had reached their worst level for the year and they bottomed out at £ 190m for a month.
Sales had been steady for a month at £250m. They now increased slightly, picking up by $ 10m
to reach $260m.

B Complete the graph using the information from section A.
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INFORMATION FILES

FILE 1

Use this information to answer your partner’s questions.

Name: Ram Charan

Age: 65

Home country: India

Headquarters: He doesn't have an office or own a house. He lives and works in airports and
hotels. His assistants Fedex clean clothes to him.

Travel: Flies 250,000 miles each week

Education: MBA, doctorate

Job: Consultant. Writes books about management. Meets with CEOs and senior

managers and helps them solve business problems.

How he gets work: By word of mouth
FILE 2

Dictate these telephone numbers to your partner.
560-7218 010-852-3181-0987
212-726-6300 010-81-3-5332-9008
1-908-555-3421  00-66-6634-511-984

FILE 3

Dictate these messages to your partner.

e Call Gwen ma.yor

eiie f o Send a quotatio

p-m- (S73-9280) £, 3000 pieces
e E-mail the plans ne. 2 I

o Bt Motor Company

rob.keifer@turnar

ound.org

FILE 4

Call a foreign supplier and ask them to:
e supply you with 40 personal digital assistants.
e quote you a price CIF.
e deliver in one month.



e give you a two-year guarantee.

e give you a 20% discount.
e give you 60 days to pay.

FILE 5

Call 1: Call your partner and ask him/her to end you an up-to-date copy of their company's price list.
Don't forget to give your name and address.

Call 2: Your partner calls you with a request. Say yes and write down the details.

FILE 6

You are the manager of a shipping company. A customer phones to make inquiries. Use this
information to answer their questions.

The dimensions of your trailers are:

length—12 m width—2 m height—2.5m

Their capacity is 60 m

The maximum load is 23,500 kg.

You charge $4,500 to transport a full trailer-load to Seattle. It takes three to four days.

FILE 7

Kicknstick

Sitting at your desk all day can be bad for your health. Why not use these soccer balls to get some
exercise at the office? The balls are very soft, so they're suitable for indoor use. Just be careful not to
knock the CEQ's favorite coffee cup over. The balls come with a goal you can shoot at instead. It's a
PVC sheet with Velcro squares, designed to hang on the wall. Take your penalty shot and if your ball
sticks, you score the number points above the square. It's perfect for sales team competitions.

« 2balls

* 1.5x1.2m PVC goal (wall fixings included)

+ Instruction leaflet

+ $39.99

FILE 8

Pino
Take Pino to work with you and you'll always have a friend in your office. And
Pino will be popular with your visitors too, because he's an intelligent robot. Pino




has sensors on his head, hands, and nose, designed to collect information. So if you talk to Pino, he
develops.
Age 1—Pino displays basic emotions, sings songs, and talks with other Pinos.
Age 2—Pino displays a full range of emotions, walks, plays games, and responds to sound and light.
Age 3—Pino develops a personality (friendly, shy or naughty).

« Dimensions: 365mm (h) x 182mm (w) x 112mm (d)

» Requires 4xAA batteries (not included).

« Suitable for Ages 8+

« $49.99

FILEO9

Ant aquarium

Some people have an aquarium for fish in the office, but here's an aquarium for ants. Just put it on your
desk, add about 15 ants, and replace the lid. The blue gel is home and food for the ants. They will
create a network of tunnels, and you can watch them working through the walls of the container. It's
very relaxing and it's easy to maintain. Most ants live for about 6 months, and it's no problem when
they die. Their colleagues carry their dead bodies to the top of the gel for you, so you can throw them
away easily.

Aquarium dimensions: 14 x 16.5x 3 cm

Ants are not supplied but if you can't find your own, you can order them for an extra $8 (including
postage). Price: $39.99

FILE 10

Sumo suit

Being a Japanese sumo wrestler usually takes years of training and
eating and training and eating and training and eating. But now you
can experience the excitement of being a sumo wrestler in just
minutes.
Wear this sumo suit to your next office party and impress your
colleagues. The suit is easy to put on and take off and quick to blow
up. Place a fan in a pocket in the back, press a button and the suit
inflates in seconds.

* Requires 4 AA batteries

* Comes with a hat and a fan

* One size fits all (unless you are already a sumo wrestler)

FILE 11

Use these notes to answer your partner's questions.
Technology Milestones

1844 Samuel Morse sends the first telegraph message.

1874 Remington starts making typewriters.
1936 The BBC begins a regular television broadcasting service.



1962 Telstar transmits the first TV pictures from Europe to the U.S. through space.
1964 Sharp launches the first electric calculator.

1970 Douglas Englebart invents the computer mouse.

1972 Hewlett Packard introduces the first handheld electronic calculator.

1979 The Sony Walkman hits the market.

1981 IBM launches its first PC.

1984 Motorola starts selling an 800-gram cell phone.

1999 RIM launches the first BlackBerry.
2004 Apple launches the iPod mini (and sells them faster than it can make them).

FILE 12

Try to remember what Flora said. Write in the words.

Roger  Hello.

Flora

Roger Hello, Flora. How are you?

Flora

Roger Fine. What can | do for you, Flora?
Flora

Roger Oh, no. How many did we send?
Flora

Roger | don't know how that happened, but we'll send the other twenty right away.
Flora

Roger No problem. They're on the way. Is there anything else you need?
Flora

(T 34) Now listen again and check your answers.
FILE 13

Here is your schedule for next week. Your partner calls you.

9 MONDAY 2:00 p.m.
Bernice Jardine
Space Utilization Services

10 TUESDAY 10:00 a.m.-6:00 p.m.
Industrial Lubricants
Trade Fair
The Javits Center

11 WEDNESDAY Fly to Chicago
7:55 a.m. UA 453
(return 6:25 p.m. UA246)

12 THURSDAY 1:00 Lunch
Melvin Schwartz
Wolensky's Steak House

13 FRIDAY 2:00 p.m. Pollution
c control meeting

14 SATURDAY 7:50 p.m. Giselle




John F. Kennedy Center

15 SUNDAY

FILE 14

1. You are Angelo Buti. Write another e-mail to Janet. (One person in the group should write
and the others should dictate and check spellings.) Use these notes.

You need to change your plans. You're now arriving on June 15th (Delta Air Lines flight 149—arrives
JFK 3:40 pm.) Your wife and two children are coming, too, for a family vacation. You want to change
the meeting with Data Link to June 16th, so you can fly down to Orlando (Disney World) on the 17th.

You want to take your family to a Broadway show on the evening of the 16th. Can Janet suggest one
and get you tickets? (Your kids are 8 and 11.)

2 You will receive a message from the other group. Write a reply.
FILE 15

You are expecting a visitor from one of your subsidiaries for three days next week. The visitor
wants to meet the people on this list. You contacted them to find out when they are free.

John—Free any day before noon.

Indira—~Free all day Tuesday, and Wednesday afternoon

Delphine—Free anytime on Monday or Wednesday. Away all day Tuesday.
Simon—Away all day Monday. Free any time on Tuesday or Wednesday.
Liz—Free 1-3 p.m. Tuesday, and all day Wednesday.

The visitor phones you. Help to arrange their schedule.

Write in the times.

The visitor calls you again with a problem. Help them to change the schedule. Make a note of the
changes.

21 MONDAY 9-10a.m.
10-11a.m.

11 a.m. — noon
noon—1p.m.
1-2pm.
2—-3p.m.
3—4pm.
4-5p.m.

22 TUESDAY 9—-10a.m.
10-11a.m.
11 a.m. — noon
noon — 1 p.m.
1-2pm.
2—3p.m.
3—4p.m.
4—-5p.m.

23 WEDNESDAY 9-10a.m.
10-11a.m.
11 a.m. — noon




noon — 1 p.m.

1-2pm.

2—-3p.m.

3—4p.m.

4-5p.m.

FILE 16

1. Listen to your partner's description of a company's sales over a period of twelve months and
complete the graph below.

2. The graph below shows the energy costs of a company over a period of twelve months.
Describe it to your partner.

i

FILE 17

You are a stockbroker. A client calls to find out how their stock has performed this week. Here is
your client’s portfolio and some of this morning's newspaper headlines. Tell them today’s prices
and give them advice about what stock to buy more of and what stock to sell.

1. Listen to your partner's description of a company's sales over a period of twelve months and
complete the graph below.

Holding (no. |Last week's |Today's

of shares) price price
Nitro Chemicals 500 $1.86 $2.00
American Prudence Bank {500 $2.46 $3.01
Webb Communications 1,000 $1.67 $1.67
Sharp Sportswear 1,500 $4.27 $4.31



Nationwide Computers 2,000 $1.74 $1.54
Pharmedico Drugs 2,500 $4.66 $4.23

When you have finished, turn to File 18 for next week’s stock prices.

i,
B MGG

EXPLOSION AT || !
NITRO FACTORY | |

FILE 18
Next week's stock prices

Nitro Chemicals $0.75
American Prudence Bank $2.76
Webb Communications  $1.77
Sharp Sportswear $4.35
Nationwide Computers  $1.74
Pharmedico Drugs $4.83



1 MEETING PEOPLE

T2

A Carlos Velazquez, let me
introduce you to Peter Brien.
Peter, this is Mr Carlos
Velazquez of Telefonica
Moviles, in Argentina.

B Pleasure to meet you.

C Good to meet you, too.
A Peter works for our New
York branch. He's
responsible for international
accounts.

T3

B Sven! Welcome to L.A.
Great to see you again.

A Great to see you, too.
How are you doing?

B Just fine. Do you know
my colleague, Jim Olsen?
A Sure | do. How are you,
Jim?

C Good, thanks. How was
your trip?

A Not bad.

C Good. Let's go upstairs
and get some coffee.

T4

A Hey, Bob.

B Hi, Liz. Do you know Jin-
ha? Jin-ha, this is Liz, a
friend of mine from work.
C Hello.

A Hello. Good to meet you.
C So, Liz, are you an
engineer, too?

A That's right. What about
you?

C No, I'm in supply chain
forecasting.

A Oh, that's interesting. My
brother does that, too.

B Hey, I'm off to the sauna.
See you later.

C Bye, Bob. So, where does
your brother work, Liz?

AUDIO SCRIPT

A Bed, Bath, and Beyond,
the retail store.

2 TELEPHONING

T6

A Galaxy Computer
Supplies.

B Is this Karen Hayes?

A No, but I'll get her. Can |
say who's calling?

B Juan Lopez.

A Sorry?

B Juan, that's J-U-A-N,
Lopez, that's L-O-P-E-Z.

A Thanks. Hold on.

C Hi, Juan. How are you
doing?

B Just fine, Karen. How are
you?

C Good, thanks. How can |
help?

B I'd like to place an order.
C OK, what do you need?
B I'd like six
photoconductor units,
reference number seven six
nine oh five. Do you have
them in stock?

C Sure, we do. Anything
else?

B No, that's all. This is an
urgent order.

C OK. Could you send me
a PO number and we'll send
them right away?

B Yes. | just wanted to
check you have them in
stock first.

C No problem.

B I'll send you an e-mail
with the purchase order
number.

C OK. Take care.

B Thanks, you too.

T7

A You have reached Galaxy
Computer Supplies. If you
know the extension number

of the person you are calling,
please enter it now.
Otherwise, please hold.

D Hello, how can I connect
you?

B Your sales department,
please.

D One moment. The line's
busy. Can | put you on hold
or do you want to leave a
message?

B I'll wait.

D The line's free now. I'll
put you through.

C Lynne Noon.

B s this sales?

C ltis, yes.

B Good morning. I'm
interested in your fire-proof
cabinets. Do you have a sales
office in Denver?

C I'm afraid we don't, but |
can arrange for a visit from
one of our reps.

B No, no. That's not
necessary. Can | just get a
price for twenty BZU
cabinets, CIF Denver?

C Sure. | can e-mail it to
you. Can | have your name?
B Yes, it's Jill Bosen. I'm
with EVP. My e-mail
address is jrosen@evp.com.
Have you got that?

C J-R-O-S-E-N at E-V-P
dot com. Is that right?

B Exactly.

C Can I also take your
phone number?

B Yes, it's three oh three,
four nine three, six six eight
seven.

C Three oh three, four nine
three, six six eight seven?

B That's right.

C OK. Let me work out the
price and I'll e-mail it to you
right away.

B Thanks a lot. Goodbye.

C You're welcome. Goodbye



mailto:jrosen@evp.com

T9

One

A Her name is Kate Hiskett.
B Hiskett?

A Yes. It's spelled H-1-S-K-
E-T-T.

Two

H Where's the exhibition?
G Shizuoka.

H Could you spell that,
please?

G S-H-1-Z-U-0-K-A.

Three

C Their factory is in Gyor.
D Gyor?

C I can't pronounce it very
well. It's spelled G-Y-O-R.
And there are two dots above
the O.

Four

E When you go to Brazil,
you have to try a Caipirinha.
F A what?

E Caipirinha. It's a drink. It's
spelled C-A-I-P-1-R-1-N-H-
A.

Five

J How do you pronounce
his name?

K I'm not sure.

J Spell it, then.

K It's D-H-A-N-I-N, new
word, S-E-R-1-B-U-R-I.

Six

L It'sacityinthe
mountains in Pennsylvania.
M What's it called?

L Wilkes Barre ... Wilkes
Barre.

M Spell it.

L W-I-L-K-E-S, space, B-
A-R-R-E.

T10

Please listen to this message.
This is Anne Parker on
Monday, January 23rd. It's

11 a.m. and I'm heading out
to Chicago, where I'll be in
meetings for the next couple
of days. You can leave a
message after the tone, or if
you need me right away, call
my cell at 610-555-9988 and
I'll get back to you as soon as
| can.

T11

Hi, Anne. This is Terry. I'm
afraid I have a conflict for
our meeting Thursday. So
call me tomorrow and we
can reschedule. Uh, no, not
tomorrow, I'm in Detroit
tomorrow. Try me on
Wednesday, first thing in the
morning, not later than 11,
OK? You can reach me
Wednesday at 212-555-7683.
Sorry about Thursday. Talk
to you soon. Take care, now.

T12

Hi. This is Lorella Lazzari.
I'm a colleague of Mr.
Gardini. I'm calling to
confirm the arrangements for
your visit to Rome. I'll try to
reach you tomorrow, but if
you need to talk to me before
that, it's Lorella Lazzari,
that's L-A-Z-Z-A-R-I, and
I'm at 39-348-151-0023.
Thanks a lot.

T13

A This is the voice mail
system. The person you have
called:

B John Croshy

A at extension

C eight two four one

A is not available. To leave
a message, speak after the
tone.

D Hi, John. It's Rafael. Call
me back as soon as you can.
Thanks!

T14

You may replay your
message, continue recording
it, erase it, speak to an
operator, or transfer out of
voice mail. To replay your
message, press 6. To
continue recording, press 4.
To erase, press 7. To speak
with an operator, press 0. To
transfer out of voice mail,
press the pound key.

3 ORGANIZATIONS

T15

We have revenues of over
thirty-six billion dollars, and
ninety percent of our sales
come from overseas markets.
We have more than eighty
branch offices around the
world and our business is
very diverse. It's also very
dynamic. Currently we're
focusing on businesses
where we can add the most
value. That's financial
services and electronics. We
have eighty-eight thousand
employees worldwide and
nearly a quarter of them
work in research and
development. Product design
IS very important to us. We
research how people use our
products, and we put that
knowledge into design. It's
how we stay ahead of the
competition.

T 16

Our headquarters are in
Geneva but we have offices
in eighteen countries. If
there's a war somewhere, an
earthquake, a tsunami, or an
epidemic, we send medical
help. We don't take sides.
We just provide medical care
and we report what we see.
We have more than twenty-



five hundred volunteers—
doctors, nurses, logistics
experts, engineers—and we
also employ fifteen thousand
local staff. Our volunteers
work with the local staff and
provide training. We're a
humanitarian organization
and we go anywhere people
need us. We have volunteers
working in more than eighty
different countries.

T 17

We have a fifty percent share
of our domestic market and
we have a worldwide
network of over thirteen
hundred dealers. As well as
motorcycles, we sell parts
and accessories, and
financial services like credit
cards and insurance. Our
gross revenues are just over
five billion dollars.

We're making three hundred
and thirty-nine thousand
bikes this year and next year
it will be more. Demand is
increasing. All kinds of
people buy our bikes; blue-
collar and white collar
workers. Doctors and CEOs
buy them. Our average
customer is about forty-nine
years old, and ten percent of
our customers are women.
The female sector of the
market is growing fast.

T 20

One

Is this mike working? Yes?
Great. Good evening,
everyone. Thanks for
coming. I'm Nora Lewis, the
general manager of the
Harbor Community Theater.
Before | begin, can | ask: is
this your first visit to the

Harbor? Please raise your
hand if it is. OK. We have
some new visitors. Welcome.
Let me begin with some
background. We're a four-
hundred seat theater, and
nearly half our audience
comes from New Haven. But
we attract a lot of people
from nearby towns as well.
As you can see, twenty-eight
percent come from
Changford and twelve
percent from Eagleville, so
we don't just service the city
of New Haven, ...

Two

We have twenty-six
employees. Have a look at
this. Our administrators are
responsible for cost control,
cash handling, and payroll.
Our artistic director plans
our program. We have two
marketing people, two
development people—they
find our sponsors. And we
also employ two people in
our education program.

Then we have our operations
team— two production staff,
two box office staff, and we
have six front of house staff.
They deal with the public,
show people to their seats,
sell food and drinks, and so
on.

Now some of these positions
are internships. This year we
have six interns working
with us—young people just
starting their careers ...

Three

Are there any questions so
far? No? Then let's move on
to our education projects. We
work closely with schools
and colleges in the

community. We put on plays
that students are studying
and we send actors into
schools and colleges to give
talks. We organize talks after
performances as well, as part
of our life-long learning
program. This month, we're
running workshops on
theater technology. These are
classes where people can
learn about sound, lighting,
and special-effect
technologies. They run on
weekends and we get all
kinds of people ...

Four

Let's talk about funding.
We're a nonprofit
organization, and our two
main sources of income are
ticket sales and donations.
We also earn a little from
merchandise—selling CDs,
T-shirts, and food and
drinks. That amounts to
seventy thousand dollars.
And then we have rentals.
That's when we rent the
theater to corporate clients
for special events. But we
can't earn enough, so
donations are very important.
We receive gifts from private
individuals, companies, and
the city of New Haven—one
million eight hundred and
fifty thousand dollars this
year. And as a non-profit,
our goal is to break even, so
we can't make a loss and we
can't make a profit. If we
make a profit we have to
spend it right away ...

4 EXCHANGING
INFORMATION

T21
This was designed in World
War 11 by the United States



Department of Agriculture. It
was originally developed to
protect soldiers from insects.
Today's version contains no
CFC gases and is designed to
be environmentally friendly.
A famous user is James
Bond. He uses one to make a
flame thrower in the movie
Live and Let Die.

T22

Originally these were
circular. They were first used
in the early 1960s to identify
railroad cars and keep
efficient records of stock in
warehouses. Then
supermarkets used
rectangular versions for
point-of-purchase inventory
control. Radio frequency
identification tags are
replacing them today. RFID
uses radio waves to identify
items in warehouses and
shops, and can be used in ID
cards.

T 23

These were invented in 1963
by Ermel Freize, a metals
expert, after a family picnic.
It was a very hot day, and
there were cans of cold
drinks around but no can
opener. Ermel was
determined to find a solution
to the problem. And this is it.
It tears a strip of metal from
the can and leaves a hole to
drink from. There was a litter
problem with the original
pull-off type and there were
a lot of complaints, but now
we use a push-in type.

T24

Adults and children may like
to play with them, but they
weren't designed to entertain.
They were created by a

teacher named John
Spilsbury in 1767 "for the
purpose of teaching
geography.” He stuck maps
onto thin pieces of wood and
cut out the shapes of
different countries. It wasn't
possible to make fully
interlocking pieces until a
century later, when power
tools were invented.

T25

The first version, in the
1950s, wasn't infrared. It was
connected to the television
by a wire. So there was a
wire across the user's living
room floor, and it wasn't
very safe. The early models
weren't very popular and
were replaced by ultrasound
models in the early 1970s.
These were fine for humans,
but weren't popular with
dogs and cats. Today we use
infrared versions to change
channels.

T26

I'm looking for ... we call it a
"beamer" in German. It's a
thing to show my
PowerPoint presentation.

And do you have the thing to
control the video player?

It's a big room. Maybe | need
something to make my voice
louder.

And my power cord isn't
long enough. I need
something to make it longer.

Is there anything to put my
papers on when I'm
speaking?

And is there anything to
write on?

Sorry to bother you again,
but I also need something to
write with.

Just one last thing. | can't
plug in my laptop. I need a ...
uh ...

T 29

Good morning, everyone.
Today I'd like to introduce
you to the new product in the
range next season—a new
version of the aerobic
cycle—the ACS.

As you know, the previous
model, the AC4, was very
successful last year. It's
popular with sports centers
and commercial users, but it
doesn't sell well in the
domestic sector of the
market. The AC5, on the
other hand, is designed for
the domestic user.

It's lightweight—only 18
kilograms, and it has wheels,
S0 it's easy to move around.
It's only 52 centimeters wide
and 89 centimeters long, but
it has the same high stability
and robust construction as all
our other aerobic cycles.

It has most of the usual
features, too: modern design,
comfortable padded
handlebar grips, and safety
foot straps. It comes with a
liquid crystal display meter,
to measure speed, distance,
and how many calories
you're burning. It's 122
centimeters high, and the
seat is height adjustable, so
the AC5 works for every
member of the family.

But the special feature of the
ACS5 is that it's collapsible.



When not in use, it folds up
for easy storage. This will be
a strong selling point in the
domestic market. And so will
the low price!

5 REPORTING

T30

A Could you fill me in on
the background?

B Yes; this project has a
long history. The idea was
around back in 2000, when |
joined the company, but we
didn't run a feasibility study
until 2002.

A Were the results positive?
B Yes, very positive, and we
started designing the
prototype at the beginning of
2003. We constructed it that
summer and ran tests in the
fall. We had some technical
problems at that stage.

A Uh-huh. Did you solve
them?

B Yes, but it took a long
time. We didn't finish till
June 2004.

A Mmm. What happened
then?

B We prepared detailed
drawings.

A How long did that take?
B Six months. Then we sent
them to potential customers.
There were lots of things the
customers didn't like. We
began modifying the designs
at the end of 2004. It took
twelve months.

A Why did it take so long?
B We were very short-
staffed, and we had problems
with the computer.

A Hmm. What problems?
B That was the year we lost
a lot of data on Friday the
thirteenth.

A Oh, yes, | remember.

B We were ready to
manufacture in the spring of
2006, but by then there were
a lot of similar products on
the market. The margins
were too small, and we
couldn't make a profit on it.
A So you had to shelve the
project?

B That's right.

T 33

Hello, Roger. It's Flora
Sanchez.

I'm fine, thanks. How are
you doing?

There's a problem with our
order. You

sent the wrong quantity.
Sixty. We asked for eighty.
Can you send them today?
No, that's all. Thanks a lot.

T34

B Hello.

A Hello, Roger. It's Flora
Sanchez.

B Hello, Flora, How are
you?

A I'm fine, thanks. How are
you doing?

B Fine. What can | do for
you, Flora?

A There's a problem with
our order. You sent the
wrong quantity.

B Oh, no. How many did
we send?

A Sixty. We asked for
eighty.

B 1don't know how that
happened, but we'll send the
other twenty right away.

A Can you send them
today?

B No problem. They're on
their way. Is there anything
else you need?

A No, that's all. Thanks a
lot.

6 SOCIALIZING

T35

In the office

A Paolo, It's great to see you
again. Come on in. Can |
take your coat?

B Thanks.

A Have a seat. Did you
have any trouble finding us?
B No, your directions were
excellent.

A How long did it take
you?

B Just about an hour.

A How about some coffee?
B Sure, I'd love some.

A And how is Stephania?
B Oh, she's fine. She sends
her regards, by the way.

A Cream?

B No, black please.

A Here you go.

B Thanks.

T 36

In the car

B What a wonderful view!
A Yeah, the Rocky
Mountains. They are
beautiful. Is this your first
trip to Boulder?

B Yes. I'd love to go hiking.
A I'm going tomorrow. Do
you want to come with me?
B That sounds fantastic. I'd
really enjoy that.

A Great.

B Can | ask you something?
A Yes?

B s there a good golf
course in Boulder?

A | think so, but | don't play
myself.

B Are you interested in
sports?

A No. Not really. What
about you?

B 1 like golf and I go skiing
about once a month in
winter.

A Oh. Where do you go? In

Italy?



B Yes. A small place near
Cervinia. It's in the Alps.

T37

In the restaurant

C The wine list, sir.

A Thank you. Let's see.
What kind of wine do you
like, Paolo?

B | prefer white.

A Do you like it dry?

B Yes, | do.

A Then let's have the
Chablis. It's usually very
good.

B How often do you come
here?

A About once a month.
{to the server) Excuse me.
C Yes,sir?

A We'll have the Chablis,
please. Number sixty-three.
B And I'd like a bottle of
sparkling water too, please.

T 38

A I'll have some chili and a
chicken sandwich, and some
fresh strawberries served
with sugar.

B So that's some chili and a
chicken sandwich, and some
fresh strawberries served
with sugar?

A Uh ... can | change the
fresh strawberries served
with sugar?

B Sure.

A Give me a piece of cherry
pie with some chocolate
syrup.

B So that's some chili and a
chicken sandwich and a
piece of cherry pie with
chocolate syrup? A Yeah!

7 MEETINGS
T 39

A The next item on the
agenda is the new Mexican

sales organization. As you
know, we're going to open
the new sales office in March
and so we need to discuss
recruiting. Basically we have
two alternatives. We can
either take on new Mexican
sales representatives and
train them. Or we can teach
our U.S. sales reps Spanish
and transfer them. Any views
on this, Mark?

B Yes. The important thing
here is product knowledge,
not language. Our U.S. sales
reps already have the product
knowledge, and they
understand how the company
operates. Some of them can
speak a little Spanish. Why
don't we give them Spanish
lessons and transfer them?

A How do you feel about
that proposal, Carlos?

C Ildon'tagree. It takes
years to learn a language. |
think we should employ
Mexican staff, and bring
them to Chicago for
technical training.

B No. It's a waste of time, if
they can't speak English.

C What do you think,
Nancy?

A 1 don't know, how long
does it take to train a new
sales rep, Mark?

B It depends on the rep.
Usually about a year.

A Mmm. That is a problem.
But I think culture is
important here. It's a
Mexican branch so I don't
think we should employ U.S.
nationals. Now | know
you're not going to agree
with me here, Mark, but as |
see it we have no choice ...

T 41
A OK, let's move on to the
next item on the agenda.

This is a proposal to print a
special catalog for our
multimedia products. Let me
hear your thoughts on this.

B It's aterrific idea. Right
now they're all mixed up
with everything else in the
main catalog. Nobody
notices them.

C I agree. But how much is
it going to cost? I'd like to
see some figures.

A OK. So we need to work
out the costs. Could you deal
with that, Juan?

B Sure.

A How soon can you
prepare some figures? By
Friday?

B Yes, OK.

A Excellent. We can discuss
this again next Monday,
then.

T 42

A OK. The next item is the
sales office telephone lines.
This is your proposal,
Makiko. Could you fill us
in?

C Yes. At present the
telephone lines shut down at
six o'clock in the evening.
Customers can't get through
after that. I'd like to keep
them open until ten o'clock.
B Do you want to take on
more sales staff then?

C Yes, just two or three
people at first.

B Are we going to sell
enough to cover the extra
costs?

C I'd like to try and see.

A It's an interesting idea.
Why don't we have a trial
period?

B OK.

A Makiko, can you take care
of it?

C Yes, of course. | just
need to do a mailing to our



customers and we can start
next week.

A Good. Well I think we
should review

this in three months. Does
everyone agree?

B Yes, that's fine.

C Yeah, great.

A All right. Is there any
other business or can we
break for lunch?

8 MAKING
ARRANGEMENTS

T 43

Call One

A Alan Wilson.

P Hello, Alan. Patrick here.
A Hello. Good to hear from
you.

P Do you feel like playing
golf some time next week?
A That's a good idea.

P How about Thursday
morning?

A Yes, that's fine. Is ten
o'clock OK?

P Yeah. See you on
Thursday at ten.

A Fine. Bye.

T 44

Call Two

G Hi, Alan, this is Geeta
Amin.

A Ah, Geeta, are the plans
ready?

G Yes, they are. Would you
like to come and see them
one morning next week?

A Sure.

G Does Friday work for
you?

A Not really. I'm going to
Palm Beach. My flight
leaves at two. Um ... how
about Tuesday?

G Yes, I'm free on Tuesday.
A Good. How does eleven
o'clock look?

G Yes, that's fine.

A Great.

G I'll look forward to seeing
you on Tuesday at eleven
o'clock, then.

A Thank you for calling,
Geeta.

G You're welcome. Bye.

T 45

Call Three

A Alan Wilson.

C Hi, Alan. This is Cristina
Garcia. I'm calling about our
meeting on the sixteenth. I'm
going to have to reschedule
it.

A No problem, Cristina.

C Can we make it for the
eighteenth instead?

A Uh, no, that won't work. |
have a conflict.

C Well the only other time
I'm free is Thursday
morning—uh ... the
nineteenth.

A | have another meeting,
but I can move it. So let's say
ten thirty on Thursday. Does
that work for you?

C Perfect. Thanks for being
so flexible.

A Hey, you're welcome.

C See you Thursday at ten
thirty. Thanks, Alan.

A See you then. Goodbye.

T 49

A Grace Tsal.

B Hi, Grace. This is Paul
Martin.

A Paul! Good to hear from
you. What's up?

B It's the meeting on June
twenty-fifth. | have a
conflict.

A No problem. Do you want
to reschedule?

B Yes, please. Can we make
it the twenty-sixth instead?
A I'm tied up on the twenty-
sixth. How does the twenty-
eighth look?

B Yes, that works for me.
One o'clock?

A One s fine.

B Thank you for being so
flexible.

A You're welcome. See you
on the twenty-eighth. Take
care.

B You, too. Goodbye.

9 DESCRIBING TRENDS

T 50

A This graph shows the
revenues from sales for last
year. Can everyone see it?
Good, uh ... Lester, could
you go over the numbers for
us?

B Sure. Um ... as you can
see, we had a pretty slow
start last year. We sold 6,000
units in January, 6,000 in
February ...

C When did the spring sales
campaign start?

B In March. You can see
that sales rose slightly to
7,000, and then again in
April—up to 8,000 units.

C Why did we have that dip
in June?

B Ah. That was due to
Lodgico.

C Lodgico?

A Our biggest competitor.
B Yeah, Lodgico launched
a new product, and it cut into
our market share. Sales fell
to 5,000 units in May, and
we dropped another thousand
units in June.

C How did we deal with it?
B We increased our
discounts to wholesalers. We
got sales back to 5,000 in
July and then 6,000 units in
August. The dramatic rise
came in the next two months.
Sales jumped from 10,000
units in September to 13,000
in October.



C Was that because of
holiday orders?

B That's right. And when
the holiday orders stopped in
November, sales went down
by 6,000 units. They
remained stable at 7,000
until the end of the year. Any
more questions?

C Yes. What does the year
over year comparison look
like?

B OK. Here's last year's
graph. Basically, there was a
slight improvement in QI of
this year compared to QI of
last year— particularly in
January and February.

10 PROGRESS UPDATES

T 52

A How far along are you
with October's figures? Have
you finished them yet?

B Yes, | have.

A How have we done?

B Not bad. Service calls
have gone up.

A | thought so. We've been
really busy this month.,

B We've gone out on 880
calls. Last month's figure
was 803.

A Did we make our
numbers?

B Well, we've responded to
705 calls within 24 hours.
That's 80%. So yes, we've
just made our numbers.

A Great.

B But last month we did
better.

A Yes but we weren't so
busy last month. What about
the repairs?

B They're not so good.
We're below target.

A How come?

B We took too long. We
only completed 732 repairs
in 24 hours.

A How far off are we?

B 6.8% below.

A It's not our fault though.
We've had trouble getting
parts.

B What do you mean?

A Some of the parts we
ordered from the warehouse
haven't arrived yet.

T 54

A It's five minutes past the
hour and here's Business
Update with Edward Moss.
B Thank you Sandi. Stock
prices fell today as oil prices
reached new highs. At the
end of a day of active
trading, stock markets
worldwide closed sharply
lower, with the Nikkei
dropping over 500 points.
The airline industry has been
worst hit. Lucy Lambert
reports from the International
Air Transport Association in
Geneva. Lucy.

C With high fuel prices and
increased competition, things
are already difficult for the
airlines. Air traffic is up in
China, India, and Russia, but
major airlines still can't make
a profit. Today's rise in oil
prices will lead to more
losses and bankruptcies
around the world.

D Four of the world's
largest food companies today
signed an agreement to
improve the lives of coffee
growers. Nestle, Tchibo,
Sara Lee, and Kraft will pay
more for coffee, if their
suppliers provide better
working conditions for their
workers. Working conditions
have become worse in
Brazil, Vietnam, Columbia,
and other coffee producing

countries, as a result of low
prices. But critics say the
agreement won't help. In the
long term, the only way to
increase coffee prices is to
reduce the supply. And
finally, the German post
office says it's found a way
to protect its delivery
workers from dog attacks.
Deutsche Post has given
79,000 delivery workers
courses in dog psychology.
The result—an 80% decrease
in attacks. In the past, the
company gave its workers
CS gas, but the dogs attacked
before mail carriers could
use it. The training courses
have been much more
successful. Postal workers
learn to read a dog's body
language, move slowly, and
speak in a gentle voice. The
biggest mistake is to run
away. And now it's time for
me to run away, but I'll be
back at five past the hour
with another Business
Update. I'm Ed Moss.

11 PLANNING

T 56

A What will you keep in
here?

B A lot of electronic
stock—high-value items.
A Will there be only one
door?

B Yes, and there won't be
any windows.

A Good.

T 57

A How many people will
work here?

B Two. One to check the
traffic coming in and one to
check the traffic going out.
A How much equipment
will they need?



B Just a telephone line to
the main building.

T58

B All visitors will report
here first.

A Good. There won't be
much space, will there?

B Well, there won't be many
visitors. We'll only need a
desk for the receptionist and
three or four chairs.

T59

B This area will be very
busy. A lot of trucks will
come in and out of here each
day.

A And there are six doors.
Security will be a problem.
B | know.

A You should install closed
circuit television cameras.

T 60

A You shouldn't put those
doors there. They'll open
directly onto the parking lot.
It'll be easy to steal things
from the main storeroom and
drive off.

B | know. People will walk
out the back of the building
and we won't see them.

A You should move the
doors.

B Ican't. It's the fire
regulations.

A What will you do about
security, then?

B We'll install alarms.
They'll go off every time the
doors open.

T61

a

A 1 don't know when I'll get
time to get to the post office.
B Do you want me to mail
them for you?

A Oh, that would be great.
Thanks a lot.

B You're welcome.

b

C It's no good. The battery's
dead.

D Should I give you a push?
C That'd be great. Thank
you.

C
E Oh no!

F Do you want me to get the
door for you?

E Thanks.

F Let me give you a hand.

E No, it's OK. I can handle
it.

d

G How annoying. My hands
are dirty.

H Can | get that for you?

G Please.

e

J Oh, no! And this is my
best suit.

K Oh, let me wipe it off for
you.

J No, it's all right. I'll take
care of it.

f

L Number 25. Well that's it.
I've lost everything.

MCan | buy you a drink?

L No, thanks.

MWell, let me give you a
ride home.

L Thank you. I'd really
appreciate it.

T 63

A So where will our new
office be?

B The Business Park. We
plan to move in the fall.

C Do we have a date yet?

B No. We're going to finalize
it next month.

A What about the building
we're in now? When does the
lease end?

B October 1st. We're not
going to renew it. We hope
to have the new place ready
by the middle of September.
C Will we have more
space?

B No, the new office will
be smaller, much smaller.
We're aiming to save money.
C How will everyone fit in?
B A lot of staff will become
telecommuters. They'll work
from home. And the office
will have hot desks.

A So, nobody's going to
have their own cube any
more?

B That's right. You'll just
plug your computer in at any
desk.

C Is this definite?

B Yes. We expect to sign
the contract this week.

T 64

B We'll be able to save on
rent and reduce our
overhead. And the staff will
love telecommuting.

A A lot of employees work
from home when they can.
No rush hour traffic.

B Exactly.

A But how will we check
that they're working?

B They'll be in daily contact
with their supervisor—by
phone and e-mail.

C And how will we motivate
them?

B They'll have weekly
targets. And they'll come
into the office for monthly
meetings.

C But they'll miss the human
contact.

A They won't like hot desks.
B We'll provide desks for
70% of the staff.



A What about the other
30%?

B They won't need desks.
People are often away on
business trips and annual
vacations.

C But it will be difficult to
find people if they move
from desk to desk.

12 COMPARING
INFORMATION

T 65

A Overall sales are about
the same as last year. The
best seller is ice cream.

B But we've sold less of that
than last year. Why's that?

A The market's changing.
The cheaper multi-packs and
standards are down, but the
premiums are up. It's good
because our margins are
better on the more expensive
brands.

B And look at the figures for
yogurt!

A Yes, and yogurts have
high margins, too.

T 66

A These figures are a little
worrying.

B Why?

A Well, you can't see it here,
but meat and poultry sales
are lower than last year.

B And they account for
almost half of our sales.

A Exactly.

B Do we know why?

A It might be part of a trend
towards healthier eating.
We're selling more
vegetables.

B What about pizzas?

A They're doing very well.
They're our fastest-growing
product line.

T67

B Pasta dishes are the most
popular.

A Yes, they're still our best
sellers.

B This is a fast-growth
market, right?

A Yes. We're offering a
wider range, and consumers
are becoming more
adventurous. About half our
sales are international
recipes, now.

B And curries?

A Yes, spicy dishes like
curries are doing well. But
the market's becoming more
competitive, and some prices
have come down.

B I'd like to see our market
share compared with our
competitors on these lines.
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