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OT ABTOPA

B nocnegHee Bpems 60/bLLI0Oe BHUMaHME Ha (DaKyibTeTax MeHeL K-
MeHTa yeNnfaeTcs NHOCTPaHHbIM A3blkaM. CerofHs LieHHOCTb crnewua-
NNCTOB B 06NaCTV ynpasieHUs BO MHOrOM OnpejenseTcs crnocobHo-
CTb0 CBOOOAHO 06LLATLCA 1 BECTM [1e/10Bble MEPEroBopbI C NpPeLCcTaBn-
TENAMU JPYrnx CTpaH, a Takke uuTaTb CheuuasnbHy nutepaTypy.
Mo3aToMy B y4ebHbIX niaHax akynbTeToB MeHe[>KMeHTa npesycmar-
pUBAeTCA M3y4YeHVe aHTIUACKOro A3biKa B 06bEME M N0 MEeTOAUKaM,
MO3BO/IAOLLMM [OCTUYbL COOTBETCTBYHLLETO YPOBHS.

[aHHoe y4eb6HOe nocobre coOTBETCTBYET TPe60BaHUA MPOrpaMmsl
MO0 WHOCTPAHHBIM f3blKaM A1 HEA3bIKOBbLIX BY30B W NpeAHa3Ha4yeHo
ONA y4yalMxcs CTapluMX KypCOB BY30B, W3y4aloLMX MeHeIKMeHT
N MApPKETVHT, 3KOHOMUKY M BU3HEC MO CneunasibHOCTAM “OKOHOMUKA
1 ynpaeneHune”, “MeHepKMEHT opraHunsaunii”, “Ctparermyeckmin me-
HeXKMeHT”, “MapKeTuHr”, “YnpasneHne 4yenoseyeckKUMM pecypca-
MKn”, “Slornctuka”, “HpopmaumoHHbIe TEXHONOMUKU B yrpaBeHnmn”.

Mocobue, B 4aCTHOCTM, MOXET UCMO/L30BATLCA A1 00yUYeHMs Ha
9KOHOMWYECKMX (PaKy/bTeTax, rge usyyarotcs Takue AUCLUMIINHBI,
KakK “O0LWunii MeHeKMEHT”, “Teopuna opraHn3aumnin” n cneumanbHble
(hYHKLMOHaNbHO-0PUEHTUPOBAHHbIE MPUKNAAHbIE AUCLUNINHBI (Me-
He[p)KepuasibHble Y OpraHn3aLnoHHbIE HAYKN U TEXHONOrUK), No3Bo-
nAoLWwme cTyjeHTam NoayynTb HaBbIKU U YMEHUA 418 paboThl B Ce-
pe CTpaTermyeckoro MeHe>KMeHTa, MapKeTUHra, IOTUCTUKN U YNpaB-
NEeHUs YenoBeYECKUMW pecypcaMm, MH(HOPMALMOHHBIX TEXHOOT WA
ynpasneHus.

Mocobue TakkKe MOXeT OblTb pPeKOMeH4OBaHO 06yyaroLimmcs
B LLKO/IaX MeHeKepoB, 613Heca, B CneLmanm3mpoBaHHbIX Konnemkax,
rae uenb 00y4eHus A3biKy - MPUOOPETEHNE HABLIKOB YCTHOM M NUCh-
MEHHOI peun B chepe 4eN0BOr0 (KOMMEPYECKOro) o6LeHMs, Ha da-
Ky/IbTETax M B UHCTUTYTax MOBbILLIEHNS KBaU(MKaLMK, N1LAM, YXe
BNaJetoLLMM aHTINACKUM A3bIKOM, HO KOTOPbIM HE0BXOAMMO YCOBep-
LLIEHCTBOBATb €ro Mo CneuuaibHOCT MEHEIXKMEHT, a TaKkXe /inuam, ca-
MOCTOSATENbHO M3YyYatoLLMM BONPOCkl 6u3Heca. MoXeT NCnonb30BaTh-
CA NS CAMOCTOATENIbHOI0 U3YYeHUs NNLAaMU, CBA3aHHbLIMU C paboToi
B 06/1aCTV KOMMEPYECKON AesATeNbHOCTH.



OT aBTOpa

Mocobue paccumtaHo Ha 280-320 4acoB ayAMTOPHON paboThl
(B 3aBMCUMOCTM OT YPOBHSA MOATOTOBKW YYalMXCH), U COLEPXMUT He-
afanTVpoBaHHble TEKCTbl, B3ATble W3 COBPEMEHHbLIX aHIINACKMX
N aMepUKaHCKMX UCTOYHMKOB NO JaHHOWM CneumabHOCTU.

YuebHoe nocobre COCTOUT U3 CMEeLYHOLLMX YacTeil:

1. OcHoBHOWV Kypc. B aTom pasgene npefacTaBfieHbl OCHOBHbIE
TUNbI OpraHn3auuii B 6usHece, ynpasneHve Npon3BoACTBOM, CTpaTeru-
YecKoe MfaHMpoBaHWe, paboTa C Kagpamu, ynpaeneHue (hUHaHcamu,
byxrantepckoe feno. JalTcsa CoBeTbl, Kak BECTU [efoBble 6ecefbl Mo
TeneoHy, Kak nucatb N 0POPM/IATL AeN0BbIE MUCbMA, PE3IOME U 3a5B-
NeHuns 4na npuemMa Ha paboTty, NPUBOAATCA OCHOBHble BUAbI 6aHKOB-
CKOM JOKYMeHTaL MK 1 ee 06pasLibl, OCHOBHbIE MOJIOXXEHNA KOHTpaKTa.

2. KpaTkuii noBTOpuTeNbHbIA Kypc rpammatukm (Grammar
Revision Course) gna Tex, KTO MPOAO/MKAET U3YUYeHWe rpammaTuku
aHIIMIACKOr O A3bIKa, C 3aKPenaoWnuMy YNpaxxHeHUSIMUN.

3. TekcTbl agna gononHutenbHoro yteHus (Texts for Additional
Reading) paclumpaT 3HaHUA B 06/1aCTX TEOPMM YNPaBEHMS, MO3HAKO-
MAT C BONpocamy mapkeTuHra B HTepHeTe. MpeAcTaBneHbl, CuTya-
LMK, BO3HMKAIOLLME MPU UCMOSTHEHMN KOHTpaKTa, BONPOChl CO3AaHus
KOMMEPYeCKMX CanToB A1 peKnambl 1 MapKeTuUHra B VIHTepHeTe.

4. MpwunaraeTca CnoBapb COKPaLeHWn U TEPMUHOB, 4acTo WUC-
No/b3yeMbIX B [I€N10BbIX AOKYMEHTaX, TOMIKOBbIV C/I0Bapb COKPaLLeHWi
N TEPMUHOB B VIHTEpHeTe, a TakXKe TOMKOBbIV CNoBapb COKpaLeHui
MEXYyHapOLHbIX TEPMUHOB A1 YCNOBUIA NMEPEBO3KM 1 JOCTaBKM, Npu-
MeHSAEMbIX B KOHTPaKTax.

YuyebHOe Nocobre MMeeT NPaKTUYECKYH HarpaBieHHOCTb. Kpome
HaBblKa MOHUMaHWSA Y YMeHWS NepeBoaUTb CrieluanbHy NNTepaTypy,
COCTaB/ISATb AeN0Bble LOKYMEHTbI, OCHOBHON Lie/blo ABNAETCA pa3Bu-
TVe HaBblKOB YCTHON peun. Marepuan OpUEHTUPOBAH Ha aKTWUBHbIE
N UIHTEHCWBHbIE METObl 06YUYEHNS NHOCTPAHHbLIM A3bIKaM.

GOOD LUCK!



UNIT 1
WHAT IS “MANAGEMENT”?

TEXT 1. TRADITIONAL INTERPRETATION

There are avariety of views about this term. Traditionally, the term
“management” refers to the set of activities, and often to the group of
people, involved in four general functions, including planning, organiz-
ing, leading and coordinating activities. All these four functions are
highly integrated and interrelated.

Another Interpretation

Some writers, teachers and practitioners say that the above view is
rather out-of-date and that management needs to focus more on leader-
ship skills, e.g., establishing vision and goals, communicating the vision
and goals, and guiding others to accomplish them. They also say that
leadership must be more facilitating, participative and empowering in
how visions and goals are established and carried out. Some people say
that this really isn't a change in the management functions but a new
look at certain aspects of management.

Another common view is that “management”is getting things done
through others. Yet another view, quite apart from the traditional
view, asserts that the job of management is to support employee's ef-
forts to be fully productive members of the organizations.

To most employees, the term “management” probably means the
group of people (executives and other managers) who are primarily re-
sponsible for making decisions in the organization. In nonprofit organi-
zations, the term “management” might refer to all or any of the
activities of the board, executive director and/or program directors.

VOCABULARY
practitioner [prak'tijna] MPaKTUK, NpodeccruoHan
facilitating [fb'siliteitip] CTUNb YMpaBfieHUs, OCHOBAHHbIN
Ha CTPEM/IEH!M MOMOYb
participative [pa'tisipativ] CTUNb YMpaBfieHUs, OCHOBAHHbIN
Ha y4acTuu B YeMm-/.
empowering [im'pauarip] [atoWnin BO3MOXHOCTb MM NPaBo

4TO-/1. CAenatb



UNIT 1. What is “Management”?

leadership - PYKOBO[ACTBO

skills - HaBbIKM

vision - BUAeHVe, npescTaBneHue

to assert [a'sa:t] - yTBEPX[aTb, 3aABNATb

employee [,emploi'i:] - paboTHWK, CRyXaLuii

executive [ig'zekjutiv] - afAMUHUCTPATOP, PYKOBOAUTESb

efforts - ycunus

nonprofitorganization [prgonaizeijon] - Hekommepueckas opraHu3aLus

to refer to - MMEeTb OTHOLLIEHWe, OTHOCUTBLCS;
KacatbCs

board - npasfieHne

executive director - [VPEKTOp-pacnopsanTens

program director - PYKOBOAMTE/b MPOrpamMmbl

TEXT 2. WHAT IS A MANAGER?

A number of different terms are often used instead of the term
“manager”, including “director”, “administrator” and “president”.
The term “manager” is used more frequently in profit-making orga-
nizations, while the others are used more widely in government and
non-profit organizations such as universities, hospitals and social
work agencies.

So, whom do we call a “manager”?

In its broad meaning the term “managers”applies to the people who
are responsible for making and carrying out decisions within a certain
system. A personnel manager directly supervises people in an organi-
zation. Financial manager is a person who is responsible for finance.
Sales manager is responsible for selling of goods. A marketing man-
ager is responsible for promotion of products on the market.

Almost everything a manager does involves decision-making.
When a problem exists a manager has to make a decision to solve it. In
decision-making there is always some uncertainty and risk.

Management is a variety of specific activities. Management is
a function ofplanning, organizing, coordinating, directing and control-
ling. Any managerial system, at any managerial level, is characterized
in terms of these general functions.

Managing isa responsible and hard job. There isa lot to be done and
relatively little time to do it. In all types of organizations managerial ef-
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TEXT 2. What is a manager?

ficiency depends on manager's direct personal relationships, hard work
on a variety of activities and preference for active tasks.

The characteristics of management often vary according to na-
tional culture, which can determine how managers are trained, how
they lead people and how they approach their jobs.

The amount of responsibility of any individual in a company de-
pends on the position that he or she occupies in its hierarchy. Man-
agers, for example, are responsible for leading the people directly under
them, who are called subordinates. To do this successfully, they must
use their authority, which is the right to take decisions and give orders.
Managers often delegate authority. This means that employees at
lower levels in the company hierarchy can use their initiative, that is
make decisions without asking their manager.

VOCABULARY
personnel manager [,p9:s9nel] Hava/lbHUK oTAena Kagpos
financial manager (hMHaHCOBLIN MeHeKEP
sales manager 3aBeytoLL A OTAeN0M NPoJaX, 3a-
BeAyHOLLMIA OTAENIOM CObITa
marketing manager MeHeKep N0 MapKeTUHIy
to supervise HabntogaThb (3a4em-n.); Haf3mpaTb;
3aBefoBaTb
profit-making organization KOMMepyeckas opraHusauus
managerial [,wwwns'a3mnal] ynpaseHYecKuin
hierarchy [‘hai9ra:ki] nepapxms
subordinate [sgb'adnit] MO4YNHEHHbIT
authority [3:'09rLL] B/1aCTb, NO/IHOMOYUS
to delegate authority nepefasarb MOHOMOUUA

Assignment. Answer the questions:

1 What is manager’ role in an organization?

2. What concrete activities a production manager (financial man-
ager, personnel manager, marketing manager) is responsible for?

3. What is the difference between sales management and market-
ing management?

4. What means to delegate authority?



| UNIT 1. What is “Management”?
TEXT 3.

There is a classic definition that “Leaders do the right thing and
managers do things right.” A more standard definition is usually some-
thing like “managers work toward the organization’s goals using its re-
sources in an effective and efficient manner.” In a traditional sense,
large organizations may have different levels of managers, including
top managers, middle managers and first-line managers.

Top (or executive) managers are responsible for overseeing the
whole organization and typically engage in more strategic and concep-
tual matters, with less attention to day-to-day detail. Top managers
have middle managers working for them and who are in charge ofa ma-
jor function or department. Middle managers may have first-line man-
agers working for them and who are responsible to manage the
day-to-day activities ofa group of workers.

Note that there are different types of managers across the same levels
in the organization. A project manager is in charge of developing a cer-
tain project, e.g., development of a new building. A functional manager
is in charge ofa major function, such as a department in the organization,
e.g., marketing, sales, engineering, finance, etc. A product manager is in
charge of a product or service. Similarly, a product line manager is in
charge of a group of closely related products. General managers are in
charge of numerous functions within an organization or department.

What Do Managers Do?

There are four major functions of managers: planning, organizing,
leading and coordinating. What managers do is the following:

1) Planning,

including identifying goals, objectives, methods, resources needed
to carry out methods, responsibilities and dates for completion oftasks.
Examples of planning are strategic planning, business planning, project
planning, staffing planning, advertising and promotions planning, etc.

2) Organizingresources

to achieve the goals in an optimum fashion. Examples are organiz-
ing new departments, human resources, office and file systems, re-orga-
nizing businesses, etc.

3) Leading,

including to set direction for the organization, groups and individ-
uals and also influence people to follow that direction. Examples are es-
tablishing strategic direction (vision, values, and goals) and using
methods to pursue that direction.

8



4) Controlling, or coordinating,

TEXT 3. Managers

the organization's systems, processes and structures to reach effec-
tively and efficiently goals and objectives. This includes constant mon-
itoring and adjustment of systems, processes and structures
accordingly. Examples include use of financial controls, policies and
procedures, performance management processes, measures to avoid

risks etc.

top (executive) manager

top management

middle managers
first-line managers
project manager
functional manager
product manager

product line manager

general manager

staffing planning

promotions planning

project planning
financial controls

human resources [ri'so:siz]

to pursue [pa'sju:]
objective

VOCABULARY

BbICLUMIA UCMOMHUTENbHBIA PYKO-
BOAWTENb

BbICLLEE NCNO/HUTE/TbHOE PYKOBOA-
CTBO, BbICLLIasA aaMUHUCTPaUnA

PYKOBOAWTENN CPELHETO 3BEHA
PYKOBOAWTENW HU3LLETO 3BEHA
PyKOBOAMTE/b MPOEKTA
(hYHKLMOHa/bHBIN PYKOBOANTENb

PYKOBOAMTENb, OTBETCTBEHHBbIN 3a
KOHCTPYMPOBaHWe, MPOW3BOACTBO
1 peanu3aumio nsgenus

yNpaBnsoLLnii
npeAMeTHO-NPON3BOACTBEHHOI
cneyumanusamei

reHepabHbIA YNpaBAsloLmMiA; au-
peKTop NpeanpuaTus

nnaHupoBaHue Kagposoro obecre-
YyeHna (YKOMMN/IEKTOBaHWNA Mepco-
Hasom)

MNaHNPOBaHME NPOABMXXEHNA NPO-
LYKTa Ha PbIHOK

MNaHNpPOBaHKe NPOeKTa

(hMHAHCOBblE CpeAcTsa ynpasse-
HUSA

TPYAOBble PECYPCHI
fobueaTbes
Lenb



UNIT 1. What is “Management”?

goal 3aja4a

completion 3aBepLueHune

to oversee Hafg3upaTb, CneguTb, CMOTPETb
(3a uem-n.)

to avoid n3beratb

performance management yrpasfeHue  Mpou3BOAUTENbHO-
CTblO

file system CUCTEMA PerncTpaLmm 1 xpaHeHus

(LOKYMEHTOB) B KakoM-/1. ornpeje-
NEHHOM nopsigke

Assignment. Answer the questions:

1. What are the four major functions of managers?
What is planning? What are the kinds of planning?
What are the examples of organizing the resources?
What is “leading™?

What is the function of “controlling™?

abkowd

TEXT 4. WHAT IS “SUPERVISION”?

There are several interpretations of the term “supervision”, but
typically supervision is the activity carried out by supervisors to
oversee the productivity and progress of employees who report di-
rectly to the supervisors. For example, first-level supervisors su-
pervise entry-level employees. Depending on the size of the
organization, middle-managers supervise first-level supervisors,
chief executives supervise middle-managers, etc. Supervision is
a management activity and supervisors have a management role in
the organization.

What Do Supervisors Do?
Supervision of a group of employees often includes the following
responsibilities:
1 Using basic management skills (decision making, problem solv-
ing, planning and delegation).
2. Organizing their department and teams.
3. Noticing the need for and designing newjob roles inthe group.
4. Hiring new employees.

10



5. Training new employees.

TEXT 4. What is “supervision”?

6. Management of employees performance (setting goals, observ-
ing and giving feedback, performance issues, firing employees,

etc.).

7. Conforming to personnel policies and other internal regula-

tions.

VOCABULARY

supervisor ['sjupgvaizg]

supervision
to supervise

entry-level employees
chief executive
delegation

feedback

responsibility

hiring

training

firing

employee performance management

performance issues

to conform

personnel policies

internal regulations

Assignment. Answer the questions:

cynepsaiizep (Hagsvpatenb, KOH-
Tponep, CMOTPUTESTb)

Ha/a30p, 3aBefoBaHne, KOHTPO/1b

CMOTpeTb, Habnogath (3a YeM-n.);
Haf31paTb; 3aBef0oBaThb

PabOTHUKM HAYa/IbHOTO YPOBHS
UCMONMHNTENBHBIA AUPEKTOP

[lenermpoBaHue, nepegada MosHoO-
MOYUIA

obpaTHas cBs3b
00643aHHOCTb

npvem Ha paboTy
06y4eHne
YBOJ/IbHEHUE C paboThl

PYKOBOACTBO BbINO/HEHMEM paboT,
0043aHHOCTEN, (DYHKUWIA 1 T. N. pa-
60THVKOB

BOMPOCHI NOBbILLEHNA NMPoOn3BOAN-
TENIbHOCTU TpyAa

cornacosarbcs (to/with - cyem-n.);
COOTBETCTBOBAThL (to/with - vemy-n.)
KagpoBas MOAUTWMKA, MNOMMTMKA
B OTHOLLIEHWW KaapoB

BHYTPEHHME NPaBUMa U UHCTPYK-
Uum

1. Why supervision is regarded a management activity?
2. Whom do we call a supervisor?

11



3.

UNIT 1. What is “Management”?

What are the main responsibilities carried out by supervisors?
Describe them.

Assignment. Translate into English:

1

10.

BonbLume opraHmsalmmn MOryT UMeTb MEHE)KEPOB Pa3IMYHOro
YPOBHS, BK/OYas TOM MEHEMXepoB, MEHe)KEPOB CPefHero
3BeHa U MEHe)KePOB HU3LLEro 3BeHa.

Ton MeHe[Xepbl OTBETCTBEHHbI 33 BCHO OpPraHu13aLmio 1 06bIy-
HO YYaCTBYIOT B PeLLEHNM CTPATErMYECKMX N KOHLENTYa/IbHbIX
BOMPOCOB.

Ton MeHemXepbl PYKOBOAAT MeHe[XepamMu CPefHero 3BeHa,
KOTOpPble OTBETCTBEHHbI 33 MaBHYH0 (DYHKLMIO WU OTAEN.
MeHepKepbl CpefiHero 3BeHa PYKOBOAAT MeHemXepamMu HU3-
LLIero 38eHa, OTBETCTBEHHLIMU 3a YMpaB/IEHNE eXeAHEBHbIMU
[ecTBUAMM rpynnbl paboumnx.

MIMeroTca pas3nnyHble TUMbl MEHEIKEPOB Ha OLHUX U Tex Xe
YPOBHAX B OpraHusauuu.

®PYHKUMOHA/bHbI MeHeKep OTBeYaeT 3a rMaBHYH PYHKLUMIO,
HanpuMmep: MapKeTUHT, MPOLAXKMN, PUHAHCHI, U T. A,
leHepasibHble [AMpeKTOpa OTBEYalT 33 MHOrOYUC/EHHbIE
(hyHKUMW B Npefienax opraHu3auum unu oTaena.

MpuMmepbl N1aHNPOBaHWA - CTPATErMyecKoe niaHupoBaHue,
niaHupoBaHne 6u3Heca, NiaHMpPoBaHME NPOeKTa, NNaHMpo-
BaHVe KafpoBoro o6ecrneyeHus, nnaHMpoBaHne pekiaMmmpo-
BaHMA ¥ NPOABWXKEHMNSA TOBAPOB.

YnpaBfeHue - OTBETCTBEHHasA M TpyAHaa paboTa. Bo Bcex Tu-
nax opraHusauuii opraHm3atopckas 3PpQPeKTUBHOCTb 3aBUCUT
OT NPSAMbIX NEPCOHa/IbHbIX OTHOLLEHWIA MeHeKepa.
MeHepKepbl 4acTo fenervpyroT nonHomoumns. [lenermposanve
03HAYaeT, YTo Cry>Kalme Ha 6osiee HU3KUX YPOBHAX B Mepap-
XVW KOMMNaHWW MOTYT UCMO/1b30BaTb CBOK UHULMATUBY U NPU-
HVYMaTb PEeLLUeHus, He crnpatuneas y MeHemkepa.

Assignment. Translate into Russian:

What are Chief Executives?

Usually, this term generally applies to those people or specific posi-
tions in top levels of management, e.g., chiefexecutive officers, chiefop-
erating officers, chief financial officers, vice presidents, general

12



TEXT 5. Strategic Management Thinking

managers of large organizations, etc. In large organizations, executives
often have different forms of compensation or pay, e.g., they receive
portions of the company's stock, etc. Chief executives usually pay
strong attention to strategic plans and organizational performance
measured financially. Many people think of the Chief Executive Offi-
cer (CEO) as heading up large, for-profit corporations. This is not en-
tirely true. The majority of businesses in the United States are small
businesses, whether for-profit or nonprofit. Their top executives could

be also called Chief Executive Officers.

TEXT 5.

To be effective as a leader, you
must develop skills in strategic
thinking. Strategic thinking is
a process whereby you learn how
to make your business vision a re-
ality by developing your abilities
in team work, problem solving,
and critical thinking. It is also
a tool to help you confront
change, plan for and make transi-
tions, and envision new possibili-
ties and opportunities.

Strategic thinking is like making
a movie. Every movie has a con-
text (or story), which it uses to
get you to experience a certain
outcome (an emotion, in this
case) at the end of the movie.
Strategic thinking is much the
same in that it requires you

STRATEGIC MANAGEMENT THINKING

[ns Toro 4TobbI CTaTh NNAEPOM,
Bbl JO/HKHbI BOCNUTATb Y cebs Ha-
BbIKWU CTPaTernyeckoro MbiLle-
Hua. CTpaTerMyeckoe MbiLlse-
HMe - 3TO npouecc, NoCPeAcTBOM
KOTOpPOro Bbl Yy4uTecb BOMJO-
LaTb Balle KOMMepYecKoe Buje-
HVWEe B >XM3Hb, pa3BuBas y cebs
CMOCOBHOCTY K KOMNEKTUBHOM pa-
60Te, peLleHnto Npo6aeM U KpUTK-
YECKOMY MblILieHn0. Ko Bcemy,
3TO elle W MHCTPYMEHT, MOMO-
ratoLmin BaMm NpOTUBOCTOATb W3-
MEHSIOLLMMCA 06CTOATENbCTBAM,
nnaHnMpoBaTb He06XoAMMbIe Npe-
obpa3oBaHus, MpPOBOAMTL  UX
BXXW3Hb, & TaKXXe NpeABUAETb HO-
Bble Hanpas/ieHWs U BO3MOXHO-
CTW.

Crparervyeckoe MblLLUIEHME CPOA-
HU CO3[aHNI0 KUHO(UIbMA. Y Ka-
XO0ro (hmnbmMa MMeeTca cojep-
XaHve (CHOXKeT), C MOMOLLbIO KO-
TOPOro OH NOABOAMWT BAaC B KOHLE
K OrnpefefieHHOMY pesyfbTaTy
(B [AHHOM cnyyae - Bbl UCMbITHI-
BaeTe amouun). CTpaTermyeckoe

13



UNIT 1. What is “Management”?

to envision what you want your
ideal outcome to be for your busi-
ness and then works backwards
by focusing on the story of HOW
you will be able to reach your vi-
sion.

As you develop a strategic vision
for your business, there are five
different criteria that you should
be guided by. They will help you
define your ideal outcome. In ad-
dition, they will help you deter-
mine the steps necessary to make
your business vision a reality.

The following is a list of these five
criteria:

1. Organization. The organiza-
tion of your business involves the
people you will have working for
you, the organizational structure
of your business, and the re-
sources necessary to make it all
work. What will your organiza-
tion look like? What type of
structure will support your vi-
sion? How will you combine peo-
ple, resources, and structure to-
gether to achieve your ideal out-
come?

14

MbILL/IEHWE B BaLLei paboTe 061a-
[aeT BO MHOrOM CXOXMUM Mexa-
HM3MOM, MOCKOJSIbKY TpebyeT oT
BaC BHauyane npeactasutb, UTO
MMEHHO Bbl XOTWUTE MOMYYUTb
B uieane OT Ballen npesnpuHU-
MaTe/IbCKOW [eATeNlbHOCTU, a 3a-
TeM - BEPHYTbCA Ha3af 1 co3haTb
cueHapuii, KAK Bbl cMoXeTe BO-

NNOTUTb CBOW NpefCTaB/eHMs
B XKU3Hb.
PaspabaTbiBasi ~ CTpaTeryyeckoe

MbILLSIEHVE ANS CBOEro npeanpu-
ATUA, Bbl LOMKHbI PYKOBOACTBO-
BaTbCA NATHIO PA3/IMUYHbIMU KpU-
TepuaMU. OHY NMOMOTYT BaM YETKO
06purcoBaTb Balll BOOOpaXKaeMmblii
pesynbTar. Baobasok, OHW Momo-
ryT BaM OMNpefennTb KONNYeCcTBO
aTanoB, HeoOXOAWMMbIX ANA Mpe-
BpaLleHns Ballero KOMMep4ecKo-
ro BUAEHUS B Pea/IbHOCTb.

Hwxe npuBoanTCS  MepeyeHb
3TUX NATU KPUTEPUEB:

1. OpraHusauma. OpraHusaums
Ballero npeagnpusatus - 310
noan, KoTopble OyAyT Ha Bac pa-
60TaTh, OPraHM3aLMoHHas CTPYK-
Typa Balleli KOMMNaHUuM u pecyp-
Cbl, HEOOXOAMMbIE ANA TOro, YTO-
Obl 3aCTaBUTb BCe 3TO XO3AMCTBO
(hyHKUMOHMpOBaTb. Kak 6yaeT
BbIrNALeTb Balla opraHm3aumus?
CTtpykTypa Kakoro Ttuna 6ygert
nojJepXuBaTb Balle BUAeHMWe?
Kakum 06pa3om Bbl 06beanHUTE
BMeCTe JIl0fel, pecypcbl, CTPYK-
TYPY ¥ JOOLETECH XEenaemoro pe-
3ynbTara?



TEXT 5. Strategic Management Thinking

2. Observation. When you are
looking down at the world from
an airplane, you can see much
more than when you are on the
ground. Strategic thinking is
much the same in that it allows
you to see things from “higher
up.” By increasing your powers of
observation, you will begin to be-
come more aware of what moti-
vates people, how to solve prob-
lems more effectively, and how to
distinguish between alternatives.

3. Views. Views are simply differ-
ent ways of thinking about some-
thing. In strategic thinking, there
are four viewpoints to take into
consideration when forming your
business strategy: the environ-
mental view; the marketplace
view; the project view; and the
measurement view. Views can be
used as tools to help you think
about outcomes, identify critical
elements and adjust your actions
to achieve your ideal position.

2. HabnoaeHwme. Koraa Bbl CMOT-
puTe Ha MUP CBEPXY, U3 OKHa ca-
MO/ieTa, Bbl BUAWUTE Tropasgo
6onblLUe, YeM Korfga CTouTe Ha
3emne. CTpatermyeckoe MmbiLune-
HWe - 3TO B 3HAYUTE/IbHOM CcTene-
HW TO Xe camoe. B Tom cmbiche,
4TO OHO NO3BOAET YBMAETb BELLU
“cBepxy”. bnarogaps salunm ro-
BbILLIEHHbIM  Habno4aTenbHbIM
BO3MOXHOCTAM, Bbl  HauyHeTe
Nnydile noHMMaTb MOTUBBI Yesio-
BEUECKOro MnoBefeHuns, CMOXeTe
pewaTb npobnembl 6onee 3ap-
(heKTMBHO W HaxoauTb OTNNYUA
MeXy anbTepHATUBHbIMMW Bapu-
aHTamu.

3. Touku 3peHus. Toukm 3pe-
HMA - 3TO MPOCTO pasnyHble
B3rNA4bl Ha 4T0-1160. B cTpaterun-
YECKOM MbILL/IEHNW CYLLECTBYIOT
YeTblpe TOYKM 3peHus, KOTopble
cnefyet 6paTb B pacyeT npu ¢op-
MVPOBaHUN  NpeAnpUHUMAaTESb-
CKOIA CTpaTernu, a UMeHHO: Touka
3peHns OKpYXXatoLLeid cpelpl; TOY-
Ka 3PEHNs PbIHKA; TOYKa 3PeHus
MPOEKTa U TOYKA 3PEHUS BaXHO-
CTM MOMeHTa. Bbl MoxeTe wuc-
nosib30BaTb UX B KA4YecTBe WMHCT-

PYMEHTOB, MOMOTatoLMX Bam
B Mpouecce AOCTVXKEHUS Len
npeacTaBUTL  BO3MOXHble  pe-

3ynbTaTbl, ONPeaenTb KpuTHYe-
CKIe 3/1eMEHTbI U TLLLaTe/IbHO Bbl-
BEpWTb BCe Baluy [eicTBUA ANs
AOCTVXXKEHUS WAeaNbHOW No3u-
Lum.

15



| UNIT 1. What is “Management”?

4. Driving Forces. What are the
driving forces that will make your
ideal outcome a reality? What is
your company's vision and mis-
sion? Driving forces usually lay
the foundation for what you want
people to focus on in your busi-
ness (i.e., what you will use to mo-
tivate others to perform).

Examples of driving forces might
include: individual and organiza-
tional incentives; empowerment
and alignment; qualitative factors
such as a defined vision, values,
and goals; productive factors like
a mission or function; quantita-
tive factors such as results or ex-
perience; and others such as com-
mitment, coherent action, effec-
tiveness, productivity, and value.

5. Ideal Position. After working
through the first four phases of
the strategic thinking process,
you should be able to define your
ideal position. Your ideal position
outline should include:

16

4. [Oswmxywine cuibl. Kakosbl
[ABWXYLIWe Ccunbl, KOTOpble BO-
NAoOTAT Ball BOOGpaXKaemblil pe-
3y/bTar B peaibHOCTL? Kakoso
BUAEHME 1 3afayva Balleli Komna-
HUN? OO6bIYHO ABWXKYLLME CUNbI
nexxat B OCHOBe TOro, 4Yemy, Ha
Ball B3rnag, paboTHWKKM Ballero
NpesnpuaTUA  OOMKHbI  YAENATb
0c060e BHUMaHWe (MHbIMK CNOBa-
MU, 3TO CPeACTBa, KOTOPbIe Bbl UC-
nosb3yeTe, YTO6LI NOOYANTL ApY-
rMX NOJel XOpoLOo BbIMOJHATb
CBOM (DYHKLUMOHa/bHble 0053aH-
HOCTW).

K paspagy ABMXYLIUX CUM MOX-
HO OTHECTUM WHAMBUAYASIbHbIE
W KOJINEKTUBHbIE CTUMY/IbI, MNpe-
JloCTaBNeHne NOTHOMOUNIA
M pacCcTaHOBKY, KayeCTBEHHble
(cchopmynuMpoBaHHOE BUfEHME,
LLeHHOCTK 1 Lenn), Npon3BOACT-
BEHHble (3afaya WAN Ha3Hauve-
HME) N KONIMYECTBEHHbIE (PaKTO-
pbl (pesynbTatbl UAM ONbIT pa-
60Tbl), a TaKXe npefaHHOCTb
Jeny, CcornacoBaHHble [JeuncT-
BMA, 3DPEKTUBHOCTb, MPOUN3BO-
OVUTENbHOCTL TpyAa W CcTOM-
MOCTb.

5. NgeanbHaa nosvuyms. Mpoii-
Os nepBble 4YeTbipe (asbl Npo-
Liecca cTpaTermyeckoro Mbliuse-
HWS, BaM cneflyeT HayUYnTbCH On-
pefensTb  CBOKW  WAeasbHYHO
nosnumilo. Xapaktepuctuka Ba-
Lel naeanbHOM NO3NLUN AOSXK-
Ha BK/OYaTh:



TEXT 5. Strategic Management Thinking

1) the conditions you have found
to be necessary if your business is
to be productive;

2) the niche in the marketplace
that your business will fill;

3) any opportunities that may
exist either currently or in the fu-
ture for your business;

4) the core competencies or skills
required in your business;

5) the strategies and tactics you
will use to pull it all together.

By working through these five ar-
eas, you will begin to get a clearer
picture of exactly how your busi-
ness vision can be accomplished.
As your vision becomes more fo-
cused, your ideas will appear
stronger and more credible. Not
only will it be easier to convince
others that your idea is a good
one, but it will also be easier to
maintain your own conviction
and motivation when you reach
any obstacles on the road.

1) ycnosus, KOTOpble, Ha Baw
B34, HE0O6X0AMMbI [/ TOrO, YTO-
Obl Bala nNpeanpUHUMaTENbCKas
[eaTeNbHOCTb 6blna APEKTUBHOIM;

2) Ty PbIHOYHYIO HWLY, KOTO-
PYIO 3aMofIHUT Ball BU3HEC;

3) nobble BO3MOXHOCTW ANS Ba-
LUEro NpeanpusaTUs, CyLecTByto-
Wye Ha AaHHbIA MOMEHT U Cno-
COOHbIE BO3HMKHYTb B OyAayLLeM;

4) OCHOBHble 3HaHWA W focTa-
TOYHYIO KBaMUKaLuMo, KOTO-
pble HE06X0AMMbI N5 YCMNELLIHOr0
Be/IEHNS BALLIEro OM3HeCa;

5) cTpaTernyeckue M TaKTUYe-
CKUe HanpaB/ieHUs, KoTopble Mo-
MOTyT 06beauHWTL BaM BCE 3TO
B €[JHOE Liefoe.

TwarenbHO npopaboTaB Bce 3TW
NATb KPUTEPUEB, Bbl FOPa3jo OTYeT-
NviBee yBUAUTE MyTb BO3MOXHOM
peain3aLmy CBOMX KOMMEPYECKUX
3amblIc/ioB. 1o Mepe TOro, Kak Batle
BUZeHVie 6yIeT CTaHOBUTLCA BCe 60-
nee cthoKyCMPOBaHHbIM, BaLLIN UAeu
OyayT BbIrNAAeTh BCe 60siee 3Haun-
TeNbHbIMW U 3aCNY>XKNBAOLLUMM
[oBepus. Bam He TO/bKO CTaHeT
nerye ybexaatb pyrux B TOM, YTO
Balla MAes Xopola, HO u Oyader
nerye noAAepXkMBaTb COBCTBEH-
HYI0 YOEXXIEHHOCTb 1 MOTUBALMIO,
Korja Ha BalleMm NyTW BCTPETATCA
NpensTcTBUSA

Assignment. Write a short essay on:

1 The role of CEO in an organization.
2. The importance of strategic thinking for the success ofbusiness.



UNIT 2

WHAT YOU NEED TO BECOME A SUCCESSFUL
LEADER

TEXT 1.

The most important contribution
that psychology has made to the
field of business over the past
years has been in determining the
key traits of acknowledged lead-
ers. Psychological tests have been
used to determine what charac-
teristics are most commonly
noted among successful leaders.
This list of characteristics can be
used for developmental purposes
to help managers gain insight and
develop their leadership skills.

The increasing rate of change in
the business environment is a ma-
jor factor in this new emphasis on
leadership. Whereas in the past,
managers were expected to main-
tain the status quo in order to
move ahead, new forces in the
marketplace have made it neces-
sary to expand this narrow focus.
The new leaders of tomorrow are
visionaries. They are both learn-
ers and teachers. Not only do they
foresee important changes in soci-
ety, but they also have high

KEY TRAITS OF SUCCESSFUL LEADERS

BakHeiilumin  BKNad, cAenaHHbINA
MCUXOIOrMYECKOI HayKOiA B 0bnac-
TV npeanpuHUMaTensCcTBa B Mo-
CcnefHue rofpl, COCTOAN B BbIsB/e-
HAN K/KOYEBLIX YepT XapakTepa
NPW3HaHHbLIX M4epoB. bbinn npo-
BefeHbl NCUX0N0rMYeckne TecTbl
C Lie/Ibi0 BbISCHUTb, Kakue VMeH-
HO KayecTBa Hambosiee 4acTto
BCTPEYatoTCa Yy YCnewHbIX pyKo-
BoauTenei. lepeyeHb 3TUX Ka-
4eCTB MOXET BbITb B3AT MEHeKe-
pamn Ha BoopykeHue. OH nomo-
XEeT UM pasBUTb  UHTYULMIO
N BbipaboTaTb OpraHM3aToOpCKue
CMOCOBHOCTH.

YacTo MeHsowmecs 06CTonTe Nb-
CTBa, NPU KOTOPbIX OCYLLEeCTBS-
eTcs NpeAnpuUHMMaTeNbCKas fLes-
TeNbHOCTb, - [NlaBHas NpUYMHa
MOBbILLEHHOIO BHUMaHWA K po/u
PYKOBOAWTENel B Halle BpeMs.
Ecnwv B npowunom ans Toro, 4to6bl
(hmpma npougetana, OT PYKOBO-
AcTBa TpeboBaioch NMLLb Noaaep-
XWBaTb CYLLECTBYHOLLNIA NOPALOK
BeLlel (CcTaTyc-KBO), TO CEerogHs
HOBble TEHAEHLMMN Ha PbIHKE ANK-
TyloT 60nee LUMPOKWIA B3rnsg
Ha Bewy. byayuime nuaepsl - 3To



TEXT 1. Key Traits of Successful Leaders

ethical qualities and work to build
integrity in their organizations.

The traits of an effective leader
include the following:

1. Emotional stability. Good
leaders must be able to tolerate
frustration and stress. Overall,
they must be well-adjusted and
have the psychological maturity
to deal with any arising problem.

2. Dominance. Leaders are often
times competitive and decisive
and usually enjoy overcoming ob-
stacles. Overall, they are assertive
in their thinking style as well as
their attitude in dealing with oth-
ers.

3. Enthusiasm. Leaders are usu-
ally seen as active, expressive, and
energetic. They are often very op-
timistic and open to change.
Overall, they are generally quick
and alert and tend to be uninhib-
ited.

4. Conscientiousness. Leaders
are often dominated by a sense of

nposuaubl. OHU O4HOBPEMEHHO
N YY4eHVKK, 1 yuutens. OHK cno-
COOHbI NPeABUAETbL BAXXHbIE N3Me-
HeHWA B 06LLeCTBe, 06/124at0T Bbl-
COKMMMN MOpasibHbIMM KayecTBa-
MU 1 CTaparTcs NPUBUTL CBOUM
opraHusaumsM Ayx YecTHOCTU
1 NOPSLOYHOCTN.

K yepTam, npucyLLMm ycneLuHo-
My PYKOBOAWUTENO OTHOCATCS
cnefytoLLye:

1. YpaBHOBELLEHHOCTb. XO0po-
e  PYKOBOAWUTENN  [O/IKHbI
CMpaBnATbCA C YyBCTBAMM pas-
oyaposaHus U cTpeccamu. B ue-
NIOM OHW JO/DKHBI YMETb XOPOLUO
npucrnocabnmeaTbea U ObITb JOC-
TaTOYHO NCUXOJIONMYECKM 3Pebl-
MK, 4TOObI CrpaBUTLCS C NO6OMN
BO3HMKaIOLLEN Npo6/ieMoN.

2. MpeobnagaHue. Jlngepbl -
B 6O/IbLUIMHCTBE CBOEM 04N pe-
LWMTeNbHbIE, OHWU NOBAT OCTaB-
NSATb COMEPHMKOB NO3aau W rnpe-
ogoneeaTb npenaTcTeusa. B ue-
NOM  OHW MBbICAAT  NO3UTUBHO
M TaK XKe OTHOCATCS K OKpY>ato-

LLWM.

3. OHTy3ma3Mm. Jingepbl 06bI4HO
aKTUBHbI, 3MOLMOH&/bHBI U 3HEP-
TMYHbI. YacTo OHM yepecyyp onTu-
MUCTMYHbI U He BOATCA NepemeH.
B L,enom oHu 6bICTPbI, NPOBOPHBI
N CTPEMATCH K HeorpaHuYeHHOM
cBO6OE.

4. [1o6poCcoOBECTHOCTb. Y nuge-
poB 00bIYHO OYeHb Pa3BUTO

19



UNIT 2. What you need to become a successful leader

duty and tend to be very exacting
in character. They usually have
avery high standard of excellence
and an inward desire to do one's
best. They also have a need for or-
der and tend to be very self-disci-
plined.

5. Social boldness. Leaders tend
to be spontaneous risk-takers.
They are usually socially aggres-
sive and generally thick-skinned.
Nevertheless, they are responsive
to others and have high emotional
stamina.

6. Practicality. Good leaders are
practical, logical, and to-the-
point. They tend to be low in sen-
timental attachments, and com-
fortable with criticism. They are
usually insensitive to hardship
and are very poised.

7. Self-assurance.  Self-confi-
dence and resilience are common
traits among leaders. They tend to
be free of guilt and have little or
no need for approval. They are
generally secure and free from
guilt and are usually unaffected
by prior mistakes or failures.

8. Prudence. Leaders were found
to be controlled and very precise

20

4yBCTBO [0/ra W MOBbILLIEHHAA
TpeboBaTeNbHOCTL K  OKpYXato-
wym. OBbIYHO MX KPUTEPUU CO-
BepLUEeHCTBa O4YeHb BbICOKW, MO-
3TOMY OHW OLLYLLAIOT BHYTPEH-
HIOKO MOTPe6HOCTb fenatb Bce
HaunyywuM o6pasom. OHKM Nio-
6AT MopsAjoK u npuyyvaroT cebs
K CamMOZUCLMMIINHE.

5. O6LecTBeHHasA aKTUBHOCT.
PVCK 3an0>eH y Nuaepos B Kpo-
B. O6bIYHO OHW COLMaNibHO ar-
PECCUBHbI M 3MOLMOHIbHO He-
npobusaemMbl. TeM He MeHee, OHM
OT3bIBUMBbI MO  OTHOLUEHMIO
K PYTMM Y UMEIOT BbICOKYHO 3MO-
LIMOHA/IbHYIO BbILEPXKKY.

6. lNpakTn4yHOCTb. XOpoLuue fn-
Jepbl  MPaKTWYHbI,  NOTUYHBI
N KOHKPETHBI. VIM uyXja CeHTu-
MeHTa/IbHas MPUBA3aHHOCTD,
1 OHWN He 60aTCA KPUTUKU. OBbIY-
HO OHW PaBHOAYLUHbI K TPYyAHO-
CTAM U UMEKT OT/INYHOE CaMo0b-
nafaxve.

7. YBepeHHOCTb B cebe. YBe-
PEHHOCTb B cebe 1 rMbKoCTb - TU-
MUYHble YepTbl KUAepoB. OHM
CTPeMATCA He Ky/bTUBMPOBATb
B cebe YyBCTBO BUHbI U He HYX/a-
HOTCA (UM NOYTU He HYXKAKTCA)
B Ybem-1160 ogobpeHnn. OO6bIy-
HO OHV [lepXXaTcs YBEPEHHO U He
UCNbITbIBAIOT YIPbI3EHNA COBEC-
TW. Kak npaBuio, Ha HUX He OKa-
3bIBAIOT  B/AWAHWUSA  MNPOLU/bIE
OLIMOKM ¥ Heyfauw.

8. lMpefycMOTpUTENBHOCTL (faU1b-
HOBUAHOCTb). Kak BbISCHUNOCh,



TEXT 1. Key Traits of Successful Leaders

in their social interactions. Over-
all, they are very protective of
their integrity and reputation and
consequently tend to be aware of
what happens. They are careful
and abundant in foresight. They
make decisions and come to spe-
cific actions only after consider-
ing everything.

Beyond aforesaid basic traits,
leaders oftoday have to be able to
motivate others and lead them in
new directions. Leaders of the fu-
ture must be able to envision the
future and convince others that
their vision is worth following. To
do this, they must have the fol-
lowing personality traits:

9. High energy. Long hours and
some travel are usually a prerequi-
site for leadership positions, espe-
cially as your company grows. Re-
maining alert and staying focused
are two of the greatest obstacles
you will have to face as a leader.

10. Intuitiveness. Rapid changes
in the world today combined with
information overload result in an
inability to “know” everything.

Nnaepbl  NOABEPXKEHBI  YYXXOMY
B/IMAHUIO U OYeHb LUENeTUNbHbI
B OOLLEHMN C OKpPY>KaroLUMK.
B uenom OHM OuveHb 3aboTATCA
0 CBOEel YecTV W penyTauuu, no-
3TOMy CTpemaTcA Bcerga ObiTb
B Kypce npoucxogsuiero. OHm oc-
TOPOXHbI 1 NPeYyCMOTPUTESbHBI.
OHM NPUHUMAIOT PELLEHNS U Ne-
PEXOAAT K KOHKPETHbIM JeliCTBU-
fIM NAWb MNocfie TOro, Kak BCe
B3BECAT.

MOMUMO BbILLEN3NOXKEHHBIX OC-
HOBHbIX Ka4yeCTB, COBPEMEHHbIE
NNAepbl AOMKHBI Takxke YMeTb
ybexzatb Apyrux nogei v obiTb
CMOCOOHLIMIU MOBECTM KX 3@ CO-
60/ B HOBOM HanpaBieHuun. Jn-
Jepbl LOMKHbI yMeTb NpeABUaeTb
oyayulee 1 yoeanTb Apyrux B TOM,
4TO MX MPOrHO3 3aC/yXXUBAET [0-
Bepusi. Ans 3TOro um cnegyet 06-
nafatb CrefyloWmMmMy - Yeptamu
XapakTepa:

9. BOHeprnyHoctb. HeHopmupo-
BaHHbIA pabounii feHb U YacTble
noe3fKM BXOAAT B 06S3aHHOCTU
PYKOBOAMTENS, OCO6EHHO Korga
KOMnNaHusa paclumpsetcs. Bcerga
ObITb 64MTENbHBIM M COCPEfOTO-
YeHHbIM - BOT fBe camble 60/b-
e TPYAHOCTM, KOTOPbIM Bam
NPUAETCA CTONIKHYTbCA Ha PYKO-
BOASALLEM MOCTY.

10. UHTynuma. CtpemuTenbHble
N3MeHEHUS, NPoUCXosaLLme B Co-
BPEMEHHOM MMpe, B COYETaHUU
C MH(OPMaLMOHHOW Neperpy3Koi

21
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In other words, reasoning and
logic will not get you through all
situations. In fact, more and more
leaders are using their intuition
and trusting it when making deci-
sions.

11. Maturity. To be a good
leader, personal power and recog-
nition must be secondary to the
development of your employees.
In other words, maturity is based
on recognizing that more can be
accomplished by empowering
others than can be by ruling oth-
ers.

12. Team orientation. Business
leaders today put a strong empha-
sis on team work. Instead of pro-
moting an adult/child relation-
ship with their employees, leaders
create an adult/adult relation-
ship, which fosters team cohesive-
ness.

13. Empathy. Being able to “put
yourself in the other person's
shoes” is a key trait of leaders to-
day. Without empathy, you

22

He [OaloT BO3MOXHOCTM “3HaTbh”
pewwnTensHo Bee. pyrumu cno-
Bamu, OAHON TONbKO paccyau-
TENILHOCTU W JIOTUKU  MOXET
OKa3aTbCAd HefoCTaTo4vHO, uUTO-
Obl HaNTU BLIXOA W3 CUTYyaLUWN.
HbiH4Ye BCce 60/bLLEE YMCNO NN-
[lepoB npuberawT K UHTYULUM
M ronarakTca Ha Hee Mpu npu-
HATUWN peLLIeHW.

11. 3penocTtb. Ons TOro, 4To6bLI
CTaTb XOPOLUMM PYKOBOAMTENEM,
cnefyeT noHWMaTb, 4TO Bawa
NNYHaA BNaCTb W BceobLlee npu-
3HaHWe A0MKHbI ObITb HA BTOPOM
MeCTe, a NoBbILLIEHNE KBannpuka-
LMK BaLLero nepcoHana - Ha nep-
BOM. [lpyrvmMu cnosamu, 3pefiocTb
OCHOBaHa Ha MOHMMaHUW TOro,
YTO MOXXHO [J06MTHCS GOMbLLErO,
ecnn 0TKasaTbCA OT 6Ge3pasgenb-
HOro ynpaBneHWs MOAYMHEHHbI-
MW 1 BMECTO 3TOF0 HagenunTb UX
MOTHOMOUUAMM.

12. OpueHTauus Ha KomaHgy.
B HacTosLLee Bpemsi npeanpuHu-
maTtenu npunaralT MHOro ycu-
NNIA K TOMY, 4TOObl KONINEKTUB
paboTan Kak eguHas komaHga. OT-
HOLLUEHUAM C NOAYMHEHHBIMM B CTU-
ne “B3pOCAbli-pebeHOK” Nnaepsbl
NpesnoymTatoT OTHOLLEeHMS “B3pOC-
NbIA-B3POC/BIA”, YTO CTUMYNNPY-
eT CNJI0YEHNE KONIEKTUBA.

13. ConepexunBaHue. YMeHue
“nocTaBnTb Cebs Ha MecTo Apyro-
ro” - 37O rnaBHas 4epTa COBpe-
MEHHbIX nngepos. Ecnn Bbl He



TEXT 1. Key Traits of Successful Leaders

can't build trust. And without
trust, you will never be able to
get the best effort from your em-
ployees.

14. Charisma. People usually
perceive leaders as special people.
Charisma plays a large part in this
perception. Leaders who have
charisma are able to arouse strong
emotions in their employees. Such
leaders motivate employees to
reach toward a future goal by ty-
ing the goal to substantial per-
sonal rewards and values.

Overall, leaders are larger than life in
many ways. Personal traits play a ma-
jor role in determining who will and
who will not be able to lead others.
However, it's important to remember
that people are forever learning and
changing.

Leaders are rarely (if ever) born.
Circumstances and persistence
are major components in the de-
velopmental process ofany leader.
So if your goal is to become
a leader, work on developing

ymeeTe COomMepexuBaTb, Bbl He
cMoXeTe [06UTLCA  B3aMMHOIO
fosepus. A 6e3 0BepUs Bbl HUKO-
roa He [06beTeCh MAKCUMASIbHOW
caMmooTAaun Ha paboTe OT BalLero
nepcoHana.

14. Xapwuama (06asiHue, ymeHue
cTaTb NLEPOM, CHUCKATb Mory-
NAPHOCTL). OKpy>KaroLme 06bly-
HO BOCMPUHMMAIOT NINLEPOB Kak
NIofAel 0CO6eHHbIX. B 3TOM BOC-
NPUATMN BOMbLLYK PONb UrpaeT
Nn4yHoe obasHue (xapu3ma) nu-
fepa. Pykosogutenu, obnagato-
LLMe TaKUM 06asiHUEM, CMOCOGOHbI
BbI3blBaTb Y CBOVIX MOAYMHEHHbIX
CUNbHble aMouun. Takue pyKo-
OAWTENN HaxOLAT HYXXHble MO -
TUBMPOBKM ANS pabOTHUKOB Mpw
AOCTVXKEHMM NOCTaBNEHHbIX Lie-
nel, WCMONb3ys Kak CUCTeMyY
BO3HArpaXkieHuii, Tak 1 anesnsm-
pOBaHWe K rpaXaaHCKoOMy Aonry.

B uenom, nugepsl - nogu ocobo-
ro cknaga. M nuwb nnyHble Kave-
CTBa OMPeLenatT, CMOXET UK He
CMOXET [aHHbI YenoBekK ycneLwu-
HO PYKOBOAMTL Apyrumun. Tem He
MeHee, He cnefyeT 3abbiBath, UTO
NHOAMN B TEHEHME XKMN3HM CNOCO6HbI
06yyaTbCs Y N3MEHSATLCA.

Nngepamn  pefko pokaatoTes.
BnaronpuaTHble 06CTOATENLCTBA
N HacTOM4YMBOCTb - BOT OCHOB-
Hble COCTaB/SOLLNE BOCMUTAHUSA
noboro nugepa. CneposatesbHo,
ecnu Bawa Uuenb - BblOMTbCA
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UNIT 2. What you need to become a successful leader

those areas of your personality Bmgaepsbl, pasBuBaliTe Te CBOM Ka-

that you feel are not up to “leader 4ecTBa, KOTOpbIE, Ha Ball B3rnsf,

standard”. ellle He COOTBETCTBYHOT “CTaHiap-
Ty nugepa’.

Assignment. Give definitions to the following personal traits
ofsuccessful leaders (in written):

Emotional stability. Self-assurance.
Dominance. Prudence.
Enthusiasm. High energy.
Conscientiousness. Intuitiveness.
Social boldness. Maturity.
Practicality. Charisma.

TEXT 2. WHAT IS THE DIFFERENCE BETWEEN LEADERSHIP
AND MANAGEMENT?

Business writers, speakers and consultants have thoroughly ana-
lyzed the difference between leaders and managers. Many ofthese com-
parisons present leaders as more creative and valuable to an
organization than managers. However, thinking about leaders and
managers in such a categorical way doesn't serve us well. There are or-
ganizations with too many leaders that failed from their inability to
manage and implement day-to-day business issues. And there are com-
panies with excellent managers that fail because they did not innovate,
motivate change nor keep their eye on the strategic threats. An organi-
zation needs both management and leadership. Managing is a subset of
leadership. A good leader must both lead and manage well.

So, just what is the difference between leading and managing?
Managers manage things, butleadpeople. They manage financial ra-
tios, inventory, process flow, cash, information systems and leadership
development. At the same time they lead people, their perceptions,
mindset and motivation. Most executives are bright managers and
businessmen. Many are very skilled in managing the administrative
and operational aspects of their businesses.

There are often situations when a manager or supervisor is sud-
denly promoted to a position of directional leadership. The transition
from manager to leader is a difficult one, as is the attempt to train and
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TEXT 2. What is the Difference between Leadership and Management?

develop leaders. Why? Because business community knows little
about leadership and the technology of leading.

What is Leadership?

Basically, leadership is making people to follow you. The impor-
tance of good leadership cannot be overestimated. Leaders understand
what has to happen with things in the company, and tell people what is
needed for the desired results. However, leadership is more than plan-
ning a business strategy so that others followed it.

Sometimes the most skilled leaders ask themselves, “What can | say
or do, in order to make my employees do what | want them to do?” But
people do what their minds and emotions tell them to do, not necessar-
ily what the leader says to do. No leader can motivate others. The em-
ployees have to motivate themselves. In short, the leaders know the
ways to optimize the work of employees and achieve organization's
success.

Since leading is basically a psychological process and skill, leaders
who learn and practice in leadership technology will be much more ef-
fective in their work.

And leadership skills, like management skills, can be learned and
improved. Releasing the energy and motivation of your employees
opens new opportunities and inevitably results in bottom line im-
provements.

Managing Leadership

If leadership can be taught (and it can), it can also be managed.
The most progressive and successful companies are managing lead-
ers and leadership systematically. There are certain principles and
models that help to develop a strong leadership system. Some com-
panies have to manage leadership to get a significant change in their
bottom-line.

Three Leadership Rules to Remember

Rule 1: You must have or develop the skill, and take the time to
find out what is in the employee's mind. A good leader knows and
consistently uses some of the many techniques for learning em-
ployee's needs and assessing how they experience their environ-
ment. Leaders need to create and manage a system of feedback that
keeps them in permanent touch with employee mindset so they lead
professionally.
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UNIT 2. What you need to become a successful leader

Rule 2: To be a powerful leader, you must show your “leader-
ship” to others. Good leaders have the leadership behavior called
for by the situation. They fit the leader role rather than make the

role fit them.

Rule 3: Remember, if people aren't following, you're not leading.
To create an effective leadership, you must develop your leadership
skills so that they are deliberate and professional. Manage your leader-

ship development.

VOCABULARY

to fail

to keep eye on smb., smth.
threat [Oret]
to implement

day-to-day
business issue
subset
financial ratios
inventory

process flow

cash

to achieve

operational aspects

perceptions

bottom-of-the-line (bottom-line)

to call for

feedback
consistently

mind

techniques [tek'ni:ks]
mindset
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noTepneTb Heyfady, He UMETb YC-
nexa, 06aHKpOTUTLCA (0 Prpme)

CNEeAUTL 3a KeM-11., YeM-.
OMacHOCTb, Yrpo3a

OCYLLECTBNATD; obecneunBatb Bbl-
NnonHeHne, NpmMBoAUTbL B UCMOJTHE-
Hue

MOBCE/JHEBHBbII
[enoBoii Bonpoc (Npobnema)
MOAMHOXECTBO
(hPMHAHCOBbIE KOAP(PULNEHTI

MaTepmnanbHO-Npon3BOACTBEHHbIE
3anachbl

TEXHOMIOTMYECKMIA  MapLUpyT; Mo-
CNefioBaTe/IbHOCTb  TEXHONOrNYe-
CKMX onepauuii

Ha/INYHbIE AEHbIU
[061BaTLCS, AOCTUraTh
MpaKTUYecKne acneKTbl
BOCTIPUATUE, NMOHUMaHWe

pe3ynbTat paboTbl, UTOroBas CTPO-
Ka cyeTa NpubbINein n yobITKoB

Tpe6oBaTb

obpaTHas cBs3b
nocneaoBaTesibHO

MHeHWe, B3r/si4bl, HACTPOEHNE
MeTOApbI, Crocobbl

OTHOLLEHME



TEXT 3. How To Motivate Your Employees?

inevitably - HeunsbexHo

motivation - nobyxaeHue, MOTUBaLMSA

deliberate [di'lib(9)rit] - XOpOoLWoO 064yMaHHbI

to fit - NoAxoAuTb, ObITb  MNOAXOASALLMM
ana  (4ero-n.), COOTBETCTBOBATb
(yemy-n.)

to experience [iks'piamns] - UCMbITbIBATb, YYBCTBOBATb

Assignment. Answer the questions:

What do managers manage?

Must all managers be also good leaders?

Must a good leader both lead and manage well?

What personal traits are necessary to be a good leader?

What helps the leaders to lead professionally?

What do good leaders have to do to create an effective leader-
ship?

OO~ WN R

Assignment. Translate into English:

1. OpraHu3auuy HyXJatTca U B YNpaBieHnu, 1 B IMLEPCTBE.

2. MHOrve pyKoBoAUTENIM OYeHb KBaIM(ULMPOBaHbI B yrpas/ie-
HUW afMUHUCTPATUBHBIMW W NPAKTUYECKMMW acrneKkTamu CBO-
MX OpraHun3aLmii.

3. Xopowwuit nuaep LO/MKEH KaK BECTU 3a COOOW, Tak M XOPOLLO

ynpasnaThb.

BaXXHOCTb InfiepcTBa He MOXET ObIThb MepeoLieHeHa.

NunpgepctBo - 3T0 60/bLUE YEM M1AHUMPOBaHNE [1e/I0BOV CTpaTe-

rMn 1 MOTUBaLUA COTPYHMKOB.

6. Jlngepbl, KOTOPbIE M3Y4atOT 1 OCYLLECTB/IAIOT Ha NPaKTUKe Tex-
Honoruu nvgepcTea, OyoyT HaMHOro 6osiee 3PQPEKTUBHBI
B CBOEN paboTe.

o~

TEXT 3. HOW TO MOTIVATE YOUR EMPLOYEES?

Successful managers know how to motivate their employees. Al-
though everyone is motivated by different needs, most people will tell
you that two of the most important things they look for in a company
are mutual respect and personal involvement. When workers feel good
about themselves, the work they do, and the company they work for, it
is much easier to gain their cooperation.

27



UNIT 2. What you need to become a successful leader

To manage successfully and improve the performance of employees:

Involve employees in decision-making process. Give employees
a share in decision-making. If not deciding what is to be done, then how
it is to be done, or when or in what way and by whom.

Keep employees informed. Keep employees informed about
changes that can directly affect them such as business policy changes,
procedure or rule changes, product information changes, and perfor-
mance standard changes.

Be aware of the morale level of your employees. Be sensitive to
changes in morale. Know when and why it goes up or down.

Maintain an open-door policy. Be approachable, available, and in-
terested, not distant.

Develop a caring attitude. Agood manager trains, develops, coun-
sels, guides, and supports employees.

Be sure to listen. Always listen to and try to understand what em-
ployees are communicating.

Always treat your employees with respect. Be thoughtful and
considerate of the person you are dealing with.

Ask for suggestions. Be sure to invite suggestions and new ideas
from employees concerning work. Be willing to put good ideas into ef-
fect by making changes.

Give “constructive” criticism. An effective manager gives con-
structive criticism and never makes personal attacks.

Recognize your employees. Give appropriate praise and recogni-
tion for ajob well done.

Outline job responsibilities. Make certain employees know ex-
actly what is expected of them and how their performance will be eval-
uated.

Maintain high standards. By involving employees in establishing
high standards of performance, you will build their pride and self-confi-
dence.

VOCABULARY
mutual respect B3aMMHOE YBaXKeHMe
personal involvement NINYHOE yyacTune (B YeM-N.)
motivate MOTMBMPOBATb, MOBYXAaTb, Mpu-
HYXaTb
procedure 1) npouenypa; 2) MeToAMKa NpoBe-

[eHVs (aQMUHWCTPATUBHON paboTsl)
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performance

business policy

approachable (available)
caring attitude

to involve

to train

to develop

to counsel

to guide

to communicate

personal attacks
to put into effect

thoughtful
considerate

to recognize

to outline

job responsibilities
to make certain

business community
performance standard

morale [mo'ra:l]
self-confidence

Assignment. Write a short essay on:

TEXT 3. How To Motivate Your Employees?

1)  BbIMOMHEHWE,  WCMOJHEHUE;
2) NpoW3BOAWTENBHOCTL WAW WH-
TEHCMBHOCTb Tpya

[ienoBas NonuTuKa; hopmMynmpoB-
Ka Lueneii hupmbl 1 BbIGOP CpeacTs
AN NX SOCTUXKEHMA

[OCTYMHBIA

BHMMATENbHOE OTHOLLEHNE
BOBNEKaTb

obyuaTb

pa3BuBaTb

COBETOBATb, PEKOMEHA0BATb
HanpaBNsATb, yNPaBNsTb, PyKOBOAUTb

roBOpWUTb,  COOOW@ATL  KOMY-l.
0 YeM-/1., 06LwaTbCs

HanagKw, peskas KpUTuka

OCyulecTBnATb, npmeBoAnNTb B UC-
MNOHEHME, NPOBOAUTDL B XXN3Hb

3a60T/VIBbINA, YyTKWIA, BHUMATE/bHbINA

BHUMATE/bHbIA K ApyruMm; fenu-
KaTHbIA, TAKTUYHbI

LIeHWTb, NPU3HaBaThb (YbM-J1. 3acy-
rv); oTaaeaTb JO/MKHOe (KOMY-11.)

06pUCOBaTb, HAMETUTL B OBLLMX Yep-
Tax

[OMKHOCTHbIE 0653aHHOCTH
y6eauTbCA B YeM-/1.
[ienoBble Kpyru

YPOBEHb MHTEHCUBHOCTW WAW 3()-
(heKTMBHOCTM TPYZQ; HOpMa Npous-
BOAMTENBHOCTY, HOPMa BbIPaBGOTKM

MOpaJ/IbHOE COCTOsHYE; GOEBOVA flyX
YBEPEHHOCTb B cebe

1 The difference between leadership and management.
2. What to do to manage successfully and improve the perfor-

mance of employees.



UNIT 3
FORMS OF BUSINESS ORGANIZATION

TEXT 1. SOLE PROPRIETORSHIP

There are three principal forms of business organization:
1 the Sole Proprietorship,

2. the Partnership,and

3. the Corporation.

The simplest form of business organization is the sole proprietor-
ship, which is owned by one person. Many small businesses start out as
sole proprietorships. The owner has relatively unlimited control over
the business and keeps all the profits. These firms are usually owned by
one person who has day-to-day responsibility for running the business.
Sole proprietors own all the assets ofthe business and the profits gener-
ated by it. They also have complete responsibility for any of its liabili-
ties or debts. In case of breach of contract the business property and
personal assets of the owner may be taken to pay judgments for dam-
ages awarded by courts.

Sole proprietorships are the most numerous form of business orga-
nization. No charter and permit are needed and there are no particular
legal requirements for organizing or conducting a sole proprietorship.
When started, many sole proprietorships are conducted out of the
owner's home, garage, or van and inventory may be limited and may of-
ten be purchased on credit.

Advantages of a Sole Proprietorship

1 Easiest and least expensive form of ownership to organize.

2. Sole proprietors are in complete control of business, and within

the law, may make any decisions.

3. Sole proprietors receive all income from the business to keep or

reinvest.

4. Profits from the business flow-through directly to the owner's

personal tax return.

5. The business is easy to dissolve, if desired.

Disadvantages of a Sole Proprietorship

1 Sole proprietors have unlimited liability and are legally respon-
sible for all debts against the business. Their business and personal as-
sets are at risk.
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TEXT 1. Sole proprietorship

2. Sole proprietors may be at a disadvantage in raising funds and
are often limited to using funds from personal savings.

3. Sole proprietors may have a hard time attracting high-caliber
employees, or those that are motivated by the opportunity to own
a part of the business.

Main Features of a Sole Proprietorship:

(+) Easy to organize

(+) Owner has complete control

(+) Owner receives all income

(-) Owner has unlimited liability

(-) Benefits are not business deductions

VOCABULARY

feature

sole proprietorship [pra'praiatafip]
owner ['auna]

unlimited liability [lai9'biliti]
income

benefit

deductions

proprietor [pra‘praiata]
profit

advantage

disadvantage

to run a business

within the law
assets [sets]

liabilities [ laiabilitiz]
debt [det]

breach of contract
to start out

legal requirements
inventory [in'ventari]

0COGEHHOCTb

eAVHONNYHOE BNafeHne 61U3HeCOM
BnafieneLl; COGCTBEHHMK, XO35IUH
HeorpaHW4eHHasi OTBETCTBEHHOCTb
[10X0A, [0X0/bl

BbIF04a, MPUObIb

OTYNCNEHUS

XO038WH, BNagenew, npeanpuatms
npuobINb, 1OX0S,

MPENMYLLECTBO

Hey[06cTBO

BECTW [eNo, YNpasnsTh Npeanpu-
ATUEM

B paMKaXx 3aKOHa

cpeacTsa, hoHAbI, aByapbl, UMYyLLE-
CTBO

JOMTY, AEHEXHbIE 06513aTeNbCTBA
zonr
HapyLLEHVe KOHTpPaKTa

HaYMHaTb NPOQECCMOHANBHYIO fest-
TENIbHOCTh

3aKOHHbIE OrpaHMn4yeHnA

MaTepunanbHO-Npon3BOACTBEHHbIE
3arnacbl
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UNIT 3. Forms of Business organization

charter [tfa:t9] [OKYMEHT, paspeluatolmidi co3ga-
HMe KoMNaHuw

permit ['pamit] paspeLueHme

to raise funds npuenekaTs (QOoHAbLI, MO6WUIN30-
BaTb CpeAcTBa

employee [,empb'i:] cnyxXawuid; paboTatoLLmin no Haimy

personal tax return NNYHas Hanorosas Aeknapaums

Assignment. Answer the questions:

1 What are the three principal forms of business organization?

2. What is a sole proprietorship?

3. What are the advantages and disadvantages of sole proprietor-
ship?

TEXT 2.

In a Partnership, two or more people share ownership of a single
business. Like proprietorships, the law does not distinguish between
the business and its owners. The Partners should have a legal agree-
ment that sets forth how decisions will be made, profits will be shared,
disputes will be resolved, how future partners will be admitted to the
partnership, how partners can be bought out, or what steps will be
taken to dissolve the partnership when needed.

Many partnerships split up at crisis times. They also must decide up
front how much time and capital each will contribute, etc.

Advantages of a Partnership

1 Partnerships are relatively easy to establish; however partners

should develop the partnership agreement.

2. With more than one owner, the ability to raise funds may be in-

creased.

3. The profits from the business flow directly through to the part-

ners' personal tax returns.

4. Prospective employees may be attracted to the business ifgiven

the incentive to become a partner.

5. The business usually will benefit from partners who have com-

plementary work skills.

Disadvantages of a Partnership

1 Partners arejointly and individually liable for the actions ofthe

other partners.
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TEXT 2. Partnership

2. Profits must be shared with others.

3. Since decisions are shared, disagreements can occur.

4. The partnership may have a limited life; it may end upon the

withdrawal or death of a partner.

There exist different types of Partnerships:

1. General Partnership

Partners divide responsibility for management and liability, as well
as the shares of profit or loss according to their internal agreement.
Equal shares are assumed unless there is a written agreement that
states differently.

2. Limited Partnership and Partnership with limited liability

“Limited” means that most of the partners have limited liability
(to the extent of their investment) as well as limited management
decisions, which generally encourages investors for short term pro-
jects, or for investing in capital assets. This form of ownership is not
often used for operating retail or service businesses. Forming a lim-
ited partnership is more complex and formal than that of a general
partnership.

3. Joint Venture

Joint Venture acts like a general partnership, but it is formed for
a limited period oftime or a single project. Ifthe partners inajoint ven-
ture repeat the activity, they will be recognized as a continuing part-
nership and distribute accumulated partnership assets upon
dissolution ofthe entity.

Main Features of a Partnership:

(+) Easy to organize, but needs agreement

(+) Partners receive all income

(-) Partners have unlimited liability

(-) Partners may disagree

(-) Life of business may be limited

VOCABULARY

partnership - TOBapwWLLeCTBO, NMapTHEPCTBO (He-
KopnopupoBaHHasa (upma, KOTO-
poii BNageroT 1 KOTOPOiA ynpasns-
t0T [iBa nMLa Unu 6onee)

general partnership - KOMMNaHWsi C HeOrpaHWYeHHOR OT-
BETCTBEHHOCTbIO
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UNIT 3. Forms of Business organization

limited partnership

to distinguish
to set forth
legal agreement
complementary
capital assets

retail

to the extent of
share

incentive
withdrawal

limited liability flaia'biliti]

joint venture

to dissolve the partnership

dissolution of the entity

Assignment. Answer the questions:

1 What is a partnership?

TOBapULLECTBO C OrpaHMLIeHHOVI oT-
BETCTBEHHOCTbIO

pasnunyaTb, NPOBOAUTL pPasnnune
n3naratb, HOPMyY/IMPOBaThb
HOPMANYECKOE CornalleHme
[106aBOYHBIiA, 1OMOTHUTENbHbIN

1) OCHOBHble (hOHAbI (MaLIWHBI,
3[laHnA, COOpY>XeHus, obopyaosa-
HMe U T. N.); 2) 060pPOTHbIE Cpes-
cTBa

PO3HMYHas Mpogaxa
[0 pa3vepa, B npeenax

L0015, YacTb; KBOTA; aKLust
CTUMYN

yXop

OrpaHuyeHHast OTBETCTBEHHOCTb
COBMECTHOE NMpeAnpusTme

aHHY/IMPOBaTb, pacTopraTb napT-
HEPCTBO

NMKBUAALNS 9KOHOMMYECKOro
00beEKTA

2. What are the limited partnership and general partnership?
3. What are the advantages and disadvantages of partnership?
4

What isajoint venture?

TEXT 3.

A corporation is chartered by the state in which it has headquar-
ters. It is considered by law to be a unique entity, separate and apart
from those who own it. A corporation can be taxed; it can be sued; it can
enter into contractual agreements. The owners of a corporation are its
shareholders. The shareholders elect a board of directors to oversee the
major policies and decisions. The corporation has a life of its own and
does not dissolve when ownership changes.
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TEXT 3. Corporation

Advantages of a Corporation

1

2.

3.

Shareholders have limited liability for the corporation's debts
or judgments against the corporations.

Generally, shareholders can only be held accountable for their
investment in stock of the company. (Note however, that offi-
cers can be held personally liable for their actions, such as the
failure to withhold and pay employment taxes.)

Corporations can raise additional funds through the sale of
stock.

Disadvantages of a Corporation

1

2.

The process of incorporation requires more time and money
than other forms of organization.

Corporations are monitored by federal, state and some local
agencies, and as a result may have more paperwork to comply
with regulations.

Incorporating may result in higher overall taxes. Dividends
paid to shareholders are not deductible form business income,
thus this income can be taxed twice.

Main features a Corporation:

(+) Shareholders have limited liability

(+) Can raise funds through sale of stock

(+) Life of business is unlimited (continuity of life)
(-) To incorporate a firm takes time and money
(-) May result in higher overall taxes

VOCABULARY

incorporation

unique [ju:'nik]
entity
headquarters
to be sued

shareholders

stock
contractual agreement

1) obbennHeHUe, KOpriopaLuus;
2) permcTpaums Kopnopauuii

YHUKa/IbHbI
opraHu3aums
rnaBHoe npasneHune (HMpMbl)

npecnefoBaTbCs B Cyae6HOM nMo-
psfKe
aKLMOHEpbI, NaiLLMKK, BnagenbLb
aKuuii

akuum
KOHTPaKT, JOroBop
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UNIT 3. Forms of Business organization

board of directors npasfieHNe [OMPEKTOPOB (aKuumo-
HepHOro 06LLeCTBa), COBET AMpPEK-
TOpPOB

to oversee HabngaTb, CneanTb

to be held liable HECTN OTBETCTBEHHOCTb

to be accountable HECTN OTBETCTBEHHOCTb

employment taxes Haslor Ha (hOHJ 3apaboTHOW Nnathl

continuity of life HenpepbIBHOCTb CYLLECTBOBAHUA

overall taxes CyMMapHble Haoru

to incorporate a firm 0hOpMUTL  HOPUANYECKNIA  CTaTyC
(hMpMbI Kak Kopnopauum

to comply with regulations BbINOMHATL NpeanucaHus (Npaswna)

Assignment. Answer the questions:

1. What is a corporation?

Who are the owners of a corporation?

What is necessary to form a corporation?

Who oversees the major policies and decisions?

What are the advantages and disadvantages of corporations?

gk~ W

TEXT 4. BOARD OF DIRECTORS

What is the Purpose of a Board of Directors?

A company's board of directors helps management develop busi-
ness plans, economic policy objectives, and business strategy. A board
of directors often selects the chief executive of the business, supports
him, reviews his performance, and may dismiss him.

Through regular meetings, the board helps ensure effective or-
ganizational planning and sees that company resources are man-
aged effectively. The board of directors also sees that the company
meets regulatory requirements that apply to that business. The
board of directors also must assess overall performance of the cor-
poration.

Directors monitor a company's financial performance and the suc-
cess of its products, services and strategy. Directors are expected to fol-
low developments that affect the business. They must set aside any
potential conflict between their personal or individual business inter-
ests to support the well-being of the business which they serve.
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TEXT 4. Board of Directors

The most effective board of directors will be a group of profession-
alswho bring abreadth of skills, experience and diversity to a company.
As the company grows and changes, the governing board also will
change to meet changing needs and circumstances.

What are Major Duties of Board of Directors?

1 Select and appoint a chief executive to whom responsibil-
ity for the administration of the organization is delegated, includ-
ing:

m to review and evaluate his/her performance regularly on the basis
ofa specificjob description, including executive relations with the
board, leadership in the organization, in program planning and im-
plementation, and in management of the organization and its per-
sonnel

m to offer administrative guidance and determine whether to re-
tain or dismiss the executive

2. Govern the organization by broad policies and objectives,
formulated and agreed upon by the chief executive and employees, in-
cluding to assign priorities and ensure the organization's capacity to
carry out programs by continually reviewing its work.

3. Acquire sufficient resources for the organization’s operations
and to finance the products and services adequately

4. Account to the public for the products and services of the or-
ganization and expenditures of its funds, including:

- to approve the budget, and formulate policies related to con-
tracts from public or private resources

- to accept responsibility for all conditions and policies in new, in-
novative, or experimental programs.

Major Responsibilities of Board of Directors

1 Determine the Organization's Mission and Purpose
Select the Executive
Support the Executive and Review His or Her Performance
Ensure Effective Organizational Planning
Ensure Adequate Resources
Manage Resources Effectively
Determine and Monitor the Organization's Programs and Ser-
vices
Enhance the Organization's Public Image
Assess Organization's Performance

Noohk~owd
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| UNIT 3. Forms of Business organization

objectives

economic policy

chief executive [ig'zekjutiv]
to ensure [injua]

to dismiss (to fire)

regulatory requirement
to assess
overall performance

financial performance
to monitor

to set aside
well-being
diversity [dai'vasiti]
innovative

to meet requirements (needs)

to acquire [a'kwaia]

to account to
expenditures [iks'penditjbs]
to assign

to enhance [in'ha:ns]

Assignment. Answer the questions:

VOCABULARY

uenu
3KOHOMMYECKas MOMTHKA
NCNOMHWUTENbHbINA AUPEKTOP
obecneunsatb

YBO/IbHATbL, 0CBOOOXaTb OT 061-
3aHHOCTEN

3aKOHHOE Tpe6oBaHue
OLIEHMBATb

o6LWmMii pe3ynbTaT LeAaTeNbHOCTU
(ompm) wnm paboTbl (Npeanpu-
ATUI), 3PPEKTUBHOCTL paboTbI

(hMHaHCOBOE COCTOSHUE

Ha6l'|l0,anb, cnegnTb, KOHTPO/INPO-
BaTb, NPOBEPATb

npekpaLLatb, NpepbIBaTb
6narononyuwve, NpoLBeTaHne
pasHoobpasue

HOBaTOPCKWIA, NHHOBALMOHHBI
oTBeYaTb TPeboBaHMSAM (HyXLam)
npuobpeTtaTtb, NoMyYaTh
OTUUTLIBATLCA Mepes KeM-/1.
pacxogpl

onpegenaTb, ycTaHaBAMBaTb

YBE/IMUMBATb, YCWUIMBATb, Yyu-
Lwathb

1 What are the responsibilities of a board of directors in a corpo-

ration? Name them.

2. What are major duties of a Board of Directors?
3. What can we call an effective board of directors?

TEXT 5. LIMITED LIABILITY COMPANY (LLC)

The LLC is a relatively new type of hybrid business structure that
is now permissible in US. It is designed to provide the limited liability
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TEXT 5. Limited Liability Company (LLC)

features ofa corporation and the tax efficiency and operational flexibil-
ity of a partnership. Formation of LLC is more complex and formal
than that of a general partnership.

The owners are members, and the duration ofthe LLC isusually de-
termined when the organization papers are filed. The time limit can be
continued if desired by a vote of the members at expiry date (the time
of expiration). LLC's must not have more than two ofthe four charac-
teristics that define corporations:

1. Limited liability to the extent of assets;

2. Continuity of life;

3. Centralization of management; and

4. Free transferability of ownership interests.

VOCABULARY
permissible [L03BOJIEHHBIN
£ealvreo COBEHHOCTb, MPW3HaK, CBONCTBO
tax efficiency Hanorosas 3(h(HeKTUBHOCTb
operational flexibility rMOKOCTb Onepayuii
formation 06pa3oBaHyie, co3faHue
duration CPOK AeincTems
to file papers nofasaTtb JOKYMEHTbI Ha perucrpa-
Lm0
vote ronocoBaHue
expiry date [laTa OKOHYaHwus
transferability nepegaya (MmyLLiecTBa, NpaBaun . n.)

Assignment. Write a short essay on:

Sole Proprietorships, their advantages and disadvantages.
Partnerships, their types, their advantages and disadvantages.
Corporations, their advantages and disadvantages.

The purpose of a Board of Directors in a Corporation.

Major duties of a Board of Directors in a Corporation.
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UNIT 4
PRODUCTION MANAGEMENT

TEXT 1. WHAT IS PRODUCTION MANAGEMENT?

Production management is also called operations management.
It includes planning, co-ordination and control of industrial pro-
cesses. The aim of production management is to ensure that goods
are produced efficiently to the satisfaction of the customer at the
right price, of the right quality, in the right quantity, at the right
cost and on time.

In manufacturing production manager is responsible for product
and process design, planning and control issues involving capacity and
quality, and organization and supervision of the workforce.

The scope of the job of production manager depends on the nature
of the production system: jobbing production; mass production; pro-
cess production; and batch production. Many companies have several
types of production, so the job of production manager becomes more
complex.

Typical work activities of production manager

Depending on the size of the organization the functions of produc-
tion manager are:

m to draw up a production schedule;

m to work out the needed resources;

m to estimate how long ajob will take, to estimate the cost of it, and

to set the quality standards;

m to monitor the production processes and adjust schedules as

needed.

At the pre-production stage the production manager has responsi-
bility for the selection and design of equipment, the plant layout and
materials handling, and production planning (including demand fore-
casting, production scheduling and the ordering of material).

During the production stage the responsibilities of the produc-
tion manager include production control (the sequencing of jobs,
updating time schedules, etc), stock control, quality control and
the maintenance and replacement of production equipment. Pro-
duction managers are also concerned with product design and pur-
chasing.
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TEXT 1. What is production management?

In a small firm production manager makes many of the decisions
himself, but in a larger organization there are planners, controllers, pro-
duction engineers and production supervisors who assist him. In avery
large firm senior production manager plays a more strategic role esti-
mating future capacity, coordinating the work of planners and supervi-
sors and working with buyers, sales and engineering staff.

In progressive firms the production manager's role is tending to be
more closely integrated with other functions, such as marketing and fi-
nance.

Typical work activities of factory (or operations) manager

Much of the work involves full operational control over what hap-
pens at the plant/works including engineering, output, personnel and
often logistics and other commercial activity (sales and marketing).

Typical work activities of factory manager are:

m to review and approve plans for the control of planned output,
budget spending, material efficiency, engineering effectiveness,
and human resources;

m o supervise employees;

m to establish strong working relations with other functional man-
agers;

m to report regularly to the production manager.

Typical work activities of production supervisor

A production supervisor is sometimes known as a shift manager or
team leader. He reports to the production manager or plant manager
and is responsible for achieving immediate and short-term objectives
laid down by the production manager, for example output, quality,
waste, yield, safety and overtime costs. In particular, the supervisor can
have a significant effect on how effectively their production staff per-
form as a team. Much of the work requires the ability to make immedi-
ate decisions.

Typical activities of production supervisor include:

m at the beginning of each shift, checking on absences (eg through

sickness);

m reallocating tasks or rescheduling production, where necessary;

Supervisors are responsible for production plant or equipment, too.
The responsibility they carry again varies with the situation. In some
cases they may have to take technical decisions on a regular basis,
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UNIT 4. Production management

whereas in others they may call upon maintenance or other technical

staff for backup when necessary.

VOCABULARY

production management
to ensure

goods

manufacturing

issue

capacity

workforce
scope of
jobbing production

batch production
to draw up
production schedule

work out
quality standard

to monitor production process
to monitor

plant layout

materials handling

demand forecasting
production scheduling

production planning

sequencing
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yrnpasfieHne NpoV3BOACTBOM
obecneumsatb

TOBapbl

MpPOun3BOACTBO
Bonpoc(npobnema)

Nnpon3BoOANTENBHOCTb, MNPOM3BOA-
CTBEHHasA MOLLHOCTb

pabouas cuna
cthepa, 0651acTh (gENCTBUA) Yero-1.

M3roTos/sieHMe NpoayKunn no 3aka-
3am

cepuitHoe NPOM3BOACTBO
COCTaBMIATb (JOKYMEHT)

MPOU3BOACTBEHHBIA KaneHAapHbIN
MnaH; rpauk OCHOBHOTO MPOM3-
BOACTBA

paspabatbiBaTh (MnaH); Nogbupats

1) HopMaTVMB KauyecTBa; 2) CTaH-
[apT KayecTBa

NPOu3BOACTBEHHbIN NpoLecc
HabngaTb, CneanTb
NNaH1pPoBKa 3aBoja

1) o6paboTKa pasNU4HbLIX MarTe-
puanos; 2) norpyska-pasrpyska

MPOrHo31poBaHme crpoca

npon3BoACTBEHHOE KaneHAaapHoe
nnaHMpoBaHne

MPOM3BOACTBEHHOE  M/aHNpPOBa-
HWe, NJTaHMPOBaHWe BbIMyCKa Npo-
AYKUMK

YCTaHOB/IEHME MOC/e0BaTeNbHO-
cTu



production stage

updating
stock control

maintenance

to be concerned with
product design
production engineer
purchasing
production supervisor
engineering staff
factory manager

output
logistics

material efficiency

to report to
to lay down
shift manager
waste

yield

safety and overtime costs

to reallocate
to reschedule

Assignment. Answer the questions:

What is the aim of production management?

What is production manager responsible for?

What kinds of production systems there exist?

What are typical work activities of production manager?
What are the responsibilities of a production manager at the
pre-production stage?

akrwdpE

TEXT 1. What is production management?

CTagust NPOM3BOACTBEHHOrO Mpo-
Liecca

KOPPEKTMPOBKa

KOHTPO/Ib Hapg COCTOAHWEM TOBap-
HbIX 3aracoB

cojep>xaHne n TeXHNn4yeckoe O6CI'Iy-
XXnBaHune

3aHMMaTbCs YeM-11.
MPOeKTUPOBaHWe N3LeNns
TexHonor

cHabxeHwe

KOHTpO/ep Npou3BoLCTBa (MacTep)
NHXXEHePHO-TEXHWUYECKME Kafpbl
pyKOBOAUTENb NPEeAnpuATMA, Ou-
peKkTop NpesnpuaTus

061beM MPOV3BOACTBA

MaTepunasibHO-TEXHNYECKOE obec-
nevyeHune

3((heKTUBHOCTL  UCMO/Ib30BaHUSA
maTepuanos

OTUNTLIBATHCA
YCTaHaBNNBaThb, YTBEPXKAATh
CMEHHBIIi MacTep

NIOM, 0TXO0fb!

pasMep BbIPaGOTKM, BbIXO[,

3aTpatbl Ha 6e30MacHOCTL W CBEPX-
YPOUHble paboThl

nepepacnpegensTb
nepen/aHnpoBaTh
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UNIT 4. Production management

6. What isthe role ofasenior production manager in a large firm?
7. What are typical work activities of factory manager?
8. What are typical work activities of production supervisor?

TEXT 2. THE “FIVE M'S” IN PRODUCTION MANAGEMENT

Production management's responsibilities are summarized by the
“five M's”: men, machines, methods, materials, and money.

“Men*“refers to the human element in operating systems. Since the
majority of manufacturing personnel work in the physical production
of goods, “people management” is one of the production manager's
most important responsibilities.

Production managers must also choose the machines and methods
of the company, first selecting the equipment and technology to be
used in the manufacture of the product or service and then planning
and controlling the methods and procedures for their use. The flexibil-
ity of the production process and the ability of workers to adapt to
equipment and schedules are important issues in this phase of produc-
tion management.

The production manager's responsibility for materials includes the
management of flow processes-both physical (raw materials) and in-
formation (paperwork). The smoothness of resource movement and
data flow is determined largely by the fundamental choices made in the
design ofthe product and in the process to be used.

The manager's concern for money is explained by the importance of
financing and asset utilization to most manufacturing organizations.
A manager who allows excessive inventories to build up or who
achieves production level and steady operation by sacrificing good cus-
tomer service and timely delivery runs the risk that overinvestment or
high current costs will wipe out any temporary competitive advantage
that might have been obtained.

Planning and control

The production manager must plan and control the process of pro-
duction so that it moves smoothly at the required level of output while
meeting cost and quality objectives. Process control has two purposes:

1 to ensure that operations are performed according to plan, and

2. to continuously monitor and evaluate the production plan to
see if modifications can be made to better meet cost, quality, delivery,
flexibility, or other objectives.
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TEXT 2. The “five M's” in production management

For example, when demand for a product is high enough to justify
continuous production, the production level might need to be adjusted
from time to time to address fluctuating demand or changes in a com-
pany's market share. When more than one product is involved, com-
plex industrial engineering or operations research procedures are
necessary.

Inventory control is another important phase of production man-
agement. Inventories include raw materials, component parts; work in
process, finished goods, packing and packaging materials, and general
supplies. Although the effective use of financial resources is generally
regarded as beyond the responsibility of production management,
many manufacturing firms with large inventories (more than 50 per-
cent oftotal assets) usually hold production managers responsible for
inventories. Successful inventory management, which involves the
solution ofthe problem ofwhich items to carry in inventory in various
locations is critical to a company's competitive success. Not carrying
an item can result in delays in getting needed parts or supplies, but
carrying every item at every location can tie up huge amounts of capi-
tal and result in an accumulation of obsolete, unusable stock. Man-
agers generally rely on mathematical models and computer systems
developed by industrial engineers to handle the problems of inven-
tory control.

To control labour costs, managers must first measure the amount
and type of work required to produce a product and then specify
well-designed, efficient methods for accomplishing the necessary
manufacturing tasks. In new operations particularly, it is important
to anticipate human resource requirements and to translate them into
recruiting and training programs so that a nucleus of appropriately
skilled operators is available as production machinery and equipment
are installed. Specialized groups responsible for support activities
(such as equipment maintenance, plant services and production
scheduling, and control activities) also need to be hired, trained, and
properly equipped. This type of careful personnel planning reduces
the chance that expensive capital equipment will stand idle and that
effort, time, and materials will be wasted during start-up and regular
operations.

The effective use and control of materials often involves investi-
gations of the causes of scrap and waste; this, in turn, can lead to al-
ternative materials and handling methods to improve the
production process. The effective control of machinery and equip-
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UNIT 4. Production management

ment depends on each machine's suitability to its specific task, the
degree of its utilization, the extent to which it is kept in optimum

running condition.

to summarize
flow process
paperwork
data flow

build up

timely delivery
overinvestment
current costs
competitive advantage
process control

fluctuating demand
Market Share

industrial engineering
operations research
inventory control
raw material
component parts
work in process
finished goods
general supplies
beyond

carry an item

hold responsible
inventory management

item
obsolete
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VOCABULARY

CYMMUPOBaTh, NOABOAUTL UTOT
MPOU3BOACTBEHHbIN NpoLiece
0thopM/IEHME JOKYMEHTALMN

MOTOK [aHHbIX; MHPOPMALMOHHBIN
MOTOK

HakonnATb(cA)

CBOEBPEMEHHas NOCTaBKa, [OCTaBKa
nepeHakonaeHve

TeKyLLMe 3aTpaThbl

KOHKYPEHTHOE MpPerMyLLEecTBO

ynpaBfieHe  MPOW3BOACTBEHHBLIM
MpPOLECcCoM

KoneboLmiics cnpoc

1)p0nsHa pbIHKe; 2) yAenbHbI BeC
KOMMaHuu B 060poTe pbiHKa

OpraHm3auus Npon3BoACTBa
nccnefoBaHye onepauii
ynpaB/eHmne 3anacamu

Cblpbe

KOMM/EKTYHOLLME YacTu; AeTain
nonyabpukat

roTOBble U3LeNns

o6LLMe NoCTaBKM

3a npegenamm

MMETb B Ha/IMYMM MO3MLMKO Ha
cknage

6bITb OTBETCTBEHHbLIM

ynpaeneHme
MaTepuaibHO-TEXHUYECKUM  CHAB-
YKEHVEM

npeameT (B CrMCKe)
BbILUEALINIA 13 YNOTPe6ieHus



TEXT 2. The “five M's” in production management

unusable stock HEMCMo/b3yemblii 3anac

industrial engineer WHXEHep N0 opraHusauum npowus-
BOACTBa

to handle obpalatbes; YnpasnaThCcs, Crpas-
NATbCA C KEM-/1., YeM-/

labour costs pacxofbl Ha 3apnnaty

to specify onpefensThb, ycTaHaBN1BaTb, Npes-
nucbIBaTb; feTanbHO U3naratb

to accomplish COBEpLLATb, BbINOHATb

to anticipate npeLBuaeTb

equipment maintenance COZlepXXaHue 1 TeXHUYecKoe obeny-
XMBaHWe 060pyA0BaHMA

production scheduling NPOV3BOACTBEHHOE  KaneHAapHoe
nnaHupoBaHue

capital equipment KanuTtasbHoe obopynoBaHue

machinery MalUVHHOe 060pyJoBaHve; Mallu-
Hbl

stand idle He paboTaTb

start-up BBOZ, B 3KCnyataumio (3aBoja)

running condition paboyee cOCTOAHME

systems engineering CUCTEMHOE NPOEKTMPOBaHNE

Assignment. Answer the questions:

1

Nogak~kwd

What are the main responsibilities of production manager?
Name them.

What does “five M's” mean?

What are the purposes of process control?

What is inventory control?

What is considered to be a successful inventory management?
What does labour costs control deal with?

What does control of machinery and equipment depend on?

Assignment. Read the text below to answer the questions:

1

2.

What methods have been developed to solve production man-
agement problems?

What problems characterize most of today's production opera-
tions?

What is necessary to run many mass production operations?
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UNIT 4. Production management

The importance of models and methods in solving production
management problems

Typical production operations are very complex. There are al-
most an infinite number of changes that can be made and the alter-
natives that can be pursued during production cycle. To solve
production management problems a body (coBokynHocTb) of
guantitative methods has been developed. Most of these tech-
niques have emerged from the fields of industrial engineering, op-
erations research, and systems engineering. Specialists in these
fields are increasingly using computers and information processing
to solve production problems. These problems involve the masses
of data associated with large numbers of workers, massive invento-
ries, and huge quantities of work in process that characterize most
of today's production operations. Now many mass production op-
erations could not run without the support ofthese industrial engi-
neers and technical specialists.

TEXT 3. SUMMARY TABLE OF PRODUCTION CONTROL

The important aspects of production control are summarized in the
following table.

Processes Inventory Inspection Costs
Measuring out- Recording Inspecting ma- Collecting
Observation Put rate; record- stock levels terials and cost data
ing idle time parts
(downtime)

Comparing Analyzing  de- Estimating Computing
progress  with mand for stocks process capa- costs in rela-

Analysis e plan bilities tion to esti-
mates
) Expediting Issuing produc- Initiating full Adjusting
Corrective tion and pro- inspection; ad- selling price
action curement  or-justing  pro- of product
ders cesses

Estimating pro- Drawing up re- Reassessing of Evaluating
) duction capac- plenishment  specifications; production
Evaluation ity and mainte- policies and in- improving pro- economics;
nance schedules ventory  sys- cesses and pro- improving

tems cedures data
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TEXT 3. Summary Table of Production Control

VOCABULARY

production control - KOHTpO/Mb 3a npogykumein (KOH-
TPO/b 3@ BbINOHEHWEM NNaHOB MO
NpOV3BOACTBY NPOAYKLMN)

corrective action - BBeJEeHWMe Monpasok

output rate - 1) Hopwma BbIpaboOTKW; 2) Npous-
BOAMTENbHOCTb

idle time (amep. downtime) - MPOCTOM, NepepbIB B paboTe

to expedite - noTopannvBaTb, YCKOpATb, Mpo-
[Burarb, cnoco6cTBoBaTb

production capacity - MPOW3BOACTBEHHbIE MOLLHOCTU

maintenance schedule - rpauk TeKyLlero pemMoHTa

stock level - YpOBeHb 3anacos

procurement order - Ophep Ha 3aKynky

reassessing specifications - MNepecMOTP TEXHUYECKMX TpeboBa-
HWIA (3a8aHui)

estimates - CMEeTHble NMPeAnonoXeHUs

replenishment policy - MOAUTMKA MOMOSIHEHUS HOBbIMM
3anacamm

inventory system - cucTeMa MHBeHTapusauuu (nepe-
yueTa ToBapHbIX 3anacos)

procurement - 1) nonyueHue, NpuobpeTeHue; 3a-

Kynka; 2) nocTaBKa, CHabXeHue
(obopynoBaHuWs 1 T. 1.)

Assignment. Write a short essay on:

1 Goals and objectives of production management.
2. Typical work activities of production manager, factory man-
ager, production supervisor.



UNIT 5
PERSONNEL MANAGEMENT

TEXT 1. WHAT IS PERSONNEL MANAGEMENT?

Personnel management is concerned with the effective use of the
skills of people. They may be salespeople in a store, clerks in an office, op-
erators in a factory, or technicians in a research laboratory. In a business,
personnel management starts with the recruiting and hiring of qualified
people and continues with directing and encouraging their growth as
they encounter problems that arise in working toward established goals.

In addition to recruiting and hiring, some of the responsibilities of
a personnel manager are:

1

o~ whd

8.

9.

To classify jobs and prepare wage and salary scales.

To counsel employees.

To deal with disciplinary problems.

To develop safety standards and to put them into practice.

To manage fringe benefit programs, such as group insurance,
health, and retirement plans.

To provide for periodic reviews ofthe performance of each indi-
vidual employee, and for recognition of his or her strengths and
needs for further development.

To assist individuals in their efforts to develop and qualify for
more advanced jobs.

To plan and supervise training programs.

To be informed of developments in personnel management.

Personnel managers often deal with the following difficult situa-
tions concerning the employees:
m The firm's employees - especially the most qualified ones - can

get better jobs with other employers.

m When a firm has not enough supervisory and specialized per-

sonnel with adequate experience and job capabilities, it has to
train and develop its own people. This can be time consuming
and expensive.

m The cost of hiring and training employees at all levels is increas-
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ing, for instance, several thousand dollars for a person. A mistake
in hiring or in slow and inefficient methods of training can be
costly.



TEXT 1. What is Personnel Management?

m Most employees want better direct compensation, employee
benefits, and working conditions that the firm cannot afford, but
other employers can. So, all employee policies and operating pro-
cedures should be developed with great care.

The personnel department has the responsibility to define and im-
plement policies, procedures and programs for recruitment, selection,
training, placement, safety, employee benefits, compensation, labor re-
lations, organization planning, and employee development.

Effective human resource management develops the abilities ofjob
candidates and employees to meet the needs of the firm. Human re-
source (HR) management is a balancing act. At one extreme, you hire
only qualified people who are well suited to the firm's needs. At the
other extreme, you train and develop employees to meet the firm's
needs. Most expanding businesses fall between the two extremes i.e.,
they hire the best people they can find and afford, and they also recog-
nize the need to train and develop both current and new employees as
the firm grows.

Functions of Personnel Management

One function of personnel management isto hire and train the right
people. The effective personnel system is:

m Assessing personnel needs.

m Recruiting personnel.

m Screening personnel.

m Selecting and hiring personnel.

m Orienting new employees to the business.

m Deciding compensation issues.

The second function of human resource management is the training
and development of employees.

Athird function is raising employee trust and productivity. These
three functions stress the importance of a good human resource man-
agement climate and provide specific guidelines for creating such a cli-
mate.

VOCABULARY
personnel fpasa'nel] management PYKOBOZCTBO Kajpamu
recruiting [ri'krutip] BepboBKa, Habop, Haem
hiring [‘haiarip] HaeM (COTPYAHWKOB)
to encourage NOOLLPATH
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UNIT 5. Personnel Management

to encounter
salary scale

to put in(to) practice
fringe benefits

development

to develop

employee development

direct compensation of employees
employee benefits

employee (personnel) policy
operating procedure

organization plan

personnel department
to implement

policy

policy definition
placement

labor relations
to afford
assessing
screening

employee trust
guideline

Assignment. Answer the questions:

BCTPETUTLCSH), CTONKHYTLCS (C Yem-/1.)

LKa/ia 3apaboTHON Nnatel, Tapup-
Has CeTKa, pacLeHKu

OCYLLECTBNATb

[OMONHUTENbHBIE NIbFOThI (MEHCKS,
on/laYeHHbIe OTNYCKa U T. M.)

YNyULLEHNE, YCOBEPLLEHCTBOBaHME
pa3BuBaTb

YCOBEPLLUEHCTBOBAHWE CYXaLLMX
npsiMble BbINAATbI CAYXaLLM
nocobus paboTaroLMm No Hainmy
KaapoBas NnonMTuKa

Ccrocob aKcnayaTauum

CXemMa OpraHu3alMOHHON CTpyK-
Typbl
OTAen KaapoB

BbIMO/IHATL, OCYLUECTB/IATD, obec-
ne4vynearb BbIMNOJIHEHNE

cTpaTerus, NonmMTuKa, MHNS Nnose-
[IEHMsl, YCTaHOBKa, KypC

BblpaboTKa CTpaTermu
onpegaeneHune Ha AOMKHOCTb
TPYAOBble OTHOLLEHNS
Nno3BONUTL cebe

OLeHKa, onpegeneHne

(TwarenbHasA) NpoBepKa, paccMoT-
peHve, oT6op

OTBETCTBEHHOCTb COTPYAHWKOB
JVPEKTBA, YKa3aHue

1 What are the responsibilities of a personnel manager? Name

them.

2. What difficult situations concerning the employees may be en-
countered by personnel managers?

3. What are the responsibilities of personnel department?

4. What are the three functions of personnel management?
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TEXT 2. Developing a Personnel System
TEXT 2. DEVELOPING A PERSONNEL SYSTEM

Assessing Personnel Needs

The firm's personnel policies should base on explicit, well-proven
principles. Firms that follow these principles have higher performance
and growth rates than those that do not follow them. The most impor-
tant of these principles are:

m All positions should be filled with people who are both willing

and able to do the job.

m Awritten job description and definition are necessary.

m Employees chosen on the basis of the best person available are
more effective than those chosen on the basis of friendship or ex-
pediency.

m Employee training results in higher performance.

The process of selecting a competent person for each position is
best accomplished through a systematic definition of the require-
ments for each job, including the skills, knowledge and other qualifi-
cations that employees must possess to perform each task. To
guarantee that personnel needs are adequately specified personnel
manager has to:

1 conduct ajob analysis,

2. develop a written job description, and

3. prepare ajob specification.

Job Analysis

Job analysis is a systematic investigation that collects all informa-
tion related to each task performed by an employee. From this analysis,
you identify the skills, knowledge and abilities required of that em-
ployee, and determine the duties, responsibilities and requirements of
each job. Job analysis should provide information such as

m Job title.

m Department.

m Supervision required.

m Job description - major and implied duties and responsibilities.

m Characteristics of the job including location.

m Types of material used.

m Types of equipment used.

m Qualifications.

m Experience requirements.
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UNIT 5. Personnel Management

m Education requirements.

m Mental and physical requirements.

m Manual dexterity required.

m Working conditions (inside, outside, hot, cold, dry, wet, noisy,
dirty, etc.).

Job Description

The job analysis is used to generate ajob description, which defines
the duties of each task, and other responsibilities of the position. The
description covers the various task requirements, such as mental or
physical activities; working conditions and job hazards. The approxi-
mate percentage oftime the employee should spend on each activity is
also specified. Job descriptions focus on the what, why, where and
how of the job.

The best way to develop job descriptions is to ask employees them-
selves to describe their jobs. A good employee may know more about
the job than anyone else.

Job Specification

The job specification describes the person expected to fill ajob. It
details the knowledge, education, qualities, skills and abilities needed
to perform the job satisfactorily. The job specification provides a stan-
dard to measure how well the worker matches ajob. The job specifica-
tion should be used as the basis for recruiting.

VOCABULARY
assessing OLleHKa
explicit [iks'plisit] ACHbIA, MOAPO6HLIA;  NOAPO6HO
pa3paboTaHHbIl
well-proven XOPOLLO O0TpaboTaHHbIV
expediency [ikspi®ansi] LIeN1IecoobpasHoCTb; BbIFO4HOCTD.
job analysis aHann3 NPou3BOACTBEHHBIX Ornepa-

uuii nyTem pasbreHus Ux Ha ane-
MEHTbI; WM3y4YeHWe TPYLOBLIX One-

pauuii
job title Ha3BaHWe JO/MKHOCTA
job description [LOMKHOCTHAA MHCTPYKLUNA
mental requirements MCUXMYECKME OrpaHuyeHuns
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TEXT 3. Hiring of employees

physical requirements (hm3nyeckre orpaHuUYeHus

manual dexterity NOBKOCTb;  BbICTPOTA, CHOPOBKA,
MPOBOPCTBO PYK

hazard ['h"zad] pucK

job specification KBaM(UKaLMOHHbIe TpeboBaHUs

K MCMNONHUTENHO pa6OTbI

Assignment. Answer the questions:

1. What are the most important principles of a firm's personnel
policies?

2. What is ajob analysis? What information is contained in ajob
analysis?

3. What is a job description? What information is contained in
ajob description?

4. What is ajob specification? What information is contained in
ajob specification?

TEXT 3. HIRING OF EMPLOYEES

Screening of Job Applicants

The screening process provides information about an individual's
skills and knowledge enabling a potential employer to determine
whether that person is suited to, and qualified for, the position. Experi-
ence has shown that hiring an overqualified person can be as harmful as
hiring an under qualified person.

The application form can be used to begin screening candidates
for a job. It provides information on the person's background and
training and is the first means of comparing the applicant with the job
description. This will ensure that you don't waste time on applicants
who clearly do not meet the minimum requirements for the job.

Generally, the following information is asked on an employment
application form: name, address, telephone number, kind of work de-
sired, work experience, education and references.

The personal interview is the second step in the screening process.
During the interview, the manager learns more about the applicant.
The interview should be guided, but not dominated, by the manager, as
it isimportant to let the candidate speak freely. Whenever possible, the
interviewer should ask questions that are directly related to the job.
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UNIT 5. Personnel Management

A list of questions helps assess the applicant's qualifications that meet
the specifications for the job.

Interviewing makes the selection process more personal and gives
the interviewer an overall idea of whether the applicant is appropriate
for the job. The following list of techniques will help you select the
right applicant for the job:

1 Review the job description before the interview.

Establish a friendly atmosphere.

Develop an interview time plan.

Dont form an opinion too early.

Give the candidate time to tell his or her story; don't talk too
much.

Present a truthful picture of the company and the job.

Listen carefully and take notes.

Avoid detailed discussion of salary too early in the interview.
Be courteous.

10. Discuss with the candidate the next step in the hiring process

and the timing.

Other screening techniques include employment tests and physical
examinations. Some employment tests measure aptitude, achieve-
ments, intelligence, personality and honesty. A physical examination
determines ifthe applicant meets the health standards and physical de-
mands of the job.

gk wDd

© 0 N

Selecting and Hiring

If the screening process is thorough, selecting the best appli-
cants for the job is easy. However, before making the final selec-
tion, one last step should be taken: the top candidate's references
should be checked for accuracy. You should be aware of the ten-
dency of references to give a rose-colored picture of applicant's
character and ability. A careful check with former employers and
other references can be most constructive. Checking can determine
whether or not the applicant was truthful about his or her employ-
ment history.

Orienting New Employees

An employee handbook gives important information about the
company to the employee. The handbook should cover topics such as
pay rates, working conditions and fringe benefits.
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TEXT 3. Hiring of employees

When an individual is hired, he or she should receive a comprehen-
sive orientation on the specific nature of the job. Rules should be ex-
plained in detail, and any questions answered before the new employee
begins work. New employees should be introduced to other employees
and made to feel welcome.

Compensation Issues

Compensation takes two forms: (1) direct compensation (wages
and salaries) and (2) indirect compensation (fringe benefits).

Direct Compensation - Wages and salaries are the compensation
people receive on a regular basis (monthly, biweekly or weekly).
Workers are paid on the basis of time (by the hour, day, week or
month) or on the basis of output (an incentive plan).

Indirect Compensation - Fringe benefits are an important part of
the overall compensation in most small businesses. Employee benefits
now account for about 40 percent of payroll costs. The profitability of
the small firm is one of the primary factors of benefits offered by the
firm.

VOCABULARY

job applicant - NpPeTeHAEeHT Ha paboyee MeCTo

overqualified person
application form

background

to meet requirements
reference

personal interview
courteous ['katjas]
physical examination
aptitude
achievements
intelligence

CBEPXKBA/IN(MLIMPOBAHHBIN Yeso-
BEK

aHKeTa MOCTYMatoLLero Ha paboTy;
6aHK 415 3asBieHUs

6rorpaguueckune faHHole (BCe, 4TO
CBSA3aHO C XW3HblO, 06pa3oBaHUEM
W T. M. YeI0BeKa)

YA0B/IETBOPSATL TPEGOBAHNAM

1) pekomeHzauus; 2) nopyynTenb
(paroLLee pekOMeHAALMIO L)

Nn4yHas BCTpeYa, becesa
BEX/IMBbIIA, TOOE3HbIN
BpayvebHbI/MeAULMHCKNIA OCMOTP
CMOCO6HOCTK

LOCTVDKEHNS

WHTENNeKT
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UNIT 5. Personnel Management

personality - JINYHbIe CBOICTBA M OCOGEHHOCTM
XapaKTepa, onpeaensitoLLye TMYHOCTL

honesty [‘onisti] - YecTHOCTb

checking - COnocTaB/IeHNe, CpaBHeHNe

employee handbook - CNpaBOYHVK PabOTHMKA

pay rates - CTaBKM 3apaboTHOM nnathl

fringe benefits - [OMNOMIHUTENbHbIE IbroThl (NeHcus,
onnayeHHble OTMyCKa 1 T. .)

compensation - BO3HarpaxgeHve

incentive plan - cucTema MNOOLLPUTENbHBIX BO3HA-
rpaxaeHnii

payroll - narexHas BeLoMOCTb

benefits - IbroThl

profitability - peHTabenbHOCTb, JOXOAHOCTL

Assignment. Answer the questions:

1 What information is necessary to determine whether the appli-
cant is suited to the position he/she wants?

What an interview with the applicant should be?

3. What techniques of conducting an interview help to select the
right applicant for the job?

What topics should an employee handbook cover?

What are the two forms of compensation for work? Describe
them.

N

SANE

Assignment. Write a short essay on:

1. The tasks of personnel management.

2. The responsibilities of a personnel manager.

3. The process of selecting applicants for a position.
4. The instruments in recruiting and hiring process.

TEXT 4. FIRING EMPLOYEES

1 You should consider firing the employee only if you have
made the following steps:
a) given the employee clear indication of what you originally ex-

pected from him or her (via a written job description previously pro-
vided to the him or her);
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TEXT 4. Firing Employees

b) have clearly written personnel policies which specify condi-
tions and directions about firing employees and the employee has
signed a copy of the policy handbook to verify that he or she had read
the policies;

c) warned the employee in successive and dated memos which
clearly described degrading performance over a specified time despite
your specific and recorded offers of assistance and any training (the
number of memos depends on the nature of the problem, but should be
no more than three or four); and

d) you clearly observe the employee still having the performance
problem. (Note that if the employee is being fired within a probation-
ary period specified in your personnel policies, you may not have to
meet all of the above conditions.)

2. Take a day or so to consider what you are going do. Consult
with members of your board (in the case of corporations).

3. Ifyou still decide to fire the employee, do so promptly both
for your credibility with other employees and so as not begin procrasti-
nating about this rather painful event.

4. Write aletter of termination of employment to the employee.
As with the previous letters of warning, be clear about the observed be-
haviors, when you saw them, earlier warnings and their consequences,
what you did in response, and the consequences that must now follow
according to your policies.

5. Tell the computer system administrator to change the em-
ployee's password

and make sure that this action should be done promptly and in
complete confidence.

6. Meet with the employee. Provide them the letter. Explain
how the termination will occur, including when, what they must do,
what you request from them and when. Ask for any keys. Give them
a half hour or so to remove personal items (you may choose to monitor
them during this removal, depending on the nature of the grounds for
dismissal). Consider changing the door locks to the facilities. Change
the passwords on phone systems.

VOCABULARY
firing - YBOJIbHEHUE
originally - nepBOHaYasbHO
personnel policies - Kagposast NoAnTUKa
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UNIT 5. Personnel Management

via [vaia] MoCpeaCTBOM Yero-fl., C MOMOLLbHO
Yero-n.

policy handbook WHCTPYKLMSA O npasuiax pacrno-
pALKa

memo ['mimau] cokp. oT memoran CyXKebHas 3anucka, [JOKnagHas

dum 3anmcka

degrading performance YXyALIeHVe paboTbl

probationary period NCNbITaTe/bHbIA CPOK

promptly 6bICTpO, Ccpasy

credibility [oBepue

to procrastinate OTKNaAblBaTh, OTCPOUMBATD

termination of employment OKOHYaHWe CpoKa Cyxobl

consequences nocnescTaus

confidence CEeKPeTHOCTb, KOH(UAeHUNaNb-
HOCTb

grounds for dismissal MPUYYHBI, OCHOBAHWS YBOJIbHEHNUS

Assignment. Answer the questions:

1 What are the steps in firing the employee?
2. What may be the main reasons of firing the employee?



UNIT 6
THE RECRUITMENT PROCESS

TEXT 1. HIRING NEW EMPLOYEES

Interviews are a central part ofthe recruitment process for most or-
ganizations. Usually applicants are interviewed after sending in an ap-
plication form or CV for a particular position. The purpose of an
interview isto give the selector a chance to assess the applicant, and for
the applicant to demonstrate abilities and personality. It is also an op-
portunity for the applicants to make sure that the organization and the
position are what they want.

The recruitment process for most organizations is standard - appli-
cations are received, either via an online application form, or a postal
form or CV. Candidates are shortlisted and invited for interview. The
interview format and number of interviews can vary considerably.
Some companies are satisfied after just one interview whereas others
make a further shortlist of candidates for one or more interviews. Ifthe
applicants are successful at the interview stage then they will receive
an official letter offering them the job.

Interviewing Job Applicants

The objective of the job interview is to find out as much informa-
tion as possible about the applicant's work background, especially
work habits and skills. The major task is to get the applicants to talk
about themselves and about their work habits. The best way to do this
is to ask each applicant specific questions:

What did you do on your last job?

How did you do it?

Why was it done?

The applicants' replies are evaluated and when the interview is
over, the applicant is asked to check back later, if that applicant suits
for ajob. The decision is not made until all the applicants have been in-
terviewed.

Next, the obtained information is verified. A previous employer is
usually the best source. Sometimes, a previous employer will give out
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UNIT 6. The recruitment process

information over the telephone. But it is usually best to request infor-
mation in writing and get a written reply.

To help insure a prompt reply, previous employers should be asked
a few specific questions about the applicant which can be answered by
ayes or no, or with a very short answer.

For example:

1 How long did the employee work for you?

2. Was his or her work poor ,average , or excellent
2 - -

3. Why did the employee leave your employment?

After the information on all applicants is verified, the selection
can be made. The result of this selection is the “Right” employee.
The right employee can help make money. The wrong employee
will cost much wasted time, materials, and may even drive away
customers.

VOCABULARY

recruitment - Habop (kagpos), HaeM (COTPYZAHM-
KOB)

to shortlist - BK/IHOYaTb B OKOHYaTe/bHbIA Chu-
COK

online application form - aHKkeTa MocTynawowero Ha paboty

(Ha caiite B VHTepHeTe); 6naHK
4191 3a5BNeHUs

selector - TOT, KTO NPOn3BOANT OTOOP, BbIGOP

applicant - KenarwLmin nonyyYnTb AOMKHOCTb,
KaHampat

CV (Curriculum Vitae - aBTo6Morpadus

[ka'rikjubm ‘vital] - record of life)

shortlist - OKOHuYaTeNbHbIA cimcok  (mocne
VCKJTIOUEHMNSA OTCEABLLMNXCSH)

personality - VHAMBUAYANbHOCTb, JIMYHOCTb

work background - MH(opMauus o npeapbiayLein pabote

work habits and skills - HaBbIKM B paboTe

to check back - CHoBa 06paTUTLCA, NEPeCrnpocuTbL

to verify - NpoBepaTb

prompt reply - HeMefJieHHbIli 0TBeT
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TEXT 2. Howto Select the “Right” Person
Assignment. Answer the questions:

1 What is the recruitment process for most organizations?

2. What is the purpose of an interview with applicants?

3. What kind of questions can the applicant be asked during the
interview?

4. What information from previous employers can tell that the ap-
plicant suits for ajob?

TEXT 2. HOW TO SELECT THE “RIGHT” PERSON

How to select the right person for the job? There is no perfect an-
swer, but the interview process can be of great help if it is used effec-
tively. Interviewing candidates for a position in a company is one ofthe
final steps in the hiring process. Below is a list of the steps involved in
the hiring process.

The key steps to finding the right person to fill a position include:

m Determining the need to hire a new employee. Are the skills
and talents of current employees properly utilized? Can your
business growth support a new employee?

m Conducting a thorough job analysis. What are the job's essen-
tial functions and key performance criteria?

m Writing ajob description and job specification for the position
based on the job analysis.

m Determining the salary for the position. Is the salary compara-
ble and proportional with the salaries and responsibilities of
other positions inside your company as well as similar positions
out in the marketplace?

m Deciding where and how to find qualified applicants. What are
the recruitment techniques to be used? What is the time frame
for conducting your search? Remember, advertising is not the
only, or necessarily the best, way to recruit.

m Collecting and reviewing a fair amount of applications and re-
sumes and then selecting the most qualified candidates for fur-
ther consideration.

m Interviewing the most qualified candidates for the position,
based on the job's description and specification.

m Checking references.
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UNIT 6. The recruitment process

m Hiring the best person for the job.
After reviewing all of the resumes, you will be able to pick and

choose a select number of qualified applicants to be interviewed.

64

How to Conduct the Successful Interview - What to do?

1. Prepare in Advance for the Interview

m Know what you want in a candidate before you begin the inter-
view. Review the job specifications and requirements that have
been prepared.

m Know the job and its responsibilities. Review the job description.

m Prepare a list of standard questions concerning the candidate’s
skills, abilities and past work performance that you want
him/her to answer.

m Review the candidate's resume prior to the interview.

2. Collect Important Information During the Interview

m Since past behavior predicts future behavior, look for the candi-
date's behavior “patterns” as you collect information. Often-
times, by listening to how the candidate responds to your
questions about previous jobs, you will be able to get a very good
idea of what their behavior will be like in the future.

m Try not to give too much detailed information about your com-
pany's needs. Remember that the candidate wants to get the job
and will be trying to say the right thing to impress you.

m Ask questions that focus on the candidate's past performances.

m Notice how well the candidate listens and responds to the ques-
tions asked.

m Listen to the questions the candidate asks. Clarify the reasons
why the questions are being asked. Notice which questions
he/she asks first as they may be his/her primary concerns.

m Take detailed hand-written notes concerning job related topics
that will help you distinguish the candidates from one another
(especially if you will be conducting several interviews). Help
yourself remember each candidate and each interview clearly.

m Record information pertaining to the set criteria that will help in
the evaluation of candidates.

m Organize and analyze the information immediately after the in-
terview when memory is fresh. Don't try to remember every-
thing, it's impossible. One idea is to “rate” each candidate on
each ofthe criteria immediately following the interview.



TEXT 2. Howto Select the “Right” Person

m Provide information on the company and the job to each candi-
date.

3. Treat All Candidates Fairly

m Use your list of standard questions during each interview so that
you treat the applicants the same and so that you can compare
the answers.

m Keep all questions job-related.

m Show a genuine interest in every candidate you interview.

m |If possible, have at least one other person who can meet and/or
interview candidates who are “finalists.” They should also “rate”
the candidates on each of the criteria; ultimately, all interviewers
should compare their “ratings”and discuss any discrepancies.

4. Be Courteous and Respectful

m Begin the interview on schedule.

m If possible, conduct the interview without interruptions.

m Do not argue with the candidate.

m Thank the candidate for his/her time and interest.

5. Facilitate Open Communication

m Promote a relaxed environment with free-flowing conversation.

m Do not dominate the discussion by talking too much. Many ex-
perts use a 80/20 rule - you talk 20% of the time and the candi-
date talks 80% of the time.

m Listen carefully to the candidate's answers. If they do not pro-
vide you with specific results, probe until they do.

m Explain the selection process to the candidate.

VOCABULARY

to fill a position 3aHUMaTtb MOCT, [O/MKHOCTb, WUC-
MONHATb Te WM WHble 0653aHHO-
cT

resume KpaTkue 6rorpaguyeckune faHHble
(o mocTynatoLeM Ha paboTy U T. 1n.)

to pertain NPUHALNEeXaTb; OTHOCUTLCA, UMETb
OTHOLLIEHME K YemMy-/1.

discrepancy NpPOTUBOPEYME, HECOrnacue; pacxo-
X[€EHWE BO MHEHNSX

courteous ['katjas] BEX/IMBbINA, Nt06€3HbII

to facilitate COfIeCTBOBATL; CNOCO6CTBOBATbL
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UNIT 6. The recruitment process

to dominate - [LOMWHUPOBATb
to probe - MpOLLYNbIBaTb, 30HAMPOBATh

Assignment. Answer the questions:

1 What are the steps in finding the right person to fill a position?
2. What are the techniques of interviewing the applicant?

TEXT 3. APPLICATION FORMS

The hardest part of recruiting, if you did a job description listing
the skills needed, is in finding and hiring the right employee. You need
some method of screening the applicants and selecting the best one for
the position.

The application form is a tool, which you can use to make your
tasks of interviewing and selection easier. The form should have
blank spaces for all the facts you need as a basis forjudging the appli-
cants.

You will want a fairly complete application so you can get suffi-
cient information. However, keep the form as simple as you can. The
applicants are to fill out the application form before the interview. It
makes an excellent starting point for the interview. It is also a writ-
ten record of experience and former employer's names and ad-
dresses.

When an applicant has had work experience, other references are
not very important. However, if the level of work experience is lim-
ited, additional references may be obtained from former employers
who can give objective information. Personal references are almost
useless, as an applicant would only list people who have a kind word
for them.

An example of Application for Employment
Name:
Date of Birth:
Present Address:
Tel. Number:
Indicate Dates You Attended School:
Elementary, From to
High School, From to
College, From to
Other (Specify Type and D ates):
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TEXT 4. Writing ajob description

List Below All Present and Past Employment, Beginning with Most Re-
cent

Name Job
Com- From To of Reason Weekl ..
pany Mo/Yr Mol/Yr Super for Y scrip
Name visor leaving salary tion
D
2)
3)
4)
5
6)
May we contact the employers listed above?
If not, indicate which ones you do not wish us to contact:
Remarks:
VOCABULARY
blank space - npo6en; nponyck
to fill out - 3anonHATb (aHKeTY)
personal reference - JINYHasa pekoMeHJauus
weekly salary (wages) - HefleflbHaa 3apaboTHas nnata
starting point - OTnpaBHas TOYKa

Assignment. Answer the questions:

1 What an application form should be?

2. What information should be requested in an application form?

3. Where from the additional references concerning the candi-
date’s former experience may be obtained?

TEXT 4. WRITING AJOB DESCRIPTION

1. Job Descriptions

Ajob description describes the major areas of an employee's job or
position. A good job description begins with a careful analysis of the
important facts about ajob. They are:
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the individual tasks involved,

the methods used to complete the tasks,

the purpose ofthe job and job responsibilities,
the relationship of the job to other jobs, and
the qualifications needed for the job.

It's important to make a job description practical, dynamic, and
functional. A poor job description will keep you and your employees
from trying anything new and learning how to perform their job more
productively. A well-written, practical job description will help you
avoid hearing arefusal to carry out a relevant assignment because “it is-
n'tin myjob description.1

Many jobs are subject to change, due either to personal growth,
organizational development and/or the evolution of new technolo-
gies. Flexible job descriptions will encourage the employees to grow
within their positions and learn how to make larger contributions to
the company.

AlJob Description should include a

m Job Title

m Job Objective - This is generally a summary of the general na-

ture, level, purpose and objective ofthe job. The summary should
describe the broad function and scope of the position and be no
longer than three to four sentences.

m List of Duties or Tasks Performed - The list contains princi-

pal duties, continuing responsibilities and accountability of
the occupant of the position. The list should contain essen-
tial job duties or responsibilities that are critical to the suc-
cessful performance of the job. The list should begin with the
most important functional and relational responsibilities and
continue down in order of significance. Each duty or respon-
sibility that comprises at least five percent of the employee’s
time should be included in the list.

Description of the Relationships and Roles, which the occu-
pant of the position holds within the company, including any
supervisory positions, subordinating roles and/or other work-
ing relationships.

2. Using Job Descriptions for Recruiting Situations

When using job descriptions for recruiting situations, it is neces-
sary to attach the following:
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TEXT 4. Writing ajob description

m Job Specifications, Standards and Requirements - the mini-
mum qualifications needed to perform the essential functions
of the job such as education, experience, knowledge and skills.
Any skills and expertise needed for the job should be included.
For example, for a receptionist, necessary skills may be having
1) a professional and courteous telephone manner, 2) legible
handwriting if messages are to be taken 3) the ability to handle
a multiple-lined phone system for a number of staff members and
4) the patience and endurance to sit behind a desk all day.

m Job Location - where the work will be performed.

m Equipment to be used in the performance of the job. For exam-
ple, does your company's computers run in a Apple Macintosh or

PC Windows environment?

m Non-Essential Functions - functions which are not essential to
the position or any marginal tasks performed by the employee.
m Salary Range - range of pay for the position.

position
job description

job responsibilities
statement

job title
job specification

accountability
occupant of the position

marginal tasks
expertise fekspa'ttz]

receptionist

legible handwriting
endurance [T'é3uaraw]
salary range

VOCABULARY

[OO/HKHOCTb, MECTO

[OMKHOCTHaA MHCTPYKuma (onu-
caHue paboThbl)

[O/DKHOCTHbIE 06513aHHOCTM

(hopMyNIMPOBKa, 3asB/IEHUE, YTBEP-
XAeHve

Ha3BaHWe AO/DKHOCTU

KBa/IMPUKALMNOHHbIE TpeboBaHUA
K MCMONHWTENIO OMpefeneHHol pa-
60ThI

noaoT4YETHOCTb

inygo, 3aHuMMaroLlee KaKoi-nn6o
MOCT, KaKyH-/1. O/DKHOCTb

MENKne 3afaHunA

3HaHWe gena; KBaI'IVIQJVIKaLI,I/IFI, KOM-
NETEHTHOCTb

CNYXKaLLMWiA B MPUEMHO
paszbopumMBbIl MOYEPK
BbIHOC/IMBOCTb

pasmMepbl 3apaboTHOIA nnathl
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UNIT 6. The recruitment process
Assignment. Answer the questions:

1 What is the purpose ofjob description?

2. What are the important facts about a job that should be in-
cluded in ajob description?

3. What information should be included in ajob description ifit is
used for recruiting purpose?

Assignment. Write a short essay on:

1. The process and techniques of interviewing the applicant.
2. How to compose an application form.
3. How to write ajob description.



UNIT 7
GETTING AJOB

TEXT 1. LOOKING FOR A JOB

When a company needs to recruit or employ new people, it may de-
cide to advertise the job or position in the “NEED HELP” section of
a newspaper. People who are interested can then apply for the job by
sending in a letter of application or covering letter (US cover letter)
and a curriculum vitae or CV (in US - resume) containing details of
their education and experience.

A company may also ask candidates to complete a standard applica-
tion form. The company's Human Resources department will then se-
lect the most suitable applications and prepare a shortlist of candidates
or applicants, who are invited to attend an interview. Another way for
a company to hire is by using the services of a recruitment agency (in
US - search firm), which provides a list of suitable candidates.

What should a CV be?

The CV (Curriculum Vitae - lit. record of life) is presenting your
qualifications, skills and attributes to the employer. CV demonstrates
the suitability of an applicant for the job. As well as providing an in-
sight into previous qualifications and experience, it should show the
employer the skills and qualities the applicant has, that will match the
position being applied for. In compiling CV the applicant has one ob-
jective only - to get an interview in order to get the job.

A CV must be accurate, interesting and up-to-date. It must be pre-
sentable so that it makes the best impression possible and gets noticed.
It should be relevant - targeted to the needs of each particular posi-
tion.

How to compile the CV?

You need to bring together:

m details of your qualifications - education;

m details of the job itself - job description;

m details of the qualifications and skills required - person specifi-
cation;

m evidence from your personal profile that matches the employers’
criteria. This information will help you to prioritize ygensaTs
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UNIT 7. Getting ajob

nepsocTeneHHoe BHUMaHKe the detail that should be included in
your CV.

Style and layout

The CV must be accurate, briefand clear. Describe your skills and
achievements as positively as possible. Applicants’ skills and qualities
that are most often sought by employers are listed below:

m Communication: Ability to communicate orally, in writing or

via computer/electronic means.

m Teamwork:Working well with others in order to achieve a com-

mon objective.

m L_eadership: Being able to motivate and encourage others, whilst

taking the lead.

m Initiative: Ability to see opportunities and to set and achieve

goals.

m Problem solving: Thinking things through in a logical way in or-

der to determine key issues. Creative thinking is useful.

m Flexibility/Adaptability: Ability to handle change and adapt to

new situations.

m Self-awareness: Knowing your strengths and skills and having

the confidence to put these across.

m Commitment/Motivation: Having energy and enthusiasm in

pursuing projects.

m Interpersonal skills: Ability to relate well to others and to estab-

lish good working relationships.

m Numeracy: Competence and understanding of numerical data,

statistics and graphs.

Additionally, employers like to see that applicants have some
business awareness - having an insight into what is happening in in-
dustry or commerce and the impact this could have on the organiza-
tion.

VOCABULARY
Human Resources department 0TAen no paboTe ¢ Kagpamu
position paboTa, fOMKHOCTb, MECTO
apply for... nojasarthb 3asB/IeHME Ha...
letter ofapplication = covering letter 3asBfieHne 0 npuemve
curriculumvitae (CV) [ko'nkjufem vital] aBTo6MOrpadus
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TEXT 2. The letter of application (cover letter)

resume ['rezjumei] - KpaTtkue brorpamyeckme fjaHHble

experience [iks'piarians] - onbIT

application form - 3asBNeHue o npueme Ha paboty

interview - cobecefoBaHue

business awareness - 3HaHue 6K3Heca, 0CBELOM/IEHHOCTb

commitment - pewumMocTb fenaTb 4To-., 06s3a-
TeNbHOCTb

motivation - 1) nobyxaeHvie; ABMXYLLAs CUNg;
2) MoTuBaLmA

recruitment agency (amep. search - areHTCTBO Mo TPYZOYCTPOWCTBY

firm)

a series - psg

to simulate - MOAenupoBaTtb

profile - KpaTKuii 6uorpadmyecknii o4epk;

cBefleHus u3 6uorpagpum

Assignment. Answer the questions:

1 Whatisa CV (resume)?

2. What should be mentioned in a good resume?

3. What are the applicants’skills and qualities that are most often
sought by employers?

Assignment. Write your own resume for the positions of:

1) salesperson in a big department store
2) sales manager in a firm selling personal computers
3) accountant in a big production plant.

TEXT 2. THE LETTER OF APPLICATION (COVER LETTER)

The letter of application, sometimes called cover letter, can be as
important as the CV because it is the first direct contact between a can-
didate and an employer. Ifthis letter is not well written and presented,
it will make a poor impression. The letter of application normally con-
tains four parts in which you should:

1 confirmthat you wish to apply and say where you learned about

the job

2. saywhy you are interested in the position and your interests are

the same as those of the company
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UNIT 7. Getting ajob

3. show that you can contribute to the job by describing your

most relevant skills and experience

4. indicate your willingness to attend an interview (and possibly

say when you would be free to attend)

Before making an application you should analyse the job descrip-
tion (the information provided by the employer to establish the skills
and qualities they particularly require).Job descriptions can be limited
to outlines of the work-related tasks rather than the personal qualities
needed. However, it is common now for employers to produce job de-
scriptions or person specifications which detail the personal require-
ments. They may distinguish between the attributes essential for the
job and those that are desirable.

Person specifications will usually include:

m qualifications;

m skills;

m special aptitudes, eg IT;

m interests;

m personal qualities;

m circumstances, eg availability to travel.

Employers now also use competencies as a basis for job selection.
Competencies are defined as characteristics that help people to per-
form well in the job. Acompetency-type approach to recruitment will
break down the jobs into their essential elements relating to perfor-
mance.

Examples of these might be:

m commercial and business awareness;

m strategic vision and direction setting;

m problem solving and decision-making.

Sometimes competencies will be named and described so you can
match your own profile to them. Other times you will need to draw up
a competency framework from the job or person specification. You will
then be able to compare your own qualifications, skills and personal at-
tributes with those required. If you have considered this before hand,
then you will be better able to provide details on the application form.
Many employers require applications to be made on their own employ-
ment application forms (EAF). Sometimes they may ask for a standard
application form (SAF) to be completed.

If a completed application form is asked for, do not substitute
a CV or enclose a CV with ‘see CV’ written across a section of the
form. Follow the organisations procedures and complete all necessary
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TEXT 2. The letter of application (cover letter)

paperwork. Supply the required information in the designated space
and complete the form in full. Often, the form can be several pages in
length. A considerable amount of time and effort may be necessary in
order for you to complete the form and include all necessary informa-
tion. A brief covering letter can show your suitability and promote
your strengths if you feel that the application form does not allow you

to do this.

VOCABULARY

letter of application = cover letter

relevant
willingness
to outline

person specifications

IT cokp. o1 Information Technology
special aptitudes

attribute

circumstances

competence

competency framework
designated

to promote

procedure

Assignment. Answer the questions:

COMpPOBOAMTENbHOE MUCBMO (K 3a-
SB/IEHNIO O MPYEME Ha paboTy)

CYLL,ECTBEHHBI; BAXHBIN
FOTOBHOCTb

obpucosarb, HameTUTb B 06LMX
yepTax

Tpe6oBaHMA K MPUHUMAEMOMY Ha
paboty

I/IHdJOpMaLI'I/IOHHaFI TEXHONO0rnA
0C0bble CMOCOBHOCTK
OTNYNTE/NIbHAA YepTa
06CTOATENLCTRA, ycnosus

CMOCOBHOCTb,  [aHHbIE,  3HaHWS,
KOMMETEHTHOCTb  (AOCTATOYHbIE
ANSi OCYLLECTB/IEHMS KaKOro-nn6o
BMA JedTeNbHOCTM)

rpaHnLbl KOMNETEHTHOCTA

1) HasHayeHHbIi;  2) HameueH-
HbIlA

crnocobcTBoBaTh, MOMOrarb, Cofeii-
CTBOBATb; NOAAEPXKMNBATL
npoueaypa, 0bpa3s geiicTans; nops-
[IOK OCYLLECTB/IEHMS AENCTBMA

1. What should be written in a cover letter?
2. What do person specifications usually include?

3. What is a competence?
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| UNIT 7. Getting ajob
TEXT 3. TYPES OF INTERVIEWS

Face-to-face interviews

One-to-one interviews. This is a meeting between the candidate
and one interviewer. Try to develop understanding between yourself
and the interviewer.

Sequential interviews. In this case you have several interviews in
turn with different interviewers. Usually each interviewer asks ques-
tions to test different sets of competencies. However this is not always
the case. You may find yourselfanswering the same questions over and
over. Ifthis does happen make sure you answer each one as fully as the
time before.

Panel interviews. In this type of interview several people sit-
ting on a panel question you. The actual number of interviewers
can vary, but there is usually a chairperson to co-ordinate the ques-
tions, aspecialist who knows about the job in detail and a personnel
manager.

Telephone interviews. Companies increasingly use telephone in-
terviews as an integral part ofthe recruitment process. Most commonly
they are used as a method of initial screening. The majority of compa-
nies inform in advance and usually pre-arrange the time of the inter-
view.

Video interviews. Video interviews are rare and are used particu-
larly if a person has applied for a position overseas. As far as possible,
you should treat them as traditional interviews; dress as you would for
a conventional interview, address your answers to the interviewer (i.e.
to the camera rather than the display screen) and listen carefully to the
questions and instructions, asking the interviewer to repeat anything
that you dont understand.

Interview format. The nature of any interview is determined by
the nature of the organisation to which you have applied, but there are
various standard formats.

Chronological interviews. As the name suggests, these interviews
take you chronologically through your life to date, and are likely to be
based on CV or completed application form.

Competency-based interviews. The questions asked at these in-
terviews are structured to reflect the competencies sought by an em-
ployer for a particular job, often detailed in the recruitment
information.
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TEXT 4. Testing of applicants

Technical interviews. If you have applied for a job, which re-
quires specific technical knowledge (e.g. engineering or IT), it is
likely that at some stage in the selection process you will be asked
technical questions or have a separate technical interview to test
what you know. Questions may focus on real or hypothetical techni-
cal problems.

VOCABULARY
sequential - MocnefoBaTesbHbIN
panel - KomMucens
overseas - 3a rpaHuLeli
paperwork - ofhopmneHue JOKyMeHTaLMu
hypothetical [,haip9u'Oetikal] - MPeAnoNioXMTENbHBIA, TUMNOTETU-

yeckuii

Assignment. Answer the questions:

1 What are the types of interviews? Describe them in brief.
2. What are competency-based interviews?
3. What are technical interviews?

TEXT 4. TESTING OF APPLICANTS

A growing number of companies are no longer satisfied with tradi-
tional job interviews. Instead, they are requiring applicants for man-
agement positions to submit to a series of written tests, role-playing
tasks, simulated decision-making exercises. Others put candidates
through a long series of interviews by psychologists or trained inter-
viewers.

The tests are not about mathematics or grammar, nor about any of
the basic technical skills for which many production, sales and clerical
workers have long been tested. Rather, employers want to evaluate
candidates on the following qualities:

m |s the candidate creative and entrepreneurial?

m Can the candidate lead and coach?

m s the candidate flexible and capable of learning?

m Does the candidate have enough skills and knowledge?

m How will the candidate function under pressure?

m Will the potential employee fit the company?
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UNIT 7. Getting ajob

Companies are getting much more careful about hiring now. Some
years ago, candidates could win ajob with the right look and the right
answers to questions such as “Why do you want this job?” Now, many
candidates have to face questions intended to learn how they get things
done. They may face questions such as “Who is the best manager you
ever worked for and why?”. The answers, psychologists say, reveal much
about a candidate's management style and about himself or herself.

Even companies that have not started extensive testing have
toughened their hiring practices. They make the comprehensive test-
ing aimed to measure skills in communications, analysis and organiza-
tion, management style and personality traits.

There is an example of the simplest test that may be offered to the
applicant:

1. Abstract reasoning

This is a test of your skill at finding similarities and differences in
groups of patterns. All the patterns in group A are in some way similar
to each other, and all those in group B are similar to each other.

Below, you will find five separate boxes with patterns in them.
Your task isto decide if each box:

? o

+ ooooa+

A u A
A +
A 0] A+A +M10O
A +

i) belongs to group A
i) belongs to group B
iii) belongs to neither group

+00

Answers:

first is group A

second is group B
third is neither group
fourth is neither group
fifth is group A
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TEXT 4. Testing of applicants

2. Verbal reasoning

This is atest of your skill at making sense of reports that cannot be
relied on to be objective, truthful or even consistent.

The test consists ofa series of short passages, each ofwhich includes
a number of short statements intended to convey information or per-
suade the reader of a point of view.

Each passage is accompanied by four statements relating to the in-
formation or arguments it contains. Assume that what is stated is true;
even if it contradicts what you know or believe to be the case in reality.
Decide on this assumption whether the statement is:

a) true,

b) false,

c) you cannot tell and need more information.

In recent years it has become clear that man's use of fossil fuels is
likely to have a major influence on the world's climate. As a result of
this, increased concentrations of 'greenhouse’ gases such as carbon
dioxide and methane will lead to global warming; an overall small in-
crease in average temperatures; whose influence is difficult to pre-
dict. Whilst some scientists predict melting ofthe polar icecaps, and
so a rise in sea levels, others think this will be balanced by increased
precipitation at the poles.

1. Ifwe go on using fossil fuels at the present rate, we must expect

climatic change.
TRUE\FALSE jCAN'T TELL

2. Depletion of the ozone layer will result in global warming.
TRUE \FALSE \CANT TELL
3. Scientists are all agreed that use of fossil fuels would eventually

lead to a rise in sea levels.
TRUE \FALSE\CAN'T TELL

4. The burning of fossil fuels increases the concentration of meth-

ane in the atmosphere.
TRUE\ FALSE \CAN'T TELL

3. Numerical reasoning
This is a test of your skill at reasoning with numbers. First you are
given some information in a variety of forms - text, tables or graphs -
followed by three related questions. For each question, choose what
you think is the correct answer from the possible answers Ato P.
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UNIT 7. Getting ajob

An insurance scheme pays benefits to its members who are sick for ex-
tended periods of time at the following rates

1st month: nil

2nd-4th months: 50% of normal salary

5th and succeeding months: 25% of normal salary

on the first £24,000 p.a. of salary for each month in which the
member is sick and is not paid by the employer. How much does the
scheme pay to:

1. John, who is offwork for two months, whose salary is£12,000
p.a., and who gets no sick pay?

2. Pat, who isill for six months, but who is paid normally for the
first two months and whose salary is£18,000 p.a.?

3. Hilary, whose salary is £30,000 p.a., who gets 3 months sick
pay from her employer, and who has to take nine months off?

Choose the right answer:

A £250 I £2250
B £500 J £2350
C £750 K £2500
D £1000 L £3125
E £1125 M £3750
F £1500 N £4000
G £1765 O £5000
H £2125 P £5625
Answers:

1 Answer B is correct. John gets ?500.00 (1 month at half his
usual monthly salary)

2. Answer | is correct. Pat gets £2250 (3 months at half her usual
monthly salary)

3. Answer Ne is correct. Hilary gets £4000 (3 months at half of
a monthly salary of £2,000 plus 2 months at a quarter of
a monthly salary of£2,000)

VOCABULARY
to submit - MNPeACTaBNATb HA PacCCMOTPEHME
clerical worker - KOHTOPCKWIA Cry)alumi
creative - TBOPYECKMUIA
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entrepreneurial
to coach
to fit

to reveal
comprehensive
personality traits
pattern
consistent

to convey

to persuade of

fossil fuels

greenhouse

carbon dioxide ['ka:ban dai‘oksaid]
methane ['mi:Oein]

precipitation

insurance scheme [m'Juarans 'skim]
succeeding months

p.a. (nat. per annum)

sick pay

TEXT 4. Testing of applicants

MMetoLMil AenoBble Cnoco6HOCTY
TpeHnpoBaTb, 06yyaTthb

noaxoauTb, ObiTb  MOAXOAALLMM
ana  (4ero-n.), COOTBETCTBOBATb
(yemy-n.)

OTKpbIBaTb

BCECTOPOHHWIA, MO/HBbIN

CBOWCTBA IMYHOCTM

Mogefb, WabnoH

nocefoBaTesbHbINA, HEMPOTUBOpE-
UMBbIN

BblpaXXaTb, NepesasaTb
yb6exaarth B Yem-/1.
nckonaemoe TonanBeo
Tennuua, NapHuK
YINeKNChbINA ra3
MeTaH

BbIMafeHye 0caKoB
cucTeMa CTpaxoBaHus
nocnefytoLime Mecaubl
B rog

rnoco6we no 60ne3Hn

The power word list
These words and phrases may be useful in writingjob applications.

Assignment. Match English and Russian variants:

1 Assignedto ..

Constant interaction with ...
Employed to ...

Expertise and skills in ...

o g A~ WD

Extensive
ground in .

Experienced in all aspects of ...

practical  back-

BonbLue Yem...neT 06LIMPHOro
1 pa3HOO6pPa3HOro onbITa B ...

Bbin B mogunHeHun y ...
Jobunca ycnexas ...

3HaKoMm C ...

3HaHwue fena v HaBbIKW B
IMeeT onbIT BO BCeX acrnekrax
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10.

11.
12.

13.
14.

15.

16.
17.

18.
19.

UNIT 7. Getting ajob

Extensive training ... g.
Familiar with ... h.
Implemented ... I.
In charge of ... J-
Initiated ... k.
Instrumental in. L
Managed. m.

More than ...years of extensive n.
and diverse experience in .

Now involved in ... 0.
Proficient/competentat .. p.
Provided technical assistance g.

to .
Reported to ... r.
Succeeded in ... S.

HasHayeH Ha JO/HKHOCTD ...
Ob6ecrneyunBas BbINOSHEHME ...

Ob6ecneunBan  TEXHUYECKYHO
MOMOLLb ...

O6LwupHas npaKTnyeckas
MOLrOTOBKA B ...

O6LIMpPHOEe 00yYeHME MO .

OnbITHbI / KOMMETEHTHbIN
B.

OTBevan 3a.
[MonoXxwun Hayasno .

MocTosHHOE B3aMMOJECTBUE
C.

Pa6oTan B ...
Ceityac 3aHMMaeTCs ...

Ynpasnan ..
S(hPeKTMBEH B ...

Assignment. Write your own CVand a letter of application.



UNIT 8
PERFORMANCE MANAGEMENT

TEXT 1. WHAT IS PERFORMANCE MANAGEMENT?

Definitions

Performance Management is a constant communication process
when the performance manager and the employee are:

m identifying and describing essential job functions on the basis of

the mission and goals of the organization

m developing realistic and appropriate performance standards

m giving and receiving feedback about performance

m writing and communicating constructive performance appraisals

m planning education and development opportunities to improve

employee work performance.

Employee is the person whose performance is managed.

Performance Standards are written statements describing how
well ajob must be performed.

Performance Appraisal is a process of assessing, summarizing, and
developing the work performance of an employee.

The performance management process begins with analysis and de-
scription ofthe job. The performance manager identifies essential func-
tions in the job description and the strategic mission and goals of the
department or organizational unit. In cooperation with the employee
standards of minimum acceptable performance are developed for the
position. Additionally, standards for performance that exceeds expec-
tations may be set to encourage the employee to reach even better re-
sults.

During the appraisal period (typically one year), the performance
manager observes the performance of the employee, focusing on help-
ing the employee to achieve successful performance. At the end of the
appraisal period, and in collaboration with the employee, the perfor-
mance manager prepares and writes a final copy of the written perfor-
mance appraisal.

At any point in the process, the employee and performance man-
ager may identify needs and create a plan for employee education,
training or development in job- or career-related areas.
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UNIT 8. Performance management

The issues related to performance management of teams and team
members arise out of the variety of reporting relationships and degree
of independent responsibility that teams exercise.

VOCABULARY

performance management
performance standard

communication process
job functions

mission

appropriate [a'prauprut]
constructive

performance appraisal [3'prek(s)1]
opportunity

development

work performance

written statement

assessing

summarizing

developing

essential functions

appraisal period
collaboration
reporting relationship
team

to exercise

Assignment. Answer the questions:

ynpaBneHne UCMOMHEHNEM PaBoTbl

YPOBEHb MHTEHCMBHOCTW WK 3()-
(heKTMBHOCTM TPYZQ; HOpMa Npou3-
BOAMTENBHOCTY, HOPMa BbIPaBGOTKM

npoLecc obMeHa UHGopmaLmei
[O/MKHOCTHbIE 06513aHHOCT
3afaqa

NOAXOAALLWIA, COOTBETCTBYHOLLMIA

KOHCTPYKTUBHbIWA, [efbHbllA, Aeid-
CTBEHHbI

OLieHKa UCNOIHEHNS paboThl
BO3MOXHOCTb
YCOBEPLLEHCTBOBaHWE, pa3BuTme
MCNOMTHeHWe paboTl
MUCbMEHHOE N3/TOXEHNE
OLieHKa

CyMMUVpPOBaHUe
COBEPLLEHCTBOBaHME

OCHOBHble [JO/DKHOCTHble 063aH-
HOCTU

Nepunog OLEeHKN
COTPYLHWUYECTBO

NOAOTYETHOCTb

KOMaHja, rpynna, 6puraga (pabo-
ymx)

MCNONb30BaTb, OCYLLECTBNATb, MPO-
ABNIATb, NPUMEHATDb

1 What are the activities of a performance manager?
2. What does a performance manager do during the appraisal pe-

riod and at the end of it?
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TEXT 2. Job Description & Strategic Plan
TEXT 2. JOB DESCRIPTION & STRATEGIC PLAN

Writing ajob description is a process of systematically collecting,
analyzing, and documenting the important facts about ajob. A strate-
gic plan is composed of a mission statement, identified goals related to
the organization's mission, and strategic initiatives necessary to ac-
complish each goal. Assignment of responsibility for the accomplish-
ment of goals and strategic initiatives is related to the essential
functions of the job description.

Job Description

Before a job vacancy is advertised, ajob description is completed.
After the employee is hired, thisjob description becomes the job assign-
ment and forms the basis of the job function description on the Perfor-
mance Evaluation Form.

This process of writing ajob description is calledjob analysis. The
job description provides a basis for job-related selection procedures
and performance standards.

The job description specifies:

m the specific job functions and tasks

m the functions and tasks which are essential

m the percentage of time typically spent performing each function

m the skills, knowledge and abilities required to perform the job

successfully

m the physical and mental requirements of the position

m special conditions of employment

m the level of supervision received and exercised.

The performance manager should deliver the job description to the
employee during his or her first few days on the job.

Strategic Plan

A strategic plan is composed of a mission statement, identified
goals related to the organization's mission, as well as strategic ini-
tiatives necessary to accomplish each goal. The mission statement
describes the fundamental reason why the organization or depart-
ment exists. The goals identify the results, which will further that
mission. Strategic initiatives set out the specific steps, which must
be taken to achieve those results. Strategic planning is a dynamic
process, which is usually revisited at intervals of between one to
two years.
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UNIT 8. Performance management

Individual employees will each make a contribution to the realiza-
tion of goals and may be responsible for accomplishment of specific
strategic initiatives in support ofthose goals. To ensure that initiatives
are completed, those responsible for particular strategic initiatives are
usually named and due dates specified.

Performance managers consider the annual goals and strategic ini-
tiatives for which the employee has responsibility when describing the
position, set standards of work performance, give feedback about per-
formance, make the annual performance appraisal, and plan for em-
ployee education, training and development.

-» Plainning--------- » Implementing--------- » Appraising —

-------------- Rewarding «-------------- Coaching <---------------

The Main Components of Performance Management Cycle

VOCABULARY

to accomplish - [oCTUratb; BbIMOMHATL; 3aBep-

assignment of responsibility
job description

job vacancy

job assignment

Performance Evaluation Form
mission statement

to further

to set out
to revisit

due dates
annual
to specify

to implement
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watb
pacnpeseneHue 06s3aHHOCTE

[OMKHOCTHaA MHCTPYKUma (onu-
caHvie paboTbl)

BaKaHCUA, HE3aHATOE pa6oqee Me-
CTO

paboyee 3afaHune

aHKeTa OLIEHKM UCTO/HEHMS paboThl
thopMynMpoBKa 3afaumn
MpoABWraTh; COAEACTBOBATh, CMO-
co6CcTBOBAThL

nsnaratb

nepecmatpusath, nepepadatbi-
BaTb

CPOKM
€XXEerofHblii

TOYHO onpeagendaTb, YyCTaHaB/N-
BaTb

BbINO/HATbL, OCYLUECTB/IATb, obec-
ne4yumsaTb BbIMNO/IHEHNE, MPUBOANTDL
B UCMNOJIHEHNE



TEXT 3. Employee Job Descriptions

to appraise - OLEHVBaTb
to coach - TpeHupoBaTb, 00y4aTh
to reward - [laBathb (feHeXHOe) BO3HarpaxaeHue

Assignment. Answer the questions:

What is one ofthe essential functions of the job description?
What is called ajob analysis?

What is job description necessary for?

What is specified in a job description?

What are the elements of a strategic plan?

What are performance manager’s functions?

O WN R

TEXT 3. EMPLOYEE JOB DESCRIPTIONS

Definitions

Ajob isagroup oftasks and responsibilities that an employee is re-
sponsible to conduct. Jobs have titles.

Atask is typically defined as a set of activities needed to produce
some result, e.g., vacuuming a carpet, writing a memo, sorting the mail,
etc.

Functions are a large number of tasks that complex positions in the
organization may include.

Job descriptions are lists of the general tasks, or functions, and re-
sponsibilities of a position. Typically, they also include to whom the
position reports and specifications such as the qualifications needed by
the person in the job, salary range for the position, etc.

Job descriptions are usually developed by conducting ajob analy-
sis. Typical job analysis includes the tasks and sequences of tasks nec-
essary to perform the job. The analysis looks at the areas of knowledge
and skills needed by the job. Note that a role is the set of responsibili-
ties or expected results associated with a job. Ajob usually includes
several roles.

Typically, job descriptions are used especially for advertising to fill
an open position, determining compensation and as a basis for perfor-
mance reviews.

Example of job description

As we already know, job descriptions describe the major duties and
responsibilities of employees. the following job description is derived
from the Dictionary of Occupational Titles (DOT).
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UNIT 8. Performance management

Job Description

Title: Secretary

Pay Range: E10

Date: May 3, 20XX

Job Analyst: Ann Smith

DOT Code: 201.362-030

Report to: Office Manager

Job Summary (from Dictionary of Occupational Titles; DOT):

Schedules appointments, gives information to callers, takes dictation,
and otherwise relieves officials of clerical work and minor administra-
tive and business detail.

88

Duties and Responsibilities

m Opens, date stamps, sorts, and distributes mail.

m Answers telephone and provides information/assistance or
routes caller to appropriate staff member.

m Takes phone or visitor messages and delivers to appropriate indi-
vidual.

m Greets visitors to the office and directs them to appropriate indi-
vidual.

m Composes and types routine correspondence and memoranda us-
ing word processing software.

m Compiles and types statistical reports including tables and text
using spreadsheet software.

m Assists Office Manager with monitoring office supplies.

m Operates and maintains fax machine.

m Makes copies, collates, and staples materials as requested.

m Establishes and maintains permanent files; files and retrieves
files as requested.

m Performs other related duties as required.

Knowledge, Skills, and Abilities (established by supervisor)

m Knowledge of modern office procedures and methods including
telephone communications, office systems, and record keeping.

m Knowledge of modern business communication, including style
and format of letters, memoranda, minutes, and reports.

m Skill to use a personal computer and various software packages.

m Skill to type 50 words per minute.

m Ability to work independently without supervision.

Credentials and Experience (established by supervisor)

m Courses in secretarial/office administration.



TEXT 3. Employee Job Descriptions

m Two years related experience.

m Equivalent combination of education and experience.

Special Requirements (established by supervisor) Willing to work
overtime, holidays, and weekends as requested by Office Manager.

VOCABULARY

task
functions
specifications

Dictionary of Occupational Titles
(DOT)

pay range
to schedule appointments

caller
dictation
clerical work
to route

routine
memorandum

spreadsheet software

office supplies
to collate

to file

to retrieve files
record keeping
minutes

report

software package

to work overtime
office manager

3afjaHve
LOMKHOCTHbIE 0653aHHOCTY

MOAPOGHOE N3MTOXKEHME HEro-1l.
C/OBapb Ha3BaHWin npodeccuii

npeAenbl 3apaboTHOR NiaTbl

COCTaBNSATb pacrucaHue BCTpeu,
npuemMa

MOCeTUTENb

nncaHmne nog ANKTOBKY
KOHTOpCKas paboTa

Hanpaenate (No onpegeneHHoOMY
MapLUpyTYy)

CTaHAAPTHBIW; PErynsapHbIn
Cﬂy)K66HaFI 3afnncka, AoknagHas
3alMnCKa

KOMMbIOTEPHbIE MPOrpamMMbl /s
pa6oThl ¢ TabnuLaMu

KaHLUENApPCKne ToBapbl

paCI'IOﬂaFaTb/CKﬂa,qblBaTb B HYX-
HOM nopsgke

PErncTpupoBaTh AOKYMEHTbI; MOA-
LUMBATh K AieNy, apXMBMPOBaTh

[ocTaBath U3 apxmBsa
YUET; BefieH/e yyeTa

NPOTOKON coBellaHms/cobpaHns
Loknag, panopT

KOMM/IEKT NpOrpaMmMHoro obecre-
YeHus

paboTaTth CBEPXYPOUHO
pyKoBoAUTENb Ohunca
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UNIT 8. Performance management

credential - aTTecTar, AunioM o6 o6pasoBaHUm
(amep.)
credentials - pekomeHAaTe/bHble MMCbMa

Assignment. Match the following and make a listof commonly used

job analysis terms.

Example: Job duty is ...

I

O UThA WN P

Job duty

Knowledge

Skill

Ability

Physical characteristic
Credentials and Experience

a body of information applied directly to the performance of
a duty

a present competence to perform an observable behavior or
a behavior that results in an observable product

apresent, observable competence to perform a learned activity
a single specific task

the minimal acceptable level of education, experience, and cer-
tifications necessary for employment

the physical attributes employees must have in order to per-
form job duties; unaided or with the assistance of a reasonable
accommodation

TEXT 4. HOW TO LEAD YOUR EMPLOYEES TO TOP

PERFORMANCE

If an employee’s job satisfies his or her needs, the employee re-
sponds more favorably to the job. This may happen, for example, when
an employee is given the responsibility for managing the office on his or
her own, and is recognized for doing it well. Or it may occur when
a sales representative is assigned full responsibility for developing new
business as well as maintaining existing customers in a territory and is
recognized for the accomplishment. Such employees tend to take their
responsibilities seriously, act positively for the firm, and are absent
from work only rarely.

The key point is that when ajob satisfies needs, the employee may
bring greater commitment to the job. Some needs common to all indi-
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TEXT 4. Howto Lead Your Employees to Top Performance

viduals are basics like food, house, and security for the future. Normally
a fair wage level and a feeling of security that the job will continue sat-
isfy these needs. Other needs must also be satisfied. Most of these are
related to:

a. The firm's personnel practices such as complaint handling or

vacation scheduling

b. Working conditions

c. Discipline and the way instructions are given, and

d. Total compensation, including benefits practices.

Dissatisfactions will result ifthe employees see that what their firm
provides in any of these aspects is much poorer than what other firms
provide. On the other hand, improvements above an acceptable level
generally do not bring about greater employee commitment in the long
run.

For example, total disregard for employee complaints (personnel
practices) can lead to serious problems for the firm. When employee
complaints are handled well, serious problems tend to be precluded
from developing but there is no major gain in deep employee commit-
ment to thejob.

What then does bring about a serious commitment to the job and
firm? There are factors that generally cause a deep commitment to job
performance for most employees.

These are:

1 The work itself - to what extent does the employee see the

work as meaningful and worthwhile?

2. Responsibility - to what extent does the employee have assign-
ment and the authority necessary to take care of a significant
function of the organization?

3. Recognition - to what extent is the employee aware of how
highly other people value the contributions made by the em-
ployee?

4. Advancement - how much opportunity is there for the em-
ployee to assume greater responsibilities in the firm?

These five factors tend to satisfy certain critical needs of indivi-

duals:

1. One need is the feeling of being accepted as part of the firm's
work-team.

2. Another need is for feeling important - that the employee's
strengths, capabilities and contributions are known and valued
highly.
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UNIT 8. Performance management

3. Athird need is for the chance to continue to grow and become
a more fully functioning person.

If the kinds of needs just described are met by paying attention to
the factors previously listed, an owner/manager will have taken signifi-
cant steps toward gaining the full commitment ofemployees to job per-
formance. To do this, several practical strategies and methods can be

used, such as:

m Establishing confidence and trust with your employees through
open communication and the development of sensitivity to em-

ployee needs

m Allowing employees participation in decision-making which di-

rectly affects them

m Helping employees to set their own work methods and work

goals, as much as possible

m Praising and rewarding good work as clearly and promptly as in-
adequate performance is mentioned

m Restructuring jobs to be challenging and interesting by giving
increased responsibilities and independence to those who want

it, and who can handle it.

VOCABULARY

top performance

sales representative
to assign responsibility

to maintain existing customers
commitment to the job

dissatisfaction
accomplishment

to recognize

personnel practices
complaint handling
vacation scheduling
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HaVBbICLLIAA MPOU3BOAUTENBHOCTD
TpyZa
TOProBbIii NpeAcTaBUTENb

Ha3Ha4nTb  OTBETCTBEHHbLIM  3a
4yTO-N.

YOEPXKMBATb, COXPaHATb  UMEHD-
LLMXCS K/IMEHTOB

MNPUBEPXKEHHOCTb pa60Te, XenaHme
BbIMO/THATb pa6o'-||/|e 0653aHHOCTH

HEYyA0B/IETBOPEHHOCTb

1) BbINO/IHEHWE; 3aBepLUEHME, UC-
MONHEHWE; 2) [OCTUXEHWE, YCMeX

3gech LUEHUTb

npaxTmKa paboTbl C Kagpamu
paboTa ¢ xanobamu
paspaboTka rpaguka oTnyckoB



TEXT 5. What is Delegation?

practices YCTaHOBMEHHbIA NOPAAOK, Npak-
TMKa

improvement yAyulleHre,  YCOBEPLUEHCTBOBA-
HUWe; UcnpasneHne

to bring about 1) ocyLLecTBNATL; 2) BbI3bIBATb

meaningful VMEIOLLMIA SICHYIO LieNb

worthwhile CTOSILLMIA, JatOLLWin pe3ynibTaT

recognition npusHaHue; ofobpeHve (YbKX-1.
3acnyr uT.n.)

advancement NpOABWKEHME

to assume responsibilities 6paTb Ha cebst OTBETCTBEHHOCTb

Assignment. Write a short essay on:

How to improve the performance of employees.
Factors that satisfy employees’needs and methods to raise employ-
ees’job performance.

TEXT 5. WHAT IS DELEGATION?

Delegation is the granting of authority and independence to an-
other person to complete a project. It must be understood that with the
authority to do ajob, comes the responsibility to get it done. A benefit
of good delegation is that it gives a manager the opportunity to spend
more time on important work, which cannot be delegated.

For these reasons, delegating work and responsibility can be very
beneficial for the company. But to be effective, delegation must be used
with some caution. Before delegating a project, you, as a manager, must
first answer two questions:

1 Towhom should projects be delegated?

2. What kind and how much work and responsibility can be dele-

gated to this person?

It is important to understand that delegation involves projects,
which include significant decision making. I1f an employee is not given
the responsibility to make decisions, it is not delegation. The assigning
of routine and repetitive work does not bring the benefits which dele-
gation can.

Work assignment, even though the employee is asked to perform
a specific task as assigned, also has the potential to add to the positive
climate - when it is fair and takes employee preferences into consider-
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ation This, obviously, is difficult to do all the time, but if employees are
given as much of a voice in deciding who should receive non-regular
work assignments, good ones as well as undesirable ones, then these as-
signments are likely to have a beneficial impact on morale.

Delegating work to an employee who is not ready to accept the re-
sponsibility can have two negative effects:

1 The job will not get done or not be completed on time.

2. The failures that result from ineffective delegation will have an

understandably bad effect on the employee.

When delegating, it isgood to always remember that effective dele-
gation of work is not giving up all your authority. The delegate should
have a fair amount of freedom, but the manager must retain some con-
trol. This will insure that the project is satisfactorily completed.

VOCABULARY
delegation - [enervposaHvie, nepefaya NosHoO-
MOUMiA
granting of authority - MpeaocTaBfieHne NoIHOMOYUNIA
authority - BfacTb, NONIHOMOUUSA
work assignment - pabouee 3agaHue
effect - [eVicTBMe, BO3AENCTBIME, I deKT
to insure - rapaHTMpoBaTb, 06ecneunBatb
beneficial - BbIFOAHBI, MONE3HbII
impact - BAVAHMKE
routine [ru:'ti:n] - PyTWHa; ofHOO06pa3Hasd, MexaHuye-
CKM BbINO/HsAeMan paboTa
repetitive [ri'petitiv] - MOBTOPSHOLMIACS

Assignment. Answer the questions:

1 What is delegation?

2. In what cases delegation can be beneficial?

3. What can be negative effects of delegating to a person who is
not ready to accept the responsibility?



UNIT 9
EMPLOYEE TRAINING AND DEVELOPMENT

TEXT 1. PURPOSE OF TRAINING AND DEVELOPMENT

The quality of employees and their development through training
and education are major factors in determining long-term profitability
of a business. It is good policy to invest in the development of employ-
ees’ skills, so they can increase their productivity.

Training often is considered for new employees only. This is a mis-
take because continuous training for current employees helps them ad-
just to rapidly changing job requirements.

The reasons for training and development of personnel include:

m Creating a pool of readily available and adequate replacements

for personnel who may leave or move up in the organization.

m Enhancing the company's ability to adopt and use advances in
technology because of a sufficiently knowledgeable staff.

m Building a more efficient and highly motivated team, which en-
hances the company's competitive position and improves em-
ployee morale.

m Ensuring adequate human resources for expansion into new pro-
grams.

Research has shown specific benefits that a business receives from
training and developing its workers, including:

m Increased productivity.

m Reduced employee turnover.

m Increased efficiency resulting in financial gains.

m Decreased need for supervision.

Employees frequently develop a greater sense of self-respect as they
become more valuable to the firm. Generally they will receive a greater
share of the material gains that result from their increased productiv-
ity. These factors give them a sense of satisfaction through the achieve-
ment of personal and company goals.

Identifying Training Needs

Training needs can be assessed by analyzing three major human re-
source areas: the organization as a whole, the job characteristics and
the needs of the individuals. This analysis will provide answers to the
following questions:
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UNIT 9. Employee Training and Development

m Where is training needed?

m What specifically must an employee learn in order to be more
productive?

m \Who needs to be trained?

First, begin by assessing the current status of the company: a) how
it does b) what it does best and 3) the abilities of your employees to do
these tasks. This analysis will provide some standard against which the
effectiveness of a training program can be evaluated.

Second, consider whether the organization is financially able to
support the training. If not, any attempt to develop a solid training pro-
gram will fail.

Next, determine exactly where training is needed. It is irrational to
realize companywide training without concentrating resources where
they are needed most. An internal audit will help point out areas that
may benefit from training. Also, a skills inventory can help determine
the skills possessed by the employees in general. This inventory will
help the organization determine what skills are available now and what
skills are needed for future development.

In summary, the analysis should focus on the total organization and
should tell you (1) where training is needed and (2) where it will work
within the organization.

Once you have determined where training is needed, concentrate
on the content of the program. Analyze the characteristics of the job,
based on its description, the written narrative of what the employee ac-
tually does. Training based on job descriptions should go into detail
about how the job is performed.

Individual employees can be evaluated by comparing their current
skill levels or performance to the organization's performance standards
or anticipated needs. Any discrepancies between actual and antici-
pated skill levels identify a training need.

Selection of Trainees

Once you have decided what training is necessary and where it is
needed, the next decision is who should be trained? Training an em-
ployee is expensive, especially when he or she leaves your firm for
a better job. Therefore, it is important to carefully select who will be
trained.

Training programs should be designed to consider the ability ofthe
employee to learn the material and to use it effectively, and to make the
most efficient use of resources possible.
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TEXT 1. Purpose of Training and Development

Employee failure in the program is a waste of money. Selecting the
right trainees is important to the success of the program.

Training Goals

The goals of the training program should relate directly to the
needs of the organization. Course objectives should clearly state what
behavior or skill will be changed as a result of the training and should
relate to the mission and strategic plan of the company. Goals should
include milestones to help take the employee from where he or she isto-
day to where the firm wants him or her in the future. Setting goals helps
to evaluate the training program and also to motivate employees. Al-
lowing employees to participate in setting goals increases the probabil-
ity of success.

VOCABULARY

development
long-term profitability
benefit

pool

readily
available

replacement

to adopt

advance

employee turnover
gains

self-respect

companywide training

internal audit ['adit]
skills inventory

narrative

POCT, YCOBEPLLIEHCTBOBaHME
[oNrocpoYHas peHTabelbHoCTb
BbIrOAa, NoMb3a

00beaUHEHHbIV pe3eps; 0ObeanHe-
HVe

ObICTPO, 63 3aAEPKKM

[OCTYMHBIA; UMEtOLLWIACS B pacro-
PSOKEHN

3amMeHa

MPUHMATb

MPOrpecc, AOCTVKEHME
TEKYYeCTb KaJpoB
[0XOfb

YyBCTBO COBCTBEHHOIO [OCTONH-
CTBa

00yy4eHVie BCEX COTPYLHVIKOB KOM-
naH1v

BHYTPEHHASA peBu3na (MPOBEPKA)

VHBEHTapW3aLMst YMEHWA 1 HaBbl-
KOB

MN3noXXeHne
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UNIT 9. Employee Training and Development

performance standard YPOBEHb WHTEHCUBHOCTU UM 3()-
(heKTVIBHOCTV TPYAa; HOpMa NMpou3-
BOAMUTE/IbHOCTW, HOpPMa BbIPaboTKM

anticipated OKMIAEMbIN

skill level YPOBEHb KBA/IN(MKALN
milestone Bexa

trainee [trei'ni:] MPOXOASLLMIA 0BYUEHME; CTaKEP

Assignment Answer the questions:

1 How is training and education of employees connected with
profitability of a business?

2. Whatare the reasons for training and development of personnel?

3. What benefits does a business receive from training and devel-
oping its workers?

4. What are the principles of trainee selection?

5. What can be the goals of training?

TEXT 2. TRAINING METHODS

There are two broad types of training: on-the-job and off-the-job
techniques.

On-the-job training is given to employees while they perform their
regular jobs. In this way, they do not lose time while they are learning.
After a plan is developed for what should be taught, employees should
be informed ofthe details. Atimetable should be established with peri-
odic evaluations to inform employees about their progress. On-the-job
techniques include orientations, job training, apprenticeships, intern-
ships and assistantships, job rotation and coaching.

Off-the-job techniques include lectures, special study, films, tele-
vision conferences or discussions, case studies, role-playing, simula-
tion, programmed instruction and laboratory training.

Orientations are for new employees. The first several days on the
job are critical in the success of new employees. This point is illustrated
by the fact that 60 percent of all employees who quit do so in the first
ten days. Orientation training should emphasize the following topics:

m The company's history and mission.

m The key members in the organization.

m The key members in the department, and how the department

helps fulfill the mission of the company.

m Personnel rules and regulations.
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TEXT 2. Training Methods

Some companies use verbal presentations while others have
written presentations. Many small businesses convey these topics in
one-on-one orientations. No matter what method is used, it isimpor-
tant that the newcomer understand his or her new place of employ-
ment.

Lectures present training material verbally and are used when the
goal is to present a great deal of material to many people. It is more
cost effective to lecture to a group than to train people individually.
Lecturing is one-way communication and as such may not be the
most effective way to train. Also, it is hard to ensure that the entire
audience understands a topic on the same level. Despite these draw-
backs, lecturing is the most cost-effective way of teaching large au-
diences.

Role-playing and simulation are training techniques that attempt
to bring realistic decision making situations to the trainee. Likely prob-
lems and alternative solutions are presented for discussion. Experi-
enced employees can describe real work experiences, and can help in
and learn from developing the solutions to these simulations. This
method is cost effective and is used in marketing and management
training.

Audiovisual methods such as television, videotapes and films are
the most effective means of providing real conditions and situations in
ashort time. One advantage isthat the presentation is the same no mat-
ter how many times it's played. The major flaw with the audiovisual
method isthat it does not allow for questions and interactions with the
speaker, nor does it allow for changes in the presentation for different
audiences.

Job rotation involves moving an employee through a series ofjobs
so he or she can get a good feel for the tasks that are associated with dif-
ferentjobs. It is usually used in training for supervisory positions. The
employee learns a little about everything. This is a good strategy for
small businesses because of the many jobs an employee may be asked
to do.

Apprenticeships develop employees who can do many different
tasks. They usually involve several related groups of skills that allow
the apprentice to practice a particular trade, and they take place over
a long period of time in which the apprentice works for, and with, the
senior skilled worker. Apprenticeships are especially appropriate for
jobs requiring production skills.
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Internships and assistantships are usually a combination of class-
room and on-the-job training. They are often used to train prospective
managers.

Programmed learning, computer-aided instruction and interac-
tive video all have one thing in common: they allow the trainee to
learn at his or her own speed. After the introductory period, the in-
structor need not be present, and the trainee can learn as his or her
time allows.

Laboratory training is conducted for groups by skilled trainers. It
is usually used by upper- and middle management trainees to develop
a spirit ofteamwork and increased management ability. It can be costly
and usually is offered by larger businesses.

VOCABULARY

on-the-job training
orientation
job training

personnel rules and regulations

apprenticeship
internship
assistantship

job rotation
coaching [kautjiq]
case study

role-playing

simulation

programmed instruction
to quit [kwit]
cost-effective

decision making situations
trainee [trei'ni:]

computer-aided instruction
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006y4eHue Ha paboTe

OpvieHTaLms

06y4eHme npodeccum

npaBwvna 4ns COTPYAHVKOB
YYEHNYECTBO

MHTepHaTypa (amep.)

00y4eHMe B Ka4eCTBe MOMOLLHMKA
yepenoBaHve paboT

TPEHMPOBKa

nccnefoBaHVe Ha  KOHKPETHOM
NpUMEpE; aHaM3 OTAENbHOM Mpo-
6rembl

pO/EBbIe UMPbl
MOZE/MpoBaHwe
MporpamMm1MpoBaHHoe 00yYeHVie
YBO/bHATLCA C paboThl (amep.)
peHTabebHbIN

CUTyaLWs MPUHATUA PeLLeHIin
NPOXOAALLWIA MOArOTOBKY, 00yuye-
He

NporpamMMMpoBaHHOE  00yYeHVe,
MaLLHHOe 0ByyeHre



TEXT 3. Trainers
Assignment. Answer the questions:

1 What are the two broad types of training?
2. What are on-the-job techniques of training?
3. What is orientation training?

TEXT 3.

Who actually conducts the training depends on the type oftraining
needed and who will be receiving it. On-the-job training is conducted
mostly by supervisors; off-the-job training, by either in-house person-
nel or outside instructors.

In-house training is the daily responsibility of supervisors and em-
ployees. Supervisors are ultimately responsible for the productivity
and, therefore, the training of their subordinates. These supervisors
should be taught the techniques of good training. They must be aware
of the knowledge and skills necessary to make a productive employee.
Trainers should be taught to establish goals and objectives for their
training and to determine how these objectives can be used to influence
the productivity of their departments. The investment into training
will pay off in increased productivity.

There are several ways to select training personnel for off-the-job
training programs. There are many outside training sources, including
consultants, technical and vocational schools, continuing education
programs, and economic development groups. Selecting an outside
source for training has advantages and disadvantages. The biggest ad-
vantage is that these organizations are versed in training techniques,
which is often not the case with in-house personnel.

The disadvantage of using outside training specialists is their li-
mited knowledge of the company's product or service and customer
needs. These trainers have a more general knowledge of customer satis-
faction and needs. In many cases, the outside trainer can develop this
knowledge quickly by immersing himself or herself in the company
prior to training the employees. Another disadvantage of using outside
trainers is the relatively high cost compared to in-house training, al-
though the higher cost may be offset by the increased effectiveness of
the training.

Evaluation of Training

Training should be evaluated several times during the process. Em-
ployees should be evaluated by comparing their newly acquired skills
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with the skills defined by the goals of the training program. Any dis-
crepancies should be noted and adjustments made to the training pro-
gram to enable it to meet specified goals. Many training programs fall
short of their expectations simply because the administrator failed to
evaluate its progress until it was too late.

VOCABULARY

in-house personnel COGCTBEHHBII MEPCoHaUT
in-house training 00yy4eHVie Ha NpeanpUaTUN
ultimately [4ltimitli] B KOHEYHOM CHeTe
subordinate [s9'bo:dnit] MOAYNHEHHBIN
to pay off OKyraTbCs
vocational school NPOeCCHOHASTEHO-TEXHNYECKOE

YUNInLLE
versed OMbITHb IV
to offset KOMIIeHCKpoBaTh
to fall short He OnpaBAaTh OXXMAAHNI

Assignment. Answer the questions:

1 Who can conduct on-the-job training?

2. Who can conduct off-the-job training?

3. What are the advantages and drawbacks of using outside train-
ing sources?

4. How can the results of training be evaluated?

Assignment. Write a short essay on:

1 Purpose of training and education of employees and their de-
velopment.
2. Types and methods of employees’training.



UNIT 10
GENERAL BUSINESS PLANNING

TEXT 1.

Preparing your business plan

Whether you are writing your
business plan for the first time or
rewriting it for the twentieth,
there are certain steps you can fol-
low in order to make the process
easier.

Step 1. Identify your objectives.
The first step in preparing your
business plan is to determine who
your audience is going to be and
what they want to know about
your company. Then, you must
determine what you want your
audience to know. What are the
areas you want to emphasize?

Step 2. Outline your business
plan. Now that you have identi-
fied your objectives, you can be-
gin preparing an outline of your
business plan based on these spe-
cial requirements. An outline can
be as general or as specific as you
would like. However, the more
specific it is, the easier the writing
process will be.

PREPARING A BUSINESS PLAN

MogrotoBka 6nsHec-nnaHa

HesaBncKMO OT TOro, cocTaBnsie-
Te NN Bbl GU3HEC-MNaH BrepBble
B XKM3HM WM MULLETE €ro Yxe
fBafuaTbli pas, ecnu [eicTBo-
BaTb MO3TaNHO, MOXHO 06/1ErUnNTb
3TOT npoLiecc.

Jtan 1. O603Ha4bTe CBOW LIENW.
Ha nepsom 3Tamne MOArOTOBKM
cBoero 6m3Hec-njaHa Heobxoam-
MO NPOACHUTb, YTO 13 cebs npes-
CTaBNsieT Balla ayauTopus n 4to
OHa XxoTena Obl 3HaTb O Ballel
KOMMNaHUK. 3aTeM BaM HY>KHO Orl-
PefennTLCS C TeM, YTO Obl Bbl XO-
Tenn, 4TOObI Bawa ayauTopus
3Hana o Bac. Kakue cepbl cBOEi
[eATeNbHOCTU Bbl )KenaeTe nof-
YepKHYTb 0C060.

Jtan 2. Habpocalite cxemy Ba-
LLero 6musHec-nnaHa. Tenepb, Ko-
roa Bbl 0603HaYMIM CBOW LW,
MOXHO NPUCTYNaTb K NOArOTOBKe
CXembl ~ camMoro  Ou3Hec-nnaHa
C YYeTOM cneymasibHbIX TpeboBa-
HU1. CxemMa MOXET ObITb OOLLENA,
a MOXET ObITb MOAPO6HON (MO Ba-
LLIeMy »enaHuto). OfHaKo, Yem oHa
6onee nogpobHa, TeM nerye 6yaet
npouecc HanucaHus  GM3Hec-
nnaHa.
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Step 3. Review your outline. The
next step is to review your out
line. Identify the areas that should
be presented in detail or summary
form in your business plan. Re-
member that your business plan
should maintain a fairly high-
level focus. Any detail informa-
tion can be included in the appen-
dix section of your business plan.

Step 4. Write your business
plan. Depending on the age of
your business and your experi-
ence writing business plans, the
order in which you develop the
specific elements of your business
plan will vary.

1) Gather information. Most
people will begin by gathering fi-
nancial information and market
research information first. You
will use this information to make
many of the basic assumptions
and strategies that you will in-
clude in your plan.

2) Prepare drafts. The next step
in writing your business plan is to
prepare initial drafts of your pro-
spective  financial statements.
Your financial statements will help
you determine which strategies
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3Jtan 3. [poBepbTe BaLLy CXEMY.
Ha cnegytoulem 3srtane crnegyer
XOpOLUEHbKO MpOBepUThL  Bally
cxemy. OnpegenuTe, Kakue cge-
Pbl  [AeATeNIbHOCTU MOryT O6bITb
npegcTaBneHbl 601ee Nogpo6HO,
a Kakue - B Cxatom Buge. NomHu-
Te, UTO Ball BU3HEC-NMaH AO/MKeH
ObITb OCTATOYHO XOPOLLIO CHOKY-
cvpoBaH. J1to6as [ONONHUTESb-
Hasd wuHhopMaums MOXeT ObiTb
nomeLleHa B MPUIOXKEHUN K Ba-
Lemy Gr3Hec-nIaHy.

3T1an 4. Hanuwmte 6musHec-NNaH.
B 3aBucMMOCTW OT TOro, CKOJb-
KO NeT Ballell KOMMaHum n Ka-
KOB Ball /INYHBLIA OMNbIT B CO-
CTaBNeHUN MOAO0OHbIX AOKY-
MEHTOB, MOPSAAOK pasMeLleHus
KOHKPETHbIX 3/1eMEHTOB B Ba-
Lwem 6u3Hec-nnaHe MOXET Bapb-
nposaTtbCA.

1) CobepuTe WHopMaLMIO.
BonbWNHCTBO NtOfen B MNepBYHO
oyepeab Ha4yHYT co cbopa huHaH-
COBbIX [aHHbIX W MH(opMaLMK,
NoNTy4eHHOW B pesy/nibTaTe nsyye-
HWS pblHKa. Bbl ncnonb3yete atu
CBEfleHUs ANs TOro, YTOObI BbICTPO-
UTb GOMbLLYHO YacTb CBOMX OCHOB-
HbIX MPeAMNONOXKEHNA 1 cTpaTe-
MM, KOTOpble BK/IKOUMTE B CBOM
nnaH.

2) TlogroToBbTe YepPHOBUK.
CrefytowWmii aTan cocTas/ieHNs
Bn3Hec-MnnaHa 3aK/o4aeTcs B Ha-
MMCcaHnm NepBbIX YePHOBWKOB Ba-
Wwux Byaywmnx (GUHaHCOBbLIX OT-
4eToB. ITU (PMHAHCOBbIE OTYETHI



TEXT 1. Preparing a business plan

are “doable” from a financial per-
spective before you spend time
and energy writing detailed de-
scriptions of each area.

3) Write a summary. The last
step in writing your business plan
is to prepare an Executive Sum-
mary. Even though this document
comes at the beginning of your
business plan, it is written last be-
cause it includes a summarization
ofall of the other sections.

Step 5. Have your plan re-
viewed. Since it is often difficult
to be critical ofyour own creation,
you will want to have someone
who is familiar with the planning
process and business management
review your business plan for
completeness, logic, effectiveness
as a communication tool, and pre-
sentation. Then, make any neces-
sary changes based on the person's
comments.

Remember that it is important to
update your business plan on
a regular basis or it will become
useless.

MOMOTryYT Bam ONpeaennThb Te CTpa-
Ternn, KOTOpble OKaXyTcs Bbl-
NOMHUMbIMUA C (PMHAHCOBOI TOY-
KW 3pEHNS, 1 CAENAT 3TO NpPex-
[e, 4Yem Bbl MOTpaTUTe BpPeEMS
M CUNbI Ha HanucaHne Noapo6Ho-
ro oTyeTa Nno Kaxkgou OTAeNbHOM
cthepe feATENbHOCTN.

3) HanuwmTe CBOAHbIN pasgen.
MocnefHuii 3tan nNpu Hanwuca-
HUM Gu3Hec-naaHa 3aKnvaercs
B MOArOTOBKE WCMOMHUTENLHON
CBOAKMW. HecmoTps Ha To, 4TO 3TOT
[OOKYMEHT SBNSETCA NepBoOM Ya-
CTblO BalLlero 6u3Hec-nnaHa, ero
NUWYT B MOCNEHION o4epespb,
MOCKONbKY B HEM COAepXaTtcs
CBOAHbIE faHHble 060 BCeX ApYyrux
pasgenax.

Jtan 5. MepepanTe Baw naH
nposepstowemy.  [MOCKONbKY
4acTo ObIBAeT HE/erko OLeHUTb
KPUTMYECKN CBOe COOCTBEHHOE
TBOpPEHMe, Bbl MOXeTe o0b6pa-
TUTbLCA K TOMY, KTO pa3bupaeTcs
B M/IaHUPOBAHUN U KOMMepYe-
CKOM MeHe[XMeHTe, 4TOObl OH
npoBepun Bawl 6W3Hec-niaH Ha
npeaMeT ero 3aKOHYeHHOCTU, /10-
TMYHOCTM, YnTabenbHOCTK 1 npa-
BUNBLHOCTU O(OpMIIEHNSA. 3aTeM
caenarite B HeM HEO6XOAMMbIE U3-
MEHEHWs, UCXOLA W3 BblCKa3aH-
HbIX 3aMeYaHuii.

MoMHMTE, YTO OGU3HEC-MIaH cne-
AyeT perynsipHo 06HOBNATL, UHa-
ye OH CTaHeT 6ecnonesHbIM.
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| UNIT 10. General business planning
TEXT 2. WHAT IS A BUSINESS PLAN?

Abusiness plan is a design of your company, presented in standard
business format that is logical and well documented. A good business
plan is also:

B A strategic vision ofyour company

m Your mostimportant communication tool

m A documentto obtain working capitaland/or investments

m A toolforplanning, measuring and improvingperformance

m A basisfor sound decision-making

m A way to motivate employees

Why is a Business Plan important?

The success of your business depends largely upon the decisions
you make. A business plan distributes resources and measures the re-
sults of your actions, helping you set realistic goals and make decisions.

Lack of planning doesnt allow making future decisions and actions
you must take to run your business successfully. On the other hand,
a sound plan can act as:

m A reality check. The process of putting together a business plan
forces you to take an objective, critical, unemotional look at your
business project in its entirety.

m An operating tool. Your written business plan is an operating
tool which, when properly used, will help you manage your busi-
ness and work effectively towards its success. Your business plan
will allow you to set realistic goals and objectives for your com-
pany's performance, and will also provide a basis for evaluating
and controlling the company's performance in the future.

m A message sender. The completed business plan communicates
your company's ideas to employees, outside directors, lenders,
and potential investors. A business plan helps you do that in an
organized manner. Also, the process of planning helps you deter-
mine if your vision is realistic, and tells you what you need to do
in order to achieve it.

m A motivation tool. The development of your business plan is one
of the best ways for you to communicate how well you under-
stand your business and describe your vision of your business.
Without proper planning, it becomes impossible for you to get all
ofyour employees to understand the goals and objectives of busi-
ness. It is impossible to motivate people when they do not know
where they are going or what they are trying to achieve.
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TEXT 3. The Business Planning Process

m A management development tool. Putting together your busi-
ness plan will help you develop as a manager because it can give
you practice in thinking and understand the problems about
competitive conditions and situations that are or may be benefi-
cial or harmful to your business.

to put together

sound decision-making
communication tool

to run business

sound plan
unemotional

entirety [in'taiati]
outside director
competitive conditions

VOCABULARY

COCTaB/11Tb

MPaBU/IbHOE NPUHSTYIE PeLLEHUS

CPeACTBO 06LLEHMA

PYKOBOAWTb,  YNpPaB/iATh;
(meno, npeanpuATME N T. N.)

NPaBUbHbINA, OrNYHBIRA MiaH

GeccTpacTHbIi
MosHoTa

MPUrNaLLEHHbIA AUPEKTOP

KOHKYPEHTHbIE YC/0BUS

Assignment. Answer the questions:

1 What aspects of business are reflected in a business plan?

2. Why is a business plan a universal tool?

TEXT 3. THE BUSINESS PLANNING PROCESS

BECTU

m Identify your vision. What is your vision for the future? Use
your imagination to plan the future you want. Is it to develop
arevolutionary new product or is it to help others gain their peak
potential. Perhaps it's as simple as gaining financial independ-
ence. Once you have defined your vision, develop a plan and set
goals and objectives. ldentify the different ways you can reach
your goals and objectives.

m Seek agreement. Whether you are starting a business or ex-
panding one, hard work is involved. Resolve any differences with
your partners or colleagues before you begin writing the business

plan.

m SWOTs&MECAsS are business tools, which will help you deter-
mine whether or not your business idea works in the “real”world.
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UNIT 10. General business planning

A SWOT analysis is simply an analysis of both your and your
business's strengths, weaknesses, opportunities, and threats.
A SWOT analysis contains four steps:

S Identify strengths. What are your strengths? Consider: ability
and potential, persistence, confidence, imagination, sales ability,
track record, financial stability, expertise, and others.

W Identify weaknesses. What are your weaknesses? Consider: lack
of time, health, financial instability, no management experience,
don't enjoy working with the public, and others.

O Identify opportunities. What opportunities exist for you? Con-
sider: work in a related field, business development assistance,
and others.

T ldentify threats. What threats exist for you? Consider: financial
crisis, loss of job, etc.

Oftentimes, to determine your business's strengths, weaknesses,
opportunities, and threats, you must gather information from outside
of your business. This is where a MECA (Market, Environmental, and
Competitive Assessment) is used.

A well-researched MECA will provide you with better informa-
tion for your business's SWOT analysis while, at the same time, pro-
viding you with valuable data for developing your strategic plan.
MECA is a “bigger picture” analysis. It helps looking for trends, op-
portunities, etc. related to the market, environmental issues, and the
competition.

m Make some “assumptions”. Although it is impossible to predict
the future, it is important to make some assumptions related to
your business's future performance. This is the only way that you
will be able to convince others to become involved in your busi-
ness - especially if you are asking for capital.

m Develop operating plans. Include key risk assessment. What
happens if? How will you reach those goals? What do you need
to produce or sell? How much? At what price? Who are your cli-
ents? Where are they? How do you reach them? How much
competition do you have, and how will you compete success-
fully?

m Develop financials. Financials include balance sheet, income
statement, and cash flow statement. To prepare these (or update
them), ask yourself questions like:
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TEXT 3. The Business Planning Process

What are the day-to-day and month-to-month requirements
(costs) of running the business?

What is business's “break-even”point? (The point in the opera-
tion of a company when revenues and expenses are exactly
equal?)

Is there enough capital to run the business or there is a need to
raise it?

Is there a need to make bank borrowings?

m When the cycle begins again. Constantly revise your business
plan to see how your business is performing. A good rule is to
work on specific goals and objectives within your business plan
on a weekly basis and revisit the entire plan once a month. On
a yearly basis, you can see if your business is performing the way
you want it to.

VOCABULARY

risk assessment
persistence

expertise
track record

financials

balance sheet
income statement
cash flow statement
break-even point

revenues
expenses

OLigHKa p1cka

HaCTOM4MBOCTb, CTOMKOCTb, YrOp-
CTBO

3HaHWe [ena; KBa/MUKaLms, Kom-
METEHTHOCTb

MOCNYXHOW CMCOK, [OCTUKEHMS
(B KaKoit-n1. 06nacTK)

(hMHaHCOBbIE AOKYMEHTbI
OyXranTepckuii GanaHc
[AeKnapauys o 4oXoaax
6anaHc 060pPOTHbIX CPEACTB

TOYKa 6e3yObITOUHOCTI, TOUKA Ca-
MOOKYMaemoCTI, TOYKa KpuUTUde-
CKOro 06vema Mpom3soacTea (N1to-
60i1 06bEM MPOAYKLIN KOHKYPEHT-
HOM (OMPMbI, NPY KOTOPOM 00LLAst
CyMMa U3JepKeK 1 00Las cymma
BbIPYUKV paBHbI), TOYKa Hy/eBOl
nprbb

JOX0fb!
pacxofib!
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UNIT 10. General business planning

Assignment. Answer the questions:

1
2.
3.

4.

What isa SWOT analysis?

What isa MECA analysis?

What questions have to be answered while developing operat-
ing plans?

What is business's “break-even” point?

Assignment. Write a short essay on:

How to write a business plan.
The process of business planning.



UNIT 11
FINANCIAL MANAGEMENT

TEXT 1. WHAT IS FINANCIAL MANAGEMENT?

Financial management is the use of financial statements that reflect
the financial condition of a business to identify its relative strengths
and weaknesses. It enables to plan, using projections, future financial
performance for capital, asset, and credit requirements to maximize the
return on shareholders' investment. Successful financial management
is the ability to effectively manage the financial resources ofa business
enterprise.

Financial management in a small firm is different from that of
a large corporation. One difference is that small firms do not have the
opportunity to publicly sell issues of stocks or bonds in order to raise
funds like large corporations do. The owner-manager of a small firm
must rely primarily on trade credit, bank financing, lease financing, and
personal equity to finance the business.

On the other hand, many financial problems facing the small firm
are very similar to those of larger corporations. For example, the analy-
sis required for a long-term investment decision such as the purchase of
heavy machinery or the evaluation of lease-back alternatives, is essen-
tially the same regardless of the size of the firm.

The main task of financial managers in both small firms and large
corporations is the effective management of working capital. Net work-
ing capital is defined as the difference between current assets and cur-
rent liabilities and is often called the “circulating capital” of the
business. Lack of control in this key area is a primary cause of business
failure in both small and large firms.

The business manager must be attentive to changes in working cap-
ital accounts, they must understand the cause of these changes and the
importance of these changes for the financial health of the company.
Working capital has its major components:

1) Cash and Equivalents

This most liquid form of current assets is cash and cash equivalents
(usually marketable securities or short-term certificate of deposit). To
understand if the cash budgeting system is well-planned and main-
tained, key questions have to be answered:
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5.

UNIT 11. Financial Management

Is the cash level adequate to meet current expenses as they
come due?

What are the timing relationships between cash inflows and
outflows?

When will peak cash needs take place?

What will be the magnitude of bank borrowings in case of cash
shortfalls?

When will these borrowings be necessary and when may repay-
ment be expected?

2) Accounts Receivable
Almost all businesses are required to extend credit to their custom-

ers. Key issues in this area include:

1

2.

3.
4.

Is the amount of accounts receivable reasonable in relation to
sales?

On the average, how rapidly are accounts receivable being col-
lected?

Which customers are “slow payers?”

What action should be taken to speed collections where
needed?

3) Inventories

Inventories often make up 50 percent or more ofa firm's current as-
sets and therefore, need close inspection. Key questions, which must be
answered in this area, are:

1
2.
3.

4.
5.

Is the level of inventory reasonable in relation to sales and the
operating characteristics of the business?

How rapidly is inventory turned over in relation to other com-
panies in the same industry?

Is any capital invested in dead or slow moving stock?

Are sales being lost due to inadequate inventory levels?

If appropriate, what action should be taken to increase or de-
crease inventory?

4) Accounts Payable and Trade Notes Payable
In a business, trade credit often provides a major source of financ-
ing for the firm. Key questions to investigate in this category are:

1

2.

3.
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Is the amount of money owed to suppliers reasonable in relation
to purchases?

Is the firm's payment plan good enough for the firm's good
credit rating?

If available, are discounts being taken?



TEXT 1. What Is Financial Management?

4. What are the timing relationships between payments on ac-

counts payable and collection on accounts receivable?

5) Notes Payable

Notes payable to banks or other lenders are a second major source
of financing for the business. Important questions in this class are:

1 What is the amount of bank borrowings employed?

2. Isthis debt amount reasonable in relation to the equity financ-

ing of the firm?

3. When will principal and interest payments fall due?

4. Will funds be available to meet these payments on time?

6) Accrued Expenses and Taxes Payable

Accrued expenses and taxes payable represent obligations of the
firm on the date of balance sheet preparation. Accrued expenses repre-
sent such items as salaries payable, insurance premiums payable, and
similar items. Of primary concern in this area, particularly with regard
to taxes payable, is the magnitude, timing, and availability of funds for
payment. Careful planning is required to insure that these obligations
are met on time.

It is important that although the working capital accounts above
are listed separately, they must also be viewed in total and from the
point of view of their relationship to one another:

1. What is the overall trend in net working capital?

2. Isthis a healthy trend?

3. Which individual accounts are responsible for the trend?

4. How does the firm’s working capital position relate to similar

sized firms in the industry?

5. What can be done to correct the trend, if necessary?

VOCABULARY
financial management ynpaeneHne irHaHcaMn
financial statements (hMHAHCOBbIN OTHET
to enable [laBaTb BO3MOXHOCTb YTO-/. Cfe-
natb
projection MPOrHo3
financial performance (hHaHCOBOE COCTOsHME
credit requirements NOTPe6HOCTb B KpeauTe
asset aKTmB(bl);aByapsbl
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UNIT 11. Financial Management

return on investment -

shareholder -
issues of stocks (bonds) -

to raise funds -

to rely -
trade credit -
lease financing -

personal equity -
lease-back -

working capital (circulating capital) -
Net working capital -

working capital accounts -
current assets -

marketable securities -
short-term certificate of deposit -

cash shortfall -
bank borrowings -
repayment -
to extend credit -
accounts receivable -
accounts payable -
inventory -

dead stock -
inventory level -
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NpubbUb  Ha  MHBECTVPOBAHHBIN
KanuTan

aKLWIOHeP, BriagereL] akLym

BbIMyCKM  akumin  (obnmrauwmu;
GOHbI)

1) npuBekatb (OHAbI, MOBGUN30-
BaTb CPEACTBA; 2) MosyyaTb ccymy

rnonaratsCs, 3aBUCETb
TOProBbili KpeauTt

JBMHIOBOE  (DMHAHCVPOBAHNE;
(hMHaHCcMpoBaHWe onepauuiA 1o
apeHe 1 npokary

COGCTBEHHbIE CpeaCTBa

npojaxa 060opya0BaHMA C Nnosyde-
H1EeM ero 0bpaTHoO B apeHay

00OPOTHbIA KanuTas, 06OPOTHbIE
cpescTsa

yuncTass CTOMMOCTb 060POTHOMO Ka-
nuTana

cyeTa 060pOTHOrO Kanutana

060pOTHble  (hOHAbI,  OOOPOTHbIE
CpeacTBa  (OeHeXHble CpPeacTsa,
B/IOXEHHbIE B 3anachl Cbipbsi, MaTe-
pranoB, TON/MBa, rOTOBOW MPOAYK-
LMK, a TaKkKe cyeta B 6aHKax)

JIETKO peanm3yemble LIEHHbIe Bymaru

KPaTKOCPOYHbI AeNO3UTHBIA cep-
Tdmkar

HEXBATKa Ha/IMYHbIX AEHEr
3aliMbl, NoTyYaemble B 6aHKe
onnara, nnara, ynnara
NPeAoCTaB/ATb KpeauT

cyeTa K MosyyeHmo

cyeTa K oriate; CHeT KpeauTopoB

mMaTepmanbHO-MNPOoMn3BOACTBEHHbIE
3arnacbl

MepTBbIiA MIHBEHTapb
YPOBEHb 3aracos



supplier

payment plan
credit rating
discount

timing relationship
notes payable
note payable
equity financing

principal payment
interest payment
to fall due

to meet payment

debt amount

to be available

Accrued Expenses
insurance premium payable
tax payable

salaries payable

to meet obligations

trend

Assignment. Answer the questions:

What is called financial management?

What does financial management enable to do?

What is successful financial management?

What is the main task of financial managers?

What is net working capital?

What are major components of working capital?

Give definitions to: a) cash and its equivalents, b) accounts re-

No Ok WN R

TEXT 1. What Is Financial Management?

NOCTaBLLMK
M/1aH noravleHxs (LONroB)
OLeHKa KpeauTocrocobHOCTH
CKuaKa

BPEMeHHOe COOTHOLLIEHVE
[lebutopckast 3a0/MKeHHOCTb
BEKCE/b K oriare

COBCTBEHHOE KanuTa/bHOe (PUHAH-
CMpOBaHWe; (hHAHCKPOBaHME 3a
CUeT COBCTBEHHbIX CPEACTB; (-
HaHCK1pOBaHKe MyTeM BbINycka HO-
BbIX aKLIA

BbIMiaTa OCHOBHOV CYMMbl
BbIMniaTa NPOLEHTOB

HacTynarb (O CPOKe NnaTexa), noa-
Nexarb ynnare

OnnaTUTb 0NN
BE/MYMHA AONTa

VIMETLCS B PACTIOPSHKEHNM
HaKOM/IEHHbIE 13[EPXKKM
CTpaxoBble B3HOChI K Oriare
Ha/10r, NoA/IeXaLLuiA ynnare

3apaboTHad Miara, Mog/exallias
BbiMnate

nnatnTb No 06s3aTeNbCTBaM, Mo-
KpbIBaTb 06513aTe/bCTBA

KYPC, Hanpas/ieH1e, TeHAEHLWS

ceivable, c) inventories, d) accounts payable, e) notes payable,

f) accrued expenses.
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| UNIT 11. Financial Management

TEXT 2. THE NECESSITY OF FINANCIAL PLANNING

Eight of ten new businesses fail primarily because of the lack
of good financial planning

Financial planning affects how and on what terms you will be able
to attract the funding required to establish, maintain, and expand your
business. Financial planning determines the raw materials you can af-
ford to buy, the products you will be able to produce, and whether or
not you will be able to market them efficiently. It affects the human and
physical resources you will be able to acquire to operate your business.
It will be a major determinant of whether or not your hard work will be
profitable.

Tools of Financial Planning

The tools required to prepare a financial plan for business's devel-
opment, include the following:
m Basic Financial Statements - the Balance Sheet and Statement
of Income
m Ratio Analysis - a means by which individual business per-
formance is compared to similar businesses in the same cate-
gory
m The Statement of Income - a method used to forecast future
profitability
m Break-Even Analysis - a method allowing the small business
person to calculate the sales level at which a business recovers all
its costs or expenses
m The Cash Flow Statement - also known as the Budget identifies
the flow of cash into and out ofthe business
m Pricing formulas and policies - used to calculate profitable sell-
ing prices for products and services
m Types and sources of capital available to finance business opera-
tions
m Short- and long-term planning considerations necessary to max-
imize profits
The business owner/manager who understands these concepts and
uses them effectively to control the progress ofthe business is practic-
ing sound financial management thereby increasing the probability of
success.
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TEXT 2. The Necessity of Financial Planning
VOCABULARY

to market

physical resources
human resources
to operate business

determinant

tools

Basic Financial Statements Balance
Sheet

Statement of Income
Ratio Analysis

Break-Even Analysis

to recover

Cash Flow Statement
consideration
practicing

sound financial management

Assignment. Answer the questions:

1) nokynatb WM MpPoAasaTb Ha
PbIHKe; 2) Toprosartb; 3) CObIBaTh,
peasn3oBaTb

MaTepuasibHble Pecypchl
TPY/OBble PECYpChI

OCYLLECTB/IATH
[JesTeNbHOCTb

OnpeaensitoLLmiA (akTop; AeTepMm-
HaHT

VHCTPYMeHTa/TbHble CPeacTBa
OyXra/TepcKuin 6anaHc

KOMMEDUECKYHO

OTUET 0 I0X0JAX W PACX0Aax

aHaM3 OTHOCUTESBbHBIX MOKa3aTe-
nei

aHa/n3 6e3yBbITOYHOCTH, BUL, aHa-
/138, UCOMb3YeMbIA NS orpese-
NeHrs NpuBLINBLHOCTU fena, NoKa-
3blBasl, Ha KakOM YpOBHe Mpomn3-
BOACTBAa  3arpaTbl  MOKPOHOTCA
[0X0faMu1, MO3BO/AS  BbIMUCUTD
TO JelicTBME, KOTOpOe BYyAeT OKasa-
HO Ha npubblb  U3MEHEHMAMU
B 06bEMe MPOU3BOAUMBIX TOBaPOB,
B CTOMMOCTY MPOM3BOLCTBA U LigHe
Npofaxu

BO3BpaLLATh, Mo/yyaTs 06paTHO
6anaHc 060POTHbLIX CPEACTB
aHanmM3, paccMOTpPeHMe

BbIMO/IHEHWE, OCYLLECTB/IeHME (Ha
MPaKTUKe)

yMerioe (hMHAHCOBOE YrpaB/eHu e

1. What are the problems that financial planning helps to solve?
2. What are the tools of financial planning? Describe them in

brief.
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| UNIT 11. Financial Management
TEXT 3. FINANCIAL MANAGEMENT PLANNING

Short-term planning is generally concerned with profit planning or
budgeting. Long-term planning is generally strategic, setting goals for
sales growth and profitability over a minimum of three to five years.

The tools for short- and long-term plans are: Income Statements,
Cash Flow Statements or Budgets, Ratio Analysis, and pricing consid-
erations. The business's short-term plan should be prepared on
a monthly basis for a year into the future, employing the Income State-
ment and the Cash Flow Budget.

Long-Term Planning

The long-term or strategic plan focuses on Statements of Income
prepared for annual periods three to five years into the future.

First determine a rate of growth that is desirable and reasonably at-
tainable. Then employ Statements of Income and Cash Flow Budgets
to calculate the capital required to finance the inventory, plant, equip-
ment, and personnel needs necessary to attain that growth in sales vol-
ume. The business owner/manager must anticipate capital needs in
time to make satisfactory arrangements for outside funds if internally
generated funds from retained earnings are insufficient.

Growth can be funded in only two ways: with profits or by bor-
rowing. If expansion outstrips the capital available to support higher
levels of accounts receivable, inventory, fixed assets, and operating
expenses, a business's development will be slowed or stopped entirely
by its failure to meet debts as they become payable. Such insolvency
will result in the business’s assets being liquidated to meet the de-
mands of the creditors. The only way to avoid this is by planning to
control growth. Growth must be controlled. This requires knowledge
of past financial performance and of the future requirements of the
business.

These needs must be forecast in writing - using the Income State-
ment in particular - for three to five years in the future. After project-
ing reasonable sales volumes and profitability, use the Cash Flow
Budget to determine (on a quarterly basis for the next three to five
years) how these projected sales volumes translate into the flow of cash
in and out of the business during normal operations. Where additional
inventory, equipment, or other physical assets are necessary to support
the sales forecast, you must determine whether or not the business will
generate enough profit to sustain the growth forecast.
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TEXT 3. Financial Management Planning

Often, businesses simply grow too rapidly for internally generated
cash to sufficiently support the growth. If profits are inadequate to
carry the growth forecast, the owner/manager must either make ar-
rangements for working growth capital to be borrowed, or slow growth
to allow internal cash to “catch up”and keep pace with the expansion.
Because arranging financing and obtaining additional equity capital
takes time, this need must be anticipated well in advance to avoid busi-
ness interruption.

To develop effective long-term plans, you should do the following
steps:

1 Determine the financial goals and objectives for the company
(growth rates, return on investment, and direction as the busi-
ness expands and matures).

2. Express these goals in specific numbers, for example, sales
growth of 10 percent a year, increases in gross and net profit
margins of 2 to 3 percent a year, a return on investment of not
less than 9 to 10 percent a year. Use these long-range plans to
develop forecasts of sales and profitability and compare actual
results from operations to these forecasts.

3. Develop long-range plans and strategies based upon careful analy-
sis of all relevant factors (pricing strategies, market potential,
competition, cost of borrowed and equity capital as compared to
using only profits for expansions, etc.) to provide direction for
the future of business.

4. Focus on the financial, human, and physical requirements nec-
essary to fulfill the plans by developing forecasts of sales, ex-
penses, and retain earnings (retained income) over the next
three to five years.

5. Study methods of operation, product mix, new market opportu-
nities, and other such factors to help identify ways to improve
company's productivity and profitability.

6. Compare your company's financial performance regularly with
current industry data to determine how your results compare
with others in your industry. Learn where your business may
have performance weaknesses. Don't be afraid to modify your
plans.

Planning is a perpetual process. Itisthe key to prosperity
of any business.
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UNIT 11. Financial Management

VOCABULARY

profit planning
budgeting

profitability

sales volume
Cash Flow Budget

on a quarterly basis
to sustain

pricing considerations
sales growth

to catch up

keep pace with

capital needs
outside funds
internally generated funds

arrangements

borrowing

to outstrip

to meet debts

growth rate

gross profit margin
net profit margin
financial performance
payable

insolvency

return on investment

retained earnings (income)
to meet the demand
to sustain
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MNaHMpoBaH1e NpUBbLIN

COCTaB/IEHVe CMETbI; COCTaB/IEHVE
6romKeTa

PeHTabe/IbHOCTb,  NMPUOBLLTLHOCTD,
[JIOXO[IHOCTb

00ObeM Npofax

(hMHaHCOBasi CMeTa [BUXKEHMS fe-
HEXXHOI HaIMYHOCTU

pa3 B TpK MecsLia
NOAAEPKVBATb, MOAKPENNATH
LIEHOBOIN aHanm13

pOCT 06bema Npoaax (CobITa)
[OrHaTb

WOTW HapaBHe C (Yem-1.), He OTCTa-
BaTb OT

MOTPe6HOCTL B KanuTase
BHELLIHVE (DOHLpI

BHYTPEHHVE NPYoBpeTEHHbIE (OH-
Obl
MepbI, MEPOMPUATYSA, Pacropsixke-
HUSA

3aéM, ccyia

0BroHATb, Orepexarb
MOKPbIBaTL/OM/TauMBaTh 40NN
Temn pocTa

pasmep Ba/sioBOiA NPUOLUIN
pa3Mep YMCTON NPMBbLIIN
(1HaHCOBOE COCTOSIHME
NOANEXALLWIA ynnaTe
HEMaTeXecrocobHOCTb

NpubbUb  Ha  MHBECTVPOBAHHBIN
KanuTan

HepacrpeaeneHHass NprbbLb
YLOBMETBOPUTL TpeboBaHue
NOLLEPKMBATL; YAOBNETBOPSATH



TEXT 3. Financial Management Planning

forecast [‘fo:ka:st] - MpOrHo3

product mix - CTPYKTYpa NPoAYyKLUMA; HOMEHK/IA-
Typa NPOAYKLvM; aCCOPTUMEHT 13-
Lenvii

perpetual [pa‘petfual] - GECKOHEUHb I, MOCTOSHHbIA

Assignment. Answer the questions:

1 How often a short-term business's plan should be prepared?

2. How often a long-term or strategic plan should be prepared?

3. What are the steps necessary to develop effective long-term
plans?

Assignment. Write a short essay on:

Differences in financial management in a small company and a big
company.

Financial planning and its importance for business.



UNIT 12
FINANCIAL MANAGEMENT PLANNING

TEXT 1. FINANCIAL STATEMENTS

Financial Statements record the performance of business and allow
to diagnose its strengths and weaknesses by providing a written sum-
mary of financial activities.

There are two primary financial statements: the Balance Sheet and
the Statement of Income.

The Balance Sheet

The Balance Sheet provides a picture of the financial health of
a business at a given moment, usually at the close of an accounting pe-
riod. It lists in detail those material and intangible items the business
owns (known as its assets) and what money the business owes, either to
its creditors (liabilities) or to its owners (shareholders' equity or net
worth of the business).

Assets include not only cash, merchandise inventory, land, build-
ings, equipment, machinery, furniture, patents, trademarks, and the
like, but also money due from individuals or other businesses (known
as accounts or notes receivable).

Liabilities are funds acquired for a business through loans or the
sale of property or services to the business on credit. Creditors do not
acquire business ownership, but promissory notes to be paid at a desig-
nated future date.

Shareholders' equity (or net worth or capital) is money put into
a business by its owners for use by the business in acquiring assets.

At any given time, a business's assets equal the total contributions
by the creditors and owners, as illustrated by the following formula for
the Balance Sheet:

Assets = Liabilities + Net worth

This formula is a basic principle of accounting. If a business owes
more money to creditors than it possesses in value of assets owned, the
net worth or owner's equity ofthe business will be a negative number.

The Balance Sheet shows how the assets, liabilities, and net worth
ofa business are distributed at any given time. It is usually prepared at
regular intervals; e.g., at each month's end, but especially at the end of
each fiscal (accounting) year.
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TEXT 1. Financial Statements

By regularly preparing the Balance Sheet the financial manager
can identify and analyze the financial strength of the business. It per-
mits timely modifications, such as gradually decreasing the amount of
money the business owes to creditors and increasing the amount the
business owes its owners.

All Balance Sheets contain the same categories of assets, liabilities,
and net worth. Assets are arranged in decreasing order of how quickly
they can be turned into cash (liquidity). Liabilities are listed in order of
how soon they must be repaid, followed by retained earnings (net
worth or owner's equity).

The categories and format of the Balance Sheet are established by
a system known as Generally Accepted Accounting Principles (GAAP).
The system is applied to all companies, large or small, so anyone read-
ing the Balance Sheet can understand it.

Balance Sheet Categories

Assets: An asset is anything the business owns that has monetary

value.Assets and liabilities are divided into the following categories:

m CurrentAssets include cash, government securities, marketable
securities, accounts receivable, notes receivable, inventories,
prepaid expenses, and any other item that could be converted
into cash within one year in the normal course of business.

m Capital (Fixed) Assets are those acquired for long-term use in
a business such as land, plant, equipment, machinery, leasehold,
furniture, fixtures, and any other items with an expected useful
business life measured in years (as opposed to items that will
wear out or be used up in less than one year). These assets are
typically not for resale and are recorded in the Balance Sheet at
their net cost less accumulated depreciation.

m Other Assets include intangible assets, such as patents, royalties,
copyrights, exclusive use contracts.

m Liabilities: Liabilities are the claims of creditors against the as-
sets of the business or debts owed by the business.

m CurrentLiabilities are accounts payable, notes payable to banks,
accrued expenses (wages, salaries), taxes payable, the current
portion (due and payable within one year) of long-term debt, and
other obligations to creditors due within one year.

m Long-Term Liabilities are mortgages, intermediate and long-
term bank loans, equipment loans, and any other obligation for
money due to a creditor with a maturity longer than one year.
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UNIT 12. Financial management planning

Net Worth is the assets of the business minus its liabilities. Net
worth equals the owner's equity. This equity is the investment by the
owner plus any profits or minus any losses that have accumulated in the

business.

Balance Sheet
Statement of Income

assets and liabilities
financial statement
accounting period
material items
intangible items
trademark
shareholders' equity
net worth

merchandise inventory
accounts receivable
promissory note

due

to be paid

liquidity

retained earnings
monetary value
marketable securities
inventories

leasehold

fixtures

wear out
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VOCABULARY

OyXraTepckuin 6anaHc

OTYET 0 [I0OXOfaX M pacxogax, 3asiB-
NeHVie 0 IoXoaax

aKTVBbI U MaccvBbl
(hHAHCOBBb I OTHET
OTYETHbIV Nepuof
maTepuasibHble NpeaveTbl
HemaTepya/ibHble NPeAVETLI
TOproeast Mapka

CpefCTBa aKLOHePOB

CTOMMOCTb MMYLLIECTBA 38 BbIHETOM
00513aTe/bCTB, COOCTBEHHbIA Kanu-
TaN NpeanpusTUs

3anacbl TOBapoB
cyeTa K MosyyeHmo

BEKCESlb

noAnexaLluii Bbiniare

K oniare

JIKBUOHOCTb

HepacrpeaeneHHass NprbbLb
[eHeXHas CTOUMOCTb

JIErKo peann3yeMble LieHHbIe Gymaru

1) HaMuHble TOBapbl; 2) MaTepu-
&/IbHO-NMPOU3BOACTBEHHbIE 3arachbl
1) nusronbg, (NOKynKa HeBubdKK-
MOCTW Ha npaBax apeHfbl); 2) He-
OBWXMOCTb, KyM/IeHHas Ha rpa-
Bax apeHapl

NPUCMIOCOBIEHNSA 1 NPUHAAIEXHO-
ctn

M3HaLLIMBaTh(CA)



TEXT 1. Financial Statements

less accumulated depreciation - 32 BbIMETOM akKyMy/MpOBaHHbIX
aMOPTU3aLMOHHbIX OTYUCTIEHWIA

intangible assets - Hemartepua/ibHble aKTUBbI

royalties - TOHOpapbl

claim - Tpe6oBaHue

accrued [akru:d] expenses - HakorneHHble 3aTparbl

due and payable - MPUYMTAIOLLMIACA 1 NOA/IEXALLN
ornare

mortgage - 1) 3aKnap, UNoTeka; 2) 3aknafHas

maturity [ma'tjuariti] - CPOK M/1aTexa ro BeKCeso

Assignment. Answer the questions:

1

2
3
4
5.
6.
7
8
9
1

What is a Balance Sheet?

What does a Balance Sheet show?
What is called assets?

What do assets consist of?

What is called liabilities?

What is shareholders' equity?
What do Current Assets include?
What do Capital Assets consist of?
What are Current Liabilities?

0. What are Long-Term Liabilities?

Assignment. Match the following:

1 Accounting A. Byxrantepckoe feno

2. Accounts Payable B. [onrocpoyHblin gonr

3. Accounts Receivable C. [pgoxop B BMAe MPOLEHTa

4. Accumulated Depreciation D. KpaTKOCPO4Hble 3aiMbl

5. Beginning equity E. maTtepvanbHO-Npon3BOACT-
BEHHble 3anachbl

6. Interest Income F. HakonneHHaa amopTuM3auus

7. Inventory G. Hanor Ha 3apaboTHYH nnaty

8. Long Term Debt H. pacxogbl Ha apeHay

9. Payroll Tax I. PEMOHT u TexHM4yeckoe obcny-
XuBaHWe

10. Rental Expense J.  co6CTBeHHbIe cpeacTaa

11. Repair and Maintenance K. cuyet npogax

12. Sales Accounts L cuyeTta K onnare

13. Short term loans M. cueTa K nonyyeHuo
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| UNIT 12. Financial management planning
TEXT 2. THE STATEMENT OF INCOME

The Statement of Income (presented to Internal Revenue Service
(IRS) is a measurement of a company's sales and expenses over a spe-
cific period oftime. It isalso prepared at regular intervals (each month
and fiscal year end) to show the results of operating during those ac-
counting periods. It contains specific revenue and expense categories
regardless of the nature of the business.

Statement of Income Categories

The Statement of Income categories are calculated as described be-
low:

Net Sales (gross sales less returns and allowances)

(-) Less Cost of Goods Sold (cost of inventories)

(=) Equals Gross Margin (gross profit on sales before operating ex-
penses)

(-) Less Selling and Administrative Expenses (salaries, wages,
payroll taxes and benefits, rent, utilities, maintenance expenses, office
supplies, postage, automobile/vehicle expenses, insurance, legal and
accounting expenses, depreciation)

(=) Equals Operating Profit (profit before other non-operating in-
come or expense)

(+) Plus Other Income (income from discounts, investments, cus-
tomer charge accounts)

(-) Less Other Expenses (interest expense)

(=) Equals Net Profit (or Loss) before Tax (the figure on which
your tax is calculated)

(-) Less Income Taxes

(=) Equals Net Profit (or Loss) After Tax

Calculating the Cost of Goods Sold

Calculation ofthe Cost of Goods Sold category in the Statement of
Income (or Profit-and-Loss Statement as it is sometimes called,) varies
depending on whether the business is retail, wholesale, or manufactur-
ing. In retailing and wholesaling, computing the cost ofgoods sold dur-
ing the accounting period involves beginning and ending inventories.
This, of course, includes purchases made during the accounting period.
In manufacturing it involves not only finished-goods inventories, but
also raw materials inventories, goods-in-process inventories, direct la-
bor, and direct factory overhead costs.
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TEXT 2. The Statement of Income

Regardless of the calculation for Cost of Goods Sold, deduct the
Cost of Goods Sold from Net Sales to get Gross Margin or Gross Profit.
From Gross Profit, deduct general or indirect overhead, such as selling
expenses, office expenses, and interest expenses to calculate your Net
Profit. This is the final profit, after all costs and expenses for the ac-
counting period have been deducted.

VOCABULARY

fiscal year - (DMHAHCOBBbIN rof

Internal Revenue Service (IRS) - Hanorosoe ynpasneHve (CLUA)

accounting period - OTYETHbIN Nepuos,

revenue and expense categories - KaTeropuy 0X0A0B N pacxofioB

regardless - HeCMOTps Ha

net sales - 4ncTas CyMMa NPOLaK

gross sales - Ba/10Bas BbIPYYKa OT NMPOSAKU

returns and allowances - BO3BpaThl U CNMCaHNSA

cost of inventories - CTOMMOCTb Ha/IMYHbIX TOBapOB

finished-goods inventories - 3anacbl rOTOBbIX U3AeNNIA

goods-in-process inventories - 3aMacbl N3aenniA B He3aBEPLLEHHOM
NPOV3BOACTBE

gross margin ['grous LW a:n] = - Ba/10Bas NpubbLb

= (gross profit) ['grous 'profit]

operating expenses - 3KCryaTaumoHHbIe/TEKYLLIE pac-
X0l

overhead costs - Hak/afHble pacxofpbl

selling expenses - TOproBble pacxofpb!

to deduct - BblYMTATb, OTHUMATb

administrative expenses - YNpaBneHyecKue pacxoapl

depreciation - 1) nageHve PbIHOYHBLIX  LIEH;
2) cKugka Ha nopuy ToBapa; 3) u3-
HaLLviBaHue

operating profit - NpubbITb OT MPOU3BOACTBEHHOM
[eATeNIbHOCTU

customer charge accounts - pacxofHble CHETa KIMEHTOB (amep.)

interest expense - MPOLIEHTbI yria4eHHble

net profit - yuncTas Npubblb

income taxes - MOAOXOAHbIA Hanor
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UNIT 12. Financial management planning

Assignment. Answer the questions:

1. How is the cost of goods calculated in retailing and wholesal-
ing?

2. How isthe cost of goods calculated in manufacturing?

3. How is Net Profit calculated?

TEXT 3. FINANCIAL RATIO ANALYSIS

The Balance Sheet and the Statement of Income are essential, but
they are only the starting point for successful financial management.
Ratio Analysis to Financial Statements are applied to analyze the suc-
cess, failure, and progress of business.

Ratio Analysis enables the business manager to see trends in
a business and to compare its performance and condition with the av-
erage performance of similar businesses in the same industry. Ratio
analysis may provide the indications that allow to solve business
problems.

Balance Sheet Ratio Analysis

Important Balance Sheet Ratios measure liquidity and solvency
(a business's ability to pay its bills as they come due) and leverage
KpeauToBaHue (the extent to which the business is dependent on credi-
tors' funding). They include the following ratios:

Liquidity Ratios
These ratios indicate the ease ofturning assets into cash. They in-
clude the Current Ratio, Quick Ratio, and Working Capital.

Current Ratios

The Current Ratio is one of the best known measures of financial
strength. It is calculated as shown below:

Current Ratio = Total Current Assets/ Total Current Liabilities

Agenerally acceptable current ratio is 2to 1 The minimum accept-
able current ratio is obviously 1:1.

Too low business's current ratio may be raised by:

m Paying some debts.
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TEXT 3. Financial Ratio Analysis

m Increasing current assets from loans or other borrowings with
a maturity of more than one year.

m Converting non-current assets into current assets.

m Increasing current assets from new equity contributions.

m Putting profits back into the business.

Quick Ratios

The Quick Ratio is one ofthe best measures of liquidity. It is calcu-
lated as shown below:

Quick Ratio = Cash + Receivables / Total Current Liabilities

The Quick Ratio is a much more exacting measure than the Cur-
rent Ratio. By excluding inventories, it concentrates on the really lig-
uid assets. It helps answer the question: “If all sales revenues should
disappear, could business meet its current obligations with the readily
convertible “quick funds on hand?"

Working Capital
Working Capital is more a measure of cash flow than a ratio. The
result of this calculation must be a positive number. It is calculated as
shown below:

Working Capital = Total Current Assets - Total Current Liabilities

Bankers look at Net Working Capital over time to determine
acompany's ability to withstand financial crises. Loans are often tied to
minimum working capital requirements.

A general observation about these three Liquidity Ratios isthat the
higher they are the better.

Leverage Ratio

Leverage Ratio indicates the extent to which the business is de-
pendent on debt financing (creditor money versus owner's equity):

Debt/Worth Ratio (debt-to-equity ratio) =
= Total Liabilities / Net Worth

Generally, the higher this ratio, the more risky a creditor will per-
ceive its exposure in your business, making it correspondingly harder
to obtain credit.
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UNIT 12. Financial management planning

Income Statement Ratio Analysis
The following important ratios measure profitability:

Gross Margin Ratio

This ratio is the percentage of sales money left after subtract-
ing the cost of goods sold from net sales. It measures the percent-
age of sales money remaining (after obtaining or manufacturing
the goods sold) available to pay the overhead expenses ofthe com-
pany.

Comparison of your business ratios to those of similar businesses
will reveal the relative strengths or weaknesses in your business. The
Gross Margin Ratio is calculated as follows:

Gross Margin Ratio = Gross Profit/ Net Sales
Reminder: Gross Profit = Net Sales - Cost of Goods Sold

Net Profit Margin Ratio

This ratio is the percentage of sales money left after subtracting the
Cost of Goods sold and all expenses, except income taxes. It provides
a good opportunity to compare your company's “return on sales” with
the performance of other companies in your industry. It is calculated
before income tax because tax rates and tax liabilities vary from com-
pany to company for a wide variety of reasons, making comparisons af-
ter taxes much more difficult. The Net Profit Margin Ratio is
calculated as follows:

Net Profit Margin Ratio = Net Profit Before Tax/ Net Sales

Management Ratios

Other important ratios, often referred to as Management Ratios,
are also derived from Balance Sheet and Statement of Income informa-
tion.

Inventory Turnover Ratio

This ratio reveals how well inventory is being managed. It is impor-
tant because the more times inventory can be turned in a given operat-
ing cycle, the greater the profit. The Inventory Turnover Ratio is
calculated as follows:

Inventory Turnover Ratio = Net Sales / Average Inventory Cost
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TEXT 3. Financial Ratio Analysis

Accounts Receivable Turnover Ratio

This ratio indicates how well accounts receivable are being col-
lected. If receivables are not collected reasonably in accordance with
their terms, management should rethink its collection policy. If receiv-
ables are excessively slow in being converted to cash, liquidity could be
severely impaired. Getting the Accounts Receivable Turnover Ratio is
a two step process and is calculated as follows:

Daily Credit Sales = Net Credit Sales Per Year/ 365 (Days)
Accounts Receivable Turnover (in days) =
= Accounts Receivable / Daily Credit Sales

Return on Assets Ratio

This measures how efficiently profits are being generated from the
assets employed in the business when compared with the ratios of firms
in a similar business. A low ratio in comparison with industry averages
indicates an inefficient use of business assets. The Return on Assets Ra-
tio is calculated as follows:

Return on Assets = Net Profit Before Tax/ Total Assets

Return on Investment (ROI) Ratio

The ROI is perhaps the most important ratio of all. It is the per-
centage of return on funds invested in the business by its owners. In
short, this ratio tells the owner whether or not all the effort put into the
business has been worthwhile. Ifthe ROI is less than the rate of return
on an alternative, risk-free investment such as a bank savings account,
the owner may be wiser to sell the company, put the money in such
a savings instrument. The ROI is calculated as follows:

Return on Investment = Net Profit before Tax/ Net Worth

These Liquidity, Leverage, Profitability, and Management Ratios allow
to identify trends in a business and to compare its progress with the perfor-
mance of others through data published by various sources. The owner may
thus determine the business's relative strengths and weaknesses.

VOCABULARY
Balance Sheet - ByxranTepckuin GasiaHe
ratio analysis - aHanM3 OTHOCUTENbHbIX MOKA3aTeNel
solvency - M/1aTeXecrnocobHOCTb
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UNIT 12. Financial management planning

Liquidity Ratio [reifiau]
Quick Ratio

Current Ratio

Leverage Ratio [lirvari” 'reifiaul]

Debt/Worth Ratio (debt-to-equity
ratio)

Debt Financing

working capital

owner's equity

quick funds

on hand

Gross Margin Ratio

Income Statement Ratio Analysis

profitability
Net Sales
Net Profit Margin Ratio

return on sales

tax rates

tax liabilities

Inventory Turnover Ratio

Average Inventory Cost
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KO3(MLIMEHT JIMKBULHOCT

KO3((OMLMEHT BbICTPOTLI MOKPbI-
TV IMKBUOHBIMA aKTVBaMK, KO-
APDOULMEHT IMKBULHOCTM

KO3((PMLMEHT SIMKBUOHOCTH, KO-
3ULMEHT MOKPLITUA (B aHa/IM3e
6anaHca)

KO3(PULMEHT  MCNO/b30BaHMS
Kpeauta
KO3(P(OMLMEHT  [OMT/aKkuyoHep-

HbIA KanuTan, OTHOLLIEHWE 3aa0/1-
YXEHHOCTN K COBCTBEHHOMY Kanwi-
Tany

1) ¢hvHaHCMpOoBaHVie nyTemM nosy-
YeHUs HOBbIX 3alMOB; 2) MoralLe-
HWe Jonra nyTem 3aiiva; 3) mHaH-
CVPOBaHMe C NPUB/IEYEHNEM 3aeM-
HOro KanuTana

00OPOTHbIA KanuTas, 06OPOTHbIE
cpeacTea

COBCTBEHHbIE CPEACTBA Brade/bLa
JKBULHbIE (DOHAb!

VIMEIOLLMIACS B PacriopsiKeHnn
KO3((hLMEHT Ba/I0BOI NPUOLIA

aHa/mM3 OTHOCUTENbHbBIX MOKasaTe-
Neli B 0TYeTE 0 NPUBLIIAX U YObIT-
Kax

PeHTabe/IbHOCTb
yMCTas CyMMa NpoaaX

UACTBIA KO3PULMEHT peHTabesb-
HOCTM

JI0X0f, OT MPOJAXK
Ha/IOrOBble CTaBKY
3a/10/KEHHOCTY MO Hasioram

KO3(hPMLMEHT  060paUMBAEMOCTY
TOBapHbIX 3aracos

CpeaHAsa CTOMMOCTb TOBapHbIX 3a-
Mnacos



TEXT 3. Financial Ratio Analysis

Accounts Receivable Turnover Ratio -

impaired -
Return on Assets Ratio -
Return on Investment Ratio (ROI) -

Assignment. Answer the questions:

What are liquidity ratios?

What is Leverage Ratio?

©CONOORWN R

KO3(hPMLMEHT  060paUMBAEMOCTY
CYETOB K MOJTyHEHIIO

OC/abeHHbIN
KO3(PMLIMEHT I0X0/a Ha aKTVBbI

KO3(DPMLIMEHT OKYMaeMoCTH UHBe-
CTVUMiA

How does ratio analysis help the manager?

How is Current Ratio calculated?
How is Quick Ratio calculated?
How is Working Capital calculated?

How is Gross Margin Ratio calculated?
How is Net Profit Margin Ratio calculated?
How is Inventory Turnover Ratio calculated?

10 How is Accounts Receivable Turnover Ratio calculated?
11. How is Return on Assets Ratio calculated?
12. How is Return on Investment calculated?



UNIT 13
ACCOUNTING AND BOOKKEEPING

TEXT 1. WHAT IS ACCOUNTING AND BOOKKEEPING?

Accounting and Bookkeeping is the process of identifying, measur-
ing, recording, and communicating economic information about an or-
ganization or other entity. Bookkeeping is the record-keeping aspect of
accounting. Accounting principles are applied in the preparation of fi-
nancial statements and other financial information.

Personal record keeping often uses a simple single-entry bookkeep-
ing, in which amounts are recorded in column form. Such entries in-
clude the date ofthe transaction, its nature, and the amount of money.

Record keeping of organizations is based on a double-entry system.
Each transaction is recorded on the basis of its influence on the organi-
zation's financial position or operating results. Information about fi-
nancial position of an enterprise is presented in a balance sheet, while
operating results are displayed in an income statement account. Data
relating to an organization's liquidity and changes in its financial struc-
ture are shown in a financial statement. Such financial statements are
prepared to provide information about past performance, which inturn
becomes a basis for readers to try to project what might happen in the
future.

ACCOUNTING INFORMATION

Accounting information can be classified into two categories: fi-
nancial accounting or public information and managerial accounting or
private information.

Financial accounting includes information distributed to stock-
holders, creditors, customers, suppliers, financial analysts, and trade
associations. This information is also of interest to the company's offi-
cers and managers. Such information relates to the financial position,
liquidity (that is, ability to convert to cash), and profitability ofan en-
terprise.

Managerial accounting deals with cost-profit-volume relation-
ships, efficiency and productivity, planning and control, pricing deci-
sions, capital budgeting, and similar matters. This information is not
generally distributed outside the company. Managerial accounting
provides a wide variety of specialized reports for division managers, de-
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TEXT 1. What is Accounting and Bookkeeping?

partment heads, project directors, section supervisors, and other man-
agers.

Specialized Accounting

Of the various specialized areas of accounting that exist, the three
most important are auditing, income taxation, and accounting for
non-business organizations.

Auditing is the examination, by an independent accountant, of the
financial data, accounting records, business documents, and other doc-
uments ofan organization in order to attest to the accuracy ofits finan-
cial statements. Large private and public enterprises sometimes also
maintain an internal audit staff to conduct examinations concerned
with operating efficiency and managerial effectiveness.

Income taxation is the second specialized area of accounting. Pre-
paring an income tax form consists of collecting information and pre-
senting data in a certain order; therefore, both individuals and
businesses frequently hire accountants to determine their taxes.

Accounting for non-business organizations, such as universities,
hospitals, churches, trade and professional associations is the third area
of specialization. These organizations differ from business enterprises
in that they do not have a profit orientation, and they have no defined
ownership interests. As a result, these organizations have differences in
record keeping, in accounting measurements, and in the format of their
financial statements.

VOCABULARY
accounting OyXra/repcKoe feno
bookkeeping byxranrepusi, CHETOBOACTBO, OyX-
rayTTepcKniA yuet
record-keeping BefieHVe 3anuceit (yueTa)
accounting principles NPYHUMNBI (ByXrasiTepeKoro) yyeta
financial statements (hMHAHCOBB I OTHET
single-entry book-keeping npoctas byxrasrepus
column ['kobm] cTonbeL, KooHKa, rpaga
transaction [tenz'~kj(9)n] orepauys
entry 3anMcb,  BHECEHVe,  3aHEeCeHVie
(B CrMCOK, B TOProBble KHUIM)
double-entry [BOHas Byxrantepus
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UNIT 13. Accounting and Bookkeeping

financial position
operating results

balance sheet

income statements

income statement account

liquidity

financial statement
accounting information
financial accounting
managerial accounting
stockholder

customer

supplier

financial analyst

trade association

pricing
capital budgeting

auditing [o:ditiq]

income taxation
non-business organizations
accounting records
internal audit

income tax form
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(hMHaHCOBOE MO/oXeHVe
pe3y/bTatbl padoThl
OyXranTepckuin 6anaHc
[JeKnapaLms o joxofax

CYeT NpuGbUIER 1 YBbITKOB, pe-
3yNbTaTUBHbINA CHET
JKBUAHOCTb

(hMHAHCOBbIN OTHET

[JaHHble yyeTa

(hMHAHCOBb I y4eT
YMPaBMEHYECKNIA yueT
aKLVioHep

MOKyMaTeslb, 3aKasuyK, KMEHT
MOCTaBLLMK

(hMHAHCOBbIN aHa/MTUK (3KCMep-
Tbl, OCYLLECTBASHOLLME (DMHAHCO-
BbliA aHA/M3 NPEANPUSITUI C LENbIO
BHECEHUS MPEANIOKEHUIA O KyrJie-
MPOJAXe WX aKLuin)

accouyaLys Npom3BoavTeNelt n au-
NIepoB OfIHOW W TOM e oTpaciu
MPOM3BOLCTBA (CO34A0TCA A/15 3a-
LUMTbI MIHTEPECOB NPOV3BOANTENEN
W 4ns TOro, YTobbl MPeAcTaB/ATb
X MHTEpPeChI Ha NMeperoBopax pas-
HOrO YPOBHS)

KaNbKynsuust LigH
COCTaB/ieHMe CMeT KanuTa/lbHbIX
BIOXEHWIA 11 X OKyMaeMOCTH; 3KO-

HOMUYECKUIA aHa/IM3 HaMeyaeMblX
KanuTa/IoBNOXEHWIA

peBM30BaHVie, ayauT
06/105KeHMe MOJ0X0AHBIM Ha/Iorom
HEKOMMEPYECKME OpraHM3aLmm

maTepuanbl GyXranTepcKoro yyera

BHYTPEHHSIS PEBU3USI; BHYTPEHHWIA
ayauTop

6naHK Aeknapauyn Ha MoAoXoA-
HbIA Haor



TEXT 2. The Double Entry System
Assignment. Answer the questions:

1 What is done during the process of accounting and bookkeep-
ing?

2. Where are accounting principles applied?

What is the difference between single-entry bookkeeping and

a double-entry system?

What information is presented in a balance sheet?

Who is interested in financial accounting?

What does managerial accounting deal with?

Who can use managerial accounting information?

What is the aim of financial auditing?

w
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TEXT 2. THE DOUBLE ENTRY SYSTEM

As you enter information in your books, you will always make two
entries, which exactly balance one another. Each entry has a left side -
these are called debits, and a right side -- these are called credits. For
each entry you must enter at least one debit and one credit, and the to-
tal ofthe amounts on the right must equal the total on the left. Another
“rule” is that debits are positive and credits are negative and if you add
them all together, the total is “zero.”

Ifyou go to the store and buy a drill, you are decreasing your cash
in the bank by $129.50. You are increasing your expenses by the
same amount - and there you have your two entries. Cash gets the
negative entry, or credit, and small tools gets the positive entry, or
debit.

All your asset accounts (1000 series) are debit accounts, which
means they are positive numbers. An asset is a positive number in the
system. The liability accounts (2000 series) are all credit accounts and
they are negative numbers, but generally when you look at them on the
balance sheet, you don't show the minus sign.

The 3000 series is sales. Sales are considered a credit account. You
sell something and get some cash. Cash is a debit account. Make a sale,
and you better increase your cash - debit cash. Positive entry.

The 4000 and 5000 series, the expense accounts, are all debit ac-
counts. You enter an expense as a positive number (debit) to increase
your record ofwhat you've spent. Whenever you make a purchase ofan
item that goes to one of your expense accounts, you always increase
your expense, which is a debit.
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UNIT 13. Accounting and Bookkeeping

The following chart shows how debits and credits affect the differ-
ent types of accounts:

Account Type Debit Credit
ASSETS Increases Decreases
LIABILITIES Decreases Increases
EQUITY Decreases Increases
INCOME Decreases Increases
EXPENSES Increases Decreases

The following is a typical Chart of Accounts of a production shop:

Production Shop Chart of Accounts
Tabnuua cyeToB NPON3BOACTBA

Asset Accounts cueTa aKTvBa

Current Assets 060p0THble CpeAcTBa
1001 Cash in bank HasmyHble B GaHKe
1003 Petty Cash account mesnikvie cTaTby nprxoga/pacxoma
1005 Inventory maTepua/ibHO-NPOV3BOACTBEHHbIE 3arachl
1008 Accounts Receivable cueta K nosyyeHuo
1012 Prepaid Expense npefsapuTeNibHO OryiadeHHble pacxosb!

Long TermAssets [0MrocpouHbe aKTViBbI

1200 Land 3emsnia
1300 Buildings cTpoeHus

1301 Accumulated Depreciation, buildings HakonneHHas amopTu3aums
Ha CTPOeHVA

1400 Vehicles TpaHCMOpTHbIE Cp-Ba

1401 Accumulated Depreciation, vehicles HakonneHHas amopTyi3aLUms Ha
TpaHCMopTHbIe Cp-Ba

1600 Shop Equipment ctaHku, 06opyaosaHue

1601 Accumulated Depreciation, shop equipment HakomnIeHHas
aMopTV3auys Ha 060pyLoBaHMe

1700 Office Equipment ogmcHas TexHMKa

1701 Accumulated Depreciation, office equipment HakonneHHas
aMopTM3aLWIs Ha O(IMCHYHD TEXHUKY

Other Assets npouvie akTvisb!
1800 Deposits feno3utsl, BKaabl (B 6aHKe)
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2002
2100
2300
2350
2385

2501
2505
2510
2514
2825
2830

3010
3015

5010
5015

TEXT 2. The Double Entry System

Liability Accounts cueTa naccvisa
Current Liabilities kpaTkocpouHble 065138 Te/bCTBA

Accounts Payable cueTa K onnare

Employment tax Payable Hanor Ha npeanpuHuvaresnein K oriare
Short term loans payable kpaTKocpouHble 3aiMbl K oriare
Customer Deposits BK/1abl KIMEHTOB

Current Portion ofLong Term Debt TekyLLiasn 4aCTb JONTOCPOHHOrO
fonra

Long Term Liabilities fgonrocpouHbie 06si3aTe/bCTBa

Land Payable onnara semm
Equipment Payable onnata o6opyfoBaHms
Vehicles Payable onnarta TpaHCMOPTHBIX CP-B
Bank Loans payable onnara 6aHKOBCKVX 3aiAMOB
Beginning equity cobCTBeHHbIE CPeLCTBa
Partners Contribution Bknag napTHepoB
Sales Accounts cueT npoga>k
Frame Sales 0CHOBHble NPoaaXu
Other sales apyrve npogaxu
Direct Expense Accounts cueTa NpsiMbIX pacXoioB

Shop Labor 3apa6oTHast nnata paboumm
Payroll Tax Expense Hasor Ha 3apaboTHyto nnary
Materials cbipbe, MaTepuansl
Freight nepeBo3km
Engineering KOHCTPYKTOPCKUE paboThbl
Outside Services BHeLLHVe yCyru
Rental Expense pacxofb! Ha apeHay
Repair and Maintenance pemMOHT 1 TEXHUYECKOE 06CNTY KV BaHME
Small tools mMenkuin HCTpyMeHTapui
Travel KOMaHAVPOBKY
Lodging npoxueaHune
Meals ega

Indirect Expense Accounts (overhead)

cYeTa HerpsAMbIX HaKMaaHbIX Pacxofos

Salaries & wages 3apaboTHas nnara
Payroll tax expense Hasior Ha 3apaboTHYHO NiaTy

139



5300
5312
5330

5345
5353

5355
5358
5550
5600
5618
5700

5762
5775
5813
5820

7050
7100
7200

8020

UNIT 13. Accounting and Bookkeeping

Accounting Gyxrasrepckoe [eno

Advertising pekiamva

Bank Fees onnata 6aHKOBCKMX yCyr

Depreciation expense aMOPTU3aLMOHHbIE PacXofb!

Dues and Subscriptions MoLHbI, MOXXepTBOBaHNA
Insurance: Product Liability cTpaxoBKa Ha Hel06pOKa4eCTBEHHOCTb
MPOLYKLMN

Insurance: vehicles cTpaxosaHue TpaHcnopTa

Legal Fees onnara topr1cToB

Office supplies KaHLenspcKye ToBapb!

Postage no4toBble pacxofpl

Research and Development nccnefioBaHWs 1 pa3paboTKm

Repair and Maintenance, office peMOHT 1 TexHu4eckoe o6cny-
YX1BaHWE 0(HMCHOI TEXHMKM

Taxes and licenses Ha/iory 1 CTPaxoBKu
Telephone TenedoH
Training 0byyeHve
Utilities koMMyHa/IbHbIE YCnyru
Other Accounts pyrve cHeTa

Interest Income foxof, B BUAE MpoLeHTa
Cash discounts ckugka npu oriate HaMYHbIMK

Gain or loss on sale of assets NpybbIb UK YOBITOK NPU NPOLaXke
aKTVIBOB

Interest expense NPOLEHTbI yriayeHHble

TEXT 3. THE BALANCE SHEET

Of the two traditional types of financial statements, the balance
sheet relates to an entity's position, and the income statement-or
profit and loss account-relates to its activity. The balance sheet pro-
vides information about an organization's assets, liabilities, and own-
ers' equity on the last day ofthe accounting or fiscal period. The format
ofthe balance sheet reflects the basic accounting equation: assets equal
equities. Assets are economic resources of the organization. Equities
consist ofthe organization's liabilities together with the equity interest
of its owners. (For example, a certain house has assets worth $70,000;
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TEXT 3. The Balance Sheet

its unpaid mortgage is a liability of $45,000, and the equity of its own-
ers is $25,000.)

Assets are categorized as current or long-lived. Current assets are
usually those that management could reasonably be expected to con-
vert into cash within one year; they include cash, receivables, merchan-
dise inventory, and short-term investments in stocks and bonds.
Long-lived assets include land, buildings, machinery, motor vehicles,
computers, furniture, and fixtures. Long-lived assets also include in-
tangibles such as patents and trademarks.

Liabilities are obligations that the organization must remit to
other parties, such as creditors and employees. Current liabilities usu-
ally are amounts that are expected to be paid within one year, including
salaries and wages, taxes, short-term loans, and money owed to suppli-
ers of goods and services. Noncurrent liabilities are usually debts that
will come due beyond one year-such as bonds, mortgages, and
long-term loans. Whereas liabilities are the claims of outside parties on
the assets of the organization, the owners' equity is the investment in-
terest of the owners in the organization's assets. When an enterprise is
operated as a sole proprietorship or as a partnership, the balance sheet
may disclose the amount of each owner's equity. When the organiza-
tion is a corporation, the balance sheet shows the equity ofthe owners
(stockholders) as consisting oftwo elements: (1) the amount originally
invested by the stockholders; and (2) the corporation's cumulative re-
invested income, or retained earnings (that is, income not distributed
to stockholders as dividends), in which the stockholders have equity.

The Income Statement

Income statement is often known as the profit-and-loss account.
Prepared for a well-defined time interval, such as three months or one
year, this statement summarizes the enterprise's revenues, expenses,
gains,and losses.

Revenues are transactions that represent the inflow of assets as
a result of operations-that is, assets received from selling goods and
rendering services.

Expenses are transactions involving the outflow of assets in order
to generate revenue, such as wages, rent, interest, and taxation.

In addition to showing revenues and expenses (the principal com-
ponents of income), the income statement also lists gains and losses
from other kinds of transactions, such as the sale of plant assets (for ex-
ample, a factory building) or the early repayment of long-term debt.
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UNIT 13. Accounting and Bookkeeping

Other Financial Statements

The income statement excludes the amount of assets withdrawn by
the owners; in a corporation such withdrawn assets are called divi-
dends. The statement of retained earnings shows income and redistri-

bution to owners.

m A third important financial statement is the statement of cash
flows. This statement provides information not otherwise avail-
able in either an income statement or a balance sheet. It presents
the sources and the uses ofthe enterprise's funds by operating ac-
tivities, investing activities, and financing activities. The state-

ment identifies:

m the cash generated or used by operations;
m the cash exchanged to buy and sell plant and equipment;
m the cash proceeds from stock issuances and long-term

borrowings;

m and the cash used to pay dividends, to purchase the company's
outstanding shares of its own stock, and to pay off debts.

profit and loss account
entity's position

owners' equity
fiscal period
assets ["\sets]

to equal

equity

liabilities

equity interest

revenues [revinju:z]

house

unpaid mortgage ['mo:gi*]
current assets
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VOCABULARY

cYeT NpubbUIel 1 yobITKOB

(hMHAHCOBOE TMOMIOXKEHVe OpraHu-
3aupm

aKuwvv BnagenbLes

Mep1o, HANOrO0BOXKEHNS

1) aktvB (6anaHca); 2) CpeacTea,
(hoHAp!, 8Byapbl, MMYLLECTBO
PaBHATLCA

COOCTBEHHbI KanuTasi
3a[10/DKEHHOCTb, Maccys (6anaHca)
KanuTa/I0B/IOXKeHNS

[0X0b!

(mpmMa, yupexaeHve
Heona4eHHb I 3a1or

060pOTHble  (hOHAbI, 0OOPOTHbIE
cpefcTBa  (AeHeXXHble  CPEACTRa,
B/TOXXEHHbIE B 3aMachl CbIPbsl, MaTe-
pVanoB, TOM/MBa, FOTOBOW MPOAYK-
LK, a TaKkKe cyeta B 6aHKax)



TEXT 4. Bookkeeping and Accounting Cycle

receivables
merchandise inventories

short-term investment
stocks and bonds

long-lived assets

to remit

obligation

current liabilities

noncurrent liabilities

to come due

investment interest
cumulative reinvested income

to exclude

to withdraw

retained earnings
statement of cash flows
proceeds [prau'stdz]
stock issuance [isu:ans]
outstanding shares

to pay off debts

Assignment. Answer the questions:

What information gives the balance sheet?
What do current assets include?
What do long-lived assets include?

What are liabilities?

DN E

CcyeTa [ebrTopoB

TOBapHble 3aracbl B POSHUYHON
TOproBnie, KOMMepUeckie ToBap-
Hble 3amacbl

KpaTKOCPOYHbIe MHBECTULWN
LieHHble Bymaru 1 06/mraLmm
[0roBpeMeHHble (hoHAb!
MnepeBoanTb

006513aTeNbCTBO, AONT
KpaTKOCPOUHble 06513aTeNbCTBa
[0rocpoYHbIe 06513aTeNbCTBa
MoA/eXaTh Bbln/are

JI0M191 KanuUTasoBNOXEHWIA

HaKOM/MEHHbIA  PEMHBECTMPOBAH-
HbIlA JOXOL,

VCKNKO4aTb
3bIMaTH

HepacrpeaeneHHass NprbbLb
OTYET 0 [EHEXHbIX MOTOKaxX
[10X0[, BbIpyYeHHas Cymma
BbIMYCK aKLyii

aKLy, BbINyLLEHHbIE B 0OpaLLieHe

OnnaumBaTh 0N, Morallarh 3a-
[JO/HKEHHOCTb

What does the balance sheet show?

TEXT 4. BOOKKEEPING AND ACCOUNTING CYCLE

Modern accounting is a seven-step cycle. The first three steps are
the bookkeeping function - that is, the systematic compiling and re-
cording of financial transactions. Business documents for bookkeeping
include invoices, payroll time cards, bank cheques, and receiving re-
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UNIT 13. Accounting and Bookkeeping

ports. Special journals (daily logs) are used to record recurring transac-
tions; these include a sales journal, a purchases journal, a cash-receipts
journal, and a cash-disbursements journal.

Bookkeeping steps
Record transaction in ajournal.
2. Transferamounts from various journals in a ledger. (Also called
“posting.”)
3. Calculate whether sum of all debit balances equals sum of all
credit balances. (Also called “trial balance.”)
Accounting steps
Calculate adjustments.
Prepare adjusted trial balance.
Prepare financial statements.
Close noncumulative accounts.

=

No ok~

Step One

Recording a transaction in ajournal marks the starting point for
the double-entry bookkeeping system. In this system the financial
structure of an organization is analysed as consisting of many interre-
lated aspects, each of which is called an account (for example, the
‘wages payable” account). Every transaction is entered as debit (or
left side) and credit (or right side). Depending on their nature, certain
accounts are increased with debits and decreased with credits. Other
accounts are increased with credits and decreased with debits. For ex-
ample, the purchase of merchandise for cash increases the merchandise
account (a debit) and decreases the cash account (a credit). If mer-
chandise is purchased on the promise of future payment, a liability
would be created, and the journal entry would record an increase in the
merchandise account (a debit) and an increase in the liability account
(a credit). Payment of wages earned by employees would be a decrease
in the cash account (a credit) and a decrease in the liability account
(a debit).

Step Two

The next step is the transfer of the amounts that appear in the vari-
ous journals to the organization's general ledger - a procedure called
posting. (A ledger is abook having one page for each account in the or-
ganization's financial structure. The page for each account shows its
debits on the left side and its credits on the right side, so that the bal-
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TEXT 4. Bookkeeping and Accounting Cycle

ance - that is, the net credit or debit - of each account can be deter-
mined.)

In addition to the general ledger, a subsidiary ledger is used to pro-
vide information in greater detail about the accounts in the general led-
ger. Subsidiary accounts may also be kept for the wages paid to each
employee, for each building or machine owned by the company, and for
amounts owed to each of the enterprise's creditors.

Step Three

Posting data to the ledgers is followed by listing the balances of all
the accounts and calculating whether the sum of all the debit balances
agrees with the sum ofall the credit balances (because every transaction
has been listed once as a debit and once as a credit). This determination
is called a trial balance. Once the trial balance has been successfully pre-
pared, the bookkeeping portion of the accounting cycle is completed.

Step Four

Once bookkeeping procedures have been completed, the accoun-
tant prepares certain adjustments to recognize events that, although
they did not occur in conventional form, are in substance already com-
pleted transactions. The following are the most common circumstances
that require adjustments:

m accrued revenue (for example, interest earned but not yet re-

ceived);

m accrued expense (wage cost not yet paid);

m depreciation (the cost of a machine as expense spread over its
useful life);

m inventory (recording the cost of goods sold on the basis of a pe-
riod's purchases and the change between beginning and ending
inventory balances);

m receivables (recognizing bad-debt expenses on the basis of ex-
pected uncollected amounts).

Steps Five and Six

Once the adjustments are calculated, the accountant prepares an
adjusted trial balance-one that combines the original trial balance
with the effects of the adjustments (step five). With the balances in all
the accounts thus updated, financial statements are then prepared
(step six). The balances in the accounts are the data that make up the
organization's financial statements.
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UNIT 13. Accounting and Bookkeeping
Step Seven

The final step is to close noncumulative accounts. This procedure
involves a series of bookkeeping debits and credits to transfer sums
from income-statement accounts into owners' equity accounts. Such
transfers reduce to zero the balances of noncumulative accounts so that
these accounts can receive new debit and credit amounts that relate to
the activity of the next business period.

Accounting standards

Despite considerable efforts to create internationally agreed ac-
counting standards, there still exist important differences in the way
accounting information is produced in different countries. These dif-
ferences often make international comparisons of accounting informa-
tion extremely risky.

VOCABULARY
compiling cbop
financial transaction (h1HaHcoBas oriepaums
invoice CYHeT, aKTypa; cueT-hakTypa (cHet

payroll time card
receiving report

daily log

recurring

sales journal

purchases journal
cash-receiptsjournal
cash-disbursements journal
ledger

posting

debit balance
credit balance
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Ha OTMpaB/ieHHbIA TOBap C yKasa-
HUEM KPaTKOA  cneumpukaLmn,
LIeHbI, pacxofoB 1 ap.)

CMINCOYHAs KapTOuKa TaGesbHoro
y4eta

OTYET 0 NpUEMKE NOCTYNMBLLMX Ma-
TEPUAIOB; OTYET O MOCTYM/IEHNAX

eXXeHEBHMK (>KypHan)
NEepPUOANHECKIIA, MOBTOPSHOLLMIACA
YKypHa/1 ToBapoobopoTa

YKYpHan 3aKyroK

KacCOBbIi XXypHar

YKYPHa/ KacCoBbIX BbIr/iaT
rpoccoyx

rnepeHoc (3anucu) B rpoccoyx; on-
pYX0f0BaHMe

[1e6eTOBOE Carb/l0

KPeAUTOBOE Cabli0 KPeauTOBbIiA
OCTaToK



trial balance
adjustments
adjusted trial balance

financial statements
noncumulative accounts
subsidiary [sab'si®ari] account
interest earned

accrued interest

wage cost
useful life
bad debts

uncollected

to update

TEXT 5.

Assignment. Answer the questions:

1 What are business documents for bookkeeping?
2. Whatjournals (daily logs) are used to record recurring transac-

tions?

Management Accounting

MPO6HbIV 6anaHe
VCNpaB/eHns

pabounii NpoGHbIA  GanaHc, WUc-
npas/ieHHbIN NPOOHbI 6anaHc

(hHAHCOBb I OTHET

HEKYMY/ISITUBHbIE cueTa
BCTOMOraTe/bHbIiA CHET
MO/TyYeHHbIe NPOLIEHTI

HaKOM/IeHHble  (HapoCLLVe/Hauwmc-
NEHHbIE) MPOLIEHTI; aKKyMy1po-
BaHHbIIN NPOLIEHT

pacxofpl Ha 3aprn/ary

CPOK MO/IE3HOrO 1CMO/b30BaHMUs

1) 6esHagexHble Jonru; 2) pebu-
TOPCKasA 3afJ0/DKEHHOCTb, He OrJia-
YeHHas B CPOK (cTatba B Byxran-
TEPCKOM GasiaHce NpeanpusTus)

HenosTyYeHHbIA, HeVHKACCUMPOBaH-
HbIiA

KOPPEKTVPOBaTb  (HaKOM/EHHbIe
JaHHble); M3MeHsTb B COOTBETCT-
BMM C HOBbIMM JaHHBIMM

3. What are the first three steps in bookkeeping?
4. What are the four steps in bookkeeping?

TEXT 5.

MANAGEMENT ACCOUNTING

Management Accounting is the process of producing accounts that
are specifically designed to serve the needs of the managers who are
running a business. All companies are required by law to keep financial
accounts in order to produce a record by which shareholders and credi-
tors canjudge the company. Firms also need to do day-to-day financial
accounting to enable them to keep track of dealings with their custom-
ers and suppliers. But the nature of financial accounts isthat they pres-
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UNIT 13. Accounting and Bookkeeping

ent historic information which, on its own, is not sufficient for those
responsible for the day-to-day running of a company to do their jobs
well.

Management accounts are derived from what are known as cost ac-
counts. The function ofthese isto provide information that allows indi-
vidual managers to monitor and control the operations for which they
are responsible. The factors that cost accounts report on can be tai-
lor-made to whatever requirements a company has, but they usually fo-
cus on the following:

m the revenue and costs for which individual managers are respon-

sible;

m the efficiency and productivity, effectiveness of processes for

which a manager is responsible; and

m the utilization of resources, such as buildings and labour.

The management accounts provide regular information on how dif-
ferent aspects of the business are performing in relation to what has
been forecast in the budget. They should provide an explanation ofwhy
avariance has occurred; for example, whether the reason that the gross
margin (profit) is less than forecast is because sales are down or costs
are up, or a combination of both. They may also contain estimates and
forecasts, so that managers see what the position would be at the end of
the financial year.

Management accounting is also crucial for planning (developing
budgets, for example), for solving problems such as determining the
least costly method of production, and for helping with difficult deci-
sions such as the level a price should be set at and the assessment of cap-
ital expenditure proposals or different methods of financing.

VOCABULARY

management accounting OMepaTuBHbIA  YYeT, CBA3AHHbIN
C Hy)KIamm1 Ynpas/ieHns, TeKyLLmIA
aHa/IN3 XO3AMCTBEHHOWN [AesTeNb-

HOCTK

to keep track BECTM CHeT

dealings CLE/KM

management accounts yrpaB/eHYecKuniA yueT

cost accounts CUeT U3LiepXKeK

tailor-made MpeaHasHayeHHbIA  f1s - onpege-
NEHHbIX Lienel
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TEXT 5. Management Accounting

revenue Joxop,

costs 3aTparbl, U3AePKKM, Pacxopbl

effectiveness 30)NEKTUBHOCT, PE3Y/IbTATVBHOCT,
MPOV3BOANTENBHOCT

variance HECOOTBETCTBME

crucial [kruj(9)I] K/HOYEBOM, peLLatoLLWIA

capital expenditure Kansarparb!

Assignment. Answer the questions:

1 What is the purpose of management accounting?
2. What are management accounts based on?
3. What information is provided by management accounts?



UNIT 14
COMMERCIAL PAPERS (DOCUMENTS)

TEXT 1. WHAT ARE COMMERCIAL PAPERS?

Commercial paper isan unconditional written order or promise to
pay money. The most common form of commercial paper isthe personal
cheque (Am. check). It was developed hundreds ofyears ago to serve as
a safe substitute for money.

Instead of carrying their gold and silver with them, merchants left
their money at the bankers. Then, when merchants wanted to pay
a seller for goods they were buying, they wrote an order addressed to
their bank. The order directed the bank to deliver a specified amount to
the person at the place of the seller's choice. The bank compared the
merchant's signature (and perhaps a seal) on the order with the signa-
ture left at the bank. The bank would comply with such written orders
because, once the merchant had made a deposit, the bank was legally
indebted to the depositor for that amount. Consequently, if the mer-
chant demanded return of the deposit, the bank had to give it back.

The same is still true today. Banks still are debtors of their deposi-
tors. Also, checks are still known as demand instruments because they
allow depositors to get their money out of banks or have it paid in ac-
cordance with the depositor's order.

VOCABULARY

commercial paper - 1) Bekcens, OOKYMEHTbl KpaTKo-
CPOYHOrO KOMMEPYECKOIO KpeauTa;
2) 000pOTHble KPEAUTHO-LAEHEX-

Hble [JOKYMEHTB!
unconditional - He OrpaHVYeHHbIiA ycrousamMu, be-
30r0BOPOYHBIA, 6E3YC/IOBHbII
order - 1) npyikas; 2) pacnopsbkeHuve
promise - 1) obeLLigHue; 2) 06513aTENLCTBO
substitute - 3aMeHa, 3aMeHuTesb
to deliver - NpeacTaB/ATh
amount - cymmva
to comply (with) - 1) MCNONHATL; 2) NOAYNHATLCA
deposit - [enosut, BKnag (B 6aHK)
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depositor

debtor

demand
instrument

in accordance with

Bank transfers
payment orders
A transference of money from the
payer’s bank account in his coun-
try to the payee’s bank account in
his country is called a simple bank
transfer.

The payment order made out by
the payer (remitter, buyer) is for-
warded from the payer’s bank
(home-bank) to the payee’s bank
(paying bank), so that the payee
(remittee, beneficiary, seller) can
obtain the funds. The payer indi-
cates the way of covering (reim-
bursing) this order in the pay-
ment order. The home bank for-
wards a credit-advice to the
paying bank if the reimbursement
is credited by paying bank's ac-
count. The debiting of the home
bank's account with the paying
bank is permitted by “authoriza-
tion”sent by the home bank. Ifthe
home bank and the paying bank
do not maintain accounts with
each other then a bank transfer is
made through a third correspon-
dent bank.

- BKNaA4uK,Aeno3nTop, AeroHeHT

- [O/MKHVK, aebutop

- Tpe6oBaHue

- 1) BOKYMeHT; 2) CpefcTBO

- corfacyscb ¢ (4Yem-n.), B COOTBET-
CTBUM C (Yem-1.)

BaHkoBCKMe nepesosbl
naaTeXxHble nopyyvyeHus
MepeBof AeHer ¢ 6aHKOBCKOro
cyeTa nnaTenbluymKa B 04HON CTpa-
He Ha 6aHKOBCKWIA CYET nmosyyare-
NS nnateXxa B ApYroi CTpaHe Ha-
3bIBAETCA MPOCTbIM 6GaHKOBCKUM

nepeBoLOM.

MnaTeXxxHoe MopyyeHue, BbIMK-
CaHHOe nJaTesibLMKOM (0Tnpasu-
TesleM nepeBoza, NoKynatesiem) oT-
npasnseTca 6aHKOM natesbLumka
(Tak Ha3. foMalHMM 6aHKoM) H6aH-
Ky nosnydatens nnarexa (Bbinsa-
ymBaroLemy 6aHKy), C Tem, 4TOObI
nonyyartesib nnarexa (nonyyaresb
nepesoja, 6eHedmumap, NpojaseL)
MOr MonyynTb (hoHAbl. TMnatenb-
LMK YKa3blBaeT Crocob MoKpbITUA
(BO3MeLLEHNSA) B NNATEXHOM Mopy-
yeHuW. JJoMallHWiA 6aHK Hanpasns-
eT KpefuTOBOE aBM30 NnaTsLiemy
6aHKy, ecnm pambypc (KOMMeHca-
LMS) KpeauTyeTcs Co cyeTa nnars-
wero baHKa. [lebuToBaHWe cyeTa
JloOMaLLHero 6aHka nnaTawmm 6aH-
KOM MO03BONAeTCA “paspeLleHmem”,
MOCMaHHbIM JOMALLHUM  6aHKOM.
Ecnu pomaliHuii 6aHK n nnats-
LLKMA BaHK He NoaaepXXMBatoT pac-
YeTbl Apyr C Apyrom, Torga 6aH-
KOBCKWiIN MepeBOj, fenaeTcs vepes
TPeTWin 6aHK-KOPPECMOHAEHT.
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Collection

When banks handle documents of
acceptance and/or payment, fol-
lowing the instructions given to
them, this is called “collection”.
The exporter presents to his bank
(called remitting bank) an appli-
cation form with the documents
attached. This bank makes out
a collection order and passes it
over to its correspondent bank in
the country of the importer (or
drawer). The correspondent bank
or some other bank (called col-
lecting) may present the docu-
ments to the importer or pass
them over to another collecting
bank. This bank presents the doc-
uments to the importer (or
drawer).

There exist two types of collec-
tions. Collections may be docu-
mentary or clean. The documen-
tary collection is the collection of
commercial documents or the col-
lection of financial documents to-
gether with commercial docu-
ments. The collection of only fi-
nancial documents is called clean.
Commercial documents are: in-
voices, bills of lading, waybills and
certificates. Financial documents
are: bills of exchange, promissory
notes, checks and payment re-
ceipts.
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MHKaccauuna

Korga 6aHkn paboTatoT C [OKY-
MEHTaMW Ha MPUHATME [eHer
n/vnn onnarty, cnefysa AaHHbIM
MM MHCTPYKUWSAM, 3TO Ha3blBaeT-
ca  “WMHKaccaums”. 3IkcrnopTep
npeacrasnseT cBoemMy 6aHKy (Ha-
3bIBAEMOMY MepeBoAALNM  6aH-
KOM) 6/1aHK 3aBKUW C MPUIOXKEH-
HbIMW JOKYMeHTaMu. 3TOT 6aHK
BbINKCbIBAET MHKACCOBOE Mopyuye-
HVe W TnepefjaeT ero CBOeMy
6aHKy-KOpPecrnoHAeHTy B CTpaHe
umnoptepa.  baHK-KoppecnoH-
JEeHT unu 6ol apyron 6GaHK
(Ha3bIBaEMbI MHKACCUPYHIOLLMM)
MOryT MNPeLCcTaBUTb [OKYMEHTbI
MMOPTEPY WAN  nepefaTb WX
K Apyromy 6aHKy - MHKaccaTopy.
JT0T 6aHK MpeAcTaBnseT LOKYy-
MEHTbI UMMNOPTEPY.

CylecTByeT fBa Tuna MHKacca-
umn. MHKaccaums MOXxeT ObITb
[LOKYMEHTapHOR nnu umcton. [o-
KyMeHTapHOe MHKacco - 3TO WH-
Kaccaums KOMMEPYeCKUX [OKY-
MEHTOB WM MHKaccauus uHaH-
COBbIX  [JOKYMEHTOB  BMeCTe
C KOMMEpPYECKMMU JOKYMeHTaMu.
MHKaccauus TONIbKO (PUHAHCO-
BbIX [JOKYMEHTOB Ha3blBaeTcs
uncToil. Kommepueckue [AOKYy-
MEHTbl - 3TO cyeTa, TPaHCMopT-
Hble  HaknafHble, HaknagHble
N cepTumKatbl. PUHaHCOBbIE
[JOKYMEHTbl - 3TO TpaTtTbl, Mpo-
CTble BEKCE/IN, YeKN N KBUTaHLMM
NOATBEPXKAEHUA OnnaThbl.



TEXT 1. What are Commercial Papers?

Bill of exchange

English and American laws give
the following definition ofa bill of
exchange: “Abill ofexchange is an
unconditional order in writing,
addressed by one person to an-
other, signed by the person giving
it, requiring the person to whom it
is addressed to pay on demand or
at a fixed or determinable future
time, a sum certain in money or to
the order of a specified person, or
to bearer”.

Check

A check is a bill of exchange
drawn on a bank and payable on
demand. The holder of a bearer
check can receive its value in cash
from the bank on which it is
drawn. An order check is also pay-
able direct to its holder, but the
latter must endorse it before such
acheck can be cashed at the bank.

The check is often crossed. The
purpose of crossing is to instruct
the bank to pay the amount of the
check only through another bank.
General crossing consists in draw-
ing two parallel lines across the
face of the check with the words
“not negotiable” between them.
Two parallel lines without these
words are also a crossing:

MepeBOoAHOI BeEKCENb

AHIINACKME N aMEPUKaHCKIE 3aKO0-
Hbl JAKOT CliefytoLLee OnpesesieHne
nepeBoaHoOro sekcensa: “Bekcenb -
3T0 6e3yCcnoBHOE pacriopsikeHue
B NWCbMEHHOM (hopMe, afpecoBaH-
HOe OHVM NIALOM [pYroMy, NoAnu-
CaHHOe /IMLIOM, JAtOLLyM ero, Tpe-
OytoLLlee, 4TOObI /L0, KOTOPOMY
OHO a/ipecoBaHo, ONaTUAO Mo Tpe-
60BaHUIO, MM B (DMKCMPOBaHHOE,
WM B ONpeaenmoe Bpems B byay-
LUEM, OMPESEeNieHHYH0  [EHEXHYI0
CYMMY W1 NO TpeboBaHMI0 0603Ha-
YEHHOr0 INLA, UIN NPeLbABUTENO™.

Yek

Uek - 3T0 BEKCe/b, BbINMCaHHbIV Ha
6aHK 1 noanexalunii onnate no
TpeboBaHWIO. [lepxaTens uyeka Ha
NpeSbABATENA MOXKET MoyYaTh ero
CTOMMOCTb Ha/IMYHbIMM B BaHKe, Ha
KOTOpbIA OH BbinucaH. OpAepHbIi
YeK TaKKe NOA/IEeXUT oriaTe Hero-
CPeLCTBEHHO €ro [epxartesto, HO
NOCNeSHWA [O/MKEH WHAOCCUPO-
BaTb €ro NpeXxae, Yem Takol ek Mo-
XET 6bITb On/ayeH B GaHke.

Uek 4acTo nepeyepkmBaeTcs nnm
Kpoccupyetcs. Llenb Kpoccupo-
BaHWA COCTOMUT B TOM, YTOObI WH-
CTPYKTMpOBaTh 6aHK oniatutb
CYMMY 4YeKa TO/IbKO Yepes 4pyroi
6aHK. ObLLee KpoccrMpoBaHWe Co-
CTOMT B MPOBeAeHUN ABYX napasi-
NeNbHbIX MHUIA Ha NALEBOI CTO-
POHe Yeka co c/ioBaMu “He nogsie-
XUT nepegade’” mexay Hamun. [ge
napannenbHble MHUA Ge3 3TUX
C/I0B - 3TO TaKXXe KPOCCUPOBaHWe.
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When the name of a bank is writ-
ten across the face of a check ei-
ther with or without the words
“not negotiable”, this is called
a special crossing. The name ofthe
bank may be between two parallel
lines, or it may stand alone with-
out any lines.

Aspecial crossing directs the bank
on which the check is drawn to
pay the amount of the check at the
bank indicated in the crossing.

Promissory note

A promissory note is a promise by
one party (called the maker) who
signs the promissory note, to pay
to another party (called the
payee) a definite sum of money ei-
ther on demand or at a specified
future date. The promissory note
may be made payable to the
bearer, to a party named in the
note, or to the order of the party
named in the note.

A promissory note can be made
negotiable by endorsement if it is
specifically made payable to the
order of a person.
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Korpga Ha3BaHMe 6aHKa HanmcaHo
nonepek NMLEBOI CTOPOHbI Yeka
CO C/1I0BaMu “He NOAJSIeXUT nepesa-
ye” unm 6e3 3TUX CoB, TO 3TO Ha-
3bIBAETCA CMeuyaibHbIM KpoCCcu-
poBaHMeM. Ha3BaHme 6GaHka MO-
XKET HaxoguTbCA MeXay [AByMs
napanfefibHbIMA  IMHUAMU, UK
MOXXET CTOATb OAHO 6€3 3TUX NN-
HUIA.

CneunanbHoe  KpoccupoBaHue
npuKasblBaeT 6aHKy, Ha KOTOPbIN
BbINWCaH YeK, OMnaTuTb CymMMmy
yeka B 6aHKe, yKka3aHHOM B KpocC-
CUPOBaHUN.

MpocToii Bekcenb

MpocToil Bekcenb - 3TO obeLya-
HMe OfHON CTOPOHbI (Ha3blBae-
MOV BeKkcenefatenem), Kotopas
NOANMCLIBAET NPOCTON BEKCESb,
onnaTuTb APYroi CTOPOHe (Ha3bl-
BaemoW nosyvatefieM niarexa
WIn  PeMUTEHTOM) ONpeaeseH-
HYI0 CyMMy fieHer unu no Tpe6o-
BaHWIO, NN B YKa3aHHYH B Oyay-
Wwem faty. MpocToli Bekceb Mo-
XeT ObITb cfenaH nognexawimm
onnare NpPeabsBUTENHD, WU CTO-
POHe, Ha3BaHHOI B BEKCeNe, Wu
MO MpVKa3y CTOPOHbI, Ha3BaHHO
B BEKCene.

MpocToii BekceNb MOXET ObITb
chenaH 060pOTHbIM (NepeycTy-
naembiM) MyTemM WHAOCCHUPOBa-
HUA (NepefaToOYHOW HaAMUCK Ha
HeMm), eCnn OH creuunanbHO che-
NaH nognexawum onnare no Tpe-
60BaHNIO KaKoro-nn6o nuua.



TEXT 2. What are the types of commercial papers?

Draft

Draft is a written order for the
payment of money drawn by one
person, directing a second person
or financial institution to pay
a third person. A draft is called
a check when it is drawn on
a bank. When money is trans-
ferred between institutions in dif-
ferent countries, a draft is called
a bill of exchange. A draft is pay-
able on sight or on demand; how-
ever, in some transactions drafts
are often payable at a stated date
in the future.

TpaTtTa
(nepeBOAHON BeEKCENDb)
TpartTa - 3TO NMUCbMEHHBIN NpwU-
Ka3 Ha onnarty [eHer, BbIMWCaH-
HbIi OAHUM NULIOM, YKa3blBalo-
WK apyromy nuuy mnv 6aHKoBs-
CKOMY  YUPEeX[EHU0 OonnaTuTb
TpeTbemy nmuy. TpartTa Ha3sblBa-
eTCA YeKoM, Korja OHa BbIMUCHI-
BaeTcs Ha 6aHK. Korpga feHbru ne-
PEBOAATCA MEXAY YUpexx4eHUs-
MW B pPa3IMYHbIX CTpaHax, TO
TpaTTa Ha3blBaeTCA MepeBOAHbIM
BeKkceneMm. TpaTTa Nog/exuT on-
nate no npeabsABMEHUN WAU MO
TpeboBaHNO; Of]HAKO B HEKOTO-
PbIX CAeNKax TparTa vyacTo noase-
XXUT Onfarte B 3aB/IEHHYIO daTy

B OyayLLem.

VOCABULARY

to draw

to draw money from a bank
not negotiable

order check

bearer check

crossed check

face

TEXT 2.

BbINNCbIBATb, BbICTaBNATb, MOMY-
YyaTb

rnony4aTthb AeHbrv B 6aHke
He MOL/IEXWT repesave
OPLEPHbIN YeK

YeK Ha MpeSbsBUTENS

KPOCCMPOBaHHbIA YeK, Mepeyepk-
HYTbII YeK

nnuesad CTopoHa

WHAT ARE THE TYPES OF COMMERCIAL PAPERS?

Today commercial papers can be grouped into two broad catego-
ries. The first is composed of unconditional ordersto pay money. In this
category are the draft and the check. A check is a special kind of draft.
The second category is composed of unconditional promises to pay
money. In this category are the promissory note and the certificate of

deposit (C/D).
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The word unconditional means that the legal effectiveness ofthe or-
der or promise is not dependent upon any other event.

I0OU is not a commercial paper.

Here are the four main types of commercial paper:

1. Drafts

A draft ditional written order by which one party di-
rects a second party to pay to the order ofathird party or to the bearer
a certain sum of money on demand or at a definite time A draft is also
known as a bill of exchange.

$510. 00 Nashville, TennesseeJanuary 20, 2002
Thirty days after date
Pay to Order of Morrison G. Chase
Five hundred and ten dollars
Value received; Charge to Account of
To Margaret H. Sandford
Ne 15 Knoxville, Tennesse Garry A. Minton

The usual purpose of a draft is to collect money owed. A draft ini-
tially involves three parties-the drawer, the drawee, and the payee.
The drawer (Garry A. Minton) isthe person who executes or draws the
draft and orders that payment be made. The drawee (Margaret
H. Sandford) is the person directed to pay the draft. The payee (Morri-
son G. Chase) isthe party to whom this commercial paper is made pay-
able.

(Sanford most probably owes Minton $510 as a result of a previous
transaction. Therefore Sanford is likely to honor the draft by paying
Chase and in that way to pay her debt to Minton.)

Drafts are sometimes described in terms of the time of payment. If
the draft is payable at sight or on demand-that is, when it is presented
to the drawee by the one holding the draft-it is a sight draft. The
drawee is expected to pay when the draft is presented.

Ifa draft is payable at a specified time, or ifit is payable at the end of
a specified period after sight or after the date of the draft, it is a time
draft, as is illustrated in the example.

When a time draft is payable a number of days or months after
sight, it must be presented to the drawee for acceptance in order to
start the running of the specified time. Acceptance is the drawee's
promise to pay the draft when due. When the draft states it is payable
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anumber of days or months “after date,”the time starts running imme-

diately from the date of the draft.

VOCABULARY

draft

promissory note

Certificate Of Deposit
[0[V]

bearer

on demand
hill of exchange

charge to account
pay to order

to owe

party
drawer ['draa]
drawee [dro!'i:]

drawee bank
payee [pei'i]

to execute a document [‘eksikjut]
to honour the draft

1) nnateXkHoe MopyyeHve; 2) Tpar-
Ta (CMHOHUM MEepPeBOAHOrO BeKce-
NIf; 3TOT TEpMUH YNoTpebnseTcs
B OMNpegesieHHbIX KOHTEKCTaX, CBS-
3aHHbIX, K MpUMeEpY, C AONTOBbIMM
TpeboBaHUAMM)

MpOCTOIA BEKCeb, JONToBOe 06s13a-
TeNbCTBO

[Een0o3UTHbIA CepTUdIMKAT

(cokp. 0T | owe you - H Bam fon-
YKeH) [ONroBas pacrmcka

1) noparenb, NpebsBUTENb; 2) fep-
xarerb, BnageneL,

1) no 3anpocy; 2) no Tpe6oBaHUO

NepeBOAHOV BeKCesb, MepeBoaHas
TpatTa

MOCTaBUTb Ha CHET

NAaTuTb Mo NpuKasy (Hagnucb Ha
Ueke U/n BEKCeSie)

1) 6bITb AOMKHBLIM, ObITb B JOMTY
rnepes kem-n.; 2) 3a0/mkatb (LeHb-
)

1) cTopoHa; 2) y4aCTBYHOLLEE NULID,
YHaCTHUK

TpaccaHT  (/MUO, BbICTaBYBLLIEE
TpaTTy), Bekcenieaatesb

Tpaccar (MML0, Ha KOTOPOe BbICTaB-
/leHa TpaTTa), BeKCesernosyyaresib

6aHK, Ha KOTOpbIli BbINMCAH YeK

1) nonyyatens (geHer); 2) npeabs-
BUTE/b YeKa/BeKcens

COCTaB/ATb [IOKYMEHT

1) onnatutb (Yek, TpPaTTy); 2) ak-
LiernTpoBaTh
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payable at sight C ON/1aTol Mo NPeAbSBIEHAN

sight draft BEKCE/1b Ha MPpeabABUTeNs

time draft CpoyYHas TpatTa

acceptance 1) aKuenTMpOBaHWe, MpreMKa

(Harip., cyeTa UM BeKcens) K onna-
Te 2) akuenT (MpuHATVE nnaTenb-
LLMKOM 00s3aTeNIbCTBa  OMN/ATUTB
BEKCE/Tb W/ CYET)

2. Checks

A check is a special type of draft by which a bank depositor orders
the bank to pay money, usually to a third party. Checks are usually
written on special forms provided by bank for a fee. The forms provided
by the bank usually are magnetically encoded to make check process-
ing easier for the banking system. However, checks may be written on
blank sheets of paper, forms provided by the depositor, or other materi-
als and still be legally effective. The drawee, though, must always be
a bank for the instrument to qualify as a check.

Here is an example of a check:

PB Progressive Bank & Trust Co Ne 165
Providence, Rhode Island 57-7325/2115
Pay to the order of John B. Wright $ 105.75
One hundredfive and seventy-five cents dollars
Robert. M. Mahlon

Here, Progressive Bank & Trust Co. is the drawee, John B. Wright
is the payee, and Robert. M. Mahlon is the drawer of this check.

The bank, according to the contracts with its depositors, agrees to
honor (pay when due) each check as long as sufficient funds remain in the
depositor's account. As a debtor of the depositor, the bank must honor
the checks in return for the right to use the depositor's funds until the
depositor demands their return. Of course, the bank must retain a sizable
percentage ofall funds deposited so that it can pay checks when they are
presented. The remainder of the deposited funds is loaned at interest to
pay for the bank's operations and to earn for the bank's owners.

A person, who deliberately issues a check with the knowledge that
the funds in the account will be insufficient to pay the check when it is
presented at the drawee bank, is guilty of a crime. The bank will dis-
honor (refuse to pay when due) the instrument and the payee or current
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owner ofthe check will not get any money for it from that source. In ad-
dition, ifa check is issued to pay a debt, the payoff is not effective until
the check is presented to the drawee bank and honored.

When a check has been lost or stolen, the drawer should direct the
bank not to pay it. Such an instruction is called a stop payment order.
Banks usually charge a small fee to stop payment on a check. If, by mis-
take, the drawee bank disregards the stop payment order and pays the
check, the bank must recredit the account. The bank- not the deposi-
tor-must bear any loss. Oral stop payment orders are good only for two
weeks unless they are confirmed in writing. Written stop payment or-
ders are good for six months and lapse at the end of that time unless re-
newed.

Care must be taken when writing or accepting checks. When you
write a check, be sure not to leave room for someone to insert figures
and words to change the amount of the instrument. Never sign a blank
check.

VOCABULARY

form - BnaHk

to provide - 1) ob6ecrieussatb yto-n. (for);
2) npefocTaB/ATh, AaBaTb CHab-
Xatb (with)

fee - nnara, cbop

to encode - KOAMpOoBaTb

processing - 06paboTka

blank - MYCTOM, YACTbIVA

account - CYeT

to retain - YOepXmBaTh

sizeable - 3HAUUTENbHBbIN, CYLLECTBEHHbII

remainder - OCTaroK

to loan at interest - CCY)KaTb Nof, NPOLEHTbI

earn a profit - 3apabaTbiBaTb, MonyYaTb aoxoa/
npubbUb

deliberately - CO3HATE/bHO [IEACTBEHHBINA, NMEHO-
LumiA cuny,

issue a check - BbICTaB/IATb YeK

guilty - BWHOBEH
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crime - MPecTyrnneHve

to dishonor - 1) oTkasbIBaTh B aKLierTe (BeKcens);
2) 0TKasblBaTh B M/iaTexe (Mo Bek-
Cento)

payoff - BbIM/ata

effective - [leACTBUTENbHBINA, AHEKTUBHDIN

to disregard - 1) He 0BpaLLATL BHUMAHVE; 2) He Mpu-
HVMaTb BO BHVIMaHVie, UrHOpMPOBATH

to lapse - 1) uctekarb (0 CPOKe); 2) TEPSITL CUTY

room - MPOCTPAHCTBO, MECTO

3. Promissory Notes
A promissory note is an unconditional written promise by one per-
son to pay to the order ofanother person or to the bearer a certain sum
of money on demand or at a definite time

$3.000 Las Vegas, Nevada February 20 2002
Fouryears after date I promise topay
to the order of Monica A. Soto
Three thousand dollars
Payable at City Bank, Las Vegas, Nevada
with interest at 9% ayear

Ne 6 Due February 20, 2006 Catherine L Talbot

Promissory notes initially involve only two parties - the maker and
the payee. The maker (Catherine L. Talbot) isthe one who executes or
makes a promissory note (or a certificate of deposit) and promises to
pay. The payee is Monica A Soto. Iftwo or more parties join in execut-
ing the note, they are comakers and are equally liable for payment.

Personal property may be pledged to secure performance - that
is, to ensure payment - ofa note. When this fact, together with a de-
scription ofthe property, is stated on the face of the note, the paper is
a collateral note. The property pledged in collateral notes is usually
in the form of documents oftitle, such as bonds, a warehouse receipt,
or a life insurance policy. A collateral note typically provides for the
sale of the security by the payee ifthe note is not paid when due.

If real property is the security for the payment, the note is a mort-
gage note. Ifthe payment is not made when due, however, the payee can
force a sale of the real property and use the proceeds for payment.
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4. Certificates of Deposit
A certificate of deposit is a written acknowledgment by a bank of
receipt of money, with an unconditional promise to repay it. The stated
amount is payable with interest at a definite future time, normally

ranging from several months to several years. A certificate of deposit is
often called a C/D.

THE BANK OF LEWIS AND CLARK 30431
St. Louis, Missouri

March 1520 02
Owen R Kennedy has deposited in this bank
Tenthousand and 00 b Dollars $ 10,000.00

and this sum will be repaid to said depositor or order
one year from date with interest at seven (7) percent per year
By: M. B. Brown, cashier
THE BANK OF LEWIS AND CLARK

Here, Owen R. Kennedy is the payee.

Banks do not pay out C/D's or other long-term deposits before ma-
turity. Usually the penalty is a sharp reduction in the amount of inter-
est payable on the funds. This inhibits depositors from withdrawing
funds prematurely and leaves the banks free to lend the funds to others
on a long-term basis. As a consequence, interest rates on C/D's are usu-
ally significantly higher than on savings or checking accounts, where
the depositor is far more likely to withdraw from an account.

VOCABULARY
certificate of deposit (C/D) JIENO3UTHbIA CepTUdUKaT
interest NPOLEHTBI (Ha KanuTan)
due CPOK nnatexa
maker Bekceneaaresib
comakers COBMECTHble BeKce/eaTenm
execute the note 00hopMAATb (OKYMEHT)
equally paBHO, B PABHO CTEMEHM; OAMHAKOBO
liable 1) OTBETCTBEHHBIIA; 2) 00513aHHbI
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checking account

collateral note
mortgage note

to pledge

to force
documents of title
bond

warehouse receipt

life insurance policy
security

receipt of money
long-term
prematurely

before maturity
penalty

to inhibit

withdraw from an account

withdraw

creumanbHbIi  CHET, C KOTOPOro
CHUMAIOTCS IEHbIM M0 YeKam K-
eHTa; CYET, MO3BO/IAOLLMIA B /OGO
MOMEHT BHOCUTb V1 CHUMATb [EHbIV
(Bo BoCTpebOBaHMSA)

06ecrneyeHHbIi BeKCenb

MNoTeuHoe 0053aTeNbCTBO; MUCH-
MeHHOe 006513aTeNIbCTBO BO3BpALLiE-
HWa gonra (06s3aTenbCTBO, 0bec-
MeyYeHHoe 3a/10roM COBCTBEHHOCTY,
ABNISIETCA [0Ka3aTebCTBOM 3aliva
N OroBapuBaeT YC/IOBWS €70 BO3-
Bpara)

0TfaBaTb B 3a/10r, 3aK/aablBaTb
3aCTaB/sITh, NPUHYXKAATb
TUTYNbHbIE JOKYMEHTbI

o6nuraums

KBUTaHLS! Ha TOBap, MPUHSATBIN Ha
XpaHeHe

MOMNC CTPAX0OBaHWIA YXU3HN
obecreyeHue, rapaHTus
NONyyeHme feHer
[0/rOCPOYHbIA
NpeXaeBpeMeHHO

[0 HaCTyM/IeHNs CpoKa
HakasaHwe

CAEPKMBATL

CHSITb CO CHETa

1) aHHy/mMpoBaTh, CHUMATL; 2) OT-
3bIBaTb, OTMEHSATh; 3) U3bIMATh

Assignment. Answer the questions:

1

No ok wd
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What is a check?

What is the purpose of crossing a check?

What is a bill of exchange?

What is the person who draws the bill called?

What is the person upon whom the bill is drawn called?
What is a negotiable document?

What is an endorsement?



TEXT 3. What are some of the specialized forms of commercial paper in use?

TEXT 3. WHAT ARE SOME OF THE SPECIALIZED FORMS
OF COMMERCIAL PAPER IN USE?

Although the four types of commercial paper described in the pre-
vious section are the most frequently used, certain variations of the
forms are available for specialized needs. These include:

1. Certified Checks

A person to whom a personal check is offered as payment may fear
the bank will not honor the check because of insufficient funds in the
drawer's account. However, accepting a check is much safer ifthe bank
has already agreed to pay the check, because only the unlikely event of
the bank's failure will prevent the payee or current owner of the check
from receiving the money due. A personal check that has been accepted
by a bank in advance of payment is known as a certified check. At the
time of certification, the bank draws sufficient funds from the deposi-
tor's account and sets them aside in a special account to pay the check
when it is presented. In addition, the bank marks the front of the check
with “accepted” or “certified,”the date, and the bank's signature.

2. Cashier's Checks

A check that a bank draws on itself and which is issued by an autho-
rized bank officer isa cashier's check. Such checks are used by banks to pay
their own obligations. They also may be purchased froma bank by persons
who wish to send remittances (payments) but who either have no personal
checking account or do not wish to use their personal checks.

1203/456
Middle State Bank
Little Rock, Arkansas December 1520 02
Pay to the order of Barrows Paper Company $ 375.50
The sum of $375and50 cts dollars

CASHIER’S CHECK Martha C. Todd

Assistant manager

3. Bank Drafts

A draft drawn by a bank on funds that it has on deposit with an-
other bank is a bank draft. Thus, such a document is a draft drawn by
one bank on a second bank. Banks use these drafts in their own transac-

163



UNIT 14. Commercial papers (documents)

tions. Sometimes a person or a business firm wishes to make an initial
purchase for a big sum. The seller refuses to accept checks of customers
whose credit is not established. Therefore such customers may use
bank drafts purchased from a bank.

4. Money Orders

Money orders are often used by persons who do not have checking
accounts. A money order is a draft issued by a post office, bank, express
company, or telegraph company for use in making payment or transfer-
ring funds upon the credit of the issuer. Money orders serve the same
purpose as checks. For example, a money order is purchased from one
post office, which orders payment by another post office in the home-
town of the payee designated by the purchaser.

5. Traveller's Checks

Hotels and retailers around the world understandably prefer to
take checks from persons they know and can trust only. At the same
time, travellers do not want to carry cash on journeys. To meet the
needs of both the traveller and the merchant, traveller's checks have
been devised. Atraveller's check is a check drawn by a reliable finan-
cial institution (such as Bank of America or American Express Com-
pany) on itself or its agent. Traveller's checks may be purchased from
banks and other institutions. At the time they are purchased, each
check is signed by the buyer. In a foreign land, when cashing one of
the checks the traveller writes in the name of the payee and again
signs her or his name as originally written on the check. This isdone in
the presence ofthe payee who can compare the signatures. The payee,
who knows and trusts the drawee bank or issuing company, is usually
willing to take the traveller’s check. Thereafter, the payee may de-
posit and collect the traveller’s checks in the same manner as other
checks. Although traveller’s checks are still used, the greatly ex-
panded use of credit cards throughout the world has reduced the need
for them.

VOCABULARY
insufficient funds - HeAoCTaToK CPeACTB Ha cHeTe
certified check - TapaHTUPOBaHHbIA YeK (YeK, 0bec-
NeYeHHbIN (hHaHCaMu)
cashier's check - 6aHKOBCKMIA YeK
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TEXT 3. What are some of the specialized forms of commercial paper in use?

remittance [EeHeXHbI nepesos,

personal check YeK, BblAaHHbI OTAE/bHbLIM SIMLOM
(B OT/MUME OT YeKa KOMMaHN)

bank draft 1) 6aHKOBCKMIA CHET; 2) TpaTTa, Bbl-
CTaBMeHHasi 6GaHKOM Ha Apyroi
6aHK

money order [EHEeXHbI NOYTOBLIV NEPEBOL,

express company KOMMaHWs Mo NOCbUI04HON TOProB-
Jle, KOMMaHWs No J0CTaBKe rpy30B
HaceneHno

traveller's cheque TYPUCTCKMIA Yek

Assignment. Give Russian equivalents for the following words and

word combinations:

bank draft
certificate of deposit
certified check
collateral note
comakers

dishonor

draft

judgment note
money order
mortgage note
sight draft

stop payment order
time draft
traveler's checks

Assignment. Match the following:

1

w

Check drawn by a financial institution on itselfand then sold to
aperson who signs it at the time of issue and again at the time of
use.

Party directed by the drawer to pay a draft.

One who executes a promissory note or a certificate of deposit.
Unconditional written promise by one party to pay a certain
sum of money to the order ofanother person or to the bearer on
demand or at a definite future time.
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One who executes a draft.

Special form of draft by which a depositor orders his or her bank
to pay money to athird party.

Party to whom a promissory note or other commercial paper is
payable.

An unconditional written order or promise to pay money.
Drawee's promise to pay a draft when due.

. To pay an instrument when due.

acceptance
cashier's check
check
commercial paper
drawee

drawer

to honor

maker

payee
promissory note

Assignment. Translate the following into Russian:

Important Points

1

4.
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Commercial paper was developed hundreds of years ago to

serve as a safer, more convenient substitute for precious metals

and currency.

There are four important types of commercial paper: (a) drafts,

(b) checks (a special type of draft), (c) promissory notes, and

(d) certificates of deposit.

In general, drafts are unconditional orders to another party to

pay a certain sum of money on demand or at a definite future

time. Checks, a special type of draft, are unconditional orders to

a bank to pay a certain sum of money on demand. Initially three

parties are involved in drafts and checks: the drawer, who gives

the order to pay; the drawee, who gets the order; and the payee,

to whom payment is to be made.

A check differs from other types of drafts in that:

a. the drawee ofa check is always a bank,

b. acheck is drawn against funds the drawer has on deposit in
the bank, and

c. acheck isalways payable on demand.



TEXT 3. What are some of the specialized forms of commercial paper in use?

5. Promissory notes and certificates of deposit are unconditional
promises to pay a certain sum of money on demand or at a defi-
nite future time. Initially two parties are involved; the maker,
who promises to pay; and the payee, to whom payment is prom-
ised.

6. Various forms of checks and drafts have been devised for special
purposes. These forms include (a) certified checks, (b) cashier's
checks, (c) bank drafts, (d) money orders, and (e) traveller's
checks.



UNIT 15
MANAGING CAPITAL

TEXT 1. HOW THE NEED FOR CAPITAL ARISES

As business of the firm grows, so does the need for more and more
capital. There is more than one way and more than one place to raise
the money. There are many factors that can create a need for additional
capital. Here are the reasons why additional capital is needed (they
play an important role in choosing the right form of additional capital
for business). Some of the more common are as follows:

1

2.
3.

9.

Sales growth requires inventories to be built to support the
higher sales level.

Sales growth creates a larger volume of accounts receivable.
Growth requires the business to carry larger cash balances in
order to meet its repayment of obligations to employees, trade
creditors, and others.

Expansion opportunities such as a decision to open a new
branch, add a new product, or increase capacity.

Cost savings opportunities such as equipment purchases that
will lower production costs or reduce operating expenses.
Opportunities to realize substantial savings by taking advan-
tage of quantity discounts on purchases that will lower produc-
tion costs or reduce operating expenses.

Opportunities to realize substantial savings by taking advan-
tage of quantity discounts on purchases for inventory, or build-
ing of inventories prior to a supplier's price increase.

Seasonal factors, where inventories must be built before the
selling season begins and receivables may not be collected until
30 to 60 days after the selling season ends.

Current repayment of obligations or debts may require more
cash than is immediately available.

10. Failure to retain sufficient earnings in the business.

Combination. Frequently, the cause cannot be entirely attributed
to any one of these factors, but results from a combination. For exam-
ple, a growing successful business may find that it does not have suffi-
cient cash on hand to meet a current debt installment or to expand to
a new location because customers have been slow in paying.
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accounts receivable

current obligations
cash balance

branch

capacity

cost saving
production costs

operating expenses
savings
guantity discount

building of inventories
repayment of obligations
receivables

failure [feilja]
to retain

earnings ['a:www]
cash on hand

current debt installment

Assignment. Answer the question:

TEXT 2. Short-Term and Long-Term Capital

VOCABULARY

cyeTa K MostyyeHto; cyueT AebuTo-
POB; AeO1TOPCKas 3340/DKEHHOCTb

TeKyLLyie fONTY

OCTaToOK B Kacce, KaccoBad Ha/lnYy-
HOCTb

OTAeNeHve, hunman
NPOV3BOANTENBHOCTb
CHWKEHME CeBECTOMMOCTH

3aBOAICKast  CEGECTOMMOCTb, W3-
[EePXKKI NPOV3BOACTBA

3KCM/yaTaLyiOHHble pacxogpbl
chepexeHns

OMTOBas CKWAKA (CKVAKa Npu Mpo-
[Jake 60/bLLION MapTuv ToBapa)

HaKOoneHmne Hain4yHOro ToBapa
ynnara fonros

CPeACTBa, MOANEXallye Monyye-
HUO

HECNOCOBHOCTb, HEAOCTATOK

1) yaepviBaTth; 2) NoAAePXMBAT;
3) coxpaHsTh

npubbITb

1) feHeXxHble CPeacTsa Ha pykax;
2) Ha/IMYHOCTb B Kacce

TeKyLLege o4epeaHoe YaCTn4Hoe no-
ralleHue gonra

What are the most common reasons for the need ofadditional capi-

tal?

TEXT 2. SHORT-TERM AND LONG-TERM CAPITAL

Capital needs can be classified as either short- or long-term.
Short-term needs are generally those of less than one year. Long-term

needs are those of more than one year.
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Short-Term Financing. Short-term financing is most common for
assets that turn over quickly such as accounts receivable or inventories.
Seasonal businesses that must build inventories in anticipation of sell-
ing requirements and will not collect receivables until after the selling
season often need short-term financing for the interim. Contractors
with substantial work-in-process inventories often need short-term fi-
nancing until payment is received. Wholesalers and manufacturers
with a major portion of their assets tied up in inventories and/or re-
ceivables also require short-term financing in anticipation of payments
from customers.

Long-Term financing. Long-term financing is more often associ-
ated with the need for fixed assets such as property, manufacturing
plants, and equipment where the assets will be used in the business for
several years.

Recurring Needs. A series of short-term needs could often be
viewed as a long-term need. The addition of long-term capital should
eliminate the short-term needs and the crises that could occur if capital
were not available to meet a short-term need.

Steady Growth. Whenever the need for additional capital grows
continually as in the case of a company with steady sales and profit
from year to year, long-term financing is probably more appropriate.

VOCABULARY

interim MPOMEXKYTOK BPEMEHN

contractors nogpsaHas opraHu3aums

work-in-process inventory He3aBepLLEHHOE NPOM3BOACTBO

wholesaler OMTOBVK, OMTOBbLIV TOProBeL,

anticipation OXUaHVe

fixed assets OCHOBHble cpefcTBa (MpefHasHa-
YeHHble 419 NPOM3BOACTBA W MPO-
[>Kn TOBapOB)

recurring needs MEPUOANYECKVIE HYXKIbI (U3AEPXK-
KW), Harp. 3apaboTHas nnara, Cbl-
pbe

Assignment. Answer the questions:

1. When is short term financing required?
2. What is long term financing? For what needs it may be used?
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TEXT 3. SOURCES OF CAPITAL

In order to secure the capital they need, business owners must un-
derstand the various sources of money that are available to them such
as the following:

1 Capital generated internally.

2. Capital available from trade creditors.

3. Borrowed money.

4. Sale of an ownership interest in the business to equity inves-

tors.

Each of these capital sources has unique characteristics. These
characteristics must be fully understood to know what sources are
available and which source is best suited to the needs of the business.

Managing Internal Capital

Internal sources of capital are those generated within the business.
External sources of capital are those outside the business such as sup-
pliers, lenders, and investors. For example, a business can generate cap-
ital internally by accelerating collection of receivables, disposing of
surplus inventories, retaining profit in the business or cutting costs.

Capital can be generated externally by borrowing or finding inves-
tors who might be interested in buying a portion of the business.

Before seeking external sources of capital from investors or lenders,
abusiness should thoroughly explore all reasonable sources for meeting
its capital needs internally. Even ifthis effort fails to generate all of the
needed capital, it can sharply reduce the external financing require-
ments, resulting in less interest expense and lower repayment obliga-
tions. With a lower requirement, the business's ability to secure
external financing will be improved. Further, the ability to generate
maximum capital internally and to control operations will enhance the
confidence of outside investors and lenders. With more confidence in
the business and its management, lenders and investors will be more
willing to commit their capital.

Internal Sources of Capital

There are three principal sources of internal capital:

1 Increasing the amount of earnings kept in the business.

2. Assets management.

3. Cost control.

Increased Earnings Retention. Many businesses are able to meet
all of their capital needs through earnings retention. Each year, share-
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holders' dividends or partners' draws are restricted so that the largest
reasonable share of earnings is retained in the business to finance its
growth.

As with other internal capital sources, earnings retention not only
reduces any external capital requirement, but also affects the business'
ability to secure external capital. Lenders are particularly concerned
with the rate of earnings retention. The ability to repay debt obliga-
tions normally depends upon the amount of cash generated through
operations. Ifthis cash is used excessively to pay dividends or to permit
withdrawals by investors, the company's ability to meet its debt obliga-
tions will be threatened.

Asset Management. Many businesses have non-productive as-
sets that can be liquidated (sold or collected) to provide capital for
short-term needs. Collecting outstanding receivables, with particu-
lar emphasis on amounts long outstanding, can often produce signif-
icant amounts of capital. Similarly, inventories can be analyzed and
those goods with relatively slow sales activity or with little hope for
future fast movement can be liquidated. The liquidation can occur
through sales to customers or through sales to wholesale outlets, as
required.

Any ofthe above steps can be taken to lessen short-term cash short-
ages. On a long-term basis, the business can minimize its external capi-
tal needs by establishing policies and procedures that will reduce the
possibility of cash shortages caused by ineffective asset management.
These policies could include the establishment of more rigorous credit
standards, systematic review of outstanding receivables, periodic anal-
ysis of slow-moving inventories, and establishment of profitability cri-
teria so that fixed asset investments are most closely controlled.

Cost Reduction. Careful analysis of costs can improve profitabil-
ity and therefore the amount of earnings available for retention. At the
same time, cost control minimizes the need for cash to meet obligations
to trade creditors and others.

Decisions to hire extra personnel, lease additional space, or incur
other additional costs can be reviewed closely before they are made.

In general, management should review all actual costs carefully.
Expenses can be compared with objectives, experience in previous peri-
ods, or with other companies in the industry. Whenever an apparent
excess is identified, the cause of the excess should be closely explored
and corrective action taken to prevent its recurrence.
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VOCABULARY
to secure nonyyarb(Kpeaut)
creditor a) kpeauTop 6) dupma, NpesocTas-

borrowed money
ownership interest
equity investors

equity investment

internal capital

supplier

lender

disposing of surplus inventories

to retain profit (earnings) in the

business

to meet the needs
interest expense
repayment obligations
asset management
outstanding

cost control

earnings retention
shareholders' dividends
partners' draws
non-productive assets
outstanding receivables
lease

to incur costs [T'k3:]
wholesale outlet
cost reduction

actual costs
recurrence [N'KraLw]

NAOLLAA KOMMEPYECKMI KpeauT
ceyda
Jlonsi COBCTBEHHOCTM

BK/TaUMKI B aKLVIOHEPHBI/ Kanu-
Tan

BNOXEHWSI B aKLWIOHEPHbIA Kanu-
Tan, MOKYMKa aKLi

BHYTPEHHWIA KanuTan
MOCTaBLLVK
3aMmogaBeL, KpeauTop

NIMKBUALMS M3ObITOYHOrO 3araca
TOBapoB

OCTaBNSATb NPUGLIb B Aene

YLIOBNETBOPSITL HYXKAb!

pacxofipl Ha BbIN/aTy MPOLEHTOB
BbIN/IaThI MO 4ONram
ynpaB/ieHVie aKTVBamu

1) HeynnayeHHbIli 2) NPOCPOUEH-
Hb Il

pery/1poBaHe saTpar
COXpaHeHve NprbbUn

OVBULEHbI aKLVIOHEPOB

CPe[cTBa, CHATLIE MapTHepaMm
HEMpPOM3BOAUTE bHbIE (DOHABI
Heyr/Ia4eHHble 4o

a) apeHga, Haem 6) foroBop 06
apeHae

HECTM U3LEPXKKU

OMTOBas TOProBast TOYKa; MarasvH

CHIDKEHME M3EPKEK MPOM3BOACT-
Ba (cebecTonMmMocTy)

(haKTUNYeCKMe U3AEPXKKM
NOBTOPEHWe
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Assignment. Answer the questions:

TE

1 What are the internal sources of capital?
2. What are the external sources of capital?
3. What is short-term financing?
4. What is long-term financing?

XT 4.

Credit is a term used to denote transactions involving the

transfer of money Or other property onpromise ofrepayment,usu-
ally at a fixed future date. The transferor thereby becomes a credi-

tor,
are
pos
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and the transferee becomes a debtor. Hence, credit and debt
simply terms describing the same operation viewed from op-
ite sides.

Types of Credit

The principal classes of credit are the following:

m commercial credit (trade credit), which merchants extend
to one another to finance production and distribution of
goods.

m investmentcredit, used by business firms to finance the acquisi-
tion of plant and equipment and represented by corporate bonds,
long-term notes, and other proofs of indebtedness.

m bank credit, consisting of the deposits, loans, and discounts of
depository institutions.

m consumer orpersonal credit, which comprises advances made to
individuals to enable them to meet expenses or to purchase, on
a deferred-payment basis, goods or service for personal consump-
tion.

m real-estate credit, composed of loans secured by land and build-
ings.

m public or government credit, represented by the bond issues of
national governments.

m international credit, which is extended to particular govern-
ments by other governments, by the nationals of foreign
countries, or by international banking institutions, such as
the International Bank for Reconstruction and Develop-
ment.



TEXT 4. Credit
Function of Credit

The principal function of credit is to transfer property from those
who own it to those who wish to use it, as in the granting of loans by
banks to individuals who plan to initiate or expand a business. The
transfer is temporary and is made for a price, known as interest, which
varies with the risk involved and also with the demand for, and supply
of, credit.

Credit puts to use property that would otherwise lie idle, thus en-
abling a country to more fully employ its resources. Without credit, the
tremendous investments required for the development of the
large-scale enterprise on which the high living standards of the indus-
trialized world are based would have been impossible.

The use of credit also makesfeasible the performance of the com-
plex operations involved in modern business without the constanthan-
dling of money. Credit operations are carried out by means of
documents known as credit instruments, which include bills of ex-
change, money orders, cheques, drafts, promissory notes, and bonds.
These are usually negotiable instruments; they may legally be trans-
ferred in the same way as money. When the party issuing the instrument
desires to prevent its use by anyone other than the party to whom it is
issued, he or she may do so by inscribing the words “not negotiable” on
the instrument.

Issuance of Credit

Creditors sometimes require the debtor’s credit standing. Some-
times more tangible security,such asthe guarantee ofathird party, is re-
quired. Also, the debtor may be obliged to assign the rights to some
other property, which is at least equal in value to the loan, as collateral
security for payment. When goods are sold on a deferred-payment or
hire-purchase plan, the seller may either retain legal ownership of the
goods or hold a chattel mortgage until the final payment is made. The
depositing of funds in a bank for safekeeping may also be regarded as
a form of credit to the bank, as such funds are used for loan and invest-
ment purposes, and the bank is legally bound to repay them as an ordi-
nary debtor.

Collateral

Collateral is a security that a borrower gives to a creditor to guar-
antee repayment of a loan. This security may be in the form ofa mort-
gage on buildings, physical property such as consumer goods and
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business inventories, stocks and bonds, negotiable instruments, bills of
lading, or certain intangible properties such as patents and copyrights.
It is usually necessary to supply some kind of collateral in business
transactions, especially when loans are being made by banks or other fi-
nancial institutions. Ifthe borrower should default - that is, fail to re-
pay the loan on time - the creditor may sell the collateral to recover the
money due.

NmMyLlecTBEeHHbI 3an0r

VIMyLLeCTBEHHbIN 3an0or - 310 06ecneyeHne, KOTOPOe 3aeMLLMK
[AaeT KpeauTopy, 4Tobbl rapaHTMpOBaTh BbINIaTy cCyfbl. ITO obecne-
YeHMe MOXET 6bITb B (DOPME MUMOTEKM Ha CTPOEHUS, (hM3NYECKoe NMy-
LLLeCTBO TMMNa NOTPeOUTENLCKMX TOBAPOB Y MaTepuasibHbIX 3aracos, aK-
L1 n obamraumii, 060pOTHbLIX 4OKYMEHTOB, KOHOCAMEHTOB, UM HEMa-
TepuabHO/ COBGCTBEHHOCTU TUMa MaTeHTOB W aBTOPCKMX Mpas.
O6bIYHO Heob6XxoaMMO 6blBaeT NpPefoCTaBUTb HEKOTOPbIA MMYLLECT-
BEHHbI 3a/10r B [e/10BbIX CAe/Kax, 0COOeHHO, Korja CCyfbl fatoTcs
6aHKaMn nnm apyruMn (OMHaHCOBBLIMU yupexxaeHuamu. Ecnun 3aem-
LMK HEMNaTeXKecnocobeH - TO eCTb, He B COCTOSHWUM BO3MECTUTbL CCYAY
BOBPEMS, TO KPpeAUTOP MOXET MpoAaTh UMYLLECTBEHHbIN 3a/10r, YTOObI
BO3BPaTUTbL NPUYUTAIOLLMECH EMY [IEHbIN.

VOCABULARY
transactions CAeNKw, ornepauum (Topro.ble)
transfer of money MepeBof, MepeuncrieHrie (OeHex

HbIX CyMM) (amvep.)

promise of repayment o6eLLigHe BbIM/aTbl
transferor Lieccop (OaroLLpin)
transferee LIeCCHOHapUIA (NoyYaroLLin)
debtor LOMKHNK
to extend 30eCb NPeLoCTaBNATb
acquisition MpUOGpPETEHNE
granting npeaocTas/ieHvie
idle 6e30enCTBYHOLLNIA
enabling no3Bosiss
feasible BO3MOXXHbIVA
handling of money 00paboTKa feHer
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negotiable instrument

instrument

bill of lading
tangible security
to assign
collateral security

chattel mortgage

credit standing
deferred-payment
hire-purchase plan
retain legal ownership

safekeeping
legally bound
inventories
stocks and bonds
collateral

default

negotiable instruments

TEXT 4. Credit

0OOPOTHBIN  KPEAUTHO-LEHEXHDIN
[OKYMEHT, 060POTHbIE JOKYMEHTbI
(amep.)

LOKYMEHT
HaK/aaHasi, KOHOCaMeHT
marepuasibHoe 0becriedeHme
Ha3HauuTb, NepefaTb

[0MONHUTENbHOE 00eCrieveHe, OCy-
LLIECTB/ISEMOE  32EMLLIMKOM, YTOObI
MOATBEPAUTL CBOM HAMEPEHWS Bbl-
niaTuTb JONr

3aKMlafHas Ha [ABWKVMOE VMyLLe-
CTBO

(h1HAHCOBOE MOJIOYKEHWe
0TCpOYMBaEMas orviara
n/aH NPUOGPETEHMS B PaCCPOYKY

COXPaHUTb  HOPUANYECKYHD COOCT-
BEHHOCTb

COXPaHEHME, XpaHeHme
HOpPMANYECKM 00513aH
MaTepuasibHble 3anachbl
aKuym 1 obnmraumm
VIMYLLIECTBEHHBII 3a7107

Heyn/aTa, HeBbIMOHeHWe [0r0BO-
pa/06si3aHHOCTEl/00513aTeNbCTB

0OOPOTHBIN  KPEAUTHO-LEHEXHDIN
JIOKyMeHT (amep)

Assignment. Answer the questions:

1

O NSO WN

What do we call credit?

What are the types of credit?

What are the functions of credit?

What is a credit interest?

What are large-scale credits aimed to?

Who can issue a credit?

What is a collateral?

What can be a collateral to guarantee repayment ofa loan?
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UNIT 15. Managing capital

Assignment. Fillin the gaps with the words from the text:

1

> w

The principal function of credit isto ... from those who own it to
those who wish to use it.

The transferor in credit operation isa  and the transferee
isa..

The transfer is temporary and is made for a price, known as ...
Credit operations are carried out by means of documents
known as ..

Usual negotiable instruments in credit are: ...



UNIT 16

SOURCES OF MONEY
(TRADE CREDIT AND EQUITY CAPITAL)

TEXT 1. TRADE CREDIT AND SMALL BUSINESSES

Trade credit is credit extended by suppliers. It is usually the first
source of extra capital that the small business owner turns to when the
need arises.

Informal Extensions. Frequently, this is done with no formal plan-
ning by the business. Suppliers' invoices are simply allowed to “wait”
for another 30 to 60 days. Unfortunately, this can lead to a number of
problems. Suppliers may promptly terminate credit and refuse to de-
liver until the account is settled, thus denying the business access to
needed supplies, materials, or inventory. Or, suppliers might put the
business on a cash on delivery (C.0.D.) basis, requiring that all ship-
ments be fully paid in cash immediately upon receipt. At a time when
a business is in need for cash, this requirement could have the same ef-
fect as cutting off deliveries all together.

Planning Advantages. A planned program of trade credit exten-
sions can often help the business secure extra capital that it needs with-
out recourse to lenders. This is particularly true whenever the capital
need is relatively small or short in duration.

A planned approach should involve the following:

1 Take full advantage of available payment terms. If no cash dis-
count is offered and payment is due on the 30th day, do not
make any payments before the 30th day.

2. Whenever possible, negotiate extended payment terms with
suppliers. For example, ifa supplier's normal payment terms are
net 30 days from the receipt of goods, these could be extended
to net 30 days from the end ofthe month. This effectively gives
an average of 15 extra days.

3. Ifthe business feels that it needs a substantial increase in time,
say 60 to 90 days, it should inform suppliers of this need. They
will often be willing to accept it, provided that the business is
faithful and makes payments at the later date.

4. Consider the effect of cash discounts and delinquency penalties
for late payment. Frequently, the added cost oftrade credit may
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UNIT 16. Sources of money (Trade credit and equity capital)

be far more expensive than the cost of alternate financing such
as a short-term bank loan.

5. Consider the possibility of signing a note for each shipment,
promising payment at a specific later date. Such a note, which
may or may not be interest-bearing, would give the supplier ev-
idence of your intent to pay and increase the supplier's confi-
dence in your business.

Ready Availability. Trade credit is often available to businesses on

a relatively informal basis without the requirementsfor application, ne-
gotiation, auditing, and legal assistance often necessary with other capi-
tal sources.

VOCABULARY
trade credit TOProBbIin Kpeaut
to extend credit MpesoCTaB/IATb KpeauT
credit extension MpesocTaB/ieHne Kpeamta
supplier MOCTaBLLK
invoice CYeT, haKTypa; cueT-hakTypa (cHet

Ha OTNpaB/eHHbI TOBap C yKasa-
H/eM KpaTKoW  crieupduKaLmm,
LIeHbI, PacxozoB v ap.)

settled account Yperyn1poBaHHbIin cyet

payment terms yCnoBus (CPOKM) oriarbl

added cost [lo6aB/ieHHast CTOUMOCTb

bank loan GaHKOBCKasi ccyda (Cymma [eHer,

BblgaBaeMast K/IMEHTY GaHKOM Ha
Onpee/ieHHbIA MPOMEXYTOK Bpe-

MeHWN)
cash on delivery (C.0.D.) ynnara npu JoctaBke, Ha/lOXeH-
HbII niaTex
shipment MepeBo3Ka; MocTasKa (TOBAPOB)
upon receipt M0 No/y4eHUM
to pay in cash M1aTUTb HAIMYHBIMK
recourse npocb6a 0 MOMOLLM
cash discount CKMLKa Npu oriare HaIYHbIMM
delinquency penalties LUTpag) 3a HeOM/aTy cHeTa B CPOK
interest-bearing MPOLIEHTHBbIN
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TEXT 2. Debt - types &availability

requirements for application - TpeboBaHVs Npu O6paLLeHUM 3a
KpeauTom

negotiation - 00CyXK[eHVie YCroBuiA

auditing - ayaut

legal assistance HopranYecKas NnomoLLb

Assignment. Answer the questions:

1 What istrade credit?

2. What are cash on delivery requirements?

3. How payment terms can help secure extra capital?
4. How to use extended payment terms with suppliers?

TEXT 2. DEBT - TYPES & AVAILABILITY

Debt capital. Debt is an amount of money borrowed from a credi-
tor. The amount borrowed is usually evidenced by a note, signed by the
borrower, agreeing to repay the principal amount borrowed plus inter-
est on some predetermined basis.

Borrowing Term. The terms under which money is borrowed may
vary widely. Short-term notes can be issued for periods as brief as 10
days to fill an immediate need. Long-term notes can be issued for a pe-
riod of several years.

Discounted Notes. In some case, particularly in short-term bor-
rowing, the total amount of interest due over the term ofthe note is de-
ducted from the principal before the proceeds are issued to the
borrower. Such a note is called a discounted note.

Short-term Borrowing. Short-term borrowing usually requires re-
payment within 60 to 90 days. Notes are often renewed, in whole or in
part, on the due date, provided that the borrower has lived up to the obli-
gations ofthe original agreement and the business isagood lending risk.

Lines of Credit. When a business has established itself as being
worthy of short-term credit, and the amount needed fluctuates from
time to time, banks will often establish a line o f credit with the business.
The line of credit is the maximum amount that the business can borrow
at any one time. The exact amount borrowed can vary according to the
needs of the business but cannot exceed its established credit line.

These arrangements give the business access to itsS requirements up
to the credit limit or line. However, the business pays interest only on
the actualamountborrowed, not the entire line of credit available to it.
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UNIT 16. Sources of money (Trade credit and equity capital)

Long-term Debt. Long-term debt is borrowing for a period greater
than one year. This general classification includes “intermediate debt”
which is borrowing for periods of one to 10 years.

Repayment Schedules.

When the terms of a debt are negotiated, a payment schedule is es-
tablished for both interest obligations and principal repayment. The
dates on which principal and interest payments are due should be
scheduled carefully.

Mortgage Loan Repayment Schedules. Principal and interest
payments on mortgages usually involve uniform monthly payments
that include both principal and interest. Each successive monthly pay-
ment reduces the amount of principal outstanding. Therefore, the
amount of interest owed decreases and the portion ofthe monthly pay-
ment applicable to principal increases. In the early years of a mortgage,
the portion ofthe monthly payment applied against the principal is rel-
atively small, but grows with each payment.

Term Loan Payment Schedules. For term loans, payment of prin-
cipal and interest is ordinarily scheduled on an annual, semiannual or
quarterly basis.

For example, a 5-year, $50,000 term note bearing 10% interest
might have the following payment schedule specified in the note agree-
ment:

edotvear A Pl interest poymen
1st year $10,000 $50,000 $5,000
2nd year $10,000 $40,000 $4,000
3d year $10,000 $30,000 $3,000
4th year $10,000 $20,000 $2,000
5th year $10,000 $10,000 $1,000

Availability of short-term loans. Commercial banks are the ordi-
nary source of short-term loans for the small business. For small busi-
nesses, borrowed capital for periods greater than 10 years is usually
available only on real estate mortgages. Other long-term borrowing
usually falls into the “intermediate” classification and is available for
periods up to 10 years. Such loans are called “term loans*. The type and
term ofthe loan should be based on the purpose for which the funds will
be used.
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debt capital
to discount a note

discounted note

note

principal amount
principal
borrowing term
borrower

total amount
interest

to deduct
proceeds

issue

due date

lending risk

to fluctuate
arrangements
requirements

line of credit

actual amount borrowed
term loan

annual

semiannual

quarterly

interest bearing
principal repayment
principal outstanding
real estate mortgage

interest payment

TEXT 2. Debt - types &availability

VOCABULARY

ﬂpMBﬂeLIeHHbIVI Kanutan

OpaTb NPOLEHTLI Briepen, /JaBast
B3aliMbl, BblaBas ccymy

JVICKOHT, MPUHSITUE BEKCENs Kak
MNIaTEXHOro CPeACTBa [0 CPOKa ero
on/aTbl 3a HECKOMbKO MEHBLLYHO
CyMMY, YeM B HEM YKa3aHO

[0/roBas pacnmeka
CymMa 3alivia

OCHOBHasi Cymma

CpOK 3aliva

33EMLLVIK; GepyLLmiA B3aiiMbl
006LLas cymma

NPOoLEHTbI (Ha KanuTta)
BbIYWTATb, OTHUMATD; YAEPK/BATH

[OXOfl, BbIpyYeHHas CymMa, Bbl-
pyyKa

Bblgaua

CPOK, [1aTa niarexa

PVCK NpeLOoCTaB/IEHNS 3aiAMOB
KOnebarbCesl, ObITb HEYCTONUMBLIM
Mepbl, MEPOMPUATUS
vcnpaLLvBaeMble CPeACTBa
KpeaUTHbIA IAMAT
(hakTnyecKas cymma 3aima
CPOYHbIA KpeauT

rOANYHbIA, FOA0BOM
MO/YyrofoBol

KBapTa/bHbIi, TPEXMECAYHbII
MPUHOCALLWIA NPOLIEHTBI
Bblr/iaTa OCHOBHOW CyMMb!
Heyr/la4eHHasi OCHOBHas CymMma

3a/107 B BUE HEBVKVMOTO VMY-
LLiecTBa

Bblnnarta NPOLEHTOB
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UNIT 16. Sources of money (Trade credit and equity capital)
Assignment Answer the questions:

What documents are issued when borrowings are made?
What are the types of borrowings?

What are the periods of short-term and long-term credits?
What is a discounted note?

What is a line of credit in a bank?

How do principal and interest payments on mortgages change
with time?

7. What loans are called “term loans™?

OUTA WD

TEXT 3. EQUITY CAPITAL

Equity or Net Worth represents the owners' share in the financing
ofall the assets. It consists oftwo types ofequity; purchased equity, and
earned equity. Purchased equity consists of:

m Preferred Stock (P/S)

m Common or Capital Stock (C/S)

m Paid-in Capital

Earned equity consists of retained earnings (also called earned sur-
plus).

Purchased Equity represents the cash the owners have invested in
the company in the form of stock. Stock comes in several forms:

m Preferred Stock (P/S) is stock that has some preference to com-
mon stock. Generally, preferred stockholders receive a dividend
before common stockholders, and if the company is ever liqui-
dated, they will receive a share in liquidation proceeds prior to
common stockholders.

m Common Stock (C/S) is the general ownership tool. It isthe last
to be paid source of funds.

m Paid-in Capital arises ifeither the preferred or common stock is
qguoted at an arbitrary par value. Should par value exist and
should the stock be purchased in excess of par value, the par
value ofthe stock is credited to common or preferred stock, while
the excess is credited to the paid-in capital.

Example of Paid-in Capital

The ABC Company issues 100,000 shares of common stock at
a selling price of $3.00. The arbitrary par value was planned at $1.00.
Upon sale, the cash proceeds of $300,000 are deposited in the bank,
while common stock is credited $100,000 (par value x 100,000 shares)
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TEXT 3. Equity capital

and paid-in capital is credited $200,000 (excess of purchase price over
par value x 100,000 shares).

Par value is an anomaly that was born in early stock market days.
In early American law, the stockholders could be held liable for obliga-
tions in excess of their investment into the stock. To prevent unlimited
liability, laws were passed that limited liability to the par value invest-
ment. Par values were then chosen at arbitrarily small figures to pro-
tect stockholders from additional liability.

Earned Equity (R/E) (retained earnings OF earned surplus) repre-
sents profits earned by the company and retained in the business. It is
a measure of past profitability and represents earnings the owners
could have withdrawn to use personally (by paying dividends), but
chose to reinvest in the business.

Unlike debt, equity capital is permanently invested in the business.
The business has no legal obligation for repayment of the amount in-
vested or for payment of interest for the use of the funds.

Share of Ownership. The equity investor shares in the ownership of
the business and is entitled to participate in any distribution of earnings
through dividends, in the case of corporations orpartners’drawings in
the case of partnerships. The extent of the equity investor's participa-
tion in the distribution of earnings of a corporation depends upon the
number ofshares held. In a partnership, the equity investor's participa-
tion will depend upon the ownership percentage specified in the part-
nership agreement.

Legal liability. The personal liability of equity investors for debts
of the business depends upon the legal form of the organization. Ba-
sically, the investor who acquires equity in a partnership could be per-
sonally liable for debts of the business if the business should fail. In
a corporation, the liability of equity investors (shareholders) is limited
to the amount of their investment. In other words, if a partnership
should fail, creditors could have a claim against the personal assets Of
the individual partners. Ifa corporation should fail, the only claims of
creditors would be against any remaining assets ofthe corporation, not
against any personal assets of the shareholders.

Equity Investor's compensation. The purchaser ofan equity inter-
est in abusiness expects to be compensated for the investment in any of
the three following ways:

m [ncome from earnings distribution of the business, either as divi-

dends paid to corporate shareholders or as drawings in a partner-
ship.
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UNIT 16. Sources of money (Trade credit and equity capital)

m Capital gain realized upon sale of the business.

m Capital gain realized from selling his or her interest to other part-

ners.

Capital Gains. Capital gain is the term used to describe any excess
ofthe selling price ofan investment over the initial purchase price. For
example, if you purchased an equity interest in a business for $5,000
and later sold it for $8,000, you would realize a capital gain of $3,000
($8,000 - $5,000).

Earnings Distribution. The equity investor in a partnership is en-
titled to a share of all drawings paid out to partners at a percentage es-
tablished when the interest was purchased (and defined in the
partnership agreement). For example, assume an investor acquired
a 20% interest in a partnership. The distribution ofearnings to all part-
ners ina given year is $20,000. The holder ofthe 20% interest would re-
ceive $4,000 ($20,000 x 0.20).

Sale (or Liquidation) of business. If a business is sold or liqui-
dated, the equity investor shares in the distribution ofthe proceeds. As
with an earnings distribution, the share ofthe proceeds in a corporation
sale depends upon the number of shares held. In a partnership, each part-
ner's share ofthe proceeds is based upon the percentages specified in the
partnership agreement. If the proceeds received by the equity investor
exceed the original purchase price, this excess is considered a capital gain
and taxed accordingly at effective rates more favorable than those for or-
dinary income. If the business were liquidated, the assets would be sold
and the proceeds would first be used to discharge outstanding obligations
to creditors. The balance of the proceeds, after these obligations had
been fulfilled, would be distributed to the equity investors in accordance
with their shareholdings or percentages of interest.

Sale of equity Interest. Asabusiness prospers and grows, the value
of an equity interest grows with it. Therefore, the equity investor may
be able to sell his or her interest at a price higher than the initial acqui-
sition cost. For example, an equity investor in a corporation may have
purchased his or her interest at $10.00 per share. As the business grows,
he or she is able to sell the shares at $15.00 per share, realizing a capital
gain of $5.00 (15.00 - $10.00) on each share sold.

Public Stock Offerings. When businesses are first organized, eg-
uity capital isusually secured from a combination of sources such as the
original owners' personal savings and through help from friends, rela-
tives, or other persons known to have financial capability for such in-
vestments. As the need for equity capital becomes greater, say $50,000
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TEXT 3. Equity capital

to $200,000, it is customary to seek capital through the services of pro-
fessional finders, who receive a fee for securing the capital needed.
These professionals normally have access to wealthy individuals, capi-
tal management companies, trusts, and others with sufficient capital to
make such an investment.

As higher levels of capital need, shares are sold through public of-
ferings. The public offering seeks to attract a large number of investors
to purchase stock, in large or small amounts. A market is then created
for the stock. Shares purchased by the public, as well as the shares held
by the original owners and any subsequent equity investors, can also be
sold at the going market price. These transactions do not have a direct
effect on the business' capital position since it does not receive the pro-
ceeds from the sale. The equity investor can realize a capital gain by
selling shares at prices higher than the original purchase price.

Risks of Equity Investment. The equity investor assumes substan-
tial risk. Unlike the secured creditor, the equity investor has no specific
claim against any assets of the business. In liquidation, all claims of all
creditors must be satisfied before any remaining assets become available
for distribution to the owners. Even then, the equity investor's participa-
tion in the proceeds is restricted to a share that is proportionate to the
number of shares held or the partnership interest. Since the risks of equity
investment are so substantial, particularly in the case of small businesses,
equity investors expect a considerably higher return than the lender.

A lender might be willing to loan money to a business at an interest
rate of 10% or 12% since it has certain legal protections in the event of
default or liquidation. The investor of equity capital in the same busi-
ness might seek a far higher return, perhaps 20%, 50% or even more in
order to compensate for the added risk of equity investment.

VOCABULARY
equity capital (property assets, net - 1) KanuTtan B popme akumid; 2) cob-
worth) CTBEHHbI/A KanTan
preferred stock MPVBITIETVPOBAHHbIE aKLWn (avep.)
capital stock OCHOBHOM KanuTtan
purchased equity npuobpeTeHHas A0/ B CPeAcTBax
earned equity 3apaboTaHHasA 40N B CPeAcTBax
paid-in capital onnaveHHas 4YacTb aKLMOHepHOro

KanuTana
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liquidation proceeds

retained earnings
preferred stockholder

Common Stock
stock market
to hold liable
obligation

excess
par value

arbitrary par value
unlimited liability

to quote

retained earnings
earned surplus

to withdraw

to reinvest

legal obligation
equity investor

to be entitled to
share

partners’ drawings
shareholder

legal liability

have a claim
personal assets
equity interest
capital gain
earnings distribution
interest
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CpeACTBa, NnosyyaeMble Mpyi IMKBU-
Jaumy upMbl
HepacrpeaeneHHass NprbbLb

BajeneLy/aepxxarens npuBuieru-
POBaHHOM aKLyn

aKLUVOHEPHbIV KanuTan
thoHA0BasA BrPXKa
00s3bIBaTH

ob/mraLys, [0nroBoe 06si3aTeb-
CTBO

MPEBbILLEHNE, N3/TULLIEK

HOMWHa/IbHasA CTOMMOCTb, MapUTET,
HOMUHaU1

MPOM3BO/IbHas CTOMMOCTb aKLyK
HeorpaHU4eHHas OTBETCTBEHHOCTb
(axkuvoHepa)

Ha3Ha4aTb LieHy/CTaBKy, KOTMpO-
BaTb

HepacrpeaeneHHass NpybbLb
3apaboTaHHble U3NLLIKA
V3bIMaTb, CH/MaTb

PEeVHBECTVPOBATb, CHOBA  MOMe-
LLATb, CHOBA BK/TaibIBaTL (KarnuTas)

MpaBoBOe 0053aTe/LCTBO

VHBECTOP B aKLWOHEPHbIV KanuTan
(/muo, KynvBLLEe aKumm)

MMETb Npaso (Ha YTo-/1.)

aKumst

CpeACTBa, U3bIMaeMble NnapTHepamut
aKLMOHep, BriazieneL, akLmum
npaBoBasi OTBETCTBEHHOCTb
BO36Y)KOATb UCK

JINYHOE ABVKVIMOE VIMYLLIECTBO
[0S B UMYLLIECTBE B BUAE aKLIA
KanuTanbHas NpUobIb
pacripeesnieHre NpubbLn
VIMYLLECTBEHHOE MpaBo



TEXT 3. Equity capital

partnership agreement - [10roBOp/cornaLleHvie 0 COTPYaHU-
yecTBe

effective rate - (pakTuueckas cTaBka (HasloroBoro
06/10XKeHNs)

discharge outstanding obligations - noratueHve Heyrnna4eHHoro gonra

equity interest - 1) akupa 6e3 IMKCUPOBAHHOTO Au-

BUeHa; 2) uncTas [0N19 B CPesCT-
BaX; 3) LieHHble Oymarvi

acquisition cost - MNepBOHaYa/ibHas CTOUMOCTb

equity investment - BJ/IOXEHUS B aKUVIOHEPHDbIA Kanu-
Tan, MOKYMKa aKLi

public offering - Ny6AM4YHOe NPeANoXeHre (aKkuwi),
MyGNYHBIV BbIMYCK HOBbIX aKLVA

claim - VICK O BO3MELLIEHNM YObITKOB

secured creditor - KpeauTop, No/yumBLLMIA obecrieve-

Hue (B BWae 3a/10ra, UNOTEKN)

Assignment. Answer the questions:

What is earned equity?

What is purchased equity?

What is preferred stock?

What is common stock?

What is paid-in capital?

What does par value mean?

What does the equity investor's participation in the distribu-

tion of earnings depend upon?

8. What does the personal liability of equity investors for debts of
the business depend on?

9. What can be the claims of creditors in case ofa partnership fail-
ure?

10. What can be the claims of creditors in case ofa corporation fail-
ure?

11. What are the ways the purchaser of an equity interest in a busi-
ness is compensated for the investment?

12. How are the earnings distributed among the partners?

13. How are the liquidation proceeds distributed among the part-
ners in case of sale of business?

14. Why do equity investors expect a considerably higher return

on investment than secured lenders?
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UNIT 17
BANKS AND BANKING

TEXT 1.

Banks are organizations that carry out the business ofbanking, tak-
ing deposits and then using those deposits to make loans. In essence,
abank aims to make a profit by paying depositors a lower rate of interest
than the rate the bank charges borrowers. In accounting terms, depos-
its are considered liabilities (because they have to be repaid), and loans
are considered assets.

Banks in most countries are supervised by a central bank, such as
the Bank of England in the United Kingdom, the Bundesbank in Ger-
many, the Federal Reserve System in the United States and Central
Bank in Russia.

There are many different types of bank, and the banking structure
varies from one country to another. Banks can fall into the following
categories:

Retail banks are often referred to as commercial banks. In addition
to conventional banking services, such as the provision of checking ac-
counts, they deal in foreign exchange, issue credit cards, provide in-
vestment and tax advice, and sell financial products such as insurance.
In the United Kingdom the biggest retail banks (by assets) are
Barclays Bank, National Westminster Bank, Midland Bank, Abbey
National Bank and Lloyds Bank.

Merchant or investment banks act as intermediaries between in-
vestors and private or public concerns seeking medium to long-term
funds, often acting as underwriters for an issue of shares. Increasingly
they have played a fundamental role in advising on mergers and acqui-
sitions, and on management buy-outs. In the United Kingdom, some of
the longest established and best-known merchant banks are still pri-
vately owned.

Building societies were set up in the United Kingdom to take de-
posits in order to provide long-term loans (mortgages) to homebuyers.
They are owned by their members (those who have deposited money
with or borrowed money from them).
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TEXT 1. Banks

Savings Banks were set up with the aim of attracting small savers.
They resemble retail banks in the services they provide.

Credit unions are the equivalents of savings banks, and are run
as a cooperative nonprofit-making organization. Credit unions are
widespread in the United States. France’s biggest bank, Credit
Agricole, is essentially a federation of more than 3,000 credit un-

ions.

Universal banks do everything that the above types of banks do.

VOCABULARY

checking account -

rate of interest -
liabilities -

assets

retail bank -

underwriter -

issue of shares -
intermediary -

merger

acquisition -

building society -

management buy-outs -

1) cneumanbHbI CHET, C KOTOPOTo
CHMMAIOTCA AEHLI MO YeKam Kn-
€HTa; 2) CYET, NMO3BONAOLLWIA B N1HO-
60 MOMEHT BHOCWUTb M CHUMATb
[JeHbry (0o BOCTpe6oBaHUs)

MPOLIEHT, NPOLIEHTHasA CTaBka
3a[10/DKEHHOCTb
aKTuB (6anaHca)

6aHK, 3aH1MatOLLIVCH 06CTy>KMBa-
HVIeM MeJIKOIN KIMEHTYPbI

rapaHT pasMeLLeHs (3aiiMa, akuwi
NT. M)

BbIMYCK aKLi
MOCPEHNK

CNVsHYe, 00beaVHeEHVe (KOMMep-
YeCKoe, MPOMBILLUTIEHHOE U T. .)

1) nonyueHve; 2) nprobpeTeHve
(nevicTame); coop

YXUMLLIHO-CTPOUTENbHOE  O6LLIE-
CTBO

BbIKyN MpaBa Ha ynpae/eHue

Assignment. Answer the following questions:

1

2.
3.
4

What does banking business consist of?

What are the aims of banks?
What are the types of banks?

What are the activities of different types of banks?

191



| UNIT 17. Banks and Banking
TEXT 2. WHAT IS BANKING?

Banking isthe transactions carried on by any person or firmengaged
inproviding financial services to consumers or businesses.

For these purposes there exist commercial banks, central banks,
savings banks, trust companies, finance companies and merchant
banks. Banking consists of safeguarding and transfer of funds, lending
or facilitating loans, guaranteeing creditworthiness and exchange of
money. In other words, banking is the acceptance, transfer, and cre-
ation of deposits. The depository institutions are central banks, com-
mercial banks, savings and loan associations, building societies, and
mutual savings banks.

Safeguarding and transfer of funds

vaults and safes are the means for safeguarding of funds. Money is
physically stored there. These physical deposits are in most cases in-
sured against theft,and against the bank being bankrupt and unable to
repay the funds. In some banks customers can use safety deposit boxes
for valuables. To save money in banks isprofitable because bank cus-
tomers receive interest given on savings accounts, apercentage return
on the bank’s investments with the money.

Transfer of funds can be handled through written instruments: con-
tracts, checks, or direct transfers performed electronically. Nowadays
banks provide the customers with additional ways ofgaining access t0
their funds and using them. These are credit cards and account debit
cards,electronic cash tills, computer on-line banking,and other services.

Automated clearing houses perform similar services for business
customers by handling regularpayments, such as wages, for a company
banking with the bank. Longer-term schemes for providing regular in-
come ONsavings are often offered through trust funds or other invest-
ment schemes.

Lending and loans

Loans to bank customers are drawn on the funds deposited with the
bank and yield interest which provides the profits for the banking in-
dustry and the interest on savings accounts. These loans may take the
form of mortgages or otherpolicies. Banks may guarantee credit for cus-
tomers who wish to obtain loans from other institutions. They also pro-
vide foreign exchange facilities for individual customers, as well as
handling large international money transfers.
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TEXT 2. What is banking?

VOCABULARY
safeguarding oxpaHa
transactions orepaun
to carry on MPOBOANTL
engaged 3aHATbIN
to provide obecreumsaTb
mutual savings banks B3aVIMHO-COeperare/ibHble 6aHKu
lending MnpesoCcTaB/eHe KpeauTta
facilitating 06reryeHvie
loans 3aiMbl
creditworthiness KPEAUTOCTIOCOGHOCTh
acceptance npuHATHE
transfer nepesava, Nnepesoz
creation co3aaHue
deposits [lenosnTbl
vaults XpaHWInLLA
to store XpaHUTb
to insure CTpaxoBaTthb
theft Kpaxka
to repay BO3MECTUTb
valuables LIEHHOCTK
profitable BbIFOAHbIN
interest MPOLEHT
percentage return [loXoA, B BUAE NPOLIEHTA
gaining access MnosyyeHvie JOCTyna
account debit cards KapTbl febeTa cyeta
electronic cash till 6aHKomar

computer on-line banking KOMIMbIOTEPHbIE OH/AVHOBbIE pac-

YeTbl MEXIy GaHKaMm

clearing houses pacyeTHbIe nasarbl
payments niaTexm

income Jloxon

savings chepexeHns

are drawn on CHMMAOTCS C
yield Jloxon
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UNIT 17. Banks and Banking

mortgage 3a/10r, UMoTeKa
policies Nosmnchbl
facilities cpeacTea
handling 0bpaboTka

Assignment. Answer the following questions:

1. What is banking?

What kinds of banks there exist?

What are the depository institutions?

What are the vaults and safes for?

Why is it profitable to save money in banks?

How can the transfer of funds be done?

How can the customers gain access to their funds and use
them?

What are loans to bank customers drawn on?

Do banks give the interest on savings accounts?

No gk wh
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TEXT 3. BUSINESS BANKING

The banking industry has greatly changed nowadays due to bank
mergers and acquisitions. In this new environment banks have to offer
more services. The increase in services leads to bank charges for almost
everything. Banks are charging now for ATM (automatic teller ma-
chine) transactions, not maintaining a minimum balance, teller usage,
phone transactions, monthly service charges, and per check charges.
Many banks also require an initial high deposit. They may also set
a limit on the number of checks you can process each month. A charge
applies for each check above the limit.

Banks give you an option to reduce your bank charges by maintain-
ing a minimum balance. You will need to evaluate whether this option
suits your needs. Each bank offers a different array of bank account op-
tions. You will need to study each bank’s service options to decide what
options are crucial for your business. Some issues to consider are the in-
terest rates, usage of ATMs, convenience, service, FDIC insurance
availability, minimum balance requirements, and bank fees.

Here’s a list of options to consider:

m Usage of ATM Machines Each time you withdraw money from

your bank’s ATM machine, you may be paying a charge. Also,
consider the availability of your bank’s ATM machines. If you
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TEXT 3. Business Banking

use another bank’s ATM machine, you may have to pay a charge
for both banks’services (that means your bank and the bank that

owns the ATM machine).

m Convenience. Most banks offer online banking services. What
does this mean? You have the ability to pay for bills, transfer
money from one account to another, purchase stocks in from
your work or home. This gives you twenty-four hours access to
your accounts, seven days a week!

m - Minimum monthly balances or a service charge. Depending
upon the minimum balance requirement and your cash situation,
you may opt to pay a monthly service charge. If the balance re-
quirement is high, then it may be to your advantage to place your
money in a higher interest bearing account and pay for a monthly
service charge. You may need to calculate which option is best

for you.

m Per Check fee. In most businesses, a per check fee account
would be detrimental SO they stay away from this type ofaccount.
m Interest rates. Make sure that your checking account also gives
you interest. The rate may not be very high, but it still helps!
Another option instead ofusing abank isacreditunion. Most credit
unions are set up for a specific type of employee or business. There are
credit unions that cater to educational institutions, employees ofhospi-
tals, and other specific groups. Credit unions offer very similar banking
services such as the use of ATM cards, low minimum balance require-
ments, and low or no per check charges.

VOCABULARY

merger
acquisition

ATM (automatic teller machine)
teller usage

phone transactions

to maintain a minimum balance

charge
service charge

CNMSHME, 06bEAVHEHNIE
nprobpeTeHe

HaHKOBCKMI aBTOMAT, 6aHKOMAT
Mo/1b30BaHME MOMOLLIbHO Kaccupa
onepauum ro TenetioHy

MoAAEPKMBaTb MAHUMA/bHBIA OC-
TaroK (Ha 6aHKOBCKOM CYeTe)

nnara

nnara 3a orepauyto (o6LLepacnpo-
CTpaHeHHbIA coop 3a GaHKOBCKYE
ycnyru) (avep.)
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UNIT 17. Banks and Banking

per check charges - /ata 3a 06Ha/MumMBaHVie Yeka

bank account - CYet B BaHke

interest rates - CTaBKM MpoLieHTa

FDIC (Federal Deposit Insuranse - degepanbHas Kopriopaums CTpaxo-

Corporation) BaHs 6aHKOBCKYIX BK1aaos (CLLA)

insurance availability - HanMume CTpaxoBaHWUs

to opt - BblOMpaTL, NPeAnoYATaTL

interest bearing account - CYeT, MPUHOCALLMIA MPOLEHTHBbIN
foxog,

fee - cbop

detrimental - MPUHOCALLMIA YObITOK

checking account - 1) cneumanbHbIii CHET, C KOTOPOrO

CHVMAOTCA AEHBI M M0 Yekam K-
eHTa; 2) CYET, MO3BO/ISHOLLWIA B O~
00 MOMEHT BHOCWUTb M CHUMATb
[JeHbrn (1o BocTpeboBaHws)

credit union - KpeawuTHbIN COO3, NpesocTaBsito-
LUMIA KPEAUT CBOVIM YnieHaM

ATM cards - KapTa Ans 6aHKomara

to cater - obecreumBaTb, 06C/Ty)KMBaTb

Assignment. Answer the following questions:

1. What are bank charges? What are banks charging for?
2. What are the options in banks’services?
3. What are credit unions?

TEXT 4. BASIC TYPES OF BUSINESS RECORDS

What Records to Keep?

For a small business, the business check book is the main source for
entries into your accounting system. But what else do you need to
keep? Although, there are no legal requirements, you will need to keep
sufficient records to support your tax returns.

Income

You need to keep records that support the amounts and sources of
income. Examples include:

m Deposit slips

m Invoices
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TEXT 4. Basic types of business records

m Cash register tapes or files
m Receipt books

Purchases & Direct Expenses

You need to keep records that support the materials and supplies
for your products and services. Examples include:

m Vendor Invoices

m Cancelled checks

m Cash register receipts

m Credit card charges

Indirect Expenses

You need to keep records that support overhead and other costs of
doing business. Examples include:

m Vendor Invoices

m Cancelled checks

m Cash register receipts

m Credit card charges

m Petty cash system

Assets

You must keep records for the property and equipment that you use
in the business. Information to support the depreciation expense or any
gain or loss ifyou sell the asset includes:

m Invoices

m Cancelled checks

m Costs of improvements

m Depreciation records

VOCABULARY
records - [IOKYMEHTb!
check book - YeKOoBas KHIKKA
entry - ByxranTepckasi 3anuchb
tax return - Hanorosas [ekapaumnsa (nojasae-

Masi Ha/1oroniaTe/bLLUMKOM /15 UC-
YMC/IEHWA NPUYMTAIOLLIErOCs C HEro
Hasnora)

deposit slip - OnaHK, 3arofHseMblin NpU B3HOCE
CYMMbI Ha TEKYLLMIA cHeT
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UNIT 17. Banks and Banking

cash register

receipt book

vendor invoicesc
cancelled check

cash register receipt [ri'si:]

credit card charges

overhead costs

petty cash system
costs of improvements
depreciation expense
asset

Assignment. Answer the questions:

KaccoBbIli annapar (amep.)
KHWra npuxoga

yeTa NpoAaBLOB
OMn/TaYeHHbIN YeK

KBUTaHLUMSA KacCOBbIX MOCTYr/ie-
HWIA

pacxofpl Mo COLEPXaHUI0 KpeauT-
HOW KapTOYKK

HaKTafHble pacxogpl
Me/IKMe CTaTbu Nprxoga/pacxoma
pacxofp! Ha NePeCTPOIAKY 1 PEMOHT
pacxofpl Ha aMOPTU3ALIMIO

MMYLLIECTBO  OBaHKPOTVBLLIEICS
(hmpmbl

1 What documents and receipts should be kept to support tax re-

turn?

2. What records should be kept in case the asset is sold?



UNIT 18
BUSINESS DOCUMENTS (CONTRACTS)

TEXT 1. WHAT IS A CONTRACT?

Contracts are the foundation on which business is conducted.
A contract exists when two or more parties agree to exchange either
property (including money) or promises of future performance. Con-
tract is an agreement that creates a binding obligation. In general, con-
tracts may be either oral or written. Certain classes of contracts must
be written and signed. These are contracts involving the sale and trans-
fer of real estate, and contracts to guarantee or answer for the miscar-
riage, debt, or default of another person. Contracts can be part of an
invoice or a purchase order, or they can be drafted as separate docu-
ments. Properly drafted contracts can help avoid unnecessary and
costly disputes. A contract usually forms the basis of a transaction be-
tween the Buyers and the Sellers.

Essential clauses of contract

Some of the items are necessary in any contract: legal title of the
contracting parties, subject ofthe contract, quality, price, delivery, and
payment terms. As a rule a contract contains a number of clauses,
such as:

Subject of the Contract.

Price, total value, and currency of the contract.
Terms of Payment.

Delivery.

Inspection and Test.

Guarantee.

Arbitration.

Insurance and other conditions.

O NS WDN R

Subject of the Contract

This section names the product for sale or purchase. It also indi-
cates the unit of measure generally employed in foreign trade for spe-
cific commodities. Contracts for bulk cargo contain a stipulation
“about”or “plus or minus... per cent”, denoting the permitted quantity
tolerance.
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UNIT 18. Business documents (Contracts)

Price, total value, and currency of the contract

The price stated in a contract may be firm, fixed or sliding.

Firmprice. Firm prices are not subject to change in the course ofthe
fulfillment of the contract.

Fixedprice. It isthe price governing in the market on the day of de-
livery or for a given period.

Sliding prices. These prices are quoted for machinery and equip-
ment, which require a long period of delivery.

Quality. Warranty. The quality of machines and equipment is to
be in conformity with the technical specification of the contract. The
quality of raw materials and foodstuffs is determined, as a rule, by stan-
dards, by sample or by description.

Arbitration

In case ofa breach of contract the injured party may go to court to
sue for money damages, or for the contract to be rescinded, for injunc-
tion, or for specific performance if money damages would not compen-
sate for the breach. Specific performance of a contract is the right by
one contracting party to have the other contracting party perform the
contract according to the precise terms agreed therein.

VOCABULARY
essential clauses - [/1aBHblE MYHKTbI KOHTPaKTa
binding obligation - CBA3bIBaOLLEE 0653aTeNIbCTBO
miscarriage - oWwwmbKa; npomax, npocyeT
to strike a deal - 3aKMOYNTbL COENKY
legal title - KOpUANYECKOE HaMEHOBaHMe
to rescind - aHHy/nMpoBaTb, pacTopratb, OTMe-
HATb (3aKOH, JOroBOP M T. 1.)
to sue - nofasatb B Cyf, BO3BYXaaTb UCK,
NpeabABIATH UCK
money damages - JEHEXHbIN YLLEPO
injunction - CypAebHbIiA 3anpeT
injured party - MOTepresLLUas CTOpoHa
contracting parties - [IOroBap1BaoLLIMECH CTOPOHbI
unit of measure - eVHMLIA N3MEepeHNS
commodity (goods) - TOBap
tolerance - [IOMYCTUMOE OTK/IOHEHME
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TEXT 2. Types of contracts

stipulation ycrosue

bulk cargo HaCbIMHO UM HA/IMBHOW TPy3
in conformity with B COOTBETCTBUN C

by sample Mo 06pasLLy

to quote a price HaszHa4aTb LieHy

subject to NoANeXaLLuii

firm prices TBepAble LieHbI

fixed prices (hMKCMPOBAHHbIE LIEHbI

sliding prices CKO/Ib3AALLME LiEHbI

specific performance MCMOSHEHME J0roBopa B HAType
breach HapyLLieHve

Assignment. Answer the questions:

What are the essential clauses ofa contract?

What contracts must be in written and signed?

What sort of prices may be indicated in a contract?

What items are necessary in any contract?

How is quality determined in the contract?

What can the injured party do in case of a breach of contract?

O WN R

TEXT 2. TYPES OF CONTRACTS

Must contracts be in any special form?

Contracts may be oral or written. They may even be implied from
conduct. Most contracts are oral. Many of contracts are made by tele-
phone. Some contracts are made and carried out in a single face-to-face
conversation. For example, in the sale of goods, payment by buyer and
delivery by seller often occur when the agreement is made. A person
may take a job, rent an apartment, and enter many other business
agreements without the formality of a written contract. Sometimes
conduct alone is sufficient. For example, a person may stop a bus, board
it, deposit the proper coins, and later get off. No words are spoken or
written by either passenger or driver, yet there is a valid contract.

There are, however, certain important kinds of contracts, which
will not be enforced in court unless some properly signed writing
proves their existence. For example, contracts to transfer an interest in
realproperty (land or objects permanently attached to the land) must
be in writing.
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UNIT 18. Business documents (Contracts)

Even when law does not require a written contract, it is often wise
to put the agreement in writing and have a signed copy for each party.
This is particularly true ifthe agreement is complex and contains many
details, which could lead to later misunderstandings. It also is impor-
tant when large sums of money or long periods of time are involved. In
such cases, it is advantageous for both parties to express their inten-
tions with reasonable precision in written form. In this way, the agree-
ment can be easily referred to or readily proved if necessary. The
chance of later confusion or disagreement is greatly reduced. Neither
party can effectively deny having agreed to particular terms. Also, the
process of putting ideas into writing encourages the parties to antici-
pate and provide for problems that could arise later. It is usually easier
to settle such matters before either party signs and while both parties
are inclined to compromise in order to conclude the agreement. Later,
each party tends to demand strict performance of the terms. Of course,
whenever appropriate, prudent persons seek the aid of a lawyer in the
preparation or review of important contracts.

How are contracts classified?

Contracts can be classified as either unilateral or bilateral, accord-
ing to whether one or both parties make a promise. Contracts also can
be classified according to enforceability as valid, voidable and void or
unenforceable. The following classifications are also important:

1. Method of Creation

The way a contract comes into being gives some idea of its nature.
Thus, there are express contracts, implied contracts, and quasi con-
tracts.

Express contracts. In an express contract, the agreement is stated
in words - written or spoken.

Implied contracts. In an implied contract, the agreement is not
stated in words. Instead, the intent ofthe parties is shown by their con-
duct and by the surrounding circumstances. For example, a schoolboy
buys some fruit juice in the school cafeteria by inserting coins into
a vending machine.

Quasi contracts. In a quasi contract, the parties are bound as
though there were a valid contract even though technically there is
none. For example, a doctor may voluntarily give first aid to a person
injured in an accident. There is no agreement. Yet the doctor may sub-
mit a bill and collect a charge reasonable for such a professional service.
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TEXT 2. Types of contracts

Thus, the law creates an obligation in the absence of an actual agree-
ment between the parties. This is done to prevent unjust enrichment of
one party. Strictly speaking, no contract exists because some essential
element is missing. Someone who is not a doctor could give similar first
aid yet not be entitled to payment since the service is not done with the
expectation of payment nor by a licensed specialist.

2. Formality

A few contracts must meet strict requirements as to formality.
They are called formal contracts. Most contracts need not meet such
requirements. They are called simple contracts.

Formal contracts. A formal contract is a written contract that
must be in some special form to be enforceable. Examples are commer-
cial paper and contracts under seal. Commercial paper, such as an ordi-
nary check, must meet certain requirements to be valid. A contract
underseal is one with a seal attached or with a similar impression made
on the paper. Seals served to validate agreements years ago, when few
people could read or write. Today the legal effect of the seal on con-
tracts has been limited or ended.

Simple contracts. Acontract that is not formal isa simple contract.
This istrue whether the contract is oral, written, or based on conduct.

An example of Simple, Written Contract:

THIS AGREEMENT is made on May 10, 20, between New Way
Pavers, 17 Beacon Street, Boston, Massachusetts, andJ. ClaytonJones, 742
Regent Circle, Brookline, Massachusetts.

New Way Pavers agrees to furnish all materials and to perform in
aworkmanlike manner all necessary labor required to remove present con-
crete walk in front of the residence at 742 Regent Circle from the building
door to the public sidewalk; to replace the walk with red brick (of quality
and grade as in sample) laid in a herringbone pattern, on anew concrete base
2,5”thick, in consideration for which Jones agrees to pay New Way Pavers
or its assignee three thousand two hundred dollars ($3,200) upon comple-
tion of the work on or before April 10,20 .

NEW WAY PAVERS

ByJames G Mason J. ClaytonJones

3. Extent of Performance

Contracts can be classified as either executed or executory, accord-
ing to whether or not they have been completed. Many contracts are
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UNIT 18. Business documents (Contracts)

performed almost immediately; others require days, months, or years to
complete. Many life insurance contracts are not completed for decades.
Executed contracts. An executed contract is one that has been
fully performed. Both parties have done all they promised to do.
Executory contracts. An executory contract is one that has not
been fully performed. Something as agreed upon remains to be done by

one or both of the parties.

real property
mortgage ['mo:gi*]
vending machine
assignee f/si'ni:]

prudent

valid contract
voidable contract
void contract
express contract

contract under seal
legal effect

to validate

to submit

implied

implied contract

quasi contract [kwe:zi]
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VOCABULARY

HEABVKMOCTb
3aKnag; unoTeka
TOProBbIi1 aBTOMAT

MPEeACTaBUTENb; areHT, YMo/HOMO-
UYEeHHbIVA; MPaBONPEEMHINK

GnaropasymHbIiA,  MpedycMoTpu-
Te/NbHbIN

3aKOHHbIIN KOHTPaKT

OCMOPVMBbIA JOroBop
HeeNCTBUTEbHbI A0rOBOP

MOMOXXUTENBHO BbIPKEHHbIA A0~
roBOp (B YCTHOM MW NMUCbMEHHO
thopwe)

[I0roBOp 3a Nevarbo

1)npaBoBbIlenocneacTBUA2)opu-
[VyecKas cuna

06bABNATL ASCTBUTENbHBIM, NPU-
[aBaTb 3aKOHHYHO CUy

MpeLCTaBNATb, Mofasatb  (LOKY-
MEHTbI)

rnogpasyMeBaeMbIid; Mpearonarae-
Mbii

MofipasyMeBaemblii JOroBop, KOH-
TPaKT, KOTOpbI/i B IBHOM BWZge He
CYLLIECTBYET, HO MPU3HAETCS 3aKo-
HOM Ha OCHOBaHWV MOBEAEHMS
1 HamepeHwiA CTOPOH

YaCTUYHbI KOHTPaKT



TEXT 3. Contract Sample

formal contract - 0hopM/IeHHbI LOroBop; (hopmalib-
HbIi1 JOrOBOP

simple contract - MpOCTO [OroBOp, [OroBOp He
B (hopme [OKyMeHTa 3a Meyarbto,
HedhopMabHbI 40roBOp

executed contract [‘eksikju:tid] - [0rosop C UCMONHEHVEM B MOMEHT

3aK/MHOYEHWA; KOHTPaKT, YC/10BUA
KOTOPOroO BbIMO/IHEHbI 06enmun CTo-
pOHaMK NMONHOCTLHO

executory contract [igzekjutari] - [IOTOBOP C WCMO/HeHVEM B Oyay-
LLem

concrete - BeToH

consideration - BO3MELLEHVe, KOMIEHCALWS, BCTPeY-
HOe Y/I0B/IETBOPEHVIE

workmanlike manner - NpofeccMoHaIbHO

herringbone pattern - K/1afKa Kmpnnya s enky’

Assignment. Answer the questions:

1 What contracts have to be in writing?
What contracts may be oral?

What is an express contract?

What is an implied contract?

What is a formal contract?

What is a simple contract?

What is an executed contract?

What is an executory contract?

O Nk WN

TEXT 3. CONTRACT SAMPLE

A sample of a contract
CONTRACT Ne
Moscow 200 T

hereinafter referred to as the
«Sellers», on the one part,
and hereinafter

O6pa3sel KOHTpakTa
KOHTPAKT Ne
MockBa 200 r

MMeHyeMas B fa/ibHelLlem
«[MpofaseL», C O4HON CTOPOHbI,
" MMeHyeMOe B
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UNIT 18. Business documents (Contracts)

referred to as the «Buyers» onthe
other part, have concluded the
present Contract for the
followng:

1. Subject of the Contract
1.1. The Sellers have sold and

the Buyers have bought on condi-
tions

f.0.b.
franco-railway car border
the following equipment:

in full conformity with the techni-
cal

characteristics and in
complete scope of supply.
1.2. The Sellers have sold and

the Buyers have bought the
equipment hereinafter referred

co to as the «goods» on terms
FOB-stowed port ...
1.3. The Sellers will deliver to

the Buyers f.0.b. port ... or

free onrail frontier or f.0.b.
airport or will send
by post to the address

AanbHeiwem «okynatenb», ¢
[PYrOi CTOPOHbI, 3aKNHYNUN
HaCTOALLMIA KOHTPaKT O
HWKecefyoLeM:

1. lMpegmeT KOHTpPakTa
1.1. MNpogasel, npogan, a
lMoKynaTenb Kynua Ha yCnoBmax

®0b
(hpaHKO-BaroH rpaHuua
cnegytollee 060pyAoBaHUE:

B MOSIHOM COOTBETCTBUMU C TEXHMU-
yecKoii

XapaKTepUCTUKON 1 B
KOMMNeKTaLmu.

1.2. Mpogasel, npogan, a Nokyna-
Tesb

Kynun o6opyaoBaHue,
MMeHyemMoe B AaNbHeNLeM «To-
Bap»,

Ha ycrnosuax ®Ob

LUTMBKOW NOPT ...

1.3. lMNpogaseu, noctasuT [MOKy-
narento

Ha ycrnosuax ®Ob
nopt NNK paHKO-BaroH__

rpaHuua nam (paHKo-a3ponopT _
VNN BBILJIET M0 NOYTE

2. Prices and Total Value

2.1. The total value of the equip-
ment,

spare parts, tools, technical
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2. LeHbl 1 06lLan cTOMMOCTb

2.1. Ob6uiasa ctommocTb 060pypao-
BaHUs,

3amnacHbIX YacTeil, MHCTPYMEHTA,



documentation and services

in the volume of the present
Contract amounts to

2.2. The total amount of the
Contract is... The prices are firm
for the duration ofthe Contract,
not subject to any alterations
and understood to be f.0.b.
including
export sea packing, marking,
port and dock dues on the cargo,

attendance to custom formalities,
loading into holds, cranage,

stevedoring, stowing
ofthe cargo in the hold and/or

a on deck, lashing and securing
as well as the cost of materials

used for this purpose.

3. Terms of Payment
3.1. Paymentsattherateof_
per cent of the value ofthe
delivered equipment are to be

effected in

(currency)

TEXT 3. Contract Sample

TEXHWYECKOIN JOKYyMeHTauum

N ycnyr B 06bemMe HacTOALLEro
KOHTpaKTa CoCTaB/feT
2.2.0611as cyMMa KOHTpaKTa
cocTasnseT.... LleHbl ocTaroTcs
TBEpAbIMY Ha BECb CPOK [eNCTBUSA
KOHTpaKTa, He nognexart
HUKaKNM U3MEHEHNAM W
noHumaroTca ® O b

BK/1HOYasA CTOMMOCTb MOPCKOIA

9KCMOPTHOM YNakoBKKW, MapKu-
POBKY,

norpysku Ha 6opT cyaHa,

YKNafKnN 1 KpenneHus obopyno-
BaHMA

- B TpOMe n/unn Ha nany6e

CyfiHa 1 CTOMMOCTb HEo6X0aMMO-
ro

ANs 3TOro MaTepuana,

TaKXe [JOKOBble, MOPTOBbIE, Kpa-
HOBble

1 TaMOXXeHHble cOopbI,

B3lMaeMble B CBA3U C BblMOJIHE-
HNEM

HaCToALLEro KOHTpPaKTa.

3. YcnoBua nnartexa
3.1. Tnatexu B pasmepe %
CTOMMOCTW MOCTaB/IEHHOIO

obopypoBaHus 6yayT Npou3BO-
AnTbCA

B JopMe MHKacco B
(BasoTa)
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UNIT 18. Business documents (Contracts)

within 30 days of the date of re-
ceipt

by the Buyers of the following
documents for collection:

3.2. Seller's specified invoice -

one original and 2copies (where

Contract number is to be indi-
cated).

Complete set of «clean-on-board"
Bills of Lading issued

destination RF port

inthe nameo f ,
a duplicate of the international
railway bill issued destination

railway station
in the name of the chief of this

station for further transportation
by means of railways

through the railway stations

to the railway station

for

3.3. Payment for the delivered

equipment is to be effected in
by collection in the following
way:

per cent of the value

ofthe completely delivered
equipment to be paid with-in
days upon receipt by
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B TeueHue 30 gHel ¢ faTbl nonyye-
HuAa MokynaTenem

Ha MHKAacCo CnefyoLnxX
[OKYMEHTOB:

3.2. OpuruHana cneunguuympo-
BaHHOr 0

cueta MNMpogasua n AByx Konwui

(c 0bs3aTeNbHLIM YKa3aHWEM HO-
Mepa KOHTPaKTa).

lMonHOro KoMmMaeKTa YMCTbIX
60pTOBbLIX KOHOCAMEHTOB, BbIMU-
CaHHbIX HasHayeHnem nopt P®
Ha ums :
ny6nvKata MexayHapoLHOM X/

HaKMagHoOM, BbIMMCAHHOW Ha3Ha-
YyeHMeM

Ha CTaHL M0

Ha MMS HayanbHMKa 3TOW CTaH-
Lum

ANS fanbHelLein nepeoTnpaBKu
CpeacTBaMm Xene3HbIX

[0pOr Yepe3 CTaHL UK

Ha CTaHL M0
ans

3.3. OnnaTta CTOMMOCTM MNOCTaB-
JIEHHOT 0

obopyfoBaHusa Bygert

NPOV3BOANTLCS Yepes

MNHKACCO B CNeAyHoLLMX pa3mepax:
%CTOMMOCTU

MOJTHOCTbIO NOCTaB/EHHOMO

0b60opyLi0BaHMA OMnavuMBaeTCa B

TeueHune AHel




the Buyers of the following
documents:

a) Original and two copies of
the detailed invoice.

b) Packing list in triplicate.

c) Two original «clean-on-board'

Bills of Lading issued in the
name of

d) Copy of export license, if re-
quired.

e) Work's certificates in tripli-
cate.

4. Delivery Dates
4.1. The equipment specified in
Clause | of the present Contract
is to be delivered complete as
follows:
4.2. By the time stipulated the
equipment is to be manufactured
in accordance with the
Contract conditions, tested,
packed, marked and delivered
f.o.b
4.3. The delivery date is under-
stood to be the date of the
‘clean-on-board' Bill of Lading
issued in the name of the Buyers,
destination Port.
4.4. I1fthe goods are not ready
for shipment by the date ofarrival
ofthe vessel the Sellers are

TEXT 3. Contract Sample

nocse nosyyeHus Mokynarenem
CNneayoLwuX AOKYMEHTOB:

a) opuruHana u 2-x Konui
cneunpuULMPoBaHHOro CYeTa,

6) yNakoBOYHOrO /INCTa B 3-X 3K3.

B) 2-X OPUIMHAN0B YUCTbIX KOHO-
CaMeHTOB,

BbIMUCAHHbIX Ha
nva ,

) KOMWU 3KCMOPTHOW NNLEeH3MN,
ecnv TakoBas noTpebyetcs,

L) 3aBOACKOro CBWAETENbCTBA
B 3 3K3.

4. CpoKu nocrtaBKu
4.1. YKa3aHHoe B lNyHKTe 1
KOHTpaKTa 060py0BaHve J0/HKHO
ObITb MOCTAB/IEHO KOMM/IEKTHO B
ClieflytoLivie CPOKU:
4.2. K ykazaHHOMY CpOKy 06opy-
[l0BaHVe [0/HKHO 6bITb N3rOTOB-
NIEHO B COOTBETCTBYUM C YC/IOBUAMM
KOHTpaKTa, MUCMbITaHo,
ynakoBaHo, 3aMapK1poBaHo
nocrasneHo f.0.b.
4.3. [laToil NoCTaBKM cymTaeTcs
[laTa YMCTOro KOHOCaMeHTa,
BbINWCAHHOTO Ha MMSA MNokynatens
HasHayeHMeMm nopT

4.4. Ecnv rpys K npubbITUIO CyaHa
He GYZeT roToB K OTrPpy3Ke,
Mpopasel, 0643aH BO3MECTUTb
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UNIT 18. Business documents (Contracts)

to cover the losses the Buyers
may sustain in connection with
demurrage and/or underloading
of the ship (dead freight).

5. Packing and Marking

5.1. The packing is to secure the
full

safety of the goods from any kind
of damage and corrosion during
its

transportation.

The goods are to be packed so as

not to allow for their free
movementi nside the package
when it changes its position.

5.2. The Sellers shall be responsi-
ble

to the Buyers for any damage to
the goods owing to the improper
packing.

5.3. The marking shall be clearly
made with indelible paint both in
stating as follows:

Contract Ne

Trans Ne

Case Ne

Net weight

Gross weight

5.4. The packages for which spe-
cial handling is required shall
have additional marking: «Han-
dle with care», «Top», «Do not
turn over».
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MokynaTento pacxofpbl, BO3HUKLLVE
B CBA3M C MPOCTOEM U/WUNn
HeZorpy3oM cyfHa (MepTBbIit
(hpaxr).

5. YnakoBKa u MmapkupoBka

5.1. ¥YnakoBKa 10/1KHa obecneyu-
BaTb

MOJHYH0 COXPaHHOCTb

rpy3a OT BCAKOro poja noBpexge-
HWA

1 KOPPO3WM NPY ero nepeBo3ke.
"py3 fo/MmKeH bbITb YrakoBaH

TakuM 06pa3om, YTOObl OH He MOr
nepemeLLaTbCst BHYTPY Tapbl Npw
N3MEHEHMW ee NOMOXKEHWS.

5.2. lpoaasel, HeceT OTBETCTBEH-
HOCTb

nepes NMokynaTtenem 3a MOBpeX-
[ileHne 1 NoOMKY rpysa Bcnef-
CTBUE HeHaL/1eXallei ynaKoBKMy.

5 3. MapkupoBKa f0o/1XKHa

ObITb HAHECEHA YETKO, HECMbIBAEMOVA
KpackKoW 1 BKNKOYaTb CreaytoLLee:
KoHTpakT Ne

TpaHc Ne

AWnk Ne

Bec HeTTO

Bec 6pyTTO

54. MecTta, Tpebytolime cneum-
a/IbHOro  obpalleHns,  [O/MKHbI
NMEeTb [ONONHUTENbHYIO MapKu-
PoBKY «OCTOPOXHO», «Bepx»,
«He KaHTOBaTb».



6. Guarantee
The Sellers guarantee:

6.1. High quality of the materials
used in the manufacture of the
equipment and high quality ofthe
manufacture and assembly.

6.2. The period of guarantee of
the normal and trouble-free
operation of the equipment is
to be 12 months from the date
of putting it into operation but
not later than 18 months from
the date of shipment of the
complete equipment.

The above period will be accordingly
extended if start-up of

the equipment is deferred or
the operation of the equipment
is stopped.

6.3. Ifthe defects cannot be
eliminated, the Buyers have the

right to reject the defective equip-
ment

or to request a corresponding
reduction from its price.

In case the Buyers reject the
equipment they return to the
Sellers for the latter's account
a the faulty equipment and the
Sellers are to repay the Buyers

TEXT 3. Contract Sample

6 .MapaHTUn
MpogaaseL, rapaHTUpyer:
6.1. BbICOKOe KauecTBO mMaTepuma-
NOB, KOTOPbIE UCMONb3YOTCA A4/
N3roToBneHnUss  06opyLoBaHWS,
6e3ynpeyHyto 06paboTKy 1 BbICO-
KOe KayecTBO TEXHWMYECKOro Bbl-
MOSIHEHUS U COOPKMN.
6.2. CpOK rapaHTm HopMasibHOM
1 6ecnepeboliHON paboTbl
obopypoBaHus 12 mecsaues
C faTbl nMycka 06opyf0oBaHuns B
aKcnyartaumio, Ho He 6osee
18 mecsueB ¢ faTbl NOCTaBKM
KOMIM/IEKTHOrO 060pyA0BaHMS.
B cnyyae 3aep>xKu B NMycKe B
JKCnyartaumo 06opyaoBaHus
W OCTAHOBKM 060pyA0BaHNA
BTeYeHue rapaHTMIHOro nepuoga
Ha3BaHHble CPOKN COOTBETCTBEHHO
NPOANEBaOTCA.
6.3. EC/ HeloCcTaTKM HeyCTpaHUMbI,
TO [NoKynaTesnb BNpaBe 0TKa3aTbCs

OT KOHTpaKTa B LIe/IOM WK OT fe-
(heKTHOro

06opyfoBaHNs Un TpeboBaTh ero
COpasMepHYH0 YLIEHKY.

B cnyyae oTkaza 0T 060py0BaHNS
Mokynartens Bo3BpallaeTt
Mpozasuy 3a cyeT nocnegHero
fethekTHOe 060py0BaHMe,
Mpopasel, 0653aH BEPHYTb ynna-
yeHHble [okynaTesem CyMMbl
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UNIT 18. Business documents (Contracts)

with 6% interest per annum.
6.4. If during the commissioning
period and/or final tests and/or

during the guarantee period
the equipment or technical

documentation prove to be defective
and/or incomplete and/or

not in conformity with the Contract
conditions, then irrespective

of the fact that such deficiencies
could be found during the Sellers'
or their subcontractors' works,
the Sellersundertake to eliminate

at their expense the detected de-
fects

immediately at the Buyers' re-
quest

by means of repairing or replacing
the defective equipment

or parts thereof with new ones of
good

quality.

7. Force Majeure
7.1. The Parties are released
from responsibility for partial or

complete non-fulfillment of their
liabilities under the present
Contract, if this non-fulfillment
was caused by the circumstances
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C HayucneHvem 6 % rofoBbIX.
6.4. Ecnu B nepuog nycka n/vnu

B Té4yeHne CPOKOB rapaHTUN Bbl-
ABATCA

HegoCTaTKu, HenosiHoTa

N/MNM HEKOMNJIEKTHOCTb 060pYy-
[,0BaHuA

N/MNN TeXHUYECKO
[OOKYMEHTaLMW NOMHOCTLI0 UK
4aCTMYHO, TO He3aBM1CKMMO OT TOrO,
MOI/10 1 3TO ObITb YCTAHOB/IEHO
Ha 3aBogax lpoaasLa nam
cybnocTasLymkos, MpogaseL
0653yeTCs He3amea/IMTeNbHO 3a

CBOWi CYET YCTpaHUTb BCe 06Hapy-
YKEHHbIE

AeeKTbl MyTemM UCMpaBieHNns
NM60 3aMeHbl AeheKTHOro

obopyL0BaHUA UK ero

yacTeil HOBbIM [06POKA4eCTBEH-
HbIM

060pyf0BaHVEM.

7. ®opc-maxop
7.1. CTOpOHbI 0CBOGOXAAOTCA

OT OTBETCTBEHHOCTW 3a 4acCTh4-
HOoe

WY NOJTHOE HEUCTONHEHWE
06513aTeNLCTB MO HACTOALLEMY
KOHTPaKTY, €C/IN OHO SIBUNOCH
CNeAcTBMEM HEMPEOA0NNMOIA



of Force-Majeure, namely

fire, flood, earthquake, provided
the circumstances have directly
affected the execution of

the present Contract.

8. Sanctions
8.1. In the event of the Sellers'
delay in the supply against the
dates stipulated in the Contract
the Sellers are to pay to the
Buyers penalty at the rate of
0,5% of the value of goods not
delivered in due time for every
week of the delay within the first
four weeks and 1% for every
subsequent week but not more
than 10% of the value of the
equipment not delivered in due
time.

8.2. Should the delay in delivery
exceed four months the Buyers
shall have the right to cancel the
Contract or a part thereof.

9. Arbitration
9.1. All disputes and differences
which may arise out of or in
connection with the present
Contract will be settled as far

TEXT 3. Contract Sample
CVI]'IbIL a UMEHHO: noXXapa, HaBOA-
HEeHUN,
3eM/NeTPACeHUA, U ecnu 3Tn
06CTOATENICTBA HEMOCPEACTBEHHO
noBAnAIN Ha UCNOMHEHKE
HaCToALLEro KOHTpPaKTa.

8. CaHkuumn
8.1. B cnyuae ecnv 6yayT UMeTb
MeCTO 0Mo3JaHnsa B MOCTaBKe
NPOTMB CPOKOB, YKa3aHHbIX B
HacToALLEeM KOHTpakTe, Npoaasel,
[O/MKeH ynnatutb Mokynatesnto
wrpag B pasmepe 0,5% ot
CTOMMOCTW He NOCTaB/IEHHOr0
B CPOK TOBapa 3a KaXxayto
HeJento NPOCPOUKM B TeYeHue
nepsbix 4 Hefenb U 1%3a
KaXAYH0 NMOoCcneayoLLyo
Heaento, Ho He 6onee 10% oT
CTOMMOCTW He MOCTaB/IEHHOr0
B CPOK TOBapa.

8.2. B cnyyae ecnv onosgaHue B ro-
CTaBKe MpPeBbICUT YeTbipe MecsLa,
MMokynate/sib UMeeT MnpaBo OTKa-
3aTbCA OT KOHTPAKTa WU/IN ero YacTu.

9. Apbutpax
9.1. Bce criopbl 1 pasHoriacus,
KOTOpPbIe MOTYT BO3HUKHYTb 13
HaCTOALLEro KOHTpakTa uiv B
CBAI31 C HUM, BY/ly T N0 BO3MOXXHOCTU
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as possible by means of negotia-
tions

between the Parties

If the Parties do not come to an
agreement, the matter, without
recourse to Courts of Law, is to
be submitted for settlement, to
Arbitration.

9.2. The arbitration award shall
state the reasons for its decisions
and contain information

about the arbitration membership,
time and place of the

award passed, mention of the
Parties' rights to state an opinion,
as well as the allocation of

the costs and expenses of the
Arbitration between the Parties.

10. Insurance
10.1. The Buyers are to take
care of and to cover expenses
for insurance of the goods with

Insurance Company from the mo-
ment

oftheir dispatch from the
Sellers' works up to the moment

of arrival of the same at the
Buyers'

works.

10.2. The expenses for insurance
from the Sellers' works up to the
moment of loading at the rate
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paspewlaTbCs MyTeM rMeperoBopoB

MeX [y CTOPOHaMM.
B cnyuae, ecnm CTOPOHbI He NpuayT
K COraLeHNIO, TO AEN0 NOAJIEXUT,
C UCK/TIIOYEHNEM MOLCYLHOCTU
obLwmm cygam, nepetade

Ha peLLeHmne apbuTpaxa.

9.2. PewleHune apbuTpaxa
[OMKHO ObITb MOTUBUPOBAHHbIM
N cofepxxatb B cebe yKazaHue

0 cocTaBe apbuTpaxka, BpeMeHu

1 MECTe BbIHECEHUSA PELLEHNS,
YyNOMWHaHWe O NPeAoCTaB/IeHHOM
CTOPOHaM BO3MOXHOCTU
BbICKa3aTbCA M yKasaHWe 0
pacnpeeneHnm Mexay CTopoHamm
pacxofoB Mo NPOu3BOACTBY

fena B apbuTpaxe.

10. CrtpaxoBaHue
10.1. Mokynatens NPpUHNUMAET
Ha cebs BCe 3a60Tbl 1 pacxogbl
M0 CTPaxoBaHWIO B CTPaxoBoW

KOMMNaHWM  NOCTaBAseMOro Mo
KOHTPaKTy

o0bopyf0BaHUSA C MOMEHTA
ero OTrpy3sku c 3aBofa

lMpogasua [O MOMEHTA Mosyde-
HUS

3aBogom [Nokynarens.

10.2. Pacxofbl NO CTpaxoBaHuio
oT 3aBofa NpogasLa 0 MOMeHTa
NorpysKu ToBapa Ha CyAHO



of ...% of the insurance amount
are to be charged to the Sellers'
account and deducted from the

Sellers' invoices at the time pay-
ments are effected.

10.3. Within months
upon signing the Contract the
Buyers are to send to the Sellers
the Insurance Policy issued

in the name of the Sellers
coveringin surance of the goods
from the Sellers' works up to

f.o.b. port of

11. Legal Addresses
of the Parties

Sellers
Buyers
The present Contract is drawn
up in the English and Russian
languages in 2 copies, one
copy for each Party, both texts
being equally valid.

The Contract enters into force
on the date of its signing.
Sellers: Buyers:

TEXT 3. Contract Sample

B MOPTY NOrpy3Kkun B pasmepe
% 0T CTPaxoBOi CyMMbI
OTHOCATCA Ha cueT Mpogasua n

yaepXKnBaroTCA Mokynatenem
npu onsaTe CYETOB 3a 060pYyLOBa-
Hue.

10.3. BTeyeHne___ Mecques
C JaTbl NOAMMCaHUA KOHTpaKTa
MokynaTenb JOMXEH BbICNATb
MpoaasLy CTpaxoBoi Noauc,
BbINMCaHHbIN Ha M Mpoaasua,
MOKPbIBatOLWNIA CTpaxoBaHWe
rpy30B C MOMEHTa OTrpy3Kun 1X
c 3aBofa lNMpogasLa Ao NocTaBKu
®Ob noprt

11. KOpuguyeckue
aapeca CTOPOH

MpopaseL
Mokynatesnb
HacToAwmnin KOHTPaKT cocTas/ieH
Ha aHTIMACKOM 1 PYCCKOM
A3blKax B ABYX 3K3emnsapax, no
OAHOMY 3K3eMNAsSpY 418 KaKAO0M
CTOPOHBI, MpryeM 06a TekcTa
VIMEIOT OIMHAKOBYO FOPVANYECKYHO
cuny.

KOHTpaKT BCTynaeT B cuy ¢
[aTbl ero NoAnucaHmns.
Mpogasey;: MNokynaTesnb

Assignment. Compose a written contract for the following:

Purchase and sale of equipment for a small cafe.
Purchase and sale of machinery and equipment for a car repair

shop.



UNIT 19
BUSINESS CORRESPONDENCE

TEXT 1. BUSINESS LETTERS

Letter writing is an essential part of business communication.
A check, a contract or any other business paper sent by mail should al-
ways be accompanied by a letter. The letter says what is being sent, so
that the addressee should know exactly what you intended to send. It is
a typical business letter called “routine”.

Nowadays more and more agreements are made in English, for Eng-
lish is a universal business language. Joint ventures agreements, bank
loans, and trademark licenses are frequently written in English.

With the appearance of electronic mail, voice mail, and faxes, good
letter writing is loosing its importance. And yet, a well-written busi-
ness letter can help a lot in your business relationships. Awell arranged
letter will make a better impression on the reader, thus good letters
make good business partners.

Business correspondence does not have to be dry and dull. In fact,
the most effective business letters often touch on very personal mat-
ters, not just on money or the bottom line. Taking into account today’s
informational overload it is important to be short and to the point in
most of your correspondence.

There are basically two types of business letters: formal business
letters and informal business letters. VVery often, there is a small differ-
ence between the two.

Structure of a business letter

Sender's address

The sender's address is written on the top right-hand side of the
page if the sheet of paper does not have a printed letterhead.

Date

The date is written on the right-hand side of the page below the
sender's address, sometimes separated from it by a space. If paper has
a printed letterhead, the date is also usually written on the right-hand
side of the page.

The month in the date should not be written in figures, as they can
be confusing. For example, 10.05.2004 means 10thof May 2004 in Brit-
ain, but in the US it means 5th of October 2004. Months are usually
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TEXT 1. Business letters

written not abbreviated, e.g. Oct. for October, but they can be abbrevi-
ated except for May. The abbreviation 'th' after the date is very often
omitted, e.g. 24 May instead of24th May.

Inside (or receiver's) address

This is written below the sender's address and on the opposite side
of the page, i.e. the left-hand one.

1. Ifthe surname of the person is known

Ifthe surname ofthe person to whom the letter iswritten is known,
then it iswritten on the first line ofthe address, preceded by a courtesy
title and either the person’'s initial(s) or his/her first given name, e.g.
MrJ.B. Priestly or MrJohn Priestly, not Mr. Priestly. Courtesy titles
used in addresses are the following:

- -Mr (with or without a full stop; the full form 'mister' should
not be used) is the usual courtesy title for a man.

- Mrs (with or without a full stop; the full form 'mistress’ should
not be used) is used for a married woman.

- Miss (not an abbreviation) is used for a young girl or unmarried
woman.

- Ms (with or without a full stop) is used for both married and un-
married women. Many women now prefer to be addressed by this title,
and it can be used when you are not sure whether the woman is married
or not.

- Messrs. (with or without a full stop; abbreviation for Messieurs,
which is never used) is used occasionally for two or more men, (e.g.
Messrs P. Smith and B.D. Turner) but more commonly forms part of
the name of a firm, (e.g. MessrsJones & Wright Co.)

- There are many special titles, which should be included in ad-
dresses:

- academic or medical titles, e.g. Doctor (Dr.), Professor (Prof.)

- military titles, e.g. Captain (Capt.), Major (Maj.), Colonel
(Col.)

- aristocratic title, e.g. Sir (meaning that the person is a Knight, is
always followed by a given name - SirJohn Brown, not SirJ. Brown
or Sir Brown), Dame, Lord, Baroness, etc.

- Esqg (with or without a full stop; abbreviation for Esquire) is sel-
dom used now. It is used instead of Mr.'and is placed after the name,
e.g. Richard Morton Esg., not Esg. Richard Morton.

2. Ifthe title of the person is known
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If the name of the person you are writing to is not known, you can
write his/her title or position in the company, e.g. the Sales Manager,
or the Finance Director, in which case you can use it in the address.

3. Ifthe department of the company is known

- The letter can be addressed to a certain department of the com-
pany, e g. The Sales Department, or The Accounts Department.

4. If only the name of the company is known

If nothing is known about the company or the department your let-

ter should go to, you can simply address it to the company itself, e.g.
OMEGA Ltd.

Style and punctuation of addresses

The addresses may be typed in a 'blocked' style (when each line is
vertically aligned with the one above):
Jones & Nicholson,
Legal Advisers,
223, Maple street,
Sea CIiff, NY. 11579
or 'indented’, as given below:
Jones & Nicholson,
Legal Advisers,
223, Maple street,
Sea CIiff, NY. 11579
There are no rules stating that one style or the other must be used,
though blocking, at least in addresses, is more common.
If punctuation is used, each line of the address is followed by
a comma, except the last line. But, the majority of firms now use open
punctuation, i.e. without any commas.

“For the attention of”

When the recipient's name or position is not present in the address,
then the expression ‘attention of is used.

e.g. For the attention of Mr. J. Winslow (British style)

Attention: Mr. M.L. McDonalds, Jr. (American style)

Salutations

m To address a man whose name is not known Dear Sir is used.

m To address a company Dear Sirs is used. In the US the following
form of address is used: Gentlemen:

m To address a woman whether single or married, whose name is
not known Dear Madam is used.
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m To address a person whose name and sex are not known Dear Sir

or Madam is used.

When the name of the person is not known, the salutation takes the
form of Dear followed by a courtesy title and the person's surname. Ini-
tials or first names are not generally used in salutations: Dear Mr
Priestly, not Dear MrJ. Priestly. The comma after the salutation is
optional.

The body of the letter

This may be indented or blocked. It is as matter of choice. Which-
ever style you use, you must be consistent and use that style all through
the letter.

If the blocked style is used it is usual to leave a line space between
paragraphs in the body of the letter.

Complimentary close

m [f the letter begins with Dear Sir, Dear Madam, Dear Sirs, it
will close with Yoursfaithfully.

m [fthe letter begins with a personal name - Dear MrJames, Dear
Mr. Robinson - it will close with Yours sincerely.

m Phrases We remain yourfaithfully, or Respectfully yours, etc.
are not used today.

m Americans usually close even formal letters with Yours truly or
Trulyyours. These complimentary clauses are not used in the UK
in commercial correspondence. A letter to a friend or acquain-
tance may end with Yours truly or Bestwishes.

The use of comma after the complimentary close is optional.
The complimentary close can be placed on the left or right side,
or in the center of the page - it depends on the style of the letter. In
blocked-typed letters the complimentary close can be placed on the
left, and in indented letters in the center of the page.

Signature

Signature and position in the firm of the person signing the letter
are always typed before handwritten signature. This is called 'the sig-
nature block'. The signature can begin with initial(s), e.g. A. Jacobs, or
a name, e.g. Andrew Jacobs, and a courtesy title, e.g. Mr., Mrs.,
Miss, Ms.

Ifthere is no full name or atitle, your correspondent will not be able
to identify your sex and may give you the wrong title in the reply letter.
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Therefore it is better to sign a letter with a full name and to include the
title.

Including titles in signatures is important for women because it
makes clear whether they are married (Mrs.) or unmarried (Miss) or
that their maritalstatus is not relevant (Ms.), and because there isaten-
dency to suppose that main positions in a company can only be held by
men.

Per pro

The term per pro’ (p.p.) is sometimes used in signatures and
means ‘for and on behalfof'. Secretaries sometimes usep.p. when sign-
ing a letter on behalf of their bosses.

When writing on behalf of your company, it is useful to indicate
your position in the firm in the signature.

Enclosures

The enclosures into the letter, e.g. documents, leaflets, etc., may be
mentioned in the body of the letter. But it is usual in any case write
Enc. or Encl. at the bottom of the letter, and if there are a number of
documents, they are given as a list:

Enc.

1. Bill oflading (3 copies)

2. Insurance certificate (1 copy)

3. Billofexchange (1 copy)

VOCABULARY
routine [ruti:n] TUNOBOM, CTaHAAPTHBIA; perynsip-
HbIl
addressee f dre'si:] afjpecar, nonyyaresb
joint venture COBMECTHOE MpesnpusaTme
trademark license NNLIEH3MSA HA TOProBYH MapKy
electronic mail (e-mail) 3MIEKTPOHHasA MnoyTa
business relationships [lenoBble OTHOLLIEHNS
letterhead neyaTHbI 6/1aHK (YpMbI
courtesy [kadisi] title TUTYN, HOCUMbIV MO 06blMato, a He
M0 3aKOHY
indented C OTCTYTOM
body of the letter OCHOBHOI TEKCT NCbMa
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matter of choice - BOMpOC Bbibopa

salutation - MPVBETCTBUE; (Ppasa MPUBETCTBMA
(B Havase nrcbMa)

paragraph - ab3aL, oTCTyn (B TEKCTE)

complimentary clause - 3aK/IKUUTENbHAsA hopMy/ia BEXIN-
BOCTU

signature ['signiga] - nognwvck

marital status ['m?ritl 'steitas] - CeMeliHoe MOJoXKeHVie

relevant - CYLLECTBEHHbIM; BaXHbIN

on behalf of - OT /MU, OT UMeHV (KOro-1.)

enclosure - BJIOXeHVie (JOKYMeHTa)

leaflet - JICTOBKA; TOHKasA bpoLLIopa

bill of lading - HaKnafHas, KOHOCaMeHT

insurance certificate - CTpaxoBoe CBUETE/LCTBO

Assignment. Answer the questions:

1 Why letter writing is still important today?

2. Where isthe sender's address written?

3. How are dates written?

4. When the abbreviations Mr, Mrs, Miss, Ms and Messrs are
used?

W hat salutations can be used at the beginning of the let-
ter?

6. What are the most commonly used complimentary clauses?
What are the rules of signing a letter?

8. When isthe term 'p.p." used?

o

~

TEXT 2. FORMAL BUSINESS LETTERS

Formal business letters do not have to be all business. They may in-
clude one or two personal sentences or touch on a personal subject.
However, they are still formal business letters.

There are several rules that you should follow when writing a for-
mal business letter.

m Use company letterhead when appropriate. Company let-

terhead should only be used for business, not for personal mat-
ters.
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UNIT 19. Business correspondence

m Use the proper salutation to open the letter. Ifthe addressee is

more or less known to you and who is more or less your peer, then
the proper salutation would be ‘DearJane”. If the addressee is
an executive level person and you do not feel comfortable using
their first name, both names can be used (i.e., “DearJane Doe").
Ifyou are ayoung executive who hasjust been introduced to a se-
nior executive, do not use their first name in correspondence
since it may seem lacking in respect. Instead use the more formal
introduction, ‘Dear Ms. Doe.”

Use a complimentary closing. For any formal business corre-
spondence, using either “Sincerely* or “Sincerely yours“ is an
appropriate way to close your letter.

m Always sign your letter. Many letters include a typed signature

block followed by a handwritten signature. The primary reason
for this isthat many people's handwriting is illegible. However, it
is a serious error to only include the typed signature. Make sure
you include your written signature underneath the typed signa-
ture block.

Informal business letters

Business executives exchange informal letters on a regular basis

these

days. These letters are most commonly used to please the ad-

dressee in some manner. Examples of informal letters include congratu-
latory letters, complimentary letters, requests for favors, thank you
letters, and letters of encouragement.

Basic characteristics of an effective informal business letter
A good informal business letter:

1
2.
3.
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Should be brief.

Is thoughtful, honest, simple and prompt.

Includes an informal and personal statement immediately fol-
lowing the opening salutation.

Has a trace of humor as well as a trace of praise in it in regard
to the recipient of the letter.

States the purpose of the letter in the first paragraph.

Includes everything that you feel it is important for the recipi-
ent to know.

Is interesting in style.
Is carefully edited.



TEXT 2. Formal business letters

Overall, both formal and informal letters are meant to build bridges
and grow relationships. By practicing your letter writing skills, you
will find what is most effective for you. Improve your ability to commu-
nicate effectively with others through business writing. By doing so,
you will not only enhance your business relationships, but you will also
improve your bottom line.

A Memo Letter

A memorandum (or memo) is a very common form of business let-
ters, which are exchanged between members of the same organization.
The memo usually focuses on one message or piece of information, and
often requests action to be taken. It may be sent to a single person or
a group of people.

There are many different techniques used in memo writing, but sev-
eral basic rules should always be applied:

- Since memos are a little less formal than business letters, it is
best to use simple language.

- Keep your memo clear. Use short, simple sentences.

- Amemo should not be any longer than one page. Most people do
not have time to read long memos.

- The opening and closing formula can be more direct, and less
formal than in a letter.

Here is an example of memo.

Memo

=

DATE 9th June
2. TO Vincent Mills, Human Resources Manager
FROM Philip Groves, Managing Director

3. SUBJECT Seminars on management

4. The seminars as we discussed are to be held on 15-17 June.
Could you contact the members of Seminars and inform me
about the following:

a. The topics that these Seminars cover

b. Short description of each topic

c. Whether you think we should use reports printed in advance

5. We havent much time, so could you do this a.s.a.p. and also

check the availability of the members who will be involved in
these Seminars.
Signature PG
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VOCABULARY
personal subject (matter) - NM4HasA TeMa (BONPOC)
executive level - PYKOBOZSALLMIA YPOBEHb
lack of respect - HeyBaXKeHue, HeMoYTUTelbHOCTb
illegible [tle™obl] - HeYyeTKWiA, Hepa3bopuuBbIi, TPY-
HbIA 4151 YTeHKs (O NOYeEpKe)
memorandum - Cny>ebHas 3anucka, [OK/lafiHas
3anuecka
a.s.a.p. (as soon as possible) - KakK MOXXHO CKopee

Assignment. Answer the questions:

1 What are the rules ofwriting salutations at the beginning ofthe
letter?

What complimentary closings are in use now?

What is a memo?

Who and where writes memos?

What are the rules of memo writing?

asrwbd

Assignment. Translate into English:

MUCbMO - 3TO BaXKHbIV 3/1eMeHT BefeHuna 6usHeca. be3 nepenucku
BECTW [1e/10Bble OTHOLLEHNS HEBO3MOXHO. [104TK BCe TeneOHHbIe A0-
rOBOPEHHOCTW TPebYHOT NMUCbMEHHOTO MOATBEPXAeHMUA. pK ycTaHoB-
NeHUW [enoBbIX KOHTAKTOB XOPOLUO COCTaB/IEHHOE MUCbMO MOXET
nyywnm 06pasom npeacTaBuThb Bally UPMY U co3gatb 61aronpusaT-
HOE BreyaT/ieHne 0 Hell y Ballero NoTeHLManbHOro NapTHepa.

BHewHWn B1A nucbMa MMeeT 60/blIOe 3HayeHue. PUpMbl, Kak
npasuso, MMEIOT CBOW BNaHKW AnA MUCeM, OTreyaTaHHble TUnorpag-
CKMM Cnoco60M. PUPMEHHbIN 6/1aHK JO/DKEH UMETb Ha3BaHWe (PUPMBbI,
ee afjpec, a TaKxxe xapaktep 6vsHeca PUpMbI.

TEXT 3. TELEPHONE CONVERSATIONS

Telephone is the most frequently used means of communication in
business because it’s the quickest way to get or pass on information.
Primary negotiations are very often carried out over the phone. Never-
theless, important telephone conversations concerning prices, terms of
payment or claims, are usually confirmed by a letter.

To save time at the beginning and at the end oftelephone conversa-
tions standard phrases are used. They are given below:
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TEXT 3. Telephone conversations

Useful phrases

Hello. I1'd like to speak to Mr Green, please!” - Anno. 1 6bl xoTen
NOroBOPUTb C r-HOM prHOM, nNoxasnyicra!

Can | have aword with him? - M0oXHO MHe NOroBOpUTb C HUM?

Could you put me through to Mr Green, please? - CoegunHute
MeHS, NOXanymncra, ¢ r-Hom prHom.

Who’s this, please? - Kro y TenethoHa?

Who’s speaking? - Kto rosBoput?

Mr Green speaking. - "oBopuT r-H puH.

Is that Mr Green? - 370 r-H 'puH?

Speaking. - Cnywato.

You've got the wrong number. - Bbl olUMGANCH HOMEPOM.

Sorry, you must have the wrong number. - V3suHuTE, Bbl, 4O/MKHO
ObITb, OLLINGINCL HOMEPOM.

It’s the wrong number. - 3T0 He TOT HOMep.

Sorry to have bothered (troubled) you. - W3BuHUTE 3a
6ecrnoKoIcTBoO.

The line is engaged. Can you hold on? - Homep 3aHAT. Bbl MOXeTe
He BeLlaTtb TPyOKy?

I’ll see ifhe isin. - A nocMoTprO, Ha MECTe /1N OH.

I’'m afraid he’s out at the moment. - o Mmoemy, ero ceiiyac Her.

I’'m afraid he is not available. - Botocb, ero ceiiuac HeT.

Will you leave a message? - lNepegatb emy 4YTO-HUOYAb?

Could you take a message? - Bbl He MO/ 6bl NepeaTh eMy Koe-
yto?

Telephone Skills

The telephone may be one of the most powerful, efficient and
cost-effective business tools you have at your disposal. If things start
out badly on the phone, they may never progress beyond the first call.
Whether you use the phone for customerservice or for sales calls as part
of a telemarketing strategy, telephone manners and etiquette are criti-
cal components of a professional image.

Through experience, you'll develop your own telephone style.
You'll also find customers and prospects responding positively when
you and your employees smile, listen and show personal interest!

The following tips will help you use your “telephone tool” to its
fullest:

- Smile when you're on the phone; your customers will hear it!
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UNIT 19. Business correspondence

- Answer the phone pleasantly and maintain a pleasant demeanor
while on the phone.

- Never answer the phone with food in your mouth or try to eat
quietly while talking.

- Return all phone calls within 48 hours.

- When you place a call that you know might be lengthy, ask ifit's
a good time to talk before you begin the conversation.

- Know what you want to say before making an important call.

- Make a telephone appointment when you want to have a fo-
cused, longer (15 or more minutes) conversation with someone who is
normally busy.

- Listen and respond to the person on the other end of the line.
When you focus on them rather than on what you're going to say next,
the phone call becomes much more conversational.

Evaluate Your Telephone Voice

Your voice is your personality over the telephone. It makes an im -
mediate impression that can portray you as friendly or distant, confi-
dent or timid,spontaneous or mechanical, relaxed or nervous.

So, how doyou come across over the phone? Make a tape recording
ofyourselfwhile on the telephone and evaluate the following attributes:

m Pitch - Is your voice too shrill or strained? Do you speak in
amonotone? In normal speech, pitch varies. These variations are
known as inflection. The more inflection you use, the more inter-
esting your tone of voice is. Keep in mind that when you are un-
der emotional stress, the pitch of your voice will tend to rise and
become shrill or strained. Watch it! The pitch of your voice is an
index of confidence and poise.

m VVolume - Check the volume or loudness of your voice. Is it too
soft or too loud? Often when people are tired or upset their
voices tend to fade, and they will be asked to “speak up.” Be sure
to speak loud enough to be heard, but not so loud that you sound
forced.

m Rate - Ifyou speak too slowly you'll likely lose the attention of
the listener. Conversely, your listener won't be able to follow you
if you speak too rapidly. In either case, your message won't get
through.

m Quality - The quality ofyour voice is its most distinctive and in-
dividual characteristic. This is where the essence of warmth and
understanding come into play. Smiling as you speak enhances
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TEXT 3. Telephone conversations

your vocal quality. Being angry, upset or in a hurry negatively af-

fects your vocal quality.

m Articulation - The price ofpoor articulation is high, particularly
in business. You must pronounce your words very clearly or your
listeners will misunderstand you. Faulty articulation and incor-
rect word pronunciation give your listener the impression that
you are sloppy, careless and lack knowledge.

cost-effective
customer service
telemarketing
tips

etiquette [etiket]
prospect
demeanor

to make an appointment
timid ['timid]
spontaneous

relaxed

to come across as

attribute
pitch
volume
shrill

strained

confidence
poise

rate

to get through
articulation

VOCABULARY

peHTabebHbIN

cnyx6a paboTbl C MOKYNaTensmm
MPAMOI MapKETUHT 10 TesledhoHy
COBETb, MOACKa3KM

3TUKET

npeanonaraembiii KVEHT (amp.)
NoBeAeHMe, MaHepa BecTu Ccebs
(amp.)

Ha3HauaTb BCTpeyy

POOKWIA; 3aCTEHUMBbIV
HENPUHYXKAEHHbIN
HeHarpsHKeHHbIN

Ka3aTbCA, NMPon3BOANTL Brievatne-
Hme

CBOIACTBO; OT/INYNTE/bHAS YepTa
BbicOTa (TOHa, 3BYKa U T. .)
rPOMKOCTb 3BYKa

PE3KUIA;  BM3IIMBbIA;  BbICOKMIA
(0 3BYKE)

HaTAHYTbIA, HanpshKeHHbI; Heec-
TECTBEHHbIIA

YBEPEHHOCTb
camoobagaHve
Temn

ObITb MOHATHIM

apTVIKYNIALMSA, NPOV3HECEHME 3BY-
KOB
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UNIT 19. Business correspondence

inflection WHTOHaLMA ronoca

sloppy pasr. HepALLIMBbLIA, HEOPEXKHD IV
careless JIErKOMBbIC/IEHHB I, HECEpPbE3HbIi
to misunderstand HernpaBWILHO MOHATb

faulty HenpasWbHbIV

Assignment. Translate into English:

Cnywato. Kto rosoput?

MO>XHO MHe MoroBopuThb C ...?

KToy TenegoHa?

"oBopuT IMeTpos.

Bbl on6IMCL HOMEPOM.

£ NOCMOTpIO, Ha MecTe /i1 OH. MpocTuTe, ero ceiyac Het. MNepe-
[laTb eMy 4TO-HUbYab?

He BelwuaiTe TpyOKy, noxanyicra.

CoefnMHNTE MeHs, MoXanyicTa, ¢ r-HoM puHoMm.

Bbl X0TUTe Nepefatb UTO-HUOYAL?

O Tk WN R

© o N



UNIT 20
MARKETING MANAGEMENT

TEXT 1. MARKETING MANAGEMENT

Management is a function of planning, organizing, coordinating,
directing and controlling. Any managerial system, at any managerial
level, is characterized in terms of these general functions.

Management is a variety of specific activities. Marketing manage-
ment refers to a broad concept covering organization of production and
sales of products, which is based on consumer requirements research.
All companies try to look beyond their present situation and develop
a long-term strategy to meet changing conditions in their industry.
Marketing management, therefore, consists of evaluating market op-
portunities, selecting markets, developing market strategies, planning
marketing tactics and controlling marketing results.

Strategic planning includes defining the company’s long-term ob-
jectives as well as specific objectives, such assales volume, marketshare,
profitability and innovation, and deciding on financial, material and
other resources necessary to achieve those objectives.

In problems of market selection andproductplanning one ofthe key
concepts isthat ofthe Product Life Cycle. That products pass through
various stages between life and death (introduction - growth - matu-
rity - decline), is hard to deny. Equally accepted is the understanding
that a company should haveproducts mix with representation in each of
these stages. Companies can make far more effective marketing deci-
sions ifthey take time to find out where each oftheir products stands in
its life cycle.

As a managerial process, marketing is the way in which an organiza-
tion determines its best opportunities in the marketplace. The market-
ing process is divided into a strategic and a tactical phase. The strategic
phase has three components-segmentation, targeting, and positioning
(STP). Segmentation is determining different groups of customers in
the market. Targeting is choosing which groups of customers can be
served effectively. Positioning is placing the company or brand in rela-
tion to competitors.

The marketing process includes designing and implementing vari-
ous tactics, commonly referred to as the “4 Ps”: product, price, place
(or distribution), and promotion.
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| UNIT 20. Marketing Management

VOCABULARY

marketing management yNpasneHvie MapKeTVHIOM
market opportunities KOHBIOHKTYpA pblHKa

sales volume
market share

product planning

product life cycle
introduction
maturity

decline

product mix

marketing decision
sales

segmentation
targeting

positioning

brand

Assignment. Answer the questions:

00ObeM NpofaX

1) pons Ha pbiHKE, 2) Aons yda-
ctus; 3) yAe/bHbIA BEC KOMMaHUN
B 000pOTE PbIHKA; 4) yaenbHbI BEC
TOBapa B 060pOTe PbIHKA

NNaHNPOBaHKe HOMEHKNATYpbl U3-
Lenwii

KVI3HEHHBIV LIMKN NpoayKTa
BBE/IEHVE, OCBOEHME
3penocTb

crag, ynanok

CTPYKTYpa NPOAYKLMM; HOMEHK/a-
Typa NPOAYKLMMN; aCCOPTUMEHT W3-
Jlenvin

PELLIEHME 0 BbIOOPE PbIHKOB CObTa

06beM Mpoaak, 06beM CObITa, TOBa-
poobopoT

CerMeHTaLms (PbIHKa)

TapreTVHr, onpeaeneHiie Kpyra ro-
TeHLMa/IbHbIX NOTpetUTENen

MO3VLVOHMPOBaHYe ToBapa (mp-
Mbl) Ha PbIHKE M0 OTHOLLEHWO K aHa-
JIOTV4HbIM TOBapam KOHKYPEHTOB

(hrpmeHHas MapKa ToBapa

1 What is marketing management?

2. What is the Product Life Cycle and why it is considered one of
the key concepts in marketing?

3. What is the strategic phase in a marketing process?

4. What is the tactical phase a marketing process?

TEXT 2. WHAT IS MARKETING?

Marketing is the wide range of activities involved in making sure
that you're continuing to meet the needs of your customers and getting
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TEXT 2. What is marketing?

value in return. These activities include market research to find out, for
example, what groups of potential customers exist, what their needs
are, which ofthose needs you can meet, how you should meet them, etc.

Marketing also includes analyzing the competition, positioning
your new product or service (finding your market niche), pricing your
products and services, and promoting them through continued adver-
tising, promotions, public relations and sales.One of the greatest needs
of managers of business is to understand and develop marketing pro-
grams for their products and services. Business success is based on the
ability to satisfy customers. Modern marketing programs are built
around the “marketing concept,” which directs managers to focus their
efforts on identifying and satisfying customer needs - at a profit.

Marketing results can be improved through a better understanding
of customers. This approach usually is referred to as the marketing con-
cept. Marketing isa very complex subject; it deals with all the steps be-
tween determining customer needs and supplying them at a profit.

Any marketing program has a better chance of being productive ifit
is timed, designed and written to solve a problem for potential custom-
ers and is carried out in a way that the customer understands and
trusts.

The Marketing Concept

The marketing concept is based on the importance of customers to
a firm and states that:

- All company policies and activities should be aimed at satisfying
customer needs, and

- Profitable sales volume is a better company goal than maximum
sales volume.

To use the marketing concept, businesses should:

- Determine the needs of their customers (Market Research);
Analyze their competitive advantages (Market Strategy);
Select specific markets to serve (Target Marketing), and;

- Determine methods how to satisfy those needs (Marketing
Mix).

Market Research
In order to manage the marketing function successfully, good infor-
mation about the market is necessary. Frequently, a small market re-
search program, based on a questionnaire given to present customers
and/or prospective customers, can disclose problems and areas of dis-

231



UNIT 20. Marketing Management

satisfaction that can be easily remedied, or new products or services
that could be offered successfully.

Marketing Strategy

Marketing strategy consists of identifying customer groups (Target
Marketing), which a small business can serve better than its larger com-
petitors, and tailoring itSproduct offerings, prices, distribution, promo-
tional efforts and services towards that particular market segment
(Managing the Marketing Mix). A good strategy implies that a business
cannot be all things to all people and must analyze its markets and its
own capabilities so as to focus on a target market it can serve best.

Target Marketing

Owners of small businesses have limited resources to spend on mar-
keting activities. Concentrating their marketing efforts on one or a few
key market segments is the basis of target marketing. The major ways
to segment a market are:

m Geographical segmentation - developing a loyal group of con-

sumers in the home geographical territory before expanding into
new territories.

m Product segmentation - extensively promoting existing
best-selling products and services before introducing a lot of new
products.

m Customer segmentation - identifying and promoting to those
groups of people most likely to buy the product. In other words,
selling to heavy users before trying to develop new users.

Managing the Marketing Mix

There are four key marketing decision areas in a marketing pro-
gram. They are:

m Products and Services,

m Promotion,

m Place (Distribution), and

m Pricing.

The marketing mix is used to describe how owner-managers com-
bine these four areas into an overall marketing program.

Products and Services

Effective product strategies for a marketing manager may include
concentrating on anarrowproduct line, developing a highly specialized
product containing an unusual amount of service.
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TEXT 2. What is marketing?

Promotion

This marketing decision area includes advertising, salesmanship and
other promotional activities. In general, high quality salesmanship is
necessary for small businesses due to their limited ability to advertise
heavily. Good yellow-page advertising is widely used by small retailers.
Direct mail is an effective, low-cost medium of advertising available to
small businesses.

Price

Determining price levels and/or pricing policies (including credit
policy) is the major factor affecting total revenue. Generally, higher
prices mean volume of trade and vice-versa, however, small businesses
can often command higher prices due to the personalized service they
can offer.

Distribution

The manufacturer and wholesaler must decide how to distrib-
ute their products. Working through established distributors or
manufacturers' agents generally is most feasible for small manufac-
turers. Retailers should consider cost and traffic flow as two major
factors in location site selection. In other words, low cost, low traf-
fic location means you must spend more on advertising to build
traffic.

Marketing Performance

After marketing program decisions are made, owner-managers
need to evaluate how well decisions have turned out. Standards ofper-
formance need to be set up, so results can be evaluated against them.
Sound data on industry norms and past performance provide the basis
for comparing against present performance.

Owner-managers should audit their company's performance at
least quarterly. The key questions to ask are:

m |s the company doing all it can to be customer-orientated?

m Do the employees make sure the customer's needs are truly satis-
fied and leave them with the feeling that they would enjoy com-
ing back?

m [s it easy for the customer to find what he or she wants and at
a competitive price?
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VOCABULARY

marketing concept
market research

market strategy
target marketing

questionnaire

product offering
product strategy
marketing manager

product line

marketing mix

heavy user

marketing decision
salesmanship
promotional activities

direct mail

pricing policy
volume of trade
feasible
wholesaler
retailer

traffic flow

standards of performance
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KOHLIEMNUNA MapKeTUHIra

V3yYeHne KOHbIOHKTYPbI, BO3MOX-
HOCTEl pbIHKa

PbIHOYHAsA CTpaTerms

LieNleBOA MapKeTUHr (pasrpaHuye-
HVie CErMEHTOB PbIHKa, BbIGOP 0AHO-
FO WM HECKOJTbKVIX U3 3TVIX CErMeH-
TOB M pa3paboTka TOBapOB U KOM-
M/IEKCOB MapKeTMHra B pacyeTe Ha
KaXKObIA 13 OTOGPaHHbIX CerMeH-
TOB)

BOMPOCHMK, aHKeTa,  OMPOCHbIN
et

MPeL/IoKeHME TOBapa Ha PbIHKe
CTpaTerysi B OTHOLLIEHWM MPOAYKTa

MEeHEHKEP M0 MaPKETVIHIY, 3aBeyHO-
LA OTAENOM CObITa

MpeAMETHO-MPOV3BOACTBEHHAS
creupanmsaums

TaKTUKa N METOfbl MapKeTUHIa
KPYMHbIiA noTpebuTe/b

peLLeHue 0 BbIGope PbIHKOB CObITa
YMeHVie NpoJaBaTh, TOProBarb

MEpONpUATUS MO MPOABVKEHMIO
TOBapa, [AESTENbHOCTb MO OpraHu-
3aLum cnpoca K cobita

METOZ, MapKeTVHIa, MK KOTOPOM
KOMMaHWM  paccbliatoT  06pasupl
CBOE MpOAYKUMM MOTEHLMasb-
HbIM 3aKa34MKam

MOMNTUKA LiEH
06BEeM TOProB/n

BEPOSATHbIA, BO3MOXHbIi
OMTOBMK, OMTOBbIV TOProBeLl
PO3HMYHbIV TOProBeL|,
TOProB/1s, NMOTOK NOKyraTesiei
CTaHapTbl paboThI



TEXT 3. How to develop a marketing concept?

quarterly - pa3 B KBapTa/, pa3 B TpU Mecsla

competitive price - KOHKYpPEHTHas LieHa, KOHKYPEHTO-
Croco6Hast LieHa

Assignment. Answer the questions:

=

What is a marketing concept?

What is a marketing concept based on?
What is Market Research?

What is Market Strategy?

What is Target Marketing?

What is geographical segmentation?
What is product segmentation?

What is customer segmentation?
What is Market Mix?

©ooNOOk WD

TEXT 3. HOW TO DEVELOP A MARKETING CONCEPT?

Unfortunately, there is still a misunderstanding about the word
marketing. Many people, including top executives, use it as a sophisti-
cated term for selling. The words “Marketing representative” are com-
monly used in ads to recruit salespeople. Actually, marketing is a way of
managing a business so that each critical business decision is made with
full knowledge of the impact it will have on the customer.

Here are some specific ways in which the marketing approach dif-
fers from the classic, or sales approach to managing a business.

1 In the classic approach, engineers and designers create a prod-
uct, which is then given to salespeople who are told to find customers
and sell the product. In the marketing approach, the first step is to de-
termine what the customer needs or wants. That information is given
to designers who develop the product and finally to engineers who pro-
duce it. Thus, the sales approach only ends with the customer, while
the marketing approach begins and ends with the customer.

2. The second major difference between the sales and marketing
approaches is the focus of management. The sales approach almost al-
ways focuses on volume while the marketing approach focuses on
profit.

In short, under the classic (sales) approach the customer exists for
the business, while under the marketing approach the business exists
for the customer.
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UNIT 20. Marketing Management

The marketing concept is a management plan that views all mar-
keting components as part ofa total system that requires effective plan-
ning, organization, leadership and control. It is based on the
importance of customers to a firm, and states that:

All company policies and activities should be aimed at satisfying
customer needs. Profitable sales volume is a better company goal than
maximum sales volume.

In order to conduct a successful marketing program you must be
able to answer the following questions:

1. What type of business are you in (manufacturing, merchandising
or service)?

2. What is the nature of your product(s) or service(s)?

3. What market segments do you intend to serve? (Describe the
age, sex, income level and life-style concept characteristics of each mar-
ket segment.)

4. What strategies will you use to attract and keep customers?

m Product

m Price

m Place

m Promotion

m Persuasion (personal selling)

5. What is your unique selling proposition (USP)?

Who are your competitors, and what will you do to control your
share of the market?

VOCABULARY
sophisticated C/IOXKHbIN
salespeople npozasLbl (amep.)
impact BO3/ENCTBME; BNNSHME
manufacturing MpOoM3BOLCTBO
merchandising TOProBAs,cobIT
life-style concept KOHLIeNuus “obpasa >KM13HU" (KOH-

Lienuyis B COBPEMEHHOM MapKeTVIH-
re, YYWTbIBaKOLLEA WHAVBUAYA/b-
Hble OCOBEHHOCTM NOTPedUTENs
Mpy BbIGOPE MOKYMOK ¥ MiaHnpo-
BaHUM 3aTpar) (amep.)

persuasion [pa‘'sweipn] y6exaeHve
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TEXT 4. Marketing control

unique selling proposition - YHVIK&/IbHOe TOpProBOe Mpes/ioxke-
Hve
share of the market - [0N4 pbIHKa

Assignment. Answer the questions:

1 What is the difference between the sales approach and market-
ing approach to business?

2. What questions are to be answered to conduct a successful mar-
keting program?

TEXT 4. MARKETING CONTROL

There are four types of marketing control, each of which has a differ-
ent purpose: annual-plan control, profitability control, efficiency con-
trol,and strategic control.

Annual-plan control

The basis ofannual-plan control is managerial objectives-that isto
say, specific goals, such assales and profitability that are established on
a monthly or quarterly basis. Organizations use five tools to monitor
plan performance. The first is sales analysis, in which sales goals are
compared with actual sales and discrepancies are explained or ac-
counted for. A second tool is market-share analysis, which compares
a company's sales with those of its competitors. Companies can express
their market share in a number of ways, by comparing their own sales to
total market sales, sales within the market segment, or sales of the seg-
ment's top competitors. Third, marketing expense-to-sales analysis
shows how much a company spends to achieve its sales goals. The ratio
of marketing expenses to sales is expected to fluctuate,and companies
usually establish an acceptable range for this ratio.

In contrast, financial analysis estimates such expenses (along with
others) from a corporate perspective. This includes a comparison of
profits to sales profit margin), salesto assets (assetturnover), profits to
assets (return on assets), assets to net worth (financial leverage), and, fi-
nally, profits to net worth (return on net worth).

Finally, companies measure customer satisfaction as a means of
tracking goal achievement. Analyses of this kind are generally less
quantitative than those described above and may include customer’s
complaints and suggestions systems, surveys of customer’s needs satis-
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UNIT 20. Marketing Management

faction, and careful analysis of reasons why customers switch to a com-

petitor's product.

marketing control [kan'toul]

annual-plan control
profitability control
efficiency control
strategic control
sales analysis

sales and profitability
plan performance

to account for

market-share analysis
expense-to-sales analysis
to fluctuate

corporate perspective
profit margin

asset turnover

return on assets
financial leverage

return on net worth

Assignment. Answer the questions:

1 What is annual plan control?

VOCABULARY

ynpas/ieHne MapKeTUHIOM
KOHTPO/b FOA0BOrO MNiaHa
KOHTPO/Ib PeHTabe/IbHOCTM
KOHTPO/1b 3eKTUBHOCTU
CTpaTernyeckuii KOHTPO/Ib
aHanm3 BO3MOXKHOCTel cobiTa
00beM MPOAAK M PEHTAOE/TbHOCTb
BbIMO/HEHe MiaHa

1) 06BACHATb, 2) HeCTU OTBETCT-
BEHHOCTb; 3) OTBeYarh; 4) OTunTbl-
BaTLCH; 5) MPYHUMATH BO BHVMaHWe

aHa/m3 yaenbHOro Beca KOMMaHum
B 060pOTe pbIHKa

aHa/mM3  COOTHOLLEHMst  3aTpar
1 06beMa NPOLEK

Konebatb(cs), ObIb HEYCTONUM-
BbIM

BUAbI Ha Oy/yLLiee y KOpropaLm
pasmep nprobUIn

0060pOT OCHOBHbIX (hHOHA0B
[0X0[1b! Ha aKTUBbI

(hMHAHCOBbLIN NleBepepK, MoKasa-
Tefb  UCMOMb30BAHMA  3aEMHbIX
cpeacTts

NpUbbUTb Ha COGCTBEHHbIN Karu-
Tan

2. What are the tools to monitor plan performance?
3. What does market-share analysis show?
4. What does expense-to-sales analysis show?
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TEXT 4. Marketing control

Assignment. Translate the text into Russian:

Marketing Methods

Before selling the goods you must do a lot of market research first.
The information you are interested in is if there is any demand for your
goods, what the market potential is, what sort of competition you will
meet, i.e. how the price of your goods compares with other competitive
products including those produces locally, local conditions and prefer-
ences, local trading customs and habits, what seasonal factors should be
taken into account and the like.

But in general marketing covers not only market research, but also
planning the selection (assortment) of goods, and consequently the
production itself, price policy, advertising and promotion of sales, con-
trolling the sales, and post-sales servicing.

So marketing is a system of running all the business activities of
acompany in respect of coordinating supply and demand for the goods
produced. Originally marketing was meant to help avoid overproduc-
tion in industrially advanced countries. Marketing enables to coordi-
nate production and goods circulation (consumption of goods) for the
purpose of using all the resources for the benefit of people and for cov-
ering in the best possible way all their needs (requirements).

Assignment. Write a short essay on:

1. Marketing as the wide range of activities.
2. Developing a marketing concept.
3. Target marketing.



UNIT 21
ADVERTISING

TEXT 1. BASIC DEFINITIONS OF ADVERTISING,
PROMOTION, PUBLIC RELATIONS AND PUBLICITY,
AND SALES

It's easy to become confused about these terms: advertising,promo-
tion,public relations and publicity, and sales. The terms are often used
interchangeably. However, they refer to different but similar activities.
Some basic definitions are provided below.

What is Advertising?

Advertising is bringing a product (or service) to the attention of
potential and current customers. Advertising is typically done with
signs, brochures, commercials, direct mail or e-mail messages, personal
contact, etc.

What is Promotion?

Promotion keeps the product in the minds of the customer and
helps stimulate demand for the product. Promotion involves ongoing
advertising and publicity (mention in the press). The ongoing activi-
ties of advertising, sales and public relations are often considered as-
pects of promotions.

What is Public Relations?

Public relations includes ongoing activities to ensure the company
has a strong public image. Public relations activities include helping
the public to understand the company and its products. Often, public
relations are conducted through the media, that is, newspapers, televi-
sion, magazines, etc. As noted above, public relations is often consid-
ered as one ofthe primary activities included in promotions.

What is Publicity?

Publicity is mention in the media. Organizations usually have little
control over the message in the media, at least, not as they do in advertis-
ing. Regarding publicity, reporters and writers decide what will be said.

What is Sales?

Sales involves most or many of the following activities, including
cultivating prospective buyers (or leads) in a market segment; convey-
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TEXT 1. Basic Definitions of Advertising, Promotion, Public Relations

ing the features, advantages and benefits of a product or service to the
lead; and coming to agreement on pricing and services.

An Example of the Definitions

The following example from the Reader's Digest may help to make
the above five concepts more clear.

“...if the circus is coming to town and you paint a sign saying
'‘Circus Coming to the City Saturday', that's advertising. Ifyou put the
sign on the back ofan elephant and walk it into town, that's promotion.
If the elephant walks through the mayor's flower bed, that's publicity.
And if you get the mayor to laugh about it, that's public relations.”
Ifthe town's citizens go the circus and they spend a lot of money at the
circus, that's sales.”

VOCABULARY

advertising and publicity pek/iaMa v nponaraHaa

public relations CBA3b C OOLLECTBEHHOCTLIO (Mpec-
ca, MOTPedUTENM, KIMEHTLI U T. )

promotion COLie/iCTB/E B MPOAAKE KaKOro-/1.
ToBapa (avep.)

media ['mi:dja] CpeAcTBa MHpopMaLmm

sign [sain] BbIBECKA

brochure [braujjua] GpoLLtopa, 6YK/ET, MPOCMeKT

commercial KOpPOTKas 3BYyKOBasi peknama wiu
BMEOpeK/Iama Ha paavo Uin Tene-
BMLEHUN

direct mail [dai'rekt 'meil] METOZ MaPKETMHIa, NPy KOTOPOM

KOMMaHWM  paccbinatoT  06pasLypl
CBOE/i MPOAYKLMAM MOTEHLMab-

HbIM 3aKa3uMKam
demand crnpoc
lead MOTEHLMa/bHbIA MOKyTaTesb (amep)
to convey nepesasarb (YyBCTBA U T. 1)
feature OCOGEHHOCTb,  fiETaNb,  MPU3HAK,
CBOVICTBO

Assignment. Answer the question:

What are the definitions ofadvertising, promotion, public relations
and publicity, sales?
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| UNIT 21. Advertising
TEXT 2.

Advertising is one of the largest industries. In 1986, for example,
American business spent over $100 billion to advertise its products.
Since consumers are the principal targets of these sales campaigns, we
ought to know something about the services advertisers perform, as
well as some of the techniques they use.

The Benefits of Advertising

Advertising benefits consumers and the economy in a number of

ways:

m |t provides us with information about prices, appearance of cer-
tain new goods and services, and their availability.

m Advertising often results in lower prices. Large-scale production
can reduce costs. By creating mass markets, advertising enables
producers to reduce the costs of their products and pass those
savings on to the consumers.

m Advertising stimulates competition, and competition benefits all
of us. Advertising by one firm puts pressure on others within the
industry.

m Advertising pays most of the cost of magazines and newspapers,
and all of the cost of commercial radio and TV.

Advertising helps the economy as a whole by stimulating consumer

demand. Consumer spending has a direct effect on the health of the
economy. Advertising helps to keep that spending at healthy levels.

The Price We Pay for Advertising

Not everyone agrees that advertising benefits the economy. Critics
list the following points of its disadvantages:

m The information contained in advertising does not inform and of-
ten misleads the consumer.

m Because it costs money to advertise, this cost adds to the price
consumers pay.

m Consumers are tempted to spend money for products they do not
really need.

m Radio and TV are not really free because the cost of advertising
on them is also passed on to the consumer.

Advertising Strategies

Three strategies that have been especially popular with advertisers
can be classified as slogans, rational appeals, and emotional appeals.
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TEXT 2. Advertising

Slogans. Advertisers often use slogans that sound great but mean
little or nothing. Yet, advertisers seem to feel that such slogans, when
repeated often enough, do increase sales.

Rational Appeals. Rational appeals rely upon logic or reason to
convince the consumer to buy a product.

“Our Cookies Contain 25% Fewer Calories Than the Next Leading
Brand.” This is an example ofan advertisement that appeals to reason. Ads
for health foods,pain relievers and home remedies tend to use this technique.

Emotional Appeals. Emotional appeals rely upon the use of psy-
chology. The following is a sampling of such strategies:

- Testimonials. These are the advertisements in which famous
people claim they use and enjoy a particular product. Ads for sports
equipment frequently rely on this strategy.

- The Bandwagon. The bandwagon appeal implies that every-
body is using a particular product, and that ifyou dont, you will be left
out. The term derives from the practice, during nineteenth-century cir-
cus or political parades, of jumping on or following behind the wagon
carrying the band. soft drink and automobile ads use this appeal.

- Popularity. Some advertisements suggest that simply by using
the advertised product you will be popular or find romance. Tooth-
paste ads showing moments of romance between handsome young men
and women are typical of these kinds of campaigns.

Every day you as a consumer are the object of the marketing efforts
of companies. The advertising on television and radio and in the news-
paper that come to your house are just some of the ways that salespro-
motions reach you. Most of these marketing strategies represent honest
efforts to convince you to buy a product or service. Nevertheless, you
are responsible for evaluating advertising directed at you, separating
fact from emotion, and deciding whether or not to buy the product.

VOCABULARY

sales campaign KOMMaHWs Mo opraHu3awymn 1 ctu-
MY/IPOBaHIIIO CObITa

to benefit nomorartb, NPUHOCUTb MOb3Y

large-scale production CEpMIAHOE MPOM3BOACTBO

mass market PbIHOK TOBapPOB MacCOBOr0O MPom3-
BOACTBA

consumer demand CrpoC  HacenieHust, MoTpeGuTeb-
CKUiA cnpoc
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UNIT 21. Advertising

spending
disadvantage
to mislead

to tempt

slogans

rational appeal
emotional appeal
pain relievers
remedies

testimonial
soft drink
romance
bandwagon

marketing efforts

sale promotion

Assignment. Answer the questions:

pacxogbl, TpaTbl

HEA0CTaTOK, YObITOK, YLLIEPO
BBOAMTb B 3a0/y>KAEHNE
yroBapmBatb, CK/IOHSATb; CO6Ma3-
HSITb, YOEXKAATH

CrioraH (I03yHr, Mpu3sbIB)

NpY3bIB K pasymy
3MOLMOHa/bHbIV NPK3bIB
6o/eyTONAOLLME CPEAcTBa

CPEACTBO OT 6OME3HN, MEAVKAMEHT,
NeKapcTBO

PeKOMeHAaLS
6e3a/1KOro/bHbIM HANMTOK
N060BHasA 1CTOPUSA

(hyproH 1 rpy30BKK C OPKECTPOM
(nepeaBVKHOrO LMPKa U T. 1.)

MepbI M0 OpraHM3aLymn 1 CTUMY -
pOBaHUIO CObITa

CTUMYNMPOBaHME CObITa

1 What are the methods and types of advertising?
2. In what way do consumers and the economy benefit from ad-

vertising?

What are the benefits of advertising?
What are the disadvantages of advertising?
How are advertising strategies classified?

Can you give the examples of different advertising strategies on
Russian TV?

SR L

7. Does advertising influence your personal decisions to buy or

not to buy?

TEXT 3. MAJOR METHODS OF ADVERTISING

AND PROMOTION

How to Write Ads?

Writing ads is a skill. There are important aspects to think about,
including the wording, graphics, arrangement of wording and graphics,
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TEXT 3. Major Methods of Advertising and Promotion

coloring, how your audience will interpret the ads, their placement, etc.
Poorly done ads can hurt you worse than not having ads at all.

What Should You Write in Your Ads?

Before you write your ads, you should carefully think over your
unique selling position so you know what unique features and benefits
to convey and to whom.

Note that a common mistake among inexperienced ad writers is to
write the ad to themselves, rather than to their current and potential
customers. Your ads should clearly tell about the benefits of products
and services to potential customers. Use the terms that the customer
will value, for example, easy access, low cost, easy to use, reliability, etc.
Your ads should answer the customer's question: “What's it for me?”
Your ad should also specify what they are to do next. What action
should they take and how do they take it, for example, whom do they
call and how.

Major Methods of Advertising

Brochures - Brochures can contain a great deal of information if
designed well, and are becoming common methods of advertising.

Direct mail - Mailsent directly from you to your customers can be
highly customizedto suit their nature and needs. You may want to build
a mailing list of your current and desired customers.

E-mail messages - These can be wonderful means to inform about
your business. Your e-mail address may be included at the end of each
ofyour e-mail messages. Many e-mail software packages will automati-
cally attach your e-mail address, if you prefer.

Magazines - Magazines ads can be quite expensive. Find out if
there's a magazine that focuses on your particular industry. If there is
one, then the magazine can be very useful because it already focuses on
your market and potential customers. Consider placing an ad or writ-
ing a short article for the magazine. Contact a reporter to introduce
yourself. Reporters are often on the look out for new stories.

Newsletters - This can be powerful means to conveying the nature
of your organization and its services.

Newspapers - Lots of people read local newspapers. You can get
your business in the newspaper by placing ads, writing a letter to the
editor or working with a reporter to get a story written about your
business. Advertising can get quite expensive. Newspapers are often
quite useful in giving advice about what and how to advertise.
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UNIT 21. Advertising

Posters and bulletin boards - Posters can be very powerful when
placed where your customers will actually notice them. Place the post-
ers on bulletin boards and other places which your customers frequent,
and always refresh your posters with new and colorful posters that will
appear new to passers by.

Radio announcements - A major advantage of radio ads is they are
usually cheaper than television ads, and many people still listen to the
radio, for example, when in their cars.

Telemarketing - The use of telemarketing is on the rise.

Television ads - They are more expensive than most of major
forms ofadvertising. However, with the increasing number oftelevision
networks and stations, businesses are placing more commercials or
other forms of advertisements.

Web pages - Now, advertising and promotions on the World
Wide Web are almost commonplace. Using the Web for advertising re-
quires certain equipment and expertise, including getting a computer,
getting an Internet service provider, buying (usually renting) a Web
site name, designing and installing the Web site graphics and other
functions as needed (for example, an on-line store for e-commerce), pro-
moting the Web site (via various search engines), and maintaining the
Web site.

VOCABULARY
ad (cokp. ot advertisement) - 006bsB/IEHME, peKama
to place (publish, run) an advertise- - ony6/MKoBaTb peknaMHoe 06bsiB-
ment JeHvie
wording - (hopma BbIpayKeHWs, (hopMy/IMpoBKa
audience [o:djens] - paguocnyLuartenu, Tefie3puTenn
easy access - CBOOOAHbIA  AOCTYM,  OTKPbITbIN
JocCTyr
reliability [ri,lai9biliti] - HafieXHOCTb
newsletter - WH(OPMAUVOHHbIA  OtoNNIeTeHb
(mpMbl, yupexaeHs)
bulletin board - [I0CKa 06bsABNEHNIA (amep.)
poster - peknamHas acmia
customized - CAenaHHbIM no 3akasy
mailing list - CMMCOK aapecaToB
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TEXT 4. What Advertising Medium to Use?

software package KOMM/IEKT MpOrpaMMHOro obecre-
YeHus

television network Te/IeBU3NOHHAA CETb

commonplace MPVBbIYHOE [eNo, 06bIMHOE AB/e-
HVe

on-line store VHTepHeT-MarasuH

e-commerce TOPro./s yepes HTepHeT

search engine MoMCKoBasi MaLLiMHa B IHTepHeTe

Assignment. Answer the questions:

1 What should the ads convey to the public?

2. What must the wording in the ads be?

3. What should the ads also specify?

4. What are the main methods of advertising? Briefly describe
them.

TEXT 4. WHAT ADVERTISING MEDIUM TO USE?

Newspaper Advertising

Every advertising medium has characteristics that give it natu-
ral advantages and limitations. As you look through your newspa-
pers), you'll notice some businesses that advertise regularly.
Observe who they are and how they advertise their products and
services. More than likely, their advertising investment is working
if it's selling!

Some Advantages in Newspaper Advertising

Almost every home receives a newspaper, either by news-stand or
home delivery. Reading the newspaper is a habit for most families. And,
there is something for everybody: sports, comics, crosswords, news,
classifieds, etc. You can reach certain types of people by placing your ad
in different sections of the paper. People expect advertising in the
newspaper. In fact, many people buy the paper just to read the ads from
the supermarket, movies or department stores.

Unlike advertising on TV and radio, advertising in the newspaper
can be examined at your leisure. A newspaper ad can contain details,
such as prices and telephone numbers or coupons.

There are many advantages to advertising in the newspaper. From
the advertiser's point-of-view, newspaper advertising can be conve-
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UNIT 21. Advertising

nient because it can be made quickly, ifnecessary, and you can often in-
sert anew advertisement on short notice. Another advantage is the large
variety of ad sizes which newspaper advertising offers. Even though
you may not have a lot of money in your budget, you can still place a se-
ries of small ads.

Some Disadvantages with Newspaper Advertising

Advertising in the newspaper offers many advantages, but it also
has disadvantages, such as:

- Newspapers usually are read once.

- The print quality of newspapers isn't always the best, especially
for photographs. So for best results simple artwork and line drawings
are to be used.

- Your ad has to compete with other ads for the reader's atten-
tion.

- Not every person who gets the newspaper will read your ad. They
may not read the section you advertised in, or they may simply have
skipped the page because there wasn't any interesting news on it.

Magazine Advertising

The main differences between newspaper advertising and magazine
advertising are the following: magazines are usually weekly or monthly
publications instead of daily and advertisements in magazines are more
often in color.

Because ads in magazines are not immediate, they take more plan-
ning. Often, an ad for a monthly magazine must be prepared at least
a month in advance of publication, so ads detailing prices and items
have to be carefully composed to insure accuracy.

There are two categories of magazines: trade magazines and con-
sumer magazines. Trade magazines are publications that go to certain
types of businesses, services and industries. Consumer magazines are
generally the kind you find on the average newsstand.

Radio Advertising

Since its beginning, radio has become an integral part of our cul-
ture. In some way, it touches the lives of almost everyone, every day.
Radio, as a medium, offers a form of entertainment that attracts listen-
ers while they are working, traveling, relaxing or doing almost any-
thing. Radio offers information such as: news, weather reports,
advertising and music.
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TEXT 4. What Advertising Medium to Use?

Television Advertising

Television is often called the “king” of the advertising media, since
a majority of people spend more hours watching TV per day than any
other medium. TV has proven its persuasive power in influencing hu-
man behavior. But it's also the “king” of advertising costs.

Cable Advertising

Cable advertising is a lower cost alternative to advertising on
broadcast television. It has many of the same qualities as broadcast
television, and in fact, since it offers more programming, it's even easier
to reach a designated audience.

Outdoor Advertising

When people think of Outdoor Advertising, they usually think of
the colorful billboards along our streets and highways. Included in the
“outdoor” classification, however, are benches, posters, signs and ad-
vertising on buses, subways, taxicabs and trains.

Outdoor advertising reaches its audience as an element of the envi-
ronment. Unlike newspaper, radio or TV, it doesn't have to be invited
into the home.

Direct Mail

What makes “direct” mail different than regular mail? Nothing. It
appeals directly to an individual consumer. Usually through the mail,
but other carriers also participate. Direct mail may be used more than
you think. Studies indicate that it is the third largest media expendi-
ture behind television and newspaper.

Specialty Advertising

“Giveaways”are the pencils, pens, buttons, calendars and refrig-
erator magnets you see everyday. They are called “Specialty Advertis-
ing” in the advertising business. Businesses imprint their name on
items and give them away (or sometimes sell them at very low cost) in
order that:

- You notice their name enough times on the item. So when you
plan to buy something or you need some service you think oftheir name
first.

- You appreciate the goodwill of the company giving you the item
and eventually return the favor by giving them some business.

These are long-term advertising investments that can take months
or years to turn into actual sales.
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UNIT 21. Advertising

Specialty advertising is a unique way to generate goodwill and put
your name on items that people remember.

Conclusion

There is no one best way to advertise your product or service. It is
important to explore the various advertising media and select those,
which will most effectively convey your message to your customers in

a cost-efficient manner.

Always remember, advertising is an investment in the future of

your business.

advertising medium
news-stand
classifieds

leisure ['lep]
coupon [‘kupon]

on short notice
to detail

trade magazine

consumer magazine

weather report
persuasive power
direct-mail advertising
outdoor advertising
billboard

to appeal

goodwill
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VOCABULARY

CPEACTBO peKnambl
raseTHbIA KNOCK

00bSB/EHNS, CBEPCTaHHbIE MO Te-
MaTviKe, KNnacCUmLMPOBaHHbIe 06b-
AB/IEHNS

Jocyr, cBo60AHOe Bpems

KyrnoH (KyrnoH JaeT MoKymnaTento
MPaBO Ha CKWAKY WM BELLEBYO
MPeMI0)

TOTYaC e, B KOPOTKMIA CPOK

[ETaNM3MPOBaTh; MOAPOBHO OMi-
CbiBaTh

0TpacrneBoi XypHan (MpPou3BOACT-
BEHHO-TEXHWYECKWIA, 3KOHOMMUYe-
CKWIiA)

YKypHan [ns MaccoBOro noTpeéu-
Tens

CBOZKa MOrogpl, MPOrHo3 rorogp!
cuna yoeexxaeHus

npsiMasl MOYTOBas peKnama
Y/IMYHas peKnama

PEKMTaMHbIA LUUT

obpaLaTsest

[00poXKenaTeibHOCTb;  penyTawuys
(hmpMbI, MPECTUX PUPMbI



TEXT 4. What Advertising Medium to Use?
Assignment. Translate the text into Russian:

Advertising is an important means of promoting the goods that are
being produced already as well as new lines in business. There are spe-
cialized firms dealing with advertising, different kinds of mass media
(TV, radio, newspapers, cinema, journals, magazines, posters) are used
for advertising goods. Special leaflets, booklets and other printed mat-
ter about goods may be published for the same purpose. Participation
in fairs and exhibitions helps to promote the goods as well. The choice
of media for advertising depends on the kind of goods and on the local
conditions and people’ habits: sometimes TV and radio ads are best, in
other cases it may be trade journals or leaflets distributed among po-
tential buyers.

Assignment. Write a short essay on:

1 Adbvertising, its benefits and disadvantages.
2. Advertising strategies.
3. Methods of Advertising. Their strong and weak points.



UNIT 22
INTERNET AND E-BUSINESS

TEXT 1. THE ORIGINS OF THE INTERNET

Internet is being used now to gather information, to shop orjust for
entertainment. You’re probably familiar with the process of dialing in
and moving from website to website. But do you really understand how
you're doing what you're doing as you move from web location to web
location? How did Internet get started?

The Internet began in the late 1960s as an experiment by the U.S.
Department of Defense to see if a non-centralized network could be
built to withstand the destruction of one or more of its parts. Unlike
previous networks, this new network did not have a single central
point. Instead, all sites on the network were interconnected.

Out of this network came a protocol for linking computers to-
gether. A protocol is a set of standards for how network communication
takes place. The protocol is called TCP/IP (Transmission Control
Protocol/Internet Protocol). This protocol is the standard that makes
it possible for different computers all over the globe to talk to each
other. The TCP/IP protocol is the foundation of the Internet.

At first, the Internet was used solely by the US government, but
soon universities and other institutions connected themselves to the
Internet to communicate with one another and collaborate on projects.
The Internet grew to connect hundreds of different sites all across the
world. Each organization on the Internet was responsible for maintain-
ing its part ofthe network, sothe Internet was not owned or controlled
by any one organization.

Today, the Internet connects up to 40 million people around the
globe and is growing by as much as 10% per month.

Getting connected

The Internet is like a system of roads, freeways, and bridges. The
term “Information Superhighway” describes how the Internet works.
From any road in any city, you can get to almost any other road in any
other city. From your computer you can send an electronic mail mes-
sage to someone sitting at a computer in Helsinki, Warsaw, or Moscow.

Internet access companies or Internet Service Providers (ISP)
provide physical connections that allow you to access the Internet.
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TEXT 1. The Origins of the Internet

These connections are called “POPs,”which stands for “points of pres-
ence."

Your computer uses a modem to dial into a POP, which connects
you to the Internet. Once connected to a POP, you have access to all
the resources ofthe Internet. Most ISP's will also supply you with soft-
ware available for work in the Internet: a Web browser.

The Birth of Domain Names

In the 1980's, a major change occurred as a result of the increase in
scale of the Internet and its associated management issues. To make it
easy for people to use the network, hosts were assigned names, so that it
was not necessary to remember the numeric addresses. Originally,
there were a fairly limited number of hosts, so it was feasible to main-
tain a single table of all the hosts and their names and addresses. The
shift to having a large number of independently managed networks or
so called Local Area Networks (LANs) meant that having a single ta-
ble of hosts was no longer feasible, and the Domain Name System
(DNS) was established. Adomain name isthe letters or words that vis-
itors must type in to come to your website. The DNS permitted the
conversion of a numeric host address (i.e, 215.72.87.66) to a simpler,
easier to remember name address (e.g. www.prospekt.org).

The Birth of the Web Browser

In October of 1994, Mosaic Communications Corporation (re-
named “Netscape Communications” on 11 November 1994) intro-
duced the first public version of their browser, “Mosaic NetScape.”
A browser is a software program, which reads the computer language
(Hyper Text Markup Language - HTML) used to code information
on the Web and allows you to view documents on the Web. This was
one of the first web browsers to be freely distributed across the
Internet.

How does email work?

Let's say you're sending mail to (user name@domain name). When
you've finished composing your email, your mailer (email software)
performs a gethostbyname system call to look up the IP address of the
remote host (aol.com). The IP address (INTERNET PROTOCOL ad-
dress) is an assigned number, which identifies a host in an Internet. It
has three parts: network number, optional subnet number, and host
number.
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Your system queries an Internet name server to find the address of

aol.com.

Your mailer opens a virtual circuit over the Internet to ‘joy's*
mailer. It communicates with the remote mailer by using the Simple

Mail Transfer Protocol (SMTP).

If all goes well, the mail is usually delivered within a few seconds,
even ifthe recipient's machine is on the other side of the world.
Ifthe remote site is down, your mailer will keep trying every hour or

so, usually for a couple of days.

If the site still can't be reached, the mail will be returned to you as

“undeliverable message."

People and organizations without fulltime Internet connections
may also use the Post Office Protocol (POP).

to dial
website

web

Department of Defense
to withstand
site

network communication
freeway

superhighway
Internet Service Providers
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VOCABULARY

HabupaTtb Kog

y3e/1 r106anbHOM CETU (BCEMUPHOIA
nayTuHbl), yen WWW (nto6oit
KOMMbtOTep B ceTw Internet, o6eny-
XXU1BaeMbIi CepeepoM 106a/bHOM
cetn)

cokp. oT WWW BcemmpHas naytu-
Ha (cobpaHue rUMNepPTEKCTOBbLIX
W VHbIX JOKYMEHTOB, JOCTYMHbIX M0
BCeMy MUY Yepes ceTb Internet)

MUHMCTEPCTBO 0BOPOHI
BblepXKaTb, NPOTUBOCTOATb

canT (ntoboin agpec B HTepHeTe,
rae XpaHWUTCs MHGopMaLs)
nepeza4a NH OpMaLy B riodalb-
HOWA ceTu

aBTOCTPaJa, MHOroMyTHas Jopora
(amep.)

aBTOCTPAa BbICLLENO Kniacca (amep)

npoBaiifep (KomnaHws, npeaoc-
TaBNAIOWAA  A0CTYN  YAaNeHHbIM
Mno/nb30BaTeNiaiM K VIHTEpHeTy o
KOMMYTUPYeMbIM WN  BbifeNeH-
HbIM JIAHWAM)



software program
browser

domain name
host

host address

scale

subnet

query [kwiari]
server

mailer

email software

remote [ri'maut]
virtual circuit [VOA:tjull's9kit]

down

undeliverable message

TEXT 1. The Origins of the Internet

KOMMbHOTEPHbIE MPOrpaMMbl

bpaysep (nporpama HaBuraLmmu
1 NPOCMOTpa B VIHTEpHETE)

MM IOMeHa

XOCT (CETeBOW Y3ef, WCMo/b3yto-
LmiA npoTokosbl TCP/IP)

BeLyLLMIA aapec (agpec, NPUCBOEH-
HbIli FIaBHOMY CETEBOMY Y3/1Y)

macLLTab, pasvep
noAaceTb

3anpoc

cepsep

MoYTa/bOH (MporpamMma A0CTaBKU
3M1eKTPOHHOI MOYTbI aapecaty)

nporpammMa Ans  3NeKTPOHHOM
MoYThl

yAaNeHHbIA

BMPTYa/lbHas LieMb, BUPTYa/lbHbIiA
KaHan (nocreaoBare/ibHOCTb /I0ru-
YECKMX COELVIHEHWA Mexay nepe-
JAOLLYM U MPHVIMAHOLLM KOMITb-
HOTEPOM)

He paboTatoLyivi; He (YHKUMOHK-
PYHOLLMIA (O KOMIbHOTEPE)
Hel0CTaB/IEHHOE COOOLLIEHNE

Assignment. Answer the questions:

1 When and how did Internet get started?
2. What isthe TCP/IP protocol?

3. Who provides physical connections that allow the access to the
Internet?

How is the host address expressed in DNS?
What is a browser?

What is a domain name?

What is the IP address?

No ok
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| UNIT 22. Internet and e-business
TEXT 2. WHO OWNS THE WWW?

Who owns the World Wide Web (WWW)? The answer is -
NOBODY'! How can that be?”you could ask. This concept is a bit diffi-
cult to grasp unless you understand the structure ofthe Internet and its
component parts, including the WWW.

We have called the Internet “The Information Superhighway”and
that is still the most accurate analogy. The Internet is a network of in-
dependently-owned and operated interconnecting communication
pipelines,just as the system of roads and bridges is a network of inde-
pendently-owned and operated thoroughfares. From dirt roads to
gravel roads to two lane paved roads to the largest multi-lane super-
highways. Each road and each bridge was built by an independent en-
tity and continues to be owned and controlled by that entity, including
sale or other transfer of interest. Anyone can connect to an interstate
highway, if the price is right.

The beauty of the system, however, is that anyone can drive on any
ofthese roads, usuallyforfree.Once you get on one road in the system,
you can use it to access any number of other roads, to go anywhere on
the network you choose. All you need is a vehicle -- a car or a computer
with a modem and software.

The Internet works the same way. Some parts ofthe Internet were
installed and now maintained by government agencies, some by univer-
sities, some by private businesses, some by individuals. Each new con-
nection to the Internet is achieved by acquiring permission to connect to
someone who is already connected. It can be as simple as an individual
signing up fora dial-up access account through an ISP, or as complicated
as a new ISP establishing a high-speed data connection to a major back-
bone, with dozens of pieces of computer hardware to regulate and route
the traffic. Once you're on, you're on. You can go anywhere.

The WWW is merely a subset of information published on the
Internet. The only thing distinguishing information on the Web from
other types of information on the Internet isthe format in which the in-
formation is published. Web documents are published in Hyper-Text
Markup Language (HTML). In order to putup awebpage ofyour own,
whether individual or business, you need to get access to the WWW by
either renting space on an existing commercial web server,0r byputting
up your own Web server and paying for a connection to someone else's
data pipeline.

Either way, you'll own a piece of the WWW yourself!
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bypass route
pipeline

thoroughfare [GArafsq)]

entity
for free

to sign up

dial-up access
user account

subset
web page

web server

to put up

TEXT 3. E-BUSINESS (Selling On The Internet)

VOCABULARY

Assignment. Answer the questions:
1. How is new connection to the Internet achieved?

2.
3.
4,

Internet?

TEXT 3.

00be3/, 06LE3AHON MapLLPYT

KaHan (CBA3M, CHabXXeHWsi, KOMMY-
HUKaLUMM U T. 1)

TpaHCMOpTHasA MarmcTpasib
opraHu3aums

GecniatHo

NOAMMCATLCA Ha YCMyry NpoBavi-
Jepa

HabopHbIlA AocTyn (Mo TenedioHy)

Y4eTHas 3anmch Mnosb30Barens (Co-
JEPXUT UMA M0/b30BATEN N ero
Maposib 1 PerucTpaLmm npu BXo-
[e B CETb)

MOLMHOXECTBO

CTpaHMLa WM psag CTpaHuu, Xpa-
HUMbIE B CETU

web-cepBep (KoMMbOTEp, Npesoc-
TaBNAIOWLMIA  [OCTYN K Cy»K6am
1 ctpaHvuam WWW nonb3oBare-
nam VIHTepHeTa)

OpraH130BbIBaTb, YCTpayBaTh

What is the difference between Internet and WWW?
What language is used in WWW?
What are the two ways of putting up a web page in The

E-BUSINESS (SELLING ON THE INTERNET)

Should you sell your products and services on the Internet? Offer-
ing your customers this option may be an important service for your
business and may bring you new sales from around the globe.

A few strategies for handling online sales are outlined below. 1fyou
think that selling via the Internet is for you, you’ll want to stay abreast
of the topic - keep up with news in the traditional media and on the

Web.
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UNIT 22. Internet and e-business
Use Email, Fax and Phone to Complete Transactions

A low-budget solution for Internet sales isto “sell”your product on
your web site by inviting customers to complete the transaction using
email, fax or phone (800 number). The disadvantage of this method is
that customers may not send you all the information you need to com-
plete the sale; obtaining the additional information could be time-con-
suming and costly. Also, since the customer would need to initiate
a second step off-line to make the purchase, your chances of sale are re-
duced.

Fill-in Forms

Adding forms (possibly using CGI [computer graphics interface]
scripts or other techniques) to your web site allows your customer to
quickly “fill in the blanks” of an orderform for your products at that
moment online. Customers can place an order immediately while
they're still excited about what they e seen on your web site. (You can
build adatabase of order information from these sales for future promo-
tions as well.)

The form can be set up to immediately return a message to the cus-
tomer indicating which required field(s) have been left blank. The cus-
tomer will understand that the form will not be submitted until
information in all ofthe required fields has been submitted. This allows
you to gather all ofthe necessary datato complete a sale,which isan ad-
vantage over your customer sending an unstructured, and possibly in-
complete, email message to place an order.

Your web page designer adds the script to your web site, and your
Internet Service Provider (ISP) sets up a system for sending you the
information collected from your forms.

Shopping Cart Software

Shopping Cart software allows customers to make selections (by
checking a box, for example) as they move from page to page on your
site. At the end of shopping a completed order form is generated and
displayed to your online customers. They either proceed to check out Or
they have the opportunity to revise the order until it's complete.

Secure Financial Transactions

Transmitting credit card information over the Internet remains
somewhat of a barrier to Internet sales. Many ISPs offer secure net-
work services to prevent customers’ financial information from being

258



TEXT 3. E-BUSINESS (Selling On The Internet)

easily stolen. SECs or Secure Electronic Transactions allow users to
send a credit card account number to a merchant inencrypted Orscram-
bled form. The merchant, using a special code, can electronically and
automatically verify the validity of the card and the user with a bank.

International Sales

Web sites can be accessed from any place around the globe! Conse-
quently, ifyou offer sales on the Internet, you’ll need to determine how
you will (or won't!) handle international sales. Shipping costs, customs
forms,and monetary exchange rates are just a few issues to consider.

Third Party Service Providers

You might consider employing a third party that specializes in col-
lecting, processing and shipping Internet orders for your product. This
will allow you to focus on other key business issues while still taking
advantage of additional sales generated by the Internet. Evaluate the
costs and benefits of such a service.

Remember to Offer a Timely Response to an Order

The speed ofthe Internet creates the expectation that you will re-
spond promptly to an online order. Make sure your business confirms
orders via email in a timely fashion so you satisfy and keep customers!

Building Internet Sales Takes Time

Remember that it may take time to build Internet sales. To orga-
nize sales on the Internet requires good planning, a well-designed web
site, careful evaluation your target market, and constant promotion of
your web site. Some services and products may be more suitable for
web sales than others. Customers will often visit your site several times
before they make a purchase, so make your site interesting to visit and
the one where it's easy to place orders!

VOCABULARY
stay abreast He OTCTaBaTb, MATW B HOTY
to keep up with news 6bITb B KypCe HOBOCTEN
time-consuming OTHUMAOLLMIA MHOIO BPEMEHM
off-line aBTOHOMHO, 6e3 NOAK/HYEHNS
fill-in forms GnaHKK1 ans 3anofHeHus
CGlI (computer graphics interface) - UHTEP(EIAC KOMMLKOTEPHOIA Fpatink
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UNIT 22. Internet and e-business

order form

online

to place an order

to set up

to complete a transaction
unstructured

check box

to check out
database
secure financial transaction

encrypted
scrambled

validity

shipping costs

customs forms
exchange rates
online order

Assignment. Answer the questions:

1

TEXT 4.

6r1aHK 3aKasa

(paboTatoLLmiA) B peXXVIMe OHaiH
noJaBaTh 3aKa3

HacTpavBaTb

OCYLLIECTBUTb CAENKY
pacn/bIByaThbIii

OKOLLKO [/11 OTMETKM; (PIIaXOoK
(Bna ykasaHus BKIOUEHWA/BbI-
KOYeHVs  TpeGyembIX  OnuuiA,
Harp. ‘TasloyuKoin”)

3aKaHuMBaTbL paboTy
6a3a AaHHbIX

GesonacHas (prMHaHcoBas onepa-
ums

3aLmMpoBaHHbIV

CKPeMO6/IMPOBaHHb I, 3aCeKpeyeH-
HbIi

[eACTBUTENIbHOCTb

3aTpaThl Ha TPAHCMOPTVPOBKY
TaMOXKEHHbIe AeKTapaLmm
KypCbl 06MeHa BasitoT

3aKa3 Mo VIHTepHety

What are the methods of selling on the Internet? Describe

them.

What do secure electronic transactions allow to the user?
What is necessary to organize sales on the Internet?

CREATING AWEB-BASED BUSINESS

Since 1996 or so, everyone with access to the Internet has had the
opportunity to create an additional revenue source with an online busi-
ness. Aweb-based business can be very successful ifyou do it right. It’s
a way of making money without worrying about changing the econ-
omy, a boss or employees. All you need is a website, a merchant ac-
count, a bank account and your brain.
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TEXT 4. Creating a Web-Based Business
What you won’t need

There are certain “no's”that you need to know to have a successful
web-based business. To build the perfect online business you first need
to think about the things you don't want or need before concerning
yourselfwith what you need. Here are the things you won't need:

m NO Employees: Employees require you to pay them, manage
them, and many times they need a place to work. To make things
easier, stay away from employees, at least in the beginning.

m NO Inventory: You should not have an inventory that you need
to store it somewhere and storage space can be expensive. Also,
you'll end up with tons of shipping and packing demands. If you
sell products, make sure your supplier does drop-shipping to most
places in the world. Another form of product is electronic prod-
ucts such as music, software and e-books.

m NO Time: After your business has started, it should not require
more than a few hours of your time to manage and maintain each
month. The more you can automate things the better.

m NO Location: Your business should not reside anywhere other
than in cyberspace. A website will allow you to make business
anywhere in the world. Your web-based business is making you
money and you can maintain it as long as you can get Internet ac-
cess a few hours a month.

What to sell?

Now that you know what not to have, you have to focus on what
you need for your web-based business. First, you need to know what
you are going to sell. You have three choices - physical products, ser-
vices, and intellectualproperty.

Physical products are food, clothing, appliances, homes and nearly
everything that can be touched. As inventory is not necessary there are
a couple of ways to handle products without inventory - you can use
companies that make drop shipments or you can manufacture on de-
mand.You can print and bind books, copy videocassettes, or burn a CD
or DVD as orders come in. There are some people that are successfully
selling print-on-demand books.

Drop-shipping is the key to selling products online without an in-
ventory. Many manufacturers around the world will fulfill your cus-
tomers' orders as they come in and put your label on the box before
sending it out. You don't have as muchgrossprofit per product, but you
are saving money since you don't have to warehouse items, t0 maintain
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UNIT 22. Internet and e-business

staffto package and ship products or fulfill any other demands. All you
have to do is sell the product.

Service businesses can also use Internet. There are some indus-
tries that have been gaining some success such as online tutoring, vari-
ous types of consulting, language translation, computer programming
including web design, and several others.

To have an online-only service business, you will need to be able to
fulfill the service from your location. One cannot wash customer's win-
dows in France if he or she is in New York.

You need to be able to close the sale without a physical meeting. If
you must meet face-to-face with a prospect to get her to buy, you won't
have much freedom and you will need to pay for the travel. You would-
nt get too many clients ifthey had to pay for airfare just to do business
with you.

Informational products are perfect for the Internet. This type of
intellectual property can be writing, works of art, or software.

Creating the Perfect Web-based Business

Here are some quick steps for getting your online business up and
running.
m Get your idea into an electronic format.
m Research your competition.
m Find aplace to host your company web site. Look for an inexpen-
sive hosting company that has great service.
m Build an inexpensive, yet professional web site that is easy for
your customers to use with a simple, but reliable shopping cart.
m Determine your payment system. Most likely you will want
a merchant account to handle credit card payments or you can
try out PayPal or ClickBank.

m Optimize your site for the search engines and be sure you are
listed in all the major search engines.

m Use pay per click (PPC) search engines such as Overture and
Google AdWords to build targeted traffic quickly.

m Watch your bank account fill up.

VOCABULARY
revenue source MCTOYHWK [0XO0Aa
drop shipment npsmMas NocTaBka
cyberspace K1GepnpocTpaHCTBO
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TEXT 4. Creating aWeb-Based Business

intellectual property
on demand

gross profit

to warehouse items
service business

online tutoring
to close the sale
shopping cart

search engine

Assignment. Answer the questions:

VHTENNEeKTya/lbHas COGCTBEHHOCTb
1o 3anpocy

Ba/10Bast MpMobLb

XpaHWTb TOBaPbl Ha CKIaJe

npeanpusTvie cepbl 06CTyXKMBa-
HKA

OH/TaiiHOBOE 06YYeHVe
COBEPLLIMTL TOPrOBYHD CAENKY

TeneXxka A1 MarasMHoB CamMoo6-
CMYy>XMBaHMA  (34eCb  MporpammMa
[ MOKYIOK B VIHTEpHETE)

MoucKoBas MalmHa (B cetu Inter-
net - VHCTPYMeHTa/IbHble CPesCT-
B3, MpefHa3HayeHHble 4f OTCen-
BaHWS MHKOpMALWK, He OTHOCH-
LLeVics K Teme 3anpoca)

1. What things are not necessary to run a successful web-based

business?

2. What can be sold on the Internet? Describe the kinds of sales

on the Internet.

3. What is drop shipping and why is it important for ebusiness?

Assignment. Write a short essay on:

1 The origins of the Internet.
2. Creating a web page.
3. Selling on the net.



GRAMMAR REVISION COURSE
OCHOBHBbIE NMOHATNA B TPAMMATUKE

Parts of speech. HacTtu peuun

Bce cnoBa, BXogALLYie B A3bIK, AENATCSA HA pa3psidbl, Ha3biBaeMble YacTAMU

peun. PasnnyaroTcst CriefytoLLyie YacTu peyu:

CyLLecTBUTENBLHOE (NOUN, N)

npwnaratesnsHoe (adjective, a)

uncnuTensHoe (numeral, M)

MeCTOVMeEHMe (pronoun, pron)

rnaron (verb, v)

Hapeuve (adverb, adv)

npegior (preposition, prep)

COKO3 (conjunction, cj)

mexgomeTue (interjection, interj)
CyLLeCTBUTE/bHBIM Ha3bIBAETCS HaCTb peyn, 0603HauaroLLas npesmMe-
Tbl. MpegMeTamm B rpaMMaTUKe HasbIBakOT BCE TO, 0 YEM MOXHO CPOCUTL: KTO
3TO? WM YTO 3T0?

Hanpuwvep:  Kto ato? - adoctor, aman, agirl

Uto 310? - atree, a house, freedom

CyLLecTBUTENbHbIE MMEIOT Ba apTUKIA: a (an) - Heonpese/eHHbIN
nthe - onpeseneHHbIN.

CyLLeCTBUTEbHbIE MMEHOT [1Ba YNCTIA: EAVHCTBEHHOE - aboy, atree 1 MHO-
YKeCTBEHHOe - boys, trees.

CyLecTBUTE/bHbIE UMEIOT fABa Maaexa: 0bLLmiA - my sister 1 NpUTSXa-
TeNbHbIA - My sister's. MpUTHKaTe/bHbIN Magexk, Kak Npaswio, UMEKOT Ofy-
LLIEB/IEHHbIE CYLLECTBUTETbHbIE.

2. TMpunarare/bHbIM Ha3bIBAETCA YaCTb Peumr, 0603HaYaroLLasA MPU3HaKK
MpesMETOB 1 OTBEYAHOLLME Ha BOMPOC: kakoi? Hanpuvep: red, interesting,
Russiann T. g,

[MpvnararenibHble He M3MEHSAROTCA M0 POLAM, YMCTaM Y NMagexam.

MpunarateNibHble UMEKOT TPU CTEMeHW CPaBHEHWS: MONOXUTENbHYHO,
CPaBHUTESTEHYHO W MPEBOCXOAHYHO.

3. YncnuTenbHbIM HasbIBAETCA YacTb peul, 0603Ha4aoLLAs KOMYECTBO
N NOPSAOK NMPeSMETOB My cueTe. YncmTenbHble AeNSTCS Ha KONMYeCTBEeH-
Hble 1 MOPSAKOBbIE.

4. MeCTOMMEHMEM Ha3bIBaETCS YaCTb peyn, KoTopas YynoTpebnsercs
BMECTO MMEHW CYLLIECTBUTE/IHOTO WM MPU/araTe/ibHoro.

5. 'naronom HasbIBaeTCA YacTb peun, KotTopasi 0603HaYaeT AeCTBYE WK
COCTOSHVIe, NPeACTaB/eHHOE B BUAE AENCTBYA.

POONOUTAWN R
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Parts of sentence. UneHbl npeanoxexHuna

["narosibl B aHIIMIACKOM A3bIKE UMEHOT YETbIPe OCHOBHbIE (DOPMbI.

1  WHpuHWUTMB (HeonpeseneHHas dopma) to take.

2. [Mpoweatee Bpems (Past Indefinite) took.

3. MpuuacTtve npoweaiiero spemenn (Past Participle) taken.

4. Tlpnyactue HacTosLLero BpemeHn (Present Participle) taking.

_ C nowoLLpto 3TUX (hopm 00pasytoTCs BCE CIOXKHbIE BPEMEHHbIE (hOpMb
[eCTBUTE/IHOTO 1 CTPafaTe/IbHOro 3a/iora.

6. Hapeurem Ha3bIBaeTCA YaCTb peyy, yKasblBaroLLiasa Ha Npu3HaK AeiicT-
BMA WM Ha pa3/iyHble 0GCTOATENLCTBA, NP KOTOPbIX MPOTEKaeT LeicTBre
(kaK, rge, Korgan 1. 4.): quickly.

CyLLecTBUTE/bHOE, MpUarate/isHoe, YUCINTENbHOE, MECTOVMMEHNE, Ma-
FON1 1 Hapeuie AB/IAIOTCA CAMOCTOATE/IbHBIMM YacTsiMK pedn. OHI 0003Haka-
FOT MPEAMETDI, MX KAYeCTBa, JECTBYA U T. M. U ABNAOTCA YeHaMU MPeL/IoxKe-
HA.

Mpesy/iorv 1 coto3bl ABNSKOTCA CTYXKEOHBIMM YacTAMM peun. OHW NMoKasbl-
BatOT Pa3/IMYHbIE OTHOLLIEHVS MEXY YieHaMV MPEL/IoKEHNS UK NPes/ioKe-
HUAMN.

Parts of sentence. UneHbl NpeasioxeHus

Mpef/iokeHeM Ha3bIBAETCA COYETaHVe C/0B, BbIPXKAOLLEE 3aKOHYEH-
HYHO MbIC/Tb:

CnoBa, BXOfslLUMe B COCTaB MPEL/IOKEHNS M OTBEYaroLLMe Ha Kakoii-
H1OYIb BOMPOC, Ha3bIBAKOTCA YNIEHaMV MPeSJIOKeHNs. YneHbl NpesioxeHns
[EeNATCA Ha rNaBHble 1 BTOPOCTENEHHbIE.

MnaBHble YneHbl MpeioXeHns: nopnexallee (subject) n ckasyemoe
(predicate);

BTopocTeneHHbIe UieHbl NPea/ioxeHys: fonosHeHue (object), onpepene-
Hue (attribute) n obcTosTenscto (adverbial modifiers).

Mog/iexalmm HasbIBaeTCA UeH Npea/IoKeHns, 0603Ha atoLLA npeaveT
WM L0, O KOTOPOM YTO-/IMB0 FOBOPUTCA B NPpeiokeHUA. [MNog/iexaltiee oT-
BEYAET Ha BOMPOC KTO? WK YTO?

CKasyeMbIM Ha3bIBaeTCA Y/leH NPeL/10XeHMs, 0603HaYaOLLMIA TO, YTO ro-
BOPMTCA 0 nog/iexatem. Ckasyemoe 0TBeYaeT Ha BOMPOChI: YTO Je/aeT Mog-
JIe>Kallpe? YTO [IeN1aeTCA C MOLIEXKALLYIM? KeM WM YeM SB/ISETCA Mog/iedka-
LLiee.
[JlononHeHvieM HasbIBaeTCH BTOPOCTEMEHHDbIA YieH NPeS/IoXeHns, KOTo-
PbliA 0603HAYaET MPeSMET M OTBEYAET Ha BOMPOChI, COOTBETCTBYHOLLME B pyC-
CKOM £13bIKe BOMPOCam KOCBEHHbIX Mafledkeii Kak C NPesy/ioroM, Tak v 6e3 Hero:
KOro? Yero? 4yTo? KOMy? YeMy? KemM? HYeM? 0 KOM? 0 1em?

O6cTonTenbcTBoM (adverbial modifiers) HasbIBaeTCA BTOPOCTENEHHbIN
usieH NMPeL/IOKEHS, KOTOPbIA 0603HaYa€eT, Kak MW NpK Kaknx 06CTONATENbCT-
Bax (T. €. I/, Korga, noyemy, 3a4em 1 T. N.) COBEPLLIRETCS AENCTBME.
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Grammar revision course. OCHOBHble MOHATUS B rpammatumke

O6cToATENNBCTBA MOTYT 0603HaYATL:

Bpewms (adverbial modifier of time).

Mecto (adverbial modifier of place).

O6pas feictama (adverbial modifier of manner).
MpuumHy (adverbial modifier of cause).

Llens (adverbial modifier of purpose).

CreneHb (adverbial modifier of degree).

OUTAWN

1) TMpoaHanm3upyiTe crnefytoLme NPeLIOKeHUs, Ha30BUTE [/1aBHble
I BTOPOCTErNEHHbIE Y/IEHbI.

He is one of the best students.

Our University is quite large and old.

The course of study lasts five years.

The academic year is divided into two terms.

Students pass examinations twice a year.

University has a large library.

Many students go in for sports.

N WN R

TpaHcnuTepauus

TpaHcmTepaLms - 310 nepeaada 6yKB OHOIO 5i3blKa GyKBamK 1 GYKBOCO-
YeTaHWAMW [PYroro ssblka. PycCKMe VMeHa MULLYTCA MO-aHI/IMACKA MyTem
TpaHCUTEpaLmK, T. €. nepesayum nx Oyksamu 1 6yKBOCOYETAHMAMMN aHI JIMIACKO-
ro sisblka. Hvbke NpYBOAATCA COOTBETCTBMA PYCCKMX 3BYKOB U aHT/IMIACKUX
Oyks:

Pycckue 3Byku AHIrNuinckne 6ykBbl
e é e, yo (Klenov, Klyonov)
X zh (Zhilin)
zwmm s (Kozlov, Kuz'min)
i (Silin)
ei, ai wwm iy (Leikin, Maikov,
Vyazemskiy)
kh nnm h (Khokhlov)
ts (Tsiolkovsky)
ch, tch (Chernov, Tchaikovsky)
sh (Shishkin)
sch (Schepkin)
y (Krylov)
* (Mal'kov)
iummm yu (Yudin, Tiurin)
ia mnn ya (Petrosian, Yakovlev)

=S W

WJZoTEELE X

266



ﬂpMTﬂ)KaTeﬂbeIe MecToumeHusi. Possessive pronouns
The pronouns. MecTonmeHus

MecToVMeHNs ynoTpe6/IatoTCs B MPEL/IOKEHNN BMECTO VIMEHUN CYLLECT-
BUTE/IbHOTO WM UMEHM Mpu/iarate/isHoro. IMecToMMeHUs HasbIBaroT JIHOLEN,
MpesLMeTbI UV NPU3HAKY YXKe YNIOMSAHYTbIe paHee.

CnoBa, 0603Ha4arOLLE MY>KUMH, 3aMEHSAIOTCS MECTOVMEHVEM he (OH).

CnoBa, 0603Ha4aOLLME YKEHLLWH, 3aMEHSAIOTCS MeCTOMMeEHVieM she (OHa).

Cnosa, 0603Ha4aroLLye HeofyLLEB/IEHHbIE MPEAMETbI, 3aMEHSAOTCA MECTO-
VIMEHVEM it.

MecTommeHyie they (OHM) OTHOCUTCA KO BCEM TPEM POJAM:

They are boys. They are managers. They are apples.

Personal pronouns. JINyHble MeCTOUMEHUSA

JIMYHbIe MECTOMMEHWSA B @HIIMIACKOM MMEOT ABa Najexa:

1 WmeHuTenbHbIl nagex (the nominative case).

2. O6beKkTHbIN Nagex (the objective case), 3amMeHsHOLLWIA cOBOI BCe Ma-
JeXU PyCCKoro.

Uucno Jvuo VveHnTenbHbIN nagexx  OObeKTHbIV Nagex
1nmuo I (1) me (MHe, MeHs)
2 1o you (Tbl) you (Tebe, Tebsl)
a he (oH) him (emy, ero)
3muo she (oHa) her (ei4, ee)
it (oHO) it (emy) HeofyLLIEB/I.
11muo we (Mbl) us (Ham, Hac)
MH. 2 1o you (Bbl) you (Bam, Bac)
3o they (oHw) them (1m, nx)

MpuTtaxartenbHble MECTOUMEHUA. Possessive pronouns

E,EI,VIHCTBeHHoe 4ncrno MHOXecTBEeHHOE 4YnCo
1muo my (MoiA, Mosi, Moe, MOK) 1 nmMuo our (Haw, Halla, Halle,
HaLum)
2 nvuo your (TBOWA, TBOSI, TBOE, 2 NuUo your (Ball, Ballia, Balle,
TBOW) BaLLK)
3 o his (ero), her (ee), its 3 nmuo their (1x)
(ero)
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Grammar revision course. OCHOBHble MOHATUS B rpammatumke

MpuTsxaTe/IbHble MECTOMMEHWS OTBEYAKOT Ha BOMPOC Yeit? 1 UMEKOT [iBe
(hOpPMbI: OCHOBHYHO 11 86COSTKOTHYHO.

OcHoBHast (hopma yroTpebsiseTcs B Tex Cy4asix, Koraa 3a Nputsxaresib-
HbIM MECTOVMEHNEM CTOUT CYLLIECTBUTESbHOE.

This is my book and that is your 3TO MOS KHUra, a TO TBOS KHUra.

book.

ABCOMOTHas (hopMa NPUTSHKATENIbHLIX MECTOMMEHUI YrOTpeb/seTcs
B TeX C/yyasix, KOrJa 3a MECTOMMEHVEM HE CTOUT CYLLECTBUTE/TbHOE.

This ismybook and that isyours. 3T0 MO KHUra, a To TBOS.

It is not mine. OHa He mos.

ABCOoNTHbIE POPMbI MPUTSHXKATESTIbHBIX MECTOMMEHWIA
Jnuo EavHCTBEHHOR Unco MHO>KeCTBEHHOE YNC/Oo
1mmuo  mine (MO, MOSsi, MOe, MOW) ours (Halll, HalLia, Hallle, HaLLIW)
2/Muo  yours (TBOW, TBOSI, TBOE, TBOM)  yours (BaLl, Balla, BaLLie, BaLLin)

3muo  his (ero), hers (ee), its (ero) theirs (1x)

Demonstrative pronouns. Ykasate/sibHble MECTOUMEHUSA

Ykasarte/ibHble MecToumeHus this 1 that UMeloT e4UHCTBEHHOE Y MHOXKe-
CTBEHHOE YMC/IO.

E,qMHCTBeHHoe 4ncsio MHOXecTBEeHHOE 4Ynco
this [Sis] (aTorT, 314, 3T0) these [SZ] (aTn)
that [Sxt] (ToT, T, TO) those [Souz] (Te)
This is my house and that is 3T0 MO AoM, aTO - TBOWA.
yours.
These are my books. Take those M KHUrnm moun. Bosbmu Te
books. KHUTW.
Ykazare/lbHoe MECTOUMEHVIE SUCh UMEET OAHY HEV3MEHSIEMYHO (hOpMY.
I like such books. MHe HpaBATCA TaKne KHUIN.

2) BblbepyTe NpaBubHbIE NPUTSAXATE/bHbIE MECTOUMEHUS.

1 Isthis (your/ yours) house?

2. It's (their/ theirs) house, not (our/ ours).

3. They'e new customers and | don't know (their / theirs) names yet.
4. (My/ Mine) flat is bigger than (her/ hers), but (her/ hers) is nicer.
5 That's not (my/ mine) book. (My/ Mine) is new.

6. They took (our/ ours) books and we took (their/ theirs).

7. Arethese pencils (her/ hers)?
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Bonpocmeanble MeCToOMMeHUA
BonpocutenbHble MeCTOMMEHUA

3TN MeCTOUMEHMA YNOTPeBAOTCA A1 NMOCTPOEHWUS BOMPOCUTE/IBHOTO
NpesIoXKeHNS.
What (4T0, KaKoi1, Kakasi, KaKoe, Kakvie)

What is it? Uro 310 Takoe?

What book is it? Kakas 310 KHUra?

Who (kT0)

Who is this man? KT0 3T0T Yenosek?

Whose (4eit)

Whoase pencil is it? Uein 310 KapaHaaLL?
Which (koTopblit)

Which of these books is yours? KoTopas 13 3Tux KHWT TBOS?
When (Korga)

When does the lesson begin? Korga HaumHaeTcs ypok?
Why (noyemy, 3a4em)

Why did you come here? Moyemy Bbl NpULLN Crofa?
How (kak)

How are you? Kak noxxvisaete?

How many (much) (ckosbKo)

How much is this pen? CKO/bKO CTOMT 3Ta pyyKa?

BonpocuTenbHoe MecToMMeHre what OTHOCWTCS K CioBaM, 0603Hauako-
LLYIM BELLW, MPeaMETbI, SIBNEHNS.
BonpocuTenbHoe MecTovMeHie Who OTHOCMTCA K C/ioBaM, 0603Hauako-

LM NHOAENA.
OpHako 06paTuTe BHUMaHME:
Who is he? KT10 0H? (kak ero 30ByT) He is
Mr.Johnson.
What is he? KTo oH? (no npodeccun) He is
a manager.

MecTtonmeHvie Who MMeeT [iBa Naexa:
1 VmeHuTenbHbIN Maaexk who.
2. O6beKTHbIV NageXxx whom (Komy, Koro).

Who is here? KT0 308CH?
Whom do you see there? Koro Tbl Tam BAOULLL?
Whom did you give my book? Komy Tbl flan MO KHUry?

3) [epeBeanTe Ha aHIIUACKWIA A3bIK.

Ube 370 NcbMO? - 3T HalLle MCLMO.

Yeid 3TO KOMMbLOTEP? - JTO €ee.

KTO 3TOT YefoBeK? - 3TOT Ye/I0BEK Halll 3aKa3UMK.
Kakue 310 KHUr1? - 3TO XOPOLLIME KHUTWA.
Kotopble 13 3TuX KHWr Hawm? - OHW BCe BaLLK.
Koro Bbl BCTpeyaeTe cerogHa?

[Moyemy Bbl NPULLLIA PaHO?

Korpa Bbl naete Ha paboTy?

ONOAAPRWN
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Grammar revision course. OCHOBHble MOHATUS B rpammatumke
Bo3BpaTHble MECTONMEHUSA

BosBpaTHble MECTOMMEHMS YNOTPEOAKOTCS B MPE/IOKEHNN 418 TOrO,
4TOObI CKa3aTb, YTO MPEAMET, Ha3BaHHbIA MOA/IEXALLMM NPELSIOKEHMS,

(a) cam coBepLUaeT feicTBIE WK,

(6) cam coBepLLIaeT AeCTBUE N UCTLITLIBAET €ro Ha Cebe.

Kak npaBwio, OHV NepeBOAATCS F1aro/IoM C YaCTULE -Cb (-C), KOTopas
NPVCOeaNHSETCA K rnaronaM. Hanprvep:

Do it yourself. CpenaiiTe 3T0 Camw.

Do not cut yourself! He nopexsrech!

B aHrniickoM 5i3bIke BO3BPATHbIE MECTOMMEHMS 06Pa3yHOTCA OT SINYHBIX:
I - myself we - ourselves

you - yourself you - yourselves

he - himself they - themselves

she - herself it - itself

4)  Ynotpebute Hy>XHOe BO3BPAaTHOE MECTOMMEHME.

1 Ishall ask him ... 2 Theywantto doit... 3. She washed ... 4.You will
answer the letter.... 5. | looked at... in the mirror. 6. We shall tell her... 7. They
have done the task.... 8. She doesn1 like to speak about.... 9. The story ... isvery
good, but not the translation. 10. Children, do it ....

MecToumeHus little n few
N MecToMMeHHble BblpaxkeHus a little n a few

MecTommeHue little n mecToumeHHoe BbipaxkeHue a little ynotpebnatoTcs
C HENCUMCNSAEMBIMU CYLLECTBUTE/IbHLIMMU.

MecTommeHve few 1 MeCTOMMEHHOe BbipaxkeHue a few ynoTpebnatoTca
C MCUUC/IAEMbIMM CYLLECTBUTE/TbHBIMMU:

Give Te a little water, please.

There is little milk in the bottle.

I have a few books on management.

There are only few pencils in the box.

MectonmeHus few u little o3HauatoT “Masio”, a MECTOMMEHHbIE
BblpaxkeHus a few u a little - “HemHOro”.

Many (MHOro) ynoTpebsifeTcs ¢ UCHACNSEMbIMUA CYLLECTBUTEbHBIMA:
many books.

Much (MHoro) ynoTpe6siseTcs ¢ HeMCHUCNSEMbIMA CYLLECTBUATEbHBIMU:
much water.

5) BcrasbTe much, many, little,few, a little, afew.
1 1 havent got .. free time on weekdays. 2 The supplier didnt have ...
time to prepare for the shipment of merchandise. 3. He had ... English books at
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HeonpepgeneHHble MECTOMMEHUSA soto, any,0TpuLarebHoe MecToMMeHune no

home, so he went to the library. 4. After a hard day’s work he felt ... tired.
5. Travelling by train is fast, but that by plane is ... faster. 6. There was ... work
today and we spent... time to doit. 7. There was... sugar in the bowl, and we had
to put... sugar there. 8. He knows French ... and can help you with the transla-
tion of this text. 10. When we walked ... farther we saw the subway station.
11 ... Englishmen can speak Russian well.

6) [MepeseauTe Ha aHIINIACKWIA A3bIK CNEAYHOLLME Napbl C/OB.

MHOro TeTpagei, MHOrO MOJIOKa, MHOTO BOAbl, MHOTO AHE, MHOTO FaseT,
MHOrO Mefia, MHOTO CHera, MHOFO JIET, MHOIO KapTWH, MHOTO My3bIK1, MHOMO
caxapa, MHOro 4asi, MHOMO /IMMOHOB, MHOIMO MsiCa, MHOFO KOMHAT, MHOrO
yuuTenNeid, MHOrO PaboTbl, MHOTO BO3yXa, MHOIO MTHLL, MHOTO MaLLIMH.

7) TlepeBeguTe Ha aHITIMIACKWIA A3bIK.

1 B crakaHe ecTb HEMHOrO MOJIOKa. 2. Y MeHs OCTa/oCh Masio BpemMeHu,
4TOBbI BbINOMHUTL 3Ty PaboTy. 3. Y Tebst MHOTO Koge? - HeT, oueHb Maso.
4. HemMHOrve 113 aHrinvaH XopoLLOo roBOPAT MO-PYCCKU. 5. Y HUX 3[eCb O4eHb
Masio apy3eid. 6. Y Hero o4YeHb Masio BpeMeHN 419 UTeHUs. 7. Y MeHsl MHOro
PYCCKMX KHUT 1 Masio aHIINACKUX KHUT. 8. Y MeHsi eCTb HEMHOIO BPEMEH! Be-
4epOoM, UTOObI 3aKOHUUTL 3TY PaboTy. 9. A MPOBOXY MHOTO BpeMeHW B 616/mo-
TeKe, MOTOMY YTO A FOTOB/IOCh K 3K3aMeHaM.

HeonpepeneHHble MeCTOMMEHUA SOmMe, any,
oTpudaresibHOoe mectonmMmeHne no

YnoTpebneHre some 1 any, a Takxke WX MPOU3BOAHbIX ONpeaensieTcs Tu-
MOM NPEAIOKEHNS,

B yTBepaUTENIbHOM NPEea/IOKEHNM YNOTPEOSAOTCS, KaK NpaBu/io, MecTo-
VIMEHVIe SOMe W ero Npov3BoAHbIe:

Give Te something to read, [Jaiite MHe uTO-HMOYAb MoYm-
please. TaTb, NOXa/TylcTa.
I met him somewhere before. £ BCTpeyan ero rae-To paHblLe.

B BOMPOCUTE/IbHBLIX N OTPULIATENIbHBLIX NMPEATOXKEHUAX 00bI4HO MCnonb3y-
HOTCA MECTOMMEHWE any 1 ero NPomn3BOAHbIE:

Have you seen him anywhere? Bbl B1genu ero rae-Hubyap?
Is there anything | can do for Mory nn 5 4to-HNbyap A Bac
you? caenats?

B oTpuuiaTenbHbIX MPeaIokeHnsIX MCrosb3yeTcs 60 MECTOVMMEHME any
Y1 €70 NPOV3BOAHBIE:

I cannot find this book any- 1 He MOIy HUT e HAIATU 3Ty KHUTY.
where.

JIn6o oTpuuaTenisHoe MECTOUMEHME NO:

There is nobody in that room. B TOli KOMHaTE HMKOIO HeT.
There isnt anybody inthat room. B T0In KOMHaTe HUKOrO HeT.

271



Grammar revision course. OCHOBHble MOHATUS B rpammatumke

Pasninumsa mexxay MECTOMMEHWAMM any 1 SOME - B CTEMNEHW HEOMNpPeesieH-
HOCTW, NMO3TOMY MHOT 12 MECTOMMEHVE any MOXKHO BCTPETUTDL U B YTBEPAUTETb-
HbIX MPELIOXEHVIAX:

You canfind this book anywhere. - 3Ty KHUry Bbl MOXETE HATY I'ie YTOAHO.

8) Oob6pa3syiiTe NPON3BOAHbIE MECTOUMEHUS 1 NEPEBEAUTE UX.
ObpaszeLL: some + body =somebody - KTO-TO, KTO-HMOYb
some body

any one

no thing

every where

9) BcrasbTe somebody, anybody, nobody, anything, everybody.

1 The question is so difficult that... can answer it. 2.... sent this message
by email yesterday. 3. Does ... know how to solve this problem? 4. It is too late.
I think there is ... in the office now. 5.... knows that plants like water. 6. Is there
.. here who knows English? 7. You must find ... who can help you. 8. ... knew
anything about the terms of a contract. 9. The question is very easy.... can an-
swer this question. 10. There is ... inthe reception room. I don't know him. 11. Is
there ... you want to tell me?

CnpsixeHune rnarona to be

YT1BepautensHaa — BonpocuTensHas OtpuuarensHas
Hueno hopma dopma dopma
HacTosuee Bpems (Present Indefinite)
lam. AmI? I am not.
En. v Youare. Areyou? You are not.
He (she, it) is. Is he (she, it)? He (she, it) is not.

M. u. We (you, they) are. Are we (you, they)? We (you, they) are
" not.

Mpoweaiwee Bpems (Past Indefinite)
En u. I (he, she, it) was. Was I (he, she, it)? I (he, she, it) was not.

You were. Were you? You were not.
Mu u.  We (you, they) Werewe (you,they)? We (you, they) were
" were. not.
bynywiee Bpems (Future Indefinite)
I shall be. Shall I be? I shall not be.
Ea. u. Y(?u (he, she, it) W|II you (he, she, it) You (he she, it) will
will not b
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O6opoTthere is/there are

YT1BepautensHaa — BonpocuTensHas OtpuuarensHas
Huerno (hopma thopma thopma
We shall be. Shall we be? We shall not be.

MH. 4. bYou (they) will Will you (they) be? g(ou (they) will not
e. e.

CnpsihxeHue rnarona to have

YTBEPXKAEHVIE oTpULaHve BOMpoC

| have I have no... have 1?

he has he has no... has he?

she has she has no... has she?

it has it has no... has it?

we have we have no... have we?

you have you have no... have you?
they have they have no... have they?

"naron to have o3Hauaet “UMeTh”, “06/1a4aTh” 1 NEPEBOANTCS Ha PYCCKUI
A3bIK 'y MeHs (Te6A M T. 4.) eCTb'.

BonpocuTensHas hopma 06pa3yeTcsi NOCTaHOBKOWA [/1aro/ia-Ckasyemoro
Mepe Mo4/IEXaLLVIM.

B oTpuuatesibHbIX Npea/iokeHNsX CTaBuUTCA OTpULATENIbHOE MeCTOMME-
Hue no: | have no watch. He has no books.

B KpaTKmx oTpuLaTe/ibHbIX OTBETaX MoC/e rnarona cresyet oTpuLaHme
not: | have notunu (B pasrosopHoii peun) | haven't, he has notunm he hasn't.

10) BctasbTe rnaronbl to be, to have B Hy><HOI dopme.

1 He ...born in 1985. 2 We ... alot of work yesterday. 3. We ... many cus-
tomers abroad. 4. He ... agood experience in advertising. 5. Who ... absent from
work yesterday? 6. He ... amanager. 7. What... he? 8.... he a good manager ?

9. These ... your job rsponsibilities. 10. Where ... this book? 1t ... on the table.
11. What... their names? 12. You ... askilled supervisor in amonth. 13, W hat..
you? 14. How ... she? 15. How ... you? | ... fine.

O6opoT there is/ there are

O6opor there is/ there are Cy>XuT 419 BbIP&XKEHNSA HA/IMUNSA U OTCYT-
CTBMA Kakoro-mbo npefMeta B OMpeSesieHHOM MecTe UK B OnpesenieHHoe
Bpewms. [MepeBog, Npea/ioKeHNs C TakuM 060pOTOM HYXKHO HauMHaTb C 06CTOs-
Te/bCTBa MECTA, @ €C/N €0 HET, TO CO CKasyemoro.
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Grammar revision course. QoHoBHBLE MoHATVRA BIPaMVETVKE

Present Indefinite
YTBepauTesbH. npeay. BonpocutesnsH. npean.

There is a picture on the wall. Ha Is there a picture on the wall? Ha
CTeHe KapTuHa. CTeHe eCTb KapTuHa?

There are pictures on the wall. Are there pictures on the wall?
Ha cTeHe KapTuHbI. Ha cTeHe eCcTb KapTUHbI?

Past Indefinite
YTBepauTesibH. Nnpesy. BonpocutesnsH. npean.

There was a picture on the wall. Was there a picture on the wall?
Ha cTeHe Gblna kapTyHa. Ha cteHe 6bu1a KapTuHa?

There were pictures on the wall. Ha Were there pictures on the wall? Ha
CTeHe OblM KapTVHBI. CTeHe 6blM KaPTUHBI?

Future Indefinite
YTBepanTesbH. Npesy. BonpocutesibH. npean.

There will be pictures on the wall. Will there be pictures on the wall?
Ha cTeHe GyayT KapTuHbl. Ha cTeHe OyayT KapTyHbI?

Bbibop (hopMbl rnarona to be 3aBMCUT OT umcia CyLLECTBUTE/BHONO,
C/leflytoLLEro cpasy 3a HuMm:

There is a chair and two armchairs in the room.

There are two armchairs and a chair in the room.

BonpocuTenbHble NpeaiokeHns ¢ 06opotom there is/ there are cTposiTcs
CrieayHoLLVIM 06pasoMm:

O6wwmii Bonpoc: Is there anything on the table? Will there be a conference
tomorrow?

CnieupanbHbIi Bonpoc: What is there on the table?

PazgenutenbHbIi Borpoc: There are some books on the table, arent there?

11) BcTtaBbTe to be B HY»HOI (hopme.

I.There ... a telegram on the table. 2 ... there any telegrams from Mos-
cow? - Yes, there ... some. 3.... there ... aflight for Moscow tomorrow? - Yes,
there..... 4. There...much snow last winter. 5. There... alot of stars and planets
inspace. 6.... there... alift in your future house? - Yes, there..... 7. Some years
ago there ... many old houses in our street. 8.... there many customers yester-
day? No, there .... 9. ... there alamp over the table? - Yes, there ....
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CTeneHn cpaBHeHUs npunarartesibHbIX 1 Hapeqmﬁ.

12) HanuwmTe criegyrolipe NpesioxeHns B NpoLLeLleM 1 ByayLiem
BPEMeHax.

1 There is much snow in winter. 2. There are 5 theatres in our city.
3. There is no lift in our house. 4. There are many new books in our library.
5. There is little milk in the bottle. 6. There are 3 rooms in our flat. 7. There is
amap on the wall.

13) [MepeBeanTe Ha aHrMIACKUIA A3bIK, YNOTPe6/1sAs HeonpeaeneHHbIe
(wnmn oTprLAaTENbHBIE) MECTOVMEHUS 1 X NMPOU3BOAHBIE.

1 EcCTb KTO-HMOYOb 30ecb? 2. A 3Aech He 3Hat0 Hukoro. 3. ECTb
KTO-HWOY/b, KTO MOXET MOoMOYb MHe? 4. Takue CyBeHUpPbI MPOJAtoTCS BE3AE.
5 B cagy ectb KTo-HMGYAb? - Tam HUKOro Het. 6. Ha crone ectb
4TO-HNOYOL? - HeT, Tam HUYero Het. 7. B CymKe 4TO-TO ecTb? - [a, ecTb.
8. B aT0l KHUre ecTb UTO-HKOY b MHTepecHoe? 9. Ha cTeHe eCTb Kakume-H1oyab
KapTuHbI? - [a, TaM eCTb HeCKO/bKO. 10. B HalLlein 61bnmoTeke ecTb Kakie-To
KHUMV Ha aHI TIMACKOM $13bIKe.

CTteneHun CpaBHeEHUA npunarate/ibHbIX N Hape‘-ll/lVl

MpunaratenbHble 0603HAYaOT MPU3HaKWM MPEAMETOB M OTBEYAKOT Ha
BOMPOC KaKoi?

Awide road LLInpokas gopora

Adtall tree Bbicokoe fepeBo

An interesting book WHTepecHas kHura

Hapeuus oTBeyaloT Ha BOMpOC Kak?

He speaks English well OH roBOPUT NO-aHT /IMIACK XOPOLLI.

MpynararenibHble 1 Hapeuns UMerT TPy (POPMbI CTeMeHel CpaBHEHWS:

MonoXUTENBHYHO (positive degree),

CpaBHUTENbHYHO (comparative degree),

NpeBOCXOAHYHO (superlative degree).

®OopmMbl CPaBHUTE/BHOM M NMPEBOCXOAHOW CTereHeli 06pasyroTca AByMst
criocobamut:

Cnoco6 1. Ecnv npunaratesisHoe OAHOCTIOKHOe, (POpMa ero CPaBHUTESTb-
HOVA CTerneHV 0bpasyeTcs Npum NoMoLLM cyddmkcea -e” a hopma NPeBOCXOHON
CTerneHu - Mpu NOMOLLM cyddmkca -est.

lMonox. creneHb CpasH. cTereHb lMpeBocx. cTerneHb

strong - CWibHbIA  stronger - cubHee  the strongest - CUbHELINIA
cold - xonogHbin  colder - xonogHee  the coldest - camblil XONOAHbIN

HekoTopble ABYCNOXHbIE Npunarare/ibHble, OKaHUMBAIOLLMECA Ha -Y, -€r,
-OW 06pasytoT CTereHW CPaBHEHMS Tak e, KaK 1 O4HOC/IOXHbIE, C MOMOLLILHO
cydpmKcoB M r 1 -est.
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easy Nerkui

easier 6oriee Nerkuid, nerye

the easiest caMbliA SIErkvid, neryaiLumin
clever YMHBI

cleverer 60nee YMHbIA, yMHee

the cleverest CaMbliA YMHbIIA, YMHEMLLINIA
narrow Y3KuiA

narrower 6oree Y3KUIi, yxe

the narrowest camblin y3KuiA

Cnoco6 2. OT ABYCNOXHbIX Mpunarate/ibHbIX WM MpuiaratesibHbIX
COCTOSILLMX U3 TPeX WK 6osiee CIOroB CPaBHUTENbHas CTerneHb 06pasyeTcs
npw nomoLuy cnosa more (less), a NPeBOCXOAHas CTereHb - NpY MOMOLLM
cnosa most (least).

famous 3HaMEHUTbI

more(less) famous 6onee (MeHee) 3HaMEHUTbIN

the most famous CaMblii  3HAMEHWUTBIM, 3HAMeHU-
TeALLniA

interesting VHTEPECHbIN

more(less) interesting 6onee (MeHee) VHTEPECHbINA, WH-
TepecHee

the most interesting CamMblii  VHTEPECHbI, WHTEpec-
HEWLLINIA

VicknitoyeHusa npu O6pa3OBaHVII/I cTeneHein CpaBHEHUA
npunaratesibHbIX

MonoxxutensHas CpasHuTe/bHas lMpeBocxosHas
CcTeneHb CcTeneHb CTeneHb
good (xopoLumin) better (nyuLue) the best (camblii fyuLLNi,
NyLLe BCEro)
bad (nnoxoi1) worse (6onee n/oXoi, theworst (CambIii N/IOXoiA,
Xye) XY[LLINIA)
little (MaieHbKWA) less (MeHblie, MeHbLLMIA) the  least  (Camblid
MasIeHbKi)
many, much (MHoro) — more (60sbLLE) most  (GorbLue  BCero,
cambliA 60/IbLLION)
far (nanekuin) farther (6onee paneknii) the farthest (camblii
[lanexkunin)
far (oaneko) further (panbLue) the )furthest (manbLue
BCEro

CyLLeCTBUTENBbHOE, OMPEeaensieMoe MpunaraTe/ibHbIM B MPEBOCXOAHON
CTEMNeHM, BCEr/ja MMEET OMNpe/e/ieHHbIN apTuK/b the.
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Mpegnorn

B NPeaoXKeEHNAX CO CTENEHAMM CPaBHEHUA Nnpunarate/ibHbIX Hapeqvu7|
MCNonb3ytoTCA CreayroLLne Coro3bl U Crocobbl BbIPa>KEHWA CPaBHEHWUA:

as ... as TaKoW e ..., KaK

not so ... as He TaKoM ..., Kak

not such (a) ... as He TaKoW ..., KaK

twice as much as B [1Ba pa3a 60/ibLLe

three times as long as B TPV pasa L4/IMHHEE, YeM

three times as high as B TPV pa3a BblLLe, YeM

ten times as much as B [ECATb pa3 b0/bLLe

half as much/many B[IBOE MeHbLLIE

half the size/the weight B [Ba pasa MeHbLle Mo pasme-
py/no Becy

half the length B [1Ba pa3a MeHbLLEe M0 J/MHe

much better/worse HaMHOT O JyuLLe/XydKe

much more/less ropasao 60sbLue/MeHbLLe

the ... the YeM ... TemM

14) OG6pa3yitTe CPaBHUTENbHYHD W MPEBOCXOAHYHD CTemeHb OT
CNeflyHOLLMX NpuaraTesibHbIX Y HapeUwia.

1 large, tall, long, easy, hot, big, cold, nice, bad, strong, short, wide, good,
happy, high, low, busy, well, little, many, far.

2. wonderful, necessary, quickly, interesting, comfortable, popular, active,
famous, pleasant, beautiful, slowly, clearly.

15) Packpoiite CKOOKW, YMNOTPEOMB HYXHYHO CTereHb CpaBHeHWs
npunararesibHoro/Hapeums.

1 Winter is (cold) season ofthe year. 2. Moscow is (large) than St.Peters-
burg. 3. Which is (long) day of the year? 4. The Alps are (high) mountains in
Europe. 5. Even (long) day has an end. 6. It is one of (important) questions of
our conference. 7. Your English is (good) now. 8 Who knows him (well) than
you? 9. We have (little) interest in this work than you. 10. Health is (good)
than wealth. 11. He worked (well) of all. 12. Today he worked (slowly) than
usually. 13. The Russian grammar is (difficult) than the English one.

Mpeanorn

Mpepgnoru, o603HavaloLIMe MecTo

above - Hag There is alamp above the table.
across - yepes I live across the street.

around - BOKpyr We are sitting around the table.
at - vy, B, BO3/e, psgom We are sitting at the table.

I study at the University.
The pupils are at the lesson.
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behind - 3a, no3agu, c3agun

between - mMexay

down - BHUM3

in- B

on - Ha

under - nog,

in front of - Bnepeaw, nepef

near - BO/M3K, OKOJO, PALOM C,
BO3/1e

OVEr - Haf, Yepes, CBepX

up - BBEpPX

There is a garden behind the
house.

Between the tables.

Down the river.

He is in the office.

The book is on the desk.

The book is under the table.
There is a telephone in front
of him.

She is sitting near the table.

There is abridge over the river
Up the river.

Mpeanorn HanpasieHns

to- K
from - ot, u3, co

into - B, BHYTPb

out of - u3

on(to) /onto - Ha
through - uepes, ckBo3b

Come to me.

Take this book from the table.
I come from Russia.

Put the book into the bag.

Take the book out of the bag.
Snow fell onto the ground.

He came in through the door.

Mpegnorn BpemeHu

in-B
in - yepes
at- B
on-B

by - K

from ... till ... - or... go
from... to... - or... [0
for - B TeueHue
during - BO Bpems
after - nocre

before - nepep,

within - B TeueHvie

in April, in 2003

in an hour, in two days
at 5o'clock, at midnight
on Monday, on the 10th of Feb-
ruary

by the end of the week
from 5till 6 o'clock
from 5to 6 o'clock

for an hour

during the lesson

after work

before the lesson
within amonth

Mpoune npegnoru

by - nocpezcteom walk

with - BMmecTe, G,

4eM-T60 (Kak UHCTPYMEHTOM)
for - gnq
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HeonpegeneHHbIit 1 onpeaeneHHblii apTukau

16) 3anonHUTe NPOMyCKM Npea/ioramu.

1 There is a carpet... the floor. 2. What street do you live ...? 3.... Sunday
the banks are closed. 4. Last week he went... Moscow. 5. They will go ... the col-
lege tomorrow. 6. She goes ... work ... bus. 7. He stayed ... the hotel... one night.
8. Many people travel... train. 9. There were many books ... the table and .the
bookcase. 10. He was born ... the first... October. 11. The work begins ... nine
oclock ... the morning. 12. He took some books ... the table and put them ... his
bag. 13. We went ... home ... foot. 14. My father works ... the plant.

HeonpegeneHHblil U onpeaeneHHbli apTUKIn

HeonpegeneHHbIN apTvkb a (an) NPOUCXOAMUT OT YMC/IMTENIbHOTO One
(oauH), onpefeneHHbIN - OT yKasaTe/lbHOro MectoMmeHus that (Tor).

ApTUK/b YNoTpebseTcs nepes KakapIM HapyLaTe/IbHbIM CyLLECTBUTE Tb-
HbIM.

YnomvHas NpeaMeT Briepsble, Mbl YroTPe6/1ieM Mepes, HM HeOrNpeeneH-
HbIi1 apTVKNb a(an). YNOMUHasA 3TOT Xe NpeaMeT BTOPUYHO, Mbl CTaBUM Mepes,
HUM orpeaeneHHbId apTuKb the. Hanpuwvep: This is a book. The book
is interesting.

HeonpegeneHHbIN apTuk/ib a (an) ynoTpebrseTcs nepes, eaMHUYHBIM,
OTZie/bHbIM MPEAMETOM, KOTOPbI Mbl He BbIAE/SeM 13 Kracca eMy NnogooHbIX.
HeonpeseneHHbli apTMK/Ib an 00bIMHO CTOWUT Mepef, CyLLECTBUTESbHbIM,
KOTOpPOe HauMHaeTcs C r71acHOro 3ByKa: an apple, an egg.

Hanpuvep: 1 bought abook yesterday. A Kynun B4epa KHUYy (0AHY U3 MHO-
rvx e Nogo6HbIX). | have an apple. Y MeHs eCTb SI6/10K0 (OHO, Kakoe-To).

HeonpeaeneHHbI apTUK/b a (an) MOXET YNOoTPe6tAATLCS TOMbKO CUCHMC-
NAEMbIMM CYLLIECTBUTE/IbHLIM, CTOALLMMW B EAMHCTBEHHOM umcre. [Mepef He-
VCUNCIAEMbBIMA CYLLIECTBUTE/bHBIMA UM CYLLECTBUTE/TbHBIMIA BO MHOMECT-
BEHHOM YMC/ie HEOMNpPeAe/IeHHbIA apTUK/Tb OMYyCKaeTCs.

HeonpegeneHHbI apTuK/b He ynoTpebnseTcs:

a) CHeucuMcnseMbIMU 1 “abCTPaKTHBIMA’ CyLLECTBUTE/TbHBIMUA:

I like coffee and tea. Friendship is very important in our life.

6) C CyLLIECTBUTE/IbHBIMM BO MHOXECTBEHHOM YMCTTE:

The books are on the table.

B) CWMEHamN COOGCTBEHHBIMM:

I told Jane about that.

I) CCyLIECTBUTE/bHBIMW, NMEepes KOTOPbIMU CTOAT NPUTSXKATE/bHbIE U
yKasaTte/lbHble MECTOUMEHWS:

This car is better than that.

That bike is old.

L) C CyWECTBUTE/bHBIMW, 33 KOTOPbIMW CriedyeT KOMMYEeCTBEHHOe
uMCUTeNbHO., 0603HaYarOLLIEE HOME:
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Read the text on page eight.

HeonpeaeneHHbI apTK/b & HEO6X0AMUM B KOHCTPYKLMSAX:

I have a... Thisisa... | ama... What afine day!

Iseea. Thereisa. Heisa. What agood boy!

OnpeeneHHbIiA apTyKb the BbifenseT NpesMeT UKW NpesMeTbI U3 Kracca
1M MOAOGHbIX:

The book I bought yesterday was interesting. - KHura, KOTOpyto 1 Kynnn
BYepa, Obl1a MHTEPECHON (3TO - KOHKPETHas KHUMA, KOTOpPYH FOBOPALLY
Bb|AeNSET M3 Kracca i NofotHbIX).

OnpefeneHHbIN apTUK/b the ynoTpebnseTcs Kak ¢ UCUMCSEMbIMA, TaK
N C HEMCUNC/ISEMbIMN CYLLECTBUTE/bHBIMUY, KaK C eVHCTBEHHbIM, TaK U C
MHOXXECTBEHHbIM YVC/IOM.

Hanpumep: This is a book. The book is interesting (Mcuucnsiemoe
B €VHCTBEHHOM YWC/E)

This is meat. The meat is fresh. (Hencumcnsemoe).

These are books. The books are good. (MHOXeCTBEHHOE YMCIIO).

OnpefieneHHbIN apTyKb YNOTPebnseTcs:

a) KOrjam3BecTHO (13 KOHTEKCTA, 3 OKPY>KAtOLLIE 06CTaHOBKM) 0 KAKOM
npeamete (MpegmeTax, ABNeHNsX) UaeT pedb: Take the book, please;

6) KoOrga peyb WOET O €AVHCTBEHHOM B CBOEM pOJe MpeameTe Win
sBneHnn: The Sun is in the centre of the solar system;

B) KOrZa CyLLeCTBUTE/bHOE MMEET OrpaHNUMBAIOLLIEE OnpeserieHue, Yallie
BCero ¢ npegyiorom of

We dont know the names of these people;

r) B cnoBocoyeTaHmax Tuna in the north, to the west, at the cinema,
the same, in the country, the rest of the ...,

_{) ec/m nepez CYLLECTBUTENbHbIM CTOWT MpunaratesibHoe B MPeBOCXOA-
HOIA CTeneHu

This is the most interesting book.

C reorpathvyecKVMI Ha3BaHUAMU U C UMEHaMK COBCTBEHHBIMM, apTUKTb,
KaK MpaBuio, He YrnoTpeb/IseTcs, KpoMe CrIeyHoLLVX Clyuaes:

@) CHa3BaHWAMM MOpEWA, PEK, OKEaHOB, FOPHbIX XPeBTOB, Py OCTPOBOB
Cnonb3yeTcs onpeaeneHHbIi apTuknb: the Pacific Ocean, the Black Sea, the
Thames, the British Isles. the Caucasus;

6) onpeaeneHHbIA apTUK/Ib UCMO/B3YETCH C HECKOMbKMU Ha3BaHUAMU
CTpaH, 06/1acTeii 1 ropog0B:

the Ukraine, the Crimea, the Netherlands, the Hague, the Riviera,
the Congo, the West Indies;

B) OMpefe/ieHHblA  apTVKIb  WCMO/b3YeTC C  Ha3BaHWAMU  CTPaH,
COCTOSALLMMI 13 2 1 6OIee CroB:

the Russian Federation, the United States of America, the United King-
dom;

r) nepep cobuparte/ibHbIM MMeHeM cembit: The Petrovs - eTpoBbl.
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MHOXeCTBEHHOE YNCNO CYLLEeCTBUTENbHbIX

ApPTUK/b He HY>KEH B COYETaHAX CO CrioBamu next v last Tuna:
next week, next year, last month, last Tuesday.

17) BctaBbTe apTuKM a, an, the rae oHM HeoGX0AVMBL.

1 Thisis...pencil... pencil isred. 2 She is .. manager. 3. There are ... many
flowers in your garden.... flowers are beautiful. 4. Did you write ... plan? Give
me your ... plan, please. 5.... Black Sea is in ... South of Russia. 6.... Petrovs are
very friendly. 7. This is ... Annsbook. 8 W hat... fine day it is today! 9.1don*
know ...way to ... station. 10. Usually I get up at.. 7 oclock in ... morning. 11
Will you have ... cup of ... tea? 12. ... Warsaw is ... capital of Poland.

18) BcrasbTe apTVK/b the, rae oH He06X0ANM.
1 Do you live near school?

2. What is largest city in world?

3. This street is longest in town.

4. What city is capital of United States?

5. What did you have for lunch?

6. Peter istallest in class.

7. We came into nearest shop.

8. Take pen and make exercise in written form.
9. In spring sky is blue and sun is shining.

10. Spring is best time for planting.

MHOXeCcTBEeHHOe YNC/IO CYLLEeCTBUTESIbHbIX

MHOXECTBEHHOE YMC/IO CYLLECTBUTE/TbHBIX, KPOME TeX, OCHOBA KOTOPbIX
OKaH4MBaeTCA Ha -ch, -, -ss, -sh, -X, a TakKe CyLLECTBUTENbHBIX, VMEHOLLMX
OKOHYaHue -0, 0bpasyeTcs nyTem nprbaseHns K OCHOBE OKOHYaHWS -S:

aboy - boys,

abook - books,

apen - pens,

agirl - girls.

MHOXECTBEHHOE ~ UMC/IO0  CYLLECTBUTE/bHBIX,  OCHOBA  KOTOPbIX
OKaHumMBaeTcA Ha -ch, -S, -SS, -Sh, -X, a TaKkKe MMEHOLIMX OKOHYaHVe -0,
obpasyeTcs MyTem Nprbdas/eHNs OKOHYaHWS -es:

abench (ckameika) - benches

abus (aBTo6YyC) - buses

aglass (cTakaH) - glasses

abox (Kopobka) - boxes

apotato (kapToLuka) - potatoes.

CylLLeCTBUTE/bHbIE, OKaHUMBAKOLLWECH Ha -y (Moc/ie COrniacHoi) BO
MHOXECTBEHHOM YMC/Ie MMEKOT OKOHYaHME -ies:

ababy (MnageHew) - babies

afly (myxa) - flies

alady (negw) - ladies.
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CyLLeCTBUTEbHbIE, OKaHUMBAKOLLMECA HA -y (MOC/e [/lacHoM) BO

MHO>XeCTBEHHOM YMC/1e UMEKOT OKOHYaHWe -S:

aboy - boys
atoy - toys.
Ecnm cnoBo okaHumBaetcA Ha f (-fe), TO BO MHOXECTBEHHOM uuC/ie

f MeHseTcs Ha v 1 flobasnsetcs -(es):

alife (ku3Hb) - lives

aknife (HoX) - knives

ashelf (nonka) - shelves

awife (keHa) - wives

(ncknroyeHme: roof (kpbiwa) - roofs).

Kak unTatoTcst OKOHYaHUs CYLLECTBUTE TbHBIX BO MHOXECTBEHHOM YMC/E?
-S UMTaeTCA Kak [S] mocne rayxux cornacHsIx: books, cats,

-S UMTaETCA Kak [Z] nocnie 3BOHKMX COraCHbIX U IacHbIX: pens, boys,

-es ymnTaeTcs Kak [iz] nocne s, ss, sh, ch, X, z boxes

-y MOC/e COr/lacHbIX MePeXoauT B i +es: city - cities, lady - ladies.

Papg cyluecTBUATENbHBLIX 06pa3yeT MHOXECTBEHHOE YMC/IO He M0 OBLLMM

npaBwnam:

a) W3MEHseTCs KOpHeBas r/acHas:

aman (MyXuunHa) - men (My>41Hbl)
awoman (KeHLLYHa) - Women (MeHLLMHbI)
a foot (Hora) - feet (Horw)

atooth (3y6) - teeth (3y0bbl)

agoose (rycb) - geese (rycm)

a MOUSE MblLLb - MICe MbILLN

6) [06aBNAeTCH OKOHYaHWe -en:

an ox (6bIK) - oxen (6bIKy)

a child (pebeHok) - children (getw);

B) 3aMMCTBYHOTCA (DOPMbl EANHCTBEHHONO 1 MHOXECTBEHHOTO Ymcna 13

NaTUHCKOIo M rpeYecKoro A3bIKOB:

aformula - formulae (formulas)

a Crisis - Crises

a criterion - criteria

an index - indices

a bacterium - bacteria.

B aHrmMiAicKOM 5i3blke eCTb CYLLECTBUTE/bHbIE, KOTOPbIE VMEKOT OfHY

(obLLyt0) dhopMy Ans eAMHCTBEHHOTO M MHOXECTBEHHOIO YiC/a:
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a deer (oneHb) - deer (oneHn)

a sheep (oBug) - sheep (0BLb!I)

a fish (pb16a) - fish (pbI6bI)

a swine (CBUHbS) - swine (CBUHbM).



MHOXecTBEHHOE YNCNO CYLLeCTBUTENbHbIX

HekoTopble CYLIECTBUATE/bHbIE MOTYT YMOTPEONSTLCA B (JOPME TO/bKO
E[VHCTBEHHOTO /GO MHOMECTBEHHOTO UMC/A.

CyLLI,eCTBVITe}'IbeIe, yn0Tpe6nﬂeMb|e TOJTIbKO
B €OUNHCTBEHHOM 4ucne:
money - [eHbru
sugar - caxap
hair - Bonochb!
business - geno
information - mMH(opmaLws, ceeseHUs
fruit - dpyKTbI
progress - Mmporpecc, ycrexu
NEWs - HOBOCTb, HOBOCTU
peace - Mup
love - mo6oBb
knowledge - 3HaHWe, 3HaHKA
advice - COBeTbI
furniture - me6enb
luggage - Garax

CyuwecTBuTesIbHble, ynoTpebasieMble TONTbKO
BO MHO>XXeCTBEHHOM 4Ucre:
clothes - ogexpga
goods - ToBapb!
riches - 6orarcTea
thanks - 6narogapHocTv
manners - MaHepb!
money - [eHbri

TOMbKO BO MHOXECTBEHHOM 4uMC/ie  YNoTpebnsoTces  0603HaYeHUs
MPesMETOB, COCTOALLMX U3 ABYX W 60siee YacTeii:

trousers - GproKu

SCiSSOrs - HOXHULLbI

shorts - LIOPTbI

pliers - niockory6upbl

spectacles (glasses) - ouku

20) [MepenuLunTe MCUUCNSEMbIE N HEUCUMCISEMbIE CYLLIECTBUTESbHbIE
B 2 CTO/OMKA 1 NEPeBEANTE UX.

Time, water, machine, music, snow, word, coffee, money, idea, fam-
ily, knowledge, sea, hour, tree, silver, meat, happiness, information,
speed, book, news, house, friend, milk, student, pen, paper, clothes, pic-
ture, air.
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21) Hanvwwmte crefyrouie CyLECTBUTENIbHbIE BO MHOXECTBEHHOM
uncre.

Box, sheep, place, library, photo, mouse, lady, glasses, bush, dress, country,
bus, party, wife, day, knife, knowledge, month, pen, hero, goose, company, life,
deer, tomato, city, man, play, news, child, fruit, shelf, leaf, foot, fish, woman,
money, information.

22) [NocTaBbTe CYLLECTBUTESbHbIE B CrIELYHOLMX MPEAIONEHUAX BO
MHOXXECTBEHHOE YMC/Oo (06paTVITe BHUMAHVE Ha M3MEHEHISA B MEC TOMMEHISIX
1 chopmax rnaronato be).

L A new house is in our street. 2 This story is very interesting.
3. Awoman, aman, aboy and agirl are the room. 4 Put this knife on that table.
5. What is your name? 6. He keeps his toy in abox. 7. This man works at our of-
fice. 8. He has a new suit. 9. The plate was on the table. 10. This town is very
large. 11 Is that girl your sister? 12. 11l give you my book. 13. This story is
good. 14. Is this agood match? 15. That house is new.

Be3nnyHble  HeonpeaesieHHOo-MINYHbIE NpeasioXeHns

AHIINACKME NPEANIOKEHNSA OT/IMHAKOTCS OT PYCCKMX TEM, UTO B HUX BCera
€CTb NoZ/exaLLlee 1 cKasyemoe. NoaToMy B 6e3/MUHBIX MPEeIOXEHUsX, KOrja
HET MOZ/IeXKALLEro, WUCMoMb3yeTca B KavectBe (JOPMaSIbHOrO MOL/IEXALLEro
MECTOVIMEHME it.

It is cold today CerofHsi XonoaHo.

It rains VigeT noxab

Kak B1amm, 6e31nuHble NpeaioyKeHns Takoro Tna CoCTONT U3 MECTOMME-
HWA it, KOTOPOE He MEePEBOAMNTCS, F1arosa-CBA3KM B HY)XXHOM M0 CMbIC/Y BpeMe-
HI 1 IMEHHOM YaCTI CKa3yeMOoro, BbIPaXXEHHOT 0 YaLLie BCEro MMeHeM npunara-
TeflbHbIM. IMEHHas YaCTb MOXET ObITb TakoKe BbipaXeHa MMEHeM CYLLECTBU-
TeNbHbIM U UMEHEM YNCIINTESIbHBIM.

It's nice to meet you MpMATHO NO3HAKOMUTLCA

It is nine o'clock now Ceiluac aeBsTb YacoB

OueHb YacTo 6e3nMyHbIe MPeNoXeHNs ONMCLIBAIOT SB/IEHME NPUPOLb,
COCTOSiHMe MOrofbl, 0603Ha4at0T BpeMs, PacCTosHME.

BonpocuTtenbHas 1 oTpuuatenibHas (opMbl Ge3IMYHBIX MPES/IOKEHIA
06pasyroTCA Mo TeM ke NpaBuIam, YTo 1 BOMPOCUTESTbHbIE U OTPULATE/TbHBIE
(hopMbI NPEL/IOXKEHNIA C UMEHHBIM COCTaBHbIM CKa3yeMbIM.

Is it cold? XonogHo?
Wasn't it interesting? Pa3sBe 370 He 6bl10 MHTEPECHO?
Isn’t it funny? Pa3Be 310 He CmeLLHO?

YacTuua not ctaBmTcs nocne MepBoro Bcriomorare/ibHOro rnarona.
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OCHOBHbI€e TUMbl BOMNPOCOB B @HIIMIACKOM 5i3blKe

23) [MepeBeamnTe Ha aHIIMIACKNIA A3bIK.

1 CerogHs xonogHo. 2. et cHer uenbiii aeHb. 3. Celivac yTpo. 4. bbuio
MPUATHO NO3HAKOMUTLCA C BaLLM ApyroM. 5. Mo3aHo. IMopa cratk. 6. Passe
310 He cmewwHo? 7. Ceitvac ywe 10 yacoB yTtpa. 8. Ha ynuue xonogHo?
9. Ceituac paHHsISi BeCHa, HO ke Terio. 10. 310 faneko otcroga?

OCHOBHBbI€e TUMbI BOrMpocoB B aHIINACKOM fA3blKe

1. O6wwuin Bonpoc
OG6LLMIA BONPOC OTHOCUTCA KO BCEMY MPEL/IOXEHMIO B LIESIOM, Y1 OTBETOM Ha
Hero OyayT C/ioBa yes Unu ro:
Do you like ice-cream? - Yes, | do.
Can you speak English? - Yes, | can.
Avre you a foreigner? - No, | amnot.
Have you bought a textbook? - Yes, | have.

MopsaoK cnoB B 06LLEM BOMPOCE:

1) BcnomorartesbHbiii (MOAabHbINA, FNaron-CBS3Ka) riaron;
2) nog/nexaluee (CyLLECTBUTENBHOE UM MECTOMMEHME);

3) CMbIC/I0BOM raron (Mn AONOHEHME).

2. CneuvasnbHbIi Bonpoc
CnieLanbHbIi BOMPOC OTHOCUTCA K KaKOMY-HUOYIb Y/IEHY MPe/IoKeHs
W UX rpyrne 1 TpebyeT KOHKPETHOIO OTBETA:
What is your name? - My name is Peter.
Where do you live? - | live in Moscow.

CreuparibHbIi — BOMPOC — BCErJa  HAuMHAeTcsl €O CreLyasibHOro
BOMPOCUTE/bHOTO C/I0Ba:

who (KT0?) where (rge?)

whom (koro?) why (noyemy?)

what (4T0?) how long (kak fonro?)
which (KoTopbIii?) how many (CKONbK0?)
whose (4eii?) how much (ckosnbko?)
when (korga?) how (kak?)

MopsLOK COB B CrieLyasibHOM BONPOCe:

1) BsonpocuTtensHoe cnoso (what, where, who, when, hown T. a.);
2) BCrioMorare/bHbii (MOLa/IbHbIRA, F1aron-CBA3Ka) raror;

3) nognexalLiee;

4) CMbIC/OBOM r/iaror,

5) [onornHeHws;

6) obcTosTeNLCTBA (MecTa, BpeMeHw, 06pasa AeiCTBIS U T. ).
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B cneupanbHbIX BONpocax, 06paLLeHHbIX K nog/iexatlemy B hopmax Pres-
ent n Past Indefinite, He ynoTpebnseTca Bcromorare/bHbIA rnaron to do
(did) paHseTCA NPAMONA NOPSALOK CroB:

Who wants to go to the cinema?

Whose pen is it?

Who lives here?

3. AnbTepHaTMBHbIW BOMNPOC

AnNbTepHATMBHbIA BONPOC MPeANnosiaraeT BoIoop 13 BYX BO3MOXXHOCTEIA:

Do you like coffee or tea? BbI ntobute Kode nnm Yaii?

AbTepHATVBHbIV BOMPOC HAYMHAETCA Kak 06LLMIA BOMPOC, 3aTeM CriedyeT
pasfenuTe/bHbIA COO3 OF M BTOPas YacTb BOMPOCa.

4. PasfenuTtefibHbl BONpoOC

Pa3fenmTebHbIA BOMPOC COCTOUT M3 ABYX YacTeid. [NepBast yacTb - 310
MOBECTBOBATE/IbHOE MPef/IoKeHVe (YTBEPAUTENbHOE WM OTPULIATENBHOE),
BTOpasi, OTAENEHHas 3ansTOi OT MEPBOW, - KPaTKMiA BOMPOC, KOTOPbIA Ha
PYCCKUIA NEPEBOAUTCA He NpaBaa /In? He Tak /n?

You are a lawyer, aren't you? Bb! topyCT, He npasaa nn?

You arent a lawyer, are you? BblI He topuCT, He TaK fn?

B kpaTkom Bonpoce NOBTOPSIETCA BCMOMOraTe/lbHbIA, MOAASbHBIA W
CBA30YHbII N1aron NpeL/ioxeHns, CoAePXaLLIEro 3assreHve. Ecnm ckasyemoe
MpeL/IOKeHWA BbIpaXKeHO riaronamu to be nim to have, To NOBTOPAKOTCA 3TN
rNnarofbl.

He is reading, isn't he? OH YnTaET, He TakK Nn? Q‘IOBTopﬂ-
€TTA BCrOMOraTe/bHbIA [/1arofi.)

He can read, can't he? OH yMeeT unTaTh, He Tak Jin?
(MoBTOPsETCA MOJATbHBIA /18-
roncan)

He is agood specialist, isn't he? OH XOpOLLWA CrELY&rCT, He Tak Jin?
(MBTOFETIBB-HNTEONTD be)

He has abook, hasn't he? Y Hero ectb kHura, He Tak n? (IMo-

BTOpseTTA aron to have, ynoT-
PebISeMb I Kak CMb C/I0BOV I/1aros)
Ecnm B noBeCTBOBATE/IbHOM YaCTV PasAe/IMTENbHOIO BOMPOCa COAEPKATCS
YTBEPXKAEHWE, TO BO BTOPON - OTpULIaHME.
ECnm B NoBeCTBOBATE/IbHOM YacTW - OTPULaHKE, TO BO BTOPOI YacTu, Kak
MpaBWo, - YTBEPXKAEHME:
He is there, isn't he? OH Tam, He Tak n?
He isn't there, is he? OH He TaMm, He TaK in?

24) TlocTaBbTe K CrefytoLLYIM NPeSJI0XKeHVsIM BOMPOChI.

1 O6uwpe.

2. CneupanbHble.

3. PasgenutenbHble.

1 There isabook on the table. 2 He must work hard today. 3. We are leav-
ing for Moscow next week. 4. We were reading the whole evening. 5. They
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don't go to work on Sunday. 6. It is not cold today. 7. Ann has already begun to
read a new book. 8. They will show you how to get there.

The Numerals. YUncnmntenbHble

YucnmtesbHble  0603HAYatOT  KOMMYECTBO MPEAMETOB WM MOPSJOK
MPeSMETOB NMPU CHeTe.

YucnuTerbHble [ENATCA Ha KOMMYECTBEHHbIE, OTBEYAOLLWE Ha BOMPOC
“CKOMIbKO?” 1 MOPSAKOBbIE, OTBEYAOLLME HA BOMPOC “KOTOPbIN?”,

KonnuectseHHble uncnmTenbHble o 13 1o 19 obpasyroTcs npribasneHnem
cyddomkca -teen K 0CHOBe.

YucnmresbHble, 0603HauaroLLe JECATKY, UMEIOT CyddmKe -ty. Mopsako-
Bble UMcnTeNbHbIE Kpome nepsbix Tpex (first, second, third) obpasyrotcs npu-
6aBneHveM cydipukca -th nnm -eth K COOTBETCTBYHOLLMM KO/IMYECTBEHHBIM
yncnmTeNbHbIM, CyLLECTBUTESBbHBIE C MOPAAKOBLIMU YNC/IUTEIbHLIMW BCeraa

YNOTPEBNSIHOTCH C ONpeaeeHHbIM apTUKIIEM.

KonuyecTtBeHHbIe YncnnTesibHble

CKonbko?

lone - ogvH

2two - Jga

3three - Tpu

4 four - veTbipe

5five - nATb

6 SIX - LLECTb

7seven - cemb

8 eight - BoCEMb

9 nine - aeBATb

10ten - pecATb

1 eleven - oguHaguaTh
12 twelve - aBeHaauath
13 thirteen - TpuHaaLATL
14 fourteen - yeTbIpHaaLATL
15 fifteen - naTHagUaTL
16 sixteen

17 seventeen

18 eighteen

19 nineteen

20 twenty

Jecatku

20 twenty-the twentieth
30 thirty - the thirtieth
40 forty - the fortieth

MNopsaakoBble YncnnTebHble

Kakoii no cuety?

the first - nepBbIii

the second - BTOpOVA

the third - TpeTuii

he fourth - yeTBepTbIl

the fifth - naTbIi

the sixth - LuecToi

the seventh - ceapmoii

the eighth - BocbMoit

the ninth - geBATbIN

the tenth - pecatbii

the eleventh - oguHaguaTbIi
the twelfth - aBeHaguaTbIv
the thirteenth - TpuHaguaTbIV
the fourteenth - ueTbipHaaUATbIA
the fifteenth - naTHaguaTbIv
the sixteenth

the seventeenth

the eighteenth

the nineteenth

the twentieth

CocTaBHble YAC/TENbHbIE:

twenty-two-the twenty-second
thirty-three - the thirty-third
forty-four - the forty-fourth
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50 fifty - the fiftieth fifty-five - the fifty-fifth
60 sixty - the sixtieth Sixty-six - the sixty-sixth
70 seventy - the seventieth

80 eighty - the eightieth

90 ninety - the ninetieth

YucnutensHble ot 100 v 6onbLLe;

100 - a (one) hundred 100th - the hundredth

101 - a(one) hundred and one 101st - the one hundred and first
200 - two hundred 200th - the two hundredth
1000 - (one) thousand 1000th - the thousandth

1001 - a(one) thousand and one

5,550 - five thousand five hundred and fifty
5,000,000 - five million

1500 - fifteen hundred (one thousand five hundred)

YucnutensHble hundred, thousand, million He MMEIOT OKOHYaHKS -S, KO-
raa nepes HAMV CTOMT ApYroe YMCUTeNbHOE. KoraaumcnnTesbHble 0603Haua-
HOT HeonpeaesieHHOe KO/IMYECTBO, OHW YMOTPeOAoTCA BO MHOMXECTBEHHOM
yKcre C OKOHYaHVEM -S, 3a KOTOpbIM crieayeT npeaior of. CpasHuUTE:

hundreds of books two hundred books
thousands of books five thousand books
millions of people 2 million people

Homepa cTpaHuL, A0MOB, KBapTUP, TPAHCMOPTa, 0603Ha4arOTCS He Nopsia-
KOBbIMM, & KO/IMYECTBEHHbBIMY YUC/IUTE/bHBIMA. B 3TUX Cryyasix CyLecTBu-
Te/lbHble YNoTpebnsatoTcs 6e3 apTuksa: page 15, house 40, flat 13, bus 72

Kak unTaloTcs MaTeMaTuyecKme BbipaXKeHna?
multiply (X) - multiplied by, times

divide () - divided by

add, sumup (+) - plus

subtract (-) - minus

(=) - equals, is equal, makes

22- two in the second power

Kak unTatorcs gatsl?

UncnutenibHoe, 0603Ha4atOLLEE rof, [eNMTCA Ha [1Be YaCTU - YKCIIO COTEH,
a3aTeM - YMC/0 [ECATKOB U eAVHUL,

1900 - nineteen hundred, in (the year) nineteen hundred

2000 - two thousand, in (the year) two thousand

1905 - nineteen five, in (the year) nineteen five

[Jatbl uiTaroTCa criegyrowmm 06pasom:

April 12, 2003 1) on the twelfth of April, two thousand three 2) on April
the twelfth, two thousand three
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25) Hanuwwmre uncpamu crefyroLLyie fatbl.
1 The first of March nineteen seventy-six.

2. The sixteenth of May nineteen five.

3. The third ofJuly two thousand four.

26) HanuwwmTe no-aHrnncKu.
1) 7 wmaprta 1999 rogg; 2) 1ceHTabpsa 1974 rogg; 3) 22 anpens 1911 rofg;
4) 11 mapra 1951 rogg; 5) 12 nekabps 2004 roga.

MpounTaiiTe APO6HbIE YNCUTENbHBIE.

lMpocTble JecatnuHbie

¥2- a(one) half; 0.1 - O[ou] point one

Y 4- a(one) quarter 245 - two point four five

2 3- two thirds 35.25 - three five (nnu: thirty-five)
point two five

15- one and a half

27) Hanuwwte uygpamm apo6HbIe Ymca.

lMpocTble:

1) A(one) half; 2) two thirds; 3) a (one) quarter; 4) three fourths; 5) two
and a (one) half; 6) five and one sixth; 7) a (one) fifth.

JecatnyHble:

1) Zero (nought/ou) point two; 2) two point four five; 3) four point five;
4) three four (thirty four) point one zero two; 5) nought point nought one;
6) six point three five; 7) fifty eight point three nought five.

28) [MepeBeauTe Ha aHIIMIACKUIA A3bIK

1 a) 220 gHeir; 6) 1500 venosek; B) 20545 KHur; ) okono 100 cTpaHuL;
[) noutn 300 TeTpagen.

2. a) NnepBbli1 aBTOGYC; 6) BTOpas CTPaHULR; B) MUIMOHHbIV MOCETUTESb;
) YacTb Mepsast; 4) HoMep AECATHI.

3. @) ABa MWIMOHA YenioBek; 6) MAMMIMOHBI KHUT; B) TPCTa BOCEMbECAT
NATb CTPaHWLL; T) ABaAUATh NEPBOE AeKabps 1997 rofa; o) ABeHaALAToe MapTa
2005 rogga; e) oaHa YeTBepTas; X) TpY MATbIX; 3) HOMb LENbIX, ABaALATb MATh
COTbIX; W) YeTbIpe LefbIX M NATb LLECTbIX; K) fBe LeMbIX, CTO NATb ThICAYHbIX.

BpemeHa aHrnunickoro rnarona

Tabnvua BpeMeHHbIX thopM raarona

Boems lMpocToe MpofomkeHHoe  3aBepLUeHHOe
P Indefinite (Simple) Continuous Perfect
Hactosiee | write | am writing | have written

Present Ay (BooOLLE, 00bMHO) A nnLly (celrvac) A (yke) Hanmcan

289



Grammar revision course. OCHOBHble MOHATUS B rpammatumke

Boens lMpocToe MpofomkeHHoe  3aBepLUeHHOe
P Indefinite (Simple) Continuous Perfect
Mpoweswwee | wrote I was writing I had written
Past A (Ha) nucan (Buepa) A nmcan (B TOT A Hanmcan (yxxe
MOMEHT) K TOMY MOMEHTY)
Bynyuiee I shall/will I shall/will I shall/will
Future write be writing have written
A Hanuwy, 6yay nucatb S 6yay nucatb A Hanmwly (y>ke
(3aBTpA) (B TOT MOMEHT) K TOMY MOMEHTY)

rPYMNNA BPEMEHHbIX ®OPM INDEFINITE (SIMPLE)
dopwmbl rnarona B Present Indefinite

YTBepauTesisHas BonpocuTensHas OtpuuarensHas
Hmcno dopma dopma dopma
En IEyou)_ ask Do | (you) ask? | (you) do not ask
He (she, it) asks  Does he (she, it) ask? e (she, it) does
not ask
MH. We (you, they) ask Do we (you, they) ask?  We (you, they)
do not ask

naronbl B dpopmax Indefinite (Simple) onucbiBatoT 06bIYHbIE, MOBTO-
PAKOLLMECH [eNCTBUA KaK (PaKT - 6e30THOCUTE/NBHO K UX J/IMTENBHOCTM UK
K pesy/nbTary AeicTBumS:

He works as a manager.

[ns ykasaHuns Ha NOBTOPHBbI XapaKTep Ae/CTBIA YacTo YnoTpebnstoTcs
cnosa every day/ week, month, year (Kaxabli AeHb / KOy HEAENto, MecsLl,
ron), often (4acto), seldom (peako), always (Bcerga), usually (06bIMHO),
never (HUKOraa).

Hapeuns often, seldom, always, never, usually 06bIMHO CTaBATCA Nepes,
[/1aro/IoM.

B npennoxeHusx ¢ rnaroniom to be atu Hapeums 06bIMHO CTABATCA MOCe
rnarosa.

He is never late for his work. - OH HMKOra He onasgbIBaeT Ha paborTy.

OtpuuarensHas 1 BonpocuTenbHas opMbl B Present Indefinite obpasy-
FOTCA NMPY MOMOLL BCrOMOraTesbHbIX raronos do, does, did cyactuugeli not,
KpaTkas qpopma: don't, doesn't, didn't.

dopwmbl rnarosna B Past Indefinite

YTBepauTtensHas BonpocuTenbHas OtpuuarensHas

Huero hopma hopma hopma
En. nvH. 1 (you, he, she, it, we, Did | (you, he, she, it, 1 (you, he, she, it, we,
they) asked we, they) ask? they) did not ask
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OtpuuaresibHas 1 BonpocuTenbHas hopMbl B Present Indefinite obpasy-
FOTCA NPY MOMOLLM BCrioOMOraTesbHbIX raronos do, does, did cyactuugeli not,
KpaTKas toopma: don't, doesn't, didn't. Mopsaok croB nNpsMoid. BonpocuTenb-
Hble NPEeANOXEHNs 06pa3yHoTCA, KaK npaBmso, NPOCTON NepecTaHOBKOA Mog-
NeXXaLLero 1 BCroMOoraTe/ibHoro riarosia. BonpocutesbHble MECTOMMEHNS MPY
3TOM CTOSIT BCEr/ia Briepeau.

He isastudent. - Is he astudent?

We do not write much. - Do we write much?

You have a computer. - Do you have a computer? - What do you have?

She does not live in Moscow. - Does she live in Moscow?

He didn't likethe film. - Did he like the film? - What filmhe didn't like?

Regular and irregular verbs.
MpaBubHbIE Y HEMpPaBW/bHbIE rNaronbl

Mo cnocoby 06pa3oBaHMs MPOLLEALLIErO BPEMEHW BCE FNarofibl B aHINiA-
CKOM 513bIKe MOXHO Pa3fe/Thb Ha [iBe rpynbl: Npasu/bHbIE U HEMPaBUIbHbIE.
Y npasubHbIX 1/1arosioB BTopas U Tpetba (opmbl (Past Indefinite Tense
1 Past Participle - npocToe npoLLeaLLiee BPeMs U NpuyacTyie NpoLUesLLIero Bpe-
MEHW) COBMafatoT MeXIy Co60l 1 06pasytoTcs NyTem NprbaBeHMs K OCHOBE
rnarosia okoH4aHus -ed (-d):

to ask - asked to change - changed

to receive - received to work- worked

[Mpu 3TOM CYLLECTBYET psif, 0COBEHHOCTEIA:

@) €C/n r1aro/l OKaHYMBAETCA Ha -y C MPEALLECTBYHOLLEN COriacHoOM, TO
OyKBa y MeHseTcsl Ha i M Ao6aBisieTcs OkoHYaHve -ed

to supply - supplied to apply - applied

€C/I1 I/1aro/l OKaHYMBAETCA Ha -y C MPeALLIECTBYHOLLEH rNacHOM, To GyKBa
Y He MeHseTCA 1 106aB/1SeTCH OKOHYaHVe -ed

to stay - stayed to play - played

6) ecnv rnaron OKaHYMBAETCA Ha COrMaCHyK0 C MpefecTBYHOLLM
KPaTKVM r71aCHbIM 3BYKOM, TO COT/lacCHast Ha KOHLIE Y/1BavIBaeTCs:

to stop - stopped

MMocrie 3BOHKMX COr/acHbIX U /acHbIX 3BYKOB OKOH4aHue -ed mnu -d
npowsHocuTes kak [d] loved, said, anocne rnyxmx corfacHbIxX Kak [t] looked.

Mocne 38ykoB [d] v [t] Ha koHLEe cnosa okoH4YaHwe -ed (-d) npousHocuTCs
Kak [id] landed, started.

HenpasuibHble rnarossl 06pasyroT BTOPYH 1 TPETHHO (HOPMbI Pas/INyHbI-
MU criocobamm, 6e3 YeTKMX NpaBu. 3TO HaMbosee YacTo YNOoTpebseMble Ma-
rofbl.
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®dopwmbl rnarona B Future Indefinite

YTBepauTenbHas BonpocutensHas OtpuuarensHas
Huero opma thopma hopma
I shall ask. Shall I ask? I shall not ask.

En You (he, she, it) will Will you (he, she, it) You (he, she, it) will
ask ask? not ask

MH We shall ask. Shall we ask? We shall not ask.
' You (they) will ask  Will you (they) ask?  You (they) will not ask

FPYMNA BPEMEHHbLIX ®OPM CONTINUOUS

dopwmbl rnarosia B Present Continuous

uncro YTBepauTtensHas BonpocutensHasa OtpuuarensHas

thopma thopma (hopma
I am asking. Am | asking? I am not asking.
En You are asking. Are you asking? You are not asking.
' He (she, it) is asking. Is he (she, it) asking? He (she, it) is not
asking.

MH We (you, they) are Are we (you, they) We (you they) are
' asking asking? not asking

Present Continuous yrnoTpe6seTcs 419 BblpaXeHWs AeiiCTBMA, 4/isLe-
rocsi B HaCTOSILLMIA MOMEHT WM Neprog, YKasaHue Ha BpeMs Tuna now (Ceid-
yac), at the moment (B faHHbIi MOMEHT) MOXET ObITb IMB0 BbIPXKEHO, /IGO0
Nofpa3yMeBaThCs.

C rnaronamy, KOTopble 0603HaYat0T He [eiCTBYe, a cocTosHMe, Present
Continuous 06bI4HO He yroTpebseTcs:

to feel (vyBcTBOBaTL)

to be (6bITb, HAXOAUTLCA)

to live (knTb)

to stay (ocTaBaTbCA)

to hear (CrblLLaTh)

to see (BUAOETD)

to know (3HaTb)

to remember (NOMHUTL)

to think (aymartb)

to want (XOTeTb)

to like (/1106WTb, HPABUTLCS)

to love (Nro6UTL)
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YTtBepautensHas — BonpocuTenbHas OtpuuarensHas

Huerio (hopma (hopma thopma
I (he, she, it) was Was | (he, she, it) | (he, she, it) was
En. asking. You were asking? Were you not asking.
asking asking? Youwere not asking
MH We (you, they) Were we (you, We (you, they)
' were asking they) asking? were not asking

Past Continuous 06bI4HO YNOTPEBNSETCS A1 BbIPKEHS] KOHKPETHOMO
[JeiCTBUS, AIMBLUETOCS B TOYHO YKa3aHHbI/ MOMEHT UM NEPUOL, B NMPOLLYIOM.

dopwmbl rnarosna B Future Continuous

YTtBepautensHas — BonpocuTenbHas OtpuuarensHas

Huecno hopma hopma dopma
I shall be asking.  Shall I be asking?  Ishall not be asking.
En, You (he, she, it) will Will you (he, she, it) You (he, she, it) will

be asking be asking? not be asking
We shall be asking. Shallwebeaskin%? We shall not be

MH You (they) will be Will you (they) be asking.
' asking asking? You (they) will not
be asking

Future Continuous ynoTpe6niseTcs A BbIPXKEHUS LeCTBISA, KOTOPOe
OyaeT J/MTbCA B TOYHO YKa3aHHbIA MOMEHT UM Nepuog, B OyyLLEM.

"naronbl B hopMax Continuous OnucbIBaKOT AeiCTBIME Kak MPOLIECC, Kak
[L/MTENbHOCTb - B OMpefesieHHbI MOMEHT B MPOLLYIOM, HAacTOALLEM WK

OyayLem:

I am going to school (now). A way B KoMy (ceivac, B Ha-
CTOSALLWIA MOMEHT).

I was reading abook yesterday at A unTan KHUry B4epa B 5 4acos.

5 o’clock.

I will be watching TV tomorrow A 6yny CMOTpeTb Te/IeBU30P 3aB-

at 7 oclock. Tpa B CeMb Yaco.

MomuMmo 3TOM (DyHKUMKM, naronbl B Present Continuous BbipaXaroT
[JIEACTBIME, OTHECEHHOE B BrvdKaiiLLee Gyayilige:
We are leaving for MoscowinJuly. MbI ye3xaem B MOCKBY B MIOfe.

PYTMNA BPEMEHHbLIX ®OPM PERFECT

Present Perfect

Present Perfect o6pasyeTcs Npy NOMOLLY BCTIOMOraTe/IbHOro riarosa to
have B HacTosLem BpeMeHn (have, has) v TpeTbeii hopmbl CMbIC/IOBOIO T/a-
rona. B BonpocuTeNbHOM NPeS/IoXeHN BCOMOraTe/bHbIi [1aron CTaBuTCcA

293



Grammar revision course. OCHOBHble MOHATUS B rpammatumke

nepes NoA/iexallyiM. B oTpuuaTesisHOM NpeAnoXeHnn nocse BCroMoraTeslb-
HOrO rn1arosia CTaBUTCS OTPMLI@HKe Not.

®opmbl rnarona B Present Perfect

YTBepauTeisHas BonpocuTenbHas OtpuuarensHas

Huero thopma (hopma thopma
| (you) have asked. Have I (you) asked? | (you) have not
En He (she, it) has asked Has (she, it) asked.
' asked’) He (she it) has not
asked.
MH We glou they) have Have we (you, they) We (you, they) have
' aske asked? not asked.

Past Perfect
®opmbl rnarona B Past Perfect

YTBepauTesHas BonpocuTenbHas OtpuuarensHas
Huero hopma hopma hopma

En | (you, he, she, it, we, Had I (you, he, she, it, | (you, he, she, it, we,
WwvH.  they) had ‘asked. We, they) asked? they) had not asked.

Past Perfect ynotpe6nsercs:
a) ON9 BbIPDKEHWS [ECTBMA, 3aBepLUMBLLErocA [0 Kakoro-imbo

MOMeHTa N pyroro AeiCTBYS B NPOLLYIOM:

He had read the book by 10 OH npoyen KHAry [0 JeCATA Ya-
o'clock yesterday. COB (K [ecATK Yacam) Bevepa.
When we came to the airport the Korga mbl npriexany B a3ponopr,
plane had already landed. CaMOJIET Y>Ke NMPU3EMINIICS.

6) B MPEAIOXKEHNSX, B KOTOPbIX OfHO AENCTBME 3aBEPLLIMIIOCH [0 APYroro

[JeliCTBuS, LNALLIErocs B MPOLLUIOM:
He had read the book and was Korga a1 npyLLen, OH y>ke npoun-
watching TV when | came. Tas1 KHATY 1 CMOTPEN TeNeBM30p.

Future Perfect
®opmbl rnarona B Future Perfect

YTBepauTesibHas BonpocuTenbHas OtpuuarensHas
Hiero dopma hopma dopma
I shall have asked.  Shall I have asked? I shall not have
En You (he, she, it) will Will you (he, she, it) asked.
' have asked have asked? You (he, she, it) will

not have asked
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BpemeHa aH rMUIACKoro rnarona

YTBepauTesibHas BonpocuTenbHas
thopma (hopma

OtpuuarensHas
thopma

We shall have asked. Shall we have asked? We shall not have
MH You (they) will have Will dyou (they) have asked.
' asked. asked? You (they) will not
have asked.

Yucno

Future Perfect ynotpebnseTcs /15 BbIpaXeHWs JeCTBIS, KOTopoe byaeT
MPOVCXOAUTL [0 OMNpese/ieHHOro MOMEHTa W/ JpYTOro [eCTBUS B OyyLLEM,
1 3aBEPLUMTCS W/ NPEKPATUTCA [0 HEro.

I"naronbl B popmax Perfect BbIpaXkatoT AeiCTBME 3aBEPLLEHHOE, KOTOpOe
MPVYBENO K OMpesesieHHoMy pesysibTaty (MM K OTCYTCTBUKO Pesy/ibTara).
C nomoLpto riarofbHbIX (opm Perfect noasoguTes utor geincTsuii. Bpems
MoABeaeHUs UTOTOB - /MO0 HaCTosLLMIA MOMeHT Present Perfect, nm6o
MOMEHT B rpoLwiom Past Perfect, 6o - B 6yaylem Future Perfect.

I have written the letter (Present
Perfect)

I had written the letter when he
came (Past Perfect)

I will have written the letter by
10 o'clock tomorrow (Future
Perfect) -

A (TO/bKO YTO) Hanmcan NcbMo
(Nepeso MHOM MCLMO Kakpesy/b-
Tar).

A Hanmucan nMcbMO, Korga OH
npuwen (2 [eVicTBMA, OOHO 3a-
BEPLLIOCH PaHbLLIE JpYroro)

$A Hanuwy nncbmo K 10 yacam
3aBTpa (OeCTBME 3aBEPLLMTCS

K OrpefesieHHOMy MOMEHTY Bpe-

MeHW B ByayLLEM).

29) BcTaBbTe to write B Hy»HOI1 (hopMe.

We often ... thank you letters to our customers.
What ... you ... now?

Yesterday they.....tests from 10till 12 o’clock.
Who.....this letter?

I .....some letters last week.

What ... you.....tomorrow at 10?

When | came into the office, the secretary.....a letter.
.. you ... letters tomorrow?

.| ..not ... this letter now. | .....it in some days.
10. .. he .. aletter now?

11. What ... she ... in the evening yesterday?

12. Asarule, he .. tests well.

OCONOORWN

30) [MocTtaBbTe rarosibl, AaHHbLIE B CKOOKAX, B HY>XXHYHO (hopMy.
1 Ialready (tell) you the answer.

2. He (know) several foreign languages.

3. Usually the banks (open) at 9 o’clock.
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He often (visit) them last year.
As arule | (go) to my school by bus.
She (work) abroad next year.
She (not like) loud music.
Customers usually (not ask) many questions.
At present he (not work) at school.
. What you (do) yesterday?
. | (write) the letter but I (not send) it.
. She already (answer) the letter.
. Hejust (go) away.
. | cant go out because | (not finish) my work.
. | (not see) himfor three years. | (be) glad to see him again some time.
16. When the train (arrive)? - It (arrive) at 2.00.

REBRRRCOYNo O~

31) [MepeBeauTe NPEANIOXKEHNSA Ha aHT IMIACKII A3bIK, 1Cronb3ys Perfect.

1 9 Hukorga 06 3TOM He Crbilan. 2. A y»Ke MpoumTan Balle MUCHMO.
3. Bbl yKe Kynuim HoBytO KapTupy? 4. Bbl cienaim MHOroO OLMGOK B TEKCTE.
5. Bbl Korga-HWby b BULENM 3TOFO YeroBeka? 6. B aTom MecsLe s nmpounTan age
HOBbIX KHUMW. 7. Mol fipyr yexan B MOCKBY HEAENHO Ha3az, 1 eLLe He Nca MHe.
8. A He BIeN HoBbIX (o/ILMOB 3a nocriesHee Bpena (lately). 9. A nocMoTpen aTot
¢hmnbm Ha npoLwnoii Heaene. 10. Bbl yrke NpoumMTanii B rasete 0 Hallem HOBOM Te-
atpe? 11 Bbl 6bUm KOraa-HbYab B JTOHAOHE? - HeT, 51 noedy Tya B 3TOM rofy.

32) MepenenaiiTe MpeanoXeHWss B BOMPOCUTENbHO-OTPULIATENbHbIE
W [jaiiTe KpaTKue OTBETbI.

ObpazeLL;:

They are at home. - Arent they OHn poma. - PasBe OHW He

at home? - Yes, they are. - No, goma? - [a, oHM goma. - Her,

they arent. OHM He fioma.

1 The banks are closed on Sunday.

2. She has left for London.

3. You know their address.

4. We shall do this work together.

5. You have done the task.

6. The management of this firm is perfect.

7. He has finished his work.

33) [ocTaBbTe rNarosbl B CKOOKaxX B OAHO U3 MPOLLELLIMX BPEMEH.

1 When we (to come) to the station the train already (to arrive). 2. They
(to leave) for Moscow some days ago. 3. When | came he (to leave) the office, so
we only had time for a few words. 4. When we (to come) to the airport, the
plane already (to land). 5. He suddenly (to understand) that he (to travel)
in the wrong direction. 6. We (to discuss) your plan tomorrow at 10 o’clock.
7.Who (to take the floor) at the meeting yesterday? 8. Where (to be) Bob? He
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Pessive \oice. Crpaaare/bHb i 3aror
(to work) the whole day long yesterday. 9.1(go) home after work. 10. The let-
ter already (to send) yesterday.

Passive Voice. CTpagaTenbHblli 3an0r

dopmMbl  CTPaaaTeNbHOrO 3a/lora aHr/MIACKUX [1arofioB  06pasytoTcs
C MOMOLLbHO BCMIOMOTaTe/bHOrO Inarosia to be B COOTBETCTBYHOLLEM BpeMeHw,
nvue v urcne n Mpuuactug 1 (Participle 11) cMbicnoBoro riarona:

Present Past Future
Indefinite  iswritten was written will be written.
Continuous isbeingwritten  was being written  will be being written
Perfect has been written  had been written  will have beenwritten

[naron-ckasyemoe B CTPAJATEe/IbHOM 3a/10re MOKa3bIBAeT, UTO MOA/Iexa-
LLiee MPE/JIOKEHNIS SIBNSIETCS 0OLEKTOM [JE/CTBMS CO CTOPOHbI APYroro mua
W NpeameTa.

CpasHure:
I bought abook. A Kynun KHury.
The book was bought (by me). KHura 6bl1a KyrnieHa (MHON).

["naronbl B CTpafaTe/IbHOM 3a/10re Ha PYCCKWiA A3bIK MepeBOaATCA
1 [narosnom 6bITb + KpaTkas hopMa MpUYacTys CTPaaaTe/bHOMo 3asora:

The letter was sent yesterday. Mcbmo BbU10 MOoCaHo BYepa.

2. [naronom ¢ YactuLei -cs (-Cb):

This problem was discussed last 3ra npobrema obcyxaanack Ha
week. MPOLLTON Hesere.

3. HeonpeaeneHHO-/IMYHbIM 060POTOM, T. €. [/1aro/1IoM B ieACTBUTE/IbHOM
3a/10re 3 /LA MHOXECTBEHHOIO YKC/a, TMNa “roBopAaT”, “ckasann’™

English is spoken in many coun- Ha aHrnnitckom si3bike roBOpsT

tries. BO MHOIMX CTpaHax.

4. naronom B AeNCTBATENLHOM 3a/iore (MpW HaMuMn UCTONHUTENS
JevicTaus):

Pupils are taught at school by the YUeHMKOB y4aT B LUKO/E yuu-

teachers. Tens.

34) PackpoiTe CKOOKW, MNOCTaBbTe rarofibl B HYXXHble (HOPMbl
CTpajaTesibHoro 3asiora.

1 Those books (return) to the library yesterday. 2. The paintings (ex-
hibit) till the end ofthe month. 3. Why your home task (not do)? 4. The patient
(take) to the hospital today, and (operate) tomorrow morning. 5. This room
(use) only on special occasions. 6. This newspaper (not read). 8. Dictionaries
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may not (use) at the examination. 9. Usually the experiments (carry out) every
day, but they (not carry out) yesterday. 10. These methods (use) in advertis-
ing. 11. Thousands of new houses (build) every year.

35) [MepeBeauTe NPeASIOXKEHNS HA AHTIMIACKNIA S3bIK.

1 3Jr1a KH1ra 6blia npountaHa scemu. 2. MincbMo GyaeT OTrpaBieHo 3aB-

Tpa. 3. Ee yacto cnpawwmsaroT? 4. Ha BaLL BOMpOC OTBETAT 3a8Tpa. 5. Pabora
TO/IbKO YTO 3aKOHYeHa Hamu. 6. Kpeautbl ByayT MCMob30BaThCA A0 KOH-
ua roga. 7. Tenerpamma y>ke nosnyyeHa? 8. MHe NpefioUIN O4eHb NHTEPEC-
Hyt0 paboTy. 9. B Hallem ropoge ceiivac CTPOUTCS MHOTO HOBbIX 3[aHWINA.
10. Knroum 6bum yTepsHbl BYepa. 11 [eneraumto Hy>KHO BCTPETUTb 3aBTpaB 9
4acoB yTpa B asporopTy. 12. Bam ckasasim 06 3ToM? 13, COTHM HOBbIX JOMOB
OyZyT MOCTPOEHbI K KOHLYY 3TOr0 rofa.

Wordbuilding. CnoBoo6pa3soBaHue

B aHrnicKoM A3bIKe CyLLECTBYHOT C/iefytoLLMe Crocobbl C/I0BO06Pa30Ba-
HVS:: C/IOBOC/IOXEHWE, CMOBOMPOU3BOACTBO C MOMOLLBHO CY((UKCOB 1 npe-
(hMKCOB, 1 KOHBEPCUSA - MEPEXOS, CMOB 3 OAHOI YaCTW peyn B [pyryto 6e3 n3-
MeHeHMs (hopMbI CrloBa.

1 CJ/IOBOCNOXEHWE - 310 coeguHeHve [ByX C/0B B OfHO
C 06pa30BaH1eM HOBOIO C/i0Ba:

MprMepbl CNOXHBIX CYLLECTBUATE/bHBIX:

schoolchildren - LUKONbHUKY;

postman - NOYTa/IbOH;

newspaper - rasera.

MprMepbl - CNOXHBIX NpUaraTe/bHbIX:

waterproof - BOfOHENpPOHNLIaEMbIN;

red-hot - HakaneHHbI JOKpaCcHa;

first-class - nepBoK/ACCHbIN.

MpriMepbl COXHBIX MECTOMMEHWIA:

something - 4To-HWOYap;

anywhere - Be3[e;

somehow - Kak-H1oyb.

2. C/1I0BOrPOM3BOACTBO - 310 06pa3oBaHMe HOBOMO Ciosa
C NMOMOLLbHO CY((OMKCOB U MPetinKCoB.

Hanbonee ynotpebuTtenbHble CYyPHUKChI
M NPegMKChbl CYLLeCTBUTENbHbIX
Cyhdmkcebl:

-er/or - teacher (npenogasarenb), writer (nucarenb), actor (aktep), doc-
tor (nokTop);
-ist - scientist (y4eHbliA), economist (3KOHOMWCT);
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-ment - movement (aswkeHue), development (passuTue), government
(NpaBu1TeNLCTBO);

-ance - distance (pacctosHue), importance (BaXKHOCTb), appearance
(BHELLHOCTB);

-(t)ion - revolution (pesontoums), translation (nepesop), operation
(nevicTBue);

-ity/-ty - popularity (monynspHocTb), honesty (4ecTHocTb), ability
(criocobHoCTb);

-hood - childhood (geTcTBo), neighbourhood (OKpecTHOCTL);

-ship - friendship (apy»x6a), leadership (1aepcTso);

-age - passage (npoxom), breakage (nonomka);

-ence - conference (KoH(epeHUys), difference (pasnnuve);

-dom - freedom (cBo6oga), wisdom (MyZpoCTb);

-sion/ssion - division (aeneHwe), discussion (06Cy>xaeHue);

-ness - happiness (cuacTbe), illness (6onesHb), darkness (TemMHOTa).

MpetmKeb!:

re- - reconstruction (PEKOHCTPYKUWS);

CO- - cooperation (COTPYAHUYECTBO), coexistence (COCYLLECTBOBaHME);

dis- - disadvantage (Heyno6cTBo), discomfort (auckomdgopT);

in- - inaccuracy (HeTOUHOCTB), independence (He3aBMCUMOCTb);

mis- - misunderstanding (HegopasymeHue), misinformation (aesvHgop-
Mawms);

im- - impossibility (HeBO3MOXHOCTB), impatience (HeTepneHue);

un- - unemployment (6e3pabotuug), unreality (HeLEACTBUTENBHOCTD);

il- - illegality (HesakoHHOCTB), illiteracy (HerpamoTHOCTB).

Haunbonee ynotpebutenbHble cy@hnKeobl 1 npetinKebl FNaronos.

Cyhmkcebl:

-en - deepen (yrny6uts), lighten (oceeTuTb), strengthen (yeunutb);

-fy - classify (knaccudmupmposarts), electrify (anekTpusosarts), specify
(onpenmenutb);

-ize - organize (opraHu3oBartb), characterize (xapakrepu3osarb), mecha-
nize (MexaHW3VpPOBaTb);

-ate - indicate (ykasarb), activate (aKTMB13MPOBATD).

Mpedmkcsbi:

Co- - cooperate (COTPyAHWYATb);

de- - decode (pacLumgpoBats), decompose (PasoXUTLCS);

dis- - disappear (MCUe3HYTb);

in- - input (BBOAUTL);

inter- - interact (B3aMMOZeICTBOBATb), interchange (B3aMMo3aMeHsTb);
over- - overheat (neperpesartb), overhear (NoacnyLUNBaTh);

re- - reconstruct (BoccTaHOBUTbL), rewrite (nepenucars).
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Haunbonee ynotpebutenibHble CypUKChl
M NPeUKCbI NpunaratesnbHbIX
Cythdmkcenbi:

-able - comfortable (yao6HbiiA);
-al - natural (ectectBeHHbIin), cultural (KynbTypHbIR), territorial (Teppu-

TOPUASTbHBINA);

-ant - distant (oTaaneHHbIR), resistant (CTONKWIA);

-ent - dependent (3aBvicumbiiA), different (pasnnuHbIi);

-ful - careful (ocTopoxHbIin), useful (nonesHbIin), powerful (MOLLHBIA);
-ible - possible (Bo3mMOXHbIN), Visible (BUAUMBIN);

-ic - atomic (atomHbIiA), historic (MCcTopryecKwii);

-ive - inventive (1306peTarenbHblit), effective (3DhEKTUBHBIN);

-less - hopeless (6e3HamexHbIiA), useless (6ecrionesHbild), homeless

(6e300MHBbIN);

-ous - famous (13BeCTHbIiA), dangerous (OmacHbIiA), various (pasnyHbIii)
-y - rainy (BOXBbIiA), sunny (CONHeYHbIR), dirty (rpasHbIit).

MpedmKenb!:

un- - unhappy (HecuacTHbIi1), unable (HecnocobHbIi), uncomfortable
Hey10OHbIIA;

in- - independent (He3aBucuMbIiA), indirect (KOCBEHHbIN), invisible
(HeBMAVMBIN);

im- - impossible (HeBO3MOXHbIN), imperfect (HecoBepLLEHHbIN);
ir- - irregular (HeperynsapHbIit), irrational (MppauyoHa/bHbIN);
il- - illegal (HesakoHHbIN), illimitable (HeorpaHWUYeHHbI);

non- - non-ferrous (LiBETHON).

3. KoHBsepcus:
KoHBepcyeil HasblBaeTCs CoBMafieHe (hopMbl U MPOU3HOLLIEHWS CrIOB,

OTHOCALLMXCA K Pa3NMYHbIM HYaCTAM peyn:

water - Bofa (CyLecTBuTe/bHOE); to water - nosmeath (r1aros)
limit - npegen (cywecTuTenbHOE); to limit - orpaHMuvBaTh (rnarosn)
hand - pyka (cyLecTBuTensHoe); to hand - Bpyyats (r1iaron) UT. 4
supply - cHabeHue (CyLecTBUTENBHOE); to supply - cHabaTb

36) O6pa3yiTe HOBblE C/10Ba C MOMOLLBIO CY((NKCOB U NPedKcoB

nepeseanTe ux.
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to teach (00yuatb) - teacher (yunTens)

to write -

to supply -

-sion/ssion/tion

to produce (npoussoguTk) - production (NPoV3BOACTBO)
to discuss -

to include -



Wordbuilding. CnoBoo6pa3oBaHue

-ment

to move (aurarb(cs)) - movement (4BVKeHVE)
to develop -

to replace -

-ing

to build (ctpouts) - building (3naHue)

to meet -

to write -

-ness

happy (cuyacTnmBblIif) - happiness (cuacTbe)
ill -

dark -

37) YkaxuTe, OT KakuX C10B 06pa30oBaHbl CNieaytoLLme CyLLeCcTBUTE b-
Hble, onpefenuTe CyqpquKchbl.

Pressure, construction, direction, concentration, collection, necessity,
agreement, difference, drawing.

38) Wcnonb3ys m3BecTHble BaM Cy(dUKChbI 1 Npetnkebl, 0bpasyiTe
CYLLIECTBUTE/IbHbIE OT C/IEfYHOLLMX C/I0B W NEPEBEANTE VX Ha PYCCKUM A3bIK.

1) to sail, to connect, to educate, to build, to create;

2) friend, leader, fellow;

3) dark, weak, cold, bright, free.

39) O6pasyiiTe npunaratebHble OT CREAYHLIMX C0B, WCMOMb3Ys
cyhdumKebl 1 NpednKCb, 1 NepeBeanTe UX Ha PYCCKUIA A3bIK.
Hope, truth, beauty, rain, peace, help, colour, power, joy, care, use.

40) HaingyTe onpegeneHns cnefyroLmx NpequKcoB.
1) inter- 2) post- 3) bi- 4) pre- 5) multi- 6) ex-:

a) more than one; many;

b) later than; after;

c) before; in preparation;

d) former and still living;

e) between; among agroup;

) two; twice; double.

41) OG6pa3yiiTe HOBbIE C/I0BA W NEPEBEAUTE UX Ha PYCCKUA A3bIK.
1) inter- 2) post- 3) bi- 4) pre- 5) multi- 6) ex-:

a) ..lingual;

b) .date;

c) .arranged,;

d) .national;

e) .director;

f) .graduate;
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g) ...personal;
h) .husband;
i) .annual;
j) .date.

®yHKUMW 1 NepeBof Ci0Ba one

1 CnoBo one, ecnv OHO CTOUT Nepes, IMUHOI (hOPMOIA F/1arosa, ABSETCA
(hopMasbHbIM NOA/IEXALLVIM HEOTNPeAEIeHHO-/IMUYHOIO NPeS/IoXkeHNs. B Takux
NPeS/IOKEHNAX ONe Ha PYCCKUIA A3bIK HE NEPEBOAUTCS:

One must know for certain what Hy>XHO TOYHO 3HaTb, YTO AenaTh.

to do.

2. CnoBo one (MH. Y. ONes) MOXET yNnoTpeb/aTbCA Kak 3aMeHNTESTb paHee
YMOMAHYTOrO  MCYUC/IAEMOTO  CyLLIECTBUTENIbHOTO. B atom cnydae one
MepeBoOAMTCA CIOBOM, KOTOPOE 3aMEHSIET, /I COBCEM He MepeBOANTCS:

I have lost my pen. I must buy one. A notepan pyyky. A JOMKeH Ky-
MUTb PYUKY.

Here are some pens. Which ones BoT Heckonbko pyuyek. Kakue

would you like to buy? (pyqll)m) Bbl XOTe/IM Obl Ky-
MATb?

lMepes one (0nes) MOXET CTOATb apTUK/b the one wnM onpefenstoLLve
MecTomMeHust this one, another one, the blue ones. B 3ToM cnyyae Ha
PYCCKWI 513bIK ONe 06bIYHO He NEPeBOANTCS:

I don't like this pen, show me an- MHe He HpaBWTCA 3Ta py4Ka, Mo-
other one. KeoKuTe MHe pyryio.

What pens will you buy? - The Kakwve pyykm Bbl Kynute? - Cu-
blue ones. HUe pPyYKu.

CnoBo one B NPUTSDKATENbHOM Mafiedke NepeBOANTCA Ha PYCCKMIA 3bIK
MEeCTOMMEHWEM CBOWA, CBOS!, CBOE.

One should always keep ore's Hapo Bceraa aep»athb CBOe C/I0BO.
word.

One YacTo YNoTPe6/SETCA B COUETaHIM C MOAA/bHBIMIA FIaro/amii;

One should be careful when Hy>HO ObITb OCTOPOXHBLIM MPK
working with chemical sub- paboTe C XUMWUYECKUMM BELLIECT-
stances. BaMK.

One may work in this laboratory B 3Ttoin nabopatopum MOXKHO
only observing certain rules. paboTtartb TO/MbKO MpK Ccoboge-

HUK onpeaeneHHbIX npasur.
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OyHKLYIN 1 NepeBa, MeCTONVEHVA thet
®YHKUMM 1 NepeBOS MecToOMMeHMs that

1 That (those) sBnseTcs ykazarte/lbHbIM MECTOVMEHVEM M NEPEBOAUTCH
TOT, Ta, TO, Te WK 3TOT, 3Ta, 310, 3TU:

That book was published long Ta KHura 6buia ory65mKoBaHa
ago. [3BHO.

2. That B (hyHKUMM NOA/IEXALLEr0 MW [OMO/HEHUS NEPeBOANTCS 3TO:

That is not right. We understood 3JT0 He NpaBu/bHO. Mbl MOHAMM
that. aro.

3 That (those) Kak 3aMecTuTe/b paHee YrNOMSHYTOrO CyLLECTBUTE Ib-

HOro IM60 NEepPeBOAWTCS 3TUM CYLLECTBUTENbHBIM, NGO COBCEM He MepeBo-
[AUTCS:

The height of this new house is Bbicota 310ro HoBOro ioMa 60s1b-
larger than that of the old one. LLE, YeM (BbICOTA) CTapOro.
4 That B Ka4eCcTBe OTHOCUTE/ILHOTO MECTOMMEHUS MPUCOEAVHSET Onpe-

[lennTenbHble MPUaaToYHbIe NpeaioXKeHus, 3ameHseT which, who, whom
W NepeBoamnTCS KOTOPbIA, KOTOPasi, KOTOPOe, KOTOpbIe:

The man that is sitting at the ta- UenoBek, KOTOPbIiA CUAWT 3a CTO-

ble is our teacher. JIOM, HaLLl YYWTeSb.

The parts that are used in this ma- JeTann, KoTopble UCMO/L3YHOTCA

chine must be hardened. B 3TON MalllMHe, AO/MKHbI ObITb
3aKa/IeHb .

5. That B KauecTBe CO03a MPUCOEANHSIET AOMOMHUTE/bHbIE MPUAATOYHbIE
MPeL/IOKEHWA 1 NepeBoAUTCA UTO:

He said that he would finish his OH CcKa3a/, YTO 3aKOHUMT CBOW

report tomorrow. [OKNaz, 3aBTpa.

6. B KayecTBe COH03a, MPMCOEAVHAIOLLETO MPUAATOYHbIE MPEL/IOKEHMS
NOANeXallpe 1 Cckasyemble, that nepeBoauTCA TO, YTO:

That he refused any help didnt To, YTO OH OTKa3asncs OT KoM

surprise anybody. MOMOLLW, HUKOrO He YAVBWIO.

7. That B Ka4ecTBe COH3a, BBOASLLEr0 06CTOATE/IbCTBEHHOE NPUAATOUHOE
npesoXeHve Lenm, 06bIMHO B COMETaHNM €SO UK in order, nepeBoauTCs 411
TOr0 YTOObI YN YTOOI:

Enough time was given so that BbI/10 IaHO AOCTATOYHO BPEMEHU
(in order that) everyone could L1191 TOro, YToObI BCE CMOI/IN MOA-
get ready for the examination. FOTOBUTLCH K 3K3aMEHY.
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8 That B coueTaHnM C Hapeurem NOw, NMepeBoaUTCS Terepb, Koraa:
Now, that I have passed my exam- Tenepb, KOrga A Coan 3K3aMeHsbl,
inations, |'m free. 1 CBOOO/EH.

42) TlepeseguTe CcriefytoLyie NPeLsoXeHUs, obpallas BHUMaHUE Ha
3HayeHus C/IoB One (ones).

1

2
3
4
5
6.
7.
8.
9.
il

These shoes are too large; show me smaller ones, please.
One should be very attentive when crossing the street.
One never knows the result of the experiment.

This computer is more powerful than the one we need.
This antenna allows TV to receive very weak signals.

One can expect better weather in two days.

That is clear without explanation.

The methods they use are not the ones that lead to success.
The more one reads, the more one knows.

. This dictionary is too small; 11l need abigger one.

43) TlepeBeguTe criegytolme NpeLnoXeHns, obpallas BHUMaHWE Ha
3HaueHus cnos that (those).

WD -

00 ~NO Ol

They knew that the work they continued to do was useless.

That the assignment is difficult isnt more a news.

She said that she wouldn buy the dress that she liked.

The question that was discussed at the meeting yesterday was very im-
portant.

Those buildings belong to our University.

We didnt expect that the shipment all these goods was so expensive.
What was that he wanted?

The advice that you gave me is very important.

Complex object - CnoxxHoe A0N0NHEHMNE

CnoxHoe [OMo/HeHWe - 3T0 COYeTaHVe CyLLECTBUTE/IbHOMO UM MECTO-
VIMeHUs B 06BEKTHOM Magexxe (Hanp. me, him, us, them) ¢ UHOUHUTBOM MK
npuyactvem I. CyLLecTBYeT B TPEX OCHOBHbIX BapuaHTax:

1 C VH(MHUTMBOM 6€3 YacTuLbl to UK C NpUYacTviem rocre r/arosioB
BOCMPUATUSA

see (Buaetb): | saw him drive the car. | saw themworking in the lab.

watch (Habnmogats): We watched the plane land. We watched the chil-
dren playing in the yard.

notice (3ameyats): Nobody noticed himgo out. He didn't notice that hap-

pen

feel (uyBcTBOBaTh): She felt somebody touch her hand. They didn't feel the

train start.
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Conplexdgject - Cnowoe gonarHerve

~ hear (cnbiwar): | didn't hear you come into the room. | heard her playing
piano.
I saw him enter the house. A BUOEN, KaK OH BOLLEST B [IOM.
I saw him entering the house. £ BMaEN, KaK OH BXOAW B [IOM.

B nepsom cnyuae (BblLLIEMNEpeYncieHHbIe rnarosibl ¢ MHOUHUTMBOM Ge3
YacTuUpbl t0) NoAYepKVBAETCS (DaKT LECTBMSA, BO BTOPOM (3TN XKe [Narofbl
c npuyacTrem 1) - npougecc AencTeus.

2. C MH(MHWTMBOM 6e3 YacTuLbl to Nnocre riarosios
to let (mo3sonats): Don't let them play in the street.
to make (3actaBnaTb): Don't make me laugh.

3. C MH(PUHWTMBOM C YacTuLen to nocse rnarosos

to want (xotetb): | want you to help me.

to expect (oxugats): | expect you to come in time.

to believe (BepuTb, cuutars): | believe her to be avery good teacher.
to know (3Hatb): | know himto be agood student.

to advise (coBeToBatb): | advise you to enter the institute.

to consider (cuutarb): English climate is considered to be mild.

to order (npukasbiBath): He is ordered not to be late.

to allow (nossonsTk): They allow to use dictionaries at the exam.
to find (HaxoguTb, cumTats): | find your story to be very interesting.
would like (xoten 6bl): | would like you to finish your work.

44) PackpoiiTe CKOOKM.

1 If you want us (make) the work quickly you should let us (start) at
once. 2 Would you like me (send) this letter right now? 3. We find your prices
(be) too high. 4. Please let me (know) the results of your investigation as soon
as possible. 5. He made us (wait) for two hours. 6. | find your offer (be) avery
interesting one. 17. I'd like him (enter) the university but I cant make him (do)
it. 8. 1 want her (learn) English. 9. I heard the door (open) and saw my friend
(come) into the room. 10. I saw her (drive) the car. 11. | sawhim (go out) of the
house. 12. The teacher advised us (use) dictionaries. 13. We expect our letter
(be) answered soon. 14. We don't want you (tell) anything. 15. That is too dif-
ficult for you to do, let me (help) you.

45) TMepeBeaunTe Ha aHIIMIACKUIA A3bIK.

1 Bbl oxugaeTe, pabota 6yAeT cAenaHa ckopo? 2. Bbl XxoTuTe, YT0ObI Mbl
BCTPETWNCL CeroaHa? 3. Bbl XoTuTe, 4Tobb! A Havas pabotars cpasy? 4. Mbl
OXWaeM, YTO OHM XOPOLLO MPOBEAyT Y Hac Bpems. 5. A xody, UTOObl OH
3aKOHYWN 3Ty paboTy cerofHs. 6. Mbl cunTaem, YTo OHa 3HAeT OTBET Ha 3TOT
BOMPOC. 7. Bbl XOTUTE, UTOOLI Mbl 06CYAUN 3TOT BONPOC? 8. Mbl OX1AaEM, HTO
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Ha 3TOM MecTe Oy/eT NOCTPOEH HOBbIV AOM. 9. Bbl X0Tenm Gbl, YTOOLI OH Caenan
[IOKNaf, Ha KOH(epeHLUmn?

Complex subject - Cy6beKTHbIA MHDUHUTUBHBIA 060pOT

Cy6beKTHb IV IHDMHUTVBHBIA 060POT (C/I0XKHOE MOA/IEXALLEE) COCTOMT U3

1) CyLLECTBATENBHOMO B OOLLIEM Mafexe U MECTOUMEHWS B UMEHNTE b-
HOM Naaexe 1

2) rnarona (06bI4HO B CTPadaTe/IlbHOM 3a/10re) + UHDUHUTYB.
OBOpOT MepeBOAMTCA HA PYCCKUI A3bIK MPUAATOUHBIMA MPELIOKEHNAMA.

He is known to be agood lawyer.

He is said to have graduated from
the University.
The experiments were

reported
to be successful.

W3BecTHo,
FOPUCT.
["OBOPAT, YTO OH 3aKOHYU/ YHU-
BEPCUTET.

Coo6LLpNKM, UTO3KCNEPUMEHTSI
ObLIN YCMELLHBI.

4to OH XOpOLLMiA

B cy6BbeKTHOM MHDMHWUTUBHOM 060POTE MOTYT YMOTPEOATLCA [/1arosbl:

to see - BUIeTHL

to hear - cibiwarb

to say - cKasarb

to expect - oxwugarb, nonararb

to think - gymarb, nosararb, cuMTaTh

to suppose - npeznonaratb

to believe - nonaratb

to consider - cuuTaTh, Nonaratb
to assume - [ornycKatb

to know - 3HaTb

to report - coobLiaTtb

KOTOpble MOTYT CTOSITb B /I060M BPEMEH! B CTpaaTelbHOM 3a/1ore.
HeonpeaeneHHO-NMYHbIM NPE/IOKEHUSIM PYCCKOTO Si3bIKa B aHIIMACKOM
S13bIKE Yallle BCEro COOTBETCTBYHOT MacCUBHbIE 0G0POTI, KaK Hanpumep:
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It is reported that...
It was supposed that ...

Coo0LLgeTcs, YTo ...
lMpeanonaramm, 4to ...

Cy6beKTHbI MHMHWUTUBHBIA 060POT YNOTPe6/1SeTCA Takke B CoHeTaHM
C HEKOTOPBIMU [1aro/iaMu1, KOTOpble MOryT CTOSITb B IECTBUATENLHOM 3a/10Te,
aVIMEHHO C rnarosiamm:
to prove, to appear, to seem - Kasarbca

to turn out - okasatbcs

to happen - cnyyarbcst

This case turned out to be very
complicated.

The weather appeared to have
improved.

OKa3zasnoch,
CIIOXHOe.
Kasasnocb, 4To moroga ynyuLum-
J1ach.

4yto [eno Oo4eHb



MoganbHble rnarosbl U Ux 3ameHnTenu

46) TepeBeaunTe Ha PYCCKUA A3bIK.

1 The Balance Sheet is considered to be the most important accounting
document.
The trade credit appears to be the easiest way for postponing payments.
Decision making is believed to be the most difficult task for managers.
He was seen to come to work early.
You are supposed to be able to read English texts without adictionary.
The contract is assumed to be a standard one.

oIk wN

MoganbHble rnarofibl U X 3aMeHNTeNu

MozanbHble rarosbl NMoKasbIBakoT OTHOLLEHVIE FOBOPSILLIENO K AEICTBUIO,
BbIPaKEHHOMY MH(MHUTMBOM. Hanpymep, CpaBHUTE:

You can speak English. Bbl MOXeTe (YMeeTe) roBopuThb
NO-aHT IIACKN.

You must speak English. Bbl 0O/MKHBI TOBOPUTL MO-aHr-
JIACKN.

You may speak English. Bbl MoXeTe roBOpWUTb MO-aHr-

nmiickn. (Bac nolimyT.)

Kak B1aum, B OHOM V1 TOM XXe MPeLJIOKEHUN N3MEHEHVe MOLa/IbHOIOo
rNarofia MeHseT CMbIC/ BCEro NPeAsioKeHus, T. €. MEHSIeTCH OTHOLLIeHVe
K [ieICTBUIO, BbIPXXEHHOMY VH(MUHUTVBOM.

Moga/ibHble TNaro/ibl He UMeKT (HOpM BO BCEX BpeMeHax, /1 3TOro
YNOTPeO/IAKOTCA UX IKBUBAIEHTLI (3aMEHUTENN).

BonpocuTenbHble M OTpULATESIbHbIE MPE/IOKEHUS € MOAA/TbHBIMM
rnarosiamm CTposiTcs 6e3 BCrioMorarTe/bHbIX /1aro/ios:

Can you help me? - Bbl MOoXeTe mnoMoub MHe? -

Yes, | can.- No, | can't. [a.-Her.

K OCHOBHbIM MOZJ@/IbHbIM [/1ar0/1aM OTHOCATCH CliefytoLLye:
Can - M0ub, 6bITb B COCTOSHW, could - npoLLeaLLiee Bpems;

npesrnonaraeT Ha/mume MU3NYECKOI, YMCTBEHHOM M MPOYMX BO3MOXHOCTEN,
MO3BO/IAOLLYIX CAeMaTb YTO-M6O:
I can swim. A Mory (5 ymeto) nasarb.
I could translate this text. (1 mor, Gbl1 B COCTOSHUM) Mepe-
BECT 3TOT TEKCT.

Bexxmsyto Npock0y MOXHO HauMHaThb C MOAANbHOTO raronia could:
Could you help me, please! He mor/nn Gbl Bbl MOMOYbL MHE, MO-
Kanyiicral
B GyayLLemM BpemeH y riarosia can ectb 3aMeHuTeS b - KOHCTPYKLWA to be
able to (bbITb B COCTOSHWUM YTO-NGO CAENaTh):
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I shall be able to help you when £ cMory nomoub Tebe, Korga oc-
| am free. BOGOXKY/Cb.

May - “MeTb BO3MOXHOCTb, MOMY4YUTb paspeLLeHme (4enatb YTo-/nbo):
May | help you? MGoyKHO BaM NMOMOYL?

Yes, you may. Ja, MoxHo.

dopma MpoLLesLLero BpemeHy might yrnotpe6nseTca Ans BbIpaXKeHUs
MPeANONOXEHNS:
He might know about it. OH, BEPOSATHO, 3HaN 00 3TOM.

B GyayLlem BpeMeHW Y MOJA/bHOMO r/iaroia may ectb 3aMeHuTeNb -

KOHCTPYKUWA to be allowed to (MonyumTs paspeLLeHme caenatb YTo-nm6o).
He will be allowed to take the Emy paspeLLar B3STb KHUTY.
book.

Must - [0/DKeH, 06513aH:
You must write it down now. BbI A0/KHbI HAMMCATb 3TO CEAYaC.

3ameHuTENAMM rnarona must SBNAKOTCA rnarosnbl to have to u to be to,
KOTOpble UMEKT HEKOTOPbIE AOMO/HUTE/bHbIE OTTEHKM 3HaueHus. [naron
have to 03HaYaeT JO/MKEHCTBOBaHIIE, BbI3BaHHOE 0OCTOATENNLCTBAMM, BbIHYK-
[JEHHYH HEOBXOAVIMOCT, B TO BPEMS KaK rnaron to be to - A0/mKeHCTBOBaHME,
CBA3aHHOE C pacrnucaHvieM, MaHoOM WK 3apaHee CAeNaHHOM J0rOBOPEHHO-
CThiO.

She had to stay at home. OHa BbIHy)eHa 6bu1a (e npu-
LLIIOCb) OCTaThbCs AoMa.

The train was to arrive at 8 in the IMoe3p, fomkeH Gbu1 NpKbLITH B 8

evening Beyepa. (Mo pacnmcaHuio).

[Mocne MofasIbHbIX FNarosioB U HEKOTOPbIX VX 3KBUBA/IEHTOB MHDMHATUB
ynotpe6nsetcs 6e3 YacTuupl to.

3ameHMTeNsIMM MOAAILHOO rN1aroia must ABMSKOTCA Taloke MOAA/bHbIe
rnarosbl ought to, should (B 3HaueHWM coBeTa, PEKOMEHALIK, YTIPEKA).

Children ought to obey their par- [etv fo/mkHbI CyLiaTh CBOMX

ents. poauTenei.

You should consult the doctor. Bam creflyeT MOCOBETOBATLCA
C Bpa4oMm.

B coyeTtaHUM ¢ nepeKTHbIM MHPUHKUTMBOM rnaron should BbipaxaeT
COXXa/IeHME O HEBBIMOMHEHHOM AEVCTBIUM U NEPEBOAUTCA “CrefoBasio Obl”.
You should have helped them. Bam crenosano Gbl MOMOYb WM.
(Ho BbI He caienanm aToro).
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Mo,qaanble rnarofnbl N X 3ameHuTenn
Should - cnegosasio, HyXHO 6bI10.
MoganbHbiid riaron should B coveTaHun ¢ NepgheKTHLIM MHPUHUTIBOM

should hove done BblpaxaeT AelCTBUS, KOTOPbIe JOMKHbI OGbUM NPOU30ATI
B MPOLIOM, HO MO KakUM-TO MPUYMHAM He MPOM30LLUIM, MepeBOAUTCA Ha

PYCCKUIA A3bIK:
You should have helped them. Bam cnefioBasio noMoyb UM.
You should have done this. Bam criefosano ato caenarb. (yr-
PeK)
This work should have been 3Ty paboTy HY>KHO ObU10 CAenaTb
done yesterday. BYEpA.

Would

MoganbHbli rnaron would MOXeT UMeTh CriefiytoLLyie 3HaUEHNS:
1) Bexxnmsas npockba.

Would you help me ? He nomoxeTe /1 Bbl MHE ?

2) [MosTOpsieMOCTb AEMCTBISA B MPOLLYIOM.

He would often help me. OH, 6bIBa/10, YaCTO MOMOraU1 MHe.

3) CroiiKoe HeXKeflaH1e CcoBepLLaThb Kakvie-nnbo AeicTBYS.

He wouldn't listen to me. OH HMKakK He XOTeNl ChywaThb
MEHSI.

Need - Hy)XHO, HafI0.

MoganbHbili rnaron need ynoTpe6sercs, B OCHOBHOM, B OTPULIATESbHbIX
NPEL/IOKEHNAX:
You needn't do it now. Bam He Hy)kHO [ienaThb 370 Celivac.

Shall

MopankHsbili rnaron shall ynotpe6nsercs B TeX criyyasix, Koraa 1cnpatim-
BaeTCA paspeLLieH e Ha COBEPLLIEHME KAaKOro-/Mbo AECTBA, U ABMSETCSH MHO-
r4a 3amMeHuTe1IeM MOZa/IbHOro raroa must:

Shall 1 help you? Bam nomous?

Shall we translate the text? Ham nepeBoauThb TEKCT?

47) YnotpebuTe MOAAbHBIN N1aro B CAYHOLLMX NPeL/IOKEHUsX.
1 Who .. answer my question?

2. Nobody ... translate this text.

3. He. to do this task at once.

4. .. lattend this meeting? - No, you neednt.
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You ... have shown your notes to the teacher.

I asked him, but he ... listen to me.

They ... have visited her, she was in the hospital.
Last summer we ... often go to the country.

You ... do this work yourself.

.. you tell me the way to the station?

You ... have helped us but you didnt.

.. | leave for awhile? - Yes, you ...

She ... be more attentive to her work.

You ... come so early.

ESBFB@@N@W

48) [MepeBeaunTe NPELSIOKEHNS HA PYCCKUIA A3bIK.
1 We have to stay at home. 2. He was allowed to take this book. 3. Who is
able to do this work? 4. He had to leave for Moscow earlier. 5.\We are to take ex-
ams inJune. 6. Are they allowed to visit you? 7. They were able to do this work
in time. 8. 11l be able to pass my examinations. 9. She'll be allowed to watch
TV. 10. I have to come in time. 11. The train is to come soon. 12. Will you be
able to drive a car?

49) 3ameHWTe MOAaSbHbIE IN1arosbl COOTBETCTBYIOLLMMUN IKBUBASIEH-
Tamu.

1 He couldnt explain anything. 2. You must not stay here. 3. Can you
read this text? 4. You may take these books. 5. They can run quickly. 6. She
might work in our room. 7. Who can help us? 8. They must go there tomorrow.

9. May I leave for awhile? 10. We must meet at 7 o’clock.

50) 3anonHUTe NPOMYCKY COOTBETCTBYHOLLWIMN MOLa/IbHBIMU [1aro/iamu:
(must, should, would, oughtto, have to, neednt, can, could, may).

1 They .. not do this work themselves. 2. You ... take my dictionary.
3. You dont look well, you ... consult the doctor. 4. She ... not speak any for-
eign language. 5. My friend lives along way from his office and ... get up early.
6. “..we discuss this question now?”- “No, we ... 7. He ... to help them, they
need his help. 8 I'mglad you ... come. 9.... you tell me the time? 10.... 1 go with
you? No, you .... 11. Your ... have told me about it. 12. Why ... | help him if he
doesnt want it?

51) TMepeBeamnTe MPeANOKEHMS.

1 This building should have been constructed a year ago.

2. The letter should have been sent long ago.

3. The tests of materials should have been conducted before their use.
4. We should not have used that sort of steel.

5. This phenomenon should be explained by thermal expansion.
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Participles. Mpuuactua
Participles. MNpnuacTtus

MPNYACTUNE HACTOSALLEIO BPEMEHN

Participle |

MpuryacTvie | (MpryacTye HaCTOSILLIETO BPEMEHW), 0OPa30BaHHOE MPY MOMOLLIM
OKOHYaHWA -ing, MMEET aKTUBHYHO M MacCUBHYIO (CTpagdare/isHyto) (hopMbl:

HECOBEpLLEHHbIV BUA COBEPLLIEHHbII B,
Active asking having asked
Passive being asked having been asked

MpuyacTre | ynoTpebnseTcs B OyHKLNN:
1 OnpegeneHus:

The man sitting at the table is our UenoBeK, CHAALLWIA 3a CTOMIOM -
teacher. HaLLl yuuTesb.
The houses being built in our JoMa, cTposiLmecs B HalLiem ro-
town are not very high. pofe, HEBbICOKM.
2. O6cTosATeNbCTBRA:
Going home | met an old friend. Was nomold, 1 BCTPETWN CTaporo
apyra.
Having finished work | went 3aKoHumB paboTy, A nowen fo-
home. MOA.
MPUYACTVE MPOLLUEALLEMO BPEMEHA
Participle Il

Mpuuactue 11 (NpuyacTve NpoLLieaLLiero BpeMeHK) Beerga naccvsHo. O6-
pasyeTcs OHO NpubasneHneM cypukca -ed K OCHOBE NMPaBW/ILHOMO riarona
VW MyTem YepesjoBaHNs 3BYKOB B KOPHE HEMpasW/IbHOTO r/1aroria.

MpuyacTue 1l ynotpebnseTcs B (yHKLMN:

1 OnpegeneHus.

The book translated from Eng- KHura, nepeBeaeHHast C aHrmii-
lish is very interesting. CKOrO 3bIKa, NHTEepeCHas.

2. ObcTOoATENBLCTBA (MPUUUHBI U BPEMEHW):

Given the task he began to Korpa emy fianv 3agaHue, OH Ha-
work. yasn paboTarb.

If printed, the text is easier to Ecnn TekcT HaneyaTarb, ero ner-
read. ye uuTarh.

Ecnv nepep, npyvyacTeM NpoLUeALLero BpemeHun B (hyHKLMM 06CTOATE b
CTBa CTOAT COKO3b! if, When, TO OHO NepPeBOAMTCSA Ha PYCCKUIA A3bIK 06CTOSATE Tb-
CTBEHHbIM MPULATOYHbIM MPEL/IONKEHVEM:
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Plants grow better when wa- PacTeHusi pacTyT nydile, Korga
tered. NX MO/IBAKOT.

Ecnv npyyacTyis HaCTOALLIErO M NPOLLEALLIEr0 BPEMEHW CTOST Mepes, orpe-
[JensemMbIM/ CyLLIECTBUTE/TbHBIM, TO OHM, YTPaUMBas B 3HAUMTE/IbHOW CTErNeHu
CBOE OTI/Iaro/lbHOe 3HAYEHME, BbIPXKAKOT Ka4ecTBO 1 MPUBVKAKOTCA M0 3Ha-
YeHWH K 00bIMHOMY Npuiarare/ibHoMy:

unanswered call - He OTBeYEHHbIIA 3BOHOK

sold goods - npogaHHbIi ToBap

undelivered email - HegocTaBneHHas noyTa

Ecnv npryacTyis HaCTOALLEr0 M NPOLLEALLIEr0 BPEMEHW CTOST MOC/IE Orpe-
[eNSeMOoro CyLLECTBUTE/IHOTO, TO OHU HE BbIPXKatoT KaYeCTBa, a IMEoT /ILLb
rNaro/lbHoe 3HaueHve. Takue MpuYacTua MOryT ObITb 3aMeHeHbl OMpeaen-
Te/TbHbIM MPUAATOUHBIM MPEL/IOKEHVEM.

all letters received - Bce NUCbMa, KOTOPbIE ObUIM MO/YYeEHb!

instructions received - MOMyYeHHble WHCTPYKUMW  (UHCTPYKUMN,
KOTOpble BbUN NOMyYeHbI)

52) [MepeBeauTe NpeaIoKeHNs.

1 We answered all letters received yesterday.

2. The goods purchased were not of good quality.

3. The funds obtained by borrowingwere enough to expand our business.

4. We hope the amount transferred to your bank will be duly
(cBoeBpemeHHO) received.

The Gerund. epyHawnii

epyHauiA - 3TO HeNMYHasA (opma rarona, Kotopas BbIpaXKaeT AeicTBme
KaK MpoLecc, 1 06pa3yeTcs nprbasieHneM OKOHYaHWA -ing K OCHOBE r/iarora.
epyHauIA ABNSETCSA NPOMEXYTOUHON (HOPMOIA MEXLLY [/1ar0/IoM U1 CyLLECTBU-
Te/bHbIM 1 N03TOMY 06/133€T CBOCTBaMY U [/1aro/a v CyLLECTBUTE/BHOTO.

CsoiicTBa rnaronay repyHaus
1 TepyHauii MeeT criedytoLLyie (POpMbl BPEMEHW W 3a/iora:

Active Passive
Indefinite writing being written
Perfect having written having been written

Indefinite Gerund BblpaxaeT npoLiecc B Havbosee 06LLEM BUaE W AENCT-
BME, OAHOBPEMEHHOE C AEVICTBIEM r1iarosia B IMYHON (hopme.

We prefer using new methods of Mbl  npegnounTaeM  MUCNOMbL30-

work. BaTb HOBble MeTO/bI paboTbl.
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The Gerund. l'epyHoi

We prefer new methods of work Mbl npegnounTtaem, 4Tobbl UC-
being used. M0/b30Ba/IMCh HOBbIE METO/bI Pa-
60TbI.

Perfect Gerund BblpaaeT [eiACTBME, KOTOPOE O0ObIMHO MpeaLlecTByeT
[eliCTBUIO, BbID&XKEHHOMY [/1aro/IoM B SINYHON (hopMe.

I remember having giventhis in- A nomHio, 4TO Jan (gasas) 3To
struction. yKazaHue.
I remember having been given A MOMHIO, YTO MHe [aBa/in 3T0
this instruction. yKaszaHue.

UalLie Bcero qhopmbl MaccrBHOMO repyHAVsSt Ha PyCCKuiA Si3bIK NEPEBOAATCS
MPUAATOYHBIMU NMPELIOKEHUSIMN.

2. [epyHauia MOXET UMETb MPAMOE LOMO/HEHVE:

The state is interested in improv- ["OCy/IapCTBO 3aVHTEPECOBAHO B TOM,

ing people’s living conditions. 4TOOb! Y/YULLNTL YC/IOBUS XKM3-
HW Hapoza.

3. TepyHauin MOXET OnpeaensTLCA Hapeumem:

We have to insist on your reply- Mb!  BbIHYX[EHbl HaCcTavBaTb,

ing promptly. 4TOObI Bbl OTBETW/IM HEMEL/IEHHO.

CBOIiCTBa CYLLECTBUTENbHOIO Y repyHans

1 TepyHauiA MOXET OnpeaensiTbCs MPUTSHKATENbHLIM MECTOVMEHVIEM
VNN CYLLIECTBMTE/TbHBIM B MPUTSHKATENIbHOM Mafiexke:

We insist on your coming as soon Mb! HacTaMBaeM Ha TOM, YTOObI
as possible. Bbl MPYIEXA/IN KaK MOXKHO CKOpee.
2. [epen repyHavieM MOXKET CTOATb NPesyIor:

On receiving a letter we shall im- Mo nonyyeHWn nucbMa Mbl He-
mediately take action. MeZ/1eHHO NMPUMEM Mepbl.

YnoTtpebneHune repyHans

1 Tlocne creayroLLyx rnarosioB 6e3 npegyioros:
a) to begin, to start, to finish, to stop, to continue, to keep (npogomkary)

n ap.
Please, stop sending me email at MoxkanyiicTa, NepecTaHbTe Mocbl-
this address. NaTb MHe 3/1eKTPOHHYHO MOYTY M0
3TOMY afpecy.

b) to like, to enjoy, to prefer, to mind, to excuse, to remember, to forget, to
suggest, to avoid, to need, to want, to require u gp.

The results need being checked. PesynbTaThl HEOOX0AMMO NPOoBe-
PUTb.
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2. Tlocne rnarosna c npeg/ioramu:
to apologize for, to thank for, to look forward to, to congratulate on, to

insist on, to depend on, to object to, to be interested in, to be responsible for

n ap.
We insisted on continuing the in- Mbl HacTamBasM Ha MPOAO/IKe-
vestigation. HUW pacc/ieloBaHyiA.

3. Tlocre cyLecTBUTENLHOTO C MPeyiorom:

way of, programme of, reason for, process of u ap.

The way of using is indicated in Criocob MCnonb30BaHWS yKasaH
the instructions. B MHCTPYKLMAX.

4. Tlocre cocTaBHbIX NMPEA/IOroB ¥ CI0BOCOYETAHWIA:
on account of - Bauay, n3-3a

because of - n3-3a

due to - 6rarogaps, us-3a

with aview to - ¢ uenbto (415 TOro YTo6bI)

despite - HecMOTps Ha

The work could be continued Pabota Mornma npogo/mKaTsLCeA
due to timely supplies of spare Gnarofigpsi CBOEBPEMEHHBLIM TMO-
parts. CTaBKaM 3an4acTeil.

epyHaWiA MOXET yNoTpebnATLCS:
1) B KauecTBe MOL/IEXALLErO:

Reading is useful. UTeHwe nosesHo.

2) KaK YaCTb CKa3yemoro rocrsie rnaronos: to finish, to start, to continue,
to go on, to keep un ap.

He started reading the book. OH Havan umTatb KHUry

3) Kak npes/iokHoe AOMNoSHeHVE:

I am fond of reading. A nrobnko unTaTh

4) Kak npsmoe A0ro/HeHVe:

Do you mind my reading here? Bbl He MpPOTVMB MOEro uYTeHUs

3peck?

5) Kak 06CTOATENbCTBO BPEMEHN:

After reading he closed the book. lMocre YTeHUs OH 3aKPbUT KHATY.

6) Kak 06CTOSTENLCTBO 06pasa AeNCTBIS:

Instead of reading he went to the BMeCTO YTeHWS OH MOLLIES B KUHO.

movies.
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MepeBof repyHANs Ha PYCCKMIA A3bIK

epyHauIn MOXET MepeBOAUTLCA Ha PYCCKUIA A3bIK:
1) cyLLeCTBUTENbHBLIM

We are interested in solving these MbI 3aHTepPecoBaHb| B PeLLIEHN

problems. 3TUX NPOG/EM.

2) VH(PUHATHBOM.

Everybody went on working. Bce npogomkany pabotars.

3) [OeenpuyacTvem

On coming to the office he got Mpuas B odmc, OH NPUHANCH 3a

down to work. pabory.

4) NpUAATOYHbIM MPE/IOKEHNEM

We regretted having done it. MbI coxanenu o Tom, UTo caena
N1 3TO.

53) HaliguTe B Npe/IOXKeHUsX repyHauiA 1 onpefenvTe Bpems, 3a1or

nero yHKuyto. MNepeseayTe NPea/oXeHns.

Would you please stop writing to us at this address?

Please, excuse us for waiting too long.

Some time was lost because of necessary preparing.

We are interested in getting the answer.

What is the purpose of writing a business plan?

I amgrateful for his helping me. | amgrateful for his having helped me.
We thank you for sending us your letter.

NOOTEWN

YcnoBHble NpeaioXKeHns

YCnoBHble MPEAIoXKeHs MOTYT GbITb C/IEAYHOLLIMMIA

1 npesoKeHNs peasibHOro YCIOBUS;

2. NPeL/IOKEHNS HEPEAsbHOTO YCOBUS.

YNoTpebeHne rnaro/ibHbIX (OpPM B 3TUX MPEASIOKEHNSX 3aBUCUT OT
CTENeHV PeasbHOCTU W BPEMEHU AECTBUS, BbIPXKEHHOIO [/1aro/1om.

MpugaToyHble NPeAN0XKeHNA peanbHOro YyCNoBmA U BpEMeHM,
[elicTBME KOTOPbIX OTHECEHO K byayLlemy:

B npraaTouHbIX MPeaioKeHnsX YCIoBUs 1 BPEMEHM C COHO3aMu

if (ecnm),

when (korga),

after (nocne),

before (nepeg Tem, Kak),

as soon as (Kak To/bKo),

unless (ecnu He),

until (oo Tex nop, noka He),
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Oyfyllee Bpems 3aMeHsieTCs (HOPMOI HAaCTOSALLEro BPEMEHM, HO Ha
PYCCKUIA A3bIK MEPeBOANUTCA ByayLLM, HanpruMep:

If you help me (npuagaroyHoe Ecnm Tbl NOMOXeLLb MHe, A Cae-
npegn. ycnosus), | shall do this Naro 3Ty paboTy BOBpEMS.

work on time (riiaBHoe npegy.)

As soon as | am free, I'll come to Kak TO/bko 51 OCBOGOXYCb,
you. A npuay K Tebe.

We shall not begin until you MbI He Ha4HeM, NMoKa Tl He Npu-
come. Jellb.

I'Ipeéno»(eH 1A HepeasbHOr0 yCNOBUSA
(Cocnarate/fibHOe HaK/IOHEHWE)

Cocnarate/lbHoe Hak/IOHEHWE BbIPXKAeT BO3MOXHOCTb, HEpeasibHOCTb,
NPeAno/oXKUTENbHOCTb AEVCTBUS.

Mpes/ioKeHNs HepeasbHOro YCIoBuS:

a) [elCTBYE OTHOCUTCA K HACTOSILLIEMY UK ByayLLemy:

If I knew his address | would Ecnm 6b1 51 3Han ero agpec (ceit-
write to him. yac), A Hanvcan 6bl eMy (ceryac
nnm B GrvpkaiiLLeM GyayLiem).
Ifthe weather were fine he would Ecnm 6bl morofa (celivac) Gbuia
go to the country. XOpOLLEl, OH 6bl Moexan 3a ropo,

Cnaron B npugatouHoM npegiokeHun - B hopme Past Indefinite,
B [/1aBHOM - B (popme Future in the Past.
6) [elCTBME OTHOCUTCA K MPOLLYIOMY:

If the weather had been fine yes- Ecnv 6b1 noroga 6bu1a BUepa xo-
terday he would have gone to the POLLIEN, OH Obl NMOEXas 3a ropo.
country.

B cnyuae, ecnm figicTsue, OnncbIBaeMoe cociararesbHbIM HaKIIOHEHVIEM,
OTHOCUTCS K NpOLLIeALLIEMY BPEMEHW, B ITTaBHOM MPeL/IONEHNN UCTIO/b3YeTCH
(hopma ByyLLIEro COBEPLLEHHOO C TOHKY 3peHus npoLLeaLLero Future Perfect
inthe Past, a B Np1gaTo4yHOM - MpoLLieiLiee coBepLLieHHoe Past Perfert.

If 1 had known his address Ecnm 661 5 3Han ero agpec (B npo-

I would have written to him. LLUIOM), 1 Hanmcasn Gbl emy (B Npo-
LLUIOM X€).

I wish I lived not far from here. YKanb, 4TO A He XuBY NO6M30-

(HacTosLLee Bpems). CTI.

I wish | had lived not far from YKasb, YT 1 He XKW/ NobBAM30CTu.

here (npoLuesLLee Bpems).

CocnaratesibHOE HaK/IOHEeHMe nocne rnarona wish

N5 BbIpaXXeHVA COXaseHVs, OTHOCALLErocs K GyayLemy, ynoTpebnstor-
C coueTaHua ¢ rnarofioM could; ons BbipaXkeHUs NoxenaHus Ha Oyfyllee,
a TaKoke Xaioobl, MPOCLObI NN pasapaxeHns, ynotpebnsetcs would.
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MMprvepsbt:

I wish it were spring now. XKanb, uTo ceituac He BecHa.

I wish I knew her address. MHe 6bI XOTENOCH 3HATH €€ aIpeC.

I wish I'had made decision yester- XKasib, UTO A1 He NPUHSN peLLeHVe

day. BYepa.

I wish you could drive a car. MHe Bbl XOTEe/0Ch, UTOObI Thl BO-
JVN MaLLVHY .

I wish they would stop the noise. MHe 6bl XOTefiocb, YTOObI OHY
MPEeKPaTU/IN 3TOT LLyM.

54) PackpoliTe CKOBKM.

1 We (plant) the trees when the weather (get) warmer. 2 If we (use) the
new method we should (have) better results. 3. I'm afraid the train (start) before
we (come) to the station. 4. We (go) to the concert tomorrow if | (get) the tickets.
5 You (not pass) the examination if you not (work) much harder. 6. Ifyou (not
drive) more carefully you (have) an accident. 7. You (be) late if you (not take)
ataxi. 8. Ifthe situation (permit) we should (use) the newmethod long ago. 9. You
haveto (call) me assoon asyou (arrive). 10. We (have) apicnic tomorrow ifit (be)
afine day. 11 We (go) out when it (stop) raining. 12. We (not to have) dinner un-
til you (come). 13. I'msure they (write) to uswhen they (know) our new address.

55) TMepeBeauTe Ha pPyCCKMiA A3bIK.

I wish you were not late as usual.

I wish the letter hadnt been so long.
I wish you wouldnt be slow.

I'wish | could go to my work by car.
I wish it would stop raining.

AR WN -

56) [MepeBeanTe NPEASIOXKEHNS HA PYCCKMIA S3bIK.

1 If I had known that you needed help 1 would have helped you.
2. Had he got this medicine, he wouldn?t have fallenill.

3. What would have happened if he had missed the train?

4. If I knew your address | could write to you.

5. Ifyou get the task after the lecture, you can do it by tomorrow.

6. If I got the task after the lecture | were able to do it better.

7. 1t would have been better ifyou had learned to drive a car.

8. If I had known his address, | should have come to him.

9. Ifan Englishman were our teacher, we would know English better.

10. If he had known the time-table he wouldn't have missed the train.
57) MepeBeauTe NPeS/IOKEHNS Ha aHTIMACKIIA A3bIK.

1 Ecnm 310 HEO6XOAVIMO, Mbl BbIMO/HMM 38iaHu1e K 3aBTPaLLHEMY [IHIO.
2. Ecnm 6bl 370 6bLI0 HEOOXOAMMO, Mbl Obl BbINO/HUAM 33/]aHME K 3aB-

TpaLLHeMy JHHO.
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3. Ecnm 6bl 310 6bUI0 HEOOXQAMMO, Mbl Obl BbINOMHWAM 33JaHWE Ha
MPOLLLIOM YPOKe.

4. Ecnn 6bl Mbl CMOI/M BbIMOMHWATL CBOKD YaCTb pPaboTbl, Mbl Obl
COKpaTWIM BPEMS HAMHOTO.

5. Ecnm g 6yay cBOOOAEH 3aBTpa, S Tebs HaBeLLly.

6. Ecnm 6bl 5 0cBOGOANICA K KOHLY [HS, 1 bl Te6st HaBECTWN.

7. Ecnm Gbl 8 cMor 0cBOGOAMTLCA TOra, S Obl TebA HaBeCTUS.

8. Ecnm 6Gbl Bbl He MPOMyCKanu 3aHATUS, Bbl Obl 3HANM aHTIMIACKUIA A3bIK
HaMHOrO JTyuLLe.

MpunaratenbHble M HAPeYus, 4acTo ynoTpebaseMble B 4eN0BbIX
W IOPUANYECKNX AOKYMEHTAX

aforecited - BblLLIENPMBEAEHHI

aforenamed - BbILLIEHA3BAHHbII

aforesaid - BbILLIEV3MOXEHHBIA

hence - noatomy, cregoBare/ibHO

henceforth - ¢ 3Toro BpemeHw, Bnpeab
henceforward - ¢ 310ro BpemeHw, Brpeab

herein - B 3TOM; 34€Ch, NP CEM

hereinabove - BbILLEYNOMSAHYTbINA, BbILLIEHA3BaHHbIN
hereinafter referred to as - B ganbHeiLeM VMeHyeMbIl
hereinbefore - BbliLLe

hereinto - ctoma, B 3TO MECTO

here of - cero; aToro; 06 3TOM; OTCHOAA, U3 3TOr0
hereon - Ha 370l OCHOBE

thereby - Takvm 06pazom

therefore - moatomy, cnefoBaTenibHO

therein - 3neck, TaM, B 3TOM, B TOM

thereinafter - Hxe (B JOKYMEHTE)

thereof - 13 atoro, 13 Toro



ADDITIONAL READING

T | WAT IS MANAGEMENT?

What do managers do?

These are standard questions that most of us in the management profession
have been asked more than once. And questions we asked once in our careers
too. Here is abasic look at management.

Art and Science

Management is both art and science. It is the art of making people more ef-
fective than they would have been without you. The science is in how you do
that. There are four basic pillars: plan, organize, direct, and monitor.

Make Them More Effective

Four workers can make 6 units in an eight-hour shift without amanager. If
I hire you to manage them and they still make 6 units aday, what is the benefit
to my business of having hired you? On the other hand, if they now make 8
units per day, you, the manager, have value.

The same analogy applies to service, or retail, or teaching, or any other kind
of work. Can your group handle more customer calls with you than without?
Sell higher value merchandise? Impart knowledge more effectively? etc. That
is the value of management - making agroup of individual more effective.

Plan

Management starts with planning. Good management starts with good
planning. Without a plan you will never succeed. If you happen to make it to
the goal, it will have been by luck or chance and is not repeatable. You may
make it as a flash-in-the-pan, an overnight sensation, but you will never have
the track record of accomplishments of which success is made.

Figure out what your goal is (or listen when your boss tells you). Then
figure out the best way to get there. What resources do you have? What can
you get? Compare strengths and weaknesses of individuals and other re-
sources. Will putting four workers on atask that takes 14 hours cost less than
renting a machine that can do the same task with one worker in 6 hours? If
you change the first shift froman 8 AM start to a 10 AM start, can they handle
the early evening rush so you don't have to hire an extra person for the second
shift?

Look at all the probable scenarios. Plan for them. Figure out the worst
possible scenario and plan for that too. Evaluate your different plans and de-
velop what, in your best judgement, will work the best and what you will do if
it doesn't.
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Organize

Now that you have aplan, you have to make it happen. Is everything ready
ahead of your group so the right stuffwill get to your group at the right time? Is
your group prepared to do its part ofthe plan? Is the downstream organization
ready for what your group will deliver and when it will arrive?

Are the workers trained? Are they motivated? Do they have the equip-
ment they need? Are there spare parts available for the equipment? Has pur-
chasing ordered the material? Is it the right stuff? Will it get here on the
appropriate schedule?

Make sure everything needed to execute the plan is ready to go, or will be
when it is needed. Check back to make sure that everyone understands their
role and the importance of their role to the overall success.

Direct

Tell people what they need to do. It’s like conducting an orchestra. Every-
one in the orchestra has the music in front of them. They know which section is
playing which piece and when. They know when to come in, what to play, and
when to stop again. The conductor cues each section to make the music happen.
That's your job here. You've given all your musicians (workers) the sheet mu-
sic (the plan). You have the right number of musicians (workers) in each sec-
tion (department), and you've arranged the sections on stage so the music will
sound best (you have organized the work).

Monitor

Now that you have everything moving, you have to keep an eye on things.
Make sure everything is going according to the plan. When it isn't going ac-
cording to plan, you need to step in and adjust the plan, just as the orchestra
conductor will adjust the tempo.

Problems will come up. Someone will get sick. Apartwon't be delivered on
time. A key customer will go bankrupt. That is why you developed a contin-
gency plan in the first place. You, as the manager, have to be always aware of
what's going on so you can make the adjustments required.

This is an iterative process. When something is out of sync, you need to
Plan a fix, Organize the resources to make it work, Direct the people who will
make it happen, and continue to Monitor the effect of the change. Managing
people is not easy. However, it can be done successfully. And it can be avery re-
warding experience. Remember that management, like any other skill, is some-
thing that you can improve at with study and practice.

CHIEF EXECUTIVE OFFICER (CEO)

What is a chief executive officer?

The definition of “chief executive officer” almost always depends on
whether abusiness is a corporation or not, that is, whether it has aboard of di-
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rectors or not. In an organization that has aboard of directors, the “chief execu-
tive officer”is (usually) the singular organizational position that is primarily
responsible to carry out the strategic plans and policies as established by the
board of directors. In this case, the chief executive reports to the board of direc-
tors. In aform ofbusiness that is usually without aboard of directors (sole pro-
prietorship, partnership, etc.), the “chief executive officer” is usually the
singular organizational position that sets the direction and oversees the opera-
tions of an organization. This organizational position, whether in corporations
or not, is also sometimes called the President, Executive Director, Chief Ad-
ministrator, etc.

What Knowledge and Skills are Re(%uwed from Chief Executive
Officers”

The chiefexecutive officer is the overall, primary management and leader-
ship role in the organization. Therefore, it's critical that chiefexecutive officers
have strong knowledge and skills in awide variety of areas. However, there are
certain basic areas of knowledge and skills which provide the foundation from
which chief executive officers can add knowledge and skills customized to the
particular nature of their organization, its industry (service, manufacturing,
wholesale, etc.) and the current environment (political, social, economic and
technological).

General Responsibilities of a Chief Executive Officer (CEO)

CEO AS a leader

m Advises the Board

m Advocates / promotes organization and stakeholder change related
to organization mission

m Supports motivation of employees in organization products/programs
and operations

CEO AS AVISIONARY / INFORMATION BEARER

m Ensures staff and Board have sufficient and up-to-date information

m Looks to the future for change opportunities

m Interfaces between Board and employees

m Interfaces between organization and community

CEO AS A DECISION MAKER

m Formulates policies and planning recommendations to the Board

m Decides or guides courses of action in operations by staff

CEO IS A MANAGER

m Oversees operations of organization

m Implements plans

m Manages human resources of organization

m Manages financial and physical resources

CEO IS ABOARD DEVELOPER

m Assists in the selection and evaluation of board members
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m Makes recommendations, supports Board during orientation and
self-evaluation
m Supports Board's evaluation of Chief Executive

Typical Major Functions/Responsibilities of Chief Executive
Officer of a Corporation

The following list is one perspective and includes the major functions typi-
cally addressed by job descriptions of chief executive officers.

1 Board Administration and Support

Supports operations and administration of Board by advising and inform-
ing Board members, interfacing between Board and staff, and supporting
Board's evaluation of chief executive.

2. Program, Product and Service Delivery

Oversees design, marketing, promotion, delivery and quality of programs,
products and services.

3. Financial, Tax, Risk and Facilities Management

Recommends yearly budget for Board approval and prudently manages or-
ganization's resources within those budget guidelines according to current
laws and regulations.

4. Human Resource Management

Effectively manages the human resources of the organization according to
authorized personnel policies and procedures that fully conform to current
laws and regulations.

5. Community and Public Relations

Assures the organization and its mission, programs, products and services
are consistently presented in strong, positive image to relevant stakeholders.

100 TIPS ON MANAGING PEOPLE

In organizations we must work with and for others. To be able to mutually
achieve our goals we must be able to relate to others effectively. These ideas
will help you dojust that.

1 Catch people doing things right and then let them know that they are

doing things right.

2. Use feedback to stay informed about what other people are doing in
your area of responsibility and authority.

Have regular, focused meetings regarding the projects that you are re-

sponsible for.

Train others to dojobs. You cannot do themall, nor can others do them

if they have not been trained.

5. Help others see how they will benefit from doing ajob. This is when
they truly become motivated.

6. Do not avoid talking to a poor performer. It hurts them, the organiza-
tion and yourself if the situation is not dealt with.

>~ w
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20.
21,
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23
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29,

3. 100 Tips on Managing People

Do not over control others. It is frustrating for them and time consum-
ing for you.

Focus on results, not on activities or personalities.

Reward people for the results that they produce.

. Manage by walking around. See what people are doing and listen to

what they have to say.

. Send thank you notes and memos.
. Provide workers with open, direct, and immediate feedback on their

actual performance as compared to expected performance and they
tend to correct their own deficiencies.

. Practice listening. Don't talk, just let people explain why they are do-

ing the types ofthings that they are doing. You will learn many things.
Manage by exception. When things are going well, leave them alone.
When a problem occurs, then help.

Never seek to place blame. Always focus on the problem.

Never ignore aconcern of one of your people. While it may seemtrivial
to you, to the other person it is aproblem that will continue to destroy
their train of thought.

Make it a personal rule to respond to someone within 24 hours of
hearing their request.

Give employees an opportunity to speak their opinions and sugges-
tions without fear.

When you are going to make a change that affects others, get themin-
volved before making the actual change. This increases commitment
to make the change work after it is implemented.

When the environment and your sincerity permit, give the person
ahug or atouch.

Employees are the only organization resource that can, with training,
appreciate in value. All other resources depreciate.

People want to be involved in something important. Give them
awhole project or asignificant piece of the project to work on.

Have salary tied into performance appraisal and accomplishing of ob-
jectives.

Ask, “Will you please do this for me”instead of telling someonejust to
doit.

Eliminate private secretaries in favor of shared secretaries in order to
make it easier to even out the work load.

If you give employees a basic employee handbook, you will not be in-
terrupted with their questions.

Pay attention to small details, the big ones are obvious and get taken
care of.

Stay open in your thinking. Be open to all new ideas. Do this and you
will not be setting up barriers that do not exist.

Avoid asking others to do trivial personal items for you.
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31
32

S

36.

3r.

39.

41.

42.

47.

Additional reading

Say thank you to those with whom you associate.

Awarm smile and strong handshake break barriers.

Smile. It helps you feel better and is contagious. The whole organiza-
tion shudders when the boss is frowning. Likewise it smiles when the
boss does.

Keep things “light” and have fun rather than being too serious. Seri-
ousness blocks productivity.

Work with each person to create standard operating procedures for
their specificjob. It will eliminate repetitious questions.

Let people knowwhy they are doing something. It then becomes more
meaningful when they recognize their part in agreater vision.

Begin each day with a 5 to 10 minute meeting just at starting time.
People will be focused, set in the right direction and can get right to
work.

Practice the golden rule in business: Do unto others the way you
would have them do unto you. Fairness will then be in your business.
Practice the platinum rule in interpersonal relationships. It is “Do
unto others, the way they want to be done unto.” They will be more apt
to stay comfortable when interacting with us when we are able to do
things their preferred way.

Get others to commit to deadlines by asking, “When can you have that
for me?"

. Nail down commitment by asking, “Do I have your word that you will

have that for me then?"

If you are unable to reach agreement or get a commitment from an-
other person in a meeting, agree to disagree, but summarize your un-
derstanding in a confirming memo.

Giving people recognition generates energy within them. They will
then direct that energy toward increased productivity.

. Tap the potential of those working for you by giving them opportuni-

ties to think things through for themselves instead ofjust telling them
how to do something.

. Admit it when you do not know the answer to a question posed by

astaff member. Then challenge the staff person to research and decide
what the best answer is. It will help this person grow.

. When you were away and some of your people did an exceptional job,

call them at home in the evening when you find out and personally
thank them for what they did instead of waiting until the next time
you see them.

. If you know that a person will respond angrily to a particular com-

ment, avoid bringing it up. It is nonproductive and bad for the rela-
tionship. In other words, “never kick a skunk."

When you appreciate what someone has done, let them know and put
it in writing. This can then be added to their personnel file.
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49.

3. 100 Tips on Managing People

. Have an opinion survey done to determine how people view the orga-
nization. That way you can catch any problems while they are still
small.

When asking someone to do something, let them knowwhat is in it for

them and the organization. Do not focusjust onwhat is in it for the or-

ganization and yourself.

The boss is the strongest model the employees have. Be a positive

model as people are watching to see how you behave. They will reflect

this in their own behavior. Lead by example.

. Be a member of the 4 F club with others. Be seen as Fair, Firm,
Friendly and having Foresight.

. Do not help others unless they need and ask for help.

Encourage your people to come up with new ideas and ways to do

things. Give them credit and recognition for the idea.

Ifanew idea won't work, at least praise the effort of the person so they

will come up with future ideas.

Once a month meet with each staff member to catch any problems or

concerns the person may have as soon as possible before they become

acrisis.

Be the kind of a person that others want to help out and work for.

. Beflexible and do whatever it takes to get the job done. Remember it is

results that count, not activities.

Generally speaking, getting something done perfectly is usually not as

important as getting it done. Perfection has ahigh cost and it may not

be worth it.

. When giving or receiving information, don't hurry. Take the time

needed to truly understand. It prevents future problems and misun-

derstandings.

Never criticize an employee in front of others. Have all discussions of

a corrective nature in private.

. Hire people with specific skills and interests that match what the orga-
nization needs to have accomplished. The better the match, the better
the productivity and the more motivated the person.

. Treat people as people - not things.

Flaring in anger will drive others away. If not physically at least men-

tally.

Have regular performance review and goal setting sessions with each

of your employees at least every three months.

Have regular “development discussions” with each of your people in

which you discuss only how the individual may grow personally and

how you and the organization may be able to support them in doing
this.
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76.
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86.
87.

Additional reading

Low morale in workers may be an indication of the boss only talking
about negative things or what's wrong. Be sure to balance negative
comments with more frequent positive comments.

Let your people know you are there to help them not to harass them.
Telling people what you plan to do, and when, can be a catalyst for get-
ting objections and input which you might not otherwise receive.
Instead of saying to another, “What can | do for you?” ask them “What
can you do for me on this project?"

Do not hold back from discussing the need to improve performance
with one of your peaple.

Encourage others to develop their plan of action and give you a de-
tailed explanation.

Encourage individuals to compete against themselves to achieve more.
Let it be a personal challenge to become better as an individual - not
competing with others but self.

Check the ratio of positive comments to negative comments that you
make to your people. Purposely make more positive comments.
Demand accountability.

Do things for others. They will be more willing to do things for you.
Consider using time off as a reward for getting things done ahead of
time.

Set up an orientation training program for all new employees. It will
help them learn their way around as well as teach them where things
are kept and why.

Stay informed of subordinates' needs and interests. Projects can be
more effectively designed and rotated when you are well informed.

If individuals need some encouragement in taking action, ask them,
“What if...” questions to help them see what choices of action are avail-
able.

Let people know that you know they can do it.

. Ask questions creatively so the action to be taken is suggested by the

person who is to take it.

. Set up incentives that reward desired performance.

Ask others for their estimate of how long it will take to do a project.
When possible, agree and hold them accountable for that goal.

Before an employee leaves on vacation agree on a “must do” list of ac-
tivities to be completed.

Do not be quick to judge others. Learn to listen carefully before com-
ing to conclusions.

Consider sharing ideas and responsibility with others rather than just
getting someone to do it for you or just doing it yourself.

Inspire others to new levels of achievement by using positive encour-
aging feedback and ideas.



4. Credit Cards

88. Don'tjust ask someonewho is busy to get things done for you; look for
the busy person who is getting results. This is a doer, not simply abusy
wheel spinner.

89. Believe in the good of people.

90. Do not be a “baby sitter” of others, constantly taking care of them and
telling them what to do. Challenge them and help them learn to think
and do things for themselves.

91. Consider an incentive plan to reward productivity gains.

92. Don't do what you can get someone else to do by simply asking.

93. Clearly communicate who you want to do what, by when and at what
cost. Then identify who needs to know about it and when they are to
be informed.

94. For people you relate to regularly, keep alist of things you need to talk
to the person about. Then when you meetwith or call them, you canre-
view all the items that have accumulated on your list.

95. Recognize you are not the only one who can do ajob right. Trust others
to do things for you.

96. Organize, deputize, supervise.

97. Keep a list of birthdays, marriage and work anniversaries and other
special dates. Provide recognition to your people on each of these
dates. Mark your calendar prior to the actual date so you have time to
prepare for it.

98. Don't worry about who gets the credit for completing a project. Focus
on the task to be accomplished and do it.

99. When credit is given to you for completion of a project, be sure to give
it to all who were involved. Thiswill nurture the relationships and pro-
vide motivation to support you in the future.

100. Be sincerely interested in the people working for and with you.

CREDIT CARDS

Many problems associated with credit can be avoided through the use of
credit cards. In many businesses, particularly in the retail and consumer service
fields, credit arrangements for customers are available through the use of these
cards. Under these plans, there is little or no commitment of the business' own
capital, and the costs and risks of administration and collection are almost en-
tirely the responsibility of the credit card company or bank.

Credit card service is available from your regular commercial bank. Re-
ceipts from bank credit card purchases can be deposited daily and are immedi-
ately credited to your checking account. The bank assumes all credit risks
provided that you follow instructions for approval of credit card purchases (of-
ten automatic with point of sale card swipers and online merchant accounts).

Credit card services are particularly vital for businesses with a large num-
ber of relatively small accounts. They eliminate the need for credit approval, in-
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voice preparation, record maintenance, and collections. They also minimize
your commitment of capital and virtually eliminate the risk of un-collectible
accounts. From amarketing standpoint, the availability of instant credit could
often encourage a customer to buy immediately, rather than postpone the deci-
sion to a later date or bypass it completely.

Credit cards are most often used for retail accounts. However, they have
also been used successfully in selling to small commercial accounts. Businesses
such as repair shops, supply firms, and stationery stores, which have a mixture
of consumer and commercial accounts, often find it convenient and economical
to extend credit card service to small commercial accounts.

T | THE MARKETING PROCESS

The marketing process consists of four elements: strategic marketing anal-
ysis, marketing-mix planning, marketing implementation, and marketing con-
trol.

Strategic marketing analysis

Market segments. The aim of marketing in profit-oriented organizations
is to meet needs profitably. Companies must therefore first define which
needs-and whose needs-they can satisfy. For example, the personal transpor-
tation market consists of people who put different values on an automobile's
cost, speed, safety, status, and styling. No single automobile can satisfy all these
needs in a superior fashion; compromises have to be made. Furthermore, some
individuals may wish to meet their personal transportation needs with some-
thing other than an automobile, such as a motorcycle, a bicycle, or a bus or
other form of public transportation. Because of such variables, an automobile
company must identify the different preference groups, or segments, of custom-
ers and decide which group(s) they can target profitably.

Positioning. A key step in marketing strategy, known as positioning, in-
volves creating and communicating a message that clearly establishes the com-
pany or brand in relation to competitors. Thus, Volvo Aktiebolaget (Sweden)
has positioned its automobile as the “safest,” and Daimler-Benz AG (Ger-
many), manufacturer of Mercedes-Benz vehicles, has positioned its car as the
best “engineered.” Some products maybe positioned as “outstanding”in two or
more ways. However, claiming superiority along several dimensions may hurt
acompany's credibility because consumers will not believe that any one offer-
ing can excel in all dimensions. Furthermore, although the company may com-
municate a particular position, customers may perceive a different image ofthe
company as a result of their actual experiences with the company's product or
through word of mouth.

Marketing-mix planning. Having developed a strategy, a company must
then decide which tactics will be most effective in achieving strategy goals.
Tactical marketing involves creating a marketing mix of four compo-
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6. Howto create a domain name?

nents-product, price, place, promotion-that fulfills the strategy for the tar-
geted set of customer needs.

Place. Place, or where the product is made available, is the third element of
the marketing mix and is most commonly referred to as distribution. When
aproduct moves along its path from producer to consumer, it is said to be fol-
lowing a channel of distribution. For example, the channel of distribution for
many food products includes food-processing plants, warehouses, wholesalers,
and supermarkets. By using this channel, a food manufacturer makes its prod-
ucts easily accessible by ensuring that they are in stores that are frequented by
those in the target market. In another example, a mutual funds organization
makes its investment products available by enlisting the assistance of broker-
age houses and banks, which in turn establish relationships with particular cus-
tomers. However, each channel participant can handle only a certain number of
products: space at supermarkets is limited, and investment brokers can keep
abreast of only a limited number of mutual funds. Because ofthis, some market-
ers may decide to skip steps in the channel and instead market directly to buy-
ers through direct mail, telemarketing, door-to-door selling, shopping via
television (a growing trend in the late 20th century), or factory outlets.

Promotion. Promotion, the fourth marketing-mix element, consists of sev-
eral methods of communicating with and influencing customers. The major
tools are sales force, advertising, sales promotion, and public relations.

T | HOWTO CREATE A DOMAIN NAME?

Option 1
1 Goonline to either InterNIC (www.internic.com) or a name registra-
tion service such as www.register.com and perform a name search to
make sure the domain you want to establish is available.
2. After confirming the availability of your domain name, complete the
online registration formto secure your name.

Option 2

You select an Internet Service Provider to host your website.

The service provider registers your company with the InterNIC -- the

Internet's Network Information Center.

3. Aunique domain name, of your choosing, is assigned to your business
or organization. For example, suncom indiana.edu, nasa.gov,
neosoft.com.

4. One or more IP network numbers are assigned to you. For example,
198.64.6. Internet zone tables are updated to include your domain
name, the mapping between your domain name and network numbers,
and to show that the route to your network is through your service
provider.

N
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Additional reading

What should it cost to have my own website?

Hosting fees will vary based on your individual need for space, download
capacity, security and special programming requirements. In general, the
monthly hosting fee for a basic web site account should cost between $25 and
$50 a month.

Free Hosting Services

m There are a variety of places on the Internet that offer hosting at no
charge. Before you decide to host your website with one of these ser-
vices, be sure you understand the fine print of your hosting agreement.
In general free hosting services are free because of the following:

m Youwill be required to place banner advertisements on either the top or
bottom of each page of your website. In some cases you will be required
to place banner advertisements on both the top and the bottom of your
web pages.

m The activities of visitors to your website will be tracked via Cookies or
other online software. Their activities on the Internet will be monitored
and the data collected will be sold to marketing services.

About Modems And Telephone Lines

Telephone lines were designed to carry the human voice, not electronic
data from a computer. Modems were invented to convert digital computer sig-
nals into a form that allows them to travel over the phone lines. Those are the
scratchy sounds you hear from a modem'’s speaker. A modem on the other end
of the line can understand it and convert the sounds back into digital informa-
tion that the computer can understand. By the way, the word modem stands for
MOdulator/DEModulator.

Buying and using amodem used to be relatively easy. Not too long ago, al-
most all modems transferred data at a rate of 2400 Bps (bits per second). To-
day, modems not only run faster, they are also loaded with features like error
control and data compression. So, in addition to converting and interpreting
signals, modems also act like traffic cops, monitoring and regulating the flow
of information. That way, one computer doesn't send information until the
receiving computer is ready for it. Each of these features, modulation, error
control, and data compression, requires aseparate kind of protocol and that's
what some of those terms you see like V.32, V.32bis, V.42bis and MNP5 re-
fer to.

If your computer didn't come with an internal modem, consider buying an
external one, because it is much easier to install and operate. For example,
when your modem gets stuck (not an unusual occurrence), you need to turn it
off and on to get it working properly. With an internal modem, that means re-
starting your computer — awaste of time. With an external modemiit's as easy
as flipping a switch.
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A modem's speed is measured in bits per second (bps). A 14.4 modem
sends data at 14,400 bits per second. A 28.8 modem is twice as fast, sending and
receiving data at a rate of up to 28,800 bits per second.

Many things can interfere with the speed of a file transfer. These can range
from excessive line noise on the telephone line, the speed ofthe web server from
which you are downloading files, the number of other people trying to access
the same file and the overall traffic on the Internet.

Until the end of 1995, the conventional wisdom was that 28.8 Kbps was
about the fastest speed you could squeeze out of a regular copper telephone
line. Today, you can buy amodem capable of a data transmission up to 56 Kbyps.
The key question for you is knowing what speed modems your Internet service
provider (ISP) has. If your ISP has only 28.8 Kbps modems on its end of the
line, you could have the fastest modemin the world, and only be able to connect
at 28.8 Khps. Before you invest in a 56 Kbps modem, make sure your ISP sup-
ports them.



APPENDIX

FREQUENTLY USED BUSINESS ABBREVIATIONS

A

Al nepBbiii Knacc, NePBOKNACCHbIIA

AA (Advertising Association) peknam-
Has accouuauus

AAA nepBoKnaccHble LieHHble Gymaru
(ycnoBHOe 0603HayeHne)

aar (against all risks) npotus Bcex puc-
KOB (B CTpaxoBaHum)

AC 1 (average costs) cpegHue U3aep-
K. 2. (account current) Tekywmii
6aHKOBCKUIA cyeT (B AHramu), oT-
KpbITbIA cyeT (B CLUA). 3. (assis-
tant cashier) NOMOLHMK Kaccupa

a/c unm ACC (account) cuet

ace 1 (acceptance) akuenT, TpaTTa.
2. (accepted) npuHaTbIiA. 3. (acci-
dental) cnyuvaliHblii

ACE (active corps of executives) Kop-
nyc [Ae/CTBYIOLLMX [LOMKHOCTHbIX
nny,

AD (aggregate demand) COBOKYMHbIi
cnpoc

ad 1 (advertisement) peknamHoe 06b-
asneHuve. 2. (administration) agmn-
HucTpaums. 3. (advice) n3seLyeHme,
aBu30

ald (after date) ot cero uncna

ADP (automatic data processing) aBTo-
MaTmyeckas 06paboTka faHHbIX

adt (advertisement) peknamHoe 06bsB-
NeHne

Adv. (advance) kpeaut

AFC (average fixed costs) cpeaHve no-
CTOSIHHbIE U3AEPXKKN

AFL (American Federation of Labor)
AmepukaHckas (efepaumns Tpyga
(ADT)
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AGM (annual general meeting) exe-
rogHoe obuee cobpaHume akLMoHe-

poB
agt (agreement) cornatueHue, 4OroBop
AMA  (American  Management

Association) AMepuKaHCKas ac-
coumaums Mo COBEpLUEHCTBOBA-
HUIO METO0B YNpaBneHNs

AMEX (American Stock Exchange)
AMeprKaHcKas (hoHAoBas bupxka

amt (amount) cymma, KOnmM4ecTBo

A O. (account of) 3a cueT Koro-n.

AOB (any other business) “PaszHoe”
B MOBECTKE AHA

APC (average propensity to consume)
cpeaHss fons noTpebneHus B fo-
xone

APR (annual percentage rate) npo-
LIeHTHas CTaBKa B rO40BOM MCYMC-
NeHUm

APS (average propensity to save)
cpeaHss fons cbepexxeHuii B fo-
xofe

APT (Automatic Programming Tool)
cuUcTeMa aBTOMATUYECKOro Mpo-
rpammupoBanmns, ANT (CLUA)

AR 1 (average revenue) cpeaHwii fo-
xof. 2. (annual returns) oTueTHble
[JaHHble, UTOTU 3a rof

ARR (accounting rate of return) pac-
yeTHas Hopma npuébLIK

arrgt (arrangement) cornawuenue, fo-
rOBOPEHHOCTb

AS (aggregate supply) coBokynHoe
npesoXeHne

als (after sight) nocne npegbaABIeHNA

a.s.a.p. (as soon as possible) Kak MOX-
HO GbICTPEE, CPOYHO



Frequently used business abbreviations

AVC (average variable costs) cpegHue
nepemMeHHbIE N3AEPXKKN

AW (airway) aBuanuHus

A/W (actual weight) akTueckas
macca

B

b/d (barrels per day) 6appeneii B ieHb

BIS (Bank for International Settle-
ments) BaHK MeXZyHapOofHbIX pac-
YeToB

bal (balance) 6anaHc, canbao

b. b. 1 (bank book) 6aHkoBCKas KHUX-
Ka. 2. (bear bonds) npegbsBuTens-
ckue obnuraumn. 3. (bill book)
BEKCE/NbHas KHMra

bn (billion) 6unnuon

BOP (balance of payments) nnaTexHslii
6anaHc

BOT (balance of trade) Toprosbiii 6a-
naHc

BP 1 (bill of parcels) takTypa, Haknag-
Hasi. 2. (bills payable) Bekcens K yn-
nare

Br. 1 (branch) otpacnb, oTaeneHve, 2
(British) 6putaHckuii

Bu (bureau) 6topo, oTaen, ynpasneHuve

bus (business) 6usHec, aeno, npeanpu-
HUMATENbCTBO

C

C (costs consumption) noTpeGuTeNb-
CKVie pacxogpl
c. a. wmm C/A (current account) Teky-

LA cHeT
CA 1 (charted accountant) gunnomu-
pOBaHHbIN  ByxranTtep, pPeBu3op.

2. (Consumers’ Association) acco-
umaums notpebutenei. 3. (chief ac-
countant) rnaeHbI 6yxrantep
CAD 1. (cash against documents) Ha-
NINYHbIE  NPOTMB  [JOKYMEHTOB.
2. (computer-aided design) aBToma-
TU3MPOBAHHOE MPOEKTMPOBaHNE
CAF (cost, assurance and freight) cTom-
MOCTb, CTpaxoBaHUe 1 thpaxT

c.a.f. (cost and freight) croumocTts
n paxt

CAM (computer-aided manufacturing)
aBTOMAaTM3MPOBaHHOE MNPOW3BOA-
CTBO

CAR (compound annual return)
CNOXHble MOCTYNNEHMs 3a Fof

CAT (computer-assisted trading) aB-
TOMAaTM3MPOBaHHas cuCTeMa Top-
roB/u

C.B.D. (cash before delivery) onnata
Ha/IMYHbIM [0 OCTABKM TOBapa

c.b.d. (central business district) ueH-
TpasNbHbIli 4eN0BOIA panoH

CC (copies) konuu (HagnNucb Ha NUCh-
me)

CCA (current-cost-accounting) yuer
TeKyLLen CToumocTn

C.D. (cash discount) ckugka npw
CAenKe 3a Ha/MuHble

C/D (certificate of deposit) genosnT-
HbIli cepTudmkar

CEO (Awep. chief executive officer)
Mpe3uaeHT;ynpaBnsioWuii Bbic-
LLEro paHra

CET (Common External Tariff) Egu-
HbIA BHELLHWIA Tapud

CGT (capital-gains tax) Hanor Ha pea-
NN30BAHHBIA NPUPOCT PbIHOYHOM
CTOVMMOCTY KanuTtana

C. H. L (clearing house) pacueTHast
nanata. 2. (custom house) TaMox-
HS

CHIPS (Clearing House Inter-Bank
Payments System) Cuctema Mex-
GaHKOBCKUX 3NEKTPOHHBIX KW~
PUHroBbLIX pacyeToB (“Uunc”)

cia (cash in advance) onnata Hanuy-
HbIMU BNepes, aBaHc

c.i.f. (cost, insurance, freight) crou-
MOCTb, CTPaxoBaHue, (paxt

CMV (current market value) Tekyuas
PbIHOYHAs CTOMMOCTb

CNAR (compound net annual rate)
CMOXKHas unCTast rooBas CTaBKa

c/o (care of) Ha agpece nucbMa nnLy,
KOTOPOE YKMBET TaM BPEMEHHO
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Co (company) komnaHus

CO (cash order) npukas 06 onnate Ha-
JINYHBIMY

COD unun C.O.D. (cash on delivery)
onata HalMYHLIMU B MOMEHT Mo-
CTaBKM1, HANOXEHHbIA nnaTex

COLA (cost-of-living-adjustment) no-
MpaBKa Ha POCT CTOMMOCTU XKU3HMU,
Haf6aBKa Ha fI0POrOBU3HY

COMEX _ (Commodity  Exchange)
Hbto-opKckas ToBapHas bupxxa

cont. unu cont’d (continued) npogon-
YeHve cnepyet

corp(n) (corporation) kopnopauus

C. P. (carriage paid) npoBo3 onnayeH

CPAF (cost-plus-award-fee) onnata us-
JEpXXeK MNpov3BOACTBA MN/OC Me-
pUoANYECKIE MPEMUM

c.p.d. (charterers pay dues) MoWMHbI
MOJ/eXaT onnaTe (paxToBaTenem

CPFF (cost-plus-fixed-fee) onnata us-
JEPXKeK Mkoc TBepAast Npubbinb

CP! (consumer price index) uHaekc no-
TPEBUTENLCKUX LieH

CPM (critical-path method) wmeTog
KpUTWYECKOTO MyTU

CPP (current purchasing power) Teky-
Last MoKynaTe/ibHasi Cnoco6HOCTb

C.I. (current rate) TekyLas CTaBKa;Kypc
[OHsl, CYLLLECTBYIOLLWI Tapud

CRC (cost-reimbursement contract)
KOHTPAKT C BO3MeELLeHNeM wn3aep-
XeK

CS (capital stock) akuus, akuuu, ak-
LIMOHEPHBIV KanuTan

CV (convertible) o6paTuMbIii, KOHBEp-
TUPYEMBIIA

C.W.0, c.w.0. (cash with order) Ha-
NINYHBIV pacyeT Npu Bbifaue 3aKasa

D

D (demand) cnpoc

D/A 1 (documents against acceptance)
[IOKYMEHTbI NpOTKB akuenTa. 2. (de-
posit account) AenO3WUTHbIN CYeT.
3. (documents attached) gokymeH-
Thl NpUnaratoTCs
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DAF (delivery at frontier) nocTtaeka
(ToBapa) Ha rpaHuLe

DBA, d.b.a. (doing business as...) feii-
CTBYHOLMIA KaK...

DBMS  (database = management
system) cuctema ynpasneHus 6a-
3aMU flaHHbIX

dc (direct costs) npsamble U3nePXKKM

DCF (discounted cash flow) auckoH-
TUPOBaHHbIE Byayllye HaUYHble
MocTynneHns

dct (document) gokymeHT

dd. 1 (dated) gatupoBaHHbiii. 2. (deli-
vered) AOCTaB/EHHBIN

DC (demand curve) kpveas cnpoca

dept nnu dep (department) otaen, Mu-
HUCTEPCTBO

DI (disposable income) HanuuHbIi /
pacnonaraemblii [oxop

D.M. (decision maker) nuuo, npuHu-
MatoLLee peLleHme

DMU (decision-making unit) xo3sii-
CTBEHHas eAMHNLA C NPaBOM NpU-
HATUA peLleHni

DOC (direct operating cost(s)) nps-
Mble 9KCMTyaTaLMOHHbIe pacXogbl

DP (data processing) o6pa6oTka faH-
HbIX

D/P 1 (documents against presentation)

OOKYMEHTbI TPOTUB TMpeabsBe-

Hua. 2. (documents against pay-

ment) A0KYMEHTbI NPOTMB ONNaThI

(disposable personal income)
pacnonaraeMblii IMYHbIA JOXOA

DPS (data processing system) cucTe-
Ma 06paboTKM AaHHbIX

DS (directing staff) pykoBogsLyuii
rnepcoHan

DSR (debt service ratio) koathpuum-
eHT 06CNYXXMBaHUS floNra

E

E & OE (errors and omissions excep-
ted) oWMGKM 1 NPONYCKN UCKNIO-
YyeHbl (Hagnucb Ha 6naHKax cue-

TOB-(haKTyp)
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Frequently used business abbreviations

EBB (extra best best) camoro BbiCLLIErO
KauecTBa

EBIT (earnings before interest and
taxes) Aoxodbl [0 BblYeTa MpOLEeH-
TOB W Ha/IOroB

EDD (estimated delivery date) npegno-
naraemas fjaTa rocTaBKu

EDP (electronic data processing) anek-
TPOHHasA 06paboTKa AaHHbIX

E.E. unu e.e. (errors excepted) ucknio-
Yas oLN6OKM

EGM (Extraordinary general meeting)
ype3sBblyaiiHoe / BHeouepeaHOe 06-
Lee cobpaHue

emb. (embargo) ambapro, 3anpeLieHme

ernc unm encl. (enclosure) Bnoxexue,
MPUNOXeHWe (Ha NCbME, COAePXKa-
LLeM JOKYMEHT)

e.0.d. (every other day) pa3s B fBa aHs,
uepes AeHb

E.P.D. (excess profits duty) Hanor Ha
CBepXNpubbIIb

EPIC (electronic price information
computer) KOMMbOTepHas cucTema
LLeHOBO MH(opMaLMK

EPOS (electronic point of sale) anek-
TPOHHBIIA NYHKT NPOAaXKY

eps (earnings per share) npuobINb KOM-
MaHWK B pacyeTe Ha OAHY aKLuio

E P. T. (excess profits tax) Hanor Ha
CBEPXMprObINb

ERM (Exchange Rate Mechanism) Me-
XaHW3M Ba/IOTHbIX KYPCOB

ESOP (employee share-ownership plan)
nnaH NprobpeTeHns akunid cnyxa-
LWMMM KOMMaHUM

ETF (electronic transfer of funds) anek-
TPOHHas cuUcTeMa NnaTexeit

F

faa (free of all average) cso6ogHO OT
BCAIKOW aBapuu

Fac (facsimile) dakcumune, dakc

fas (free alongside ship) dpaHke BaONbL
6opTa cygHa

FC (Fixed cost) duKcupoBaHHbIE W3-
LEPXKKM

FIFO (first in, first out) nepsbimM Npu-
6bin - NepBbIM 06CYXeH/ 06cny-
YK1BaHWe B NopsiKe NOCTYMNeHNs

FMCG (fast-moving consumer goods)
noTpe6uTe/bCKIe TOBapbl NOCTO-
SIHHOTO crpoca

FMS (flexible manufacturing system)
rbKasi NPOM3BOACTBEHHas CHCTe-
ma

FTC (Federal Trade Commission)
defepanbHas TOproBas KoMuC-
cns

FOB (free on board) dpaHko-60pT

FOQ (free on quay) hpaHKo-Habepex-
Hasl

FOR (free on rail) dpaHko-BaroH

f.0.t. (free of tax) ocBOGOX/AEHHDI OT
06/10XeHWs HaNOroM

Four Ps (product, place, promotion
and price) YeTbIpe COCTaBHbIX Yac-
TV MapKeTUHra

FP (fixed price) thmkcupoBaHHas LigHa

f.p. (fully paid) nonHoCTLIO onnayeH-
HbliA

FPA (free of particular average) cBso-
60/HbIA OT YaCTHOW aBapum

f.v. (folio verso /laT.) Ha 06opoTe inc-
Ta

F. W. (Full Weight) o6wias macca

G

GATT (General Agreement on Tariffs
and Trade) O6uee cornawleHune
0 Tapuchax 1 Toprosne

GDP (gross domestic product) asno-
BOI BHYTpeHHWI npogykT (BBIT)

GNI (gross national income) Banogoi
HaLMOHaNbHbIN 40X04

GNP (gross national product) sano-
BOM  HAaUMOHaNbHbIA  MPOAYKT
(BHM)

G. O. (general office) rnaBHas koHTOpa

GP (general purpose) o6luero HasHa-
UeHust

GS (government stocks) rocyasapcT-
BEHHble Bymaru
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GSS (Government Statistical Service)
MpaBUTENbLCTBEHHAs  cTaTUCTUYe-
cKasl cnyxba

GW wnm g.w. (gross weight) macca

6pyTTO

H

hon sec (honorary secretary) noyeTHbiii
CeKpeTapb

HP (hire purchase) nokynka B paccpou-
Ky

HRIS (human resources information
system) MHHOPMaLMOHHas cucTema
Mo TPYAOBLIM pecypcam

| (investments) uHBecTULMK

IBRD (International Bank for Recons-
truction and Development) Mex-
JYHapoHbIii GaHK PEKOHCTPYKLWN
V1 pasBUTUS

ICC (International Chamber of Com-
merce) MexayHapoaHas Toproast
nasata

ICCH (International Commodities
Clearing House) MexayHapogHas
TOBapHas KNMPUHIoBas nanata

IDA (International Development Asso-
ciation) MexayHapogHas accouua-
L5 pa3BUTMS

IDC (industrial development certificate)
cepTudmkat/paspelleHme Ha npo-
MbILL/IEHHOE CTPOUTENLCTBO

Il (investors in industry) uHBecTOpsl
B MPOMBbILLTEHHOCTb

I/L (import license) nuueH3us Ha UM-
nopT

IMF (International Monetary Fund)
MeXXayHapOoAHbI BaNtOTHbIA (IOHA

Inc, inc (incorporated) akUMOHepPHbIi

I0U (1 owe you) s Bam [0/KeH, B Hava-
e PacrnmcKm

IPO (initial public offering) nepBblii
BbINYCK aKLmWi1

IRA Individual retirement account
(amep.) MepCcOHasbHbIA MEHCUOH-
HblIli cueT
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IRR (internal rate return) BHyTpeH-
HSS CTaBKa oX0fa

M

MS (money supply) npegnoxeHue fe-
Her

M.T. (mail transfer)nepesog no noute

MU (monetary unit)geHexHas eau-
HULa

M. U. nnn MU (marginal utility) npe-
AenbHas /| MapXuHabHash nones-
HOCTb

m.v. (market value) pbiHOYHas cTOK-
MOCTb

N

N (net) HeTTO, YMCTbIN BeC

NAV (net asset value) cToMMOCTb Unc-
ThIX aKTVBOB

NB (new bonds) HoBble o6nuraumu /
3aKnagHble

NBV (net book value) nepsoHauans-
Hasl CTOMMOCTb KarnmuTa/lbHOro aK-
TvBa

NC (no charge) 6e3 onnatbl

N/C (numerical control) umndgposoe
nporpaMMHoe ynpaBneHue

N. C.II. (no common interest) 6e3
06bIYHbIX NPOLIEHTOB

NCT (National Chamber of Trade)
HauwuoHanbHas Toproeas nanarta

NCV (no commercial value) He nmeet
KOMMEpYeCKOi LleHHOCTU

N.D. nnm n.d. (.. date) 6e3 gatbl

NDP (net domestic product) uncTblii
BHYTPEHHUI NpogyKT

n/e (not exceeding) He npesbllLaKO-
LLMiA, He Gonee, MaKCUMyM

NE (net export) uncTblit akcnopT

N.F. nnu n/f (no funds) “6e3 nokpsI-
T™a”

N.I. uan NI (national income) Hauuo-
HaNbHbIV [OX0A

NIP (normal investment practice)
HOpMasibHasi  MHBECTULMOHHAS
npakTuKa
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NL (no liability) 6e3 Bcsakoit oTBeTCT-
BEHHOCTY

n/n (non-negotiable) 6e3 npasa nepeaa-
um (0 4OKYMEHTE)

NNI (net national income) uncTblii Ha-
LIMOHaNbHBbIN aoxop,

NNP (net national product) uncTbIi Ha-
LMOHaNbHbI NpoayKT

NOC (Notice of completion) ysegomne-
HMe 06 OKOHYaHWUM paboT

NOD (Notice of dispatch) yBegomne-
Hue 06 OTrpy3Ke

NOR umm N/R (Notice of readiness)
yBEJOM/IEHe O FOTOBHOCTW K OT-
npaske

NP (national product) HauuoHaNbHBbIi
npoayKT

N.p.1. (notes payable) Bekcens K onnare.
2. (net proceeds) unCTbIli 4OX04,

n/p (nonpayment) Heynnata

NPD (new product development) pas-
pa6oTKa HOBOro NPOAYKTa

NPV ¢« - par value) 6e3 HOMUHaa

NPV (net present value) uncTas Teky-
LLIast CTOMMOCTb

NRV (net realizable value) uncTas ueHa
peanu3saumm

N.S.F. (not sufficient funds) He o6ecne-
UEHO IEHEXHbIM MOKPbITUEM

NTB (non-tariff barrier) HeTaputhHbIiA
6apbep

NT.WT (Net weight) Bec HeTTO

N.V (nominal value) HoMuHanbHas
CTOVMMOCTb

NYSE (New York Stock Exchange)
Hbto-opkckas doHaoBas bupxa

O

O/a 1 (Old account) cTapblii cueT.
2. (on account) B cyeT npuymTato-
welica cymmbl. 3. (outstanding
account) HeonnaveHHbI cHeT

O/A (open account) OTKpbITbI cueT

OAA (old-age assistance) nocobue npe-
cTapesbim

OAP (old-age pension) neHcus no cTa-
poctu

o/c (overcharge) 3aBbllLEHHAA LieHa;
3aBbILLIEHHbIV PacXof,

O.D. vnu O/D nnn o/d (on demand)
no TpeboBaHWIO

OD (overdraft) npeBbllLeHne KpeauTa

OGP (original gross premium) nepso-
HauanbHasl Ba/oBasi Mpemus

o/h (overhead) HaknagHble pacxofsl

OMS (output per manshift) Bbipa6oT-
Ka 3a Y€/T0BEKO-CMEHY

OPEC (Organization of Petroleum
Exporting Countries) OpraHu3sa-
LMS CTpaH - 3KCMOPTepoB HedTy,
OMNEK

O. R. (owner’s risk) Ha puck Bnagens-
ua

orgn (organization) opraHusauus

O/S nnn ofs 1 (on sale) B npogaxe.
2. (out of stock) pacnpogaHo.
3. (outstanding) HeynnayeHHbIA,
MPOCPOYEHHbIV

OT unu 0/t (old terms) npexHue yc-
NoBUS

OTC market (over-the counter mar-
ket) BHEOMPXXEBOW PbIHOK LiEH-
HbIX 6ymar

P

P.A, pa wwm P/A 1 (private
account) cyeT YaCTHOrO nnLia Uu
thmpmbl. 2. (per annum) 3a rog,
3. (particular average) uacTHas
aBapus. 4. (power of attoney) go-
BEPEHHOCTb

PA (personal assistant) nMUHBbIiA
CeKpeTapb-pedepeHT

PABX (private automatic branch
exchange) vacTHas aBToMaTuue-
cKasl TeneoHHasl CTaHLUMS C Bbl-
XO/0M B 06LLYHO CETb

PAC 1 (planning advisory com-
mittee) NNaHOBbIV KOHCY/IbTATUB-
Hbli  KomuTeT. 2. (planning,
analysis and controll) nnaHnpoBa-
HWe, aHann3 1 KOHTponb. 3. (put
and call) onuuoH “nyT” 1 “kon”
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Pac, p.a.c. wm P. a.C (put and call)
[BOMHOW  ONUMOH,  CTennaxHas
chenka

part. (participant / participating) yua-
CTHUK / MPUHUMAIOLLMIA yyacTue

PAS (Production Advisory Service)
MPOW3BOACTBEHHO-KOHCYIbTATUB-
Has cnyxo6a

PAYE (pay-as-you-earn) ynnarta Hano-
roB MpW MOAYYeHUN 3apaboTaHHbIX
neHer

P. B (passhook) 6aHKoBcKas pacueTHast
KHWKKa

PC 1 (paid cash) ynnaueHo HannMyHbI-
mu. 2. (private contract) yacTHoe
cornaweHue / gorosop. 3. (personal
computer) NepcoHabHLIA KOMMb-
toTep

p.C. 1L (per centum - naT.) MPOLEHT.
2. (partly cash) yacTb nnatexa npo-
“3BOANTCA HanMuHbIMK. 3. (petty
cash) Menkue pAeHbru, pasmeHHas
MOHeTa

P. C. 1 (particular charges) ocobble
pacxodbl. 2. (pay card) KapTouka
Ha BbINaTy 3apnaarbl, PacyeTHbIN
et

p/c (priced catalogue) npeiickypaHT

PCE (personal consumption expen-
ditures) 3atpaTbl Ha NMYHOE MO-
TpebneHne

pchs (purchase) nokynka, 3akymnka

PD (pickup and delivery) BbIB03 1 foC-
TaBKa

p.d. (per day) Ha AeHb, B fieHb

PDE (producer durable equipment) Ka-
nuTanbHoe 060pYAOBaHWE C A/u-
Te/IbHbIM CPOKOM C/TyX0b!

PDR unnn P/D ratio (price-dividend
ratio) OTHOLUEHME UeHbl aKuun
K oXogy Mo Hel

PE (planned expenditure) nnaHupye-
Mble pacxogpl

P. E (permissible error) gonyctumas
ombka

P/E (price/ earnings) OTHOLLEHWE LIEHb
K NpuGbINY Ha aKkLyHo
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PEP (personal equity plan) nuuHsblii
MniaH UHBECTMPOBaHMS

Per an. wnw per ann. (per annum -
NlaT.) B rofl, &XErofHo

Per cap. (per capita - naT.) Ha gywy
HaceNieHus!, Ha YenoBeka

per pro(c) (per procurationem -
naT.) No AOBEPEHHOCTU

pf(d) (preferred) npusunermposax-
HbIA (06 aKLmMsX)

PFU (prepared for use) roToBbiii
K ynoTpe6neHnto

Pl (personal income) nuuHbIit foxog,

PIN (personal identification number)
NNYHBIA  NAEHTUUKALNOHHDIN
Homep (KpeAWTHON unn Hanuui-
HOW KapTO4KM)

P & L a/c (profit-and-loss account)
CYeT NPMBbINE N YObITKOB

P.L. unn P/L (profit and loss) npu-
6b1Nb 1 YObITOK

PLC (public limited company) ny6-
Nn4Has / OTKpbITas KOMMaHus
C OrpaHWMYeHHO OTBETCTBEHHO-
CTblO

pmh (production per man-hour) npo-
13BOAMTENLHOCTL 3@ YENOBEKO-Yac

P.O. (Payment Order) nnatexHoe
rnopyueHve

P.O.D. (pay on delivery) HanoxeH-
HbI/i NNaTeX, HaNOXeHHbIM Nna-
TEXOM

POS (point of sale) Toprosas Touka

P.P. 1 (postage paid) noutoBble pac-
Xofbl onnadveHbl. 2. (purchase
price) NOKynHas LeHa

P/p (partial pay) yactuHas onnara

PPD wunu ppd (prepaid) npegonna-

YEHHbII
P.-P.F (Production-possibility
frontier) rpaHuua npon3BoacT-

BEHHbIX BO3MOYXXHOCTEA

PPl (producer price index) uHaekc
LieH nmpousBoauTeneli

PPP (purchasing power parity) napu-
TeT NOKynaTebHOW CnocobHOCTH
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PR (public relations) cBs3an qupmbl
C OTAEeNbHLIMU ULAMM, OpraHu3a-
UMAMY, OBLLECTBEHHOCTbIO

PRO (public relations officer) cotpya-
HUK M0 CBSA39M C 06LLECTBEHHOCTbIO

Prox. (proximo - naT.) B CNefytoLLeM
(mecsuge, rogy)

PRT (petroleum revenue tax) Hanor
C I0X0fia OT NPoAaXMN HedTm

P/S nnmn P.S. (public sale) aykuuoH

PTN (public telephone network) rocy-
[JapcTBeHHas TenedoHHas ceTb

Pty (proprietary company) uacTHas
KOMMaHWS C OrpaHuYeHHoli 0TBET-
CTBEHHOCTbIO

Q

Q. (quarter) yeTBepTb, KBapTan

Q. v g (quantity) konnyecTBo

QARAM (Quality, Reliability Assu-
rance and Maintainability) rapaH-
TWS Ka4eCTBa, HaAEXHOCTU U PEMOH-
TOMPUIOAHOCTY

QP (quality products) KauyecTBeHHble
MpoAYyKThI

Q. w.Q (quantity with quality) konuue-
CTBO M KauecTBO

R

RA (repurchase agreement) cornatie-
Hue 06 06paTHOM BbIKyMe

r. &a(rail and air) nepeBo3km no xenes-
HOA flopore 1 BO3ayXy

R &D (Research and development) Ha-
YUHble WCCMEA0BaHNS U OMbITHO-
KOHCTPYKTOPCKUE pa3paboTKu

I &0 (rail and ocean) nepeBo3KM Mo xe-
Ne3HOI gopore 1 MopeM

R. E (real estate) Heivx1MOe UMYyLLLE-
CTBO

R.M.D. (ready money down) ynnata
Ha/IMYHBIMW HEMEANEHHO

ROA (return on assets) goxon Ha akTy-
Bbl

ROC (return on capital) npu6binb Ha
KanuTan

ROE (return on equity) goxoa Ha
LOMo COBCTBEHHUKOB / Ha aKL1o-
HEpPHbI KanuTan

R. of E (rate of exchange) BastoT-
Hblli / 06MEHHbIN Kypc

ROI (return on investment) npu6binb
Ha MHBECTUPOBAaHHbINA KanuTan

RP (repurchase agreement) cornatie-
HUE O MOKYMKe LEeHHbIX Gymar
C MOC/eAYIOLLYMM BbIKYMOM.

R. P. (retail price) po3HnuHas LeHa

RPI (Retail Price Index) uHaexc pos-
HUYHBIX LieH

RPM (resale price maintenance) nog-
[JepXKaHne PO3HUYHOI LieHbI

RRP (recommended retail price) pe-
KOMeHflyemasi po3HUYHas LieHa

S

S. A (savings account) cpouHblit cueT

S and h.e. (Sundays and Holidays
excepted) MCKNKOYas BOCKPECEHbS
1 MpasfHNYHbIE HA

SB (savings bond) c6eperatensHas
obnurauyus

S.B. 1 (savings bank) c6eperaTens-
HblA 6aHK. 2. (short bill) kpaTko-
CPOUHbI BEKCe/b

SBU (strategic business unit) cTparte-
rMyeckoe nogpasgeneHue

SE (shareholders’ equity) akunoHep-
HbIli KanuTan

SEAF (Stock Exchange Automatic
Exchange Facility) cuctema aBTo-
MaTWYeCKO MOKYMKU 1 NPOAXM
LiEHHbIX Bymar

SEAQ (Stock Exchange Automatic
Quatation System) 371eKTpPOHHas
crcTeMa GUPXKeBLIX KOTUPOBOK

Sec (secretary) cekpeTapb

SEes (securities) LeHHble bymarn

S/N (Shipping note) ysegomeHue 06
OTrpy3ke

S.P.1. (starting price) HauanbHas / OT-
npaBHas LeHa. 2. (stop of payment)
MPUOCTaHOBKaA NaTexel

S.p. (selling price)npogaxHas LeHa
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SQC (statistical quality control) cTaTu-
CTUYECKMIA KOHTPO/b KayecTsa

S. R. (short rate) kpaTkocpouHasi npo-
LleHTHas CTaBKa

SWIFT (Society for Worldwide
Interbank Financial Telecommu-
nications) MexayHapogHas Mex-
GaHKOBCKasl 9/1eKTPOHHas cucTema
nnatexxen, CBUPT

T

T. A (transferable account) nepesog-
HOW cueT

t. &d. (time and date) Bpems v uncno

TB (Treasury bill) ka3Hauelickuii Bek-
cefb

TC 1 (total cost) o6Lias CTOMMOCTb, 06-
wme nsgepxku. 2. (traveller’s check)
[LOPOXHbII YeK

TD vnn T/D (time deposite) cpoUHbIii
[enosuT

TE 1 (tax exempt) 0CBOGOXAEHHbINA OT
Hanora. 2. (trade expenses) Topro-
BblE pacxofp!

TFO (total Fixed outlay) o6Liue nocTo-
SHHbIE U3LEPXKKM

T.M. (trademark) Toprosbilii 3HaK, a6-
pUYHas Mapka

TMO (telegraphic money order) Tene-
rpacgyHoe NnaTexHoe NopyyeHwe

TO (total outlay) o6Lume U3AEPXKKN

TOC (total ordering cost) o6Las cTou-
MOCTb BbIMO/MHEHS 3aKa3a

TP (total profit) o6wias npu6bINL

TPC (total purchasing cost) o6uue 3a-
TpaTbl Ha NPUOGPETEHNE

TP1 (tax and price index) MHAeKC Hano-
TOB W LieH

TPPC (total package procurement
contract) KOMNeKCHbI BCeobbeM-
NIOLWMIA KOHTPaKT

TR (total revenue) COBOKYMHbI 0X0A

trans (transaction) caenka, onepauus

TRC (total resource cost) obume 13-
JEpPXKWM pecypca
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Tr.Co. (trust company) TpacT-KOM-
naHms

TT (telegraphic transfer) Tenerpad-
HblIii NepeBog,

TU uwam T.U. L (trade(s) union)
Tpef-toHUOH, npodicotos. 2. (total
utility) obwas nonesHocTb

T.U.C. (Trades Union Congress)
KoHrpecc Tpes-tOHMOHOB

T.W. (total weight) o6Lias Macca

U

UCC (uniform commercial code) egu-
HbIA KOMMEPYECKMIA KOAEKC

UNO (United Nations organization)
Opranmsaunsa  OB6beaMHEHHbIX
Hauwii, OOH

USM (unlisted securities market) pbl-
HOK He KOTMPYEMbIX LIEHHbIX G-
mar

USP (unique selling proposition) yHu-
Ka/lbHOe KauecTBO

u.t. (usual terms) 06bl4HbIE yCN0BUS

U.U.I. (under usual reserve) ¢ 06bI4HO
OroBOpPKOIA

V

vac. (vacation) oTnyck

VAT unmn V.A.T (value-added tax) Ha-
10T Ha J06aBNeHHYH0 CTOMMOCTb

VC 1 (valuable cargo) LeHHbI rpys,
2. (variable cost) nepemeHHbIe 13-
JEPXKKM

V. C. (vice-chairman) Buue-npeacesa-
TeNb

VIMC (vertically integrated marke-
ting channel) BepTWKasbHO WH-
TErpuUpoBaHHbIi MapKETUHIOBbII
KaHan

VIP (very important person) oueHb
BaXHasl MepcoHa

w

WA (with average) BKntouas YaCTHYHO
aBapuio

W. C. uanm w/c (without charge) 6e3
onnatbl / HaKNagHbIX PaCX0A0B
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W.g. (weight guaranteed) rapaHTupo-
BaHHas Macca

whs (warehouse) (ToBapHbIi) cknag

WI (when issued) nocne Bbinycka (LeH-
HoWi Bymaru)

WIP (work in progress) HesasepLueH-
HOe NMPOM3BO/CTBO

WKly (weekly) exeHegensHo

W/M (without margin) 6e3s onnatbl
pasHuLpI

W.P.A. vam w.p.a. (with particular
average) BK/0Yas YaCTHYHO aBapuio

WQPI (wholesale price index) uHaekc
OMTOBbIX LieH

WI/R (warehouse receipt) ToBapHas
KBUTaHLMs / pacnucka

W/W (warehouse warrant) cknagckoim
BappaHT

X

X, (exclusive) uckniovas, 6e3

X (extension) nocne TenefoOHHOro Ho-
vepa

X, C(ex coupon) 6e3 KyrnoHa

XD wmm X-d (ex dividend) 6e3 guBu-
JeHaa

X. lwamn X.i (ex interest) 6e3 Hauncre-
HUS NPOLLEHTOB

Y

Y. (year) rog

YLD (yield) goxogHocTb

Y.O. (yearly output) rogosoii oGbem
MNpoM3BOACTBA

YOB (year of birth) rog poxaeHus

YOD (year of death) rog cmeptu



TRANSPORT AND DELIVERY TERMS IN CONTRACTS

Incoterms 2000

ICC International Chamber of Commerce (MexayHapogHasi TOproBasi nasara,
MTI) recommends that “Incoterms 2000” be referred to specifically whenever
the terms are used, together with a location. For example, the term “Delivered
at Frontier” (DAF) should always be accompanied by a reference to an exact
place and the frontier to which delivery isto be made.

Here are three examples of correct use of Incoterms:

FCA Kuala Lumpur Incoterms 2000

FOB Liverpool Incoterms 2000

DDU Frankfurt Schmidt GmbH Warehouse 4 Incoterms 2000

EXW EX WORKS (.. named place) “Ex works” means the seller's only
responsibility is to make the goods available at the seller's premises, i.e., the
works or factory. The seller is not responsible for loading the goods on the
vehicle provided by the buyer unless otherwise agreed. The buyer bears the full
costs and risk involved in bringing the goods from there to the desired
destination. Ex works represents the minimum obligation of the seller.

FCAFREE CARRIER (... named place) This term has been designed to meet the
requirements of multimodal transport, such as container or roll-on, roll-off
traffic by trailers and ferries. It is based on the same name principle as F.O.B.
(free on board), except the seller fulfills its obligations when the goods are
delivered to the custody of the carrier at the named place. If no precise place
can be named at the time of the contract of sale, the parties should refer to the
place where the carrier should take the goods into its charge. The risk of loss or
damage to the goods is transferred from seller to buyer at that time and not at
the ship's rail. The term “carrier” means any person by whom or in whose name
a contract of carriage by road, rail, air, sea, or acombination of modes has been
made. When a seller has been furnished a bill of lading, way bill or carrier's
receipt, the seller duly fulfills its obligation by presenting such a document
issued by a carrier.

FAS FREE ALONGSIDE SHIP (... named port of shipment) “F.A.S.” or “free
alongside ship”requires the seller to deliver the goods alongside the ship on the
quay. From that point on, the buyer bears all costs and risks of loss and damage
to the goods. Unlike F.O.B., F.A.S. requires the buyer to clear the goods for
export and pay the cost of loading the goods.

FOB FREE ON BOARD (... named port of shipment) Under “F.O.B.” or “free on
board,”the goods are placed on board the ship by the seller at a port of shipment
named in the sales agreement. The risk of loss of or damage to the goods is
transferred to the buyer when the goods pass the ship's rail (i.e., off the dock
and placed on the ship). The seller pays the cost of loading the goods.

CFR COST AND FREIGHT (... named port of destination) “CFR"requires the
seller to pay the costs and freight necessary to bring the goods to the named
destination, but the risk of loss or damage to the goods, as well as any cost
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increases, are transferred from the seller to the buyer when the goods pass the
ship's rail in the port of shipment. Insurance is the buyer's responsibility.

CIF COST, INSURANCE AND FREIGHT (... named port ofdestination) “CIF”is
CFR. with the additional requirement that the seller procure transport
insurance against the risk of loss or damage to goods. The seller must contract
with the insurer and pay the insurance premium. Insurance is generally more
important in international shipping than domestic shipping, because U.S. laws
generally hold a common carrier to be liable for lost or damaged goods.

CPT CARRIAGE PAID TO (... named place of destination) This term means the
seller pays the freight for the carriage of the goods to the named destination.
The risk of loss or damage to the goods and any cost increases transfers fromthe
seller to the buyer when the goods have been delivered to the custody of the
first carrier, and not at the ship's rail. Accordingly, “freight/carriage paid to”
can be used for all modes of transportation, including container or roll-on
roll-off traffic by trailers and ferries. When the seller is required to furnish abill
of lading, way bill, or carrier receipt, the seller duly fulfills its obligation by
presenting such a document issued by the person contracted with for carriage
to the main destination.

CIP CARRIAGE AND INSURANCE PAID TO (... named place of destination)
This term is the same as “freight/carriage paid to (CPT)” but with the
additional requirement that the seller has to procure transport insurance
against the risk of loss or damage to the goods during the carriage. The seller
contracts with the insurer and pays the insurance premium.

DAF DELIVERED AT FRONTIER (.. named place) “Delivered at frontier”
means that the seller's obligations are fulfilled when the goods have arrived at
the frontier but before the customs border of the country named in the sales
contract. The term is primarily used when goods are carried by rail or truck.
The seller bears the full cost and risk in delivering the goods up to this point,
but the buyer must arrange and pay for the goods to clear customs.

DES DELIVERED EX SHIP (... named port of destination) Means the seller shall
make the goods available to the buyer on board the ship at the place named in
the sales contract. The seller bears the full cost and risk involved in bringing the
goods there. The cost of unloading the goods and any customs duties must be
paid by the buyer.

DEQDELIVERED EX QUAY (... named port of destination) Means the seller has
agreed to make the goods available to the buyer on the quay or the wharf at the
place named in the sales contract. The seller bears the full cost and risks in
delivering the goods to that point including unloading.

DDU DELIVERED DUTY UNPAID (... named place of destination) Under these
terms, the seller fulfills his obligation to deliver when the goods have been
available to the buyer uncleared for import at the point or place of the named
destination. The seller bears all costs and risks involved in bringing the goods
to the point or place of named destination. There is no obligation for import
clearance.

DDP DELIVERED DUTY PAID (... named place of destination) represents the
seller's maximum obligation. The term “DDP.” is generally followed by words
indicating the buyer's premises. It notes that the seller bears all risks and all
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costs until the goods are delivered. This term can be used irrespective of the
mode of transport. If the parties wish to make clear that the seller is not
responsible for certain costs, additional word should be added (for example,
“delivered duty paid exclusive of VAT and/or taxes”).

INTERNET VOCABULARY

AGENT SOFTWARE An application, macro or applet (npuknagHas nporpamma,
3amnyckaemast Npu Kaxgom obpatleHun K Web-cTpaHuue, B MCXOAHBIN TeKCT
KOTOpOI1 OHa BCTpoeHa) that acts on behalf of someone to automate certain
tasks, usually difficult or repetitive. For example, and email agent might sort
email according to the identity of the senders.

ARCHIE A system for locating files that are publicly available by anonymous FTP.

BANNER LINK Advertiser or sponsor's ad banner on WebPages. Usually a link to
their homepage.

BOOKMARKS A list of URLs maintained by browser software as a set of
‘bookmarks” to aid in navigating the Web without having to type in long
addresses.

BROWSER A software program, which reads HTML and allows you to view
documents on the Web. Netscape Navigator currently has approximately
a 70% share of the browser market and Internet Explorer has around a 10%
share.

CGI SCRIPT Common Gateway Interface, an application programming interface
(API) for writing scripts that perform functions on the Web so that the same
script code may run on any type of computer.

CLICKSTREAM The audit trail of a Web surfer's choices in navigating a site or
sites. A key Web marketing demographic.

CLICKTHROUGH Act of clicking on a link that takes you to another website.
Commonly used to refer to clicking on Web advertisement or banner link and
going to advertiser's website.

CYBER COMMUNITY A community that exists only online, which has as its
basis certain characteristics or common interests, strong enough to motivate its
members to behave similarly in response to relevant information.

CYBER MALL Or electronic mall, a set of online storefronts providing
a cyberspace where multiple organization's sites are hosted, with varying
degrees of community or commonality.

CYBERSPACE Euphemism for the online community;whether the Internet or
Web or a commercial online service such as America Online or Compuserve.

DOMAIN NAME The word address of a Webserver, usually ending with
a 3-character extension such as .com, .gov, .edu, .net, org.

DOWNLOAD To transfer files from one computer to another.

DNS DOMAIN NAME SYS A mechanism used in the Internet for translating
names of host computers into addresses. The DNS also allows host computers
not directly on the Internet to have registered names in the same style.

EMAIL The abbreviation for electronic mail

EMAIL ADDRESS Composed of two parts, user name and domain name,
separated by “@" sign: (e.g'.,"UserName@DomainName”)
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FAQ Frequently Asked Questions: A list of questions with their answers. Most
mailing lists and all network newsgroups provide FAQ postings on a regular
basis.

FORM An electronic form filled out by a visitor, in which the questionnaire is
automated and the answers are stored, usually in a database.

FTP File Transfer Protocol: The Internet standard high-level protocol for
transferring files from one computer to another.

GIF Graphics Interchange Format The standard graphics file format of the Web,
recognized by all browser software. Originally developed for CompuServe in
the late 1980s. Pronounced either with soft g as in jiffy or hard g as in gift.

GOPHER A menu-based system for exploring Internet resources.

HOMEPAGE A page or series of pages of information stored on the Web.

HIT Act of downloading a file from Web server. Often misused term as a “hit” does
not represent a single visitor to a web site. For example, viewing a page with
five images, would be recorded by the web server as six “hits” (the html file plus
five image files)

HTML Hyper Text Markup Language: the computer language used to code
information on the Web.

HTTP Denotes Web page, by telling your computer to read this file through “hyper
text transfer protocol."”

HTTPS Secure HTTP, utilizes encryption to transmit a secure message or
transaction. Requires encryption enabled Browser.

IMAGE MAP A Web image in which individual bits are “mapped” to their
respective positions, enabling variable mouse-driven control by clicking on
different areas of the image.

I NTERACTIVE Two-way communications of an ongoing nature;increasingly,
users ofthe Web will raise the bar on “interactive” until it is synonymous with
live interaction with a person, rather than time- shifting interaction with data,
as in most e-mail. Newsgroups, Bulletin Boards, Chats are considered
interactive.

INTERNET PROTOCOL (1P) ADDRESS An assigned number, which identifies
a host in an Internet. It has three parts: network number, optional subnet
number, and host number.

IP Internet Protocol: The network layer protocol for the Internet.

IRC Internet Relay Chat, the Internet's live chat area for online conferencing.

ISDN Integrated Services Digital Network. ISDN lines transmit voice and data in
digital format. This means this type of phone line is much faster than a regular
phone line, carrying large amounts of data. It requires special equipment and
costs more than a regular phone line.

JPEG A standard graphics file format on the Web and in electronic publishing; an
alternative to GIF files.

KNOWBOT An experimental information-retrieval tool;a “knowledge robot” or
“robot librarian."

LAN Local Area Network: A network that takes advantage of the proximity of
computers to offer relatively efficient, higher speed communications rather
than long-haul or wide-area networks.

LINK The connection between two information objects, or, two Web sites.
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LISTSERYV One of the three main list server programs that automate mailing lists
on the Net (others are listproc and majordomo). Listservs are used for
distributing email to groups of people concurrently.

MODEM A piece of equipment that connects acomputer to a data transmission line
(typically atelephone line).

PPP Point-to-Point Protocol: provides a method for transmitting datagrams over
serial point-to-point links.

PAGE A ssingle page or series of pages containing information, a/k/a “homepage” or
‘webpage”

PLUG-IN A helper application which enables your browser to view more
sophisticated web pages (e.g., Shockwave, Java) including animation, audio
and video

POINTCASTING A term used to describe the unique ability of online marketing
to address an “audience of one,” yet on a mass scale. Refers to the ability to
custom-market products and services on an individualized basis.

POST To place or publish a message or file to a newsgroup or Web site.

PROTOCOL A formal description of message formats and the rules two computers
must follow to exchange those messages.

REGISTRATION The act of requiring people visiting a site or page to fill out an
interactive form and disclose their identity and some background about
themselves, which may then be tracked to learn of their interests, habits and
demographics.

SEARCH ENGINE Since the Internet is so big and grows so rapidly, maintaining
a directory is impossible. Search engines are databases of Web addresses and
page contents, which allow you to search for information on a specific topic,
nearly always at no charge.

SERVER A computer that shares its resources, such as printers and files, with other
computers onthe network. Anexample ofthis isaNetwork Files System (NFS)
Server, which shares its disk space with aworkstation that does not have a disk
drive of its own.

SERVICE PROVIDER A commercial vendor that sells connections to the
Internet, and usually, related services, to organizations seeking a Net presence.

SLIP Serial Line Internet Protocol: SLIP is currently a de facto standard,
commonly used for point-to-point serial connections running TCP/IP.

SPAM Averb;to “spam”isto post unwanted advertising notices or messages in any
area ofthe Web or newsgroup where they are unwelcome. This is a sure way to
get flamed.

SPONSOR As intraditional advertising, a business that pays for space and/or time
or access, in consideration for some intangible communications benefit. Most
Web advertising today is sponsor-style, obviating the need to levy”
subscription” charges for most content. This model may change soon.

SMTP Simple Mail Transfer Protocol: The Internet standard protocol for
transferring electronic mail messages from one computer to another.

TCP/IP Transmission Control Protocol/Internet Protocol: This is a common
shorthand which refers to the suite of application and transport protocols
which run over IP. These include FTP, Telnet, SMTP, and UDP (a transport
layer protocol).
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TELNET The Internet standard protocol for remote terminal connection service.
Telnet allows a user at one site to interact with a remote timesharing system at
another site as if the user's terminal was connected directly to the remote
computer.

UNIX An operating system developed by Bell Laboratories that supports
multi-user and multitasking operations.

URL Uniform Resource Locator: a Web address

WAIS Wide Area Information Server: An Internet service for looking up specific
information in Internet databases.

WAN Wide Area Network.

WEBMASTER The principal author, publisher and/or developer at a given Web
site.

WEB PAGE A page or series of pages of information stored on the Web.

WEBSERVER A server (computer) configured to provide information on the
Web. May also be used to refer to the software applications running on the
server, making this an ambiguous term.

WEBSITE Any address on the Web where information is stored. Multiple
Websites may co-exist on a single Webserver.

WINSOCK A communications software program running TCP/IP, allowing you
to connect to the Web. A winsock connection must be established and
maintained in order for your browser to work.

WWW World Wide Web: a subset ofthe Internet, where information is coded into
HTML, allowing you to view it “all dressed up”through a browser, permitting
colors, graphics, animation, audio, video, and point-and-click ease of use.
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