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UNIT 1
MEETING PEOPLE
Objective: to meet foreign contacts and get to know them.
Tasks: to introduce yourself to other people, to describe jobs and
responsibilities, to find out about other people’s jobs, to ask questions about
foreign companies, to read and write a personal profile.

I. Presentation

1. Do you know the other people in the class? Introduce yourself to everyone.
Good morning / Good afternoon / Good evening.
My name is ... and I work for.../ I work in.../ I study at ... .

2. Look at the people in the photographs.
1) Is it a formal or informal situation? 2) What are they saying?

Learn the following words and word combinations.

to introduce — npecTaBUTH Welcome to — Jlobpo mosxaioBath
conversation — pa3roBop, oecena colleague — komera

to complete — 3akaHUMBATH Let’s go. — [lolinem.

How do you do? — 3npaBcTByiite. upstairs — HaBepx

branch — BeTBb, oTpacib, Gpunman Pleased to meet you. — Pan

to be responsible for — ObITH MTO3HAKOMUTHCS.

OTBETCTBEHHBIM 32 What about you? — A BbI1?

account — cyeT construction — CTPOUTEIHCTBO

right order — npaBWIBHBIN MOPSTOK reception desk — cton anMuHUCTp-pa

to check — mpoBepsTh appointment — ycIoBJI€HHAas BCTpeda



3. Tape 1. Listen to three conversations and match each one to the correct
picture.

4. Tape la. Listen to the first conversation again and complete this
conversation.

Louise: Mr Velazquez, you to Peter Brien.

Peter, ~  Mr Velazquez of Telefonica de Espana.
Mr Velazquez: ?
Peter: ?
Louise: Peter works for our New York branch.

He’s international accounts.

5. Tape 1b. Put this conversation in the right order. Then listen to the second
conversation again and check your answers.

a) Thomas: Yes, I do. How are you, Sven?

b) Sven:  Not bad, thanks.

c) Thomas: Welcome to Oxford. It’s nice to see you again.

d) Thomas: Good. Let’s go upstairs and have some coffee.

e) Sven: Fine thanks, Thomas. And you?

) Ulla: And you. Do you know my colleague, Sven Olsen?

g) Thomas: Fine. How was your trip?

6. Tape Ic. Listen to the third conversation again and correct the mistakes in
these sentences.

1) Bob, Liz and Luigi are in an office.

2) It’s the afternoon.

3) Liz and Luigi work together.

4) Luigi is in the construction business.

7. Work in groups. Practise making introductions. Introduce:
1) two people in a formal situation.

2) two people in an informal situation.

3) yourself at a company reception desk.

4) yourself to a new colleague.

5) yourself to a foreign visitor you are meeting at an airport.

Use the following phrases:

May I introduce you to ... ? .. this is ...
How do you do? How do you do?
Do you know ... ? .. this is ...
Hello. / Hi. Nice to meet you.

Good morning. My name is ...
I don’t think we 've met, I'm ...
Excuse me. Are you ...? I'm ...

I have an appointment to see ...



II. Language work
Getting information

Learn the following words and word combinations.

1. business card — BU3UT. KapTOUKa
deputy — 3amecTHUTEIb

managing director — ynpasistomun
public relations — cBsi3u ¢
OOIIECTBEHHOCTHIO

officer — mpencraBuTeNb, CIYKAITUN
headquarter — rmaBHOe yrpaBieHue
sales representative — TOproBbiii
peICTaBUTEIb

3. space — OTBEIECHHOE MECTO

to find out — y3HaBaTh

data — nanHbIe

communication system — CHCT. CBSI3U
to attend — npucyTcTBOBaTH
member — 4JieH

division — oTAeNn, moapasaesiecHue
lounge — xon

4. single — OJTMHOK, XOJIOCT

be married — OBITH JKEHATHIM

to produce — npou3BOAUTH

to sell — mponaBath

department — otnen

5. job — pabota

responsibility — OTBETCTBEHHOCTb

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

What’s his/her name? (What is)  What nationality is he/she?
Who does he/she work for? Where does he/she work?
What’s his/her position in the company?

SCANESBANKEN
Birgitte Svensson
Deputy Managing Director
Nybrokajen 7
S — 15146 Stockholm
Tel: 08 663 50 40
Fax: 08 665 40 55

BSCS

Business Systems Consultancy Services
Dale Crosby
Vice President
1049 Derwent Drive
Santa Barbara California
Tel:805 963 9171 Fax:805 962 8593

CHEMA Y PUNTO SA
Margarita Vidal Romero
Public Relations Officer
Paseo de la Castellana 201

Madrid
Tel: 1431 2687
Fax: 14351314

NIHON INFORMALINK KK
Noburo Yaegashi
Sales Representative
Headquarters Informalink BLDG
248 Kanamecho
Toshima-ku Tokio 171
Tel: 5995 3801 Fax: 5995 3919

DEUXMONT FRANCE
Jean-Claude Aurelle
Technical Director
132 rue Veron,

94140 Alfortville, France
Tel: 143 762 281 Fax: 143 762 924




2. Now find out about the people sitting next to you.
What's your name? What nationality ... ? etc.

3. Put the right question word in the spaces.
When Where Why What How Who Which

Welcome to the Conference

1) __ are you here? To find out about IPQ’s newest product.
2)  isit? The RM110 data communication system.
3)  many people are attending? 76.

4)  are they? European members of the IPQ team.
5)  divisions do they work in? Marketing and Sales.

6)  do we meet? At 6 o’clock this evening.

7) _ do we meet? In the Regency Lounge (1st floor).

4. Here are some answers, but what are the questions?
1) How do you do?
2) Jose Perez.
3) English, Spanish, and Italian.
4) I’m Spanish.
5) No, I'm single.
6) IBM.
7) They produce and sell computers.
8) The financial department.
9) I’m an auditor.

5. Write some questions to ask a colleague. Use the Present Simple tense. Ask
your group mates about: their company, their job, their responsibilities, their
hobbies and interests, their study.

Describing jobs

Learn the following words and word combinations.

1. in bold type — xupHbIM HIpUdTOM chief — renepanbHbIN, TTIaBHBIN
controller — uHCIIEKTOP CIO - chief executive officer —
employer — paboToaarens pYKOBOJUTENH (DUPMBI, IJ1aBa

to do for a living — 3apabaTsiBaTh KOMITaHUU

Ha JKU3Hb research — nccienoBanue

SO — UTaK, TAKUM 00pa3oM development — pazButue

product manager — MeHeKEp production — mpou3BOACTBO

10 MPOU3BOACTBY to be in charge of — oTBeuaTsh 3a

3. executive manager — to be responsible to — oTuUTHIBATHCS

VICIIOJIHUTENIbHBINA TUPEKTOP to report to — oTBEUAThL Nepe.



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

I’m a financial controller. I’'m an engineer. (a/an + job)

I work for ATT. (for + employer)
I’m in marketing. I’m in the chemicals business.

I’m in chemicals. (in + type of work)
2. Complete this conversation. Use a, an, for, and in.

A: What do you do for a living?

B:I’m __ computers.

A: Really? Who do you work  ?

B: Olivetti. ’'m  product manager. What about you?

A: 1work  Balfour Beatty.

B: Soyou’re ___ the construction business?

A: Yes.I’m  engineer.

3. Complete these sentences about yourself.
) Pma/an .

2) I work for .

3)'min .

4. How many executive managers and divisions does this organization
have?

Mr Richard Baldwin, President and Chief Executive Officer

Dr Kevin Higgins, Research and Development Division

Mr David Ellingham, Production Division

Mrs Petra Cusimano, Finance, Personnel and Administration Division

Ms June Hesketh, Marketing and Sales Division

5. Ask and answer questions about it.

Who is responsible for / Who is in charge of production? Mr Ellingham.
Who is he responsible to? / Who does he report to? The Chief
Executive Officer.

6. Find out about your partner.

Which division do they work in?

What are they responsible for? / What are they in charge of?
Who are they responsible to? / Who do they report to?



Commuters

Learn the following words and word combinations.

commuter — eyIuii Ha paboTy, on bike — Ha Beocurieie
MacCaXup has to — momxen

journey — MmyTenecTBUe, Moe31Ka traffic — mopoxHOe IBIKEHUE
roller blades — ponrkoBbIe KOHBKH by train — Ha moe3e

ahead — Briepenu to travel — exaTh, MyTEIIECTBOBATh
jeweller — roBenup to leave — mokuaaTh, ye3Kath

1. Read stories about these commuters.

Rosa Gonzalez, architect, Waorks in

42nd Street, New York, Lives 2 miles (Mat:hew Long, jeweller Warks in Daisuke Tanaka and Hideo Makajima.
away at Cent.r.tl Parl West and Béth | Hatton Garden, London. Lives 4 miles ‘Worl: for banks in Ctemachi, Takyo.
Street. I5-rr|1nu'fe journey on way in Homsay, 25-minute journey Live 20 miles away in Chiba. 50-minure
rollerbladel.s. Thinks about the day on bike, Has to concentrate on the journey by train. Read comic books or |
ahead or listens to her personal stereo. | | traffic. sleep. |

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

B) Matthew Long, jeweller. Works in Hatton Garden, London. Lives 4 miles
away in Hornsey. 25-minute journey on bike. Has to concentrate on the traffic.

C) Daisuke Tanaka and Hideo Nakajima. Work for banks in Otemachi, Tokyo.
Live 20 miles away in Chiba. 50-minute journey by train. Read comic books or
sleep.

2. Ask and answer questions about these commuters.
e.g. What does Rosa do for a living?

Where does she live? Where does she work?
How long does it take to get there? How far is it?
How does she get there? What does she do on the journey?

3. Now ask a partner similar questions about his/her journey to work.
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Countries and Nationalities
1. Complete the chart.

Country Nationality Country Nationality
Japan............... Japanese France............. L

The USA........... L e British
[ Italian Switzerland.......
Sweden............. o Germany.......... o
e Norwegian The Netherlands..
Denmark........... o e Brazilian
e Russian Spain............... o
Canada............. . Chinese

2. Toshiba is a Japanese company. The headquarters are in Japan.
What about these companies? Honda, IBM, Olivetti, Ericsson, L’Oreal, Rolls
Royce, Nestle, Siemens, Philips.

Personality profile

Learn the following words and word combinations.

called — mo umenu distribution — pacpocTpanenue

to miss — MponycKaTh

to suggest — mpeanoJiarath
possible — BO3MOKHBII

He comes from — oH yposkeHery
years of age — net

successful — ycnemnbiit
chairman — peaceaTenb
property — cOOCTBEHHOCTh
shipbuilding — kopabnectpoenue

1. Read this article about a businessman called George Wong. What information

band — my3. rpynmna
including — BkJtouas
unusual — HeOOBIYHBIN
inside — BHyTpH

to hate — HeHaBUIETD
balance sheet — 6ananc
profit — moxo

loss — moreps, pacxon

to wear ties— HOCUTb TAJICTYKH

is missing? Suggest possible words to fill the spaces.

! bt he lives

e ’ B
George Wong comes from e
" . ¢ He's “years of age, VETY
i L e G o e
is i 5 An o
successful, and he loves his job, He is (,hzu;{z
o i lding,
Parkview, a property development, ship building,

ey e
| st o DO business

2 i 3 1, He
In his free time George listens 10 ___H_ i
likes bands like Led Zeppelin and T Rex, He |

* cars, including 2 Ferrari 512TR, an .
;1;?\El'm Lagonda, 2 Lamborghini ].Z.lia.blo. |h1'.co.
Mercedes, and a Mini, Tt's an unusual \Il]’!l brca_une
it has a television, fridge £ T b st machine

inside.

George hates _5 e
He says he's bad at things
Tike balance sheets and
profit and loss ACCOUNIS,
and he also hates

% He never

WeArs one.
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George Wong comes from (1) but he lives in (2). He’s
(3) years of age, very successful, and he loves his job. He is Chairman

of Parkview, a property development, ship building, and (4) business.

In his free time George listens to (5). He likes bands like Led
Zeppelin and T Rex. He has (6) cars, including a Ferrari 512TR, an
Aston Martin Lagonda, a Lamborghini Diablo, three Mercedes, and a Mini. It’s
an unusual Mini because it has a television, fridge and (7) machine
inside.

George hates (8). He says he’s bad at things like balance sheets and
profit and loss accounts, and he also hates (9). He never wears one.

2. Work with a partner. One person asks his/her partner questions to get the
information missing from the article. The other uses the information below and
answers the questions.

e.g. Where does George Wong come from? Where does he live?

The missing information:
nationality — Taiwanese, home town — Hong Kong, age — 42, company —
Parkview (a property development, ship building and car distribution business),
hobby — listens to rock music, things he loves — his cars (he has 10 including
three Mercedes and a mini with a television, fridge and Karaoke machine
inside), things he hates — numbers and ties.

Pronunciation

Learn the following words and word combinations.

to mark — OTMETHUTD stress — ynapeHue
syllable — ciior to fall — manatn
main — rJIaBHbIA sure — yBEpEHHbIN

1. Tape 2. Listen to these words from Unit 1. Mark the syllable where the main
stress falls. E.g. international

e) European

f) responsible

g) responsibilities

h) nationality

a) construction
b) engineer
c) headquarters
d) financial

2. Now practise saying the words. Make sure you stress the right syllable.
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III. Skills work

Learn the following words and word combinations.

participant — y4aCTHUK to register — 3aperucTpupoOBaTHCS
toss a coin — MoAOPOCUTH MOHETKY job — paboTa (1o CrenraIbHOCTH)
heads — mepeaHssi CTOpOHA MOHETHI to ask — cripammBaTh

to move — nmepeBUraTh to name — Ha3BaTh

square — KBaapaT on holiday — B oTnycke

tails — oOpaTHasi CTOpoHa MOHETHI to greet — MpUBETCTBOBATH

to follow — ciemoBath to bow — IMOKJIOHUTHCS

winner — moOeIuTEb to exchange — oOMeHSThCS

to arrive — mpuOBIBATH different — pa3nuunbIit

Speaking ex.1. Work in twos or threes. You are participants at an
international conference. Toss a coin to move.
e Heads: move one square.
e Tails: move two squares.

Follow the instructions on each square and start a conversation. The first
person to finish is the winner.

START
1) You arrive at the conference hotel. Go to the reception desk and register.

2) Introduce yourself to another person at the conference.

3) Ask another person at the conference what their job is.

4) Name four countries you want to visit on holiday.

5) Ask another person about their company.

6) You see an old friend. Greet him/her.

7) Name three countries which begin with the letter “B”.

8) Ask another person where they come from.

9) Introduce two people to one another.

10) Ask another person about their family.

11) Name two countries where you bow when you meet someone.
12) Ask another person about their hobbies and interests.

13) Exchange business cards with another participant.

14) Say “thank you” in three different languages.

15) Ask another person about the department or division they work in.
16) It’s time to go home. Say goodbye to your new friends.
FINISH
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Writing

Learn the following words and word combinations.

profile — kpaTkuit Guorpaduyeckuii
O4epK

below — HuxKe

topic — Tema 00CyKIeHUS

home town — poiHO¥ ropoT
responsibilities —  TOKHOCTHBIC
00s13aHHOCTH

lovely — uynecHslii

village — nepeBHs

private — 4acTHbBIN

activity — 1esITeIbHOCTh

to divide — neauth

area — cdepa, 30Ha

shipping — nepeBo3ka rpysa
property — HEABUKUMOCTh
trading — ToproBs

best-known — caMblii U3BECTHBIN
airways — aBHAIMHUHT
head — rnaBa

busy — 3aHATHII
fishing — ppI00I0BCTBO
to grow — BBIpAIIUBATH
own — COOCTBEHHBIN
vegetables — oBoIu
just for fun -
YI0BOJIBCTBUS

POCTO

TUTS

Read the profile of Derek Stirling and then write another profile about
yourself. Use the topics below to help you: name, nationality, home town,
company, position in the company, responsibilities, hobbies.
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Profile

My name is Derek Stirling and I’m Scottish. I live in Hadlow, a lovely
English village near London, and I work for The Swire Group, Britain’s
largest private company. The Group’s activities are divided into five
business areas: shipping, aviation, property, industries, trading. Our best-
known company is Cathay Pacific Airways.

I work at our London head office; I’'m head of Corporate Finance, and
I’m responsible for developing the business of the Group.

I’m always very busy and I don’t have much free time, but when 1|
do, I like fishing and I grow my own vegetables, just for fun.

Learn the following words and word combinations.

interview — ornpamnimBaTh to buy — KynuThb

to learn — yuutbcs dictionary — cioBapb

objective — 11eb satellite dish — cmyTHuKOBas Tapenka
to communicate with — o6marbes ¢ video recorder — BueoMaruutohoH
most — GoJIbLIE BCEro stationary items — KaHUEISIPCKUE
to spend — mpoBOANTH MPUHAIC)KHOCTH

equipment — OCHaIlIEHUE personal stereo — rteep

Speaking ex. 2. Interview a partner about their learning objectives.
1) Why do they want to learn English?
2) Who do they want to communicate with in English?
3) What do they want to practise most: reading, writing, listening, or speaking?
4) How many hours a week can they spend studying English?
5) What equipment and materials do they have to help them learn?

UNIT 1
WORKBOOK
Learn the following words and word combinations.
Excuse me, ... — I3BUHHUTE, ... MayI...? —MoxHO 1 ...?
to call — Ha3pIBaTH over there — BoH TaM

1. First meetings. Put this conversation into the correct order. (1-d)

a) Elaine: Please call me Elaine.

b) Paul: Morning, Jenny. How are you?

c) Jenny: Yes, it is. Let me introduce you ... Excuse me, Mrs Redford.
May I introduce you to Paul Carroll?

d) Jenny: Good morning, Paul.

e) Paul: Pleased to meet you, Mrs Redford.

f) Jenny: Fine, thanks, and you?

g) Paul: And please call me Paul.

h) Elaine: How do you do?

1) Paul: Fine. Is that Mrs Redford over there?
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Learn the following words and word combinations.

estate agent — arcHT o corporate law — KopmopaTHBHOE
HEBIKUMOCTH paBo

accountant — Oyxranurep to produce — npou3BOAUTH
solicitor — agBOKaT, FOPUCKOHCYIbT equipment — 000py0BaHHE

to buy — nokymnarb toy — urpyiika

to sell — mponaBaTh manufacturer — npoU3BOAUTEIND
to work for — pabortaTth Ha service — yciyra

to work at — pabotath B (MeCTO) section — oTaeN

to work in — paGoTaTs B (OTHEN) to build — ctpouts

to work on — paboraTe Haj project — IpoeKT

other — apyroi Middle East — bimxnauit Boctok

2. Jobs. Complete the sentences using the following phrases:

for Lego in computers a doctor an accountant
for Canon an estate agent in construction a solicitor

1) ’'m .1 buy and sell houses.

2)I'm . I work for IBM.

3) ’m . Ispecialize in corporate law.

4)yIwork We produce photocopiers, fax machines, and

other office equipment.

5) ’'m . Iwork at Guy’s Hospital in London.

6) I work , the Danish toy manufacturer.

7) ’'m . I work in the financial services section.

8) I'm . I work on building projects in the Middle East.
Learn the following words and word combinations.

title — Ha3BaHue to liaise — moaaepKUBaTh CBS3b
human resources — oTes KaapoB health — 3q0poBbe

to describe — onuckIBaTh safety — 6e3omacHOCTb

briefly — kpaTko representative — peCcTaBUTEh
at work — Ha pabore training course — 0Oy4aroInue Kypchl
personnel — nepconHan to deal with — umeTs nesno c
matter —1eJ10 retirement —BbIXO/1 Ha MIEHCHIO

to recruit — HaOupath arrangement — JIOrOBOD,
staff — mrar, mepconan opraHuzanus

3. Job titles. a) Think of three people you work with, write their names
and job titles.

Name Job title
e.g. Nadine Calvo Human Resources Director
1)
2)

3)




16

b) Describe briefly what one of the people does at work.

e.g. Mme Calvo is our Human Resources Director. She is responsible for all
personnel matters. She recruits new staff, liaises with health and safety
representatives, organizes training courses, and also deals with retirement
arrangements.

¢) Now describe your job. Say what you do at work.

Learn the following words and word combinations.

to match — noa0uparh, currency — BaJlroTa
COOTBETCTBOBATh rubber — kay4yk, pe3uHa

main — TJIaBHBIH forestry — mecHpIe MaCCHUBBI
activity — 00JacTh A€ TENbHOCTH shipbuilding — kopabnectpoenue
to base — pa3memarscs beverage — HaMUTOK

4. Companies. Match these companies to their main business activities, the
countries in which they are based, and the countries’ currencies.

Use the information below:
South Korea, Japan, Finland, Italy, Switzerland, France, USA, Denmark
rubber products, forestry products, shipbuilding, food, photographic
equipment, electronics, beverages, computers
kronme, franc, lira, dollar, yen, markka, won, Swiss franc.

Company Main business activity Country Currency
Olivetti computers Italy lira
Mitsui
Jacobs Suchard
Eastman Kodak
Daewoo electronics
Michelin
Rauma-Repola
Carlsberg
Learn the following words and word combinations.
lawyer — 1opuct What don’t you ...? — Ilouemy 6wl
to fill in — 3amonHATH BaM HeE ...7
blank — nmpo6e, npomyck to come along — motu
question — BOIIPOC What time ...? — Bo ckonbko ...?7
to give a talk — ynrath nokIaz to complete — 3akaHYUBaThH
satellite — cnyTHUK SOmMe — HECKOJIbKO
launch — 3amyck actually — dakruueckn, Ha camMoM
transmission — nepenaya aene, TelCTBUTENBHO

I’d like to ... — s GBI XOTE ... was born in — poauics B
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5. Asking questions. a) Read this conversation between two lawyers at a
conference. Fill in the blanks with these question words:

who what how why when where

Klaus: (1) do you do? I’'m Klaus Binder.

Peter: Nice to meet you. Peter Green.

Klaus: Ah! You’re giving a talk on satellite launches.

Peter: That’s right. (2) are you from, Mr Binder?
Klaus: Berlin.
Peter: And (3) do you work for?

Klaus: Sky Television.
Peter: Ah, yes! You’re giving a talk on transmission systems.
Klaus: That’s right.

Peter: 1’d like to hear it. (4) 1s it?
Klaus: After lunch. (5) don’t you come along?
Peter: 1d like to. (6) time does it start?

b) Ask Peter some questions about Klaus. Complete the conversation.
You: Who is that man over there?
Peter: His name is Klaus Binder.

You: (1)?

Peter: Berlin.

You: (2)?

Peter: No, he’s Austrian, actually, but he was born in Germany.
You: (3)?

Peter: Sky Television.

You: (4)?

Peter: He’s an engineer.

You: (5)?

Peter: He’s the Technical Director.

Learn the following words and word combinations.

boardroom — 3ai 3acemaHuii coBeTa at the head of — Bo riiaBe
JTUPEKTOPOB different — pa3ubrit

puzzle — rojxoBosoOMKa MD  (Managing  Director) —
to work out — pa3paborarsb, yIPaBIISIOIIHMA

COCTaBHUTb, PEUIUTh right-hand side — npaBas cropona
everyone — KakJIbIii opposite — HampOTUB

6. Boardroom puzzle. Three business people are at a meeting. From the
information below, work out everyone’s name, nationality, job, and where
they are sitting.

* The Managing Director is at the head of the table.

* The people come from three different countries.

* They have three different jobs. There’s the MD, an accountant, and a lawyer.
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* The Accountant comes from Switzerland.

* The Englishman is on the MD's right-hand side.
* Peter comes from Germany

* The Lawyer’s name is Nathan.

* Bernadette is opposite the man from England.

Name aid ey

Matianality

Mame fob

Natignalicy !
Job g

Learn the following words and word combinations.

passage — OTPBIBOK trivial — mycToW, OOBIICHHBIMH,
to miss — MPOIyCKaTh HE3HAYUTEITbHBIN, OaHATBHBIN
hundred — coThs pursuit — TIOTOHS, CTpPEMJICHHUE,
to leave — yxoautp u3 TIOWCK, 3aHITHE

it takes — 3T0 3aHUMAaeT to use — UCIOJIb30BaTh

to enjoy — HacIaXaaThCs two and a half hours — nagBa ¢
to get bored — cky4ath MOJIOBUHOM Yaca

7. Commuting. a) Read this passage about a commuter. Think about what
information is missing.

Annie Clayden lives in Norwich but she works in (1) , a hundred
miles away: She leaves home at (2) in the morning and she travels
to work by (3). It takes (4) but she enjoys the journey.
She travels with (5) and she doesn’t get bored because

(6).
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b) What questions can you ask to get the missing information?

1) Where ?
2) What time ?
3) How ?
4) How long ?
5) Who ?
6) Why ?
c) Here is the missing information. Now use it to complete the passage.

two and a half hours London three friends

they all play Trivial Pursuit 6-30 train

8. Replies. Match these questions to the correct reply.
1) Where do you come from? \ a) About half an hour.

2) How do you do? b) Spain.

3) How are you? ¢) I’'m Swiss.

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

5) Who do you work for? ¢) No, I’m from Canada.

6) What line of business are you in? f) I’m an accountant.

7) What nationality are you? g) Advertising.

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

9) Are you American? 1) By train.

10) What do you do? j) Fine, thanks and you?

Learn the following words and word combinations.

advertising — pekjiama shut — 3aKpeITHII

rule — npaBuioO to forget — 3a0bIBaTh

like — momo6HO to Invest — BKIaAbIBaTh JE€HLIU
example — nmpumep unavoidably — Hen36exKHO

to test — UICTIIBITBIBATh, IPOBEPATH to delay — 3ajepxuBaTh

to arrive — mpuObITH employee — paboTHUK

late — mo3HO to remind — HaTOMUHATH

to collect — coOupaTh any more — Kakue-HuOy/b elie

9. Reading. a) Match the sentences below to make rules like the one in the

example.

e.g. Managers don’t make mistakes. They test their staff.

1) Managers don’t arrive late. a) They collect information.

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

3) Managers don’t forget things. c) They invest in new technology.

4) Managers don’t sleep. d) They are unavoidably delayed.

5) Managers don’t buy new toys. e) If they do, they’re the managers’ ideas.

6) Employees don’t have good ideas. f) Their employees forget to remind them.

b) Can you make any more rules?
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UNIT 2

TELEPHONING

Objective: to make contact and exchange information over the phone

telephone calls.

Tasks: to spell and note down key words and numbers in a telephone
message; to make, agree to, and refuse requests; to respond to new situations
and say what action you will take; to write business letters.

I. Presentation

Learn the following words and word combinations.

1. supply — mocraBka, 3amac
overseas — 3arpaHu4HbIN

to be busy — ObITh 3aHATHIM
to hold — monoxnarsb

to be free — OBITH CBOOOHBIM
to put through — coenuuuThL
firesafe — mosxapoctolikuit
cabinet — mkadg

to arrange for — yctpanBaTh
necessary — He0OX0IUMBIT

to quote — 1aTh pacleHKy,
IIUTUPOBATH

price — 1ieHa

code — kop (Topona)

to read back — 3aunTarh

to work out — cocTaBisATh
quotation — 11eHa, paclieHKa
immediately — HemenneHHO
extension — 100aBOYHBIN HOMEP
Who’s calling? — Kto roBoput?
to place — pasmecTuTh

order — 3aka3

certainly — koHEeUHO

1. Study these forms. What are they for?

Go ahead — I[Iponomxaiite
photoconductor — ¢hoTONPOBOTHUKHI
unit — 3JI€MEHT, arperar
reference — cripaBO4HbBIN
stroke — xon1

in stock — B Hanmmuuu
Anything else? — Uro-uubynp emie?
That’s all. — 310 BCe.

urgent — CPOYHBIN

to send — moceuIaTh

straight away — cpa3y

to confirm — moATBEPANTH

of course — KOHEYHO

2. switchboard — kommyTartop
to connect — COCTUHATH

caller — 3BoHsIIIIMIA

3. similar — mo1o0GHBII
meaning — 3Ha4CHHE

I’m ready. — 4 roros.

to be engaged — OBITh 3aHATHIM
area — paioH, 00J1acTh, 30Ha

Is that all? — D0 Bce?

to wait — xK1aTh

Tape 3. Listen to the two telephone conversations and complete the forms.
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2. Listen to the conversations again and answer these questions.

Tape 3a. a) Why doesn’t the switchboard operator connect the caller
immediately? b) What does the woman say she’ll do?

Tape 3b. c) What question does Christophe Terrien ask about the
photoconductor units? d) What does Mary Thatcher ask Monsieur Terrien to do?

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

1) The line’s busy.

2) Will you hold?

3) I’ll put you through.
4) A code.

5) An extension number.
6) Who’s calling please?
7) Hold on.

8) This is ...

9) Go ahead.

10) Anything else?

a) I’ll connect you.

b) One moment.

¢) An office number.

d) Could I have your name?
e) ’'m ready.

f) The line’s engaged.

g) A country or area number.
h) Is that all?

1) Can you wait?

j) ... speaking.
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II. Language work
Starting calls

Learn the following words and word combinations.

to study — n3yuatp department — otnen

phrase — dpaza to get smb — mo3BaTh KOro-imdo
call — 3BoHOK accounts — cuet, Oyxranrepus
to identify — ono3Hathb to help — momoratp

to want — XOTeTh to listen — ciymath

to supply — BOCTIOJIHUTh to check — mpoBepsTh

sales — mpogaxa, cObIT answer — OTBET

Study these phrases for starting calls.

Identifying who is speaking: Saying who you want to speak to:
This is Paul Henig. Could I speak to ... ?

Paul Henig speaking. Can I speak to ... ?

Is that Julia Gardini? I’d like to speak to ...

Extension 596, please.

Supply the missing words in these conversations.
1) Ms Brunet: Sales Department, good morning.
Mr Keller: Helena Steiner, please?
Ms Brunet: Hold on. I'1l get her.

2) Mrs Steiner: Hello, Sales.

Mr Keller: Helena Steiner, please.
Mrs Steiner:

3) Switchboard: Curtis Holdings.

Mr Keller: 293, please.

Miss Delmont:  Accounts Department.

Mr Keller: Jean Delmont?

Miss Delmont:  Yes, . How can I help you, Mr Keller?

Tape 4. Listen to check your answers.
Pronunciation

Learn the following words and word combinations.

1. chart — Tabnuna, cxema spelt — mpou3HEeCeHHBI
sound — 3ByK exhibition — BbicTaBKa
together — BMecTe dot — Touka

to pronounce — MPOU3HOCUTH above — BBepXy

2. to try — mpITaThCs to be sure — ObITH YBEpEHHBIM
on your own — camMu 4. in turns — Mo ovepeau

3. to hear — ciymars glossary — cioBapb
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1. Tape 5a. Can you spell English words over the phone? Listen to the
English alphabet and look at the chart. All the letters with similar sounds are

grouped together.
1 > 3 = ] ey & 2
PEEe S T five heorme B SEFTT
A B F I T O P R
H < L i Ll
I I A WK
E E I
L 5
3 B
A
Z 15 pronounced Jzedd inn British English and fzi:/f in American
English.

2. Study the chart for a moment then close your book and try writing it on

your own.

3. Tape 5b. Listen, and write down the words you hear spelt.

1)
2)
3)

4)
S)

4. Work with a partner. Take it in turns to dictate abbreviations and write
them down. One person dictates the abbreviations from the first column, and the
other dictates the ones from the second column.

IBM FOB OPEC
EU CIF GB
JAL AGM FBI

Do you know what these letters stand for?

IBM -
Machines
FOB — Free on Board (export price
which includes the cost of shipping)
OPEC — Organization of Petroleum
Exporting Countries

VIP — Very Important Person

EU — European Union

CIF — an export price including Cost,
Insurance and Freight

JAL — Japan Airlines

AGM — Annual General Meeting

International  Business

VAT USA IT
CEO GDP VIP
WHO IMF CIA

FBI -  Federal
Investigation

IT — Information Technology

VAT — Value Added Tax

USA — United States of America
CEO — Chief Executive Officer

GDP — Gross Domestic Product
WHO — World Health Organization
GB — Great Britain

IMF — International Monetary Fund
CIA - the Central Intelligence
Agency

Bureau of
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Transferring information

Learn the following words and word combinations.

1. to notice — 0OpaTUTh BHUMaHUE 3. to transfer — nepenaBatob
to exchange — oOMeHHBATHCS to leave — ocTaBIATh
2. common — oOIIENPUHSTHINA silence — Mmouanue
elsewhere — riae-uulyab Got that. — ITonsu.

B JIPYTOM MECTe message — CooOIIeHne

1. Notice these different ways of saying telephone and fax numbers.
91430 — nine one four three zero (American English)
—nine one four three oh (British English)
6687 — six six eight seven (American English)
— double six eight seven (British English)
Exchange your work and home telephone numbers with a partner.

2. Work with a partner. Take it in turns to dictate telephone numbers and
write them down. One person dictates the telephone numbers from the first line,
and the other dictates the ones from the second line.

29508 47766 966015 01525 372245 03 916 600721

34067 88159 270664 01799 241536 0171 863 7760

Pronunciation note
In phone and fax numbers, English speakers normally group the numbers in
threes, not in twos as is common elsewhere in Europe.
914306 — nine one four, three oh six; not nine one, four-three, oh six.

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

Starting: Ready? Go ahead.

Continuing: Have you got that? Got that.

Finishing: Anything else? That’s all.

Checking: Could you read that back to me? Could I read that back to you?

Work with a partner. Take it in turns to give each other messages and write
them down. Dictate the messages below to each other.

pPhone Vieke
White befrech FAK INVOIcE
7 and <+ pm. NO. Zaa4y

Send a quotation
Por 3,000 Pic’,ca'S.
tef. no. 2u4,/49%7,
o ford Motov
COmparw)

B e R e e T MR L S e

(01799-439154) To HeAD pimcs
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Pnone famt WW
fomoron MOTLF”
(03) 408-44/932 -

Serd 200 prews,
Tef no. 306[A3

o e Sema

kv

Fay eXhilphm dafes
o Vera in Sao famio,
0055 11 223-3181

Eemmmmenetin

Deciding what to do

Learn the following words and word combinations.

1. have to — nomken

to decide — pematb

to delay — 3anepkuBaThCs
need — HyXaaTbCs

to order — 3aKka3bIBaTh

to hire — HaHuMaTL

to give a lift — moaBe3Tn
confirmation — MOTBEPKICHHE
to send — mocelIaThH

to faint — ynactb B 0OMOpOK
glass — crakaH

2. available — qoctynHbIit
reason — IpUuYUHA

sick — 6osbHOM

to be tied up — OBITH CBSI3aHHBIM
just now — psMo ceifuac

3. to ring — 3BOHUTH

to take a message — NpUHATH
coo01IeHne

to give a message — riepeaaTh
coo01IeHne

1. Sometimes we meet new situations or problems and we have to say what

action we’ll take.
e.g. A: The line’s busy. (later)
B: T’ll call back later.

A: Could you take a message? (pencil)

B: Hold on. 1l get a pencil.

Decide what to do in these situations.
I’m afraid your train is delayed. (taxi)
The President is busy just now. (later)
We need some more paper. (order)

They don’t speak English. (franslator)

This quotation is very high. (another supplier)

I have to go to head office tomorrow. (a lift)
They want written confirmation of the order. (fax)
Mrs Bell just fainted. (water)
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2. Sometimes the person we phone is not available. Match these reasons to the
right picture.

a) I’m afraid she’s on the other line.

b) I’m afraid she’s off sick.

c) I’m afraid she’s tied up at the moment.

d) I’m afraid he’s in a meeting.

e) I’m afraid he’s not here just now.

Can you think of any more reasons?

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

A: Could I speak to Barbara Morey, please?

B: I’m afraid she’s on holiday this week.

A: Can you ask her to ring me next week?

B: Yes, certainly.

These phrases will help you.

I’ll hold.

I’ll call back later.

Could you take a message?

Could you give her a message?

Can you put me through to her secretary?

Requests
Learn the following words and word combinations.

1. request — nmpocrba fast — GpicTpO
louder — rpomue slowly — meienHO
to repeat — MOBTOPSTH to transfer — mepeBoIUTH
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2. to reply — oTBeUaTh to deliver — mocTaBIsAThH
expression — BbIpaKe€HUE invoice — cYeT, HaKJIaHasl
surname — hamMuIus discount — TUCKOHT, CKUIKA
password — mapoJib 5. enquiry — 3ampoc

to lend — ogomKUTH (IATH) lap-top — nepeHocHOM

to borrow — 00JKUTH (B3ATh) terms — yCJIOBHS

3. Help yourself. — Yromaiics. payment — oruiara

to invite — npuriamare to invent — u306peTarThb

4. customer — OKyTaTemb to agree — coryamarbcs
supplier — mpoaasert to refuse — oTka3bIBaTHCS
delivery — nocraBka to forget — 3a0bIBaTh

1. We use these phrases to ask other people to do things.
Canyou ... 7?7 Couldyou ... ?  Wouldyou ... ?

You’re on the phone. What do you say in these situations?
a) You can’t hear the other person.

b) You want them to repeat something.

c¢) They are speaking too fast.

d) You want them to spell a word.

e) You want them to transfer you to the Finance Department.

2. We can reply to requests like this.

‘ A B A B
‘ COULD TOU - !l CANYOU .1 ool
| T —— YES. CERTAIMLY. = s = | I'™M AFRAID ..
YES, OF COURSE. = I'™ SORRY BUT
THAMEK YOL, ok, IT DOESN'T * '
THANKS, MATTER.
= -a} . MEVER MIND, IT'S
]
BT A AR NOT IMPORTAMT,
YOU'RE WELCOME.
5 A PLEASURE,

3. Practise these expressions with a colleague. Ask them to:
a) spell their surname for you.

b) tell you the time.

c) tell you their computer password.

d) give you a lift home tonight.

e) lend you their dictionary.

f) lend you some money.
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Vocabulary note

We lend to someone and we borrow from someone. So when we lend, we
give; and when we borrow, we take. Put “lend” or “borrow” in these questions.
Could I ... some money?

Could you ... me some money?

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

ASKING SAYING YES SAYING NO

Canl...? Yes, please do. I’m afraid you can’t...
CouldI...? Of course. I’m sorry but you can’t...
MaylI ... ? Yeah, go ahead. (informal)

Help yourself. (inviting someone to take something)

Practise with a colleague. You are in their office and you want to:
a) use their phone
b) smoke
c) look at their copy of the production plan
d) copy a file on their computer
e) borrow their copy of the Economist
f) borrow their car.

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

2) May I have your name and company name?

3) Could you tell me the delivery address?

4) Can you deliver next Friday?

5) Could I have an address for the invoice?

6) Could you tell me how much it will cost?

7) May I have a discount?

8) Would you confirm this order in writing?

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

5. Work in pairs. Look at the information below.

One of you is a supplier of computers, you sell computers. A foreign customer
phones you. Answer their enquiries about your lap-top computer, the NC-200.
They will ask about: your prices, delivery times, the guarantee, discounts, your
terms of payment. Invent your answers. You can agree to or refuse their
requests. Don’t forget to write down their details.

The other one is a customer. Telephone a foreign supplier and ask them to:

* supply you with 40 lap-top computers NC-200;

* quote you a price GIF; * deliver in one month,

* give you a two-year guarantee;

* give you a 20% discount; * give you 60 days to pay.
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III. Skills work
Listening

Learn the following words and word combinations.

1. the rest — octanbHOMN arrangements — IPUroTOBICHUS,
tone — rynok IUTAHBI, TOTOBOPEHHOCTH

to reach — cBs3aThCA 4. voice mail system — aBTOOTBETUHK
urgently — cpouHo 5. to press — HaXKaTh

to page — cOpocUTh Ha NEHIKEP to replay — mpourpars eie pas

2. make notes — 3anucaTh to delete — ynanuth

to correct — HCTIPaBUTH to transfer out — BeITH

appointment — Ha3HaYeHHas! BCTpeya pound key (=hash key)— nxuss

to set up — Ha3HAYUTh IpaBas KJIaBHIIa

3. to confirm — nmoxTBEPKAATH

1. Tape 6a. Listen to a message on a telephone answering machine and
answer these questions.

a) Where is Anne Parker going?

b) How can you reach her?

2. Tape 6b. One of Anne’s colleagues listened to Anne’s messages and made
notes. Listen to the call, find the mistakes in the note below, and correct them.

AMESSAGE FOR:  Amme Par KN

FROM: Y ONTEL.NO. ©/223 506Zi
Can't make Tueday Meeting PLEASE CALL BACK
Pleate cait him fomoren WILL CALL AGAIN

fo 1EIJC an biner +ivit.. URGENT

3. Tape 6¢c. Now listen to another caller and complete this message.

AMESSAGE FOR:  Anne  Par Kex
FROM: ON TEL. NG:
PLEASE CALL BACK

WILL CALL AGAIN
URGENT



4. Tape 6d. Listen to a different recorded message. Who is it for and what is

their extension number?

5. Tape 6e. Listen to some more voice mail instructions. What number do you

need to press to:

a) replay a message?

b) continue recording a message?
c) delete a message?

d) speak to an operator?

e) transfer out of the voice mail system?

Speaking

Learn the following words and word combinations.

to act out — pa3eIrpaTh
still — Bce emie

to expect — OXKHIaTh
current —TeKyLIUN

Sit back to back with a partner and act out these telephone calls. Look at the

information below.

A:
Your company’s new price lists are
still at the printers. You expect them
to arrive today. A customer calls
with a request. Write down the
details.

A:
Phone your partner and ask them to
speak at the GMB Congress at
Queen Margaret’s Hall, Manchester
on July 13th. You want them to give
a talk on their company’s current
projects.

B:
Phone your partner and ask him/her
to send you an up-to-date copy of
their company’s price list. Don’t
forget to give your name and
address.

B:
Your partner phones you with a
request. Say yes and write down the
details.

Writing

Learn the following words and word combinations.

1. grateful — 6maromaphsrit

as soon as possible — kak
MOJKHO CKOpee

sincerely — uckpeHHe

reference — ccpuika

procurement — MocTaBKa

2. list — criucok

faithfully — ¢ mourenuem
wishes — moxenaHus

truly yours — npe1aHHbIi Bam
suitable — mogxoaAmMi

close — Onm3KM
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advertisement — 0ObsIBICHHE unfortunately — k coxanenuto

to enquire — y3HaBaTh, to enclose — BKJ1aIbIBATh

HABECTH CIIPaBKU closing — 3aKITIOYNTENBHBIHI
to apologize — U3BUHUTHCS to look forward — oxxunars,
be delighted — 6b1TH B BocTOpre HaJesThCs Ha

1. We often write letters to confirm phone calls. Most business letters and faxes
contain a lot of standard phrases. Notice how some standard phrases are used
in this letter.

FOTOTECHNIQUE
31, rue de Constantine 16102 Cognac Cedex
Telefax: 4539 16 11 Fax: 790 962 F Tel: 45 39 29 24

Mary Thatcher

Sales Manager

Galaxy Computer Supplies
221 Hills Road

Cambridge CB2 2RW

27 October 2010

Dear Ms Thatcher,

With reference to our telephone conversation today, I am writing

to confirm our order for: 10 x Photoconductors Ref. No. 76905 A/K.
I would be grateful if you could deliver them as soon as possible.
Thank you for your help.

Y ours sincerely,
Christophe Terrien
Director - Procurement.

2. Study and use this list of standard phrases to complete the letters below.

THE START THE FINISH

Dear Sir or Madam, * Yours faithfully, *
Dear Mr Sloan, ** Yours sincerely, **
Mrs Sloan, ** Best wishes, ***

Miss Sloan, ** AMERICAN ENGLISH
Ms Sloan, ** Sincerely yours,

Dear Mary-Lynn, *** Yours truly,

* suitable if you don’t know the name of the person you are writing ro.
** suitable if you know their name.
%% suitable if the person is a close business contact or friend.
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THE REFERENCE
With reference to  your advertisement in the “Reporter”,...
your letter of 25th April, ... / your phone call today, ...
THE REASON FOR WRITING
[ am writing to  enquire about ... / apologize for ... / confirm ...

REQUESTING AGREEING TO REQUESTS
Could you possibly ... ? I would be delighted to ...

I would be grateful if you could ...

GIVING BAD NEWS ENCLOSING DOCUMENTS
Unfortunately ... [ am enclosing ...

I'm afraid that ... Please find enclosed ...
CLOSING REMARKS

Thank you for your help.

Please contact us again if ~ we can help in any way. / there are any problems. /
you have any questions.

REFERENCE TO FUTURE CONTACT
I'look forward to  hearing from you soon. / meeting you next Tuesday. /

seeing you next week.

LETTER 1
GEO ORT LTD
Tel: 01525 72245 Fax: 01525 72611

Dear Mr Cochet,
........................ (1) phone call today, .................. (2) for not sending you
our pPrice list. .....occveeeevcieeeeeieee e (3), it 1s still at the printers .
However, ....cccooovvievieeceeeeeee e, (4) a copy of the old list with the new
prices [lenciled in.
......................... (5)
......................... , (6)
Jacqueline Scott.

LETTER 2

GEO ORT LTD
Tel: 01525 72245 Fax: 01525 72611
Dear Mary,
................................. (1) your phone call yesterday.
................................. (2) to confirm that ........................ (3) come and
speak at the GMB Congress in Manchester on July 13",
................................. (4) send me a map showing how to get to Queen

Jacqueline Scott.
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3. Study how business letters are organized.

a

- aa— 2l B =~ PR -

- a6

letterhead / address (but not name) of the writer (pupmennwiii 61anx /
aopec omnpasumeis, 6e3 UMeHU)

name and address of recipient (uwws u adpec nonyuamens)

references (ccwviiku na ko2o-ub6o, umo-1bo)

date (0oama) e opening (gcmynjeHue)
subject heading (2rasnas mema) g body of the letter (camo nucvmo)
closing (3axntouenue) i  signature (noonucs)

name and job title (umsa u 3anumaemas dondxcrnocms)
enclosures (8rnooicenue, npunodicenue)

Sample Letter

TechStart
Karelstraat 137
1051 Amsterdam
Netherlands
Tel. 00 31 20 98 74 63 35
Carl Mays, Robert Ingram, Maria Ibanez
Stanfield Business School
Rochester
RC5 7JY (ZIP Code — in USA, noumossiii unoexc)
United Kingdom
Our ref: TSBA/DK/136
September15th 2009

Dear Carl, Robert and Maria,
Re: Confirmation of award (Iloomeepaicoenue npucyscoenus Hacpaovt)
PPp: ... (= per proxy, on behalf of — no nopyuenuro)

I am very pleased to announce that the project that your team presented to
the annual TechStart business award committee has been selected as this
year’s winner. Congratulations to you all for your excellent Rainbow
Systems project.
It is a great pleasure for me to be able to confirm this award. We will be
arranging a meeting in late October. I am enclosing three invitations for the
award ceremony, which will be held at TechStarfs head office on October,7.
I look forward to seeing you on the 7th October and to having the pleasure
of presenting you with the award in person.

Yours sincerely, (C ysaoxcenuem,)

Dave Kloren (noonucs)

Dave Kloren

Chief Executive (ucnoanumenvHwiii Oupexmop)

enc.
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4. Study how addresses are written on envelopes.

Omnpasumens, 06pamubiil aopec
(the sender, the return address)

e Ha3BaHue Gupmsl (the sender’s name)

e HOMeEp IoMa, yiuua (the house number, the street name in the return
address)

e ropoj (the town the letter comes from)

e uHjekc (ZIP Code in the return address)

e crpaHa (the country, the state the letter comes from)

Ilonyuamens, noumossiii aopec
(the addressee, the mailing address, delivery)

o ums, pamunus / upma (the addressee /
attention line)

e Ha3BaHue GUPMBI (company’s name)

e HOMeEp JoMa, yiuua (the house, the street
/ the suite number)

e ropoj (the town the letter is sent to)

o unHaekc (ZIP Code, mailing address)

e crpaHa (the country the letter is sent to)

5. Study how curriculum vitae is usually written.

Curriculum vitae = CV = resume (USA) = brief personal history (pesrome).

Name Mirjam Brigitte Ott

Address Landstrasse 482, CH 5962 Zurich, Switzerland
Place of Birth Zurich

(mecmo podwcoenus)

Nationality Swiss, Father German, Mother French

Age (Bospacm) 22

Marital Status Single

Education 11 years Swiss state school,

(Obpazosanue) 1 year Euro centre (Espo yenmp),

passed Cambridge Certificate of Proficiency in English
(61a0eHue anenuiucKum),
1 year Secretarial College with emphasis on (c
yenybnenuvim uzyuenuem) book-keeping (cuemosoocmeo)
and accountancy (byxearmepckoe oeno)
Languages Fluent (6erno) French, German, Italian
Previous experience 2 years in father’s office — father is a jeweler (rogenup)
Interests Travel, art, skiing, ballet
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6. Study how emails are to be written.

name of the person sending the email (uvsa omnpasumerns)

name of the person / people the email is addressed to (ums noryuamens)

¢ cc (= carbon copy) person / people who will also receive the mail though it
is not addressed directly to them (komy ewe 6yoym omocranvr konuu)

d becce (=blind carbon copy) person / people who will receive a copy without

other people knowing («crenas xonusy, nonyuamenio «cienoti Konuuy

HeO0OCmMyNneH 8ecb CHUCOK adpecamos paccoliKu)

date and time (Oama u epems omnpaeénenus)

f subject (npeomem nanucanus), re (=regarding — omnocumenvro ue2o-mo),
information about the content of the email (codeporcanue, enasnas mema)

g files, documents, etc. sent separately rather than included in the actual

message or body of the email (npunosicenue, npuxpennenue)

o e

(7]

h  opening (6cmynienue)

i  body of the email (camo anexmponnoe coobwenue)

j  closing (zaxnrouenue)

k name and job title (uws u dondxxcnocms omnpasumens)

Sample Email (Formal)

a From: Sarah Bates, Personal Assistant

b To: Tom Peterson

¢ Cc: Alan Hickson, Production Manager

d Bcce: Katia Belmondo, Managing Director (eragnuiti meneodoicep,
VIPAsIAIOWUL, OUPEKMop-pacnopsaoumeins)

e Sent: 12 January 200 14:54

f Subject: Re: Request for dispatch confirmation (npocvba o

NnOOMEEPHCOeHUU OMNPABKU MO8aApa)
Attachment: Invoice doc (cuem-gpaxmypa)

Dear Mr Peterson

i Thank you for your mail. I have checked (cBepuics) with Mr Hickson, our
Production Manager, and I can confirm that the 200 cases (koHTeliHepOB,
amukoB) you ordered (3akazanu) left our warehouse (ckman) yesterday and
should arrive (omxHbBI IPUOKITH) at their destination (B MyHKT Ha3HAYCHHUS)
by tomorrow at the latest. Please let me know if there is any delay
(3adepacka). | am sending a copy of the invoice as requested (coeracro
sawell npocvbe), in the attached file (6 npunacaemoii nanxe).

j  Yours sincerely,
k Sarah Bates
Personal Assistant (ruunwsiii cexpemapn)
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7. Study how faxes are to be written.

h.—.:-m-hmgocl”

- a6 o

= e

i
J

letterhead (wanxa na pupmennom 6aanxe)
name of the person / people who will receive the fax (umsa noryvamens)
name of the person / people sending the fax (uws omnpasumens)
sender’s fax number (Homep ¢haxca omnpasumens)
date (0oama)
total number of pages (o6wee xoruwecmso cmpanuy,)
opening (ecmyn.iernue)
body of the fax (mexcm ¢axca)
closing (3axnrouenue)
signature (noonucs)
Sample Fax

Central Hotel
194 Eastern Avenue
London, WC1 4AT
Tel: 020 798301

TO: Christopher Hardy, PA

FROM: Lynda Martel, Purchasing Manager

FAX NUMBER: 020 755660

DATE: Wednesday, 3rd April

NUMBER OF PAGES: (including this — sxarouas smy): 3

Dear Christopher,

Thank you for your fax and thank you for looking after things so well

(xopouwio npucmampugaeutv 3a oeramu) while I’m out of the office. I’ve

decided to stay on an extra day to catch another fashion show and I’d

like you to do the following:

» Cancel (ommenu) tomorrow’s taxi and arrange for (dozcosopucs, 3axadicu)

one same time Friday morning.

* Send reminders (HanomHau) about Friday afternoon’s Product Managers’
meeting to all participants (yuacmuuxam).

» Photocopy (coenaii kcepoxonuro) one copy of the attached
(npunacaemoco) price list and catalogue for each participant.

» Contact (cesrcuco c) Jeff Murrey from Finance and ask him if he can
come. Tell him I’m bringing samples (o6pa3zyst) and prices of the new
lines I think we should buy.

* Email Mr Cameron and explain (06wvscru) why I’m coming back a day
late.

See you Friday around 10am.
Regards, (¢ naunywwumu nosxcenranusmu)

Lynda Martel
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8. Study how memos (cnysicebnvie sanucku) are to be written.

Q=0 Q6 o

oo

date (0oama)

name of the person / people the memo is addressed to (uws aopecama)
name of the person / people sending the memo (ums omnpasumens)
information about the content of the memo (eragnas mema)

introduction to the subject matter (ecmynienue)

main points (ocHogHble 80npocyhl)

conclusion, often recommending the action to be taken (3axnouenue,
pexomeHoyemble Oelticmausi)

closing, which can be the name or initials of the person sending the memo
(3aknoyeHue, Yacmo npocmo UHUYUALIbL OMNpasumeis)

Sample Memo
Qualcom Industries
DATE Oth June
TO All Marketing staff
FROM Alan Stewart, Marketing Manager (menedorcep no
Mapremuney)

SUBJECT New product launch (ssinycx nosoco mosapa)

I am delighted to inform you that the Finance Committee has approved
(00o6pun) the new product plans (nraun Hosoco npodykma). We need to get
moving (g3amwvcsi) ASAP (kak mooicHo cxopee) on the marketing campaign
(Mapxemun206as KAMNAHUSL).

* Could you send (Beiciiats) me all the present market research data
(Oaunwie) on the identified target (yemanosnennvie nianoswie
noxkazameint,).

* [ recommend we set up (coopams, opeanuzoeams) focus groups (gokyc-
epynnot) for more up-to-date data (nosetiwue dannvie).

» [ would like to see a selection (noo6opky) of proposed (npeodracaemvix)
brand names by the end of this week.

* The creative team (meopueckas epynna) must have a proposal for a print
media (nevamnwvie cpedcmea maccosotu ungopmayuu) and TV campaign
by the end of this month.

* We need to finalise (6ce 3asepuums) and make decisions (npunsamo
peuwienus) at the next meeting early next month.

Make (npedocmaswvme) this project an urgent priority (6reouepedHoti
npuopumem). The team must meet the above deadlines (yoorcumocs 6
8blULeYNOMAHYMble NpedesibHble CPOKU).

A.S.
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UNIT 2
WORKBOOK

Learn the following words and word combinations.
vowel — rimacHbIf

sound — 3ByK

different — oTnmuyarommiics

1. Pronunciation. a) Match the letters that have the same vowel sound.

)B a)U 3)D oY SSM ¢)G
2)I Db)P 4$HQ d)K 6)J f) S
b) Match the letters with a word that has the same vowel sound.

1)O a)free 3)U c¢)cat 5)I  e)shoe
2) R b) pay 4)V d)toe 6)] O)fly

¢) Now look at the abbreviations below. They are grouped by sound. Find the
abbreviation which sounds different from the other three.
Example: CBI BDI PTY PTE (Tne last sound is different)

GDP PST GMT GNP

MIT NEC NYC FIT

VAT CAP BKG PLC

EGM GIF DCF PPS

COD BOT FOB POD

Learn the following words and word combinations.
comment — BbICKa3bIBaHHUE

reply — oTBet

while — moka, B To Bpems Kak

2. Making calls. Match these comments to their replies.

1) Sorry, could you spell that? a) Yes, it’s 0181 432 9191.

2) Could I speak to Mrs Fenton, please?  b) That’s OK. I’ll hold.

3) Could you take a message? c) I’ll call back next week, then.
4) I’m afraid the line’s busy at the moment. d) Speaking.

5) I’m sorry but he’s away this week. e) Yes of course. I’ll get a pen.
6) Could you repeat that? f) Yes, it’s M-E-E-U-W-S.

Learn the following words and word combinations.
to choose — BbIOpAThH

italics — Kkypcus

engineering — MalllMHOCTPOEHHUE

broken — ciiomana

engaged — 3aHsaTa

paint shop — xynoxecTBeHHasi MacTepcKas

to regret — coXxajneThb
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3. On the line. Choose the correct words in italics to complete the telephone
conversation.

: Fenton Engineering.

: Number / Extension ' 473, please.

: I'm afraid the line’s broken / engaged’. Will you hold?

" Yes.

: The line’s free now. I’ll put / connect’ you through.
: Thank you.

C: Paint shop.

B: I"d like to speak to Mrs Isaacs.

C: Who’s / Whose® calling, please?

B: Jacques Duval.

C: Wait /Hold on’ M Duval. I’ll bring / get’ her.

oo Gy oo

C: I'm afraid / regret’ she’s in a meeting. Do you want to call up / back ® later?
B: No, it’s urgent. Could you leave / take * a message?

C: Yes, I will / of course .

B: May / Could " you ask her to call me back?

C: Does she have your number?

B: No. It’s Paris — the code / area "’ is 00331 then the number is 46 58 93 94.
Could you say / read ° that back to me?

C.: 00331 46 58 93 94.

B: That’s right.

C: Anything / What'? else?

B: No, that’s anything / all”. Thank you very much.

16
C: You're welcome / fine™".

B: Goodbye.

4. Requests. a) Put these phrases into two groups:
Could you ...? Canl...? Would you ...?
May 1 ...? Can you ...? CouldI...?

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

b) Use the phrases from Part A in sentences below.

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

What would you say:

1) to ask a friend to tell you the time?

2) to a colleague if you wanted to smoke in their office?
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3) if you wanted a friend to give you a lift to the station?

4) if you want to borrow your boss’s copy of the production plan?

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

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

5. Wordcheck. Complete the puzzle and find the keyword in 14 down.
. 14 S

) o[ | |
S k_ il o sl
; L = 1
5 T C
6 E R
[ g i E G
= -+ i __t_"
o (S i [
10 [ T il _J_ =
(R~ T =
N e s e
13 ¥ R E i
Across
I back later. (4)
2) The line’s busy. Will you ?(4)
3) Could you hold on a and I’ll get a pen. (6)
4) My new will be 0171 335 2378. (6)
5) I leave a message? (5)
6) May I have 3285, please? (9)
7) Good afternoon. Paul Moran . (8)
8) I’'ll ask Mr Travers to call you as soon as possible. (4)
9) Would you like me to take a ?2(7)
10) Could you me through to Miss Nixon, please? (3)
11) Good morning, is Richard Bowers. (4)
12) ’'m , but Mr Laws is away all week. (5)
13) The line is . Can I ask her to call you back? (7)
Down

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



41

Learn the following words and word combinations.

to arrange — OpraHU30BaTh deputy — 3amecTuTenb

to recommend — peKOMEHJ0BaTh particularly — ocobenno
booking — 3aka3 (6uieToB, HOMepa) most — OOJIBITUHCTBO

to show round — nokazats (ropon) in any way — BCEMU criocobamu

6. Writing letters. a) Complete the following letter using the correct word or
phrase from the list below.

a) I would be grateful ...

b) Thank you for your help.

c) I look forward to hearing from ...

d) I am writing to confirm ...

e) Could you possibly ... ?

f) Yours ...
g) With reference fto ...
Dear Mr Hendrikson,

'our telephone conversation today, * that I
will be in Sweden from 11-14 June. > if you could
arrange for me to visit the Technical Department in Stockholm. If possible, 1
would also like to meet Mr Elmqvist. * also send me a list of any

hostels near Head Office that you would recommend, and I will make the

bookings from here?
5

6
you.

7 .
sincerely.

M K Vernon

b) Now complete the reply using a word or phrase from the list below:
a) I am afraid that ...

b) Please contact us again if ...

c¢) Thank you for your letter of ...

d) I am enclosing ...

e) I would be delighted to ...

f) ... sincerely

g) I look forward to meeting you ...

h) I am writing to ...

Dear Mr Vernon,

' May 21.

> give you details of the arrangements for your visit.

3 show you round the Technical Department when you
arrive. [ have arranged a visit for Monday June 12 at 11.00 am.
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*Mr Elmgqvist will not be here when you come, but his
deputy, Mr Karlsbad, will be pleased to meet you.

> a list of hotels near Head Office. I would particularly
recommend the Sheraton, which most of our visitors enjoy.

% we can help in any way.

7 in June.
Yours ’
K K Hendrickson
Learn the following words and word combinations.
1. extract — OTpBIBOK client — kJueHT
number plate — HOMepHOI 3HaK 5. unit — eguHMIA, (30.) MUHYTa
robber — rpaburesnb phone box — Tenedon-annapat
robbery — orpaGienue to cut off — npepriBaTh
vehicle — TpancniopTHOE CpeACTBO phonecard — tenedonHas kapra
2. to wait — )x1aTh to run out — KOHYATHCA
to avoid — uzberaTh 6. all in all — B nenom
unwelcome — HexxenaTeNbHbIN legal — ropuanueckuit
to agree — coryamaThCs fee — mara
3. to hate — HeHaBuIETH reasonable — pa3yMHbII
answering machine — aBTOOTBETYHK joke — myTka
4. darling — noporoi lawyer — 1opuct
post — mouta to misunderstand — HenpaBUIIbLHO
right away — npsiMmo ceifuac MIOHSATH
lovers — BIt0GIeHHBIE to realize — MOHATH
to pretend — mpUTBOPSITHCS actually — B neficTBUTENIBHOCTH
customer — moKynaTeab to expect — 0)KuIaTh

7. Reading. Read these extracts from telephone calls. Who do you think is
talking? What do you think they are talking about?

1) A: T’'ll see you outside the bank at 11.30 then.

B: No, I said 11.28.

A: OK, 11.28.

B: And don’t forget to change the number-plates.

2) A: It’s Mr Carter on line 4.

B: Not again! Could you tell him I’m busy, Mary.
A: 1did, but he says he’ll wait.

B: Oh, all right then. Put him through.

3) A: I’'m afraid no one is available to take your call.
B: Oh no, I hate these things.

A: Please leave your name and number after the tone.
B: Er hello ... er ... I’'ll call back later.
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4) A: Darling, it’s me. Can you talk?

B: Wait a minute. Yes, | think so, but be quick.

A: 1 can’t stop thinking about you.

B: Thank you for calling, Mr Jackson. I’ll put a catalogue in the post for you
right away.

5) A: ’'m on my last unit.

B: Hold on, Jane, I’ll get a pencil ... OK.
A:P’mon 0181 ...

B: Oh no!

6). A: All in all the legal fees come to £30,000.

B: That’s very reasonable. That’s one three, I hope.

A: No, Mr Brown, three zero, I’m afraid.

B: What? For three weeks’ work? You must be joking!

8. Read these letters and decide what kind of business letters they are.
(Contract, Memo, letter of enquiry / request, letter of complaint, letter of
apology, letter of application ...)

a) Dear Sirs,
We have received your letter dated the 20™ March and were glad to learn that
you want to contact with us.
According to your request we send you samples of our goods. We hope that
you’ll like the samples and you’ll place an order in our company.
The prices are given in the price list, which is enclosed with the letter. The terms
of payment are the following: the purchaser opens an irrevocable letter of credit
to the seller in ... bank in Moscow at the overall goods cost.
The letter of credit must be opened within 5 days from the date of notification of
the readiness of the goods for shipping. The payment is made against the
shipping documents.

Yours faithfully...

b) Dear Sirs,
Thank you for your inquiry and we are glad to send you our proposal and
models which interest you.
We offer goods at the prices stated in the catalogue, which is enclosed with the
letter. Please, acknowledge the receipt of our proposal within 10 days from the
date of the letter.
The terms of payment are the following: 70% of good value is paid at an
irrevocable confirmed letter of credit at sight of the shipping documents. The
rest 20% are paid after the delivery.
The letter of credit must be opened in ... bank in Moscow and must be valid
within 60 days.

Sincerely yours ...
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¢) Dear Sirs,
We acknowledge that unfortunately your terms don’t suit us. Though if you
agree to reconsider prices and give us 2% reduction, guarantee immediate
delivery, prolong the warranty period and pay for the insurance, we are ready to
consider your offer once again and place an order in your company. We are even
ready to increase it at several points and it’ll depend on the final price.
We have been running business with you for several years and have always been
good partners. Hope that this time you will be able to comply with our request
and make concessions.

Yours truly....

d) In the winter issue of Multimedia News we read that your company sells
language laboratories. Our school needs a new language laboratory and we are
looking for the best equipment.

Could you please send us information on your laboratories and include a price
list and ordering information. Thank you for your assistance.

I look forward to hearing from you.

e) Dear Akram,

Thank you for your fax. I was sorry to hear that you’ve had some problems with
the WR 458. We do all we can to make sure that our product leave our factory in
perfect condition, but unfortunately sometimes a bad one does slip through. If
you can arrange for it to be returned to me, I’ll let you have a replacement by
return. Hoping that you are keeping well,

Regards

Tony

f) Dear Sirs,

Please quote us your most favourable freight rates for the transport of 50 tonnes
of palletized house bricks, net weight 1 tonne per unit, for shipment from
Southampton to Tunis in the first two weeks of December.

g) Dear Mr. Rook,

I’m applying for the position of the clerk which was advertised in the July 16
Publisher’s Monthly. I’'m enclosing my CV and some recommendations.
Yours faithfully,

Frederick Fox.

h) We are a large record store in the centre of Manchester and would like to
know more about the CDs and DVDs you advertised in last month’s edition of
Hi Fi. Could you tell us if the products are leading brand names, or made by
small independent companies, and if they would be suitable for recording
classical music, games and video?

We would appreciate it if you send us some samples.
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UNIT 3
COMPANIES
Objective: to discuss the business activities of companies.
Tasks: to describe current projects, to exchange numerical information, to ask
and answer, questions about facilities, to give a presentation of your company.

I. Presentation

Learn the following words and word combinations.

1. product — mpoaykius, TPOTYKT

to produce — npou3BOAUTH
to provide — cHabxaTh,

O6CCHC"II/IBaTB, 3aroTaBJINBaAThb

activity —1esiTeJIbHOCTh
3. employee — ciyxaruii
quarter — 4eTBepTh

subsidiary — 1o4epHsiss KOMITAHUS

over — cBepx, 0oiee
worldwide — o Bcemy Mupy
altogether — Bcero, BMecTe
turnover — 060poT

to locate — pacnonaraTbcst
parent company — roJIoBHas
(ponuTeNnbCcKas) KOMITAHUS
consumer — MOTpeoUTETH
joint venture — akinOHEPHOE
00LIECTBO

to expand — pacupAaTh

to develop — pa3BuBath
venture — KOHTaKThI

4. to carry — nepeBO3UTH

to fly — netatp

destination — HanpaBiieHHE
domestic — BHyTpeHHHI

to serve — 00CITyXHBaTh, CHA0XKaTh
route — MapuIpyT

safety — Oe3omacHOCTb

priority — MpUOpUTET

currently — B JaHHBIA MOMEHT

to install — yctanaBnuBath

aircraft — camoner, aBuanus

device — npubop, ycTpoicTBO

to improve — yiny4iarh
communications — CBs3b, OOIIICHUE
to reduce — cokparniath

air traffic — Bo3a.TpancnopTt, rpy3bl
congestion — nNeperpy>KeHHOCTh
satellite links — kocMudeckas CBsi3b
5. advanced — niepeoBoit
processing — oOpaboTka

data storage — XxpaHeHUEe TaHHBIX
field — oOnacTh

exciting — 3aXBaThIBAIOIITUI

to throw out — BeIOpachIBaTh,
n30aBUTHCS

to introduce — BBOIUTH

billion — muuap g

to encourage — MOOIIPSAThH

to happen — npoucxoauthb

service — perchbl, 00CIyKUBaHUE

1. What products or services do these companies provide? Do you know
anything about their activities?

a) JAL (Japanese Airlines), b) Philips, ¢) IBM (International Business
Machines)

2. Tape 7. Listen to three people talking about these companies. Which
company are they talking about?

3. Tape 7a. Listen to the first speaker again. Make notes on the company.
Employees:
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Subsidiaries:
Turnover:

Location of parent company:
Number of products:
Joint venture partner:

4. Tape 7b. Listen to the second speaker again. Complete these noftes.
30,000,000 a year.

Fly to 41 in 25
Domestic service has 48 and serves 20
is their number one priority.
Currently FANS in their aircraft.
FANS are communications and air traffic congestion.

5. Tape 7c. Listen to the third speaker again and answer these questions.
1. What’s the company’s turnover?

2. How many employees are there?

3. What’s happening in the company at the moment?

II. Language work
Company profiles

Learn the following words and word combinations.

engineering — MallMHOCTPOEHHUE affiliate — punuan

profit — mpuOkLIb, T0XOT overseas — 3a pyoexxom
joint venture — COBMeCTHOE core — KITF0YeBOM
MIPEANPUATHE tyre — mMHA

site — TIoIaaKa, MECTO cable — xabenp

distribution — pacripocTpaneHue major — IJIaBHBII

sales — mpogaxa brand — ToproBas Mmapka
wood supply — mocraBka Jjieca around — 0Ko0J10

fleet — dpmoT associated — 00beITMHEHHBIN

schedule — pacniucanue
research — uccienoBanme

1. Look at these two different ways of asking and answering question with the
verb “have”.
1) A: How many employees Aas Philips got?

B: 1t has got 250,000.

A: Has it got any factories in Slovenia?

B: No, it hasn'’t.

2) A: How many subsidiaries does Philips have?
B: It has over 120.
A: Does it have a subsidiary in the UK?
B: Yes, it does.
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2. Work with a partner. Ask and answer questions about these companies.
a) Aussedat Rey Group (paper)
9 industrial sites in France and 1 in Spain.
1 distribution company in France and 1 in Holland.
7 European sales subsidiaries.
1 wood supply subsidiary.
b) ABB (electrical engineering)
206,000 employees.
1300 companies.
Over 5,000 profit centres.
11 joint ventures in China.
¢) ANA (airline)
123 aircraft in the fleet.
119 scheduled routes.
163 aftiliates and subsidiaries.
41 hotels with 12 overseas.
d) Carlsberg A/S (beer)
2 major brands: Carlsberg and Tuborg.
60 production sites.
Around 100 subsidiaries and associated companies.
80 laboratories at the Carlsberg Research Centre.
e) Pirelli (tyres and cables)
2 core businesses: tyres and cables.
78 factories.
Over 41,000 employees.
2,000 research and development specialists.

Facilities

Learn the following words and word combinations.

2. similar to — mOX0Xun disabled — naBaTUAbI
plants — pactenus NOiSy — ITYMHBIH
bookcase — KHUXKHBIH KA separate — OT/I€TbHBIN
tidy — akkypaTHBbIi nearby — nmobnuzoctu
3. staff — mrraT, npeconain creche — neTckue sicau
facility — npucnocoOnenue recreation — OTJBIX

1. Would you like an office like this? Why? / Why not?

2. Make sentences about the office. Begin:
It’s ... Itisn’t ...

There’s a ... Thereisn'’ta ...

There are some ... There aren’t any ...
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Use the following words:

computers, plants, coffee machine, small, dark, map, photographs, bookcase ,
very tidy, windows, water fountain, similar to my office, child, TV, coffee
machine, telephone, fax, radio set, clock ...

o N
i)
-

.
\ f-,{-.L [

Grammar note
e We use there is and there are to say things exist or don’t exist. There’s a
child’s picture on the wall but there aren’t any plants in the room.
o We use it for things. The picture is on the notice board. It’s orange.
e So we often use there when we talk about something for the first time and
it when we describe the details. There's a water fountain by the wall. It's

two thirds full.

3. Find out about a partner's place of work. Ask questions about the building
and its facilities. Use the words below and begin:
Is the building ... ? Is there a(n) ... ? Are there any ...?

1) modern 8) separate rooms for smokers

2) staff restaurant 9) large car park

3) facilities for disabled staff 10) near a railway station

4) lifts 11) bus stops nearby

5) noisy 12) creche

6) air conditioning system 13) sport or recreational facilities

7) cold in winter 14) nice to work in



Pronunciation
1. Tape 8a. There are three ways to pronounce “s” at the end of words: [s], [7],

and [iz]. Practise saying these words.

SINGULAR
[s] mistake
product
[z] employee

sale
liz] box

package

PLURAL
mistakes
products
employees
sales
boxes
packages

2. Tape 8b. Now listen to some verbs. They all end with “s”. Which ones end

with an [iz] sound?

1) puts 6) plans 11) invoices
2) places 7) services 12) looks after
3) pays 8) arranges 13) dispatches
4) purchases 9) recruits 14) organizes
5) sells 10) manufactures 15) deals with

Organizations

Learn the following words and word combinations.

wages — 3apIiaTa

salary — >xaJloBaHbe
packaging — ynakoBka
quality — kadecTBO
maintenance — TeKyIIuid PeMOHT
advertising — pexjiama
buying — nokyrmnka
customer — MoKynaTeab
accounts — cuer

a) department — otaen
crate — SIIUK

b) ad — pexnama

c) to pay — IJIaTUTh

d) to purchase — moxynars
e) to sell — mpogaBath

g) equipment — 000pyaOBaHUE
h) to arrange — opraHu30BbIBaThH
1) to recruit — HaHUMAaTh Ha PaboOTy
j) to manufacture — mpou3BOAUTH
k) to invoice — BBIMKUCHIBATH CUET
to look after — paccmarpuBath

1) complaint — sxanob6a

m) to dispatch — ornpaBnsATh

n) to prevent — mpeoTBpaIiaTh
0) to deal with — umeTs memo c
taxation — HaJIOTH

investment — BIOXEHUs

cash — Hanu4HbBIE CpecTBa
management — yrpaBJICHHE
supply — mpennoxxeHue, 3amnac

Study this organization. Which department:

a) puts the products in boxes and crates?

c) pays the staft?
e) sells the products to customers?

g) services the machines and equipment?

1) recruits new employees?

b) places ads in magazines?

d) purchases supplies?

f) plans how to sell new products?
h) arranges courses for the staft?
j) manufactures the products?



50

HUMAN RESOURCES

PRODUCTION

Production ?§ Marketing Buying
, Customer
I Packaging i Sales -
I Distribution AlterSales Financial
Service g
" ; i Services
I Quality Advertising

I Maintenance

k) invoices customers? 1) looks after customers’ problems and complaints?
m) dispatches the products and sends them to customers?

n) organizes control systems to prevent mistakes?

0) deals with taxation, investment, and cash management?

Current activities

Learn the following words and word combinations.

1. to wait — )x1aTh order — 3aka3

to call — 3BoHUTH life cycle — >xu3HEHHBIN UK

to get — MOAXOAUTh, CTAHOBUTHCS IT — information technology

to expand — pacmupsTh 2. to enter a market — BCTymnars,

to develop — pa3zpabaThiBaTh 3aBOEBBIBATH PHIHOK

to stay — ocTaBaThCs division — nmoapaszaeneHue

drug — nexapcTBo to take on — npuHUMaThH (Ha paboTy)

1. We use the Present Continuous tense to talk about actions that are going on
at the moment. Complete these sentences using the following words:

wait, get, call, go, spend, build, develop, expand, stay.

a) Philips are expanding their activities in China.

b) Our research department a new drug.

c) They at the Dorchester Hotel.

d) Someone for you in your office.

e) We a new factory in Barcelona.

f)1 about order no. AJ/2496.

g) These products near the end of their life cycle.

h) The dollar up.

1) The IT department a lot of money on new equipment at the

moment. (IT — Information Technology)
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Grammar note
e We use the Present Simple tense (Vi / Vs) to talk about regular activities.
The maintenance department services the equipment.
e We use the Present Continuous tense (am / is / are + Ving) to talk about
temporary activities. The IT department is spending a lot of money at the
moment.

2. Work with a partner. Find out what’s happening in their company at the
moment.

a) Are they entering any new markets? (Which ones?)

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

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

d) Are they working in any joint ventures? (What?)

And what’s happening in their department or division?

a) Are they taking on new staff? (Why?)

b) Are they reorganizing any work systems? (Which ones? Why?)
c) Are they introducing a quality programme? (What exactly?)

d) Are they introducing new technology? (What?)

Company strengths

Learn the following words and word combinations.

1. close — TecHbIit Face-to-face meetings

range —aCCOPTHUMEHT, P headquarter — rmaBHbIi orc
representatives — npecTaBuTEIN still — Bce paBHO

main — rJIaBHbBIN the same — TOT ke camblii

2. store — Mara3uH Relationships — omnowenus

to charge — Ha3HAYaThH supplier — nocTaBuUK

to prefer — mpenmounTaTh to make sure — OBITh YBEepECHHBIMU
to run — ynpaBisiTh to meet — COOTBETCTBOBATh

to find out — y3HathH specifications — TE€XHOJIOTHUS, AETAIN
worldwide — o Bcemy Mupy Cultural sensitivity —y4eT KyJIbTypbl
Value — nocTouHcTBa, IGHHOCTD thoroughly — TmarensHo

to keep — nepxatb to employ — HaHUMAaTh Ha PaboOTy
increasing — yBeJIMUCHHE local — mecTHBII

share — nomns Customer service

Advertising — pexnama burger — ramOyprep

annually — exeromno 3. low — HU3KMit

Training — ob6yueHnue compared with — o cpaBHeHUIO C
to receive — Moiay4yaTh competitor — KOHKYPEHT

at least — mo kpaitHeit mepe to hold — mpoBoUTH

to attend — mocematp colleague — kosera

even — Jaxe counterpart — mapTHep

OWNn — COOCTBEHHBIH
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1. Are these statements true for your company?

a) We produce high quality products.

b) We provide a high quality service.

c) We use the most advanced technology.

d) We are in close contact with the market.

e) We produce a wide range of products.

f) We invest a lot of money in research and development.

g) We have sales representatives all over the world.

h) We are market leaders.

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

2. What do you know about McDonald’s? Are these facts true or false? What
do you think?

a) Three new McDonald’s stores open every day.

b) McDonald’s charge high prices.

c) McDonald’s spend more on advertising than anyone else.

d) There is a Hamburger University.

e) The company CEO has a computer in his office.

f) McDonald’s prefer American managers to run overseas stores.

3. Now read this article and find out.

SERVICE WITH A SMILE
Three new McDonald’s stores open somewhere in the world each day. There
are now over 14,000 McDonald's stores worldwide and sales are over $23
billion. So how do they do it? What are the company’s strengths?
Value
McDonald’s keep prices low. They concentrate on increasing market share.
Advertising
McDonald’s spend $1.4 billion annually on marketing, more than any other
company in the world.
Training
Every employee receives at least two or three days’ training and all managers
attend regular courses. The company even has its own Hamburger University in
Oakbrook, Illinois.
Face-to-face meetings
The company headquarters don’t have an e-mail system and there’s no computer
in the CEQO’s office but ideas still fly around. There are regular meetings
between people in the same region and people in the same line of work.
Close relationships with suppliers
McDonald’s work closely with their suppliers to make sure they can meet the
McDonald’s specifications.
Cultural sensitivity
Before they enter a new country’s market, they research the culture thoroughly.
And they employ local staff if they can.
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Customer service
The restaurants are clean, the service is quick and every McDonald’s burger
comes with a smile.

3. Interview a partner about their company. Ask:

a) Are your prices low or high compared with your competitors?

b) Is advertising important to your business?

c) What training do your staff receive?

d) Do you hold regular meetings with your colleagues and counterparts?
e) Do you have close relationships with your suppliers?

f) Are your managers locals or foreigners?

g) Why do your customers like your products/service?

SKILLS WORK
Listening

Learn the following words and word combinations.

construction — pa3zpaboTka medium — cpegHuit

fibre optic — ONITUKOBOJIOKOHHBIH voltage — HanpsbxeHue,
piping — TpyOOIIpoBOI MPOBOJMMOCTh
wholesaling — onToBast nmpoaaxxa power — TOK, 3JIEKTPUIECTBO

Tape 9. A manager from BICC describes her company. Listen and complete
the organization chart below.

COMPANY — BICC plc (public limited company).

MAIN BUSINESS ACTIVITIES — Construction and manufacture of the cables.
TURNOVER — (1)

DIVISION BAL- BICC AUSTRA- (6) BICC
FOUR CABLES LASIA CABLES
BEATTY CABLES (7)
MAIN 2) A3) Cables, Medium Cable
BUSINESS piping, voltage products
ACTIVITIES cables and power
wholesaling cables
TURNOVER £1730m (4) 5 £476m
Speaking

1. Prepare to make a short presentation about a company to the class.

You can talk about your own company or one of the companies from this unit.
Write notes first. Don’t write sentences — just write key words and numbers.
(Guess any information you don’t know.)



54

MY COMPANY THE GROUP

Products/Services

Main customers

Locations (factories,
branches, etc.)

Facilities (car park,
main building, offices,
sport, recreation)

Size (no. of
employees/turnover)

Main strength

Current projects

Other information?
(marketing, advertising)

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

THE INTRODUCTION:

I’d like to tell you about ...

ORDERING INFORMATION:

I’1l begin with ... Now I’ll move on to turn to ...

CHECKING UNDERSTANDING:

Is that clear? Are you with me? OK so far?

FINISHING:

Are there any questions? Thank you very much.

Use your notes to give the presentation and answer questions from your
colleagues.
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UNIT 3

WORKBOOK
Learn the following words and word combinations.
to match — mogbupate napy negotiation — meperoBOpbI
halves — mosoBUHBI due to — Gmaromapsi, u3-3a
agreement — corjamieHne shortage — HexBaTKa
terminal — MyHKT Ha3HaYEHUS space — MecTo
acquisition — mo0ea, mpuooOpeTeHUE to move — nepeABUraTh,
authority — pyKoBOJICTBO nepeMeniaTh
to strengthen — ykperisiTh to establish — yupexxnars, co3gaBarth
to negotiate — BeCTH MeperoBOpsbI to diversify — paznoo6pa3uth

1. Current projects. a) Match the two halves of these sentences.

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

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

3. BAT Industries and Pecs are

negotiating ... c. new financial products.

4. Due to the shortage of space, the

Lonrho Group are moving their d. a new passenger terminal at
AGM ... London Heathrow.

5. SKF are establishing

manufacturing operations ... e. a number of strategic acquisitions.
6. Credit Agricole, a leading French

banking group, are diversifying to f. in Eastern Europe.

provide ...

b) Now write two sentences about your company's current activities.

Learn the following words and word combinations.

to complete — 3akaHYMBaThH Stock Exchange — ¢ponnosas Oupxa
italics — kypcuB just — TOJIBKO
to collect — coOupath I hope. — S Hanerocs.

2. Present Continuous. A journalist from the New York Times is phoning a
friend in London. Use the Present Continuous tense. Complete the dialogue,
using the following verbs: do, write, stay (x2), visit, collect.
Peter: Peter Warner speaking.

Hilary: Peter. Hello, this is Hilary.

Peter: Hilary, how nice to hear from you! Where you (1) from?
Hilary: London. | (2) at the Hilton.
Peter: Really? What you (3) in London?

Hilary: 1 some information for an article that
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I (5) about the London Stock Exchange.
Peter: That’s wonderful. Is David with you?
Hilary: Yes, he (6) his London office at the same time.
Peter: How long you both (7)?

Hilary: Just a week.
Peter: 1 hope you’ve got time to come and see us.

Learn the following words and word combinations.

Meeting rooms: break — mepepsiB
convention — KOH(pepeHLusl, Cbe3 receptions — npuemM
auditorium — 3pUTENBHBIN 3al Hotels:

exhibition — BbIcTaBKa major — rJIaBHBIH
Services: facility — obopynoBanue
simultaneous — 0 THOBpEMEHHBI N How to get to the center:
facility — anmapatypa helicopter — BepToner
lobby —oiie less than — MeHee uem

3. Facilities.
THE MONTE CARLO CONVENTION CENTRE AND AUDITORIUM AT THE
FOOT OF THE CASINO TERRACES OVERLOOKS THE PORT OF MONACO.
Meeting Rooms
e Congress Hall: seating for 1,100
¢ Exhibition space: 1,800m?; 100 stands
e 4 Meeting rooms: seating for 70 — 180
Services
e Simultaneous translation in 9 languages
Press Room
Telephone, Fax, and Telex facilities
Secretarial offices
Organizer’s office
Lobby bar for coffee breaks or receptions
Winter Garden “Troparium”
Close to 2 car parks

Hotels

Within walking distance of the centre are 6 hotels of the highest international
standard with alt major facilities.

How to get to the centre
By train: All international trains stop at Monaco Station.
By road: From Germany and Switzerland there are non-stop motorways. From
Britain and France use the Autoroute du Soleil.
By air: The International Airport of Nice-Cote d’Azur is 22 km from Monaco.
There is a regular helicopter service which takes 7 minutes. All the main cities
of Western Europe are less than 2 hours away.
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Amsterdam ... ... ... 7 hour 40 minutes
London ............... 7 hour 50 minutes
Brussels ...............7 hour 40 minutes
Madrid ... ............ 1 hour 45 minutes
Frankfurt ............ 1 hour 25 minutes
Paris .................. 1 hour 75 minutes
Geneva ............... 55 minutes

Rome .................. I hour

a) Complete these questions using “Is there ... ?” or “Are there ... 2”
a translation service?

a press room?

any telephone, fax, and telex facilities?

any secretarial services?

anywhere to go during coffee breaks?

. How many meeting rooms ?

plenty of parking space?

N LA LN~

b) Now match the above questions to these replies.
a. Yes, there are secretarial offices in the complex.
b. There are five. The largest holds 1,100 people.

c. Yes, there’s a lobby bar.

d. Yes, there are two car parks nearby.

e. Yes, there’s a special room for journalists.

f. Yes. There are good telecommunication facilities.
g. Yes, there is, in 9 languages.

4. Asking questions. Ask and answer more questions about the Monte Carlo
Convention Centre. Put the words in the right order to make the questions.
Example. Centre =~ Convention is the  Where?

Question: Where is the Convention Centre?

Answer: It's in Monaco.

1) are Centre  hotels How  many near the there?

Q.:
A.:
2)airport an  Centre Is  near the  there?
Q.:
A.:
3)airport far from  How  is Monaco  Nice?
Q.:
A.:
4)by does get helicopter How it long take there to?

Q.
A.:
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5)does fly from How it long Madrid take there to?
Q.:
A.:
6) links  there  road Are and  good  rail?

Q.
A.:

5. Present Simple and Continuous. Read these two paragraphs about Hilary.
Hilary Morey is a journalist. She lives in New York and works for the New
York Times. She writes for the financial section of the paper.
At the moment she’s visiting London, doing some research for an article she’s
writing. She’s staying at the Hilton with her husband, David.

Write two similar paragraphs about yourself.

Note: We use the Present Simple tense to describe permanent or long-term
situations, but we use the Present Continuous tense to describe temporary or
current activities.

Learn the following words and word combinations.
to join — NpuNTHU B no6asounyto croumocts (HIC)
Value Added Tax — nanor Ha price — 1ieHa

6. Saying numbers. How do you pronounce the numbers in these sentences?
Write them in words.

Example We have 13 factories. thirteen
1) I joined the company in 1990.

2) The meeting begins at 10.45.

3) The next Sales Conference starts on 21 January.
4) Value Added Tax is now 17 Y2 %.

5) The price is £34.50.

6) A pint is 0.5683 litres.

Learn the following words and word combinations.

1. headquarter — mpaBneHue mice — MBIIIIH

to earn — 3apabaThIBaTh to develop — pa3pabaTsiBaTh
annual — rogoBo# application — npuaoxeHue
revenue — J0X0/I software — mporpammHoe
outside — 3a mpeaenamMu oOecrieueHue

to sell — mponaBaTh 3. top — Beaymui

sales — mpogaxa outlet — ppiHOK cOBITa

half — monoBuna facilities — cpencTBa
cereal — kamma to spend — TpaTHUTH

brand — ToproBas mapka nearly — mouTu

Cornflakes — KyKypy3HBIE XJIOTIbsI per year — B TOJI

2. to manufacture — IMPOU3BOAUTDH research — HCCIICAOBAHHUC
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development — pazButue to include — BiIFOYaTH
to produce — MPOU3BOIUTH fizzy — mmrmyamii
product — TpOAYKITHsI 5. tyre — mmHa
4. major — riIaBHbBIN share — mosst
area — o0JacTh, cepa plant — 3aBoj
beverages — HAMUTKU rubber — Kay4yk
snack — 3akycka the Ivory Coast (Cote d’Ivoire) —
Crisps — XpycTsIuii kapTodeinb beper Cnonosoii Koctu
franchised — ¢ mpaBoM moab30BaTHC wheel — kozeco
MapKO# MpOU3BOUTEINS guidebook — myreBoauTENH

7. Reading. Read these profiles of well-known companies. Rearrange the
letters to make the company name.

1) This company’s headquarters are in Michigan, but it earns a lot of its annual
$6,562 million revenue outside the USA. It sells its products in 130 countries
and has about half of the European breakfast cereal market. Its leading brand
names are Cornflakes, Rice Krispies, and Frosties.

LELGSKOG

2) This company manufactures mice! Computer mice. They also develop disk-
operating and application software. Their annual sales are $4,649 million and
they have 15,257 employees. It is famous for its “Windows” operating system.
RTOOIMCSF

3) This is one of the world’s top chemical companies. It has sales outlets in 170
countries and production facilities in thirty-nine. It spends nearly DM2,000 per
year on research and development and produces more than 8,000 products. The
best known of these are audio and video cassettes.

FSBA

4) This company operates in 3 major areas: beverages, snack foods, and
restaurants. With a turnover of over $28 billion, it is the world’s largest producer
of crisps and has the largest number of franchised restaurants in the world.
Everyone knows their Pizza Hut and Kentucky Fried Chicken restaurants. Their
brands include Fritos corn chips, Ruffles potato chips, and Walkers crisps. Their
most famous product is a fizzy drink.

SEPOCIP

5) This company is the largest tyre-maker in the world and has a 20% share of
the world market. Based in France, it has 69 plants and rubber plantations in
Brazil, the Ivory Coast and Nigeria. 96% of its sales come from tyres and wheels

and only 4% from other products such as guidebooks.
CELMIHNI
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Revise the following words and word combinations.
Staff, factory, headquarters, consumer, warehouse, subsidiary,
turnover, rent, joint venture, range, manufacture.

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

HX Y WA R E H O U S E
ZE X S Y Z XY MZ U X
YX A X T Y Z R A X B'Y
Z XY D Z A E X N Y S Z
XT R Y QMVF Z UX T 'Y
ZU X A UUYVF F Z D X
YR Z S N X A Y A Z 1 X
YN N Z X G Y R C Z A X
JOI N T V E N T U R E
CV Y N Z XY Z UE Y X
YE E F A C T O R Y R Z
XR Y Z XY Z X E Y Z S

1) the main office of a company (12)

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

4) a building where goods are made (7)

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

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

8) the total sales of a company (8)

9) a group of products sold by one company (5)

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



61

TAPESCRIPTS
UNIT 1. MEETING PEOPLE
Tape 1a
A: Mr Velazquez, may I introduce you to Peter Brien.
Peter, this is Mr Velazquez of Telefonica de Espana.

B: How do you do?
C: How do you do?
A: Peter works for our New York branch.
He’s responsible for international accounts.
Tape 1b
A: Ulla! B: Thomas!
A: Welcome to Oxford. It’s nice to see you again.
B: And you. Do you know my colleague, Sven Olsen?
A: Yes, I do. How are you Sven?
C: Fine thanks Thomas. And you?
A: Fine. How was your trip?
C: Not bad, thanks.
A: Good. Let’s go upstairs and have some coffee.

Tape 1c¢
- Good evening, Bob.
: Good evening, Liz. Do you know Luigi?
Luigi, this is Liz, a friend of mine from work.

o

C: Hello. A: Hello, pleased to meet you.
C: So are you an engineer too, Liz?
A: That’s right. What about you?
C: I’m in the chemicals business.
A: Oh yes?
B: A gin and tonic, Liz?
C: Yes please, Bob.
Tape 2
a) construction e) European
b) engineer f) responsible
c) headquarters g) responsibilities
d) financial h) nationality
UNIT 2. TELEPHONING
Tape 3a

A: Galaxy Computer Supplies.

B: Overseas Sales Department, please.

A: The lines are busy. Will you hold?

B: Yes.

A: The line’s free now. I’1l put you through.
C: Overseas Sales. Lynne Noon speaking.
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B: Good morning. I’m interested in your firesafe cabinets. Do you have a sales
office in Spain?
. I’m afraid we don’t, but I can arrange for a sales visit from our agent.
 No, no. That’s not necessary. Could you quote me a price for 20 BZ11
cabinets, CIF Cadiz?
C: May I have your name?
B: Yes, it’s Jose Rosales. That’s J-O-S-E, R-O-S-A-L-E-S and my fax number is
one, that’s the code for Madrid, four three zero, six six eight seven.
Could you read that back to me?
C: One four three oh, double six eight seven. And what company are you with,
Mr Rosales?
B: EVP.
. EVP. Right. I’ll work out the price and fax a quotation through immediately.
 Thank you very much. Good bye.

= 0

& Y

Tape 3b

- Galaxy Computer Supplies.

- Extension 14.3, please.

 Hold on.

- Overseas Sales.

- Could I speak to Mary Thatcher, please?

. Who’s calling, please?

- Christophe Terrien of RGF France.

. Mary Thatcher.

- Hello. This is Christophe Terrien ofRGF. I’d like to place an order.

. Certainly Monsieur Terrien. Go ahead.

- I’d like six photoconductor units, reference number seven six nine oh five,
A stroke K. Do you have them in stock?

. Yes, we do. Anything else?

' No, that’s all. This is an urgent order.

- OK. We’ll send them straight away. Could you confirm this in writing
please, Monsieur Terrien?

- Of course.

. Thank you very much.

- Good bye.

SOSOOAOOAIA

O %5

> O™

Tape 4
1. A: Sales department, good morning.
B: Could I speak to Helena Steiner, please?
A: Hold on. I’ll get her.
2. C: Hello, Sales.
B: I’d like to speak to Helena Steiner, please.
C: Speaking.



63

3. D: Curtis Holdings.
B: Extension 2938, please.
E: Accounts department.
B: Is that Jean Delmont?
E: Yes, it is. How can I help you, Mr Keller?

Tape Sa
1) [ei]...A HJ K
2)[z] ..BCDEGPTYV
3) [e] . FLMNS
4) [a] dAY
5) [au] ... O
6) [w] ...Q U W
7) [a:] ...R

A: We say [zed] in British English
B: And we say [zi:] in American English.

Tape Sb
1. A: Her name is Kate Hiskett.
B: Hiskett?
A: Yes, It’s spelt HISKE double T.
2. H: Where’s the exhibition?
G:. Ljubljana.
H: Could you spell that, please?
G: LJUBLJANA.
3. C: Their factory is in Gyor.
D: Gyor?
C: I can’t pronounce it very well. It’s spelt GYOR. And there are
two dots above the O.
4. E: When you go to Brazil, you must try a Caipirinha.
F: A what?
E: Caipirinha. It’s a cocktail. It’s spelt CAIPIRINHA.
5. J: How do you pronounce his name?
K: I’'m not sure.
J: Spell it, then.
K: 1t’s DHANIN, new word, SERIBURI.

Tape 6a
Hello. This is Anne Parker here on Monday 23rd January. It is now 11
o’clock and I’m leaving the office to go to London where I’ll be for the rest of
the day. If you’d like to leave a message, please speak after the tone and I’ll get
back to you as soon as I can. If you need to reach me urgently, please page me
on 091 551 804.
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Tape 6b
Hi Anne. This is Terry. I’'m afraid I can’t make it to our appointment

Thursday. Could you call me tomorrow to set up another time?... Ah no, not
tomorrow, I’m in Manchester. Can you call me on Wednesday — but not first
thing. Make it after eleven. Any time after eleven. My number is 01223-506211.
Thanks. Sorry about Thursday. Bye now.

Tape 6¢

My name is Lorella Lazzari and I’'m a colleague of Mr Gardini. I’m phoning

to confirm the arrangements for your visit to Milan. I’ll call again tomorrow and
speak to you then. If you need to contact me before then, it’s Lorella Lazzari,
that’s LAZZARI, and my number is 2-738-2541.

Tape 6d
A: This is the voice mail system. The person you have called:
B: John Crosby
A: an extension eight two four one is not available. You may leave a message or
transfer out of the voice mail system. To leave a message speak after the tone.
D: Hi John. It’s Rafael. Could you give me a ring?

Tape 6e
A: You may replay your message, continue recording it, delete it, speak to an
operator or transfer out of voice mail. To replay the message, press 6. To
continue recording, press 4. To delete the message, press 7. To speak to an
operator, press 2. To transfer out of the voice mail system, press the pound key.

UNIT 3. COMPANIES
Tape 7a

We’re a multinational company with a quarter of a million employees and
there are over a hundred and twenty subsidiaries worldwide. The group has a
turnover of thirty one thousand, six hundred and twenty six million ECUs and
our holding or parent company is located in the Netherlands.

About half our sales are to the consumer market and half are to the
professional and industrial markets. Altogether we manufacture and sell over a
million different electrical products.

The group is also working in joint ventures with other partners. For example,
we're expanding our activities in China at the moment, developing business
ventures with the People’s Republic.

Tape 7b

We carry over 30 million passengers a year and we fly to 41 destinations in
25 foreign countries. We also provide a domestic service that has 48 routes and
serves 20 cities.

Safety is our number one priority and at the moment we are installing
“FANS” in our aircraft — that is Future Aircraft Navigation Systems. These
devices are improving communications and reducing air traffic congestion by
making use of satellite links.
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We have a turnover of over sixty-two billion dollars and there are two
hundred and fifteen thousand employees worldwide. We manufacture and sell
advanced information processing products and we're the market leader in micro
electronics, data storage, communications and many other fields. It’s the most
exciting industry in the world and it’s changing fast. And we’re changing too.
We’re throwing out bureaucracy and developing a new company culture. We’re
introducing new systems that encourage speed, risk taking and personal
leadership.

Tape 8a
[s] [Z] [iz]
mistake employee box
mistakes employees boxes
product sale package
products sales packages
Tape 8b
1) puts 6) plans 11) invoices
2) places 7) services 12) looks after
3) pays 8) arranges 13) dispatches
4) purchases 9) recruits 14) organizes
5) sells 10) manufactures 15) deals with
Tape 9

BICC plc is a large multinational with about forty thousand employees
worldwide and a turnover of approximately four billion pounds. The group’s
main activities are construction and the manufacture of cables. I’d like to tell
you about the five different divisions in the group and I’ll begin with Balfour
Beatty. Balfour Beatty is Britain’s leading construction company with a turnover
of around £1,700m. The company is famous for its work constructing
motorways, buildings and of course, the channel tunnel.

The next division is BICC Cables. We are the largest manufacturer of fibre
optic cables in Europe and we now own the Italian company, Ceat Cavi, CelCat
in Portugal, part of CGC in Spain and KWO in the former East Germany. BICC
Cables is expanding fast in Asia too and it has a turnover of £1,183m.

Now I’'ll turn to BICC’s overseas activities. There are three overseas
divisions, Australasia, North America Cables and BICC Cables Asia Pacific.
Australasia’s principal activities are cables, piping and wholesaling and it has a
turnover of £595m. North America Cables operates in the US and Canada and
it’s the market leader in medium voltage power cables. And finally, BICC
Cables Asia-Pacific. Based in Singapore, this division is growing fast. It is
responsible for the manufacture and marketing of the groups’ cable products in
the important Asia-Pacific region. It’s our newest division so we haven’t got
turnover figures yet.
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TEST I
Revise the following words and word combinations.

1. Company information.

to employ —HaHUMAaTh Ha pabOTy representative — npecTaBUTETb
to provide — npegocTaBiIATH research — uccienoBanue
quality — kadecTBO

2. Current activities.

to expand — pacuupsTh to introduce — npeCTaBIISITH,

staff — mrar, mepconan BBOJIUTh

to take on — npuHUMATH to monitor — KOHTPOJIMPOBATH

arrangements — IpUrOTOBJICHHUE, to track — creuTh, OTCIICKUBATH
PO MEPONIPUATUI application — 3asiBjieHHe O NpUemMe

applicant — kaHAMAAT, IPETEHICHT Ha paboTy

3. Jobs and responsibilities.

responsibility —0TBETCTBEHHOCTb be responsible for — ObITH
order — opsI0K OTBETCTBEHHBIM 32
department —otnen recruiting — KOMILJIEKTa1lMsl,
to report to — TOKJIaIbIBaTh IMOIIOJIHEHME 1ITaTa

4. Personal profile.

chairman — npencenarens venture — MpeAnpusITHe, HAYMHAHNE

oil — HedTH drilling — GypunbHbIit

opportunity — BO3MO>XXHOCTb desert — mycThIHS

abroad — 3a rpanuuei to hold — 3anumars, nepxarb

profitable — BeIrOIHBINH executive — HCHOJTHUTEIbHBIN

to involve — BoBieKaTh outside — kpome

exciting — 3aXBaThIBAIOIIUI to enjoy — moJy4arb yJ0BOJIbCTBUE

3. Facilities 8. Spot the mistake

additional — nonoaHUTENbHBIN to introduce — npeacTaBUThH

available — noctynen message — 3aMucKa, mociaaHue
UNITS1-3

1. Company information (10 marks)

Put the verb in brackets into the Present Simple tense, as in the example.
e.g. What company  do  you  work  for? (work)

1) It’s a high tech company. It a lot of money in research

and development. (invest)

2) It based in Chicago. (be)

3) Is it a big company? How many people it ? (employ)

4) Which division you in? (work)
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5) They a high quality service. (provide)

6) They any products in Chicago. (not manufacture)
7) It’s a Japanese company. The Head Office in Tokyo. (be)

8) It a sales representative in Thailand. (not have)

9) Luca Ceresa in the Research Division. (work)

10) the offices open on Saturday? (be)

2. Current activities (10 marks)

Put the verb in brackets into the Present Continuous tense, as in the example.
e.g. We are expanding our sales at the moment. (expand)

1) How many new staff you ? (take on)

2) My boss arrangements to interview 250 applicants. (make)

3) At the moment, I a new system to monitor and track
applications. (introduce)

4) Someone else all the interviews. (organize)

5) you to expand the marketing team too? (plan)

3. Jobs and responsibilities (5 marks)

Put the words in the right order to make questions.
1) Peter in department which work does ?

2) who report you to do ?

3) are project you on which working ?

4) do do living what for you a?

5) responsible who recruiting staff is for new ?

4. Personal profile (10 marks)

Choose the correct words in italics to complete this article.

Sir David Simon is chairman of BP, Britain’s biggest oil company. BP (1)
employs / is employing 60,000 people worldwide, and it (2) changes / is
changing under his chairmanship. It (3) looks / is looking for new opportunities
abroad and (4) becomes / is becoming more profitable. BP is involved in an
exciting new venture in Algeria at the moment. It (5) starts / is starting a new
drilling project in the Sahara desert.

Sir David usually (6) spends / is spending around four days a week on BP
business and he (7) holds / is holding a number of executive positions with other
companies.

Outside work, Sir David (8) plays / is playing golf, (9) watches / is watching
Arsenal football team and (10) enjoys / is enjoying going to the opera.

5. Facilities (10 marks)

Read the information about training centre facilities, then complete the
conversations. Use these words: there is, it is, there are, they are.
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TRAINING CENTRE FACILITIES
Fax machines
Room L352 and L379 (1 in each room) Resource Centre(2)

Photocopiers

Room L321 (1 model ZX94 and 2 models ZX 994)

Overhead Projectors
Additional projectors available in Resource Centre
Coffee machine

Ground floor lobby
1) (a) any fax machines?
Yes, (b) four.
Where (¢) ?
(d) one in Room L352
And (e) two in the Resource Centre.
2) (a) a coffee machine?
Yes, (b) in the ground floor lobby.
3) Where are the ZX 994 photocopiers?
(a) in Room 321.
4) (a) a ZX 94 photocopier?
Yes, (b)
6. Greetings and introductions (10 marks)
Complete these conversations with a suitable word or phrase.
1) Jon: Hello, Pietro. It’s nice to see you again. How (a) ?
Pietro: Fine thanks, and you? Jon: (b) .
2) Berndt: Luigi, (a) introduce you to Lisa Parks?
Luigi, (b) Lisa.
Luigi: How (c) ?

Lisa: Nice (d) :
Berndt: Lisa works in our Plastics Division. She’s in (e)

of Research.
3) Secretary: Good morning. Can I (a) ?
Visitor: Yes, my name is Jorge Castano and I (b) an appointment
to see Miss Fenton at eleven o’clock.
Secretary: Please take a seat, Mr Castano and (c) you’re here.
7. Telephoning (15 marks)

Complete these conversations. Use one word in each space.
1) Pierre: Customer services, good afternoon.
Lee: TI’d(a) to speak to Mrs Scott, please.
Pierre: Who’s (b) , please?
Lee:  Lee Sang Yop.
Pierre: One moment, Mr Lee, I’ll put you (c)
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2) Pierre: Customer Services, good afternoon.

Emma: Hello. Could I speak to Mrs Scott, (a) ?
Pierre: I’'m (b) she’s on the other line at the moment.
Will you (c) , or can [ take a (d) ?
Emma: No, I’'ll call (e) later, thanks.

3) Pierre: Customer Services, good afternoon.
Marcus: Could I speak to Pierre, please?
Pierre: (a) :
Marcus: Oh hello Pierre. (b) is Marcus.
I’m phoning about our order.

4) Pierre: Customer services, good afternoon.

Rosa: Jane Parks, please.
Pierre: I’m afraid she’s not here just now.

Rosa: Could you (a) her a message?
Pierre: Yes, of (b) Hold (¢) , (d) get a pencil.
OK,go(e) .

Rosa: Could you ask her to call me? My number is 01799 524 153.

8. Spot the mistake 20 marks

There is one mistake in every sentence. Find the mistake and correct it.
1) Can I introduce you to Mr Takeuchi? He’s engineer in our Osaka plant.
2) How many subsidiaries does your company have got?

3) If you want to make a copy, it’s a photocopier in the next room.

4) The Research Division recruits more staff at the moment.

5) He speaks to someone on the other line right now.

6) “Who’s speaking?” “Here is Inge Russ.”

7) Have you met Edward Hanson? He’s the responsible for new markets.
8) I’m afraid but he can’t speak to you at the moment. Can I take a message?
9) Do you want to speak to Pilar? I call her.

10) He is usually playing tennis in his free time.

9. Vocabulary quiz 10 marks

1) The main office of a company is its h . (12)
2) Do I have to pay now or can you 1 me later? (7)
3) IT means Information T . (10)

4) The total sales of a company is its t (8).

5) A company with subsidiaries in many countries is

am .(13)

6) The opposite of formal is 1 . (8)

7) The P Department recruits new employees. (9)
8) She is responsible sales. (3)

9) She reports the Marketing Director. (2)

10) The people who work for a company are its e . 9)
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