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BBEJAEHHUE

VYyebHoee mnocobue «JlenmoBol WHOCTpaHHBIM S3BIK», pa3zpaboTaHHOE
npenogaBatensamMu kadeaper ¢utonorun YO «Alikhan Bokeikhan University»

NpelIHa3Ha4eHo [ CcTylneHToB 2 kypca OIl  «AHIIMHACKUI  SA3BIK c
JOTIOJTHUTENBHBIM ~ M3YYEHUEM BTOPOrO HHOCTPAHHOIO  A3bIKA (HEMELKHU,
TYpPELKUIN )».

Hacrosiee yue6HOee mocobue HampaBiIeHO Ha pa3BUTHE HABBIKOB YTCHUS U
nepeBoJia JMTepaTypbl OO TeMaTUKH, TEKCTOB MO JEJIOBOMY aHTJIMHCKOMY
A3BIKY, 3AKPEIUICHUE U YTITyOJeHNE MOJyYEHHBIX 3HAHUIM U HaBBIKOB.

Llens pmaHHOrO Yy4yeOHOrO TMOCOOHMSI — O3HAKOMUTH CTYJEHTOB C
OCOOCHHOCTSIMM ~ MEXKYJIIbTYPHOH KOMMYHHMKAallMd M HU3JIOKUTh HEKOTOPHIE
IPAKTUYECKUE PEKOMEHAAIMM 10 BEACHUIO JEIOBOW MEPENUCKU U OOLIECHUIO C
3apyOeKXHBIMU TAPTHEPAMH.

JlanHoe mocobue coaepkuT 4 MOIyJsl, KOTOPBIE BKIIOYAIOT TAKUE TEMBbI, KaK:
JIeJIoBasl Mepenucka, COCTaBICHUE PE3oMe, coOeceJoOBaHHUE NIPU TPYAO0yCTPOMCTBE,
CTPYKTypa KOMIIaHUH, TeJNe(OHHBI pa3roBop, MAEJIOBOM JTHKET, a TaKxKe
pa3HOOOpa3Hble MNPAKTUYECKUE YIPAKHEHUS MO KYJIbTYpe AEIOBOrO OOIIEHUS.
TekcTbl CHaOXKEHbl 3aJaHUSAMH ISl Pa3BUTUS KOMMYHUKATHBHBIX HABBIKOB, a
TaK)K€ HaBBIKOB Pa0OTHI C TEKCTOM, aHHOTUPOBAHUS M MOUCKA HH(POPMALIHH.

[TocoOue comepKUT TEKCTHI JIJIsl IEPEBO/IA U MepecKa3a, pa3InyHbIe 3adaHus
Y YOPaXXHEHUs K TEKCTaM JUIA 3aKPEIUICHUS MPONACHHOM TEMBI, IOCHE KaXKIOU
TEMBbl JaHbl METOAUYECKHE YKa3aHWs Ul BBINOJHEHMS 3adaHud. B koHue
ococOUst 1JaH TEPMUHOJIOTUYECKHUI CIIOBapb.

TepMHHOJIOTUYECKH  CIIOBapb  COAECPKUT  OCHOBHBIE  TEPMHHBI,
BCTPEUAIOIIUECS B TEKCTAX JAEJIOBON U MPOPECCHOHATBHON HapaBICHHOCTH.



UNIT 1 «<ENGLISH IN THE SPHERE OF BUSINESS-COMMUNICATION»

Theme 1: Features of oral communication
Main points:

1. Official style of oral communication.

2. Lexical features: addresses such as: sir, madam, ladies and gentlemen.

3. Grammatical features: more complex forms of inducements, requests,
invitations; the presence of introductory phrases that soften the categorical
statement or refusal.

4. Conversational communication formulas and other means of
communication. Knowledge of technologies for developing understanding of
spoken speech. Structure of oral presentations. The Internet as a new form of
"oral-written" communication.

Tasks: Working with text
1. Examine following information
Making Oral Presentations

The material of your presentation should be concise, to the point and tell an
interesting story. In addition to the obvious things like content and visual aids, the
following are just as important as the audience will be subconsciously taking them
in:

Your voice — how you say it is as important as what you say.

Body language — a subject in its own right and something about which much
has been written and said. In essence, your body movements express what your
atti-tudes and thoughts really are.

Appearance — first impressions influence the audience's attitudes to you.
Dress appropriately for the occasion.

As with most personal skills oral communication cannot be taught.
Instructors can only point the way. So as always, practice is essential, both to
improve your skills generally and also to make the best of each individual
presentation you make

Preparation. Prepare the structure of the talk carefully and logically, just as
you would for a written report. What are:

* the objectives of the talk?

* the main points you want to make?
Make a list of these two things as your starting point.



Write out the presentation in rough, just like a first draft of a written report.
Review the draft. You will find things that are irrelevant or superfluous — delete
them. Check if the story is consistent and flows smoothly. If there are things you
can-not easily express, possibly because of doubt about your understanding, it is
better to leave them unsaid.

Never read from a script. It is also unwise to have the talk written out in
detail as a prompt sheet — the chances are you will not locate the thing you want to
say amongst all the other text. You should know most of what you want to say — if
you don't then you should not be giving the talk! So prepare cue cards which have
key words and phrases (and possibly sketches) on them. Postcards are ideal for
this. Don't forget to number the cards in case you drop them.

Remember to mark on your cards the visual aids that go with them so that the right
OHP or slide is shown at the right time

Rehearse your presentation — to yourself at first and then in front of some
col-leagues. The initial rehearsal should consider how the words and the sequence
of vis-ual aids go together. How will you make effective use of your visual aids?

Making the presentation. Greet the audience (for example, ‘Good morning,
la-dies and gentlemen"), and tell them who you are. Good presentations then follow
this formula:

« tell the audience what you are going to tell them,

e then tell them,

« at the end tell them what you have told them.

Keep to the time allowed. If you can, keep it short. It's better to under-run
than over-run. As a rule of thumb, allow 2 minutes for each general overhead
transparency or Powerpoint slide you use, but longer for any that you want to use
for developing specific points. 35mm slides are generally used more sparingly and
stay on the screen longer. However, the audience will get bored with something on
the screen for more than 5 minutes, especially if you are not actively talking about
it. So switch the dis-play off, or replace the slide with some form of ‘wallpaper'
such as a company logo.

Stick to the plan for the presentation, don't be tempted to digress — you will
eat up time and could end up in a dead-end with no escape!

Unless explicitly told not to, leave time for discussion — 5 minutes is
sufficient to allow clarification of points. The session chairman may extend this if
the question-ing becomes interesting.

At the end of your presentation ask if there are any questions — avoid being
terse when you do this as the audience may find it intimidating (ie it may come
across as any questions? — if there are, it shows you were not paying attention). If
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questions are slow in coming, you can start things off by asking a question of the
audience — so have one prepared.

Delivery. Speak clearly. Don't shout or whisper — judge the acoustics of the
room.

Don't rush, or talk deliberately slowly. Be natural — although not
conversational.

Deliberately pause at key points — this has the effect of emphasising the
importance of a particular point you are making.

Avoid jokes — always disastrous unless you are a natural expert. To make
the presentation interesting, change your delivery, but not to obviously, egg:

* speed;
« pitch of voice.

Use your hands to emphasize points but don't indulge in to much hand
waving. People can, over time, develop irritating habits. Ask colleagues
occasionally what they think of your style.

Look at the audience as much as possible, but don't fix on an individual — it
can be intimidating. Pitch your presentation towards the back of the audience,
especially in larger rooms.

Don't face the display screen behind you and talk to it. Avoid moving about
too much. Pacing up and down can unnerve the audience, although some animation
IS de-sirable.

Keep an eye on the audience's body language. Know when to stop and also when
to cut out a piece of the presentation.

Visual Aids. Visual aids significantly improve the interest of a presentation.
However, they must be relevant to what you want to say. A careless design or use
of a slide can simply get in the way of the presentation. What you use depends on
the type of talk you are giving. Here are some possibilities:
 Overhead projection transparencies (OHPS);

* 35mm slides;

« Computer projection: PowerPoint, applications such as Excel, etc.;

* Video, and film;

* Real objects — either handled from the speaker's bench or passed around;

» Flip-chart or blackboard — possibly used as a 'scratch-pad' to expand on a point.
Keep it simple though — a complex set of hardware can result in confusion

for speaker and audience. Slides and OHPs should contain the minimum

information necessary. To do otherwise risks making the slide unreadable or will



divert your au-dience's attention so that they spend time reading the slide rather
than listening to you.

Methodological recommendations:

1. Read and translate the text. Pay attention to the essential vocabulary, word
combinations and phrases as well as proper use of grammar while doing the
tasks.

2. Rewrite the words from the text in bold type, give their equivalents in
Kazakh or Russian (as you like) and make up your own sentences with them

3. Make up the plan of the text and prepare retell it

4. Answer the question:

1) What is English in Business Communication?

2) 2. The differences between written and spoken English.

3) 3. Should you be writing or speaking to the person concerned?

4) The difference between the purpose of your communication and what you
want to achieve.

5) Reasons why we may need to communicate with others in a business set-
ting.

5. Make up oral presentation about yourself using recommendations from the
given text



Theme 2: Features of written communication
Main points:

1. Official style of written communication.

2. Lexical aspect: thematic vocabulary; abundance of abstract verbs and nouns
with suffixes - Sami-ate, -ize, -tion, -ment,-ship; use of short words with an
amorphous semantic structure.

3. Grammatical aspect: the use of all the structural and semantic types of
predicates in the language; complex syntax; long attribute chains before
nouns; the presence of introductory phrases.

4. Strategies for perception, analysis, and creation of written texts of various
types genres, keeping a record (synopsis) of the main facts and thoughts
(from audio, video recordings, reading texts), theses of an oral
presentation/lecture, written report, written presentation design.

Task 2. Read and understand the text
Communication

Disciplinary Roots of Communication Research

The importance of communication in human affairs was recognized at the
dawn of scholarly inquiry, when Plato, Aristotle, and Isocrates undertook major
treatises on its role in politics, the courts, and epistemology. Its importance is no
less evident today in the renewed attention to communication processes recently
undertaken by many social sciences, as they attempt to understand the impact of
communication technologies on their own practices, as well as the effects on other
individuals, their relationships, institutions, and society.

Communication today is a broad discipline, including scholars from
academic departments of Communication, Speech Communication, and Mass
Communication, as well as groups in Information Systems, Library Science,
Management, and Family Studies. Communication research employs a wide range
of methodologies, including all types of quantitative and qualitative social
scientific research methods, mathematical modeling, simulation, and rhetorical and
discourse analysis. The field has also developed methods uniquely suited to its
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subject matter, such as content analysis, semantic network analysis, nonverbal
communication analyses, and phase mapping for the study of communication
processes over time. Communication inquiries range from the development of
general and abstract theories on how communication figures in social change, to
middle-range research on topics such as the impact of the Internet on interpersonal
relationships, to applied research on questions such as how communication
promotes learning in both physical and "virtual™ classrooms. Significant are-as of
communication research include:

« interpersonal communication

» nonverbal communication

» persuasion and social influence
e group communication

« organizational communication
« communication networks

« mediated communication

« communication technology and media studies
* health communication

« family communication

« instructional communication

* legal communication

« communication and public policy

The field of communication has important interdisciplinary connections as
well. Communication scholars from discipline-based departments have conducted
major research projects with colleagues from the fields of psychology, sociology,
in-formation systems, journalism, medicine, political science, and linguistics.
Some of these projects have brought multiple perspectives to bear on
communication phenomena such as the impact of media on adolescent health.
Communication scholars have contributed their unique view of social processes to
phenomena centered in another field, for example, the analysis of the role of
communication in urban decision-making. As the common currency of human life,
communication is often an integrating factor in interdisciplinary inquiries.

What distinguishes communication research from other, similar approaches
to social behavior? Often there is considerable overlap, and there is a healthy
exchange between communication research scholarship and that of other
disciplines. Yet, while communication outcomes are influenced by a host of
psychological and sociological factors that set the stage for interaction (e.g.,
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personality, goals, social skills, contextual and relational norms), the influences of
these factors frequently pale in comparison to actual communication dynamics,
once people commence interaction. For ex-ample, cognitive factors are likely to
exert their strongest influence early in conversations and to diminish in importance
as the interaction proceeds, as communicators ad-just to ongoing conversational
behavior. Thus, a focus on messages and patterns of messages is essential to
understanding the consequences of human interaction and the relationship between
what precedes and follows from it.

Unlike most other social sciences, the field of communication has industries
closely associated with it. The media and telecommunications industries — two of
the most important and fastest growing sectors of the economy in the late 20th and
early 21st centuries — have radically reshaped traditional patterns of social
interaction, work, politics, and economic activity. They have contributed greatly to
the increased pace of change and to the globalization that promise to be dominant
themes of the 21st century. The interactions between industry and communication
researchers suggest significant research questions and provide grounding for many
subjects of inquiry.

The discipline of communication — grounded in a rich and ever-expanding
intellectual tradition, generating a wide range of disciplinary and interdisciplinary
re-search, and engaged with major industries — is dedicated to addressing critical
social needs and improving lives through basic and applied research.

Theories of Communication

A message may move from the sender through the media to the receiver
with-out necessarily conveying ideas and getting them accepted. Yet ideas do get
accepted, and there are several theories about how this is done.

The two-step flow theory assumes that there is a definite group of “opinion
leaders” who get information from the media, analyze and interpret it, and then
pass it along to the public. The theory fails due to the fact that no permanent group
of people serves as opinion leaders on all subjects.

The multistep flow theory holds that there are opinion leaders on many
different subjects and that they have varying degrees of influence.

The opinion group theory is fairly well accepted. It recognizes opinion
leaders but does not assume that they are the sole influence on the formation of
public opinion. The basic emphasis is on the function of discussion in crystallizing
opinion. People of similar interests discuss mutual problems and arrive at common
conclusions. People try to conform to group opinion and to avoid disagreement
with the majority. Anyone may belong to several groups — at work, at church, at
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leisure. Grouping may be by age, occupation, place of residence, and so on.
Whenever there is a common interest, there is formal or informal grouping.

The diffusion theory was developed in the 1930s. It holds that there are five
steps in the process of acquiring new ideas:
» Awareness — the person discovers the idea.

« Interest — the person tries to get more information.
» Trial — the person tries the idea on others.

» Evaluation — the person decides whether the idea is in his or her own self-
interest.

* Adoption — the person incorporates the idea into his or her opinion.

In this model, the public relations writer is most influential at the awareness
and interest stages of the process. People, for example, often become aware of a
product, service, or idea through traditional mass outlets such as newspapers,
magazines, radio, and television. Indeed, the primary purpose of advertising in the
mass media is to create awareness, the first step in moving people toward the
purchase of a product or support of an idea.

At the interest stage, more direct media — pamphlets, brochures, direct mail,
videotape presentations, even conferences and symposiums — play an important
role. Once awareness has been created, people turn to more detailed information in
these direct media channels.

The hierarchy-of-needs theory has been applied in a number of disciplines,
including communication. It is based on the work of Abraham H. Maslow, who
listed basic human needs on a scale from basic survival to more complex ones:

* Physiological needs. These are the constituents of self-preservation. They
include air, water, food, clothing, shelter, rest, and health — the minimum
necessities of life.

* Safety needs. These comprise protection against danger, loss of life or
property, restriction of activity, and loss of freedom.

* Social needs. These include acceptance by others, belonging to groups, and
enjoying both friendship and love.

» Ego needs. These include self-esteem, self-confidence, accomplishment,
status, recognition, appreciation, and the respect of others.

« Self-fulfilment needs. These represent the need to grow to one's full stature
— simply as a human being or in terms of some special talent, gift, or interest.
Effective messages carry components of these needs from the standpoint of helping
people achieve them in some way. In sum we're talking about the self- interest of

12



the audience. Indeed, if you can keep in mind the self-interest of your target
audiences when formulating messages, you will be an effective communicator.

Most public relations activity is aimed at lower-level needs because people
are generally more concerned about their families, jobs, and homes than they are
about more abstract goals. Economics may get most of the attention, but don't
forget that there are many people who do have non-economic interests.

Applying Theory to Practice

Understanding the concepts of opinion formation, the process of information
diffusion, and the psychological needs of audiences has a great deal of practical
application for the public relations writer.

The diffusion model, for example points out that mass and direct media are
most important in the beginning stages of the process. Although the writer's goal is
ultimately to change attitudes and behavior, this is difficult to accomplish unless
the audience (1) is highly interested in the message, (2) is predisposed to accept it,
and (3) receives reinforcement of the message through their opinion leaders and
peer groups.

Consequently, most writers are realistic enough to have the limited
objectives of message exposure and accurate dissemination of the message, which
coincide with the interest and awareness stages of the diffusion model.

Methodological recommendations:

1. Read and translate the text. Make a summary of the text.

2. Give equivalents of the following words and word combinations in
Kazakh or Russian (as you like) and make up your own sentences with
them:

interpersonal communication, nonverbal communication, persuasion and social
influence, group communication, organizational communication, communication
networks, mediated communication, communication technology and media studies,
health communication, family communication, instructional communication, legal
communication, communication and public policy, message, patterns of messages,
conveying ideas, two-step flow theory, multistep flow theory, opinion group theory,
diffusion theory, emphasis, diffusion theory, awareness, interest, trial, evaluation,
adoption, mass outlets, pamphlets, brochures, hierarchy-of-needs theory,
physiological needs, safety needs, social needs, ego needs, self-fulfilment needs

3. Answer the questions:
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1) What distinguishes communication research from other, similar
approaches to social behavior?

2) What is the hierarchy-of-needs theory?

3) What is the two-step flow theory?

4) What is the multistep flow theory?

5) What is the opinion group theory?

6) What is the diffusion theory?

Task 3. Read and understand the text
Communication

Disciplinary Roots of Communication Research

The importance of communication in human affairs was recognized at the
dawn of scholarly inquiry, when Plato, Aristotle, and Isocrates undertook major
treatises on its role in politics, the courts, and epistemology. Its importance is no
less evident today in the renewed attention to communication processes recently
undertaken by many social sciences, as they attempt to understand the impact of
communication technologies on their own practices, as well as the effects on other
individuals, their relationships, institutions, and society.

Communication today is a broad discipline, including scholars from
academic departments of Communication, Speech Communication, and Mass
Communication, as well as groups in Information Systems, Library Science,
Management, and Family Studies. Communication research employs a wide range
of methodologies, including all types of quantitative and qualitative social
scientific research methods, mathematical modeling, simulation, and rhetorical and
discourse analysis. The field has also developed methods uniquely suited to its
subject matter, such as content analysis, semantic network analysis, nonverbal
communication analyses, and phase mapping for the study of communication
processes over time. Communication inquiries range from the development of
general and abstract theories on how communication figures in social change, to
middle-range research on topics such as the impact of the Internet on interpersonal
relationships, to applied research on questions such as how communication
promotes learning in both physical and "virtual" classrooms. Significant are-as of
communication research include:

« interpersonal communication
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* nonverbal communication

« persuasion and social influence
* group communication

« organizational communication
« communication networks

» mediated communication

« communication technology and media studies
* health communication

« family communication

« instructional communication

* legal communication

« communication and public policy

The field of communication has important interdisciplinary connections as
well. Communication scholars from discipline-based departments have conducted
major research projects with colleagues from the fields of psychology, sociology,
in-formation systems, journalism, medicine, political science, and linguistics.
Some of these projects have brought multiple perspectives to bear on
communication phenomena such as the impact of media on adolescent health.
Communication scholars have contributed their unique view of social processes to
phenomena centered in another field, for example, the analysis of the role of
communication in urban decision-making. As the common currency of human life,
communication is often an integrating factor in interdisciplinary inquiries.

What distinguishes communication research from other, similar approaches
to social behavior? Often there is considerable overlap, and there is a healthy
exchange between communication research scholarship and that of other
disciplines. Yet, while communication outcomes are influenced by a host of
psychological and sociological factors that set the stage for interaction (e.g.,
personality, goals, social skills, contextual and relational norms), the influences of
these factors frequently pale in comparison to actual communication dynamics,
once people commence interaction. For ex-ample, cognitive factors are likely to
exert their strongest influence early in conversations and to diminish in importance
as the interaction proceeds, as communicators ad-just to ongoing conversational
behavior. Thus, a focus on messages and patterns of messages is essential to
understanding the consequences of human interaction and the relationship between
what precedes and follows from it.
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Unlike most other social sciences, the field of communication has industries
closely associated with it. The media and telecommunications industries — two of
the most important and fastest growing sectors of the economy in the late 20th and
early 21st centuries — have radically reshaped traditional patterns of social
interaction, work, politics, and economic activity. They have contributed greatly to
the increased pace of change and to the globalization that promise to be dominant
themes of the 21st century. The interactions between industry and communication
researchers suggest significant research questions and provide grounding for many
subjects of inquiry.

The discipline of communication — grounded in a rich and ever-expanding
intellectual tradition, generating a wide range of disciplinary and interdisciplinary
re-search, and engaged with major industries — is dedicated to addressing critical
social needs and improving lives through basic and applied research.

Theories of Communication

A message may move from the sender through the media to the receiver
with-out necessarily conveying ideas and getting them accepted. Yet ideas do get
accepted, and there are several theories about how this is done.

The two-step flow theory assumes that there is a definite group of “opinion
leaders” who get information from the media, analyze and interpret it, and then
pass it along to the public. The theory fails due to the fact that no permanent group
of people serves as opinion leaders on all subjects.

The multistep flow theory holds that there are opinion leaders on many
different subjects and that they have varying degrees of influence.

The opinion group theory is fairly well accepted. It recognizes opinion
leaders but does not assume that they are the sole influence on the formation of
public opinion. The basic emphasis is on the function of discussion in crystallizing
opinion. People of similar interests discuss mutual problems and arrive at common
conclusions. People try to conform to group opinion and to avoid disagreement
with the majority. Anyone may belong to several groups — at work, at church, at
leisure. Grouping may be by age, occupation, place of residence, and so on.
Whenever there is a common interest, there is formal or informal grouping.

The diffusion theory was developed in the 1930s. It holds that there are five
steps in the process of acquiring new ideas:

» Awareness — the person discovers the idea.

* Interest — the person tries to get more information.
* Trial — the person tries the idea on others.

» Evaluation — the person decides whether the idea is in his or her own self-
interest.
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* Adoption — the person incorporates the idea into his or her opinion.

In this model, the public relations writer is most influential at the awareness
and interest stages of the process. People, for example, often become aware of a
product, service, or idea through traditional mass outlets such as newspapers,
magazines, radio, and television. Indeed, the primary purpose of advertising in the
mass media is to create awareness, the first step in moving people toward the
purchase of a product or support of an idea.

At the interest stage, more direct media — pamphlets, brochures, direct mail,
videotape presentations, even conferences and symposiums — play an important
role. Once awareness has been created, people turn to more detailed information in
these direct media channels.

The hierarchy-of-needs theory has been applied in a number of disciplines,
including communication. It is based on the work of Abraham H. Maslow, who
listed basic human needs on a scale from basic survival to more complex ones:

* Physiological needs. These are the constituents of self-preservation. They
include air, water, food, clothing, shelter, rest, and health — the minimum
necessities of life.

* Safety needs. These comprise protection against danger, loss of life or
property, restriction of activity, and loss of freedom.

* Social needs. These include acceptance by others, belonging to groups, and
enjoying both friendship and love.

» Ego needs. These include self-esteem, self-confidence, accomplishment,
status, recognition, appreciation, and the respect of others.

» Self-fulfilment needs. These represent the need to grow to one's full stature
— simply as a human being or in terms of some special talent, gift, or interest.
Effective messages carry components of these needs from the standpoint of helping
people achieve them in some way. In sum we're talking about the self- interest of
the audience. Indeed, if you can keep in mind the self-interest of your target
audiences when formulating messages, you will be an effective communicator.

Most public relations activity is aimed at lower-level needs because people
are generally more concerned about their families, jobs, and homes than they are
about more abstract goals. Economics may get most of the attention, but don't
forget that there are many people who do have non-economic interests.

Applying Theory to Practice

Understanding the concepts of opinion formation, the process of information
diffusion, and the psychological needs of audiences has a great deal of practical
application for the public relations writer.
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The diffusion model, for example points out that mass and direct media are
most important in the beginning stages of the process. Although the writer's goal is
ultimately to change attitudes and behavior, this is difficult to accomplish unless
the audience (1) is highly interested in the message, (2) is predisposed to accept it,
and (3) receives reinforcement of the message through their opinion leaders and
peer groups.

Consequently, most writers are realistic enough to have the limited
objectives of message exposure and accurate dissemination of the message, which
coincide with the interest and awareness stages of the diffusion model.

Methodological recommendations:

4. Read and translate the text. Make a summary of the text.

5. Give equivalents of the following words and word combinations in
Kazakh or Russian (as you like) and make up your own sentences with
them:

interpersonal communication, nonverbal communication, persuasion and social
influence, group communication, organizational communication, communication
networks, mediated communication, communication technology and media studies,
health communication, family communication, instructional communication, legal
communication, communication and public policy, message, patterns of messages,
conveying ideas, two-step flow theory, multistep flow theory, opinion group theory,
diffusion theory, emphasis, diffusion theory, awareness, interest, trial, evaluation,
adoption, mass outlets, pamphlets, brochures, hierarchy-of-needs theory,
physiological needs, safety needs, social needs, ego needs, self-fulfilment needs

6. Answer the questions:
7) What distinguishes communication research from other, similar
approaches to social behavior?
8) What is the hierarchy-of-needs theory?
9) What is the two-step flow theory?
10) What is the multistep flow theory?
11) What is the opinion group theory?
12) What is the diffusion theory?
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UNIT 2 “FEATURES OF BUSINESS CORRESPONDENCE”

Theme 3: Business letter. Types of business letter
Main points:

1. Basic rules for writing business letters (clarity, brevity, politeness).
Structure and semantic parts. Message header (header). The sender's
address. Pointing to the link. Recipient's name and address. Introductory
statement. An indication of the General content of the message. Main
text. The final formula of politeness. Signature. Applications.

2. The structure of Business letter. Content and style. Order and sequence in
the letter. Lexical and grammatical features.

3. Example of Business letter.

Tasks:
1. Learn new vocabulary
Active Vocabulary

margin — mosie (CTpaHHUIIbI)
envelope — kouBepT
address — agpecoBaTh

intend — nMeTh HaMEpEHIE
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otherwise — B IpOTHBHOM clTy4yae

colon — nBoeToume

prompt — 3acTaBisTh

inquire — BBISICHATH

be unable — ObITh HE B COCTOSHUM
subsequent — mocnenyrommii

polite — BexXIMBBIHA

accept apologies — npuHATh, H3BUHEHUS
cause trouble — BeI3BaTh HEMPUATHOCTH
apologize — u3BuHATHCS

take steps — npuHUMATH MEpBI

occur (about the mistake) — cimygarbes (00 ommoke)
Yours faithfully — Mckpenne Bam
Yours sincerely — Mckpenne Bam
owing to — Giarogaps

unfortunately — x coxxaseHuro

be delighted — ObITh B BoCXHILIEHUN
regret — coxxanerb

take into account — npuHUMAaTh BO BHUMaHHUE

2. Read the rules for writing and processing business letters

Writing any business letter in English is subject to the General rules.

A business letter is a communication of an official nature that takes place in a
written form that has a certain, strictly established format.

Brief rules for writing a letter:

1) the email must be printed on a computer;
2) it should not be longer than one page;
3) the margins should not be too narrow;

4) the letter should be divided into complete paragraphs.
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Your address should be located in the upper-right corner. It is written in the
following order: name, street, house, city, zip code, country. After 1-2 lines, the
date should be printed under the address. There should be two empty lines before
the address. All left alignments. Through the line is the address: Dear Sir when
addressing a man or a stranger; Dear Ms when addressing a woman.

The paragraphs of your letter should be separated from the address and from
each other by an empty line. Two lines are skipped after the last paragraph, and it
is usually written Sincerely yours. Leave more space (4-6) lines for the caption and
type your name.

Addresses in England and America have the following format:

Ms J. Simpson Product Information Manager
Foreign Rights Manager MeCraw-Hill Book Co
Chapman & Hall Ltd. 1221 Avenue of the Americas
11 New Fetter Lane New York, N.Y.10020

London EC4P 4EE USA

England

Pay attention to the zip code and abbreviations of state names. The
differences between British and American styles are shown in the following

diagram:

British Letter American Letter
(Date)
12th December, 20 — December 12,20 —
12 December 20 —
12 Dec. 20 -
(Salutation)
Dear Sir, Dear Mrs. Smith,

Dear Madam,
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For the attention of Mr. E. Dear Madam:

Wilson Dear Mrs. Smith:
Dear Sirs, Attention: Mr. E.C. Wilson
Dear Sirs: Gentlemen:

(Complementary Close)
Yours faithfully,
Yours sincerely,
Sincerely yours,

Yours truly
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3. The structure of a business letter

Business letters are written in the prescribed form on printed printed

forms.

1. Title. The title is most often printed on letterheads by typographic
method and contains the name of the organization or firm that the email
Is coming from, its address, phone numbers, code names, and other
information. All-Union names foreign trade organizations are written in
Latin script, for example: Sojuzexport

2. Date. The most common ways to write dates are as follows:

20th May, 19... (read) the twentieth of May, 19...

May 20, 19... (read) May the twentieth, 19...

3. Address. The recipient's address is written on the left side of the email in
the following format:

1) name of the organization (or surname of the official);

2) house number, street name;

3) name of the city (including postal district or state);

4) name of the country.

Don't put a dot in email headers and dates.

4. Opening address. The most common forms the opening address is:

Dear Sirs, Dear Sirs!

Gentlemen: Gentlemen! (the form most commonly used in the United

States)

After the opening address, a comma is placed in the UK, in the US — colon.

5. The text of the letter. The entire text is divided into paragraphs without

using red

lines. An explanation of the main text is often given before it content.

Examples

1 Re: (read: regarding) Order No.... for Working Drawings.

Note:-Re-abbreviation of the Latin expression in re — "on a case". It

means
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""concerning” or "concerning".
2 About: Contract No. 2535/45.
3 Subject: Order for Pumps.

The main text should be placed in the Central part of the message.

The main idea of the letter can start with the reason for the request: "I
am writing
toyouto..".

No arbitrary abbreviations or changes are allowed in a business letter
names of Soviet and foreign organizations, associations, or firms.For
example, the Embassy of the Arab Republic of Egypt cannot be called
Egyptian the Embassy. Abbreviated grammars are also not allowed in the
text of a business letter. For example, you can't write we shan't, we don't, it
can't, it won't, we'll, etc.. a should write: we shall not, we do not, it cannot it
will not, we shall (will), etc. Are also written with capitals:

1) all words in headings (except articles, prepositions, and conjunctions),
including

abbreviations;

2) words denoting state and national affiliation (Russian, English. French,
etc.);

3) names of organizations, firms, departments, offices, etc.;

4) geographical names;

5) names of months and days of the week;

6) words in introductory addresses;

7) the first word in the final politeness formula;

8) names of documents and objects.

6. The final formula of politeness. As a final formula politeness is usually
used:

Yours faithfully sincerely

Respectfully yours
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Usually the letter ends with a statement of gratitude (“'Thank you for
your prompt help...") and the greeting "Yours sincerely," if the author knows
the recipient's name and "Yours faithfully" if not.

The formulas Yours truly and Yours sincerely in business
correspondence, as a rule, used in the United States.

7. Signature. After the final formula (sometimes) put a comma and then
signature. Signature, transcript of signature, position follow each other in a
line in the left or right corner of the message. Sometimes a letter can be
dictated by one person and signed by another, usually a Secretary. For
example, the Director, going on a business trip, left a task to the Secretary
print the message. In this case, the signature will look like this:

pp Diana Price

David Bradly

Managing Director

where pp (per procurationem — lat.) means by proxy, for someone.

8. Appendix. If a business letter is sent to the addressee in the same
envelope any materials, such as specifications, catalogues, etc., are included
in the email the Encl mark., an abbreviation for the word Enclosure
"application”, which put it in the lower-left corner of the email, after the

signature.

3. Example of Business letter

Mr Nikolay Roshin
ABC-company

Office 2002, Entrance 1B
Tverskaya Street
Moscow

RUSSIA 20 June 2004
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Dear Nikolay,

I'm writing to you in regard of your enquiry. Please find enclosed our
information pack which contains our brochures and general details on our schools
and summer centres.

In England we have two schools, Brighton and Bath, both beautiful locations
which | am sure you and your students will like. Our schools are located in
attractive premises in convenient, central positions. Brighton is a clean and safe
town with a beautiful bay and countryside nearby. Bath is one of the most famous
historic cities in England, famous for its Georgian architecture and Roman Baths.

Accommodation is provided in host families chosen for the ability to provide
comfortable homes, a friendly welcome and a suitable environment, in which
students can practice English and enjoy their stay. We have full-time Activities
Organisers responsible for sports, cultural activities and weekly excursions.

Please complete and return the enclosed registration form in order to receive
more brochures and other promotional materials.

| look forward to hearing from you and later hope to welcome your students
to our schools and summer centres.

Yours sincerely,
Tomas Green

Managing Director

Methodological recommendations:
1. Work with active vocabulary, give its Kazakh equivalents.
2. Work with the table
An important component of working in a company is the ability to compose
business letters (Appendix I). How do | write letters in English? There are
official and unofficial emails. Official letters are called Business Letters, and

unofficial letters are called Personal Letters.
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Read and translate the information in table 4 about the differences between

business and personal emails.

Business Letter

Personal letter

1) Style formal —
Dear Sir,/Mr. X, (you may have a colon
(Am) instead of comma (Br) or no

punctuation marks)

1) Style informal —
Dear Allan, / Hallo Allan/ Hi Allan /
My

dear Paula etc.

2) typed

2) handwritten usually

3) reader’s / receive name and address

4) the exact date: January 2, 19 xx

the

5) references

6) no contractions

6) you use contractions: I’m, it’s,

we’ve, you’d etc.

7) a formal ending: Yours faithfully,

Yours sincerely

7) informal ending: Love, Best wishes,
As always, Keep in touch, Yours as

ever, Yours affectionately, etc.

8) signature

8) only your first name

9) your name and job under your signature

10) your address (more usually it is now
written in the upper left or right corner of
the letter)

10) not necessary if you write to your

friend

3. Tell, is the next letter personal or business?

1.Government of Canada

3.0ffice of the Chairman

2.December 8, 1996
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Public Service Commission
Ottawa, Ontario

KIA ON7

4. Attention: P. Smith

5. Dear Sir:

6.Ref. PC Program analyst

7.Yours sincerely,

8. A. Robertson

Director

General Services Division
9.AP/CL

10.Encl

11.cc: D Dube

4. Have you ever received business letters or e-mail messages? Here are
some thoughts on the importance of writing business letters. Restore the logic
of the statement by placing the following phrases in the correct order:
Before you write your next business letter, ...

1) up on discussion for confirmation purposes.

2) ___ must ask: is a letter necessary? There are many

3) __ failed. They are necessary when it is

4) _ record of something. They are necessary to follow
5) _ call may be the better

6) __ there is an important question you

7) ___ solution. Letters are necessary

8) occasions when a face-to-face
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9) __ when face-to-face discussions have
10) __ meeting or a telephone

11) __ important to have a permanent

5. Using information about Basic rules for writing business letters, giving
before, relate the parts of the message and their names: date; main paragraph;
etterhead; references; salutation; introduction paragraph; concluding paragraph;
recipient’s address; sender’s address; typed signature; complementary ending;
enclosure; title (position); signature.

1) WIDGETRY, LTD

2) 6Pine Estate, Westhornet, Bedfordshire, UB 18 22 BC

Telephone 901723456 Telex X238WID Fax 901767893

Michael Scott, Sales Manager, Smith&Brown, pic.

3) Napier House,

North Molton Street,

Oxbridge OB 84 9TD

4) Your ref. MS/WID/1S/88

Our ref. ST/MN/10/88

5) 31 January 20

6) Dear Mr. Scott

7) Thank you for your letter of 20 January, explaining that the super widgets.
Before | place a firm order | would like to see samples of the new super widgets. If
the replacement is as good as you say it is, | shall certainly wish to reinstate the
original order, but placing an order for the new items.

8) Apart from anything else, | should prefer to continue to deal with Smith and
Brown, whose service has always been satisfactory in the past. But you will
understand that I must safeguard Widgerty’s interests and make sure that the
quality is good.

9) I would, therefore, be grateful if you could let me have a sample as soon as

possible.
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10) Yours sincerely,

11) ﬁ.k'i_",'n I .h_,ﬁ ‘?J\\f\ LV
11) Simon John

12) Production Manager
13) Encl.

6. Write business letters according to the tasks:

Letter 1.
Partners
Mr. W. Baker Mr. N. Kainashi
Sales Manager Export Department
Tools Ltd. Wishinata
Adresses
553 Broad Street 64 Market Square
Harrisburg PA Singapore
17285 USA

1) Mr. W. Baker is sending Mr. N. Kainashi an order for spare part. He informs his

parner of it in a covering letter. Help Mr. W. Baker to write the letter.

2) Do not forget to mention that the order is signed.

3) Your letter must contain the necessary framing elements.

Letter 2.

Partners
O. Simonov T. Gupta
General Manager Manager

Russian Hotel

Gopal Traders Ltd.

Adresses
36 Pokrovsky Blvd. 23 Chittaranijan Road
Moscow 118306 Madras
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Russian Federation India

Russian Hotel has orders for Indian spices and nuts from several first-class
hotels in Moscow. Write an enquiry for Russian Hotel to Gopal Trades Ltd. of
India along these lines:

1) Introduce your firm. Russian Hotel is a trading organization engaged in
importing different products (often foodstuffs) for their client including a number
of firstclass hotels in Moscow.

2) Say that you wish to know what kinds of spices and nuts Gopal Traders Ltd.
have to offer.

3) Ask the Indian firm to send you some brochures and price lists.

4) Express hope in establishing close business relations with the firm.

5) Do not forget to sign your letter properly

Forms of control:
1. Attentively examine the rules of writing business letter and make short notes
of them
2. Given task should be completed in written form

3. Deadline for submitting tasks — during the 3d - 4" weeks.
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Theme 4: Types of business letter: Inquiry letter. Letter response.
Main points:
4. Basic rules for writing Inquiry letters (clarity, brevity, politeness).
Request for Information (Inquiry) Letter.
5. The structure of Inquiry letters. Content and style. Order and sequence in
the letter. Lexical and grammatical features.
6. Example of Inquiry letter.

Tasks
1. Read about features of Inquiry letter
Request for Information (Inquiry) Letter.

A request for Information (Inquiry or Inquiry Letter) is sent when necessary:

- get more detailed information about the product you are interested in or service;

- find out if they are available;

-get information about delivery terms and discounts, and the method
transportation, insurance conditions;

- get information about product prices;

- get catalogs and product samples.

When a company receives an Inquiry Letter asking them to send detailed
information about its products, product or service, in the response letter it is very
important to make a favorable impression on a potential client or partner. A polite,
well-written response is required contribute to the creation of such an impression.
1. Appeal
Dear Mr, Ms
2. Gratitude for your attention
Thank you for your letter of ...

We would like to thank you for enquiring about... / We would like to thank you
thank you for your interest...

3.Providing the required information

We are pleased to enclose ... / We are happy to invest...

Enclosed you will find ... -/ in the attached file you will find...

We enclose ... / We work hard...

4.Answer additional questions

We would also like to inform you ... / We would also like to inform you about...
Regarding your question about ... /Regarding your question about...

In answer to your question (inquiry) about ... / Answering your question...
5.Expressing hope for further fruitful cooperation

We look forward to hearing from you. / We hope to hear from you again.
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We look forward to receiving your order. / We hope to get an order from you.
We look forward to welcoming you as our client (customer). / We hope that
you will become our client.
6.Signature
Remember, when you address a person whose name you don't know, you
should write "Yours faithfully' and, when the name is known, 'Yours sincerely".

Example of Inquiry Letter

Jackson Brothers
3487 23rd Street New York, NY 12009
September 12, 2000
Kenneth Beare
Administrative Director
English Learners & Company
137
2520 Visita Avenue
Olympia, WA 98501

Dear Mr Beare

Thank you for your enquiry of 12 September asking for the latest edition of
our catalogue.

We are pleased to enclose our latest brochure. We would also like to inform
you that
it is possible to make purchases online at http://jacksonbros.com.

We look forward to welcoming you as our customer.

Yours sincerely,

(Signature)

Position

Methodological recommendations:
1. Write a letter to NTG Company asking them to consider attached draft
contract.
Exercise 1. Write a covering letter to NTG Industries sending a draft contract as an
enclosure.
NTG is an English firm located in Edinburg, Mortimer Street, 101. Ask the firm to
consider the draft and to make the necessary alterations.
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Exercise 2. You are sending samples of cotton fabrics to Alexio Textile Company
in Greece. The company’s address is 162 Omonia Square Athens. Write a covering
letter.
2. Write the addresses according to the rule.

O O NSO DN b~ WN -

el el e e e e
O 00 NN O D W DN - O

Mathews & Wilson
Ladies’ Clothing
General Manager
75 High Street
Glasgow 411503
Scotland

W 13

Chicago, 1 Lin. 1562
21 Conduit Street
W.ST. Avery Ltd.
Mr. Simpson

3. You have found different parts of many letters; choose what phrases
you should use: a) at the beginning of a business letter; b) in the

middle; c) at the end.

. Further to our telephone conversation ...

. We enclose with the letter the design documents.
. Regards.
. | look forward to hearing from you.

. We have pleasure in informing you ...

. We look forward to a visit of the President ...
. Best regards.
. In connection with your inquiry ...
. Yours sincerely.

. We thank you for your letter dated 23 March, 2010.

. It allows us to make a decision.

. In confirming our talk with your representative ...

. In reply to your letter dated ...
. We wish to inform you ...

. Yours faithfully.

. We have to inform you ...

. We highly appreciate the work you have done for us.

. Please, contact us as soon as possible.
. ’'m looking forward to meeting you soon.
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4. Join the ideas using the connectives.

Example: We should be delighted to take a group of your students/ Our company
regulations limit maximum numbers of groups to twenty.

We should be delighted to take a group of your students, however (please,
take into account that) our company regulations limit maximum numbers of groups
to twenty.

1. We have received your message concerning the date of the visit/ Arrange your
visit for early 2009.

2. Our company reserves the right to send off he premises any members of the
group who misbehave/ It should not happen.

3. Our company makes a small visiting charge/ This includes the price of lunch.

4. We should like visiting groups to report to our office on the date of the visit/ Do
please contact at the above address at 8 am.

5. Look at these letters. Which one is:
a. thanking, b. arranging, c. confirming,
canceling.

d. inviting, e. accepting, f.

Read the letters and underline the words and expressions that helped you get the
answers.

1 2

February 2, 2010
Dear Mr Oliver Schmutz:

| am pleased to be able to invite you to
the Annual Conference of Packagers,
which will take place in Los Angeles 4-
7 July.

| enclose a program with details of the
speakers and the various topics that
have been proposed, together with a
registration form. On receipt of your
form we will send you details of
accommodation in Los Angeles,
together with a booking form. Any
further enquiries should be sent to me at

February 5, 2010
Dear Oliver

Thank you very much for
hospitality while | was in Portland.

It was very useful to see the new
warehouse and | hope to be able to
implement some of your suggestions
here in Germany.

| look forward to seeing you when
you come to Frankfurt in the fall.

your

Best regards,
Dieter
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the above address.
| look forward to seeing you in Los
Angeles in July.

Sincerely,
Sheila Legl

February 9, 2010
Dear Mr Schmutz:

Unfortunately Ms Gilbertson is not able
to keep the appointment with you on
Wednesday, February 11 at 2.20 as an
urgent matter will prevent her from
travelling to Portland.

Please accept her apologies. She will
contact you as soon as she returns to

HQ.

February 11, 2010
Dear Mr Schmutz:

We are pleased to confirm your
reservations for one single room with
bath from February 22 to 24.

Please let us know your time of arrival
and departure.

Sincerely yours.

5
February 9, 2010

Dear Sir / Madam:

Please reserve a single room with bath
for the nights of February 22, 23, 24.

| would be grateful if you could
confirm my reservation.

Sincerely,
Oliver Schmutz

February 8, 2010
Dear Mr Riddlestone:

Thank you for your invitation to attend
the opening of your new training center.
| would be most pleased to attend and
look forward to seeing you there.

Best regards,
Oliver Schmutz

Forms of control:

4. Attentively examine the rules of writing Inquiry letter and make short notes

of them

5. Given task should be completed in written form
6. Deadline for submitting tasks — during the 5 week
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Theme 5: Types of business letter: Order letter (order confirmation). Letter of
complaint.
Main points:

7. General characteristics of Complaint letter.

8. The structure of Complaint letter. Content and style. Order and sequence

in the letter. Lexical and grammatical features.
9. Description of the problem in Complaint letter.
10.Apology Letter.

Tasks
1. Read about features of Complaint letter
General characteristics of Complaint letter

A letter containing a complaint or complaint about the quality of the purchased
product
the product and services provided is called a Complaint Letter. The main purpose
of such a letter - send full information about the problem. The letter can also act as
an official document notifying you of the need perform verification and
troubleshooting.

In business practice, the main reasons for sending letters of complaint are the
following:

- short delivery);

- delivery of substandard goods or not those goods that were

ordered (substandard or wrong goods);

- delays in delivery);

- sending to the wrong address (misdirection and errors in addressing);
- damage to the product (damages of goods);

- manufacturing defects detected during equipment operation.

The letter must contain all the necessary information concerning this service or
product. Write the full product name and description, and the date purchasing or
specifying a service, etc. Your goal is to explain all the details, but not overload the
email with unnecessary details. In addition, you must specify your suggestions,
terms and conditions for troubleshooting.

2. Who should | address this letter to?

When purchasing a product or entering into a service agreement you get the
contact address or phone number of the person who can solve everything
difficulties encountered. Usually in small companies these issues are resolved
owner of the company. In mid-level organizations-his Deputy or the highest
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management team. In large companies, there is usually a Department for working
with a client who deals with such issues.

The structure of Complaint letter. Content and style.

1. Introduction

Name of Contact Person

Full name of the recipient (if known)

Consumer Complaint Division

Street Address

City, State, Zip CodeTitle, if available

Dear (Contact Person):
Appeal

2. Introduction containing information about the purchased product or

service.

On (the 1st of July), I (bought, leased, rented, or had repaired) a (name of the
product, with serial or model number or service performed) at (location and other
important details of the transaction).

I am writing to draw your attention to a problem in your customer service
section.

I wish to complaint in the strongest possible terms about the treatment |
received from a member of your staff.

I wish to complaint in the strongest possible terms about the treatment |
received from a member of your staff.

| am writing to complain about the quality of the product | purchased on-line
from your website.

| am writing in connection with the negative attitude of a member of your staff.

3. Description of the problem.

Unfortunately, your product (or service) has not performed well (or the service
was inadequate) because (state the problem). | am disappointed because (explain
the problem:
for example, the product does not work properly, the service was not performed
correctly, | was billed the wrong amount, something was not disclosed clearly or
was misrepresented, etc.). — K coxanenuto, Bam ToBap (yciiyra) He OTBEYACT
HEOOXOIMMBIM TPeOOBaHMSM, TaK Kak (ykasbiBaeTcs mpobiiema). S pazouapoBaH,
MOCKONIBKY (OOBSICHSIETCS CHUTyallus: Hampumep, OpuObop IUIOXO0 paboraer
HCKA4YCCTBCHHO, MHC IPCAbABUIIA HCIIPABUIIBHYIO CYMMY K OIUIATC, YTO-TO HC
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OBUTO OOBSICHEHO). — OKIHINIKE Opai, Ci3iH TayapbhlHBI3 (KBI3MET KOPCETYiHi3)
KaKETT1 TajanTapra cail KelMei i, oiTKeH1 (TyblHIaFaH Macene kepceTiesnal).Men
KOHUTIM KaJIJIbl, OUTKEeH1 (KaFaail TYCIHAIpLIeal: MbICaJbl, KYPBUIFBI HaIlap KYMBIC
1CTel/ 11, MaFaH JIYPbIC €MeC TOJIEM COMAChl YChIHBUIJIBI, O1pJICHE TYCIHAIPLIMEI1)

The equipment | ordered has still not been delivered, despite my phone call
to you
last week to say that it was needed urgently. — 3aka3anHoe 00opy0BaHHE BCE €IIe
HE JTOCTaBJICHO, HECMOTPS HA TO, YTO S YK€ 3BOHWJI BaM Ha MPOILION HEene U
COOOIIHUII, UTO
OHO TpeOyeTcsi HEeMEMJIeHHO. - MeH ci3re OTKEH anTaja KOHbIpay IIaJIblIl,
xabapJiaraHbIMa KapaMacTaH, TaIllChIpbIC OeplIreH >KaOJbIK oIl KETKI3UIMETeH OJl
Jepey Kaxer.

To resolve the problem, | would appreciate it if you could (state the specific
action you want — money back, charge card credit, repair, exchange, etc.).
Enclosed are copies of my records (include copies of receipts, guarantees,
warranties, cancelled checks, contracts, model and serial numbers, and any other
documents). — Jlist pertrenust mpo0JeMbl 51 ObLT ObI OJ1aro1apeH BapraHTy, eCiii Obl
BbI (YKa3bIBAIOTCS Balllk TPEOOBAHUS: BEPHYJIM JACHBIH, KPEIUT, TIPOBEIIA PEMOHT,
pou3Besid 0OMeH U T.1.) Konuu JOKYMEHTOB NMpHIararoTcs (MIPHIIOKUTE KOITHH
KBUTAHITMHU, TAPAHTUHHBIN TAJIOH, aHHYJWPOBAHHBIC YEKH, KOHTPAKTHI M JIPYTHE
JTOKyMeHTBhI).- Erep ci3 (o3 TamanTapblHBI3Ibl KOPCETECi3: aKIlaHbl, HECHEHI
KalTapcaHbl3, KOHAETIN OEpCeHI3, aybICTHIPhIN OepceHi3 xoHe T.0.) Kykarrapabiy
Keuripmenepit OepuireH  (TyOIpTEKTEepAlH KOIIPMECIH, KEeMUIAIK TaJOHbIH,
YKOMBIIIFAH YEKTep/Il, KeTiCIM-IIapTTapAbl ®KoHEe 0acka KyXaTTapJlbl Koca TipKeHI3
YKOMBUTFaH YeKTeP 11, KeTICIM-IIapTTapabl )KoHE 0acKa Ky>KaTTapbl Koca TIPKEHI3)

| look forward to your reply and the resolution of my problem, and will wait
until (set a time limit) before seeking help from a consumer protection agency or
the Better Business Bureau. Please contact me at the above address or by phone at
(home and/or office numbers with area code). — S »nmy Bamero orBeTa C
perieHreM o Moel npobieme u Oyay *aaTh A0 (YKa3bIBaeTCs KpalHUM CPOK)
mpexae 4YeM OOpaTUThCs 3a TMOMOIIBI0 B OpraHM3aIMi0 10 3alluTe IpaB
noTpeduteneit. CBSKUTECh CO MHOW MO CIEAYIIIeMY aapecy wWin TenaehoHy
(Yka3pIBaeTcsi agpec W HoMep Tenedona). - MeH ci3nmiH >kayaObIHBI3IBI MEHIH
npobiemMaM OOWBIHINIA IIENIIMMEH TYTBHIHYIIBLIAPIBIH KYKBIKTaphIH KOpFay
XKOHIHAET1 YHbIMFA KOMEK cypamMac OypblH (Mep3iMi KepceTiiell) KYTeMIHIO
Maran keneci MEKeH-kail HeMece TeeOH apKbUIbl XabapiiachbiHbI3 (MEKEH-Kailbl
MeH TenedOoH HOMIP1 KOpCETLIel).
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Please deal with this matter urgently. | expect a reply from you by tomorrow
morning at the latest. — IToxanyiicta, pemuTe 3Ty npodaeMy HeMeIeHHO. S Ky
BaIlleTO OTBETAa HE IMO3JHEE 3aBTPAITHETO yTpa. - bysl MoceneHi aepey IIenTiHi3.
MeH ci3/11H )KayaObIHbI3/bl €PTCHHEH KEIIIKTIpMEH KYTeMiH.

1 insist on a full refund otherwise I will be forced to take the matter further...
— 4 HacTanBarO Ha TIOJJHOM BO3MENICHUH PACXO0/0B, HHAYEC 5 Oyy BBIHYXKIIEH ... -
MeH WBIFBRIHAAPABI TOJNBIK OTEYAl Tajalm €TEeMiH, JiTmece MeH ... MIKOyp
00JIaMbIH

Unless | receive the goods by the end of this week, | will have no choice but
to cancel my order. — Eciu st He ToJIy4y JaHHBIM TOBap J0 KOHIIA HEJCIH, Y MCHS
He OymeT Apyroro BbIOOpa, KpoMe Kak aHHYIWpOBaTh 3aka3. - Erep meH Oy
OHIM/II anTaHbIH COHbIHA JICHIH ajla ajJiMacaM, TalChIPBICTHI KOIOJaH Oacka aman
OoJIMaiibI.

| hope that you will deal with this matter promptly as it is causing me
considerable inconvenience. — S Hameroch, BeI pazbeperech C ATHM JEIOM
HEMEJJICHHO, TTOCKOJIbKY 3TO
JIOCTABJISIET MHE cepbe3Hble HeyaoOcTBa. - Ci3 Oyi icTi OipAeH TyciHeci3 Jien
YMITTEHEMIH 6MTKEH1 MaFaH eJieyJ KOJIaNChI3IbIKTap OKeIe/i

End of the letter
Yours sincerely/Yours faithfully
Your name

4. An Apology Letter is sent in response to the Complaint Letter. We
should start with expressions of regret, personal concerns about the current
situation. You need to explain what steps to take will / have been taken to fix
the problem and avoid its recurrence in the the future. Below you will find a few
phrases used when writing Apology Letter.

Expression of appreciation for reporting the situation:
- Thank you for bringing the matter/issue/problem to our attention. — Cmacu6o, 4to
cooOIHIN HaM 00 3ToM Jeiie / mpooiieme.

- [ appreciated your advising me of this incident... — J[;11 MeHsI OueHb BaXKHO Bailie
COOOIIICHHE.

Expression of regret:

- We are very sorry to hear that... — Ham Tsbxesno cisliath 00 3TOM..

- | am very sorry for this situation... — 51 o4eHp coXaliel0 O CIIOKHBIICHCS
CUTYaI[UH.

Apology:

- We apologise for... — Ml mpocum mpotieHus 3a. ..
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- Please accept our apologises for... — [Ipumurte Ham U3BUHEHHUS. . .
Explanation of the company's actions:

- Please be assured that we will... — ByasTe yBepeHbl, 4YTO MHI. ..
- You have my assurance that ... — { rapaaTupyro Bam...
- To compensate for the inconvenience caused... — Jlus Bo3MemeHUs

NPUYUHEHHBIX HEYJIOOCTB. ..

- We are doing everything we can do to resolve the issue. — Mb1 aemaem Bce
BO3MOYKHOE JIJISl PEIICHUs MpoOIIeM

- | can assure you that this will not happen again. — O6emaro, 4To 3TO BIPEIb 3TO
HC ITIOBTOPHUTCA

- | am trying to sort it out/sort the problem out as a matter of urgency. — 51
IBITAIOCH Pa300paThes C 3TUM / PEIIUTh ATY MPOOIEMy HEMEICHHO

- Please return the faulty goods, and we will refund you/repair them/replace them.
— Iloxanyiicta, BEpPHUTE HEKAYECTBEHHBIA TOBAp W Mbl BO3MECTUM Balld
3aTpaThl/pon3BeIeM PeMOHT/0OMEHsIEM €To.

Reminder of the great importance for joint cooperation:

- We value your custom highly. — 1511 Hac oueHb BaKHO COTPYHHYECTBO C BAMHU.

- Your satisfaction is our priority. — Jlns Hac SsBISETCS HPUOPUTETHBIM
YAOBJIETBOPEHUE BaIlIUX MOTPEOHOCTEM.

Methodological recommendations:

1. Read the rules of writing Complaint letter.

2. Rewrite the phrases with translation using for description the problem
and make up sentences with them.

3. Rewrite expressions in Apology Letter, give their Kazakh equivalents
and use them in your own sentences.

4. Match the verbs in column A to the nouns in column B.

A B

1. enclose a. an appointment

2. make b. a conference

3. attend c. atable

4. book d. a registration form
5. reserve e. a reservation

6. confirm f. room

Now complete this letter using some of the above expressions.
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Dear Emil

Thank you for your letter of 3 July asking me to the
in September of this year. | my

Please for four nights at the nearest hotel.

| would like to meet Mr Paterson on the second night of the conference. Please
for two people in the restaurant for that night.

18 July 2010

oA WNPR D

5. Match the function in column A to the words you would use in column

B.

. inviting

. accepting

. confirming
. arranging

. canceling

. thanking

B

a. | am pleased to confirm your meeting
with Ms Smith ...

b. Thank you for your hospitality while
I was in Bangkok ...

c. I will be pleased to attend the launch
of your new range of ...

d. Please book a room for the night of
27 July ...

e. We are pleased to invite you to the
launch of our new range ...

f. I am afraid | will not be able to keep
my appointment on ...

6. You are working at a big company as a Personal Assistant to Managing
Director. In a month two representatives of your company will arrive in
Vermont, the USA and plan to be there for a week. Write your own letter of
inquiry to the best hotel in the city using the example below.
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15 Maple Street,
Montpelier,
Vermont,

USA.

6™ May, 2010.
The Manager,
Park Hotel,

Brighton,
England.

Dear Sir:

The name of your hotel has been given to me by the Hotel Association, and |
shall be very much obliged if you let me know whether you have he following
accommodation available for 3 weeks, from 15h July: One double room, if
possible with private bathroom, and one single room.

Thank you in advance for your reply.

Yours faithfully,
W.D. Throp

Forms of control:

7. Attentively examine the rules of writing Inquiry letter and make short notes

of them
8. Given task should be completed in written form
9. Deadline for submitting tasks — during the 6™ week

43



Theme 6: E-mail
Aim: Developing of listening, speaking, reading and writing skills in Business
English; developing monologue and dialogue speech on the given points;
developing the skills of oral and written speech in English. Understanding rules
and specifics in writing E-mail letters.
Main points:

11.Rules of communicating by e-mail.

12.Example of E-mail

Tasks

Rules of communicating by email

Email has become the main form of communication between representatives
various organizations on a variety of issues. Follow these rules when
communicating by email:

1. Imagine the recipient Well. It will depend on who you write to writing style.
The closer the relationship — the less formal it is.

2. Make your message as brief and clear as Possible. This is the rule applies to
all types of business communication, but for email it becomes the most relevant,
because to perceive information from the monitor harder than a leaf. Allow your
recipient to respond as briefly as possible.

For example, instead of writing:” Let me know what you think”, better put
the question like this:”Is 3 PM or 5 PM best for you?”

3. The “subject” Field should be filled in so that it clearly reflects the main
topic the message idea.

4. The Greeting (Dear Sir/Madam) not required for standard correspondence,
however, business letters will not be superfluous.

5. In the first words, you should state what you are writing a letter about: you
respond, make an appointment, or give your thoughts about something.

Example — | am replying to your letter dated 15 January 2007 where you asked
for information concerning our Spring courses on Business Writing.

6. If you start a word with a capital letter in an email, this is it means that you
want to highlight it as the most important thought.

7. the Length of each line must not exceed 65 characters, otherwise the text
may be distorted when reading an email on another computer.

8. the Letter should be well structured-introduction, main part (facts) and

conclusion.

9. KISS (Keep it short and simple). Remember that your recipient probably
receives ten letters a day-it's worth saving his time.
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10. Use of standard abbreviations specific to everyday life correspondence
such as " IMHO” (In My Honest Opinion) is also not welcome.

11. Carefully check the email, change or delete it after sending not anymore.

12. Return email address and sender's name should be written at the end
letters, in case the letter is printed.

13. Email Communication involves active interaction so when you receive an
email that you can't reply to immediately, you should send a message about the
receipt of the email and the expected the time when the message was sent.

Methodological recommendations:

7. Read the rules of writing E-mail.

8. There are no established rules for writing e-mail messages, but there are
some useful tips for making them. Match each rule (a-g) with the reason why
they are useful
a. Create a subject line with impact.

b. Write short sentences.

c. Keep paragraphs short.

d. Don’t always trust your spell check.

e. Put your signature on the message.

f. Proofread the message before sending it.

g. Use headings, bullets and numbering.

1) It saves people scrolling down to see if there’s more text.

2) These will guide the reader and make the message easier to grasp.
3) It can’t tell the difference between your and you re, or theirs and there’s.
4) It is more likely that someone will read your e-mail.

5) There’s less chance the reader will miss anything.

6) It creates a more professional image if there are no silly errors.

7) You don’t need complex grammar or punctuation.

3. E-mail messages usually contain less stable content they are less formal
than in business letters. Rewrite it the following business letters in the form of
e-mail, using expressions within the framework instead of selected
expressions.

Sorry about Bad news Could you do me a favour
and

Got your message on ... | Cheers. Sorry, but I can’t make ...

Hi.... Good news: from ... . Shall T ...?
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1. Dear Louisa,

Thank you for your letter of September 12th. Unfortunately, I shall be
unable to attend the meeting on the 21st. | would appreciate it if you could send
me a copy of the minutes.

Best wishes,

Tom Hunt

2. ’m delighted to tell you that as of Jan 2 we are offering substantial
discounts on all orders over 1000. If you wish, | would be happy to send you
further details and a copy of our new catalogue.

3. | regret to inform you that the board turned down your proposal. |
would like to apologise for not getting back to you sooner on this, but I’ve been in
Montreal all week.

If you have any Following Are we still OK for

questions, let me know. 22

About ... . I’m sending you ... as an | Speak to you soon.
attachment.

Please ... . Thanks. See you ...

4. I’m writing to confirm our appointment on May 3rd. My flight gets in
about 11 am. With regard to my presentation on the 4th, could you make the
necessary arrangements? | enclose a list of the equipment I’1l need.

| look forward to meeting you next week.

Charlotte De Vere

5. Further to our telephone conversation this morning. I’d be grateful if
you could send me a full description of the problem and I’ll pass it on to our
technical department.

Thank you for taking the time to do this. If I can be of any assistance,
please do contact me again.

I look forward to hearing from you.

4.After placing punctuation marks, find 12 expressions.
Emailmemyflightdetailsletmehaveacopyofthereportgetontooursupliergetbacktome
withinthehourtakeaquicklookattheproposalarrangeforsomebodytomeetthematthesta
tionsetupameetingwiththeheadsofdepartmentsendtheiraccountsdepartmentareminde
rfixmeanappointmentbooktheconferenceroomforthreefaxthefiguresthroughtomeorg
aniseatouroftheplantforsomevisitors
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5. Using the following words, build at least 10 computer models terms: key,
site, search, page, data, web, sheet, desk, menu, hard, home, board, spread, hope,
top, ad, engine, disk, base, banner.

6. As a rule, when writing e-mail messages, some grammatical phrases are
omitted, for example: H's a great idea. L% presenting it to the board today. £
speak to you later. Insert the missing elements in your e-mail message.

Hi Rosa-been in meetings all day, so just got your message plus attachment.

Sounds great-particularly like your suggestions about discount rates. One or
two points a bit unclear perhaps, but basically good stuff. Could add something
about packaging. Nice job, anyway.

See you Friday. Leo.

Forms of control:
10.Attentively examine the rules of writing E-mail and make short notes of
them
11.Given task should be completed in written form
12.Deadline for submitting tasks — during the 7" week
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UNIT 3 “EMPLOYMENT”

Theme 7: Resume
Aim: Developing of listening, speaking, reading and writing skills in Business
English; developing monologue and dialogue speech on the given points;
developing the skills of oral and written speech in English. Understanding rules
and specifics in writing Resume.
Main points:

13.Rules of writing resume

14.Example of Resume

Tasks
1. Read and translate
RESUME

A résume is an introduction, one page, one short chance at proving you are a
qualified and experienced candidate who should be hired by a company. It wraps
up all your life experiences, needs to be professional, to the point and perfect. A
résumé must present a clear picture of the candidate. For this you should know
what a potential employer expects.

They look at a person’s experience with a company, how long the person has
worked for a company or to see if he is a «job jumper». The person should be able
to present himself in a résumé. Your résume must be right, standard format, typed.
To offer details about spouses and children is not necessary and not professional.
So what should be in a résumé?

Begin with the basics. Your name, address and phone (fax) number should
always go at the top of your résumé. There is no need to include the words
«résumé» or «c/v» — they take up precious space.

State a résumé objective. It should be below the name, address and phone
number and be a clear and concise job objective. Using it forces you to tailor your
résumé to a particular position or company, as well as provides an immediately
clear sense of direction to those people who will be reviewing your résumé. The
main objective of your writing a résumé — to demonstrate your abilities for a
particular position — so state it clearly at the top. Focus on the position and career
path you are going after, and state exactly what you want. It should be more than
«Objective: To work in a challenging environment.

Talk about your accomplishments in your «Experience» section. Focus on
achievements at your present and previous jobs, especially those that involve
problem-solving, management skills, critical thinking and initiative. These should
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be listed chronologically, beginning with your most recent position and then
moving through previous jobs, as long as they provide applicable experience to the
position you are seeking. Always use action verbs in your job description: words
like «administered», «analyzed», «coordinated», «evaluated», «negotiated»,
«reviewed» and «supervised» offer a stronger presentation of your abilities. But
keep the description short and to the point, and also make sure everything listed is
relevant.

Include a section about your education; list it before your experience only if your
educational history is stronger than your work background. This is often best for
first-time job seekers who don’t have much work experience. Make sure to list any
additional courses you have taken that might be relevant to the job you are seeking,
including specific company training programs or language courses.

Personal data should be included in a short section at the end of your
résumé. Including information about your marital status, number of children,
health and physical characteristics is always unnecessary. Include such categories
as language fluency, extensive travel history or specific computer skills. Don’t
include references on your résumé.

2. Learn new vocabulary
Active Vocabulary

résumé — pe3rome
candidate — kanaunar
c/v (Curriculum Vitae) — nenoBas 6uorpadus
to go after a position — nmpeTeH10BaTh HAa JOHKHOCTD
recent position — mocaeaHsAs A0DKHOCTh
career objective — nenb kapbepsbl
prove smth — nokasare 4T0-JI100
be qualified — OwITh KBaTHPHUIITPOBAHHBIM
experienced — OmbITHBIMH
provide applicable experience — obecrieynTh HEOOXOAUMBIA OTIBIT
be hired by smb — 6bITh HaHATEIM KEM-THOO
employer — HaHMMaTeNb
job jumper (changes positions every 6-10 months) — Tor, kTo MeHseT paboTy
Kaxaple 6-10 MecsiieB
present oneself in a résumé — npeacTaBUTh CBEICHUS O ceOe B pe3foMe
type — neyararhb
objective — 00bEKTUBHBIN; 1E]Th
CONCISe — KOPOTKHIA, KPATKUH, COKPAIIEHHBIH, BRIPA3UTEIbHBIN, Y€ TKHI
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tailor to a particular position — paccuntbeiBaTh (IPETEHIOBATH) Ha KOHKPETHYIO
JOJDKHOCTD

post, appointment, position — T0KHOCTH

review a résumé — MPOCMOTPETh PE3IOME

present job — pabora B HacTosIIEe BpeMsI

previous job — npenpirymas padoTa

job description — onrcanue paboTHI

demonstrate abilities — mpomemoncTpUpOBaTH CITIOCOOHOCTH

state clearly — yeTko 3asBUTh

challenging — 6naronpusTHbI#

environment — okpyxeHue

focus on — cocpe0TOUNTRCS Ha YeM-JIH00

accomplishments — monoxuTenpHBIC CBOMCTBA, COBEPIICHCTBO, 3aBEPIIICHHOCTh
achievement — noctmxenue

problem-solving skills — cmoco6HOCTH K pa3pemniennto mpobdIem
management skills — cmocoOHOCTH K yIIpaBIIEHUIO

critical thinking — kpuTHueckoe MbllIeHUE

list chronologically — nepeyrcuTh B XpOHOJIOTHYECKOM TTOPSIIKE
seek a position — uckaTh MecTo, YCTpauBaThCs Ha paboOTy
first-time job seekers — BriepBbIe ycTpauBaronuiics Ha padboTy
relevant — cooTBeTcTByIOIIMIA

educational history — ceenenus 06 o6pazoBaHuM

work background — npodeccroHanbHas KBaU(hUKAIUSA

take language courses — 3aHuMaThbCs Ha SI3BIKOBBIX Kypcax
specific company training program — MOArOTOBUTENIbHAS MpOrpaMMma
ONPEJICIIEHHON KOMITAHUH

personal data — nuuHbIe CBeAEHMS

marital status — cemeitHoe moyioxxeHue

language fluency — 6ermocTs peun

travel history — noe3nku

specific computer skills — cenmnansHbie KOMITBIOTEPHBIE HABBIKU
reference — pexomenaarus

Methodological recommendations:

1. Work with active vocabulary, give its Kazakh equivalents.

2. Find in the text English equivalents for:

TYHIHAEME, KOMIAHUS JKalJjaraH OOJybl; QJICYeTTl KYMBIC Oepyli; TydiHaeMmene
031 TypaJibl MOJIMETTEPll VYCHIHY; HEri3rl MakcaThl, Ka3ipri YakKbITTa >XOHE
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aJIIBIHFBI ’KYMBIC; XPOHOJIOTUSJIBIK PETHEH Ti3imaey; OuIIM Typaiibl MIJIIMETTEp;
KOC10M OUTIKTUIIK; €pKiH COMJIey; apHaibl KOMIBIOTEPIIIK AaFAblIap; YChIHBICTAP.

3. Give Russian equivalents for:

a qualified and experienced candidate; life experiences; a «job jumper»; clear and
concise job objective; to review a résumé; accomplishments; problem-solving and
initiative; a first-time job seeker; work experience; additional courses; personal
data.

. Translate the sentences into Russian.

. Have you written the new résumé yet?

. Our Personnel Manager will see you tomorrow.

. The candidates have arrived in time for the interview.

. Are you a job-jumper?

. The secretary was hired by Human Resource Manager.

. You should send your application form by fax.

. This company is the biggest employer at the food market.
. This job provided him applicable experience in the sphere of computers.
. Do you go after the position of a bookkeeper?

10. How can you prove being a qualified engineer?

11. What career objective have you got?

12. He’ll review your résumé the day after tomorrow.

O© 00 NO Ol WDN R~ b

5. Make up the sentences with the following words and word combinations.
to seek (a position, assistance), job-seeker;

to type (a document, a letter, a résumé), a typist;

job (previous, present), job description, job-jumper;

to solve (a problem), solution, problem-solving skills;

to focus on (accomplishments, achievements, lacks);

to support smb (candidacy for a particular position);

to take (language courses, specific company training program);

to refer, good references.

6. Look at the plan and résumé Mr. Morgan has written recently. Use it as an
example to write your own résumé.
Plan
1. Name, address. Phone/ fax number.
2. Particular position, company (job objective).
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3. Experience (achievements, skills).

4. Education + additional courses, specific company training programs, language
COUrSES.

5. Personal data.

Résumé
Mr. Jeff Morgan

103 Kingston Road September, 23, 2010
2855 London

Great Britain

phone 44905-35

fax 66117-25

Job objective: Finance and Administration Manager
Company: Jaar International Inc.

Experience:

recent position: 2010-2008 Finance and Administration Manager. Supervised
Development of Management Information systems. Coordinated development of
Logistics. Proved to have management skills. International Trade Company
«MARSy, Great Britain.

Previous jobs: 2008-2005 Finance Manager. IBM computers Inc. Analyzed
budgeting and forecasts programs. Evaluated as having problem-solving skills.
French Branch, IBM computers Inc., France.

2005-2002 Bookkeeper. Glaxo International Co. Coordinated costing, budgeting
programs, branch department. Russian office, Russia.

Education: 2002 Degree with Honors in France and Economy, Oxford
University, Finance and Administration.

2001-2002 Special training program (Glaxo International Co.).

2000-2002 Special language courses (French: Finance and Economy in France —
Russian: Russian Tax Policy).

1998-2000 Computer systems for Finance and Economy.

Personal Data: age 30, fluent in French, Russian.

Travel history: France, Russia.

Profound computer skills: WinWord, Excel, Finance programs.

52



Theme 8: Cover Letter (Application)
Main points:
15.Rules of writing Cover Letter
16.Example of Cover Letter

Tasks
1. Read and translate

A Cover letter (application letter) is no less important than biography, because
it is an example of the first contact with the employer. If the cover letter is made in
violation of certain rules, it will create bad impression on the employer. A cover
letter usually contains four points where You should:

e confirm that You want to get this job and tell us which ones

e how did You find out about the job;

e say why You want to work in a particular position and

e how much do Your interests coincide with the company's interests;

e indicate what contribution You can make to the company's work,

e using your knowledge and professional experience;

e to tell us about Your desire to participate in the interview.

Any application form is a special form developed by Congress, Conference,
University, Institute and College to provide more specific information about
applicants and to formalize all information about them for better data processing.

The application form usually includes the following sections: general
information about the institution, benefits, responsibilities, applicants’ criteria,
closing data for applications.

The application form usually contains:

Personal details (data): Family name/Legal name (last, first, middle)

Title (Mr. Mrs. Miss. Ms. Dr.)
Sex (male, female)
Permanent home address, phone/fax number or Present address
Place and date of birth
Marital status (single, married, divorced, widowed)
Military status

Academic background usually includes all academic qualifications obtained
since completing secondary education, stating the institutions attended, the main
subjects of study and when the main courses started and finished. The applicants
usually attach photocopies of all relevant academic certificates or transcripts, with
accompanying translations into English, if they are issued in another language.
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Professional background listing all positions held since completing
secondary education.

Residency issues (citizenship, permanent residence status, previous country
of residence).

Proposed course of study: What qualifications would you like to obtain, in
what subjects?

At which institution would you like to study or conduct research? Are you
applying for a fully funded scholarship?

Often the applicants are asked to attach letters from two referees (both of
whom should be professional or academic) in support of the application;
sometimes it’s necessary to attach the

Personal Essays. The Personal Essay provides individualized information
about the applicant, his/her ambitions and interests.

At the end you can find applicant’s obligations while studying. All the
application forms should be filled in clearly or typed.

2. Learn new vocabulary

Active Vocabulary

fill in the form — 3anmomauTE Hopmy

application form — popma anst mpuHsITHS ydacTus B 4eM-JIH00, 3asBICHUE, OTaHK
formalize information — popmanuzoBates nHGOPMAITUIO

data processing — o6paboTka TaHHBIX

benefits — mpenMymiecTBa, NPUBUICTUH

responsibility — orBeTcTBEHHOCTH

criteria — kpurepun

closing date of applications — okoHuarenbpHas gara (CPOK) MPUCHUIKH TOKYMEHTOB
male — (o) MyXcKoit

female — (o) >xeHcKkmiA

permanent home address — mocTOsIHHBII JOMAIITHAN apec

single — HexxeHATHI, HE 3aMyXKeM

married — >keHaTBbIii, 3aMyKeM

divorced — pa3BeneHHbBI

widowed — B1oBBIit

title — tuTyn

military status — BouHCKOE 3BaHME

academic background — obpazoBanue

complete secondary education — moay4uTs cpeaHee oOpa3oBaHUe
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attach photocopy — npwuoxuTh GOTOKOITHIO
academic certificate — quruiom

hold a position — 3aHuMaTh TOJKHOCTD
residency — ctpaHa MpOKHUBaHHUS

citizenship — rpaxmancTBo

residence status — MeCTOXXUTEITBCTBO

obtain qualification — momy4uTh KBamUpUKAIHIIO
apply for a scholarship — momaBath nMOKyMeHTHI (TIpeTEHAOBATH) Ha IOJydYCHHUE
CTHIICHIUN

referee — apouTp; peKOMEHI01aTCIIb

personal essay — aBroonorpadusi, scce

ambition — amOuIws, 1Eb

obligation — 00s3aTENBECTBO

Methodological recommendations:

3. Work with active vocabulary, give its Kazakh equivalents.

2. Find in the text English equivalents for:

OTIHIIITI TOJTHIPY; apHailbl axKmapaTrThl KaMTaMachl3 €Ty; KyXKaTTapibl
TaIChIPYAbIH COHFBI KYHI; K€KE aKmapar; OuIiM; KociOM OUTKTUIIK; ayJaapMaMeH
Oipre )Xypy; TYpPaKThl TYPFBUIBIKTBI XKEPI; 3€PTTEY KYPrizy; MIHIETTEME.

3. Give Russian/ Kazakh (as you like) equivalents for:
an applicant; data; general information; benefits; responsibilities; marital status;
military status; an academic qualification; to attend; to be issued in another
language; to hold a position; residency; a personal essay.

4. Translate the sentences into Kazakh/Russian (as you like)

1. What is the closing date for my application?

2. Do you have any academic qualification?

3. Have you filled in the application form you got yesterday?

4. I’d like to continue my studies and conduct my research work at Cambridge
University.

5. | attached the photocopy of my academic certificate to my application form.

6. | read all the general information about the University, its benefits and my
responsibilities.

7. What should I write in the section «Military status»?

8. Don’t forget to mention your permanent home address and telephone number.
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5

. Make up the sentences with the following words and word combinations.

to provide (information), to provide with books;
to attach (photocopy, Personal Essay, documents);
to fill a glass with water;

to be responsible, responsibilities;

to obtain (qualification, experience);

residency, residence, to be resident of.

O© 00O N O Ui A WIN FPE O

7.

1

. Answer the questions.
. What is an application form?
. What sections does the application form usually contain?

. What does the section «Academic background» include?

. What do the applicants usually attach?

. What does the section «Professional background» include?

. What is the section «Proposed course of study» about?

. Is it important to write a good Personal Essay?

. What can you find at the end of the application form?

. How can an application form influence your admission to the institution?

What would you say if you took part in these dialogues? Act them out.

. A.: | have got the application form from Oxford University recently. But | have
some questions about its structure. Can you explain me what I should write in the
section Academic background?

B.:...

2. A.. Is it enough to mention only my recent position and the company where |
work now?

B.: I don’t think so, because ...

3. A.: I see that you haven’t filled in the section Professional background. Have
you got any difficulties with it?

B.: You are right. Can you help me with ...

4. A.: 1 started to write my Personal Essay yesterday. If you don’t mind I’d like
you to read it and give me your remarks.

B.: I’ll do it with pleasure. I suppose that ...
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Theme 9: Interview with potential employer as a form of business communication
Main points:

1. Rules of writing Cover Letter

2. Example of Cover Letter

Tasks
1. Read and translate.

Purposes of Interview or Objective of Interview is one of the major media of
oral communication. It is used for different reasons:

Advising: Interviewer provides necessary advices to the interviewee or to the
concerned people through interview. Advices are given so that they can improve or
overcome the existing situation.

Increasing Understanding: Interview help to increase the understanding of the
parties in different areas. Interview is one kind of open discussion session where
all the parties exchange their views, news, opinions and suggestions freely. This
open-ness nature of interview helps the concerned parties to increase their level of
under-standing and minimize misunderstanding. 17

Finding Out of the Best Candidate: The objective of employment interview is to
find out the best candidate from the potential ones. In such interview candidates
are asked different questions for testing their qualities.

Objective of Interview

Monitoring or Reviewing Performance: Employee performance is
monitored or reviewed by performance appraisal interview. Managers arrange such
interview at a certain time interval to get feedback of their performance and to find
out gap between the target and the actual figure.

Reducing Grievances: There may be grievance with the employees that
must be reduced immediately. Managers hold talks with the employees to learn
their griev-ances and take step to mitigate those in effective way. So, reducing
employee griev-ance is another important objective of interview.

Exchanging Information: One of the main objectives of interview is to ex-
change information. Interview both the interviewer and the interviewee exchange
their opinions, views, attitudes, facts etc.

Persuading: Another important purpose of interview is to persuade the
inter-viewee to provide particular answers of the questions to be asked. The
interviewer motivates the interviewee to reveal all of his potentialities in the
interview.
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Correcting or Reprimanding: In reprimand in interview the manager
criticizes an employee severely by taking him to his room for some undesirable
statement or action. The objectives of such interview are to improve the work
performance of the employees, to prevent the recurrence of such offences and to
protect the other em-ployees from the malaise of anti-organizational behavior.

Solving Problems: Interview provides solution to a specific problem. In

inter-view, the interviewer and the interviewee exchange their ideas, opinions,
feelings, at-titude and perception toward the issue and thus solution of the problem
becomes easy to find.
Counseling: Providing counseling to the mentally distressed or stressed em-ployee
IS an important objective of interview. Through problem interview, the prob-lem
employees are given necessary suggestion and counseling in required areas so that
they can improve their performance in their performance in their respective work
area.

From the above discussion it is clear that an interview does not take place
just to ask some questions to the interviewee rather it serves some important
purposes. Of course the objective of interview largely depends on its category or
type. An interview is an important event in the life of every job applicant. It can be
the last test on the way to a new position. That’s why it’s very important to be well
prepared for an interview.

Come in time to the appointed place for an interview. Don’t forget to take all
the necessary documents for your better presentation (references, characteristics,
diplomas).

Don’t be nervous and tense with the interviewer, be polite and listen
attentively to all the questions you are asked. If you are confident in what you
talking about it will make a good impression on the interviewer. Try to give full
and clear answers to the questions. Be ready to discuss the details of your future
work. Try to persuade the interviewer that you are the best candidate for the chosen
position and an asset for the company. Don’t talk about personal questions if they
are not connected with the future work.

Don’t hesitate to describe fully your responsibilities and regular duties at the
previous job if you are asked. Show that you are thinking ahead in your career
development. Be ready to explain the reasons of your desire to change the work.
Tell about your educational history and obtained degree. Don’t forget to mention
your computer skills, language fluency if it’s required by the company.

At the end of the interview thank the interviewer for his/her attention. Don’t
demand the immediate answer about his/her decision, appoint the certain date for
it.
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2. Learn new vocabulary
Active Vocabulary

reference — oT3bIB, peKOMCHIAIHSI

present a list of references — npegocTaBUThL CIIHCOK OT3HIBOB
tense — HanpsKEHHBIN

polite — BexXMBBIHA

be confident — 6b1Th yBepeHHBIM

persuade — yoexxaaTh

regular duties — oObIuHBIE 00S3aHHOCTH

be an asset for the company — ObITh IPHOOPETEHNUEM JIsE KOMIIAHUH
give a good representation — xopoIio npeCTaBUTh

demand — tpeGoBaTh

appoint the date — nazHauyuTh HaTY

Methodological recommendations:

4. Work with active vocabulary, give its Kazakh equivalents.

2. Find in the text English equivalents for:

YMITKEp; OHTIMENIeCyre JKaKChl JalblHAQNY, OapiblK KaXXeTTi KyXKaTTap;
IIMEJIEHICTI 00JIy; >KaKChl 9Cep KaJJAbIpy;CEHIIPY; 9JIETTErl MIHIETTEp; ceOerr;
bisiM Typaiibl aKnapar; eiM.

3. Give Kazakh or Russian (as you like) equivalents for:

an interview; a new position; an appointed place; a reference; a characteristic; a
diploma; to be polite; to be confident; to be an asset for the company; to hesitate;
responsibilities and regular duties; in smb’s career development; language fluency.

4. Fill in the gaps with the words given below using them in the correct form:
a list of references, to be an asset, to be nervous, an interview, to appoint, to be
impressed, to be confident.

1. Did you present ... to the interviewer?

2. My friend has got an interview for tomorrow that’s why he is so ... .

3. The interviewer ... by my experience in this field.

4. He was ... and they didn’t hesitate to take him for this position.

5. What date was ... for your interview?

6. The interviewer told me that Mr. White ... for any company.

7. Did you understand all the questions during ...?
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5. Make up the sentences with the following words and word combinations.
to get an interview, to interview smb, an interviewer;

to be tense, tension;

to be confident, confidence;

regular duties, duty free, to be on duty;

to refer, reference, list of references.

6. What would you say if you took part in these dialogues? Act them out.
1. A.: Well, I see you’ve already had quite a lot of experience in the food industry.
Could you dwell on your regular duties at your recent job?

B.: Yes, I can tell you that ...
2. A.: You mentioned earlier that you liked the people you had worked with. What
features do you appreciate in your colleagues?

B.: I think that ...
3. A.: It seems to me you had a pleasant place to work. I’'m surprised you are going
to leave.

B.: You are quite right, but ...
4. A.: You mentioned that you had attended special language courses. How do you
think it will help you in the future work?

B.: I suppose that ...

7. Act as an interviewer at a famous Computer company.

The company seeks a candidate for the position of an: a) accountant, b)
coordinator, c) interpreter, d) analyst, e) lawyer, f) attorney, g) engineer, h)
agent, i) receptionist.

Look through the requirements of different companies. Prepare the questions
you should ask every candidate. Start the interview with the candidates.

Accountant — Will be responsible for the monitoring of all necessary
accounting procedures, acting as a liaison to the tax authorities. Will also act as
a support person for the Chief Accountant in all day-to-day activities. The suitable
candidate must possess: a degree in Finance or Economics; — a minimum of 2 year
experience working with Western companies; excellent knowledge of Russian
financial legislation; fluent English is required, the salary is negotiable.

Warehouse Coordinator — Will assist Logistics Director in warehousing chain,
control inventories, set up warehouse team of clerks, plan distribution resources.
The candidate should have higher education, 1 year experience, general knowledge
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of Logistics — ability to control warehouse situation — excellent managerial skills —
be a computer user (Excel, Word) with strong presentation skills, fluency in
English, ability to travel.

Interpreter/translator — The candidate will translate orally/ in written from
English/Spanish into Russian and vice versa, realize simultaneous translations
during negotiations (computer market), fulfil everyday office work. The possible
candidate should possess University degree, excellent English/Spanish, computer
skills (Excel, Word).

Capital Market Analyst — Will collect information on securities, equities, etc.
from different information sources, develop market ideas and find appropriate
ways of implementing them in the Russian market. Will participate in business
trips, client meetings, project negotiations, adapt Western ideas for sales in the
Russian market. The appropriate individual should possess: absolutely fluent
English — excellent presentational, organizational, and analytical skills — a banking,
finance, or consulting background — western education (Master of Business
Administration is a plus) — willingness to travel (both locally and abroad) — a
teamplayer’s spirit and strong experience (Big Six or western investment banking).

Lawyer — Will realize association work and representation of company in
professional circles. Business and commercial law including interest in regulatory
requirements (control advertising and labeling, unfair competition, environmental
issues). Industrial property (trademarks, patents, design patents, copyrights).
Contacts with other European and US lawyers. A specialist in Corporate Law,
Taxes. Profile: Law degree, proficiency in legislative areas — 5 + year similar
experience in a multinational consumer products company — fluent English.

Attorney — Will consult the firm’s clients on various aspects of Russian
operations, including commercial transactions, securities and share acquisitions,
strategic planning, tax law, real estate transactions, and labour law. Successful
candidate will be the responsible attorney for our office under the supervision of
foreign managing partners. Ability to work independently is essential. Excellent
communication skills required, fluent English.

Mechanical Engineer — Main responsibilities: service and repair of
equipment for printed plates manufacturing — processing of technical
documentation — ordering of spare parts. Personal profile: higher technical
education in Mechanics — 3 year relevant working experience — knowledge of
equipment with program control for automatic assembling of printed plates — basic
English.

Regional Sales Agent — Main responsibilities: sales operations within a
particular region — ensuring achievement of regional objectives — investigate
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customers’ needs and competitive activity — plan and activate regional sales plan.
Profile: Degree in Economics, fluent English, possibility to travel up to 60%.

Receptionist — Whose responsibilities will be as follows: answering phone
calls, guests’ accommodation, greeting clients, making all the office work (typing,
sending/receiving faxes, etc.) The right candidate should have: fluent English, PC
literacy (Word, Excel), typing skills, higher education, pleasant, helpful, friendly
personality.

Forms of control:
3. Attentively examine the rules of getting Interview and make short notes
of them
4. Given task should be completed in written form
The Interview is retold via a video call
6. Deadline for submitting tasks — during the 11" -13" weeks

o1
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UNIT 4 “FEATURES OF ORAL BUSINESS COMMUNICATION”

Theme 10: Phone Conversation

Main points:
7. Rules of building a business conversation on the phone
8. Structural and lexical features of Phone Conversation

Tasks
1. Read and translate

A business conversation on the phone is an integral part of any person's
work a businessman. Appointments are made and rescheduled by phone, and
meetings are negotiated working conditions, professional dialogue is conducted.

A few tips on how to properly build a conversation on the phone, so to make
it as successful as possible.

First, the main purpose of your call is to convey your interest. You must
show that you are looking forward to meeting your partner and you there really is
something to discuss with him. Try to keep the conversation lively, energetically,
immediately communicate what you want to tell in person (of course, briefly,
without revealing details).

Second, keep in mind that your phone call must be timed short, maximum 2-
3 minutes. After all, your main task is only to set up a meeting, not talk about your
company or product. Try it describe the situation as succinctly as possible in 1-2
sentences. It is known that only with auditory contact, a person's attention is
quickly lost, and rather most likely, you will quickly be forgotten as a source of
tiresome noise.

Third, before calling your partners, write an example text of the dialog on
paper. This will help you not only not to get lost in the conversation, but it will
also save you from unpleasant pauses and difficulties if you suddenly forget the
word or a phrase in English.

Below, we will look at how to make an appointment in English.

1. Starting a conversation

At the very beginning of the conversation, it is very logical to introduce
yourself and
greet the person on the other end of the phone line.

Hello, my name is... —
Good morning I'm ...
May I speak to...? —

I'm calling on behalf...—
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1'd like to arrange an appointment... —
2. Meeting discussion Process
Here, polite suggestions of the meeting time and discussion will be appropriate
opportunities of the parties, mentioning other participants of the proposed meeting:
I'm calling to fix/arrange/agree another time.
Michel and Ana are tied up/busy/unavailable this week.
Do you mind if we postpone it/move it back/put it back to next week
Which day are you thinking of/do you have in mind/do you want?
Does Wednesday sound good/suit you/look ok?
How about/ Are you free on/Can you make Thursday?
Which would be best/convenient/OK for you?
We can make it/ 're free/’re available after lunch.
That sounds fine/great/good.
The appointment is/So that’s/We can confirm Thursday at two o’clock
3. End of conversation
It is appropriate not only to say goodbye, but also to apologize, as well as
requests:
Could you tell him that ... please?
Sorry to have troubled you.
Can | take a message?
Thanks, I’ll call back later.

Methodological recommendations:
7. Read and translate the text. Make a summary of the text.
8. Read and translate the dialogues:

| . Dialogue

A: Eastbourne 54655

B: Hello. John here. Can | speak to Mary, please?

A: Hold the line, please!

B: OK.

A: Sorry, but she is out.

B: Would you tell her I rang?

A: I’d be glad to.

Il. Dialogue

A: 486-4459.

B: Hello. David Black speaking. May | have a word with Jane?

A: I'll just see if she’s in.

B: Right you are.
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A: I’m afraid she isn’t here.

B: Could you take a message?

A: Yes, of course.

I11. Dialogue

A: Hello. This is Mr. Brown. The call is urgent. May | speak to speak to Mr. Grey,
please?

B: Hold the line, please. I’'m putting you through.

IV. Dialogue

A: Could | speak to Mr. Hart, please?

B: Sorry, he is out. Who’s speaking? Can I take a message?

A: This is Mr. Brown. Would you ask Mr. Hart to call me back? My phone number
is 752-4468.

B: OK. He will call you back later.

V. Dialogue

A: Hello. Could I speak to Mr. Smith?

B: Sorry, you’ve got the wrong number.

VI Dialogue

A: Hello. This is Mr. Brown calling. Could | speak to Mr. Smith, speaking?
B: Sorry, Mr. Smith is out. Can | take a message?

A: No, thank you. Can you tell me when Mr. Smith will be back?

B: In half an hour or so. Thank you. I’ll try again in half an hour.

3. Fill in the gaps in the dialog with the appropriate phrases:
a) Can | help you;

b) When would suit you;

c) I’ll put you through;

d) Nice to hear from you;

f) No problem;

g) Who’s calling;

h) I’d like to speak to.

Secretary: Transgas, Ltd. Good morning. 1) ?
Robert Brown: Yes, 2) Sarah Smith.
Secretary: 3) , please?

Robert Brown: Robert Brown.

Secretary: Just a minute. 4)

Robert Brown: Thank you.

Sarah Smith: Sarah Smith speaking.

Robert Brown: Hello, Sarah. This is Robert speaking.
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Sarah Smith: 5) Robert. How are you?

Robert Brown: Nice to hear from you, too. I’'m fine, thanks, and you?

Sarah Smith: Fine. What can | do for you, Robert?

Robert Brown: I’'m coming to London next week. Can we arrange an appointment?
Sarah Smith: Yes, of course. 6) ?

Robert Brown: I’m arriving on Monday morning. What about Monday afternoon?
Sarah Smith: That will be rather difficult. | will have some important business
meetings on Monday? Will Tuesday morning suit you?

Robert Brown: I’m free in the morning.

Sarah Smith: OK. If you come around eleven we’ll go out for lunch afterwards.
Robert Brown: That would be nice. I can’t stay long, though.

Sarah Smith: 7) . I’ll book a table somewhere local.

Robert Brown: Lovely. See you on Tuesday then.

Sarah Smith: Great. I’'m looking forward to seeing you.

4. Make as many sentences as possible that are used for communicating by

phone
please
ask abou_t it
check a}galn
speak to , W.Ith me
take who’s with you
see if me back to me
help you I_ cglled
have he/she within the
give him/her hour
Can I speak up your name to call me
You hold on a message back
get someone a few details
el something pn that
leave a mo_ment is there
say it for me
spell that later t_oday
read calrl]mg
when
get back to he/she’1l be
back
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5. You accidentally overheard your colleague talking on the phone. Guess

from his answers what questions he was asked.

a)

- ?

-Yes, I’d like to speak to Ifakat Karsli, please.
b)

- ?

-Yes, its lvana Medvedeva.

c)

- ?

- M-E-D-V-E-D-E-V-A, Medvedeva.

d)

- ?
- Yes. Can you just tell her Ivana called?
e)

- ?

- Yes, I’ll tell him as soon as he gets in.

f)

- ?
- Of course. Your reference number is 45-81099-KM.OK?

9)
- ?

- Sorry, is that better?

h)

- ?
- Around three, | should think.
i)

- ?
- Can we make that two hours?
59

i)

- ?

- Certainly. Can you give me your number?
k)

- ?
- Sure. When can | expect to hear from you?

1)
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; ?

- Sure. Just a minute. Where’s my pen? OK, go ahead.

6. In business communication, the ability to be polite is valued especially
highly.
Using the words and phrases given below, compose 7 expressions, starting
with if.

got a minute, not too much trouble, got time, possible, would not, too busy, can

D If...

2) If...
Q) POSSIDIC. ..t e
D) YOU WOULd. ... e
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Theme 11: Negotiations with clients

Main points:
9. Rules of building negotiations with clients (foreign partners)
10.Structural and lexical features of negotiations with clients
11.Doing exercises on the giving theme

Tasks

7. Read and translate

You are preparing for the future negotiations with your foreign partners.
But you don’t know exactly how to behave yourself, what words to say, how to
conduct the negotiations in general. Read and translate.
Mr.Svetlov: Good afternoon, gentlemen. We are pleased to see you again.
Mr.Svetlov: Good afternoon! We are happy to see you, too.
Mr.Svetlov: Did you have a good trip?
Mr.Davis: Yes, it was pretty comfortable, thanks.
Mr.Svetlov: Gentlemen, let me introduce Mr.Gromov to you, he is the Head of the
Marketing and Price Department, and please meet Mr.Belov, the Head of the
Computer Sales Department.
Mr.Davis: I’'m very pleased to meet you in person. I’ve heard a lot about your
company.
Mr.Gromov: It’s a pleasure for us, too.
Mr.Belov: We are sure our business will have a successful outcome.
Mr.Svetlov: Well, before we get down to business, let me offer you something
refreshing. Mineral or soda water? Tea or coffee?
Mr.Hopkins: Thank you, coffee, please.
Mr.Davis: | prefer mineral water.
Mr.Svetlov: Now | see we are ready to start talks.
Mr.Svetlov: That’s right. We’ve carefully studied your draft contract and would
like to complete the final stage of our business transaction.
Mr.Belov: | look after the technical side of the transaction.
Mr.Gromov: And I’m responsible for the commercial side.
Mr.Svetlov: We have studied your advertising material with interest.
Mr.Belov: | must admit your model impressed me very much.
Mr.Davis: Thank you. It’s a powerful computer. You’ll be pleased to find out that
it incorporates one or two unique features although it costs slightly more. We are
confident that it will be cheaper to run. We’ve put it through a number of very
extensive tests. I don’t think you’ll be disappointed.
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Mr.Svetlov: Now, gentlemen, let’s discuss all the items in the draft contract, your
comments and objections, if any.

Mr.Hopkins: Have you any questions as regards the contract?

Mr.Gromov: We are very interested in maintenance, yes, and there’s the question
of delivery dates, and finally, we’d like to know whether it’s possible to adapt your
equipment to our uses.

Mr.Davis: As for the delivery dates, I’'m happy to say, we’re now able to realize it
within three weeks. We can guarantee six months of good work, may be more. And
there’s very little routine maintenance for you to worry about. As part of the
contract one of our men will call every month to make any necessary adjustments.
That should be sufficient. In the unlikely event of a break down, we’ve always got
a duty specialist who would be there as soon as you call.

Mr.Belov: We will get a complete set of documents concerning the adjustment so
that you could study the requirements.

Mr.Svetlov: Who will pay the expenses involved?

Mr.Hopkins: 1 think, the expenses will be charged to our account, because we
highly appreciate your choice to give us this interesting order.

Mr.Gromov: Principal points can be included in a supplement to the contract upon
mutual agreement.

Mr.Svetlov: So, the first item is the quantity of the computers, model 486 DX.
Mr.Hopkins: How many computers do you intend to purchase?

Mr.Belov: To begin with, 300 computers. That is, if we come to terms about the
price.

Mr.Davis: It’s negotiable. No problems.

Mr.Gromov: When can you deliver the computers?

Mr.Svetlov: What delivery dates can you offer?

Mr.Hopkins: The earliest possible date is September this year.

Mr.Davis: We can start the delivery within three weeks after we receive an
advance payment from you. Does it suit you?

Mr.Svetlov: That will be so, if we sign the contract one of these days.

Mr.Hopkins: Do you prefer FOB or CIF prices?

Mr.Gromov: Frankly speaking, we are not in favor of FOB terms.

Mr.Belov: Could you give us a price covering the expenses for delivery of the
computers to our port? | mean a CIF price.

Mr.Davis: We can stipulate the terms of payment and the date of the shipment in
the contract.

Mr.Gromov: | believe we have to include one more provision in the contract. If the
goods are delayed for more than three weeks you will have to pay a penalty.
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Mr.Hopkins: That goes without saying.

Mr.Svetlov: Now, | propose to discuss payment terms.

Mr.Davis: | would suggest to make an advance payment for one hundred
computers.

Mr.Gromov: As far as | understand, it will make up 30 per cent of the total value of
the contract.

Mr.Hopkins: We’ll stipulate in the contract that the advance payment will be
refunded to you if we fail to deliver the computers.

Mr.Gromov: The remaining sum will be paid by an irrevocable, confirmed and
indivisible letter of credit to the account that you will indicate through our bank.
Mr.Davis: Which bank do you work with?

Mr.Svetlov: It’s a big and reliable bank with branches abroad.

Mr.Hopkins: | want to add that all the expenses connected with the opening and
confirmation of the letter of credit will be charged to your account.

Mr.Dauvis: Fine, in that case we can prepare the contract for signing.

Mr.Belov: | suggest that it should be done in duplicate: one copy in English, the
other in Russian, both having equal validity.

Mr.Hopkins: | agree with you.

Mr.Svetlov: I’m glad that our work was so fruitful.

Mr.Davis: It was a pleasure to deal with your company.

8. Learn new vocabulary
Active Vocabulary

introduce smb — npeacTaBUTH KOro-1m60
meet Smb in person — No3HaKOMUTHCS TUUHO
outcome — pe3yJbTar
draft contract — mpoekt KoHTpakTa
business transaction — nenoBoe cornamnieHue
advertising material — peknamubIit MaTepuan
admit — nmpusHaBaTh
incorporate — coeTuHSTh
be confident — ObITh yBepeHHBIM
cheap — nemessrit
item — MyHKT, [MOJIOXKEHUE KOHTPAKTa
objection — Bo3paxeHus
as regards — uro Kacaercs
maintenance — coaepxanue
delivery date — nata moctaBku
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adapt equipment to smb’s uses — mpucrmocoOuTH 00OpPYIOBAaHUE K YHHM-JTHOO

TpeOOBAHUSIM

adjustment — perysupoBka

sufficient — nocrarounsIit

break down — monomka

complete set of documents — moTHBIIT KOMIUIEKT JJOKYMEHTOB
concerning — 4To KacaeTcs

study the requirements — u3y4arp TpeGOBaHUS

pay the expenses involved — omaTuTh cBSI3aHHBIC C ITUM PACXO/IbI
charge — Opats miaty

account (a/c) — cuer

order — 3aka3

supplement — qononueHue

mutual agreement — coBMeCTHOE COTJIallleHHe

quantity — koau4ecTBO

purchase — nmokymars

begin with — cHauana

come to terms about the price — mpuiTH K COrNIACHIO OTHOCUTEIILHO IICHBI
advance payment — npeaBapuTeIbHas OIIaTa

SUit — mpuOIMKATHCS, TOAXOIUTh

sign — MOANKCHIBATh

FOB (free on board) price — ®Ob-1iena

CIF (cost, insurance, freight) price — C®-nena

be not in favor of smth — He 6bITh HaCTPOCHHBIM

cover the expenses — mokpeIBaTh PacxoIbl

stipulate — noroBopuThCs

date of shipment — nata oTrpy3ku

provision — mojo)keHue KOHTpaKTa

goods — ToBapbl

delay — oToxuTh, 3a1epKaTh

penalty — mrpad

total value of the contract — o6ri1ast cTouMOCTh KOHTpaKTa
refund — Bo3ameIaTh CTOMMOCTb

fail to do smth — ne cymers caenare uTo-1100
irrevocable — 6e30T3bIBHBII

confirmed — moaTBepKACHHBIH

indivisible — venenmumpli

Letter of Credit (L/C) — akkpeautus
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reliable — nagexxHbIi
in duplicate — B 1ByX sKk3eMILIsIpax
equal validity — oqunakoBast IOpUIAYCCKas CUIIA

Methodological recommendations:

5. Work with active vocabulary, give its Kazakh equivalents.

2. Find in the text English equivalents for:

KEJICIM-IAPTTBHIH >KOOACBIH MYKHUST OKBITl IIBIFBIHBI3; KETICIMHIH TEXHUKAIBIK
’Karbl; TYCIHIKTEMEJIEp MEH KapChUIBIKTAap; KETICIM-IIAapTKa KAThICTHI; KaOIBIKTHI
OipeyliH TalanTapblHa OeHiMIey; KYXKaTTapAblH TOJIBIK J>KUBIHTBHIFBI, OCBIFaH
OalIaHBICTBl MIBIFBIHAAP/BI TOJICY, IIOT, KEIICIM-IIApTKA KOCBHIMIIA, KETKI3Y;
aJJIbIH-aJIa TeJIEM ally; albINIyJl TeJiey; KEIICIMIIAPTTBIH *alMbl KYHbI, Olpien
3aHJIbl KYIIKE ue 00y.

3. Give Russian equivalents for:

a successful outcome; a business transaction; to be responsible for the commercial
side; to incorporate one or two unique features; to be interested in maintenance; as
for the delivery dates; a break down; to study the requirements; a mutual
agreement; to sign the contract; to come to terms about the price; to cover the
expenses for delivery of the computers; to stipulate the terms of payment and the
date of the shipment; to delay; an irrevocable, confirmed and indivisible letter of
credit.

4. Translate the sentences into Kazakh or Russian (as you like).

1. I’'m glad to meet you in personal at last.

2. Dear Sirs, let me introduce Mrs.Vane, the Managing Director of our firm.

3. We haven’t discussed the delivery date.

4. I think we’ll come to terms about the prices and advance payment.

5. | studied the advertising material and the draft contract prepared by your
specialists.

6. Where is the complete set of documents concerning this business transaction?
. Have you adapted the equipment to our uses?

8. Do you have any objections as regards the contract?

9. I studied thoroughly the requirements of the market.

\l

5. Make up the sentences with the following words and word combinations.
1. maintenance, to maintain relations;
2. to admit, admittance, admitting;
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. to order, an order;

. to charge, a charge, charging;

. to purchase, a purchase, purchaser;

. to open an account in the bank, to transfer money to the account;
. equal validity, valid;

. to supply, supplement, supplier.

o N o O W

. Complete the sentences.

. We can start with ... .

. ’m responsible for ... .

. Let’s turn to the question of ... .

. First of all we should discuss ... .

. We can deliver the goods within ... of the date of ... .

. I suggest that we should begin with ... .

. I’ve been authorized to discuss ... .

. We’ve carefully studied your inquiry (offer, draft contract) and would like ...
. We are planning to buy (purchase, order) ..

10. We undertake to deliver ..

O 0 N O bW =D

7. What would you say if you took part in these dialogues? Act them out.
1. A.: Good morning, colleagues. We are pleased to meet you in Moscow. Let me
introduce myself: I'm Vladimir Nikitin, the Sales Manager of our company.

B.: Nice to meet you, Mr.Nikitin ...
2. A.: Did you have a good flight?
B.....
A.: Are you satisfied with your accommodation?
B.:...
3. A.: I’ve heard a lot about your company as a reliable partner in business.
B.:...
A.: | see we are ready to start talks. Have you got the complete set of documents

concerning our order?

B.:...

A.. We have seen your advertising material, but still we have some questions.
Can you describe in details the goods you are ready to deliver for us?

B.: ...
4. A.: Let’s discuss all the items in the draft contract, you comments and
objections, if any.

B.: I propose that we discuss ...
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A.: What about the payment terms?
B.:...

A.: 1 was sure you wouldn’t disappoint us.
B.:...

8. Fill in the gaps in the outline draft contract choosing from the words given
below.

arbitration — apOuTpax

reclaim — pexnamanus

late — mo3aHO

charges — 3arpathbl, pacxo;ipl

delivery — moctaBka

letter of credit — akkpenuTuB

parties — ctopoHbl

terms — ycioBus, Cpoku

payment — oruiara

freight / loading — dpaxt

specification — cnenudukarus

penalty — mrpad

substandard — Huke KadecTBa, YCTAHOBJICHHOTO CTAHIAPTOM
INVOKe — BBI3BIBATH B CYI, 00paIaThCs

Draft Contract
between Valeo Ltd, hereinafter referred to as «the Seller»,
and Mercury, hereinafter referred to as «the Buyer»

The Seller undertakes to supply the Buyer with 12 000 computers to ... 765 and to
pay all ... and insurance ... . The terms of ... and immediate payment of ...
charges by confirmed and irrevocable ... are to be standard.

A ... clause will be included in the contract. It will be against the Buyer for ...
payment.

In the event of non-payment, the Seller shall be entitled to ... the goods.

In case of a dispute between the ... to the contract the matter will be taken to
independent ... . All the ... of the contract must be complied with by both parties.
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VOCABULARY

TERM
accounting department
administrative staff
board of directors
catering
chairman

chief business development officer
(CBDO)

chief commercial officer (CCO)

chief executive officer (CEO)
chief financial officer (CFO)
chief information officer (C10)
chief marketing officer (CMO)
chief security officer (CSO)
computer software
construction

corporation

defence

department

employees

enterprise

entrepreneur

executive
finance department

financial services

TRANSLATION
Oyxrairepus
aIMUHUCTPATHUBHBIN ITEPCOHAT
COBET JIUPEKTOPOB
OOIIIECTBEHHOE MUTAaHUE

npeceaTeab COBETa TUPEKTOPOB

JTUPEKTOP IO pa3BUTHUIO OM3HECA
KOMMEPUYECKUU TUPEKTOP

TJIABHBIN UCIIOJTHUTEIbHBIN
JTAPEKTOP

(UHAHCOBBIN AUPEKTOP

UT nupexrop

JTUPEKTOP MO MAPKETUHTY
JUPEKTOpP MO 0€30MaCHOCTH
IpPOrpaMMHOE 0OECTIICUCHHE
CTPOUTENILCTBO
KOPIIOpaIys

obopoHa

oTaeN

COTPYIHUKU

IIPEATIPUATHC
IpEeANPUHUMATEITH

COTPYIHUK Ha YIIPABICHUYECKOU
JTOJKHOCTH

(UHAHCOBBIN OTIET

(MHaHCOBBIE YCIYTH
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food processing
founder
freelancer

head
headquarters
healthcare
household goods
HR department
industry

IT department
legal department

leisure

limited-liability company (LLC)

line manager
logistics
magnate/mogul/tycoon

management

managing director
marketing department
media

multinational
non-profit organisation
partnership
pharmaceuticals
private company

production

nepepaboTKa MUIIEBBIX MPOTYKTOB
OCHOBATeJb
bpunancep
HAaYaJIBHHUK OTJIEa
mTab-KBapTHpa
3/IpaBOOXpaHEHUE
X03TOBapHI

OTJIEN KaJIpOB
POMBIIIIEHHOCTh
UT otnen
IOPUANYECKUNA OTIEI
JI0CYT, pa3BICUCHUS

00111eCTBO C OrPaHUYECHHOMN
oTBeTcTBeHHOCTHIO (O00)

JIMHEWHBIN MEHEIKED
JIOTUCTUKA

Marsar

VIIPABJICHUE

JTUPEKTOP-PACTIOPSIIUTENb,
UCTIOJTHUTEIBHOE JIUI0 KOMITAHUU

OTZIeTT MapKETHUHTA
cpencTBa MaccoBo MHMOpMaIuu
MEXIyHapOIHAS] KOMITaHUS
HEKOMMepYeCKast OpraHu3arus
MapTHEPCTBO

dapmareBTUUECKHE MpenapaTsl
JacTHas KOMITaHUS

IIPOU3BOJICTBO
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property/real estate
public company
purchasing department

research and development department
(R&D)

retail
sales department

self-employed

HCABHUXKXHMMOCTD
HY6JII/I‘-IH215I KOMIIaHHUA

OTACI 3aKYIIOK

OT/IJI UCCIICIOBAaHUM U pa3pabOTKH
PO3HHUYHAS] TOPTOBJIS
OT/ICJT MIPOAaXK

YaCTHBIN MpCaAIIPpUHUMATCIIb

Anarmmicknii g HR

TERM
absense
accept a job offer
accountable
application

apply for a job

attrition

authoritarian

autonomous
basic salary
be made redundant

be off sick

blue-collar worker

candidate/applicant

career ladder

TRANSLATION
OTCYTCTBUE Ha padboTe
OPUHATH IPEIJIOKEHUE O padoTe
OTBETCTBEHHBIH 3a CBOU JACUCTBUS
3asiBIICHUE
yCTpauBaThCs Ha pabOTy

UCTOIIIeHUE pabouelt criibl (13-3a
YBOJIbHEHUM, O0JI€3HEH U T.11.)

ABTOPUTAPHBIN

ABTOHOMHBI, CITOCOOHBIN paboTaTh
0€e3 MoMOIIM U3BHE

0azoBas 3apruiara
OBITH COKpAIICHHBIM
OTCYTCTBOBATH 110 00JIE3HU

CHHUM BOPOTHUYOK, PAOOTHUK
dbuznyeckoro Tpyaa

KaHIUJAT Ha JTOJDKHOCTD,
COMCKATEIb

KapbepHasi JECTHHIIA
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comission
conduct
confidential
covering letter

credible

CV (curriculum vitae)

dead-end job
demote
discrimination
dismiss

downsize

draw up a contract

education

employ
employee
employer
enrolment
ethical
evaluate

fall behind
fill a vacancy

fill in for

fire

fixed-term contract

foster

KOMHUCCHUS
MOBE/ICHNE
KOHQUICHIIMATLHBIN
COTIPOBOUTENIHOE MUCHMO
3aCITyKUBAIOIAN TOBEPHUS
pe3rome

oecniepcrieKTUBHAs paboTa
MOHU3UTH B JJOJDKHOCTH
JTUCKPAMHHALINS

YBOJIUTh

ype3aTh KOJIMYeCTBO MepCoHaa
COCTaBUTH JOTOBOP
oOpa3oBaHue

IPEIOCTaBIIATh PaboTy, IepKaTh Ha
ciyxoe

pabOTHUK

paboroaarenb

3aYUCIICHHE Ha KYPChl, JOKHOCTb
ATUYECKHI

OIICHHBATH

OTCTaBaTh

3aMOJIHUTh BaKaHCHIO

paboTath 3a KOro-1udo (BpeMEHHO)

YBOJIUTH 3a OITMOKH WU HU3KHE
IIOKa3aTCIn

JIOTOBOP ¢ (PMKCHPOBAHHBIM
IEPUOJIOM

BOCIIUMTBIBATL, B3pAllIUBATh
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fringe benefits
graduate from

group interview

head office
headhunter

highly skilled

hire

HR manager

human resources (HR)
incentive

interviewee

interviewer
job experience

job offer

job security

job seeker

lay off

maternity leave

milestone

misconduct

motivated

numerate

JOTIOJTHUTEIIbHBIC JIbTOTHI (aBTO,
obea u T.11.)

OKOHYHTH YUEOHOE 3aBEICHHE
TPYNIIOBOE HHTEPBBIO

INonoBHOIM oduc

OXOTHHK 32 IICHHBIMH KaJipaMu
BBICOKO KBaJH(UITUPOBAHHBIN
HaHUMATh

MEHEKEp OT/AeTa KaJpoB

OTJIEN KaJIpOB

CTUMYJ

TOT, KOTO TIPUTJIACHIIN Ha HHTEPBBIO

TOT, KTO ITPOBOJIUT WHTEPBHIO WIIN
cobecenoBaHue

OTIBIT PAOOTHI
IPEJI0KEHUE PaOOTHI

YBEPEHHOCTh B CTAOMIILHOCTH HA
pabote

TOT, KTO HaXOJHUTCS B ITOMCKaX
paboThI

YBOJIBHATH BCJIICACTBUC
O9KOHOMHYCCKUX WK APYTUX
BHCIIHUX IMTPUYHUH

JIEKPETHBIN OTITYCK
BEXAa, BAXKHBIM dTaIl

IPOCTYNOK, HEMPUEMIIEMOE
NOBEJCHUE

MOTHUBHUPOBAHHBIN

XOPOIIIO BIAACIOMUN I pamMu 1
pacueraMu
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organized
outsource
overtime
payroll

pension

performance appraisal

perks

permanent contract
position

proactive

promote

promotion
psychometric test
qualifications
recruit

recruitment agency

rectuiter

references

remuneration
resign
retire

salary

TERM

agenda

OpPTraHU30BaHHbIN

BHEIIIHUE COTPYIHUKHU
CBEPXYPOYHO

IJIaTeXHas BEOMOCTb
MIEHCHS

OIIEHKA MPOU3BOAUTEIBHOCTH
IUTIOLLKY, IPUSATHBIE JIbIOThI
MTOCTOSIHHBIN JOTOBOP
JOJKHOCTD

IIPOAKTUBHBIN

MOBBICUTD B IOJIKHOCTH
MOBBIIIECHUE TIO CITYX)0e
MICUXOMETPUYECKHI TECT
JIOKyMEHTBI 00 00pa3oBaHUU
HaHUMaTh Ha padboTy
KaJIpOBOE ar€HTCTBO
PEKpyTEp, CICHUAIIUCT II0 HAUMY

PEKOMEHIAIINN OT MPEIBITYIIETO
paboTonarens

BO3HArpaXkJeHue 3a padoTy, oriara
3a paboty

YXOJUTh B OTCTaBKY
BBIXOJUTH HA IICHCUIO

3apruiaTa

AHIJIMHACKHMH V151 IePeroBOpoB

TRANSLATION

IIOBECTKA JTHSI
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alternative
back down
bargain
benefit

bluff

body language
bottom line
clarify a point
condition

counter proposal

customer-supplier negotiations
deadlock

fallback position
get down to business

givein

give the background
goodwill gesture

haggle

highball
horse-trading
intense negotiations

issue

leverage

aNbTePHATHBHOC PEIICHUEC
OTCTYTIHTH

TOPTroOBaThCS

10J1b3a, IPUHOCHUTH ITOJIb3Y
oeoBath

A3BIK TeJa

OCHOBHAsI MBICJIb, OCHOBHASI UJICsI
IIPOSICHUTH MBICIIb, UICIO
ycJIoBHe

BCTPEYHOE MPEIITI0KESHUE

IEPEroBOPLI MCIKAY 3aKA3YNKOM U
ITOCTAaBIIIMKOM

TYIIUK

MO3ULIUSA, 1O KOTOPOH MOKHO
YCTYIUTD

IPUCTYIIUTD K JIETY
caaTbCs

03HAaKOMUTH C BBOJHOH
uH(popmauen

)KecT 100poi BOIn
YCHJICHHO TOPTOBaThCS

MPOCUTH HAMHOTO OOJIbIIIE, YEM
Jpyrasi CTOpoHa roToBa
peAOCTaBUTh

0OMeH B3aUMHBIMH YCTYTIKaMH
MHTEHCHUBHBIE TIEPErOBOPHI
BOMPOC JIJIs1 00CYXKACHUS

YTO-TO, YTO JAET CHITy WIH
IPEUMYLIECTBO B IIEPETOBOPAX
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lowball
make a concession

make a deal

merger or takeover negotiations

mutual advantage

negotiate from strength

negotiate from weakness
objection

obstacles

outline objectives
postpone discussions

priority

probing

proposal

reach a common ground
reach an agreement
reach consensus
reconsider the position
relationship building
relaxed atmosphere
representative

small talk

sound reasonable

npejiaraTh HAMHOT'O MEHBIIIE, YeM
OKUJIaeTCs Ha TIeperoBopax

IIOMTH Ha YCTYNKY
3aKJIH0YaTh CHEIIKY

IMCPCTrOoBOPLI O CIIMAHUU WU
IIOTJIOMCHUH

B3anMMHasA BbIr'O4a

BCCTH IICPCTOBOPLI C MMO3NIUHN CHUJIIBI,
HMCTDb ITPCUMYIIICCTBA

BCCTH IICPCTOBOPLI C IIO3UITNHN
CJ'I216OCTI/I, HC UMCTb IIPCUMYIIICCTB

IIPOCTECT, HECOTTIACHUE
IPENATCTBUSA

ONMCaTh LEIN
OTJIOKUTB OOCYKICHHUS
IIPUOPUTET

30HIMPOBAHUE, IPOLLYTILIBAHHE
ITOYBBI

PEJIOKECHHE
IPUNTH K 00IIIEMY MHEHUIO
JIOTOBOPUTHCS

JOCTHYb KOHCEHCYCa
IEPECMOTPETH TO3UIIUIO
MOCTPOEHHUE OTHOIIECHUM
paccnabienHas armocdepa
IPE/ICTaBUTEIb

OONTOBHS

3By4aTh pa3yMHO
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AHIVIMACKHMH VIS MAPKETHHIa

TERM TRANSLATION

advertising campaign peKIaMHas KaMIIaHUs

advertising

billboards/hoardings

brand awareness
brand image
brand manager
buyer

buying habit
buying motivation
chain store

cheap

classified ads
cold call
competitor
consumer
consumer location
convenience store
corporate image
coverage
customer needs
customer

demand
department store
direct marketing

discount

pekiiaMa

PEKJIAMHBIE IIUTHI
y3HaBa€MOCTh OpeH/ia
UMUK OpeHaa
OpeHI-MeHEeHKED
MOKYIaTeIb
MOKYyIaTeNbCKas MPUBBIUKA
MOTHUBAIUS TOKYTIKU

CETh MAara3uHoOB

hI(S11(S:38171

0OBSBIICHHS B ra3eTHBIX pyOpUKax
XOJIOJTHBIM 3BOHOK
KOHKYPEHT

NOTpeOUTEND
MECTOHAXO0XJICHHUE MTOTPeOUTENs
MarasuH (ea ¥ ToBapbl)
KOPIIOPATUBHBIA UMUK
MOKPBITUE, OXBAT
MOTPEOHOCTH KITMECHTOB
MOKyIaTesb

crpoc

yHUBEpMar

IIPSAMON MapKETHUHT

CKHJIKa
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disctribution channel
domestic sales
dominate a market
downmarket
e-commerce
e-marketing

enter a market
entry-level
expensive

free gift

free sample
generic products
goods

high-priced

junk mail
low-priced
mailshot

market challenger
market growth
market leader
market niche
market segmentation
market share

market size

market-driven
marketeer

marketing mix

KaHaJl paClpOCTPaHEHUS
MPOJIAKU Ha BHYTPEHHEM PBHIHKE
JTOMUHUPOBATHh HA PHIHKE
JICIIEBBIM M HU3KOI'0 KauecTBa
AJIEKTPOHHAS KOMMEPIIHUS
3JIEKTPOHHBIA MAPKETUHT
BBIUTH HA PHIHOK

HavyaJbHbI YPOBEHb

JIOPOrou

OecIIaTHBIN T01apOK
OecruiaTHbIN oOpaszery
JKEHEPUKH, TOBaphbl 0e3 OpeHia
TOBapbI

C BBICOKOM LICHOM

cram

C HU3KOW IIEHOM

MOYTOBAs PacChLIKA

COIEPHHUK JIUJIepa PhIHKA

pOCT pbhIHKA

JIUJIep phIHKA

phIHOYHAS HUIIIA

CEerMEHTaIIMs PhIHKA

JI0JIs1 phIHKA

pa3Mep phIHKa

JNBH>KHMBIN PBIHKOM,
OPUEHTUPOBAHHBIN HA PHIHOK

MapKeTOJIOT

KOMITIIEKC U3 4x cTpareruit «four
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marketing strategy
mass market
medium
middleman
mid-priced

neon signs

niche market

own-brand product

packaging

personal selling
positioning
poster

price boom
price cut

price hike

price leader

price sensitive buyers
price tag

price war

pricing

product catalogue / mix/ portfolio

product endorsement
product life cycle

product placement

Ps»

MapkeTuHroBast crpaTerus
MacCOBBII PBIHOK

KaHaJl peKJIaMbl
IIOCPETHUK

10 CPEIHEN 1ICHE
HEOHOBBIE BBIBECKU
HUILIEBBIA PHIHOK

MPOJIYKT COOCTBEHHOM TOProOBOM
MapKu

YIIAKOBKa

IIpoJaaKu JIMIOM K JIMIIOM, C
JINYHBIM KOHTAaKTOM

MO3UIIMOHUPOBAHUE
TJIaKaT

IIEHOBOM OyM
CHIDKEHHE 1IeH
pOCT 1IeH

LIEHOBOW JIUIEP

IMOKYIIAaTCJIN YyBCTBUTCIILHBIC K
OCHC

IICHHHUK
IICHOBasi BOMHA
IIEHO0Opa30BaHKE
KaTaJIoT MPOTYKIIHH

peKJIama MpoaAyKTa U3BECTHOU
JIMYHOCTBIO

’KU3HCHHBIN IMUKIT IIPOAYKTA

peKIaMa MpoTyKTa B KUHO
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product portfolio

product positioning

product range/line

public relations

recommended retail price
retailer

rival

sales promotion

Search Engine Optimization (CEO)
seller

Social Media Marketing (SMM)
special offer

substitute products

the four ps: product, price, place,
promotion

trademark
tv commercial

upmarket

noptdenb NPoTyKTOB

[To3uuronupoBanue MpoAyKTa

ACCOPTUMEHT / TUHENKA MPOAYKIINH

CBSI3H C OOIIECTBEHHOCTHIO

P CKOMCHIOBAHHAsS PO3HUYHAA IICHA

PO3HUYHBIN OU3HEC

CONIEPHUK

CTUMYJIMPOBAHHUE MPOAAXK
MOMCKOBAsi ONTUMHU3ALUS
MPO/IaBeLl

MapKETUHT B COI[UATIBHBIX CETAX
CHeUaIbHOE MPEIOKEHUE
TOBAPbI-3aMEHUTEIN

YCTBIPC OCHOBBI MAPKCTHUHIA:
IMPOAYKT, LICHA, Pa3MCIICHUC,
IMPOABUKCHHC

TOBAPHBIN 3HAK
TB-peknama

JIOPOTOM U BBICOKOTO Ka4eCTBa

AHIJIMUCKUH 11 GUHAHCOB M OyXTraJTepuu

TERM

accelerated depreciation
account

accountant

accounts payable

accrual

TRANSLATION

HEJIUHEWHBIN METO HAUNCIICHUS
aMOpTHU3aLNHU

CUeT, KOHTPAreHT
Oyxranrep

MIEpUOJ MOTAIEHUS KPEAUTOPCKOMN
3aJI0JDKEHHOCTH; CYETa K OIIaTe

ITIOHECCHHBIC, HO CIIIC HC
BBITINIAYCHHBIC PACXO/AbI



CpPOUYHOE 00513aTENIbCTBO;

accrued liability/accrued expense HAYUCJICHHOE 00513aTEIhCTBO

accrued revenue/accrued income HAYUCIIEHHBIN TOXOJI

acquisition

actual cost

actual expenditure

added value

allocation of the dividend

annual report

assets: current, fixed, intangible
(goodwill, brands)

audit

auditor

bail out

balance sheet
balance-sheet items

balance-sheet ratios

be in the black

be in the red
bonds

book value
bottom line
budget
burden
capital

capital goods

HOTJIONIEHNE KOMIIaHUN
(akTHueckue 3aTpaThl
(bakTHYecKue pacxosl
noOaBiieHHAst CTOUMOCTh
BBIJICJICHUE TUBUICHIIOB
TOJ0BOM OTYET

aKTUBBI: 000POTHBIE, OCHOBHEIE,
HeMaTepuaabHbIE (pemyTarus,
OpeHIbI)

ayauT
ayJuTop

BBIpy4YaTh, CyOCHAMPOBATH
OyxranTepckui OanaHc
cTaThu OasiaHca

OaJTaHCOBBIE TOKA3ATEIHN

OBITH B IIF0CE, 10XOAbI IPCBLIIIAIOT

pacxojIsl

OBITH B MUHYCE, PACXOJIbI
MPEBBIIAIOT TOXOIbI

oOJMranum

OaniaHCOBasi CTOUMOCTD
(YHaHCOBBIN pe3yabTaT
OrOKeT

JI0JITOBOE Opemst
KamuTa

OCHOBHBIC CpCACTBA, OCHOBHEIC
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capital increase

capital loss
cash reserves
cashflow
collateral
comission
commodity
corporate tax

cost of goods sold

creative accounting/window dressing
credit policy

currency

current account

current assets

debt

default

deferred tax

demand

depreciable assets
depreciate/amortize
depreciation/amortization
direct costs

dividends

earnings

(bOoH/IbI; KAMUTABHBIN TOBAP
IIPUPOCT KaIlUTAJIA

Y6BITKI/I I10 BJIOKCHHOMY KaIIUTAally,
Y6BITKI/I OT IIpOaa’Xu OCHOBHBIX
CpCIaCTB

JICHEKHBIC PE3EPBBI
JICHEKHBIN ITOTOK

3aJ10T

KOMHCCHSI

CBIPBEBOM TOBAP

HaJIOT Ha NPUOBLIb KOPIOPALIHIA
CTOMMOCTD ITPOJIaHHBIX TOBAPOB

TBOpUYECKasi OyXrajirepusi, IupMma,
MoKa3yxa

KpeIuTHAs TIOJIUTHKA
BAJIIOTA

TEKYLIUH CUET, PACUETHBIN CUET
000pPOTHBIEC AKTUBBI

J0JIT

HEBBITIOJIHEHHUE 00513aTEITHLCTB
OTCPOYEHHOE HAJIOTO00JIOKEHNE
CIpoc

aMOPTU3UPYEMBIE aKTUBBI
W3HAIIUBATH WA aMOPTU3UPOBATH
W3HOC WJIM aMOPTH3AIHS

MIPSMBIC PACXO/IbI

TTUBUICHIBI

3apaboOTOK
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economies of scale

eXpPenses

file for bankruptcy protection
financial year

fixed costs

GDP

go bankrupt

gross margin

gross profit
highly leveraged

income statement

indirect costs/overhead costs
inflation rate

intangible assets

interest

inventory turnover index
inventory value

joint venture

lender

leverage

liabilities: current, long-term

liquid assets
loan
loan capital

majority stake

s dexT macmrada
3aTparthl

10/1aBaTh 3asBKY O 3aIUTE OT
O0aHKpPOTCTBA

(hUHAHCOBBIH TOJ
(UKCUPOBAHHBIC PACXOIBI
BBII

00aHKPOTUTHCS

BaJIOBas MIPUOBLITH B TIPOIIEHTAX

BajJoBasd HpI/I6BIJIB B JCHC)KHOM
BBIPpA’)KCHUU

C BBICOKOM JI0JIeH 3a€MHBIX CPEJICTB
OTYET O MPUOBLIAX U YOBITKAX

KOCBEHHBIC 3aTpaThl, HAKJIATHbIC
pacxoIs

YpOBEHb UHQIISIIUN
HEMAaTepHUAIbHbIE AKTUBBI

MIPOIIEHT MO KPEIUTY

MHJEKC 000paYrBaEMOCTH 3aM1acoB
MHBEHTapPU3AILMOHHAsI CTOUMOCTD
COBMECTHOE MPENPUATHE
KpEIUTOP

KPEJIUTHOE TLIEYO

MAaCCHUBBI: TEKYIIUE, JOJITOCPOUHBIE

OBICTPO pear3yeMbie CPECTBA;
JTMKBH/IHBIC aKTHBBI

3aeM
CCYIHBIN KaIluTaJl

Ma)KOpUTapHas J0JIs
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make a loss
make a profit
merge with
merger
minority stake
mortgage

net margin

net profit
non-taxable income
operating loss

operating profit

overleveraged
overspend

pay off

pay upfront
payment terms
pension
pre-tax loss

pre-tax profit

principal

profit and loss account
profit margin, mark-up
raise capital

repay a debt

reschedule a debt

TepHeTh yObITOK, MOJIy4aTh yOBITOK
MPUHOCUTH MPUOBLITH

CIIUTBCS C

CIIUSIHUE

MUHOpHUTapHAas A0S

UTOTEeKa

yrcTasi NpUObLIb B POIIEHTAX

qucrTasa HpI/I6BIJ'IB B JCHC)KHOM
BBIPpA’)KCHUU

He 00J1araeMblii HAJIOTOM J10XOJ1
yOBITOK OT OCHOBHOM JI€ATEIIbHOCTH
MPUOBLITL OT OCHOBHOM JIEATEILHOCTH

C YPE3MEPHOM JOJIEN 3aEMHBIX
CpEICTB

repepacxo/ioBaTh
BBIILJIATUTE

IUIATATH aBAHCOM

YCIIOBHS OTIJIATHI

MEeHCHUS

yOBITOK /10 HAJIOTO00JIOKEHUS
MPUOBLIb 10 HAJIOTOOOJIOKEHUS

TCJIO KpCAnUTa NI BJI0KCHHBIM
KaruTall

cueT npuObLIeH U YOBITKOB
Mapika, HalleHKa
MPUBJICKATH KAUTAal
BBITUIATUTH JIOJIT

PECTPYKTYpUPOBATH 10JIT
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rescheduling or restructuring
restructure a debt

retained earnings

revenue

rounding down

rounding up

salary

savings account

share

share capital

shareholder

U3MEHeHue TpaduKa nin
pPECTPYKTYypHU3aLus

PECTPYKTYPUPOBATH JOJIT
HepacnpeeaeHHas TpruObUTh

BBIPYYKa

OKPYTJIEHHE B MEHBIIYIO CTOPOHY

OKpYTJIEHHE B OOJIBIIIYIO CTOPOHY

3apruiara
cOeperareybHbIid cueT
aKIIHSI

aKIIMOHEPHBINA KamuTal

aKIUOHED

AHIIMACKHH U151 3AKYTIOK

TERM
accounts payable
accounts receivable
added value
amount
amount of invoice
article/item
assortment/range
auction
backlog
batch
bid
billing
buy / purchase

TRANSLATION
KpeauTOpCKast 3a0JKEHHOCTh
neOUTOpCKas 3aJ0JPKCHHOCTh
no0aBlieHHAss CTOUMOCTD
KOJINYECTBO
CyMMa cueTa Ha OTUIaTy
€IMHHUIIa TOBapa
ACCOPTUMEHT
ayKITMOH
OTCTaBaHUE
TapTUs TOBapa
cTaBKa
BBLICTABJIEHHE CUETOB

MOKYTIKa / MOKYyTKa
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buy in bulk KYIHTH OTITOM
cancel the order OTMEHHTD 3aKa3
cash discount CKHJIKa IIPH OILIaTe HATMIHBIMU

catch the customer’s attention IpUBJIeYh BHUMAHHUE KIIMEHTA

charge

charge for

claim

collection
commodity
complaint
complaints department
consignment
consumer
coupon

dealer

delayed delivery
deliver

delivery
delivery charges
delivery date
discount
dispatch (parcel / an order)
draft

factory price
fleet of vehicles
for sale

free shipping

miara
B3MMATh IIJIaTy 3a
TpeboBaHue

B3BIMAHKE, MHKACCAITUS
TOBap

pEeTeH3us, Kanooa

OTAEN peKIIaMalunii

mapTs

OTPEOUTEIND

KyIIOH

TUIIep

3a/iepKaHHasi TOCTaBKa
JIOCTaBUTh

J0CTaBKa

oriaTa 3a JIOCTaBKy

JlaTa TOCTaBKU

CKHJIKA

oTnpaBkKa (MOChUIKA / 3aKa3)
POEKT

1IeHa 3aBOJ1a/TIPON3BOUTEIS
aBTOMAPK

npoaaercs

OecruraTHas JOCTAaBKa



get / receive (letter, parcel)
handling charge

in bulk

inventory

invoice

item

lorry/truck

mail order (sale)

mailman (us) / postman (gb)
malfunction

missing goods

negotiate

non-returnable packing

notes & remarks on purchase order

old stocks

on credit

order

order confirmation
order form
order processing
out of stock
package
packaging
packing list
parcel

pay in advance

MOJIYYHTh / TIOTYYUTH (TTUCHMO,
MOCHIIKA)

miaTa 3a o0paboTKy rpy3a
ONITOM

WHBEHTaph

BBICTABJICHHBIN CUET

MyHKT

I'PY30BUK / TPY30BHUK
MOYTOBBIN MepeBo 1 (Mpoaaxa)
MOYTaJIbOH (CIIa) / mouTanboH (T0)
HEHCIPABHOCTh
HEJIOCTAOIINE TOBAPBI

BECTHU MTEPETOBOPHI
HEBO3BpaTHas yIaKoOBKa

IpPUMEYaHUS 1 KOMMEHTapHUH K
3aKa3y Ha MOKYTMKY

CTaphble 3amachl
B KPEIUT

3aKa3

MIOJITBEPIKICHUE 3aKa3a
dbopma 3akaza
00paboTka 3aka3a
pacnpoiaHo

makeT

yImaKoBKa
YIAKOBOYHBIN JIUCT
MOCBLIKA

MJIaTUTh BEpe (aBaHCOM)
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payment by installments
place the order

point of purchase
preview

promotional code
purchase order
purchases

quotation / an estimate

rebate

receipt

registered mail / certified letter
replenish

retailer

oruiaTta B pacCpoUKy
pPa3MECTUTH 3aKa3

TOYKA MOKYTIKH
IIPEABAPUTEIBHBIN ITIPOCMOTP
IIPOMO KO

3aKa3 Ha MTOKYIKY

IOKYTIKA

urara / cMeTa

BO3BPAT IPH OILIaTe OOJBIIETO
KOJIMYECTBA, YEM HYXKHO (Hampumep,
HaJIOTH)

KBHUTaHIIMA
3aKa3HOE MHUCHMO / 3aKa3HOE IMUChMO
ITOIIOJIHATDH

pOSHPI‘-IHBIﬁ TOPTOBCII

AHIVIMACKHH ISl IPOAAXK

TERM
active sales
advance payment
after-sales service
agency contract
agreed price
apartment for sale
article/item
bargain
bestseller

book of sales

TRANSLATION
aKTUBHbBIE MPOJIAXKHU
npeaormiaTa
MOCJIETIPOIAYKHOE OOCITYKUBAHHE
AreHTCKUW J10TOBOP
corjlacoBaHHas IieHa
pojaaka KBapTUPHI
eIMHUIIa TOBapa
TOPrOBaTHCS, BBITO/IHAS TOKYTIKA
XHUT MPOJaXK

KHHUT'A ITPOAAK Ha aHTJIMHCKOM
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break-even point
business card

buy on credit
buyer

car for sale

chain store

client

close the sale, close the deal
cold call
competitor
complaint
complimentary gift

consumer

contract of sale
customer
customer base
deal

delivery
director of sales
discount

faulty goods

follow up

for sale advert, house for sale advert
free trial

go on sale

TOUKa 6€3yOBITOYHOCTH
BU3UTHAs KApTOUYKa
HOKyIaTh B KPEAUT
HOKyHaTeyb

npojaka aBTo, MPOaka aBTOMOOIIS
CeTh Mara3nuHoOB

KJIHEHT

3aKIIIOYUTH CACIKY
XOJIOJHBIA 3BOHOK
KOHKYPEHT

xKayoba

OecIuIaTHbBIN MOJIapOK
KOHEYHBIN MOTpeOUTENb

AOTOBOP KYILUIU-IIPOAAXXKH, JOT'OBOP
IIpoaaKu

MOKYTIaTeb, KITUCHT
0a3a KIIMEHTOB

clIernKa

J0CTaBKa

JUPEKTOP IO MPOaaXKam
CKHJIKA

nedeKTHbIE TOBAPHI

CBSI3BIBATHCS C JIUAAMU, C TEMH, KTO
IIPOSIBUJI UHTEPEC K POIYKTY

00BsSIBJICHHE O TIPOJIaXKe, OOBABICHHE
0 MPOJaKEe J0Ma

OecruiaTHas mpoOHast BEpCUs

NOCTYIUTH B MPOAAXKY
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guarantee

head of sales department
in bulk

increase in sales

lead

loss

make an offer

market

objection

outlet

overcome

payment by installments
place an order

postpayment

price conscious

price reduction
price/quality ratio
product

profit

profit margin (mark-up)
prospect

purchase
quote/quotation

receipt

recommended price

rapaHTus

PYKOBOJMTEIb OT/EA IPOJAK,
HayaJbHUK OTJIeJIa MPOJIaXK

ONTOM
POCT MPOAAK

JIMJI, TOT KTO MPOSIBUII UHTEPEC K
TOBapy U OCTaBUJI KOHTAKTHBIE
JTaHHBIE

yOBITOK

JeaTh MPEAJIOKEHNE

PBIHOK

BO3paXKEHUE

TOYKa MPOAAK

IIPEOJI0JIETH

paccpouka, oruiaTa yacTsMu
pa3Melnath 3aKas, 1e1aTh 3aKa3

IIOCTOINIIaTa, OTCPOUYKaA IIJIaATCKa

TOT, KTO AYMA€eT B IIEPBYIO OYEPED O

LIEHE NIepe/l TOKYIKOU
CHIKECHHE LIEHBI
COOTHOLIEHHE 1IeHa / KaUeCTBO
TOBap

npuObLIb

MapKUHAIbHOCTh
NIOTEHIUAJIBHBIN ITOKYIIATEINb

npuoOpeTaTh, MOKyIKa

Ha3HadCHHaA IICHA, 3asi1BJICHHAA LICHA

yek 00 oruiare

PECKOMCHAYCMAA LICHA
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