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ВВЕДЕНИЕ
Учебное пособие представляет собой разносторонний учебный комплекс, который состоит из 7 тематических разделов, затрагивающих различные аспекты экономической деятельности, среди которых можно выделить: написание деловых писем, стратегии перевода литературы по специальности, обсуждение экономических проблем.
Его цель – сформировать умение читать и переводить литературу по специальности и развить навыки устной и письменный речи в пределах изученных материалов.

Тематика учебных материалов затрагивает такие вопросы как экономическое развитие, банковская система и система налогообложения, структура предприятий, организация бизнеса, маркетинг и др.

По материалам текстов составлены лексико–грамматические упражнения и упражнения на словообразование. Каждый раздел также сопровождается заданиями, развивающими аудитивные навыки, а также навыки ведения деловой переписки.

В пособии представлен грамматический материал в форме удобных таблиц, упражнения и статьи для перевода из зарубежных источников.

Система подачи материала способствует активному усвоению и закреплению лексики и грамматики английского языка, а также формирует у обучающихся умение использовать язык как средство профессионального общения.

Учебное пособие предназначено для обучающихся и преподавателей факультета управления.
РАЗДЕЛ 1. АНГЛИЙСКИЙ ЯЗЫК В КАРЬЕРЕ 
МОЛОДОГО СПЕЦИАЛИСТА
Unit 1
Scientific-technical translation in the professional world

Межкультурная профессиональная коммуникация занимает совершенно особое место в современном мире. Бурное развитие науки и техники, интенсивный обмен научно-технической информацией, интеграция ученых различных государств в разработках по перспективным научным направлениям ​​​​​– все это способствует пониманию значимости эффективного общения профессионалов. Вопросами совершенствования межъязыкового профессионального общения занимаются не только сами профессионалы, но и люди, призванные непосредственно обеспечить успешное осуществление межъязыкового общения, – переводчики и теоретики переводческой деятельности. 

Языки науки и техники иногда называют профессиональными диалектами, а специалисты, работающие в данной области науки или техники, используют соответствующую терминологию. Коммуникация здесь зависит не только от опыта, говорящего и его способности выражать свои мысли, но и от его владения специальной лексикой и возможностью правильного оперирования ею. Так, люди, работающие в области медицины, используют общий словарь и грамматические правила родного языка, но большую часть этого словаря составляют слова, созданные специально для названия различных явлений, понятий, веществ, количество которых постоянно увеличивается. Язык науки – это язык, используемый в научных статьях, это очень формальный язык. В нем нет эмоциональных оценок, он точен и прозрачен. Словарь науки состоит из слов, которые имеют четкую дефиницию и редко встречаются в обыденной речи. В нем часто используются аффиксы и слова греческого и латинского происхождения, что позволяет избегать ассоциаций с обыденными понятиями и в то же время способствует интернационализации науки. Однако основную массу слов составляют слова родного языка, хотя многие считают, что в языке науки большинство слов – иностранные. Все эти особенности имеют непосредственное значение для перевода.

Процесс специализации языка науки не прекращается. 

Все время появляются новые дисциплины и научные направления. Однако знание одной области науки не означает знание другой, даже если она тесно связана с первой. Специалист знает терминологию только своей области научного познания и является дилетантом в терминологии других областей. Никто не может правильно перевести текст, который он не понимает. В сообщении ЮНЕСКО, изданном несколько лет назад, говорится: «Чтобы переводить документы, написанные учеными и предназначенные для ученых, работающих в разных областях науки, переводчик должен сам разбираться в этих областях».

Как отмечалось в одной из статей, «...цель [перевода] – воспроизвести текст так, чтобы конечный продукт точно соответствовал оригиналу, только написан он должен быть на другом языке».

Хороший перевод – это продукт сознательного стремления передать идеи автора без излишнего толкования или стремления выражаться чрезмерно литературным языком.

Основная цель перевода – передача информации. Поэтому технический переводчик должен передать основной смысл текста. Об этом еще в IV в. говорил переводчик Библии С. Джером: «Non verbum е verbo, sed sensum exprimere de  sensu»  (He  слово  за  слово,  а  значение  за  значением).  К сожалению, это пожелание не всегда соблюдается. 

В настоящее время отмечается быстрый рост специальных знаний. Переводчик должен быть знаком и иметь доступ ко всевозрастающему количеству информации, включая и терминологическую. Словари не поспевают за темпами роста научно-технических знаний. Новые слова и выражения, которые возникают в языке, не могут быть тотчас зарегистрированы в словаре. 

Что должен  делать  переводчик  при  столкновении  с  таким новым термином? Как перевести его на другой язык? 

Следует ли создать новый термин на родном языке переводчика или надо использовать неологизм? Единого мнения по этому поводу не существует. В 1988 г. П. Ньюмарк отметил: «Технический переводчик, в отличие от других переводчиков, не имеет права создать неологизмы». По мнению некоторых специалистов, подавляющее большинство безэквивалентных терминов финансовой сферы может быть передано в переводе посредством калькирования. 

Особую трудность при переводе представляет синонимия. Например, в русско-английском медицинском словаре приводится семь английских слов для одного русского – роды. На первый взгляд, это синонимы, и только опытный переводчик, знакомый  с функционированием этих слов в речи, может сказать, что они обладают разной валентностью, т. е. сочетаемостью. 

Поэтому необходимы самые разнообразные словари для нужд профессиональных переводчиков. Так в настоящее время ощущают острая необходимость в отраслевых глоссариях, указывающих наиболее употребительные исходные/ключевые понятия и их иноязычные соответствия. П. Ньюмарк отдельно подчеркивает также важность разного рода статистических, особенно  частотных  данных об использовании тех или иных языковых средств в разных типах и жанрах текста в разных языках, и необходимость создания соответствующих специальных частотных словарей для переводчиков.
Другая трудность – несовпадение широты семантики слов, что также влияет на возможности перевода. В русском языке мы имеем два слова «лекарство» и «наркотик», а в английском – одно слово для обозначения этих двух веществ.

Большинство научных статей, опубликованных в мире (около 90 %), написаны на английском языке, но это не означает, что 90 % авторов хорошо владеют английским языком или являются хорошими переводчиками. Это ведет к появлению различных вариантов «английского языка». Общая тенденция в процессе перевода с одного языка на другой – заимствование слов из исходного языка, что ведет к созданию  «иностранного  акцента»  в  языке перевода.  П.  Ньюмарк называет такой язык «английским языком переводчика», а сам перевод – дословным, бессмысленным неестественным. 

В заключение следует отметить, что технический перевод – трудная задача, и от технического переводчика требуется сочетание разных качеств. Он должен быть широко образован и быть компетентным не только в области языка, но и в области науки, в пределах которой он делает переводы, должен уметь четко излагать факты, мыслить четко и конкретно, облекать свои (чужие) мысли в точную языковую форму.

Контрольные вопросы
1. Перевод как процесс межъязыковой или двуязычной коммуникации.

2. Классификация «ложных друзей» переводчика.

3. Адекватный перевод.
Unit 2 
Advertising
Useful tips
Non-finites
Формы английского глагола делятся на личные и неличные.

Личные формы глагола способны отражать категории времени, лица, числа и наклонения. В предложении они используются в качестве сказуемого и согласуются с подлежащим в лице и числе.
Неличные формы глагола, к которым относятся причастие, инфинитив и герундий отличаются от личных тем, что не имеют категории лица, числа, времени и наклонения и не употребляются в предложении в функции сказуемого, хотя могут быть его частью. 

Инфинитив (the Infinitive) – это неличная форма глагола, которая называет действие. Инфинитив является основной (или I) формой глагола и представляет глагол в словаре. Признаком инфинитива является частица to: to help – помогать, to read – читать. 

Герундий (the Gerund) имеет свойства как глагола, так и существительного. Подобной неличной формы в русском языке нет. Как существительное он может выполнять в предложении функции подлежащего, дополнения, определения и обстоятельства с предлогом. Как глагол может иметь после себя прямое дополнение и определяться наречием, иметь перфектную форму, категорию залога, а также выражать действие как процесс.

Герундий образуется от основы глагола с помощью суффикса -ing. To translate – translating, to read – reading.

Причастие I (Participle I) – неличная форма глагола, обладающая свойствами глагола, прилагательного и наречия. Соответствует формам причастия и деепричастия в русском языке. Participle I Indefinite обозначает действие, одновременное с действием глагола-сказуемого, образуется от основы глагола с помощью суффикса -ing. To translate – translating, to read – reading.

Причастие II (Participle II) – неличная форма глагола (III основная форма глагола), имеет одну неизменяемую форму со страдательным значением и обозначает действие, которое испытывает на себе лицо или предмет. Оно соответствует в русском языке причастию страдательного залога.

Причастие II правильных глаголов имеет ту же форму, что и Past Indefinite, и образуется при помощи прибавления суффикса -ed к основе глагола to ask – asked, to help – helped.

Подобно причастию I, причастие II обладает свойствами глагола, прилагательного и наречия. Как и глагол, оно обозначает действие. Время действия, обозначаемое причастием II, определяется временем действия глагола-сказуемого или контекстом.
Неличные формы глагола
	Рус. инфинитив
	Infinitive
	to go
	I want to go home.

	Существительное + глагол
	Gerund
	going
	Going home is a good idea.

	Прилагательное + глагол (рус. причастие)
	Participle I
	going
	The man going to London is my friend.

	Рус. деепричастие
	Participle II
	gone
	The man gone to London is my friend.

	but:

	

	Рус. отглагольное существительное
	Verbal Noun
	the going(s)
	His going to London is a good idea.


Exercise 1. Find out where ing-form is a verbal noun, participle I or gerund.

1. You should think before speaking. 2. After finding the new word in the dictionary, I wrote it down and went on reading. 3. He spent much time on the copying of his literature lectures. 4. What do you mean by saying that? 5. The students found the reading of English newspapers rather difficult at first. 6. Instead of going home after school, the girls went for a walk. 7. Chalk is used for writing on the blackboard. 8. We sat by the river-side listening to the running of the water. 9. The cleaning of the room was done by the girls. 10. Working in the garden is very good for the health of people. 11. Going home from the theatre, they were discussing the play they had seen. 12. Looking back upon that time, he realized how happy he had been then. 13. Tom lived there like a paying guest, attracting very little attention to the others. 14. Remembering that time was like going back to his childhood and re-living those happy days. 15. Your hair wants cutting. 16. I shall look forward to seeing you again. 17. It was no use talking about it any longer.

What forms to use: ing- or ‘to + Infinitive’?

	Use Infinitive after
	want, prepare, deserve, attempt, promise, afford, manage, threaten, forget, fail, offer, agree, refuse, decide, plan, arrange, hope, aim, learn, seem, appear, pretend, etc.
	It was late, so we decided to take a taxi home.

	Use a question word + Infinitive after
	ask, decide, know, remember, forget, explain, learn, understand, wonder, show, tell, advise, teach
	Ask Jack. He’ll tell you what to do.

	Use –ing after
	to avoid, to excuse, to keep (on), to burst out, to finish,   to mind  (?, -), cannot help, to forgive, to postpone, to deny, to give up, to put off, to enjoy, to go on, to stop, etc.
	Paula has given up smoking.

	Use –ing with a preposition after
	to accuse of, to give up the idea of, to rely on, to agree to, to succeed in, to approve of, to insist on, to suspect of, to be afraid of, to look forward to, to thank for, to complain of, to object to, to think of, to depend on, to persist in, to feel like, to prevent from, etc.
	The patient complains of having pain in his leg.


Exercise 2. Put in the Infinitive or the Gerund. Translate the sentences into Russian.

1. She stopped … (come) to see us, and I wondered what had happened to her. 

2. She was terrified of … (have) to speak to anybody, and even more, of being spoken to. 

3. They seem … (have) plenty of money.

4. Do you want … (to write)?

5. I avoided … (speak) to them about that matter. 

6. The Farrells like … (tell) jokes. 

7. She burst out … (cry). 

8. He never agreed to their … (go on) that dangerous voyage. 

9. I agreed … (lend) him some money.

10. He did not approve of her … (drink) so much coffee. 

11. Can you show me how … (do) it?

12. All the happiness of my life depends on your … (love) me. 

13. I don't want them … (to think) you in the wrong. 

14. Jimmie tells me he is prepared … (sign) the statement. 

Reading and Speaking
Read and translate the text. Learn new words by heart. Find non-finite verbs.

Marketing
Marketing is often confused with sales or with advertising but it is these and much more. Mar​keting is a complete process within the business which includes:

· finding out what the customer wants ( this is called «market research» and involves finding out what types of products are wanted (product policy) and what prices consumers are prepared to pay;

· helping to produce the right product at the right price;

· persuading customers to buy the product ( by means of advertising and packaging;

· transporting the product to the customer in the most convenient and efficient way which means distribution.

The easiest way to remember what marketing is all about is to remember what the marketing peo​ple call the marketing mix i.e. the four Ps:

· product
· price
· promotion
· place.
Product. Product involves decisions about the product's quality, its style and design, the branding policy (what to call it and how to ensure that customers recognise the brand name), how to package it and what guarantees to offer.

Price. Price means the need to set not only the price itself but also any discounts which might be given and any allow​ances permitted, e.g. $50 for your old cooker when you buy a new one.

Promotion. Marketing involves the choice of how the product is promoted ( the advertising and the publicity it is given.    

Place. Place refers to how the product is distributed and through what types of shop or other organisations.

Since the early 1950s, private companies have been spending more and more on advertising in the mass media. Although some advertisements provide information of public interest, it is clear that most are aimed at sales promotion. In some cases, rival products which are almost identical are advertised at great expense. Many consumers complain that such promotional advertising is wasteful and pushes up prices. 

Advertising executives, however, maintain that by advertising, they can increase sales and thus gain economies of large large–scale production which are passed on to consumers. However justified this expenditure may be from the viewpoint of private enterprise; it is certainly remarkable that in many developed countries, more money is spent on advertising than on schools or hospitals.

1. Answer the following questions.
1. What is the market research?
2. With what notions is marketing sometimes confused? 

3. What is the difference between those notions and marketing?

4. What are the four Ps? 

5. What does the term branding policy mean?

6. What allowances can sometimes be permitted to attract consumers?

7. What is the main aim of advertising?

8. How do consumers feel about promotional advertising?

9. How can advertising help to reduce prices?
10. Is promotional advertising justifiable from a social point of view?

2. Write down the answers to the following questions.
1. What is the marketing mix? …
2. What are the four Ps? …
3. Sum up what the text says about:

· marketing

· advertising

4. What is marketing? How is it connected with advertising? What advertising is the most effective? Can you give any examples?

Vocabulary

	to confuse
	
	смешивать, перепутывать

	rival products
	['raivәl]
	конкурирующая продукция

	to persuade smb to do smth
	[pә'sweid]
	убеждать, склонять кого-то сделать что-то 
	at great expense
	
	с большими (денежными) расходами

	promotion
	
	продвижение, содействие
	to push up prices
	
	«взвинчивать» цены

	allowance
	
	скидка

пособие


	wasteful
	
	расточительный

	to permit / to give allowance
	
	давать скидку

платить пособие


	expenditure for smth
	[iks'pendit∫ә]
	расходы на что-то




1. Write down the English equivalents paying attention to the use of the zero article.

часто путают с продажами 
узнать, что хочет клиент 
типы продуктов 

убеждать клиентов покупать продукт 

посредством рекламирования 

самым удобным и эффективным способом

вовлекать решения о качестве продукта 

средства массовой информации

обеспечивать информацию общественного интереса

содействующее (продвигающее) рекламирование 

увеличивать продажи 

получать экономию крупномасштабного производства 

2. Find words or phrases in the reading passage which mean:

to convince smb to give money for goods

people who buy or use goods

people who are engaged in promotion (2 words) 

the name of a product which is popular and easily recognized by buyers

to get the goods to a certain place

allowance

directed at

surprising

to increase prices

competing goods

exactly the same

spending

3. Write definition of:

· marketing

· promotion

· product policy

Grammar

1. Word–building. Write down nouns from the following verbs, paying attention to some changes in the affixes:
verb + tion             verb + ment                verb + ance                  verb + ing

to organise              to pay                          to allow                         to market        

to distribute             to recruit                     to insure
  
      to advertise    

to prepare                to govern                    to prefer
                     to spend      

to promote              to establish                  to refer
 

    to train   

to inform                 to agree                       to occur                             to invest

2. Underline the predicates and say in what forms the verbs are used. Translate the sentences into Russian.

1. Marketing is often confused with sales or with advertising.

2. Finding out what the consumer wants is called market research.

3. Market research involves finding out what types of products are wanted.

4. Products involve decisions about the products quality.

5. Marketing involves the choices of how the product is promoted.

3. Make sentences with the following words.

to research ( research


to credit ( credit

to design ( design


to purchase ( purchase

to profit ( profit     

4. Translate into Russian paying attention to the Participles.

the discounts given 

allowance permitted

parties involved

products distributed

new brands promoted

drinks advertised 

soap packaged

coal transported

prices reduced / decreased

prices raised / increased

1. 5. Translate the sentences into English paying attention to new words and non-finite verbs.

2. Маркетинг часто путают с продажами или с рекламированием, но это не совсем так.

3. Маркетинг включает транспортировку продукта в место назначение, указанное клиентом. 

4. Цена означает потребность установить цену и любые скидки, которые можно было бы предоставить. 

5. Говорят, рекламирование расточительно и увеличивает цены. 

6. Эти расходы могут быть оправданы с точки зрения частного предприятия, однако, это спорный вопрос.

Real Life

1. Listen to the dialogue and dramatize it in the class.

2. Make your own dialogue. Try to promote some kind of goods.

Writing

1. Sometimes advertising is misleading. Study the given letter of complaint carefully.
23, Morris Avenue, 

Langton, 

Devon

16 May 2007 

The Manager

ABC Chemical Company Ltd. 

Westford Street 

London

Dear Sir,

Last month, I bought a bottle of 'Nulife Shampoo', manufactured by your company, after seeing it advertised on television. I used it three times, expecting that it would make my hair lively and attractive, as claimed in the television commercial. On the contrary, however, my hair became dry and lifeless. Worse still, it has started to go grey in places.

I therefore request that you refund the cost of the shampoo and compensate me for the damage to my hair. If you fail to do so, I will make a formal complaint to the Advertising Standards Bureau.

Yours,

Mabel Cummings.

2. Write a similar letter to the ABC Chemical Company about one of the following items:

· cough medicine which irritated your throat and made your cough worse;

· toothpaste which turned your teeth yellow and caused tooth decay.

Discussing

1. Members of a parliamentary commission are meeting to discuss a proposal to abolish commercial television. If the proposal is accepted, private television companies will be closed and the State Broadcasting Company, which is subsidized out of general taxation, will have a broadcasting monopoly. Some members are in favor of the proposal, while others are against it. List your arguments. 

You may use this vocabulary: commercials, wasteful, inflationary, harmful products, to be in bed taste, to mislead the public, state broadcasting monopoly, propaganda, to stimulate the economy, to inform the public about new products, to subsidize television programs, etc.

Контрольные вопросы
1. What kinds of advertisements are the most successful? Why?

2. What kind of advertisement do you like? Why?

3. What makes a good advertisement?

4. How does advertisement influence children?

Unit 3 
Employment
Useful tips 

Как составить деловое письмо на английском? 

Все знают, что графа «знание иностранных языков» есть в резюме любой серьезной компании. И если в такую графу написать «свободное владение», то шансы получить лакомое место возрастают многократно. А фраза «деловой английский» окажет почти магическое действие.

Как правило, деловой английский предполагает письменное общение. И это хорошо. Во-первых, всегда есть возможность подумать и залезть в словарь. Во-вторых, там столько стандартных выражений, что человеку, владеющему английским от уровня Pre-Intermediate и выше, практически не составит труда написать приличное письмо и отправить его деловым партнерам.

Главное в составлении письма – это его обрамление. То есть начало и концовка. Как говорится, по одежке встречают, а последние слова запоминаются лучше всего. 

Соответственно, если вы правильно начнете свое обращение и так же правильно его закончите, то сама суть письма будет восприниматься лучше, а общее впечатление от вашей речи вообще может сыграть решающую роль.

Придерживаясь определенных правил написания, вы обязательно достигните успеха.

Приветствие
Как и пристало всем вежливым людям: любое общение начинается с приветствия. И таким же не хитрым способом структура делового письма тоже начинается с приветствия.

Dear Sir or Madam – обращение к человеку, если вы не знаете ни имени, ни звания, ни даже того, мужчина это или женщина. Важно: после этого приветствия не ставится восклицательный знак! И даже вообще никакого знака препинания не ставится, просто следующее предложение идет с новой строки. Можно поставить запятую, если очень хочется.

Dear Mr White (Ms White/Mrs White/Miss Catcher) – обращение к адресату по фамилии (после Mr, Ms и т. д. имя не ставится!) Надеюсь, все помнят, что Mr – это обращение к мужчине, Miss – к незамужней женщине, Mrs – к замужней, Ms – к женщине, которая не хочет подчеркивать свое семейное положение.

Важно: не пишите никогда полным словом Mister, Mistress – только в сокращении (Mr, Mrs)!

Dear Mr John – обращение к адресату по имени (при более близком деловом знакомстве)

Dear Nick – обращение к адресату по имени при очень давнем, практически дружеском деловом знакомстве

Важно заострить внимание на обращениях к женщине. Сейчас очень распространено универсальное обращение Ms (это и замужняя, и незамужняя). Поэтому в деловых письмах часто именно так и пишут, дабы не обидеть :) Если вы точно знаете, что адресат – замужняя женщина, можно смело указывать Mrs. А вот если знаете, что точно не замужняя, лучше не рискуйте с Miss. Потому что некоторых это, как ни странно, задевает.

Functions of the Non-finites on the Sentence
	Infinitive
	Gerund
	Participle (I, II)

	1. Subject

	To travel by sea is a very pleasant thing
	Travelling by sea is a very pleasant thing
	-

	2. Predicate

	Your task is to put up the tent
	His hobby is collecting coins
	-

	3. Object

	I want to show you my flat
	I enjoy listening to good music
	-

	4. Attribute

	He bought me a book to read
	I don’t like your idea of walking in the rain
	The boy reading the book is my brother

	5. Adverbial modifier (of time, result, purpose, condition, 

manner of circumstances, concession, comparison)

	He was too old to travel any more
	Before having dinner you must wash your hands
	She went out of the room singing

	6. Parenthesis

	To tell the truth, I like this book
	Frankly speaking, I like this book
	-


Exercise 1. State the functions of infinitives in the following sentences.
1. He came into the room to shut the windows. 2. He seemed to know all about influenza and said there was noth​ing to worry about. 3. Do you want me to read to you? 4. I made a note of the time to give the various capsules. 5. They said the boy had refused to let anyone come into the room. 6. You can't come in. You mustn't get what I have. 7. Don't make me laugh. 8. It took me about five minutes to work out how much a suit at nine and a half guineas would cost. 9. The British Museum is much too big to be seen in an hour or so. 10. Father decided to take a holiday from his of​fice so as to help in celebrating the day. 11. It was necessary to make it in a day, just on Monday. 12. She was sitting near enough to see his face. 13. That's how I used to be myself. 14. A railway station is the most difficult of all places to act in.

Exercise 2. Point out complexes with the Gerund and comment on their functions in the following sentences.
1. Do you agree to our taking her up to town and putting her under the best control? 2. His breathing heavily when he greeted her was the result of running up two flights of stairs. 3. Of course I should insist on your accepting the proper professional fee. 4. She was startled by the noise of the outer door being opened. 5. "You know Sven hates your standing down at the door alone," said Minnie. 6. I can't bear the thought of the children staying there alone. 7. We knew nothing of his being a humorous writer. 8. Your being so indifferent irritates me a great deal. 9. We've got a lot of questions to settle before your leaving. 10. What annoyed me most of all was his accepting their proposal quite readi​ly. 11. Nick was very much excited about his favourite cake getting spoiled. 12. 1 remember in school days he couldn't answer the teacher's questions without my prompting him. 13. Don't think she'll approve of your telling me this. 14. His having failed at the entrance examination was a great disappointment to his mother. 15. Uncle Julius insists on my com​ing to keep him company.

Exercise 3. Point out the First Participle and state its functions in the following sentences.
1. The door opened and he entered, carrying his head as though it held some fatal secret. 2. I'm afraid it's the moon looking so much like a slice of melon. 3. Lying he spoke more quickly than when he told the truth. 4. I hadn't slept the night before, and, having eaten a heavy lunch, was agreeably drowsy. 5. When driving in London it​self she had as immediate knowledge of its streets as any taxi-driver. 6. "What a nice lunch," said Clare, eating the sugar at the bottom of her coffee cup. 7. While eating and drinking they talked loudly in order that all present might hear what they said. 8. For the first time she stared about her, trying to see what there was. 9. I received from her another letter say​ing that she was passing through Paris and would like to have a chat with me. 10. I sat on the doorstep holding my little sis​ter in my arms thinking over my chances of escaping from home. 11. I used to tell all my troubles to Mrs. Winkshap, our neighbour living next door. 12. "It's a quarter past seven," he said trying as hard as he could to keep relief from his voice. 13. As he wrote, bending over his desk, his mouth worked.

Exercise 4. Point out the Second Participle and state its functions in the sentence.
1. His name was well-known among the younger writers of France. 2. London, like most cities which have a long his​tory behind them, is not really one single city, but rather a collection of once separated towns and villages which in the course of time have grown together. 3. The door opened. A little frightened girl stood in the light that fell from the pas​sage. 4. The broad thoroughfare which runs between Trafal​gar Square and the Houses of Parliament, is known as Whitehall. 5. The child kept silent and looked frightened. 6. Finella glanced up at the top of the hill. High in the air, a little figure, his hands thrust in his short jacket pockets, stood staring out to sea. 7. He lived in a little village situat​ed at the foot of a hill. 8. He fell asleep exhausted by his journey. 9. If you hadn't caught sight of him at the door he might have slipped out unnoticed. 10. In the coppice they sat down on a fallen tree. 11. Seen from the Vorobyev Hills the city looks magnificent, and especially at night in the electric light. 12. She entered the drawing-room accompa​nied by her husband and her father. 13. On one side the Kremlin opens upon Red Square. There, near the Kremlin Wall, is Lenin Mausoleum, made of granite. 14. Presently I grew tired and went to bed. 15. Locked in her room, she flung herself on the bed and cried bitterly. 16. She sat for a while with her eyes shut. 17. The house in which Denby lives is little more than a cottage, looked at from outside, but there are more rooms in it than one would think.
Reading and Speaking
Read and translate the text. Learn new words by heart. Find sentences with non-finite verbs and define their functions.

Making a selection

It is quite normal for the candidate to be interviewed by more than one person. The interviewers would then compare notes before deciding which candidate to appoint.
The candidates may be given a test, in which the candidate's potential to perform the necessary activities is measured. An aptitude test will cover areas such as:

· mental abilities, e.g. powers of reasoning;

· physical qualities, e.g. co-ordination;

· arithmetical abilities, e.g. addition and multiplication.

An intelligence test may be used to find out the can​didate's general powers of reasoning. The test will normally be a written one, made up of numerical, diagrammatical and verbal questions, such as identifying one or more shapes which have common features. Or writing down the next number in a series. Or comparing a series of words to see which have similar meanings, usually a certain time limit is given for the testee. Once the test is completed, it is marked and a score is obtained. The company may also insist on a medical examina​tion before the job offer is confirmed. This will give a clear indication as to whether the applicant is physically suitable for the post.

Once an applicant has accepted a post, a letter is sent, confirming the appointment. In the same letter the conditions of service will often be included. This sets out the employee's statutory legal rights and obligations. The terms and conditions will cover areas such as:

· name and address of the employer and employee;

· date employment begins;

· job title and job description;

· level of pay and whether it will be received weekly or monthly;

· holiday entitlement;


· hours of work;

· conditions relating to sickness pay;

· conditions relating to the pension scheme;

· amount of notice the employee has to give the firm if he/she is leaving;

· notice of any disciplinary procedure used by the company.

1. Answer the following questions.

1. How many interviewers do take part in the procedure?

2. What is a candidate usually given?

3. What kinds of tasks are offered to a testee?

4. What else may be necessary for the candidate to fulfill?

5. How does the applicant get the confirmation about the appointment?

2. Complete as in the text.

1. Once an applicant has accepted a post, a letter is sent… .

2. In the same letter conditions of service… .


3. This sets out the employee's statutory...
 .


4. The terms and conditions will cover areas such as… .


3. Write out all the information from the text about:

· aptitude tests


· intelligence tests

· medical examination.

4. Sum up all the steps an applicant takes to get a job, covering:

· interviews

· contracts of employment

· tests.

5. Imagine you have just graduated from the university and now you are looking for a job. What steps should you pass as an applicant for a post?

Vocabulary

	measure
	['meğә]
	измерять


	to cover
	
	покрывать



	potential
	
	потенциал


	entitlement
	
	право

	addition
	
	добавление
	to get a sickness (sick) pay
	
	получать оплату по больничному листу

	to multiply
	['m^ltiplai]
	умножать


	to be on sick leave
	
	находиться на бюллетене, болеть

	verbal
	
	устный


	amount of notice
	
	количество дней, за которое должно быть сделано уведомление   (об уходе / увольнении)

	to score
	
	отмечать, засчитывать


	disciplinary
	[ֽdisi'plinәri]
	дисциплинарной

	to obtain
	
	получать


	conditions
	
	условия (обычно неизме​няемые – стандартные)



	to insist on smth
	
	настаивать на чем-то


	terms
	
	условия (обычно   изме​няемые)



	statutory
	['stætjutәri]
	установленный (законом)


	obligations
	
	обязательства




1. Find English equivalents in the text.

интервьюеры 

назначать кандидата 

потенциал, чтобы выполнить необходимые действия

тест для выяснения способностей 

затрагивать области 

умственные способности

тест для выяснения интеллектуального уровня

узнать общие способности кандидата к рассуждению

общие черты

похожие значения

определенное временное ограничение

счет (кол–во баллов) получен

медицинское обследование

физически подходящий для должности

принимать должность

подтверждать назначение

излагать юридические права и обязательства

программа пенсионного обеспечения

дисциплинарная процедура

2. Make sentences as in the example:
to interview/a few people → It’s quite normal for a candidate to be interviewed by a few people.

1. to give a test/the company

2. to give an aptitude test/the company

3. to give an intelligence test/the company

4. to invite/another interviewer       

5. to ask to undergo a medical examination/the prospective employer

Grammar

1. Word–building. Underline the roots and translate the words.

        interviewer – interviewed


trainer – trainee

tester – testee

employer – employee


2. Find similar examples in the dictionary. 

3. Mark what parts of speech the words in italics are (n. — noun, v. — verb, adj. — adjective, p. — participle):

1. Candidates are often interviewed by more than one person. 

2. The interviewers often compare their notes before deciding which candidate to choose. 
3. They interviewed the candidate for an hour. 
4. The interviewed felt ill at ease. 
5. The candidate was given a test to make. 
6. The test measures the candidate's potential to do the job. 
7. An intelligence test may be used to find out the candidate's power of reasoning. 
8. His ability to speak a foreign language can be tested too. 

1. 4. Translate into English paying attention to new words and non–finites.

2. Интервьюеры решают какого кандидата назначить. 


3. Тест по способностям оценит умственные, физические и арифметические способности испытуемого.

4. Тест будет составлен из числовых, схематических и устных вопросов.

5. Тест проверен, и счет получен.

6. Компания настаивает на медицинском обследовании прежде, чем предложение работы будет подтверждено. 

7. Сроки и условия отобразят часы работы, уровень платы и т. д. 

Real Life
1. Listen to the dialogue and put in the missing words, dramatize it in the class. Make sure you know these words: to be in charge of, to look for, responsibility, to move (from one place to another), to work abroad, to set smth up.

A: Thank you for coming, Mr. Oliveira. My name is Alan Green, I am in charge of Human Resources.

B:   … ?

A: Do have a seat. Now then. I see you are working for the Medilab at the moment. … ?

B: Since 1992. It's a very interesting post, but I'm … with more responsibility.

A: So you are ready for a change?

B: Yes. I feel I have come as far as I can at Medilab and I think it is time … .

A: And can your family move with you easily?

B: Our children are small, so it's no problem for them to change schools. My wife is a nurse, so she can find work … , or even in another country.

A: What kind of salary are you looking for?

B: At the moment I earn $75,000 plus a car so I would like $90,000 plus a car if possible.

A: That should be fine. Have you worked abroad?

B: Yes, I worked in … for two years. I'd like to have a chance to go abroad again.

A: You also worked in Peru, I see.

B: Oh yes. That's true. It was about five years ago. We set up a vaccination program in villages in Peru.

A: Really? And what languages can you speak?

B: Portuguese is my mother tongue. I can also speak … .

A: I’m impressed! Some of our contracts are with Japanese companies. Can you speak Japanese?

B: No, I can't, but I can always learn.

A: Never mind! I'm now going to introduce you to our … for the more technical ques​tions. I'll see you later for some aptitude and language tests.

2. Make your own dialogue of the same kind.

Writing

	
	CURRICULUM VITAE

	Name:
	Susanna J. Pattrick

	Home address:
	1 The Lane Liverpool M16 2PT

	Date of birth:
	22 March 1979

	Place of birth:
	Liverpool

	Nationality:
	British

	Marital status:
	Single

	Education:
	Stonebroom Comprehensive School

	
	West Park

	
	Liverpool September 1990–July 1995

	Qualifications:
	July 1995

	
	GCSE Mathematics (B)

	
	English (C)

	
	Business Studies (A)

	
	French (C)

	
	Art and Design (D)

	Objective:
	A traineeship in trading

	Work experience:
	Work on a market stall on Saturday

	Interest   &  activities:
	Swimming

	
	Reading

	
	Horse riding

	Referees:
	Mr Mills                                       Rev. G.Brown

	
	The Headmaster Stonebroom      St. Michael le Belfrey

	
	Comprehensive School               Church Street

	
	West Park                                    Urmstow

	
	Liverpool                                     Liverpool 


1. It is often necessary for an applicant for a high position to compose Curriculum vitae which describes all information about the candidate and is rather long (6–8 pages). But in common cases to have a shortened version – resume, is enough.

2. Write your own resume. Use the example.
[image: image1.jpg]PERSONAL DETAILS
Name

Place and Date of Birth
Sex

Address

Marial Status.
Telephone Number
Emall

EDUCATION
o January 2012

- 2007
2004
« 2001
OTHER SKILLS
* Microsoft Office
« Internet literacy

Aririsa Knairani Haningsin
Surakarta, 19 December 1969
Female

Jalan Srinarendro No. 18 Solo
Single

0271~ 713130 /085647183000
‘millykha@notniail com

Bachelor Degree of Economic at Universitas Sebelas Maret
Major Management

GPA 319

Finished Senlor Highschool (SMA N 7 Surakarta)

Finishied Juriior Highschool (SLTP N 0 Surakarta)

Finished Primary School (SD Tamirul isiam Surakarta)

« Active English with TOEFL ITP Scare

WORKING EXPERIENCE
* 2011—Present

« Februari2011

* 2010—Present

* 2010-2011

English Teacherat Alsylyah ABA Baron Kindergarten
Internship at PT. Danar Hadi Export Division as Marketing Staff
‘Acer Redemption Staff al APKOMINDO Expo Solo
Freelance at Rp.7 Communication and Advertising

ORGANISATIONAL EXPERIENCE

« Desember 2010
 2000-2010
* 20082008
* 2007-2010

Producer of PENTAS PANAS Teater Gadnang FE UNS
Secretary of Teater Gadhang FE UNS
Production staff of Teater Gadhang FE UNS.

Tutor of Nusa Indah literacy learning group





Discussing

1. How do you think what profession are the most popular today? What should a person do or what qualities possess to get a good job?

Контрольные вопросы

1. Give the advantages and disadvantages of employment strategy in any company.
2. Most common factors which are important for getting a job.
3. Describe your attitude to the following statement: “You should keep your private life totally separate from your work”.
4. As for you, high performers – who are they? 

5. Give some examples of the advantages and disadvantages of headhunting? 

РАЗДЕЛ 2. АНГЛИЙСКИЙ ЯЗЫК В ОРГАНИЗАЦИИ
Unit 4

Money
Useful tips

Как составить деловое письмо на английском? 

Продолжение

Ссылка на предыдущий контакт
После приветствия можно напомнить о себе. Точнее, о последнем общении: по электронной почте, по телефону, лично и т.д. Даже если память у адресата не девичья и обращался он к вам 5 минут назад.

Thank you for your message. – Спасибо за ваше сообщение.

Thank you for your e-mail of… – Спасибо за ваше электронное письмо от (дата)…

With reference to your phone call/ letter of (дата)/ advertisement in «NW Magazine»… – в отношении вашего телефонного звонка/ письма (такого-то числа)/ объявления в журнале NW Magazine…

In reply (in answer/ in response) to your request… – В ответ на вашу просьбу…

In accordance (in conformity) with your request … – В соответствии с вашей просьбой…

In compliance with your request… – Во исполнение вашей просьбы…

Further to our conversation/ telephone talk… – В продолжение нашей беседы/ телефонного разговора и т.д.

We are writing in response to your publication in… – Мы пишем в ответ на вашу публикацию в…

We were pleased to receive your inquiry… – Нам было приятно получить ваш запрос…

Причины обращения
После приветствия и напоминаний должна идти фраза, которая введет адресата в курс дела и объяснит, зачем вы вообще, собственно, отправляете ему это письмо.

We are writing to inquire about… – Мы пишем, чтобы навести справки о …

We apologize for… – Мы приносим свои извинения за …

We confirm that… – Мы подтверждаем, что … 
We would like to clarify… – Мы бы хотели прояснить…

We kindly ask you to… – Мы любезно просим вас…

I am writing to enquire about/ to apologize for/ in connection with/ get more details about/ explain… – Я пишу вам, чтобы узнать о/ извиниться за/ в связи с/ узнать детали о/ объяснить…

This is to confirm … Для подтверждения …

We hereby inform you … Настоящим уведомляем вас …

Завершение письма
Это – ваша коронная фраза.

As always, if you have any questions, please send them directly to me. – Как всегда, если у вас есть какие-то вопросы, пожалуйста, обращайтесь прямо ко мне.

If you have any questions feel free to contact me. /Should you have any questions, please feel free to contact me directly – Если у вас есть какие-то вопросы, не стесняйтесь обращаться ко мне/ прямо ко мне, пожалуйста.

Should you have any questions, please do not hesitate to ask. – Если у вас есть какие-либо вопросы, пожалуйста, обращайтесь без колебаний (дословный перевод).

Thank you and I am looking forward to hearing from you. – Спасибо и жду ответа от вас.

Thanking in advance. – Заранее благодарю.

Please contact us again if we can help in any way. – Пожалуйста, обращайтесь к нам еще, если мы сможем вам помочь любым образом.

Подпись, или формула вежливости
Остался последний штрих. В русских официальных письмах всё заканчивается стандартно: «С уважением, …». В английском языке принято говорить «искренне Ваш». Но на русский язык, в соответствии с этикетом, придется перевести все равно как «с уважением».
Yours faithfully, 
С уважением, … (если имя человека неизвестно, т. е. письмо начиналось с Dear Sir или Madam)

Yours sincerely,
С уважением, … (если имя Вам известно, т. е. письмо начиналось с Dear Mr/Miss/Ms/Mrs)

Если же вы общаетесь с человеком достаточно давно и обращаетесь к нему в письме по имени, то уместно использовать любой из следующий вариантов (перевести можно как «с наилучшими пожеланиями»):

Best wishes
Kind regards, 
Warmest regards.
Kind regards,
etc.
Надеемся, что данный образец делового письма на английском поможет найти вам новую работу или создать деловые связи в ближайшее время.

Reading and Speaking
Read and translate the text. Learn new words by heart. Find non-finite verbs. Define their functions
Counterfeiting
Counterfeiting of money is one of the oldest crimes in history.

In the United States, for example, it was a serious problem in the past, when each bank issued its own cur​rency.

Therefore they adopted a national currency in 1863. But it did hot solve the counterfeiting problem. The na​tional currency, or the dollar, was soon counterfeited so widely, that it became necessary for the US Government to take special measures. In 1865 the United States Secret Service was established to suppress counterfeiting. It curtailed counterfeiting to a certain extent but this crime still exists.

The US dollar is now the most counterfeited currency in the world.

Modern photographic and printing devices, color copiers, laser scanners have made the production of counterfeit money relatively easy.

A lot of special security features are usually used in making banknotes of every country.

In making American dollars, for example, the follow​ing security features are used:

· red and blue fibres, embedded in the paper

· the intaglio printing of some features 

· and many others.

Besides, not long ago, a few more new security fea​tures were added to US dollars. These features are as fol​lows:

· invisible thread embedded in the paper

· microprinting 
· and others.
These new features appeared first in banknotes of certain denominations only. Other denominations will be gradually made with the same security features.

1. Which of these statements are not true?

1. Counterfeiting of money is one of the oldest crimes in history of mankind.

2. In 1865 the United States Secret Service was established to increase counterfeiting.

3. The UK pound is now the most counterfeited currency in the world.

4. A great number of special security features are used in making different banknotes all over the world.

5. The intaglio printing is the only security fea​ture used in making American dollars.

2. Sum up what the text says about the security features of American banknotes.
3. Is counterfeiting a great problem nowadays? What measures should be taken to suppress counterfeiting?

Vocabulary

	to counterfeit
	I'kauntәfit]


	подделывать
	to suppress

	
	пресекать, подавлять



	counterfeit note

	
	поддельная банкнота
	to curtail

	[kә:'teil]
	сокращать, урезать



	criminal

	
	преступник

преступный, крими​нальный


	to a certain extent
	
	в определенной степени



	to adopt

	
	принимать, усваивать


	device
	
	устройство



	to solve a problem
	
	разрешить проблему


	to relate to smth

	
	относиться к чему–либо


	security feature

	[sә'kjuriti]
	метод защиты

	intaglio printing
	
	глубокая печать

	fibres embedded in...
	
	волокна, вкрапленные в…
	gradually
	['grædjuәli]
	постепенно


1. Complete the sentences with the following words.
crime(s), currency, counterfeiting, established, features
1. … of money is one of the oldest … in history.
2. They adopted a national … in 1863.
3. In 1865 the United States Secret Service was … to sup​press … .


4. It curtailed … to a certain extent but this … still exists.

5. The US dollar is now the most counterfeited … in the word.

6. New security … are added to the dollar from time to time.

2. Give the English equivalents.

метод защиты
глубокая печать

волокна, вкрапленные в бумагу
невидимая нить 

микропечать

современные ксероксы

цветные принтеры

лазерный сканер

подделывать деньги

средства защиты денег

национальная валюта
3. Give the Russian equivalents.

counterfeiting of money 
national currency 

to take special measures

to suppress counterfeiting

to a certain extent 

currency

invisible thread 

of certain denominations 

security features

Grammar

1. Word-building. Form ing-forms and nouns (if possible) from the following verbs and translate them into Russian.
	The verbs
	The ing-forms
	The nouns

	to make
	
	

	to follow
	
	

	to microprint
	
	

	to add
	
	

	to adopt
	
	

	to establish
	
	

	to issue
	
	

	to appear
	
	

	to counterfeit
	
	


2. Make these sentences active. Use impersonal sentences where necessary.

1. The dollar was counterfeited so widely.

2. In 1865 the United States Secret Service was established to suppress counterfeiting. 

3. A lot of special security features are usually used in making banknotes of every country.

4. In making American dollars, for example, different security features are used.

5. A few more new security fea​tures were added to US dollars. 

1. 3. Translate the sentences into English.

2. В Соединенных Штатах каждый банк выпустил  свою собственную валюту.

3. Америка приняла национальную валюту в 1863 г. 

4. Американское правительство приняло специальные меры, чтобы подавить подделывание денег. 

5. Современные устройства сделали производство фальшивых денег относительно легким.

6. В создании американских долларов используются различные другие меры безопасности.

7. Подделывание денег – одно из самых старых преступлений в нашей истории.

8. Секретная служба Соединенных Штатов сократила подделывание до некоторой степени, но это преступление все еще существует.

Real Life

1. Listen to the dialogue and dramatize it in the class. Make sure you know these words: bureau de change (бюро обмена), exchange rate (обменный курс), change (сдача).

2. Imagine, that an American customer would like to change two hundred dollars into rubles. Act out this dialogue.

Writing

1. Often business partners carry out their payments with the help of checks. Sometimes payment is not made in time, and it is necessary to remind the debtor about the not paid invoice. The first reminder–letter is written in friendly tone. However if payment is not still made in reply to this letter, the creditor writes again in a firmer tone.

Sample of Reminder

Carsons Inc.
Bay Avenue
San Francisco


July 23, 2003

Dear Mr. Carsons:

According to our records payment of our invoice No. 3823, sent to you in April, has not yet been made.

As specified on all our estimates and invoices our terms of business are 30 days net. Your invoice has now been outstand​ing for 90 days. In the case of unsettled debt of this duration it is our company policy to take legal action.

We would naturally prefer not to have to go so far. Would you please send us a check by return. In case you have lost or mislaid the original I am enclosing a copy of our invoice.

We look forward to receiving your payment by return.

Yours sincerely,

Pierre Lacoste

Pierre Lacoste

Credit Controller

2. Your client doesn’t want to pay the invoice in time. Write a reminder.

Discussing

1. What is the role of money in our world? What advantages and disadvantages of having much money? Make your notes in two columns.

Контрольные вопросы
1. What is your attitude to money?

2. What do you think about people who do not pay the correct amount of tax?

3. Give the advantages and disadvantages of investing in any company.
Unit 5 
Brands
Useful tips

Составление делового письма

Составление любого делового письма на английском языке подчиняется общим правилам: 

Весь текст разделяется на абзацы без использования красной строки.

В верхнем левом углу письма указывается полное имя отправителя или название компании с адресом.

Далее указывается имя адресата и название компании, которой письмо предназначено, а также ее адрес (с новой строки).

Дата отправления указывается тремя строками ниже или в верхнем правом углу письма.

Основной текст должен быть помещен в центральной части письма.

Главная мысль письма может начинаться с причины обращения: I am writing to you to ...
Обычно письмо заканчивается высказыванием благодарности (Thank you for your prompt help...) и приветствием Yours sincerely, если автор знает имя адресата и Yours faithfully, если нет.

Четырьмя строками ниже ставится полное имя автора и должность.

Подпись автора ставится между приветствием и именем.

Указывайте свою цель
Цель своего обращения на английском в деловом письме нужно указать в первом абзаце, а далее написать основную мысль.

Почти в каждом из следующих предложений в примере есть 3 схожести:

Они поясняют главную суть. Каждое отвечает на вопрос: «What is it?».

Они лаконичны и не грубы.

Они содержат положительные слова: «благодарю вас», «пожалуйста», «рад», «признателен», «благодарим», «поздравляю», «успешно», «одобрить» и т. д.:
· As per our phone conversation … В продолжение нашего телефонного разговора …

· I am writing to provide the information you have requested.
Направляю запрошенную вами информацию.

· It was a pleasure meeting you at the meeting/conference last Monday. Было рад встретиться с вами на собрании/конференции в прошлый понедельник.

· Thank you for writing to us about your experience in our research center last week. Благодарим вас за то, что написали нам о своем опыте в нашем исследовательском центре на прошлой неделе.

· I am happy to write to confirm our agreement about the summer workshop. Рад написать о подтверждении нашего в Вами соглашения в отношении летней мастерской.

· Thank you so much for contributing to our auction.
Большое спасибо Вам за то, что вы внесли свой вклад в наш аукцион.

· I am applying for graduate schools in marine biology, and I would be very grateful if you would write a letter of reference for me. Я подаю заявку в аспирантуру по специальности «биология морской среды», и я был бы крайне признателен, если бы Вы написали рекомендательное письмо для меня.

· Thank you for writing to ask about attending the conference in Baltimore. I wish I could approve your request.
Благодарю Вас за письмо по поводу конференции в Балтиморе. Хотел бы я одобрить Ваш запрос. К сожалению, ...

· Please accept my apology for missing the meeting yesterday. I am very sorry that I was unable to attend. Примите мои извинения за пропущенную встречу вчера. Мне очень жаль, что я не смог присутствовать.

· Congratulations on successfully passing your bar exam. You are now officially an attorney! Поздравляем Вас с успешной сдачей экзамена. Теперь Вы официально являетесь уполномоченным лицом!

· I fully meet or exceed the requirements of the Business Analyst III position, and I am pleased to apply for it. Я полностью отвечаю требованиям бизнес-аналитика III категории или превосхожу их, и я рад возможности подать заявление на данную должность.

Complex Object
Complex object – очень простая конструкция в английском языке. В русском с помощью неё вы каждый день говорите сложные предложения: «Родители хотят, чтобы он поступил в университет. Она ожидает, что он позовет ее на свидание. Он думает, что они выиграют». Как вы видите, complex object мы используем, чтобы сказать, что один человек хочет/ожидает/надеется/думает, что другой что-то сделает или не сделает.

Complex Object переводится на русский язык как «сложное дополнение». Мы используем его, когда один человек хочет, ожидает и т. д., что другой человек что-то сделает. Давайте рассмотрим это на примере. Обычное предложение: Я хочу прочитать эту книгу. Complex Object: Я хочу, чтобы он прочитал эту книгу. Как видите, в первом предложении я хочу сама выполнить действие. Во втором предложении я хочу, чтобы действие выполнил другой человек. Это и будет Complex Object. 

В таких предложениях есть два объекта: 

1. Тот, кто хочет (я хочу). 

2. Тот, от кого хотят (он прочитал).
В образовании Complex Object есть несколько нюансов, которые нужно запомнить. Давайте подробно рассмотрим всю схему образования. Образуется Complex Object в английском языке следующим образом: 

1. На первое место в предложении мы ставим главное действующее лицо – тот, кто хочет: I, she, he, they, we 

2. Далее идет само действие, это могут быть глаголы: want – хочу expect – ожидаю think – думаю know – знаю hope – надеюсь belive – верю would like – хотел бы like – нравится consider – считаю и т.д. Важно: Если на первом месте стоят she, he, то к глаголу мы добавляем окончание –s: wants, expects, thinks, knows. 

3. После действия идет тот человек, от кого хотят, чтобы он сделал что-либо. Обратите внимание, как меняются наши местоимения: I – me you – you he – him she – her they – them we – us. Это происходит потому, что здесь местоимение не является главным действующим лицом, а является дополнением – тот, на кого направлено желание, ожидание и т. д. 
4. Далее идет то действие, которое ожидается от человека с частицей to перед ним: to read, to go, to study

	I want (expect, ask, beg, help, mean (= intend), would like, would prefer, would love, would hate, wish, order, warn, believe, think, know, etc.)
	him

John and Mary

the child
	to work in the garden 

(Я хочу, чтобы он работал в саду.)

	I make (have (= make), hear, let, feel, notice, see, watch, etc.)
	
	work in the garden
(Я заставляю его работать в саду.)

	I hear (feel, find, catch, leave, (dis)like, notice, see, send, understand, etc.)
	
	(to) work / working in the garden

(Я слышу, что / как он работает в саду)


Exercise 1. Point out the Complex Object and the verbs after which this construction is used. Translate the sentences into Russian.

1. Then they heard the door-bell ring. “Who can that be?” said Mrs. Wainwright irritably. 2. Mrs. Mooney sat in a straw armchair and watched Mary remove the breakfast things. 3. There's a confer​ence of teachers of history at Leeds. Your father wants you to go to it. 4. He saw her eyes glint in the darkness. 5. It was past two o'clock when she heard the car return. 6. Tom made the boys go away. 7. He let us take the box. 8. They heard her start the car. 9. Would you like me to leave now? 10. I think I know why she makes you come here every day. 11. She felt her voice tremble. 12. Make your daughter help you.

Exercise 2. Complete these sentences so that the meaning is similar to the first sentence.

1. My father said I could use his car.    My father allowed me to use his car.

2. I was surprised that it rained.    I didn't expect … .


3. Don't stop him doing what he wants.    Let … .


4. He looks older when he wears glasses.    Glasses make … .


5. I think you should know the truth.    I want … .


6. Don't let me forget to phone my sister.    Remind … .


7. At first I didn't want to apply for the job but Sarah persuaded me. Sarah   persuaded … . 


8. My lawyer said I shouldn't say anything to the police. My lawyer advised ….

9. I was told that I shouldn't believe everything he says. I was warned … .
10. If you've got a car, you are able to travel round more easily. Having a car enables … .


Exercise 3. Paraphrase the following sentences using the Complex Object.

1. I noticed how he nodded to her. 2. The old lady liked when people greeted her politely. 3. I think I hear that somebody is moving upstairs. 4. We expect that he will deliver a speech at the conference. 5. I felt that somebody touched me on the shoulder. 6. They expected that I should say everything myself. 7. On entering the room we saw that they were talking very lively. 8. I felt that she was trembling from head to foot. 9. I heard that he was singing in the bathroom. 10. My little daughter likes when I am reading to her.

Exercise 4. Paraphrase the following sentences using the Complex Object.

1. I felt that somebody touched me lightly on the shoulder. 2. He heard that someone called his name. 3. We did not expect that he would return so soon. 4. I saw that the telegraph boy handed the cable to the man. 5. They heard how the woman uttered a little exclamation. 6. He hated it when people argued about trifles. 7. I should like to see how he would say it to my face. 8. I expect that you will join our excursion. 9. We had not expected that she would reply, but she did. 10. We knew that he was a clever man. 11. I don't like it that you repeat this nonsense. 12. I hate it when people speak so cynically. 13. We expect that everybody will be ready by seven. 14. They showed themselves even more narrow-minded than we had expected they would be.

Exercise 5. Translate into English using the Complex Object. 

1. Я видела, как дети бегут к реке. 2. Я хочу, что​бы вы перевели эту статью. 3. Она слышала, как кто-то вошел в комнату. 4. Я бы хотела, чтобы вы прове​ли лето с нами. 5. Я не хотела, чтобы вы заучивали этот текст наизусть. 6. Мы ожидали, что делегация приедет в конце недели. 7. Я хочу, чтобы вы были более внимательны. 8. Я заставила ее выучить это стихотворение наизусть. 9. Они ожидали, что мы примем участие в обсуждении. 10. Мы хотим, чтобы наши дети    выросли    активными    и    энергичными. 11. Шум самолета, летящего высоко в небе, заставил его поднять голову. 12. Нам лучше бы войти в дом: я не хочу, чтобы вы простудились. 13. Он заставил ма​шину ехать на полной скорости. 14. Мы хотели, что​бы они достигли успеха.   15.   Он слышал,  как она вздыхает во сне.   16.  Она была так занята своими мыслями, что не заметила, как я вошел. 17. Вы когда-нибудь слышали, как он исполняет эту вещь? 18. Я слышал, как она что-то напевала, сбегая вниз по ле​стнице. 19. При виде родного города я почувствовал, как у меня радостно вздрогнуло сердце. 20. Я почув​ствовал, как силы возвращаются ко мне. 21. Я слы​шал, как он спросил соседа, не может ли он восполь​зоваться его телефоном.

Reading and Speaking
Read and translate the text. Learn new words by heart. Find Complex Object structures.

Foreign trade of the UK

In the 19th century Britain dominated international trade, accounting for about one–third of the world's ex​ports. Early in the 20th century its position changed. The volume of world's exports increased but it influenced the per​centage of British exports in world trade to decline sig​nificantly.

But still foreign trade is vital to Britain's livelihood. With a large population, small land area, and few natu​ral resources, the country must depend on foreign trade to supply the raw materials for English factories and to provide a market for the sale of the thousands of types of manufactured goods produced by English industries.

The United Kingdom's principal exports are vehi​cles, machinery, manufactured goods and textiles. Her main imports are foodstaffs and most of the raw materi​als for industry.

There is usually an unfavorable balance of trade, that is, imports caused exports to exceed, but this is compensated for in part by the so–called “invisible trade”.

They know the earnings from invisible trade to come in the way of shipping charges, interest payments from foreign in​vestments, interest payments from British enterprises abroad, and tourist expenditure. The earnings from for​eign tourist trade make this consider one of British important in​dustries.

Britain has got very sound economic ties with vari​ous countries of the world, especially the Common​wealth countries. The Commonwealth, officially called The Commonwealth of Nations, has grown out of the old British Empire which came to an end with the Second World War. The Commonwealth countries are Canada, Australia, New Zealand and a few other countries and territories. The UK enjoys special rights to import vari​ous agricultural products such as fruits and vegetables from the Commonwealth at very good prices all year round.

The United Kingdom has been a member of the European Free Trade Association (EFTA) since 1959, and a member of the European Economic Community (EEC) since 1973.

1. Write the answers to the following questions.

1. What goods does the United Kingdom export and import?


2. What services does the country export?



3. Does the country earn a lot of money thanks to a great number of tourists coming to Britain?


4. What is The Commonwealth?

5. When did Britain join the European Economic Community?

2. What words in the text prove that:

1. Britain was one of the main exporters in the world last century.

2. At the beginning of this century Britain lost its dominating position.

3. There are a few objective factors why foreign trade is very impor​tant for Britain.

4. Britain needs raw materials for its industries.

5. Britain is interested in exporting its manufactured goods.

6. Britain imports a lot of foodstaffs.

7. Britain's invisible exports exceed invisible imports.

3. Sum up what the text says about:

· Britain's visible imports
· its visible and invisible exports
· its ties with the Commonwealth countries 

· its membership in European economic organisations.

4. You are at the summit of the EEC. Tell about foreign trade of Russia. 

Vocabulary

	to dominate
	
	господствовать
	vehicle
	['vi:kl]
	транспортное средство

	volume
	
	объем
	foodstaffs
	
	пищевые продукты

	to increase
	[in'kri:s]
	увеличивать (ся)
	favourable balance of trade (payments)
	
	благоприятный     торговый (платежный) баланс

	increase
	['inkris]
	увеличение
	to exceed


	
	превышать



	vital 
	['vaitәl]
	жизненно важный,   существенный 
	shipping charges


	
	расходы по отгрузке



	livelihood
	['laivlihud]
	жизнеспособность, жизнедеятельность
	enterprise


	['entәpraiz]


	предприятие



	manufactured goods
	
	промышленные товары
	sound


	
	прочный, глубокий



1. Complete the sentences with the following words.

world's export, international trade, livelihood, percentage, manufactured goods

1. In the 19th century Britain dominated … .


2. Britain accounted for about one-third of the … .


3. In the 20th century the volume of … increased.

4. The … of British exports in the world trade declined sig​nificantly.

5. But still foreign trade is vital to Britain's … .


6. The country depends on foreign trade to provide a market for their … .

Grammar

1. Word-building. Coin new words (more than one is possible): to dominate, to increase, to manufacture, to supply, to vary.
2. Insert the correct prepositions.

1. In the 19th century Britain accounted ... about one third ... world's exports.

2. Foreign trade is vital ... Britain.

3. The country depends ... foreign trade.

4. There is usually an unfavourable balance ... trade in the country.

5. But this is compensated ... by the so-called invisible trade.

6. The earnings ... invisible trade come in various payments.

7. The earnings  ...  foreign tourism make it a very important industry.

8. The Commonwealth has grown ... the old British Empire.

9. The old British Empire came ... an end ... the Second World War.

10. The UK has been a member of the EFTA ... 1959.

11. It has been a member of the EEC ... 1973.

3. Translate the sentences into English.

1. В XIX в. Великобритания доминировала в международной торговле, но теперь это положение изменилось.

2. Это – факт, что внешняя торговля является жизненно важной для британской жизнедеятельности. 

3. Основной импорт Великобритании – пищевые продукты и большая часть сырья для промышленности.

4. Доход от невидимой торговли поступает посредством расходов по отгрузке, туристических расходов и составляют одну из британских важных отраслей промышленности.

5. Великобритания обладает специальными правами импортировать различные сельскохозяйственные продукты по очень хорошим ценам в течение всего года.

4. Make sentences using complex object.

1. The economists expect … .

2. The Commonwealth made … .

3. The enterprise would like … .

Real Life

1. Listen to the news and fill in the table. Make sure you know these words: stock market (денежный рынок), discount house (учетный дом по операциям на денежном рынке), stable (устойчивый), to slip back (слегка снизиться), to stick (оставаться), sharply (резко), across the board (по всей бирже), to subdue (снижать, подчинять).
	London
	financial and discount houses
	

	
	
	7£ 68

	
	Key Commerce
	

	
	
	increasing 2 %

	Hong Kong
	
	2£ 50

	
	
	fell sharply


2. You are a stock exchange expert, a journalist asks you about your forecast for the week. 

Writing

1. Read the letter of complaint. When is it usually sent?

Letter of Complaint

Men's Clothes Dealers Ltd. 

142 South Road 

Sheffield S20 4HL 

England

18th April, 1997 

Ref: Our Order #142 of 21st March, 1997 

Dear Sirs,

Thank you for your delivery of men's silk shirts, which we ordered on 21st March, 1997. At the same time we would like to draw your attention to the following.

After examination of the shirts we discovered some manufac​turing defects:

–  there are oil stains on 12 shirts;

–  the colour of buttons of 5 shirts does not match the colour of these shirts;

–  one shirt is in a different style.

We are returning defective shirts by separate mail, carriage for​ward, and would ask you to replace them by shirts in the colours and sizes specified below:

	Size
	Colour
	Quantity

	15
	white
	9

	17
	white
	1

	14
	blue
	6

	16
	blue
	2


We would appreciate a prompt reply.

Yours faithfully,

Vladimir Smurov 

Vladimir Smurov 

Export–Import Manager

2. Write your own letter of complaint.

Discussing

1. Let’s check how thrifty you are. Answer the following questions.

1. Have you ever borrowed money from anyone?

Who from? How much?

Have you ever lent money to anyone? Who to? How much?

Are you at dept at the moment? Does anyone owe you any money?

Do you save money? Are you saving anything at the moment? What?

2. Do you keep your money:
in a bank?

in a safe?

in a money-box?

under the bed?
3. Do you spend more than you earn, or less than you earn?

Do you have a budget for your money? 

Do you keep a record of your expenses?

4. Where do you keep your money? 

a) in a purse, 

b) in a wallet, 

c) in a handbag, 

d) in a pocket.

5. If you keep it in a pocket, which pocket do you keep it in?

a) inside jacket-pocket,

b) back trouser-pocket,

c) side trouser-pocket,

d) top jacket-pocket.

Have you ever had your pocket picked?

6. Have you bought anything this week? What? 

What did it cost? 

Was it worth it? 

Was it new or second–hand? 

Was it a bargain? Did you get a receipt?

2. Make a conclusion about the results of the test.

Контрольные вопросы
1. Why do people buy brands?

2. Why do some people dislike brands?

3. List some of you favourite brands. Are they international or national brands?

4. What image and qualities do your favourite brands have?

5. How loyal are you to the brands you have chosen? For example, when you buy jeans, do you always buy Levi’s? 

Unit 6 

Leadership

Useful tips

Десять видов бизнес-писем
( Коммерческое письмо. Sales Letter.
Типичные коммерческие (рекламные) письма начинаются с сильного заявления, чтобы привлечь внимание читателя, поскольку цель заключается в том, чтобы побудить его к действию. 

Такие письма включают в себя призывы, подробное описание пользы для читателя, последовательность принятия мер, а также номера телефонов или ссылку на сайт.

( Письмо-поручение (письмо-заказ). Order Letter.
Письма-заказы отправляются потребителями производителю, продавцу или оптовику для заказа товаров или услуг.

Официальное письмо на английском должно содержать информацию о номере модели, названии продукта, желаемом количестве и ожидаемой цене.

Информация об оплате также иногда включается в письмо.

( Письмо-жалоба (рекламация). Complaint Letter.
Для тех, кто не в курсе, рекламация ( претензия на низкое качество товара с требованием возмещения убытков. Слова и тон, которые вы решите использовать в письме-жалобе, могут быть решающим фактором при его рассмотрении.

Будьте прямы, но тактичны, и всегда используйте профессиональный тон, если хотите, чтобы руководство вас услышало.

( Письмо по урегулированию споров. Adjustment Letter.
Такое письмо обычно направляется в ответ на претензию или жалобу. Если ситуация располагает в пользу клиента, то начните письмо с этой новости.

Если нет, придерживайтесь фактологического тона, сохраняя вежливость. Сообщите клиенту, что вы понимаете его жалобу.

( Письмо-запрос. Inquiry Letter.
Письма с запросом задают вопрос с целью получения информации от получателя. При составлении такого вида письма, держите его ясным и кратким ( перечислите только самое необходимое вам.

Обязательно укажите свою контактную информацию, чтобы читателю было легко ответить.

( Письмо-напоминание. Follow-Up Letter.
Обычно это рекламное письмо, посланное вслед за другим (в случае непоступления заказа, например). Такие письма обычно отправляются после определенного вида начального сообщения.

Это может быть отдел продаж, который благодарит клиента за оформление заказа, бизнесмен, проводящий обзор результатов встречи, или человек в поисках работы, задающий вопрос о статусе своего заявления.

Зачастую такие письма представляют собой комбинацию из благодарственной заметки и коммерческого письма.

( Рекомендательное письмо. Letter of Recommendation.
Потенциальные работодатели часто запрашивают у кандидатов такие письма, прежде чем нанимают их.

Этот тип письма обычно представляет собой отзыв предыдущего работодателя (либо сотрудника) о соискателе с профессиональной точки зрения.

( Письмо-подтверждение. Acknowledgment Letter.
Письма-подтверждения действуют как обычные квитанции. Компании посылают их, чтобы сообщить получателю, что они получили предыдущее сообщение с информацией, документами или другими материалами, ранее достигнутыми договоренностями, намерениями и т. д.

Письмо-подтверждение является знаком глубокого внимания и уважения к получателю, однако само действие может быть предпринято или не предпринято.

( Сопроводительное письмо. Cover Letter.
Такие письма обычно сопровождают пакет документов, отчет или другой товар. Они используются для описания того, что включено в посылку, зачем, и что (при необходимости) должен делать получатель.

Сопроводительные письма, как правило, довольно короткие и лаконичные.

( Заявление об увольнении. Letter of Resignation.
Когда работник планирует закончить свою работу, письмо об отставке обычно направляется его непосредственному менеджеру, уведомляя его о последнем дне работы.

Зачастую сотрудник также подробно объясняет причину ухода из компании.

Complex Subject
Complex Subject – конструкция, которая очень часто используется в английской разговорной речи. С помощью нее мы говорим сложные предложения: «Говорят, она знает три языка. Предполагали, они приедут завтра. Кажется, она занята». 
На первый взгляд эта конструкция может показаться сложной. Но если в ней разобраться, вы легко сможете стоить такие предложения.
Complex Subject переводится как «сложное подлежащие». Подлежащие ( это главное действующее лицо в предложении. Сложное оно, так как в таких предложениях, действующее лицо не только само совершает действие, но и испытывает действие на себе (дальше вы поймете, как это происходит).  
Эту конструкцию мы можем узнать по словам: Говорят Известно Считают Ожидают Обнаружили и т. д. 
Complex Subject мы используем для передачи чужих слов или мнения, когда нам не важно/не известно, кто это думает или говорит. 
Сравните следующие два предложения. 
Предложение 1: Мэри говорит, что они поженятся летом. 
Предложение 2: Говорят, они поженятся летом. 
Как видите, во втором предложении мы не уточняем, кто именно это говорит (нам это неважно), а делаем акцент на самом действии, которое произойдет.
Построение предложения в Complex Subject немного непривычно для нашей «русской логики», поэтому давайте рассмотрим его по шагам. А, чтобы показать разницу более наглядно, давайте возьмем русское предложение и посмотрим, как оно будет строиться на английском языке. 
Например: Говорят, он живет в Нью-Йорке. 
Шаг 1: На первое место мы ставим того, о ком идет речь в предложении. Говорят, он живет в Нью-Йорке. В нашем предложении это местоимение – он. He……. Он……. 
Шаг 2: На второе место ставим наши глаголы (говорят, считают, думают, известно) в пассивном залоге. Пассивный залог мы используем, когда действующее лицо не само совершает действие, а испытывает его на себе со стороны другого лица. Активный залог:  Они разбили вазу.  Он красил забор.  Пассивный залог: Ваза разбита.  Забор покрасили.  При этом мы не называем того, кто совершает это действие, так как: Нам это не важно Мы не знаем этого Мы не хотим говорить, кто это Вернемся к нашему предложению: Говорят, он живет в Нью-Йорке. Мы видим, что наше действующее лицо (он) испытывает на себе действие других лиц, то есть не он сам говорит о себе, а кто-то другой делает это. При этом мы не называем, кто именно это делает. Пассивный залог в английском языке образуется с помощью: глагола to be (am, are, is) глагола в прошедшем времени (3-я форма) He is said….. Он, говорят,…. 
Шаг 3: Ставим действие, которое совершается с частицей to Говорят, он живет в Нью-Йорке. То есть берем глагол live и ставим перед ним частицу to: He is said to live (in New-York). Он, говорят, живет (в Нью-Йорке). 
Соединим все шаги в одну схему.

	He 
	seems (appear, turn out, happen)
	to open the door.

(Кажется, он открывает дверь.)

	
	is ordered (advise, allow, ask, believe, consider, expect, feel, force, invite, know, let, make, persuade, say, teach, tell, think, understand, etc.)
	to open the door.

(Ему приказывают открывать дверь.)

	
	was caught ( find, hear, leave, notice, see, set, report, show, watch)
	to open / opening the door.

(Его застали, когда он открывал / открыл дверь)

	Note: He is likely to win the prize. – Похоже, что он выиграет приз.

He is sure to come. – Он обязательно придет.


Exercise 1. Point out the Complex Subject and the verbs after which this construction is used. Translate the sentences into Russian.

1. Irving turned out to be a long, pale-faced fellow. His office turned out to be in one of the back streets. 3. He appeared to be an ideal man. 4. She doesn't seem to want to do anything I suggest. 5. He turned out to have no feeling whatever for his   nephew. 6. This appeared to amuse the policeman. 7. You can easily get in through the window if the door happens to be locked. 8. They are sure to acknowledge your talent. 9. He is sure to give us some useful information. 10. The article is likely to appear in the next issue of the journal. 11. She is not likely to change her opinion. 12. They were sure to come to an understanding. 13. That power station is known to be situated on the Angara River. 14. These devices are considered to be very effective. 15. Many books are known to be published in our country every year. 16. You are supposed to graduate in four years. 17. Radium is said to be very radioactive. 18. This device was known to have been designed in that laboratory. 19. His invention is considered to be of great importance. 20. The sun is known to represent a mass of compressed gases. 21. The new rocket is reported to go into operation next year. 22. This type of rocket is supposed to have many advantages. 23. For a long time the atom was thought to be indivisible. 24. The helium atom was found to have two electrons. 25. I did not know what I was expected to say to that, so I said nothing.

Exercise 2. Paraphrase the following sentences using the Complex Subject.

1. We know Bernard Shaw to have been a very witty man. 2. People consider the climate there to be very healthful. 3. It was announced that the Chinese dancers were arriving next week. 4. It is expected that the performance will be a success. 5. It is said that the book is popular with both old and young. 6. It is believed that the poem was written by an unknown soldier. 7. It is supposed that the playwright is working at a new comedy. 8. It is reported that the flood has caused much damage to the crops. 9. It was supposed that the crops would be rich that year. 10. It has been found that this mineral water is very good for the liver. 11. Scientists consider that electricity exists throughout space. 12. It is said that the weather in Europe was exceedingly hot last summer. 13. It is said that this man was very handsome in his youth. 14. It was reported that five ships were missing after the battle.

Exercise 3. Paraphrase the following sentences using the Complex Subject.

1. It seems they know all about it. 2. It seems they have heard all about it. 3. It seemed that the discussion was coming to an end. 4. It seems that you don't approve of the idea. 5. It seemed that the house had not been lived in for a long time. 6. It appeared that he was losing patience. 7. It appeared that he had not heard what had been said. 8. It happened that I was present at the opening session. 9. It so happened that I overheard their conversation. 10. It turned out that my prediction was correct. 11. It turned out that the language of the article was quite easy.

Exercise 4. Translate into English using the Complex Subject. 

1. Известно, что марсианские каналы были откры​ты в 1877 году. 2. Предполагают, что заседание за​кончится в десять часов. 3. Полагают, что они знают об этом больше, чем хотят показать. 4. Джим оказал​ся храбрым мальчиком. 5. Рочестер случайно встре​тил Джейн по дороге домой. 6. Говорят, что он рабо​тает   над   своим   изобретением   уже   несколько   лет. 7. Говорят, что эта статья переведена на все языки мира. 8. Вы, кажется, много читали до поступления в университет. 9.  Как известно,  Жуковский был пре​красным педагогом и лектором. 10. Никак не ожида​ли, что холодная погода наступит так рано. 11. Ока​залось, что мы уже когда-то встречались. 12. Вы, кажется, устали. 13. Условия работы оказались более трудными, чем предполагалось. 14. Вы случайно не знаете этого человека? 15. Книга, которую вы мне да​ли, оказалась скучной. 16. Новые автобусы оказались очень удобными. 17. Из трех сестер Бронте Шарлотта считается наиболее талантливой. 18. Как известно, английская писательница Войнич жила в течение не​скольких лет в Петербурге и изучала русскую литера​туру. Считают, что русская литература оказала влия​ние на ее творчество. 19. Ваш приятель, кажется, очень интересуется древней историей. 20. Известно, что римляне построили на Британских островах хо​рошие дороги. 21. Полагают, что поэма «Беовульф» была написана в VIII веке. 22. Вальтер Скотт счита​ется создателем исторического романа.

Reading and Speaking
Read and translate the text. Learn new words by heart. Find Complex Subject structures.

Lloyd's of London

Lloyd's is known to be the biggest insurance business in the UK and in the world. It is not a company, but an associa​tion of London underwriters. It was incorporated in 1871 and it is so called from Edward Lloyd.

Edward Lloyd happened to be the owner of a coffee house where underwriters at that time met to do business.

Lloyd's is regulated by several Acts of Parliament and by its own rules. It is administered by the Coun​cil of Lloyd's.

Today more than 20 000 members in 80 countries are supposed to work for Lloyd's. Underwriting members or underwriters are grouped into 280 syndicates, generally specialising in particular types of risks. The syndicates vary in size from the relatively small units to the units of several thousand individuals.

Insurance is usually undertaken through Lloyd's brokers rather than directly with Lloyd's underwriting members. Lloyd's brokers know better what syndicate to approach and how to negotiate the business. They are expected to act, like other brokers, and negotiate on behalf of their customers. They do not bear any risks, since only underwriting members bear all the risks with unlimited liability. One of the main principles of in​surance with Lloyd's is the spreading of risk as widely as possible among syndicates to minimise their losses. Lloyd's is best known as a centre of ma​rine insurance, but at the same time all kinds of in​surance are practiced there, e.g. life assurance, travel and medical covers, etc.. In fact, at the present day marine insurance comprises less than half the total business undertaken. Almost anything can be insured there as well: aircraft, communication satellites, civil engineering projects, livestock and so on.

Besides they are considered to do some business in travels, pub​lishing and land. It exists because it has evolved over the centuries to meet the needs of the day.

Lloyd's motto Fidentia means confidence in the future.

1. Write down the questions for the following answers.
1. …? No, it's not a company, but an association of London under​writers.

2. …? It is regulated by several Acts of Parliament and by its own rules.

3. …? Today more than 20 000 mem​bers of Lloyd's in 80 countries work for Lloyd's.

2. Mark the closest equivalent of the following sentence, with \/.

1. Lloyd's is a few centuries old.

2. This old business is still very young.

3. This business is doing very well because they are always trying to satisfy the requirements of the market.

4. Lloyd's is a very important old meeting place for businessmen to make profitable transactions.

3. Sum up what the text says about.

· the history of Lloyd's

· the administration system of Lloyd's and the syndicates

· underwriters and brokers

· the wide variety of Lloyd's business.

4. Imagine that you are the owner of a new insurance company. Tell about services offered to your clients.

Vocabulary

	to negotiate
	
	вести переговоры, договориться, заключить

	motto
	
	девиз, лозунг


	to spread

	
	распространять (ся); разделять

	fidentia (Latin.)
	
	самоуверенность, смелость, отвага


	to comprise
	
	включать, содержать, заключать в себе

	confidence
	
	доверие


	satellite
	
	спутник

	insurance
	
	страхование

	to evolve
	[i'voulv]
	развивать (ся)

	assurance
	
	страхование (жизни)

	cover
	
	покрытие (страховое)
	in particular
	[pә'tikjulә]
	в особенности


1. Find English equivalents in the text.

самый крупный страховой бизнес в Великобритании 

ассоциация Лондонских страховщиков

заниматься коммерцией

управляется посредством 

специализация на специфических типах рисков

договариваться о бизнесе

вести переговоры от имени их клиентов

минимизировать их потери

центр морского страхования

отвечать потребностям дня
2. Write down all the Words and sentences of the text speaking about the big volume of business at Lloyd's.

3. Write down the three English terms meaning «страхование» and explain the difference, if any.

4. Make short sentences with the following word combinations on the basis of the text.

1) to be administered by the Council of Lloyd's

2) underwriters are grouped into syndicates

3) brokers act on behalf of their customers

4) brokers bear no risks

5) only underwriters bear risks

6) underwriters of syndicates can share the risk.

Grammar

1. Word-building. Coin new words (more than one is possible): to communicate, to publish, to insure, to write.
2. Explain the use of articles, including the zero articles, in the text.

1. 3. Translate into English.

2. Ллойд – самый большой страховой бизнес в Великобритании и в мире.

3. Это – ассоциация Лондонских страховщиков и она была создана в 1871. 

4. Члены страховой ассоциации или страховщики обычно специализируются на специфических типах рисков. 

5. Страхование обычно не ведется непосредственно через страховщиков Ллойда.

6. Ллойд более известен как центр морского страхования

7. Страховщики ведут некоторый бизнес в путешествиях, издательских и земельных вопросах. 

4. Make sentences using complex subject.

1. Insurance is believed … .

2. Lloyds is heard … .

3. The underwriters were said to … .

Real Life

1. Listen to the dialogue and write it down. One of the speakers was not polite. Correct the phrases.

2. Dramatize the dialogue in the class.

Writing

1. Many banks provide various insurance services. Here is а page of a booklet advertising insurance services of National Westminster Bank. 


Make sure you know these words: contents (содержимое, содержание), out–patient treatment (амбулаторное лечение), peace of mind (спокойствие духа), disabled (недееспособный), mortgage ['mo:gidğ] (закладная, ипотека), repayment (погашение, уплата), voluntary (добровольный, умышленный).

2. Make your own booklet advertising insurance services of your company. 

Discussing

1. Do you think insurance is necessary? 
2. Have you already insured something? 
3. What would you insure if you had a chance?

Контрольные вопросы
1. Which modern leaders do you most admire? Which do you admire the least? Why?

2. What makes a great leader? Write down a list of characteristics.

3. Are there differences between men and women as leaders? Why have most great leaders been men?

4. Are people who were leaders at school more likely to be leaders later in life?

5. What is the difference between a manager and a leader?

Unit 7

Organisation
Useful tips

Подсказки по написанию делового письма

·  При написании вашего письма важно придерживаться простоты и целенаправленности, чтобы смысл вашего письма был ясен.

·  Используйте простые и сжатые слова вместо укоренившихся.

·  Лучший способ начать письмо указать – цель в самом начале. Это называется прямым подходом, и он устанавливает тон для последующего текста письма, захватывая интерес читателя.

·  Однако, если ваше письмо доставляет плохие новости, прямой подход нецелесообразен. Вместо этого используйте косвенный, указывая плохие новости во втором или третьем абзаце письма.

·  Приветствие в деловом письме и вступительная часть письма должны быть вежливыми. Всегда уделяйте внимание усилиям и чувствам читателя.

·  После вступления необходимо указать детали проблемы.

·  Укажите необходимую информацию о проблеме и вариант ее решения.

·  Сообщите читателю о причинах принятого решения.

·  Соблюдайте одинарный интервал и оставляйте двойные пробелы между абзацами, выровняйте свое письмо по левому краю (block style – выключка строк до конца влево). Придерживайтесь коротких предложений и четких абзацев.

·  Будьте откровенны и уважайте время своего читателя: ваш читатель занят делом, поэтому переходите прямо к делу без «воды».

·  Используйте шрифты «Arial», «Times New Roman», «Courier New» или «Verdana». Размер шрифта должен быть 10 или 12. Используйте поля 2,5 см или 1 дюйм со всех четырех сторон.

·  Всегда ставьте преимущества читателей перед своими. Вместо того, чтобы говорить о том, что вы ожидаете от них для себя, укажите то, что вы можете им предложить.

· Будьте осторожны и внимательны с именем и названием компании получателя.

·  Сделайте свой тон разговорным, но профессиональным; не будьте чрезмерно формальными.

·  Избегайте жаргона, самоуверенности, высокомерия и бахвальства.

·  В письме используйте действительный залог и личные местоимения.

·  Всегда заканчивайте письмо запросом на действие.

·  Оставьте пустую строку после приветствия и перед заключительной частью. Двойной отступ между последним предложением и концовкой письма.

·  При необходимости, оставьте 4 или 5 отступов для собственноручной подписи.

·  Деловые письма должны всегда печататься на белой бумаге формата A4, а не на цветной или на каких-либо личных канцелярских бумагах.

·  Заканчивайте письмо также профессионально и вежливо.

И еще раз, не забудьте перепроверить письмо на наличие ошибок (хотя бы 2 раза).

Преимущества электронной почты
Электронное деловое письмо оформить куда быстрее и проще обычного. Однако некоторые сообщения могут не открываться и это минус.

Если вы хотите быть уверены в доставке своего обращения, то не забудьте проконтролировать процесс и поставить галочку в окне с обратным уведомлением.

В зависимости от того кому вы пишете, и зачем, вам может понадобиться отправить письмо с живой подписью, заверенные документами с печатью (хотя скан копии никто не отменял). Тогда, разумеется, выбор очевиден.

Но помните, что электронная почта – это экономия денег (она в основном бесплатна, в то время как вы должны оплатить доставку (а то и марки) обычного делового письма) и сохранение окружающей среды, в отличие от писем, которые требуют потребление бумаги. Помните о деревьях!

Reading and Speaking
Read and translate the text. Learn new words by heart. Find non-finite verbs. Define their functions
English banks

Today the British banking is a complicated tri​partite system like a three-layer cake. The system is headed by the Bank of England.

This bank was established under a royal char​ter in 1694. The head of the Bank is Governor of the Bank appointed by the Queen on the recom​mendation of the Prime Minister. The Queen also appoints Deputy Governor and the Court of Di​rectors, which consists of 16 directors.

The Bank of England is a central bank or a national bank. It controls the British banking sys​tem, issues banknotes and mints coins. It lends and borrows money for the government, manages the national debt and is in the control of the na​tion's gold reserve. The other two layers are:

· the commercial or joint stock clearing banks;

· specialized banking institutions such as the discount houses and merchant banks.

The commercial or joint-stock banks deal with the general public. The four large English com​mercial banks are known as the Big Four. They are Barclays, Lloyds, the Midland, and the Na​tional Westminster. Together they have upwards of 10,000 branches. Commercial banks render various services to companies and individuals. Some of the services are:

· to receive or accept from their customers the deposit of money;

· to collect and transfer money both at home and abroad against deposit and current accounts;

· to provide overdrafts to both personal and business customers;

· to lend loans to their customers;

· to exchange money;
· to supply economic information and to prepare eco​nomic reviews to be published;

· to make foreign exchange transactions, including spot transactions, forward transactions and swap transac​tions;

· to issue various banker's cards.

Merchant banks and discount houses deal only with special customers providing funds for special purposes. They accept commercial bills of exchange and offer quite a lot of financial serv​ices. They provide advisory services about new issues of securities, mergers, takeovers and reor​ganizations. They also arrange financing for their customers and provide fund-management serv​ices.

Besides there is a big group of banks in the United Kingdom made up of foreign banks. All the major foreign banks are represented in the UK by subsidiary, branch, representative offices or consortium. They provide finance both in sterling and in other currencies and offer a wide range оf financial services.

Lombard Street is the symbol of banking.  This is the place where the first bankers coming from Italy settled.

1. Write down the questions for the following answers.

1. …? It is headed by the Bank of England.

2. …? In 1694.

3. …? The governor of the Bank.

4. …? By the Queen on the recommendation of the Prime Minister.

5. …? Yes, he has a Deputy Director.

6. …? It consists of 16 directors.
2. Find out what the text said about the services of:

· commercial banks
· merchant banks.
3. Sum up what the text says about:

· Bank of England

· specialized banking institutions of the UK

· foreign banks in the UK

· Lombard Street.

4. What do you know about the banking system in Russia? How often do you go to the bank? Do you have an account?

Vocabulary

	to complicate


	
	усложнять, запутывать

	gold reserve


	
	золотой резерв



	tripartite

	[ֽtrai'pa:tait]


	тройственный,     трехсторонний


	clearing bank

	
	клиринговый банк (осуществляющий безналичные расчеты между банками)



	layer

	
	слой


	discount house

	
	учетный дом



	governor

	['g/\vәnә]

	управляющий


	merchant bank

	['mә:t∫әnt]

	торговый (коммерческий)

банк



	court of directors
	
	совет директоров (в банке Англии)
	upwards of


	
	свыше



	to lend


	
	давать взаймы, ссужать
	to render

	
	оказывать, предоставлять



	to borrow


	
	занимать, брать взаймы


	spot transaction

	
	сделка спот (немедленная)



	national debt

	
	государственный долг


	forward transaction

	
	форвардная (будущая, срочная сделка)



	issue

	['i∫u:]

	эмиссия, выпуск


	swap transaction

	
	сделка своп (обмен)



	securities

	[s'әkju:ritiz]

	ценные бумаги


	subsidiary

	[sәb'sidjәri]

	дочерняя компания



	consortium

	
	консорциум (группа банков, принимающих участие в предоставлении кредита)


	to settle

	
	поселять(ся)


	overdraft

	
	кредит по текущему счету


	bill of exchange

	
	вексель, тратта



	merger


	
	поглощение

	takeover


	
	слияние компаний



1. Match the English and Russian equivalents.

	borrow money

manage the national debt

control the national gold reserve 

joint stock bank

clearing bank

merchant bank

discount house


	заимствовать средства 

управлять государственным дол​гом

учетный дом 

клиринговый банк 

акционерный банк 

торговый банк

контролировать национальные  золотые запасы 


2. Write down the Russian equivalents.
tripartite system

three-layer cake 

Governor of the Bank

Deputy Governor

Court of Directors

to issue banknotes

to mint coins 

to manage the national debt 

to deal with the general public

to transfer money against deposit and current accounts

to provide overdrafts to customers

to exchange money

to lend loans to the customers

to provide funds for special purposes

to provide fund-management serv​ices

to offer a wide range оf financial services

Grammar

1. Word-building. 

A. Coin new words (more than one is possible): to complicate, bank, to recommend, to change, to organize, to represent.

B. Coin new words and word-combinations joining two parts together: bank, gold, transaction, account, clearing, spot, fund, over, draft, debt, management, take, national, banker's, over, cards, reserve, current.

2. Change the voice of the sentences.

1. This bank was established under a royal char​ter in 1694. 

2. The Queen appoints Deputy Governor and the Court of Di​rectors.

3. The head of the Bank is appointed by the Queen. 

4. The Bank of England lends and borrows money for the government.

5. Merchant banks and discount houses provide fund-management serv​ices.

6. All the major foreign banks are represented in the UK by subsidiary, branch, representative offices or consortium. 

3. Translate the sentences into English.

1. Считается, что сегодня британское банковское дело является сложной трехсторонней системой как пирог с тремя слоями. 

2. Королева назначает 16 директоров, чтобы они составили Совет Директоров.

3. Говорят, что Государственный банк Англии управляет британской банковской системой.

4. Если только банк мог бы предоставить больше денег для правительства!

5. Газета объявила, что Коммерческий банк оказывает различные услуги компаниям. 

6. Если бы этот торговый банк обеспечил консультативные услуги в реорганизации в прошлом году, то мы воспользовались бы его услугами. 

7. Большая группа английских банков составлена из иностранных банков.

Real Life

1. Listen to the dialogue and dramatize it in the class. Make sure you know these words: current account (текущий счет), deposit (взнос, вклад), the initial sum (первоначальный взнос), deposit account (депозитный счет), to take out money (снять деньги со счета), to withdraw (изымать, отзывать).

2. You want to open an account. Reproduce a conversation in a bank.

Writing

1. When a company gets a letter of complaint about the order, it is necessary to answer the letter and find a way out of the situation. Be polite and competent.

Answer of Complaint

Visteria Ltd. 

P.O.Box 82 

Kiev 253206 

Ukraine

21st April, 20077

Ref: Order #142 of 21st March, 2007

Dear Sirs,

Your letter of 18th April, 1997, was duly noted. The shirts you returned us are indeed defective. We have to admit that these defects were overlooked by our controller and offer apologies for the oversight.

We are sending you new shirts as a replacement this week by air, carriage paid, and would ask you to confirm their receipt by fax.

If any other problems arise, please do not hesitate to contact us in the shortest possible time.

Yours faithfully,

Jack Brown

Jack Brown 

Claims Department

2. Answer your own letter of complaint from the unit 10.

Discussing

1. Translate these statements into Russian. Which one do you like best of all? Which one is the most true to life to your mind? Why?

1. An accountant is a man hired to explain to you that you didn't
make the money you did. (Anonymous)
2. A bargain is something you have to find a use for once you have bought it. (Benjamin Franklin (1706 ( 1790), American states​man, scientist, and philosopher)

3. Public money is like holy water. Everyone helps himself. (Italian proverb)

4. Economics is a subject that does not greatly respect one’s wish​es. (Nikita Khrushchev (1894 ( 1971), Russian statesman and premier of Soviet Union)

5. It makes no difference whether you think you can, or you think you can’t. You will. (Henry Ford (1863 ( 1947), U.S. automobile manufacturer).

2.  Do you know any other statements of famous people? Give your examples.

Контрольные вопросы
1. Give some qualities which describe an organization as good or bad.

2. Would you like to work in a big organization? Explain why or why not. 

3. Why do some people have their own offices in an organization? Do they have them because of a) a need for confidentiality; b) the type of work they do; c) seniority?

Listening Appendix
Unit 2
At the shop
Seller: Can I help you?

Customer: Sure. I'm looking for a new TV set.

Seller: What kind of TV set do you want?

Customer: I'd like a wide–screened colour TV set. But not very expensive one.

Seller: We've got a model specially designed for you! Just have a look at it! It's new and smart. And the brand is one of the most famous.

Customer: I don't know... It's too expensive!

Seller: Don't worry. We'll give you a discount. Moreover, it's possible to pay with a credit. Keeping money is not the right policy in this case. It will not stay on the shelf for long!
Customer: OK. May be you’re right. I think I’ll take it. 

Seller: I’ll help you.

Unit 3
An interview
Here is an interview at an American company:

A: Thank you for coming, Mr. Oliveira. My name is Alan Green, I am in charge of Human Resources.

B:   How do you do?

A: Do have a seat. Now then. I see you are working for the Medilab at the moment. How long have you been there?

B: Since 1992. It's a very interesting post, but I'm looking for something with more responsibility.

A:   So you are ready for a change?

B: Yes. I feel I have come as far as I can at Medilab and I think it is time to do something different.

A:   And can your family move with you easily?

B: Our children are small, so it's no problem for them to change schools. My wife is a nurse, so she can find work in another part of the country, or even in another country.
A:   What kind of salary are you looking for?

B: At the moment I earn $75,000 plus a car so I would like $90,000 plus a car if possible.

A:   That should be fine. Have you worked abroad?

B: Yes, I worked in Argentine for two years. I'd like to have a chance to go abroad again.

A:   You also worked in Peru, I see.

B: Oh yes. That's true. It was about five years ago. We set up a vaccination program in villages in Peru.

A:   Really? And what languages can you speak?

B: Portuguese is my mother tongue. I can also speak Eng​lish, Spanish and a little Italian.

A: I’m impressed! Some of our contracts are with Japanese companies. Can you speak Japanese?

B:   No, I can't, but I can always learn.

A: Never mind! I'm now going to introduce you to our Sales and Marketing Directors for the more technical ques​tions. I'll see you later for some aptitude and language tests.
Unit 4
Changing money

Here is one of many dialogues that is taking place in a bureau de change in New York:

Customer: Could you change dollars into English pounds sterling?
Cashier: Certainly, sir. I'll just check the exchange rates. How much would you like to change? 

Customer: One thousand dollars. And what is the rate of exchange today? 

Cashier: One dollar to seventy five pence.
Customer: And what rate can you offer for two thousand dollars?
Cashier: One dollar to ninety pence. 

Customer: Oh, the difference is not very big. Change one thousand, please. Here is the money. 

Cashier: Thank you. May I have your passport for a mo​ment please? We are always to write down the number of the customer's passport if we change one thousand dollars or more. 

Customer: Here it is. No problem.
Cashier: Here is your passport. How would you like the money, sir?
Customer: Oh, give it to me in hundred pound notes, please. 

Cashier: Good.  One hundred, two hundred...  seventy pounds, seventy five pounds. 

Customer: Thank you. Good morning. 

Cashier: Good morning, sir.

Unit 5
A radio report on the stork markets

On the London stock market yesterday, shares remained close to last week's record highs. Financial and discount houses were a firm sector, with United Alverson advancing twenty pence to seven pounds sixty eight. Banks too made further gains and Key Commerce twelve to six seventy–six.

In Tokyo today there were heavy falls for many shares, especially among the market leaders. The dollar was stable with markets and the prices changed with oil prices increasing 2 %.

Hong Kong shares slipped back a little, so Chemical Ltd. stuck at 2.50.

In Australia, shares fell sharply across the board although was subdued.

Unit 6
At the office

Mr. Simpson. Hello. May I speak to Mr. Ward, please?

Mr. Ward. Wait.

Mr. Simpson. Could you put me through to Mr. Ward?

Mr. Ward. Speaking. Charles Ward.

Mr. Simpson. Good morning. This is Gary Simpson.

Mr. Ward. What?

Mr. Simpson. This is Gary Simpson of Grant & Clark speaking.

Mr. Ward. What do you want?

Mr. Simpson. Could we make an appointment to discuss our contract? Will you be available next Monday?

Mr. Ward. No.

Mr. Simpson. Oh? That’s a pity. How about this Friday or next Tuesday?

Mr. Ward. Tuesday or Friday is fine. I don’t care which.

Unit 7
Opening an account

Cashier: Good afternoon, sir. 

Man: I'd like to open an account, please. 

Cashier: Certainly, sir. Do you live in Geneva? 

Man: Yes. I'm at the Interpreters' School. 

Cashier: Are you a student? 

Man: Yes.

Cashier: What sort of account would you like? 

Man: A current account, I think. 

Cashier: Have you got any large sums to deposit? 

Man: No, only a thousand francs or so a month. 

Cashier: Well, we can open a current account with a cheque book for you as long as the initial sum is at least three thousand francs. But I'd advise you in your case to take an account that gives you more interest, and which is more practical. We normally advise stu​dents to open deposit accounts. 

Man: Can I take out money whenever I like? 

Cashier: Yes. There are two or three types of account. They permit you to withdraw up to ten thousand francs a month.

Man: Can I receive money directly from abroad? 

Cashier: Certainly.

Man: And can I withdraw at a branch office? 

Cashier: Certainly, though it may be more convenient to open your account in our branch near the University. 

Man: No, I live quite near here. Do you need a passport? 

Cashier: Yes.

Man: I'm afraid I haven't got it on me. Will my student card do?

Cashier: No, I'm afraid not. 

Man: I'll come back later, then. 

Cashier: Very good, sir.

Note: The initial sum necessary in order to have a cheque book varies from country to country and from bank to bank.
Texts for Translation

Text 1

Unemployment rate falls to five-year low

Employers added 92,000 jobs in October

WASHINGTON – The unemployment rate dropped to a five–year low (самый низкий уровень) of 4.4 percent in October as employers added 92,000 new jobs ( flashing a picture of a strong labor market as the midterm elections draw near.

The latest report, released on Friday by the Labor Department, showed that the unemployment rate fell 0.2 percentage point from 4.6 percent in September. It marked the third month in a row (в ряд) that the politically prominent jobless rate declined.

 “The job market is healthy even though the economy has been slowing (замедляться). This report tells us the economy is holding its own, not spiraling downward,” said Stuart Schweitzer, global market strategist for JPMorgan Asset and Wealth Management.

Friday’s report provided the last snapshot (состояние, картина) of the nation’s employment scene before next week’s elections.

President Bush was quick to seize upon the figures as evidence that his economic policies are working.

“Tax cuts have led to a strong and growing economy and this morning we got more proof of that,” the president said at Republican rally in Springfield. Mr. Bush also expressed confidence that Republicans would keep control of Congress. Of the Democrats, he said: “ ... now they’re forecasting they’re going to win the election. If their elections forecasts are as good as their economic forecasts, we are going to have a great day on November the seventh.”

How voters view job availability, wage growth and other economic conditions is likely to play a role in the balloting nationwide on Tuesday. Republicans, fighting to retain control of Congress, say Americans are mostly better off (становятся богаче), while Democrat rivals disagree, saying low- and middle-income workers prevail.

President Bush’s approval rating on the economy is at 40 percent, among all adults surveyed in an AP-Ipsos poll. That remains near his lowest ratings. Those surveyed trusted Democrats more than Republicans to handle (управлять) the economy.

Text 2

Service economy grew more rapidly in October

NEW YORK – The nation's service economy grew in October at a quicker pace than in September, and faster than analysts had expected.

The Institute for Supply Management said on Friday its index of business activity for the service sector was registered 57.1 in October. That's above September's reading of 52.9, which was a three–year low (самый низкий уровень), and above August's reading (показатель) of 57.

Analysts had been predicting a reading of 54.5. The service sector, which includes banking, construction (строительство), retailing and travel, generates about two–thirds of the nation's economic activity. A reading above 50 signals expansion, while a reading below 50 indicates contraction. The October figure represented the 43rd consecutive month of growth in the service sector.

The report of expanding services growth came on the heels of a Labor Department report earlier on Friday that the unemployment rate dropped to a five–year low of 4.4 percent in October as employers added 92,000 new jobs. The rate was down 0.2 percentage point from 4.6 percent in September, and marked the third consecutive monthly jobless rate decline.

The service sector report indicated inventories (инвентаризация) grew at a faster pace, with the inventories index rising to 53.0, up from 50.5 in September. The new export orders index also climbed, rising to 63.5 in October from 59.0 in September.

The industries contributing most to the uptick (повышениеиндекса) were utilities, information, and retail trade. The industries reporting the biggest drops in activity were real estate (купля продажа недвижимости); rental & leasing; and arts, entertainment and recreation (развлечение). The index of prices paid registered 51.9 in October, down sharply from 56.7 in September.

The new orders index registered 56.5, down slightly from September's reading of 57.2. The employment index was at 51.0, down from 53.6 a month earlier.

Stocks climbed Wednesday morning on Wall Street after the ISM report and employment data were released (объявлены). The Dow Jones industrials were up 0.25 percent to 12,048.15, while the Nasdaq composite index was up 0.18 percent to 2,338.14. 

Text 3

Consumer spending edges up (медленно растут), incomes jump

Spending by Americans up by smallest amount in 10 months last month

WASHINGTON – Consumers kept a tight grip (крепко держались) on their wallets in September, increasing their spending by only 0.1 percent. Incomes, meanwhile, rose briskly.

The Commerce Department’s report, released on Monday, showed that consumers had a solid appetite for big-ticket goods (крупные покупки, товары) such as cars and appliances last month. However, spending on nondurable goods, including food, clothes and gas, fell. That at least in part reflected lower prices at the gasoline pump, analysts said. Economists said the new spending figure was held back by falling gasoline prices.

Americans’ incomes – the fuel for future spending – rose by a brisk 0.5 percent in September. That was up from 0.4 percent in August and marked the biggest gain since June. 

The income and spending figures aren’t adjusted for inflation. On Wall Street, the spending and income report, along with a lackluster (тусклый, вялый) sales report from Wal-Mart Stores Inc., pulled stocks lower.

With the Nov. 7 elections around the corner, the latest snapshot (состояние, картина) of national economic health fueled fresh debate between Republicans and Democrats competing with each other to hold sway (иметь влияние) at the ballot box.

Economists, meanwhile, are hopeful the current October–to–December quarter will turn out to be better and that the housing slump will not be a significant drag (торможение) on overall economic activity. In addition, lower energy prices should help out, taking pressure off consumers and businesses and making them more inclined to spend and invest.

An inflation measure tied to Monday’s report showed “core” prices – excluding food and energy-moderated (стали более умеренными). These prices rose by 2.4 percent over the 12 months ending in September. That was down from a 2.5 percent increase for the 12 months ending in August.

With the economy slowing and energy prices retreating (понижение), the Federal Reserve held interest rates steady last week for the third meeting in a row (в ряд). Many economists believe the Fed will keep its finger on the interest-rate pause button through the rest of this year and probably into much of next year. To fend off inflation, the Fed had boosted rates 17 times since June 2004, marking the longest stretch of increases in Fed history.

Text 4

Procter & Gamble reports jump in profit

Consumer products firm also hikes its profit outlook for the year

CHICAGO – Procter & Gamble Co. posted a 33 percent jump in quarterly profit on Tuesday as the addition of products like Gillette razors led to strong sales growth, and slightly raised its profit view for the year, citing lower–than–expected commodity and energy costs.

But the high end of P&G’s profit forecast for the current quarter just meets the average which was already expected by Wall Street, and shares of P&G slipped from their highs in early trading. “I think they’re setting the bar low as they move forward,” said SunTrust Robinson Humphrey analyst Bill Chappell.

P&G, which makes everything from Pampers diapers to dog food, earned $2.7 billion compared to a profit of $2.03 billion a year earlier. Sales rose from 18.79 to $ 27 percent billion, driven by new items such as a redesigned line of Herbal Essences hair care products and the addition of Gillette’s razors, batteries and toothbrushes.

P&G, like others, was weighed down by higher costs for oil–based materials and transportation in the past several quarters, and said it is now seeing the cost environment improve. It said that operating margins should improve by 0.5 to 1 percentage point in the current quarter and by more than 1 percentage point this year.

P&G still expects full year organic sales growth of 4 to 6 percent and total sales growth of 9 to 11 percent.

For the current quarter, P&G forecast earnings of 81 cents to 83 cents per share, while analysts had expected a profit of 83 cents per share. P&G forecast organic sales growth of 4 to 7 percent in the quarter.

Shares of P&G have set several new highs during the past few months as the company began combining its operations with those of Gillette. P&G shares rose 3 percent from the beginning of October through Monday, compared with a nearly 3.5 percent rise in the Dow Jones industrial average, of which it is a component.

Text 5

Help your mom and dad in their golden years

Aging parents might have trouble keeping up with their finances

It can be jarring to realize that your aging parent might be having difficulty keeping up with his or her personal finances. This can seem especially daunting if you don’t live in the same part of the country as your parent. 

But don’t despair. You can line up all sorts of practical help for your mom or dad, whether you live close by or far away. Consider these tips.

1.  Go see for yourself. Visit your parent in person and get a sense of how the household is being managed. Be mentally prepared to talk about money, no matter how hard that may be for members of your family. You might be able to broach the subject by sharing a money–related story of your own or a story about one of your friend’s parents.

2. Be alert for red flags. Ask for your parent’s permission and assistance to examine his or her checkbook, bank statements, credit–card statements and canceled checks. 

3. Recognize an emergency when you see one. If it’s obvious that your parent simply cannot cover his or her expenses, start the process of tapping into government programs for older Americans on low or fixed incomes. 

4. Hire a daily money manager. Different from long–range financial planning, daily money management involves consistent help with routine tasks, such as paying bills, keeping the checkbook balanced, establishing a budget and organizing financial and insurance records. Daily money managers generally charge $25 to $75 an hour, and many of their clients require only a few hours of help each month. 

5. Look into the “representative payee” alternative. If your parent receives income from Social Security and is having difficulty managing that income, he or she can ask the Social Security Administration to appoint a representative payee to receive the monthly checks and use the money to pay his or her living expenses. This individual could be you or your parent’s daily money manager. 
6. View a guardian as a last resort. Courts appoint guardians to decide financial or personal matters for people who are unable to care for themselves. Recognize that a guardianship would deprive your parent of the right to make his or her own decisions.

Text 6

Parents not saving enough for kids' education

Many expect children to snag college scholarships, grants study says

NEW YORK - A lot of American parents seem to think they don't have to worry about saving for their children's college education because the kids will get through on scholarships and grants.

Think again, says a study being released Monday by AllianceBernstein Investments Inc., an asset management firm based in New York. The study looked at the college saving habits and goals of parents with children under 18 and compared them with what college financial aid administrators have to say about college funding.

The study found that 87 percent of parents believe scholarships and grants will cover at least part of their children's undergraduate expenses, and nearly three-quarters think their children are "special or unique" enough to win a scholarship.

Financial aid administrators said 92 percent of parents overestimate the amount of scholarship money their children will receive. Meanwhile, parents are not saving much on their own for their kids' educations, the study found. "Parents with children ages 14 to 17 plan to have an average of $12,000 saved when their child reaches college age," the study found.

That would just cover the cost of one year's schooling at a four-year public college or university, according to the most recent data from the College Board, a nonprofit association based in Washington, D.C. It would fall far short of the $29,026 College Board estimate for one year at a private institution.

Jennifer DeLong, director of college savings plans for AllianceBernstein, said that instead of saving, parents are taking on debt to fund their children's educations. And they're also expecting the children to take on debt, which can make it harder for the young people to get on their feet financially after graduation.

They're also not looking at opening savings accounts that can help parents accumulate money for college. 

James A. Boyle, president of College Parents of America, says that "there are only three ways to pay for college ( before, during and after." Those who save in advance are much less likely to have to reduce their lifestyles to cover expenses while a child is in school or to go into debt.

Text 7

What if the U.S. economy just keeps slowing?

Also: Can I buy one share of stock?

With the latest report from the government showing the U.S. economy continuing to slow down, Dennis in California is getting a little nervous. What happens if the slowdown gets worse and can’t be reversed?

What likely economic scenario would bring us to the "tipping point" where interventions would be unable to stop this downturn in the economy? ( Dennis M., Santa Cruz, Calif. Whoa, Dennis. We're getting a little ahead of ourselves here.

The latest numbers from the government, released Friday, show the U.S. economy growing at a 1.6 percent annual rate between the beginning of July and the end of September ( the slowest pace in three years. That’s down from 5.6 percent in the first quarter and 2.6 percent in the second quarter. 

So that’s a pretty rapid slowdown, and the slumping housing industry is getting much of the blame. A two-year run of steady increases in short-term interest rates ( which the Federal Reserve halted this summer ( also threw some cold water on the economy.

Of course, there are many forces that could push the current slowdown into an outright recession. Among the likeliest at this point would be a worsening of the housing slump, though the latest home sales numbers don’t seem to show that happening. If home prices fall, consumers could tighten their belts ( or at least run out of fresh home equity to borrow against. Since consumer spending which accounts for about 70 percent of the U.S. economy, that could hurt. 

Rising interest rates also would make matters worse. (If a business wanted to expand, it would have to pay more to borrow the money. Consumers would have to pay more to borrow and shop.) Though the folks at the Fed pull the levers on short-term rates, investors in the bond market determine long-term rates. And bond buyers hate inflation because it eats away at the value of their investment. So when inflation rises, they want to get paid a higher interest rate to make up for the inflation hit. Another surge in oil prices would add more fuel to the inflation fire, and the Fed folks say they’re already worried that inflation is running too high.

Text 8

Americans becoming increasingly house poor

Census data shows percentage of income spent on dwelling up in 49 states

WASHINGTON - Americans are becoming increasingly house poor.

Homeowners in every state but one spent more of their incomes on housing costs last year than at the start of the decade, according to data released Tuesday by the Census Bureau. Those in Alaska spent the same.

Nationwide, homeowners spent nearly 21 percent of their incomes on housing costs last year, up from just under 19 percent in 1999. Housing analysts blamed surging home prices, higher interest rates and lower incomes for hurting affordability.

“It is now much more difficult for first-time homebuyers to get into the market, and for existing homeowners to trade up,” said Mark Zandi, chief economist at Moody’s Economy.com. “This decline in affordability is the catalyst for the current sharp decline in housing activity.”

Housing costs are defined as mortgage payments, taxes, insurance and utilities. 

“Families want to become homeowners and they are willing to spend more to get there,” said Jeffrey Lubell, executive director for the Center for Housing Policy, which advocates for affordable housing. “But as they spend more and more, they are taking on mortgages that could put their homeownership at risk,” Lubell said.

The Census Bureau released 2005 housing data from the American Community Survey, which is replacing the “long form” on the 10-year census. Starting this year, the annual survey of about 3 million households provides yearly data on communities of 65,000 or larger. By 2010, it will provide annual multiyear averages for the smallest neighborhoods covered by the 10-year census.

The Census Bureau previously released data in incomes, poverty, race and ethnicity. California stands out among the states with expensive housing costs. It ranked No. 1 in median home value, at $477,700; No. 2 in monthly housing costs for homeowners, at $1,912; and No. 2 in monthly costs for renters, at $973.

 “We really are reaching the outer edge of the envelope of what people can manage,” said Cynthia Kroll, senior regional economist at the University of California at Berkeley.
Text 9

Could Ghosn save Chrysler?

Daimler execs want to keep auotmaker, but they may need a partner

The car business is one of the few industries in which companies can go from being darlings to financial disasters in less than a year. This is especially true in Detroit. Chrysler made almost $1.5 billion last year but said last week that it lost that much in the third quarter. 

It's gotten so bad that there are once again whisperings from Germany that parent DaimlerChrysler might even be thinking of spinning it off if they can't fix it again. One source close to Daimler management says that top executives are worried not only about Chrysler's heavy costs, but that its product lineup is completely out of step with what consumers want. Its sales are 70 percent trucks and minivans in a market where consumers remain gun-shy about buying SUVs, even as gasoline prices have fallen from their $3 a gallon summer high toward $2 a gallon. 

So what's Daimler's German brain trust going to do? Right now the plan is to fix Chrysler. Chairman Dieter Zetsche did that job himself a few years ago when he ran the unit before taking over the top job on Jan. 1 and is confident he can do it again. 

But on the earnings call last week, Chief Financial Officer Bodo Uebber did not rule out an eventual spin-off. German magazine Der Speigel reported that Daimler's supervisory board is mulling several exit scenarios. 

If Daimler gets to that point, the company may have an eager suitor. How about Renault-Nissan? Its overachieving chief executive officer, Carlos Ghosn, has been rebuffed by General Motors in his quest to add a North American carmaker to his alliance. Ford Motor says any alliance talks are on hold until new CEO Alan Mulally gets a chance to root through the company's problems. 

A possible deal But Chrysler could be available. There are no talks going on, but one high-level Renault executive says the idea has at least been casually pondered. 

Text 15
When buying a car, safety should come first

Look for state-of-the-art side air bags and Electronic Stability Control

Buying a new vehicle means making a lot of decisions: color, style and options. From my point of view, safety is the most important factor you should consider. How did this vehicle perform in crash tests? And does it have the latest safety equipment? That would include Electronic Stability Control and state-of-the-art side air bags.

Electronic Stability Control, or ESC, uses computer sensors to monitor the motion of your car. If it detects that your vehicle is about go out of control it will automatically reduce the speed and brake individual wheels as needed. That lets you concentrate on steering.

A study by the Insurance Institute for Highway Safety found that ESC reduces your risk of dying in a single-vehicle crash by more than 50 percent and lowers the likelihood of a rollover accident by 80 percent.

It's estimated that 10,000 fatal crashes would be prevented each year if every vehicle on the road had ESC. But this is still pretty new technology that comes standard on fewer than half the new models. It is an option on others. So if you want this important and revolutionary safety feature, you'll need to ask about it.

All air bags are not the same. There are two types of side impact air bags. Some protect the chest and abdomen. Other, more advanced systems also cushion your head. Both are good, but those with head protection are better. 
The Insurance Institute for Highway Safety examined real life crashes and found that a vehicle with side air bags without head protection reduces your risk of dying in a side impact crash by 26 percent. With side bags that also offer head protection, your chances of being killed in that same type of crash drops by 37 percent.

“Most manufacturers are moving to curtain-style side air bags,” says Russ Rader, a spokesman for the institute. “They protect the driver and the front seat passenger as well as the passengers in the rear seat."

If you're buying a big, high-riding sport utility vehicle, you may think you don't need side bags. According to this study, you do. The devices save lives in both cars and SUVs.

ЗАКЛЮЧЕНИЕ

Учебное пособие освещает различные аспекты экономической деятельности, а также способствует формированию навыков ведения деловой переписки и стратегии перевода литературы по специальности, необходимых для формирования компетенций молодого специалиста.

Оно позволяет развитию умения читать и переводить литературу по специальности в рамках устной и письменный речи по пройденной профессиональной тематике: экономическое развитие, банковская система и система налогообложения, структура предприятий, организация бизнеса, маркетинг и др.

По материалам текстов составлены лексико–грамматические упражнения и упражнения на словообразование. Каждый раздел также сопровождается заданиями, развивающими аудитивные навыки, а также навыки ведения делового общения.

Система подачи материала расширяет кругозор будущих специалистов, способствует активному усвоению и закреплению лексики и грамматики английского языка, а также мотивирует обучающихся использовать язык как средство профессионального общения.

Учебное пособие предназначено для обучающихся и преподавателей при изучении дисциплины «Профессиональный иностранный язык (английский язык)».
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WHAT SERVICES ARE AVAILABLE?


The following services are all available through Nat West at competitive premiums:


Home Protector


Wide ranging cover for your home and contents.


Travel Protector	


Wide ranging cover that provides all the benefits you would expect including Europe Assistance Helpline.


Private medical insurance


For individuals and families to cover the cost of private specialist medical care - both in hospital and for out�patient treatment.


Life assurance


Life assurance cover to give you and your family genuine peace of mind.


Accident and sickness insurance


It provides a weekly payment if you are out of action and a lump sum if you should become permanently disabled.


Personal Loan Protector


Insurance that will help you to make your fixed monthly personal loan repayments and car loan repayments.


Mortgage Repayments Protector


Insurance that will help you to make your Nat West mortgage repayments in the event of an illness, accident or unvoluntary unemployment.
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