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BBE/JIEHHE

Meroauyeckue yka3zaHWs MpPEJHAa3HAYEHBI U1l CTYAEHTOB CHELUAJIbHOCTU
«JlangmadTHas apXUTEKTypa» MO AUCIUIUTHHE «JleTOBON WHOCTPAHHBIN SI3BIKY.
Llenb — HAYYUTh YUTATH, IOHUMATh U NEPEBOAUTD JUTEPATYPY MO CHEUUATBHOCTU
Y OCBOUTBH JIEKCUKY JEJOBOr0 aHTJIMMCKOTO SI3bIKA.

Kypc o6yuenust «/lenoBoil HHOCTpaHHBIN S3bIK» HAMpPaBIeH Ha BHIPAOOTKY Y
ydaluxcsl S3bIKOBOM M KOMMYHHMKAaTHUBHOM KOMIIETEHIIMM, JOCTATOYHBIX IS
OCYILIECTBIICHUSA UMH YCTHBIX U MUCbMEHHBIX JIEJIOBBIX KOHTAKTOB C MTHOCTPAHHBIMHU
napTHEPAMHU B XOJ€ UX IPO(PECCHOHATIBHOMN ESITEIbHOCTH.

Hayunoe, npodeccruoHaibHOE U KyJIbTYpPHOE COTPYIHUYECTBO CIIELIUATUCTOB
paznuuHbIX cdep AesTenbHocTH U3 Poccuiickoit ®denepauuu U 3apyOeKHBIMU
CTpaHaMU MOCTOSIHHO PaCIIUPAETCSA U YKPEIUIAETC. BaKHEUIINM 3JIEMEHTOM 3TOTO
COTPYJHHUYECTBA SBISIETCS JEJIOBOE OOIIEHHE, BBIpAXKAIOLIEeCs KaK B JIMYHBIX
KOHTAKTax, TaK W 4Yepe3 pa3jMyHble KaHaibl CBA3U. JIMYHBIE KOHTAKTHI
MpEAnoaaraloT MHOrooopasusie popmMbel 0OMeHa uHpOpMaluK (JIeI0BbIE BCTPEYH,
ydyacTHe€ B BBICTaBKaX, BBICTYIUICHUS Ha KOH(PEPEHLMSIX, CUMIIO3UyMax U
JUCKYCCHUSIX, Y4YacTHE€ B II€pEroBOpax IO 3aKIYEHHIO KOHTpakToB. OOMeH
uHdopmaluent 4epe3 pasznuyHbIe KaHAIbl CBSI3U (TelIe(OHHBIE TEPETOBOPHI,
JIeJIOBbIE MHCbMA, COOOILIEHUSI MO D3JIEKTPOHHOM TMOYTe) Takke TpedyeT OoT
CrenuaincTa 3HaHug crnenudukn dTux (Gopm oOmEeHUs ©  BIAJCHUS
COOTBETCTBYIOIIMMU HABBIKAMHU UX OCYILIECTBICHUSI.

Kpome Ttoro, mosiogoMy IUITIOMUPOBAHHOMY CIELHMAIUCTY HEOOXOAUMO
o0najaTh 3HAHWSIMU W YMEHHMSIMH BECTH JICJIOBYIO TEPEMHCKY, 3aIOJIHSThH
pa3InyHbIe aHKETHI, TPABUIILHO COCTABUTH 3asBJICHUE O MpUEME Ha paboTy, a TaKxKe
aJeKBaTHO TOHUMATh COOTBETCTBYIOIIME JIOKYMEHTBI, BBINOJHEHHBIE Ha
MHOCTPAHHOM si3bIke. IMEHHO HaHHBIE 3aJauM CTOAT Iepen Kypcom «/lemoBoi
MHOCTPAHHBIN A3bIK», NipenoaaBaeMbiii B DI'BOY BO «MI'TY».

B wmerogunuecknx ykazaHUSX IPUBOJUTCSA OIKUCAHWUE Pa3IUYHBIX BUIOB

JACJIOBBIX ITMCEM, M3JIaracTcCia CTpyYKTypa ACJIOBOIO IIMCbMa Ha aQHTJIUMCKOM SA3BIKE,



JAl0Tcs HanOoJiee 4YacTO BCTPEUAIOIIUECS B JIEJIOBBIX MHUChMax M Tele(OHHBIX
pa3roBopax BBIpaKEHUS, a TAKXKE MPEJIAaraloTCsl TEKCThl HA MHOCTPAHHBIX SI3bIKAX,
coJieprKalllie peKOMEHAAIIUU U BhIpKCHUS, HEOOXOUMBIE JJIsI IETTOBOTO OOIICHUS
Ha UHOCTPAHHOM SI3BIKE.

JlaHbl peKOMEHJalMM MW HEOoOXOJUMbIE CCHUIKM Ha OCHOBHYK U
JIOTIOJIHUTENIBHYIO JTUTEPaATypy, KOTOpasi MO3BOJIMT OOYyJarOIIUMCS YIIyOUTh CBOM
3HaHUS MO JJAHHOW JAUCHUIUIMHE U PACIIUPUTHh COOTBETCTBYIOIINE HABBIKU, MOKET

OBITH MCITOJIE30BaHbI KaK JJI C&MOCTOHTGHBHOﬁ, TakK 1 AJIs1 aYHHTOpHOﬁ pa6OTI)I.



UNIT 1. BUSINESS VISITS

Business visits are very important in development of trade relations be-tween
countries and companies. Personal contacts are the most efficient means of
promoting a better understanding in all spheres of human activities.

Normally businessmen contact through correspondence or telephone calls,
but, of course, main problems may be solved more efficiently through a personal
meeting. During the talks the partners have an opportunity to discuss all problems
face-to-face, and to come to an agreement more easily.

It is common for the Buyers to visit the Sellers for technical or commercial
discussions. During such visits the Buyers are shown around the Sellers’ premises
and workshops. They have a chance to see the equipment in operation, to be present
at tests. If the Sellers offer any modifications in the equipment, the Buyers can see
them, discuss and approve immediately.

The Sellers often visit the Buyers’ premises when they need to revise some
contract terms or draw up a new contract with their regular customers.

The Sellers and the Buyers can meet to discuss different claims if they appear
in the course of fulfilment of the contract. But, of course, the most popular reason
for business people to meet is making up a contract.

It is important to follow rules of etiquette in business. Good manners can help
you to be successful. Common good manners generally mean being polite, courteous
and punctual as well as being dressed the part (which usually suggests official style
of clothing). But different cultures can have different concepts of what is appropriate
in business. Handshaking is popular in European countries but not so much in the
UK. Americans believe that it is good to react and answer quickly while the Japanese
prefer to give every matter a thorough thinking and to pause before answering.
Russians think that they must invite their partners to restaurants, saunas and even to
their homes while Germans do not entertain their guests at all. So it is very important
to know the culture of the country you are going to visit on business.

Study and learn the following vocabulary on the topic:

1 relations [rr'leifnz] — cBsA3H, OTHOIICHHUS



family relations — cemelinbie OTHOLICHHUS

business relations — nenoBsie OTHOIICHHS

trade relations — ToproBsbie OTHOIICHHUS
2 to develop [di'velop] — pa3BuBatTh
development [dr'velopmoant] — pa3BuTue
3 means [mi:nz] — crocoO, cpeacTBo (MH. 4. — Means)
4 efficient [1'ffont] — sppexruBHbIit
efficiently il'flfentll] —3¢pdexruBno, Syn. In an efficient way
5to promot;e [pro’mout] — pa3BuBaTh, CIOCOOCTBOBATH, MPOJIBUTATH
6 sphere [sfia] — cdepa, oOacT
7 human ['hjoman] — uenoBedeckuii
8 activity [&k'tiviti] — nesitensHOCTD (MH. 4. — activities)
9 through [0ru:] — 3meck uepes, mocpencTBOM
10 correspondence [, korr'spondans] — nepenncka
11 face-to-face — JII/I,‘IHO, JULIOM K JTUITY
12 to come to an agreement [5'gri:mont] — npuiiTi k cornaueHnIo
13 common ['’koman] — Oﬁméﬂp;IHﬂTBIﬁ
14 technical ['teknikal] — Texanueckuit
15 commercial [ka'ma;fal] — kommepueckuii
16 the Buyer(s) ['bara(z)] — [TokynaTenb (kak cTOpoHa KOHTPaKTa)
17 the Seller(s) ['sela(z)] — IIpoaaserr (kak CTOpOHA KOHTPAKTA)
18 to show — mokassiBaTh

to show smb round smth — nokaseiBaTh KOMY-1H00 YTO-JINOO
19 premises [/premisiz] — Bnapenus, TeppuTOpHsL
20 WOFkShOp’[;'WQZkJ‘ op] — mex
21 to see the équipment [1k'wipmant] in operation — yBuaets 00opymoBaHue
B OKCILTyaTaIluu

22 10 be present ['prezont] at tests — mprcyTcTBOBaTh Ha UCIIBITAHUAX
23 to offer modifications [, moudifrkeynz] — npennarars n3meneHus

24 to approve [a'pru:v] — o1o0psATH



25 immediately [1'midiatl] — HemeanenHo, cpa3y xe
26 to revise [ri'vaiz] — mepecMoTpeTh
27 to draw [dro:] up — coctaBuTs, Syn. to make up
28 regular ['regjulo] customers ['’kaStomoaz] — mocTosTHHBIC KITUSHTHI
29 claim [kleim] — nperen3us, *xaoda
30 appear [o'p1o] — MOABIATHCS, BO3HUKATH
31 in the course [ko:s] of the fulfilment [fol'filmant] of the contract ['kontrakt]
— B XO/I€ BBITIOJTHCHUST KOHTPAKTa
32 etiquette ['etiket] — aTuKeT
33 to follow ['folou] — 3meck ciienoBaTh, cOOIIOAATE
34 success [sak'ses] — ycmex
successful [sak’sesful] — ycnemnbrii
successfully [sak’sesfuli] — ycmemnno
succeed [sak’si:d] — nmpeycneBarh, 100MBATHCS YCIIEXOB
35 polite [pa'lait] — BexnuBbIi
politeness [pa'laitnas] — BesxxuBOCTH
36 courteous ['ko:troS] — BEXKITUBBIH, yUTHBBIHI
courtesy ['ka:tasi] — BeXKIIMBOCTh, YUTHBOCTD
37 punctual ['pankfval] — myHKTyaIbHBIH
punctuality [,pankfo’elsti] — myHkTyansHoCTH
38 to be dres’sed [drest] the part — GbITH OJIETHIM K MECTY, YMECTHO, COOT-
BETCTBEHHO
39 to suggest [so'dzest] — 3mech mpeamonararh, 03Ha4aTh, Opa3yMeBaTh
40 concept ['’konsapt] — monsiTHe
41 appropriate [o'provpriot] — yMecTHBIH, COOTBETCTBYOIIHIA
42 to shake [feik] hands — moxatb pyky
handshaking ['hand feikip] — pykonoxarne
43 to give evergl matter ['maeta] thorough ['0Ara] thinking ['0inkim] — 31ech
XOPOIIEHBKO 00yMaTh Ka) bl BONPOC (HOCIOBHO: JaTh KaKIOMY BO-TIPOCY

TIIATEIbHOE 00 IyMBIBAHHUE)



44 to pause [po:z] — caenats nay3y

45 to entertain [ ento'tein] — pasBiekaTh

Answer the following questions on the text:

1 Why are business visits important in trade?

2 How do businessmen normally contact?

3 Why are personal contacts considered to be the most efficient means?
4 What do the Buyers visit the Sellers for?

5 What is going on when the Buyers visit the Sellers’ premises?

6 When do the Sellers visit the Buyers?

7 What is the most popular reason of business visits?

8 Why is it necessary to follow the rules of etiquette?

9 What do general good manners mean?

10 What differences in good manners in business do different countries have?

Read the dialogue and memorize it or make up your own by analogy:
Talking Business

Mr. Lavrov, a representative of BelTechEq, a Belarussian company dealing in
technical equipment, arrived in Glasgow to discuss some business matters with
Howden, the leading manufacturer of compressors. Yesterday he visited the Howden
testing department, where he was shown some models of compressors in operation.
Now Mr. Dow is receiving Mr. Lavrov in his office.

Lavrov: Mr. Dow, | must say that | am greatly impressed with the performance
of the Model AC compressors | saw yesterday. It meets our requirements completely
and I’d like to place an order with your company.

Dow: | am glad to hear you liked this model, Mr. Lavrov. It is really good and
enjoys high demand with our customers all over the world. Are you interested in
placing a big order?

Lavrov: | think our trial order will be 50 compressors.

Dow: Very good. When do you require them?



Lavrov: We’d like to have them for immediate shipment.

Dow: I’'m afraid we cannot offer you 50 compressors so soon.

Lavrov: What is your suggestion then?

Dow: We can offer 10 compressors for immediate shipment and we will
deliver the balance of 40 compressors in four lots at regular intervals. Is it all right
with you?

Lavrov: | think it will suit us if you agree to deliver the first lot within one
month.

Dow: We can do it for you. Moreover, we will be happy to give you a discount
because of this little inconvenience, say, 5 per cent off the price.

Lavrov: That is very kind of you. Thank you, Mr. Dow.

Dow: | hope this transaction will be mutually beneficial and you will become

our regular customer.

UNIT 2 COMMERCIAL CORRESPONDENCE. ENQUIRY AND
OFFER

Commercial correspondence is an essential part of business. Writing letters is
connected with establishing business relations, doing business and other matters.
Business letters should be laconic, precise and to the point.

When speaking about the structure of a business letter, it is necessary to
mention that there are essential and optional elements of a business letter. Essential
elements are those which are found in every letter. They are...

1) the sender’s address or the letterhead. The sender’s address is used when
the letter is written by a physical person. It must not have the sender’s name. It is
placed in the top right-hand corner of the page. The letterhead is used when the letter
IS written on behalf of the company, that is, a legal person. It has the company’s
name and address, telephone numbers and other contact details. It is usually placed
at the top of the letter in the centre of the page;

2) the date (e.g. May 6, 2009) It is usually placed at the right-hand side of the

page below the sender’s address or the letterhead;



3) the receiver’s address. If the complete information is available, the re-
ceiver’s address goes as follows: proper courtesy title (Mr, Mrs, Miss, Ms), first
name or initials and last name; company position; department; company’s name;
number and street; city and post code; country. The receiver’s address is placed at
the left-hand side of the page, as well as all the following elements in the structure;

4) salutation. If we know the name of the receiver, we write “Dear Mr.
Smith,”; if we write a letter to one person whose name or gender we do not know,
we write “Dear Sir or Madam,”; if we write to a company, we open the letter with
“Dear Sirs,”;

5) body of the letter. This is what we really mean to write, that is, the text of
the letter itself;

6) complimentary close. If we know the name of the receiver, it will be ““Yours
sincerely,”; if we do not know the name of the receiver — “Yours faithfully,”;

7) signature;

8) the sender’s name, courtesy title and position in the company.

Optional elements are used when the letter has some specific purposes or
features, for example:

— subject of the letter (e.g. Non-payment of Invoice);

— attention line (e.g. For the attention of Sales Manager);

— confidential line (e.g. Private and Confidential);

— p.p. (per pro) which means that the letter is written by someone (usually a
secretary) on behalf of someone else (usually the boss);

— c.C. (carbon copies) which means that the same letter is sent to another
receiver;

— Enc. or Encl. (enclosure) which means that there is something (documents,
price-lists, catalogues, etc) enclosed with the letter.

There are many types of business letters, but the basic ones are enquiries and
offers.

Business transactions usually start with enquiries. The prospective Buyers can

get to know about the prospective Sellers from an exhibition or from advertisements



in mass media (TV, radio, newspapers and journals, the Internet). All these channels
of information are very important. Enquiries can be sent by mail or by fax.
Sometimes they can be made by telephone. In the enquiry the would-be Buyers name
the goods they are interested in and ask for details on prices and terms of sale. The
would-be Sellers study the enquiry and send an offer in reply, where they state terms
of delivery, terms of payment, quote the price, possible discounts and indicate some
other details if necessary. If the terms suit the poten-tial Buyers, they place an order,

and the transaction begins.

Study and learn the following vocabulary on the topic:

1 commercial [ko'ma:f(o)l] correspondence [ kori'spondons] — nenosas
nepenucka, Syn. Business correspondence

2 essential LI'Senf9|] — 00sA3aTeNbHbIN, HEOOXOIMMBI, HEOTHEMIIEMBIH,
CYIIECTBEHHBIN ,

essential part — HeoTbeMiIEMast YaCTh

essential elements — o0s3aTeIbHBIC IEMEHTHI

3 laconic [lo'koniK] — makoHUYHBIN

4 precise [pri'saiS] — TouHbIi

5 to the point — o cymecTBy

6 structure [/strakga] — crpyxrypa

7 optionarl ['opf(e)n(a)l]] —  dakynbTaTUBHBIA, HEOOA3aTEIBHBIM,
JIOTIOJTHUTEIIbHBIN

8 to send — oTnpaBATh, MOCHLIATH

sender — oTmpaBUTEIH

9 to receive [r1'si:v] — mony4ats

receiver — mojy4areib

10 letterhead [letohod] — 3pmech «wamka» feM0BOTO mMCbMA, JIOTOTHIL
KOMITaHUH ’

11 physical ['fizikal] person ["pa:son] — pu3udaeckoe w0

12 legal ['li:gal] person ["pa:Son] — ropuanudecKoe JIHIO



13 on behalf [br'ha:f] of — ot umenm

14 at the top — cBepxy

15 in the top right-hand corner of the page — B BepxHeM mpaBoM yriy
CTpaHUIIBI

16 at the bottom — cuu3zy

17 in the bottom left-hand corner of the page — B HmxkHeM JeBOM yriy
CTPaHUIIBI

18 at the right side — B ipaBoit yactu

19 at the left side — B ieBoit wactu

20 above L@’bAV] — HAaJI, BBILIE

21 below fbl'leo] — TIOJI, HIKE

22 courtesy ['ko:tosi] title [taitl]] — «TuTyn BexnmmBocTH» (T.e. TOCIOAMH,
TOCIIOKa U T.1.)

Mr ['miSto] — muctep (nepen damuiueii), T.e. 000K MyKUnHA

Mrs ['miSiZ] — 3aMy>KHSISI JKEHIIIMHA

Miss [m1S] — He3aMy KHss KEHIIIMHA

Ms [moz] — :KeHInMHA, Ybe CEMEHHOE IIOJOKEHHE HEU3BECTHO WU
HECYIIECTBEHHO

23 initials [1'nifialz] — naUIIHATET

24 post code — ungexe (Am. English zip code)

25 salutation [ s@ljo'ter/n] — 3xecw npusercTaue, oOpaienne

Sir [sa:] - O6p,a,H.I€HI/I€ K My>4nHe (0e3 IMEHN)

Madam ['meedom] — oOpaiuenue K xenwune (6e3 MMeHN)

26 Dear - 3/1eCh YBa)Kae€MbIii

Dear Sirs — yBakaeMbIe ToCTIoza

27 complimentary [ komplr'mentori] close [klous] — snecs 3aBepruaromas
dpaza «ckpenne Bamm» ;

28 sincerely [sin'siali] — 10ca0BHO UCKpEeHHE

29 faithfully ['fer6fuli] — nocnoBHO pemanHO

30 to sign [sain] — moamuceIBaTh, MOAMUCHIBATHCS



signature ['signafo] — moammck

31 specific [spa’sifik] — ocoOeHHBIH, crieIUpUICCKII

32 purpose ['pa:pas] — ueib

33 feature ['fi:ffo] — yepTa, XapakTepucTHKa

34 subject ['sabdsokt] — 3neck Tema nucema

35 confidential [I%enfl’denjel] — KOH(HUICHIIHATbHBIN, CEKPETHBIH

36 private ['praivit] — ‘-IaCliHBII‘/JI, JIMIHBIN

37 per pro — lat ot umenu u o mopyueHwuro, Syn on behalf of

38 carbon copies — 3aech xonuu

39 enclosure [in’klauzo] — mpuioxeHue

to enclose [1n'klouz] smth with the letter — mpunarate uTo-11060 K MUCHMY

40 enquiry [in’kwarri] — 3asBKa, 3ampoc

41 offer [/ofs] — npepnoxenne

42 prospéctive [pro'spektiv] — morenmmanshbii, Syn. Potential [pa'tenfal],
would-be ['wodbi]

43 exhibition [ eksi’bifon] — BeicTaBKa

to exhibit [1g'zibit] — BeicTaBIATH

44 advertisement [od'va:fismont] — pekamHoe 00bsiBICHHE

to advertise ['edvataiz] K pPEKIaMHPOBATh

advertising ['edvataizin] — pexinama (kak 1esTEIbHOCTD)

45 mass media [, maes'midio] — cpenctsa MaccoBoii nupopmaruy

46 in reply [rI’pI’aI] — B OTBET

47 to suit [sjut] — ycTpauBaTh, MOAXOIUTH

Answer the following questions on the text:

1 Commercial correspondence is an essential part of business, isn’t it?
2 What is writing letters connected with?

3 What must a business letter be like?

4 What elements are there in the structure of a business letter?

5 What essential elements of a business letter do you know?



6 What is the difference between the sender’s address and the letterhead?

7 Are the sender’s address and the letterhead placed at the top right-hand
corner of the page?

8 Does the sender’s address contain the sender’s name?

9 What information does the letterhead contain?

10 Where is the date placed and how is it written?

11 What information can the receiver’s address have?

12 Where is the receiver’s address placed?

13 Does the salutation have the first name of the receiver if we know it?

14 What salutations do we write if we do not know the name of the receiver
but know that this is one man?

15 What salutations do we write if we do not know the name of the receiver
but know that this is one woman?

16 What salutations do we write if we are writing to a company?

17 What complimentary close will we use if the salutation is “Dear Sir,”?

18 What complimentary close will we use if the salutation is “Dear Mrs
Cornwell”?

19 Where do we put the sender’s name?

20 Why do people use the subject of the letter?

21 What optional element will we use if the letter is secret?

22 \What optional element will we use if the letter is written by a secretary on
behalf of the boss?

23 What optional element will we use if there are some documents enclosed
with the letter?

24 What optional elements are placed above the body of the letter?

25 What optional elements are placed below the body of the letter?

26 What type of letter do business transactions usually start with?

27 How can the prospective Buyer get to know about the prospective Seller?

28 How are enquiries made?

29 What is usually written in enquiries?



30 What is usually written in offers?

UNIT 3 SMALL BUSINESS

Small businesses are the heart of market economy. They are established to
manufacture goods, distribute them, sell on a wholesale or retail basis and provide
services. People can become owners and operators of small businesses in one of
three ways: start a new firm, buy a franchise, buy or inherit an existing company.

A small business is one which is independently owned and operated and not
dominant in its sphere of operation. It must possess at least two of the four following
characteristics:

— management of the company is independent;

— capital and ownership are held by one person or a small group;

— area of operation is mainly local;

— size of the company is small when compared to the biggest units.

Small businesses can be of different types: sole proprietorship, partnership,
corporation and cooperative.

The company’s size can be described with the help of the following criteria:

. total assets (all that a business owns);

. net worth (business assets less what is owed);

. gross profit (money left from sales after all expenses except taxes are
paid out);

. net profit (money left from gross profit after taxes are paid out).

Small businesses help to preserve competition, prevent monopolistic control
and create new jobs, products and services.

Study and learn the vocabulary on the topic:

1 business ['biznas] — 3aech HEOONBIIOE MPOMBIILICHHOE WM TOPrOBOE
npeanpusatue, GupmMa, KOMIaHus

2 establish — 3mecy 0OcCHOBATh, OTKPHITH

3 manufacture [ manju'fekt[o] — mpon3BoANTE, H3rOTABIUBATH

4 goods [gudz] — ToBap, TOBaphI



5 distribute [dr'stribjut] — pacnipenessts

6 sell [sel] (sold, sofd) [sould] — mpomaBath

7 sell goods on a wholesale ['haulseil] basis — nponasats Tosapsr onrom

8 sell goods on a retail L’nteli] basis — mpogaBaTh TOBaphl B PO3HUILY

9 provide [pro’vaid] — 3£ICCL IPEI0CTABIIATh

10 service [sa:vis] — yciyra

11 own [’aua] — BJIAZIETH, 00J1a1aTh

owner L'g;u na] — Bazaener

ownerséip L’aune ﬁp] — BIAJICHHUE

12 operate [op(a)relt] YIPaBJIATh

operator L’op(s) relts] YIPaBIISIONTHHA

operation Lop(e) 're1f(o)n] — ynpasicHue

13 franchlse L'freentfalz] JWIICH3US Ha MPOJIAXKy TOBapa

14 buy [bai] (bought, bought) [bo:t] — kynuTh

15 inheri;t [in'herit] — ynacnenoBaTh, HoIy4nTH B HACIEACTBO

16 exist LIé'ZISt] — CYIIIECTBOBAThH

17 posseés [pa’zes] — umeTsh, 0OMamaTh

18 characteristic [ kaerokto'ristik] — xapakrepucruka, sepra

19  sole préprietorship [souol  pro'pratofip]  —  wactHOE
IpeANPUHIMATETHCTBO , ;

20 partnership [pa:tns fip] — ToBapuiecTBo

21 Corporatior’1 L. koi:(r)p(e);’relf(a)n] — OOIIeCTBO ¢ OTpaHUYCHHOM
OTBETCTBEHHOCTHIO , E

22 cooperative [kau'op(o)rativ] — xoomepatus

23 criterion [Krar'tiorion] — kpuTepwuii, mokaszareins, Npu3HaK (MH. 4. — Criteria
[krar'traria])

24 total assets [toutal '@sets] — obmas cTOMMOCTb HMYIIECTBA, CyMMa
OanaHca, cyMMaprIeé (COBOKYITHBIC) aKTHUBBI, CTOMMOCTh BCEX AaKTHBOB

OpraHu3aluu



25 net worth ['net wo:6] — coGcTBEHHBIN KanuTas NPEANPHUATASL, CTOUMOCTD
HMYIICCTBA 3a BBI‘-IG";OM 00s13aTEIbCTB

26 owe [au] — OBITh JOJKHBIM, OBITH B JOJTY

27 expenses [1k'spensiz] — pacxopl, U3AEPKKH

28 tax [teeks] _ HaJIOT

29 proﬁ;t ['profit] — mpuObLIL

30 net profit — uncras npuObLTL

31 gross profit — BayioBasi mprObLIL

32 preserve [pri'za:v] — coxpaHATh

33 prevent [pri'vent] — npenoTBpamath

34 control [kon'traul] — KoHTpOJIB

35 create [krr'eit] — co3naBats.

Answer the following questions on the text:

1 What are the spheres of activity of small businesses?

2 How can people become owners and operators of small businesses?

3 What is a small business?

4 What characteristics must a company possess in order to be classified as a
small business?

5 Which characteristic of the four given do you consider to be the most
important for a small business?

6 What are the basic types of small businesses?

7 What criteria are used to describe the size of a small business?

8 What is the difference between total assets and net worth?

9 What is the difference between gross and net profits?

10 What do small businesses help to do?

UNIT 4. ECOSYSTEM ECOLOGY
Ecosystem ecology, sometimes referred to as system ecology, is concerned
with the flow of energy and circulation of matter in a whole ecosystem, that is, how

the whole system functions. The intimate couplings between the environment and



the species living there will influence the balance of the ecosystem and the living
conditions for its members. It is only by knowing how the whole system works that
we are able to understand how changes in abiotic factors, that is environmental
impacts, will affect a community of organisms.

Energy and biomass in an ecosystem - flow of energy and circulation of
matter.

Organisms can use energy in several forms. Depending on the form of “food”
they use, the systems contain several categories of plants and animals.

The majority of plants obtain their energy directly from sunlight using green
chlorophyll and sometimes additional pigments (like the brown and red algae).
Plants are the primary producers of the ecosystem. In their photosynthesis, they
convert the energy from sunlight into energy stored in carbohydrates (sugar, starch,
cellulose etc.) and other organic compounds. They build biomass in the form of
roots, stems and leaves. In addition to sunlight they need water, carbon dioxide from
the air and nutrients such as nitrogen, potassium and phosphorus from the ground.

Animals living on plant biomass are called grazers or herbivores. They fill the
role of consumers, or primary consumers, in the ecosystem.

Those animals that live by catching other living animals are predators, or
carnivores, also called secondary consumers.

Finally, bacteria, and other organisms living on dead organic matter, detritus,
are called decomposers. Soil animals, such as earthworms make up the first stage in
the decomposition of detritus, while fungi and bacteria take care of the final
decomposition. By decomposing the organic matter they return the nutrients to
mineral form and the organically bound carbon to carbon dioxide. The roots of plants
can then again capture the mineral nutrients, and the circulation of chemical matters
is closed. The decomposers are in many ways the most important organisms in the
ecosystem. Plant growth in most terrestrial ecosystems is limited by the lack of
nitrogen and in aquatic ecosystem often by lack of phosphorus. If the decomposers
did not effectively re-circulate these nutrients, primary production would soon cease.

Re-circulation of nutrients and other substances is thus essential to all ecosystems.



Ex. 2. Choose the best variant to complete the sentences.

1.  The majority of plants obtain their energy directly from...............
a)  water

b)  sunlight

c) fertilizers

2. Ecosystem ecology is concerned with .....................oo
a)  waste disposal

b)  decomposing organic matter

c)  flow of energy and circulation of matter in a whole ecosystem

3. Plants are

a)  the primary producers of the ecosystem

b)  the primary consumers of the ecosystem

c)  the secondary consumers of the ecosystem

Ex. 3. Complete the sentences using the words given below. Translate the

sentences into Russian.

4, Organisms can use ... in several forms.

5. Plants are the primary producers of the ... .

6. They build ... in the form of roots, stems and leaves.

1. Those animals that live by catching other ... are predators, or carnivores, also

called secondary consumers.

8. Finally, bacteria, and other ... living on dead organic matter, detritus, are
called decomposers.

Q. The ... are in many ways the most important organisms in the ecosystem.
Organisms, ecosystem, energy, biomass, living animals, decomposers.

Ex. 4. Turn the following verbs into nouns with the help of suffix—(t)ion.
Model: to convene - convention

to circulate to decompose

to add to convert

to produce to eutrophicate



to relate to explain

Ex. 5. Finish the phrases.

1.  tobe concerned with  a) the form of food they use
2.  todependon b) flow of energy

3. tolive by ¢) final decomposition

4.  to take care of d) consumers

5. to be limited by e) to understand

6. tobeable f) catching

7. to fill the role of g) the lack of nitrogen

UNIT 5. NATURE AND BIODIVERSITY
Belarus is situated in the East European Plain at the meeting point between two the
geobotanical zones characterised as European coniferous (taiga) and European
deciduous. Geography, history and climate have combined to create a wide diversity
of natural landscapes within the territory. Belarus has some 10000 lakes, more than
9000 bogs, 20800 rivers and streams, and various types of soil and plant habitats.
The northern part of the country, Polesie, is characterised by highly contrasting
landscapes which vary from young glacial relief and moraines, to glasiated plains
and lake flats. Typical of this region are narrow river valleys, numerous lakes and
upland bogs, and wet loamy soils. Forest communities are mostly represented by
spruce and mixed spruce-broad-leaved forests. There are more than 2 500 lakes m
the area, including a number of well-known groups (Naroch, Braslav, Ushachi, etc.)
The central part of the country is hilly (Grodnenskaya, Slonimskaya, Minskaya,
Kopylskaya ranges) with average altitudes of 200-250m. Soils are mainly sandy and
loamy, forests are mainly pine and mixed spruce and broad-leaved.
Landscapes in eastern Belarus are forested, with a characteristic relief alternating
between plateau areas (between rivers) and undulating hills along river valleys.
Agricultural soils are often turf and podzol types.
The southern part of the country is characterised by wide swampy lowlands

(Polesskay and Pridneprovskaya Lowlands) separated by occasional moraine



hummocks. This region is characterised by wide river floodplains, numerous bayou-
type lakes, wet meadows, remnants of lowland oak-forests, and lowland bogs.
Human activity has greatly transformed the natural landscapes of Belarus. Major
changes have occurred through urbanisation, mining and building development. A
significant reduction in landscape diversity has also resulted from large-scale 1 and
-development projects.

Natural vegetation covers 65,9% of Belarus, mostly as a combination of forest,
meadow, wetland and scrub vegetation.

Ex.1. Answer the following questions.

1. Where is Belarus situated?

2. How can you prove that the Republic has a wide diversity of natural
landscapes within the territory?

3. By what is the northern part of the country characterised?

4.  What can you say about the central part of the country?

5. The southern part of the country is characterised by wide swampy lowlands,
isn’t it?

6.  What has greatly transformed the natural landscapes of Belarus?

Ex. 2. Find in the text English equivalents to the following Russian words.
XBOWHBIN, JUCTBEHHBIU, pazHooOpasue, daHamadt, 00J10TO, OONBIINE U MaJble

PCKH, I10YBA, paBHHUHLI, PCYHLIC JOJINHEI, IHHpOKOHHCTBCHHBIﬁ, MHOTOYHCJICHHBIN.

Ex. 3. Fill in the gaps with the words from the text.

1. Geography, history and climate create a wide ... of natural landscapes within
the territory of the Republic.

2. Typical of the northern part of the country are numerous lakes and upland ...,
and wet loamy....

3. Forest communities are mostly represented by ... and mixed.

4, ... forests.

5. Agricultural soils in eastern Belarus are often ... and ... types.



6.  The southern part of the country is characterised by wide .......

Ex. 4. Write out from the text words and word combinations describing:
1.  adiversity of natural landscapes in Belarus;

2. agricultural soils in different parts of the Republic.

Ex. 5. Match the words on the left with their definitions on the right.

1. diversity a) inland scenery

2. landscape b) trees of the kind that bear cones

3. coniferous C) variety

4. deciduous d) (area of) soft, wet, spongy ground

5. glacial e) of ice or the ice age

6. bog f) (of trees) losing their leaves annually (esp. in autumn)
7. loam g) cause to take place, appear, one after the other

8. alternate, v. h) fertile soil of sand and clay

9. to result from 1) come about, happen, as a natural consequence

UNIT 6. WRITING A CV

CV stands for curriculum vitae - a Latin expression meaning 'life story'. (In Ameri-

can English it is called a resume.) It summarizes your education, achievements and

job history for prospective employers and so it should be carefully prepared.
What makes a good CV?

There

IS no single "correct” way to some employers may spend as little as write and

present a CV but the following seconds skimming a résumé before branding it “not

of interest”, “maybe” or “of interest.

It is targeted on the specific job or career area for which you are applying and
brings

out the relevant skills you have to offer.

It is carefully and clearly laid out: logically ordered, easy to read

It is informative but concise

It is accurate in content, spelling and grammar. If you mention attention to de

tail as a skill, make sure your spelling and grammar is perfect.



What information should a CV include?

Normally these would be your name, address, date of birth (although with age),

telephone number and email.

British CVs don't usually include a photograph unless you are an actor. In European

countries such as France, Belgium and Germany it’s common for CVs to include a

passport-sized photograph in the top right-hand corner. If you do include a

photograph it should be a head and shoulders shot, you should be dressed suitably

and smiling.

Education and qualifications: Your degree subject and university.

Work experience:

Use action words such as developed, planned and organised.

Even work in a shop, bar or restaurant will involve working in a team,
providing a quality service to customers, and dealing tactfully with
complaints. Don't mention

the routine, non-people tasks (cleaning the tables) unless you are applying for
a casual summer job in a restaurant or similar.

Try to relate the skills to the job. A finance job will involve numeracy,
analytical and problem solving skills so focus on these whereas for a
marketing role you would

place a bit more emphasis on persuading and negotiating skills.

Interests and achievements:

Keep this section short and to the point. As you grow older, your employment
record will take precedence and interests will typically diminish greatly in
length and importance.

Bullets can be used to separate interests into different types: sporting, creative
etc.

Don't use the old boring clichés here: "socialising with friends".

Don't put many passive, solitary hobbies (reading, watching TV, stamp
collecting) or you may be perceived as lacking people skills. If you do put

these, then say what



e you read or watch: "l particularly enjoy Dickens, for the vivid insights you get
into life in Victorian times".

e Show a range of interests to avoid coming across as narrow: if everything
centers

e around sport they may wonder if you could hold a conversation with a client
who wasn't interested in sport.

e Hobbies that are a little out of the ordinary can help you to stand out from the

e crowd: skydiving or mountaineering can show a sense of wanting to stretch
yourself and an ability to rely on yourself in demanding situations

e Any interests relevant to the job are worth mentioning: current affairs if you

e wish to be a journalist.

e Any evidence of leadership is important to mention: captain or coach of a
sports

e team, course representative, chair of a student society, scout leader: "As
captain of the school cricket team, | had to set a positive example, motivate
and coach players and think on my feet when making bowling and field
position changes, often in tense situations".

e Anything showing evidence of employability skills such as team working,
organ-

e ising, planning, persuading, negotiating etc.

Skills:
The usual ones to mention are languages (good conversational French, basic
Spanish), computing (e.g. "good working knowledge of MS Access and
Excel, plus basic webpage design skills" and high driving (“full current clean
driving licence").
References:
Many employers don’t check references at the application stage so unless the

vacancy specifically requests referees it's fine to omit this section completely
iIf you are running short of space or to say "References are available on

request.”



Normally two referees are sufficient: one academic (perhaps your tutor or a
project supervisor) and one from an employer (perhaps your last part-time or
summer job).
How long should a CV be?
There are no absolute rules but, in general, a new graduate's CV should cover no
more than two sides of A4 paper. CVs in the US tend to be shorter than in the UK,
whereas the 2 page CV still dominates for graduates, but | do see a trend now towards
one page CVs: as employers are getting more and more CVs, they tend not to have
the time to read long documents!
If you can summarize your career history comfortably on a single side, this is fine
and has advantages when you are making speculative applications and need to put
yourself across concisely. However, you should not leave out important items, or
crowd your text too closely together in order to fit it onto that single side. Academic
and technical
CVs may be much longer: up to 4 or 5 sides.
1. Put the words in order to form stages in the preparation of a CV.
2. CV includes the following parts. Can you match them with the definitions?
Referees Personal Details Profile
Interests
Professional Experience

1 nationality, age etc.

2 a few lines summarizing who you are, what

you're good at and what makes you special

3 schools, university, other training and quali-
4 previous jobs and what your role was;

5 do you like reading, dancing, football, etc?
6 things you can do that weren't part of your

formal training, such as languages, computer skills etc.

7 former bosses, teachers or other people who

would be willing to confirm that you are a good candidate.



