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UNIT 1

1. Read and translate the texts.

a) Hello. My name’s Paul, and I work in

the Financial Department. I work with numbers and I work with
money. I use Excel most of the time. I probably work between five
and seven hours per day on my computer. People say it's a very bor-
ing job, but I think it's very interesting.

b) Hi, I'm Karin. I work with ideas for new products, because
I'm in research. But it's not all computer work. I'm only on my com-
puter for about four hours per day. I have a lot of contacts with the
technical manager. I love my job. I think it’s very interesting.

¢) My name’s John. I speak English, but I also speak Java,
FORTRAN, and C++. You see, I work with computer languages. In my
job, I'm in front of my computer for eight hours a day. I love comput-
ers, but this job is very boring because the programs that I write are
always the same.

2. Translate these questions from Russian into English
and answer them.

- Kak Bac 30ByT?

- OTkyaa BbI?

- ['fe BbI XuBeTe?

- ['ne Bbl paboTtaete?

- Ha kakyto koMnaHuio Bbl paboTaeTe?

- Kakas ocHOBHasi AesiTeNbHOCTb Balleil KoMnaHum?
- Kakyto AO/MKHOCTb Bbl 3aHMMaeTe?

- 3a 4TO Bbl OTBEYaeTe?

- Y Bac MHoro ceo60aHOro BpemMeHu?

- YeM Bbl 3aHMMaeTechk B cBO60AHOE Bpems?
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3. Read and translate the text.

Richard Branson'’s 10 secrets of success

Richard Branson became famous as a “hippy” businessman in
the 1960’s when he set up a record company. Today he runs the suc-
cessful VIFGIN AIRLINE and he is still breaking many of the traditional
rules of management. So how does he do it?

He regularly works eleven hours a day, starting at around eight
a.m. and finishing at around seven p.m.

He spends a lot of time talking to people on the telephone but
he never sends memos.

He rarely holds meetings. He makes decisions on the phone or
on the tennis court.

He has a good memory and he writes people’s names on his
hand so he doesn't forget them.

He invites every single one of his 10,000 employees to a party
at his home in Oxfordshire every year. The last party cost around
£100,000.

He continually questions his employees about every aspect of
his business and tries to find out whether their ideas will work.

If he becomes annoyed in meetings, he leaves the room. But
he hardly ever loses his temper.

He employs people he likes personally. This is more important
for him than qualifications.

He had several business failures in the past and nearly went
bankrupt several times but he has always survived. He puts his suc-
cess down to good ideas, good people and good luck.

He didn't go into business to make money. He went into busi-
ness because he wanted a challenge.

4. Ask questions about Branson using these question
forms:

What ...?

When...?

Why ...?

Where...?

How ...?

How often ...?

How many ...?

How much ...?
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5. Vocabulary. Can you define the people you talk to?
Choose one phrase from the list to complete each sentence.

Supplier shareholder owner colleague
boss manager leader customer
investor director chief executive officer

1. My name is Cliff Stonebreaker. Cliff Enterprises belongs to
me. I am the ... I also manage the company myself, so I am the ....

2. I am Cliff Stonebreaker’s sister. I sit on the Board of his
company.Iama ....

3. I am Mr. Stonebreaker’s secretary. He is my ....

4. I hold equities in this company. I am a ....

5. Cliff Stonebreaker is a friend of mine. I have put some of my
own money into Cliff Enterprises. I am a ....

6. I buy things from this company. I ama ....

7. This company buys things from me. I am ....

8. I am the head of a team in the technical department. I am a
team ....

9. I have lunch every day with a woman at the desk next to
mine. She is my ....

10. I work for Cliff Enterprises. I head a department of about
50 people. Iam a ....

6. Read and translate some more texts about jobs. Here
you will find useful words and expressions that you should
know. Write them down and learn by heart.

O. Have you met our human resources manager?

W. Yes. Nice to see you. Do you know Mike? Mike has just
joined the company.

N. No. Hello. I'm Natasha Darcy. Nice to meet you.

M. Me too. Where do you work?

N. I'm with Perfect Match. It's a small recruitment company.
We are in charge of personnel matters. We provide personnel to com-
panies in the South East. What about you?

M. I work for a company called Risk Link. We produce software
for the Insurance Industry. As for me, I am responsible for delivering
the products.

N. Do you work with Paloma Martinez?

M. Actually I report to her. She is my boss.

N. Give my regards to her when you next see her.

6
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M. T will.

N. Oh right. What about you, William? Do you still work in elec-
tronics?

W. Well, yes, but I dont have a permanent job right now.
That's why I'm here. I want to find something in the automobile in-
dustry, if possible.

N. How long are you going to be in Moscow?

M. Just a week. I would like to stay longer.

N. Is this your first visit?

M. No, I come here quite often on business. It's a great city,
especially in the springtime.

2. Job description

Your job is to supervise six people at the front desk — you make
sure they all know what they are doing and that they don’t make any
mistakes. You report to Simon, who is the head of customer services.
He manages you and four other supervisors. He also liaises with the
heads of the other departments so that they all know what everyone
else is doing. And, of course, as I am the boss, they all answer to me.

3. Recruitment

Dear Ms Zink,

Thank you for your enquiry about job vacancies. We are a small
company and employ just six people on a full-time basis. However, we
always take on extra staff during our busy summer months and so we
are hiring staff at the moment. If you would like to apply for one of
these temporary positions, please call me, so that we can arrange a
time to you.

Yours sincerely,

Manfred Seltzer

4. Career development

If we like the results of your work you can get a pay rise, be
promoted, get some perks/ benefits or get a bonus.

These are the only ways when you can lose your job at this
company:

Employees who steal will be dismissed.

Salespeople who do not meet their targets will be fired.

When business is bad, the laziest workers will be laid off.

And if the company goes bankrupt, everyone will be made re-
dundant.

If you don't like any of these rules, you are free to resign and

7
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find another job.
But if nothing goes wrong, you have a job for life and you can
retire happily at the age of sixty-five.

7. Revising. Translate these questions from Russian into
English. Prepare a dialogue “An interview with your potential
employee” using the material from this exercise.

. Ha kakyto koMnaHuto Bbl paboTtaete?
. Ha ckonbko oTaenoB fenvutcs Balla KoMnaHusa?
. Bbl paboTaete B rnaBHoM ocmce?
. K10 rnaBsa storo otaena?
. KTo oTBeyaet 3a a1y paboty?
. KTo ocHoBan 3Ty KOMNaHuio?
KTo pykoBoauT 3TOM DrpMOIn?
. Kak yacTo Balw HayanbHMK NpoBOAUT cobpaHus?
. Bbl y)xe npuHsanu pewexue?

10 Bbl yacTo BbixoauTe U3 cebs? — HeT, s aymalo, 4To 9 ypas-
HOBELLEHHBbIN YENOBEK.

11. YemM Bbl 06bACHSIETE Bal NpoBan?

12. Bbl Korga-Hmbyap cnblwany 0 HeM? — [la, s CAblwan 0 HeM
MHOrO XopoLuero.

13. Kak gaBHO BblpaboTaeTe Ha 3Ty KOMMNaHuio? — S nocrynun
Cloia B NpOLUIOM roay.

14. 370 Bbl BO3rnaefAgeTe 3TOT 0TAEN? - HeT, 9 pyKoBOXY Apy-
MM OTAENOM.

15. Pa3pewmnTe npeacraBuUTbCS.

16. KoMy Bbl nogumHsieTech?

17. Ckonbko pabOTHUKOB Bbl KOHTpONMpyeTe?

18. Bawa KOMMaHUs1 XOYET HaHATb HOBbIX paboTHMKOB? - [a,
OHM XOTST HaHSATb HECKOJIbKO BPEMEHHbIX pabounx.

19. Ecnmn Bbl HanuweTe 3asBneHne Ha 3Ty paboTy, Bac npurna-
CSAT Ha MHTEpPBbLIO.

20. TMoyeMy ero cokpaTuauM? — [IOTOMY 4YTO €ro KOMMaHus
obaHKkpoTunach.

21. Bac korga-Hnbyap yBONbHANN?

22. Mo4eMy Bbl 6b1M YBONEHbI?

23. 51 Mory oxuaaTb NOBbLIWEHNS 3aprnaTbl?

24. Ecnmn Bbl xopowo paboTaeTe, Bbl NOAy4YUTE MPOABUXKEHUNE
no cnyx6e.

25. Y Bac eCTb Kakue-TO NbroTbl?

26. Bbl vacTto nonyqaeTe8npeMMM?

CONOUTAWNE



yl'lpaB.}'leHl/Ie AUCTAHIOHUOHHOI'O 06y‘{eHl/IH X NOBLIIIEHUA KBafII/I(l)I/IKaLLl/Il/I

[

,ZLGJIOBOG 06LL[€HI/I€ Ha UHOCTPAHHOM A3bIKE

UNIT 2
BUSINESS LETTERS

. Identify 6 parts of a business letter:

. HEADING
. INSIDE ADDRESS
. SALUTATION

BODY

. CLOSE
. SIGNATURE

a. Dear Mr. Post,
b.

C.
d.

November 12, 2014
Yours faithfully,
Mr. Martin X. Post,

45 Broadway,
New York, N.Y.

e.

Peter Pavlov.

f. Thank you for sending me your prospects and a note of your
terms. We liked them, so will you please reserve for us the rooms
mentioned in your letter.

2. These are phrases from business letters. Translate

them:

- I should like very much to hear ...;

- We should greatly appreciate your ...;

- I am writing to inquire if ...;

- I wish to make some inquiries about ...;
- Will you kindly inform us whether/if ...;
- May we ask you for ...;

- Would you be kind enough to ...;

- We hope you will ...;

- We trust you will ...;

- I should be very grateful if you could ...;
- According to your request ...;

- In accordance with your request ...;

- As requested by you ...;

- At the request of your ...;

9
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- We are glad to answer your inquiry ...;

- We are pleased to send you ...;

- Here is the information you requested ...;

- We'll be pleased to inform you ...;

- We wish to inform you ...;

- I am making use of this opportunity to approach you with the
request ....

3. Give the corresponding English equivalents:

- YOOBNETBOPSTb NPOCLOY;

- BbINOJIHATb NPOCLOY;

- B COOTBETCTBUM C NpocbHoir;

- Mo Baweit npockbe;

- NONb30BaTbCS BO3MOXHOCTbIO 06paTUTLCS K;

- coenaTb BCe BO3MOXHOE;

- 06paTnTbCA K KOMY-nnbo € npock6oi;

- Onsi MeHs 6yaet 60MbWMM YAOBOSILCTBUMEM YAOBNETBOPUTH
Bawy npoceby;

- MOSb3YIOCb BO3MOXHOCTbIO, 4UTOBbI 06paTUTbC K Bam C
npocb6oi;

- B COOTBETCTBUM C Balieit npocb6oit 1 npocMoTpen BeCb MaTe-
pvan u cunTato, YTo Balm BbIBOALI COBEPLUEHHO MPaBUJIbHBI.

4, Translate the following bodies of letters:

a) I would like to thank you on behalf of my colleagues and
myself for the organization and participation in the banking seminar
held in Moscow on April 24-25, 2014.

We have found the presentation made by the members of the
Citibank team at the Seminar quite interesting and educational.

As it had been already mentioned during the Seminar we con-
sider it to be a part of the overall development of our mutually benefi-
cial business relationship.

We would appreciate if you pass our best regards to all of your
colleagues who participated and organized the seminar.

b) The Organizing Committee officially invites you to participate
in the work of the seminar to be held from 10th to 12th November
this year.

We would very much appreciate an early reply to this invitation
and hope we'll have the pleasure 0to see you here.

1



prElB.}'leHl/le AUCTAHIOHUOHHOI'O 06y‘{eHI/1H X NOBLIIIEHUA KBLU'II/I(])I/IKEILLI/II/I

ZLGJIOBOG O6LLL€HI/I€ Ha UHOCTPAHHOM A3bIKE

We should be very grateful to you if you let us know of the date
of your arrival.

c) It gives me great pleasure to accept your invitation to partic-
ipate in the work of the seminar.
I'll cable you the date of my arrival at my earliest convenience.

5. You have found different parts of many letters; trans-
late them and choose what phrases you should use: a) at the
beginning of a business letter; b) in the middle; c) at the end.
Complete the phrases where it is necessary.

1) We have pleasure in informing you......... ;

2) Yours sincerely;

3) In reply to your letter dated ......... ;

4) We look forward to a visit of the President ......... ;

5) We wish to inform you......... ;

6) Further to our telephone conversation ......... ;

7) Yours faithfully;

8) We thank you for your letter dated 23rd March, 2014;

9) We have to inform you......... ;

10) I'm looking forward to meeting you soon;

11) We enclose the design documents with our letter;

12) Best regards;

13) We highly appreciate the work you have done for us;

14) Please, contact us as soon as possible;

15) It allows us to make a decision;

16) Regards;

17) You are kindly requested to study this material and inform
us about the decision at your earliest convenience;

18) I look forward to hearing from you;

19) We are ready to assist you in this endeavor;

20) We assure you that we shall fulfill our obligations;

21) In confirming our talk with your representative......... ;

22) In connection with your inquiry......... ;

23) We should like to stipulate the fact that ..........

11
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6. Insert prepositions where necessary and translate
the letter:

Dear Sirs,

I refer ... the telex of Mr. Francis dated ... March 19th, 2014,
and write personally to apologize ... the last minute postponement ...
our visit ... Moscow ...March 21st.

Given the number and relative importance ... the topics which
we wished to discuss ... you, it was considered ... my colleagues in
Vienna to be more appropriate if I took part... the discussions.

I look ... our meeting ... the revised date ... Wednesday April
18th, again ... 11:30 a.m.

One ... the major topics we had ... discussion was your telex
dated January 5th, 2014 ... our Head Office instructing ... us ... the
new procedures. You are aware that ... date we have not been com-
plying ... this instruction and Mr. Francis ... his recent telex indicated I
would write ... you ... this subject.

I look forward ... discussing this further ... you when we meet
... Moscow ... April 18th.

Best regards,

Yours faithfully,

7. Read and translate the letter written by a Russian
guy. Have you noticed any mistakes here? What are they?

05.09.2014

Mr. Roger Stone, Office Manager
Quality Clothes, Inc.

1417 South First Street

Boston, Massachusetts 02107

Dear Mr. Stone:

Hello,

Mrs. Stogova, my Secretarial Studies teacher, has told me that
a vacancy exists in your stenographic staff for the summer months.

Il Please consider ME AN APPLICANT for this position. I very
want it.

I am 20 years old and a student in the 11th class at High
School N243. I have took the English language course of study. I have
had classes in Malta.

During the past year, I worked for bank, located at Saratov. In

12
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addition, I have worked for a small office located at Saratov, in the
capacity of secretary. I believe that my interest in stenographic work
makes me especially suited for the fulltime summer position with your
company. I plan to continue my studies in the fall.

I have permission to give you the following references:

Mrs. Komarova, Teacher High School

Mr. Sidorov, Office Supervisor

May I have a personal interview at your convenience? My tele-
phone number is 89885323735

Very truly yours,

Ivan Petrov

8. Read the following letter of complaint, translate it
and write a suitable reply.

BASIL HEATHCOTT-JONES

51 Dudley Road, Wembley,

Middlesex HA5 6 DM

15 October, 2014

Customer Relations Department

Winner Electrical Products

To Legh Wessex

Dear Sir,

About a week ago, I bought your new coffee-percolator intend-
ing to keep it in my office so that I could offer fresh coffee to my visi-
tors.

Last Wednesday I received an important Chinese businessman
and, naturally I offered him a cup of coffee. He accepted my invita-
tion. I placed a filter in the machine, filled it with ground coffee, and
turned on the machine. I'm quite sure I followed all the instructions
for operating the percolator.

While we were discussing the main points of a draft contract, I
heard the coffee percolator making a strange noise. I can only de-
scribe it as a bubbling, gurgling sound. Not wishing to appear rude to
my Chinese guest, I ignored it. He also, by the way, gave no sign that
he had heard anything unusual.

About five minutes later, a tremendous noise came from the
machine. It seemed to explode! Coffee shot out from it and sprayed
all over the carpet. Some of it fell on the trousers and coat of my
guest. And it also splashed over documents I had on my desk. The
carpet was soaked, the mess was unbelievable.

13
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I don't need to tell you how embarrassed I was. My guest was
extremely polite. But we did no further work on the contract. I haven't
seen him since. And I'm beginning to think I never will.

Of course I expect financial compensation from your firm for
the loss I have suffered because of your faulty product. Perhaps you'd
let me know how you're prepared to offer me. Let me say now, the
sum must be suitable. If not, I shall place the matter in the hands of
my lawyer.

B. Heathcott-Jones

9. Write a business letter observing the set of rules how
to write business letters:

a) Mobnarogapute 3a nObe3HOE NpuUrnaweHne NpuHATbL yya-
ctne B pabote cemmHapa. Monpocute npucnatb Bam npeasaputenb-
HYIO MOBECTKY AHS.

6) HanuwwuTe, yto Bbl NOAyYMnIM NUCbMO agpecaTa u paabl Hbl-
m

BbINOMHUTL ero Npock6y. Bl nocbinaete eMy Bce HeobxoanMble
MaTepuarsbl U HageeTecb, YTO OHW eMy NPUroAsTCS.

B) MoaTBepanTe nonyyeHve nucbMa. Hanuwute, 4To Bbicbinae-
Te

OTAENbHbIM MUCbMOM CBOM TMPEANOXEHUS MO OpraHM3aumm
KOHcbepeHLumu. MonpocuTe NOATBEPAUTL NOSTyYeEHME.

r) ObpaTtutech ¢ Npocbbol BbicnaTb BaM nocneaHne aaHHble No
COCTOSIHUIO pblHKa. 3apaHee nobnarogapute. [peanoxuTe
CBOIO NMOMOLLb.

10. Translate these business letters:

Dear Sirs,

We were very impressed by the quality of samples, and we are
ready to give you a trial order.

We have prepared a list of the items that we are interested in.
We agree for partial shipment and we would like half the quantity to
be delivered in three to four weeks.

Payment will be made in US dollars. We are ready to open a
confirmed and irrevocable Letter of Credit in England.

14
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We would like to discuss the question of discount as well. We
could agree for a 10% quantity discount with one provision.

Any further orders we place within a one year period would re-
ceive at least the same discount

Please confirm the receipt of this letter by fax.

Sincerely yours,

Dear Sirs:

We have heard from the German Consulate in Chicago that you
are a leading producer of self-adjusting, all-weather sunglasses in
Germany. Since there seems to be a growing interest in and demand
for such high-quality sunglasses in the United States, we would like to
know the frame styles that are now available for both men and wom-
en.

We are importers of optical products, including glasses, sun-
glasses, binoculars, and loupes.

Please, send us your illustrated catalog, export price list, and
terms of business. As a rule our domestic and international suppliers
allow us to settle by monthly statements. We can supply you, of
course, with business and bank references. We look forward to your
reply.

Sincerely yours,

Dear Sirs,

We are obliged for your letter of January 23. We regret that we
cannot offer you the cameras you enquired about because we do not
have them in stock now.

We have, however, a large inventory of other new cameras. We
hope that this model might suit you and enclose a free catalogue and
a price-list

A fast delivery is guaranteed and we could supply the cameras
by the end of August on CIF terms.

We hope that our offer will interest you.

Yours faithfully,

Dear Mrs. Peacock,

Thank you for your order 2/35 for our food service trays. Unfor-
tunately, your shipment has been delayed because this item is out of
stock.

We hope to ship within the next 15 days. We apologize for the
delay and any inconvenience this may cause you. We will ship your
order as soon as it is available.

15



prElB.}'leHl/Ie AUCTAHIOHUOHHOI'O 06y‘{eHI/1H X NOBLIIIEHUA KBafIl/l(bl/lKElLLl/ll/l

,ZLGJIOBOG 06LLLGHI/I€ Ha UHOCTPAHHOM A3bIKE

If you wish to cancel your order, please let us know and we will
arrange a refund or credit, whichever you prefer.

Again, we apologize for the delay.

Yours sincerely,

Robert Simon

Dear Sir or Madam:

In answer to your advertisement in the Tribune for a secre-
tary/receptionist, I would like to submit the following information:

In June, I will be graduating from Central High School, where 1
have majored in business education. I can type 85 wpm and operate
a word processor. I believe that the business skills courses I have tak-
en will enable me to perform the duties of the job advertised.

I have enclosed a copy of my resume and will be available for
an interview at your earliest convenience. I can be reached at the
above address or by phone (my phone number - 083462848).

Sincerely yours,

Robert Simon

Dear Sir:

The name of your hotel has been given to me by the Hotel As-
sociation, and I shall be very much obliged if you let me know wheth-
er you have the following accommodation available for 3 weeks, from
15th July. One double room, if possible with private bathroom, and
one single room.

Thank you in advance for your reply.

Yours faithfully,

W.D.Throp

Dear Sirs:

Our Technical Director, Mr.Thuong, will be arriving in London
next week and will then go on to Sweden and Finland. We will be ob-
liged if you book a seat for him on a plane leaving Britain for Stock-
holm on or about the 21st.

We thank you in advance for your kind attention to this matter.

Yours faithfully,

Win Kuu
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