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Basic Economics:
Students’ Guide to the Business
Part 1

Lesson 1
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Have you ever heard about science of economics?
Vocabulary

Find the definitions of the words

1. scarce a)  to find an answer to a problem:

2. supply b) to please someone by giving them what they want or
need:

3. demand c) a machine, usually with wheels and an engine, used
for
transporting people or goods on land, especially on roads:

4. vehicle d)  to ask for something forcefully, in a way
that shows that you do not expect to be refused:

5. satisfy e)  noteasy to find or get:

6. confuse f) to provide something that is wanted or needed, often
in large quantities and over a long period of time:

7. solve g)  to mix up someone's mind or ideas, or to make
something difficult to understand:
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https://dictionary.cambridge.org/dictionary/english/find
https://dictionary.cambridge.org/dictionary/english/answer
https://dictionary.cambridge.org/dictionary/english/problem
https://dictionary.cambridge.org/dictionary/english/please
https://dictionary.cambridge.org/dictionary/english/want
https://dictionary.cambridge.org/dictionary/english/machine
https://dictionary.cambridge.org/dictionary/english/wheel
https://dictionary.cambridge.org/dictionary/english/engine
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https://dictionary.cambridge.org/dictionary/english/good
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https://dictionary.cambridge.org/dictionary/english/ask
https://dictionary.cambridge.org/dictionary/english/forceful
https://dictionary.cambridge.org/dictionary/english/show
https://dictionary.cambridge.org/dictionary/english/expect
https://dictionary.cambridge.org/dictionary/english/refuse
https://dictionary.cambridge.org/dictionary/english/easy
https://dictionary.cambridge.org/dictionary/english/find
https://dictionary.cambridge.org/dictionary/english/provide
https://dictionary.cambridge.org/dictionary/english/wanted
https://dictionary.cambridge.org/dictionary/english/needed
https://dictionary.cambridge.org/dictionary/english/large
https://dictionary.cambridge.org/dictionary/english/quantity
https://dictionary.cambridge.org/dictionary/english/long
https://dictionary.cambridge.org/dictionary/english/period
https://dictionary.cambridge.org/dictionary/english/time
https://dictionary.cambridge.org/dictionary/english/mix
https://dictionary.cambridge.org/dictionary/english/mind
https://dictionary.cambridge.org/dictionary/english/idea
https://dictionary.cambridge.org/dictionary/english/difficult
https://dictionary.cambridge.org/dictionary/english/understand

ECONOMICS

Economics’ is often described as a body of knowledge or study that discusses
how a society tries to solve the human problems of unlimited wants and scarce
resources. Because economics is associated with human behavior, the study of
economics is classified as a social science. Because economics deals with human
problems, it cannot be an exact science and one can easily find differing views and
descriptions of economics. In this discussion, the focus is an overview of the
elements that constitute the study of economics, that is, wants, needs, scarcity,
resources, goods and services, economic choice, and the laws of supply and demand.
Every person is involved with making economic decisions every day of his or her
life. This occurs when one decides whether to cook a meal at home or go to a
restaurant to eat, or when one decides between purchasing a new luxury car or a low-
priced pickup truck. People make economic decisions when they decide whether to

rent or purchase housing or where they should attend college.

WANTS, NEEDS, AND SCARCITY

As a society, and in economic terms, people have unlimited wants; however,
resources are scarce. Don’t confuse wants and needs. Individuals often want what
they don’t need. In the automobile example used above, someone might want to drive
a large luxury car, but a small pickup truck may be more suited to the purchaser’s
needs if he or she must have a vehicle for hauling furniture. Economic decisions must
be made. A resource is scarce when there is not enough of it to satisfy human wants.
And human wants are endless. Because of unlimited wants and limited resources to
satisfy those wants, economic decisions must be made. This problem of scarcity
(limited resources) must be addressed, which leads to economics and economic
problems.

Write the sentence true or false.

The study of economics is classified as a mathematical science.

1 Encyclopedia of Business and Finance Burton S. Kaliski Macmillan Publishers 2001
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Every person is involved with making economic decisions every day of his or
her life.

As a society, and in economic terms, people have unlimited wants; however,
resources are scarce.

A resource is scarce when there is not enough of it to satisfy human
wants.

Because of unlimited wants and limited resources to satisfy those wants,

economic decisions must be made.

o e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e

/ Joke \

A mathematician, an accountant and an economist apply for the same job.

The interviewer calls in the mathematician and asks "What do two plus two equal?"
The mathematician replies "Four." The interviewer asks "Four, exactly?" The
mathematician looks at the interviewer incredulously and says "Yes, four, exactly."
Then the interviewer calls in the accountant and asks the same question "What do two
plus two equal?" The accountant says "On average, four - give or take ten percent, but
on average, four."”

. Then the interviewer calls in the economist and poses the same question "What do two

____________________________________________________________
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Present simple
Use Example

Current habits

Toby walks to work

To talk about how often things

Angela doesn’t visit us very often

happen
Permanent situations Carlo works in travel agent’s
States Do you have an up-to-date passport?

General truths and facts

Poland is in the European Union.

We can also use do/does in present simple statements for emphasis’.

“You don’t like going by bus, do you?’ ‘Actually, I do like going by bus for

short distances.’

The bus isn’t quicker than the train but it does stop right outside the factory

Present continuous

Use

Example

Actions happening now

Mike is driving to work at the moment.

Temporary series of actions

Taxi drivers aren’t stopping at the train

station because of the roadworks

Temporary situations

Avre they staying in a hotel near the Olympic

stadium?

Changing and developing

situations

Holidays abroad are becoming increasingly
popular

Annoying habits (usually with

always)

Dad is always cleaning the car when | want to

use it!

2 “Destination B2” Malcolm Mann Macmillan Publishers 2008
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Circle the correct word or phrase

Aziz usually goes \ is usually going to bed at around 11 o’clock.

Amal talks \ is talking on the other phone right now.

We don’t eat \ aren’t eating any meat at the moment as we’re both on a diet.

Does air travel get\ Is air travel getting increasingly safe?

My mum calls \ is calling me every weekend without fail.

How much do babysitters generally earn \ are babysitters generally
earning?

You always come \ You are always coming up with excuses for not having
done your homework. It’s so annoying.
I don’t go \ I’m not going out much during the week but I always trying to go out

somewhere on Saturday.

Writing
Resumes
Heading®.
Your heading goes at the top of your resume. It includes your name, address,
telephone number, and e-mail address. To save space, you can run some of this
information, such as your address, phone number, and e-mail address across one line.

Summary.

* BETTER WRITING RIGHT NOW Published in the United States by LearningExpress, LLC, New York. 2001
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Some resumes include a summary, but in most cases this is not needed and
takes up valuable space that could be better used in another category.

Objective.

Many resumes include an objective that tells what kind of position you are
looking for. But this information is usually included in your cover letter, so you can
omit this category if you have other items you need to fit on one page.

Education.

List any degrees or certificates you have received—with the most recent degree
first. Include the name of the degree or certificate, the name of the institution you
received it from, and the date you received it. You can also list your major and minor
areas of study, your grade point average, special honors you received upon
graduation, projects or research you completed as part of your degree, and other types
of related and impressive information.

Experience/Work Experience.

List past jobs, internships, and volunteer work you have done—with the most
recent experience first. Include the name of your position, the name of the company,
and the dates that you worked there. Also, it is very important to summarize your
responsibilities in the position. List your responsibilities in order of importance—
either by their importance to your job or by their relevance to the new job you want.
Include facts, dates, and try to quantify your experience as much as possible.

Extracurricular Activities /Other Experience.

If you have other experience you want to highlight: you were treasurer of a
club, a member of student government, or held a leadership or other position of
responsibility in an association—you can list it here Achievements/Awards
Fellowships.

Here you can list any specific achievements, awards, scholarships, fellowships,
or grants that you want to highlight.
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Special Skills /Other Skills.
Under this heading, you might list fluency in a language other than English,
particular computer skills, or other special training you might have on office

equipment or in a computer programming language.

References.

If you have space, list the full name, title, address, and telephone number of
two to four people who have agreed to be a reference for you. Make sure the people
you list have agreed in advance and are aware that you are using their names in your
resume.

Sample resume

MELISSA R. RABIN
123 Cherry Blossom Drive
Palo Alto, CA 94304
(605) 555-7122, e-mail: mrabin@email.net
EDUCATION
CALIFORNIA COMMUNITY COLLEGE, Palo Alto, CA Associate Degree,
Business Administration, May 2005
EXPERIENCE
JOHNSON INSURANCE, Palo Alto, CA 2005—present
Administrative Assistant
mMaintained all files for an insurance agency
mCreated and set up a new filing system used by three departments in the
agency
mTrained five other staff members on word processing software
MACY’S, Palo Alto, CA 2002—-2005
Sales Associate
mSold clothing to customers and monitored inventory
mExceeded monthly sales quotas by 12%

MCI,Palo Alto, CA Summer 2001
12



mVerified customer accounts and answered questions

HOPE SOUP KITCHEN, Palo Alto, CA Summer 2001

Project Manager

mStocked the food pantry, prepared and served hot meals to families, and
cleaned the kitchen

and the dining hall two days per week

SPECIAL SKILLS AND AWARDS

mFluent in Spanish

mProficient in the use of Macintosh and IBM-compatible computers; familiar
with MS Office

mMost Valuable Team Player Award, MCI (July 2001)

Excersise

Think about a job or other position you have had. Then, write what you
could include on your resume to tell a prospective employer about your
experience in this position. Create your own resume using the strategies of this

lesson

Saida Rakhimova

EDUCATION

13



Lesson 2
MANAGEMENT

Manage

your hard-earined

Do you manage your money?

Have you ever faced to management in your daily life?

Vocabulary

Match the words with their definitions

1. splitup a)  confidence, a promise
2. assurance b)  todivide into distinct parts
3.  assets c)  toincrease in extent, size, volume, scope, etc.:
8. expand d)  all property available for the payment
9.  acquired e) to get something
10. implement f) to start using a plan or system

14



https://dictionary.cambridge.org/dictionary/english/confidence
https://dictionary.cambridge.org/dictionary/english/promise
https://dictionary.cambridge.org/dictionary/english/start
https://dictionary.cambridge.org/dictionary/english/plan
https://dictionary.cambridge.org/dictionary/english/system

READING

Compare two pictures and write on which of them is successful manager and why?

Scanning the text.

Five years ago | worked in one company. As a result of bad management the
company was broken up into smaller parts. First it was divided in two large
companies. Then one of them was split up into a number of smaller companies. And
one part of its assets was bought by a bank. The part where | worked was bought by a
young well educated person’s company. My new boss had extraordinary ambitious
and wanted to expand his company. He started out with just one shop in a small
town.So he acquired a small chain of shops in the nearest city. As the result of his
activity we took over another company by buying over 51% of their shares. Over the
next three years he bid for several other companies. And at last our company became
a huge multinational company. He created one big successful company. We became
the leaders in this field. Now | understand that success of our company depends on
him. There is a lot of discussion whether people like our boss is born with leadership
skills or whether such skills can be learned. A leader must perform all these
management functions as leading, controlling, organizing, and planning with
assurance. He could lead us sometimes direct, sometimes motivate and communicate

with each of us. He found a way to any of us. He could suggest a good salary for poor
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employers, good terms for women with young children, exchange programmers for
new interns and so on.

With his good knowledge of finance, he could assemble and coordinate
financial information.

He could set us the goals which must be achieved in short and long time
period.

And of course the most difficult for managers implement their plans; they
often find that things are not working out as planned. So controlling activities are set
performance standards that indicate progress towards long term goals. He could
manage such tools as budgeting, information systems, cost cutting, and disciplinary
action .Personally | think leader with such qualities as punctuality, sense of
responsibility, creativity can lead people.

Fill managers’ functions in cluster according to the text.

O_.C

,’ Manager

| functions

______ X
O C

Write the sentence true or false

Company was very successful five yearsago.

They took over another company by buying over 61% of their shares.
We became the leaders in this field.

Manager should be very strict save money of the company.



Joke

Personal Manager to New job applicant: "Why did your manager fire you?"

"Well a manager is the man who stands around and watches others work, right? " the young

"Yes, but why did he fire you?"

"He was jealous of me. A lot of workers thought i was the manager!"

1

1

1

1

1

1

X . .
. applicant replied.
1

1

1

1

1

infinitives a
g adverbs 2 @ tenses
sinterrogatives = .=
LEE® BEE §

ca 28 future
@
Present perfect simple
Use Example

Situations and states that started in the

past past and are still true

She’s had her motorbike for over six

years

A series of actions continuing up to

present

We’ve travelled by taxi, bus, plane
and train-all in the last twenty-four

hours!

Completed actions at a time in the past

which is not mentioned

Have you ever flown in a helicopter?

Completed actions where the important

thing is the present result

I’ve booked the coach tickets.

Phrases such as it’s the first/second/etc are followed by the present perfect simple

17



Stative verb

Use Example
Stative verbs often refer to:

thinking Believe, imagine, know, mean, think,
understand

existence Be, exist

emotions Hate, like, love, need, prefer, satisfy,
want

The human senses Hear, see, smell, sound, taste

appearance Appear, look, resemble, seem

Possession and relationships Belong to, consist of, have, include,

between things involve, own

Some verbs (such as be, have, imagine, look, see, smell, taste, think) are stative
with one meaning and non-stative with another meaning.
v Do you have your plane ticket with you? (state: possession)

Are you having lunch at the moment? (action: eating)
Rewrite correctly. Change the words or phrases

My dad is often getting up late on Saturday morning.

Are you speaking any other languages apart from English?

I already buy all my Christmas presents and it’s only October!
It’s the first time I’m ever having a party at home.

Actually, | think Darren does works quite hard sometimes
Carlo is never eating Chinese food before.

Timur already books a table for tonight.

18



Writing

What are cover letters?*

Cover letter is information that describes your interest in and qualifications for
the job along with your resume. A cover letter is an introduction to your resume and a
request to be interviewed for a job. It’s an opportunity for you to highlight specific
experiences or qualifications you have that aren’t explained in your resume.

Paragraph 1

The main purpose of the first paragraph is to convince the reader to keep
reading. You should introduce yourself to the employer: explain your purpose in
writing and name the job or position you want to be considered for.

Examples: You might find these types of sentences in the first paragraph of a
cover letter.

m This letter is to express my interest in . . .

m [ am very interested in working for XYZ Company as a . . .

m [ would like to be considered for XYZ Company’s Credit Manager position .

m [ recently read your announcement in the Times fora. . .

Paragraph 2

In the second paragraph, you should show how you are a good match for the
company. Often, this will require doing some research on the company beforehand.

Examples: You might find these types of sentences in the second paragraph of
a cover letter.

m [ am a good match for XYZ Company because . . .

* BETTER WRITING RIGHT NOW Published in the United States by LearningExpress, LLC, New York. 2001
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m Based on my research, I am convinced that my values are a good match with
those of XYZ Company. For example,...

m [ have the skills to do a good job at XYZ Company. For example,...

m [ am particularly well-suited to working at XYZ Company because . . .

Paragraph 3

Here, you should give specific details about yourself and show how they relate
to the job you are applyingfor. You want to show that you are qualified to do the job
well.

Examples: You might find these types of sentences in the third paragraph of a
cover letter.

m My major is in business, and I have taken a number of courses in computer
programming . . .

m | have taken a number of classes in statistics, and | used statistics in my
senior project . . .

m | have served as a language exchange partner in conjunction with the
Intensive Language

Institute . . .

m | recruited volunteers for and managed a project at XYZ Charities . . .

PARAGRAPH 4

The last paragraph is your conclusion. As with all writing, you want to
conclude with a take-home message.

Your take-home message will usually be that you are qualified for the job and
would like to interview for the position. It’s also a good idea to set a goal for the next
step. For example, you might indicate that you will call the person in one week.

Examples: You might find these types of sentences in the last paragraph of a
cover letter.

m [ will be in your area next week. I will call on Monday to request an
interview .

m [ want to reiterate my interest in working for XYZ Company ...

m [ am confident that I have the skills to . . .

20



m [ think you will find that my qualifications match those you are looking for...

Sample cover letter

September 26, 2001
1234 Modella Drive
Little Rock, AR 45890

Ms. Joan Hamood

Campus Recruiter

XYZ Company

College Town, NY 10002

Dear Ms. Hamood:

| enjoyed speaking with you Friday at the Home Town Community College
Career Fair. As I mentioned then, I would like to be considered for XYZ Company’s
internship this summer. | have two years of work experience, and |1 am currently
pursuing an associate degree in Technology at Home Town Community College. My
resume is attached.

Based on my research, | am convinced that | am a good match with XYZ
Company. | am passionate about technology, and | enjoy dealing with people and
customers. As a customer service representative at Jones Repair Services—a
company with thirty employees— | was awarded Employee of the Month twice in
one year. In addition, | have maintained a B or better in all my technology courses at
Home Town Community College. My ability to serve customers and my knowledge
of technology are a good match for XYZ Company’s needs.

| also have the strong time-management and teamwork skills that you
mentioned would be key to this position. During the last year, | have worked part-
time while going to College Town Community College. Juggling both work and
college has helped me refine my time-management skills and learn more efficient
ways of getting things done. My grade point average has stayed above a 3.0, and |

haven’t been late to work once during this time. A good example of my teamwork
21



skills is the role | played in the Community College’s blood drive. Last spring |
worked with a team of four other students to set a blood drive goal, advertise the
event, and recruit student volunteers.We exceeded our goal of pints donated by 10%.

Please review my attached resume. I think you will find that | am qualified to
do a good job for XYZ Company this summer. In addition, | have the drive to work
very hard. Please contact me at 432-555-7890, if you need more information. | look
forward to talking with you about the internship. | will give you a call next week to
set up a time to meet.

Sincerely,

Thomas Perez, Jr.

Thomas Perez, Jr.

Enclosure: Resume

Excersise
WRITE YOUR OWN COVER LETTER

Ms. Joan Hamood
Campus Recruiter

XYZ Company

College Town, NY 10002

Dear Ms. Hamood:
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The history of accounting is intertwined with the development of trade
between tribes and there are records of commercial transactions on stone
tablets dating back to 3600BC. The early accountants were ‘scribes’ who also

practiced law.

Vocabulary Match the words with their definitions

1. charitable a) to recognize someone or something and say
or prove who or what that person or thing is

2. donations b) giving money, food, or help free to those who are in
need because they are ill, poor, or have no home

3. implicated C) money or goods that are given
to help a person or organization, or the act of giving
them

4. identifying d) to show that someone is involved in
a crime or partly responsible for something bad that
has happened

5. interpreting e) the set of colours into which a beam of light can
be separated, or a range of waves, such
as light waves or radio waves:

6. emphasizes f) to decide what the intended meaning of something is

7. spectrum g) to show that something is
very important or worth givingattention to
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READING

Accounting, accountability and the account®

Businesses exist to provide goods or services to customers in exchange for a
financial reward. Public-sector and not-for-profit organizations also provide
services, although their funding comes not from customers but from government or
charitable donations. Business is not about accounting. It is about markets, people
and operations (the delivery of products or services), although accounting is
implicated in all of these decisions because it is the financial representation of
business activity.

The American Accounting Association defined accounting in 1966 as: The
process of identifying, measuring and communicating economic information to
permit informed judgements and decisions by users of the information.

This is an important definition because: it recognizes that accounting is a
process: that process is concerned with capturing business events, recording their
financial effect, summarizing and reporting the result of those effects, and
interpreting those results ; it is concerned with economic information: while this is
predominantly financial, it also allows for non-financial information ; its purpose is
to support ‘informed judgements and decisions’ by users: this emphasizes the
decision usefulness of accounting information and the broad spectrum of ‘users’ of
that information.

Write the sentences true or false according to the text.

a. Businesses exist to provide productions or services to customers in
exchange for a financial reward.

b. Public-sector and not-for-profit organizations also don’t provide services

c. The American Accounting Association defined accounting in 1976

® Encyclopedia of Business and Finance Burton S. Kaliski Macmillan Publishers 2001
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d. Accounting is the process of identifying, measuring and communicating
economic information to permit informed judgements and decisions by users of the

information.

What is the definition of “accountant”? Someone who solves a problem
you didn’t know you had in a way you don’t understand

oy
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Past simple
Use Example
Single completed actions Tom and | played a game of chess and he
won,
Habits in the past Did you collect stamps when you were
younger?

Permanent situations in the past | A famous footballer lived in our house
before we bought it.

General truths and facts about | Crosswords didn’t become popular until the

the past 1930s

The main events in a story The referee blew the whistle and Simon
passed the ball to James, who ran towards
the goal.

We can also use did in past simple statements for emphasis®.

v" ‘Why didn’t you win your match yesterday?” ‘I did win. Who told you I
didn’t?’

v" We lost 5-0 but at least we did get into the final.

® “Destination B2” Malcolm Mann Macmillan Publishers 2008
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Past continuous

Use Example

Actions happening at a particular | At five o’clock, I was reading my new

moment in the past book.

Temporary situations in the past | Greg was living in London at the time

Annoying past habits (usually When we were young, my brother was

with always) always borrowing my toys

Actions in progress over a period | Daniel was playing video games all

of time morning yesterday

Two actions in progress at the Were Ulla and her friends playing

same time Monopoly while we were playing
Draughts?

Background information in a The sun was shining and the birds were

story singing. Lisa opened the window and
looked out

When one action in the past interrupts another action in progress, we use the
past simple and the past continuous together.

v | was playing on my computer when it suddenly crashed.

e We do not use the past continuous for regular or repeated actions in the

past.

v" When we were on holiday, we played volleyball every day.

e We do not usually use stative verbs in continuous tenses.

Circle the correct word or phrase

| saw/was seeing Shahnoza for the first time Akmal’s birthday party.

Abbos watched/ was watching TV when the phone rang.

When we were on holiday, we went/ were going to the café almost every day.

Feruza practiced/was practicing the song every day until she could sing it
perfectly.

The phone was engaged when | called. Who did you talk/ were talking to?

Mr Connor owned / was owning two houses and a villa in the south of France.

| did / was doing my homework as soon as | got home from school.
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Writing business letters’

Business letters are usually sent to people outside your company. They are also
sometimes used within a company for more formal situations, to convey important
information, or to communicate between departments or divisions of the same
company. Let’s discuss the main parts of a business letter. Then, we’ll look at some
examples.

Date

Business letters should be dated with the date the letter is completed and sent.
Write out the month, day, and year: October 12, 2001. Don’t abbreviate the month or
include the day of the week.

READER’S ADDRESS

The reader’s address is also called the inside address — it includes the name of
the person and the place you are sending your letter. Write out the full name of the
person, his or her title, the company, and the address of the company. Avoid
abbreviations — only Mr., Mrs., Ms., Dr., and the state should be abbreviated.

SUBJECT LINE

This is a brief phrase telling the main idea of the letter. It is optional — many
business letters do not include this line. It usually comes before the salutation, but it
can also come after the salutation. Often the subject is preceded by re: (an
abbreviation for regarding) and is sometimes underlined or boldfaced for emphasis. If
you use a subject line, make sure it tells your reader quickly and effectively what the
letter is about. The following are some examples.

Examples

7 BETTER WRITING RIGHT NOW Published in the United States by LearningExpress, LLC, New York. 2001
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Subject: Billing Error

Re: Account #3290

Re: New Security Measures

SALUTATION

The salutation is your greeting. Salutations begin with the word Dear and are
always followed by a colon — not a comma.

Here are some examples. The recipient’s first name Dear Jo Ann: typically
address him or her Dear Sameer: by first name.Are not on a first-name basis
Mr./Mrs./Ms./Dr. + the recipient’s Dear Mr. Jones: with the recipient last name Dear
Mrs. Isaak:

BODY

The body of the business letter is your message. It usually consists of three or
more paragraphs. The first paragraph should begin in a friendly, concise way telling
the main idea of the business letter. The middle paragraphs should deliver the point of
the business letter. Each paragraph should have a topic sentence and supporting
details, just as any other good paragraph should. It’s appropriate, especially in longer
business letters, to use headings and/or bulleted lists in order to make it easier for
your reader to digest the information. Often, the take-home message will request
specific information or a specific action on the part of the reader. Each body
paragraph is usually typed single space. Double space in between the paragraphs.

CLOSING

End your letter with a polite good-bye. Here are some ways to close: Notice
that only the first word is capitalized. The closing is followed by a comma.

Sincerely, Sincerely yours, Respectfully, Cordially, Best regards, Yours truly,
Regards, Thank you

SIGNATURE

Follow your closing with four blank lines. Then, type your full name. Beneath
your typed name, type your full title. If you plan to mail, fax, or hand-deliver a hard

copy of your letter, you should sign your name in the space between your closing and
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your typed full name. Sometimes, letters are sent electronically — in this case, it is not
necessary to sign your name.

TYPIST’S REFERENCE

In the past, this line has been used to indicate that someone other than the
sender of the letter typed the letter. For example, if your name is Donna Richardson
and your secretary’s name is Maria Sanchez, you might use this reference at the end
of your letter: DR/ms . Notice that the writer’s initials are capitalized and the typist’s
initials are in lower case letters. This indicates that you wrote the letter, but your
secretary typed it.

ENCLOSURES

Often, you will need to include other documents with a business letter. When
you do, you should include a line to indicate that other documents are enclosed. It’s a
good idea to list the documents you are enclosing so that you make your reader aware
of what is supposed to be included in the letter. Here’s an example:

Enclosures: Outline of proposed changes

Schedule of changes

Budget for making the changes

It’s also acceptable to abbreviate: Enc. Here’s an example:

CC:/DISTRIBUTION

If you will be sending your letter to people other than the named recipient at
the top of the letter, you can list these other people here after the letters cc: or CC..
These letters stand for carbon copy. List the names of the other recipients either in
alphabetical order or by rank. You can include each person’s title, if you would like.
Generally, if the information in the letter involves or references other people, you

should consider sending a copy of the letter to them as well.

BLOCK FORMAT
Each part of the letter is left justified, or set up against the left margin. This is
probably the most common and simplest format for business letters.

Example: Block Format
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American Mortgage Company
P.O. Box 19876, Minneapolis, MN 55440
1-800-555-3467

Block Format.
Each item in

the business Body.
letter lines up
with the left

margin

Body
paragraphs
are single
spaced.

ary 22,2002
mita Patel

2345 Main Street
Jacksonville, MO6482£3 -

-

Dear Ms. Patel: <~~~

Salutation.
Note that
the
salutation is

followed by
a colon

Thank you for taking the time to speak with me about your recent
experience with American Mortgage Company. You mentioned a
number of errors that occurred during the processing of your<_
mortgage loan. It is your intention to provide a worry-free
process to our customers. | assure you that the service you
received is not typical of what we provide. Please accept my

apology for the problems.

Now that your loan has gone through, you will be working with
our servicing office personnel. They are located in Frederick,
Maryland and can be reached at 1-800-555-3467. Your loan
reference number is 57430238. | am confident that you will be
pleased with the service.

<

Again, thank you for your comments and for choosing American
Mortgage Company for your loan. We will be working hard over
the life of your loan and hope you will be pleased with our
service in the future. We value your business and want to keep it.

et

<_.|

Sincerely,
JimWaltor
Tim Walton

¥ Customer Service Representative

Write your own business letter
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Lesson 4
BANKING

Answer the questions

1. Have you ever been to the bank? What did you go there for?

2. What different kinds of services do banks offer to the public?

3. How would you comment the saying “A banker is a man who lends you

umbrella when the weather is fair, and takes it away from you when it
rains”? Do you agree with it?

Vocabulary

Match the words with their definitions

1. monetary a) the interest percent that a bank or
other financial company charges you when you borrow money
2. interest rates | b) relating to money or in the form of money

3. depositor c) money that is earned in trade or business after paying the
costs of producing and selling goods and services:
profit d) a person, company, government, etc. that borrows money
READING

1. A central bank fulfils a number of key roles in the economy, acting as a
bankers’ bank and as a lender of last resort, being responsible for monetary
creation, and having overall responsibility for monetary policy. The central
bank can use control of interest rates, open market operations and required reserves
to influence the monetary base and overall interest rates in the economy. In

recent years, the interest rate has been prime instrument. By influencing the amount
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of real money in the economy, the central bank is able to influence aggregate
demand, which in turn will influence prices. This the central bank has to balance the
need to restrain inflation with the desire to allow economic growth.

2. Commercial or retail banks are businesses that trade in money. They receive
and hold deposits, pay money according to customers' instructions, lend money, offer
investment advice, exchange foreign currencies, and so on. They make a profit from
the difference (known as a spread or a margin) between the interest rates they pay to
lenders or depositors and those they charge to borrowers. Banks also create credit,
because the money they lend, from their deposits is generally spent (either on
goods or services, or to settle debts), and in this way transferred to another bank
account -often by way of a bank transfer or a check rather than the use of notes or
coins -from where it can be lent to another borrower, and so on. When lending
money, bankers have to find a balance between yield and risk, and between liquidity
and different maturities.

3. Investment banks, often called merchant banks in Britain, raise funds
for industry on the various financial markets, finance international trade, issue and
underwrite securities, deal with takeovers and mergers, and issue government bonds.
They also generally offer stock broking and portfolio management services to
reach corporate and individual clients. Investment banks in the USA are similar,
but they can only act as intermediaries offering advisory services, and do not offer
loans themselves. Investment banks make their pro fits from the fees and
commissions they charge for their services.

4. In the USA, the Glass-Steagall Act of 1934 enforced a strict separation
between commercial banks and investment banks or stock broking firms. Yet the
distinction between commercial and investment banking has become less clear in
recent years. Deregulation in the USA and Britain is leading to the creation of
financial supermarkets': conglomerates combining the services previously
offered by banks, stockbrokers, insurance companies, and so on. In some European

countries (notably Germany, Austria and Switzerland) there have always been
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universal banks combining deposit and loan banking with share and bond
dealing and investment services.

5. A country’s minimum interest rate is usually fixed by the central bank.

This is the discount rate, at which the central bank makes secured loans
to commercial banks. Banks lend to a blue chip borrowers (very safe large
companies) at the base rate or the prime rate; all other borrowers pay more,
depending on their credit standing (or credit rating, or creditworthiness): the
lender’s estimation of their present and future solvency. Borrowers can usually get a
lower interest rate if the loan is secured or guaranteed by some kind of asset, known
as collateral.

6. In most financial centers, there are also branches of lots of foreign banks,
largely doing Eurocurrency business. A Eurocurrency is any currency held
outside its country of origin. The first significant Eurocurrency market was for US
dollars in Europe, but the name is now used for foreign currencies held anywhere in
the world (e.g. yen in the US, euros in Japan). Since the USS$ is the world’s most
important trading currency —and because the US for many years had a huge trade
deficit —there is a market of many billions of Eurodollars, including the oil exporting
countries’ ‘petrodollars.” Although a central bank can determine the minimum
lending rate for its national currency it has no control over foreign currencies.

After reading the text choose the heading for each paragraph 1,2,3,4,5,6.

Investment Banking

Interest Rates

Commercial Banking
Universal Banking

Central Banking

-Eurocurrency
1
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A man visits his bank manager and says, "How do | start a small
business?" The manager replies "Start a large one and wait six months."
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Indefinite article®
There are two indefinite articles in English: ‘a’ and ‘an’. ‘An’ is used before
vowel sounds.
Definite article

Use Example
Singular countable nouns(when we are not There’s a good film on TV
being specific or when we mention tonight.
something for the first time)

o Whether we use ‘an’ or’a’ depends on the sound, not the spellin.

The news is on TV in an hour.

x The-hewsis-onT\/in-a-hour.

v Being in a film was a unique experience for me.
v’ Being-ina-film-was-an-unigue-experience-for-me

There is one definite article in English: ‘the’.

Use Example
Singular countable nouns(when we are Where’s the DVD you were
being specific) talking about
Singular countable nouns(when we are The radio seemed amazing to
talking generally) people at first.
Plural countable nouns( when we are being | I didn’t believe the rumors about
specific) the prime minister.
Uncountable nouns( when we are being | followed the advice my lawyer
specific) gave me.

The way we say ‘the’ changes depending on the sound at the start of the next
word.
Before a consonant sound, we pronounce it

Before a vowel sound, we pronounce it

8 “Destination B2” Malcolm Mann Macmillan Publishers 2008
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We often use ‘the’ when we are talking about something there is only one of.
v The sky, the sun, the moon, the Prince of Wales, the North Pole, the World
Cup
Zero article

We often don’t use an article at all. This is sometimes called the zero article.

Use Example
Plural countable nouns(when we are talking | Journalists often face dangerous
generally) situations
Uncountable nouns( when we are talking News travels fast these days
generally)

Articles in phrases and expressions

Notice how we use articles in the following phrases and expressions. Many
of these are examples of general categories. For example, ‘the River Thames’
means that we use ‘the’ for all rivers.

Use Example

Time Definite article: in the 1990s, in(the) summer, in the morning
zero article: in 2008, in June, on Friday, at night

People Indefinite article: have a job, work as a...

and work | definite article: the queen, the president, the French

zero article: become president, go to work, be at work, have work to
do, he’s French.

Places definite article: The Alps, the AtlanticOcean, the River Thames, the
Earth, the Arctic, the USA, the UK, the Cyclades

zero article: Mount Everest, Paris, America, Mars/\VVenus/Jupiter etc,
Oxford Street

Entertain | definite article: the media, on the radio, play the guitar, go to the
ment and | cinema, watch(the) TV
sport zero article: listen to music, on television, play tennis/football etc.

Circle the correct word or phrase

| love this time in evening / the evening when the sun is going down.

People play cricket / the cricket in South Africa, Australia and Sri Lanka.
It’s too far to walk so I think I’1l catch bus / the bus.

Jane had to go home from school because she had a headache / the

headache.
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The robber was sent to prison/ the prison for a total of three years.

My cousin works as a waiter / waiter in a café near where we live.

The underground doesn’t run this late so we’ll have to take a taxi / the taxi.
| like to listen to music / the music in my free time.

My favorite subject at school is chemistry / the chemistry.

WRITING BUSINESS MEMOS

Unlike business letters, which address people in other organizations, business

memorandums (memos, for short) address people within the same organization. A
memo can be quite long, but more often it deals briefly with a specific topic, such as
answer to a question, a progress report, or an evaluation. Both the content and the

format of a memo aim to get to the point and dispose of or quickly.
CONTENT

e State your reason for writing in the first sentence. You might outline a
problem, make a request that prompted the memo, or briefly summarize new
findings. Do not, however, waste words with expressions like The purpose of this
memois... ....

e Devote the first paragraph to a succinct presentation of your solution,
recommendation, answer, or evaluation. The first paragraph should be short, and
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by its end your reader should know precisely what to expect from the rest of the
memo: the details and reasoning that support your conclusion.

e Deliver the support in the body of the memo. The paragraphs may be
numbered or bulleted so that the main divisions of your message are easy to see. In a
long memo, you may need headings.

e Suit your style and tone to your audience. For instance, you will want to
address your boss or a large group of readers more formally than you would a
coworker who is also a friend.

e Write concisely. Keep your sentences short and your language simple, using
technical terms only when your readers will understand them. Say only what readers
need to know.

Memos and e- mails are used for different communication situations at work
and each has specific format and rules.

Tick one correct answer from each line.

Memos usually but not always.

v' Are written to people inside Are written to people who work outside
your company. your company or in another department.

Are less than two or three pages long. | Vary in length from a couple of
sentences
to many pages long.

Are signed by sender Initiated by sender

Are informal Are formal.

Fill these two possible memo formats.

To Date
From Subject
Date To
Subject From
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Memo

To: Chief Executive Officer

From: Sherzod Rakhimov Manager of Research department

Date: August 21, 2013

Subject: New project problem’s solving.

We need volunteers to help our project work. We’ve done a lot of tests and our
new project will have enormous potential for our future sales and investments in our
research works. As you know, Akbar’s department is responsible for technical
support of this project. So, we can count on Marketing department. We need at least
three people for our work. We hope you will solve our problem. Thank you for your

cooperation.
Write a memo using the formats described in this lesson of about 50 words.
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Lesson 5
TOURISM

BESIRLO URSHINEUZ: B EKISHAN

What can you tell about travelling around Uzbekistan?
What do you know about the Great Silk Road?

Match the words with their definitions

1. distinguish a) relating to a person's own country

2. domestic b) to notice or understand the difference between two
things, or to make one person or thing seem different

from another:

3. inbound c) travelling away from a particular point
4. outbound d) travelling towards a particular point
5. excursion e) to control or influence something directly, or

todecide what will happen

6. residency f) a short involvement in a new activity

7. determine g) the fact of living in a place

BASIC DEFINITIONS IN TOURISM

The World Tourism Organization distinguishes between three basic forms of
tourism:

- Domestic tourism, involving residents of the given country travelling only
within the country;

- Inbound tourism, involving non-residents travelling in another country;

- Outbound tourism, involving residents travelling in another country.
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International tourism consists of inbound and outbound tourism. Basic
definitions of tourism were established at the United Nations (Conference on Tourism
and International Travel, Rome 1963) and by the United Nations Commission on
Statistics (April 1968).These definitions were revised and updated at the World
Tourism Organization (WTO) conference in Ottawa in June 1991 and certain
recommendations were formulated. Most countries have adopted these definitions.

In fact, travelers can be categorized in four ways:

Domestic visitors;

International visitors;

International tourists;

Excursionists.

For statistical purposes, the term “domestic visitor” describes any person
residing in a country, who travels to a place within the country , outside his/her usual
environment for a period not exceeding 12 months and whose main purpose of visit is
other than an activity for which he/she is paid within the place visited.

The term “international visitor” describes any person visiting a country other
than that in which he or she has usual place of residence. The length of stay must not
exceed 12 months.

Certain types of travelers are excluded from the category of “tourist” for
reasons other than that of residency. These are: people travelling for political
reasons: refugees; people travelling for political/professional reasons: migrants,
members of the armed forces, diplomats, embassy staff, people travelling for
professional reasons: nomads, border workers, seasonal workers, couriers; people
sent abroad by their companies or government; transit passengers and permanent
Immigrants.

People who travel to work in a foreign country and are paid by this country
have different motives for travelling than other visitors to the country. The WTO has
devised a system of classifying international visitors, which separates visitors that

must be included in international tourism statistics from those that must not.
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A visitor whose length of stay in a country reaches or exceeds 24 hours, thus
spending at least one night in the visited country, is classified as an international
tourist. If classified as same-day visitors, travelers can stay in the country less than
24 hours.

The excursionist is a foreign visitor whose stay does not exceed 24 hours.

The economic impact of the international excursionist is very important to
small isolated countries, which receive cruise-ship passengers.

When classified as same-day visitors, travelers spend the night on ship. The
excursionist therefore does not spend the night in the country he is visiting.

It is difficult, however, to determine the tourism definition of a short trip.
Generally, a journey is a trip when a minimum distance has been covered or when
there has been a change of administrative district.

Complete the sentences.

1) There are three basic forms of tourism: ..., ..., ... .

2)... ... involves residents of the given country travelling within the country.
3)...... involves non-residents travelling in another country.

4)... ... involves residents travelling in another country.

5) Basic definitions of tourism were established at ... and... .

6) International tourism consists of ... and ... tourism.

7) The term ... ... describes any person residing in a country, who travels to a
within the country for a period not exceeding 12 months.

8) The term ... ... describes any person visiting a country other than that in
which he or she has usual place of residence for a period not exceeding 12 months.

9) The ... is a foreign visitor whose stay does not exceed 24 hours.

10) A visitor whose length of stay in a country reaches or exceeds 24 hours

1s classifiedasa ... ... .
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 How can you ever be late for anything in London? They have a huge clock
right in the middle of the town.
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Expressing the future: will/won’t and be going to’

There is sometimes little difference in meaning between will and be going to. It

Is often just a matter of formality. Will is generally more formal than be going to.

Use Example
Facts about the | The website will come online next week.(more formal)
future
Predictions not | In the future, everyone will have their own flying
based on car.(more formal)
present In the future, everyone is going to have their own flying
evidence car.(more formal)
Decisions I’ve decided! I won’t get a new DVD player just
made at the yet.(emphasizing the decision)
moment of I’ve decided! I’'m not going to get a new DVD player just
speaking yet.(emphasizing the dintention)

Sometimes it is more appropriate to use will rather than be going to.

Use Example
Offers and I’11 help you with your physics homework, if you like.
suggestions
Requests Will you help me with your physics homework?
Most first If we get a computer, we’ll be able to surf the Internet.
conditional
sentences

With offers and suggestions in the question form, we do not use will with |
and we. We use shall.

(1 Shall I help you with your physics homework?

1 Will I help you with your physics homework?

% “Destination B2” Malcolm Mann Macmillan Publishers 2008.
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Sometimes it is more appropriate to use be going to rather than will.

Plans and I’m going to be a famous doctor one day!
intentions(which you
already have when

you speak)
Predictions based on | It sounds like the plane’s going to take off in a few
present evidence minutes
Expressing the future: present continuous
Use Example

Arrangements made | Are they installing the new computers next week?
before the moment of
speaking

If a word or phrase in bold is correct, put a tick (<). If it is incorrect, rewrite it
correctly on the line, including all possibilities.

The universe is going to continue to expand for billions of years. ............

Look out! You will hit the car in front! .................ccoooiiiiiiiiii .

I'm going to do the washing-up tonight, if you like

Do you think that, in the future, people will live to be hundreds of years old?...

Will T carry some of those bags for you, or can you manage? ...................

Are you going to just hold this door open for me for a minute? Thanks a lot!...

We've decided we will try that new restaurant after the play tomorrow
night.........

We're going to fly to Jamaica in the summer.................oooiiiiiiiiiiinnen..

Shall we invite Tony and Tim round tonight?....................ooiiiin.s,
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WRITING E-MAIL MESSAGES*

Like memos, e-mail messages begin with a header that includes a to, from,
date, and subjectline. In many ways, e-mail messages are electronic memos. Keep the
following tips in mind when you write e-mail messages at work.

m Keep your message short and to the point.E-mail is not the medium for a 10-
page essay, unless you are sending it as an attachment to your e-mail message for the
reader to print out and read at another time. It’s harder to read on screen than on
paper. Moreover, people do not have a lot of time to read e-mail, and they receive far
more than they’d like to every day

m Write your e-mail messages carefully. Even though you can write and send
an e-mail message in a just a few minutes, you should always read over and revise
what you have written before pushing the send button. Quickly sent e-mails are often
regretted because they are poorly worded, unclear, or were sent in a moment of anger.

m Keep the format simple.When possible, use headings, lists, and other ways of
breaking up the text.You can use capital letters for emphasis, but don’t type an entire
message in all caps-it’s hard to read, and it’s commonly considered virtual shouting.
Other formatting, such as italics, bullets, tables, and graphs, can be lost in an e-mail
message.

m Use an appropriate tone and level of formality. When you’re writing, it’s
easy to forget about the person who will be reading your e-mail message. If you are
in an e-mail conversation, try to keep the tone (and length) of your reply in line with
the rest of the conversation. Don’t assume a level of informality with a person you
would otherwise communicate more formally with.

m Take the time to check your e-mail for spelling, grammar, punctuation, and

usage errors.These types of errors reflect poorly on you and can cause confusion.

O BETTER WRITING RIGHT NOW Published in the United States by LearningExpress, LLC, New York. 2001
45



m End with a signature.An e-mail signature is text containing your contact
information that comes at the end of your e-mail message. Many e-mail systems will
automatically add your signature at the end of all your messages. Include this
information in your work signature: your name, title, company, address, phone
number, fax number, and company e-mail address.

SAMPLE E-MAIL MESSAGE

Subject: New carpet installation this weekend

Date: Mon, 1 Oct 2001 12:33:24 —0500

From: Sara Change <schang@xyzcompany.com>

To: All Employees <group@xyzcompany.com>

We will be getting new carpet installed in our office on Saturday, October 6.
To help with the carpet installation, you are asked to do the following things by
FRIDAY, OCTOBER 5, at 5 PM.

1. Please remove all your belongings and non-furniture items from the carpet in
your work area.

2. Please remove everything from the surfaces of the furniture in your work
area.

If you have any questions or need help complying with these requests, please
call me at extension. Thanks for your cooperation!

Sara

Sara Chang

Schang@xyzcompany.com

Write your own e-mail message.
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Lesson 6

INFORMATION TECHNOLOGY

—

Throughout history humanity has tried to invent new ways to simplify the
problem-solving process. With each generation, people have used various tools and
methods to help them process information.

Match the words with their definitions

1. accomplish a) to spread or give out
something, especially news, information, ideas, etc., to a
lot of people

2. dissemination b) to finish something successfully or
to achieve something

3. comprise c) the putting and keeping of things in a special place for
use in thefuture:

4. storage d) to have as parts or members, or to be
those parts or members

5. capabilities e) combined to form a single thing

6. spurred f) to encourage an activity or development or make
it happen faster

INFORMATION SYSTEMS!
The term in formation system refers to information technology that is used by
people to accomplish a specified organizational or individual objective. The

technology may be used in the gathering, processing, storing, and/or dissemination

1 Encyclopedia of Business and Finance Burton S. Kaliski Macmillan Publishers 2001
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of information, and the users are trained in the use of that technology, as well as in
the procedures to be followed in doing so. The specific technologies that collectively
comprise information technology are computer technology and data communications
technology. Computers provide most of the storage and processing capabilities,
while data communications-specifically networks-provide the means for
dissemination and remote access of information.

Advances in computer hardware, software, and networking technologies have
spurred an evolution in the structure, design, and use of corporate information
systems.

THE COMPUTER ERA BEGINS

The first electronic computer, the ENIAC, was developed at the University of
Pennsylvania in 1946. It used vacuum tubes and weighed thirty tons. Remington
Rand Corporation produced the first commercial computer, the Univac, in 1951,
which also used transistors (Long and Long, 1999). Transistors replaced vacuum
tubes, were far smaller, and used less power than tubes.Transistors were shortly
thereafter replaced by integrated circuits, which further minimized size and lessened
power requirements.

The availability of integrated circuits made the first personal computer possible
in 1977 when Stephen Jobs and Steve Wozniak introduced the ‘‘Apple I1I’’(Long and
Long, 1999). IBM offered their first microcomputer in 1981, and Apple’s Macintosh
was introduced in 1984. The Macintosh was the first popular computer with a
graphical user interface (GUI), and it also had a laser printer that could combine text
and pictures (Long and Long, 1999). A GUI operating system receives input from
both the keyboard and a pointing device (mouse). This type of system was a boon to
computer users who were not proficient or comfortable with keyboarding, and today
most personal computers require the use of a mouse.

Write the sentences true or false according to the text.

The technology may be used in the gathering, processing, storing, and/or

dissemination of information.
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The first electronic computer, the ENIAC, was developed at the University of
Pennsylvania in 1956.

IBM offered their first microcomputer in 1985, and Apple’s Macintosh was
introduced in 1994.

The Macintosh was the first popular computer with a graphical user interface

_________________________________________________________________
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Conditionals: zero, first, second

Zero conditional

Use Example

General or scientific | If you have faith in something, you believe in

facts and definitions | something you cannot prove.

Form if+ present simple, present simple
First conditional

Form if + a present tense, will + bare infinitive

Use Example
Real or likely If you have a birthday party, you'll get loads of cool
conditions in the presents!
present or future and | If you're working till half past six, we'll have dinner at
their results in the about eight.
present and future If you have revised properly you won't have any
problems in the test next week
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can also use may, might, can, could, shall, should, ought to, have to

instead of will, depending on the meaning.

/ If you have a birthday party, you might get loads of cool presents!
We can also use should + bare infinitive instead of present simple. This
suggests the situation is possible, but unlikely to happen.
/ 1f you should bump into Alex or the concert, you'll be able to get a lift home.
We can also use a form of the first conditional to give instructions
about real or likely situations in the present or future. This is: if+ a present
tense, imperative.
/ If you decide to have a birthday party, tell me!

Use Example

Impossible, unlikely

or hypothetical If you had a beard, you would look just like

conditions in the Charles Dickens!

present or future and | If you were flying to Rio, would you get there much

their results in the quicker?

present or future

Advice If I were you, 1 would think very carefully about my
future, (more formal) If | was you, I'd have a party
at the weekend! (more informal)

Second conditional
Form if+ past simple or past continuous, would + bare infinitive

Write Yes or No to aswer the question about each sentence.

1 If Carl doesn't come to the party. I'll be really upset.

Is it possible that Carl won't come to the party? ........c.ccccceovenen.

2 If my neighbor became prime minister, he'd give everyone a million euros.
Is it likely that the neighbor will become prime minister? ............cccccoveneee.

Is it possible that the neighbor will become prime minister? ............cccccveeveene

3 If Helen weren't here, | don't know what we'd do.

Is Helen here now?.........ccovve.

4 If Tarek had had enough money, he'd have bought a car.

Did Tarek have enough money? .............c........
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Did he buy acar?.......ccccceevvennee.

5 If Debbie hadn't gone to the UK, she wouldn't have met Will Did
Debbie go to the UK?.......ccovecieiiiiiece,
Did she meet Will?....................

6 If the police had investigated the case thoroughly, they wouldn't have
arrested Keren. Did the police investigate the case thoroughly? ..........

Did they arrest Keren?...........cc........

7 Had she not gone to university, she might not have started her own business.

Did she go to university? ...... . ...........

Writing Reports

At work, reports are used to give the progress of a project, to talk about an
employee’s performance over the last year, to propose making a change in a
procedure or launching a new product.You’ll probably encounter these kinds of
reports at work:

m Meeting minutes — summarize what was discussed at a meeting;

m Status reports — tell the current progress made on a certain project;

m Travel reports — describe the different aspects of a business trip;

m Expense reports — list the expenses incurred on a business trip;

m Performance appraisals — evaluate an employee’s performance over a period
of time.

Reports generally have four main parts:

Introduction — introduces the topic and purpose of the report and may
summarize the material in the report. You might find the following kinds of

documents as parts of a report’s introduction.
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m A cover letter or memo explaining to whom the report is directed, why the
report was written, how the data were gathered, the assumptions or limitations of the
information included in the report, and so on

m A table of contents listing the main parts of the report

m A summary or abstract of the report telling the main idea and conclusions of
the report (many readers will only read this part of the report!)

Body- gives your main idea and supporting details.

Recommendations - tells what action should be taken based on the
information you have presented.Some short reports and form reports do not have
explicit recommendations.

Supplementary material — backs up the information you’ve provided with
data. Not all reports include supplementary materials. You might find these kinds of
documents attached at the end of a report.

m Appendices including tables, graphs, raw data, sample forms, financial
statements, and other materials that you do not expect your reader to read, but
provide in case your reader wants to look up something specific

m Exhibits including charts, graphs, figures, and so on

m List of illustrations included in the report

m Glossary of technical terms or jargon used in the report

m Receipts, budgets, or other documents required for accounting or financial
review

Let’s look at a few examples of different kinds of reports. Not all reports are as
short or as a simple as these examples are. However, they do all basically follow a
similar format and have the same main parts

Example: Status Report
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Weekly Status Report

To: Eileen Jakobsen, Director of Marketing
Submitted by: Jill Hancock, Project Manager
Date: October 12, 2001 ;
Schedule: we do not anticipate any problems completing the project on schedule as long as materials |
continue to come in as planned. .
Budget: Finances are on target, for the moment. We have spent 45% of our budget for the project and!
are about 38% done with the project. =
Task completed since last project:

Our team sent out questionnaires to 1000 customers asking them about their satisfaction level with the
product.

We set up 10 of the 20 customer interviews planned for next month.
We outlined the product sample needed for the customer interviews.
Tasks planned for next week:

Introduction: Notice that
the introduction can be

Body: The

Arrange the remaining 10 interviews with customers planned for next month body of t_his
Start getting together the interview questions we will use reportis
Order the product samples needed for the interviews broken up

Make the travel arrangements for Cindy and Georgia to go to the interview sites
Problems/Comments:
None at this time.

with headings
that help the
reader find

Write your own business report
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Lesson 7
MACROECONOMICS / MICROECONOMICS

MACRQ MICRQ

/ Macroeconomics vs Microeconomics \

To understand the score and sweep of macroeconomics, let’s begin by looking
more carefully at the difference between microeconomic and macroeconomic
questions.

N /

Match the words with their definitions

[HEN

. unemployment a) the process in which something such
as information, money, orgoods passes from
one person to another:

2. circulation b) the number of people who do not have
a job that provides money

3. governor c) a person in charge of or responsible for a particular
organization:

4. tremendous d) an amount of money that is borrowed, often from

a bank, and has to be paid back, usually together with
an extra amount of moneythat you have to pay as
a charge for borrowing:

5. loan e) very great in amount or level, or extremely good
6. discount f) a reduction in the usual price
7. fixed g) arranged or decided already and not able to
be changed
8. monopoly h) made by people, often as a copy of something natural
9. artificial I) (an organization or group that

has) complete control of
something, especially an area of business, so
that others have noshare
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MACROECONOMICS / MICROECONOMICS

Economics is a broad subject that can be divided into two areas:
macroeconomics and microeconomics. To differentiate between the two, the analogy
of the forest and the individual trees can be helpful. Macroeconomics is the study of
the behaviors and activities of the economy as a whole; hence, the forest.
Microeconomics looks at the behaviors and activities of individual households and
firms, the individual components that make up the whole economy; hence, the
individual trees.

MACROECONOMICS

Macroeconomics, being the study of the behaviors and activities of the
economy as a whole, looks at such areas as the Federal Reserve System,
unemployment, gross domestic product, and business cycles.

The Federal Reserve System’s most important function is to control the supply
of money in circulation. Monetary policies made by the Federal Reserve System’s
Board of Governors have a tremendous impact on the total economy. These policies
influence such factors as the amount of money member banks have available to loan,
interest rates, and the overall price level of the economy. Three ways in which the
Federal Reserve Board regulates the economy are by changing reserve requirements,
changing the discount rate, and buying and selling government securities.

Macroeconomists also study unemployment, which simply defined is a very
large work force and a small job market, to determine methods to control this serious
economic problem. Unemployment means lost production for the economy and loss
of income for the individual.

MICROECONOMICS

Microeconomics looks at the individual components of the economy, such as
costs of production, maximizing profits, and the different market structures.

Business firms are the suppliers of goods and services, and most firms want to
make a profit; in fact, they want to maximize their profits. Firms must determine the
level of output that will result in the greatest profits. Costs of production play a major

role in determining this level of output.
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Costs of production include fixed costs and variable costs. Fixed costs are costs
that do not vary with the level of output, such as rent and insurance premiums.

There are four basic categories of market structures in which firms sell their
products. Pure competition includes many sellers, a homogeneous product, easy entry
and exit, and no artificial restrictions such as price controls. A monopoly is the
opposite of pure competition and is characterized by a single firm with a unique
product and barriers to entry. An oligopoly has few sellers, a homogeneous or a
differentiated product, and barriers to entry such as high startup costs. Where
products are differentiated, non price competition occurs; that is, consumers are
persuaded to buy products without consideration of price. The fourth market structure
Is monopolistic competition. It includes many sellers, differentiated products, easy
entry and exit, and non price competition.

Write the sentences true or false according to the text.

Macroeconomics, being the study of the behaviors and activities of the
economy as a whole, looks at such areas as the Federal Reserve System,
unemployment, gross domestic product, and business cycles.

Three ways in which the Federal Reserve Board regulates the economy are by
changing reserve requirements, changing the discount rate, and buying and selling

government securities.

Microeconomics looks at theeconomy as a whole .

Pure competition includes many sellers, a homogeneous product, easy entry

and exit, and no artificial restrictions such as price controls.
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Why did God create economists?

In order to make weather forecasters look aood.

___________________________________________________________________

adjective comparative superlative

regular adjectives black + -er blacker + -est blackest
with one syllable
regular adjectives thin double final letter + | double final
with one syllable -er thinner letter + -est
(ending in vowel + thinnest
consonant)
regular adjectives funny replace y with -ier | replace y with -
with two syllables funnier iest funniest
(ending in -y)
regular adjectives intelligent more/less + adj most / least +
with two or more more intelligent adj most
syllables intelligent
irregular good Better Best
adjectives / bad worse Worst
quantifiers far farther/further farthest/furthest

little less least

much more most

many more most

Use

Example

Comparative
To compare things or people that are
different

The crime rate in this area is higher
than in other parts of the country.

Superlative
To compare one member of a group of
people or things with the whole group

The robbery was the biggest in the

bank's history.

57

N ———— -



Complete using the comparative forms of the words in capitals.

1. Your brother is much................(TALL) than mine.

2. This island used to be much... ... ................(GREEN) before the forest
fires.

3. Slowdown! You're ...............(FIT) than me and I can’t keep up!

4. Veronica seems....................................(HAPPY) since she moved
schools.

5. It'sactually....................c..............(TRENDY) to wear your hair up
this year.

6. As the time for the performance got nearer, | got....... (NERVOUS).

7. Old people are often............... (WISE) than young people.

8. Why don't you try and find a............ (CHEAP) computer game and save
some money?

9. Matt seems to have got even......... (LAZY) than he used to be and almost

never studies.

10. If the problem gets any................. (SERIOUS), we may need to inform
the manager about it.

11. Ifyou work... ... ..... (QUICKLY),you'll finish sooner and then you can go
home earlier.

12. Ben says he's feeling much............... (WELL) after his illness.

13. | have even.........................(LITTLE) free time this year than 1 did last
year.

14. The news was much... ... ..........(BAD) than anyone had feared.

15. You'll need to be able to run...... (FAR) than this if you're going to do the

marathon.
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Writing Reports2

Example: Meeting Minutes Report

Community Swimming Pool Board Meeting Minutes
August 9, 2001

President Donald Quincy called the monthly meeting to order at 7:10 p.m. on August 9 ,
in the board room. Ray, Cathy, Mary, and Julie were absent. o

TREASURER’S REPORT: Account balances as of July 31, 2001 are as follows:

Operating Account: $30,456
Capital Account: $23,567
Reserve Account: $34,000

PRESIDENT’S REPORT: NONE
VICE-PRESIDENT’S REPORT:NONE
BUDGET AND FINANCE: NONE

HOUSE: Maggie met with the blind company and is getting estimates for new carpet for the banquet
room. The new ice machine is working well.

Introduction

b §
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GROUNDS: A new box for reservation sheets was installed for the tennis courts. New garbage ¢
with wheels are being priced.

Body
POOL.: A new diving board was installed.
MEMBERSHIP: Three new families were presented and accepted for membership.
ACTIVITES: The outdoor pool will close on September 3, with an end summer party. i
YOUTH: Bingo is set for this Saturday for children ages 7-10. The cost is $2. i
SPORTS: Nadine requested a sign-up sheet for tennis teams for the fall. E
COMMUNITY LIAISON: Linda reported that the garbage is not being picked up promptly in the i
alley behind the facility. Twice, garbage bags say for an extra week before being picked up. She will
call the city to address this problem. E
OLD BUSINESS: A motion was made and passed to approve the rental of the facility to the E
Community Dad’s Club on the third Tuesday of each month. ---d
NEW BUSINESS: Don reported an incident with the lifeguards on July 4. Apparently, a group of
teens insisted on putting up a volleyball net in the open pool rather than in the volleyball pool. Recomme
NEWSLETTER: The deadline is the 15" of each month. If you have any photos of the Fourth ndations

Parade that you would like to share in the newsletter, please give them to Carol as soon a:s\b_pos

-
-
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Write your own business report
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Business English for Successful Career

Part 2
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Business English Abbreviations and Acronyms

r = Mr.
Boulevard = Blvd.
Corp = Corp.
miles per h = mph
NY

Z
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Vocabulary

BUSINESS ENGLISH ABBREVIATIONS AND ACRONYMS

Here is a list of some common business English abbreviations and acronyms.

ABBREVIATION EXPLANATION IF
OR ACRONYM MEANING NECESSARY
401k a common type of US
retirement savings
plan
acct. account

61



ABBREVIATION
OR ACRONYM

ad
approx.

APR

ASAP

ATTN

BS

B2B
BA

BBA

cc

CEO

CFO

Co.

COD

corp.

CPA

MEANING

advertisement
approximately

annual percentage
rate

as soon as possible

attention

Bachelor of Science
degree

business to business

Bachelor of Arts
degree

Bachelor of Business
Administration
degree

carbon copy

Chief Executive
Officer

Chief Financial
Officer

Company

cash on delivery

corporation

Certified Public
Account
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EXPLANATION IF
NECESSARY

the interest rate for a whole year
on a credit card, loan, mortgage,
etc

used to indicate who a letter is
for, example ATTN Rick Cutts

means that a duplicate copy has
been sent to another person

as in John Smith & Co.

payment method in which a
purchaser pays for a good when
itis delivered



ABBREVIATION
OR ACRONYM

CSR

dept.
div.

e.g.

ea.

EST

ETA

FAQ

fwd.
GDP

GNP

govt.

HQ

MEANING

customer sales
representative

department
division

example given (from
Latin)

each
Eastern Standard
Time
estimated time of

arrival

frequently asked
question

forward

Gross Domestic
Product

Gross National
Product

government
headquarters
in other words (from
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EXPLANATION IF
NECESSARY

the time on the East Coast of the

United States and some
Canadian provinces
the value of all goods and

services produced within a
country within a period of time
(excluding goods and services
traded that are part of the
informal economy)

the value of all goods and
services produced supplied by
the residents of a country. With
GNP, production is based on
who owns the goods and
services and not which country
they live in.



ABBREVIATION

OR ACRONYM S BB

Latin)

Inc. Incorporated

ISO International
Organization for
Standardization

Jr. Junior

Ib. pound (weight)

LLC limited liability
company

max. maximum

MBA Master of Business
Administration
degree

memo. memorandum

mfg. manufacturing

min. minimum

mo. month

N/A not applicable

no. number

pkg. package
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EXPLANATION IF
NECESSARY

an organization that is its own
legal entity

International organization that
develops standards for things
such as quality management,
food safety management, and
environmental management

a son who has the same first
name as his father

a type of business in which the
owners are normally not
responsible for the debts and
liabilities of the business

a short note written as a
reminder

means that information is not
given because it is unnecessary
or irrelevant



ABBREVIATION MEANING EXPLANATION IF

OR ACRONYM NECESSARY
PO purchase order
PR public relations
PS post script a short message at the end of a
letter

Q1, Q2,Q3, Q4 first quarter, second
quarter, third quarter,
fourth quarter

qty. quantity
R&D research and
development
re in regard to,
regarding
recd. received
ROI return on investment
RSVP Répondez s'il vous
plait, French for
"please reply"
SWOT strengths, an analysis to evaluate the
weaknesses, strengths, weaknesses,

opportunities, threats  opportunities, and threats of a
company, business venture, or
project

TBD to be determined
(referring to dates of
events). Example: the
date of the seminar is

TBD
temp temporary secretary
VP vice president
w/ with
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ABBREVIATION MEANING EXPLANATION IF

OR ACRONYM NECESSARY
temp temporary secretary
VP vice president
w/ with
w/o without
yr. year
yrly. yearly

Write the meaning of these words.

PO - purchase order
SWOT -

Q1,Q2, Q3,Q4 -
CFO -

Ad —

B2B -

R&D —

VP —

PR -

10. PS—

© ©o N o 0~ WD PRE

Reading

Read the text and answer the questons.

What is acronym?

How many forms of abbreviations do you know?
When did acronyms become popular?

What is the main reason of using acronyms?

Can you give your own examples of abbreviations?
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What are acronyms and abbreviations?

Just stated, an abbreviation is any cut form of a word or phrase and an acronym
Is a form of an abbreviation. In fact, there are three forms of abbreviation. First, there
Is the acronym. It is a word designed from the initial parts of a name and can be
letters or syllables. For example, theNorth Atlantic Treaty Organization is commonly
known as NATO which is pronounced “nay toe” We are more familiar with sonar
than we are with sound navigation and ranging. The word “acronym” was created by
Bell Laboratories in 1943.

Then there is the initialism. It is formed by joining the first letters in a name or
expression and each letter is pronounced separately. For example, the National
Broadcasting Company is known as NBC. AZ would be the initialism for Arizona.

Finally, there are truncations. In this form of abbreviation, a word is shortened
to its first syllable or few letters, for example Tues. is Tuesday and info is
information.

Acronyms and abbreviations have been around almost as long as there have
been written language. Almost every written language uses abbreviations, including
Chinese, Hebrew and Swahili. For example, the official name of the Roman
Empire was Senatus Populusque Romanus. The ancient Romans used the
abbreviation SPQR. The Latin phrase ante meridiem (before noon) became AM.

In the late 1800’s, businesses began abbreviating their company names in
writing to fit into places where space was limited, for example, on a barrel or crate,
small print newspapers and railroad cars. For example the National Biscuit Company
became NABISCO.

It wasn’t until the mid 20" century that abbreviations (in all forms) became
popular and now, in the 21%century, abbreviation use has reached epidemic

proportions. In early 2010,Acronym Finder had more than 4,500,000 “approved”

acronyms and other abbreviations in its database and had several hundred more
waiting for review and approval.
The main reason we use abbreviations, including acronymes, is for convenience.

The use of multiple word names favored by government agencies, science and high
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technology has led to the demand for shorter simpler title; for exampleComlog
Westpac is short for Commander, Logistic Group, Western Pacific a department of
the U.S. Navy and WSIPC is the short name for the Washington School Information
Processing Cooperative.

Some businesses may use abbreviations in an attempt to retain their corporate
identity while moving away from less desirable or old images. Kentucky Fried
Chicken now promotes itself as KFC in an attempt to downplay the “deep fried” food
Image and its negative connotations. Abbreviations also help in international
business. IBM (International Business Machines) names its foreign operations using

IBM and the country or region where it is located, such as IBM France.
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exercise
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The passive

noun + be in the correct form + past participle (+

by/with + noun)
Active

They grow bananas in

Form

Passive
Am /is/are + past

present simple

tropical areas.

participle Bananas are
grown in tropical areas

present continuous

They are redecorating the
cafe.

Am /is/are + -ing + past
participle The cafe is
being redecorated.

present perfect simple

Has anyone peeled the
carrots?

has/have + been + past
participle Have the
carrots been peeled?

past simple

They served the meal in
an elegant dining room.

was/were + past
participle

The meal was served in
an elegant dining room.

past continuous

coffee
were

We asked for
while they

was/were + -ing + past
participle
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preparing the bill. We asked for coffee
while the bill was being

prepared.
past perfect simple Someone had eaten all | has + been + past
the food by the time | got | participle
there. All the food had been
eaten by the time | got
there.
will future We will deliver your | will + be + past
pizza in forty minutes. participle

Your pizza will be
delivered in forty

minutes.
be going to future Overweight  customers | is/are going to + be +
are going to sue| past participle
Burgerland. Burgerland is going to
be sued by overweight
customers.
future perfect simple They will have harvested | will + have + been +
all the grapes by the end | past participle
of September. All the grapes will have

been harvested by the
end of September.

modal You should brush the | modal + be + past
chicken breast with oil | participle
and then fry it. The chicken breast

should be brushed with
oil and then fried.

modal + perfect They  should have | modal + have + been +
infinitive delivered the groceries | past participle
by now. The groceries should
have been delivered by
now.
- ing (gerund) | don't like people telling | being + past participle
me what to do in the | I don't like being told
Kitchen. what to do in the
Kitchen.
Use Example

m When we don't know who does/did | My groceries have been stolen!
something

When it's obvious who does/did A boy was arrested in town yesterday for
something stealing an apple.

When it's not important who The French bistro is being knocked
does/did something down.
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When we want to emphasise new The potato was brought to Europe by Sir
information or use a formal style Walter Raleigh.

Choose the correct word or phrase.

1. The prime minister was / has criticised for his recent actions.

2. When I walked past the Wilsons' house, their new sofa was / has being
delivered.

3. Our teacher was / has told us to take our favourite book to school
tomorrow.

4. | think my mobile was / has been stolen!

5. Jonathan was / has chosen to play the lead role in the school play.

6. I'msleeping downstairs because my bedroom is being painted / has been
painting.

7. This picture was / has probably taken during the winter.

8. Your essays must be / have handed in on Friday morning.

9. Someone was / has left their wallet on the floor.

10. Did you hear about the bank being / having robbed?

11. Treasure Island was / has written by Robert Louis Stevenson.

12. It was a real shock when my dad was / has fired from his job.

13. The Vikings had visited America before it was / has discovered by
Columbus.

14. When we got to the airport, we learned that our flight was / had been
delayed.

15. Was / Has your ticket for the concert tomorrow paid for by you or your

parents?
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WRITING

JOB DESCRIPTION

When you want to hire an employee, start by writing a memo containing a job
description for the position. You will use this to communicate with internal staff,
your human resources department, headhunters, even job candidates. Such memos are
often posted in company cafeterias and lounges to inform employees of the opening.
Format: Memo format. Typed/word-processed or desktop- published.

Style/Tone/Voice: Formal. Active voice.

Structure: (1) Identify the document as a job description, (2) State the
position, (3) Describe the job, (4) Outline the qualifications and experience required.

Handy Phrases: Not applicable.

TO: Terry Dawson

FROM: Pat Riley

SUBJECT: Job Description

POSITION: Securities Trader

DUTIES: To buy and sell various investments securities including stocks,
bonds, options, and commercial paper. Other responsibilities include:

- Maintaining a trade log

- Maintaining a brokerage commission budget

- Recording pertinent market data on a daily basis

- Preparing a weekly written report on market activity.

NATURE OF THE JOB: Extremely fast-paced and intense during market
trading hours. The trader is usually working on several trades at any given time.

Almost all work is done on the telephone. The trader is constantly in contact with
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other traders, brokers, and outside sources of information, conducting trades and
maintaining an overall picture of what the markets are doing and where they are
going. Can be very stressful at times.

POSITION WITHIN THE FIRM: Trader reports directly to Chief Investment
Officer. Because the firm’s portfolio managers and analysts work closely with the
trader, their evaluation of the trader is weighed heavily in all performance reviews.

REQUIREMENTS: Candidates must have a Bachelor’s degree, preferably in
finance, and some experience in the financial markets. Attention to detail,
organization, and ability to work in high-pressure situations are essential. Some
experience with computers and programs such as Lotus 1-2-3 helpful.

COMPENSATION: Includes a competitive salary and benefits package.
Supplemented by an annual bonus based on individual performance and overall firm
profitability.

Tips for Writing Job Descriptions

- Keep the description to one side of a sheet of paper (for posting on bulletin
boards).

- Explain what the job entails. What will the person be doing during the 8 or
10 hours a day she is working for you?

o Outline the requirements the successful candidate must possess,
including experience.

Write your own job description
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Lesson?2

DEBATE VS DISCUSSION

Vocabulary

Useful Expressions for Discussion and Debate

Giving an Opinion

In my opinion...

I think...

The way I see it...
According to...

As far as I’'m concerned. ..

Asking for an Opinion

What do you think?

Do you agree?

What are your thoughts on this?

Agreeing

| completely agree. (strong)
You’re absolutely right. (strong)

I couldn’t agree more. (Strong)
Exactly.

You’re right.

| agree.

| guess so. (weak)

You could be right. (weak)

You may have a point there. (weak)

Disagreeing

| completely disagree. (strong)

| totally disagree. (strong)

| disagree.

That’s not always true.

That’s not always the case.

I’m not so sure about that. (weak)

I don’t know if I agree with you. (weak)

I agree with you, but...
That may be true, but...
I see your point, but...

Acknowledging someone’s argument and presenting yours
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I guess so, but...
That’s not necessarily true because...
Not necessarily because...

Countering Directly
But...

But why...?

But if. ..

But what about...

Interrupting

Sorry to interrupt, but...

Can | add something?

Sorry, you were saying... (after interrupting someone)
Please let me finish (after being interrupted)

Redirecting

Let’s get back to...
Getting back to...

You were saying that...

Read the text and answer the questions.

1. What is the difference between debate and discussion?
2. Where does discussion take place?

3. What is used in the sense of ‘contest’?

4. What is used in the sense of ‘chat’?

Debate vs Discussion

Debate and Discussion are two words that are often confused when it comes to
understanding their meanings and usage. Firmly speaking, there is some difference
between the two words.

The word ‘debate’ is generally used in the sense of ‘deliberation’. On the other

hand, the word ‘discussion’ is used in the sense of ‘detailed conversation’. This is the
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main difference between the two words. It is important to know that there is an
element of argument in a debate. On the other hand, a discussion can be free of
arguments.

A discussion normally is focused on a particular topic with assertions made by
two or more people that do their best to create the validity of the topic. Hence
discussion normally take place during meetings such as company meetings, official
meetings, meetings between the heads of institutions, meetings between the heads of
organizations and so on.

On the other hand, a debate does not take place during meetings like official
meetings, company meetings, meetings between the heads of organizations, and the
like. In fact, debate takes place to oppose certain points regarding a topic. It takes
place between two or more people that are intent upon proving their own statements,
and thereby, engaging in arguments to oppose the assertions or statements made by
other people.

This is primarily the reason why debate is considered a skill in developing
one’s communication. It is a test of one’s communicative abilities. A debate is held as
a kind of competition to prove one’s speaking and communicative ability. On the
other hand, a discussion is not held as a competition to judge a person’s speaking or
communicative ability. This is another important difference between the two words.

The word ‘debate’ is thus used sometimes in the sense of ‘contest’ as in the
sentences,

1. A debate was held for college students yesterday.

2. Angela won the first prize in the debate competition held for girls.

In both the sentences, you can find that the word ‘debate’ is used in the sense
of ‘speaking contest’, and hence the meaning of the sentences would be ‘a speaking
contest was held for college students yesterday’, and ‘Angela won the first prize in
the speaking contest held for girls’.

The word ‘discussion’ is sometimes used in the sense of ‘chat’ as in the
sentences

1. There was a discussion among the members of the club.
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2. Francis took part in the discussion about civic sense.

In both the sentences, the word ‘discussion’ is used in the sense of ‘chat’, and
hence, the meaning of the first sentence would be ‘there was a chat among the
members of the club’ and the meaning of the second sentence would be ‘Francis took
part in the chat about civic sense’.

The word ‘discussion’ takes its origin from the verb ‘to discuss’. It is
interesting to note that the word ‘debate’ is used both as a verb and as a noun. These

are the differences between the two words, namely, debate and discussion.

Business English Topics for Debate/Discussion

1. Multinationals do more harm than good.

2. Multi-level marketing is a legitimate business model.

3. We need a minimum wage so that companies don’t take advantage of their
employees.

4. Human Resources shouldn’t be allowed to ask questions about an applicant’s
marital status, religion, age, medical history, or immigration status.

5. Companies shouldn’t look at prospective employees’ social media profiles.

6. Casual dress codes are beneficial for the company.

7. Companies should have strict policies against dating at work.

8. Open floor plans are better than cubicle farms.

9. GMO’s have made the world a better place.

10. Happy employees do a better job.

11. It’s okay for bars, restaurants, casinos, and other businesses in the service
sector to only hire attractive employees.

12. Social media sites should be blocked at work.

13. The lingua franca for doing business should be English and more
companies should demand English proficiency from their employees.

14. Employees that work from home are more productive.

15. Companies should be allowed to drug test their employees.

16. An MBA is worth the cost.
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17. Non-financial incentives are better motivators than financial incentives.

18. Pay-day loans need to be regulated by the government.

19. Corporations should not be allowed to make large campaign contributions
to political candidates.

20. Pro sports leagues short have a non-profit status.

21. Men should be given more time off for paternity leave.

22. We need laws to regulate the unpredictability of part-time schedules.

23. Companies should be forced to provide health care to full-time employees.

24. Companies should be forced to provide health care to part-time employees.

25. Prescription drug companies should be allowed to advertise directly to
consumers.

26. We need laws to ensure that women receive salaries comparable to their
male counterparts.

27. There should be gender quotas for women on boards of directors.

28. Public funds should not be used for professional sports stadiums.
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Some verb, noun and adjective phrases are usually followed by the -ing form
I've finished writing my essay.

These include:
admit delay dislike fancy involve miss resist
appreciate enjoy feel like keep (on) | postpone risk
deny
avoid detest escape finish mention practise suggest
can't help face give up mind put off understand
discuss

Verb/noun/adjective phrase+ full infinitive

Some verb, noun and adjective phrases are usually followed by the full infinitive.
Your answer appears to be wrong.
These include:

able arrange choose fail manage | prepare |seem
afford | ask decide happen offer pretend | tend

agree | attempt encourage help plan promise | want
appear | beg expect hope pleased | refuse wish

Circle the correct word or phrase

1. | really don't feel like going / to go out tonight. Do you?

2. Everyone expected his business failing / to fail within the first few months.

3. What would you like doing / to do this evening?

4. We discussed turning / to turn the attic into a spare bedroom with the

architect.

5. She wasn't able speaking / to speak very clearly after her accident.

6. Do you mind moving / to move your car, please? You're blocking the road.

7. They're going to postpone making / to make a decision until next month.
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8. Are you planning of getting / to get a new DVD player?
9. Are you thinking of getting / to get a PlayStation?

10. I'm very pleased telling / to tell you that you've passed!
11. Sarah's offered putting / to put us up for the weekend.

12. I'm really looking forward to going / to go on the cruise.

Query Letters

A query letter is a proposal to a publisher that you write an article or book for
them. There are two categories of people who need to write query letters. The first
consists of professional writers, who write books and articles for a living.

The larger category is businesspeople, who write articles and books to promote
themselves and their organizations. They write not for pay, but for the credibility
being a published author generates as well as the inquiries resulting from this free
publicity.

ARTICLE QUERY LETTERS

A smart way to promote yourself or your company is by writing articles. One
method of getting published is to write short articles and send them to editors with a
cover letter. Sending the manuscript with the letter works best when the article is a
short item — say, 500 words or less. The cover letter says why you are writing, what
the article is about, and why you are qualified to write it.

Format: Simple format for letters. Typed /word - processed. Personal or
business letterhead.

Style/Tone/Voice: Informal or formal. Active voice.
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Structure: (1) Refer to the enclosed manuscript, (2) State the word length,
(3) Say in a sentence or two what the article is about, including why it is relevant
to the editor’s publication, (4) Present a brief bio of the author.

Handy Phrases: Enclosed for your consideration; Might be right for you; A

good fit; A timely topic; Your readers.

September 1, 2000

Joe Smith, Editor
Communication Briefings

Dear Mr. Smith,

I love your “Communication Briefings” and thought the following short
item below, 180 words, might fit in the newsletter.

I’ve adapted it from a piece I wrote, “Five Tips to Improve Your Technical
Writing,” which appeared in How to Write Online in February 2000.

| am a freelance writer and computer professional with over twenty articles
published in the computer and technical press. I’ve also published one computer
book.

Regards,

Doug Nickerson

For articles of 500 words and above, you should not send the manuscript.

Instead, before you write the article, write and send a query letter.

You may also want to discuss how you will research the article. For instance, if
you are writing about kidney stones because you had them, your personal experience

Is not enough. You also have to interview doctors.

Give an approximate length for the article and note how quickly you can write
it. Then ask the editor for the go-ahead.
Tips for Writing Article Query Letters

Read the magazine before proposing an article for it. Editors are good at

sensing when a writer proposing an article is unfamiliar with their publication.

Keep your query letter to one page if possible, no more than two. If you
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have a detailed outline for the article, consider sending it as an attachment.

Do not try to exert any leverage or pressure to get the editor to take the
article. For instance, don't say your company is an advertiser. Editors resent such
pressure and it makes them more inclined to say no.

Make the query letter sparkling, sharp, and crisp. The editor judges

whether you can write the article or not by how well your query letter is written.

Write your own query letter
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Lesson 3

SIGNPOSTS FOR PRESENTATION

Below is a guide for using signposts during a presentation. It is divided into

three sections: signposts for the introduction of a presentation, signposts for the

middle of a presentation, and signposts for the conclusion of a presentation. The first

column contains signposts for a formal presentation, and the second column contains

signposts for an informal presentation.

Vocabulary

Signposts for the Introduction of a Presentation

Introducing
yourself:

Introducing
the topic:

Outlining
your

presentation:

FORMAL

*Good
morning/afternoon/evening. On
behalf of (company, department,
etc.), I’d like to welcome you.
My name is (name) and | am
(position).

*I’m going to give you an
overview of...

*The focus of today’s
presentation is....

*The presentation today is
divided into three parts. First,
I’ll... Following that I’11...
Finally, I’ll...
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INFORMAL

*Hi everyone, ’'m (name and
title). Thanks for coming.

*[’m going to talk to you
about...

*[’m going to be talking a little
bit about...

*[’m here today to talk to you
about...

*I’m going to talk about three
things today. I’1l start with ...
Then I’ll talk a little bit about
.... I’ll finish with....



Inviting
guestions:

Signposts for the

Introducing
the first
section of
your
presentation:

Finishing a
section and
starting a new
one:

Expanding or
elaborating:

Talking about
earlier or
later points in
your
presentation:

Recognizing
your listeners’
prior
knowledge:

FORMAL

*Please don’t hesitate to
interrupt me if you have any
questions.

Middle of a Presentation

FORMAL
*I’d like to start/begin by....

*Well, we’ve looked at... Now,
I’d like to discuss...

*Having discussed... I’d like to
move on to....

I’d like to expand more on...
I’d like to elaborate a little...
*Let’s consider this i1s more
detail.

later:

] will elaborate on this later in
the presentation.

I’ll provide you with a more
detailed explanation later in the
presentation.

earlier:

*To repeat what I said earlier...
*As I mentioned earlier....

*As you may be aware of...
*As you may know...

*] know many of you are
familiar with....
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INFORMAL

*[f you have any questions
during the presentation, please
ask.

INFORMAL

Let’s start/begin by looking
at...

*Well, I’ve told you about....
Now I’ll move on to...

*Well, we’ve looked at.... Now,
let’s talk about....

*So, that was....Now, let’s...

*Let me tell you a little more
about...

*Let me give you some more
details/information....

later:

*More on this later.

*[’m going to talk more about
this later.

earlier:

*Do you remember I said.....?
*As I said earlier....

*You might already know that...
*[’m sure a lot of you know
that. ..

*[’m sure a lot of you know
about...

*[’m sure a lot of you have



Focusing
audience's
attention on
visuals:

FORMAL

*May I focus your attention on
the.... You will notice that.....
*Please direct your attention to
the slide/chart/etc.

Signposts for the Conclusion of a Presentation

Summarizing
and concluding
the
presentation:

Inviting final
guestions:

Responding to
tough
guestions:

FORMAL

*Finally, let’s summarize some
of the main points.....

*To conclude, I'd like to
summarize. ...

*Does anyone have any
questions or comments before
we conclude today?

*If you’d like me to elaborate or
clarify anything we covered
today, please ask.

a question you don’t have the
answer to:

] want to answer your question
completely, but I don’t have all
the information with me right
now. Could you give me your
email after the presentation so |
can send you a complete
response?

a question you didn’t
understand:

*Could you repeat that, please?
*Could you rephrase that,
please?

*Let me make sure I understand
you completely. Do you mean
that...?
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INFORMAL
heard....

*Take a look at this
slide/chart/graphic etc. You can
see that....

*Okay, here we can see that...

INFORMAL

*Let’s summarize/recap what we
looked at today.

*Finally, let’s look back at what
we covered today.

*So, to remind you of what we
looked at...

*Does anyone have any final
questions?

*Okay, does anyone have any
questions or comments?

a question you don’t have the
answer to:

*] don’t have that information
with me. Can you give me your
email and I’ll send you an answer
later today?

a question you didn’t understand:
*Could/Can you repeat that,
please?

*] didn’t catch that. Can you
repeat it?

*Are you saying that....?



FORMAL INFORMAL

Finishingand  <If there are no further *Well, I think that’s about it.
saying questions, I’d like to thank you  Thanks for listening. Please
goodbye: very much for your attention. If  contact me later if you have any
you think of any additional additional questions or want more
questions, please feel free to information.
contact me.

Fill the table with formal and
informal signposts.

Formal Informal

Good morning/afternoon/evening. Hi everyone, I’'m (name and title).

1. Let’s summarize/recap what we looked at today. 2. Finally, let’s summarize
some of the main points. 3. The focus of today’s presentation is.... 4. I’'m going to be
talking a little bit about...5. Does anyone have any final questions? 6. Does anyone
have any questions or comments before we conclude today? 7. If there are no further
questions, I’d like to thank you very much for your attention. 8. Well, I think that’s
about it. Thanks for listening.

Read the text and answer the questions.

1. What are usually judging by the panel?

2. What are the main tips for interview presentations?

3. What is the structure of your presentation?

4. Can you add your own tips?
10. Top Tips for Interview Presentations

If you have succeeded in getting to final interview for a professional job in
Higher Education, the probabilities are that you will be asked to deliver a short
presentation to the panel. You will usually be given a specific topic to prepare:

typically this might be to address a current issue and make recommendations on how
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you would tackle this issue in post. For teaching positions, you may be asked to
deliver a class to an invited audience or to the panel.

The panel are usually judging:

« The quality of your ideas

« The clarity of your thinking — for example if you are able to take a strategic
perspective

« Your verbal communications skills, especially your ability to influence and
engage your audience.

« Your organisation skills: how well you prepare beforehand and manage your
time within the presentation

« Your formal presentation skills where this is a key part of the job.

Quite a tall order in 5 or 10 minutes!

Here are our top tips for how to prepare effectively and deliver a presentation

with impact.

1. Have a Clear Message

Work out what you want to say in two or three sentences before explaining
your ideas. In order to make an influence you need to have clear recommendations,
backed up by convincing arguments.

2. Structure your Presentation

Make sure the structure of your presentation is clear. You need:

« A short introduction explaining what the presentation is about and what you
are going to cover.

. Clear sections or themes within the presentation (there might be one slide
per theme), ensuring your argument has a logical structure

« A summary of your arguments

« A clear conclusion with specific recommendations, finding the resources
required to deliver them.

3. Less Is More

It is better to keep your presentation succinct and allow the audience to ask

follow-up questions at the end rather than rushing through a mound of information. It
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Is especially important that any slides you use are visually clear and not text-heavy.
Restrict slides to 3 or 4 for a 5 minute presentation, and 6 or 7 for a 10 minute
presentation.

4. Manage your Time

It is important that your presentation lasts the amount of time you have been
given. It is always a good idea to have a timed run through of your finished
presentation but this is not always fool proof (nerves often lead people to speed up).
Give yourself some flexibility by having an extra slide or two up your sleeve to add
in if you are running ahead of time and/ or decide in advance on a slide which you
will be able to skip if you are running over.

5. Do Your Research

Make sure you have researched your topic thoroughly . Find out how the
institution or department have handled this issue in the past. Research what their
competitor institutions are doing in this field. And have some relevant facts and
figures to illustrate key trends at your fingertips — this can improve your credibility
and show impressive levels of preparation.

6. Know your Audience

Before writing your presentation, consider your panel members. What are their
job responsibilities, priorities, professional backgrounds and interests?

7. Predict Follow Up Questions

Go through your presentation and work out what questions the panel might ask,
especially given their job roles and personal perspectives. Make sure you have an
answer ready for these questions. Typical follow up questions might include: Why
are you recommending X option and not y? What resources would be required to
implement this? How would you go about getting sign on to your recommendations
with key stakeholders? What are the risks of this plan of action and how would you
minimise them? How do your recommendations fit with the institution’s wider

activities and strategies?
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8. Test It Out

It is a good idea to run through your ideas for the presentation with colleagues
who are well informed about the topic before you finalise the content. Gathering
views can help you discover if there is something obvious you have neglected to
mention and to ensure your ideas are well understood by others.

9. Take Back Up

Always make sure you have a Plan B if the technology is not working or a vital
piece of equipment is not available. If you are delivering a powerpoint presentation,
email it to yourself as well as taking it on a stick just in case. It can also be helpful to
print off some hard copies in case there are problems with the projector. You may
wish to take a small clock in case the room doesn’t have one, and you don’t wish to
keep checking your watch.

10. Build Rapport

The more familiar you are with your material and the more thorough your
research, the more confident you will feel. The best way to engage your audience is

to maintain strong eye contact ; avoid looking at the screen or reading notes.

Modals: ability

Use Modal Example

Expressing ability now | can I can run a kilometre in four

or generally minutes.

Expressing decisions can We can meet at the gym

made now about future tomorrow.

ability

Expressing ability in could 1 could do fifty press-ups

the past with one hand when 1 was
younger.

Expressing ability in could If only 1 could quit smoking!

present,future or

general hypothetical

situations

Expressing ability in could + perfect | 1 could have roasted the

past hypothetical infinitive potatoes, but 1 decided that

situations boiling them was healthier.
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Modals: permission

Use Modal Example
Asking for and giving may May/Could/Carm 1 see the
permission now, for the could doctor, please?
future or generally can
Modals: advice
Use Modal Example
Asking for and giving should You ought to /should cut
advice now, for the future | oughtto down on the amount of red
or generally meat you
Modals: criticism
Use Modal Example
Criticising past behaviour | should He ought to/should have
ought to made more of an effort with
+perfect his diet
infinitive

Modals: obiigation and necessity

Use Modal Example
Expressing obligation or | must/ have to/ | | must/have to/need to pick
necessity need to up that prescription from the

chemist on the way home.

didn't have to /
didn't need to

Expressing lack of needn't/ don't | You needn't/don't have
obligation or necessity have to / don't | to/don't need to pick up that
need to prescription from the chemist
as I'll get it while I'm in
town.
Expressing past obligation had to | had to take the pills three
times a day for two weeks.
Expressing lack of past needn't (+ | needn't have gone/didn't
obligation perfect have to go/didn't need to
infinitive) / | go to the doctor.

If a word or phrase in bold is correct, put a tick (/). If it is incorrect, rewrite

it correctly on the line.
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1. Can you to speak French? ..o,
2. | can give you a hand tomorrow morning, if you like..............................
3. I'll can take my driving test after a few more lessons...........................
4. Jack can play the guitar before he learnttotalk! ........................oo
5. If only | can afford to buy that top!.........ccoii i e
6. We can have gone up the Eiffel Tower while we were in Paris, but we
decided to go to the LOUVIe INStEA .........oovieiiiieiiieeie e e e
7. 1 could get a more expensive computer, but it didn't seem worth it
8. I wish | could get out of the maths test tomorrow!...........c.ccccovevveeiie e,
9. | bet you'd love to be canto getsatellite TV........coooiiiiiiiiii .
10. You'd better tell the coach if you can't playing on Saturday.
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CLOSING, LIQUIDATION, AND/OR BANKRUPTCY ANNOUNCEMEN"

THERE IS NO WAY TO PUT A POSITIVE SPIN ON THESE SITUATIONS. THE BEST WAY
TO WRITE THIS LETTER IS TO BE SUCCINCT, ADDRESSING THE KEY ISSUES THAT DIRECTLY
IMPACT THE READER. THERE WILL BE SEVERAL SUBTYPES OF LETTERS FOR THIS
SITUATION, EACH ONE ADDRESSING A PARTICULAR AUDIENCE (E.G., EMPLOYEES,
CREDITORS, INVESTORS, VENDORS, CUSTOMERS, AND THE GENERAL PUBLIC).

FORMAT: SIMPLE FORMAT FOR LETTERS AND MEMOS.TYPED/ WORD-
PROCESSED.BUSINESS OR PERSONAL LETTERHEAD.

STYLE/TONE/VOICE: FORMAL. ACTIVE TONE OR VOICE.

STRUCTURE:(1) EXPLAIN SITUATION — IF THERE’S ANY GOOD NEWS, STATE IT UP
FRONT, (2)

EXPRESS REGRET, CONCERN, AND APPRECIATION, (3) DETAIL ANY FINANCIAL
IMPACT, (4) CLOSE ON A POSITIVE NOTE OF APPRECIATION.

HANDY PHRASES:I AM WRITING TO INFORM YOU; WE WILL CONTINUE;, WE
APPRECIATE YOUR SUPPORT; THIS MOVE IS IN THE BEST INTEREST; THIS ACTION IS
DESIGNED TO ENABLE US TO CONTINUE OUR NORMAL BUSINESS OPERATIONS; CONTINUE
OPERATING IN A “BUSINESS AS USUAL” MANNER;WE VALUE YOU AS A SUPPLIER AND
APPRECIATE YOUR CONTINUED SUPPORT.

DEAR VALUED SUPPLIER, | AM WRITING TO INFORM YOU ABOUT AN IMPORTANT
STEP BEING TAKEN BY CBAC, INC. IN ORDER TO CONTINUE WITH NORMAL OPERATIONS
WHILE THE COMPANY TAKES STEPS TO IMPROVE ITS BUSINESS AND CAPITAL STRUCTURE.
ON OcToBER 1, 2003, CBAC, INC. AND CERTAIN OF ITS SUBSIDIARIES FILED
VOLUNTARY PETITIONS FOR REORGANIZATION UNDER CHAPTER 11 OF THE U.S.
BANKRUPTCY CODE IN THE U.S. BANKRUPTCY COURT FOR THE NORTHERN DISTRICT
OF ANYTOWN, USA.THIS ACTION IS DESIGNED TO ALLOW US TO CONTINUE OUR
NORMAL BUSINESS OPERATIONS AS CBAC, INC.TAKES THE TIME TO RESTRUCTURE ITS
FINANCIAL OBLIGATIONS AND TAKES STEPS TOWARD A STRONGER FUTURE. LET ME

EXPLAIN WHAT TODAY’S ACTION MEANS FOR YOUR COMPANY: CBAC, INC. IS

12 Webster’s New World Letter Writing Handbook Copyright © 2004 by Wiley Publishing, Inc.
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CONTINUING TO CONDUCT BUSINESS AS USUAL. ALL OUR FACILITIES ARE OPEN FOR
BUSINESS AND SERVING OUR CUSTOMERS.

CBAUC, INC. IS PROVIDING ITS CUSTOMERS WITH OUR FULL RANGE OF GOODS AND
SERVICES, JUST AS WE ALWAYS DO, SO WE DON’T EXPECT ANY REDUCTION IN OUR
ORDERS WITH YOU OR ANY OF OUR OTHER SUPPLIERS. THE BANKRUPTCY CODE
PROHIBITS THE COMPANY FROM PAYING ANY OBLIGATIONS TO ITS CREDITORS THAT
AROSE PRIOR TO OCTOBER 1, 2003, UNLESS SPECIFICALLY APPROVED BY THE COURT.
THESE OBLIGATIONS, REFERRED TO AS PREPETITION CLAIMS, ARE SUBJECT TO THE
COMPLETION OF THE BANKRUPTCY PROCEEDING, AND WILL BE SETTLED IN
ACCORDANCE WITH THE TERMS OF A CHAPTER 11 PLAN OF REORGANIZATION.

HOWEVER, UNDER THE GUIDELINES OF CHAPTER 11, THE COMPANY’S VENDORS
ARE AFFORDED “ADMINISTRATIVE” STATUS FOR ALL SHIPMENTS RECEIVED BY CBAC,
INC. SUBSEQUENT TO THE CHAPTER 11 FILING.

AS A RESULT, THESE SHIPMENTS WILL BE PAID FOR IN THE ORDINARY COURSE OF
BUSINESS. WE BELIEVE IT IS IN THE BEST INTERESTS OF BOTH OUR COMPANIES TO
CONTINUE TO DO BUSINESS ON THE SAME TERMS AND CONDITIONS WE’VE HAD IN THE
PAST.

To ENSURE THAT CBAC, INC. HAS ADEQUATE FUNDS TO CONTINUE OPERATING
IN A BUSINESS-AS-USUAL

MANNER THROUGHOUT THE REORGANIZATION PROCESS, CBAC, INC. HAS
OBTAINED $8 MILLION INTERIM

CASH FUNDING AND COMMITMENTS FOR $25 MILLION IN SECURED DEBTOR-IN-
POSSESSION FINANCING FROM

A GROUP OF INSTITUTIONS LED BY DOE FINANCE.

WE HAVE BEEN WORKING VERY HARD TO ADDRESS THE SIGNIFICANT FINANCIAL
CHALLENGES FACED BY CBAC, INC. WHILE THE RESTRUCTURING PLAN WE PUT IN
PLACE LAST MARCH HAS MET WITH SOME SUCCESS, CBAC, INC. CONTINUES TO BE
SUBJECT TO MANY OF THE SAME FINANCIAL PRESSURES THAT ORIGINALLY LED US TO

DEVELOP THAT PLAN. THIS ACTION IS THE BEST OPTION TO ALLOW US TO CONTINUE
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WITH BUSINESS AS USUAL WHILE WE PUT CBAC, INC.’S BUSINESSES ON A SOLID
FINANCIAL FOOTING FOR THE FUTURE.

AS ALWAYS, IF YOU HAVE ANY QUESTIONS, PLEASE DO NOT HESITATE TO CONTACT
US.ADDITIONAL INFORMATION ABOUT US IS AVAILABLE ON CBAC, INC.’S WEB SITE AT
www. CBAC INC.cOM.

SINCERELY,

Write your own letter
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Lesson 4
MAKING PHONE CALLS IN BUSINESS ENGLISH

Speaking on the phone is difficult for many students. Even some native
speakers feel uncomfortable during phone conversations. Below are some English
phrases we use for making and receiving phone calls at work. These phrases will
help you prepare for future telephone conversations in English.

Vocabulary

Making Phone Calls

Introducing yourself

» Good morning/afternoon/evening. This is Mike at (company name)/Mike
from (department name). Could I speak to(person you’re calling for)? [If you are
calling to speak to a specific person]

» Good morning/afternoon/evening. This is Mike at (company name)/Mike
from (department name). I’m calling about/because.... [If you are calling for a
specific reason but not to talk to a specific person]

When the person you want to speak to is unavailable

 Can | leave a message for him/her?

* Could you tell him/her that I called, please?

« Could you ask him/her to call me back, please?

* Okay, thanks. I’ll call back later.

Dealing with bad connections

¢ | think we have a bad connection. Can I call you back?
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® I’m sorry, we have a bad connection. Could you speak a little louder,
please?

¢ I’m sorry, could you repeat that please?

Ending the call

o Thank you very much. Have a good day.

o Thanks for your help. Have a good day.

Receiving Phone Calls

Answering the phone

o Company ABC, this is Mike. How may | help you?

o Good morning/afternoon, Company ABC. How may | help you?

o Purchasing department, Frank speaking.
Note: If we are taking an external call and talking to a customer, “How may I help
you?” is common. If we are taking an internal call, we normally do not say “How
may I help you?” For internal calls, saying your name and your department is usually
sufficient.

Getting the name of the caller if he/she doesn’t give it to you

o May | have your name please?

o Who am | speaking with?

o May I ask who’s calling?

Responding to a caller’s request

o Sure, let me check on that.

o Let me see if she’s available.

o Sure, one moment please.

Asking someone to wait on the line

o Can | put you on hold for a minute?

o Do you mind holding while I check on that (or “handle that for you,”
“check to see if he’s available,” etc)

Taking a message

o He’s/she’s not available at the moment. Would you like to leave a
message?
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o He’s/she’s out of the office right now. Can | take a message?

Dealing with bad connections/wrong numbers

o I’m sorry, we have a bad connection. Could you give me your number
and I’ll call you right back?

o | think we have a bad connection. Could you speak a little louder,
please?

o I’m sorry, could you repeat that?

o I’m sorry, you have the wrong number.

Ending the call

o Is there anything else I can help you with?...... Okay, thanks for calling.

Have a great day. [used during external calls with customers]

o Is there anything else I can do for you? .....Okay, have a good day. [more
casual, used more for internal phone calls or phone calls that are not customer service
calls]

Read the text and answer the questions.

Did the white - haired man like Andrea’s telephone conversation?

What did he advise Andrea?

What present did he give to Andrea?

Make up your own dialogue?

Active dialogue: Telephone techniques

The telephone rings.

Andrea: Yes ... Blunt. ... err ... no she’s not in.

Thanks bye!

The white-haired man is standing at the window.

Developing a warm telephone style

Man: Would you say that was a typical call?

Andrea: | suppose so. These calls always disturb my work.

Man: These calls are your work. Without calls from customers you could all

pack your bags and go home.
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Man: Let’s make some appointments then. I’ll show you how he does it but
only if you promise to make at least three appointments with potential customers by
tomorrow at 3.00 p.m.

Andrea: Three appointments ... that sounds a hard bargain. But | have no
choice, do 1?

Man: Not really, no promise, no system!

Andrea: OK, then I'll do it.

Man: All you need to remember is to use the telephone sandwich called
telephone techniques. Let me now show you the system.

The man picks up the phone and dials.

Man: Hello, this is Mr ... from Teleworld. May | speak to the person
responsible for telecommunication in your company, please?

Switchboard: Yes, I'll put you through.

Man: Thanks a lot.

Lady: Hello, Kuster here.

Man: Hello Frau Kuster. Mr .. from Teleworld here.

Frau Kuster: What do you want?

Man: Briefly how interesting would it be if you could save costs on all calls
both inland and abroad?

Frau Kuster: Well, yes that would be good, of course.

Man: That’s just why I am calling ... when may I introduce our product to
you?

Frau Kuster: | am very short of time.

Man: It would take just twelve minutes of your time ... Would you prefer me
to visit you on Thursday at 10.00 or Friday at 11.00?

Frau Kuster: OK then ... let’s say Friday at 11.00 but only for twelve minutes!

Man: Yes, | promise only twelve minutes. I really look forward to meeting
you, Frau Kuster.

Andreas: Blimey, that sounded easy.
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Man: It is not so hard if you keep to the script. We’ll also have to prepare the
company presentationand think about how best you can organize the meeting with
Frau Kuster.

Andreas: How I can do the meeting? You made the appointment.

Man: You want the new customers, don’t you?

Andreas: Well, yes!

Man: And remember ... by 3.00 p.m. tomorrow we want three appointments,

...OK. And here is a little present to help you get them.The man gave Andreas a little

booklet: ,,Phoning for business*.

mf nitives

g adverbs

mar

L B tenses
mterrogatlves s =
l -68 -g-g.g 'érr
-2g8 SEE X'
© o gg-’o future
Reported speech

Direct speech

Reported speech

Example

present simple

past simple

“I need a credit card, “said Tim
Tim said he needed a credit card.

present
continuous

past continuous

“I’m taking Lizzie shopping, ’said
Tim. Tim said he was taking Lizzie
shopping.

present perfect
simple

past perfect simple

“I've bought Tom a present, ’said
Tim. Tim said he'd bought Tom a
present

present perfect

past perfect

“I*ve been thinking about buying a

continuous continuous car, ’said Tim.Tim said he'd been
thinking about buying a car.
past simple past perfect simple | “I spent six euros, "said Tim. Tim

said he'd spent six euros.

past continuous

past perfect
continuous

“I was hoping to find a new top,”
said Tim. Tim said he'd been
hoping to find a new top.

past perfect
simple

past perfect simple
(no tense change)

“I’d looked everywhere for my
credit card before I found it, ’said
Tim. Tim said he'd looked

98




everywhere for his credit card
before he found it.

past perfect past perfect “I’d been looking for that book for
continuous continuous (no weeks before | found it, ” said
tense change) Tim.Tim said he'd been looking ‘or
that book for weeks before he found
it.

am/is/are going to | was/were going to “I’m going to go shopping, “said

Tim. Tim said he was going to go
shopping.

will would “I'l need a credit card, “said

Tim.Tim said he would need a

credit card.

can could “I can take Lizzie shopping, "said

Tim.Tim said he could take Lizzie
shopping.

must /have to had to “I must go to the supermarket, ”

said Tim.Tim said he had to go to

the supermarket.

may might “I may go shopping later, "said

Tim.Tim said he might go shopping

later.

1. Stewart said he (not / want) any dessert as he was full.
2. Derek said that he and Belinda (see) Adam recently.

3. When | called, Susie said she (give) the dog a bath so she asked me to
phone back in half an hour.

4. Marcus said he(try) to find a flat for ages before he finally found one he
liked.

5. Debbie says she (decide) to quit her job but | don't believe her.

6. Our English teacher said that Shakespear...... (be) probably the greatest
writer in the English language ever.

7. Richard said he and Patricia (be going to) invite her parents for the
weekend, but I don't know if they went or not.

8. Charlotte said last night that she real........ (love) me, even if she doesn't
always show it.
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9. Ollie said to Linda that he.......... (ask) me to be his best man on Monday
but in fact he asked Grant.

10. Pete told Francis he........................... (bring up) by his grandparents
but in fact he hadn't at all.

INSTRUCTION LETTERS

Letters may be used to give instructions or confirm them.

Because of the need for brevity and the limitations of the letter format, they are
usually restricted to giving simple instructions. A more complex task might have to
be explained on the phone or in a personal meeting. Procedures, such as how to

operate or repair equipment, are usually communicated in manuals or on CD-ROM.

Format: Typed/ word-processed. Business or personal letterhead.

Style/Tone/Voice: Informal or formal (or can be both). Active tone or voice.

Structure: (1) Open with brief synopsis of situation, (2) State instructions in
bullet form, (3) If you are correcting problems, outline as Problem A, Solution A,
Problem B, Solution B; if you are not correcting problems, proceed to step 4, (4) Ask
for cooperation, (5) Let them know what steps to take if they have questions or
problems.

Handy Phrases: As discussed last week, we will discontinue xxx; When we
place orders, please follow the process outlined below; Attached is a proposal to
simplify our xxxx process; In reviewing our project list we’ve agreed on the
following course of action.

June 4, 2002 Ms. Kathryn Wilson
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Director-Consumer Information Center American Retail Corporation 1330
North R Street Anytown, USA

Dear Ms. Wilson:

This will confirm my telephone instructions to Mr. George Hopkins concerning
the diversion of ASDS 87778.

This order, shipped from North Washington, Delaware, by Star Chemical
Company via AmRail direct, was originally consigned to ABC Chemicals
Corporation at Nutley, New Jersey. Please arrange to divert ASDS 87778 to
Monmouth Chemical Company at Kearney, New Jersey, via AmRail direct. Any
charges connected with this diversion should be sent to me.

Sincerely,

Frederick Loosey

Senior Transportation Analyst

Tips for Writing Instruction Letters

- Write instructions in the imperative, active voice (e.g., “Turn the valve to the
right,” not “The valve should be turned to the right” or “You must turn the valve to
your right”).

- Any warnings (e.g., “Wear safety goggles when handling cylinders”) should
be highlighted in boldface or placed in a box so the warning stands out on the page.

- You may want to explain why it is important to follow the instructions you
have provided — either the benefits of doing so or the problems that can arise when
they are not followed. People dislike reading instructions and must often be
motivated to do so.

- Provide a resource the reader can contact if she has questions and encourage

her to do so.

Write your own letter
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Vocabulary

Lesson 5

NEGOTIATION VOCABULARY

Word
part of speech

Meaning

Example sentence

alternatives
noun

amplify
verb

arbitration
noun

bargain
verb

bottom-line
noun

collective
adj

other options

expand; give more
information

conflict that is addressed by
using a neutral third party

try to change a person's mind
by using various tactics

the lowest one is willing to go

together
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We can't offer you the raise
you requested, but let's
discuss some

other alternatives.

Could you amplify on your
proposal please.

We're better to settle this
between us, because a
formal arbitration will cost
both of us money.

We bargained on the last
issue for over an hour
before we agreed to take a
break.

I'll accept a raise of one
dollar per hour, but that's
my bottom-line.

This is a collective concern,
and it isn't fair to discuss it




Word
part of speech

compensate
verb

comply
verb

compromise
verb

concession
noun

conflict
resolution
noun

confront
verb

consensus
noun

cooperation
noun

counter
proposal
noun

Meaning

make up for a loss

agree

changing one's mind/terms
slightly in order to find a
resolution

a thing that is granted or
accepted

general term for negotiations

present an issue to someone
directly

agreement by all

the working together

the offer/request which is
presented second in response
to the first proposal
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Example sentence

without Marie present.

If you are willing to work
ten extra hours a week we
will compensate you by
paying you overtime.

I'd be willing to comply if
you can offer me my own
private office.

We are willing

to compromise on this issue
because it means so much to
you.

| think we can offer all of
these concessions, but not
all at once.

It is impossible to engage in
conflict resolution when
one of the parties refuses to
listen.

| confronted my boss about
being undervalued, and
we're going to talk about
things on Monday.

It would be great if we
could come to
a consensus by 5:00 P.M.

| have appreciated your
cooperation throughout
these negotiations.

In their counter
proposal they suggested
that we keep their company



Word
part of speech

Meaning

counterattack present other side of an issue

verb/noun

counterpart
noun

cordially
verb/noun

demands
adv

deadlock
noun

dispute
noun

dominate
verb

entitled
adj

person on the other side of the
negotiations

politely

needs/expectations that one
side believes it deserves

point where neither party will
give in

argument/conflict

have the most control/stronger
presence

be deserving of
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Example sentence

name rather than creating a
new one.

Before we could start our
counterattack they
suggested we sign a
contract.

| tried to close the
discussions at noon, but
my counterpart would not
stop talking.

In the past | have had little
respect for that client, but
today she

spoke cordially and listened
to my point of view.

They had some last minute
demands that were entirely
unrealistic.

When the discussions came
to a deadlock we wrote up a
letter of intent to continue
the negotiations next week.

| was hoping to avoid
discussing last

year's dispute, but Monica
is still holding a grudge.

Max has such a loud voice,
he tends to dominate the
conversations.

My contract says that | am
entitled to full benefits after
six months of employment.



Word
part of speech

flexible
adj

haggling
verb

hostility
noun

high-ball
verb

impulse
noun

indecisive
adj

leverage
noun

log-rolling
noun

low-ball
verb

mislead
verb

Meaning

open/willing to change

arguing back and forth (often
about prices)

long-term anger towards
another

make a request that is much
higher than you expect to
receive

quick decision without
thought or time

has difficulty
choosing/making a decision

(bargaining power) something
that gives one party a greater
chance at succeeding over
another

trading one favour for another

offer something much lower
than you think the opponent
will ask for

convince by altering or not
telling the whole truth about
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Example sentence

We have always
been flexible in terms of
your working hours.

We've been haggling over
this issue for too long now.

| want you to know that we
don't have any hostility
towards your company
despite last year's mix up.

I'm planning to high-
ball my expectations when |
open the discussion.

| acted on impulse when |
signed that six-month
contract.

They were so indecisive we
finally asked them to take a
break and come back next
week.

We have a little bit

of leverage because we are
the only stationary company
in town.

After a bit of log-rolling we
came to an agreement that
pleased both of us.

| was expecting my boss to
low-ball in the initial offer,
but he proposed a fair salary
increase.

They misled us into
thinking that everything



Word
part of speech

mutual
adj

objective

noun

point of view
noun

pressure
verb

proposal
noun

receptive
adj

resentment
noun

resistance
noun

resolve
verb

tactics
noun

Meaning

something

agreed by both or all

goal for the outcome

person's ideas/ thoughts

work hard to convince another
of an idea

argument to present

open to/interested in an idea

anger held onto from a

previous conflict

a display of opposition

end conflict, come to an
agreement

strategies used to get one's
goals met
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Example sentence

could be resolved today.

The decision to call off the
merger was mutual.

My prime objective is to
have my family members
added to my benefits plan.

From my point of view it
makes more sense to wait
another six months.

He pressured me to accept
the terms by using
intimidation tactics.

While I listened to their
proposal | noted each of
their objectives.

His positive body language
demonstrated that he was
receptive to our
suggestions.

Mary's resentment stems
from our not choosing her
to head the project.

We didn't expect so much
resistance on the final
issue.

Before you can resolve your
differences you'll both need
to calm down.

There are
certain tactics that all
skillful negotiators employ.



Word
part of speech

tension
noun

trade-off

noun

ultimatum
noun

unrealistic

adj

victory
noun

yield
verb

Meaning

feeling of stress/anxiety
caused by heavy conflict

terms that are offered in return
for something else

a final term that has serious
consequences if not met

very unlikely to happen

awin

to give in to another's requests

Example sentence

There was a lot
of tension in the room when
George threatened to quit.

Lower payments over a
longer period of time
sounded like a fair trade-
off until we asked about
interest charges.

His ultimatum was that if |
didn't agree to give him the
raise he asked for, he'd quit
today without two week's
notice.

It's unrealistic to think that
we will have all of our
demands met.

We considered it a victory
because they agreed to four
of our five terms.

The client will only yield to
our conditions, if we agree
to work over the holiday
weekend.

1. Match the appropriate words and meanings.

11. alternatives | h)  adisplay of opposition
12. proposal i) other options

13.  resistance j) argument to present
14.  impulse k) open/willing to change
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15. tension ) work hard to convince another of an idea

16. flexible m)  feeling of stress/anxiety

17. pressure n)  quick decision without thought or time

Read the text and answer the questions.

1. What does a successful negotiation requires?

2. What are the main tips for effective negotiation?
3. What is active listening?

4. What is interpersonal skills?

Top Ten Effective Negotiation Skills
Effective negotiators can bargain without an adversarial environment.
A successful negotiation requires the two parties to come together and hammer

out an agreement that is acceptable to both.

Problem Analysis

Effective negotiators must have the skills to analyze a problem to determine the
interests of each party in the negotiation. A full problem analysis identifies the
problem, the interested parties and the outcome goals. For example, in an employer
and employee contract negotiation, the problem or area where the parties disagree
may be in salary or benefits. Identifying the issues for both sides can help to find a

compromise for all parties.

Preparation
Before entering a bargaining meeting, the skilled negotiator prepares for the
meeting. Preparation includes determining goals, areas for trade and alternatives to

the stated goals
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Active Listening

Negotiators have the skills to listen actively to the other party during the
debate. Active listening involves the ability to read body language as well as verbal
communication. It is important to listen to the other party to find areas for
compromise during the meeting. Instead of spending the bulk of the time in
negotiation expounding the virtues of his viewpoint, the skilled negotiator will spend

more time listening to the other party.

Emotional Control

It is vital that a negotiator have the ability to keep his emotions in check during
the negotiation. While a negotiation on contentious issues can be frustrating, allowing
emotions to take control during the meeting can lead to unfavorable results. For
example, a manager frustrated with the lack of progress during a salary negotiation
may concede more than is acceptable to the organization in an attempt to end the
frustration. On the other hand, employees negotiating a pay raise may become too
emotionally involved to accept a compromise with management and take an all or

nothing approach, which breaks down the communication between the two parties.

Verbal Communication

Negotiators must have the ability to communicate clearly and effectively to the
other side during the negotiation. Misunderstandings can occur if the negotiator does
not state his case clearly. During a bargaining meeting, an effective negotiator must

have the skills to state his desired outcome as well as his reasoning.

Collaboration and Teamwork

Negotiation is not necessarily a one side against another arrangement. Effective
negotiators must have the skills to work together as a team and foster a collaborative
atmosphere during negotiations. Those involved in a negotiation on both sides of the

Issue must work together to reach an agreeable solution.
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Problem Solving

Individuals with negotiation skills have the ability to seek a variety of solutions
to problems. Instead of focusing on his ultimate goal for the negotiation, the
individual with skills can focus on solving the problem, which may be a breakdown

in communication, to benefit both sides of the issue.

Decision Making Ability
Leaders with negotiation skills have the ability to act decisively during a
negotiation. It may be necessary during a bargaining arrangement to agree to a

compromise quickly to end a stalemate.

Interpersonal Skills

Effective negotiators have the interpersonal skills to maintain a good working
relationship with those involved in the negotiation. Negotiators with patience and the
ability to persuade others without using manipulation can maintain a positive

atmosphere during a difficult negotiation.

Ethics and Reliability

Ethical standards and reliability in an effective negotiator promote a trusting
environment for negotiations. Both sides in a negotiation must trust that the other
party will follow through on promises and agreements. A negotiator must have the

skills to execute on his promises after bargaining ends.
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Relative clauses
Relative clauses give us extra information about something/someone or

identify which particular thing/person we are talking about.

They are often introduced by the following words.

Use Use Example
which (for things and Did you see the film which was on TV last
animals) night?

who (for people, and animals | Tom Davies, who is appearing in concert in
when we want to give them a | Reading this week, is with me in the studio.
personality)

when (for times) Do you remember the day when we met?

where (for places) This is the place where they filmed Citizen
Kane.

why (for reasons) That's the reason why he's so popular.

whom (for people as the Is that the man whom we saw at the cinema
object of the relative clause) | yesterday?

whose (for possession) My next guest on the show is John Travolta,
whose career goes back to the early
seventies.

Circle the correct word.

1. The minister, which / who was appointed just last week, made no
comment on the situation.

2. Isn't that the spot which / where the accident happened last night?

3. The human brain, which / who weighs about 1400 grammes, is
ten times the size of a baboon's.

4. There are several reasons which / why | don't want to see Michael tonight.

5. This is the office which / where | work.
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6. The new girl in our class, who's/ whose name is Alexandra, seems really
nice.

7. The Titanic, which / that people said was unsinkable,sankon her maiden
voyage.

8. All the people to who / whom the e-mail was sent replied.

9. April 1%, which / when we play tricks on people, is known as April Fools'
Day.

10. Harry Hill, who / whose new series starts next week, is one of my
favourite comedians.

11. A very popular breed of dog is the German Shepherd , which / who is
often used as a guard dog.

12. Blackpool Tower, which / that was modelled on the Eiffel Tower, is a

very well-known landmark.

LETTER OF TRANSMITTAL™

One of the most common uses of letters today is as cover notes to accompany
more detailed material — reports, proposals, manuals, product samples, and so on.

Format: Typed/ word-processed. Business or personal letterhead.

Style/Tone/Voice: Informal or formal (or can be both). Active tone or voice.

Structure: (1) The lead of the letter should list what documents are
attached/enclosed (give titles and brief descriptions), (2) The body should summarize
the contents of the enclosure, why they are of interest, and what, if anything, the

reader should do with the materials, or how he should use them, (3) The close should

13 Webster’s New World Letter Writing HandbookCopyright © 2004 by Wiley Publishing, Inc
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state any desired response and, as a courtesy to the reader, give a contact the reader
can call for more help, to ask questions, or request additional materials.

Handy Phrases: Enclosed is our department’s 2004 budget and marketing
plan; The following material contains details about the recall of part no. xxx; The
attached report describes; Please read and follow the instructions on page xx of the
enclosed policy; Please call me if you have any questions.

January 1, 2003

Mr. Bernie Segal Laboratory Technician Laten Chemical Corporation 1234
Trenton Street Anytown, VA 88898

Dear Mr. Segal:

Enclosed is a technical service report and a laboratory procedure for
emulsification of FO-BRAN 55 on a small scale.

The report describes some of FO-BRAN’s physical properties, gives examples
of sizing results in the field, and explains field emulsification procedure. The
laboratory procedure tells you how FO-BRAN emulsion is prepared in smaller
amounts.

| hope the information enclosed is sufficient to introduce you to FO-BRAN and
allow you to run your evaluations successfully.

If you have any questions, please call me at (555) 555-5555.

Sincerely,

Robin Deere

Paper Development Specialist

Enclosures

Write you own letter
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Lesson 6
CUSTOMER SERVICE

Customer service is the assistance a customer gets from a business or the
people who work for a business. The chart below contains some business vocabulary

related to customer service.

Vocabulary
VOCABULARY DEFINITION SENTENCES
customer service A customer service Our customer service
representative/customer representative is someone  representatives are
service rep whose job is to provide trained to handle
customer service. questions about our
entire product line.
over-the-phone Over-the-phone customer  Since she has an over-
customer service service is when customers  the-phone customer
are helped over the phone.  service position, she
People with over-the-phone doesn't have to wear
customer service positions  formal clothes. She
don't usually meet with never has to meet the
customers in person. company's customers in
person.
face-to-face customer  Face-to-face customer I've had different types
service service is when customers  of customer service
are helped in person. positions, but I prefer

face-to-face customer
service. | like being able
to help customers when
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VOCABULARY

technical support/tech
support

product sales support

outsourcing

to outsource

call center

customer service

DEFINITION

Technical support is when

companies provide
customer service to users
of technology.

Product sales support is a
type of customer service
that involves answering

customers' questions about

the products and services
that a company offers.
Products sales support

involves helping customers
choose the correct product

or service for what they
need.

Outsourcing means
purchasing goods or
services from an outside
supplier.

To outsource means to hire

an outside supplier to
provide goods or services
for a company.

A call center is a place

where organizations handle

a large amount of phone
calls. Call centers can be
part of the company or
outsourced to another
company.

Customer service training
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SENTENCES

they are physically
present. | feel like it's
easier to build
relationships in person.

We are having problems
with the internet at our
house. II'm going to call
technical support to see
if they can help me fix it.

If you aren't sure which
software program is
correct, why don't you
call product sales
support and ask them
your gquestions?

Outsourcing helps a lot
of companies lower their
Ccosts.

Since they outsourced
their customer service
operations, they have
received many
complaints from
customers.

The new call center will
be able to handle
thousands of calls per
day from around the
world.

Companies teach certain



VOCABULARY

training

customer base

customer loyalty

automated customer
service

DEFINITION

Is what a company gives
their customer service
representatives so that they
have the skills and
knowledge to do their job.

A company's customer
base is all the customers
the company sells products
and/or services to.

Customer loyalty is when a
customer continues to buy
from a supplier instead of
the supplier's competitors.

Automated customer
service is when customer
service is handled by an
automatic process, for
example a recorded phone
message.
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SENTENCES

skills during customer
service training. Some
skills usually covered
during training include
listening skills, empathy,
problem solving, and
friendliness.

Our goal is to provide
excellent service to our
entire customer base.
Some companies only
assist their most
important customers. We
provide the same
excellent service to all of
our customers.

We offer a great product
and back it up with the
best service in the
industry. Because of this,
we have been able to
achieve customer
loyalty.

Even though it's cheaper,
we decided not to offer
automated customer
service. When our
customers call our call
center, a real person
picks up the phone.
There is no recorded
message that asks them
to press a number to be
transferred to a certain
department.



1. Match the appropriate words and meanings.

1. customer 0) a place where organizations handle a large amount
base | of phone calls.
2. call center p) all the customers of the company sell products

and/or services to.
3. tooutsource |q)  customers are helped in person.

4. technical r to hire an outside supplier to provide goods or
support services for a company.

5. face-to-face | s) companies provide customer service to users of
customer service | technology.

Read the text and write true or false. (T or F)

1. step - Just Listen -T
2. step — Action plan
3. step — Show you understand
4. step — Find out what happened

5. step - Carry out plan and check

Dealing with complaints

One of the most difficult kinds of call is when your partner is angry. You need

a system to help you. What to say:

1. Listen actively:

| understand.

I’m listening.

2. Step into his shoes:

| see just what you mean.

Well, | can see why you are angry.

This must make things very difficult for you.

3. Find out what happened:

So, what you are saying is ...?

You received only 15 units, you say?

4. Action plan: Here you make suggestions for a practical solution.
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Would you accept ...?

What if we ..., does that sound OK to you?

| suggest ..., how do you feel about that?

5. Carry out plan and check: Here you say what you have done and what
you will do soon.

I’ve checked with the dispatch department.

You will be notified when the goods are sent out.

Your consignment will be delivered on Wednesday 10th.

Here is an example of how Laura deals with a complaint:

Step 1: Just Listen

Hamill: Hello. Is that Teleworld? Hamill here.

Laura: Yes, Laura speaking. How can | help, Mr Hamill?

Hamill: Help! You must be joking. We’ve been waiting for your specialists to
come andinstall our new system.

Laura: I’m really sorry to hear that, Mr Hamill.

What’s happened?

Hamill: We placed our order in June 30th and now it’s the end of July. That’s
what’s happened. We’ve had hundreds of complaints from our customers that they
can’t reach us.

Laura: Oh, no.

Hamill: Oh, yes. Now what are you going to doabout it?

Step 2: Show you understand

Hamill: Can you imagine how much this will cost us?

Laura: | can imagine, a lot ... | can certainly see why you are angry. It really is
an important order.

Hamill: You just tell me one reason I should trust your cowboys again?

Laura: Well, you were quite right to let us know really quickly, Mr Hamill.

Step 3: Find out what happened

Laura: Well, you were quite right to let us know really quickly, Mr Hamill.

Hamill: You’d better solve this fast, or else ...
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Laura: You said the order was placed in June and is now three weeks late, is
that correct?

Hamill: Yes.

Laura: Could you give me the order number?

Hamill: Yes, it’s NN 342.

Laura: | have it here. You ordered 35 new lines to be set up by July 3rd.

Hamill: And we have received only 25 lines.

Laura: You have 25 lines.

Hamill: So, what’s the next step?

Step 4: Action plan

Laura: Your extension number is 0621 — 445

334, is that right, Mr Hamill?

Hamill: Correct.

Laura: Can | get hold of you on that number in the next hour?

Hamill: Yes, but | have an important meeting at 12.30.

Laura: I see ... You will receive a call within half an hour. | am going to
contact our installation unit and arrange a team to come and install the lines in the
morning. Would that be OK?

Hamill: I’d prefer the afternoon. I want to be there personally.

Laura: Fine, so I’ll call you again shortly and thanks for letting us know about
the delay early.

Step 5: Carry out plan and check

Laura: Good afternoon, Mr Hamill. I’m calling back about your order as we
arranged.

Hamill: Good afternoon. What’s the situation?

Laura: I’ve checked with the department and you will get the new lines
installed by 14.00 tomorrow afternoon. Is that alright?

Hamill: That sounds reasonable. They’ll be here by 14.00, you said?

Laura: That’s right. And of course, we will take over any of the additional

costs.
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Hamill: | should certainly hope so! | appreciate you helping to solve this

problem.

Laura: That’s my pleasure. It’s important you are satisfied with our service. If

I can help in future do feel free to call me.

Hamill: Thanks a lot, bye.
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Question tags

Form

With be as a main verb

You are Canadian, aren't you? She is

beautiful, isn't she?

With auxiliary verbs and modals

You haven't lost my CD, have you?
We are having the lesson early

tomorrow, aren't we? People should

With have as a main verb

Tom has a lovely voice',' hasn't/doesn’t

\\/ith other verhs

Yoii1 nlav the auitar _don't vori?

With Let's

Let's get a DVD tonight, shall we?

With imperatives

Pass me that book, will/would/could
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Match to make sentences.

1. You've sent that letter 1 gave you,................. A don'tyou?
2. You catch the bus to school,................. B didn't you?
3. You won't tell anyone about this,................. C will you?

4. You're a friend of Charlie’s, ............. D haven't you?
5. You were living in Hong Kong then, ................ E doyou?

6. You never work more than you have to,................. F did you?

7. You made no effort to make friends with Darren, ............... G weren't you?
8. You got Jimmy a cap for his birthday,................ H aren't you?

B

PROBLEMS WITH BUSINESS PARTNERS

“Business partners” are a step up from vendors, in that your relationship is
closer and must be managed at a higher level. You may be able to afford to alienate
the vendor who paints the stripes in your parking lot, but not the business partner
supplying the key technology that drives your best-selling product.

Tips for Writing Acknowledgment Letters

» Regardless of whether your feelings are positive or negative, or whether you
are accepting of or unreceptive to the situation or proposal before you, always start on
a positive note and maintain a polite tone throughout your letter.

* In your acknowledgment, briefly recap the idea or proposal you are
acknowledging. Do not repeat its history at length; the reader already knows it.

Format: Typed/ word-processed.Business or personal letterhead.

Style/Tone/Voice: Can be either informal or formal. Active tone or voice

Structure:(1) Open by explaining that there is a problem, (2) Outline problem
— give specifics or backup documents when necessary, (3) State what you would like
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to see happen or (3a) call for a meeting to negotiate or resolve problem, (4) Close
with request that they contact you after reading your letter.

Handy Phrases:I wanted to make you aware; Before this escalates; We’ve
been having some issues; We hope that we can easily resolve; We are very
committed; This partnership is important; | think we can come to; Let me know your
thoughts; Let’s set up a teleconference; Please send your comments to me so I can put
together an agenda for our next call; What do you suggest; | look forward to hearing
from you.

Dear Lisa,

After discussion with Suzanne, we thought | should make you aware of a
potential problem concerning the Web users seminars.

At a joint meeting in February, Jim, Diane, Michael, and Suzanne agreed on a
seminars action plan. Our association took responsibility for editorial coordination
and design of the seminars brochure. The partners were given 3/31 as the due date for
seminar copy to be sent to me. By mid-April, we had not received copy from Jim’s
group, but had copy from Diane and Michael’s speakers. Already behind schedule
(first copy approval was set for 4/12), | started to put together the seminar brochure
and the seminar schedule.

On April 18, | expressed concern to Suzanne that we were behind schedule and
still had not received copy from Jim. | gave Suzanne the number of remaining rooms
available at each time slot. Suzanne called Jim to explain that we needed his
speaker’s session copy and that all other copy was in. She also gave him the
information about room/time slot availability.

I received Jim’s copy on April 22. On April 24, Jim’s assistant, Margaret,
called me and strongly expressed her concern about the time slots left open for their
association’s speakers. I told her that there were no set procedures for allotting time
slots to each association and that it typically was allotted on a first come/first served
basis. I reminded her that her association’s copy came in one month later than

everyone else’s; additionally, I accommodated everyone’s scheduling requests — and
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the only scheduling instructions | had received from Jim was for their association’s
president to be scheduled to give both his sessions on Tuesday.

Margaret and | ended our conversation with the decision that |1 would fax the
schedule to the partners, which | did on May 2 and the partners could discuss
scheduling possibilities. | told Margaret it would be helpful if we could see how
many sessions she wants to switch around. I also suggested that we set a protocol for
scheduling for next year (see notation on attached memao).

After my conversation with Margaret, | called Diane to apprise her of the
situation. Diane suggested that perhaps the CBAC Trade Show Company could open
up extra rooms on Monday and Tuesday for Jim’s group — a good idea, in my
opinion.My initial reaction is that Jim was late with copy and lost his opportunity to
choose prime time slots. However, I don’t want to make decisions that would
jeopardize the current relationship between the two associations.

Please let me know if you’d like the association partners at my management
level to work this out, or if you feel intervention on a higher level is appropriate.

Sincerely,

Rexella

Write your own letter
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Lesson 7

AIR TRAVEL VOCABULARY IN BUSINESS ENGLISH

VOCABULARY

airline (n)

boarding pass (n)

to book a flight (v)

non-stop flight (n)

direct flight (n)

D

<\

A

DEFINITION

A company that provides
travel by air.

A boarding pass is another
word for an airline ticket. It is
what you need to present in
order to get on the plane.

To book a flight means to
reserve your seat on a flight.

A non-stop flight flies to its
final destination without

stopping.

A direct flight stops before
arriving at its final destination,
but passengers do not have to
change planes.
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SENTENCE

The airport is small and
only offers flights from
three different airlines.

We should print our
boarding passes before we
get to the airport. This will
save us some time.

It's always cheaper if you
book a flight in advance.
Booking a flight at the last
minute can be expensive.

Our company rarely books
us non-stop flights. They
are more expensive, and
we are trying to cut costs.

We had a direct flight. We
stopped briefly in Denver,
but we didn't have to get
off the plane.



VOCABULARY

connecting flight

(n)

layover (n)

first class ticket (n)

business class
ticket (n)

economy class
ticket/
coach ticket (n)

suitcase (n)

DEFINITION

A connecting flight is when
the plane stops and passengers
change planes.

When a passenger has to stop
at an airport and change
planes, the stop is called a
layover.

First class tickets are the most
expensive tickets that airlines
offer. First class seats are in
the front of the plane and are
much bigger than the other
seats on the plane. Airlines
usually offer premium meals
to passengers with first class
tickets.

Business class tickets are
cheaper than first class tickets
but more expensive than
economy class tickets.
Business class tickets have
certain benefits that economy
class tickets do not, such as
larger seats.

Economy class tickets are the
cheapest tickets that airlines
offer. Economy class seats are

the smallest seats on the plane.

A suitcase is a bag with a
handle used for holding
clothes or other possessions.

127

SENTENCE

| decided to take a
connecting flight. It was a
lot cheaper.

We had a six-hour layover
in Tokyo. It was terrible.

| bought a first class ticket
once. It was great. The
flight attendants served me
wine during the entire
flight, and the food was
fantastic.

What meal options are
there for passengers with
business class tickets?

| always buy economy
class tickets on short
flights and business class
tickets on long flights. |
don't like sitting in a small
seat for long hours.

My suitcase was too
heavy, so | had to pay an
extra fee.



VOCABULARY

luggage (n)

checked
luggage/checked
bags (n)

carry on bags/carry
on luggage (n)

airport tax (n)

check-in counter

(n)

security (n)

arrival (n)

departure (n)

DEFINITION

All the suitcases and bags that
a traveler has with him or her

on a trip is called luggage.

Checked luggage is the

luggage a passenger gives to

the airline before getting on
the plane. These bags are

placed in the cargo section of
the plane and do not travel in
the same section of the plane

as the passengers.

Carry on luggage is the

luggage passengers take on the

plane with them.

A tax paid by passengers for

using an airport.

The check-in counter is where

passengers go to get their
boarding passes and check
their bags.

Security is where passengers
have their possessions checked
before they get on their flight.

An arrival is a flight arriving

at the airport.

A departure is a flight leaving
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SENTENCE

Has an airline ever lost
your luggage? It's
happened to me and it was
very frustrating.

This airline allows each
passenger two free
checked bags. If a
passenger has three
checked bags, there is an
additional charge.

My carry on bag is pretty
small. I think I'll be able to
fit it under the seat.

We need to pay the airport
tax before we go to the
check-in counter.

Why is there such a long
line? They should have
more people working at
the check-in counter.

We have to take our shoes
off when we go through
security.

There were a lot of arrivals
at the same time. As a
result, we had to wait a
long time to get our

luggage.

It took a long time to go
through security because



VOCABULARY

arrival and
departure screen

(n)

on-time (adj)

delayed (adj)

cancelled (adj)

gate (n)

to board (v)

DEFINITION

the airport.

The arrival and departure

screen is a screen which shows

the status of flights. It lists

flights as on-time, delayed, or

cancelled. (The arrival and

departure screen is commonly

called "the screen.")

If your flight leaves at its

scheduled time, the flight is on

time.

If a flight leaves late, the flight

is delayed.

If a flight doesn't leave the
airport at all, the flight is
cancelled.

Gates are where passengers
show their boarding passes
and get on a plane.

To board means to get on a
plane.
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SENTENCE

there were a lot of
departures scheduled at the
same time.

| think our flight might be
delayed. Let's take a look
at the screen and see what
our flight's status is.

| really hope our flight is
on time. The conference is
tomorrow, and | want to
get to the hotel early so |
can get a good night's
sleep.

How long is our flight
delayed? Does the screen
say when the new
departure time is?

They cancelled our flight
because of mechanical
problems. We have to talk
to the airline and find
another flight to Paris.

Our flight leaves from gate
H6. I'll meet you there.

We board at 9:25, so |
don't think we have time to
get something to eat at the
restaurant.



VOCABULARY

aisle seat (n)

window seat (n)

middle seat (n)

flight attendant (n)

pilot (n)

to take off (v)

take off (n)

turbulence (n)

to land (v)

DEFINITION

Aisle seats are the seats next
to the aisle on the plane. The
aisle of the plane is the place
between the rows of seats
where people walk.

A window seat is the seat next
to the window.

A middle seat is the seat
between the aisle seat and the
window seat.

Flight attendants are airline
employees who help the
passengers on a flight.

The person who flies the
plane.

When the plane leaves the
ground, it takes off.

Take off is the time when a
plane begins to fly.

Turbulence is strong wind that
causes an airplane to move
and shake.

When your plane arrives at a
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SENTENCE

| prefer aisle seats because
it is easier to get up and
use the restroom when you
have an aisle seat.

| prefer a window seat
because I like to look out
the window at the scenery.

| booked my flight late and
| had to take a middle seat.

The flight attendant is
going to tell us about the
safety features on this
plane.

The pilot announced that
we need to keep our seat
belts fastened.

We're going to take off in a
few minutes. You need to
turn off your electronic
devices.

| don't mind flying, but I
always get a little nervous
during take off.

We had to keep our seat
belts fastened during most
of the flight because there
was a lot of turbulence.

Our plane landed about 45



VOCABULARY

immigration (n)

Immigration
officer (n)

baggage claim (n)

customs (n)

customs officer (n)

to declare an item

v)

duty-free store (n)

DEFINITION

destination, it lands. To land
means to touch the ground.

The place at an airport where
people who are not citizens or

residents must pass through.

An immigration officer is a
government official who is
responsible for enforcing a
country's immigration law.
Immigration officers make

sure that the people entering a

country are entering legally.

The baggage claim is where

passengers go to collect their

checked luggage.

The place at an airport where
government officials check the
products that are entering the

country.

A customs officer is a
government official who is
responsible for checking the

products entering the country.

To declare an item means to
report the item to customs.

Many airports have duty-free

stores. Passengers can

purchase products at duty-free
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SENTENCE

minutes late.

| almost missed my
connecting flight because
there was a long line at
Immigration.

Many immigration officers
speak two or three
languages. It is important
for them to be able to
communicate well with
travelers.

After we go through
customs, we will go to the
baggage claim to get our

luggage.

| have never had my bags
checked at customs.

Could you please open
your suitcase for the
customs officer?

We bought a lot of things

when we were on vacation.
We declared everything so
we wouldn't get in trouble.

Many travelers take
advantage of the duty-free
store at the airport and



VOCABULARY DEFINITION SENTENCE

stores without paying certain ~ purchase items that

national and local taxes. normally have high taxes.
jet lag (n) Jet lag is tiredness travelers | always get jet lag when |
experience when they travel fly to Hong Kong. The
from one time zone to another. time difference is 12
hours.

Read the dialogues and answer the questions.

1. Where was Dan flying?

2. What was his seat number?

3. What has a conveyor belt?

4. Where can you put small items?
5. What does “gate change”mean?
6. Who is called flight attendant?

7. Make up your own dialogue?

CONVERSATION 1 - AT THE CHECK-IN DESK

Dan is flying from New York to Los Angeles. When he arrives at the airport, he
goes to the check-in desk. Listen to the conversation he has with the agent:

Agent: Good afternoon! Where are you flying to today?

Dan: Los Angeles.

Agent: May | have your passport, please?

Dan: Here you go.

Agent: Are you checking any bags?

Dan: Just this one.

Agent: OK, please place your bag on the scale.

Dan: | have a stopover in Chicago — do | need to pick up my luggage there?
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Agent: No, it’ll go straight through to Los Angeles. Here are your boarding
passes — your flight leaves from gate 15A and it’ll begin boarding at 3:20. Your seat
number is 26E.

Dan: Thanks.

CONVERSATION 2 - GOING THROUGH SECURITY

There are two pieces of equipment in security: you put your bags through
the X-ray machine,and you walk through the metal detector. The X-ray
machine has a conveyor beltthat moves your bags automatically through the
machine. You can put small items like keys or money into plastic bins.

Agent: Please lay your bags flat on the conveyor belt, and use the bins for
small objects.

Dan: Do | need to take my laptop out of the bag?

Agent: Yes, you do. Take off your hat and your shoes, too.

(he walks through the metal detector)

[BEEP BEEP BEEP BEEP]

Agent: Please step back. Do you have anything in your pockets — keys, cell
phone, loose change?

Dan: I don’t think so. Let me try taking off my belt.

Agent: Okay, come on through.

(he goes through the metal detector again)

Agent: You’re all set! Have a nice flight.

The phrase “you’re all set” is a common expression that means “you ’re
finished and everything is OK.”

Phrasal Verbs: SET OFF and GO OFF

When the alarm sounds, we say “the alarm went off.” To describe
what caused the alarm to sound, we say “set off” — for example, “My keys set off the

alarm” or “My keys set off the metal detector.”
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ANNOUNCEMENTS AT THE GATE

Airports are divided into terminals (the major sections of the airport) and each
terminal has many gates. The gate is the door you go through to enter the airplane.
Here are a few announcements you might hear while you are at the gate, waiting for
the plane to board.

« “There has been a gate change.”
(this means the flight will leave from a different gate)

« “United Airlines flight 880 to Miami is now boarding.”
(this means it’s time for passengers to enter the plane)

= “Please have your boarding pass and identification ready for boarding.”

« “We would like to invite our first- and business-class passengers to
board.”

« “We are now inviting passengers with small children and any
passengers requiring special assistance to begin boarding.”

= “We would now like to invite all passengers to board.”
(this means everyone can enter the plane)

= “This is the final boarding call for United Airlines flight 880 to Miami.”
(this means it is the FINAL OPPORTUNITY to enter the plane before they close the
doors)

= “Passenger John Smith, please proceed to the United Airlines desk at
gate 12.”

CONVERSATION 3: ON THE PLANE

The people who work inside the airplane serving food and drinks are
called flight attendants. Both men and women who have this job are called flight
attendants. Listen to this conversation that Dan has with the flight attendant when
dinner is served on the flight.

Flight attendant: Chicken or pasta?

Dan: Sorry?

Flight attendant: Would you like chicken or pasta?

Dan: I’ll have the chicken.
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Flight attendant: Anything to drink?

Dan: What kind of soda do you have?

Flight attendant: Coke, Diet Coke, Sprite, Orange, and Dr. Pepper.
Dan: A Diet Coke, no ice, please.

Flight attendant: Here you go.

Dan: Thanks.
infinitives
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Unreal past
Past tenses do not always refer to past time. In some sentences and with
some verbs or phrases we use a past tense to refer to the present or the future or

to a general situation.These include sentences that contain

Structure Example

a second conditional | I'd buy that top if I had more cash on me.

suppose / what if/

imagine

| know it's probably not going to happen but
suppose/imagine | became a famous super model!
| know it's probably not going to happen but what if |

became a famous super model?

would rather +

you/he/she/we/ they

I'd rather you didn't come with me to the fashion show

tomorrow.

it's (high/about) time

It's (high/about) time that hats came back in fashion.

polite questions

Did you want me to send you our new catalogue when it

comes out?

wish / if only

If only/1 wish | had something to wear tonight.
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1. Don'tyou thinkit'stimeyou.......................oees (tell) Andrea the truth?

2. Whatifwe....................oo (rent) a villa by the sea for the summer?

3. I'd rather people................... (send) me e-mails than.......... (phone) me.

4. SUPPOSE YOU..........c........ (be going to) open a clothes shop. What kind of
clothes would you stock?

5. It'stimeto........ooooeiiiiiiinn.l. (go) now.

6. Ifyou..............oooiiill, (have) a time machine, which era would you

want to go back to?

7. Shelia would come with us if she.............................. (not have to)
work tomorrow.
8. We'dratheryou....................oooveneee. (not lend) Brenda any more money

- she's got to learn not to spend what she doesn't have.

9. It'shightime L., (leave).
10. What if We ......cccooveiiieececce, (get) married? Would that make you
happy?

REQUESTS FOR COOPERATION OR ASSISTANCE
In today's corporate world, few projects of any significant scope are
accomplished without the help of others. The challenge is how to get that help,
especially from people who may not have the time, inclination, or desire to give it.
You'd need, for example, cooperation to set up a meeting, resolve a credit issue, or
extend a deadline.
Format: Typed/ word-processed. Business or personal letterhead.
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Style/Tone/Voice: Depending on the seriousness of subject matter, can be
informal or formal. Active tone or voice.

Structure: (1) Explain who you are (if they don’t know you), (2) State your
request, (3) Give details, (4) State why you’re writing them (i.e., why they were
chosen), (5) Ask for their cooperation, (6) State follow-up steps.

Handy Phrases: Your firm has the reputation, Would you be willing?; I’'m
looking for information; Are you available?; We eagerly await your reply; Would this
be of interest?

Dear Jack:

I have a favor to ask. I’'m putting together a schedule for the factory so that we
can stay on track with production of our new design.

Since you are the most knowledgeable about the new application for the
widgets, I’d love to have our engineers meet with you for about an hour early next
week so that we can review your changes and make a final CAD design.

I know that you’ve got a busy schedule, so if there are any projects we can
handle for you in return, we’d be happy to do so.

I hope you’ll be able to work with us. I’ll call you later this week to see if
you’re available. Thanks so much, Jack.You’ve already given so much to this project
and it’s much appreciated.

Regards, Dave Smeltzer

Tips for Writing Request-for-Cooperation Letters

Avoid a dictatorial tone, even if the reader is required to help you and com-
ply with your request.

Show respect for the reader's position, time, and other responsibilities.

Be clear about what you need and why you feel the reader is the one best
qualified to help you.

Say how you, your organization, the reader, and the reader's organization all
benefit from her cooperation.

Be specific about what happens next. What are you going to do? What do

you want them to do? By when?
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Write your own letter
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GLOSSARY
Part 3
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I'JIOCCAPUM

. Cy3uu Cy3HMHT MabHOCH
o Cy3HMHT
¥Y36ek pyc
UHIJIU3
THUJIHIATH THJIM/IA-
Ne . THJIHAA- .
HKTHCOIUI rd ¥Y30ek THIIHAA Pyc Tuauaa
I TaApKH-
arama Tap:Ku-
Macu
Macu
Axuus — Oy yHUHT
AKIUA — [IeHHas
sracu
Oymara,
AKLUSAJOPIHUK
YIOCTOBEpSIOIIAs
KAMUSATH
ydacTue ee
KaIruTaaura
. BJIQ/IETIbIIA B
Y3UHUHT MabIyM
dhopMUpOBaHUH
XUCCACUHU
. CpeacTB
Axnus Stock Axnus KYILTaHJITH Ba
. aKIHOHEPHOTO
yYHHUHT oiiacuaan
oOmiecTBa U Jaromast
TTUBUICH]T
MPaBO Ha MOJyYCHHE
HIaKiInia gapomas
COOTBETCTBYIO
OJIUII XYKYKHU .
Iei T0JU ero
Oopnurura
MPUOBLIN —
I'YBOXJIUK OepyBUH
JTUBUIICH/IA
KUMMAaTJIH KOFO3
AyK1MoH — cnoco0
AYKIMOH — aJlOXH/1a MPOJIAKH C
XyCycHsITIIapra ara | MyOJUYHBIX TOPrOB,
Oynran IIPU KOTOPOM
TOBapJIapHU COTHILI IpoJiaBacMble
] Aykuu .
AyKIMOH Auction yUyH MyausiH [IEHHOCTH
OH .
YKOWapa Talkui npuodperaroTces
KWJIMHTaH Maxcyc MOKYTIaTeNeM,
KHUM OILIIU CaBJ0 MPEIOKUBIINM 32
Myaccacacu HUX HAUBBICIIYIO
LHEHY
— UKTUCOOUET
HUHT Mebépna aman | bank — puHaHCOBBII
KU YIYH MIOCPEHUK,
3apyp OyiraH myi OCHOBHBIMH
banx Bank banxk Maccacu GyHKIUSIMEI
XapakaTUHU KOTOPOTO SIBJISIETCS
TapTUOra CoJlyBUH MIPUEM BKJIAJIOB U
MOJIHSI-KPEIAT BbIJ1aya CCYJ
Myaccaca
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bupxa—
rocyJ1apCTBEHHas
WM aKIIMOHEPHAs
OopraHusanus,
IIPEIOCTABIISAIO
bupxa — HamyHa 1as OMEILEeHHE,
(€xu cTrangapt)nap onpeieTICHHbIE
acocuJia OMMaBUH | TapaHTHM, pacueTHbIE
Exch TOBapJapHUHT 1 HH(OpMaIIIOHHBIE
Xcha
bupxa nge bupxa MYHTa3aM CaBIO- | YCIYI'H IJIs CHIEJIOK C
COTHK MIJTAPUHH | IICHHBIMH Oymaramu,
YTKa3yBUH TOBAapaMy,
TUXKOpaT II0JIyyarolias 3a 370
Myaccacacu KOMHUCCHOHHBIE OT
C/IETIOK U
HaKJIa/1bIBaIoLIast
OIpe/iesICHHbIE
OrpaHUYEHUS Ha
TOPTOBIIO
MexHat Oupxacu —
UIIYUIap Ba
bupxa tpyna—
TagOoupKOpIIap
. roCy/1apCTBEHHOE
Yypracumarua uIrdu
yupexJieHue,
KY4WHH OJIJH-
BBIMOJIHSIONIEE
MexHat Labor bupxa COTAM OUTUMUHH
byHKIIUU
ouprkacu exchange Tpyaa TY3HIIIa
MIOCPEAHHNKA MEXKITY
BOCHTAUYMJTMKHH
paboTogaTensMu u
amaJira OUIMpyBYH
HAEMHBIMU
Ba UIICHU3JIapHU
. paboTHUKaMHU.
pyiixatra oyB4H
Myaccaca
Bianenne
Myiikka srajuk
COOCTBEHHOCTHIO—
KUJTUTIT —
MIPUHA]JIEKHOCTD
MYTKIOPIHK
MaTEepHATBHBIX U
XYKYKMHUHT YHUHT
. Bnane . JTyXOBHBIX
Mynkka ownership sracu Kynuja .
HUE co0CT LEeHHOCTeN
ATauK of CakJIaHuO TypUIIH
BEHHOCTb oTpesieIeHHbIM
KHJTUTIT property Ba sSIpaTHIITaH
10 . JUIaM, IOPUINYECKOe
MOJIUH
. MIPaBoO Ha TaKyIo
OoIIMKIapHU
. MPUHAJJIEKHOCTD U
V3IamTHPUITHUHT
. SKOHOMMYECKHE
WKTUCOAUNA IIaKIH
OTHOIIEHHS MEXKITY

141



JJFOABMU 110 HOBOI[y
HpI/IHaI[J'Ie)KHOCTI/I,
paszena u nepezena
00BEKTOB
COOCTBEHHOCTH;

BKJIFOYAET MpaBa

BIIQJICHUA,
pacroOpsKEHHUs,
HCIIOJIb30BAHMS
JlaBnart cexropu —
¥3 onnura doina
OJIMIIHYU MAaKCaJ
KWIMO KyliMaraH,
acocaH I'ocynapcTBeHHbII
I'ocy UKTHUCOIUETHN CEeKTOp — 4acTh
HaBnat Govern JapCT TapTHOra CoJMII SKOHOMUKHM CTPaHBI,
CEKTOpH ment sector | BeHHBbII BazudacuHu IIOJIHOCTBIO
CEKTOp amanira KOHTpOJIIpyeMast
OLIMPAUTAH rocyAapCcTBOM
Typiau OIOJIKET
TAlIKWIIOTJIApHU Ba
Myaccacanapy
HUHT MaXMyU
[lyn — ymymnii Jlenbru — cpencraa,
SKBHUBAJICHT KOTOpBIE MOTYT
ITyn Money Jenbru pOJIMHHU IIPUHUMATLCS B
OaxxapyBUU MaxcCyc oIjiaTy 3a Jro0ble
TOBap TOBapbl U YCIyTU
JuBHUIeH] — 4acTh
npUOBLIH
aKIIMOHEPHOT' O
00I1IeCTBA, €KETOTHO
pacmpeneinsemas
JIUBUACHI — akIMsl | MEXAY aKIMOHEpaMu
. [uBn aracu B BUJIE I0XOJa Ha
JluBumens Dividend .
JEH] y3namrupanu IIPUHAIEKALTIE UM

raH JapoMaj Typu

aKIMH B
COOTBETCTBHH C
KOJIMYECTBOM H

BHIIOM aKIIHH,

HAXOIAIINXCI B X

BIIAJIEHUH
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TabOuuii MOHOIIOIHS
— KOPXOHAHUHT
TEXHOJIOTHK
XYCYCHSTIIAPH
cababiu
MaxcyJoTra

EcrectBennas
MOHOTIOJIHS —
0Tpacip, B KOTOPOU
HKOHOMHSI,
00yCIIOBICHHAS
pocToM MacmTaboB
MPOM3BOJICTBA, CTOJIb

EctecTBen | Oyiran TanabHu
. natural BEJIMKA, YTO MPOJYKT
Tabuuit Hast KOHAMPUIII
10. mono MOJKET OBITh
MOHOIIOJIHS MOHOIION | paKoOaT MaBXKyJ .
poly . IPOM3BE/ICH OJIHOM
us OynmaraH .
bupmoii mpu 6oiee
HIapoUTaA
HU3KHUX CPEIHUX
camapaanupok
U3JIEPIKKAX, YeM €CIIU
amasra
ObI ero
OLLIMPHITYBUU
IIPOU3BOJICTBOM
TOBap OO30PUHHUHT
3aHUMAJIUCh HE OJTHA
X0JaTh
¢upma, a HECKOJIBKO
3aKOH IPEATIOKECHUS —
Taknud koHyHU — Ha JII0OOM pBHIHKE, B
HAPXHUHT 10001 MOMEHT
y3rapuny OuiaH | BPEMEHU IIPU MPOUYUX
3akoH TaKIU ABHBIX YCIIOBHSIX
Taxmud The law . ¢ p Y
11. NpEeIokK | ATUIAETraH TOBAp CYIIECTBYET
KOHYHH proposal
CHUS MUKJIOPUHUHT MIOJIOKUTEITHHAS
TYFpH 3aBHUCHMOCTH MEXKTY
OOFJIUKIINKIaT 1 [IEHOW TOBapa u
y3rapuiiu BEJIMYMHOU €ro
TIPEUIOKEHUSI.
3aKoH cnpoca — Ha
Tanab KoHyHU — P
JT000M pBIHKE, B
TOBap HApXHU Ba .
0001 MOMEHT
cOTUO OJMHAIUTaH
BPEMEHH MPHU TIPOIHX
TOBap MUKJIOpHU
. PaBHBIX YCIIOBHSIX
The law of | 3akon y3rapumm
12. |Tanab xkonyHH . CYIIIECTBYET
supply cmpoca Vpracuaa
. OTpHIATeIIbHAS
Oynanuran
. 3aBUCHMOCTH MEXKTY
TeCKapH €K1 .
[IEHOW TOBapa u
Kapama-Kapiim .
BEJIMYMHOH CTIpoca
OOFJIUKJIUK
Ha HEero
3 Wi xaku — UI9u Ba 3apaboTHas
apa
XU3MATYUTIAPHUHT | TJIaTa — JIEHEKHOe
13. N xaxku Wage OorHas P
MEXHATHUHUHT BO3HArpa)x<JieHue 3a
riara

MUKJIOpH, cH(aTh

TPYA; 4acTh

143




Ba YHYMJIOPJIUTHTa
Kapab MUl
MaxXCyJIOTIaH
OJIaJIUTaH
YAYUTHHUHT
nyngary udoaacu

CO3JITaHHOTO TPYJIOM
Osara, Joxozda OT €ro

MPEANPUSATHEM,
YUpEKICHUEM, B

NunuBunyanbHbIN

CTOMMOCTH

IPOJIaXH,
BbIJJaBaeMast
paboOTHUKY

KOTOPOM OH
pabotaer, wim

JpyruM
HaHHUMaATCJIEM

Slkka Tanab — xap
Oup amoxua
UCTEHMOIYHU

CIIpOC — KOJIMYCCTBO

IMMOKYyHaTeJIn XOTAT U

TOBapa, KOTOPOC

KOJIHO, spaTuiral
MaxcyJI0TIapHH
COTHIII 3ca KBOTa

. Namn
Indivi (MacauaH, maxc,
BUTY MOT'YT KYITUTh 110
14. | Slkka tanad dual . omJjia, KOPXOHa, .
QJTbHBIH OTIPE/ICIICHHOM IIeHe
demand (dbupMa)HHHT
crpoc Ha OIPEICIICHHOM
TOBAPHUHT Iy
. PBIHKE B
Typura Oynran .
OTpeIeIICHHBIH
Tanadu.
MOMEHT BpEMECHHU
HHTEeHCUBHOCTD Tpy/a
— BCE YMCTBEHHBIC U
Mexnar
(dbuzndeckue
Wuten WHTCHCUBJIATH —
Mexuat The CIIOCOOHOCTH,
. . CHB MEXHATHHHT
15. UHTEHCHUB intensity KOTOpBIE MOTYT
HOCTh capdranun
JIUTU of labor . HCIIOJB30BaThCS
Tpyna TE3JIUTH EKH
JFOIBMU JITIS
KalaUTUTH
MIPOU3BOJICTBA
TOBApOB U YCIIYT
Kaprens — Kaprens — popma
UIITHPOKYH MOHOIIOJIUH, TIPH
Japy U1uiad KOTOpOH ee
YUKAPUIII YYaCTHUKH, COXPaHSIS
BOCHTAJIapPH Ba TIPOM3BOJICTBEH
Kap MaxcyJIOTJapu  [HYH U KOMMEPUECKYIO
16. Kaprenn Cartel . .
TEIb ra y3 MyJIKHid CaMOCTOSTEITb
ATAJIMTHHU CaK1a0 HOCTb,
JIOTOBAPUBAIOTCS

MeXy cO00M 0
LEHaX, pa3jene
pBIHKA, OOMEHe

acoCuaa aMajira
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OLIMPUIIATUTaH
o6utTa caHoar
TapMOFUAATH OUp
Heda KOpXoHaap

IIaTCHTaMU

YIOIIMAacH
Koukypenmusa —
Pakobat — 6030p P
COIIEPHUYECTBO
CcyObeKTIapu
. MEXTY
UKTHUCOHIA
MIPOU3BOIUTEIISIMU
MaH}aaTIapu
(mponaBuammu) Gar
HUHT
. 3a PBIHKH COBITA C
TYKHAITYBUIaH
Compe  [KonkypeH . EJBIO TIOTYYCHUS
17. PakoGar . nbopat 6yuo,
tition s . 0oJ1ee BBICOKUX
ynap ypracugarua
. JIOXOJIOB, a B 00IIeM
oKopH (oiisa Ba
. CITy4ae MexI
KYTIPOK i y
JTOOBIMHU
HadIMIUKKa 3ra
- 9KOHOMHYECKUMU
JTHIIT
Y YyayH cyOBbeKTamMu 3a
Kypar
JTy4IINe Pe3yabTaThl
Nina6
Konuenrpanus
YUKAPUIITHUHT
. IIPOM3BOJICTBA -
TYIJIAHHUIIHA —
COCPEOTOUYCHHE
. U0 YUKAPUII .
Ninab concentrati [KonmeHTp OoJbIIeH YacTu
BOCHTAJIAPH, UIITYU
YUKApUII on of anys 0TpacIeBOro
18. Ky4H Xamjaa
HUHT produc IPOU3BO BBIITyCKa Ha
. i MaxCyJIoT UILI1a0
TYTUTAHUTITH tion JICTBA HECKOJIBKUX
YUKAPUIII
. KPYITHBIX
XOKMUHHHT HHPHUK
MIPEATPUATHSIX
KOpXOHamnap/a
. oTpaciu
TYTUTAHUTITH
. Konuepn —
KonuepH — pacmuit
o0beTMHEHNE
KUXATIAH
. MIPOMBIIIJICHHBIX,
MYyCTaKuJI OYJraH,
. TOPTOBBIX U MPOYUX
KYTI TApMOKJTH .
MpeIpUATHIA
KOpXOHaJap
( pa3IMYHBIX
caHoar, caBJIo, .
19. Konuepn Concern | Konuepx oTpacieii, 6aHKOB,

TPAHCIIOPT Ba OaHK
Kabu Typiu coxa
KOpXOHAaJIapH)
HUHT MXMYWHU
V3 H4Uura OJyBUH
Ouprarma

CTPaxOBBIX
KOMIIaHUHN U JPYTruX
¢$uHaHCOBO-
KPEIUTHBIX
YUpEKIACHUN,
HaXOJIALIUXCS 10]T
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eMHBIM
(uHAHCOBBIM
KOHTpPOJIEM
Nupux
MmamuHanamrad | KpynHoe mamunHoOe
Nupux Large-scale Kpynnoe | unuiab uukapuu — IIPOU3BOJICTBO —
20. MaIIMHAaJAIIT machine MalIMHHOE| MEXHAT TAKCUMOTHU | TIPOIECC CO3TaHUs
aH uwiad ducti Ipou3- | XamJla MallliHaIM | SKOHOMHUYECKHX OJiar
YUKAPUIL produiction BOJZICTBO MexHarra C TIOMOIIIBIO
acocjaHraH TEXHOJIOTUHI
KooTieparusi.
Mamnydaktypa —
MeXHat Manydaxrypa -
TaKCUMOTHTa MPOLIECC CO3/IaHuUs
21 Manydak- Manufac- | Many- acoCJIaHTraH, JIGKUH | 5KOHOMUYECKHX OJiar
' Typa tory daktypa MaIIlHA Xallu C TIOMOIIIBIO
MaBXKyJl Oyamaran pacrpeeneHus
[IAPOUTIATH Tpyaa
KooTeparus
JKaxon 6030pu
HapXu — MyaisiH
TOBapHU UILTA0
YUKapUILTa
capduanran
OaliHaJIMUHAI MupoBbI€ 1IEHBI —
XapaxxaTliapHH, JIEHE)KHOE
TOBapHUHT 3KaXOH BBIpaXCHHE
Kaxon
29, Gosop world Mupo- CTaH/apTh MHTEPHAIMOHAb-
prices  [BbIe IEHBI Tanmadura Moc HOM CTOMMOCTH
HapXJapu
KEJTUIII peanu3yeMbIX Ha
Japa)kKacuHH Ba MHUPOBOM PBIHKE
XaJKapo TOBapoOB
6030pnaaru Tanabd
Ba TaKJIH(]
HUCOATUHU
XHucoOra onajguran
Hapx
Monononus — Monomnomnus - 1.
MOHOIIOJI FOKOPH HckmountensHoe
93 Mosoro Mono Mowuo- HapXJapHU MPaBO MPOU3BOJICTBA,
' st poly MOJIUU YpHATUII XaMa | TOPTOBJIH, TPOMBICTA
MOHOIIOJI FOKOPH U T.IL.,
dboiina omurn MpUHAJJIeKAIIee
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Makcaauaa
TapMOKJIap,
0030pJap Ba SXJIUT
MaKpOUKTHUCO

JIUET YCTUIaH
XYKMPOHJIUKHU
amaJira olmMpyBYH
WHPHUK KOpXOHAaiap
(pupma,
KOpIopaius
JIap )HUHT

Oupammanapu

OJTHOMY JIHIY,
ONPENEIECHHOM
rpyume JuL Wi
rocyaapcTBy. 2.
PwiHOK, HA KOTOpOM
BBICTYIIACT JINIIb
OJIVH NPOAaBeLl
TOBapa, yCIyru Win
pecypca

MoHONOMUCTUK
pakooart —
TapMOKJIard
uniad YuKapyBUYH
€K COTYBUMIIAP
COHH KyT Xamja
ynap ypracuaa
MabJIyM Jlapakaja
pakobat MaBXKy/I
OynraH, OUPOK xap

MoHormonucTHIecKas
KOHKYPEH
LHS — TUI PbIHKA
HECOBEPILIEHHOMN
KOHKYPEHUWH, HA
KOTOPOM MHOT'O
MPOJABLIOB, HO

MoHo- oup uniabd Ka)XXJbI U3 HUX
Monopo- .
. TIOJTUC YUKApyBUU EKH npeziaraeT
MomnomnoJuc- lis .
24, . . | Tuyec- COTYBYH y3 TOBap | IuddepeHpoBan-
TUK pakobar |tic competi . .
i Kasi KOHKY | €KUM XM3MaTWHUHT | HBIH TOBap, a 3HAYMT,
1on
peHnus IOXHUa, Maxcyc MOJKET MEHSTH €r0
XYCYyCHUSITIIApH [IEHY, UCTIOJIB3YS
MaBXYIJTUTH OTJIMYUE CBOETO
cabalnu ylIapHUHT | ToOBapa OT MPOUYUX
HapXxu Ba UILIa0 TOBAapoOB,
YUKAPHUIIIT YIIOBIIETBOPSIIO
XKMUHH [IUX OAHOTHITHYIO
Oenruiamuara noTpeOHOCTh
MabJIyM Japakaaa
XYKMPOHJIUK
X0JIaTh
MoHnoriconust — MOHOTICOHHS — THUTT
TapMOK/Iar pBIHKA
Momnornco- Mononco | umad yuKapyBuu HECOBEPIICHHOU
25. Monopsony .
HUS HUS €K1 COTyBYHIIAP

COHM XyZa KyI
0ynu0, ynap ToBap

KOHKYPEHIIUH, Ha
KOTOpPOM CYIIECTBYET
TOJILKO OJUH
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€K1 Xu3MaTIIapu MOKYTaTeh
HHHT SITOHA
HCTEHMOJIUHNCH EKHU
XapUI0pU MaBXKY/I
Oynran
[IAPOUTIATH
SKKaXyKMPOHJIUK
XO0JaTH—
MaxcyJoTJIap
U120
YUKAPYBYMHUHT ¥3
. MIPOLIECC CO3/IaHus
Harypan natural Harypanb AXTUEKITAPUHU
SKOHOMMYECKUX OJjar
26. unurad produc  [Hoe mpOM3 | KOHAMPHII, HUKH
) . JUISL COOCTBEHHOTO
YUKAPHUIIT tion BOJICTBO XY KaIuK
. HCIIOJIb30BaHMS
AXTUEKIIAPH YIYH
MYJDKaJularad
U0 YUKAPUIII—
OOnuramus — LeHHas
Oymara,
YHHHT 3Tacu OTpaKaroIas
JKaMUSTra Kaig OTHOIICHHUSI 10 3aiMy
KWIMHTaH (Hous U JaIoIas e
OJIMIII IIIAPTH JIep>KaTelnto
27. OO0suranus Bond Oo0suramus
OuaH myn (B1azenplily) 10X0/1 B
KYHUTaHJIUTHHA BHJIC
TaCIMKJIOBYU (UKCHUPOBaAHHOTO
KUMMATIIH KOFO3— MPOLIEHTA OT €€
HapULATEIbHON
CTOUMOCTH
OOMeH —
KAMHUST
SKOHOMUYECKAs
ab30JIAPHHUHT
N oreparus mo
UKTUCOUN
nepegave ToBapa
Ex daonusT Typiapu
. . OJTHUM
28. |AiinpOommniamt Ob6men €Ku unuiab
change SKOHOMHYCCKUM
YUKAPHIIT 5
CyOBEKTOM JIPYTOM
HaTWXKaJIapH Y PYTOMY
oo . C TIONTy4YeHUEM
Oyitnaa y3apo
. B3aMEH JICHET WU
AIIMaIyB JKapacHH
JPyTroro ToBapa
06 — YHYMJIH OO6OpOTHBIN KanuTam -
. OpoT-
29 Alinanma Wor . KalUTaTHUHT OUp KaIluTal,
. . . HBIH . .
kanutan  |King capital JIOMpaBUN YYaCTBYIOIIHUH U
KanmuTasl .
afiJIaHMIII MOJTHOCTBIO
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IaBOMHIArd pacxomyeMblii B
unuiad YuKapui TE€YEHHE OJTHOTO
JKapaéHuIa TYJIUK MPOU3BOJCTBEH
HCTEBMOII HOI'O ITUKJIa
KUJIMHAJIATaH, V3
KHUMaTHUHHA
SIpATUIITaH
MaxcCyJI0TTa TYJIHK
YyTKa3aaurad Ba
améBuit-0yrom
MIAKJIMHU XaM
WYKOTaAUTraH
KUCMH
Oouiect-
] — UIU1a0 YUKAPHUII
. Socio — BEHHO-
WoxTtumounii- ycynu Ouian
. econo 9KOHO Kommnexc MmeTonoB
30. UKTUCOIUN ) JKaMUAT
o mic forma |mMudeckas MIPOU3BOJICTBA
opMaIus . YCTKypMacu
tion dbopma
MaXXMyHu
s
M Proper OO0bek  |— Mmynkka aiinanran | Bujsl 6iar kotopbie
YK .
31. . ThI COOCT Oapua OOUITUK IIPEBPATHIINCH B
o0BeKTIapu ties
BEHHOCTH Typiapu COOCTBEHHOCTD
OnUromoms — TUII
PBIHKA
— TapMOKJIaru oup HECOBEPIICHHOU
HeYa WHPUK UILIad KOHKYpPEHIIUH, Ha
YUKaApPYBUYH EKU KOTOPOM
COTYBYMHHHT Hapx JTOMHHHUPYIOT
Oligo Omnuro- Ba U140 HECKOJIbKO KPYITHBIX
32. | Onurononus B
poly MOJINS YUKAPHIII IPOU3BOIUTENEH
XaKMUHU (mponaB1IOB) TOBapa,
Oenaruanigaru KOTOpBIE CBOUMU
XYKMPOHJIUK JNEHUCTBUSMH MOTYT
XO0JaTH OKa3aThb BIUSIHUE Ha
PBIHOYHYIO TIEHY
TOBapa
— YHYMJIH OCHOBHOM KamuTail -
KallMTaJIHUHT COBOKYITHOCTb
. OcHoB- HILTA0 YUKAPHUII CpEICTB TpyIa
Acocwuii Main B P P PyAa,
33. . HOMW Kanu- (xu3mar (YHKIIMOHUPYIO
KaruTa capital .
Tal KypcaTuii) ux B cdepe
xapaéHuaa oup MIPOU3BOJICTBA B
KaTop J10MpaBUI Heu3MeHHOU
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alaHUIILIap
JTaBOMU/IA
KaTHaIIuo,
Y3UHHUHT
KHUMaTHUHHA
Tai€piiaHaéTran
MaxcyJnoTra
(xu3marra) 6ynuo-
O0ynuob yTKazub
Oopanuras Ba
XH3MaT MyJ1aT!
JABOMU/JIA Y3UHUHT
améBuit-0yrom
HIaKJTUHA
y3raptTupmanau

raH KUCMH

HaTypaJbHOU opMme
B TCUCHHUEC MHOTUX
IIUKJIOB
MMPOU3BOJACTBA U
MIEPEHOCSIINX CBOIO
CTOMMOCTH Ha BHOBb
CO3JJaHHBIN NPOIYKT
I10 4acTsM, 110 Mepe

HU3HalllUBaHUA

— MYJIKKA 3TaJIK
KWJIHI, YHJIQH
¢oiinananuil, yHu

OTHOUICHUS MEXKTY

OtHo-
Mynk4auiauk | property Y3mamTupu Ba SKOHOMHUYECKUMHU
. HICHUS
34. MyHOcabar- relati 5 Tacappy} T cyOBbeKTamu,
coOcT- .
J1apu ons JKapacHua BBITCKAIOIINC U3
BEHHOCTH
BYXKyJra npaB Ha OOBEKTHI
KeJIaauran
MyHOcabatTap
ITonesnocTe—
— TOBapHUHT CTEIEeHb
KUIITUIAPHUHT YJIOBJIETBOPEHUS OT
H OupoH-Oup notpebyieHus ToBapa
- oJe3 .
35. Hagnmnuk Utility Hapcara OynraH WM YCIIyTH,
HOCTh .
IXTUEKUHI pasznuyaroT 00IIyIO
KOHJIUpUIIT (COBOKYINHYIO) U
Ja€KaTh MPEAECTBHYO
MOJIE3HOCTh
— MOJI-MYJIKHUHT
UKTUCOIUN
daonusaTaa
[Tonw30- N
Mynknan UIUIATHINALT KU Hcnonb3oBanus
. The use of | Banwme ..
36. doitnana MOKTUMOUH XaéTna COOCTBEHHOCTH B
property | coocTBeH .
HUII KYJUTaHUJIHIIH, HKOHOMUKE
HOCTBIO

S'/BHH YHUHT HaJIn
KUXATIAPUHUHT
OeBocHUTA
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HUCTCHBMOJI

KHWJINHUIIN

37.

Hcrepmon

Consump-
tion

[ToTpe6-

JICHUC

— 3XTUEKITIAPHHA
KOHIUPUILI
Makcaauaa

MaxcyJioT Ba

XU3MATIAPHUHT

WIJIATAIALLIA

)KapaéHu

[ToTpebnenue —
UCTIOJIb30BaHUE,
ynotpeoieHue,
MpuUMeHeHue OJar B
EIsX
yIIOBIICTBOPCHUS
noTpeOHOCTEH
pa3uyarT
IIPOM3BOJICTBEH
HOE MOoTpeOIIeHnE
pacxoJioBaHue,
UCTIOJIb30BaHUE
pecypcoB B mporiecce
MIPOU3BOJICTBA, U
HENPOU3BOJICTBEHHOE
, KOHEYHOE
norpebieHue oar
JIOJIbMH,
HaCEJICHUEM JIJIs
yIOBJICTBOPECHHUS
OOLIECTBEHHBIX U
JTUYHBIX

notpeOHOCTEH

38.

DXTUEK

Need

[ToTpeo-

HOCTbB

— UHCOHHUHT
SIIaIY Ba KaMOJl
TONHUIIN, YMyMaH
WHCOHUSTHUHT
PUBOXKIIAHHUILIN
yUYyH Kepak Oynran
Xaétuu
BOCHTANapra

Oynran 3apypar

[ToTpebHOCTH - BCe
busnueckue,
COIIMANIbHBIE U
JyXOBHBIE

YEIIOBEUCCKHE
qYBCTBA HYKIbI
(nexBatku). B
AKOHOMHUYECKOU

TEOpUU
paccMaTpuBaIOTCS
MOTPeOHOCTH,
SIBIISTFOTIIACCST
MO0y IUTETHHBIM
MOTHBOM
SKOHOMHUYECKOU
JIESITEIIBHOCTH, TO

€CTh

KOHKPETU3UPOBAHHBI
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€ JKeJIaHus,
YIIOBIIETBOPSIEMBIE C
MTOMOIIIBIO TOBAPOB
WM YCIIyT
— MaxCyJIOTHUHT
IIpenenbHbie
HaBOargaru
. U3JICPAKKH - IPUPOCT
. ] [Ipenens- KYyIIuM4a
Kyumnran | marginal U3JIePIKEK
39. HBIE OMPIUTHHY UIILIIa0
XapaxatJiap costs IIPOU3BOJICTBA
U3JIEPKKHU YUKapHILTa .
JIOTIOJTHUTEIHHON
KWJIMHAUTaH
€IMHHUIIBI TIPOTYKTa
xapaxariap
— MabJIyM BaKT
opaluruaaru
HApXJIAPHUHT [Ipennoxenue -
MyalsiH KOJIMYECTBO TOBapa,
Japaxkacuaa KOTOPOE MPOIaBIIbI
UIuad YuKapyBun XOTAT U MOT'YT
[Tpenio- €KU COTYBYHIIAP npojaTh Ha
40. Taxmud Sentence
KEHHE TOMOHHUJIAH oTpeeIEHHOM
MabJIyM TypJaru PBIHKE T10
TOBap Ba OTIpe/ICNIEHHOM 1IeHe
XU3MaTJIApPHUHT B OTIpe/IeNICHHBIH
6030pra MOMEHT BPEMEHH
YUKapUITaH
MUKJIOpU
[TpuBaTu3anus —
— MYJIKKA dTaJIiK
nepexo Mmpasa
KHUTATIT
. A BIIQJICHUS Ha
Xycycuit Privatiza- | Ilpusa- XYKYKUHUHT
41. . rocyapCTBEHHYIO
T THPUTI tion TU3AIUS JTaBJIaTAaH
. COOCTBEHHOCTH OT
XycycHii Ba Oo1ka
. rocyzapcTBa K
mraxciapra YTHIITN
YACTHBIM JIUIIaM
[IpousBoaurenn
HOCTb TpyAa —
HoKa3areib
. — UIIIYU KyYUHUHT 3¢ EeKTUBHOCTH
pous
BaKT OUPIUTH WCIIOJIb30BaHUS
MexHar Produc [BoguTenn- .
42. .. MoOaitHuIa pecypcoB TpyJa.
yHympopiuru|  tivity HOCTb
MaxCyJoT SPaTHII Wzmepsiercs
Tpyna
KOOWIHATH KOJIMYECTBOM
MIPOIYKIINH B
HATypaJIbHOM WU
JICHEKHOM
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BBIPKEHUH,
MIPOU3BEICHHBIM
OJTHUM PaOOTHUKOM
3a OTIpeIeIeHHOE
BpeMsl
[IpousBoauTenn
HOCTb TPYAA -
oKa3aTelb
s dexTuBHOCTH
— MabJIyM BaKT
UCIIOJIb30BaHUS
JTaBOMUIA UIILIa0
pecypcoB Tpyna.
YUKApWITaH
[Tpowus- N3mepsercs
Mexnat MaxcCyJoT
Produc  [Boaurens- . KOJIMYECTBOM
43. YHYMIIOP .. MUKIOPHU EKU
tivity HOCTB IIPOAYKLMH B
JIUTH MaxcyJoT
Tpyaa HATypaJIbHOM WU
y OMPJIUTHHYU UIILTA0 P
JICHEKHOM
YUKAPUII YIYH
BBIPAKCHHH,
KETraH BaKT
MIPOU3BEICHHBIM
OJIHUM PaOOTHUKOM
3a OTpeIeIeHHOE
BpeMs
— KUIIWIAK
KAMUSTUHUHT
MaBXyJl OYIuIn
IIpousBoacTBo —
Nmnad Produc [Tpous- Ba PUBOXKJIAHUIIIH
44, . . MpOLECC CO3AaHUS
YUKAPHII tion BOJACTBO | y4yH 3apyp Oynran
o SKOHOMHUYECKHUX OJar
xalTHii
HEbMATIAPHU
SpATHUIL KapaCHU
— OUp XWUJI ULIHU
€KM XU3MaT
Ot Simple | ITpocras Baszu(acuHu OOpryHas popma
T
45, coopera Koo1e- OaxxapyBuu COTPYAHHUKOB C
KOOTIepanus . .
tion parus XOJUMIIAPHUHT HT OJTHOM 11eJTI0
OJITUH IIaKIuIaru
yIOIIMAacH
—u OepyBun Ba | [Ipodcoro3— rpymmna
umira EnaHyBYu HAEMHOTO
Vpracunaru nepcoHasa
Kaca0a . [Tpoo- ’
46. Trade union MEXHaT 00BEIMHUBIIIASCS B
YIOIIIMAaCH COI03
MyHOcabatna OpTaHM3AIHIO IS
PUHUHT 3aIUTHI CBOUX
HIaKJIAHUTIIH, UHTEPECOB U
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amaira YIy4IIEHUS] CBOETO
O PHIIUIIIH Ba MOJIOKCHUS
TapTudra
COJIMHUIIN]IA
uIra
étanyBUMIap
HUHT
MaH(paaTIapuHHI
XUMOSI KHITyBUU
xKamoar
TaIIKUIOTH
— MYJIKHHU JaBjiat
Xucobuaan [Ipouecc n3menenus
Jasnat Privati Pasrocy- | uukapunuO, 60mika | TrocyaapCTBEHHOM
1vatl
47. Tacappydu- Jation JapCTBIIC- HOJIaBNIaT MYJIK dhopmbl
JIaH YUKAPUIIT HUE MIAKJUTAPUHUHT COOCTBEHHOCTH Ha
BYXKyJra apyrue Gopmbl
KETTUPUITHAIIN
Pacno- — MOJI-MYJIK
Mynkau . CamMocTosATEIbHO
Disposal of | psukenue TaKIUPUHU
48. Tacappyd pemark cys0y
property | cobctBen MYCTaKHJI Xall
ATUII COOCTBEHHOCTHU
HOCTBIO KUJTUIII
Pacnpenenenue —
paszzenenue
— UIUIa0 YUKAPHUIIT
MIPOU3BEICHHOTO
OMUJIIAPH Ba
HKOHOMHUYECKOTO
YHHHT
MPOJYKTa, J0X0/1a,
HaTWKAJIAPHHA
L. . npuObLIN Ha
Distribu | Pacmipe- HUKTHCOIUET
49. TaxkcuMoT ] OTJIeNBLHBIC YaCTH,
tion JCIICHMEC |HUHT TypJIM KHCM Ba
UMEIOIIUE aJJpecHOe
cyOBeKTIapu
. Ha3Ha4YeHHE,
Yypracuna
npeJHa3sHauYeHHOe
TaKCUMJIAII
. JUTSI TIepeiauul B
xKapa€Hu
oT/IeNbHbBIE (POHIBI,
OT/IeTIbHBIM JIHIIAM
— HOMUHaJ Uil Xaku | PeanpHas 3apaboTHas
CyMMacura coTud | miara— KOIUYECTBO
OJIUII MyMKUH TOBApOB U YCII
PeanbHas & Y P B y6 yr,v
ViraH ToBapiap KOTOpPBI paboumii
50. |Pean um xaku |Real wages | 3apabor-
Ba XH3MaTJIap MOJKET KyIHUTh Ha
Has IJiara )
MUKJIOpH EKH CBOIO JICHEXKHYIO
HOMMHAJ U 3apaboOTHYIO IJIATY;
XaKUHUHT COTHO MOKYyTaTeIbHas
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OJIMII JTaéKaTH CIIOCOOHOCTh
3apabOTHOM MIaThI
— WIuIad
YUKapyBYHIIAp Ba
HUCTEBMOITUHIIAP PoiHoK —
(coryBumiap Ba 0011IeCTBEHHOE
xapujaopJap) YCTPOKCTBO,
ypracuaa myn obecneunBaroiee
51. Bozop Market PrrHOK .
OpKaIu B3aMMOJICHCTBUE
anmpOoLIan MOTCHITUATBHBIX
)apaéHuaa MIPOJIaBIIOB M
Oynmaguran MOKYyIaTesen
MyHocabatap
WUFUHIUCH
PeI1HOYHASI 5KOHOMHUKA
— DKOHOMHUYECKas
— TOBap MILIa0
CUCTEMA, B OCHOBE
YUKAPHIII, .
. KOTOPOH JIeKaT
antupOomuIan Ba
JacTHas
yJ1 MyoMaJtacu
Market COOCTBEHHOCTH Ha
bo3op ukruco PeiHOYHAs | KOHYH-KOMAAIApU
52. . econo cpencTBa
JTUETH SKOHOMHKA| acoCHa TAIKHII
my MIPOM3BOJICTBA U
STUJIAJMIaH Ba
JEIEHTPATM30BaHHbI
OolKapuIaIn .
N i cnoco0
raH UKTHCOIUI
KOOPIMHAIINH
TH3UM .
AKOHOMHUYECKOU
JIeATETLHOCTH
KOJIMYECTBO TOBapa,
— Oup KaH4a .
. KOTOPBIH MOKyMaTean
(KYTIUMITHK)
XOTAT U MOTYT
HUCTSHMOTUMIAPHU
. KYIHUTb 110
market  |PbIHOUYHBINM| HT mIy Typaaru .
53. |bozop Tanabu N ONpe/IeTICHHOM 1IeHe
demand crpoc TOBap EKu
. Ha OIpeIeJICHHOM
Xu3Marra oynraH
PBIHKE B
Tanabnapu N
. oTpeieIeHHBIH
HUFUHIUCH
MOMEHT BPEMEHH
— UIad YuKapHIl CHHIHMKAT — BUJT
BOCHUTAJIapHra MOHOTIOJINH,
svndi MYJTKYUITAK MIPEICTaBIISFOIIHIA
ynai .
54, Cunaukar cate CHuHauKaT Oupnamma o001 00BeIUHEHNE
WIITHPOKYHIIA peIpUHIMATE
PUHHUHT y3uia eii, koTopoe OepeT Ha
cakJaHuO KoJraHu | ceds OCyIIeCTBICHHE
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X0J4a, UIiad
YUKApUIITaH
MaxCyJIOTHU

COTHII MaxCyc

TAIIKWI 3THITaH

SITOHA CaBJ0

TAIIKWIOTH OPKAIH

BCEU KOMMEPUYECKOU
JEeSATEIbHOCTH IIpU
COXpPaHECHHUH
IIPOU3BOJICTBEH
HOW U FOPUIUYECKOU
CaMOCTOSITEIIBHOCTH
BXOJSIIMX B HETO

amaira HNpEANPUATUI
OLIMPUITYBYH, OUp
TypJiar MaxcyJioT
uiiad YuKapyBUH
Oup Heya
KOpXOHaJap
HUHT OupJanmacu
— Xaétumt
HEbMaTIAPHH
uiiad YuKapuil, OTtHOMICHUS
. TaKCUMJIAIIL, BO3HHKAIOIINE TIPU
. Socio- Coruaib- .
WNxtumonii- antupOomuIan Ba npoiiecce
. econo HO-KOHO
95. UKTUCOAMM . . UCTEBbMOJ KUJINII MIPOU3BO/ICTBO,
mic relati | muueckue .
MyHOcabaTap *Kapa€Hua pacrpeneneHuu u
ons OTHOIICHUS .
KUIIWIap ypracuaa noTpedIeHun
BYXKyJra KU3HEHHBIX OJar
KeJIaauran
MyHOcabatTap
— UIIad YuKapyBun
Ky4Jap Ba MIIUIA0
Nitab Mode of | Crocob
YUKapUII [Tponecc coznanus
56 YUKAPUIII produc IPOM3-
. MyHoOcabaTiapu | SKOHOMHYECKHX Ojar
yCylu tion BOJICTBA
OMPJIUTH XaM/ia
y¥3apo TabCHUPH.
— IyJ1 OusaH
TabMHUHJIAHTaH,
. Cnpoc — KOJUYECTBO
TYJI0Bra KoJup
. TOBapa, KOTOpoe
IXTUEK; MABIYM
MOKYTATEIN XOTAT
BaKT OpaJUFU/Ia,
MOTYT KYITUTH TIO
HapXJIApHUHT .
57. Tamab Demand Cnpoc OTIpeIeTICHHOM TIeHE
MaBXKY/
Ha OTPeICTICHHOM
Japaxxacuaa
PBIHKE B
UCTEBMOTUMIIAP- .
OTIpeIeIeHHBIN

HUHT TOBAap Ba
XH3MaTap MabJIyM
TypJIapUHU COTUO

MOMCHT BPEMCHU
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OJIUILTA KOAUP
Oynran 3XTUEKH
— MYJIK OOBEKTHHHU
V3IIalTUpHUILIA
CyOBEeKTHI KaTHAIIyBYU Y4acTHHUKH MIPH
Mynk Proper ty .
58. . coOCcTBeH Jap, MYJIKAA M3MEHEHUHU 00EKTa
cyobektiaapu | Subjects
-HOCTH MyHOca0atiap COOCTBEHHOCTH
UIITHPOKYH
Japu
— WIITYH Ba
XU3MaTYrIap
HUHT I XaK:
JapakacuHu
TapMOKJIap Ba
MamJiakaT
Tapu¢ — cucrema
MHUHTaKacu
. CTaBOK,
Oyiinya, ynap
. Tapud- OmpeeNstomas
Tapud tariff HYH/a 5ca UIIad
59. Hast pasMep IiaTh 3a
TU3UMU system YHKAPUIII TypJIapH,
cucrema PO3HHUYHBIE YCITYTH;
TypJid Toudaaaru
crcTeMa CTaBOK
XOAUMIIap
OIJIaTHI TPY/A
MaJlaKacu Ba
MEXHAT
HIapOUTIIApUTa
Kapab TapTtudra
conul TypyBUH
MebEpIIap MakKMyHu
— MexHar
BOCHTaIapu
P, Komrueke
Techno | TexHoso- MaTepuaniap,
Ninad . . OpraHu3aIu
logical THYECKUH TEXHOJIOTHS,
YUKAPUIITHAHT MIPOM3BOJICTBA
60. mode of | cmocob DHEprus,
TEXHOJIOTUK TPYAOBBIX PECYPCOB,
produc pou3- ax6opoTiiap Ba
yeynu . TEXHOJIOTUH, SHEPTUU
tion BOJICTBA | MIILTA0 YNKAPHIITHH
1 uHbopMaluu
TaIIKHJI STHUIII
MakKMyH
ToBap — mo60it
— oupop-6up
IPOAYKT
Ha(IWIMK Ba POLYE
. IIPOM3BOJICTBEHH-
KHiiMaTTa ora, .
61. Tosap Product Tosap . HKOHOMUYECKOU
ailtupOomwian yuyyH
JeSITeTbHOCTH B
sSIpaTUIITaH
MaTepHalIbHO-
MaxCyJoT .
BEIIIECTBEHHOH U

157




uzaeagbHoON Gopme,
SIBJISTIOILIUACST
00BEKTOM KYIUIH-
MPOJIAKH
— MaxCyJIOTJIapHU
¥3 HCTEBMOJIN
Y4yH dMac, OaKku
. 0030pa COTHII
Commodity |Tosaproe | _ ’
Togap uniad aitupOoIliam yyyH | MPOLECC CO3IaHus
62. produc pOu3-
YUKAPUIL . Ba OOLIKAJTApHUHT | SKOHOMHUYECKHX OJiar
tion BOJICTBO .
AXTUEKUHU
KOHAMPUIII
Makcajuaa uiuiao
YUKAPUII
ToBapHBbIl 3HAK,
TOpProBasi MapKa —
— MyaisiH 3aperucTpupoBaHHAs
OenruiiaHran B COOTBETCTBYIOIIIEM
BaKT/la Ba JKoiaa roCy/1apCTBEHHOM
YTKa3UITyBUU YUPEKICHUU
Xam/ia YTKa3uIuIl o0o3HaYeHue,
CaBjo . Toprosas .
63. trade fair KapaéHuaa IPOCTaBIsEMOE Ha
sIpMapKacu spMapka
VITYP3KH CaBJIO TOBape WJIH €ro
outumiapu YIIaKOBKE U
TY3WJIYBYU TOBAp CITyaree Js
HaMyHajIapu WHAUBUAYaIN3aIHH
Kypramacu OJIHOPOJHBIX
TOBapOB U HX
IPOU3BOUTENEH
Tpect — Bun
MOHOIIOJIUH,
— UNUIa0 YUKAPHUIIT .
MIPEICTaBIISIOIIHIA
BOCHTAJIapH Ba .
. co00i1 00BeIUHEHNE
Taiép MaxcysoTra
pearnpruHIMATe
OupraaukIaru .
. Jiei, KoTopoe
MYJIKHIA STaTUKHA
XapaKTepu3yercs
64. Tpecr Trust Tpecr TabMUHJIOBYH PaKTEpIY
TEM, UYTO BXOJSIIUE B
umuiab
HEro MpeanpUsITUS
YUKapyBUHIIAP
TEPSIFOT CBOIO
HUHT FOPUIUK TIaXC
. MIPOU3BOJICTBEHHYIO,
KYpUHHIIHIATA
KOMMEPUYECKYIO U
OupJammacu
IOPUANYECKYIO
CaMOCTOSITEINb
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HOCTh U TTOTYUHSIOTCS
eAMHOMY
YIIPaBICHUIO
— peait 6030p
UKTUCOINETH
mrapoutusa Topap | llena — nenexHoe
Ba XM3MaTJIAPHUHT BBIpaXCHHE
65. Hapx Price Ilena WKTUMOUH CTOMMOCTH TOBapa,
KUiMaTu Ba MoKa3arenb ee
MOKTUMOUHN BEJIMYUHBI
Ha(IUITUTUHAHT
nyngard udoaacu
Uxtncomuér —
MYJTKYUITUKHUHT
TypJIH LIaKJUIapura
acocJIaHraH
XYKaIuKIap
JIaH, XYKaauKiap
apo, JaBiaTiapapo DKOHOMHKA —
Oupiammanap, 0011IeCTBEHHOE
KOopropamusiap, XO03SICTBO,
KOHIIEPHJIap, MpeJICTaBIISIONIee
" DKOHOMHU-
66. | Uxrucomuér | Economy KyIma cO000U €IUHCTBO
K KOpXOHasap, MPOU3BO/ICTBA,
MoJusl Ba OaHK pacmpezeneHus,
TU3UMIIAPUJIaH, oOMeHa u
JaBiatiaap noTpedIeHus
Vpracugaru Typiu
UKTUCOIUN
MyHoOcabatiaapaaH
nbopar yra
Mypakkao
WXTUMOUHN TU3UM
MaBXYyJl UKTUCOIUN DKOHOMHUYECKast
MyHOcabatiap cucTema —
Ma)XMyaCHHUHT COBOKYITHOCTb
UKTHUCOIUETHU 3aKOHOB,
DKOHOMH-
Hkruconwmii Econo TaITKUIT KUJTAIIT WHCTUTYTOB, BUJIOB
67. . qyeckas
THU3UM mic system [IaKJUIAPH, YeI0BEYECKOU
cucrema |
XY IKATHK JESITENIbHOCTH U
MEXaHU3MH Ba LIEHHOCTEH, ee
UKTHUCOIUIA OTIpeCTISAIONINX, U
Myaccacanap MOTHUBHUPYIOIIHX
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omian
Oupramukaaru

TU3HUMHU

(baxTopoB, Jexamias
B OCHOBE IS
HPUHSTUS
HKOHOMHYECKUX
peLieHui.
Paznuuyaror
CJICAYIOIINE THITBI
HKOHOMHYECKUX
CHCTEM:
TpaaUIOHHAS,
KOMaH (Hasl,
pBIHOYHAS U
CMeIIaHHas

OKOHOMUKH

A ToBap 6yiinua

B IIPOHU3BOACTBEC

MabJlyM TOoBapa A - Halnu4ue
MaMJIAaKaTHUHT y OIIpEACIICHHON
AGcomoT-
Abso yui0y TOBapHU CTpaHBbI
Mytnak HOE .
68. lute advan uIuiad YuKapuinaa BO3MOXHOCTEH
YCTYHIIUK npeumy
tage OHT 11aCT [IPOU3BOAUTH
I1ECTBO .
Xapaxatiap OuiaH JIAHHBIA TOBAp C
unuiad YuKapui HaNMEHBIINMHU
UMKOHUSATH 3aTpaTamMH pecypcoB
Tynanumu nozum CyMMa CpeJICTB,
Prepaid OyiraH CyMMaHUHT | BblJaBaeMas BIIEPE]
69. ABaHC ABaHC Y Y
expense OJIAMH]IaH B CUET MPEICTOAIINX
TYJIaHYBYU KUCMHU IJIaTexen
nopyueHue 6aHka
OJTHOMY WJIH
HECKOJIbKUM OaHKaM
bup éku 6up Heua MIPOU3BOIAUTE 110
OaHkapra 6up pacTopsKEHUIO UITH
0aHK TOMOHMJIaH 3a CUeT KJIMEHTa
Axkpenu- IOPUIIUK EKU TUIaTEXU
70. | AkkpeauTuB P p .
TUB AKUCMOHHM ¢busnyeckomMy win
miaxciuapra tynad | IpUAMYECKOMY JIHILY
OepHIl yuyH B Ipezienax
TOMIINPUKHOMA 0003HauEHHOH
CYMMBI, Ha YCIIOBHSIX,
yKa3aHHbBIX B
NOpY4YEeHUHU
IOpunuk éxn CoBOKYyNHOCTB
71. AxTHB Assets AxTuB P . i
AKUCMOHHM HUMYIIECTBEHHBIX
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maxciapra
TErUIUIA MYJIKUN

XYKyKJIap
UUFUHIUCU

npas,
MPUHAIIIEKAIINX
¢busnyeckomy win

IOPUINYECKOMY JIUILY

bankna MaBxKyI Iy

onepanuu 0aHKOB MO

. MabarIapuHU
banxiap Active . pa3MeLICHUIO
. |AXTHBHBIC| >KOMJIAIITHPHII
HHUHT aKTHUB operati MMEIOIIUXCS Y HAX
72. omepamu (kuMmaTIn
oreparus ons of JICHE)KHBIX CPEICTB
0OaHKOB KOFO3J1ap COTHO
Japu banks (TOKyTIKa [EHHBIX
OJIMIII Ba cCy/aajiap
Oymar, Bblaua cCyn)
Oepwui)
IJIATE)KHBINA OajlaHC, B
KOTOPOM CyMMa
Mawmiakatra 3arpaHMYHbIX
TYIIQJIMTaH TalllKd | MOCTYIJICHUN CTPaHbI
Active of |AkTuBHBIN | MaOarIapHUHT IPEBOCXOJIUT CYMMY
73 ABTUB TYJIOB pay IUIaTEeX- MaMJIaKaTIaH ¢¢ 3arpaHrYHbIX
' OamaHcu ments HBIN YyUKAO KeTaguray pacxojioB U
balance Oanauc MaOJariapaaH Iarexei Bennunna
OIIAIIIN 3TOrO MPEBBIIICHUS
TYIIYHUIAIH Ha3bIBAETCS
AKTUBHOE CAJIBI0
[JIaTEXHOro OanaHca
MawmiakaTnan
YUKYBYH TOPIOBBIN OaaHc,
. TOBapJIAPHUHT XapaKTepus3
Favorable |AxkTuBHBIH prap . P PH3YIO
AKTHB caBlo . KUpUO KEIIyBUM  |[IHICS MPEBBIIICHUEM
74. trade TOPTOBBIN
OamaHcu TOBapiapaH BBIBO3a TOBAPOB U3
balance Oayranc
OIIUIINHU CTpaHbI HaJl BBO30M
XapaKTepIOBYU B Hee
caB0 OajaHC
Masbaym Oup
HAJIOT Ha PAacXO/Ibl,
TOBAapHU COTHO
CBSI3aHHBIE C
OJIMHTaH 5
. pHOOpEeTEHUEM
75. Axnus Excise Axnu3 TOBApHUHT
KOHKPETHOT'O TOBapa
MUKJIOpY OHIaH
HJIH C KOJIMYECTBOM
OOFJIUK COJIMK
KYIUICHHOTO TOBapa
XapaxkaTiiapu
MpeanpusiTHe,
Join-stock |Akrronep- Kanuranu Kanurtaia KOTOpPOTo
AKITHOHEPITUK
76. compa HOE yIyIiapra pasJienieH Ha JI0JIH,
KAMUATH .
ny o0miecTBo| OYIMHraH KOPXOHA Ha3bIBa€MbIE
AKLASIMUA
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AKUMSIOPIUK COBJIaEIIEeL
KAMUSITH aKIIMOHEPHOTO
77. Axnuonep  [Shareholder |Akumonep P
YIYITYACUHH NPENPUSATHS;
aKIUsuIap racu BJIaJIEJICI] aKIHi
aKIMH, JAFOIIIe UX
ABBannan
o BJIAJICIIBILY
YypHaTuiaran gpous
Axnun - HepBOOUYEPETHOE
, Oyitnya OupuHYM
Wmruésnu | Preference | npusmie . IpaBO Ha MOJTy4eHHE
78. 0ynb napoman
aKusIap shares TMpOBaH- JI0X0/1a B BHJIE
KHCMUHH OJIUII
HBIC TBEPAOTO, 3apaHee
XYKYKUHH OepyBUn
YCTaHOBJIEHHOTO
aKIHs
IPOLIEHTA
Yerapananran BBITO/IBI OT
.. | AnpTep- €CYPCHHUHT OOIIKa | BO3MOXHOI'O MHOTO
Mykobun | Opportunit b™ | PECYP
79. HaTHUBHAs Typlara YCTIOJTb30BaAHUSI
HapX y cost .
CTOMMOCTh ¢oiinananun OTPaHHYECHHOT'O
naH OynraH ¢oiiga pecypca
. ITocTenennoe
Acocuii
W3HAIIBAHUE
(boHTapHUHT
: OCHOBHBIX (DOHJIOB U
Amoptuza Deprecia | Amoptu- ACKHMPUILIY Ba
80. . MIEPEHECEHUE UX
st tion 3anus YIAQPHUHT HAPXUHA
... CTOMMOCTH TI0 Mepe
Taii€p MaxcymnoTra .
. M3HOCA HA TOTOBBIH
YyTKa3u0 OopHII
HPOJYKT
TTOrOBOP, TI0 KOTOPOMY
W>xapaun apeH10/1aTellb
TOMOHH/JIaH IpEeCTaBIseT
MYJIKHHU apeHaaTopy
81. Wxapa rent ApeHJa | mIapTHOMa acocuja HUMYIIECTBO BO
yKapa oJlyBUMra BpPEMEHHOE
¢oiifanaHu yayH H0JIb30BaHUE 32
Oepuiu OIPEICIEHHYIO
(apeHHYIO0) TIIATY
MaxcynoTiapHu  |cocTaB NPOIYKIIMU TO
Accop- HIaKJuIap, TypJia THUIIaM, BUIaM
82. |AccopTumeHT range P P }:pv P ’ ’
TUMEHT Mapkajnap O6yitnua | copram, pasmepam,
TYpYyXJIQaHHIITH MapKam
XyxKalnuk €Ku
00BEeIMHEHNE
OoIIIKa MaKcaaaa N
OpTaHu3aIi WK
. .. |Accouna- Ouprnamran
83. | Acconmarms |Association . JIAL UL JOCTIKEHUS
ST TAIIKUIIOTIAp EKH . .
XO3SICTBEHHOH HITH
axcuap .
JPYTO 1enn
Oupanmacu
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JHLIO
(ciennanu3upoBaH-
Has Opranusanusi),
MIpOBEpAIOLIEe
Kopxonanunr ¢duHaHCOBO-
MOJIMS XYKAIUK XO35ICTBEHHYIO
84. Aynurop Auditor | Ayautop (baonmuaTuHU JIESITEIIbHOCTh
HIapTHOMA acocua NPEINpUsATH, HA
TEKIIMPYBYH LIAXC | OCHOBE KOHTPAKTAa,
3aKJIFOYEHHOTO C
PYKOBOJICTBOM
MIPOBEPSEMOTO
HPEIIPUSTHS
rofl, IPUHUMAaEMbIi
Hapx IpU IOCTPOSHUHU
. WH/ICKCIIapUHH MHJIEKCa IICH 32
. bazoBrrit
85. | basuc iiwmm | Base year rypyxJarijia acoc OCHOBY JIJIs
rof
KWIHO OJIMHTaH | CPAaBHEHHMS C IICHAMH,
170501 JICACTBYIOLIMMH B
JpyTHE TOJBI
JOKYMEHT
OyXranatrepckoro
yueTa, KOTOpbIii B
000011IEHHOM
JICHEXKHOM
BBIP)KEHUH JaeT
Masbiym 6up
IpeJCTaBICHNE O
caHaja
COCTOSIHUU JieN1 (hupMm
bananc KOPXOHAHMHT
. Ha ONpeseNeHH
Byxranrepust | Balance Oyxrai- MOJIUSIBUH P yio
86. JaTy myTeM
OanaHcu sheet Tep XOJIATUHU
. . COITOCTABJICHUS
CKUH KypcaTnb 6epyBUH
CpEICTB,
Oyxrantepus
UCTIOJIb3YEMBIX B
XHCOOU XYKKaTh
nporecce
PEIIPUHIMATEIHCK
O 1eATEIIHOCTH C
OJHOM CTOPOHBI U UX
HCTOYHHUKOB C
Jpyroi
Mamiakarna 6ocub | 0aHKOBCKHE OMIIETEI,
. YUKapWITaH TypJin OyMa’KHbIE 3HAKU
87. | bankHoTHap Bills baHKHOTHI pv P y
KuiiMaTra sra pa3Horo
Oynran 6aHK JIOCTOMHCTBA,
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ounetinapu BBIITyCKaeMbIE B
CTpaHe
HecocrositenbHOCT
Kap3nop xopxoHa,
JOJIKHUKa—
OaHk, OoIIKa
OPEIIPUITUSL, Y
TaIIKUIOT HOMHU .
bankport- (bupmb1, 6aHKa, HHOU
88. | bankpotiuk | bankruptcy Kap3
CTBO OpraHu3anuu
MaKOypHSTIapUHU
e IUIATUTh TIO CBOUM
TYNai 0IMaciIuK
JIOJITOBBIM
XOJIaTH
00s13aTeIbCTBaM
TOBapOOOMEHHas
ToBap anMalmmHyBU
oreparus ¢
5 B orepauscu .
aptep apTepHas . nepegaveii mpasa
89. Barter deal Oyuo, MynK
KETUIIYBU clenKa CcOOCTBEHHOCTHU Ha
XYKYKHHH ITYJT
. . TOBaphbl 0e3 mIarexa
TYJIOBUCHU3 YTHIIU
JIeHbIaMU
COILIMANILHO-
SKOHOMMYECKas
Mexuartra jJaékaTiu CUTYyalHs, IPU
AXOJMHUHT TYPIU KOTOPO# 4acTh
cababmnapra kypa aKTHBHOTO,
unemploym | bespa6o-
Niicuznux ant UII TONA OJIMACIUK | TPYIOCIOCOOHOTO
THLA oo
oyiinya HACEJIEHUSI HE MOXET
VOKTUMOUI- HaWTH padory,
UKTUCOAMM X0NaT | KOTOPYIO 3TH JIIOAU
CIIOCOOHBI
BBITIOJTHUTD
doina onuil SKOHOMUYECKAs
. MaKcaJauaaru NESITENIbHOCTH C
busnec Buisness busnec .
UKTHUCOAMIA ENIbI0 U3BJICUCHUS
¢baonusaTu NpUOBLIH
mo0bIe CPENCTRA,
. MIPUHOCSIIIEE MOJIb3Y,
doiia KEITUPYBYH,
" TO €CTh
STEHU DXTUEKITAPHU
YIIOBJIETBOPSIIO
Hebsmar good Baara KOHIUPUIITA
mue Kakue-a1u0o
KapaTwirad 0apua
notpedHocTu. bara
BOCHTAJIAp
OBIBAIOT CBOOOHBIE
¥ DKOHOMHUYECKHE
Masnsiym naBp JICHE)KHOE BBIPAKECHUE
W4maa Japomaj Ba cOamaHCUpoBaH
Bromxer Budget Bromxer .
Xapaxariapu HOM CMETHI TOXO/I0B U
HUHT CMETaCUHU pacxo/ioB Ha
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myJagard oTpeeICHHBIH
KYpHUHHIIHA [IEPUOL
Japnar
UCIIOJIb30BaHUE
OO KETUHUHT
JIOXOJIOB M PaCX0/I0B
JapoMajiyiapy Ba
broxker- TOCYIapCTBEH
broker Budget XapaxaTiiapu
94, - ; Has -~ HOTO OroKeTa s
cuécaru policy JIaH UKTUCOUETTA
MOJIUTUKA . PETYIHUPYIOIIEro
TabCUP KYpCaTUII .
BO3JICHCTBUS HA
Makcaauia
. 9KOHOMHKY
(ol nananu
Mamutakar
o011asi ppIHOYHAS
XyAyAuia YHUHT
CTOUMOCTHh KOHEUHBIX
dykaponapu Ba yet
TOBApOB U YCIIYT,
. AILTUKIIAP
Banoson IIPOU3BEICHHAs HA
Gross TOMOHUIAH
Snrm waku . BHYTpEH- TEPPUTOPUU CTPAHBI
domestic . MabJIyM JaBp
95. MaxCyJoT HUH ee rpakJaHaMy U
product nuuaa (ogaTaa oup
(AANM) IIPOIYKT . WHOCTPAHIIAMHU 32
(GDP) i) uiuiad .
(BBII) OIIPEIETICHHBII
YHKApWITaH TOBap
MIPOMEKYTOK
Ba XM3MAaTJIAPHUHT
. BPEMCHH
CYHITH HapXJjap
. (0OBIYHO 32 TON)
HUFUHINCH
o0111ast ppIHOYHAS
CTOUMOCTh KOHEYHBIX
Mawmnakat TOBApOB U YCIIYT,
pe3uIeHTIApH MIPOU3BEICHHBIX
. TOMOHHUJIAaH pe3ueHTaMH
Banosoit
. Gross MabJIyM J1aBp (TpaskmaHamm)
S MuIIIMi . HalMoHaJIb .
national . nunnaa (ogatna 6up CTpaHbI B caMOit
96. MaXCyJIOT HBII g
product i) unuab CTpaHe U 3a ee
(AAMM) MIPOJYKT
(GNP) (BHI) YHKAPHUIITaH TOBAp npesenamMmu B
Ba XM3MaTJIAPHUHT TEYCHHE
CYHITH HapXxJjap OTIpeIeIEHHOTO
HUFUHIINCH IPOMEKYTKA
BpeMeHH (0OBIYHO B
TEUEHHE T0J1a)
MawmnakaTaan BBIBO3 TOBAPOB I10
MaxCyJIoTIapHU [IeHaM HIXKe
. MaCTPOK MHUPOBBIX U3 CTPaHbI
Barora Currency |BamroTHbIi P P P .
97. . HapxJapaa ¢ o0ecLieHEHHOI
JEMITHHTH dumping | memmuHT .
BaJTFOTAaHUHT BaJIFOTOM B CTPAHBI C
ap30HJIaIITaHu Oonee TBepaOH WK
xucooura onubd | MeHee 00eCIIeHeHHOM
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YUKW BaJIIOTON
CUCTEMa COLHAJIbHO-
SKOHOMMYECKUX U
Xankapo
OpraHu3aIloH
BaJIIOTATAPHU .
HBIX OTHOILIEHUH 1O
_| corum Ba coTno
Basmora Currency |BamroTHbIit . KYILIC-TIPOJIaXKe
98. onuI Oyitnua
6030pu market PBIHOK MHOCTPaHHBIX BAIIIOT
TaIIKWT STUJITAH
. U TUTaTEXKHBIX
WKTHMOUH-
. JIOKYMEHTOB B
UKTUCOAUN TU3UM
WHOCTPAHHBIX
BaJIIOTaxX
— Tastad XaXxMura
TabCUP KUITyBUU MOKa3areb,
Oo11Ka OMUILIap BBIpaXKAIOIIHIA
The Ilokaza- y3rapmai Koiarad MPOLIEHTHOE
TamaOHUHT indicator TENb HIAPOUT/IA W3MEHEHUE 00beMa
99 Hapx Oyiinya for the 3I1acTUY- HapXHHUHT OUP crpoca noJ
" | oruiayBYamiuk|  price HOCTHU dowusra y3rapumu BIIUSTHUEM
kypcarkuum | elasticity | cmpoca TajaOHUHT Hevya M3MEHEHUs [IEHbI Ha
of demand | mo 1ene ¢dousra 1% nipu
Y3rapuimHu HEU3MEHHOCTH
ndoaanoBun Ipyrux (hakTopoB
KypcaTKuy
o Cy3Hn Cy3HuHT
VY36ex
WHIJIN3 pyc
THJTUIarx o
100. . TUIIA THAUgaru| Y30ek Tuinnga Pyc tTununa
WKTHCOIHIA
naru TapKu
aTama
TapKUMacu | Macu
XOMAILEHHUHT Tauep
Ha6op nporieccos, B
MaxcymnoTra
Nitab Manufactur |I[Ipousson- . Y TEUEHHU KOTOPBIX
. . aillanryH4a .
101. YUKAPUIIT ing CTBEHHBIN . CBIPbE MpPEBpaAIACTCS
. 6ynran 6apua
KapaCHu process porecc . B TOTOBYIO
KapaéHiap
TTPOTYKITHIO
TyIJIaMu
JKaI0 KUIIMHTaH
Oapua unuiad BCEX BOBJICUYCHHBIX B
o . YUKAPHIII pasMep MpoIyKTa
VYpraua Average |Cpennuit .
102. OMWUIADUHUHT | COOTBETCTBYET OAHOM
MaxCyJIoT product | mpomykT
Oup-Oupiurura enuHuIe (PakTOpOB
TYFPU KEITYBUH MIPOU3BOJICTBA
MaXCYJOT XaXMHI
HxkTuconuér HHaHCOBas
103. Bank Bank Bank . ¢
HUHT MeBEPIa ama OpraHu3aIs,
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KWIUIIHA YI9YH OCHOBHBIE BHJIbI
3apyp Oynran myn JeSTEbHOCTH
Maccacu KOTOPOH -
XapakaTHHA MIPUBJICYCHUE U
TapTUOTa CONYBUU pasMeleHue
MOJTUSI-KPEIUT JICHEKHBIX CPEJICTB, a
Myaccacacu TaKXe MPOBEICHUE
pacyeToB
Typau unopaBuii
Onpenenenus ypoBHsS
Tacappyduaru
KauecTBa MPOIYKIIUH,
KOpXOHaJap .
MIPOU3BOIUMOM B
YUKapaJIurad
pacropsHKeHUN
Cranpapt- Standar- |Cranmap- | maxcynot cudaru
104. . pa3IUYHbIX
JAIITUPUII dization | Tuzarus JapakacuHu
BEJJIOMCTBEHHBIX
OeJIrnI0BYH N
. OpeanpUsITUA Ha
MeBEPUI
. OCHOBE TEXHUYECKUX
TEXHUKABUN
perJamMeHToB
acocant
Nimnab yukapunran
MaxcyJoT CtoumocTh TOTOBOM
KUMaTUaaH cOTHO | MPOAYKIUU GUPMBI
OJINHTaH Ba (KxoMmaHuM) MUHYC
YHYMJIM HCT€HMOI CTOUMOCTb CHIPbS,
. JloGaB KWJIMHTaH XOM- MaTepuaioB,
Kymmaran Added -
105. . JICHHAs ami€ Ba nonyaOpukaToB u
KUWMAT value
CTOUMOCTD MaTepuasiap JPYTUX PECYPCOB,
KUiMaTu 9YuKapud IPUOOPETEHHBIX Y
TallIaHTaH1aH JIPYTUX KOMIaHUH U
KEeWHH KOJraH UCTIONIb30BAaHHBIX IS
KHUCMUHHUHT 0030p €€ M3TOTOBJICHUS
KUAMAaTu
Oapua 3TO peasibHBI 00bEM
UCTEHbMOYMIIAP, |BAJIOBOTO BHYTPEHHETO
SBHU aXO0JIH, IPOAYKTa, KOTOPBIN
KOpXOHAaJlap Ba | IOMaIllHUE XO3siCTBRA,
JaBJaT TOMOHUIAH |(UPMBI U TOCYIapCTBO
Aggre CoBokyri- 5
. HapXJIApHUHT TOTOBBI IPHOOPETATH
106. | Snmu tamad gate HBIN -
MYyaiisiH MIPH KaKJIOM JaHHOM
demand crpoc
Japaxkacuaa Typiu YpPOBHE II€H, T.€.
TOBapiap Ba YKOHOMHYECKUN
XU3MaTJIapHU arperar,
COTHO ONUIII CYMMHUPYIOIIUN
MYMKHUH OYIraH | BETMYMHBI JTOKAIBHBIX

167




MUJLITAA CIIPOCOB Ha BCE
UKTACOIUETIArU TOBApbI M YCIIYTH,
pean myn npeajaraeMbie Ha
JapoMajyiapu PBIHKE
XKMHU
KUTILTIOK
Xy Kanuruaa pyu SKOHOMHUYECKHUE
Oepanuran KPHU3HUCHI, KOTOPBIC
UKTUCOIHH MIPOUCXOJIAT B
UHKUPO3J1ap CEITbCKOM XO3SIHCTBE,
Arpap y
. Oyn0, MUKILIN MEPCOHAXK HE CMOXKET
Arpap Agrarian HBIE
107. . TaBcudra sra [IUKJIa U
WHKHPO3J1ap crises KpU3H ..
OynMaiiiu Ba POMBIIIJICHHOCTH
CBI .
caHoaT K1, KOTOPBIH
UKJUIapUTa JUTUTCS] B TCYCHUE
KaparaHja aHda JUTHTEITLHOTO
Y30K JaBp JaBOM nepuoaa
ITaH
epra SrajuK KWIUIII, IKOHOMHUYECKUE
Tacappyd 3Tui, OTHOIIICHMUS,
YHIaH CKJIaJIbIBAIOIIHECS B
¢olifanaHuIl Ba | CEIbCKOM XO3SHCTBE
Arpap
. WIIa0 YUKAPUIT | B CBSI3U C BIAJICHUEM
Arpap Agrarian HBIE
108. . HaTWXaJTapyuHU Y UCIIOJIb30BaHUEM
MyHocaOatnap| relations | otHomien .
V31amTHpUII 3eMJIH U IPYTHX
ust )
xKapa&Huaa CpencTB
BY)KYATra CEJIbCKOXO03SUCT
KeJaJuraH BEHHOTO
MyHOcabatiap IPOU3BOJICTBA
Cennc
KOXO
. . Cdepsl,
Kumiok . 3STMCT | KUIIJIOK XY KaauTu
. Agricul HETIOCPEJICTBEHHO
XY KAITUTH BEHHas umuab
tural produc OKa3bIBAIOIIHE
unuab . pou3 YUKAPUILIUTA
109. tion yCIyru
YUKAPHIIT . BOJICT OeBocuTa XU3MaT .
infrastruct . CEBCKOXO03SHCT
uHppaTy3ui- BEHHas KypcaTyBuu
ure BECHHOMY
Macu uHgpa coxanap
MIPOU3BOJICTBY
CTPYK
Typa
AQro ATrponpo- | KHIIIOK XY KAIUTH CenbCKOXO035UCT
g -
Arpocanoar . . MBIIIJICH- MaxcyJloTJIapu  [BEHHOE MPOU3BOICTBO
110. P industrial B Y P P ’
MakMyacu HBI HU ETHUIITHPHILI, XpaHEeHue,
complex .
KOMIUIEKC | YHU CakJjall, KaiiTa nepepaboTKa u
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WIIUIAI Ba MOCTaBKa
HCTEHhMOTUMIApra CEJIbCKOXO3SUCT
eTka3uob Oepuin BEHHOU
OunaH OOFIUK MIPOMBIIIIJICHHOCTH B
XYKaITUK O1oke
TapMOKJIapH
HUHT OUpIIUTH
WIIMHUM TaAKUKOTIIAp HETPEPHIBHBIN
HATW)KAcUJIa STHTU | MPOLIeCC BHEAPEHUS
TEXHHKA Ba HOBOM TEXHHUKH U
Scienti Hayu TEXHOJIOTHS, TEXHOJIOTHH,
11 dan-rexuuka | ficand  |HO-TexHHU- | HILIA0 YUKPHUIIHU OpraHu3aluu
" | rTapakkuéru technical | ugeckmuit Ba MEXHATHU [IPOM3BOJICTBA U
progress | mporpecc | TalIKWJI STUIIMHU TpyZJa Ha OCHOBE
TaKOMUJLIAII JOCTHKEHUN U
TUPHUIITHAHT peaM3anuy HayYHBIX
Y3IIYKCH3 )KapacHu 3HAHUU
MpeJICTaBiIsIeT cOOO,
C OJTHOM CTOPOHBI,
yJ1 Arajxapu JEHEXKHYIO CYMMY,
(6ankIap Ba PEIOCTABIIIEMYIO
Maxcyc KpeIuT 0aHKOM Ha
Myaccacanapm) onpeaenéHHBIN CPOK
TOMOHUJIAH Kap3 Y Ha OMpeIeEHHbBIX
bankos- .
112. |bauk kpeautu | Bank loan CKUH oyBHIIapTa YCHOBILIX, @ € APYrott
(TapOupxopinap, CTOPOHBI—
KpEeIHT . .
JaBjar, yi onpeaenéHHYI0
XY KaIUTU TEXHOJIOTHIO
CEKTOpH) YIOBJIETBOPEHUS
OCpUITYBYH YT 3asBJICHHOM
ccynanapu 3aEMIIIUKOM
(uHaHCOBOM
noTpeOHOCTH
KOpXOHAaJIap Ba XaJK JOJITOCPOYHbBIE
XY KaIUTU BJIO’KEHUS KaK Ha
MUKECUIA STHTU ypOBHE
UIT1a0 YUKAPUIIT MIPEeANPUATHS, TaK U
113. | HuBectumms |Investment Hrpec- KOP XOHaH,_ap " Hap meOFO
TULIUU SIpATUII EKH X03sCTBa Ha
MaBXKY/ CO3/IaHHE HOBBIX U
KOpXOHAJIapHH MOJIEpHU3AIHIO
3aMOHaBU AT JIEHCTBYIOLLETO
TUPHILL, UIIFOP MIPOU3BO/JICTBA,
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Y3 TUPULL,
MaxCyJoT UILIa0
YUKapuIl Ba Goiaa

TEXHHUKA Ba
TEXHOJIOTUA
JapHU

COBpPCMCHHBIX BUIOB

YBCIIMUCHUC BBIITYCKA

OCBOCHUC

TEXHHUKHU U
TEXHOJIOTHIA,

MPOAYKLIHU U

(mapoman) [I0JIy4YEHUE NPUOBLIN
OJIUILIHU (moxona)
KYITaUTUpULI
Makcaauaa y30K
MYIATIH
MabIarnap
KUPUTUIHALIH
AUp
Oy MHBECTHUIIUS
(haonmaTu
cyOBeKTIapu COBOKYITHOCTb
HUHT JENUCTBUN CYObEKTOB
HNuBectu- .
WHBECTULIUSTAPHH WHBECTULIMOHHOM
NuBectunus | Investment | quonHas
114. .. amaJra OLIHPHIILI JIeATEIILHOCTH,
haonusaTi activity aKTHB-
OusaH OOFIIUK CBSI3aHHA C
HOCTb .
Oynran BHEJJPEHUEM
Xapakatiiapu WHBECTULINI
Ma)kMyacH
TYITYHUJIAQIH
OOBexT MaOIaFiIapHu 00BEKTHI, B KOTOPbIE
WNuBectumus | Investment .
115. UHBECTU- | cadapbap sTaérran BKJIAJIbIBAIOTCS
00BEKTH target .
Ui 00BeKTIap cpeacTBa
WUHBECTULUSHU
amajra ouHpyBUU IOPUJINYECKUE U
Invest CyObekT
WuBectuius IOPHUJIUK Ba ¢busnyeckue iuna,
116. ment WHBECTH- N
CyObeKTH . . AKUCMOHHM 3aHUMalOIINecs
subject Ui
IIaxcuap MHBECTULIUSMHU
TYIIYHUJIAAH
¥3 KanuTaIuHu CyOBEKTHI,
WUHBECTUIUS OCYILECTBIISIOIINE
¢baonusaTH WHBECTULIMOHHYIO
I oOBeKTIIapura JeSITeBbHOCTD ITyTEM
HBECT-
117. |HWuBectopnap | Investors MHBECTULUSIAILHI WHBECTUPOBAHUS
OpBI
amajra ouMpyBUH COOCTBEHHOTO
WHBECTULIUS KanuTana B 00BEKTHI
GbaonusaTu MHBECTULIMOHHOM
CyOBEKTUINP JeSITeIbHOCTH
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KUMMaAaTJIu

KOFO3JIapHH
KBATH(UITUPOBAHHBIC
Myamoiara 6ocu0
IOpUANYECKUE U
. YUKapyBUU
118. OMUTEHT Emitent | Omurent (dbuzmveckue auma
IOPUIFK Ba
. KOTOpPBIE BBITYCKAIOT
TYJIOBra KOOUATIIN
. IIEHHbIE OyMaru
KUCMOHUHN
raxciuap
WHBECTOpJIap
TOMOHHUJIAH
KOpXOHaJap BHEJ[pEeHUE TPUOBLTU
daonusaTuIaH UHBECTOPOB B
119 PeunBectu- Reinvest- Peunn- oJIMHTaH (HONaHu | MPOU3BOJICTBO B BHUJIC
' uusmap ments  |BeCTUIIMU | WIUIA0 YMKAPUIIIHA | WHBECTHUIMH B LIETSAX
PUBOKIIAHTHPUIII pa3BUTHUSA
Makcaauaa YHU 11y MIPOU3BOJICTBA
KOpXOHara Kaira
KUPUTHIL AP
3TO SKOHOMHYECKUE,
0y MHBECTHUIIMOH
(MHAHCOBBIE U
daomusaTy amanra
MHTEIJIEKTYalh
Invest HNuBecrtu- omupuuaa
WNuBectunus HBIE CPEJICTBA,
120. ment LIMOHHBIE | UIITUPOK 3TAUTAH
pecypciapu KOTOPBIE BHEPSIFOTCS
resourses | cpeacTsa Xap Xuin
. B IIPOU3BOJICTBO WJIH
KYpUHHIIIATH
B JICSITENILHOCTD
Malarmapaup .
OpraHu3anui
acocuii ponanap Ba
anaHMa
3TO IIEHHOCTH,
MmaOafnapra
KOTOpBIC
. PeanbHbie UHBECTOpJIAP
Pean Real invest HAIpPaBISIOTCS
121. WHBECTH TOMOHHUIAH
WHBECTHUITUS ments . WHBECTOPaMH B
117041 KyHuiaauran
OCHOBHBIC CPEJICTBA U
Oapua Typaaru .
. 00OPOTHBIN KamuTal
OoinuKIap
TYIIYHUJIAAH
KMMMATJIH KOFO371ap
JIOJITOCPOYHBIC
(akmms,
BJIOYKEHUS B
. . ®dunaHCco- | oOyMranus) CoTuo
. | Financial KYIUICHHBIC IICHHBIC
MonusBuii . BbIE onuIra Ba 6aHk
122. invest Oymaru (akuuu,
WHBECTHUIUSIIAD WHBECTH- JeTIO3UTIapura
ments o0uraiun)
117011 Y30K MyJAarra
OaHKOBCKHE
JKaI0 KUJIMHTaH
JIETIO3UTHI

Kyuiamanapaup
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oOydeHue
MyTaxacCUCIapHU
.. CHEIHAITUCTOB,
Taiépnar,
. MOBBIIIICHUE OMBITA,
Wnrtennexr| Ttaxpuda, UIMU
WNuTennex- Intellec HAy4YHBIC
) yaJllbHbIE TEKIIUPHUILI,
123. |ryan uaBectu- | tual invest WCCIICIOBAHMSI,
WHBECTHU- | JIM3CHIIMS Ba HOY-
ausiiap ments MOJIYYEHHE JTULIEH3UN
1007051 X0y Oepwuii,
U HOY-Xay,
ABTOPJINK XYKYKU
aBTOPCKOT'O TIpaBa u
Ba Oomkanap
T.JI.
MaMJIakaT XyJ1yauaa BHYTpEHHUE
Buyrpen-
WYKU MHBECTOPJIAP WUHBECTHUIIHH,
WNuku uusectu | Internal HUE
124, } TOMOHHJAH aMalira ClIEJIaHHEBIE
ausiiap Investments| wuHBec
OLLIMPHIIAJIUTaH UHBECTOpPaMH Ha
TULIUU
MHBECTHUIHIIAD TEPPUTOPUU CTPAHBI
doiiga o
WHBECTHUIIHH,
MaKcaJuaa 4et A1
BHEPSICMBIC
WHBECTOpJIapu
External |Buemnue 3apyOeKHBIMU
Tamku . TOMOHUIaH OOIIKA
125. invest HUHBECTU- MHBECTOpPaMH B
WHBECTUIUSIIAD JaBiar
ments LIUHA . SKOHOMHUKY ApYyroro
UKTUCOUETUTA
o roCyJapcTBa ¢ HEIbI0
KyHuiIaaurad
HOJYYEHUS TPUOBLTN
WHBECTUIMSIIAPAUD
Oy stHTU
KOpXOHAJIApHH
OTO COBOKYIMHOCTh
Oaprio ATuIII,
(bMHAHCOBBIX,
MaBXy/l UILIao
9KOHOMHYECKUX,
YUKApHII Ba
MaTepUaTbHBIX U
HOMIILIA0 YHKAPHII
TPYIOBBIX 3aTpar,
. Kanurans 00BEKTIApUHU
Capital KOTOPBIC CBSI3aHBI C
Kanuran . HBIE TEeXHHK XKUXaTAaH
126. . invest . CO3JaHHEM HOBEIX
KyHuima HWHBECTH- KaiiTa .
ment NIPEeAIPUATHH,
117041 KYpOJUTAaHTUPHUII
TEXHHYECKOTO
OmtaH OOFIINK
. . MIEPEBOOPYKCHHUSI
OyraH MONMUSIBUN,
. MIPOU3BOJICTBEHHBIX H
UKTUCOJIUH,
. HETPOU3BOICT
MOJITUH Ba MEXHAT
BEHHBIX 00BEKTOB
Xapaxariapu
WUFUHIUCUIUD
WHBECTOpJIap IOpUANYECKUEe U
TOMOHHUJIAaH dbuznyeckue IuIa,
byroptma-
127. Orderes  |3aka3zyuku WHBECTUIIMOH MIPEICTaBIISAIONINE
qHIIa
P JoWUXaNIapHu WHBECTOPOB ISt
amalra OIIMPHUII peanuzanuu
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YUyH Bakui 3TUO WHBECTUIIUOHHBIX
TalMHJIAaHTaH [IPOEKTOB
IOPUIFK Ba
KUCMOHUI
raxcruap
IOPUMK Ba
KUCMOHUI
. dusnveckue u
maxciuap 0yiuo,
IOPUINYECKHE JINILIA,
I yi1ap .
OJpsI- JCHCTBYIOIIUE Ha
128. | Ilympatumnap | Contractors OyropT™Mauuap
YUKU OCHOBaHUU
Ty3raf
JIOTOBOPOB
HIapTHOMasap
3aKa34MKOB
acocujia UIUTapHU
Oaxxapaaunap
Oy Tabunit
OOMIHMKIApHU,  |KOHTPAKTHI HA JOOBIUY
aripum doiganu 1 OCBOCHHE
Konneccus Agreement Konmuec- Ka3WIMaaapHu MPUPOIHBIX
129. apTHOMA CHOHHBIC | Ka3uO OJIMII Ba pPECypcoB,
of concess .
napu JIOTOBOpA | Y3NMAIITUPUII YUYH HEKOTOPBIX
TY3WITaH TMOJIE3HBIX
HIapTHOMasap HCKOMIaeMbIX
AUp
ac0006 —
yCKyHaJlapHU Ba
. JIusunro- JIOTOCPOYHAs apeH/1a
JIu3uHr leasing TEXHUKa-
130. BbIE o0opynoBaHus U
miapTHoMacu | contracts TEXHOJIOTHUIIAPHU
JI0TOBOpa TEXHUKU-TEXHOJIOTUN
Y30K MyJAarra
yKapara OJIUII
Oy TaAKUKOTIIap Ba
UILIaHManap OT0 pe3ynbTar
HaTIXacu 0Ymuo, HCCIIENOBaHUN U
SIHTUJTHK €KU pa3paboToK,
. HNuHosa- .
131. | MunoBauusa | Innovation VOKTUMOUI- YJIy4IIE€HUSI HOBUHOK
UM .
UKTHUCOAMIA U COLIMAJIbHO-
eYUMIIapHU HKOHOMUYECKUX
TaKOMUJLIAII penieHui
TUPUILIUD
acocuii (hoHATAPHU WHBECTUIIUU HA
. Kanurainb
Kamuran Capital BY)KyATra CO3/IaHHE U
. HBIC
132. | unBecTHIMSI- invest KEJITUpUII Ba BOCITPOM3BOJICTBO
HWHBECTH-
nap ments TaKpop UILIad OCHOBHBIX CPEJICTB, &
10707
YHKAPHUIITA, TaK)Ke pa3BUTHE
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LIYHUHIIEK npyrux hopm
Moaauii unnrad MaTepUaIbHOTO
YUKAPUITHUHT MIPOU3BOJICTBA
Oo1Ka
HIaKJUIAPHHA
PUBOKIIAHTHPUIITA
KYILIWJIAIUTaH
WHBECTUIUSIIAP
TEXHHKA Ba
TEXHOJIOTHSUTAPHUH WHBECTULIMH Ha
HNunoBan
HnHoBamus Innova T SHIT'Y aBJIOJUHU pa3paboTKy U
.. HOHHEIE
133. WHBECTHU tion invest ANUI1a0 YUKUII Ba OCBOEHHE HOBOI'O
MHBECTHU- N
UsIIapu ments V3IamTHPHINTa ITOKOJICHHS TEXHUKU
11U .
KYIIHIaUran M TEXHOIOTHHU
WHBECTHIIHSIIAD
HHCOH CAJIOXHSTH,
MHBECTULINHI Ha
MaJlakacu Ba
HapanuBaHue
uIad YuKapuIn
YEJIOBEYECKOTO
TaXPUOACHHHI
IIOTEHIIAAIA,
OIIMPHIIITA,
. Couu MOBBIILIEHHAE
Woxtumounii . [IYHUHTJIEK
social aNbHBIC . KB (UKALIU U
134. | uaBecTuLU- | . HOMOIIWI
Investments| wuHBEC IIPOU3BOJICTBEHHOI'O
nap HebMaTIAPHUHT
THIIAA OIIBITA, a TAKXKE Ha
Oomka
pa3BHUTHE APYTUX
HIaK/UTApUHA
dopm
PUBOKIIAHTHPUIIITA
. HEMaTepUATBHBIX
KYIIHIaUuran
Omar
WHBECTHUIIHSLIIAD
Hxtucomuér COBOKYITHOCTb
HUHT YCTYBOD METOHO0B 1A
TapMOKJIapUHU MOJIEPKKH U
PHUBOKJIAHTH pa3BUTHUSA
pu, Kynabd — MPHOPHUTETHBIX
KyBBaTJjall, oTpaciei
. Hnsectu- MapKaszJairad HKOHOMUKH, TIEPEX0]T
WaBectunust | Investment
135. . ) ITMOHHAs WHBECTUIIHSIIAIIT C LEHTpaJIn3a
cuécaru policy .
MOJINTHKA JKapaéHUIaH LM Ha
HOMapKas3Jarl JEIICHTPATU3AIHIO
raH UHBECTUIIUA HHBECTUIIMOHHOT'O
KapaéHura YTHIll, | Tpolecca, MEXaHU3M,
YCTYBOP HaIpaBJIEHHBIN Ha
MHBECTULIMOH MOJJIEPKKY
JoWHXaNIapHu MPHOPHUTETHBIX
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Kymnab-
KyBBaTJIallra
KapaTuirad
MCXaHH3M,
yciyonap
WUAFTUHIUCU

HMHBCCTULIMOHHBIX

IIPOEKTOB

MabJIyM WKTUMOUHN
— UKTUCOOUH
Makcajuiapra

HVHaITUPUIITaH,
TEeXHHK-
UKTHUCOJIHH,
Ou3Hec- OOIIKApYB,
MapKETHHT Ba
uIad YuKapuIn

COOPHUK JJOKYMEHTOB
C OIIpCACICHHBIMHA
COIMAIIBHO-
3KOHOMHNYCCKHUMH
LEeJISIMH, OCHOBAaHHBIC
Ha TaKUX acIeKTax,

KaK TEXHUKO-

WuBectu- HYKOHOMUYECKHUE,
WNuBectummon | Investment .| pexanapu kabu
136. N ) LIMOHHBIN yIpaBJIeHYECKHE,
JIOUUXa project acrexkTiap
MIPOEKT MapKETUHTOBbIE U
acoCJIaHTaH, TypJu
s MIPOU3BOJICTBEHHbBIE
MOJTUSIBHIA
TUJIaHBbI,
MaHOanap
pelycCMaTpUBAIOLITI
MabJarapu
€ MpUBJICUCHUE
WINTUPOKH Hazapaa
pa3IMYHbIX
TYTUJITaH
(hMHAHCOBBIX
KOMILJIEKC
UCTOYHUKOB
XyoKatiaap
UAFUHIUCH
PecnyOnuka KOMILIIEKC
UKTUCOIUETUHU MEpOIPUATHH,
6apkapop Ba HampaBlIEHHBIX HA
TaIpUKUI yIIy4IlIEeHUE
PUBOXIIAHTH peanu3anuu
pUIITa SPUIIHIITA, OCHOBHBIX
TaOuui, MUHEpa MIPUOPUTETOB U
HNuBecrtu- ..
Invest XOM-aié, CTPaTEruuecKux
WNuBectunus [IUOHHAS .
137. ment MOJIUSBHH, 3a7a4, JTOCTHKEHHIE
JIacTypu nporpam . .
program MOJIMI Ba MEXHAT YCTOMYHBOTO U
Ma
pecypcnapuian CTaOMIHHOTO
OKWJIOHA pa3BHUTHSA
dhornananu wynm SKOHOMUKH,
owtan PecryOnmka ONTUMAIBHOTO
HUHT alipuM WCTIOTB30BaHMS
TapMOKJIapH Ba MUHEPATHLHOTO

MUHTaKaJIapu

CBIPbsI, PUHAHCOBBIX,
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HU TapKUOuit
y3rapTUupHII
HUHT aCOCUI
YCTYBOPJIUK
JapuHH Ba
CTpaTErHK
BazuazapuHu
amaira OUIMpUINTa
WYHaITUPUIITaH
Oup-Oupu Ounan
¥3apo OOFIIaHTaH
qopa-tadaupiap
KOMIUIEKCUIHNP

CEKTOpax M peruoHax

MaTepUalbHBIX U
TPYIOBBIX PECYPCOB
B HEKOTOPBIX

pECIyOJIUKH ITyTeM
CTPYKTYPHBIX
U3MEHECHUN

OyHzaa
KYPWIUIITHUHT
OyTyH MyaJaTura
KaOyJ1 KWIMHTaH
apTHOMAaBUHI
06axo y3rapmaiiaiu.
Bynnaii 6axomap
acocaH MyJIaTh
Oup WungaH

JTO TOT cyyaii, Korjaa

JIOTOBOpHasl 1IEHA He
MEHSETCS B TEUEHUU
BCEr0 CpOKa
JIOTOBOpaA O TIOCTaBKe
ycayr. Ha ocHOBe
OLICHKH, TaKO! CPOK

. OIIMAMIUTraH
Karpuii Ba | Strong and | Crporas u Ha He 0oJiee OHOTO
. . . KYyPHITHIL
SKYHUR final fixed | koneunas rojia PEeKOMEH/IyeTCsI
138. . 00BEKTIApU YIYH
maptHoMaBwmii | (agreed) | moroBop- JUISL CTPOUTENBCTBA
: TaBCHSI DTUIIAIIH.
Hapx price Has IieHa 00BEKTOB. DTOT
Yoy napxiap
IPOTHO3 OTpaXkaeT
TapkubuIa
OXKHJIaeMBbIe
MPOTHO3
. U3MECHEHUS B
y3rapTapuiiap
CTPYKTYpE LIeH, TJie
KAPUTHIITHA
PHCK TOJPSTHBIX
nHOOAaTra OJIyBUH .
KOMITaHHI
nyapaTyu
YYUTHIBACTCS
TAIIKWIOTIAPHUHT
PHCKHU XaM
XucoOra oJIMHaIA
MabJIyM CaHOaT Bpewmsi, HeoOxoaumoe
KOpXOHaCHJa TUTSL TIOJTY9IEHUS
HNmnad i [TpousBo- . .
Production . MyaiisiH KOHKPETHOMU
139. YUKAPUIIT CTBEHHBII
cycle MaxCyJIOTHH MPOIYKIINH B
KT IIUKJT .. .
Taiépran yayH OTpeIeIeHHON
3apyp OyniraH BaKT oTpaciu
140. | Mammnaco3- |Engineering| MamuHo- | OFUp CaHOQTHUHT OTpacilb TAKEION
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JMK CTPOCHHUE | XaJIK XYKaJIUTU MIPOMBIIICHHOCTH,
y4yH MallluHaiap, MIPOU3BOSIINE
KHUX03J1ap, MaIuHBbl,
ammapariap Ba o0opynoBaHue,
acbo0map, anmaparsl U
MaJlaHUH-ManuIIun UHCTPYMEHTBI,
MoJuIap Xamja KYJIbTypHBIC
Mynodaa [IEHHOCTHU
KypoJutapu umuiad HAI[MOHATTLHOU
YHKapaJaurad SKOHOMHKH, a TaK¥Ke
TapMOKJIapH cpeacTBa A
MaXKMyH 00OpPOHHOTO
KOMILJIEKCa
Oy
WHBECTULIUSUIAPHU
amoxuaa
9TO BHEIIPCHUE
MUHTaKajiap Ba .
WHBECTULIUH TSI
MamJlaKkaT
. Pa3BUTHSI WIH
UKTUCOAUETUHH
OTJEIbHBIX PETHOHOB
PHUBOXJIAHTHPHIIL,
WJIN BCETO
pecypciapHu Kam
rocyaapcTBa, s
YUKUHIWIN Ba
. BHEJIPCHHS MaJIO-
YUKHHIUCH3 KaiTa
OTXOJIHBIX U
UIIJIOBYH STHA/IA
0€30TXOIHBIX
IPOTPECCUB .
TEXHOJIOTHH, a TaKkKe
TEXHOJIOTHSUIAPHU
. 3TO KOMIIJIEKC
CBoOoniHas|  KOpHI KWInIL,
OpKuH Free IIPABOBBIX HOPM,
. . 9KOHO- | XaJKapo ajokKa Ba
141. UKTHCOOUU | economic KTOPBIE CO3/IAl0T
MUYecKast XaMKOPJIUKKA
XYy zone . crieliMaibHbIe
30Ha TabCUP YTKA3UII
. yCIIOBHS B ITpoIiecce
YUYyH Kylai
yIpaBIeHUS
[IapouTIap
HaJIOTOBBIMH,
SpaTUII MaKCaanuIa
TaMOKEHHBIMH,
COJIMKKA TOPTHIIL,
BaJIFOTHBIMU
BaJII0Ta, 00KX0HA
OpraHu3alUsIMH,
Ba Iy Kabu
KOTOpBIE B CBOIO
OomkapMaiap
ouepesb BIUAIOT Ha
HU TapTuora
MEXTyHapOAHbIE
COJIMIIIATH
OTHOILICHUS U
ajoxuja TapTud Ba
napTHEPCTBA
[IapT-IIapOUTIAP
YpHaTagaurax
XYKYKUI HOpMaJiap
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WUFUHIUCUIND

MyausiH MaMJlakaTra
(€xu xynyara)
WHBECTHUIUSIIAD
KAPHUTUIITHUHT
Makcajara
MYBO(GUKJINTH Ba

9TO MOHATHUC KOTOPOC

HOCTh MHBECTUIIUHN U

orpenenser
MpUBJIEKATENb

1enecoo0pa3Hoc
YKO3U0ATOPITUTHHI
. TH BKJIFOUCHUS,
Invest OenrunaWaurag,
HuBectu- . SKOHOMHYCCKHX,
HNuBecTULIMOH ment HUKTHUCOUH,
142. . LIMOHHA . COLIMAJIBHBIX,
MYXHUT environ- WOKTUMOMH,
cpena o OpraHU3aIoH
ment TAIIKUIWHA, CUECUH
HBIX, TOJIATUYCCKHUX H
Ba OOIIKA IIapT- .
JIPYTUX YCIOBHH,
HIapOUTIAP
MOJIOKHUTCIbHBIX HIIH
MaBX Y JTUTH
o OTPUIIATEIIBHBIX
HHMHT M>KOOUH €K1
. aCIIEKTOB
canbuii
CYILECTBOBaHUS
TOMOHJIAPUHU
aHIJIaTaau
0030p UKTHCOTUETH
mapouTIapuIa pHUCKOBas
CyOBEKTHUHT SKOHOMUYECKAs
MablIyM Oup JIeATEIIbHOCTD,
MaXCyJIOT €K1 HaTpaBJieHHAs HA
. XU3MaT TYPUHU CHUCTEMAaTHYECKOE
143. buznec Business buznec
SIpATHIII Ba COTUII | TOJIyYeHHUE TPUOBLTU
iynu 6unad goiga | OT MPOU3BOJCTBA U
OJIMIIITa MIPOJIaKH TOBAPOB,
MYJDKaJUIaHTaH OKa3aHWs yCIIT,
UKTUCOUN BBITIOJTHEHUS paboT
haonusTi
KOpXOoHa (aonusTu DTO IIaH
JacTypy, XO3SIICTBEHHOMN
KyTHJIa&Tran JIeITEIIbHOCTH, B TOM
xapaxaT Ba YHUCIIe 0KUIACMBIX
Japomaasnap 3aTpaT U JOXOJI0B
Business busnec- XUCOOMHH V3 €Ta HEKOTOPBIX
144. | buznec-pexa Y 1 P
plan IJI1aH WYHTa OJTyBYN KOHKPETHBIX Mep TI0

KOMITaHUs
(haonUATHHUHT
MyausH
MaKca/iIapura

SPUIINII YIYH

JOCTIDKSHUIO IeNeH
IJIaHa KOMITAHHH.
Pa3zpaboTtanHoii Ha

OCHOBE

MAapKCTHHTOBBIX
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MyailsiH 4opa- UCCIIEA0BAHUN
TaaoupIap
pexacH.
MapkeTuHr
TaAKUKOTIIAPU
acocujia Uuiad
YUKW N
Kopxonanap
HUHT MaxcCyJoT
WILIa0 YMKMIII,
UILUI1a0 YUKApUII 3TO CUCTEMa
Ba COTUII EKU yIpaBICHUS
XU3MaT IIPOU3BOJICTBA
KypcaTuiira ouJl | TOBapOB M OKAa3aHH
145. | Mapkerunr | Marketing |[Mapketunr baonusTH, yCIyT KOMIIAHUSIMH,
06030pHU Ba a Tak)Ke CUcTemMa
UCTSHMOTIUIIAP W3YYCHUS BIUSHUS
tanabura daomn PBIHKA Ha CIIPOC
TabCUP norpedureneit
KYpCaTUIIHU
ypranuum acocuaa
OOILIKAPHUIIl TUZUMHU
KOPXOHA SN
JapOMaJMHUHT
O6apua MaxxOypuil | 3TO HETTO MPUOBLIN
TYJIOBIApHU KOMIIaHUH TOCIIe
.. | Banosas
146. | Snmu doriga |Gross profit 5 quKapuo HUCKJIIOUEHHUS BCEX
HPHOBLIE Talularaliad CyHr 00s13aTeNbHBIX
KOpXOHa TIaTexen
HXTUEPUIA
KOJYBUH KHCMHU
BUABI XO3IHUCTBEHHOMI
JEeSTENIbHOCTH, K
OCYIIIECTBIICHUIO
MaOJaFiIapHH Kano KOTOPBIX
STHII Ba yIapHU JIOTTYCKaOTCs
bankosc- .
147 bank Bank e KOUIAIITUPHIILL HCKITFOUUTEIBHO
" | onepanusapu | operations Oyiinya amanra OpTraHH3aIlHH,
orepanuu
OLIMPHUIAJNTaH | UMEIOIINE JINIICH3HIO,
oreparnusiap BBI/IaBAEMYIO
EHTPATbHBIMU
OaHKaMHU.
JlunensupoBanue
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0aHKOBCKOM
JeSITeTbHOCTH
CBSI3aHO C
HEO0XOAUMOCTHIO
3aLIUTHI ICHEKHBIX
CPEACTB YaCTHBIX
JIMIL U KOMITAHUI
. Bbankos- OJIMHTaH Ba Paznuna mexay
bank Banking . .
. . cKast Tynanran ¢ous CYMMOM IPOLIEHTOB,
148. ¢oiinacu profit
. puObLIb cyMMaiapu yIUTaYeHHBIX U
(mMapika) (margin) .
(mapxa) | Ypracumaru dapk MOJTYYCHHBIX
Oy unurad YuKapuIn
CUpPHU XMCOOJIaHTaH,
aracu Oy
MabJIyMOTIapHU
YUMHYH MIaxciap
TOMOHHUJIAH
HOKOHYHHI
WIUIATUIALITT
JlaH XUMOSI KWJIMII | 3TO THUI HH(OpMAaLIUU
XYKYKHTa 3ra KOTOPBIN CTPOTO
OynraH, 3aIUIIAETCS OT
149. Hoy-xay Know-how | Hoy-xay XUMOSIIOBYU UCIIOJIb30BaHUS
XyxoKatiap TPETHUM JIUIIOM,
(macanan, Tak)Ke BKIIFOYAET B
naTeHTiap) ounan | ce0st ceKpeTsl PUPMBbI
Myxoazananmara
H Ba TYJIUK EKU
KHCMaH HaIip
KHJIMHMAara
TEXHHK, TAIIKHIHH
€KM THXKOpaT
MabIyMOTIIApH
aup
Oy O6upop unuiabd SIBIISIETCS
YUKAPYBUYMHUHT IPOU3BOIUTENEM
TOBap Ba TOBApOB U yCIYT
. XU3MaTIapuHH npeHa3HAYeHbI JUIs
ToBap ToBapHbIi
150. Trademark Oomka umuiad pa3IuyYeHHs TOBapOB
oenrucu 3HaK
YUKAPYBUYMHUHT U YCIIYT,
yX1ani ToBap Ba aHaJIOTHYHBIE
XU3MaTiaapuaaH OpUTHHAIILHBIM
(bapknam yayH IIPOU3BOIUTENIEM
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MYJDKaJUIAHTaH

TacBHp, PaKam,

OpUTHHAN TpapuK

rpaduuecKux
n300paxeHuit, uudp,

OYKB MJTU COYCTAHHUS

xaph Exu CJIOB
CY3JIapHUHT
OUpHKMacUIIp
Oy Typau
coxanapaaru
MaxcyinoTra
3TO CO3JIaHKE B
(xycycan,
Pa3TUYHBIX 00JACTIX
KypujMa, MOJ1a,
IIpOJyKTa (B
MHUKpPOOPTraHu3M
YaCTHOCTH,
HITaMILIapH, .
. YCTPOMCTBO, MUKPO-
YCUMIIUK Ba
. MapoK, U KJIETOK
XalBOHIIAp .
. pacTeHuil u
XyXaipana
. N306pe- . YKUBOTHBIX ) WJIH
151. NxTtupo Invention pura) €ku ycyira
TEHUE s KOHTpOJIs (TIpoLiecc
(Monui
OCYIIIECTBICHHS
BOCHTAJIAP . .
. . NeicTBUil Ha
Epmamuaa Mo
MaTepuaIbHbIX
00BeKTIIap
00BbeKTaxX)
YCTHIAaH
COOTBETCTBYIOIIIE
XapaKaTHHU aMaJira
IO TEXHUYECKOTO
OILIUPHIII
. pelieHus
JKapaéHura)
TETHIIUTA TEXHUK
eUNM
aBJIaT OIOMKETH
bromxer- Xapaxariapu MPEBBIIIICHHE
Bromxer Budget . P p p
152. . HBIN HUHT pacxoioB OO KETa
TAKYWIJUTATH deficit
neUIUT | JTapoMajyiapaaH HaJI €ro JI0X0/IaMHu
OPTUKYAIHTH
IaKJIA Ba pHUCKOBast
COXacCHUJaH KaThbui SKOHOMMYECKast
[Ipen Hazap ¢oiiga JIESITEIbHOCTD,
MIPUHH OJIMIITa Ba YHIAH HampaBlieHHas Ha
TanOupkop- .
153 Business | marens camapanu CUCTEMaTUYECKOE
: TIVK L .
activities cKas doitmananun MOJTy4eHue MPUOBLITU
baonmusaTi
NesTeNbH Makcaura OT MPOU3BOJICTBA U
OCTh KapaTWiral POk TOBAPOB,
UKTHUCOIUIA OKa3aHUs yCHyT,
baonusrt BBINOJIHEHUS paboOT
154. Doiiga Profit [pu KOpXOHa KOHEUHBIE Pe3yJIbTaThl
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ObLIb (baoauATHHUHT ¢uHaHCOBOU
SAKYHUWA MOJIASIUI IesITeIbHOCTH
HATWOKaJIApH; MyIT MPEIPHUSTHS,
TYIIYMH Ba OTIpeNIeNsIeTCs KaK
Xapaxxatiiap pasHHIIA MEXKIY
Ypracunaru papk MOCTYIUICHUSIMU U
cudaruga pacxoamu
aHUKJIaHAIN
Kosie0aHus
YKOHOMHYECKOU
umuiad
AKTUBHOCTH
YUKAPUIIHUHT OUp .
. (3KOHOMHYECKOM
UKTHUCOIHIA
KOHBIOHKTYPHI),
WHKHPO3aH
COCTOSIINE B
. . DKOHO- UKKUHYNACU
Wxrucomii Business . MOBTOPSIIOLIEMCS
155. MUYECKUI OolUIaHTyHTa
JIaBp cycle IKOHOMHYECKOM
UK Kazap
criaje (peueccuu,
TaKpOpJIaHUO
JIENPECCUn) U
TypaJuran
. HKOHOMHYECKOM
TYJIKAUHCUMOH .
noabpEMe
XapakaTH
(o’kuBIIEHUU
HSKOHOMUKH )
0ocKnuMa-00CKUY
ACOCHH KaruTall
i CII0C00 BO3MEILEHUSI
KUAMaTHHUHT
OCHOBHOTO KarHTaia
MabIyM Oup
) MyTEM MTOCTEIIEHHOTO
Amopru3sa- Deprecia Amop- KUCMUHHM U120
156. . TIEpEHECEHUs ero
s tion TU3ALUS YUKapHUIaIUuraH
CTOMMOCTH Ha
MaxcyJoT
. IPOU3BOTUMYIO
KHiiMaThra
. o MPOAYKIHIO
YTKA3HI HYIH
OWJIaH YHU KOTLIall
COTHUJITaH TOBap
JICHES)KHBIE WITH UHBIC
MUKJIOPUHU HapXxra
N CpencTBa,
KYIaTHPHIT
MoJTy4aeMble
157. Hapoman revenue Hoxon raHura TEeHT,
JIOMAITHUM
MaxcCyJloTIapHU .
XO03STUCTBOM OT
COTHUIIIAH TYIITaH
MIPOJIaXH PECYPCOB
TYLIyM
HapxJaH OoImka [upoko mpuHSITOE
law of 3akoH OMHUJILIIA TBEPKJICHHUE O TOM
158. |Tanab KoHyHH . P yIeep ’
demand crmpoca y3rapmaranja YTO TIPU MIPOYHNX

Tanad MUKIOpU

PaBHBIX YCIIOBUAX
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OunaH Hapx
ypracunaru
OOFITUKIIMK

npu 6osee HU3KOU
1eHe OyeT KyIuieHo
OoJbIIe TOBapa, a
npu 6oJiee BBICOKOH -
MECHBIIIC

TYFpUAAH-TYFPU

Inpsmast CBA3b MCKIY

3aKkoH HapX y3rapuiim LIEHOH U
Taxmud law of px ystap
159. MIPEIIOK Ontad OOFJIMK KOJINYECTBOM
KOHYHH supply
eHUS X0J11a TaKIU(HUHT IpoJaBaeMoro
y3rapuinum TOBapa
. bankos- OJIMHTaH Ba Paznuna mexay
. Banking N N
160 bauk ¢oiinacu ofit cKas Tynauras ¢ous CYMMOM IIPOIEHTOB,
' (mapika) (nF:ar in) pUOBLITL cyMMaJIapu YIUTAYE€HHBIX U
g (mapxa) | Ypracumaru dapk MOJTY4YEHHBIX
KonTeker, B koTOpoM
1160 coObITHE
MIPOUBOUJIET C
HEKOTOpPOU
o BEPOATHOCTHIO
KYHWIraH MaKcajara .
TaBakkai- . Y (probability), mu6o
161. risk Puck SpUIIHIATH
YHIIUK o HEKOTOpasi BEJIMYHHA
HyKoTHILIAp
UMeeT
pacnpezeneHue
BEPOSATHOCTEM
(probability
distribution)
KOpXOHaap,
3TO Pa3HOBHUIHOCTH
Ouprnammanap Ba
. HE0aHKOBCKOTO
O0IIKa XYKaIuK
kpenurta. OObEKTOM
IOpUTYBUH
BBICTYTIAIOT HE
cyObeKTIap
) Kom JICHEXHBIE CPEACTBA,
Twxopar  |Commercia HUHT acOCaH .
162. .. |Mepuecku . a TOBapHBIN KaruTail.
KpPEIUTH I credit | | TYJIOBHH .
i KpeuT o Takoit KpeTuT MOXKET
KEUUKTUPHIL HYITu
MIPEIOCTABIIATH KaK
OunaH ToBap
MpOJIaBell, TaK u
mraxkiauaa oup-
MTOKYIaTeh YCIYT
Oupura Oepaguran
WM TOBapOB
KpeauTiapu
OJIIMH/IaH MTOCTOSIHHO
T Commo ToBap OeJrniaHrad JIEUCTBYIOIIUNA
oBa . .
163. 5 P dity Has KouJiajap acocujia ONTOBBIA PHIHOK
upKacu
P exchange Oupxa | yATYp>KH CaBIOHU YHCTOMN

TalIKKWJI 3THUII

KOHKYPCHIIUU, HA
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HIAKITH KOTOPOM I10
OTIpeieIeHHBIM
paBUIaM
COBEPILIAIOTCS CICTKU
KYIUTH-TIPOJIAXKH Ha
KayeCTBEHHO
OJTHOPOJIHBIE U JIETKO
B3aMMO3aMEHse
MBI€ TOBApPhI
MCTEHMOJ KUIMHTaH KpHUBas,
TOBapjap MOKa3bIBAIOLIAs
MUKJIOpPUHU 3aBHCUMOCTh
164 OHren Engels Kpusas HUCTEbMOJTUU W3MEHEHUS
" | umM3HKIapu curves DHrens JapOMaJIMHUHT BEJIMYUHBI
y3rapummnaan notpebiieHus: ToBapa
OOFIMKIIUTHHA OT U3MEHEHUS
KYpcaTyBYH YM3UK | J10X0Ja MOTPeOHUTeNs
JOTIOTHUTEIbHBIN
IIpe Oup-oupiuK .
. . J0XO/]1, IOJTyYSHHBIN
Yeku Marginal JeIb KYIIMM4a TOBap
165. . B pe3yJbTaTe pocTra
Japoman revenue HBIN COTHIIIAH TyIIraH
. oObeMa mpo1ax
JI0XO0J | KyImMM4Ya JapoMaj
TOBapa Ha eIUHUILY
Oy 1mryHmaaii
0030pKH, YHAA |pBIHOYHAS CTPYKTYpa,
¢dakaT Ourra IIpU KOTOPOH Ha
MaxCyJoT uiiad PBIHKE JIEHCTBYET
YUKapyB4YH Qrpma OJlHa
Monopo Mono
166. | Monomnonus | (daonusat onud bupma—TIpou3Bo
y TIOJTUST
Oopaau Ba JTUTENb, TOTHOCTHIO
MaxCyJIoT UILI1a0 KOHTPOJMpYIOLIast
YUKAPUIIHHY, IPOM3BOJICTBO U
COTHUIIHH TYJIHUK MPOJaXXy ToBapa
HA30paT KUIaau
Oup- OupIUK KOJIMYECTBO JICHET,
TOBAapHHU COTUO yIJIauuBaeMoe 1
167. Hapx price Ilena OJIMII Y4YH II0JIy4aeMoe 3a
TYyNaHAJAWTaH Myl | €IUHUILY TOBapa WK
MUKJIOpU yCIyTH
Tanabd Ouinan IeHa,
s TAlOTU(DHU YpaBHOBEIINBAIOIIAS
Mygo3anatiu |equilibrium [PaBHoBec-
168. . . TEHTJIAIITUPYB BEJIMUMHBI CIIPOCa U
KHIAMaT price Has IeHa
9H HapX. MPeJIOKEHUS Ha
MYyBO3aHATIU PBIHKE B pe3yJibTaTe
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KUHMATra TYFpu IEeUCTBUSA
KeJaJuraH ToBap KOHKYPEHTHBIX CHII
MUKJIOpUTA
MYBO3aHATIIN
MaxcyJoT
MUKJIOpU
JIeUHIIaIA
UKTUCOOUU
HEbMaTJIAPHH,
1aXC IXTUEKUHU CIOCOOHOCTh
KOHIUPHIIT HKOHOMHUYECKOTO
169 Had utility of | Tlome3- | mapaxacu. Hepmar | Giiara ymoBJIECTBOPSATH
: aduuk )
good HOCTh WHCOH 3XTHEXWHUA | OJHY MM HECKOJIBKO
KaH4a TYJIapoK YEJI0BEYCCKHUX
KOH/IUPCA YHUHT noTpeOHOCTEH
Ha(IUry NIyH4a
I0KOpH OYmamu
yekyanrad 0ynuo,
yJapra MexHar
(labour), kanuTain
. naroboe 61aro
(sapital),
Ninab dakTopsl (pecypc),
Produc Marepuamiap (Xom
170. YUKApUIIL . MpOM3- . UCIIOJIb3yEMOE JJISI
tion amé, OyTJIOBYU
OMUJIIAPU BOJICTBA IIPOM3BOJICTBA
KHUCMJIIAP, JJICKTP
Jpyrux ojar
9HEPrHUsCH, ras,
CYB Ba X0Ka30), ep
(land)
1[eHa, yIIayuBaeMas
KaIuTaJl dracura
COOCTBEHHUKaM
VHH KalUTaTUIaH
. Karurania 3a
. doinananranu
. Ccynubiit . UCIIONIb30BaHUE
171. | Ccyna dpousu interest Y49YH UKTHUCOIUN
MPOLIEHT 3a€MHBIX CPEJICTB B
CyOBeKT
Te4YeHHUe
TOMOHHU/JIAaH
. OTIpeJIeIIEHHOTO
TYIaHaIuTaH HapX
nepuoja
0030p cyObeKTIapu CyOBEKTHI PhIHKA
UKTUCOUN COCTOSAT U3
MaH}aaTIapu KOH(IIMKTA
Compe Konky- HUHT YKOHOMUYECKUX
172. PakobGart . Y .
tition peHIUs TYKHAITYBUIaH HMHTEPECOB MEKIY
nbopat 6ynuo, BBICOKMMH U OOpPBHOBI,
ynap ypracugaru 9TOOBI UMETh
10KopH (oiina Ba BO3MOYKHOCTh
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MPEJIOKUTH OOJIbIIIE

KYIIPOK
Ha(IIMIIMKKA 3ra MIPEUMYIIECTB
oynuu yayH
Kypar
ToBapnapHUHT pea
Ba MOTCHIIHA
COTYBYH Ba
aTo cdepa, rie
Xapuaopiaapu
MIPOABHUTAOTCS
Ma)KMyH Xapakat
peasbHbIE U
KWJIaIUTaH
MOTEHIHATbHBIC
JIMaIIMHYB
MOKYNaTeH U
173. Boszop Market coxacu;
MIPO/IABIIBI.
TOBApJIAPHH COTHUII
DKOHOMHYECKOE
OwtaH OOpPIIHK
OTHOILIECHHUE TIPU
JIMaIIMHYB
0oOMeHe U TIOKYTIKE
coxacHjaru
. TOBapOB
MKTUCOIHHA
MyHOcabatap
MaKMyH
UCTEHhMOIYHUIIAPHH,
yIAQpPHUHT pacrpeieliecHie Ha
IXTUEKITAPUHH TPYIIIIBI
Bo3opuu Market L Y .
. UMKOHHATIAPHU €K | TIOTPEOUTENCH, NX
174. CErMEHT segmentati
XYJIK aTBOpJIapHra OTPEeOHOCTD,
Jlam on
acocaH rypyxJjapra | BO3SMOXXHOCTH WJIM MX
XpaTuI HIOBEJICHUS
JKapacHu.
Xycycun
maxciuapra,
YJacTHBIE JINIIA,
aBBaJIO, 30K
TIPEXkKJIe BCETO,
MyJ1aT
. JI0JATOCPOYHOE
doitnanananu
Hcrevmon Consu ourenbc- WCTIOJIh30BaHUE IS
175. . raH UCTEBMOJI
KpEeIUTH mer credit MOKYIIKH
TOBapJapu coTuod
KpeIuT MOTPEOUTENBCKUX
OJIUII YIYH
TOBapOB, CPOKA
MabJIyM MyJJIaTra
Kpenura
OepuiryBUM Kap3
MaOmarnapu
Nuinab The Konuen- | wucrespmonumnap KOHIIeTILUS
yuKapuiHu | concept of st KEHT TapKaJiraH Ba yIIpaBJICHUS
176. | rakomuutam- impro  (coBepuieH- HapxH Kynan MapKETUHTOM, B
TUPHIIT ving produc (cTBoBaHHMsI| TOBapiapra SxIiuu CUTYallUH, KOTJa
KOHIICTILUSICH tion pou3- MyHocabat/a NOTpeOUTENN OTAAIOT
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BOJICTBA OynuImHy, IpearnoYTeHne
IIYHUHT Y9YH TOBapam, KOTOpbIE
paxoapusT y3 MUMEIOTCS B IPOAAKE,
XapakaTjJapuHU | MOJIb3YIOTCS CIIPOCOM
unuiad YMKApUIIHU | ¥ TOCTYIIHBI MO LIEHE.
TaKOMWUIALITUPH B stom ciyuae
1ira Ba TaKCUMOT IEJIbI0 KOMITAHUU
TU3UMU SBIISICTCS
camapaJopJIUTruHU COBEpIIIEHCTBOBA
KyTapuuira HHE IIPOU3BOJCTBA
NYHAITUPULLIN 9TUX TOBApOB,
KEpaKJIUTHU XaKuJa | CHUKEHHE U3JIEPIKEK
TacaUK
TO JIEMEHT
UH(QPACTPYKTYPHI
. BAIIOTHOTO PBIHKA,
MUJUIAN BadroTasap
. JESITENIbHOCTD
Kypcnapu Oyiinua .
KOTOpOM COCTOUT B
yIapHUHT 3PKHH
IPE0CTaBICHUHN
OJIIN-COTAUCH
Bamtora Currency |BamotHas YCIIYT TIO
177. amaira
ouprkacu exchange | oOwupxka OpraHu3aIuy U
OILIMPHIIAIUTaH,
. IPOBEJICHHUIO TOPTOB,
pacMuii )KuxataaH
B X0/1€ KOTOPBIX
TaIIKUI STUITaH
YYaCTHHUKH
0030pH IIAKIH
3aKJIIOYAIOT CHEIKU C
MHOCTPaHHOU
BAJIIOTON
MW 1aBOMUAAru
unutad YuKapuin JeT IPOU3BOJICTBA
. Current | Tekymue HaTHXaJlapu WCTIOB3YEeTCs TIPH
178. | XKopwuii Hapx .
prices LIEHBI xucoOmnamaa pacuere pe3yIbTaToB
KYJIJTAaHWITYBYHU TEKYIIEH EHbI
amaJijaru Hapx
JIOIIOJTHUTEIIbHBIN
Oup- OupiUK .
. IIpene . J0XOJ, IIOTyYEHHBII
Yeknmm Marginal . KyIIM4a ToBap
179. JIbHBIN B pe3yJbTaTe pocTa
Japoman revenue COTHIIAH TyIITaH
J0XO0H . o0BeMa mpoiax
KYIIIMYa JapoMa
TOBapa Ha eIUHUILY
JInaus «YMYMHUH BaKT — reOMETPUYECKOE
Or01KeT- Japomany MECTO TOYEK,
bromxer .
180. budget line HOTO KOOpJMHATallapura | TOKa3bIBAIOIINX BCE
YH3UFU
orpaHu- | ora Oynaras TYrpu KOMOMHAIMH JBYX
YeHUs YU3HK OYIuo0, TOBApOB, KOTOPbIE
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YHUHT ETHUKIIMK noTpeOuTeNh UMEET
Oypuaru uin BO3MOYKHOCTb KYITUTb
XaKUHU Ha pacroyiaraeMyro
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English Idioms

Qs poor as a church mouse

very poor

My teacher is as poor
as a church mouse.

to bet on the wrong horse

make a mistake
in predicting the future

He bet on the wrong horse
by supporting John Kerry.

to make a quick buck

to earn money quickly
sometimes dishonestly

We made a quick buck on the stock market.

look like a million dollars

to look and feel fantastic

She looked like a million dollars
at the reunion.
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IDIOMS ABOUT MONEY

Idioms for talking about tough financial situations/ poverty

go broke — lose all of one’s money

tighten our belts — spend less and have a lower standard of living

down and out — extremely impoverished

from hand to mouth — salary immediately gets spent on basic necessities with
little left over

strapped for cash — doesn’t have money to spend at the moment
don’t/doesn’t have two nickels to rub together — poor; broke

lose one’s shirt — lose a lot of money on a deal, transaction, investment, etc.
pinch pennies — to be extremely thrifty (noun form: penny pincher)

get back on one’s feet — recover, usually from a tough financial situation

in the hole — in debt

Idioms for talking about good financial situations/ wealth

well off — wealthy

strike it rich — to suddenly become wealthy

make a killing — make a lot of money on a deal, transaction, business, etc.
deep pockets — rich, wealthy

born with a silver spoon in one’s mouth — be born wealthy and privileged

Idioms for talking about payments

pick up the tab — pay for something
foot the bill — pay for something
set you back — cost someone (as in “What did it set you back?”)

cough up the money (cough it up) — reluctantly pay for something
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pay through the nose — pay an excessive amount for something
cost an arm and a leg — cost a lot; be very expensive

pay top dollar — pay a lot of money

break the bank — spend a lot of money on something

Idioms for talking about profit and loss

in the black — making a profit
in the red — not making a profit
break even — income equals expenses

Idioms for talking about something expensive/valuable

cost an arm and a leg — cost a lot; be very expensive

pay top dollar — pay a lot of money

worth its weight in gold — very valuable

jack up the price — increase the price of something

pay through the nose — pay an excessive amount for something

Idioms for talking about corruption and dishonesty

rip someone off — take advantage of someone in a financial transaction (noun
form: a rip off)

slush fund — money allotted for unofficial, corrupt, or illegal transactions
buyer beware — said to communicate that the buyer is responsible for
verifying the quality of goods

grease someone’s palm — offer a bribe

Idioms for talking about financially providing for oneself or one’s family

bring home the meat — to be the primary provider in the family

make an honest living — to make money by having a job and working hard at it
make a living — make enough money to support oneself

make ends meet — make enough to pay for one’s expenses and not go into debt

Other idioms for talking about money

going rate — what people normally pay for something
out of pocket expenses — an expense that will not be reimbursed by one’s

employer or organization
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more bang for your buck — value for what you spend

get your money’s worth — get good value for what you pay

more money than sense — said when someone wastes money on something
expensive

ballpark figure — very inexact estimate (also ballpark number)

nest egg — money saved up for the future

throw money at something — spend a lot of money trying to fix something
without having a real plan

cold, hard cash — cash; actual money instead of being paid with a credit card
of check

nickel and dime someone (to death) — charge small amounts for various
things which add up to a real expense

the almighty dollar — used to express that making money is more important
than anything else

for peanuts — sold at a price much lower than what it is worth

Idioms Related to Negotiations and Disagreements

bend over backwards — do everything possible to achieve something

call the shots — be in charge; make the decisions

change one’s mind — change one’s decision

common ground — mutual understanding

fly off the handle — lose one’s temper very suddenly

get down to business — stop making small talk and talk about the topic at hand
have a bone to pick with someone — need to talk to someone about something
they have done wrong

hit below the belt — say something to unfairly hurt someone

hold one’s tongue — remain silent

lay one’s cards on the table — be honest about one’s motivations, intentions,
etc.

meet someone halfway — make a compromise

not have a leg to stand on — not have an argument
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on the fence — unable to decide

out of the question — not worthy of consideration because of difficulty or an
unwillingness to do it

play hardball — be ruthless and aggressive

play one’s cards right — make the right moves to get what is desired

put one’s foot down — take a firm stand

put words in someone’s mouth — incorrectly say what someone means
second guess — to question or criticize something that has already been done
see eye to eye — be in agreement with someone

short end of the stick — get treated unfairly; get the worse part of an
agreement, deal, assignment, etc.

sleep on it — wait until the next day to make a decision

stand one’s ground — maintain one’s position; not give in

stick to one’s guns — not change one’s mind or decision; remain firm

talk someone into something — convince someone to do something

talk someone out of something — convince someone not to do something
the ball is in one’s court — someone’s turn to decide or act

until someone is blue in the face — expression used to communicate that
someone can say something over and over again but won’t change the other
person’s mind

upper hand — position of control; have an advantage

water under the bridge — problems or disagreements in the past that are no
longer relevant/important now

Idioms about Success

ahead of the curve — better than the average competitor

ahead of the pack — better than the competition

batting a thousand — do something flawlessly

come a long way — make a lot of progress

every dog has its day — everyone, even underdogs, experience success at some
point
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front runner — the clear favorite to win or be chosen for something

going places — going to become successful

have it made — to have great success and no longer have to worry about money
hit pay dirt — do something which results in acquiring considerable wealth or
something of great value

hit the jackpot — suddenly achieve great wealth or success

in the bag — victory or success is almost certain

kill two bids with one stone — do one thing to accomplish two objectives
knock it out of the park — execute something extremely well

live up to — do as well as what was expected

make a comeback — regain success

make a killing — make a lot of money

make the cut — meet a certain standard

move/come up in the world — becoming more successful

on a roll — experiencing a lucky or successful streak

on top of the world — extremely happy, often as a result of a great
accomplishment

pass with flying colors — easily pass an evaluation, test, quiz, etc.
practice makes perfect — practice leads to perfection or ideal results

pull something off — successfully achieve something difficult

rags to riches — situation in which someone goes from poverty to wealth
riding high — confident, usually due to recent success

rise to the occasion — perform well during a difficult event or challenging
situation

run circles around someone — much better than the competition

save the day — prevent something bad from happening

sky’s the limit — almost limitless potential

take the world by storm — become popular or successful very quickly
third time’s the charm — the third attempt yields success

when there’s a will, there’s a way — success if possible if someone really
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wants to achieve something
win-win situation — a contract, agreement, etc. that benefits both sides

Idioms for Feelings and Moods

Idioms about sickness

under the weather — a little bit sick

as sick as a dog — very sick

Idioms about anger

fly off the handle — lose one’s temper very suddenly

give someone a piece of one’s mind — to angrily speak/yell at someone who
has done something wrong

bite one’s head off — yell at someone for no reason

try one’s patience — make someone be annoyed or lose their patience
make one’s blood boil — anger someone

jump down one’s throat — yell at or strongly criticize someone

up in arms — upset, outraged

get all bent out of shape — get angry

have a bone to pick — need to talk to someone about something they have
done wrong

Idioms about being uncomfortable or nervous

shaken up — troubled, distressed

fish out of water — in an unfamiliar or uncomfortable situation

on edge — tense, nervous

sinking feeling — feeling that something bad is about to happen
butterflies in one’s stomach — nervousness felt in the stomach

on pins and needles — nervous or anxious, usually due to a suspenseful
situation

Idioms about sadness

bummed out — sad about a specific issue

hang one’s head — feel ashamed

Idioms about happiness, enjoyment, and other positive feelings
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get a kick out of something — really enjoy something

make someone’s day — to make someone happy by saying or doing something
that is the best moment of that person’s day

in high spirits — very happy

on top of the world — extremely happy, often as a result of a great
accomplishment

walking on air — extreme pride, happiness, and optimism

on cloud nine — extremely happy

Other Idioms about feelings and moods

let/blow off a little steam — do something to release pent up energy/emotions
spaced out — in a disoriented stupor

keep one’s chin up — stay positive in the face of adversity

turn over a new leaf — to make an important change for the better

have one’s heart set on something — to greatly desire something

sitting pretty — in a very good, secure position

get up on the wrong side of the bed — irritated and in a bad mood, often for
no reason

off one’s game — performing below one’s normal level

in the zone — in a focused state that results in good performance

bored to tears — very bored

in the mood for — want something at the moment; to feel like something (ex. a
certain food, an activity,etc.)

give someone the cold shoulder — ignore someone

on the fence — unable to make up one’s mind

happy camper — content and satisfied (often used in the negative — He’s not a
happy camper)

Idioms for Describing People

The following idioms for describing people are used in the practice activity:

Negative
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wet behind the ears — young and inexperienced

dime a dozen — very common and almost worthless

wrong side of the tracks — from a bad part of town

not cut out for something — not the right person for a certain job, task, or
activity

hot head — someone who gets angry easily

dead wood — people no longer useful to the organization

two-faced — deceitful, likely to betray people

past one’s prime — not as good as someone once was due to advanced age
out of one’s mind — crazy

yes man — someone who always agrees with his/her superiors

rub someone the wrong way — to bother/offend someone accidentally
laughing stock of — source of laughter; someone many people make fun of
set in one’s ways — not easily persuaded to change or consider other ideas
Positive

man of his word — someone who keeps promises

down to earth — humble; not pretentious

tough as nails (also hard as nails) — strong, determined

big shot — very important

happy-go-lucky — carefree; without worry

give someone the shirt off one’s back — extremely generous

diamond in the rough — someone with potential but lacking refinement
heart of gold — very kind

first rate — excellent (We can also say second rate and third rate to describe
someone of inferior quality)

class act — of superior quality

going places — going to become successful

up-and-coming — steadily becoming more successful (adjective — noun form
Is up-and-comer)

wasn’t/weren’t born yesterday — not naive; not easily tricked
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top dog — someone occupying the top position in an organization; someone
who has the highest authority

Neutral

night owl — someone who likes to stay up late

black sheep — doesn’t fit in with the rest of the family or group

blue collar — working class person, does manual labor; opposite of white collar
white collar — works in an office; opposite of blue collar

born with a silver spoon in one’s mouth — born rich with privileges other
people don’t have

keep to oneself — not be social, quiet

follow in someone’s footsteps — follow someone’s example; do the same as
someone else

chip off the old block — just like someone’s father or mother

spitting image — someone who resembles a close family member

dark horse — someone unlikely to win an election

Johnny-come-lately — newcomer

average Joe — common man

eat, sleep, and breathe something — obsessed with something

Idioms about Time

Idioms to communicate urgency or a lack of time

race against the clock — situation in which something must be done very
quickly

now or never — there will not be another opportunity to do something

no time to lose — it’s important to start right away

make up for lost time — work hard/quickly to compensate for the fact that
little progress has been made

wait until the last minute — (self-explanatory)

pressed for time — don’t have much time due to responsibilities, tasks, etc.
the eleventh hour — at the last minute

Idioms to communicate a lack of urgency
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put something on the back burner — suspend or hold something temporarily;
similar to put something on hold

put something on hold — suspend or hold something temporarily; similar

to put something on the back burner

for the time being — for now

all the time in the world — an excessive amount of free time

time to kill — nothing urgent to do for a certain period of time

Idioms to talk about a long stretch of time

Rome wasn’t built in a day — great accomplishments take time

in the long run — over an extended period of time

until the cows come home — for a very long time

only time will tell — we can’t know now but we will find out in the future
from day one — from the beginning

Other Idioms about Time

long time, no see — said when two people see each other for the first time in a
while

a mile a minute — very fast

lose track of time — not realize how much time is passing

crack of dawn — very early in the morning

sooner or later — will happen at an unspecific time in the future

find the time — make time for a task or activity

once in a blue moon — very infrequently

get with the times — to do/think what other people are doing/thinking in the
modern world

spur of the moment — spontaneous; not planned

better late than never — (self explanatory)

miss the boat — too late to take advantage of an opportunity

in the nick of time — just in time; happened with little time to spare

right place at the right time — (self explanatory)

days are numbered — will not exist for much longer

203



like clockwork — happens at regular, predictable times
the time of one’s life — a really great time
moment of truth — a critical moment when something is put to the test
Let’s call it a day — let’s stop working for today (Also Why don’t we call it a
day?
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MABJIIYMOTHOMA

Paxumosa LLInpuH YTKypoBHa

PaxumoBa upun 1974 ihunna TomkeHT maxpuga TyruiaradH. 1996 itmnna
V36eKHCTOH NaBNaT aXxOH TUIIAPU YHUBEPCHTETHHUHT VHIIN3 THIM (QHIIONOTHSCH
(baKyIbTETUHN WHIJIA3 Ba PyC THWUIAPH YKUTYBUHCH MYTaxXacCCUCIHTH Oyitnmda
TyTaTJau.

1996-1998  iumnmap  maBomMuaa — TOIIKEHT — JaBjiaT  IIAPKITYHOCIHK
UHCTUTYTUHUHT WHrmu3 Tunm xadenpacuaa MHIIIN3 TUIU YKUTYBYMCH JIABO3UMMJIA
(haoausAT IOPUTIH.

1998-2003 immmap gaBomujaa TOIIKEHT AaBiaT UKTUCOAUET YHUBEPCUTETH
KOITUa aKaJeMUK JuIeHHIHT MHTIN3 Trim kadeapacuia HHIIIN3 THIA YKATYBUNCH
JIAaBO3WMH/IA UITLTA]IH.

2004 iinnga TOWIKEHT [aBiaT WMKTUCOAMET YHUBEPCUTETH YeT Tuiiapu
KaeApaCUHUHT WHIJIM3 TUJIM YKUTYBYHCH JIaBo3uMuaa uin 6onuiad, 2013 dungan
Oyén Murmmu3 tunu xadenpacuga karra YKUTYBYM JIaBO3UMHUAA (DAOTUSAT FOPUTHO
KEJIMOK/1a, ¥3 haonusTi MoOaiHuIa MHKOOUH I0TyKJIapra SpUIIIMOK/IA.
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