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Введение 

 

Предлагаемое учебное пособие «Business English for Foreign Studies» 

предназначено для бакалавров 4 курса, обучающихся по направлению 

032000.62 «Зарубежное регионоведение» (профиль «Азиатские исследова-

ния»).  

Практической целью данного пособия является обучение деловому 

общению, которое носит коммуникативно ориентированный и профессио-

нально направленный характер. Реализация курса делового английского 

языка в 7 семестре проявляется в готовности специалиста-бакалавра со-

действовать налаживанию межкультурных и научных связей, представлять 

свою страну на международном уровне, что соответствует стратегическо-

му плану развития Дальнего Востока России. 

С учетом современных требований методики обучения иностранно-

му языку в пособие включены текстовые материалы со звуковым сопрово-

ждением (аудио и видео материалы). 

Аутентичный материал, представленный в пособии, позволяет ин-

тегрировать необходимые коммуникативные компетенции в образователь-

ный процесс для решения конкретных профессионально-

коммуникативных задач. 

Данное пособие состоит из 5 уроков (Units), грамматического спра-

вочника (Reference Grammar), аудио и видео текстов (Audio and Video 

Scripts) и списка использованной литературы (References). 

Уроки-темы 1-4 имеют одинаковую структуру. Каждый из них со-

держит следующие разделы: 

- Starting Point; 

- Working with words; 

- Watching the video; 

- Language at work; 

- Discussing grammar; 

- Reading; 

- Business Communication; 

- Writing.  

Урок-тема 5-6 «Final Practice Files» представляет собой раздел, кото-

рый может быть использован для организации итогового контроля или са-

мостоятельной работы. Видео и аудио материал, представленный в посо-

бии, обеспечивает индивидуальный режим работы и автономность в изу-

чении английского языка.  

Настоящее пособие  так же можно рекомендовать магистрам, аспи-

рантам, а также широкому кругу читателей, желающих повысить свой уро-

вень владения деловым профессиональным английским языком в области 

зарубежного регионоведения. 
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UNIT 1. LEARN HOW TO WRITE MEETING MINUTES 

 

STARTING POINT 

 

1. Have you ever written (seen) meeting minutes? 

2. Do you know any rules to write useful meeting minutes? 

3. Why do people write it? 

4. What points should be included in the meeting minutes? 

 

WORKING WITH WORDS 

 

A. Read the following information and check your answers (URL: 

http://hubpages.com/business/How-to-Write-Meeting-Minutes-Taking-

Meeting -Minutes-and-Meeting-Minutes-Sample). 

In our careers, businesses, and other social setting such as clubs and fund-

raising, we present some of our ideas through meetings. That’s why it is im-

portant to learn how to write minutes because you never know when you can be 

called upon to write meeting minutes. Writing meeting minutes can prove very 

difficult and time consuming if you do not know how to go about it. First of all 

you need to know the agenda. The agenda is a list of the most important issues 

for the members to discuss. Ideally, the agenda is drawn from the matters arising 

from the previous meeting and also from the discussions by the executive and 

secretariat. The agenda sheet should have the following details: main subjects 

having been provided by the convener or facilitator of the meeting, organiza-

tion’s name, subjects of the meeting, venue, time and date. Minutes need head-

ings so that readers can skim for the information they need. Your template may 

include these: 

Topics 

Decisions 

Actions agreed upon 

Person responsible 

Deadline 

Next Meeting 

Date and Time 

http://hubpages.com/business/How-to-Write-Meeting-Minutes-Taking-Meeting
http://hubpages.com/business/How-to-Write-Meeting-Minutes-Taking-Meeting
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Location 

Agenda items 

 

Do's and Don'ts: 

 

Do write minutes soon after the meeting - preferably within 48 hours. 

That way, those who attended can be reminded of action items, and those who 

did not attend will promptly know what happened. 

Don't skip writing minutes just because everyone attended the meeting 

and knows what happened. Meeting notes serve as a record of the meeting long 

after people forget what happened. 

Don't describe all the "he said, she said" details unless those details are 

very important. Record topics discussed, decisions made, and action items. 

Don't include any information that will embarrass anyone (for exam-

ple, "Then Terry left the room in tears"). 

Do use positive language. Rather than describing the discussion as heat-

ed or angry, use passionate, lively, or energetic - all of which are just as true as 

the negative words. 

Do have a new year filled with productive meetings captured efficiently 

in crisp, clear meeting notes! 

 

B. Translate the words from English into Russian. 

Meeting minutes, to consume, agenda, issue, to arise a matter, the execu-

tive, agenda sheet, to facilitate, a venue, template, deadline, chairperson, to at-

tend a meeting, clear notes, to remind of smth, to capture. 

 

C. Translate the words from English into Russian. 

Председатель, проводить собрание, на повестке дня, протокол, место 

проведения, важные вопросы, тратить время, напомнить вопросы, посе-

щать собрания, обсуждать вопросы, принимать решения, выйти из комна-

ты, записи. 

 

D. Make your own sentences with the words from Ex.B-C.  
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LANGUAGE AT WORK 

 

A. To avoid wasting your time spent in meetings, be sure your notes 

and minutes answer these 10 questions: 

1. When was the meeting? 

2. Who attended it? 

3. Who did not attend? (Include this information if it matters.) 

4. What topics were discussed? 

5. What was decided? 

6. What actions were agreed upon? 

7. Who is to complete the actions, by when? 

8. Were materials distributed at the meeting? If so, are copies or a link 

available? 

9. Is there anything special the reader of the minutes should know or do? 

10. Is a follow-up meeting scheduled? If so, when? where? why? 

B. Here below are meeting minutes’ sample which you may refer to as 

an example. Read it and answer the questions in A. 

 

MINUTES OF A MEETING ON MERRY-GO-ROUND SAVING CLUB 

HELD AT LITTLE GREEN HOTEL ON DECEMBER 16
TH

, 

2015, 5:00 P.M.-6:00 P.M. 

 

Present: 

1. Aleysia Agu - Chairperson 

2. Yerilda Aimu  

3. Sweetwaters Ciira 

4. Snockers Cuma 

5. Senicla Iregi 

6. Rose Ithanga 

7. Orphillia Kembu – Secretary/taking minutes 

8. Nolicia Maina 

9. Morgina Mamba 

10. Lauretta Manduti 

11. Katherine Manjiri 
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12. Juliana Mathathi 

13. Holly Muthurui - Treasurer 

14. Hagenild Mwaitu 

15. Grecia Mwangi 

16. Fortune Ndemi 

17. Thagicu 

18. Desiree Wachuka 

19. Darling Wagicugu 

20. Claricia Wambeere 

Absent with Apology 

1. Amada Wandia 

2. Flandrina Tene 

Absent without Apology – None (You may or may not include this due 

to its sensitivity). 

 

The meeting opened at 5.00 p.m. with a prayer by Morgina Mamba. This 

was followed by members introducing themselves. 

1. Welcome Note by Chairlady. 

(i). Aleysia Agu, the chairperson, welcomed everyone. The chairlady said 

that advanced notice was sent to members informing them on the date, time, and 

venue of the meeting and therefore she expected every member to turn out on 

time so that we can discuss our serious businesses without wasting valuable 

time. Action: All to Take Note 

(ii). The chairlady was grateful that two new members, Fortune Ndemi 

and Desiree Wachuka have joined the Merry-Go-Rounds Saving Club. The 

chairlady went on to ask members to continue introducing more new members 

to join the club which is a women’s microfinance that provides rotating savings 

and credit to its members thus empowering them. Action: All to Take Note 

(iii). The chairlady told  the new members that in Merry-Go-Rounds Sav-

ing Club, each member contributes $50 in each meeting which is held fortnight-

ly. In each meeting, one member is picked at random to take home the total 

amount of cash contributed from all the members. In the next meetings, that 

member is omitted from the draw but will still have to contribute her share of 

$50, and the draws will cycle through every member until everyone has received 
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the ‘big cash’. After the cycle has completed, a new cycle is started a fresh all 

over again. Action: All New Members to Take Note 

(iv). The chairlady said that it is through such small contributions in each 

meeting that members are able to effectively turn them in to a larger lump pay-

ment which is more useful in making large purchases, thus empowering the 

woman in our community. Action: All New Members to Take Note 

2. Agreeing On Minutes of Previous Meeting 

The minutes of the previous meeting were read to the members by Juliana 

Mathathi and a minor typing errors and omissions were amended. From Page 3, 

agenda item 2, the 3rd bullet, the words “You Said” needs to be changed to 

‘USAID’. Members agreed that the written minutes reflected what happened at 

the meeting and the minutes were approved as an accurate record of the last 

meeting, and signed by the Chairlady. Action: All Members to Take Note 

3. Matters Arising 

(i). Tasks: The task force that was formed in the last meeting headed by 

the treasurer reported that they have managed to recover $100 from Betty Kavoo 

who had failed to make her contribution for the last two meetings. The meeting 

resolved to have Betty Kavoo disqualified in the draws for the current cycle. Ac-

tion: Betty Kavoo to Take Note 

(ii). Katherine Manjiri who was asked to seek further information on 

USAID funding of small businesses from their local offices reported she had 

done so and presented the details required to the meeting for further delibera-

tions. Action: All Members to Take Note 

(iii). The issue of raising the fortnightly contribution from $50 to $75 that 

was deferred from last meeting to this meeting was discussed. Members felt that 

the economy was not good for every member to be able to come with $75 every 

fortnight. It was therefore agreed by the meeting to retain $50 as the fortnightly 

contribution for each member. Action: All Members to Take Note 

4. Treasurer’s Report 

The Treasurer, Holly Muthurui, reported she had $1,100, from 22 mem-

bers, which was ready waiting to be given out to the lucky lady of the fortnight. 

Action: All Members to Take Note 

5. Voting For the Lucky Lady 
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The Treasurer, Holly Muthurui, conducted the draw for the six members 

who had not received the ‘big cash’ in the current cycle. Sweetwaters Ciira was 

declared the lucky lady of the fortnight and had to take home $1,100. 

Sweetwaters Ciira said she wanted to use the money to start her own posho mill 

business which she had always wanted to start but such money has always been 

a big problem for her to come by. Action: Sweetwaters Ciira Take Note 

6. USAID Projects 

Katherine Manjiri told the meeting that USAID Project of Access to Rural 

Finance is meant to increase access to financial services for micro, small and 

medium enterprises (MSMEs) in agriculture and rural areas with special empha-

sis on unlocking economic opportunities for entrepreneurs. She told the meeting 

that the project looked very attractive to women like us and if the Merry-Go-

Rounds Saving Club can get money from USAID Project of Access to Rural Fi-

nance, the members can put up businesses such as small scale irrigation as well 

as put up ponds for the production of fish. This she told the meeting would make 

some profits which would be shared among members and no doubt their living 

standards would improve. The chairlady asked members to go to study the bro-

chures carefully and think about that project, and come back in the next meeting 

to make the final decision on whether to apply for USAID’s Rural Finance. Ac-

tion: All Members to Take Note 

7. Any Other Business (AOB) 

(i). One of the new members, Desiree Wachuka, wondered what econom-

ics makes the Merry Go Rounds Saving attractive since the money one’s get is 

exactly what she will have contributed at the end of the cycle. The chairlady ex-

plained that the Merry Go Round Saving is both a savings and a loan scheme 

which encourages its members to save small amounts that turns into large 

amounts unlike what is available in commercial banks. If one is lucky to receive 

the ‘big cash’ at the beginning of a cycle, then this is an interest free loan. If one 

receives the ‘big cash’ at the end of the cycle, then that is a saving without inter-

est. If one receives the ‘big cash’ in the middle of the cycle, then that is a loan as 

well as a saving. It was politely explained to the new members that in life there 

is usually a very big difference between theories and what is practical. It is theo-

retically attractive to imagine you can be saving $50 every fortnight and have 

$1,300 at the end of the year. Practically, that is not possible in real life as life is 
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full of many everyday’s needs – one would have to be very lucky to have saved 

even $100 dollars at the end of the year. It was also pointed out that when wom-

en come together in such grouping, they are able to gossip as well as share 

among themselves some of their pressing issues (such as losing a loved one in 

the family or your daughter is getting married and so on and so forth) thus re-

ducing stress that would otherwise give them high blood pressure and heart at-

tacks. Action: New Members to Take Note. 

(ii). A member, Claricia Wambeere, wanted to know if it was possible for 

men to join the Merry Go Round Saving. It was explained that the law does not 

prevent men from joining the Merry Go Rounds Saving but some members 

feared that allowing men in the club will introduce unnecessary politics from 

men who may cause the club to break up. The meeting resolved that either gen-

der is welcome to join the Merry-Go-Round saving club in as long as a member 

follows the rules. Action: All Members to Take Note. 

(iii). The secretary, Orphillia Kembu, told the meeting that the minutes 

will be ready in the next two days and will be distributed to every member of the 

Merry-Go-Round Saving club. Action: All Members to Take Note. 

8. Date of next meeting 

Due to Christmas holidays, there will be no other meeting held in Decem-

ber. The chairlady thanked all participants for their presence. The next meeting 

will be held on 5
th

 January, 2016 at Little Green Hotel. 

The meeting closed at 6.00 P.M. with a prayer by Grecia Mwangi. 

 

WATCHING THE VIDEO 

   

STARTING POINT 

 

Before you watch answer the questions. Compare your answers with 

the groupmates. 

1. Is it better to work for a private or a state-owned company? Why? 

2. Are there better opportunities in a family firm or a large business? 

3. Do you think family business is getting popular in Russia? Could you 

give us any examples? 

4. Would you like to start your family business? Why/why not? 
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WORKING WITH WORDS 

 

A. Do you know these words? If necessary, consult the dictionary.  

Translate the words from English into Russian. 

reasonable minutes of a meeting 

to cater to bring a meeting to order 

to raise a point  items on the agenda 

to have a consensus  to propose 

to suggest to set tight deadlines 

to deal with feasible 

to draw up to get rid of smb/smth 

to draw a meeting to a close chairman 

to justify to ask for a discount 

 to  summarize  to hold a reception 

to put up with smb/smth to get a vote 

to supply  to confirm 

 

B. Match the words to the definitions. There is one extra word. 

1. Feasible  a. Possible or likely to succeed. 

2. To make up b. To provide someone or something with what they need or want. 

3. To draw up 

 

c. To show that there is a good reason for something that other people 

think is wrong. 

4. To put up with d. To accept someone or something unpleasant in a patient way. 

5. To justify 

 

e. If time is tight, you have so little time that it is difficult for you to do 

what you need to.  

6. To propose g. To prepare or write something such as a plan or a document. 

7. Tight deadlines 

 

h. The part of a large building such as a hotel or office where there is 

someone whose job is to welcome visitors, deal with questions. 

8. Reception 

 

i. To invent an explanation for something, especially in order to avoid be-

ing published or embarrassed.  

9. To cater  j. To provide food and drinks at the event 

10. To supply  

 

C. Fill in the gaps using the words from Ex.A. Change the words if 

necessary.  

1. Let’s move to the last item … . 

2. Who’s doing the ... for the reception. - … staff. 

3. Their strange behavior was enough to … my suspicions. 

4. The government must now ... the problem of high unemployment. 

5. We are still hopeful that further talks will result in … . 
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6. The Tories got 53 per cent of the popular … . 

7. After … the main arguments, she asked us to vote. 

8. We are moving, so we have … a lot of our furniture. 

 

D. Watch the video «Family Business». Fill in the missing words and 

words combinations.  

FAMILY BUSINESS 

 

- My grandfather built this clock in 1874. And it still keeps perfect time. I 

love a good time keeper. Look at that wood. That’s wonderful wood. 

-It’s seven o’clock, Granddad! 

-Yes, I noticed. 

-We start at seven. 

-All right, all right. 

-What does he mean, «we start at seven»? If I want to talk to my family, 

I’ll do it whenever I like. 

-We have an agreement, Dad. 

-Jane is right. I think we should observe. 

-Did I ask your opinion? 

-Can we_____________________________, please? 

-Sorry, love. Sorry, Madam_____________! 

-Right then. Let’ begin. Michael, you have the apologies. 

-Yes. Martin Harris is sorry. He’s unable to attend. He’s in Manchester, 

opening a new factory. And Charlotte Harris is in her room, doing her home-

work. 

-Thank you. And could you read_____________________________? 

-Certainly. Everybody agreed that a formal meeting was a good way 

of____________. It was decided that we should meet once a month. Jane volun-

teered to cook Christmas lunch and Granddad will ______a list of TV programs 

we’ll watch on Christmas Day.  

-Has action been taken on that? 

-Yes, but I’m afraid there’s nothing good on TV. Not now. The Corona-

tion of Queen Elizabeth the Second. That was good. Why don’t they repeat that? 

They repeat everything else. 
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-Could we discuss this at another time? 

-Sorry. 

-Are there any other points arising from the last meeting? 

-Yes, how about a price limit on Christmas presents? I second that. It’s 

terrible when you buy cheap presents…and you’re given expensive ones. 

-Right. Why don’t we agree on a figure now? Twenty pounds? Fifteen? 

Ten?  

-That seems______________. 

-Fine. 

-Ten it is. Let’s move on. The purpose of today’s meeting is to discuss 

Jane’s wedding. I’d like to finish by eight as there’s a chicken in the oven. 

_______________is the budget. Dad, this is your department. 

-We want to give her a good start in her married life. So, I ______five 

thousand pounds.  

-Well. That’s generous. Thank you.  

-Let’s go on to item two, the date. Michael, I believe you’ve looked into 

it.  

-Yes, I have, Madam Chairman. I don’t think we should _______ our-

selves ______. There is a lot going on in the next few months. Jane is starting a 

new job in January and I’m moving house in March. In my opinion, it’s not 

________ till August of next year. 

-August! She’ll be an old woman by August. I want to ___________her 

now. 

-Dad! 

-Let’s, please, lower the temperature. Jack, do you _________ regarding 

the date. 

-Could we go for an early date? How about May? 

-Michael, you have the diary. 

-Saturday the fifteenth of May.  

-Does that meet with everyone approval? Good. Moving along… Item 

three, the church. Jane? 

-I’d like to suggest St. Luka’s. You and Dad were married there. And Mi-

chael and I were christened there.  

-Any reaction to that?  
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-I don’t know if it is relevant, but I intend to be buried there. So, we’re 

giving them a lot of business.  

-In that case, may I suggest we ___the vicar________? 

-That’s an excellent idea! Finance Department? 

-I’ll look into it and get back to you. 

-Let’s turn to item four. We need to decide where ___________. Ideas, 

please?  

- I like the idea of a wedding reception on a boat. Sailing down the River 

Thames. It’s so …English. 

-Yes, it’ll be very English, sailing in May. It’ll be freezing. 

-I’d rather hire the town hall. It’s big enough for three hundred guests.  

-Yes, it’s a big place built for speeches and dancing… three hundred 

guests…and an orchestra. 

-The young ones won’t want an orchestra. They’ll want a rock band. 

-The young ones will have _____________________________it. 

-I’d like to bring in Jane here. How do you feel about the town hall? 

-I prefer my flat. 

-Your flat? Weddings are public occasions. It has to be a public place.  

-Why? I want to be in my own place with people I like. 

-That’s simply is not realistic. We can’t invite three hundred guests your 

room. 

-I don’t want three hundred guests. I think we should just have a hundred. 

-But the wedding always has three hundred people. It’s traditional. 

-I agree. Weddings are meant to be big, Jane.  

-You, grandfather, thought clocks were meant to be big. Look at them 

now. 

-Can I raise a point here? Can we_______ spending five hundred pounds 

on a party for one hundred people? 

-What do you think, Jane? 

-I take your point.  

-What about spending half of the budget on the reception and putting the 

other half towards a bigger place for Jane? She’ll need a bigger place with a 

husband and who knows… a baby. What’s the feeling of the meeting? 

-Good idea. I think this might be an answer. 
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-Excellent. We_________________. Shall we move on? We come now to 

the question of the_______. Now who is going to look after it? So, the 

____________is going to be done by Matthew and Son. Wine to 

be_____________ by Johnson’s Wine Society. Photographer to 

be_____________. Bridesmaids to be confirmed. I think that______________ 

everything. Is there any other business? No? Then we’ll _____________ 

____________________ 

-Hold on. We are speaking about limousines, weather we are going to put 

the coats but we haven’t discussed the one thing that really matters!  

-Oh, forgive me. I meant to say …the next meeting will be here on the 

first of December. And that’s when we’ll choose the husband. 

-Come and help me with the chicken. 

-Found any good candidates, Jane? 

-I’m interviewing one tonight. He is picking me up at eight. There you 

are. That will be him now. Bye. 

-He gets my vote. Good time keeper. 

 

E. Watch the video «Family Business» again and answer the following 

questions. 

1. How many people are there in the family? Who is missing and who is 

present at the meeting? Draw the family tree. 

2.  What items were on the agenda last time? Write them down briefly. 

3. What items are on the agenda this time? Write them down briefly. 

4. What items will be on the agenda next time? 

5. Why could they have a wedding party only in May? 

6. Was any candidate for Jane’s husband?  

7. How did they spend the wedding budget? 

8. What figure did they agree upon concerning Christmas presents? 

9. Why did they decide to ask a vicar for a discount? 

10. Why is Jane meeting a candidate today? 

 

F. Write down the meeting minutes using the words from Ex.B. Fol-

low the rules of writing. 
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DISCUSSING GRAMMAR 

 

A. Three odd jobs. 

STUDENT A 

Read your text and prepare questions to ask Student B for the information 

you need. Use the question word below the text. Student B will ask you ques-

tions for other information. 

Three odd jobs 

Pete Gomez works for 1... 

(who?). He tests video games 

for 2 … (how many?) hours a 

day. Pete says he usually enjoys 

his job but sometimes he gets 

headaches. 

Alex Pederson works as 3 

… (what?). Lego shows 

the models in toy fairs and 

shopping centers. Alex 

says, ‘I don’t like making 

building because 4… 

(why?). I prefer making 

things like people and an-

imals.’ 

Mara Lu works for 5… 

(who?). She identifies the 

sex of young chickens. She 

gets a good salary because 

6… (why?). She says, ‘On 

a good day I can do about 

1,200 chicks an hour.’ 

Who_____________________? 

How many________________? 

What________________? 

Why_________________? 

Who_______________? 

Why_______________? 

 

STUDENT B 

Read your text and prepare questions to ask Student A for the information 

you need. Use the question word below the text. Student A will ask you ques-

tions for  other information. 

Pete Gomez works for a Jap-

anese software company. He 

tests 1…  (what?) for six 

hours a day. Pete says he 

usually enjoys his job but 

sometimes he gets 2…  

(what?). 

Alex Pederson works as a 

Lego maker. Lego shows the 

models in 3 …(where?).  

Alex says, ‘I don’t like mak-

ing buildings – they’re too 

easy. I prefer making 

4…(what?). 

Mara Lu works for a Korean 

food company. She …5( 

what/do?).  She gets a good 

salary because not many 

people can do her job as 

quickly as she can.  She 

says, ‘On a good day I can 

do about 6...  (how many?) 

chicks an hour.’ 

What_________________? 

What_________________? 

Where________________? 

What_________________? 

What_______________? 

How many___________? 

 

B. Picture this. 

STUDENTS A and B 

You have 1 minute 30 seconds to read and remember this scene at an air-

port. 
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AT THE AIRPORT 

 

In the Department Hall, there’s a woman looking at a screen with infor-

mation about departures. A lot of people are waiting to check in for a flight to 

Milan. In another queue there are only five passengers waiting to go to Miami. 

There’s a mall coffee bar on the left with three customers in it. One of them is 

drinking tea. He’s got a small suitcase. The other two customers are women – 

they don’t have any bags. A security guard is standing next to the coffee bar. 

Near the coffee bar there’s a man looking at a clock on the wall: it says 15.45. 

His boarding card shows that his flight is at 16.00. There’s a small bank. One 

man is waiting to change $250 to Euros but there are no other customers. At the 

back of the hall a woman is checking passengers’ passports. There is a long 

queue. 

  

STUDENT A 

Make questions from the table below to ask Student B. 

Is there customers are there in the coffee bar? 

Are there many a screen with information about arrivals? 

How many people waiting with their passports? 

How much people who are waiting to go to Miami? 

Are there lots of security guards are there? 

 a restaurant? 

 money does the man in the bank want to change? 

 

STUDENT B 

Make questions from the table below to ask Student A.  

Have a woman who is checking boarding cards? 

What customers are there in the bank? 

How much any children in the coffee bar? 

How many many people who  are waiting to go to Milan? 

Is there the customers in the coffee bar got any bags? 

Are there time does the man with the boarding card have before his flight? 

 has the man drinking tea got with him? 
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READING 

A. Read the text and watch the video (URL: http://smallbusiness. 

chron.com/business-communications-colors-74035.html).  

 

BUSINESS COMMUNICATION COLORS 

 

Hello! My name is Deanna Murray and I am a Marketing and Branding 

Specialist who helps business to realize the true potential by making new brands 

come to live. 

Business communication colors … Using colors in your business commu-

nication sets the tone for how the message will be absorbed by its audience. 

Color has a hold on us in almost every aspect of our lives. How you choose to 

use it reflects on your business and how a consumer reacts to your brand. 

Choosing colors for your communication is not too difficult if you already have 

a color logo in play. The colors you chose should complement your logo and al-

so lend themselves to the brand's identity. For instance, if your color palette is 

soft fall colors, you wouldn't throw a bright purple on your letterhead, it would 

clash with your brand. The use of color when it comes to internal communica-

tion and external communication such as press releases and announcements 

should be minimal as you want your message to be the main event. 

Also, remember most will print out e-mail announcements or faxes in 

black and white, so the use of color is lost. The bottom line here is a well-

defined brand identity dictates your communication colors. Once you've estab-

lished your business color palette, the heavy lifting and designing communica-

tion template is practically done. Don't over think it, let your brand carry your 

identity and let your message shine. It's just that simple. 

I sure hope this information helps. Leave a comment or question. I love to 

hear it from you. And if you get a chance, check out my weekly Blog on 

Buildautomate.com. This is Deanna Murray saying: "See you and we'll talk 

again soon." 

 

B. Answer the questions. 

1. Why are colors so important for business communication? 

2. What are the main rules for creating color palette in business? 

http://smallbusiness/
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3. How do you get the idea «heavy lifting and designing communication 

template is practically done»?  

4. What’s your opinion? Should companies invite designers and psy-

chologists to create logos?  

5. Do you have experience in creating logos, advertising or presentation? 

Was your color choice right?   

 

C. Choose several advertising items that are successful from your 

point of view. Explain your choice. 

 

D. Create your own business color palette and use it in an advertising 

item. 

WRITING 

  

A. Write down an essay «Strong background in business English and 

business etiquette will benefit future specialists in Foreign Studies».  

 

BUSINESS COMMUNICATION 

 

Booking and Ordering by Phone 

Key Expressions 

Requesting 

Can I book/order...? 

Asking for information  

Can you give me ...?  

Can you tell me ...?  

Can you confirm ...? 

 

Responding  

Yes, of course. Sure. 

Yes, we do. 

I'm sorry, but we don't... 

Asking for repetition and spelling 

Can you repeat that?  

Can you say that again?  

Can you speak more slowly?  

Can you spell that? 

 

A. Do you order products and services by telephone? What do you 

order? 

 

B. Work with a partner. Make this conversation more polite, then 

practise it.  

A: I want to order some mobile phones. 
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B: What's the product code? 

A: DFK 1678. 

B: Slowdown!  

A: DFK 1678. 

B: OK. 

A: I want delivery next week. 

B: We don't have them in stock. 

A: Send them as soon as possible. 

B: I want confirmation by email. 

A: What's your email address? 

B: info@bcom.biz. 

A: Spell it. 

B: info@bcom.biz. 

A: Goodbye. 

 

Leaving Telephone Messages 

Key expressions 

Asking to speak to someone  
Could I speak to ...?  

I'd like to speak to ...  

Is... there? 

Leaving a message 

Could I leave a message? 

My number is... 

Can she call me back (as soon  

as possible)? 

Take a message 

I'm sorry, but she isn't here /available. 

Can I take a message?  

Can I have a contact number?  

I'll give him / her your message. 

Checking details  

So that's... Is that right? 

Correcting Details 

No, it's N as in New York / 0 as in Oslo. 

 

C. Match 1-9 to a-i.  

1. Could I speak ___ 

2. I’m sorry, but ___ 

3. Could I leave ___ 

4. It’s ___ 

5. So ___ 

6. Can she call ___ 

7. Can I have ___ 

8. Is that ___ 

9. I’ll give her ___ 

a… your message. 

b… a contact number? 

c… a message for her? 

d… right? 

e… that’s A-N-D-A-C. 

f… to Teresa Baum, please? 

g… Richard Andac. 

h… she isn’t here this morning. 

i… me back as soon as possible? 

 

 

mailto:info@bcom.biz
mailto:info@bcom.biz
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D. Practice leaving messages. 

A: You are Megumi Youshida. Telephone Michelle McGoldrick about 

your hotel reservation. You want the hotel details as soon as possible. Your 

phone number is 078 546 2394.  

B: You work in an office with Michelle McGoldrick. She is out. Answer 

the phone and take a message (message for…, from…, phone number…, calling 

about…, please call back or urgent…). 
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UNIT 2. LEARN HOW TO WRITE 

A LETTER OF APPLICATION 

 

STARTING POINT 

 

What do you look for in a job? Rank these factors in order of im-

portance from 1-8. Compare ideas with    a partner. Are there any other 

important factors you would like to add to this list?  

a) Friendly colleagues  

b) Friendly working environ-

ment  

c) Good salary  

d) Company pension scheme 

e) Promotion prospects  

f) Hours of work  

g) Long holidays  

h) Flexible working hours     

 

WORKING WITH WORDS 

 

А. Match the words to the definitions. There is one extra word. 
1.To exhaust 

2.To be willing 

3.To miss 

4.To take responsibility 

5.To fit 

6.Thankless 

7.To suit 

8.Term 

9.To run 

10.To sort out 

11.To play fun and games 

a. One of the periods of time the year is divided into 

for students. 

b. To feel sad about someone because they are not 

with you anymore. 

c. To control or organize something such as business, 

organization, event. 

d. To be convenient or suitable for someone. 

e. To solve a problem or to deal with a problem suc-

cessfully. 

f. If someone or something fits somewhere, they are 

small enough or the right size and shape to go there. 

g. To make someone extremely tired and without en-

ergy 

h. The state or job of being in charge of someone or 

something and making sure that what they do or what 

happened to them is right or satisfactory. 

i. A thankless activity is unpleasant, and other people 

are not grateful to you for doing it. 

j. If you are willing to do something it means that 

somebody asks you to do it, sometimes when you do 

not want to. 

 

В. Do you know these words? If necessary, consult the dictionary. 

Translate the words from English into Russian. 
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to be good at smth. to be sick 

to play fun and games to be based in 

to be willing to do smth. to run 

to take a responsibility term 

to suit a job to be able to do smth. 

to miss somebody thankless job 

to fit perfectly it takes me… 

leadership qualities to sort out a problem 

outgoing personality exhausting job 

 

C. Fill in the gaps using the words from ex. А. Change the words if 

necessary. Some words can be used several times. 

1. I redesigned the chart so that it … onto one page. 

2. What classes are you taking this …?  

3. He was a tower of strength and we … him enormously. 

4. The shelter … entirely by volunteers. 

5. She’s … a mail-order business for ten years. 

6. The after-school programme … the needs of most of the children. 

7. It’s important to find a form of exercise that … your lifestyle. 

8. The farmer was held … for the damage done by his animals. 

9. It’s difficult for students to find a … accommodation. 

10. The matter could be … if they would just sit down and talk. 

11. The manager is … for the general running of the theatre. 

12. Try not to seem too … to help. 

 

WATCHING THE VIDEO 

 

A. Watch the video again «Yours Faithfully».  Fill in the missing 

words and words combinations.  

 

YOURS FAITHFULLY 

 

F- Hi, Jeff, I've found a job, at least one that I'd like to_______________. 

J- Well, that's good news. What is it? 

F- It's a tour guide for a company called Magical history tours. 
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J- Magical History Tours ____________tour guides for the summer sea-

son. Candidates must ____________speak at least one foreign language. It 

sounds great. 

F- It's perfect….  

J- Oh, well. I don't know about this here. You should have an ______       

________ and be able to show______  _________. 

F- Yes. 

J- Whoa, wait a minute. It ______ from June to September. And you'd 

_____    ________         _______York. That’s the other end of the country? 

F- It's not that far! 

J- I thought we were going to France this summer. 

F- Would you like another coffee? 

J- No, I'm fine. 

F- I'll have an espresso, please. 

J- Look, take it if you want but it's a pretty _______     ________. And I 

bet the hours are really long. 

F- Jeff, I'd really like to do this job. The money would be useful and, the 

dates_______    _____. It takes me right up to the start of the term. Must have an 

interest in local history. I did a project on York last year. Must be enthusiastic 

and __________  _________   _______   ______. And other thing is, it'd be re-

ally good experience. 

J- Look, all I'm saying is that it's not going to be all________   _______  

______. It's going to be really hard work, physically_________. 

F- I know, but I think I could do it. I organized that school trip to Canter-

bury and two of the children were sick on the bus. I sorted that out. Now that 

shows enthusiasm! I'm sure I'd ________   ______   ______it. Thanks, I'm sorry 

about France. Perhaps I shouldn't apply for it after all. 

J- No. Don't be silly. You should go for it. Look, seriously. I couldn't 

think of anyone better suited than you. But if you get it, I’m going to miss you. 

F- If I get it why don't you come up to York? 

J- Yeah. Why not? 
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B. Watch the video “Yours Faithfully” again and answer the ques-

tions. 

1. Why doesn’t Jeff want Fran to apply for the job? 

2. What compromise do Jeff and Fran reach? 

3. How long will the job last? Why will it be suitable? 

4. Why would the job be a great experience? 

5. Does Fran have any experience necessary for the position? 

6. What is the situation? Why do they look annoyed and fed up? 

 

C. Tick the job requirements which Fran has and make a note of any 

detail that she gives. Do you think she will be invited for the interview?  

 

D. Do you think she will get this job? Write down your opinion. 

Example: My opinion 

I think that Fran is a good candidate for this job. She is studying History 

at Oxford Brookes University. Last year she spent some time in York research-

ing project on the development of the city. The tour guide must be able to speak 

at least one foreign language, and Fran speaks French. Also, she has leadership 

qualities, and she is good at communicating with people.   

I consider that she is enthusiastic, that’s why Fran thinks that this job will 

be a good experience for her. Besides, she is able to take a responsibility, she is 

also aware that this work is really hard and physically exhausting. 

 

E. Play out the dialogue. 

 

LANGUAGE AT WORK 

 

A. Translate the letter from Russian into English. 

Уважаемые господа,  

Я только что прочитала Ваше объявление о том, что Вам требуется 

гид. Я бы хотела получить эту должность. 

Мне 17 лет. В настоящее время я изучаю экономику, политологию и 

историю (уровень - А).  В свободное время я изучаю французский и испан-
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ский языки на вечерних курсах, так как я хочу работать в Организации 

Объединенных Наций.  

В школе у меня много обязанностей. Я член совета школьного Исто-

рического общества. Я также председатель Школьного клуба дебатов. В 

нашем клубе по моему приглашению уже побывало много гостей с инте-

ресными выступлениями. 

В Йорке я прожила около 5 лет и до сих пор очень интересуюсь ис-

торией этого города. Когда я училась, мой проект «Йорк в Средние века» 

завоевал первое место. 

Надеюсь, вы рассмотрите мое заявление. Буду с нетерпением ждать 

ответа. 

С уважением, 

Фрэн Джейсон 

 

B. Can a young man who is 26 years old get the job advertised below? 

It is known that the young man graduated from the Michigan University 

took his Master’s degree in civil engineering. He has worked as an assistant 

at the University for four years. 

 

TRAFFIC ENGINEER NEEDED AT COUNCIL 

 

The National Safety Council is seeking a qualified traffic engineer to join 

its team of safety experts at its Chicago headquarters. The person selected will 

develop safety programs and provide traffic and highway safety services to na-

tional and international groups that are leaders in the field. The qualified candi-

date must possess a minimum of five years’ experience in traffic engineering 

operations with the emphasis on field experience. A Bachelor of Science degree 

in civil engineering is required, and a Master’s degree is preferred, as is experi-

ence in traffic records. 

The Council offers a competitive starting salary and a full-fringe benefit 

package. 

Please send resume in confidence to: F. Cook, Personal Department, Na-

tional Safety Council, Michigan Ave., Chicago. 
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C. Describing trends. A consultant is presenting the graph about car 

production in four countries. Read and label the graph with the names of 

the countries from the list. 

Japan   USA   Germany   China 

Have a look at the graph below. It shows the number of cars produced in 

China compared with the other three major world producers – the USA, Japan, 

and Germany. Let’s start with Japan. As you can see, passenger car production 

fell at the end of the nineties. But since the beginning of this century, production 

has risen from eight million to around ten million. In the USA production also 

dropped at the end of the  nineties. But since then, the number of cars has con-

tinued to decrease.  In fact, new car production has fallen by two million since 

1997.  

 

The performance of the German car industry has been less disappointing 

than the USA. Car production grew from 5 to 5.5 million at the end of the nine-

ties. Since 1999, it has remained stable at just under six million vehicles per 

year. So let’s turn to China. As you can see, in the first four years, the number of 

new cars increased to just over half a million vehicles. But in the last ten years, 

it has grown dramatically. Car production rose to three million in 2005, and 

since then, it has increased by one million vehicles a year.  

 

Key expressions 

Describing changes 

… rose/increased/grew. 

… fell/decreased/declined/dropped. 

… has remained stable. 

Giving figures 

… rose by 10%, from $20m to 

$22m. 

The price remained stable at €17.50. 
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 D. Look at the verbs in the table. Decide if they describe an upward 

movement, a downward movement, or no change. 

Rise Grow 

Decrease Fall 

Remain stable Decline  

Drop  Increase  

 

E. Work with a partner. Compare the sales of two car producers.  

STUDENT A  

Describe BMW’s sales. Your partner will mark them on his/her graph.  

Example: In January, sales were just over 75,000. In February, they rose 

to about … 

 

 

STUDENT B 

Describe Mercedes’ sales. Your partner will mark them on his/her graph. 

Example: In January, sales were about 65,000. In February, they rose to 

just over … 



29 

 

 

DISCUSSING GRAMMAR 

                                    

A. Job interviews. 

STUDENT A 

Prepare these questions to interview some candidates for the job of a trav-

el agent. 

1. Why / decide to apply for this job? 

2. you / do any training courses to be a travel agent? 

3. When / leave a college? 

4. speak any foreign languages? 

5. travel abroad much? 

6. Do you think / good at selling? 

7. you / ever work / in a travel agency before? 

8. work in the travel business at the moment? 

9. Why / leave / your last job? 

10. When / last time / you got angry? 

11. …………………………………………………? 

12. …………………………………………………? 
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STUDENT B 

Prepare these questions to interview some candidates for the job of a tour-

ist guide. 

1. How many / languages / you speak? 

2. you / ever do / this kind of work before? 

3. Where / work at the moment? 

4. What / do / after you left school? 

5. What / your last job? 

6. you / ever manage groups of people before? 

7. Where / take / a group of tourists in your capital city? 

8. Which countries / you visit? 

9. What / your biggest fault? 

10. Why / we offer you this job? 

11. ..……………………………………………………? 

12. ..……………………………………………………? 

                                      

B. A strange working life.  

STUDENT A  

1. Ask Student B for words to fill the gaps in your text.  

For example: Give me the name of a town. 

2. Then give Student B words to complete his/her text. 

My first job was in … (name of a town). I used to work as a … (a job) in a 

hotel but I resigned because I hated the ... (noun). After that I got a job as ... (a 

job) working for … (name of a company) in … (name of a city). Unfortunately, 

I was fired because one day the boss came into my office while I … (past con-

tinuous verb). He wasn’t  very pleased.     Then I decided to go to college to im-

prove my career prospects. I stayed there for … (a number) years. Soon after 

qualifying, I was looking in the ... (name of newspaper) one day when I saw an 

advertisement for the job I used to dream of     having – a … (job). I applied and 

they interviewed me in … (a place). Anyway, I got the job, and have been very 

… (adjective) ever since. 

 

STUDENT B 

1. Give Student A words to complete his / her text. 
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2. Then ask Student A for words to fill the gaps in your text. 

For example: Give me the name of a person.    

My name is … (name of a person) and I was born in … (place) … (num-

ber) years ago.  I used to go to school in … (a town). After that, I went to Uni-

versity where I studied … (plural noun).  When I left university, I got a job with 

(name of a company) where I worked as a … (a job).  While I was working 

there, I met … (name of a person).   He / She is a very … (adjective) person and 

he/she offered me a job in … (a country). It took me … (a period of time) to get 

there but I enjoyed the experience a lot. From … (a year) to … (another year) I 

worked as a… (a job) in … (a place). While I was working there, I did several 

… (an adjective) courses in … (a subject) and can now speak … (language) flu-

ently. 

 

READING 

 

A. Read the text and watch the video (URL: http:// 

smallbusiness.chron. com/example-business-greeting-cards-76815.html).  

  

 EXAMPLES OF BUSINESS GREETING CARDS 

 

Business greeting cards should be promotional in nature and highlight fea-

tures and benefits. Get an examples of business greeting cards with help from 

the chief operating officer of American Eagle Financial Services Inc. in this free 

video clip. 

Welcome, Lloyd Lofton here. Today, we're gonna briefly go over some 

examples of business greeting cards. You know the old saying of if common 

sense was common, more people would have it? So let's talk about some of the 

common sense greeting cards. 

First, promotional greeting cards. Have a greeting card that promotes a 

product or service by highlighting the features and benefits. Remember, features 

are what your product or service does, benefits are why the customer would 

want them. So use a promotional greeting card. Use event greeting cards. Event 

greeting cards highlight the activity that your prospect or customer can be en-

gaged in at an event that will lead them to making a purchase from your product 
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or service. Holidays, you want to make sure and keep your name in front of 

people during the time when they would be typically making purchases anyway.  

In other words, predictable buyers’ behavior. Direct response contact. 

Those cards give your prospects the opportunity to tear a portion of the card off 

and mail it back. That's a direct response greeting card. And then of course, so-

cial ties. Create greeting cards around the social events that your prospects are 

engaged in.  

Today we talked about some examples of business greeting cards. 

 

B. Make up 5 questions to be sure you’ve got the main idea of the text. 

 

C. Summarize the text in your own words. 

 

D. Choose the most successful greeting cards and explain your choice. 

Create your own greeting card. 

 

BUSINESS COMMUNICATION 

 

Showing a Visitor Round 

Key expressions 

Arriving at Reception / Security  

Good morning. I have an appointment 

with ...  

Can you sign here, please?  

This is your visitor's pass.  

Take a seat. [Ms Gonzalez] will be 

right down. 

Meeting your visitor / host  
Nice to meet / see you (again).  

Did you find us OK?  

Would you like a coffee? 

Showing your visitor round  

Let me show you round.  

This is ..., and that's ...  

Let me introduce you to ...  

He's in charge of ... 

 

A. When a visitor arrives at your company, where do they go first? 

Through a security gate? To Reception? Do they sign in? 
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B. Work with a partner. Practise a conversation. Student A, it is your 

company. You are the receptionist and the host! Student B, you are the visi-

tor. Arrive at Reception and ask to see your host. 

A (Visitor): Arrive at Reception / give reason for visit. 

B (Receptionist): Ask for name / ask to sign in / give visitor's pass / offer 

seat. 

B (Host): Greet visitor / offer to show visitor round. 

A (Visitor): Agree. 

B (Host): Show visitor round your company. 

A (Visitor): Ask questions about company. 

 

C. Discussion. Work in small groups. Talk about your company. Who 

is responsible for what? Who works with who? Who needs to communicate 

with who? How is your office / department designed? 

 

D. Design your perfect office or workspace so everyone can do their 

job well and communicate easily with their colleagues. Present your new 

workspace to the rest of the class.  

 

WRITING 

  

A. Write down an essay «A successful career of a student majoring in 

Foreign Studies». 
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UNIT 3. LEARN HOW TO CREATE LEAFLETS AND BOOKLETS  

FOR INTERNATIONAL EVENTS 

 

STARTING POINT 

 

A. If you were planning to study English in Britain, what kind of 

school would you choose? Make notes under the headings. 

- The location 

- In the classroom 

- Out of class activities 

- Accommodation 

- Other things that are important to you personally. 

 

B. You’ll watch a promotional video about The Bolingbroke School of 

English in Oxford. What information about life at the school would you expect 

the video to tell you according to this advertisement? Write a list of questions in 

the left-hand column. The first one has done as an example. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Study in Oxford 
at 

 The Bolingbroke School  of English 
Centre of Excellence since 1967 

 - General English courses 
   - Examination preparation 

                             - Business English 
                            - Short summer courses 

Send for our free video showing life  
at the school 

Write to: 
The Principal, 

The Bolingbroke School of English 
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Questions  Answers  

How many students are there at the 

school? 

 

  

  

  

  

  

 

C. Here are some of the general statements and vague expressions 

used in the promotional video for the school. For each statement write a 

question asking for more precise information. 

Statement  Question  

… the school is within easy reach of the city centre 

… 

(Exactly) How far is the school 

from the city centre? 

a … many places of historical and cultural interest.  

b We provide an extensive choice of courses …  

c … and cater for a wide age range.  

d … (class) numbers are kept to an absolute mini-

mum. 

 

e The school has excellent facilities …  

f The most up-to-date methods and technology are 

used … 

 

g … there is a full range of sporting facilities.  

h There is also a varied programme of social and lei-

sure activities 

 

i … visiting places of interest …  

j … we can make other (accommodation) arrange-

ment for you. 

 

k … a wide variety of hot meals, snacks and refresh-

ments … 

 

l … at very reasonable prices.  

 

WATCHING THE VIDEO 

 

D. Watch the video «The Bolingbroke School of English» and answer 

these questions.  

1. How well does the school compare with your ideal language school? 

Tick any of your ideal features which are shown in the video. 

2. Does the video answer any of the questions you wrote in Ex.B?  
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3. What do you think about The Bolingbroke School? Would you like to 

study there? Why? Why not? Make lists of the attractive and less attractive fea-

tures. 

(from  New First Certificate Masterclass, Video Activity Book)  

 

WORKING WITH WORDS 

 

E. Do you know these words? If necessary, consult the dictionary. 

Translate the words from English into Russian. 

excellence to equip 

particular En-suite 

guidance to consider 

facilities residential 

to arrange extensive 

to guarantee staff 

to furnish varied 

essential quiet 

principle either… or 

range reasonable 

 

F. Match the words  to the definitions. There is one extra word. 

1. Excellence 

2. Particular 

3. Guidance 

4. Facilities 

5. To arrange 

6. To guarantee 

7. To furnish 

8. Essential 

9. Principle 

10. Range 

11. To equip 

12. En-suite 

13. Reasonable  

a. An en suite bathroom is joined to a bedroom, especial-

ly in a hotel. 

b. Completely necessary. 

c. To provide a person or a place with the things they 

need for a particular purpose. 

d. To make plans for something to happen, for example 

by agreeing a time and place. 

e. To provide furniture for a room or house. 

f. Something such as a room or piece of equipment that is 

provided at a place for people for use. 

g. Something that makes it certain that something will 

happen. 

h. Number of different things that are of the same type. 

i. The head of a college or university.  

g. Used for emphasizing that you are talking about one 

specific person or thing and not anything or anybody 

else. 

k. Advice about what you should do or how you should 

behave. 

l. The quality of being excellent.  
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LANGUAGE AT WORK 

 

G. Fill in the gaps using the words from Ex.E. Change the words if 

necessary. Some words can be used several times. 

 

1. The school seems to value sporting success more than academic … . 

2. The received a grant to … a new dental clinic. 

3. The speaker will deal with affecting a broad … of issues professional 

women. 

4. Being with you is my … against them harming me. 

5. I need some … on which university course I should choose. 

6. He had acquired the skills … to his later success in politics. 

7. If you want to make major changes, it is … to involve your staff. 

8. Her study was … with an antique desk and chair. 

9. I’m trying to … a meeting with their sales director. 

10.  Are there any … topics that you would like me to explain further?  

11.The hotel has excellent leisure … . 

12. There is not enough money to  … investigators with the latest com-

puter systems.       

13. Does the company offer any … for employees with young children.             

 

H. Watch the video again and fill in the missing words and words 

combinations.  

 

THE BOLINGBROKE SCHOOL OF ENGLISH 

 

Location 

In one of Britain’s beautiful cities you’ll find The Bolingbroke School of 

English. Each year, we welcome students from all over the world to study Eng-

lish in this superb setting. The Bolingbroke School of English is situated in one 

of Oxford’s most ________ _______ ______. But despite its _______ ______ 

the school is within ______ ______of city center with its world famous universi-

ty and many places of historical and cultural interest. 

 The ideal way to learn 
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Here at The Bolingbroke School of English we have a growing interna-

tional reputation for the ________ of our teachers and our teaching methods. We 

provide an extensive choice of courses and cater for a wide age range. We be-

lieve in providing teaching of the _______ _______. Class size is considered to 

be particularly important, so wherever possible, numbers are kept to an absolute 

minimum. Small class size enables our experienced staff to give you advice and 

guidance on an individual basis. The school has excellent facilities and is ex-

tremely well equipped. 

The most up-to-date methods and technology are used to develop your 

language skills.  The library offers a _______ _______for private study which 

we believe to be an essential part of your course. 

Outside the classroom  

We hope that during your stay you will work hard, but also that you will 

play hard. Within _______ ______of the school there is a full range of sporting 

facilities. There is also a varied program of social and leisure activities. You will 

have the opportunity to relax in a number of ways including visiting places of 

interest and enjoying local sporting events. 

Where to stay 

At the end of the day you can either stay at the school or if you wish, we 

can _______ other ______for you. If you stay at the school, we guarantee you 

excellent accommodation. All rooms are very comfortably furnished and many 

have _______ _______ ______.  

And one more essential consideration, food. The dining room serves a 

wide variety of meals, snacks and refreshments at reasonable price. There is 

something for everyone. Meals are of the highest standard and the school has re-

cently won a national award for the quality of its catering. Light refreshments 

are available throughout the day so you can always relax between lessons with a 

cup of tea.  

At the end of your course at the Bolingbroke School of English we 

________sure that you’ll return home with real confidence in your language 

ability. We hope that you’ll enjoy your time with us and we are sure you’ll   

make many new friends. __________, you‘ll always be welcome at the Boling-

broke School of English.  
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For further information please contact _______ _____________at this ad-

dress: 

The Bolingbroke School of English 

57 Elm Park Road 

Oxford OX9  9JJ 

United Kingdom 

 

I. Imagine you are the responsible for the International Exhibition of 

Education. Create the Booklet /Leaflet / Flyer to advertise Pacific National 

University for this Exhibition.   

 

DISSCUSSING GRAMMAR 

 

A. Chatting about the past. 

STUDENT A 

Choose some of the topics in the table and ask questions to find out about 

Student B. 

SCHOOL DAYS LAST HOLIDAY LAST FILM 

Where / go to school? Go on holiday last sum-

mer? 

What/the last film you saw at the 

cinema? good? 

Like school? Why/ why 

not? 

Where? What/about? 

What / favourite subject?   Go on your own?  

 How/the weather?  

 Visit anywhere special?  

LAST WEEKEND YESTERDAY TODAY 

What/do last Saturday? What/have for dinner last 

night? Good? 

What time/get up this morning? 

Go shopping? Watch television or read 

something? What? 

What/have for breakfast this 

morning? 

What/buy? What/ it about? Late for lesson today? 

  How/you get to the lesson? 

 

STUDENT B 

Choose some of the topics in the table and ask questions to find out about 

Student A. 

SCHOOL DAYS LAST HOLIDAY LAST FILM 

Which school/you go to? Go abroad on holiday last When/the last time you went 
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summer? to the cinema? 

What subjects/not like? Where? What/see? 

You happy to leave school? 

Why/why not?  

Stay in a hotel? Like it? 

 How/the food? Who/in it? 

 Spend a lot? What/about? 

LAST WEEKEND YESTERDAY TODAY 

What/do last Saturday? Where/go yesterday? Sleep well last night? 

Get up late? What time/finish work yes-

terday? 

Get up early this morning? 

See any friends? Go out last night? Eat much for breakfast this 

morning? 

Where/go? What/do? Come here by train today? 

 Go to bed early?  

 

B. Let’s make a deal.  

STUDENT A 

You represent a magazine publishing 

company. You want to buy: 

8 laptop B4U computers 

4 laser TY printers 

You want: 

∙   discount of 15% on catalogue prices 

∙   2 years free after-sales service. You want free re-

pairs if the computers or printers break down (in-

cluding parts, e.g. hard disk) 

∙   free delivery 

∙   free software: 3P Accounts, Axis for office. 

You’re going to speak to a sales repre-

sentative of a computer supplier. For 

the models you would like, the suppli-

er’s catalogue prices are: 

B4U computer - €1,200 

TY printer - €500 

If necessary, you can offer them: 

∙   4 free full-page advertisements in your magazine 

for their company at any time 

∙   an article in your magazine about their company 

∙   a new order for at least 6 more computers after 3 

years, if satisfied. 

 Talk to the computer company and try to make 

the best deal you can. Make them offers like: 

If you . . .  , we’ll . . .  . 

 

STUDENT B 

You represent a company which sells office 

technology. A magazine publishing com-

pany is interested in buying some comput-

ers and printers. You sometimes advertise 

in their magazine. For the models they 

would like, your catalogue prices are: 

B4U computer - €1,200 

TY printer - €500 

Talk to the publishing company and try to 

make the 

 best deal you can. Make them offers like: 
If you buy . . .  , we’ll . . .  . 

 

You want to offer: 

∙   a discount of 10% for more than 5 comput-

ers 
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∙   18 mouths free after-sales service. This 

includes free repairs but not parts 

∙   free software: Axis for office  

∙   free delivery if less than100 kms. 

 

READING 

 

A. Read the text and watch the video (URL: http://smallbusiness. 

chron.com/business-communication-enhance-image-business-organization-

74034.html). 

 

HOW DOES BUSINESS COMMUNICATION ENHANCE THE IMAGE  

OF A BUSINESS OR ORGANIZATION? 

 

Hello, my name is Deanna Murray, and I am a marketing and branding 

specialist who helps businesses realize the true potential by making new brands 

come to life. How does business communication enhance the image of a busi-

ness or an organization?  

Often I am asked about the importance of business communication and 

whether it enhances or hurts an organization. Almost any communication 

specialist will tell you there are two key types of press: good press and bad 

press. These two types of press can be reported in a few different ways. Either 

by the company through press releases or another controlled type of 

announcement but then there's also the nosy reporter or vindictive employee. If a 

company has actively participated in generating press releases pitching stories to 

news outlets and also keeping employees up to speed on the happenings it is 

much easier to control the release of information. 

Uncontrolled communication is like a game of telephone. The message 

changes every time it is repeated but if you're controlling the information flow it 

is less likely to get messed up in translation. When a dialogue is established with 

journalists, reporter s and alike this news are more likely to help you when and if 

unsavory news is discovered. They are also more likely to help you to get your 

message out. While many things have changed there needs to be relationships 

with newsmakers. 
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News whether self- generated or even the event based is powerful and 

knowing the players is important. I'm not talking about the sleazy money under 

the table type deal I am talking about a mutual respect and when you're available 

to chat and openly share your expertise should it be needed in a story reporters 

love that. My clients ask me the best way to approach a reporter I always tell 

them to start locally. Reach out to your local chamber of commerce. Find the lo-

cal business news outlets and also search online for the newsletters and commu-

nity sites that support local business. Higher a blogger or skilled writer to help 

get some of your messages out. Start building a community of strong infor-

mation that you communicate and you control. Find ways to get your infor-

mation out that doesn't feel like advertising or marketing. Customers respond to 

this and you could establish a following that you will in turn, turn into a loyal 

customer base and possibly brand ambassadors. If you find yourself in the midst 

of a press nightmare based on discovery or reported release do not ignore it.  

The best thing to do is to speak as openly and honestly as possible and 

stay away from defensive posturing. Use this bad situation to start a rapport with 

your community and industry so that if it happens next time you'll know what to 

do. Here's a tip -  one of main reasons large corporations do so well is they put a 

stake in the ground in the communities their offices are based. They go to out-

reach events. They help communities and they establish themselves as leaders. 

I believe this is important for any company who wants to have a strong 

footprint in home base of their community starting locally and growing globally 

is a winning plan and communication is the key. I surely hope this information 

helps. I'd love to hear from you and if you get a chance check out my weekly 

Blog on Buildautomate.com. This is Deanna Murray saying: «see you and we'll 

talk again soon».  

 

B. Make up five questions to be sure you’ve got the main idea of the 

text. 

 

C. Summarize the text in your own words. 
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WRITING 

  

A. Write down an essay «University life of  Foreign Studies students». 

 

BUSINESS COMMUNICATION 

 

Finding the Right Location 

Martin Bloemberg, a location expert, says it's very important to get infor-

mation about the location for your business. You must find out: 

- are there other businesses in the area with the same product? 

- are there a lot of people living near your business? 

- is there car parking? 

- is there public transport nearby? 

Before you find a location you need to ask local people about the area. If 

you don't do this, you could lose a lot of money! 

 

A. Discussion. What must you find out about the area before you buy 

an office or shop? Why? Where's your company? Is it in a good location for 

customers / staff / business? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



44 

UNIT 4. LEARN HOW TO BE SOCIABLE (PLAY IT AGAIN, DAN) 

 

STARTING POINT 

 

A. What phrases do you know to make your speech polite? Write 

them down and compare with your partner.  

 

B. Are you a polite speaker? Give some examples (at the Dean’s of-

fice, at the library, during the break, at the canteen etc.). 

 

WORKING WITH WORDS 

 

A. Translate the words from English into Russian.  

Would you mind doing smth?  Would you take it? Would you like to do 

smth? 

To have a receipt, to keep one’s change, to spell the name, to book (to 

make) an early morning call, to read through the papers, to look forward to 

smth/doing smth, to get much (little) of smth, a colleague, quality of presenta-

tion, to give a paper, fascinating, exciting, to recall, to remind, used to do smth, 

to be familiar. 

 

B. Translate the words from Russian into English. 

Взять сдачу, произнести имя по буквам, напоминать, раньше (быва-

ло, имел обыкновение), ждать чего- либо с нетерпением, читать доклад, 

коллега, быть знакомым разбудить по телефону, просмотреть статьи, каче-

ство презентации, очаровательный, увлекательный, получить чек, не могли 

бы вы сделать телевизор тише, вы бы хотели приехать сюда еще раз? 

 

WATCHING THE VIDEO 

  

A. Watch the video «Play it again, Dan» and compare two versions. 

Explain the difference?  
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B. Watch the video «Play it again, Dan» again. Fill in the missing 

words and word combination. 

Episode 1. 

 

- How much? 

- Thirty pounds and ten pence, please. 

- Thirty pounds and ten pence. 

- Oh, and I need a____________. 

- Your receipt. 

 

Episode 1. 

 

- How much is it? 

- Thirty pounds and ten pence, please. 

- Here you are. Fifty pounds. 

-Keep change. 

- Thank you very much indeed, sir. It’s very kind 

of you. 

- Oh, and could I have a receipt, please? 

 - Certainly. 

 -Thank you very much. 

Episode 2. 

 

- May I have your name, please? 

- Phillpot.  

- Could you spell that for me, please, sir? 

- P-H-I-Double L- P-O-T. 

- Thank you. Ah, yes. And would you 

like me to ____________you an early 

morning call? 

- Yes. For seven o’clock.  And I’ like a 

newspaper too - The Financial Times. 

- That’s fine. Room two-o- three, sir. 

Here is your key. 

- Thank you. 

- Enjoy your stay, Mr. Phillpot. 

 

 

Episode 2. 

 

- May I have your name, please? 

- It’s Phillpot.  

- Could you___ that for me, please? 

- Yes, that’s P-H-I-Double L- P-O-T. 

- Thank you. Ah, yes. And would you like me to 

book you an early morning call? 

- Yes. Would you make it for seven o’clock, 

please? 

- Certainly. 

- And could I have a newspaper, too, please? The 

Financial time? 

- Yes, of course. Room two-o- three, sir. Here is 

your key. 

- Thank you very much, indeed. 

- Enjoy your stay, Mr. Phillpot. 

- Thank you. 

Episode 3. 

 

-Aah! 

-I’m terribly sorry. 

-Excuse me. Haven’t we met somewhere 

before? It’s Daniel Phillpot, isn’t it? How 

are you? Heinrich Kaufmann. We met in 

Chicago. 

-Really. 

-Last June. 

-Excuse me. This is my floor. 

-Oh, it’s mine too. ___ ___ ___holding 

the doors for me? 

- Thank you. 

 

Episode 3. 

 

-Let me help you. 

-That’s’ very good of you. Thank you. 

-You are welcome. Aarh! 

-Oh, I’m terribly sorry. 

-That’s OK.? 

-Are you all right? 

-I’m fine, fine. Which floor would you like? 

-Second, please. 

-Ah, the same as me. 

-Haven’t we met somewhere before? It’s Daniel 

Phillpot, isn’t it? How are you? 

-I thought your face was___, but… I’m sorry, 

you’ll have to ___me where we met. -At the con-

ference. Last June. Good to see you again, Hein-

rich. This is our floor. Can I give you the ___ ___ 
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___  

-Oh, I can manage. Thanks.   

Episode 4. 

 

-Do you mind? 

-Sorry? 

-I can’t work with that noise. 

-Oh, sorry. The TV, I’ll ___it down. 

 

Episode 4. 

 

-I’m sorry to ___you, Heinrich, I’m afraid the 

walls are rather thin and… 

-Oh, you mean the TV. 

-Yes, I’m awfully sorry. I’ve got some papers to 

___ ___before tomorrow. 

-Yes, of course. I’m sorry. I didn’t realize it was 

so loud. I’ll turn it____. 

-Thank you very much. 

-Not at all. 

-Good night. 

-Good night. 

Episode 5. 

 

Hello, Dan. Did you arrive last night? 

-Yes. 

-Me too.  

-Oah. 

Yes. I wanted to be fresh for this morn-

ing. I’m ____a talk. It’s at ten, if you’re 

interested. 

-Really? 

- I’m always a ____ ___ ___ ___ before I 

get started. 

-Good morning, sir. Are you ready to or-

der? 

-No poached haddock? 

-I’m afraid not, sir. But we do have quite 

a large _______ of other cooked break-

fasts. 

-Oh, I was ______ _____to poached had-

dock. 

 

Episode 5. 

 

-Good morning, Louise. 

-Morning, Dan. Did arrive last night? 

-Yes, I did, and you? 

-Yes, me too. I wanted to be fresh for this morn-

ing. 

-Oh, yes, I saw your name ___the programme. 

You’re down to talk at   ten, aren’t you? I’m ____ 

____to that.  

-Now you are making me nervous. I’m always a 

bit on the edge before I get started. 

-You’ll be fine. -Good morning, sir. Are you 

ready to order? 

-Good morning. Er, do you have any poached 

haddock? 

-I’m afraid not, sir. But we do have ___ ___ 

___selection of other cooked breakfasts. 

-Oh, I’ll have the scrambled egg and salmon then, 

please. 

-Thank you, sir. 

Episode 6. 

 

-Daniel, may I introduce you to Heinrich 

Kaufman? 

-Heinrich, this is Daniel Phillpot. 

-We have already met.  

-Hello again. 

-I ___to work with Heinrich when I was 

in the States.  

I remember Heinrich from Chicago last 

June. 

-Oh, really.  

- But I don’t think you can_____. 

Episode 6. 

 

-Daniel, may I introduce you to Heinrich Kauf-

man? 

-Heinrich, this is Daniel Phillpot. 

-We have already met. Hello, Mr. Kaufman. 

-Hello. 

-I ___ ___work with Heinrich when I was in the 

States. It’s a___ ___. 

I remember Heinrich from Chicago last June. 

-Oh, really.  

 

-What do you think of the Chicago conference, 
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-I’m afraid the Chicago conference was 

not one of my favorites. 

-Oh, you didn’t get much out of it? 

-No, not really 

-I think we’d better go in. 

-So, have you attended the conference 

before? 

-No, I haven’t.  

Well Daniel… ___ ___ ___if I call you 

Daniel? I think you’re going to find this 

exactly the same as Chicago. 

 

by the way? 

-I found it fascinating. It was my first time in 

Chicago, so that was _____and I was very im-

pressed by the ____of the presentations. Are you 

___ ___ ___here? 

-No, I’m not, but a ___ ___ ___is. In fact, she is 

very interested in your area of work. She could be 

a useful contact for you.  I’m meeting her for 

lunch. ___ ___ ___ ___join us and I can intro-

duce you? 

-Thank you very much. That would be very nice. 

-I think we’d better go in. 

-So, have you attended the conference before? 

-No, I haven’t. It’s going to be any good, do you 

think? 

-Oh yes, Daniel, I’m sure you are going to find it 

just interesting as Chicago. 
 

C. Play it out in class.  

 

DISCUSSING GRAMMAR 

 

A. Get it right. 

STUDENT A 

Your sentences, 1-10, below contain some false information. Compare 

your sentences with students B and C, and decide together on the correct sen-

tences. 

1. Most oil is sold in Venezuela, Russia, and the USA. 

2. Before May 2003, the European Union was composed of fifteen states. 

3. Hiring and firing staff is usually done by the Legal department. 

4. If you have a March 15th    hotline, it means the work must be finished by that date. 

5. In 2004, Chelsea football club was sold by Roman Abramovich, a Russia billionaire. 

6. In an import document, CIF means that cost, insurance, and freight are included in the 

price to the exported. 

7. About 14 million spam emails are sent every day. 

8. Over ten thousand people are employed by the Indian railway system. 

9. The computer was invented by Alexander Bain in 1943. 

10. The Fold corporation was founded by Masaru Ibuka in 1946. 

 

STUDENT B 

Your sentences, 1-10, below contain some false information. Compare 

your sentences with students B and C, and decide together on the correct sen-

tences. 
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1. Most oil is sold Saudi Arabia, Norway, and Iran. 

2. Before May 2004, the European Union was composed of twelve states. 

3. Hiring and taking on staff is usually done by the Human Resources department. 

4. If you have a March 15th deadline, it means the work must be started on that date. 

5. In 2004, Real Madridfootball club was bought by Roman Abramovich, a Russia bil-

lionaire. 

6. In an import document, CIF means that cost, inflation, and freight are included in 

the prices to the exported.7.   About 14 million spam emails are sent every week.  

8. Over one million people are employed by the Chinese railway system. 

9. The mobile phone was invented by Sinjou and Doi in 1987. 

10. The Sony corporation was founded by Henry Ford in 1986.  

      

STUDENT C 

Your sentences, 1-10, below contain some false information. Compare 

your sentences with students B and C, and decide together on the correct sen-

tences. 

1. Most gas is produced in Norway, Russia, and the USA. 

2. Before May 2003, the Soviet Union was composed of fifteen states. 

3. Hiring and firing staff is usually done by the suppliers. 

4. If you have a March 15th deadline, it means the telephones don’t work on that date. 

5. In 2003, Chelsea football club was bought by Roman Abramovich, a Polish billionaire. 

6. In an import document, CIF means that cost, inflation, and freight are included in the price 

to the imported. 

7. About 14 billion spam emails are written every day. 

8. Over half a million people are employed by the British railway system. 

9. The fax machine was invented by Roger Federer in 1987. 

10. The Honda corporation was founded by Masaru Ibuka in 1976. 

. 

B. Future talk. 

STUDENT A 

Read this dialogue between Marcus and Elisa at a travel company. Com-

plete the spaces with the correct form of either will or going to. When you have 

finished, read the dialogue aloud with your partner, who has your answers. 

At the coffee bar 

ELISA: What would you like?                                                  

MARCUS: Er ….I……………… (have) a coffee ….black, please. 

ELISA: One black coffee and a tea, please. 

BARMAN: That’s £5.20. 

MARCUS: Here… 

ELISA: No, I’ll pay for these. You paid last time. So, how are things? 
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MARCUS: Not bad at all – the sales figures for the last six months were 

very good so we’ve decided we…………………(launch) the new Berlin to 

Rome service in August. 

ELISA: How many flights a day?  

MARCUS: Well, we………….(start) with one a day for the first three 

months, then maybe think again. Have you heard anything from KT Oil about 

your job application? 

ELISA: Yes, they’re going to give me an interview! 

MARCUS: Great news – when?  

ELISA: Next Friday. I’m going to see the boss after lunch and ask him for 

two days holiday – Thursday and Friday. 

MARCUS: Why two days? 

ELISA: The interview’s at 10 o’clock in Frankfurt. I don’t want to get 

there late. The problem is that on Thursday afternoon Helen Grellet is going to 

come to see me about the new customer care procedures. I suppose I’ll have to 

cancel… 

MARCUS: Well, hold on, that’s not a problem. I………………(meet) her 

if you want – I helped to write those procedures, so I’d be interested to hear 

what she says. 

ELISA: Oh, could you Marcus? That’d really be a great help. 

MARCUS: Well, I’m about 90 per cent sure – I……………..(just check) 

my diary when we get back to the office. OK? 

ELISA: Fine. 

 

STUDENT B 

Read this dialogue between Marcus and Elisa at a travel company. Com-

plete the spaces with the correct form of either will or going to. When you have 

finished, read the dialogue aloud with your partner, who has your answers. 

 

At the coffee bar 

ELISA: What would you like?                                                  

MARCUS: Er … I’ll have a coffee … black, please. 

ELISA: One black coffee and a tea, please.  

BARMAN: That’s £5,20. 
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MARCUS: Here … 

ELISA: No, I ….. (pay) for these. You paid last time. So,  how are things? 

MARCUS: Not bad at all – the sales figures for the last six months were 

good so we’ve decided we’re going to launch the new Berlin to Rome service in 

August. 

 ELISA: How many flights a day? 

MARCUS: Well, we’re going to start with one a day for the first three 

months, then maybe think again. Have you heard anything from KT Oil about 

your job application? 

ELISA: Yes, they…………………(give) me an interview! 

MARCUS: Great news – when? 

ELISA: Next Friday. I…………(see) the boss after lunch and ask him for 

two days holiday – Thursday and Friday. 

MARCUS: Why two days? 

ELISA: The interview’s at 10 o’clock in Frankrurt. I don’t want to get 

there late. The problem is that on Thursday afternoon Helen 

Grellet……………(come) to see me about the new customer care procedures. I 

suppose I………… (have to cancel). 

MARCUS: Well, hold on, that’s not a problem. I’ll meet her if you want - 

I helped to write those procedures, so I’d be interested to hear what she says. 

ELISA: Oh, could you Marcus? That’d really be a great help. 

MARCUS: Well, I’m about 90 per cent sure – I’ll just check my diary 

when we get back to the office. OK? 

ELISA: Fine. 

 

C. Scruples game.   

1. Work together in pairs to write the correct forms of the questions, 1- 8, 

below.  

2. Answer the questions by yourself.  

3. Then guess your partner’s answers to the questions. 

4. Ask each other the questions, and check your answers. 

5. The winner is the person who guesses the most answers correctly about 

his / her partner. 
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YOU 

 

Yes No 

YOUR 

PARTNER 

Yes No 

1. If a very important customer for you company 

(want)…………. €1,000 in cash before he / she gives 

you their company’s next order (you, try) 

………………………. to do this for him / her ? 

 

  

 

  

2. If you (see) ……………………...... a very good job 

advertised in the newspaper, (you, apply) 

………………………………. for it without telling any 

of your colleagues at work? 

 

  

 

  

3. If the tax authority (give) ……………………… you 

€2,000 by mistake, (you, tell) ………………………….. 

them? 

 

  

 

  

4. If you (find)…………………………… a mobile 

phone on the train, (you, give) …………………….. it to 

the police? 

 

  

 

5. Your boss wants to know who lost the company 

€10,000 because of an accounting error. You know it 

was your colleague. (you, tell)………………………. 

your boss? 

 

 

 

6. If you (see) …………………………. a personal repot  

about yourself on your boss’s desk, (you, look) 

………………………. at it if nobody else was there? 

 

  

 

 

7. If you (can) ………………............... use your office 

phone for personal calls, (you, use) 

…………………………………. it to look for another 

job? 

  

8. Your wife / husband is from a different country to you. 

He / she would like to go back there to live but you don’t 

want to. (you, tell) ………………………….. your wife / 

husband, if your company (offer)………………..you a 

job in that country? 

 

 

 

 

READING 

 

A. Read the text and watch the video (URL: http://smallbusiness. 

chron.com/leadership-styles-generation-y-prefer-72454.html).   
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WHAT LEADERSHIP STYLES DOES GENERATION Y PREFER? 

 

Hi! This is Deborah Deras, productivity and leadership expert. Today, 

we're going to talk about leadership styles for the generation Y 

Generation Y is known as the millennials. They were born in the 1980s 

and 90s and are between the ages of 18 to 34 years old. Here are some character-

istics of the generation Y. One, they are always connected to technology. They 

learn visually and love “how-to videos” such as this one. They make their own 

rules and value freedom and autonomy. They are not afraid to stand up to au-

thority and have zero tolerance for inauthenticity.  

There are several leadership styles that would be best for generation Y. 

One is the lazar faire approach, which is “hands off”. They do not want to be 

micromanaged and prefer if you just give them the resources and the tools and 

they will solve their own problems and get the job done. If that approach isn't 

effective you may want to try the transformational leadership approach. In this 

approach the leaders are passionate, empowering, act as a mentor and are very 

encouraging to allow the employees to go beyond their comfort zone to maxim-

ize their potential.  

This has been leadership styles for the generation Y. 

 

B. Do you agree with the author’s opinion? 

 

C. Summarize the text from Ex.A. 

  

D. Read the text and watch the video (URL: http://smallbusiness. 

chron.com/write-company-proposal-79173.html). 

 

WRITE A COMPANY PROPOSAL 

 

Hey there!  I'm Vaughn Bullard, the CEO and founder of Build Automate 

in Washington, DC. Today, I'm going to take you through the steps of writing a 

company proposal.  

Whether the submission of your proposal is solicited or unsolicited by the 

potential customer, the most important aspect of being able to write a proposal 
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that syncs is simply listening and asking the right questions. Get an understand-

ing what your client is attempting to do. What has happened to get them to want 

to make changes and also, what their budget is. Understand some key elements 

of your customer's business, including the time frames that they are looking at 

and other pertinent data points.  

Once you've gathered all the info, here are five excellent tips to putting 

together and organizing your proposal. Put together a problem statement, for ex-

ample, a solidly paragraph on what the client needs. Follow up with a solid 

presentation of how your business can provide those solutions. The key here is 

to  promise solutions you can deliver. Next, clearly outline the benefits to be 

gained from doing business with you. Now, point out the credibility of your 

company. This often overlooked portion of a proposal is extremely important. 

Having confidence and trust in a vendor and what they deliver, speaks volumes. 

Give references, if you have them. Show some samples. A business proposal 

with samples and evidence of your ability to deliver is vital to gaining the win-

ning bid. Lastly, make sure your proposal is targeted.  

While many companies have proposals templates, these often show a cus-

tomer, you're not really interested in their custom solution. A winning proposal 

is about communication. Speak the language of your potential customer and win 

them over with your attention to detail, not your ability to cut and paste from 

other proposals. Of course, there are many other ways to write, create proposals. 

Find a stride that works for and remember you are representing your brand, your 

products and your company.  

Feel free to leave me some comments or questions, if you have them. And 

check out my Blog on BuildAutomate.com. This is Vaughn Bullard and thanks 

for watching. 

 

E. Write down the plan for the best business proposal using the in-

formation from the text.  

 

F. Write down the business proposal to improve the structure of or-

ganizing international cooperation among universities in your region.  
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WRITING 

 

A. Write down an essay «Making ethical bids in a competitive world».   

 

BUSINESS COMMUNICATION 

 

A. Do you know how to get and receive business cards? 

 

B. Watch the video and fill in the gaps (URL: 

https://www.youtube.com/watch?v=of8UgykfUbw).  

Angle of your foot-позиция ног под углом 

To hold- держать 

To receive- получать 

To be confident- быть уверенным  

Thumb-большой палец 

To cover – закрывать 

Angle of your foot-позиция ног под углом 

 

JAPAN BUSINESS ETIQUETT, VITAL CULTURAL MANNERS:  

MEISHI KOKAN (BUSINESS CARDS) 

 

Let’s take a look at the correct way of exchanging business cards. Please, 

take a close look at the angles of the feet. This is the right way. This is the 

wrong way. Look at the feet and____ ___ ____ ____ ____. Now let’s take a 

look at the final details. Where are you actually supposed to hold a card? 

When you exchange business cards in Japan it’s important to ___ _____ 

___ of your business card and not to____ ______ _____ ____ your thumb, just 

it’s considered bad manners in Japan.  

You must remember ___ ___ ____ _____of the business card. When you 

____ _____ ______ ____it’s important to ____ ________ ____ ______ _____. 

You should never ever ____it quickly away in the___________. You must dis-

play ___________by holding it over your case. 
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Let’s have a final view of how to exchange business cards right. Now I 

think you are confident to exchange business cards right. It will certainly im-

press your business partners. 

 

C. Play out the dialogue. Remember to greet each other. 

 

Making Conversation 

Key expressions 

Starting a conversation  

Can I join you?  

I hear you work for...  

Is this your first time ...?  

What do you think of...? 

Offering 

Can I help you? 

Can I get you something? 

Would you like another...? 

Please take a seat. / Please go in and take a 

seat. 

Responding  

Yes, please.  

Yes, of course.  

Yes, that's right.  

No, thanks. (I'm fine). 

Finishing a conversation 

Please excuse me. 

Nice talking to you. 

See you later.  

 

A. Match phrases 1-8 to responses a-h. 

1. Can I join you?  

2. I hear you work for GST.   

3. My name's Simon Hiring.   

4. What do you think of the conference? 

5. Do you come here every year?  

6. Do you know a lot of people here?  

7. Would you like another drink?  

8. Please excuse me.   

a. Very interesting. 

b. Sure. See you later maybe.  

c. Yes, of course. 

d. No, not many. 

e. Pleased to meet you.  

f. No, thanks. I'm fine.  

g. Yes, that's right.  

h. No, this is my first time. 

B. Work with a partner. Practise this conversation. 

- start a conversation with a visitor in Reception. 

- offer to take him / her to a colleague's office. 

- offer something to drink. 

- end the conversation. 

Staying at a Hotel 

Key expressions 

Booking a room  

I'd like a room for two nights.  

Do you have any vacancies?  

Does that include breakfast?  

Can I book a room? 

 

Checking in  

I have a reservation.  

Can I see your credit card, please? 

Your room is... 

What time is breakfast served?  

Do I need to book a table for dinner? 
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Asking about services 

Can I have a wake-up call?  Can you order me a taxi? Do the rooms have Internet access? 

Do you have room service? Is there a gym / swimming pool / meeting room? 

 

A. Who says these expressions? The receptionist (R) or the visitor 

(V)? 

1) I'd like to book a room for the night.  

2) Do you have any vacancies?   

3) Does that include breakfast?   

4) I need your credit card details.   

5) Can I have your name? 

6) What's the card number?    

7)  And the expiry date?   

8) Where is the hotel exactly? 

 

B. Complete these sentences with words from the list. 

credit card  

room 

table  

room service 

Internet access 

reservation  

breakfast  

wake-up call 

1) I have  a  ______ for tonight. 

2) Can I see your  ______, please? 

3) Your ____ is on the fifth floor. 

4) What time is _____ served? 

5) Do I need to book a _____ ? 

6) This is Ms. Chiang in room 501. Can I have a ______ , please? 

7) Do the rooms have ______ ? I can't log on. 

8) I'd also like dinner in my room. Do you have ______ ? 

 

C. Make a dialog. Student A is a visitor. Check in and ask for infor-

mation on the following: wake-up call at 6:30 a.m.? restaurant in hotel, 

necessary to book? Meeting room for tomorrow at 10:00 a.m.? sauna and 

solarium? Student B is a receptionist. You need to answer questions.  
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Asking For and Offering Help 

Key expressions 

Asking for help  

Can you help me?  

Can you give me a hand?  

How do I ...?  

I'm trying to ...  

I don't know how to ... 

Responding to a request for help 

Yes, of course.  

Sure. 

Offering help 

Can I help? 

Do you want a hand? 

Responding to offers  

Yes, please.  

That would be good. 

 

 

A. You have a list of technical problems below. Move around the class 

and ask different people for help. Find someone who can help you to: 

- log on to your company's website; 

- set the alarm clock on your mobile phone; 

- get a coffee from the machine in the corridor; 

- install a printer to your computer; 

- buy a train ticket from the machines at your local station. 

 

B. Work in small groups and think of a new product / new technology 

that can make your lives better, or a new use for a product. What is it? How 

does it work? Present your idea to the rest of the class. While you listen to 

the other presentations, prepare two questions to ask about the products. 

Which idea was your favourite? 

 

Solving Problems 

Key expressions 

Explaining the problem  

I've / We've got a problem with ... 

There are some problems with ... 

I / We can't... 

We did X .... but Y didn't work... 

Solving the problem  

You /  We need to ...  

We can ... 

Promising action  

I’ll ... (speak to ... / explain the situation / 

call / let you know as soon as I can) 

Responding and thanking  

Don't worry.  

That would be great.  

Thanks a lot for your help.  

No problem. 

 

A. Do you have these problems at work? Who normally solves them? 

- late deliveries; 

- bad products or services; 
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- machinery or equipment not working; 

- human mistakes; 

- angry customers. 

 

B. Think of a problem at university this week. Explain it to your 

partner. Take turns to try and solve your partner's problem and promise 

action. 
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UNIT 5. FINAL PRACTICE FILES 

 

1. Best place for your business. 

Look at the pictures. What type of business is good for this location? Give 

reasons, advantages and disadvantages of this area.    

South Korea. Seoul. Myeongdong Street.  

  

  

2. Products and Services. 

You are CEO (Chief Executive Officer) of Nokia Company. Prepare a 

presentation about your company using following words: 

Employ, work for, sell, export to, provide, produce, develop, buy, work 

with, work in, staff, industry, import, deliver, department, customer, product, 

service, price, website, order, delivery charge.   

3. Business communication. 

You made Internet ordering, for instance iPhone 6, one month ago, but 

still have not received it. You call the company and find out that your order was 

sent to the wrong address. You have already paid for the purchase. Make a 

telephone call and think up  the end of the conversation. 

4. Nokia is the Finland multinational communication corporation. The 

company's mission is "Connecting People, we help satisfy the basic human need 

for communication and social contact. Nokia is building bridges between people 

– if they are apart or face to face - and helping people obtain the necessary 

information”. Please analyze the mission of Nokia Corporation.  
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5. Imagine you are working for Nokia Corporation in Research and De-

velopment Department with five colleagues of another nationalities: 2 men are 

Chinese, 1 woman is German, 2 men are from South Korea. What challenges do 

you face?  

6. Describe a situation in the market sales of cars. 

Dynamics of new car sales in Russia in 2015 by month 

 (thousand pieces) 

 

Dynamics of new car sales in Russia by years (million pieces) 

 

7. Make phone conversation. Book a single room for four nights next 

month. Ask for a room with a view of the sea, and ask for additional information 

about this hotel and services. 

8. You are a CEO of Samsung Group. Prepare a presentation about your 

company. Tell about employees, products/services, the workplaces, the locations 

(Head Office, Research and Development Center, Factories, Sales offices, 

Distributors Centers). 

9. Express your opinion. Nowadays developed and used a lot of software 

for accounting, but the amount of accountants is not reduced. Why?  

10. How do the modern technologies simplify your university studies? 

11. Make phone conversation. You can’t install residential internet by 

yourself and call the Technical Support Service.  
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12. You are at a corporate party in Transneft Company. Your potion in 

this company is Assistant Manager in Sales Department. What will you do to 

make new contacts? 

13.Watch the video The Secrets Powers of Time (by Philip Zimbardo) 

(URL: https://www.youtube.com/watch?v=isPj5KgpVqg). Write down the essay 

«Are you past or future oriented?». 

 

AUDIO AND VIDEO SCRIPTS 

 

Unit 1 

FAMILY BUSINESS 

 

- My grandfather built this clock in 1874. And she still keeps perfect time. 

I love a good time keeper. Look at that wood. That’s wonderful wood. 

- It’s seven o’clock, Granddad! 

-Yes, I noticed. 

- We start at seven. 

- All right, all right. 

- What does he mean, «we start at seven»? If I want to talk to my family, 

I’ll do it whenever I like. 

- We have an agreement, Dad. 

- Jane is right. I think we should observe. 

- Did I ask your opinion? 

- Can we bring the meeting to order, please? 

- Sorry, love. Sorry, Madam Chairman! 

- Right then. Let’ begin. Michael, you have the apologies. 

- Yes. Martin Harris is sorry. He’s unable to attend. He’s in Manchester, 

opening a new factory. And  Charlotte Harris is in her room, doing her home-

work. 

- Thank you. And could you read the minutes of the last meeting? 

- Certainly. Everybody agreed that a formal meeting was a good way of 

dealing with family business. It was decided that we should meet once a month. 

Jane volunteered to cook Christmas lunch and Granddad will draw up a list of 

TV programs we’ll watch on Christmas Day.  

https://www.youtube.com/watch?v=isPj5KgpVqg
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- Has action been taken on that? 

- Yes, but I’m afraid there’s nothing good on TV. Not now. The Corona-

tion of Queen Elizabeth the Second. That was good. Why don’t they repeat that? 

They repeat everything else. 

- Could we discuss this at another time? 

- Sorry.  

- Are there any other points arising from the last meeting? 

- Yes, how about a price limit on Christmas presents? 

- I second that. It’s terrible when you buy cheap presents…and you’re 

given expensive ones. 

- Right. Why don’t we agree on a figure now? Twenty pounds? Fifteen? 

Ten?  

- That seems reasonable. 

- Fine. 

- Ten it is. Let’s move on. The purpose of today’s meeting is to discuss 

Jane’s wedding. I’d like to finish by eight as there’s a chicken in the oven. Item 

one on the agenda is the budget. Dad, this is your department. 

- We want to give her a good start in her married life. So, I propose five 

thousand pounds.  

- Well. That’s generous. Thank you.  

- Let’s go on to item two, the date. Michael, I believe you’ve looked into 

it.  

- Yes, I have, Madam Chairman. I don’t think we should set ourselves 

tight deadlines. There is a lot going on in the next few months. Jane is starting a 

new job in January and I’m moving house in March. In my opinion, it’s not fea-

sible till August of next year. 

- August! She’ll be an old woman by August. I want to get rid of her now. 

- Dad! 

- Let’s please lower the temperature. Jack, do you have a suggestion re-

garding the date. 

- Could we go for an early date? How about May? 

- Michael, you have the diary. 

- Saturday the fifteenth of May.  
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- Does that meet with everyone approval? Good. Moving along… Item  

three, the church. Jane? 

- I’d like to suggest St. Luka’s. You and Dad were married there. And Mi-

chael and I were christened there.  

- Any reaction to that? 

- I don’t know if it is relevant, but I intend to be buried there. So, we’re 

giving them a lot of business.  

- In that case, may I suggest we ask the vicar for a discount? 

-That’s an excellent idea! Finance Department? 

- I’ll look into it and get back to you. 

- Let’s turn to item four. We need to decide where to hold the reception. 

Ideas, please? 

- I like the idea of a wedding reception on a boat. Sailing down the River 

Thames. It’s so …English. 

- Yes, it’ll be very English, sailing in May. It’ll be freezing.  

- I’d rather hire the town hall. It’s big enough for three hundred guests. 

-Yes, it’s a big place built for speeches and  dancing… three hundred 

guests…and an orchestra. 

- The young ones won’t want an orchestra. They’ll want a rock band. 

- The young ones will have to put up with it. 

- I’d like to bring in Jane here. How do you feel about the town hall? 

- I prefer my flat. 

- Your flat? Weddings are public occasions. It has to be a public place.  

- Why? I want to be in my own place with people I like. 

- That’s simply is not realistic. We can’t invite three hundred guests in 

your room. 

- I don’t want three hundred guests. I think we should just have a hundred. 

- But the wedding always has three hundred people. It’s traditional. 

- I agree. Weddings are meant to be big, Jane.  

- You, grandfather, thought clocks were meant to be big. Look at them 

now. 

- Can I raise a point here? Can we justify spending five hundred pounds 

on a party for one hundred people? 

- What do you think, Jane? 
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- I take your point.  

- What about spending half of the budget on the reception and putting the 

other half towards a bigger place for Jane? She’ll need a bigger place with a 

husband and who knows… a baby. What’s the feeling of the meeting? 

- Good idea. I think this might be an answer. 

- Excellent. We have a consensus. Shall we move on? We come now to 

the question of the caterers. Now who is going to look after it? So, the catering 

is going to be done by Matthew and Son. Wine to be supplied by Johnson’s 

Wine Society. Photographer to be confirmed. Bridesmaids to be confirmed. I 

think that summarizes everything. Is there any other business? No? Then we’ll 

draw a meeting to a close. 

- Hold on. We are speaking about limousines, whether we are going to put 

the coats but we haven’t discussed the one thing that really matters!  

- Oh, forgive me. I meant to say…the next meeting will be here on the 

first of December. And that’s when we’ll choose the husband.  

- Come and help me with the chicken. 

- Found any good candidates, Jane? 

- I’m interviewing one tonight. He is picking me up at eight. There you 

are. That will be him now. Bye. 

- He gets my vote. Good time keeper. 

 

Unit 2 

YOURS FAITHFULLY 

 

J - Hey, Fran. 

F - Hi, Jeff, I've found a job, at least one that I'd like to apply for. 

J - Well, that's good news. What is it? 

F- It's a tour guide for a company called Magical History Tours. 

J - Magical History Tours requires tour guides for the summer season. 

Candidates must be able to speak at least one foreign language. It sounds great. 

F - It's perfect. 

J - Oh, well. I don't know about this here. You should have an outgoing 

personality and be able to show leadership qualities. 

F - Yes. 
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J - Whoa, wait a minute. It runs from June to September. And you'd be 

based in York. That’s the other end of the country? 

F - It's not that far! 

J - I thought we were going to France this summer. 

F - Would you like another coffee? 

J - No, I'm fine. 

F - I'll have an espresso, please. 

J - Look, take it if you want but it's a pretty thankless job. And I bet the 

hours are really long. 

F - Jeff, I'd really like to do this job. The money would be useful and, and 

the dates fit perfectly. It takes me right up to the start of the term. Must have an 

interest in local history. I did a project on York last year. Must be enthusiastic 

and willing to take responsibility. And other thing is, it'd be really a good expe-

rience. 

J - Look, all I'm saying is that it's not going to be all fun and games. It's 

going to be really hard work, physically exhausting. 

F - I know, but I think I could do it. I organized that school trip to Canter-

bury and two of the children were sick on the bus. I sorted that out. I'm sure I'd 

be good at it. Thanks, I'm sorry about France. Perhaps I shouldn't apply for it af-

ter all. 

J - No. Don't be silly. You should go for it. Look, seriously. I couldn't 

think of anyone better suited than you. But if you get it, I’m going to miss you. 

F - If I get it why don't you came up to York? 

J - Yeah. Why not? 

The conversation in the company 

- Well, that’s the lot of applications. 

- Quite a good response. Right then – that’s your half. 

- Half? Come on David. 

- Listen to this. Dear Managing Director, I want to be guide. I hope you 

choose me because I like history. I am eighteen.  

- How about this then? Dear Sir, I think I would make a good historical 

tour guide because my cousin lives in York. 
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- Amazing. The reject pile I think. How about this? I am studying French 

and Spanish at evening classes and it is my ambition to work for the UN. She’s 

only seventeen, but she’s worth an interview. 

- Mmm. Now this one’s interesting. This one’s good. Twenty-one. Speak 

French. I’m studying History at Oxford Brookes University. I spent some time 

in York last year researching a project on the development of the city. 

- Yes. Excellent, sounds confident. 

- We should definitely interview her. 

-In response to your advertisement in The Times I would like to apply 

for… 

(by Simon Haines, Barbars Stewart ) 

 

Unit 3 

THE BOLINGBROKE SCHOOL OF ENGLISH 

 

Location  

In one of Britain’s beautiful cities you’ll find The Bolingbroke School of 

English. Each year, we welcome students from all over the world to study Eng-

lish in this superb setting. The Bolingbroke School of English is situated in one 

of Oxford’s most pleasant residential areas. But despite its peaceful location the 

school is within easy reach of city center with its world famous university and 

many places of historical and cultural interest. 

The ideal way to learn 

Here at The Bolingbroke School of English we have a growing interna-

tional reputation for the excellence of our teachers and our teaching methods. 

We provide an extensive choice of courses and cater for a wide age range. We 

believe in providing teaching of the highest quality. Class size is considered to 

be particularly important, so wherever possible, numbers are kept to an absolute 

minimum. Small class size enables our experienced staff to give you advice and 

guidance on an individual basis. The school has excellent facilities and is ex-

tremely well equipped. 

The most up-to-date methods and technology are used to develop your 

language skills.  The library offers a quiet location for private study which we 

believe to be an essential part of your course. 
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Outside the classroom  

We hope that during your stay you will work hard, but also that you will 

play hard. Within walking distance of the school there is a full range of sporting 

facilities. There is also a varied program of social and leisure activities. You will 

have the opportunity to relax in a number of ways including visiting places of 

interest and enjoying local sporting events. 

Where to stay 

At the end of the day you can either stay at the school or if you wish, we 

can make other arrangements for you. If you stay at the school, we guarantee 

you excellent accommodation. All rooms are very comfortably furnished and 

many have en- suite bathroom facilities.  

And one more essential consideration, food. The dining room serves a 

wide variety of meals, snacks and refreshments at reasonable price. There is 

something for everyone. Meals are of the highest standard and the school has re-

cently won a national award for the quality of its catering. Light refreshments 

are available throughout the day so you can always relax between lessons with a 

cup of tea.  

At the end of your course at the Bolingbroke School of English we feel 

sure that you’ll return home with real confidence in your language ability. We 

hope that you’ll enjoy your time with us and we are sure you’ll  make many new 

friends. Remember, you‘ll always be welcome at the Bolingbroke School of 

English.  

For further information please contact the Principle at this address: 

The Bolingbroke School of English 

57 Elm Park Road 

Oxford OX9  9JJ 

United Kingdom 

 

Unit 4 

 

PLAY IT AGAIN, DAN 

 

Episode 1. 

-How much is it? 
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- Thirty pounds and ten pence, please. 

- Here you are. Keep change. 

- Thank you very much indeed, sir. It’s very kind of you. 

- Oh, and could I have a receipt, please? 

- Certainly. 

-Thank you very much. 

Episode 2. 

- May I have your name, please? 

- It’s Phillpot.  

- Could you spell that for me, please? 

- Yes, that’s P-H-I-Double L- P-O-T. 

- Thank you. Ah, yes. And would you like me to book you an early morn-

ing call? 

- Yes. Would you make it for seven o’clock, please? 

- Certainly. 

- And could I have a newspaper, too, please? The Financial time? 

- Yes, of course. Room  two-o- three, sir. Here is your key. 

- Thank you very much, indeed. 

- Enjoy your stay, Mr. Phillpot. 

- Thank you. 

Episode 3. 

- Let me help you. 

- That’s’ very good of you. Thank you. 

- You are welcome. Aarh! 

- Oh, I’m terribly sorry. 

- That’s OK? 

- Are you all right? 

- I’m fine, fine. Which floor would you like? 

- Second, please. 

- Ah, the same as me. 

- Haven’t we met somewhere before? It’s Daniel Phillpot, isn’t it? How 

are you? 
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- I thought your face was familiar, but… I’m sorry, you’ll have to remind 

me where we met. -At the conference. Last June. Good to see you again, Hein-

rich. This is our floor. Can I give you the hand with those? 

- Oh, I can manage. Thanks.   

Episode 4. 

- I’m sorry to bother you, Heinrich, I’m afraid the walls are rather thin 

and… 

- Oh, you mean the TV. 

- Yes, I’m awfully sorry, I’ve got some papers to read through before to-

morrow. 

- Yes, of course. I’m sorry. I didn’t realise it was so loud. I’ll turn it down. 

- Thank you very much. 

- Not at all. 

- Good night. 

- Good night. 

Episode 5. 

- Good morning, Louise. 

- Morning, Dan. Did you arrive last night? 

- Yes, I did, and you? 

- Yes, me too. I wanted to be fresh for this morning. 

- Oh, yes, I saw your name on the programme. You’re down to talk at ten, 

aren’t you? I’m looking forward to that.  

- Now you are making me nervous. I’m always a bit on the edge before I 

get started. 

-You’ll be fine. 

- Good morning, sir. Are you ready to order? 

- Good morning. Er, do you have any poached haddock? 

- I’m afraid not, sir. But we do have quite a large selection of other 

cooked breakfasts. 

- Oh, I’ll have the scrambled egg and salmon then, please. 

- Thank you, sir. 

Episode 6. 

- Daniel, may I introduce you to Heinrich Kaufman? 

- Heinrich, this is Daniel Phillpot. 
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- We have already met. Hello, Mr. Kaufman. 

- Hello. 

- I used to work with Heinrich when I was in the States. It’s a small world. 

- I remember Heinrich from Chicago last June. 

- Oh, really.  

- What do you think of the Chicago conference, by the way? 

- I found it fascinating. It was my first time in Chicago, so that was excit-

ing and I was very impressed by the quality of the presentations. Are you giving 

a paper here? 

- No, I’m not, but a colleague of mine is. In fact, she is very interested in 

your area of work. She could be a useful contact for you.  I’m meeting her for 

lunch. Would you like to join us and I can introduce you? 

- Thank you very much. That would be very nice. 

- I think we’d better go in. 

- So, have you attended the conference before? 

- No, I haven’t. It’s going to be any good, do you think? 

- Oh yes, Daniel, I’m sure you are going to find it just interesting as Chi-

cago. 

 

JAPAN BUSINESS ETIQUETT, VITAL CULTURAL MANNERS:  

MEISHI KOKAN (BUSINESS CARDS) 

(URL: https://www.youtube.com/watch?v=of8UgykfUbw) 

 

Let’s take a look at the correct way of exchanging business cards. Please, 

take a close look at the angles of the feet. This is the right way. This is the 

wrong way. Look at the feet and the angle of the feet .Now let’s take a look at 

the final details. Where are you actually supposed to hold a card? 

When you exchange business cards in Japan it’s important to hold the 

corner of your business card and not to cover your company logo or your name 

with your thumb, just it’s considered bad manners in Japan. You must remember 

to hold a corner of the business card. When you receive a business card it’s im-

portant to hold it with both hands over your case. 

You should never ever put it quickly away in the pocket. You must dis-

play respect by holding it over your case.  
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Let’s have a final view of how to exchange business cards right. Now I 

think you are confident to exchange business cards right. It will certainly im-

press your business partners. 

 

Unit 5 

 

THE SECRETS POWERS OF TIME  

(BY PHILIP ZIMBARDO) (FRAGMENT) 

(URL: https://www.youtube.com/watch?v=isPj5KgpVqg) 

 

So, we have discovered in 30 years research the six main time zones the 

people live in. Two – focus on the past, two- focus on the present, two – focus 

on the future. 

The people who focus on the past either remember all the good all times 

(success, happy birthdays). These are people who keep family records, and fami-

ly books, who have family rituals. 

The other people who focus only on regret, only on failure, only on the 

things that went wrong. So, we call this focus «past positive» and «past nega-

tive». 

There are two ways to be present- oriented. Obviously, you have to be he-

donistic: you live for pleasure, you seek knowledge, you avoid pain, you seek 

sensation. 

The other people who are present- oriented say: «It doesn’t pay to plan. 

My life is fated, fated by my religion, by my poverty, faded by the conditions 

I’m living under». 

Most of us are here because we’re future-oriented. That’s what we’ve 

learnt to work rather than play, to resist temptation. 

But there’s another way to be future-oriented. Depending on your religion 

life begins after the death of the mortal body. To be future-oriented you need 

trust. But then you make a decision about the future it’s going to be carried out. 

If you have grade inflation you don’t put money in a bank, because you can’t 

trust the future. If you have instability in your family, adults can’t keep the 

promises. 

https://www.youtube.com/watch?v=isPj5KgpVqg
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The closer you are to the Equator the more present-oriented you are, the 

more you are in an environment that doesn’t change. It gives you a set of major-

ing sameness rather than change.  

Protestants everywhere have higher gross national product than catholic 

countries. In part, because of protestant ethic, because of the notion that you 

work hard to succeed, to demonstrate you are God’s chosen people. 

My family comes from Sicilia. And in Italy there’s a political movement    

called Le Lega – The Cut Italy In Half. But northenly and southedly cutting just 

below the Tascania the people in the north say: «We do all the work» The peo-

ple in the south are lazy like children. They want to be babies, have  three hours 

dinners, etc.  

They are not Italian, they are German-Austrians. They are not Italian. In-

stead of pasta they have lunch in a paper bag. And in a recent election La Lega 

got 14% of the national vote.  

So, we can say that people in the North tend to be future-oriented and 

people in the south are more past-oriented or present hedonistic. 

My family lives in Sicilia. And I can’t   but     go back to education foun-

dation, high school kids, the college and some computer labs. It could hurt you 

but there’s no future tense in Sicilian dialect. There «was, is». There’s no «will 

be». Is it that’s why nothing gets done? And I didn’t realize it because we never 

plan. 

Here is again how we have a number of people who shared certain time 

perspectives when it does come to characterize nations the same way as catholic 

nations tend to be present or past oriented rather than protestant nation, where 

the majority of people are futurists. It affects you in a very profound way. 

So, there is a wonderful book «Geography of Time». It’s written by a dear 

friend of mine Robert Levine who is a social psychologist and he literally went 

around the world doing wonderful experiments. He looks at what he calls «a 

pace of life». Time prospective is how people divide their own experience into 

portions, time zones. Another time orientation is «your sense of duration». 

How much time is expired while you are sitting at the dentist’s office be-

fore you start drilling? How much time has expired why you are in a line? How 

much time is expired while you are having fun? Time duration is totally a func-

tion of weather you are bored or excited. And what he does is to show that in 
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different cultures people have a different pace of life. And you do it very simp-

ly…. 

 So, there is a bunch of these measures. It turns out you can identify cul-

tures as different pace of life. And our cities… They show in America you can 

rank 60 cities according to «high or low pace of life». Men in the cities with the 

highest pace of life have more coronary problems. This is a part of your whole 

life. We all begin life as present hedonists. All of us have a breast, a bottle. We 

want pleasure, no pain. 

And one of the things families do and especially schools my sense is to 

take present - oriented little beasts and make them more future-oriented. 

In America a child drops out of school every 9 seconds. This is worse for 

the minority background and worse for boys and girls. There is actually a disas-

ter recipe developing among boys in America. And it’s not a bad performance. 

The recent study shows by time a boy is 21 he’s spent at least 10000 hours play-

ing videogames alone. And if put it together they haven’t learnt social skills, 

emotions. Also it means that they live in a world they create their own world 

playing videogames, that’s exciting. Their brains are being digitally rewired. It 

means they will never fit in a traditional classroom analogue. 

When somebody is speaking it’s boring. You can’t control. You are pas-

sive.  

 And if you want to change the curriculum returning to reading, writing, 

listening is a disaster. 

All addictions are addictions of present hedonism - food, drugs, sex, gam-

bling etc. All of our propaganda-educational messages, public relations messag-

es are designed for future oriented kids. They tell you about negative conse-

quences of what you are doing. …Present oriented kids know the future conse-

quences…. 

I think we are underestimating the power of technology in re-wiring 

young people’s brains. Kids don’t wear wrist-watches anymore. They say it’s a 

single function device. And digital culture – all about the second. 

I didn’t mention one thing that makes people upset in America is how 

long it takes to boot up your computer and how long downloading takes up? 

Let’s have a minute. That makes people angry. Speaking about emotions, wait-

ing is wasting of time even waiting for your computer to boot up. I think this is a 
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fundamental change we are going on in our culture. And we adults are not real-

izing that kids are totally different than we were…There’s a recent research 

study with «The US Today» asking Americans how busy they are. The vast ma-

jority say «I am busier today than I was last year…I sacrifice friends, family, 

sleep for my success».  Suppose you have 8 days a week, what would you do? ...  

 

 

 


