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“Business English” is not a special language — it is simply English used in business situations. Using English in
business involves both knowing how to use English and knowing how to do business. What does the term “business
English” mean to you? What are your expectations from this course?

1. BUSINESS and BUSINESSES

» Introduction

There are many occasions on which you can be expected to talk about your business. Busi-
ness is work relating to the production, buying and selling of goods or services.

A business or businesses mean commercial or industrial firms or companies and the people
who constitute them.

Firms or businesses are a very important part of the economy. They are responsible for pro-
ducing goods and services. Businesses come in every shape and size. Some of them may
only produce one product or service. Others may produce many different products: in fact they
may seem to be like a collection of “businesses” inside one company. The bigger a business
becomes the farther geographically it expands.

Usually describing what type of company or business it is may involve referring to the way in
which your company is organized and run. And it depends on the type of ownership. A private
company, whose owners run the company, is called a limited company or limited liability
company (LLC) (komnaHus/obwecTBO ¢ orpaHU4eHHON OTBETCTBEHHOCTLIO). Limited Li-
ability companies mean that your liability is limited to your share or shares. They can be private
or public. The two main types are known as.

¢ Private limited company

e Public limited company.
Companies of both types must indicate their status in their name, usually by using the abbre-
viation Ltd or plc. So you may easily recognize the legal status of the company from the ab-
breviations following the name of the company:
“Ltd” defines a Private Limited Liability Company
“plc” defines Public Limited Liability Company and in the USA it is similar to “Corporation” or
“Corp”.

Itis possible for a small private company to have just one owner and for that owner to have just
one share, but a very large one has thousands of shareholders.

The key difference between public and private company is that a public company may offer to
sell its shares to the public on a stock exchange.

But if someone has recently started a small business such company will be called a start-up.
Check your understanding:

1. What two different meanings of the term “business” do you get to know?

2. How can different companies be organized and run?

3. How can you easily distinguish private and public companies?
4. What is the key difference between public and private companies?
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» Exercises and letter writing practice

Ex. 1 a) The diagram below shows who controls a public limited company (plc). Use the terms

in the box to complete it.

board of directors, senior managers (senior executives), shareholders

a. ( owners of the company)
b. (responsible to the shareholders)
C. (appointed by the board to run the company)

b) In very large firms the owners or shareholders have very little to do with the day-to-day run-
ning of the firm. This is left to the management. Very large companies may be organized into
several large departments or sometimes even divisions with the board of directors at the top
and the various departmental heads reporting to them.

Below you will see a chart showing the way in which a company could be organized into differ-

ent departments.

Chief Executive Officer or Managing Director

Manager Manager

Accounting Purchasing Production

Sales Personnel
Manager Manager

Manager
of
R&D

c) Please note that American job titles differ from the British ones. These are rough equiva-

lents:

BOARD OF DIRECTORS

USA

President

Chief Executive Officer (CEQO)
Financial Controller

Chief Financial Officer (CFO)

Director
(e.g. Personnel Director

Many British firms now use American titles.

GB

Chairman

Managing Director
Financial Director or
Director of Finance

Manager
Personnel Manager)
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1. BUSINESS and BUSINESSES

d) Work in pairs and try to find Russian equivalents to the following positions of the manage-
ment team:

Personal assistant (PA) to the General Director
Assistant to the advertising manager

office manager maintenance engineer

works manager factory manager

transport manager warehouse manager

training officer Chief designer

safety manager legal department

security officer after-sales manager

sales representative Public relations manager (PR)
Customer relation manager Acting Director
Vice-President (VP) Head of Sales Department

e) Look at the list of words below and sort them out according to responsibilities of each de-
partment in the management team. Give reasons for your answers.

Invoicing?, Stock Control2, Salaries, Orderings3,
Marketing Research, Recruitment, Compensation and

Benefits, Production, Training, Innovation, Quality Control

Accounting Manager

Accounts and . .. Wages and ...

Production Manager

—

Operations Maintenance ... Centrol

Sales Manager

|
I l |

Sales ... Research Advertising

1 Invoicing — BbICTaBneHNe CYETOB.
2 Stock control — ynpaeneHve ToBapHO-MaTepuansHbIMK 3anacamu.
3 Ordering — odopMrieHne 3aKasos.
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11

Personnel Manager

.................... Control

Manager of R& D
[

I
Improvements | | caeeeeeiian

f) Check your understanding:

» AR WN =

. Is the company owned by shareholders or private individuals (part ‘a’ may help)?

. What do abbreviations CEO and CFO stand for?

. How many divisions is the company organized into (part ‘b” may help?

. What is each department responsible for?

. Whom would the following people report to: the Accounting Manager, the Sales Manager,

the Human Resources Manager (HR) and the Training Manager?

. What other departments of the company have perhaps not been mentioned?

Ex. 2 Complete the following sentences in English.

o O B~ W N

o N

. Limited Liability companies mean that your liability is limited to your (akuuns nnu akuun).
. Abusiness is an organization which (npounssoguT) and (npogaet) goods or which provides

a service.

. The company can be organized into different departments and the most important are

(Mpon3BOACTBEHHDIN, PUHAHCOBBIN, OTAEN 3aKyNOK 1 OTAEN Npoaax).

. (Bakynku) of the materials, spare parts and components are required for (npovnssogcTBeH-

Horo) operations.

. (Komnnektytowme) can come into factory from many different suppliers and finished prod-

ucts then have to go to the customers.

. We are a large (nponsBogcteeHHasi) company and the goods produced by us are of best

(kayecTBO) in the market.

. The finished (npoaykums) must leave the factory in perfect condition.
. We keep a (3anackl) of our products in our warehouses.
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9. (Mpogaxu Hawen npoaykumm) have been increasing lately.

10. We want you to know that we are very pleased with the (kauectBom) of service your com-
pany provides.

11. Of course (oTaen kagpoB oTBevaeT 3a) recruitment of qualified (coTpygHukos).

12. (TnaBHbIN Gyxrantep noguuHsetca) directly to the Financial Manager.

13. (OTgen Hay4yHbIX MccnegoBaHui M ONbITHO-KOHCTPYKTOPCKMX pa3paboTok) within a com-
pany is responsible for developing new products and improving the existing ones.

14. The new models should be in (nponssoacTee) in three months.

15. (MinxxeHep no akcnnyataumm n peMoHTY) is responsible for checking every machine at least
once a week.

16. Many companies consult their customers about their views on (kauecTtBo), and use market
(nccneposanms) to find out what their customers think.

Ex. 3 Insert the proper prepositions/particles in the sentences below where necessary. Trans-
late them into Russian.

1. Firms are a very important part ... the economy. They are responsible ... producing goods
and providing services.

2. A company whose shares can be bought ... the public ... the stock exchange is called a
public limited company.

3. Limited liability means that your liability is limited ... your share or shares.

4. For now the only bright spots in the labour market are small businesses and high-tech
start- ... .

5. The organizational structure ... some companies is very hierarchical with the board of di-
rectors ... the top and the various departmental heads reporting ... them.

6. The day-to-day running ... the firm is left ... the management.

7. Please note that American job titles differ ... the British ones.

8. Personal assistant ... the Chairman is a very experienced man.

9. Head ... Sales Department is responsible ... sales of products bought or produced and is

reporting ... the Managing Director.

10. The training manager is responsible ... Human Recourses department.

11. Please contact ... my personal assistant on this question.

12. Maintenance engineer is responsible ... checking every machine ... least once a week.

Ex. 4 Complete each sentence below with the correct word from the box and translate the
sentences into Russian.

chief executive officer, a business, human resources, board of directors, purchasing, R & D, staff,
manager, maintenance, a purchaser, sales, quality control, personnel

—

. ... is the group of people elected by its shareholders to manage the company, to control it
and to direct it.

. The person who has overall responsibility for the management of the company is called ... .
The abbreviation CEO is often used.

. A company or ... that makes money by selling goods or services.

. In a company that produces goods or provides services, ... is the activity of checking that
the goods are of an acceptable standard.

. ... manager is responsible for ordering raw materials, parts and components, used by the
company to carry out production.

. ... manager is responsible for sales, marketing research and advertising.

. The ... engineer is responsible for checking every machine at least once a week.

. A good ...must be able to handle sensitive situations.

. The ... department in a company deals with employees, keeps their records and helps with
any problems they might have.

N

AW

©O©ooND® (&)}
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10.
1.
12.

13.

Training new ... is cost-effective, so you must recruit the right person.

The person the products are purchased by is called ... .

In ... department a person with slightly unorthodox way of thinking may produce stimulat-
ing ideas.

Impex Corporation has a ... problem: their employees want a 20 % pay increase.

Ex. 5 Translate the following sentences into English.

1.

ow o

~ou A WN

B PykoBoacTBO Hallen KoMnaHnm BXogaT [NaBHbIM UCNONHUTESNbHBLIM ANPEKTOP, [MaBHbIN
(OMHAHCOBLIN OMPEKTOP, MEHEeMXKep MO MepcoHany, ANPeKTop no cbbiTy (Npogaxam),
ANPEKTOpP MO 3aKynkam.

. AnpexTop, ynpasnsawLmi Halen KoMnaHnen, O4eHb ONbITHLIN YenoBek.
. Onpektop no cbbITy OTBEYaAET 3a peanusauuio NPoayKUuMW, MNPOU3BEOEHHOW Hallewn

KOMMNaHuewn.

. dnpekTop No 3aKkynkam OTBeYaeT 3a 3aKa3 Cblpbsi, KOMMMEKTYIOLWMX U 3anacHbIX YacTen

(spare parts) ansg NnpomM3BoACcTBa HaLIEN NPOAYKLUUN.

. 3anacbl Npon3BeaeHHOM NPOAYKLUUN XPaHATCSA Ha ckrage.

Hawuvm 3anachbl KOMMNMEKTYLWNX O4eHb HebonbLUne, CBSPKUTECH C MEeHeIPKePOM MO 3aKyrnkam.

. Bbicokoe kauecTBO Hallel NpoayKLMN XOPOLLO M3BECTHO Ha PbIHKE U ee NPoAaXu pacTyT

B nocnenHee BpemM4.

. MapkeTuHroBble UccrnefoBaHWsi NOMOratoT pa3pabaTbiBaTb HOBYH NPOAYKLMIO U yyYluaTh

CYLLIECTBYHOLLYHO.

. HoBble mogenu 6yayT B Npovn3BOACTBE Yepes nosroga.
. Hebonbluag yacTHaa KoMnaHWA MOXEeT MMETb TONMbKO OOHOro BrajenbLa, a o4yeHb

KpynHasi — COTHMW aKLMOHEPOB.

11. PyKoBOACTBO KOMNaHWM HasHadvaetca CoBETOM AMPEKTOPOB, KOTOPbIA BblOMpaeTcs
aKUMoHepamum.

12. B aton BcTpeye OyayT NpMHUMATh y4acTue TONMbKO PyKOBOAMTENMN BbICLLErO 3BEHA.

13. KpynHeniee MMpoBOe areHTCTBO Mo TpydoycTponctey “Adecco” paboTaet B 63 cTpaHax Mupa.

14. Mbl paboTaem € 3Ton KOMNaHUEN yxe 5 ner.

15. OHu Ha pbiHke ¢ 20... roga.

» Past Indefinite vs. Present Perfect Grammar

Ex. 6 Fill in the blanks in these sentences with a suitable verb from the box below. The main
verb form will probably be the past simple and present perfect.

post, use, open, receive, work, do(2), look, sell, visit, start, see, sign, be(2), send

cokwn =

—
S©m~

-
N —

. Our company . . . computers in its offices now for a long time.

In 2006 our company . . . . a factory in South America.
We . .. the letter to our parent company a week ago, but we . . . . a reply yet.

. His firm . . . him to their New York office and he . . . there ever since.

We . .. business with them for 5 years already.

“Is your secretary still looking for the file?” “Yes, she . . . for it for the past twenty min-
utes”.

I....working here when | graduated from the university.

We . . . your stand at the Paris Trade Exhibition last month, and . . . very much impressed by it.

. It. .. good to meet you again last week.
. We . . . your advertisement for the Autocomm car phone in the February edition of “Busi-

ness Week”.

. We . ... the contract with OBM.
. Because we . . . a lot of advertising, we . . . a lot of products last year.
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» Mastering skills

Ex. 7 Describe the organization of the company you work for or the institute you study at (se-
nior executives, main departments and their responsibilities). If possible, draw an organization
chart and describe the responsibilities of each department.

» Interpreting practice

Ex. 8 Act as an interpreter of the following conversation. Work in pairs.
Dialogue 1

Who really owns a private company?

Hebonbliaa 4YactHaa KomnaHusi MOXET MMeTb Bcero ogHoro Bnagenbua. Jliobas vactHas
KOMMNaHWs, Brnagenblbl KOTOPOW YNpPaBnsalT 3TOM KOMMAHWEW WM ceMenHbiM GusHecoMm,
Ha3blBaeTCA KOMMaHWen C OrpaHN4EHHON OTBETCTBEHHOCTbLIO.

And if it is a public company?
To eto BNageoT akLNOHepbI.

Oh, | can guess. The shareholders provide the necessary capital and such companies are
registered public companies. And what about the board of directors?

CoBeT AMPEKTOPOB BbIGMPAETCS MPOCTbIMU aKLMOHEPaMMU KOMMaHUM Ha eXerogHoMm obLuem
cobpaHnM 1 OTBEYaET 3a ynpaBneHne KoMnaHuen.

So they are the people who decide the general policy of the company and choose the strategy.

[la, oHM TaKkke Ha3Ha4arT yNpaBsoLLErO AMPEKTOPA U PYKOBOACTBO KOMMNaHWUW. YNpaBnsoLwuii
AVPEKTOP, Kak NpaBuIio, SBMSETCS YNeHOM COBeTa AMPEKTOPOB N NOAOTYETEH EMY.

The Board of Directors arranges the Annual General Meeting of shareholders to decide how
much of the profit should be distributed as dividends.

Dialogue 2

Could you say a few words about what the senior executives of a company are responsible for?

PykoBoaCTBO KoMnaHMn 06bl4HO HasHavaeTcsi COBETOM AMPEKTOPOB, KOTOPLIN BblGMpaeTcs
akuMoHepamu.

And who is the most important and has overall responsibility for the management of the com-
pany?

OTO 3aBUCMKT OT KOMNaHUK. B kpynHon ny6nnyHom KomnaHum nnu kopnopawmm — 31o [MaBHbIN
NCMOSTHUTENbHbIA ANPEKTOP, @ B YaCTHON HEGONbLLON — YNpaBnsoLWNA OUPEKTOP.

Then how many departments are very large companies organized into?

Mx Heckonbko. [MpoM3BOACTBEHHbLIM OTAEN, OTBEYalLWMiA 3a MPoLecChbl MPOU3BOACTBA.
®UHaHCOBLIN AenapTaMeHT, OTAeN KaapoB, OTAEN 3aKyrnok, oTaen no cobITy.

| can guess that all accountants are reporting to Financial Director?

,El,a, Bbl abcontoTHO npasbl. A oTaen no noaroToBke KaapoB NoAYNHAETCA oTaeny Kaapos.
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If it is a producing company, the purchasing director is taking care of raw materials and com-
ponents to secure the production operations.

[a, a B kOHUe roga npoeogutcs obliee cobpaHne akUMOHEPOB, KOTOpPOE MyOrMKyeT OTYET O
paboTe koMmnaHun 3a rog.

Dialogue 3
| would like to talk to somebody who is responsible for stock control in your company.
O, Toraa BaM HyXXHO CBA3ATbCS C NPOU3BOACTBEHHLIM OTAEMNOM.

The matter is that we can offer some components that | am sure your company will be inter-
ested in.

O, n3BMHUTE, A1 HEMpaBUIbHO NOHsANa Bac. B aTom cnyyae Bam HyxeH oTaen 3akynok. OHu
0ObIYHO 3HAlOT, Kakue KOMMMeKkTylwue Heobxoaumbl ans obecnedeHnss npouecca
NPON3BOACTRA.

| think they are also responsible for ordering such things. Thank you very much for your as-
sistance.

» Reflection session

Reflection is a process of reviewing an experience of practice in order to describe, analyze,
evaluate and so inform learning about practice.
B. Reid

Pedgbnekcusi — ¢popma no3HaHusi, meopemuyeckasi desimesibHOCMb Yesioeeka, HarnpaesieHHast
Ha ocMbIc/IeHUe ceoux cobcmeeHHbIx delicmeuti u ux ocHoeaHul, omcroda 8 Memoduke “re-
flective practice approach”, kak oOuH u3 nodxodoe 8 oby4YeHuUU UHOCMPaHHbIX S3bIKO8 U
dpyaux npedmemos.

1. What have you learnt from this unit that you will be able to apply in your daily work?

2. What does it mean to become a public company?

3. What does it imply to be a private company?

4. Who are the shareholders?

5. What do you think of companies which give their employees a share of the profits or
shares?

6. What is the most important objective of a company — making profit, providing a service or
else?

7. What is the difference between Sales and Purchasing Departments?

8. Test yourself and give the English equivalents to the following:

e Komnanusa (3), OAO unm 3AO (B norotune KOMMaHuw), ynpaensaTb KOMMaHWeRn,
PYKOBOACTBO KOMMAHWK;

e NpefocTaBnATb  yCnyrn, MNPOU3BOACTBO, MPOAYKUMS, Mpou3BoauTENb, MOKynaThb,
nokKynaTterb, NOKynKa;

e KOMMNIIEKTYIOLWME, 3anackbl TOBApOB, KAYECTBO TOBAPOB, CObIT (peanu3aumns) ToBapos;

® UCMNONHUTENBHBLIN ANPEKTOP, ANPEKTOP MO 3aKyrnkam, rmaBHbIn PUHAHCOBLIN OUPEKTOP,
AVPEKTOP NO Npogakam, IMYHbIN NOMOLLHWK HaYanbHMKa OTAena KagpoBs, OTYMTbIBATLCS,
pykoBoauTenb MNPEeanpuATUs, [NaBHbIN KOHCTPYKTOP, TOProBblA NpeacTaBuTeNb,
pyKkoBoauTenb oTAena npogax, UCNOMHAILWMA 06893aHHOCTM AMpeKTopa.

9. Read the following abbreviations and give their meaning both in English and Russian:

CEO, CFO, Ltd, plc, PA, HR, R & D, VP, PR, LLC, Corp.




2. MEMO and E-MAIL @ WORK

» Introduction

Internal communication between departments and employees within a company or between
branches of the same firm takes place in the form of memos. Memorandum (or memoranda — in
plural form) is actually a Latin word for ‘reminder’.

A memo can be a hard-copy (on paper) document or a document in its electronic form. It is
used for communicating inside a company.

Memoranda (memos) generally serve several purposes:

. they provide new information by sending announcements about:
policy changes (i.e. changes in set hours for coffee and tea breaks),
actions and decisions of the Board of Directors,
decisions of Human Resources Department,
reminders or information on new products being introduced.

. they persuade to take an action:
to attend a meeting or English classes,
to rinse the coffeepot when empty,
to change a current work procedure;
to request information on tests results or a business trip,
to accompany all orders by proper identification number.

. they state the problem:

a shipment has not arrived,
a scheduled meeting has been canceled,
a new employee is starting tomorrow.
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The style depends on the practice within the company and on the relationship between the
people involved as many firms use a different ’house style’ that their staff are expected to fol-
low. Because memos are usually used between people, who have a regular working relation-
ship, the tone of memos tends to be more informal than the tone of other business letters.

In this day of e-mail communication, the typical structure of a memorandum closely parallels
the format of most e-mail programs. This is no accident as e-mail began, in many organiza-
tions, as a means of saving paper for inter-office communications.

Main parts of a memo
(See memo 1 below)

1. Emphasize the word MEMORANDUM.
2. Always use a ‘memo header’:

To (the recipient’s name and designation)
From (the sender’s name and designation)
Date (date of issue) written in figures can be

confusing: for example, 07.01.07 means
7 January 2007 in the UK but 1 July
2007 in the USA. Therefore it is advisory
to show the month in words.

Subject (clearly state the topic of the message)

3. No salutation is necessary.

4. The body of the memo is a short text, so use bullet points (mapkepsl) or paragraphs reach-
ing a relevant conclusion and close or you can, in fact, end with your last paragraph.

5. Leave space for signature (the sender’s name and designation are at the top so it is not
necessary to repeat these details here).





