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LESSON 1
TYPES OF PROPRIETORSHIP

A business may be privately owned in three different forms.
These forms are the sole proprietorship, the partnership and the
corporation. The sole proprietorship is the most common in many
western countries. For example, more than 80 per cent of all
businesses in the United States are sole proprietorships.

But it 1s evident that sole proprietorships do not do the greatest
volume of business. They account for only 16 percent of all business
receipts, for example, in America. What kind of business is likely to
be a sole proprietorship? First of all, service industries such as
laundromats, beauty shops, different repair shops, restaurants.

Active Vocabulary

business is , biznes

to own sahib olmaq

sole proprietorship soxs1 millkiyyat

partnership soriklik, ortaqliq

corporation korporasiya, toskilat

volume hacm, 6l¢ii

receipt daxil olan pul vasaiti, madaxil
service industry xidmot sahosi

to account for hesabat vermok, izahat vermak
repair shop emalatxana

Comprehension Questions

1. What are three different ways that a business can be privately
owned?

2. What forms do most European countries have?

3. What forms do the businesses in the USA have?

4. Name some businesses that are likely to be sole proprietorships.
Why do you think so?

5. Name some businesses that are not likely to be sole
proprietorship? Why do you think so?



Vocabulary Practice

Exercise 1. Choose the necessary word and put it in the sentence.

ny

Jim
Alice
Jim
Alice

Jim
Alice
Jim
Alice

Jim
Alice

Jim
Alice

Jim

Alice
Jim

. Small ... are very often service industries. | 1 receipts
The ... industries don’t produce material goods. | 2 business
. More than 80 per cent of all business ... are not from |
sole proprietorships. | 3 service
. Less than 20 per cent of European businesses are I
partnerships or... l4privately
. Sole proprietorships... only a small part of all I
business receipts. | 5 account
Is this bank owned publicly or...? |6¢corporation
. There are three... of business ownership. | 7 forms
Dialogue

Hi, Alice. How are you getting on?

Fine, as usual, thanks, Jim. What about you?

I’'m O.K. It’s nice to see you.

You too. I’'m glad you are not in a hurry and we have time
to talk today.

Sure.

Can you give me a piece of advice?

Well, I'll try if I can.

You know I’ve been always good at cooking. It interests
me. [ am thinking of starting my own business-cafe.

It might be a good idea.

I guess I must learn about the responsibilities of going into
business.

Are you going into this business by yourself?

Exactly, I’d like to have a cafe with my name on it where I
control the profits.

You seem to be resolute so I’ll try to help you. If you go
into business alone, it is called sole proprietorship. In such
case you needn’t consult a lawyer to form the business.
You can start or you can stop your business whenever you
like.

It sounds encouraging. What else can you tell me?

There is no need to consult partners or a board of directors.
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So you can put your policies into effect quickly. You
decide on your vocation, hours, salary, hiring and firing.

Alice Well, that’s not bad.

Jim Wait a moment. I believe I have to tell you about the risk
involved.

Alice What do you mean?

Jim First of all, the most important risk is that you have
unlimited liability. It means that you are responsible for all
your business debts.

Alice So if the business fails, I have to declare personal
bankruptcy,
don’t I?

Jim That’s what I mean. You can loose your personal assets.

Alice Well, it’s rather disappointing. What other things should I
know?

Jim You won’t get tax benefits which partnerships or
corporations can get.

Alice I know about it. By the way do you know of a good
accountant to do my taxes?

Jim Of course. You’ll also have to hire a good book-keeper if
you can’t do your books yourself.

Alice I can’t say anything definite about that. I have to think it
over. What else, Jim?

Jim Well I am a bit hungry, why don’t we have a snack
together and discuss the things in the cafe.

Alice You are right as usual. Let’s go.

Active Vocabulary

piece of advice moslohat

can you give me a piece of advice Mono maslohat vers

bilorsinizmi?

I am thinking of starting 0z soxsi 1simi baslamaq

my own business hagqinda diistiniirom.

responsibility mosuliyyot

to make decisions gorar gabul etmok

to control the profits golirlors nozarat etmok

to need a lawyer hiiqugsunasa ehtiyaci olmaq

it sounds encouraging ruhlandirict soslonir

a board of directors direktorlar surasi



to put policies into effect quickly

to hire
to fire
to decide on your vocation, hours,

salary, hiring and firing
to have unlimited liability
to be responsible for all

business debts

to fail

to declare personal bankruptcy
personal assets

tax benefits

to get tax benefits

accountant

book-keeper

to do books

tez bir zamanda yaxsi
nailiyystlor alds etmok

150 gOtiirmok

isdon azad etmok
mozuniyyot, 1§ saati, omok
haqq,

150 gbtiirmo vo isdon qovma
masalalorini hall etmok.
geyri mohdud solahiyyatlora
malik olmaq

biznes borclarina goro
mosuliyyat

dasimaq
miivoffoqiyyatsizliys ugramagq
bankrot oldugunu elan etmok
soxsi omlak

vergi giizostlori

vergi giizostlori aldo etmok
miithasib, hesabdar
miihasib, hesabdar
miihasibat u¢otu aparmaq

Vocabulary Exercises

Exercise 1. Transform the sentences according to the model.

M o d el: I am thinking of starting my own business open a cafe.
I am thinking of opening a cafe.

start a car-repair shop
hire a book keeper
fire an employee

sell my business
do my books myself
consult a lawyer
find a specialist

XN BB =

consult a board of directors



Exercise 2. Transform the sentences according to the model.

Model: A book keeper will do the books.

Nk =

I am going to have a book keeper do the books.
A partner will finance the business.
A salesperson will sell the clothes.
A decorator will design the interior.
A lawyer will do this work.
A secretary will mail to letters.
A colleague will give me a piece of advice.
A book keeper will prepare the tax report.

Exercise 3. Answer the questions.

Are you thinking of starting your own business?

1.
2.
3.

4.

7.

8.
9.

What business do you want to start?

How do we call the business if you go into it alone?

Who is going to make the decisions and control the profits in
your business?

Do you need a lawyer if you want to start a sole
proprietorship?

. Why don’t you have to consult the partners in a sole

proprietorship?

. How many employees are you going to hire for your

business? In what cases will you fire them?

What does it mean to have unlimited liability? Are you ready
for it?

What will you do, if your business fails?

What will you do to put policies into effect quickly?

10. What businesses have tax benefits in this country?
11. Can you do your books yourself?
12. Are you going to hire a book-keeper?

Exercise 4. Translate into English

1. Mono maslohat vers bilorsinizmi?

2. Miiassisomin golirlorino mon 6ziim nozarst edirom.

3. 9gor siz soxsi  bizneslo mosgul olmaq istoyirsinizso,
hiiqugsunasa miiraciat edin.



4. Iso gotiirmok vo isdon azad etmok haqqinda qorarlari
direktor qobul edir.

5. Moan tam hiiquqi masuliyyat dasimagdan ¢okinirom.

6. Biznes borclarina géro mon mosuliyyot dasimiram.

7. Kicik miiossisalor vergi giizostlorino malikdir.

8. Yaxs1 mithasib islori sizdon daha yaxs1 apara bilor.

9. Monim miihasibe ehtiyacim var.

10.Moan hiiqugsunasla maslohatlosmoliyom.

Exercise 5. Make up the dialogue.

You are going to start your own business. Ask a lawyer or an
experienced person how to do it.

Grammar Exercises
Exercise 1. Make the sentences negative.

1. I want to start my own business.

2. You need a lawyer in this case.

3. Sole proprietorship brings much profit.

4. Sole proprietorship gets tax benefits from the government.

Exercise 2. Put up four questions of different types (general,
special, disjunctive, alternative) to each sentence.

M o d e I: The partners are responsible for business debts.
a) Are the partners responsible for business debts?
b) Why are the partners responsible for business debts?
c) The partners are responsible for the business debts,
aren’t they?
d) Are the partners responsible for business debts or
fulfillment of the arrangement?
I want to go into business with my friend.
You can lose personal assets.
He 1s difficult to get tax benefits from the state.
I do my books myself.
We both have unlimited liability.
The board of directors decided on vacation, salary, hiring and
firing.
. The partners want to consult a board of directors.
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LESSON 2
Partnerships

A partnership is an association of two or more persons to carry
on a business for profit. When the owners of the partnership have
unlimited liability they are called general partners. If partners have
unlimited liability they are «limited partners». There may be a silent
partner as well — a person who is known to the public as a member of
the firm but without authority in management. The reverse of the
silent partner is the secret partner — a person who takes part in
management but who is not known to the public.

Any business may have the form of the partnership, for example,
in such professional fields as medicine, law, accounting, insurance and
stockbrokerage. Limited partnerships are a common form of
ownership in real estate, oil prospecting, quarrying industries, etc.

Partnerships have more advantages than sole proprietorships if
one needs a big capital or diversified management. Like sole
proprietorship they are easy to form and often get tax benefits from
the government.

Partnerships have certain disadvantages too. One is unlimited
liability. It means that each partner is responsible for all debts and is
legally responsible for the whole business. Another disadvantage is
that partners may disagree with each other.

Active Vocabulary

partnership sariklik, ortaqliq

to carry on a business is aparmaq

profit gazanc, manfoot

general partners osas partnyor, tam hiiquqi mosuliyyat
dasiyan ortaq

limited partner mohdud moasuliyyatli partnyor (ortaq)

silent partner sos hiiququ olmayan ortaq

secret partner gizli torofdas (sos hiiququ olan, lakin
comiyyatdo partnyor kimi taninmayan)

law hiiqugsiinaslq, hiiquq elmlori

insurance sigorta

stockbrokerage birja brokerliyi

real estate dasinmaz omlak

oil prospecting neft hasilati
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quarrying industries hasilat sonayesi

advantage Ustiinliik

disadvantage catismamazliq

to be legally responsible  hiiquqi mosuliyyat dasimaq

Comprehension Questions

1. What is the difference between a general partnership and a
limited partnership?

Is there any difference between a silent partner and a secret
partner? What is this difference?

In what professional fields are the partnerships found?

In what businesses is the partnership a common form?

What are the advantages of a partnership?

Discuss the disadvantages of a partnership. Would you prefer
partnership or sole proprietorship for business? Give you
reasons.

N

B W

Vocabulary Practice
Exercise 1. Select the necessary word in the sentence.

1. Partnership very often receives... |

from the government | 1 secret partner
2. Limited partnerships is a common form of | 2 unlimited
ownership in... | liability
3. Partnerships have many ..., one is that they |
receive tax benefits from the government. | 3 real estate
4. ... are the partners with unlimited liability. |4 general partner
5. ... has the authority in management but he is |
not known to public. | 5 advantage
6. A secret partner takes partin ... | 6 profit
7. General partners have ... | 7 capital
8. One advantage of a partnership is that it offersl
9. a multiple source of .. | 8§ management
10.A partnership can brmg much ... to the partners.| 9 tax benefits
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Dialogue

(Two friends Susan and Maurice are having supper in a restaurant)

Maurice

Susan

Maurice

Susan

Maurice

Susan

Maurice

Susan

Maurice

Susan

Maurice

Susan

Maurice

Susan
Maurice
Susan

Maurice

Haven’t seen you for a long time. What have you been
busy with?

I’ve been pretty busy. Do you know my friend Nora? I
went into

business with her.

Really? How is it going on?

Fine, thanks. We get along very well, and shop is attracting
more and more customers.

It sounds well. How many partners are there in your
business?

There are two of us and I am very pleased about it. I’ve
made a right choice. Nora’s background is in accounting.
She is very good at keeping the books.

And you?

You know I always liked talking. I guess I am rather good
with

customers. I enjoy selling things.

Well, it sounds interesting. I believe you don’t run a risk in
your business.

We haven’t had many problems, although I suppose all
business can be risky. As partners we are both liable.

Did you both put the same amount of money into your
business? Do you mind my asking?

No, we didn’t invest the same amount of capital. But I
think we’ve combined our resources very well. I think it’s
good for both of us.

It seems really so. That is one advantage of general
partnership.You can invest less capital than your partner-
even no money at all. But you as a partner can contribute
important services or skills, sometimes just a name or a
reputation.

Indeed.

How did you arrange to distribute profits and losses?

We share them equally. We hope to be in business for a
long time.

Nice for you. Now you seem to know a lot about business.
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Susan

Not everything yet but the subject becomes quite technical.

Maurice I am glad to hear it. It’s time to go now. See you later. Bye.

to be busy with

to go into business

to get along well

to attract customers

to make a right choice

background
accounting
to run a risk
to be liable

amount of money
to put an amount of money

into business

to combine resources

advantage

to contribute services, skills

to distribute profits and losses

to share

the subject becomes
quite textechnical

deal

Active Vocabulary

na ilo 150 masgul olmaq
bizneslo masgul olmagq

yola getmok

alicilar1 (miistorilori) colb etmok
diizgiin secim etmok

bu matnda: 1s tacriibasi
miihasibat ucotu

risk etmok

hiiqugi masuliyyat dasimagq
pulun mablogi

bizneso pul (kapital) goymaq

resurslari birlogdirmok

Uistiinlitk

0z bilik vo bacarigi ilo komok
etmok

monfooti va itkilori béliisdiirmok

bolmak
bu tamamila texniki masaladir

sovdo, sazis

Vocabulary Practice

Exercise 1. Transform the sentences according to the model.

Mo d el: Susan is a woman. She does the books.
Susan is a woman who does the books.
Partners are people. They have unlimited liability.
This is my partner. He often runs a risk.
He is a shop-assistant. He gets along with all the customers.
Susan is a partner. She puts a big amount of money into

L=
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business.

. Jean is my friend. She has the background of accounting.

Barbara is my partner. She knows how to attract customers.

13



7.
8.
9.

Tom is a partner. He is good at selling.
Jack is my friend. He is a secret partner of my business.
Helen is my friend. She had supper with Jack in the restaurant.

Exercise 2. Answer the questions.

R N

© N

9.

. What do you want to be busy with?
. Do you want to go into business alone or with a partner?
. With what partner do you get along well?

Imagine you run a shop. What will you do to attract customers?
Do you need to consult a lawyer, to make a right choice when
starting the business

What is your background?

Are you a careful person, or do you like to run a risk?

How can you combine the resources with your partner?

What services and skills can you contribute in your business?

10.How will you distribute profits and losses in your partnership?
11.What kind of partner would you like to be a general partner or a

limited partner? Why so?

Exercise 3. Translate into English

R

. Idara heyyatinin iizvlori tam hiiquqi mosuliyyat dasiyirlar.

Mohdud mosuliyyatli partnyor real solahiyyato malik deyil.

. Gizli partnyor idarsetmodo istirak edir, lakin comiyyotdo

tanimmir.

Mon dasinmaz omlaka sormays qoymagq istoyirom.
Partnyorlugun bir ne¢o iistiinliiklori var.
Partnyorluq dovlotdon vergi giizostlori ala bilor.

Biz partnyorumuzla yaxsi yola gedirik.

Bizim kafe c;oxlu miistori calb edir.

. Moan diizgiin se¢im etmisom. Bu 1s coxlu golir gatirir.

10.Monim is tocritbom menecmentlo baghdir.
11.0, miihasibat isini yaxs1 bilir.
12.Biz iso eyni miqdarda kapital qoyurug.

Exercise 4. Discuss the following problem: A Joint Venture Pro
and Con.

14



Exercise 5. Make up the dialogue.

Consult the lawyer how to form a partnership. Use your active
vocabulary.

Grammar Exercises
Exercisel. Make the sentences negative.

Model: I am going into business
I am not going into business
Your business is receiving the tax benefits.
Your partnership is running the great risk.
We are getting along quite well with my partner.
They are going to be general partners.
The partners are sharing profits and losses with each other.
Their partnership is losing their profit every month.

A S e

Exercise 2. Put up four questions of different types (general,
special, disjunctive, alternative) to each sentence.

M o d e l: The partners are getting along quite well.
Are the partners getting along quite well?
Why are the partners getting along quite well?
The partners are getting along well, aren’t they?
Are the partners getting along well or badly?
1. Jane is doing the books in our firm.
2. We are putting the same amount of money into business.
3. My brother is investing his money in the private cafe.
4. They are distributing the losses unequally.
5. We are combining resources very well.

15



LESSON 3
CORPORATIONS

A business corporation is an institution established for the
purpose of making profit. It is operated by individuals. Their shares of
ownership are represented by stock certificates. A person who owns a
stock certificate is called a stockholder.

There are several advantages of the corporate form of ownership.
The first is the ability to attract financial resources. The next
advantage is the corporation attracts a large amount of capital it can
invest it in plants, equipment and research. And the third advantage is
that a corporation can offer higher salaries and thus attract talented
managers and specialists.

The privately owned business corporation is one type of
corporation. There are some other types too. Educational, religions,
charitable institutions can also incorporate. Usually such corporation
does not issue stock and is nonprofit. If there is a profit it is reinvested
in the institution rather than distributed to private stockholders.

In some western countries, cities, states, federal government and
special agencies can establish governmental corporations. A few
examples of these governmental corporations are states universities,
state hospital and city owned utilities. Governmental corporations are
non-profit as a rule and usually they do not issue stock certificates.

Active Vocabulary

corporation korporasiya, toskilat

to establish yaratmaq

stock certificate sohm

stockholder (shareholder) sohmdar, sohm sahibi

to attract financial resources maliyya resurslarini calb etmok
to offer higher salaries yliksok maas toklif etmok
to attract a large amount boyiik mablogds kapital
of capital calb etmok

educational, religions, charitable tohsil, dini, xeyriyyo
institutions institutlari

to issue stock sohm buraxmagq
nonprofit golirsiz

to reinvest yenidon sormays qoymagq
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Comprehension Questions

Who can own a corporation?

Is a corporation necessarily larger than a sole proprietorship?
What are the advantages of the corporate form of ownership?
What can you say about the disadvantages of the corporate form
of ownership?

Do the corporations issue stock to stockholder?

What kinds of corporations usually don’t issue the stock?

What world-known corporations do you know?

What types of business usually take the corporate form of
ownership?

Vocabulary Practice

Exercise 1. Choose the necessary word and put it in the sentence.

1.

What kind of ... is better: buying stock | 1 charitable
or buying real estate? |

2. To attract greater financial ... the |
company issues the stock. | 2 stock
3. A university can be ... corporation. | 3 resources
4. The partners didn’t put the same ... |
into business. | 4 institution
5. The group of people from different countries |
are going to ... a corporation. | 5 investment
6. The Red Cross is an international ... |
organization. | 6 nonprofit
7. I want to buy some ... in IBM and General | 7 amount of
Motors | capital
8. An educational ... usually reinvests all its |
money. | 8 to establish
Dialogue
Secretary Good afternoon.
Steve Good afternoon. I'd like to see Mr. Jackson. We have
an arrangement with him. My name is Mr. Watson.
Secretary Just a minute, please. I’ll let him know you are here.
Steve Thanks.

Secretary Mr. Jackson is waiting for you. Do you know where
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Steve
Jackson
Steve
Jackson
Steve

Jackson
Steve

Jackson

Steve

Jackson
Steve
Jackson

Steve
Jackson

Steve

Jackson

Steve
Jackson
Steve

Jackson
Steve

his office is?

Oh sure, thank you.

Hello, Steve, it’s so nice to see you. Sit down, please.
Thanks, Nick. How are you getting on?

Quite all right, thanks. And what about you?
Everything 1s all right too. In fact I want to talk to you
about my business.

Oh, I’ll be glad to do something for you.

Well, Nick. I need some legal advice. John and I are
thinking of incorporating.

You are going to expand, aren’t you? It seems that
your partnership has been doing very well.

Oh, yes. We have a success. Now some businessmen
are interested in investing with us. So could you
explain me what sort of legal procedure I have to
follow to form a corporation?

At first you have to apply for a corporate charter.
Well?

Let me get this straight. You want to issue and sell
stock in exchange for investment capital, don’t you?
Exactly.

After you obtain the charter the stockholders, as
owners, holds a meeting to organize the corporation.
Does that mean we elect our Board of Directors,
adopt bylaws and choose the company’s officers?
That’s what I mean. Though the officers of the
company supervise daily management, the
stockholders always have final authority. They vote at
annual meetings.

Yes, I see it. By the way, does a corporation have
limited liability?

It does. It also has the right to own property, to buy
and sell and right to sue and be sued.

I see. The corporation acts like a person. It has the
right of an individual.

You are right.

O.K. Why don’t we get together for a game of golf
one day next week?

18



Active Vocabulary

bylaws miiossisonin hiiquqgi nizamnamasi

I need some legal advice monim hiiquqi maslohata
chtiyacim var

to incorporate birlosmok

to invest sarmays qoymaq

to expand genislonmok (miiassiso haqqinda)

to follow a legal procedure hiiquqi proseduraya riayat etmok

to apply for a corporate charter korporativ patent almaq {ligiin
orizo vermok

to issue and sell stock in sohmin buraxilmasi vo satisi
exchange for investment qoyulmus kapitalin miibadilosi
capital
stockholder, shareholder sohmdar
to hold a meeting iclas ke¢irmok
to elect a board of directors direktorlar surasini segcmok
to choose the company’s sirkatin rohbar iscilorini segmok
officers
to have a final authority halledici solahiyyato malik olmaq
to supervise daily management giindalik rohboarlik hoyata kecirmok
to vote sos vermok
annual meeting illik iclas
to have limited liability mohdud hiiquqi

mosuliyyat dasimaq
to own property miilkiyyato sahib olmaq
to sue mohkomoys vermok, cinayot

is1 galdirmagq
to be sued istintaga calb edilmok

Vocabulary Exercises
Exercise 1. Transform the sentences according to the model.

M o d el: We are the company officers.
We supervise daily management.
We, as the company officers, supervise daily management.
1. My friends are the stockholders of IBM corporation. They hold
annual meetings.
2. These businessmen are the organizers of this corporation. To

19



issue and sell stock in exchange for investment capital.

. A corporation is the owner of the property. It has limited

liability.

. Dick is a manager. He wants to form a corporation.
. A corporate charter is a certificate of incorporation. A charter is

granted by a state officer.

. The stockholders are the owner of the corporation. They have

final authority in management of the company.

. The owner of the corporation is the stockholders. The owners of

the corporation must vote.

Exercise 2. Transform the sentences according to the model.

Mo del: We organized our corporation a year ago (to invest much
money).

4.
5.
6.

We have been investing much money since we organized
our company.

. They became company officers (to supervise daily

management).
My friend bought the stock of the company five years ago (to
make money).

. They received the corporate charter a month ago (to plan a

meeting).

We advertised the application last week (wait for reply).

He became a member of the Board of Directors (work hard).
We elected a new Board of Directors last month (plan change).

Exercise 3. Answer the questions.

1.
2.

Nk

In what corporation would you invest money?
What legal procedure do you have to follow if you want to form
a corporation?

. Who has final authority and supervises the daily management of

corporation?

How often do the stockholders choose the company officers?
The stockholders have unlimited liability, don’t they?

In what way a can corporations act?

What do you think about the possibilities of forming
corporations in this country?

In what spheres of industry is a corporate form of proprietorship
the most beneficial in this country?

20



Exercise 4. Translate into English

1. Korporasiya sohmlor buraxa vo sata bilor.
2. Korporasiya yiiksok omok haqqi toklif edos biler.
3. Maliyys resurslarin1 colb etmok ii¢lin korporasiyanin

imkanlar1 partnyorluqgdan daha genisdir.
4. Sohmdarlar har il iclas kegirirlor.
. Tohsil xeyriyya, dini comiyyatlor korporasiya ola bilorlor. Bir
gayda olaraq bu miiossisalor golir gotirmirlor.
6. Bu korporasiya galirls isloyir, o genislonacok.
. Hor seydon ovval siz korporativ patent almaq ii¢iin orizo
vermalisiniz.
8. Sohmdarlar korporasiyanin 1idara edilmosinds holledici
solahiyyato malikdirlor.
9. Sirkatin inzibati iscilori ona rohbarlik edirlor.
10.Sohmdarlar illik iclas kegirir vo direktorlar surasini secirlor.
11.Korporasiyanin cinayat isi qaldirmaga ixtiyari var.

N
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Exercise 5. Make up dialogue.

1. Ask a lawyer how to form a corporation.

2. Discuss with your friend advantages and disadvantages of a
corporate form of proprietorship.

3. Advertise a corporate form of proprietorship.

Grammar Exercises

Exercise 1. Make the sentences negative.

Mo d el: The have held a meeting.
They haven’t held a meeting.
1. The stockholders have elected the Board of Directors.
2. This corporation has issued the stock.
3. The Board of Directors has chosen the company officers.
4. This company has greatly expanded.
5. We have already applied for a corporate charter.

Exercise 2. Put up 4 questions of 4 types (general, special,
disjunctive, alternative) to each sentence.

M o d e I: The stockholders have held the annual meeting?
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Have the stockholders have held the annual meeting,
haven’t they?
What have the stockholders done?
The stockholders have held the annual meeting, haven’t
they?
Have the stockholders held a meeting or a conference?

1. The partners have applied for a corporate charter.

2. The stockholders have voted at the annual meeting.

3. The company has issued the additional stock.

4. They have invested all their money in this company.
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LESSON 4

THE FUNCTIONS OF AN EXECUTIVE

Dialogue

Anna is having lunch with her sister Barbara. Anna has just
accepted a position as an Administrative Assistant. Her boss is an
executive with a firm that manufactures heavy machinery used in

construction.

Barbara
Anna
Barbara
Anna
Barbara
Anna

Barbara
Anna

Barbara
Anna

Barbara

Anna

Barbara

Anna

Barbara
Anna

You’ve got a new job, Anna. My congratulations.
Thanks, Barbara.

Tell me a few words about your boss. What does he
do?

Well, he is one of the vice presidents of the company,
so he’s rather important. He is an executive.

Do you know the difference between an executive, a
manager and an administrator?

I am afraid I can hardly tell you the difference. I think
these words are interchangeable and they really aren’t
different in many companies.

What about your company?

In our company the top officers are called
administrators. The next highest group-the vice
presidents, the heads of major departments and
branch plant managers-are executives like my boss.

Is that all?

The group below consists of managers, they are
general managers and foremen.

So I see that an organization has a number of
positions and some people have more authority than
others.

You are right.

But it would be interesting to know more about the
functions of an executive like your boss.

I’d say he makes a lot of important decisions. He sets
objectives, coordinates work, delegates authority,
makes hiring, firing, evaluating and just general
leading.

It seems to be important.

It 1s important. It’s evident that making careful
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decisions is the basis of good management.
Barbara But do you work under much pressure?
Anna Barbara, you know I am quite used to working under

pressure from my last job. I am also accustomed to

lots of paper work and red tape.

Barbara Good for you.

Anna And what’s more important I feel that I can learn a lot
because my boss is very competent.

Barbara Good, I think we’d be in a hurry not to get late for the
work.

an executive
manager

an administrator
vice president

head of department
foreman

position

to set objectives

to delegate authority
to work under pressure
red-tape

to be competent

Exercise 1. Transform the sentences according to the model.

Active Vocabulary

rohbar, administrator, icraci
menecer, administrator
idara edon, administrator
vitse prezident

sObo miidirii

1§ icragisi, usta

vozifo

moqgsad qoymaq
solahiyyatlori boliisdiirmok
tozyiq altinda islomok
burada: doftorxana isi
saristali olmaq (bacarigl)

Vocabulary Exercises

Mo del: I’m accustomed to setting objectives.
I’m used to setting objectives.

A S e

We are accustomed to having unlimited liability.

He is accustomed to delegating authority.

They are accustomed to firing and hiring people.

She is accustomed to working as a head of the department.
You are accustomed to working under pressure.

The executive is accustomed to making decisions.

24



Exercise 2. Change the modal verb according to the model.

Mo del: We ought to set objectives this month.
We should set objectives this month.

1. They ought to talk about the functions of an executive.

2. A manager ought to make careful decisions.

3. An executive ought to be very competent.

4. A vise president ought to decide on hiring, firing, vacation,
hours.

5. The board of directors ought to plan objectives and changes.

6. They ought to have a meeting with a head of the department.

Exercise 3. Your executive is a very tough man. What should his
staff do to please him?

For ideas:

to be creative 150 yaradici yanasmaq

to be well-organized yaxsi toskil olunmus

to keep fit 0ziinll formada saxlamagq, formada olmaq
to be punctual punktual olmagq

to be enthusiastic tosobbiiskar olmaq

to obey the rules gaydalara riayat etmok

Exercise 4. Answer the questions.

1. What working position is the best for you?

2. Are you accustomed to working under pressure?

3. Are you accustomed to a red-tape job?

4. Do you want to be an executive or an administrator of the big
company? What should you do for it?

What qualities do you need to be an executive of the company?
What does it mean to be a competent manager?

S

Text
WHERE AND HOW TO HIRE AN EMPLOYEE?

An employer has several options to consider when he wants to
hire a new employee. First of all, he may look within his own
company. But if he can’t find anybody suitable for the position he will
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have to look outside the company. If there is a personal office in the
company, he can ask them to help him to find a qualified applicant.
The employer can also use another valuable source, for example,
employment agencies, consulting firms, placement offices and
professional societies. He can also advertise in a newspaper or in a
magazine and request candidates to send in resumes.

The employer has two sets of qualifications to consider if he
wants to choose from among the applicants. He must consider both
professional qualifications and personal characteristics. A candidate’s
education, experience and skills are included in his professional
qualifications. These can be listed on a resume. Personal
characteristics or personality traits must be evaluated through
interviews.

Active Vocabulary

an option se¢im

an employer 150 g6tiiran, 1§ veran

an employee is¢1, muzdla isloyon fohlo
to consider nazord almagq, hesab etmok
to be suitable for the position  vazifoys uygun olmagq
personnel office kadrlar s6basi

an applicant har hans1 vazifoyos namizod
valuable source qiymotli manba
employment agency mosgulluq idarasi
consulting firm konsultasiya firmasi

to advertise reklam etmok

resume rezume, xilasa, natica

two sets of qualifications iki ciir xarakteristika
experience 1s tocriibasi

to evaluate through interviews miisahibo
vasitasilo qiymatlondirmak

Comprehension Questions

1. Which options should an employer first consider when he wants
to hire an employee?
2. What service does personnel departments provide?
. In what way can be the new employees be found outside one’s
company?

W
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. What qualifications does the employer consider in choosing an

employee?

. What is meant by «professional qualification» for a job?
. What personal characteristics does the administrator consider

when choosing an employee?

Vocabulary Practice

Exercise 1. Choose the necessary word and put in the sentence.

1.

W

We are going to interview three... |

or the position. | 1 to advertise
. If you need applicants for this position, |
. in a special section of the local newspaper. | 2 resume
. Personnel office will help you to find anew ... |3 employee
. All the information about the staff of the |
firm can be found in ... | 4 applicant
. She has a good ... for the position: |
a college degree, good work experience. | 5 personnel
office

. I want to find a new secretary, |

so I’'ll call an employment ... |6 qualification

. If you are an applicant for the position, |

you have to write your ... | 7 agency

. Don’t ask him ... questions, it will I

be impolite. | 8 personal

Exercise 2. Translate into English.

OO N U AW~

. Onun sirkatdaki vazifasi ¢ox vacibdir.

Administrator iso g6tiiriir vo isdon azad edir.
O, tozyiq altinda islomay1 xoslamir.

Mon doftorxana isino dyrosmisom.

Menecer saristali olmalidir.

Bu grupun rahbori ¢ox istedadli miitoxassisdir.
Biz yeni 1s¢i gdtiirmoliyik.

Bu elam qazetda yerlosdirin.

. Bu menecerin boyiik is tocriibasi var.

10.Biz iki ciir xarakteristikani nazordon kecirmaliyik.
11.Bu  vozifoni tutmaq istoyon namizodlor  rezume
gondormalidirlor.
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12.Siz biitiin malumati kadrlar sébasinds alds eds bilorsiniz.
13.Maggulluq idarasine miiraciot edin.
14.1so gotiiron konsultasiya firmasina miiraciot etmolidir.

Grammar Exercises

Exercise 1. Put the verbs in brackets into the proper present tense
(Present Indefinite, Present Continuous or Present
Perfect)

. The vice president usually (to set) objectives for the staff.

. Don't disturb me, please, I (to work) with annual report.

. This form often (to advertise) in different newspapers and

magazines.

4. We advertised in the special section of the newspaper but we

(not to receive) the resumes yet.

. We (to evaluate) already the candidates through the interview.

6. We (to look for) a specialist suitable for the position at the

present moment.

7. He (to sent) just his resume and the letter of interest.

. They (to fire) the manager. He was not suitable for the position.

9. You have to wait a little. He (to consult) with the executive.

W DN =

N
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Additional Exercise

If you decide to apply for a job in the western countries, you will
probably need to form two documents: a letter of interest and a
resume. This 1s the way how to do it. Read the letter of interest and a
resume and try to write your own documents of the same kind.

a) a letter of interest

Dear sir or madam,

I graduate from Tver state university in 1985. Now I am
finishing my post-graduate studies to defend my candidate thesis this
winter. My major is called the theory of literature, which includes the
study of the history of Russian and foreign literature.

I am interested in working in the Russian department of your
university as a teacher of Russian and Russian literature for the school
year 1991-1992. In high school I gained experiences teaching Russian
to foreign students. In your department I could assist in the teaching of
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grammar, conduct a class in Russian conversation or give lectures on

Russian literature.

If you are interested please write me at the above address. I will
look forward to hearing from you.

Sincerely, Ivanov LI.

b) a resume

EDUCATION Tver State University, Faculty of Modern

Languages, English Department (1983). Tver
State University. Post-graduate studentship
(1990).

EXPERIENCETver State University. The Department of

ACTIVITIES

Foreign Literature. I deliver lectures on
European Literature of the 17-18™  centuries
(Fall 1988-present). Tver State University. The
Department of Russian Literature. Lecturer on
Russian Literature of the 19-20 centuries at the
Preparatory Department (Fall 1988-summer
1990). Tver State University. Summer Courses
of Russian Language for Foreign Students.
Teacher of Russian Language (Summer 19809,
1990). Tver State University. The Department
of Foreign Languages for Humanities. Teacher
of English (1986-1988). Tver secondary school
teacher of English, German, Literature (1983-
1986).

Intercontact Cooperative Firm. Courses of
intensive studies of foreign languages. Teacher
of English (Fall 1989-present). Tver State
University Exchange Program bw. Tver Eastern
Washington Universities. Tutor of american
post-graduates in Russian conversational skills
(Fall 1989-winter 1990) Private English lessons
(Fall 1989-present).

PUBLICATIONS 1 am the author of 6 articles published in

different editions of collections of articles. The
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topic of these publications is connected with
folk and romantic British ballardry. This is the
subject of my candidate thesis which I am going
to defend this winter.

LANGUAGES Russian (native language), English, German.
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LESSON 5
LINE AND STAFF POSITIONS

In business, organization structure means the relationship
between positions and people who hold the positions. Organization
structures are very important because it provides an efficient work
system as well as a system of communication.

Historically, line structure is the oldest type of organization
structure. The main idea of it is direct vertical relationships between
the positions and tasks of each level, and the positions and tasks above
and bellow each level. For example, as sales manager may be in a line
position between a vice-president of marketing and a salesman. Thus a
vice president of marketing has direct authority over a sales manager.
A sales manager in his turn direct authority over a salesman. This
chain of command simplifies the problems of giving and taking
orders.

When business grows in size and becomes more complex, there
is a need for specialists. In such case administrators may organize staff
departments and add staff specialists to do specific work. These
people are usually busy with services; they are not tied in with the
company product. The activities of the staff departments include an
accounting, personnel, credit and advertising. Generally they do not
give orders to other departments.

Active Vocabulary

relationship garsiliglt miinasibot
hold the positions vazifs tutmaq
organization structure toskilatin strukturu
level saviyya, daraca, pillo

sales manager satis sObosinin miidiri,
kommersiya direktoru

salesman satici, ticarot agenti

to have direct authority
over smb.

staff

to give orders

to take orders

a line department

staff department

kimasa rohbarlik etmok

stat, 1s¢1 heyati

omrlor vermok

omrlor almaq

hazir moahsul s6basi

idaroetmo heyoti ii¢lin kadrlar
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sObasi

to be tied in with the company son mohsul buraxilis1 ilo

product mosgul olmaq
complex miirokkab

Comprehension Questions

What does the organization structure mean?
What does the organization structure provide?

L=

of marketing and a salesman?

SN

What is historically the oldest type of organization structure?
In what position is a sales manager in attitude to a vice-president

What is the difference between line and staff departments?
Why is an advertising department or a credit department

considered staff structure rather than line structure?

Vocabulary Practice

Choose the necessary word and put it in the sentence.

1. Organization structure shows... between
each position and positions above and below.
2. A sales manager has direct... over a salesman.
position
3. As arule a ... usually does not give
orders to other departments.
4. When the business gets more ... there is a need
for staff departments.
5. My friend ... ... of sales manager.
6. The ... of staff departments is to do
different services.
7. My friend worksina ... ... , he 1s
responsible for the company product.

Dialogue

11 relationships
| 2 to hold a

|

| 3 authority
|

| 4 complex

| 5 task

| 6 aline

| department
| 7 a staff

| department

Peggy Forman 1is talking with Jaff Downing, another

administrative assistant in her company.
Jaff How are you today, Peggy?

32



Peggy
Jaft

Peggy
Jaft

Peggy
Jaft

Peggy

Jaft
Peggy

Jaff

Peggy
Jaft

Peggy

Jaff

Peggy
Jaft

Peggy

Jaff

Peggy
Jaft

Oh, fine, thanks.

Glad to hear that. By the way, are you familiar with
the organizational chart for the company?

No, I am not. What is it like actually?

Well, the chart shows how the employees are divided
into groups. It gives one an overview of the chain of
command in the company.

I see. The positions can be line and staff ones.

Yes. The subject is not new to you. What else do you
know about it?

As far as I know a worker in a line position receives
orders from his immediate subordinate.

Exactly, that’s the line chain of command.

A worker in a staff position reports directly to a line
worker but he neither gives nor receives orders for
line workers. Am I right?

Yes, you are. But someone may have line authority
over people in his department and not be considered a
line administrator.

How can it be?

That’s possible when a whole department is a staff
department. For example, in our company the head of
the credit department or the personnel department can
hardly ever be president of the company.

And what do the people in staff departments do, how
is their work different?

Well, they are usually busy with services and they
could do the same service for any company. So they
are not in the line.

It seems to be rather complicated.

It only seems so. I think the chart should help.

Oh, sure. But, Jaff, would you explain me what span
of control 1s?

Oh, span of control refers to the number of people
whom one managers directly.

Can you give me an example?

Well. The President of our company directly manages
the Vice President of Production, the Vice President
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of Marketing and the Comptroller. Thus, his span of
control includes three people.

Peggy Yes, now I see. Thank you for your help.

Jaff Not at all. Why don’t we go to the coffee stall and
have a snack together?

Active Vocabulary

organizational chart

line position

staff position

immediate superior
immediate subordinate

line chain of command

to report

credit department

span of control
vice-president of production
vice-president of marketing
comptroller

toskilat strukturu

istehsalda tutdugu vazifa

stat vozifasi (funksional)

osas miidir

bilavasita tabeg¢ilik

tabecilik strukturu

molumat vermoak, hesabat vermok
kredit s6basi

bir basa nozarat sahosi
istehsal {izro vitse prezident
marketing iizro vitse prezident
bas maliyyaci

Vocabulary Exercises

Exercise 1. Give affirmative and negative answers to questions.

Model: Have you examined the organizational structure of the

company yet?

Yes, I have already examined it. No, I haven’t examined it yet.

Nk L=

Have you reported to the comptroller yet?

Have you settled this problem with the manager yet?

Have you learned line and staff positions off the company yet?
Have you got acquainted with your immediate superior yet?
Have you heard about his span of control yet?

Have you met your immediate subordinates yet?

Have you passed your report to the credit department yet?
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Exercise 2. Change the sentences according to the model.

Model: A staff employee doesn’t give orders.

[E—

A staff employee doesn’t receive orders.
A staff employee neither gives, nor receives orders.

. He isn’t a Comptroller. He isn’t sales manager.
. The head of the credit department doesn’t advise the President.

The head of the credit department doesn’t report to comptroller.

. He doesn’t want to hold a position of vice-president of

marketing. He doesn’t want to hold a position of general
manager.

. A credit department doesn’t have direct authority over a line

department. A personnel department doesn’t have direct
authority over a line department.

. I don’t want to talk with the Boss. I don’t want to talk with the
Controller.

. She doesn’t like to give orders. She doesn’t like to receive
orders.

. Jecky doesn’t want to attend annual meeting of shareholders.

Susan doesn’t want to attend annual meeting of shareholders too.

Exercise 3. Answer the questions.

DN =
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. What is your relationship with your immediate superior?
. What position in your company do you want to hold?
. Do you want to be a sales-manager or a vice president of

marketing? Give your reasons.

. Over what positions do you have direct authority in your

company?

. What do you like more: to give orders or to receive orders?
. Do you want to work in a staff department or in a line

department? Give your reasons.

Exercise 4. Translate into English

1.
2.
3.
4.
5.

Monim miidirle miinasibatim ¢ox yaxsidir.

Dostum bas maliyyag¢i vozifasini tutur.

Mon miiossisomizin toskilat strukturu ils tanis deyilom.
O, amr vermayi onlar1 gobul etmokdan {istiin tutur.
Mon istehsalat sobasinds islomoyas tistiinliik verirom.

35



6. Inzibati s6balorin son mohsulla birbasa slaqasi yoxdur.

7. Bizim miiossisonin qurulusu ¢ox miirokkobdir.

8. Man istehsalat sobasindon ¢ox inzibati s6bays uygun golirom.
9. Monim miidirim isds ¢ox doqiqdir.

10.Ug qrup rahberi bilavasito monim rohbarliyim altinda isloyir.
11.Bas maliyya¢i cox masuliyyatlidir.

12.Bilavasito mana tabe olan is¢ini isdon qovuram. O, tonbaldir.

Grammar Exercises
Exercise 1. Transfer the sentences from Active into Passive.

M o d e I: The manager examines organizational structure of the firm.
Organizational structure of the firm is examined by the
manager.

. Vice-president gives orders to his employees.

I receive orders from the sales-manager.

My friend holds a position of general manager.

Personnel office receives resumes from prospective candidates.

Staff departments do different services to line departments.

He takes the orders and fulfils the task very quickly usually.

S N

Mo d el: My friend is examining the organizational chart.
The organizational chart is being examined by my friend.
1. I am sending my annual report to my immediate superior.
2. The foreman is firing his immediate subordinate.
3. Comptroller is giving the orders to his employees.
4. We are changing the organizational structure of our company.
5. The board of directors is enlarging the staff of the company.

Mo del: I have invested my money in real estate.
My money has been invested in real estate.
1. We have considered advantages and disadvantages of
partnership.
2. I'have bought the shares of IBM company.
3. This business has involved big financial resources.
4. We have elected the board of directors.
5. The board of directors have chosen the company officers.

36



LESSON 6
ACCOUNTING

Accounting shows a financial picture of the firm. An accounting
department records and measures the activity of a business. It reports
on the effects of the transactions on the firms financial condition.
Accounting records give a very important data. In is used by
management, stockholders, creditors, independent analysts, and
government.

Most businesses prepare regularly the two types of records. That
is the income statement and balance sheet. These statements show
how money was received and spent by the company.

One major tool for analysis of accounting records is ratio
analysis. A ratio analysis is the relationship of two figures. In finance
we operate with three main categories of ratios. One ratio deals with
profitability, for example, the Return on Investment Ratio. It is used as
a measure of a firm operating efficiency.

The second set of ratios deals with assets and liabilities. It helps
a company to evaluate its current financial position. The third set of
ratios deals with the overall financial structure of the company. It
analyses the value of the ownership of the firm.

Active Vocabulary

accounting miihasibat ugotu

record sonad, protokol, geyd

to record geyd etmok, geydiyyata almaq
to measure O6lgmok

transaction s6vda, bank omaliyyati
firm’s financial condition firmanin maliyys voziyyati
to provide data molumatla tomin etmok
creditor kreditor

independent miistoqil

income statement golirlor hagqinda hesabat
balance sheet balans hesabati

to receive gobul etmak, almaq

to spend xarclomok

ratio analysis omsallarin tohlili

profitability monfootlilik

37



Return on Investment Ratio investisiyanin qaytarilma omsali

efficiency
to evaluate

value

ownership

effektivlik,mohsuldarliq, somoralilik
qiymatlondirmok

qiymot, doyer

xlisusi miilkiyyot

overall financial structure maliyys strukturu

W DN =
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Comprehension Questions

. What is the purpose of accounting?
. Who uses the data provided by accounting firms?
. What are the two types of records which most businesses

prepare?

sheet of a company?

. What is the purpose of the ratio analysis?

. What can you know analyzing the income statement and balance

What categories of ratios in finance do you know?

Vocabulary Practice

Exercise 1. Choose the necessary word and put it in the sentence.

1.

2.

*

An accounting helps ... the activity

of a business.

Do you know the effect of your last ...
on financial condition of the firm?

. Accounting records provide ... for

stock-holders, independent analysts.

. The second type of ratio helps the

company ... its current financial
position.

. ... 1s one the two main records which
most of the businesses prepare regularly.
. The ... of the company includes real

estate on California.

. I am sure of the ... of this transaction.

Our company’s current ... is very high.

. They ... from the association with that

corporation.

I

| 1 to profit

I

| 2 profit

I

| 3 efficiency
I

I

| 4 ownership
I

| 5 to evaluate
I

| 6 transaction
| 7 data

| 8 income

| statement

| 9 to measure
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Dialogue

(Peter and Karen work in a large company. They are having
dinner in the company cafe).

Peter Hi, Karen. Glad to meet you. You looked very busy this
morning. There were so many statements on your table.

Karen  Oh, Peter. This is the end of the year. The accounting
department is very busy.

Peter I know. We are all very busy, totaling accounts. But I've
already turned in the report on my department.

Karen  Good.

Peter So, how’s business.

Karen I don’t know everything. I am busy with some records and
statements. I don’t have the whole picture. But I think the
company is doing very well.

Peter I am sure of it. We have to keep our creditors and investors
happy.

Karen  Well, the balance sheet and profile and loss statement are
ready. It is the end of the fiscal year. So everybody can
check out the assets and liabilities, net worth and profit
position of the company in the financial statements.

Peter Do you work with the pay checks?

Karen @ Why are you asking?

Peter I thought you could explain me the big difference between
my gross pay and my net take-home pay.

Karen  The explanation takes only one word-taxes. Actually the
salaries are done through the computer.

Peter Really?

Karen  Sure. We can’t handle any volume in a large company
without computers.

Peter You are right. Thank you for very interesting information.

Karen  Oh, its my pleasure. Let’s go to get some dessert.

Active Vocabulary

accounting department miihasibat sdbasi

to total accounts hesablamagq

to turn in the report hesabati tohvil vermok

creditor kreditor, kredit veran

investor investor, sarmaye qoyan
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profit and loss statement golir va itkilor haqqinda hesabat

assets and liabilities aktiv vo passiv

net worth a) omlakin xalis doyari
b) miiossisonin xiisusi kapitali

a financial statement maliyya hesabati

a pay check 6domoa gobzi

gross imumi

net pay imumi 6doms (tutulan pul
nazors alinmadan)

tax vergi

salary maas, ayliq mavacib

fiscal year biidca 1li

Vocabulary Exercises

Exercise 1. Have a look at the structure.

Nk

Can you turn in the report in time?
No, I can’t turn in the report but I could when I worked in
the other department.

. Can they check the assets and liabilities?

Can you keep the investors and creditors happy?

. Can you explain the difference between gross pay and net

take-home pay?

Can he compute the taxes?

Can we prepare profit and loss statement?
Can the company pay the salaries in time?
Can I operate the computer?

Exercise 2. Imagine that you work as accountant in a big

NNk =

enterprise. Answer the following questions.

Do you total the accounts at the end of the fiscal year?

What are your usual activities at the end of the fiscal year?
When do you prepare a financial statement?

Why should you have more assets than liabilities?

Does the accounting department work on taxes?

What is the difference between your gross salary and net salary?
Is the difference between gross salary and net salary big in this
country? What does this difference depend on?
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Exercise 3. Make up the dialogue about accounting.

a) between an experienced accountant and a university graduate

who has just begun to work as an accountant;

b) you are an employer and you want to hire an accountant, find

out if he (she) is experienced enough in accounting.

Exercise 4. Translate into English

1.

2.

Miihasibat ugotu investorlar vo kreditorlart mslumatla tomin
edir.

Onlar maliyys ilinin sonunda balans vo golirlor hagqinda
hesab1 hazirlayirlar.

. Biz istehsalin effektivliyini omsallarin tohlili vasitosi ilo

miioyyon edirik.
Dasinmaz omlak korporasiyanin xiisusi miilkiyyati hesab
olunur.

. Biz aktiv vo passivi yoxlayib amlakin xalis doyarini miioyyon

eda bilarik.
Biz boyiik hacmds vergi 6dayirik.

. Son ¢ixilmamis no godor maas alirsan?

Grammar Exercises

Exercise 1. Make up sentences negative.

Model: I worked as an accountant in a big corporation.

1.

W

)

I didn’t work as an accountant in a big corporation.
An accounting department reported on the effects of the
transactions.

. They studied carefully income statement and balance sheet.
. We used ratio analysis to determine the firms operating

efficiency.

. The accountants checked the sets and liabilities.
. The accounting department provided data for the management.
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Exercise 2. Put up for questions of different types to each sentence
(general, special, disjunctive, alternative).

M o d e I: The accounting department regularly prepared the income
statement and balance sheet.

1. Did the accounting department regularly prepare the income
statement and balance sheet?

2. What did the accounting department regularly prepare?

. The accounting department regularly prepared the income

statement and balance sheet, didn’t 1t?

4. Did the accounting department prepare the income statement

or a financial statement?

(Y

1.The board of directors checked out assets liabilities and net worth.
2.He worked as a Comptroller of the company for two years.

3.The applicants sent their resumes and letters of interest.

4.She used to do books in a big company.

5.Some government corporations issued stock certificate.
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LESSON 7
CORPORATE FINANCE

Corporations need financing for the purchase of assets and the
payment of expenses. The corporations can issue shares in exchange
for money or property.

Sometimes it is called as equity funding. The holders of the
shares form the ownership of the company. Each share is represented
by a stock certificate, which is negotiable. It means that one can buy
and sell it. The value of a share is determined by the net assets divided
by the total number of shares out standing. The value of the share also
depends on the success of the company. The greater the success, the
more value the shares have.

A corporation can also get capital by borrowing. It is called debt
funding. If a corporation borrows money, they give notes or bonds.
They are also negotiable. But the interest has to be paid out whether
business is profitable or not.

When running the corporation, management must consider both
the outflow and inflow of capital. The outflow is formed by the
purchase of inventory and supplies, payment of salaries. The inflow is
formed by the sale of goods and services. In the long run the inflow
must be greater than the outflow. It results in a profit. In addition, a
company must deduct its costs, expenses, losses on bad debts, interest
on borrowed capital and other items. It helps to determine if the
financial management has been profitable. The amount of risk
involved is also an important factor. It determines the fund raising and
it shows if a particular corporation is a good investment.

Active Vocabulary

purchase alis, alq1

payment of expenses xarclorin 6donilmasi

property miilkiyyat, omlak

equity funding miiassisonin pul fondunun sohm
vasitasi 1lo yaradilmasi

debt funding miiassisanin pul fondunun borc
vasitasi 1lo yaradilmasi

holders of the shares sohm sahiblori, sohmdarlar

stock certificate sohm sohadotnamasi
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negotiable raziliga golina bilon, verilo bilon,
satila vo alina bilon

net assets omlakin xalis doyori

bond istigraz voraqoasi, borc 6hdaliyi

note borc haqqinda gqobz

interest pay, borc faizi

to pay out 0domok

to run a corporation
inflow

outflow

inventory

supplies

debt

goods

korporasiyani idars etmok
modaxil

moxaric

maddi istehsalat ehtiyatlari
resurslar

borc

mal, omtoa

S N S

Comprehension Questions

Why do all corporations need financing?

What does equity funding mean?

What does debt funding mean?

How is the value of a share determined?

What activities produce an inflow and outflow of capital?

What can happen if an enterprise has a greater outflow of capital
than an inflow?

Why is the risk involved an important factor in determining fund
raising?

Vocabulary Practice

Choose the necessary word and put it in the sentence.

|

2.

... funding is a financing formed by borrowing. |1 equity
They have borrowed much money and they have |
topay abig ... . | 2 negotiable

3. Financing by shares is called ... funding. | 3 interest
4. That is a very profitable deal, for that purpose |

we need extra ... . | 4 inventory
5. You can sell your shares and ... . | 5 funding
6. They are ... . | 6 inflow
7. The current assets of a company usually include |

cashand ... . |7 bond
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8. As aresult of this deal we’ll have greater ... |

than outflow. | 8 debt
Dialogue

Mary It s so nice to see you, Frank, Sorry, I couldn’t come to
your office today.

Frank Never mind. Have a seat. Let’s start by having some
coffee. Later.

Mary So Frank. I guess it might be right time for me to invest in
that computer company. As my stockbroker, what can you
suggest?

Frank I am sure they are doing extremely well and they would
welcome your investment.

Mary But why do they need my investment if they are doing so
well?

Frank  O.K. I think I should explain you a little about a corporate
finance.

Mary Go ahead. If it concerns my money I am always interested.

Frank  If a corporate enterprise wants to expand it needs financing.

Mary You are right.

Frank  So there are two basic types of financing: equity and debt.

Mary What’s the difference between them?

Frank If the money is supplied by the owners of a business it is
called equity funding. And the use of money supplied by
loans is called debt funding.

Mary So as investor, what am I?

Frank Well, as an investor you become a partial owner of a
business and receive equity. You get shares or certificates
of common stock which represent your portion of
ownership.

Mary You did right buying the stock for me. By the way, are
there any documents which show the financial state of the
company?

Frank Oh yes. You’ve just reminded me. I’ve brought a copy of

the company’s Annual Report for you to look over. You
should read it very carefully. And if you have something to
ask do it, please.
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Mary

Thanks a lot, Frank. I will. Does this company pay
dividends on its stock?

Frank  Yes. In fact, I studied their Annual Report and I can tell
that they have good management. Their business is doing
very well, the value of their stock has been rising. It can be
an excellent long-term investment, I am sure.

Mary But if I want to sell my shares very soon?

Frank No problem. Undoubtedly you can make a profil on the
sale. But it seems to me you’ll want to keep this company
in your portfolio.

Mary Thank you for your advice. You are wise as usual.

Frank Well, my advice now is to study the company’s Annual
Report. You need several days for that. Than we’ll meet
and talk again.

Active Vocabulary

a stockbroker birja dallali, birja brokeri

if it concerns smth sOhbaot nodonso gedirsa

loan istiqraz, borc, kredit

partial owner sorik

Annual Report illik hesabat

To pay dividends dividentlor 6domok

Long-term investment uzun milddatli investisiya

To make a profit on the sale satisdan golir aldo etmok

Vocabulary Exercises

Exercise 1. Make up a sentence according to the model.

M o d el: How should the company pay the expenses? (borrow from

the government).

The company should pay the expenses by borrowing from
the government.

1. How can we form an equity funding? (issue shares ).

2. How can a business sell more shares of stock? (offer a dividend).

3. How should we know about the financial state of the company?
(look over the Annual Report).
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4.
5.

6.

How should he invest his savings? (buy common stock).

How should they make people buy their bonds? (increase the
interest).

How can this company make a profit? (raise investment capital).

Exercise 2. Notice the sentence from the dialogue. You need
several days for that. Use this structure to respond the following
sentences.

M o d el: It takes a month to sell the bonds.

s

< O\ W

You need a month to sell the bonds.
It will take a half of the year to pay off the debts.
It takes her several days to count up net assets.
It won’t take the company much time to repay the loan.
It will take him the rest of his life to learn how to run the
corporation.

. It takes them two days to sell the goods.

It will take them much time to decrease the outflow.

. It will take him a month to raise the capital.

Exercise 3. Answer the questions.

[E—

N

. What kind of funding is preferable: equity or debt?

What shares of what enterprises of your town would you buy?
Explain why.

. Imagine that your business is going to get capital funds by

borrowing. What bond interest would you charge? Explain why.

. What should you do to produce more inflow of capital?
. How can you calculate the net assets of your enterprise?
. What traits of character does a stockbroker need?

Exercise 4. Translate from Russian into English.

1.

2.

(Y)

Bizim miiossisonin avadanliq almaq f{i¢iin pul fondlarina
ehtiyaci var.
Mon miiossisonin - pul fondunun sohm vasitesi ilo

yaradilmasina Ustiinliik verirom. O bdylik migdarda kapital
calb edo bilir.

. Sohm va istiqrazlar alina vo satila bilor.
. Moan on faizli istiqraz varagealeri almaq istoyirom.
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5. Biz maliyys ilinin baslangicina qodor biitiin borclar1 6domok

fikrindoyik.

Son bu mallar1 satmagqla yaxsi galir alds eds bilorson.

O Sony sirkatinin sorikidir.

8. Bu sirkotin  sohmlorinin  alinmast uzun miiddath
investisiyadir.

9. 9gor s6hbaot monim pullarimdan gedirso, mon kampaniyanin
illik hesabatini 6yronoram.

N

Grammar Exercises.

Exercise 1. Make the sentences negative.

M o del: This bank was making loans to corporations during two
months last year.
This bank wasn’t making loans to corporations during two
months last year.
1. They were discussing the possibility of the purchase of
inventory from 5 till 6 p.m. yesterday.
2. He was running the corporation during two months.
3. During our last classes the lecturer was speaking about equity
funding.
4. Our accountant was calculating assets liabilities and net worth
two days before yesterday.
5. They were electing the new Boad of Directors for two bours at
their annual meeting.

Exercise 2. Put up four questions of different types (general,
special, disjunctive, alternative) to each sentence.

M o d el: The company was doing extremely well when he was the
manager.
1. Was the company doing extremely well when he was the
manager?
2. When was the company doing extremely well?
3. The company was doing extremely well when he was the
manager, wasn’t it?
4. Was the company doing well or badly when he was the
manager of the company?
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. I was examining the Annual Report when Mr. Stevenson called
on me.

. She was making a profit on the sale of the goods till she could
get them.

. He was holding a position of a stockbroker when I met him last
year.

. The shop was attracting many customers, when it was supplied
by famous companies.

. They were investing money in this business for two years.
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LESSON 8
BANKS AND BUSINESS

Banks are different in different countries. Let’s speak about the
banks in the United States of America. There, commercial banks are
classified into two main groups. First, there are national banks. They
are charted and supervised by the Federal Government. Secondly,
there are state banks. They are charted and supervised by the state in
which they are operated. All commercial banks can make loans to
borrowers.

Major commercial banks in such cities as Tokyo, Paris, Rio
cooperate with each other. In this way finance imports and exports
between countries.

An importer buys merchandise from another country using the
currency of that country. For that purpose he buys this currency from
the foreign exchange department of his bank. And in the same way if
an exporter receives foreign money from sales to other countries, he
sells this currency to his bank. By this method the currency of any
country can usually be exchanged.

Active Vocabulary

commercial bank kommersiya banki

national bank milli bank

to charter yaratmaq

to supervise rohboarlik etmok, nozaroat etmok
state bank dovlat banki

merchandise mal, omtaa

currency pul, valyuta

foreign exchange department xarici valyuta miibadils s6basi
to exchange currency valyuta miibadilssi

Comprehension Questions

[E—

. What do all commercial banks do?

2. What kinds of commercial banks in the USA do you know?
What are they called?

3. Who supervises the operations of national bank?
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4. What kind of currency does an importer generally use when he
buys goods from another country?

NoaWw

What do you know about the “international exchange™?
What is the currency of this country called?
What is the exchange rate between your currency and the currency

of the USA and Germany? How can you find it out if you don’t
know it?

Vocabulary Practice

Exercise 1. Choose the necessary word and put it in the sentence.

Federal government .... and .... all national banks. | 1 merchandise
| 2 currency

International cooperation between banks makes it |

possible ... imports and exports. | 3 commercial

It 1s possible to convert American dollars to Swiss |

francs in ... department. | 4 foreign
exchange

The ... of Germany is the mark. | 5 to finance

All ... banks make loans to borrowers. | 6 to supervise

If the importer buys ... from another country he |

will pay for it in the currency of this country. | 7 to charter

Dialogue

( A banker’s office in New York City. Mr. Smith, a Vice
President, is speaking to Bill Wilson).

Smith
Bill

Smith
Bill

Smith
Bill

Smith

O.K. Bill. As a secretary you ought to know certain things
about banking.

That’s what I want. I hope to make my career in banking
And what bank services are you familiar with?

Oh, let me see. I am familiar with checking and savings
accounts, Safety deposit boxes, insurance and things like
that.

It is something.

But I don t have a clear idea of the services which banks
offer to business.

O.R. Let’s discuss it then. In fact it is more directly
concerned with what passes over my desk.
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Bill

Smith

Bill

Smith

Bill
Smith
Bill
Smith
Bill
Smith
Bill

Smith

Bill

Smith

Bill
Smith

I think businesses come to the banks for loans.

You are right. Banks make loans to corporations, to
organizations individuals and to small companies. For this
service, we always charge interest.

But how can a bank decide whether a business should
receive a loan.

First of all we request a financial statement. It shows what
the company has in inventory, accounts receivable and
other assets and liabilities. Profit and loss statement shows
the company’s income and expenses.

In other words you look over the financial situation of a
business.

Exactly. If the company is eligible for a loan, it may choose
a long-term loan or a short-term loan.

I see. And how much interest does the bank charge on these
loans?

It can be different. We have so-called prime-rate, that is the
lowest Interest rate available at the particular time. Only
preferred customers can have it.

Who decides on prime-rate then?

Major lending banks do.

Oh, I must know that. And very often I hear the term “a line
of credit”. I have a vague idea what it is.

A line of credit is the maximum amount of money that a
company can borrow from a bank. This top amount of
customer’s credit is based on the profits and earnings of a
business.

Well. Then it is very important to have a good line of
credit, 1sn’t it

Sure. A bank also issues letters of credit. Such letter says
that its holder can borrow up a certain sum of money. Or a
bank can also issue a letter of credit for a person who goes
to the other country where another bank is involved. Then
there is the credit reference letter which recommends a
company to its suppliers, and well. I could go on all
morning.

Thank you. It’s very useful information.

O.K. We can pass on to a more complicated subject.

That is tax service.
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Active Vocabulary

banking bank 1s1

to make a career in smth. hansisa bir sahado karyera qurmagq

bank services bank xidmatlori

checking account gobz hesabi

savings account omanat hesabi (toyin olunmus
faizlo omanot hesabi)

safety deposit box depozitlorin saxlanilmasi ii¢iin seyf

insurance sigorta

to make a loan to smb. kima 1so borc (kredit) vermok

to be eligible for a loan kredit verilmosi {iclin uygun sayilan
(yoni 6domao qabiliyyati olan)

long-term loan uzun milddatli kredit (borc)

short-term loan qisa miiddoatli kredit (borc)

prime-rate miioyyan vaxtda vo miioyyon yerdo
toyin olunmus. an asagi borc faizi

preferred customer imtiyazli miigtori

to be available nogd, soroncaminda olan

line of credit kredit limiti

to borrow borc gotiirmok

letter of credit akkreditiv, kredit moktubu

credit reference letter kredit ii¢lin zomanat moktubu

Vocabulary Exercises

Exercise 1. Change the sentences according to the model.

M o d el: We use the safety deposit boxes (sometimes).
We sometimes use the safety deposit boxes.
All the banks provide credit services (usually).
Banks give investment advice (sometimes).
Banks charge interest (always).
You can borrow money quickly (realer).
Businesses want to borrow money (frequently).
The amount of interest depends on the prime-rate (generally).
Companies need a line of credit (seldom).
A line of credit is available (occasionally).

A
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Exercise 2. Change the sentences from active into passive
according to the model.
M o d e l: They use the safety deposit boxes very often.
Safety deposit boxes are used very often by them.
Federal government supervises and charters national banks.
This bank is asking ten percent interest.
The bank requests a financial statement of the company.
Their company takes a long-term loan from the Federal Bank.
The executive shows the company’s expenses.
The manager is instructing the secretary.

S S

Exercise 3. Answer the questions.

1. Is there a difference between banking systems in the USSR
and western countries? What is the difference?

What bank services are you familiar with?

Do the banks in this country have safety deposit boxes?
Whom do the banks make loans to in this country?

What kind of loan would you prefer, long-term loan or short-term
loan?

What prime-rates are available in this country?

What does the line of credit of the enterprise depend on?
What is a credit letter written for?

What can one do with credit reference letter?

Al

W oA

Exercise 4.
1. Speak about banking system in the USSR.
2. Make up a dialogue between a bankman and a customer, who
wants to take a long-term (short-term) loan.

Exercise 5. Translate into English.

1. Kommersiya banklarini dévlst yaradar.

2. 9gar son xaricdon mal almaq istoyirsonso, onda pullar1 valyuta
miibadilasi s6basinda doyismolison.

3. Moan bank 1si sahasinds miivoffaqiyyeat aldo etmok istordim.

4. Biitiin banklar borca faiz toyin edir.

5. Bizim bank bu miiossisoya qisa miiddatli kredit vermok

niyyatindadir.

Borcdan on asagi faiz imtiyazli miistorilors verilir.

7. Banklar akkreditivlor vo amanot moktublari buraxa bilor.

.O"\
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8.
9.

Mon boyiik mablogds borc gotiirmok fikrindoyom.
Bank kredit verilmosi ii¢iin bu miiossisoni miinasib hesab edir.

Grammar Exercises

Exercise 1. Make the sentences negative.

M o d e I: This commercial bank had already stopped to exist when

[E—

4.
5.
6.

the war started.
This commercial bank hadn’t stopped to exist yet when the
war started.

. He had already changed currency when I rang him up yesterday.
. They had already chartered the commercial bank when I organized

my private café.

. He had looked over the financial statement by five o’clock

yesterday.

My brother had made a career in banking when he was 26.

He had put all his money on his savings account before the money
reform was introduced.

Exercise 2. Put up four questions of different types (general,
special, disjunctive, alternative) to each sentence.

Model: They had written a credit reference letter before he left

abroad.

1. Had they written a credit reference letter before he left
abroad?

2. What had they written before he left abroad?

3. They had written a credit reference letter before he left
abroad, hadn’t they?

4 .Had they written a credit reference letter or a credit letter
before he left abroad?

. He had been a preferred customer for this bank till his business was

successful.

. My parents have settled everything connected with insurance

before they retired on pension.

. He had borrowed the money before I managed to find him.
. The lawyer had given me investment advice before I asked him

about it.

. He had arrived to the conclusion to take a long-term loan when I

met him yesterday.
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LESSON 9
PRODUCT DEVELOPMENT AND PLANNING

The number of new products coming into the market of western
countries every year is overwhelming. The major part of these
products is not new, but adaptations. It means that these products are
not new; they are existing items to which a modification has been
made. Only few products are really original or innovations. For
instance a clock - television is an adaptation, but TV - set itself, the
refrigerator - each was an innovation. A great number of innovations
and adaptations are designed, produced and marketed by small
businesses. Very often a new product is formed on the basis of the
new business. Sometimes there is a patent to make the business more
successful. But it happens very often that market research hasn't been
done carefully.

Even in case larger scale producers do more research and testing
there is no sure success. A promising new product may be also robbed
of success by unreasonable prices, inadequate promotion and poor
selling methods. Generally less than one fifth of all new products turn
out to be profitable.

Active Vocabulary

product development istehsalin inkisafi

adaptation uygunlasdirilmis, doyisdirilmis,
yenidon diizoldilmis

modification modifikasiya, doyisiklik

innovation yenilik

patent patent

large scale producer ir1 i1stehsalgi

promising product perspektivli mohsul

unreasonable price sisirdilmis qiymaot

inadequate toloblora cavab vermoyon,

miivafig olmayan, (kifayot etmoyon)
Comprehension Questions

1. How can you explain the term adaptation?
2. What is an innovation?
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3.
4.

5.
6.

Give your own examples of innovations and adaptations.

Why are many innovations and adaptations manufactured and
marketed by small businesses?

Why is it so important to obtain a patent?

Why does the failure of a new product take place?

Vocabulary Practice

Exercise 1. Choose the necessary word and put it in the sentence.

1.

2.
3.

4.

N

Though market research tries to predict the trends,| 1. adaptation
there is no sure ... |

This product isn't original, it is a ... | 2. innovation
... office receives applications from many young
inventors. | 3. inadequate

If the price is ..., the product won't be sold out. | 4. patent

. A clock - television is an adaptation but the

television itself is an ... | 5. failure
I

. If a sure ... 1s stopped, money and time can

be saved. | 6. success
. They failed because of ... promotion
campaign. |7. unreasonable
Dialogue

(Dick and Jack are having lunch. Dick is Vice President in

charge of product Development. And Jack is Vice President in charge
of the Legal Department).

Dick
Jack
Dick

Jack
Dick
Jack

Dick
Jack

How are the things?

Great. We are busy with a new line of clock-television.
Sounds interesting. Are you going to apply for a patent
soon?

Yes, we are. We are preparing the necessary papers now.
And what did the Market Research say by the way?

They think there is fair market for the product at the
moment but it will take a few years to catch on.

I see. We'll have to turn a good promotional campaign.
Without doubt.
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Dick

Well, it will be our advantage to have the patent on it as
well. You have decided on the size, haven't you?

Jack We'll start with a small screen model. It will have a wake-
up button and go-to-sleep button with timers. Market
Research says that the automatic go-to-sleep button may be
the bigger selling point.

Dick Yes. The idea of a set that turns itself off is great. To tell
you the truth I'm always falling asleep in the middle of the
show. Now it can be done.

Jack Well. In future we'll probably expand the line to include
different size screens and colour.

Dick That's good.

Jack I think we are close to a big success.

Dick That is why we must be very careful. Before we begin to
market television we must fulfill the most complete testing.

Jack You are right.

Dick What about the pricing? Has it been worked out?

Jack Not completely. Market Research Department says we
can't have too high price on this kind of item.

Dick It's evident we must be very careful. Maybe this time
consumers will really surprise us.

Jack Let's hope for the best.

Active Vocabulary
to apply for a patent - patent li¢iin miiraciot etmoak

fair market

(arizo vermok)
bazar iiciin olverisli sorait

to catch on dobds olmaq

to be a big selling point alicilar li¢iin colbedici olmaq
to fulfill the testing sinag1 basa catdirmagq

to market satmaq

Vocabulary Practice

Exercise 1. Change the sentences according to the model.

Model:

1. They

We must fulfill complete testing.
Complete testing must be fulfilled.
must expand the line.
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2.
3.
4.
5.

You could apply for a patent.

They should work out the details.

I must develop a new trend.

We should design a line of clock-television.

6. You should start market research.

Exercise 2.Answer the questions.

1.
2.

6.
7.

Why is it so important for a producer to apply for a patent?
How much time does it usually take for a new product to catch
on?

3. What is a big selling point of the items which you produce?
4.
5. Would you like to produce something original or an adaptation?

In what way can a consumer surprise the producer?

Explain why.
What are the conditions of successful product development?
What product are the market conditions fair for in this country?

Exercise 3. Translate into English.

A

1. Bu mohsul — kéhnanin modifikasiya olunmus variantidir.

2. Xirda istehsalgilar coxlu migdarda mal satisa buraxir.

3.

4. Miivoffaqiyyot qazanmagq ti¢lin bazarin digqstlo 6yronilmasi

Siz bu malin istehsali ii¢iin patent almalisiniz.

vacibdir.

Sizin mohsulun taninmasi {igiin bes il vaxt tolob olunur.
Mbohsulu satisa ¢ixartmazdan avval biitlin todqiqatlar1 basa
catdirmaq lazzmdir.

. Biz olagolorimizi daha da genislondirmaliyik.

Exercise 4. Speak about product development of your business.
Ask your colleague how would plan product development.

Grammar Exercises

Exercise 1. Make the sentences negative.

Model: Iwill the drawings prepared very soon.

1.

I won't have the drawings prepared very soon.
It will take much time to catch on.
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2. I am sure this thing will be the biggest selling point.

3. They will run a good advertising company.

4. They will make a new modification of electronic watch.
5. This price will be inadequate.

Exercise 2. Put four questions of different types to each sentence
(general, special, alternative, disjunctive)

Mo del: They will influence the consumer to buy their automobiles.
1. Will they influence the consumer to buy their automobiles?
2. Who will influence the consumer to buy their automobiles?
3. They will influence the consumer to buy their automobiles,
won't they?
4. Will they influence the consumer to buy their automobiles
or other goods?
1. Their products will be available in every shop.
2. The company will start their promotion campaign very soon.
3. Our bank will make a loan to this corporation.
4. They will need a lawyer to form their business.
5. I will consult my partner.
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LESSON 10
MARKETING

Marketing includes all the business activities connected with the
movement of goods and services from producers to consumers.
Sometimes it is called distribution. On the one hand, marketing is
made up of such activities as transporting, storing and selling goods
and, on the other hand, series of decisions you make during the
process of moving goods from producer to user. Marketing operations
include product planning, buying, storage, pricing, promotion, selling,
credit, traffic and marketing research.

The ability to recognize early trends is very important. Producers
must know why, where, for what purpose the consumers buy. Market
research helps the producer to predict what the people will want. And
through advertising he attempts to influence the customer to buy.
Marketing operations are very expensive. They take up more than half
of the consumer's dollar. The trend in the USA has been to high mass
consumption. The construction of good shopping centers has made
goods available to consumers. It provided a wide range of
merchandise and plenty of parking facilities.

Active Vocabulary

producer istehsalgi

consumer istehlakc1

user istehlakc1

distribution boliisdiiriilma

marketing satig, marketing

transporting nogliyyat vasitosi ilo dasinma

storing saxlama, anbarda saxlanma

storage malin saxlanilmasi

product planning yeni mohsullarin planlasdirilmasi

pricing giymatlorin hesablanmasi

promotion mallarin  satisitna  imkan  yaratmagq
(masalon, reklam-tobligat1 vasitasi ilo)

traffic burada: ticarat

marketing research bazar todqiqati

trend meyl, imumi istigamat

to predict prognoz vermak
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to influence tosir etmok

Comprehension Questions

1. What does marketing mean?

2. What activities do marketing consists of?

3. What do marketing operations include?

4. Why is it so important for the producer to predict the trends?
5. How was mass consumption possible in USA?

Vocabulary Practice
Exercise 1. Choose the necessary word and put it in the sentence.

1. One of the aims of market research is to indicate new | 1 predict
... among people. |
2. Advertising must ... the consumer and make him buy 12 influence

the goods produced |
3. Often marketing is called ... | 3 promote
4. In order to sell a new product, a producer has to

consider how to ... it. |4 marketing
5. The goods of this company are not sold very well, |5 trends

they must think about ... |
6. Sometimes it is difficult to influence ... through

advertising. | 6 distribution
7. If you what to produce something new, you should | 7 market
research start with ... I
8. A producer wants to ... the new trends and then | 8 product
tries to influence them. | planning
9. ... includes product development and pricing among |9 consumer
other things.
Dialogue

(Sally and Don work in the Marketing Department of a company
that makes different meal products.)
Don Hey, Sally, look at these figures. The price of sugar is
going up 10% during the next year.
Sally Oh, that's bad. That means trouble for our jam line.
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Don

Sally

Don
Sally

Don

Sally
Don

Sally

Don

Sally
Don

Sally
Don

Sally

Don

Sally

to go up

I think so too. Sugar is the main ingredient, you know.
What's your opinion?

Well, we are not the price leaders in the field and jam is a
very price sensitive item. According to our marketing
research in formation consumers aren't particularly brand
loyal about jam.

I have a brilliant idea. You know, this could be a great
marketing opportunity for us.

What do you mean?

Well, because of the price rise in sugar we know that the
price of jam will go up too. The increase will pass on the
consumer, won't it?

Right.

Imagine, we find the possibility of changing the ingredients
in the jam so that we wouldn't have to raise the price.

Then we wouldn't trouble about the price rise on sugar
because we'll be able to sell the jam at the same price. The
idea 1s that we could market less expensive jam. What a
promotional campaign we could have!

Sure. If we do it right we'll sell more and become the leader
in the market.

Now the first thing is to talk to Research and Development.
Right and we'll see when they'll have some samples of new
formulars ready.

What about marketing research? I think we should
schedule some tests for responses to the R&D samples.
Well, there is a lot to do. I think we should also change
packaging. Now, Sally that would be great.

Oh, Don, let's hope for the best. If we don't lose the chance,
the competitors products will stay on the supermarket
shelves.

Oh, it's time for lunch. Let's discuss our business in
cafeteria.

Oh, sure, we've got a lot to discuss - distribution,
advertising...

Active vocabulary
galxmaq ( gqiymet haqqinda)

to raise the price giymaoti qaldirmaq
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price leader miioyyan bir mala an asag1 qiymaoti toyin

edon istehsalci

price sensitive item satls soviyyesi qiymotdon asili olan
amtag

to be brand loyal tistiinlitk vermok

promotional campaign reklam kampaniyasi

to market satmaq

to schedule grafik tortib etmok, planlasdirmaq

packaging gablasdirma

competitor roqib, rogabot aparan

Vocabulary Practice

Exercise 1. Choose the necessary word and put it in the sentence

1.
2.

3.

N

~ o

If the price on this product ..., nobody will buy it.| I go up
They should ... some tests and pass the
results to R.D. | 2 schedule
This company is the ... in this field, they can
sell this 3 packaging
. product at the lowest price. |
. Customers do care about the price on this product
itis a very ... | 4 competitor
... Influences the desire of a customer to buy. | 5 price leader
. Our ... has become the price leader in selling
computer programmes. | 6 price sensitive
| item

Exercise 2. Answer the questions.

1. Who is the price leader in your business?

2.

How can you become a price leader? What should you do for
this?

3. How should one start a promotional campaign?

4. Why 1s it dangerous to produce price sensitive goods?

5. Why is it important to have competitors in business?

6. What should you do to leave your competitors behind?

7. What knowledge must you have to be good at marketing?
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Exercise 3. Translate into English.

1.

2.

Now e

Marketing mallarin istehsal¢idan istehlak¢iya catdirilmasi ilo
bagli mosalolori dyronir.

Marketing malin  saxlanilmasi, reklam, qiymatlorin
hesablanmasi, satis vo dasimani 6ziindo comlosdirir.

. Bazarin todqiqi tolobin imumi istiqgamatini

prognozlasdirmaga kémok edir.

Reklam istehlak¢iya giiclii tosir gostarir.

Biz bu mohsula an asagi qiymaot toyin edo bilmorik.
Biz yeni mohsullarin istehsal planini hazirlamaliyiq.
Bu malin satis1 qiymatlorin doyismasine tosir gostarir.

Grammar Exercises

Exercise 1. Transform the sentences of real condition into the
sentences of unreal condition.
M o d e l: If we promote this right, we'll get more sales.

W N =

N

a) If we promoted this right, we would get more sales.
b) If we had promoted this right, we would have got
more sales.

. If we are careful we leave behind our competitors.
. If we phone R.D., we will get the necessary information.
. If we change the ingredients, we will be ready for the price rise.

If the price of jam goes up, the increase will be passed on the
consumer.

. If they work hard, they won't lose any customers.
. If we schedule the product development in time we will be ready

for the change of the demand.

. If we don't lose the chance, the competitors products will stay on

the supermarket shelves.

Exercise 2. Make transformations according to the model.

M o d e l: Consumers wish prices would go down.

1.

Consumers hope that prices will go down.

I wish I could work harder.

I hope I can work harder.
The head of the department wishes that competition would
lessen.
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2. The Market Research Department wishes the test results would
be ready soon.

3. The Manager wishes that sales would improve.

4. We wish all the departments could fulfill their tasks.

5. Sally wishes that the Packaging Department could hurry up.
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LESSON 11
WHOLESALING

Wholesaling is a part of the marketing system. It provides
channels of distribution which help to bring goods to the market.
Generally indirect channels are used to market manufactured
consumer goods. It could be from the manufacturer to the wholesaler,
from the retailer to the consumer or through more complicated
channels. A direct channel moves goods from the manufacturer or
producer to the consumer.

Wholesaling is often a field of small business, but there is a
growing chain movement in the western countries. About a quarter of
wholesaling units account for one - third of total sales.

Two — third of the wholesaling middleman are merchant
wholesalers who take title to the goods they deal in. There are also
agent middlemen who negotiate purchases or sales or both. They don’t
take title to the goods they deal in. Sometimes they take possession
though. These agents don’t earn salaries. They receive commissions.
This is a percentage of the value of the goods they sell.

Wholesalers simplify the process of distribution. For example,
the average supermarket stocks 5.000 items in groceries alone, a retail
druggist can have more than 6.000 items. As a wholesaler handles a
large assortment of items from numerous manufacturers he reduces
the problem of both manufacturer and retailer. The store-keeper does
not have to deal directly with thousands of different people. He
usually has a well-stocked store and deals with only a few
wholesalers.

Active Vocabulary

wholesaling topdan satis

to provide channels satis sistemilo tomin etmok
indirect channels vasitali satis

complicated channels miirokkob satis kanallari
retailer parakondas ticaratlo masgul olan
chain movement birlosmoya can atma

wholesale unit topdan satis montoqosi

total sales imumi satis

middleman 1) vasitogi 2) dallal

merchant wholesaler topdan alici
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wholesaling middleman topdan satisla mosgul olan

to take title to the goods mali aldo etmok

agent middleman istehsal¢1  vo istehlak¢i arasinda
vasitogi

to negotiate purchases or sales alqi vo satqi1 haqqinda danisiglar
aparmagq

to earn salary maas almaq

to receive commissions komission haqqi almaq, satisdan
faiz almaq

grocery arzaq magazasi

to handle 1) idaro etmok 2) ticarotlo mosgul
olmaq

assortment cesid, assortiment

Comprehension Questions

1. What is the aim of the wholesaling?

2. How can you describe a direct channel of distribution?

3. What is an indirect channel of distribution?

4. What channel of distribution is preferable?

5. Is there any difference between a merchant wholesaler and an
agent middleman? What is this difference?

6. How does a wholesaler simplify the process of distribution?

7. What would a retailer have to do without wholesaler?

Vocabulary practice
Exercise 1. Choose the necessary word and put it in the sentence.

1. They use both direct and indirect ... of

distribution. | 1 wholesalers
2. Agent middlemen do not ... to the goods they

deal 1n. | 2 take title
3. Usually wholesaling ... stands between the

producer and retailer. | 3 retailer
4. A supermarket may ... thousands of commissions

items. | 4 stock

5. Usually a wholesaler handles a large ... of items |5 channels
of numerous manufacturers. |
6. Agent middlemen don't earn salaries, they ... | 6 assortment
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7. A wholesaler doesn't deal with the customers,
... does. | 7 to receive
8. ... simplify the problems of manufacturers. | 8 middleman

Dialogue

John is explaining his new job to his wife, Susan. He is a sales
trainee for a company.

John

Susan
John

Susan
John
Susan
John
Susan
John

Susan
John

Susan

John

Susan
John

Susan
John

It's a great job, you know. The salesmen are paid salaries
instead of being on commission.

Why do you find it great? You can earn less money.

Well, it's a regular weekly salary. And besides we get
reimbursed for everything lunches and dinners even the
football tickets, the car, gasoline, tolls.

That's really great.

And I'm going to get a raise in three months.

And what are you going to see?

Foam rubber.

What is it used for?

It is used to make couches and beds, generally ideal with
furniture manufacturers.

So you will travel much, won't you?

No. Delivery is a part of our wholesaling operation. Foam
is sold and delivered by the truckloads. It is rather bulky
and it is expensive to have it shipped a big distance. We are
going to deal with buyers who are in this region.

That's fine. I don't want you to travel too much. By the way
I want to know more about sales procedure.

At first I go to see a buyer. We discuss what he needs.
After that I send him a written quote. If our prices suit him,
he'll call us and send an order.

Do you take orders over the phone?

Yes. The buyers are always in a hurry and a letter would
take too much time to come. If it's a verbal agreement we
call it gentlemen's agreement.

And what happens after the verbal agreement?

We receive a written purchase order. It is called p.o. - and
it has a number that we use for all future correspondence
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on that order. The office then retypes the order form and
the p.o and order form are stapled together and filed.
It sounds organized. Whom do you usually deal with in a

Well, I'll deal with purchasing agents. But I could deal with
any administrator from the president on down, in some

Good. Soon you'll get your raise.
Yes. Selling is usually a stepping stone to higher positions

Susan

company?
John

cases.
Susan
John

in management.
Susan

Don't worry, dear. If it doesn't work out, we still have my
job.
Active Vocabulary

sales trainee
to be on commission
to reimburse

to get a raise

toll

quote

delivery
gentlemen's agreement
verbal agreement
purchase order (p.o)
to deliver

to staple

to file

stepping stone

satis lizro tocriibo kegon

satisdan komission haqqi almaq
ovozini vermoak, zorarin yerini
doldurmaq

galdirmaq (giymati)

riisum, xidmatlora géro alave haqq
giymat toyin etmok

catdirilma

centlmen sayagi razilasma

sifahi razilasma

alis ticlin sifaris

catdirmaq

yoxlamaq

sonadlari qoruyub saxlamagq, tikmok
moqsado ¢atmagq ii¢ilin vasito

Vocabulary Practice

Exercisel. Change the sentences according to the model.

M o d e l: When did they want to reimburse for our expenses? (I don't

remember)

I don't remember when they wanted to reimburse for our expenses.
1. How will you get a raise? (They don't care)

2. When did they send you the purchase order? (I don't know)

3. Who are the purchasing agents? (I can't recall)

4. Why didn't they get verbal agreement? (I'll try to find out)
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5. Did they staple and file the p.o.? (I don't know)

6. How large is the sales region? (They don't care)

7. How much is the toll? (It doesn't matter)

8. When will she get commission? (She doesn't know)

Exercise 2. Make up conditional sentences.

Model: consult the middleman / he - smart
If he were smart, he would consult the middleman.
1) be a wholesaling middleman / he - interested
2) work for themselves / men - independent
3) earn a good salary / he - happy
4) use direct channels / business - successful
5) have the secretary do it / she - there
6) handle it well / he fail
7) order it next month /I - rich

Exercise 3. Answer questions.

1. Would you like to be on commission?

2. What expenses do you get reimbursed for at your job?

3. What factors do you need to get a raise?

4. Why isn't a verbal agreement always sufficient?

5. What would you prefer to be: a wholesaler or a retailer?

6. What is a stepping stone to higher positions in your business?

Exercise 4. Translate into English.

1. Topdan satis bazar sisteminin vacib elementidir.

2. Mallar topdan satisdan, porakondo ticarot¢i vasitosi ilo
istehlak¢iya catdirilir.

Satis vasitogilorin istiraki ilo daha ugurlu olur.

Topdan satisla moasgul olan alicilar mallari olds edirlor.
Vasitogi satisdan faiz oldo edir.

Adoton vasitoci alqi-satqi hagqinda danmisiglar aparir.

Bu diikanda genis ¢esiddo mallar vardir.

Marketing lizro menecerin vozifasi tezliklo gqalxacaq.

. Biz mallarin dasinmasina daha ¢ox pul 6domoys macburug.
10.Firmamiz bizo nahar vo gedis-golis haqqini 6doyir.

11.Bu centlmensayagi razilasmadir.

O 0N L AW
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LESSON 12
RETAILING

Retailing is selling goods and services to the ultimate consumer.
Thus, the retailer is the most expensive link in the chain of
distribution. Being middlemen, they make their profit by charging the
customer 25 to 100 per cent more than the price they paid for the item.

The retailers operate through stores, mail - order houses, vending
machine operators. There are different types of retail stores:
department stores, discount houses, cooperatives, single line retailers.
The major part (over 95 per cent) of retail establishments concentrate
on a single line of merchandise for example, food, hardware, etc. But
nowadays there is a trend for many single line stores to take on a
greater variety of supplies.

The retailer performs many necessary functions. First, he may
provide a convenient location. Second, he often guarantees and
services the merchandise he sells. Third, the retailer helps to promote
the product through displays, advertising or sales people. Fourth, the
retailer can finance the customer by extending credit. Also the retailer
stores the goods in his outlet by having goods available.

Active Vocabulary

retailing porakondao satis

ultimate consumer son istehlake1

link alago, bond

mail-order house alicilarin  sifarislorini  poct  vasitosilo

yering yetiron miiossiso
vending machine operator avtomat masinlarin operatoru

discount house mallarin qiymoti nisbaton ucuz olan
ditkan

cooperative kooperativ

single line retailer eynicinsli mal alan tacir

to perform functions miixtalif funksiyalar1 yerino yetirmok

extending credit miiddati uzadilmis kredit

outlet ticarat milossisasi, satig bazari

discount glzaost
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Comprehension Questions

[E—

. What is retailing?

. What are four different types of retail stores?

. What are at least two types of retailing that don't include the use
of a store?

. In what way does a retailer serve a customer?

. In what way does a retailer serve a manufacturer?

. Which per cent of price of the good sold goes to the retailer?

. What is the trend with a single line retailer now?

W N
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Vocabulary Practice

Exercise 1. Put the necessary word in the sentence.

1. ... 1s one function a retailer may perform. | 1 mail-order
2. You can buy newspapers, cigarettes, cookies
froma ... | 2 discount
3. ... 1s the most expensive link in the chain between |3 vending-
a producer and a consumer. | machine
4. The firm ... good quality of the product. | 4 guarantees
5. She doesn't like to go shopping, she prefacers
to do it by ... | 5 retailer
6. The department store is having a sale and there
is a 20 per cent ... on all light dresses. | 6 extending
| credit

7. Wholesaler is an important ... between a producer |7 link
and a consumer. |

Dialogue
(Jean has just moved into a new house. Her neighbour, Liz, has
come over to welcome her.)

Jean I am very glad to see you here.

Liz How do you like the new place?

Jean It's marvelous. I am sure we are going to love living here.
Liz Well, have a look, here it's a shopping guide for the

neighbourhood and a booklet of discount coupons. New
neighbours always receive them. There is one coupon for
the every store in shopping guide.
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Jean

Liz

Jean
Liz

Jean

Liz
Jean
Liz

Jean

Liz
Jean
Liz
Jean

Liz

Jean
Liz

Oh, thank you. It's come in time. I have a lot of shopping to
do.

I can imagine, having just moved in. Not far from here
there's a very good shopping center. You can also find a
huge supermarket, a drugstore, some department stores in
the neighbourhood.

Great. Are there any small stores nearby?

Oh, yes. The map is right here in the shopping guide. There
1s a little drugstore a few blocks away, a little grocery store
next to it, a little boutique, an ice cream parlor, a pizza
place. You can find a plant store not far from here too.

Are there any good discount houses nearby? We terribly
need a new toaster. Everybody in my family likes toasts for
breakfasts very much. I'd like to buy it.

Oh, sure. There is a good discount store in the shopping
center. If you like, I'll come with you.

Oh, you needn't. I don't want to trouble you.

No trouble at all. I'd like to do some shopping too. If we go
to the discount center I can go to that little cheese shop. I
don't want to bother you.

It's no bother at all. Make out your shopping list and I'll be
your guide. By the way, you can use your discount coupon
for the toaster.

I am sure you'll buy a good one.

Well, it'll take some time to make a shopping list. I'll have
to buy a lot at the grocer's.

This 1s a good idea. I should have gone shopping
yesterday, so I'll make up my list too.

By the way, I like your dress very much. It's a perfect fit.
Where did you buy it, if you don't mind my asking?

Thank you for compliment. I got it at a very nice little
boutique. It's a bit expensive, but there are many
interesting and original things. If you are interested we can
stop there.

I'm afraid I can't. I have to cook dinner.

Oh, don't trouble yourself with the dinner. Look over the
coupons I've given you. You can go out to dinner at a
discount store.
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Active Vocabulary

shopping guide magazalarin molumat kitabgasi
discount coupon gilizost kuponu

store magaza

department store univermaq

supermarket supermarket

grocery bakaleya diikani, orzaq ditkani
shopping center ticarat morkozi

Vocabulary Practice

Exercise 1. Change the sentences according to the model.

M o d e l: My wife usually asks the children to do shopping.

1.

(Y

5.

My wife usually makes children do shopping.
He'll ask single line retailers to take part in the promotion
campaign.

. The chief usually asks his immediate subordinates to perform

different functions.
It's necessary to ask him to recognize his wholesaling units.

. It's important to influence ultimate consumer to buy this

product.
Ask him to buy all these things in the discount house.

Exercise 2. Make responses to the sentences according to the

model.

M o d el: I want to ask your brother to do shopping today.

1.
2.

3.

4.
5.

Let me do shopping today myself.
I want my secretary to prepare the financial statement.
The board of directors wants the officers to plan product
development.
He wants to speak with my friend about their possible
partnership.
I want a lawyer to clarify this matter.
The executive wants this manager to start market research.

Exercise 3. Answer the questions.

1.

What kind of shops in this country do you know?
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2. What shops are situated not far from your house?

. What goods can be bought there?

4. What specific features do channels of distribution have in this
country?

5. What reforms does this country to reorganize the channels of
distribution?

W

Exercise 4. Translate into English.

1.
2.

NNk W

0 00

Porakonda satis mohsulun istehlak¢iya ¢atdirilmasi demokdir.
Qorb Olkalorindo ticarat miiassisolorinin  bir ne¢o novil
movecuddur:  univermagqlar, supermarketlor, qiymaotlori
nisboton ucuz olan diikanlar, alicilarin sifarislorini pogct
vasitasilo yerina yetiron miiossisalor.

Bu mohsulu 10 % - lik glizostlo almaq olar.

Parakondas satici alictya uzun miiddatli kredit vers bilor.

Bu firmanin 6lks daxilinds bir ¢ox ticarat morkozlori vardir.
Parakonds satici bir nego vacib funksiyani yering yetirir.

Mon sohorin morkozini yaxst tanimiram mons magazalarin
molumat kitabcasi lazzimdir.

Sizo lazim olan mallari ticarat moarkozindoe tapa bilorsiniz.

Bu ditkanda orzaq s6basi yoxdur.

Exercise 5.

a) speak about the differences between the channels of
distribution of this country and western countries.

b) look at this chart and say in what industries different methods
of distribution are possible.

Grammar Exercises

Exercise 1. Change the sentences according to the model.

Model: I should go shopping today.

I should have gone shopping yesterday.
1. The firm should apply for credit very soon.
2. They should see about the new refrigerator today.
3. I should take my wife shopping a bit later.
4. They should get groceries at the supermarket this afternoon.
5. You should order a new car.
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6. He should buy a computer today.
7. He should speak with the manager today.

Exercise 2. Change the sentences according to the model.

Model: If there is a shopping center nearby, we will go there together.
If there had been a shopping center near by, we would have
gone there.

. If she buys too much, she won’t be able to carry it herself.

. If there is ice cream in this store, we will bring the children

some.

. If she tries the new boutique today, she will come very late.

. If the shop offers home delivery, he will ask them to deliver.

. If you shop downtown, you will find the shopping center.

N =—

D W
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LESSON 13
PRICING

All products and all services have prices. The price depends on
different thing such as credit terms, delivery, trade in allowance,
guarantees, quality and other forms of service, which price can
produce the biggest profile during a long period of time. It’s hardly
possible to determine such a price. The price may be too high to
produce a large volume or too low to cover costs. No other area of
marketing operations has been a subject to bad practice. Many
businesses pursue unsound price policies for long periods of time and
are not aware about it.

Prices can be determined in different ways. For example, the
prices of meat, cotton and other agricultural prices can be decided in
large central market where forces of supply and demand exist. This is
pure price competition. The prices on industrial products (iron, steel,
etc.) are usually decided by large companies. As a rule the amount and
price of goods sold to large number of buyers is controlled by a few
competing sellers. Prices also can be set by the government, usually
for different public services—railroads, electricity, manufactured gas,
bus services, etc.

It demand increases, prices rise, profits expand and new
investment is attracted. But other factors may be involved as well.
Prices are related to each other in different ways. Ultimately,
everything is related in price, since the consumer can buy and must
pay for everything out of a particular, limited amount of money.

Active Vocabulary

credit terms kredit sortlori

trade - in allowance yeni mallar hesabina, kéhno osyalara
0donilmis moblag

cover costs xarclori 6domak

to pursue unsound price  diistiniilmomis giymat qoyma

policies slyasotl aparmaq

supply and demand tolob vo toklif

price competition giymatin amolo golmasinds rogabaot

to set prices gqiymatlori toyin etmok
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Comprehension Questions

[E—

. Why is it difficult to determine the right price?

. Why is the seller interested in the price that produces the highest
volume of sales at the lowest unit cost?

. Why do many businesses follow unsound pricing policies?

. In what way are agricultural prices decided?

. How industrial products are usually priced?

. Why does the government usually set the prices for public utility
services?

7. Why is it so important to know the levels of supply and demand

when dealing with pricing?
8. Why is everything related by price?

\)
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Vocabulary Practice

Exercise 1. Put the necessary word in the sentence.

1. It 1s very difficult ... without sound | 1 supply and
price policy. | demand
2. Of course we are interested in producing I
the ... with the lowest unit costs. | 2 volume of sales
3. I decided to buy a new car at this company
because they offered the best ... | 3 trade
on my old model. | -1in allowance
4. The ... of this store are very beneficial for | 4 compete
a customer. |
5. Their business will fail if they pursue
unsound... | 5 price policies
6. The government usually... for public utility |
services. | 6 credit terms

7. In pure competition the forces of ... operate. | 7 to set prices

Dialogue

Dick 1is introducing a new line of products and is talking to his
friend Tom, a business consultant, about it.
Dick It's the first time when I'm in business for myself.
Tom Don't worry. The store has always been doing well. It has a
great location and as far as your new line of merchandise ...
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Dick

Tom

Dick
Tom

Dick

Tom

Dick

Tom

Dick
Tom

Dick
Tom

Dick

Tom

Dick

Tom

That's what I wanted to talk to you about. Can you give
some ideas how to charge the price?

With pleasure. Generally, there are two types of pricing
policies. There is price emphasis and price deemphasis.
What's the difference?

The price emphasis policy emphasizes low prices. This
encourages sales. But low price doesn't give extra services.
So, a really low price means no credit, home delivery,
repair, installation and other services.

That's what I mean. But many people are interested only in
the low price and not in the extra services.

Yes, and vice versa. The price which I set determines the
number of sales. I must think thoroughly about it.

A good example of price and emphasis is "loss leader"
pricing. It means that you choose one item - let's say an
electric razor - at a price just above the cost. The
customers will come to your shop to buy this loss leader
item. But since they are inside they can decide to buy a few
other things they need.

It sounds interesting. What other things can you tell?

There is also off-even pricing. Let's say you sell a tape
recorder for $69.95 instead of $80.00. Though it is in fact
about the same, the low price can produce a favorable
psychological effect.

What are the other ways to attract the customers?

First of all, remember that you are going to compete with
well-known products, so you should start with specially
low prices. It's important to advertise this. You should use
newspaper ads, maybe a radio spot, maybe do a big
window and floor display.

It makes sense.

And you can raise the price after your customers try a new
brand get to know it and like it. They will continue to buy
it.

I see. And what is the price de-emphasis you mentioned
before?

It concerns high quality expensive items. Price de-
emphasis means that you don't call attention to the price
all.

80



Dick I know, it concerns our fine jewelry department or designer

fashions.

Tom Yes. I see you are going to do very well.

Dick Your suggestions seem to be very useful. Don't forget you
have a discount on any shopping you do in my shop.

Tom In such a case I'll be back tomorrow with my wife.

location

extra services
installation services
to charge price
price emphasis
price de-emphasis

off-even pricing

favorable psychological
effect
loss leader item

to start with especially
low prices
new brand

Active Vocabulary

yerlasdiyi yer (miiassisonin )

olavo xidmatlor

qurasdirma xidmaotlori

gqiymotlori toyin etmok

mallarin asag1 qiymot hesabina satilmasi
mallarin asagi qiymot hesabina deyil,
basqa faktorlara géro satilmasi cohdi
alicinin almaq 1stoyini stimullasdiran
qiymaot

alverisli psixoloji effekt

alicilarin  diggotini ¢okmok maogsadilo
malin asag1 qiymoto satilmasi

satisa asag1 qiymotlorlo baslamaq

malin yeni markasi

high quality expensive item yiiksok keyfiyyatli bahali mohsul

Vocabulary Practice

Exercise 1. Change the sentences according to the model.

Model: The tape recorder is inexpensive. Your store sells the tape

recorder.

The tape recorder that your store sells is inexpensive.
1. The dresses are fashionable. The store introduced the new

dresses last week.

2. The store has many refrigerators. Dick owns the store.
3. The stereo 1s high-priced. My daughter wants the stereo.
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4. The price determines the number of sales. A retailer sets the
price.

5. Very often the people don't want extra services. Many
supermarkets offer extra services.

6. Your shop should have loss-leader item. Loss-leader item will
attract the customers.

7. Price de-emphasis works with high quality expensive items.
Price de-emphasis means that you don't call attention in the
price at all.

Exercise 2. Change the sentences according to the model.

Model:We won't introduce a new line of merchandise unless you
suggest it.
We will introduce a new line of merchandise if you don't suggest it.

1. Tape recorders are popular unless the price is too high.

2. The consumers will continue to buy unless they don't like the
item.

3. The buyer can get installation services unless he wants to pay

for it.

The salesman will help you unless he is too busy.

People won't try a new product unless there is advertising.

Customers won't buy the new brand, unless the price is low.

They won't raise the price unless it is necessary.

Nk

Exercise 3. Answer the questions.

. In what way were the prices charged in this country?
. What is your idea of the term market price?
. What type of pricing policy works with the majority of consumer

goods? (price - emphasis, price de-emphasis)

. What is more preferable for you in pricing: low prices with extra

services or high prices with home delivery, repair and other
services?

. Why is it so important to have loss leader item in a shop?

What is off-even pricing made for?

. How can your pricing policy help to compete with well known

products?
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Exercise 4. Translate into English

b=

N

7.

8.

9.

Bu diikan istehlakcgiya sorfoli kredit sortlori toklif edir.

Bu mohsulun giymati ucuzdur. O, xarclori 6doyacaok.

Bu sirkat aglasigilmaz qiymaot siyasoti aparir.

Yeni mohsulu satisa c¢ixartmazdan gabaq tolob vo toklifi
dyronmok vacibdir.

. Bir sira mohsullarin qiymotini dévlot miioyyaon edir.

Bu diikan ¢ox alverisli bir yerdo yerlosir.

Supermarket aliciya bir ¢ox olave xidmotlor toklif edir:
mallarin evo ¢atdirilmasi, kredit, qurasdirma va s.

Malin yeni g¢esidi siibhasiz ki, alicilarin digqgotini calb edacak.
Asagi qiymoatdon baslayin.

10.Mallarin asag1 qiymatlo satilmasi ¢oxislonon mallarin satisina
tosir gostarir.

Exercise 5. Set your imagination free.

You are a journalist and you are to interview the minister of finance
about the pricing policy in this country. What questions would you ask

him?

Grammar Exercises

Exercise 1. Make sentences interrogative and negative.

Model: They can change your credit terms at once.

Can they change your credit terms at once?
They can't change your credit terms.
1. They must research supply and demand before they start to
produce the new item.
The company has to cover the costs by all means.
The middlemen may set the new price.
They can pursue unsound price policies.
They must choose another location for their shop.

Sk

Exercise 2. Choose the necessary modal verb and put it in the
sentence.

1. Off-even pricing ... undoubtedly produce favorable
psychological effect on a consumer.
2. I spoke with the chief. Now you ... change the credit terms.
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3. They are very talented specialists. I think they ... design the
new line very quickly.

4. The situation has changed, so we ... start with especially low
prices.

5. We ... choose price emphasis policy for this item.
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LESSON 14
COMPUTERS

The computer industry is one of the largest in western countries
and especially in the USA. It includes companies that manufacture,
sell and lease computers, as well as companies that supply products
and services for people working with computers.

A computer cannot think. A human operator puts data into the
computer and gives instructions. The operator writes instructions
which determine the mathematical operations on information. A
computer solves mathematical problems very rapidly. Traditionally,
the computer in business is used to process data. This involves
different administrative functions such as preparation of pay- rolls,
inventory control in manufacturing, warehousing and distribution
operations, customer accounting, billing by banks, insurance
companies, public utilities and mass circulation magazines. Now the
computer takes on new kinds of jobs. It has become more involved in
business operations as an essential tool in making decisions at the
highest administrative level.

Active Vocabulary

to give instructions gostoriglor (tolimatlar) vermok

to put data molumat yerlosdirmok

to solve mathematical riyazi masalalori holl etmok
problems

to process data faktiki molumat hazirlamaq
preparation of payrolls 0donis cadvallorinin hazirlanmasi
inventory control inventarlara nozarot

warehousing mallarin anbarda saxlanmasi
distribution operations boliisdiirmo omoliyyatlari
customer accounting miistori ilo hesablasma

Comprehension Questions

1. What does the computer industry include?

2. In what way does a computer operate?

3. How was the computer traditionally used in business?
4. What new kinds of jobs is the computer taking?
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Vocabulary Practice

Exercise 1. Choose the necessary word and put it in the sentence.

1. Distribution operations, preparation | 1. process data
of payroll are ... functions that the I
computer performs for business. I

2. Computer is programmed to ...fast | 2. lease
and accurately. I

3. If a small company cannot afford to | 3. inventory
buy a computer, they can...the services | control
of computer. I

4. A programmer feeds the ... into the | 4.processing
computer. I

5. Many companies use the computers | 5. administrative
for their ... I

6. A computer solves problems by ... | 6. data and
information. | instructions

Dialogue

(Stimona and Berg work in a large supermarket. Berg is the
Manager and Simona is the Head Buyer.)

Berg

Simona

Berg
Simona
Berg
Simona

Berg

Simona

Berg
Simona

I'm so glad you had this business trip. I also would have
liked to go but it's a problem for me to get away. Tell me
everything about your business trip.

It was really great, Berg. It was worth looking over the
operations of the store. It’s very well organized and I
believe we should consider adopting some of the methods.
Is it really so?

Absolutely. Berg, their computer system is remarkable.
Can you tell me more about it?

Oh, sure. First, they've replaced their cash registers with
special terminals.

What for?

They record on tape the department number, classification
of items, amount of sale and name of salesclerk for each
sale.

Do you thing we really need all information on tape?

We put on the same information on our sales checks
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Berg

Yes, but in cases of exchanges we need to know all that.

Simona  And for other things too.

Berg Well?

Simona For inventory control, for example. During the night, the
tapes containing the information are fed into the computer.

Berg And then what?

Simona Every morning the computer prepares reports on the sales
of the day before, classified by department and buyer.

Berg So, it is possible to have almost instant records.

Simona You are right. The inventory is kept up to date
automatically. Imagine, how efficient we could be.

Berg It 1s great. But I thing with the help of a computer we could
offer more personal services to our customers.

Simona What do you mean?

Berg Having such up-to-date records and complete inventory we
could keep records of birthdays and anniversaries and have
gift suggestions based on customer records, and a million
of other things.

Simona Don't hurry. Let's get going on first things first.

Active Vocabulary
Head Buyer magazanin tochizat s6basinin miidiri

to adopt methods

terminal

to feed the information

metodlar1 totbiq etmok
terminal, son montaqo
kompyuters molumat daxil etmok

in the computer

to date

hesablamaq, tarixi miioyyon etmok

Vocabulary Practice

Exercise 1. Change the sentences according to the model.

Model:

I was worth looking over the operations of the supermarket.
I was worth looking them over.

. They picked out the new merchandise.
. They talked over the new software.

. She filled out the payroll form.

1
2
3. The manager tried out new sales checks.
4
5

. They took down the statistical data.
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6. She put off her work.
7. He had to look over the new program.

Exercise 2. Change the sentence according to the model.

Model:  The sales are numerous. I can't mention them all.

They are too numerous for me to mention.
This software is very expensive. The company can't buy it.
The results are numerous. They can't remember them all.
The computers are complicated. I can't use them.
Processing this data is difficult. John can't learn it.
I am tired. I can't do the billing right now.
I am busy. I can't go on a business trip right now.
The data is complicated. I can't explain it.
The situation is difficult. We can't overcome it at once.

S

Exercise 3. Read the text and put 10 questions to it.

Lorrain Weller from «Modern English International” warns us.
However hard the manufacturers and advertisers of personal
computers try to convince us of friendliness of their product, it is still
a fact that if you want to programme your own computer, you have to
learn its language. It doesn't understand yours. This simple fact is the
reason why so many home computers are underused. It also prevents
lots of people from buying their own computer. Rather than licking
your hand the computer quite often bites.

Imagine yourself having a conversation with an English person.
You make one small grammar mistake, maybe you say have instead of
has. It doesn't matter. The person understands your meaning and the
conversation continues. This doesn't happen with a computer. If you
make even the smallest mistake in its language, the conversation
breaks down completely and you have to go back to the beginning. It
can be very frustrating.

In the United States, in Japan, in Britain, computer specialists are
all trying to develop a computer that will understand human language.
to convince - inandirmaq
to underuse — tam giicii ilo istifado etmomaok
to prevent - burada: dayandirmagq
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Exercise 4. Translate into English.

l.

(UY)

N

Bozi sirkotlor kompyuterlori no istehsal edir, no do satir,
onlar1 yalniz prokata verirlor.

. Programist kompyutero moalumat daxil edir (yerlosdirir).
. Biznesdo kompyuter molumatlarin hazirlanmasinda istifads

olunur.
Program tominati ¢ox bahadir.

. Kompyuter yiiksok inzibati soviyyodo qgorar gobul etmoyo

komak edir.

. Kompyuter bir ¢cox inzibati funksiyalarin hoyata kecirilmasi,

cadvallorin hazirlanmasi vo inventarizasiya isindo istifado
olunur.

Exercise 5.

a) Make a speech in favour of modern electronic equipment (personal
computers, electronic printing aids). Why can't a modern enterprise do
without them?

b) You are the Head of a firm producing computers. Advertise your
product.

Grammar Exercise. Transform the sentences from Future
Indefinite into Future-in-the-Past.
Model: The accountant says that she will prepare the financial

statement very soon.
The accountant said that she would prepare the financial
statement very soon.
. He confesses that their business will fail.
. The government says that they will increase the taxes.
. The secretary says that she will get credit reference letter in
two days.
4. The lawyer states that the company won't be eligible for a
loan.
He 1s sure that he will get a credit.
They suppose that the new product will be not so expensive.
He thinks he will buy the stove in the discount house.
He 1s happy that he will go on this business trip.

W N =

o N
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LESSON 15
INTERNATIONAL BUSINESS

The International Corporation or global company has it's origin.
Usually it is the outgrowth of the great trading companies of the 17th
and 18th centuries. In 1811 a New York statue said corporations could
be created by the filling of documents. After that it became a matter of
bureaucratic operations to become a corporation. By 1850 it was a
very common thing in the United States and was under general statue
in European countries as well. Since that time the corporate movement
began. As the jet plane, satellite communications and computers
began; it became possible for a company to control business in all the
world.

The growth of international corporate operations is faster than
the economic growth of the industrialized nations. There are some
projects which predict that within generations almost a half of the free
words production will be internationalized.

This trend for internationalism presupposes some benefits such
as new jobs, higher living standards and the closing of the gaps
between people-economic, educational and technological. At the same
time serious questions can asked. Is it the most efficient way to use
world researches? Can the international corporation be the best force
for a better world? Is it politically stronger than government? Can it
take care of the self interest and competitiveness on behalf of the
greatest good? And in what way can the global company work toward
easing the worlds crises - monetary, political, energy and food?

Active Vocabulary

multinational corporation beynolxalq toskilat

global company imumdiinya sirkoti
outgrowth mohsul, natica

statute ganunvericilik akti

satellite communication  peyk vasitasilo alaqo, rabito
closing of the gaps sorhadlorin yaxinlasmasi
jet plane reaktiv toyyaro

bureaucratic burokratik
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Comprehension Questions

. What is the origin of the multinational company?
. When did the corporate movement begin?

Why did it become possible for a company to control
enterprises on the other side of the globe?

How quickly is internationalism growing?

What can internationalism bring?

What problems can arise with internationalism?

What are your own answers and explanations to this problem?

Vocabulary Practice

Exercise 1. Choose the necessary word and put it in the sentence.

1.

2.

6.

7.

All countries must prepare for possible | 1 internationalized
energy ... in the future and save fuel. I
If you want to form a corporation today | 2 statute

you must fulfill ... operations I

. When one deals with the currency of another

country, it is necessary to know the current |3 bureaucratic
... exchange rate. I

. ... 1s one factor to influence the growth of |4 monetary
international business. I

. Some analysts state that most of the free | 5 crisis

worlds production will be... internationalized

within a generation. |

In 1985 the ... said that corporative could | 6 satellite

be created. | communication

International corporation is very often an 7 outgrowth

... of old trading companies.

Nick

Ann
Nick

Dialogue

Nick and Ann are having lunch. Nick is an executive in the
international computer company.

Do you like the idea of taking a month's trip to the Europe
and the Far East?
What? You are kidding.

No. First of all T must say that it's business trip. The
company wants me to visit some of our operations. |
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Ann
Nick

Ann
Nick

Ann
Nick

Ann

Nick

Ann
Nick

Ann
Nick
Ann

Nick

Ann

Nick

should have meetings about the new computer I am
developing. They think if we combine expertise we'll
advance more quickly.

Oh, Nick. It's great. Where are we going to?

To nine countries. We have nine development laboratories.
In fact, only now I realize how large the company is, a real
global company.

But the company started here in America.

Yes, in this sense, we're American. Each company has to
be incorporated somewhere here or in Japan or Canada or
India. But our corporation is a real multinational one.

What does it mean?

Well, we're in 126 countries and we have there 125000
employees. We do our business in 28 languages and more
than 32 currencies. Our plants are situated in 13 countries
and we have eight development labs.

Now I see. You are multinational. But such industries as
shipbuilding, aircraft, automobiles can't survive without
selling abroad.

Right. By the way, do you know that for the last seven
years more than half of the corporation's net income has
come from overseas business. We are the part of the world
community.

It's exciting, isn't it?

Yes, now we really can feel that nations are tied to each
other through business operations. This internationalism is
our hope for a better world.

Well it's time to pack.

Later

Nick, can you explain me why do you sell a computer to a
company in Canada when the company has a plant in
Canada?

Well, Ann. For example, it's not unusual for a automobile
company from Britain to manufacture in France for sale in
Britain with Canadian-made engine, Swiss transmission
and German axles. It's international business.

But it's so complicated to sell the goods to a foreign
company with different currencies and all that.

I can tell you how we do.
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Ann
Nick

Ann
Nick

Ann
Nick

Ann

Nick

Ann
Nick

Ann
Nick

Ann

Nick

Ann

Nick

It's very interesting.

When we deliver the machine to the shipping company, we
receive a bill of lading. It's a receipt from the shipping
company and it's also the foreign company's claim to the
computer when it gets to England.

And what's then?

Then we write draft or check which direct the British
company to pay a sum in British pounds to a third party in,
let's say, 90 days. We call it a "bill of exchange", which
includes the rate of exchange at the time and, in addition,
the interest. It must be paid in the 90 day extension of
credit.

That is hard time getting the money, isn't it?

No. We take the draft, the bill of lading and other
necessary papers to our New York Bank. The draft is sold
at discount, it means without interest change, for the face
value and get dollars. That is the way.

Well, but you get your money from the bank. How does
the British company pay? Who do they pay?

It's quite simple, New York bank sends the documents and
the draft to its branch in London or to the British bank. The
transactions finished usually by accepting British pounds
into a checking account in a London bank.

It seems rather complicating.

It only seems so. The US supplied a computer, exported the
Merchandise And go back checking account deposit in a
London bank, importing claim on British goods and
services.

Could you have dollars instead.

Sure, but in this case we would have reduced the exciting
British claim on American goods and services.

So what?

If some nations pile up continuing capital surpluses and
other continuing deficits the problem can arise in
international economics.

I see that I must study the subject thoroughly before we
can continue.

Yes, may be.
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Active Vocabulary

expertise xilisusi biliklor

to advance iralilomok

to sell abroad xarico satmaq

net income tomiz golir
internationalism beynolmilallosma
transmission gondorilmo, yollanma
engine motor

axle val

bill of lading gomiya malin yiliklonmosi hagqinda qobz
receipt qobz

claim tolab

draft cek

party hiiquqi torof

extension of credit

kredit miiddatinin artirilmasi

face value tomiz doyor
branch filial, s6ba
to pile up toplamaq, artirmaq

capital surpluses

artiq kapital

Vocabulary practice

Exercise 1. Use the structure of the model to respond the following

sentences.

Mo del: Is it basically a Japanese corporation? (Yes)
It's basically a Japanese corporation, isn't it?
Is the overseas branch open? (No)
The overseas branch isn't open, is it?
Are many businessmen pilling up capital surpluses? (Yes)
Is USSR the part of the Common Market? (No)
Is the New York bank accepting Russian roubles? (No)
Is Britain one of the Common Market countries? (No)
Is the company starting a branch in China? (Yes)
Is internationalism a modern trend? (Yes)
Is the subject clear? (No)

O 0NN W
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Exercise 2. Change the sentences according to the model.

Mo del: Why would you sell automobiles to a company in Japan?

1.
2.
3.
4.
5.

(Tell me, please)
Tell me, please, why you would sell automobiles to a
company in Japan.
How does this bank deal with different currencies? (Explain)
Where will you deliver the computer? (Let me know)
When did they order the merchandise? (I don't know)
How did they sell the draft at discount? (It's hard to say)
How did they get the extension of credit? (Explain)

Exercise 3. Answer the questions.

1.

2.

Do you have plans for international cooperation for your
business?

What obstacles are there on the way of development of
international cooperation in this country?

. What branches of business will help to solve many social

problems?

. Do you think that internationalism will help to solve many social

problems?

. What place do you think this country will take in international

economy”?

Exercise 4. Translate into English.

l.

N

PN B W

Oksor beynalxalq toskilatlar taninmis sirkotlorin birlogsmasi
noticosinds yaranmisdir.

Peyk wvasitosi ilo oslago beynalxalq toskilatlarin inkisafina
komok edir.

Bank gobzlori tolab edir.

Sirkot kredit miiddatinin uzadilmasini xahis edir.

Kredit {i¢ciin bizim bankin britaniya filialina miiraciot edin.
Bu malin satisindan golon tomiz golir ¢ox yiiksok olacagq.
Istehsalin yenidenqurulmast iiciin siz kapital toplamalisiniz.
Britaniya torofi mallarin géndarilmosina cavabdehdir.

95



Contents

LESSON 1 TYPES OF PROPRIETORSHIP .................. 3
LESSON 2 PARTNERSHIPS.........coooi 10
LESSON 3 CORPORATIONS. ... ..o 16
LESSON 4 THE FUNCTIONS OF AN EXECUTIVE ...... 23
LESSON S LINE AND STAFF POSITIONS................... 31
LESSON 6 ACCOUNTING.......eiiitiiiiiiiiiiieiee e, 37
LESSON 7 CORPORATE FINANCE.......ccccccvvviiiiinen.. 43
LESSON 8 BANKS AND BUSINESS.......coooiii. 50
LESSON 9 PRODUCT DEVELOPMENT AND
PLANNING........o e, 57
LESSON 10 MARKETING.......cociiiiiiiii e 62
LESSON 11 WHOLESALING........ccooiiiiiiiiiiiiiicia, 68
LESSON 12 RETAILING......cocoiiiiiii i 74
LESSON 13 PRICING.....cccoiiiiiiiii i 80
LESSON 14 COMPUTERS. ..o 86
LESSON 15 INTERNATIONAL BUSINESS..........cccooih. 92

96



