m Getting paid 66
A Shipping and billing
B Trade credit
C Accounts

Assets, liabilities and the
balance sheet 68

A Assets

B Depreciation
C Liabilities

D Balance sheet

The bottom line 70

A Accounts
B Results

Share capital and debt 72

Capital
Share capital
Loan capital
Security

mooow>>

Leverage \,\e\N
SucE and failure

A Cash mountains and surpluses
B Debt and debt problems

C Turnarounds and bailouts

D Bankruptcy

Pa9®

Mergers, takeovers and
sell-offs 76

A Stakes and joint ventures
B Mergers and takeovers
C Conglomerates

FINANCE AND THE ECONOMY

Personal finance 78

A Traditional banking
B New ways of banking
C Personal investing

oty

Financial centres

A Financial centres

B Stock markets

C Other financial markets
D Derivatives

Trading

A Market indexes
B Market activity: good times ...
C ... and bad times

Indicators 1

A Finance and economics
B Inflation and unemployment
C Trade

Growthtaé G$D a.\ C

oli troughs

oom and bust

B G01

DOING THE RIGHT THING

m Wrongdoing and corruption

A Wrongdoing
B Bribery and corruption
C Fraud and embezzlement

@) Ethics

A Code of ethics
B Ethical standards
C Ethical investment

PERSONAL SKILLS

Time and time management

A Timeframes and schedules
B Projects and project management
C Time tips
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Stress and stress

management 94

A When work is stimulating
B When stimulation turns to stress
C Downshifting

Leadership and
management styles

A Leadership
B Modern management styles
C Empowerment

96

CULTURE

Business across cultures 1

A Cultures and culture
B Distance and familiarity

98

m Business across cultures 2 100

A Names \N -‘(O

B Business cards

C Dress 9
ess across cultures g ';

@ Bus

A Entertainment and hospitality
B Time
C Cross-cultural communication

TELEPHONE, FAX AND EMAIL

€5} Telephoning

1: phones and numbers 104

A Telephones and beyond

B Phone, call and ring

C Numbers

D Doing things over the phone

Telephoning

2: getting through 106

A Phoning scenario
B Asking to speak to someone 1
C Voicemail

Business Vocabulary in Use

ED) Telephoning 3: messages

A Asking to speak to someone 2

B Giving and taking messages

C Spelling names

D Taking messages: checking information

Telephoning
4: arrangements

A Making arrangements
B Closing the conversation
C Changing arrangements

Faxes

A Sending faxes
B Fax layout
C Receiving faxes

sale OO
3

thIlS

B Ema

BUSINESS SKILLS

I3 Meetings 1: types of
meeting

A Word combinations with ‘meeting’
B Types of meeting
C How was the meeting?

Meetings 2: the role of the
chairperson
A Before the meeting

B During the meeting
C Follow-up

Meetings 3: points of view

A Opening the meeting
B Inviting people to speak
C Making your point

108

110

112
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4.1

4.2

4.3

Correct these sentences about Ravi, using words from A opposite.
One word is wrong in each item.

1 At 18, Ravi decided to stay in full-time #raining and went to Mumbai
University.

2 Ravi qualified three years later with a degree in philosophy
and politics.

3 He taught for a while, but didn’t like it. He decided to educate as an
accountant at evening classes.

4 He qualified for an accountant and joined a big accountancy firm in its
Mumbai office.

5 When he started, he needed to develop other skills, which would come
through experiments.

6 He received managers’ training to help him develop these skills.

Are these jobs generally considered to be highly skilled, skilled, semi-skilled, K
or unskilled? Each expression is used twice. O \)

1 teacher 5 office cleaner \

2 brain surgeon 6 labourer ( someone %&v k™on a bulldlng site)

3 car worker on a production line 7 bus driver

4 airline pilot 8 off N

Complete these extragts éw &(rtlsements %or g’ opposite.

1 \J\ q&—
YOUP* 89 ——————— -? ag t Weneed - — — — — )ournallsts
VOU 'IPbe working on ﬂnanCIaI bldgets - who are very good at their job and

. extremely — — — ——— to find

2 et e ) H out as much as thEY can.

As part of our sales team, you'll be

working independently, so you have

to be self- > You'll be researching developments on the
self— —— . Internet, soyouhavetobe — — — - — _ __ -
_________ Youmustbe - - — —_____,
3 ST e _— able to work on your own initiative, and a
.~ We're looking for someone who can e But as part of a team
. work on ten projects at once. You must of researchers, you need tobeagood - — — - -

Over 4o you

If you work ... If you don't work ...

What sort of people does your Does your educational institution prepare
organization look for in its recruitment? people for specific jobs?
What sort of person are you?
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11.2

1.3

Correct the mistakes using words and expressions from A opposite.

1 Before we employ people, we like to put them in job situations to see how they do the
work and fit into the corporate ladder.

2 The company has built a grand corporate logo as a permanent symbol of its power.

3 Our stylish new corporate culture shows our wish to be seen as a more
international airline.

4 The economy is growing and corporate headquarters are rising.

5 The rules were introduced to protect women working in factories, but today they make
it harder for women to climb the corporate image.

6 Companies hit by computer crime are not talking about it because they fear the publicity
will harm their corporate profits.

Someone is talking about the word combinations in B opposite. Which are they referring
to each time?

1 It carries passengers and goods, it’s not military. \L
2 Tt’s going to be used for offices and factories, not houses. O ‘\)

3 It receives no money from the state to make its programmes. \e G
4 He does advertisements: you can’t find his work in art gallerie, Sa
5 It was an artistic success, but unfortunately it lost ﬁ&é&a

X

o113

Use expressions from D opposite to ﬁY‘@e‘tN‘s\e
e benefits @TYT) 2. Aot e

Margaret Thatcher often
or (2) ... (e\l \ .................... g her achievement was to establish an
(3) P ................................ P ar an economy where people were
encouraged to start their own companies and where it was acceptable to get rich through
bUSINESS: AN {4) .ovevereieirieernniries ervevreesseeesienannres .

In some areas, the government reduced the number of laws and regulations
to encourage businesses to move there. Businesses were encouraged to set up in the

London Docklands, for example. The Docklands were an (5) ...cocceereiiecenenne

...........................

Over +o you

Is the public sector in your country very big? Do people who work in it have good working
conditions compared to those in the private sector?

In your country, which of these industries are in the public sector, and which are in the
private sector? Which have been privatized?

® bus transport e clectricity supply ® postal services
e rail transport o telephone services e water supply
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16.1 Complete this table with words from A opposite.

Noun: Noun: process Noun: thing
person/organization
make maker X X
manufacturing
produce: non-food production
produce: food production

16.2 Rearrange these lines to make a text containing words from B and C opposite.

1 work. Of course, we still have a lot of assembly

2 plant producing TVs in Singapore. We have two production

3 My name’s George Chen, and I’'m director of a manufacturing
4 lines working 24 hours a day. We use CAD \L
5 line workers, so it’s still quite labour-

6 intensive. But with the help of computer- CO *

7 CAM, and robots do some assembly \

8 assisted design and automation, productivity is increa ubtesa
16.3 Match the headlines ( -7) to the ex{aﬁ:‘m a—g ’( 3

' e\NST AFRICA STUDENT NUMBERS |
N | LEADS TO EDUCATION

2
OVERCAPACITY |
3 S ey 0". OVERPRODUCT|0N
~ TOO MUCH BUILDING LEADS
' TO GLUT OF OFFICE SPACE ,,'-EADS 10 PR|CENFA!:|-
* LOCAL PLANT AT | 7 NATIONAL OUTPUT
~ FULL CAPACITY . AT ALL-TIME HIGH
a .. Overall production in the country rose by five per cent last year ...
b ... Rainfall has been below average in this part of Africa for the past five years.

Not enough food has been grown ...

... Too much oil has been produced recently in relation to world demand ...

... There have never been so few people aged between 17 and 21 since 1950. The

result: too many places at private colleges and universities ...

... The plant’s capacity is 3,000 computers a week, and it’s producing 3,000 ...

... Northern is running more flights with fewer pilots and staff. That was the message

from Northern’s CEO Frank Delaney to shareholders yesterday ...

g ... There has been too much building in the city centre, and now there is a lot of
office space standing empty ...

Qon

= 0

Over 4o Yyou ‘&

s

Are hand-made goods necessarily better than factory-made ones?
What about cars, clothes, computers and shoes?
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Marketing and market orientation
Marketing

Marketing is the process of planning, designing, pricing, promoting and distributing
ideas, goods and services, in order to satisfy customer needs, so as to make a profit.

Companies point out how the special characteristics or features of their products and
services possess particular benefits that satisfy the needs of the people who buy them.

Non-profit organizations have other, social, goals, such as persuading people not to
smoke, or to give money to people in poor countries, but these organizations also use
the techniques of marketing.

In some places, even organizations such as government departments are starting to
talk about, or at least think about their activities in terms of the marketing concept.

m The four Ps

The four Ps are
product: deciding what to sell
price: deciding what prices to charge

place: deciding how it will be distributed
and where people will buy it

promotion: deciding how the@u “1
ia

be supported w1th a

actlvltles,ﬁ ( ag
A fifth P which is sometimes addeLP

is packaging: all the materials used to protect
and present a product before it is sold.

The four Ps are a useful summary of the
marketing mix, the activities that you have
to combine successfully in order to sell. The ~ Promotion
next four units look at these activities in detail.

To market a product is to make a plan based on this combination and put it into
action. A marketer or marketeer is someone who works in this area.

(Marketer can also be used to describe an organization that sells particular goods
or services.)

Market orientation

Marketers often talk about market orientation: the fact that everything they do is
designed to meet the needs of the market. They may describe themselves as market-
driven, market-led or market-oriented.
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23.1 Look at the price list. Are the statements below true or false?

1 The pricing policy is to sell below Al prices n euros.
list prices. . Model List price Our price Competing

2 The Adagio is low-priced, and is i product
cheaper than the competition.  Adagio 11,541 9,999 10,500

3 The mid-priced models are the Brio ~  Brio 13,349 12,999 12,896
and the Capricioso. ~ capricioso | 15,742 14,999 13,987

4 This retailer charges 16,908 euros ‘

Dehmoso 16,908 15,999 14,442

for the Delicioso.
5 The Delicioso is the highest-priced model
6 The Delicioso is cheaper than the competition.
7 All models are sold at a discount.

23.2 Complete the sentences with the appropriate form of words from B opposite.

1 A price .. by Mills may indicate the start of price increases by other producers. \)K
2 Britain’s house price ..o has gone beyond London, with propertle\néenco

worth 25 per cent more than a year ago.

3 Consumers will get price ............ of eight per ce@ rom lg
4 When President Perez ended pri tritity, phon d aﬂ) osts went up.

; Cﬁx(r@ first t f@ ces
6 The K?% @mgn probl L@ng the price ...coeeee for each helicopter
fro @ illion to $26 m1111 Q

7 There is a price ........... between Easyjet and KLM on the London to Amsterdam route.

5 Petron is a price .....a..

23.3 Correct the mistakes in italics, using expressions from C and D opposite.

I'm Denise van Beek, from sailing boat company Nordsee
Marine. We have something for everyone. If you’ve never
sailed before, try our (1) mid-range model, the Classic. It’s
six metres long and very easy to sail. After a year or two,
many customers (2) trade down or (3) take upmarket to
something more (4) basic, like the (5) entry-level nine-metre
Turbosail, with more equipment and a bit more luxury. Our
(6) bottom end product is the Fantasy. It’s 15 metres long
and has everything you need for comfort on long voyages.
We also produce the Retro, a traditional boat. There’s a
small but profitable (7) mass market for this type of boat.

Over 4o You

What is the range of products or services offered by your company or one you admire?
How are they priced?

Are there price wars or government price controls in your country?
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27.1 Match the word combinations (1-7) to their definitions (a—f).

1 fi
( B, money received from sales (2 expressions)
2 forecast . . _ ,
b sales aimed for in a particular period
3 growth i
¢ the number of things sold
sales ( 4 revenue ) )
d increase in sales
5 target o .
statistics showing the amount sold
6 turnover . . . .
sales predicted in a particular period
\ 7 volume
27.2 Match each use of the word ‘sale’ with the correct meaning (a—f) from B opposite.
I didn’t pay the full price for these Pe()ple queued all nlght for the \)K
shoes. I bought them in g sale. beglnnlng Of the January Sal@

@'on sale

2

I mean the Christine who works m

in Sales, not the one in Accounts frorg\nal[%rch ;
w@ﬁ‘s salesroseto -

000 cars from 996, 000
a year earher e

27.3 Choose the correct expression from C opposite to describe Nordsee Marine’s costs.

1 the salary of an office receptionist (direct / indirect cost)

2 heating and lighting of the building where the boats are made (fixed / variable cost)

3 the materials used in the boats, and the boatbuilders’ salaries (overhead cost / COGS)
4 running the office (overhead / direct cost)

5 wood used in building the boats (fixed / variable cost)

6 the salary of a boatbuilder (direct / indirect cost)

27.4 Look at D opposite. Read what this company owner says and answer the questions.

‘'m Vaclav and I own a small furniture company in Slovakia. We make a very popular line of
wooden chairs. Each costs 360 korunas to make, including materials and production. We
estimate overheads, including administration and marketing costs, at 40 korunas for each chair,
and we sell them to furniture stores at 500 korunas each.’

1 What is the gross margin for each chair?

2 What is the net margin for each chair?

3 What is the mark-up for each chair as a percentage of total costs?

4 What is the profit margin for each chair as a percentage of the selling price?

Over 4o you

Think of the company you work for or one you would like to work for. Which of its products
or services has the highest sales? What are its biggest costs?
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Getting paid
Shipping and billing

When you ask to buy something, you order it, or place an order for it. When
the goods are ready, they are dispatched or shipped to you.

An invoice is a document asking for payment and showing the amount to pay.
The activity of producing and sending invoices is invoicing or billing.

m Trade credit

Vaclav is talking about his furniture business:

‘Of course, we don’t expect our business customers to pay immediately. They

are given trade credit, a period of time before they have to pay, usually 30 or

60 days. If a customer orders a large quantity or pays within a particular

time, we give them a discount, a reduction in the amount they have to pay. \)K

But with some customers, especially ones we haven’t dealt with before, we ask O .
them to pay upfront, before they receive the goods. \e ‘c

Like all businesses, we have a credit policy, with payment te
when and how customers should pay. This is part @Il sh flow
the timing of payments coming into and 6mt of a‘business,’ ’LT 3
Accounts @ “
‘r usin

]ennife @Bﬁ’\ ess er@s Ker own company in
Britaln een owns one 1

The people and organizations
we sell to are our customers or
accounts. The most important
I’'m waiting to be paid by some ones are key accounts.

of my customers. These are my The customers that 'm

debtors. They owe me money. ' waiting to be paid by are
my accounts receivable or
receivables.

The suppliers and other

organizations that I owe mc

to are my accounts payable

payables. I must remember

pay tax to the Inland Rever
Service on time!

The suppliers and other
organizations that [ owe
money to are my creditors.
I must remember to pay tax to
the Inland Revenue on time!

There are some companies that owe
Jennifer me money, but I get the feeling I'm Kathleen
never going to get paid: they’re bad
debts and I’ve written them off.
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Look at A and B opposite to find the answers to the crossword.

Across
1 and 2 down What the British call the
income statement. (6,3,4,7)
5 What accounts have to follow. (8)
6 Not occurring regularly. (11)
7 When companies announce results they
............ them. (6)
11 The final figure for protfit or loss. (6,4)
13 Another name for ‘standard’. (4)
19 and 16, 18, 14 down What accounts
should give. (4,3,4,4)
20 When things are made to look better than
they really are. (6,8)
21 Known as accounting in the US. (11)

Down
2 See 1 across.
3 See 12 down.
4 Before tax is taken away. (3-3)
8 You find this in an annual report. (6)
9 Not a profit. (4)
10 Accounting that presents things in a
positive light. (8)
12,3 down What Americans call the profit
and loss account. (6,9)
14,16, 18 See 19 across.
17 Noun and verb related to ‘auditor’. (5)

Over 4o you

Obtain a copy of your company's annual report, or the annual report of a company that
you are interested in. Look at its profit and loss account (or income statement).
What is the bottom line? '

You can find this information for companies all over the world at www.carol.co.uk

(Company Annual Reports Online).
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35.1

35.2

35.3

Look at A opposite and say if these statements are true or false.

1 You talk about the local ‘agency’ of a high-street bank.

2 Americans refer to current accounts as check accounts.

3 A joint account is held by more than one person.

4 If you put 10,000 euros into a new account and spend 11,000 euros, you have an
overdraft of 1,000 euros and you are 1,000 euros in the red.

5 An account for saving money is called a safe account.

6 An account that pays a lot of interest has a high interest rate.

7 If you pay for something with a credit card, you can say, informally, that you use
plastic to pay for it.

8 If you pay the complete amount that you owe on a credit card, you pay it down.

Kevin is phoning his bank. What expressions in A and B opposite could replace
each of the underlined items?

1 T want to swap £500 from my savings account to my ordinary account, because K
I don’t want to have the situation where I’ve spent more than I’ve put in. \)
2 How much is in my savings account? What’s the amount in there at the ntco

3 On the savings account, what’s the percentage you pay to savers ﬁ
4 How much extra money have you added to my savi fg St three

months?
5 On the last list of the all the mone ip & ing ', e adtoynd,
there’s an amount that Vou ‘ve §a E !Lw g tand
ndings (a—c). The sentences

Match t g g\-lﬁgs —3 w1t @r
all conta X ons from C o

1 Investment companies are reporting a sharp increase in the number of

2 Consumers are using their windfall gains from building society

3 Peter is 26 and is wondering whether to join his company pension scheme.

He would contribute a small percentage of his salary and his employer would
make an equivalent contribution.

a If he decides to stay for at least two years he should join. If not, he should take
out a personal pension.

b small investors who are investing in unit trusts.

¢ demutualizations to buy new furniture or a new car.

Over to Yyou

What type of bank accounts and personal investments do you prefer?

What are the advantages and disadvantages of the different types?
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36.1

ion

36.2

36.3

Correct the eight mistakes in italics in this article, using expressions from A opposite.

Now that a lot of buying and selling can be done over computer networks, (1) breakers and
(2) tradesmen do not need to be in one place, and (3) speculists can make money dealing
from a computer in their living room.

In New York, the area around (4) the South Bronx is traditionally home to many financial
institutions, such as the New York Stock Exchange. But many of them have now moved
some or all of their offices outside this expensive area.

Look at B op (\@\Nese statem @te

3

New York

"

‘Stoc\% er name for sl‘?
‘Stock dmarket’ means the samelas ‘stock exchange’.

Bourses are only found in France.

London is one of Europe’s most
important financial (5) towns: over
500 foreign banks have offices in
London, and its stock exchange is
the largest in Europe. But more and
more financial (6) institutes are not
actually based in the traditional area
of the (7} Citadel or (8) Mile Square.
As in New York, they are @to

areas where pro
res contlnue to

So th
tant ﬁtbguture as they

lse

4 An American would normally talk about shares ‘quoted’ on the New York Stock

Exchange.

5 Shares in Company X are being sold for the first time. This is a flotation.

Use expressions from C and D opposite to describe:

1
2

=252 R S oM

[o< BN

a bank that makes companies’ shares available.

a contract to buy 500 tons of wheat for delivery in three months.

coffee and copper.
dollars, euros and yen.
lending to a company for less than a year.

lending to a local government authority in the form of 10-year investment

certificates.

shares and bonds, but not currencies or commodities.

the London Metals Exchange.

the right to buy shares in a company in one month, at 150 pence per share.

Over 4o you

What is your country's main financial centre? Is it in the capital or another city?

What are the advantages and disadvantages of different securities and commodities,
and ways of dealing?
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Trading

Market indexes

If there is demand for shares in a company, for example because it is doing well, its share price
goes up. If not, its price goes down. The overall value of shares traded on a stock market is
shown by an index (plural: indexes or indices). Some of the main ones are:

1 London: FTSE (pronounced ‘Footsie’): the Financial
Times Stock Exchange index.

4 Paris: CAC 40.
5 Frankfurt: DAX.

2 New York: the Dow Jones Industrial Average (‘the Dow’). 6 Hong Kong: Hang Seng.

Especially long-established ‘old economy’ companies.

7 Tokyo: Nikkei.

3 New York: NASDAQ. Especially hi-tech ‘new economy’

companies.
Market activity: good times ...
Trading has been heavy on the New York Stock
Exchange, with very high turnover of one and a

half billion shares changing hands. We’ve seen
spectacular gains, especially among blue chips.

This bull Qm
t T

S B30

bullish

Jan Feb Mar April May June July Aug Sept Oct  Dow to go through the

15,000 barrier soon.

.. and bad times

There was panic selling on the New York Stock

Exchange today as prices fell to new five-year

lows. We’ve seen some spectacular declines, with

billions of dollars wiped off the value of some of

America’s best-known companies, and more than

10 per cent of total market capitalization.

The bear market continues, with prices set to fall
further in the next few
days. Dealers are bearish,
with many saying there is
no sign of a rally. If prices
continue to fall, there may
be another stock market

collapse or crash, like the

Jan Feb Mar April May June July Aug Sept Oct ones in 1929 and 1987,

82

Note: The following words have a similar meaning.  Verb

“Translation’

= buying and selling of shares . O \)K

= large number .

= belng boug a’*e
famous companies wi

pI’Oflt in c%nd bad economic time
= risin ﬁes ‘7

hest level ever .

= end of the worklng day

= optimistic ...

= to pass the ‘round’ number of ...

‘Translation’

= selling shares for any price ...

= their lowest point for five years ...

= large decreases ...

= taken off the total share value ...

= the total value of shares listed on the
market going down by 10 per cent ...
= falling prices ...

= pessimistic ...
= prices starting to rise again ...
= very serious drop in the value of shares

on the market, with serious economic
CONSEQUENCES ...

Noun

to rally a rally
to recover a recovery
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Em Wrongdoing and corruption

88

Wrongdoing

PARADISO FINANCIAL SERVICES

REGULATORY AUTHORITY

We regulate financial services; our job > Price fixing: a group of companies in the

is to prevent financial wrongdoing and
punish the wrongdoers.

> Insider dealing or insider trading:
someone buys or sells securities using
information that is not publicly available.
Chinese walls are measures that you
can take to stop knowledge in one
department of your company being
illegally used by another department,
to buy or sell shares for example.

Bribery and corrupti "( U O
6%198 a bribe,

who recei¥es bribes is corrupt and {nvolve
sleaze, especially in politics.

Fraud and embezzlement

‘I'm Sam Woo. I've been a fraud squad detective for
20 years and I’ve seen a lot!

same market secretly agree to fix prices
at a certain level, so they do not have to
compete with each other.

= Market rigging: a group of investors

work together to stop a financial market
functioning as it should, to gain.an
advantage for themselves.

or informally a

An illegal payme % € someone tg
backhan@&lied , kickback % bribe someone is bribery. Someone
¥l ¢

orruption. This is informally known as

Once, a gang counterfeited millions of banknotes in a garage. We found US$10 million in
counterfeit notes. They were very good quality. Counterfeiting or forgery of banknotes was

a problem, but now all the forgers are in jail.

Faking luxury goods like Rolex watches was also a problem, but we’re working hard to

close workshops where fakes are made.

There have been bad cases of fraud where someone offers to lend money, but demands
that the borrower pays a “fee” before they get the loan. People can be stupid.

And there’s embezzlement, a type of fraud where someone illegally gets money from their
employer. One accountant sent false invoices to the company he worked for, and paid
money from his company into bank accounts of false companies he had “created”. He

embezzled $2 million — quite a scam.

There used to be a lot of racketeers demanding “protection money” from businesses. If

they didn’t pay, their businesses were burnt down.
y pay.

Money laundering, hiding the illegal origin of money, is common — gangsters buy property
with money from drugs. When they sell the property, the money becomes “legal”. But
banks now help by telling us when someone makes a large cash deposit.’
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40.1

40.2

Answer the questions using expressions from A and B opposite.

1 Two ferry companies with ferries on the same route secretly meet in order to
decide the prices they will charge next summer. What are they guilty of?

2 A company that wants to keep its share price high makes secret payments to
investors who buy its shares. What are the company and the investors guilty of?

3 A rich businessman lends $1 million to a politician so that he can buy a house.
The politician pays no interest on the loan and does not mention it when asked
to give a complete account of his finances. Which word, used especially about
politicians, do people use to talk about this?

4 Specialists in one department of a financial institution are advising Company X
on a merger with another company. In another department of the financial
institution, traders hear about this and buy large numbers of Company X’s
shares. What are they guilty of? (2 expressions) What should the financial
institution do to prevent this?

5 A company selling weapons to a foreign government makes secret payments to
politicians who make decisions on which companies to buy arms from. What

could these payments be called? (4 expressions) What is the company anc\ C

government guilty of? (2 expressions)

Complete this table, using information from Co os'Xt
done for you. You may wish to refergo 2 @&

-
\I ou: tiving
made or done
in the crime

TOW h@?@%

Related
adjective

YYerb: what the
criminal 4o»!
(HerShe..

Noun:
Criminal

o V¥

counterfeiting counterfeiter counterfeits a counterfeit counterteit
embezzler
faker fakes a
a forgery
fraud fraudster defrauds a
money launderer - -
racketeers - -

Over to You

Which act of wrangdoing in this unit do you think is the most serious?

Which do you think is the least serious?

Is financial wrongdoing a ‘victimless crime'?
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"%l Business across cultures 3
Entertainment and hospitality

Alexandra Adler continues her seminar on cross-cultural issues.
Entertaining and hospitality vary a lot in different cultures.

m In Alphaland, entertaining is important. There are long
business lunches in restaurants, where deals are
discussed. Professional and private life are separate, and
clients are never invited home.

m In Betatania, evenings are spent drinking and singing
in bars with colleagues and clients.

® In Gammaria, lunch can be important, but less so than in
Alphaland. Important contacts may be invited to dinner
at home. Corporate hospitality is a big industry, with
clients invited to big sports events.

m In Deltatonia, restaurants are rare outside the capital. Some
entertainment takes place when important cllents are 1

to people’s houses for dinner, or go sailing or
houses for the weekend, etc.

Time ﬁ( oM 2 ()" i

Attitudes towar normously 0

In Busyv? start work ?ga% cially finish at six, though many managers stay
pr

much lonker. There is a culture 1sm: being at work when you don’t need to be.

There is a two-hour lunch break, and a lot of business is done over restaurant lunches. (Lunch is
the main meal. The working breakfast is rare.) There are no snacks between meals, just coffee, so
eat properly at meal times.

As for punctuality, you can arrive up to 15 minutes ‘late’ for meetings. If invited to someone’s
house (unusual in business), arrive 15-30 minutes after the time given.

Don’t phone people at home abour work, and don’t phone them at all after 9 pm.

There are a lot of public holidays (about 15) during the year. Busyville is empty in
August, as many companies close completely for four weeks. Employees have five
weeks’ holiday a year and they usually take four of them in August.

BrE: holiday
AmE: vacation

Cross-cultural communication

Here are some other areas of potential cultural misunderstanding:

st}

distance when talking to people: what is comfortable?

eye contact: how much of the time do people look directly at each other?

gesture: do people make lots of facial gestures? How much do they move their

arms and hands?

greetings/goodbyes: do people shake hands every time? Are there fixed phrases to say?

humour: is this a good way of relaxing people? Or is it out of place in some contexts? BrE: hur
physical contact: how much do people touch each other? AmE: hu
presents: when should you give them? When should you open them? What should you
say when you receive one?

h rules of conversation and the role of silence: how long can people be silent before they
feel uncomfortable? Is it acceptable to interrupt when others are speaking?

n o

a —hno a

Business Vocabulary in Use



Which equipment in A opposite would each of these people use?

1 A lawyer who needs to stay in contact in court, but can’t have a ringing phone.

2 A building contractor who works in different places.

3 Someone who wants to stay in touch whilst they are in the garden.

4 A company manager who wants to discuss something with managers in different
offices at the same time.

5 A computer enthusiast who wants to see the person she is talking to.

6 Someone who is out but doesn’t have a mobile.

-y

48.2 Which of these sentences containing expressions from B opposite are correct?
Correct the mistakes.

1 It would be good to see Anna soon. I'll phone to her and see when she’s free.
2 1 gave Brian a call yesterday and we had a long chat.

3 Why don’t you ring up at Pizza Palace and order some takeaway pizza?

4 T rung them five minutes ago but there was no answer. K
5 Call me up next time you’re in New York.

6 Give me a ring when you’re next in London. CO *

7 Tl give her the bell and we’ll fix up a meeting. \e *
8 When you get some news, make me a buzz. ﬂ Otesa

48.3 Write out these numbers in words (
Show the intonation with arrows a‘s¥1 l@p site.
The first one has been ew l
1 Empir New ﬁq@ 00:
N

Two-one~two sevau—-{—hme—sm +Aree~one~zero-zero
2 Disney World, Orlando, Florida 407-824 4321
3 Paramount Studios, Hollywood 213-956 1777
4 Alamo, San Antonio, Texas 210-225 1391
5 Graceland, Memphis, Tennessee 901-332 3322
6 Grand Canyon, Colorado 520-638 2626

48.4 Match what the people say below with words from D opposite.

1 C]ust call this number to book your seats.>

2 CFor technical assistance with your new computer, call }

3 (If you know the answer call us right here in the studio! Right now!}

4 ( Call us any time to find out about opening times and admission prices.}

s C To buy this amazing product, simply call 0800 ...

Over 4o You

When was the last time you called an organization for information? What happened?

Do you like recorded information, or do you prefer to talk to a real person?

Does your organization (or one you are interested in) offer recorded information?
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50.1

50.2

50.3

Look at A and B opposite and change these conversations so that they are correct
and more polite,

1 2

A:1 want to speak to Mrs Lee. A: Are you James Cassidy?

B: That’s me but I'm busy. B: No. Who are you?

A: Sven Nyman talking. T want to talk about A: Annelise Schmidt. Is James Cassidy there
your order. and, if he is, can I speak to him?

B: Call me back later. B: He can’t speak to you. He’s in a meeting.

Give me a message.
A:He has to call me as soon as possible.

Spell the following as you would spell them on the phone. Use the table below to help you.

The first one has been done for you.

Alpha Bravo Charlie Delta Echo Foxtrot

Golf Hotel India Juliet Kilo Lima

Mike November Oscar Papa Quebec quen .

Sierra Tango Uniform Victor Whj}k)’g\ w -
U"'

Yankee Zulu

fo!
»C(ﬁ&&l%fo Tamjo.
v”((@&, \e e e er House

=5 -we'bbé* Macpherson

4 . 7 (L Ta. | iohn-smith@cambridge.ac.uk

@] http://www.britishcouncil.org/courses { Ce... ”

Subjeot: |

1 Maeght: M for Mike, A for Alpha, _‘tv@mOr Golf H
2

Match the responses (1-8) with the questions (a~h) in D opposite.

No, actually it’s 46.

It’s Valladolid with a V at the beginning, V for Victor.
No, it’s Schmidt with a T at the end, T for Tommy.
Two. T-I-double-M-E-R-M-A-N.

No, 642 246.

Springer Verlag in Hamburg.

Krieslovski. K-R-I-E-S-L-O-V-S-K-1.

No, it’s with two Ns in the middle.

NGO WN =

Over 4o you

What is the most difficult thing when you phone someone in another language?

Practise words you often have to spell on the phone, using the alphabet above.
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Telephoning 4: arrangements
Making arrangements

You get through to the person you want to speak to and fix a meeting.

Would it be useful to meet up soon?

[Can/Shall we fix/arrange an appointment/a meeting?

m Closing the conversation

110

Pll (just) get / check my dlar}D

How about Monday?

What about Tuesday?

Would Wednesday be suitable? That’s fine.

Would Thursday suit you? I can’t / won’t be able to make Monday.

Pve got to (+ infinitive) / a (+ noun) ..

o UK

Shall we say Friday?

Here are some ways of finishing a conversation without soundmg ab \e .

See you on Friday then.

N' ok for seeing
I’m going to have to go now. " ( Om ou on Fr, {

’ gotoam
I’ve got to éneone e ,L e talklng to you.
(It’s be engc Wing to you. ag (It’s been) good talking to you.

Good to talk to you.
Talk to you soon, no doubt. calling.
We’ll be (back) in touch soon.

Look forward to hearing from you soon.

Thanks for { )
phoning.

Changing arrangements

Here are some ways of changing arrangements.

a I can’t make Tuesday (Tuesday is not possible). Something has come up (has occurred to
prevent our meeting). I’ve got to go over to Berlin to see a client. How about Wednesday?

b I think we said Thursday at 11. Can you make the afternoon instead? (Is it possible for you to
meet in the afternoon?)

¢ We’re going to have to change our arrangement for
the 15th. Can we put it off {delay it} till the 22nd?

4 sday
I’d completely forgotten we have a departmental Bogenday g - ot
/ Wl day given over Morning 7~
meeting that day. to meetings ~ office
d I'm afraid Monday won’t be possible after all. I'm going U Tuesday ya Fidol
. Berlin - e
to be very busy that day. What about the following week? ﬂf;,l‘t“ h l6x0 22‘:1&,,
e We’re going to have to put back {delay) our meeting. W , soturday
ed) =y 15
I'm completely snowed under (very busy) at the moment. resday k .
16 Sun ay

Can we leave it open {(decide not to fix a day) for the
time being? I’ll get back in touch {contact you again)
when ’'m not so busy.
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Faxes

Sending faxes

Jaime Vasconcelos in Los Angeles, USA is on the phone
to Anna Friedman in Sydney, Australia.

Anna: Yes, I think you’ll be interested in our latest designs.
Jaime: Can you send them by fax? to send something by fax
Anna: Sure. I'll fax you right now. What’s your fax number? to fax someone

Jaime: 1 for the US, then 213 976 3421.

Anna: OK. I've got that.

Jaime: Can you fax the information you think we need? to fax something
Anna: Tl fax you everything we have. There are about 30 pages. to fax someone something
Jaime: If you could fax it all over to us, that would be great! to fax something (over/across)

to someone

m Fax layout n \)\(
1 cover sheet: the ADVANCE Qémh%E RIN G

first page of a fax FAX COVER SHEET! m Box )i— y, Australia

showing who it’s 2 329 9220

from, who it’s to, \N “( O 3 O“ Fax 61 2 329 9221
etc. \@ Der X r&r

é +1 213 976 3421
2 confidential ? ( Jaime Va g Anna Friedman
information: thing

Number of paged including this cover sheet: 31
that others should

not know Dear Jaime,

3 intended It was good to hear from you again. The following pages give details of the
recipient: the latest additions to our range. If you require any further information, please
person who should do not hesitate to contact me.

receive the fax Best regards,

4 advise the Anna Friedman
sender: tell the
person who sent it This fax may contain confidential information?. If you are not the intended recipient?, advise the

sender* and destroy this document.
If you do not receive all pages, or if any pages are illegible,

please phone +61 2 329 9220 immediately.

«22-11-81->G11:30:42» FROM: 61 2 3235 9221 TO: + 213 976 3421

Receiving faxes

Anna: Did you get my fax?

Jaime: You’re not going to believe this, but the paper got stuck and the machine jammed.
Anna: No problem. I'll send it through again.

15 minutes later ...

Anna: Did the fax go through OK this time?
Jaime: Yes, but pages two and three weren’t legible: I couldn’t read them.
Anna: No problem. I’ll resend them.
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X4 Emails

S -

Email is electronic mail. You can send an email to someone, or email them.
They will reply to your email or email you back.

reply to all: send an answer|
to the person who sent an
email, and everyone who
received a copy of it

reply: send an answer to the
person who sent an email

delete: get rid of an email
you don’t want

1

M=

==

e )|

cc: send a copy to ...

bec: send a blind copy to ...
(the other people don’t know
you’re sending this copy)

forward: send an email
you have received to
someone else

attach: send a document,
for example a picture,
with an email

sead and l@@ser\w)all
&éﬂc u’ve written

receive all the ones

thaI a%waiting for you

m"‘wg

You can end with:

T .. } [robert. mcmurdo@megabook.com

From ... ﬂﬁa.black@megabook.com

Co ... j lrimhmitchell@megabook.com

Best wishes
All best wishes
Regards

Best regards

Robert,

Best wishes,

Tina

Thanks for your email asking for ways of reducing the sales force. Please find
attached a Word document with specific plans for this. Please let me know if you
can’t read this attachment. I’'m copying Ruth Mitchell in on this. Do forward it to the
rest of the board if you feel that's appropriate. Looking forward to your reaction.

To people you know
well, you can end
with:

m  All the best

or even just:

b

M Best

T
i
i

& [

Email abbreviations

These abbreviations are sometimes used in emails

1 As far as [ know.
2 Hope this helps.

114
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To.. j | simon.kenny@megabook.com

From ... il kate.burns@megabook.com

Best, Kate

Simon, Have you heard about Tina’s plans for sacking salespeople? AFAIK1
she’s not referring to us, but we'll see. HTH2




56.1

56.2

56.3

Which of these expressions from A opposite are correct? Correct the mistakes.

It’s about time we get started.

Let’s begin, let we?

Shall we make a start?

Let’s do a start.

Let’s get up to business.

I’ve call this meeting to ...

The purpose of this meeting is to ...
The main subject is to ...

As you are beware ...

CONOOOT P WN =

Look at B opposite and make these invitations to speak less aggressive and more natural.

1 John, kick off.

2 Kay, open the discussion.

3 Len, get the ball rolling.

4 Monica, tell us what you think.

5 Nigel, give us your views. \e GO ‘\)

6 Olive, what do you feel? Sa

Match the sentence beginnings (1-5) with the ¢ CNQXQ . Th e%; all contain
expressions from C 0pp051te (f\ &

1 The way tl’&&e prizes
\, \ and keep t bf‘?sgé
2 Perso@r( e as lf?‘ e think of themselves as

livin planet.

3 It looks to me ¢ Isee i, you should be looking at what we
produce, not at the time of day we produce it.

4 Tt’s clear to d opinion, we have to think of the needs of each
department.

5 In my e me that they set a very bad example to the

other departments.

Over 4o you

How freely can people express their feelings in your school or organization? Are people at
all fevels encouraged to say what they think? Are new employees asked for their opinions?
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Meetings 4: agreement and disagreement

Discussion without argument?

Hilary Rhodes is talking about the importance of keeping calm in meetings:

‘In a meeting, you discuss things. In the discussion, some people may agree with you.
Others may disagree. They may have differences of opinion with you, but the important
thing is to keep calm and remain courteous. It’s OK to disagree, but it’s not OK to be
impolite or rude or to lose your temper.

An argument is when people disagree about something, perhaps becoming angry. Your
argument is also the set of ideas that you use to prove your point: to show that what you
are saying is true.’

Note: Agree and disagree are verbs (e.g. | agree with you, She disagrees with him, etc.).

You cannot say +arm-agree—with-you, Shedisdisagree-with-him, ctc.

B} Aoreeing \)\L
Strong agreement: \e CO *

~ a You're perfectly right. The costs involved must be incredibl §
h b I couldn’t agree more. We got our latest recruits aft ﬁ. ustry awpexd for
best advertisement. ’l‘g
¢ Precisely. Creativity comes to som 0 1 in the midd &he&h
d Exactly. We have to loo aty as o
e Absolutely. It the mput ]c}&
Mild agr P ?‘
f You may be rlght there. We’re Alr ten per cent over budget.

g That’s true, I suppose. There must be some limits on when they work.
h I suppose so. They seem to arrive and then go straight out again to eat.

Disagreeing
Mild disagreement:

a That’s not really how I see it. Everyone should be allowed to work in the way that’s
best for them.

b I don’t really agree. The prizes are important, but people would come to work for us
anyway.

¢ I can’t really go along with you there. I think we need to see people at their desks
actually working.

d 1 think you’re mistaken. If the designers get to work late, they don’t go out for lunch.

e I'm afraid I can’t agree with you there. All you financial people do is worry about costs.

Strong disagreement:

f I'm sorry, but that’s out of the question. You can’t expect people to go home at ten and
come back at nine in the morning.

g I think you’re wrong. The design department’s costs are justified because of our high
quality work. The costs of the other departments are not justified.

h Of course not. The latest figures I've seen show that the project is within budget.

i That’s absurd. There must be some sort of control on when people work.

j That’s ridiculous. Each department has very specific needs.

Note: Be careful with That's absurd and That's ridiculous. These expressions are very strong
and can be offensive.
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60.1

60.2

Melanie recently went to a presentation where the speaker did not follow her advice. Match
each of Melanie’s thoughts (1-7) to the points (a=h) in A and B opposite.

C Why is he yelling like that? The room’s not that big! )
~

2 YHe’s already said that three times. )

3 CI know there are people who want to ask questions, and there won’t be time. )

4 CHe’s really droning on: there’s no life in his voice and everyone’s asleep.

5 KThe sound of his breath in the microphone is really annoying.)

6 CI don’t see what this has got to do with what he’s trying to say. 7

7 ( Get on with it! If people turn up late, that’s their problem. )

Look at D opposite and correct the mistakes in these sentences a\ .
1 OK./( For begin ), (let we look for ) the most baﬂ@l our ran
M

2 Of course,

performance l
3 But c% k) ig the product specifications themselves.

related wrth pro -TW of o ba@%de he issue of product

4  That’s all ( ’m having time for) on product specifications. to our
>

mid-range model.

C As you can be seeing ) on this transparency, there are two key features I want to talk

5
about our mid-range model.
6 Ithink that C covers up everythingjon our mid-range model.

7 ( Time is moved on ), so ( let’s turn up to ) our top-of-the-range product.

Over 4o you

How are people expected to dress for different types of presentation in your country?
What do people think about humour in presentations?
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m Presentations 3: closing and questions

Dos and don'ts: body language

130

Melanie gives these tips on body language.
m Make eye contact: look at each person in the audience for about a second, before moving
on to the next person. Don’t concentrate on just one or two people.
Don’t speak to the equipment or the screen: face the audience at all times.
Smiling is fine at appropriate moments, but not too much.
Use gesture (hand movements) to emphasize key points.
Stay more or less in one place: don’t move around too much.
Avoid mannerisms (ways of moving and speaking which you do repeatedly without realizing).

whiteboard

Visual aids

Melanie sometimes
uses these visual
aids when giving
presentations:

flipchart

l

overhead
rojector

O} = proi

\ N P PS
Pre TR T i

Key phrases: closing and dealing with questions
Anne-Marie is bringing her presentation to a close:

‘Let me sum up. Firstly, we looked at technical skills, secondly, at management skills and last, but
by no means least, at interpersonal skills. In my view, the secret for success in the future is going
to be interpersonal skills. That brings me to the end of my presentation. Are there any questions?’

Here are some phrases which can be useful when answering questions:

a That’s a fair point. I know that some consultants don’t have a very good image. But I think
that Gem Consultants have helped companies reduce costs and increase profits enormously.

b That’s confidential. 'm afraid I'm not at liberty to tell you.

¢ That’s not really my field. But I can put you in touch with someone in my organization who is
working on Internet applications.

d The questioner would like to know what sort of background the people we recruit usually
have. Is that right?

e Well, I think that goes beyond the scope of today’s presentation. Today I wanted to
concentrate on consultants’ skills, not go into particular case studies in consultancy.

f P'm afraid we’ve run out of time. But if you’d like to come and discuss that with me now, I'll
try and give you an answer.

If a member of the audience didn’t hear a question, they might say:

‘Sorry, I didn’t catch the question — could you repeat what the questioner said?’
Anne-Marie ends the presentation by saying:

‘I think that’s a good place to stop. Thank you for listening.’
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Negotiations 1: situations and negotiators

Types of negotiation

If people negotiate (with each other), they talk in order to reach an agreement which is to
their mutual advantage (good for them both). For example:

W customer—supplier negotiations W merger or takeover negotiations
W wage negotiations M trade negotiations

Negotiations also take place to settle disputes (decide arguments) such as:

B contract disputes m labour disputes ®m trade disputes

Word combinations with ‘negotiations’

Intense }

Intensive } are very difficult and tiring, with a lot being discussed.

Delicate
Tense

Fleventh-hour }
1
]

} are very difficult and could easily fall O \)
\o G

@l@a\f the time available.

negotiations

. take place at the last po
Last-minute

Protracted 1 take

Someone who takes tiohs is a negotﬁ(:r omeone who is good
at gettmg?a( @ tough neg@t@
Bargain

Another word for ‘negotiate’ is bargaln. This is also used to talk specifically about discussing and
agreeing the price of something. Another name for ‘negotiator’ is bargainer.
Another word for ‘negotiation’ is bargaining, used especially in phrases like:
m collective bargaining
B pay bargaining
B wage bargaining (discussions between groups of employees and their employers about pay
and conditions)

‘Bargaining’ is often used in these combinations:
g

( . . .
F lot); a particular technique used by a negotiator
actic

chip

.. an issue that a negotiator uses in order to gain an advantage
bargaining < tool

point  a particular issue that a negotiator discusses
power the degree to which one side is strong enough to obtain what it wants

\ process the way that negotiations develop
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45.1

45.2

46.1

46.2

47.1

47.2

47.3
48.1

48.2

48.3

48.4

49.1
49.2

154

1

N

macho culture company/corporate culture

2 canteen culture 5 macho culture

3 long-hours culture 6 long-hours culture

1a ABC 2a SBC 3a ABC

1b SBC 2b ABC 3b SBC

1 false 3 false 5 false 7 true
2 false 4 true 6 true

1 Gammaria 3 Deltatonia

2 Betatania 4 Alphaland

1 Gammaria 3 Deltatonia

2 Betatania 4 Alphaland

1 X 3V 5 X 7V
2 X 4 v 6 X

W N =

NN B WN =

5

6

1
2
3

1d, 2g, 3c, 4h, Sb, 6f, 7a, 8¢ Sa\

pager 4 videophone O e

mobile phone 5 webcam ’l 3
cordless * m “ l

It would be good go \rteﬁ\ton I'll phone h&% hen she’s free.

correc

Why d xu Ting Pizza Pal? some takeaway pizza?
I rang them five minutes ago bt there was no answer.

correct

correct
I’ll give her a bell and we’ll fix up a meeting,.
When you get some news, give me a buzz.

~ . Pl ™Y
four-zero-seven eight-two-four four-three-two-one
two-one-three nine-five-six one-seven-double-seven
~ ~ . "
two-one-zero doubletwo-five one-three-nine-one
. ~ ol
nine-zero-one double-three-two double\—‘three-double-two

five-two-zero six-three-eight two-six-Wo-six

reservations line 4 information line
helpline 5 freephone number
hotline

1b, 2a, 3e, 4b, 5S¢, 6f, 7d

1,

5,3,6,7,2,8,4
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pre-tax loss /pri:taks 'los/ 31

pre-tax profit /pritaeks 'profit/
31

precisely /pri‘saisli/ 57

predator /'predata/ 34

present /'prezant / 47

presenteeism /prezan'titzm/ 47

president /'prezidant/ 9

press conference /'pres
konfarans/ 59

pressure /'prefor/ 43

prey /prer/ 34

price /prars/ 19, 21, 23, 40

price boom /'prais burm/ 23

price controls /'prars kantraulz/
23

price cut /'prais kat/ 23

price fixing /'prais fiksig/ 40

price hike /’prais hartk/ 23

price leader / prais 'li:da/ 23

price tag /'prais teeg/ 23

price war /'prais wai/ 23

pricing /'praisig/ 23

principal /'prinsapal/ 32

priorities /prar'oratiz/ 63 ,

priority /

private /'p 11735

private enterprlse / ,pra1v1t
'entapraiz/ 11

privatized /'praivitaizd/ 11

proactive /,prav'aktiv/ 4

probing /'praubiy/ 64

problem /'problom/ 60

produce /'prodju:s/ 16

producer /pra‘djuisa/ 16, 24

product /'prodakt/ 14, 135, 16,
21,22,25,28, 59

product development /,prodakt
dr'velopmant/ 15

product launch /,prodakt
ot/ 14, 59

product lifecycle /,prodakt
'laifsik(e)l/ 22

product line /'prodakt lamn/ 22

product mix /'prodakt miks/ 22

product placement /,prodakt
‘pleismoant/ 22

product portfolio / prodakt
part'fauliav/ 22

product positioning /,prodakt
pa'zifaniy/ 22

product range /,prodakt 'remnd3/
22
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production lines /pra‘dakfon
lainz/ 16

productive /pra'daktiv/ 54

productivity / prodak'tivati/ 16

profit and loss account /,prof1t
and 'los akaunt/ 31

profit margin /'profrt ,ma:dzin/
27

profit-making /'profit meikiy/
28

profitability /,profita‘biliti/ 28

profitable /'profitabl/ 28

profits /'profits/ 7

project /‘prodzekt/ 42, 54, 60

project management /,prod3ekt
'manidzmont/ 42

promotion /pra'maufan/ 7, 21,
25

proposals /pra'pauvzalz/ 64

proprietary /pra'praratari/ 15

protection /pra'tekfan/ 33

prototypes / 'prautata

prove your

e\hrr(xx at /pray'v c@t/ O
prioritize /prar’ DrItaIZ\1 \

rov;?@@xa 1dip daet/
Epsyc ometric tests

/,satkau,metrik 'tests/ 3

public holidays /,pablik
'holade1z/ 47

public limited company /,pablik
Jimitid '’kampoani/ /Plc 12

public telephone /,pablik
'telifoun/ 48

punctuality / pankt fu‘zlati/ 47

purchaser /'p3itfasa/ 19

purchasing managers /,p3:t[asin
'meenidzaz/ 19

purpose /'p3ipas/ 56

put back /put 'bak/ 51

put off /put 'pf/ 51

put through /put '@ruy/ 49

put up money /put Ap 'mani/ 32

qualifications / kwolifr'keifanz/
3,46

qualify as /'’kwolifar ez/ 4

quality /'kwolati/ 18,42, 43

quality circles /'kwolati ,s3:klz/
18

quality control / kwolati
kan'traul/ 18

quality of life / kwolati ov 'larf/
43

quality time /'kwolati 'tarm/ 43

question /'’kwest fon/ 59, 60

questionnaires /, kwest [o'neaz/
14

quoted /'’kwautid/ 36

racial discrimination /,reifal
di,skrimri'neifon/ 8

racism /'re1sizam/ 8

racist /'reisist/ 8

racketeers / raki'trorz/ 40

raise capital /reiz 'kapital/ 32

rally /'rli/ 37

rambling /'remblig/ 54

rat race /'rat re1s/ 43

rate /rert/ 35

raw materials /,ro: ma 19&)“
17,22 Gf
6tv/, T

nt/ 58
each b point / riztf
i3 ’%mt/ 28
ahst 1&n / rialistik ‘plaen/
reassure/ riza'fua/ 65
rebalancmg /rir'baelonsiy/ 43
recall /rr'kal/ 14
receivables /r1'sizvablz/ 29
receive /rr'sizv/ 53
receivers /ri'sizvaz/ 33
receivership /r1'sitvafip/ 33
recession /r1'sefen/ 39
recommended retail price
/,rekamendid 'riste1l prais/
23
reconsider its position
/ ritkan,'sida 1ts pa'zifan/ 65
record high / reka:d 'har 37
recover /ri'’kava/ 33
recovery /ri'kavari/ 33, 37
recruit /ri'krust/ 3
recruiter /ri'kruta/ 3
recruitment /ri'kruztmant/ 3
red ink /red 'igk/ 31
referees /,refa'riiz/ 3
references /'refaransiz/ 3
reforms /r1'faimz/ 19
register /'redzista/ 26
regulate /'regjalert/ 40
rehearse /ri'hais/ 59
remain steady /ri,mein 'stedi/
39
remote /ri'mout/ 44, 45



