Образцы текстов и заданий по деловому английскому языку для дополнительного чтения для студентов экономических специальностей заочной формы обучения
TEXT 1.

SPEAKING UP IS SO HARD TO DO

Managers find it difficult to say things, but experts believe that forever holding your peace is bad for business writes Margaret Coles.
"Most managers say the majority of their mistakes are to do with handling people badly." says the consultant Peter Renwick. "The problem is that they find it hard to be open with others, to say the things that are difficult to say in a way that doesn't damage a relationship".
Such restraint is bad for business, says Renwick, who works with executives to help them to develop their communication skills. Though many of us avoid saying what we really mean because we dread the consequences, holding our peace is infinitely more damaging, he says.
"Managers avoid confronting others because they think that would be negative, but doing nothing is negative, it uses up people's energy and slows them down", says Renwick. "If they're slow with colleagues, then they're slow with clients - and that doesn't make commercial sense".
Trying to manage the boss is often cited as a source of great difficulty. "It might be because he's a bully, or talks down to the executive or criticises him or her in front of clients and staff, » says Renwick.
Another common problem is an inability to tackle subordinates who are underper forming. "Managers often say they dislike confronting people because they are afraid of upsetting them, but avoiding that upset inhibits change ", says Renwick. "Those who want to take soft option should realize that senior people in the organisation will be watching how they deal with such problems".
The fear for many is that any action they take will make things worse, says Renwick. "But there is a price to pay if you do nothing, and that has to be lived with too ".
Assertiveness is a positive skill to learn. Manager's stature can be enhanced or damaged by details. "Small interactions in the corridor, the things you say or don't say in a meeting, even the way you respond to unpleasant comments. You have to ask yourself, 'Do I accept comments like that or do I deal with them?' It might be appropriate to point out that such comments upset you and you would prefer that they were not made. One way or another, that kind of thing must be dealt with, otherwise, they start to chip away at your self-esteem and you end up hating the other person and, if it goes on long enough, hating yourself.
"When you're not happy about a situation, it shows. If someone makes cutting remarks and you don't do anything about it, the next time you see him your heart rate goes up a little and your breathing becomes faster - that's bad for you and bad for business.
"The best way to deal with these difficult issues is by bringing them to the surface", says Renwick. That usually means learning how to be assertive. "Many people confuse assertiveness with aggressiveness, but in fact it's a very positive skill to learn".
Sometimes we have to work with people whose attitudes and beliefs are so different from your own that they might almost have come from another planet. "The trick is what you do with what you get», says Renwick.
"One strategy is to think of that person as though he or she were a difficult client - that will help you to find the right words to get your message across effectively and still be true to yourself. If you want someone to see a situation from your point of view, then you first have to try and see it from his or hers ", he says. " You have to know how to ask the right questions to be a good listener and build a rapport. That doesn't mean you have to agree, but it is important that the other party should understand what you feel».
Renwick, who is an associate of Sunbridge Park Management Centre, works with organizations throughout the UK, Europe and the United States, including the BBC, the European Space Agency, Kissan Ireland, and Greenpeace.
Developing self-awareness is the key to managing awkward situations, he says. "It's about taking time out every day to understand your emotions and what's going on, when a situation feels difficult, and thinking through what you want to say and how to say it.
"Very often managers come out of the meeting with the boss or a client and think, "I didn't want to say that; the thing I wanted to say was ...»
"Most people tend to wait until they feel comfortable before saying difficult things, but the reality is it will always feel difficult. So I advise people to practise in low-risk situations. When you start taking risks, having success, being more expressive, you will get more skilled at saying what you want to say.
"The other thing to understand is the old habits die out. Managers I've worked with often tell me they were doing well and then slipped back. There will be off days. You do need some courage to do this".
Renwick makes the point that everyone in an organisation has responsibility for its culture. "Say, for example, people talk behind each others' backs a lot, you have to ask yourself if you contribute lo the problem - perhaps simply by not saying that you think it's unhelpful. If you don't do anything about the problem, to some extent you are contributing to it ".
The people at the top should recognise that they may unknowingly be creating a culture that damages the organization. "I do a lot of work with people on their listening skills, and yet I know that many of them return to organizations that reward talkers. If companies want to bring about changes, they have to make sure they reward the things that they want to encourage.
1. Answer the following questions:
1.     What is a typical manager's problem?
2.     Why do some managers avoid confronting other people?
3.     What is considered to be a source of great difficulty?
4.     Why   is   it   difficult   to   talk   with   subordinates   about   their   poor performance? Would it be difficult for you?
5.     How should managers deal with unpleasant remarks?
6.     What is the difference between assertiveness and aggressiveness?
7.     How to build a rapport?
2. Explain the meaning of the following words and expressions:
1)    to speak up;
2)    to dread the consequences;
3)    to hold peace;
4)    to talk down to smb;
5)    to talk behind smb's back;
6)    a bully;
7)    "That has to be lived with too".
TEXT 2.

Economic Goods and Services
People begin to learn about economics when they are still very young. Even before they start school, they make two very important economic discoveries. They find that there are lots of things in the world they want. They also find that they cannot have them all. There is a big gap between what they want and what they can have.
Later, young people learn another lesson. When they watch television commercials, they discover that there are thousands of things they or their parents could buy. Gradually, they settle into two major economic roles: consumer and producer.
In the role of consumer, a person buys goods and services for personal use, not for resale. Consumer goods are products, such as food, clothing, and cars that satisfy people's economic needs or wants. Some consumer goods, such as food, do not last a long time. Other goods, such as cars or VCRs, last longer. Sooner or later, though, consumer goods are used up. Bananas are a typical example of perishable goods; by "perishable" we mean goods which cannot be stored for any length of time without going bad. Most foodstuffs are in the perishable category. Services are actions, such as haircutting, cleaning or teaching. Services are used up at the time they are provided.
A producer makes the goods or provides the services that consumers use. A person who makes lemonade and then sells it is producing goods. A person who shovels snow during the winter or clerks in a store is providing a service. Students working after school or during the summer earn money to buy some of the things they want - records, books, or a car. They are learning about the role of the producer.
In order to produce something, however, a person must first have right resources. Resources are the materials from which goods and services are made. There are three kinds of resources: human (people), natural (raw materials), and capital resources (capital, or the money or property). If either of these resources is missing, production will stop.
     The economy as a whole, like an individual, can produce only products
for which it has the right kind of resources. No economy can produce the
 things people want if it doesn't have enough of the right kinds of resources.
 And no economy has an unlimited supply of resources. In other words, there
is a scarcity of resources. Scarcity is the situation that exists when demand
for a good, service, or resource is greater than supply. In economics, you will study how people use their resources, to make the goods and to provide the services they want. Economics is also the study of how people decide who will get the goods and the services produced. Human wants tend to be unlimited, but human, natural, and capital resources are, unfortunately, limited.

The basic economic questions individuals and nations face are: What goods and services will be produced? How will they be produced? Who will get them? How much will be produced for now and how much for the future? The answers to the questions depend on a country’s human, natural, and capital resources? And also on its customs and values. Each country will answer these questions in a different way.  
1. Read the text and answer the questions.

1.    What do young people discover while watching television commercials?
What economic roles do they settle into?
2.    What can be said to prove that wants and needs are satisfied through the
consumption (use) of goods and services?
3.    How to distinguish between goods and services?
4.   What evidence suggests that human wants and needs are infinite
(unlimited) while our resources are finite (limited)?
5.   What is the major difference between the roles of a consumer and a
producer?
6.   What are the categories in which consumer goods can be divided?
7.    In what way is scarcity related to different types of resources?
8.    What are the basic economic questions facing both nations and
individuals? 

9.   Is there a difference between how the government and how the
customers answer basic economic questions? 

10. What is the basic service your educational institution provides you and
your community with? How does it answer each of the four basic
economic questions?
2. Say whether these statements are true (T) or false (F), and if they are false say why.
1.    People get acquainted with economics when they are still very young. 
2.    People make important economic discoveries only when they are old.
3.    There is no gap between what people want and what they can have. 
4.    People settle only into one role, the role of a consumer. 
5.    In the role of a consumer a person makes the goods or provides the services. 
6.    Consumer goods are products that satisfy people's economic needs or wants.

7.    All consumer goods last long. 
8.    Most foodstuffs are in the perishable category.
9.    Students working after school or during the summer to earn money for buying some of the things they want are learning about the role of a producer. 
10.  Outputs (goods and services) are produced from inputs (resources) sometimes called factors of production. These factors are land, labour and capital.

TEXT 3.
What It Takes To Run a Business

Most of us fantasize at one time or another about starting our own business, but few of us have the courage to make it happen. The prospect of going into business for ourselves, while appealing, is a risk few of us are willing to take.

But times have changed. More people than ever before are leaving their 6-figure salary jobs and starting their own businesses. In fact, experts estimate that some 1.500 new businesses are launched every day and that by 2000 70 percent of all businesses will be entrepreneurial.

Choosing the business that's right for you is probably the most important business decision you'll ever make. Maybe you already have a great idea for a product or service. Or perhaps you're still exploring some ideas. In either case, before you launch your business you'll need to assess your strengths and weaknesses, your likes and dislikes.

It may help to make a list of what you like and dislike. You'll also want to consider your non-tangible attributes, such as stamina, determination and resourcefulness. These qualities alone may be the determining factor of whether your business succeeds or fails.

Experts agree that two of the most important qualities an entrepreneur should possess are tenacity and perseverance. Getting a business off the ground can be extremely frustrating, and if you're the type who gives up easily, chances are you won't make it as an entrepreneur.

As a business owner you also must have the stamina and self-discipline to work long hours, the willingness to take risks and the confidence to make decisions. These traits will go a long way in helping your business thrive and flourish.

Don't worry if it takes you a while to determine what kind of business you want. It's much better to take your time and thoroughly investigate your options than rush into something. Some of the most successful entrepreneurs have spent time researching the market before finding their niche.

Special training or education is not required to start a business. Only one-fifth of new business owners have college degrees and more than one-third have never taken a business course.

Much of the knowledge you'll need to run a business can be learned through books, seminars and workshops. You may also want to consider taking a few business or marking courses through your local university or community college.

One of the best ways to learn about business is by talking to as many entrepreneurs as you can. Join a professional organisation in your area that is geared to your particular industry.

In addition, there are several organisations that can provide assistance. Contact your local Small Business Administration office or the Service Corps of Retired Executives. Both groups can provide professional advice and counselling and help you get your business off the ground. You may also want to consider hiring a business consultant to help you build a solid business plan.

One of the most important factors you'll need to consider before starting a business is your financial resources. If you are the sole provider for your family and have little savings stashed away, this may not be the time to give up a steady source of income.

Studies show that more businesses fail because of underfinancing and poor management than for any other reason. That's why experts say you should have enough saving put aside to support you for at least a year before you have to dip into your new business for income.

If you're having trouble raising the capital needed to launch your business, try the Small Business Association. The organisation often makes small-business loans to start-up companies or at least will refer you to the institutions that will. You may also want to consider obtaining independent investors or taking out a home equity loan.

Starting a new business not only demands a lot of hard work, but also requires financial and emotional sacrifice. Be prepared to give up vacations, weekends and evenings and to spend less time with friends and family. Entrepreneurship is not without drawbacks, and many people discover (often too late) that they are not cut out to run a business.

Harvey Mackay, the best selling author of "Sharkproof: Get The Job You Want. Keep The Job You Love In Today's Frenzied Market " (Harper Collins), offers these suggestions for anyone considering a business venture.

· Think small. Keep your overheads low by starting your business from home. Purchase only the essentials. Hold on to your day job as long as possible or at least until your business has started to take off.
· Get advice. Talk to other entrepreneurs. Find out how they got started, how much money it took and what they would do differently. Put together an advisory team that you can turn to for help.
· Adapt to change. In business, anything can happen. Be prepared for the unexpected.
· Draft a business plan. Analyze your market and study your competition. Determine who your potential clients will be and make sure there is sufficient demand for your product or service. Set goals for your company and review them periodically to see if you're meeting your expectations
Depend on yourself. Whether your business succeeds or fails depends on you alone. Make sure you have the temperament to work harder than you've ever worked in your life. 

1. Read the text and answer the following questions:

1. What things should be done to start your own business?

2. Can you prove that the following qualities are essential (or not needed) for a businessman:

               stamina

               determination

               resourcefulness

               tenacity

               self-discipline

               willingness to take risks

               confidence

3. What recommendations would you give to those who would like to start their own business?

2. Compare the following synonyms and use them in the sentences given below:

1) to be attractive – to be appealing;

2) to start a business – to launch a business;

3) to estimate – to assess;

4) to investigate – to explore;

5) extremely disappointing – frustrating;

6) to prosper – to flourish;

7) to grow strong and healthy – to thrive;

8) not to be in a hurry – to take one’s time;

9) it takes time – it takes a while;

10)to be connected – to be geared to smth;

11) to give up smth for a special purpose – to sacrifice.

1. A business cannot grow strong without good management.

2. Bright colours are liked by small children.

3. Columbus discovered America but he did not investigate it.

4. You must not be in a hurry to research the market before taking your niche.

5. Is it worth giving up your health to money-making?

TEXT 4.
The Philips Story

1. Before reading the text below about Philips decide whether you think these statements are true (T) or false (F):

1. It is the world's second biggest electronics company.

2. It has produced over 100 million TV-sets.

3. Its headquarters are in Amsterdam.

4. It was the first company to produce compact discs.

5. It is active in a small number of specialised businesses.

6. It provides the lights for famous landmarks such as London's Tower Bridge.

The foundations of the world's biggest electronics company were laid in 1891 when Gerald Philips established a company in Eindhoven, the Neverlands, to manufacture light bulbs and other electrical products. In the beginning, it concentrated on making carbon-filament lamps and by the turn of the century was one of the largest producers in Europe. Developments in new lighting technologies fuelled a steady programme of expansion, and, in 1914, it established a research laboratory to stimulate product innovation.
In 1920s, Philips decided to protect its innovation in X-ray radiation and radio reception with patents. This marked the beginning of the diversifications of its product range. Since then, Philips has continued to develop new and exciting product ideas like the compact disc, which it launched in 1983. Other interesting landmarks include the production of Philips' 100-millionth TV- set in 1984 and 250-millionth Philishave electric shaver in 1989.
The Philips Company
Philips headquarters are still in Eindhoven. It employs 256,400 people all over the world, and has sales and service outlets in 150 countries. Research laboratories are located in 6 countries, staffed by some 3,000 scientists. It also has an impressive global network of some 400 designers spread over twenty-five locations. Its shares are listed on sixteen stock exchanges in nine countries and it is active in about 100 businesses, including lighting, monitors, shavers and colour picture tubes, each day its factories turn out a total of 50 million integrated circuits.
The Philips People
Royal Philips Electronics is managed by the Board of Management, which looks after the general direction and long-term strategy of the Philips group as a whole. The Supervisory Board monitors the general course of business of the Philips group as well as advising the Board of Management and supervising its policies. These policies are implemented by the Group Management Committee, which consists of the members of the Board of Management, chairmen of most of the product division and some other key officers. The Group Management Committee also serves to ensure that business issues and practices are shared across the various activities in the group. The company creed is 'Let's make things better'. It is committed to making better products and systems and contributing to improving the quality of people's work and life. One recent example of this is its 'Genie' mobile phone. To dial a number you just have to say it aloud. Its Web TV Internet terminal brings the excitement of cyberspace into the living room. And on travels around the world, whether passing the Eiffel Tower in Paris, walking across London's Tower Bridge, or witnessing the beauty of the ancient pyramids of Giza, you don't have to wonder any more who lit these world famous landmarks, it was Philips.
2.Read the text and answer the questions:
1. What is management? Is it an art or a science? An instinct or a set of skills and techniques that can be taught?
2.  What do you think makes a good manager? Which four of the following qualities do you think are the most important?
1) being decisive: able to make quick decisions
2) being efficient; doing things quickly, not leaving tasks unfinished, having a tidy desk, and so on
3) being friendly and sociable
4) being able to communicate with people
5) being logical, rational and analytical F being able to motivate and inspire and lead people 

6) being authoritative: able to give orders
7) being competent: knowing one's job perfectly, as well as the work of one's subordinates

8) being persuasive: able to convince people to do things 

9) having good ideas Are there any qualities that you think should be added to this list?
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