Unit 1

1. At the top of the company hierarchy is the Board of Directors/Board of Management/Board of Managers, headed by the president.
2. Philips continued to develop new and exciting products like the compact disk, which it launched in 1983.

3. Philips’ headquarters are in Eindhoven. It employs 256,400 people and has sales outlets in 150 countries.

4. The supervisory board advises the board of management and oversees the implementation of company policy.

5. The Colgate Company was founded in 1806.
6. The company has always paid close attention to the environment and it has already made great progress in the use of recyclable bottles and packaging materials.

7. My job involved working with technically skilled personnel in maintaining the plant and equipment.
8. There are several competing companies entering the market and this has caused a 20% drop/fall in prices.
9. Last year was a good year for the company and our sales rose/increased considerably.

10. The fall/cut in production brought about the fall in profits.

11. Last year we were doing business well and this brought about an increase in salaries. 

      12. The successful marketing campaign increased sales dramatically.
13. The sales of toothpaste have risen/increased by 4.5%.
14. Procter & Gamble sales reached $10 billion in 1980.

15. Their poor management in Asia brought about a reduction in the research and development staff.

Unit 2

1. When a company decides to recruit/employ/hire new people, it may decide to advertise the job or position in the appointments’ section of a newspaper.

2. The company’s human resources department will select the most suitable applicants and invite them to attend an interview.

3. A growing number of companies are no longer satisfied with traditional job interviews, and they are requiring applicants to participate in a series of simulated exercises instead.
4. Employers want to evaluate if candidates are creative, entrepreneurial, flexible and how they would function under pressure.
5. Training for the employees can cost from $5000 for a lower-level manager to $250,000 for a top executive.

6. Most people hire people they like, rather than the most competent person.

7. Employers make hiring decisions in the first five minutes of an interview.

8. Even companies that have not started extensive testing have toughened their hiring practices.

9. I am presently employed by a non-profit making organisation, but my intention has always been to work in commercial environment.

10. My work experience involves public relations, but it also includes quality assessment procedures.

11. I expect the candidate to have a fairly good knowledge of what the company does, what he’s going to be expected to do and who he’s going to report to.

12. The candidate should understand what we do and then I review his CV and in particular his previous employment.

Unit 3 P

1. Department stores, such as Harrods in London, are large shops which sell a wide variety of products, usually from a city centre location.
2. Many large retailers operate from out of town locations with parking lots and shops that can/may be either hypermarkets or superstores.

3. Richer Sounds warrants an entry in the Guiness Book of Records for the highest sales per square foot of any retailer in the UK – 17,000 pounds.

4. The shops are like warehouses where speakers and music instruments are stacked from floor to ceiling.

5. Sephora has ambitious plans for the future and has recently opened a store in New York.
6. The franchisor provides an operations manual which contains all the information that the franchisee needs to run his or her business.

7. Vanessa Stein has an ongoing dialogue with McDonald’s and their field consultant visits her restaurant every week.

8. We have to conform the McDonald’s standards (quality, service, cleanliness), but the restaurant is actually our own business.
9. Before you are accepted for a franchise you have to undergo a six months’ training.

10. Managers must use their authority in order to manage their subordinates.

11. Managers often delegate authority.

12. In a country like Japan, the notion of personal space which we value so much simply has no meaning.

13. The difference between understanding a culture and ignoring its conventions can be the measure of success or failure abroad.
14. Pay attention in order not to confuse some small country with its better-known neighbour.

15. When you travel abroad familiarise yourself with the basics of business and social etiquette in that country.

Unit 3

1. Many countries have large retail chains which are organised nationally and sell a standardised selection of products.

2. Department stores such as Harrods in London are large shops which sell a wide variety of products, usually from a city centre location. 

3. Richer Sounds is a privately-owned retail chain.

4. Richer Sounds sells ten times more than Marks and Spencer.

5. Richer Sounds buys advertising space at a low price.
6. Sales have risen and the operating margin has soared from 3.4% in 1989 to almost 13% today.

7. Suppliers are keen to do business with this quirky retailer.

8. At Richer Sounds, staff are trained not to be pushy.

9. To encourage staff to follow the rules, Safeway employs an undisclosed number of „mistery shoppers“.

10. The majority of customers seem to be very happy with the improved service.

11. Price is not the only thing customers consider when making a decision about which product to buy.

12. Many retailers have extended opening hours and some are now even doing business on Sundays.

13. We made a loss of approximately $50,000 last year.

14. At the moment, they are making plans to expand business into other countries.

15. The customer complained that the employee had made a mistake and overcharged her for the CD player.

16. The man behind Richer Sounds success is its founder, managing director and 98% shareholder.

17. Richer Sounds sells discounted hi-fi from tiny, basic shops with low overheads.

Unit 4

1. Franchising is a business system in which a company (or franchisor) sells an individual (or franchisee) the right to operate a business.
2. The franchisee may also pay an advertising fee to contribute to the franchisor’s annual advertising and marketing costs.

3. The franchisor provides an operations manual which contains all the information that the franchisee needs to run his or her business.

4. She starts to organise her day before she gets to work.

5. If I’m doing the end-of-month figures, I generally have to work into the early hours.
6. Tom (my husband) had to do nine months’ training before we could even be considered for a franchise.

7. The franchisee has to find the necessary capital to open the business.

8. We will have to make our entire technical staff redundant because we have run out of operating capital.

9. Over 12 million taxpayers filed federal returns electronically this year.

10. The company uses names similar to well-known trademarks to sell cheap imitations.

11. Vodafone is cutting its call charges by 15%.

12. The post includes invoices from suppliers, marketing and training information from McDonald’s, bookings for the parties, or perhaps the monthly report from the „Mystery Diner“.
13. Once your application is approved, the franchise agreement signed, and the franchise fee is paid, you can expect it to take as long as six to eight months to be ready to open.

14. We are meeting next week to sign the lease agreement for the shop.

15. If business continues to grow at the same pace we may expand our premises to include more seating.

Unit 5

1. The amount of responsibility of any individual in a company depends on the position that she or he occupies in its hierarchy.

2. This means that employees at lower levels in the company hierarchy can use their initiative, that is make decisions without asking their manager.

3. Managers from Germany consider professional and technical skills to be very important.

4. Managers from the US generally attend business schools.

5. In India, people are often late for a scheduled appointment.

6. When you travel abroad show an interest in and at least an elementary knowledge of the country you are visiting.

7. Don’t appear too reserved at a meeting with foreign partners.

8. Gift giving is sometimes an integral part of the negotiation process when doing business abroad.

9. Expect delays, frequent changes in plans and cancellations.

10. A leader should be visible and approachable.

11. Leaders should be able to look at themselves objectively and analyse where they have made mistakes and where they have disappointed people.
12. Encourage team members to accept individual responsibility within the group.

13. The commission’s new president will be a Spaniard.

14. Leaders should not change their minds too frequently after a major decision has been made.

15. In large organisations, leaders should spend no more than four hours a day in their offices.

Units 6, 7

1. Banking services for general public and many businesses are provided by commercial banks or clearing banks which have branches throughout the country.  

2. Merchant banks are specialized in giving/providing advice on mergers and acquisitions. 

3. There are a chequebook, bank notes, coins, bills, a bank statement and credit cards in her purse. 

4. Just boot up your lap top and everything is there, at your fingertips – account balance, bank statements, reports, up-to-the-minute information about your currency and current account, standing orders, initiated payments, debits, surplus funds, invoices etc. 

5. You can access data outside the banking hours and you can withdraw cash from cashpoints/ATMs. 

6. Cost-effectiveness is one of the main reasons due to which many decide to do business with us. 

7. Using CHAPS, you can make a payment in foreign currency to any account on the same day subject to cut-off time of 3 pm. 

8. Our services dovetail with the needs of all clients who want salaries and wages to be paid on the very same day. 

9. We live in a consumer society which should pay more attention to environmental protection and prevention of pollution. 

10. The most significant environmental problems today are global warming, nuclear waste, oil spills and ozone layer depletions. 

11. Commitment to environmental protection is one of the most important business goals today, so sound business practices rely on using organically grown materials in production and green marketing. 

12. The company needs to address environmental issues and prepare a report every month with examples of tangible progress in this field which should provide long-term sustainability and raise consumers` awareness. 
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