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MPEaucCNOBUE

MBI XKUBEM B TAKOE BpEMsI, KOT/Ia X035 HCTBEHHAS 1€ TETb-
HOCTH Ha HaIllell TIaHeTe ¢ KaskKbIM TO0M IIPHoOpeTaeT
Bce 6oJiee BbIpaKEHHBII BCEMUPHBIN XapaKTep, a aHTJIHii-
CKUI SI3bIK (PAKTHUYECKU CTAHOBUTCS CTAH/APTHBIM S3bI-
KOM MeSK/Iy HapoHOTO 0b1meHust. CeroHst aHrIuicKuii —
3TO S3bIK KOMMEPIIUH, JeJOBOTO OOIIEHNsI, TIePEUCKH,
TEXHUUYECKON JOKYMEHTAIN U, PEKJIAMbl, THDOPMATUKU U
KOMMYHUKaIuil. [loaToMy B Halu THU TPYTHO 3aHUMATb-
Cs1 CePHE3HBIM JIEJIOM U OBITH MPeyCIeBAIOIUM MeHe [Ke-
POM, He BJIajiess OCHOBAMU aHTJIMHACKOTO SI3bIKA.

Ito yyebHOE mocoOre NPU3BAHO MOMOYb HAYMHAIO-
UM MEHEJ’KEPaM YKPENUTh U PAa3BUTh 3HAHUE JI€JI0BO-
ro aHrJaunickoro s3eika. Ho nmpu aToM, Kak 3TO HEPEAKO
CJIyYaeTcs B JKM3HU, TECTUPOBAHUIO MO/BEPraoTCs HE
TOJIBKO 3HAHUE SI3bIKA, HO U PA3HOCTOPOHHUE J[€JIOBbIE
KauyecTBa M YMEeHUs MeHeKepoB. M XoTs Ha cTpaHuIax
ATOU KHUTY BaM MPENCTOUT BCTPETUTh HEMAJIO IIYTOK U
AHEK/[OTOB, /IeJIOBble KAYeCTBA U HABBIKU YIIPABJIEHIIEB
IIPOBEPSIIOTCS BIIOJIHE Cepbe3HO. YTOOBI CYyMETh OTBETHTh
Ha BCe BOIIPOCHI M MPABUJIBHO BBITIOJHUTD yIPAKHEHUS,
HE0OX0AMMO OBITH HACTOSIUM MEHEKEPOM.

Kpome Toro, npakTudeckast eHHOCTh 3TOTO MOCOOU ST
oboraiaercsi TeM, YTO MOMYTHO YUTATETU MOJYYatOT
COBETBI TI0 JIEJIOBOU KyJIbType u atuke (Business Culture
Tips), KoTOpbIe IPUBOASATCS B KaKA0U TaaBe Mo Caey-
JOIUM 0003HAYEHUEM:

|Z| Business GuLture Tips

MHokecTBO MyTOK, Kapukaryp u anekaotos (Time for
a smile) B 9TOI KHUTe IPUBOAUTCS He CTONBKO IS CO3JAHUS
MPUATHOU aTMOC(EPHI, CKOJIBKO JIJIST CAMOOIIEHKN 3HAHU.
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8 BusiNEss ENGLISH nst YCMELIHBIX MEHEDKEPOB

XO0Ts 9yBCTBO IOMOpPA SIBASIETCSI OMHOU M3 HE3aMEHNMBIX
CTOPOH JIEJIOBOTO OOIIEH ST, MOKHO YTBEPKIATh, UTO aJIeK-
BaTHOe TTOHUMAaHUE MYTOK U I0MOPa SIBJSIETCS BasKHBIM
KpUTEPUEM yPOBHS 3HAHWI MWHOCTPAHHOTO SI3BIKA: TIpa-
BUJIBHOE WX BOCIIPUSATHE CBUIETETbCTBYET O JOCTATOUHO
BBICOKOM yPOBHE TIOHNMAHUI OTTEHKOB cMBIcTa. /s mo-
MOIIIY B MOHUMAaHWH YIIPaKHEHU, TECTOB, TEKCTOB, aHEK-
JIOTOB U KapUKaTyp B KOHIIE KaKIOH TJIaBBI TPUBOAUTCS
CJIOBApUK C TEKYTIel JIeKCUKOH 1 (ppaseosiorueii, 0oTHOCS-
meiics K JaHHOM ry1aBe, 110/ TaKMM 0003HauYeHeM:

@ VOCABULARY TO HELP YOU WITH THE TESTS

Kpome Toro, B KOHIle KHUTU HMeeTCss 000OIEeHHBI
anrio-pycckuit caosapb (Vocabulary). 3madueHus cios
B HTOM CJIOBape MPUBOJSATCS TJIABHBIM 00Pa3oM TOJIBKO
T€, YTO IPUMEHSIOTCS B HACTOSIIEM Y4eOHOM TT0COOUH.
Kuura cocTouT U3 Tpex yacTeil U JeBSITH IJIaB, CTPYK-
Typa KOTOPbIX MeeT MHOTo obiiero. Kaskaas riaBa co-
JEPSKUT YIIPAKHEHUS ¥ TECTBI, 0003HAYEeHHbIE TTU(PAMU:

9 EXERCISE

[IpaBubHBIE OTBETH MOKHO HAWTH B KOHIIE KaXK /IO TJ1a-
BBI 110/l TAKUM 0603HAYCHHUEM:

7 Key 1o GHAPTER

B kaxmoii riaBe MPUBOAITCS HEOOJbINNE MEPEUHU
nanoMaTnyeCKmux Bpra)I(eHI/IfI, OCHOBaHHBIX Ha 6330BbIX
rJaroJax, mo Asa 0J0Ka UAMOMATHYECKUX BbIPAKEHU I
B KaXX/I011 IaBse:

|1-| IniomaTic ENGLISH MADE EASY
HOCJIG Hepe‘{HH NANOMaTNYECKUX Bpra?KeHI/Iﬁ gaeTcAa

He6O0IBIION AaJior, B KOTOPOM HEKOTOPbIEC U3 9TUX U~
OM HaXOJAT IIPpUMEHEHHUE!



IIpeducnosue 9

|
ZI TEST YOUR VERBAL IDIOMS

[TpaBUIBHOCTD BHITIOJHEHUS 3TOTO YIPAKHEHUS TaKKe
MOJKHO IIDOBEPUTDH B IIepeYHe OTBETOB B KOHIE KaXKIO0H
TJIaBbIL:

Key 10 IpiomaTic ENGLISH MADE EASY

BeposiTHO, BBl oOpaTuTe BHUMaHWE Ha KapuKaTyphl,
a TaKykKe Ha MHOTOYUCJIEHHbIEe BPE3KU C Iy TKAMU U aHeK-
JOTaMU MO/ CJIeY FOITUM 0603HAYEHUEM:

TIME FOR A SMILE

ITU TEKCTHI TOXKE ABJIAIOTCS Ba)KHBIM y4eOHBIM MaTepu-
amoM. Kax, BmpoueM, 1 Myapbie MBICJIHT U ahOPU3MBI U3-
BECTHBIX JIMYHOCTEH 1 IIpeicTaBuTe el Ou3Heca, KOTOphle
NPUBOJIATCS B KaKJIOU IJ1aBe 10/l TAKUMU 3aTOJIOBKAMU:

E» InsiDE INFORMATION

JKenao yurarensiM TPUSATHBIX 4acoB paboOTHI C ATUM
y4eOHBIM MOCOOMEM ¥ yCIIEXOB B OBJIAJICHUHU JIE€JOBBIM
auriuiickum! Tiybokoe M MpoYHOE OCBOEHHUE SI3bIKa
TpebyeT crucTeMaTuyecKoi paboThl U yrnopceTBa. IToObI
YPOBEHb 3HAHUIN HE CHUIKAJICS, SI3bIKOM CJIE/[yeT T0JIb-
30BaThCs MJIU 3aHUMATHCS MOCTOSIHHO. TOJIBKO 3TO TIO-
CJIYKUT HaJIe)KHOU TapaHTUel TOCTOSHHON FrOTOBHOCTHU
SI3bIKA K YIIOTPEBIEHUIO.

TeMm, KTO HAHAET 9TO y4eOGHOE TIOCOOME MOJIE3HBIM, HACTO-
ATEJBHO PEKOMEH Y10 00paTUTh BHUMAaHUE Ha [Py THE KHH-
I 9TOI CeprH, a TaKKe yueOHbIe MOCOOMS 1 CIIOBAPH, BbI-
IIyCKaeMble U3/1aTeIbCTBOM «/[00pasi KHUTa» B cepuu «AHT-
nuiickuii ¢ Anekcanapom IleTpodeHKOBbIM — OBICTPO 13-
(bexTnuBHO». C 3aMeYaHUSIMU U TTOKEJTAHUSIMU TTPOIITY 00pa-
IIATHCS B U3AaTENbCTBO «/{00past KHUra» 1ub0 HEOCPEAC-
TBEHHO K aBTOPY 10 ajpecy: petrochenkov@yahoo.com.

Anexcandp Ilempouenxos



“It takes a second to send a message but a month to get
someone to act on it!”



Part 1

IMANAGERS’ MANNERS

E——" ConTents

Chapter 1. Greetings and meetings in Britain
Verbal idioms: see, think

Chapter 2. In Rome do as the Romans do
Verbal idioms: take, turn

Chapter 3. Teach them to strike the right tone
Verbal idioms: blow, make

And take time for a smile!

One learning strategy that you can use for any part of
your lesson is to seek out opportunities to practice. You
can listen to English language radio, find someone who
will speak English with you, send e-mail messages to Eng-
lish-language online discussion forums and read English
language texts.

You'll find it easier to understand a text if you've had
some previous experience with the topic. Read headlines or
the subject line. Are you familiar with the topic? Have you
ever read this kind of text before? If not, try to visualize
what it’s about. And if you can, find more texts like it and
practice reading them, too.

11



12 Part 1. MANAGERS’ MANNERS

TiME FOR A SCOTTISH SMILE

On Monday morning a Scottish businessman returned
twenty toilet rolls to the local supermarket with the
following letter:

Dear Sir,
Could you please refund my money
for these toilet rolls?
Our Japanese business partners
didn’t want to stay for the weekend.
Yours sincerely

lan McGregor




Chapter 1

GREETINGS AND MEETINGS IN BRITAIN

“Our stock just went up ten points on the rumour that
T was replacing you all with burlap sacks stuffed with
straw.”

Vladimir Kartoshkin sees an advert for a management
trainee in a Moscow business newspaper. It is a post with
Robotalot, a British company that produces robots for
domestic services. “This job would suit me down to the
ground,” he thinks. Vladimir knows that in business, how-
ever good you may think you are, most people judge you
only by your behaviour. And since he wants to land the job,
he buys a few books on business etiquette in order to create
a good first impression.

13



14 Part 1. MANAGERS’ MANNERS

ADVICE FROM THE EXPERT

Vladimir studies the first chapter by George Mikes
“How to be an Alien.” He is not sure what to think of.
See for yourself.

“This is a chapter on how to introduce people to one
another. The aim of introduction is to conceal a per-
son’s identity. It is very important that you should not
pronounce anybody’s name in a way that the other
party may be able to catch it. Generally speaking, your
pronunciation is a sound guarantee for that. On the
other hand, if you are introduced to someone there are
two important rules to follow:

If he stretches out his hand in order to shake yours,
you must turn it down. Smile vaguely, and as soon
as he gives up the hope of shaking you by the hand,
you stretch out yours and try to catch his in vain. This
game is repeated until the greater part of the after-
noon or evening has elapsed. It is extremely likely that
this will be the most amusing part of the evening.”

o

Other books see the problem differently. Has he bought
the right books? He doesn’t know which “expert” to be-
lieve. Which advice do you think is the most truthful?

a The English shake hands only in formal encounters.
b Businessmen don’t shake hands.
¢ They shake hands. It all starts with a handshake.

(2]

Vladimir is called for an interview. His future boss,
Mr. Brain, is waiting for him in his office. What do you
think is most likely to happen?
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a His future boss will stretch out his hand first.

b Vladimir takes the initiative.

¢ Shaking of hands is not appropriate in this situa-
tion.

©

How should Vladimir introduce himself? Should he
say?

a I'm Mr. Vladimir Kartoshkin.

b I'm Vladimir Kartoshkin.

¢ I'm Mr. Kartoshkin.

4

And what about Jane Kelly? Would she say?
a I'm Miss or Mrs. Jane Kelly.
b I'm Jane Kelly.

ADVICE FROM THE EXPERT

Now let’s go back to expert George Mikes and his sec-
ond rule:

“Once the introduction has been made you have to
ask about the health of your new acquaintance. ...
A dialogue like this:

Brain: How do you do?

Kartoshkin: General state of health fairly satisfactory.
Slight insomnia and a rather bad corn on left foot.
Blood pressure low, digestion slow but normal ...

Well, a dialogue like this would be unforgivable.”

Can Vladimir Kartoshkin trust George Mikes?




16 Part 1. MANAGERS’ MANNERS

(5

Suppose you are introduced to a potential customer. He
asks the famous question “How do you do?” What is
your reaction?

a Fine, thank you.

b And how are you?

¢ How do you do?

6

A good business partner arrives. How do you greet
him?

a How are you, Paul?

b How do you do?

¢ Hi, Paul.

(7

A colleague greets you: “How are you, Bob?” How do
you react?

a How do you do?

b How are you?

¢ Fine, thank you.

d Thank you, fine.

(8

You enter a British company. What are the reception-
ist’s first words?
a Good afternoon. Can I help you?

b Welcome. How can I help you?
¢ How are you? May I have your name, please?
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O

ADVICE FROM THE EXPERT

Here’s George Mikes again:

“After having been introduced ... you must not say
‘pleased to meet you’. This is one of the very few lies
you must never utter because for some unknown rea-
son, it is thought of as being vulgar.”

What do you think?
a Here, George Mikes is right.
b No, he is wrong.

10

Mr. Brain introduces Vladimir Kartoshkin to Andrew
Goodman, sales director, and Mrs. Child, his secretary.
What did Mr. Brain not say?

a Mr. Kartoshkin, I'd like you to meet Mrs. Child, our
secretary. And this young gentleman is Mr. Good-
man, our sales director. Mr. Kartoshkin will be our
new management trainee.

b Mr. Kartoshkin, I'd like to introduce Mr. Goodman,
our sales director. And I'd like you to meet Mrs.
Child, our secretary. This is Mr. Kartoshkin, our
new management trainee.

¢ Mrs. Child, I'd like you to meet Mr. Kartoshkin, our
new management trainee. Mr. Goodman may I intro-
duce Mr. Kartoshkin? He will start his job in your
department.



Part 1. MANAGERS’ MANNERS

18
TIME FOR A SMILE

Tom was reading an advert in the newspaper.
“Vacuum cleaner sought” was written in the paper.
Astonished he remarked to his wife: “What strange

jobs we have nowadays.”

|z| Business GuLture Tips

e Giving compliments is not part of business protocol and
can often cause embarrassment and awkwardness. Em-
ployees would, of course, be appreciative of praise from
superiors, but do not expect it. Compliments, especially
from strangers or very casual acquaintances can, in fact,
be taken with suspicion.

e Americans often converse on a first-name basis in a casu-
al, friendly manner. If an American businessperson uses
a first name in an introduction, it would be considered
snobbish and unfriendly not to do the same. If you're un-
sure of how friendly or formal the situation is (in speech
and in writing), use addresses such as Dr., Ms., Miss,
Mrs. or Mr., along with the person’s last name. If you're
unsure of a woman’s marital status, use Ms.

e “Dr.” can be a medical or academic title, and is often
used, especially among Germans, as part of their names
(e.g. in passports, in phone books, on official docu-
ments, all forms of official addresses, etc.). Accordingly,
Dr. Martin Meyer should be addressed as “Herr Dok-
tor Meyer.” If you are going to meet a professor, address
him/her as Herr [or Frau] Professor [Surname]. Accord-
ingly, Prof. Dr. Karin Schmidt should be addressed as
“Frau Professor Schmidt.” “Fraulein” is very much out
of fashion today in Germany. Once a girl comes of age,
she is normally addressed as “Frau” in public.
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Telephone etiquette expects the person who answers the
phone to identify himself to the caller with his last name,
in the home as well as in the office. A simple “hello” can
throw the caller off in slight confusion, leading him or
her to ask point blank “Whom I'm speaking to?” Note
that “hallo” is also often used to get someone’s attention,
much like “excuse me.”

Bring plenty of business cards. Businesspeople from the
Eastern Europe, Russia, Far East and Arab countries
should provide the English translation of the informa-
tion on one side of their cards, as well as the romani-
zation of their names, for easier initial communication.
Unless you will be exclusively dealing with Germans,
Frenchmen, Ttalians, and so on it is unnecessary to have
the reverse side translated into German, French, Italian,
and so on.

“The machine then selects the likely equations from
a complicated pattern of theoretical probable. It

calculates these, and the correct answer is put out on

a diskette. Then our Miss Smith files them God knows
where, and we can never find the damn things again.”



20 Part 1. MANAGERS’ MANNERS

[ J
| IpiomaTic ENGLISH MADE EASY

see BUOETb, CMOTPETb

see someone about BbISICHATb, COBETOBATbLCH,
y3HaBarb

see for oneself ybexgarbcs,

MOCMOTPETb CamoMy

see (someone) off NPOBOXaTb; BbIFOHATD,
BbINPOBaXUBaTb

see (someone) out BMOETb 33 OKHOM,
CHapy>Xu; NpoBOXaTb

see through (someone)  BWAETb HACKBO3b;
y3HaTb, MOHATb

see (something) through BblgepXxaTb; NPOXOaUTL

see to (it) npucMmartpveaTh, 3a60TUTLCH;

.
TEST YOUR VERBAL IDIOMS

A matter of personal interest

Denise: Oh, Jane, I've come to (1) you
a very personal problem. I've wanted to speak to you
about it for the last two days.

Jane: Oh yes? What is it? I haven’t got very long. I have to
goand (2) somebody at the railway
station.

Denise: Well, this is more important. You know I've (3)
your trick. I'm sure it was you who stole my
wallet and bank cards. I'm not so worried about the money
but I need the cash point cards. I'm determined to get them
back. I'm going to (4) this situation
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