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ВELARUSIAN STATE ECONOMICS UNIVERSITY-THE BEST STEP TO ECONOMIC EDUCATION
Practice makes perfect
I. Start up 
Comment on the following

No man is his craft’s master the first day
Answer the questions
1. What professions are the most popular nowadays? Why?
2. What factors should be taken into consideration before choosing a future profession?
Continue the idea
Higher education gives people...
I’m glad to be a first–year student because…
II. Vocabulary bank

Learn the words and give derivatives to them
to found, law, to provide, research, to incorporate, to supply, to equip, chair, to pursue, to approach, to implement, to require
What different meanings do the following words have?
chair, to manage, school, train, branch, body, bachelor, title, degree.
What is the difference between economy and economics, economical- economic?
III. Reading 

Before reading try to guess what the pride of BSEU is.

BELORUSSIAN STATE ECONOMICS UNIVERSITY

26 Partizanskiy Prospekt, Minsk 220070, Belarus http://www.bseu.by
Belarusian State Economics University (BSEU) was founded more than 75 years ago in 1933. It is among the largest universities in the country. It teaches students in the field of economics, management and law. The graduates of the University work in all the sectors of the national economy both in the country and abroad. The university has a developed infrastructure, which provides training and research within eight schools:

· School of Management;
· School of Accounting and Economics,

· School of Finance and Banking,
· School of International Economic Relations,
· School of Commerce Economics and Management,
· School of Marketing,
· School of Law,
· School of Language Studies.

In addition, BSEU incorporates Higher School of Tourism, Higher School of Business and Management, Consulting Centre for Commerce, a specialized school for pre-university training, and a specialized school for psychological and teaching updating. The University has Research Center, International Relations Division and Publishing Center. The University Library is one of the best supplied and equipped in the country. There is one branch of the University beyond Minsk - in Bobruisk. The University has 57 chairs, research laboratories, student hostels, and a retail trade center.

Since 1994 the training of students is done on a multi-level basis. The degrees pursued are those of bachelors, specialists (traditional university diploma) and masters. The graduates can continue their studies at postgraduate course (aspirantura and doctorantura).

The Belarus State Economic University's student body accounts for 15,000 students. 1,200 faculty members are teaching them, of whom 47 percent have advanced degrees and titles.

The priorities in teaching are given for training, a creative approach to mastering knowledge, as well as making conditions for the realization of individual abilities. The focus is made on providing of systemic level of studies, making connections among the subjects taught, establishing interdisciplinary courses, developing independent work skills, implementing active forms of the teaching process, and effective methods of testing.

The University is proud of its technical equipment. It has about 40 computer classrooms, training bookkeeping centers, as well as automated PC-based training offices for specialists in management, finance, banking, and commerce. Lecture halls have slide projectors and other required technical equipment. A few classes are fully equipped for language study. Satellite TV, Internet and local computing network are widely used in the teaching process.

Acquiring new techniques of teaching and exchanging experience in teaching combined with doing research on topical issues of economic development are made possible due to fruitful contacts with companies, agencies, and partner universities, including those beyond Belarus.

The graduates are pride of the University, many of them went on to distinguished careers. The class of 1936 gave former BSSR Minister of Finance, Prime Minister of the State Planning Board, the deputy-chair of the Board of Ministers of BSSR. A. E. Gurinovitch, who was the Foreign Affaires Minister from 1966 till 1990, is among the graduates of 1949. LN. Stashenkov (the class of 1957) served j as the BSSR Minister of Trade. P.A. Kapitula (class of 1958) worked as the Head I of the Analytical Centre for the Republic President's Administration and as President's Assistant-in-chief and many others.

In 1997 BSEU was officially awarded the status of Leading Educational Establishment in economists’ training.

BSEU is a full member of the European Universities Association and takes part in many international programs.  
IV. Vocabulary extension

Translate the phrases and use them in the sentences of your own
A developed infrastructure, a retail trade centre, a multi- level basis, effective methods, to be proud of, to exchange experience, to be awarded, to take part in international programs 
Match the halves

1. the graduates               a.  of establishment

2. a member                     b. of the University
3. the status                      c.  of teaching
4. the sectors                    d. of abilities

5. techniques                    e. of the national economy
6. realization                     f. of Association
V. Comprehension

Choose the right variant
1. The University has a…infrastructure.
a. developing   b. developed  c. highly-developed

2. The University is proud of its…

a. sports gym   b. technical equipment   c. library
3. The training of students is done on the …basis.
a. free   b. multinational    c. multi-level

Say whether the statements are true or false

1. BSEU teachers students only in the field of management and law.

2. BSEU incorporates Higher School of Business and Marketing.

3. The University has its own publishing centre.

4. Satellite TV and local computing network are rarely use in the teaching process. 
5. The students take part in many international programmes.
Answer the questions

1.  How old is BSEU?
2. What schools are there within BSEU?
3. What does BSUE incorporate in addition?
4. What do you know about the Library?
5. What degrees can the students receive?
6. How many students does BSEU account for?
7. What are the priorities in teaching given for?
8. Why is BSEU proud of its technical equipment?
9. Why are the contacts with companies, agencies and partner universities important?
10. Who is the pride of the University? Why?
11. Why was BSEU awarded the status of Leading Higher Educational Establishment in economists' training?
Prove that
1. The University is the centre of students’ activities.

2. It is the place where the students feel themselves at home. 
VI. Follow- up 
1. Find some pictures of the University and some more information about it to make a good presentation.

2. Think about a motto, a logo or a small poem.

3. Think about other interpretations of the letters BSEU.

SCHOOL OF FINANCE AND BANKING TO ACHIEVE TOP RANKING
Don’t stare up the stairs- step up the stairs
I. Start up

Answer the questions
1. Which associations do you bear in mind seeing the name of the school?

2. As a student of the economics university would you give advice to a school-leaver about enrolling at the School of Finance and Banking? If yes, give at least five sound arguments, if not - profoundly explain why.

3. Draw a probable career ladder that a graduate of the School of Finance and Banking may have in the future. Describe every step in detail.

4. Use ten adjectives to describe the appearance and character of 

a. a freshman of the School of Finance and Banking

b. a graduate of the School of Finance and Banking

II. Vocabulary bank

Learn the words
School – a department or faculty of a university concerned with a particular subject or study;

Major – 1. (noun) a student’s principal subject or course. 2. (verb) specialize in a particular subject at college or university;

Associate professor – an academic ranking immediately below full professor;

Full-time student – a student who studies on a full time basis

Correspondence course – a course of study in which students and teachers communicate by mail.

Joint venture – a commercial enterprise undertaken jointly by two or more parties which otherwise retain their distinct identities.

Postgraduate student – a student with a first degree from a university who is studying or doing research at a more advanced level.

Alumnus (amer.) – noun (pl. alumni) a graduate or former student of a particular school, or university

Scholarly – involving or relating to serious academic activity;

Placement – temporary posting of someone in a workplace to enable them to gain work experience;

Thesis – a long essay or dissertation involving personal research, written by a candidate for a university degree.

Use terms in the box to complete the paragraph
	Economics      school     postgraduates         full-time                   correspondence      major        associate professor            alumnus  


The … of International Economic Relations is considered to be one of the most prestigious at the university. It trains students in such … as: World Economy, Business Administration etc.. The faculty educates over … and … students and over 60 … who are to comply with strict requirements in the professional field. The … of the faculty acquire profound knowledge in international management and marketing. The school employs professors, ... , and holders of master’s degree.

Practise your vocabulary

You are a leader of a students’ association and have been asked to produce a simple questionnaire which must be given to a freshman to find out what they are looking for starting their course of study at School of Finance and Banking. You have been given an example of a question such as might be included in the questionnaire:

1. Which majors do you consider to be an absolute must for your future specialty?

Now you are to devise ten additional questions based on these key words

a)curriculum, b)assignment, c)opportunity d)lifelong/continuing education e)scholarly work, f)extra class activities, g)deadlines, h)assessment, i)research, j) drop out, k) scholarship.

What different meanings do the following words have

Bachelor, degree, title
III. Reading

Before reading the text, read the following statement. How do you understand its meaning? Draw parallels between its meaning and the topic of the unit 
“The fireworks begin today. Each diploma is 
a lighted match. Each one of you is a fuse.”
Ed Koch
THE SCHOOL OF FINANCE AND BANKING
The School of Finance and Banking was established in November 2002. 
The School of Finance as a separate unit functioned between 1964 and 2002. 

Previously training of the students majoring in finance and credit was carried out by other schools. The school was headed by: A. Shashkovski, Associate Professor (1964-1974); G. Kravtsova, Associate Professor (1974-1992); G. Multan (1992-1998), Associate Professor; V. Bas, Associate Professor (1998 – 2004). 

The School of Banking as a separate unit was established in 1992 and existed till 2002. The dean of the school was PhD, Prof. S. Tkachuk. 

The school of finance and banking trains full-time students with majors in 1-25 01 04, Finance and Credit (specializations 1-25 01 04 01, Finance, 1-25 01 04 04, Insurance, and 1-25 01 04 07, Finance and credit in foreign economic activities ).The period of study is 5 years. 

The graduates majoring in 1-25 01 04, Finance and Credit (specialization 1-25 01 04 02, Banking) are capable to perform economic, institutional and managerial, analytical and research activities, mainly in banks and other financial and crediting institutions and establishments. 

Moreover, the school offers reduced apprenticeship (3.5 years) for full-time students majoring in Finance who finished specialized secondary educational establishments, colleges and technical schools cum laude. 

The school also trains correspondence students (apprenticeship 5.5 years) majoring in Finance. 

The graduates are qualified as economist. Depending on the specialization chosen they may work in the following spheres: taxation institutions; financial institutions; financial departments of enterprises of various types of management and different ownership; government institutions; institutions of crediting, social and cultural spheres, etc. (specialization Finance); insurance companies (specialization Insurance); joint ventures and foreign enterprises and units engaged in supporting foreign economic activities both public and economic (specialization Finance and credit in foreign economic activities). 

The School comprises the following departments or chairs: 

· the Department of Finance and Financial Management; 

· the Department of Taxes and Taxation; 

· the Department of Banking; 

· the Department of Currency Circulation, Credit and Stock Market; 

· the Department of Budget and Finance in Foreign Economic Activities; 

· the Department of Information Technologies. 

At present, the school is represented by more than 2000 full-time students, about 2000 correspondent students, over 50 postgraduate students, about 400 faculty members and employees forming these five departments. The school uses wide up-to-date experience of training qualified economists for various economic spheres both national and foreign. It suffices to say that most CEOs in Belarusian banks are its alumni. 

The training process provides students with general theoretical knowledge in Economic Theory, Statistics, Accounting, Business Analysis, Marketing, etc. They acquire deep knowledge of their major educational disciplines concerning monetary relations, state finance, enterprise finance, banking activities and information technologies in banking. 

Students receive practical training, prepare and defend their diploma theses which helps them acquire skills necessary for independent decision-making in financial and crediting spheres and bankers' discount. Practical classes and lectures are delivered by experienced lecturers, including guest professors from foreign universities. Qualified experts from the National Bank and leading commercial banks of the Republic of o Belarus, too, deliver lectures at the School. They manage to combine scientific work and teaching with their main professional activities. It brings to classes more information, quicker assimilation of new banking technologies and knowledge of prospects for banking system development. 

To improve the quality of education and for the students to acquire some practical skills there was established a study room on the basis of ASB “Belarusbank” branch 511 that is located in the University building. Students have got an opportunity to get directly acquainted there with work environment of their future profession. 

Much attention is given to scholarly and research work. The Students' scientific society is divided into scientific sections. The scholarly and research work is guided by most experienced and qualified teachers. 

Students have an opportunity of participating in conferences or publishing their research papers even abroad. 

Under the auspices of the World Bank representative office in Minsk , the auditing company “Delloyt & Tush”, “Priorbank” etc. they organize students' scientific works competitions. 

As a rule, interns are more successful in applying present-day methods of financial operations, mastering new types of services and offering them to clients. The graduates who are good at foreign languages get an opportunity of practical placement abroad. The graduates inclined to scientific research may take a post-graduate course, prepare their master's and doctoral theses and be awarded an academic degree. The school has Dissertation defense boards for both doctoral and post-doctoral theses.
IV. Vocabulary extension

Explain the meaning of the following words or phrases
Taxation institution, thesis, foreign economic activity, defend one’s diploma.

Complete the table
	Verb
	Adjective
	Noun

	
	
	Experience

	
	Practical
	

	To master
	
	

	Assimilate
	
	

	
	
	Prospect

	Deliver
	
	


Read the article again and find word and expressions that mean the following

1. the process of bringing a person to an agreed standard of proficiency, by practice and instruction;

2. to perform or cause to be implemented;

3. chances or opportunities for success or wealth

4. a division or office of a large business or organization, operating locally or having a particular function.

5. The process of reaching decisions.

Using the word or word expression given complete the second sentence so that it has a similar meaning to the first
1. The director of the department is a new person who has already has one the sympathy of employees by his creative ideas and easy-going approach.(headed by).

2. When did they found Belarusian State University? (establish)

3. The delegation’s visit was arranged with the help of the UN.(auspices)

4.  Who was your lecturer in International Law? (deliver)

5. Memory development helps you to master material much faster. (assimilation)

V. Comprehension

Read the text again and answer the following questions
1. When was the School of Finance and Banking established?

2. What kind of competences do graduates of the School of Finance and Banking possess and in which spheres can they work after graduation?

3. What kind of educational disciplines do students study at the School of Finance and Banking?

4. What is academic staff of the School is famous for?

5. Do you consider the School of Finance and Banking to be suitable for research and scholarly work?

6. What kind of facilities does the School have in order to provide its students with practical skills?

Complete the following sentences
1. The School of Finance and Banking trains full-time students with majors in…
2. The School offers reduced apprenticeship (3.5 years) for…
3. The School comprises the following departments:

4. The graduates who are good at foreign languages…

VI. Follow up:

1. Work out the list of rules that every student of the School of Finance and Banking is supposed to know.

2. Work out a layout of the website of your School.

3. Draw your professional career ladder and explain all the steps.

FINANCE MATTERS. WHAT DOES IT MATTER?
In business saving the pennies often means losing the pounds

I. Start up

Discussion 
1. What are the advantages and disadvantages of being well-off?

2. What would you do if you unexpectedly inherited a pretty large sum of money?

3. What are the advantages and disadvantages of borrowing money from a bank? A friend? A loan shark?
4. Is it possible to imagine the world where money in the form of coins and paper notes will no longer be used?
5. How do you understand the word “finance”? What can be “financial”?

Comment on the following

1. “Neither a borrower nor a lender be”? (Lord Polonius in “Hamlet” by William Shakespeare).
2. He who has four and spends five, needs neither purse nor pocket. 
3. Money is the root of all evil but a man needs roots.
4. Nowadays people know the price of everything and the value of nothing.
What do you think the following sayings mean
1. No great loss without some small profit
2. A fool and his money are soon parted

3. Money can’t buy love

4. Money opens all doors 

Do you know that coins were made of silver, copper, aluminium, nickel, plastic and even pressed leaves?

II. Vocabulary bank

Give your definitions to the following

Bribe-

Barter-

Gold fever-
Cash- 

Convert-
Learn the given definitions and use them in the sentences of your own
Financial capital- the liquid as opposed to physical assets of a company.

Financial futures- future contract in currencies or interest rates.

Financial instrument- formal financial document.

Financial intermediary- bank, society, insurance, company etc. that holds funds borrowed from lenders in order to make loans to borrowers.

Find additional information and give definitions to the following

Financial assistance, financial ratio, venture capitalists, stock market, financial adviser, letter of credit  

Complete 

1. to lend money means…

2. to borrow money means… 

3. to make a profit means…

4. a financier is a person who…

5. free of charge means…

Translate and learn the words and expressions. Make up your own sentences with them
shares/ stocks, bonds, revenue, portfolio, quotation, exchange rate, liabilities, interest rate, assets, venture, mortgage, to pledge collateral 

Find the opposite
increase     purchase

sell            loss      

debit         save

spend        credit

profit        decrease

Explain the differences between
Salary- wages- profit-gain-revenue. 

Match

Human capital, risk capital, share capital, venture capital, working capital, fixed capital

1. Money to carry on production

2. Money a company has raised from investors who bought shares

3. Money invested in a project with a high chance of failure

4. Money a company borrows to start up a new business

5. The perceived value of people and their skills.

6. Refers to items bought once and used for a long period of time: real estate, equipment.
III. Reading 

Before reading the text answer the following question: What are the commonest ways for businesses to raise finance?
WHAT IS FINANCE

The field of finance is broad and dynamic. It influences the lives of every person and every organization, financial and non- financial, private or public, large of small, profit- seeking or non- profit. Finance can be defined as the art and science of managing money. All individuals and organizations earn or raise money and spend or invest it. Finance is concerned with the process, institutions, markets, the instruments involved in the transfer of money among and between individuals, businesses and governments.

Financial markets, institutions or intermediaries, and business financial management are basic elements of well- developed financial systems. Financial markets provide the mechanism for carrying out the allocation of financial resources or funds from savers to borrowers. Financial institutions such as banks and insurance companies, along with other financial intermediaries, facilitate the flow of funds from savers to borrowers. Business financial management involves the efficient use of financial capital in the production and exchange of goods and services. 

One of the primary considerations when going into business is money. Without sufficient funds a company can’t begin operations. The money needed to start and continue operating a business is known as capital. A new business needs capital not only for ongoing expenses but also for purchasing necessary assets. These assets - inventories, equipment, buildings and property - represent an investment of capital in the new business. 
How this new company obtains and uses money will determine its success. The process of managing this capital is known as financial management. In general finance is securing and utilizing capital to start up, operate and expand a company.
To start up a business a company needs funds to purchase essential assets, support research and development, buy materials for production. Capital is also needed for salaries, credit extension to customers, advertising, insurance and many other day-to-day operations. In addition, financing is essential for growth and expansion of a company, because of competition in the market, capital needs to be invested in developing new product lines and productions techniques and in acquiring assets for future expansion.
Businesses can raise money either through debt or equity. If business is raising debt they go to the bank, get a bank loan; it could be secured or unsecured. If  a business is raising money through equity they can go to private investors, venture capitalists or through a public offering on the stock market. The means that you use to raise the money depends very much on the type of business, the business stage that your business is at, and the revenue flows that come from a business. And raising money depends on the economy, on the concept of your business, on having the right people in your business and having contacts with investors outside in the market. If you are in a start-up situation, it’s very unlikely that you go and get a bank loan. You would go to private investors and equity. If you are in a growth business with strong cash flow, you could probably use debt, although it can be more expensive than equity because of the interest rate you need to pay to the bank or to whoever is lending you money. 

In financing business operations and expansion a business uses both short- term and long- term capital. A company, much like can individual, utilizes short-term capital to pay for items that last relatively short period of time. An individual uses cards for buying such things as clothing or food, while a company seeks short-term financing for salaries and office expenses. On the other hand, an individual uses long-term capital such as bank loan to pay for a house or a car - goods that will last long period of time. Similarly, a company seeks a long-term financing to pay for assets that expected to last many years.
Generally, short-term financing must be repaid in less than one year, while long-term can be paid over a longer period of time.  
IV. Vocabulary extension

Give the synonyms to the following words from the text

broad, influence, seek, basic, to involve, to continue, efficient, to expand, a customer, essential
Give definitions to the following expressions
revenue flow, controlling shareholders, to give input and support, secured(unsecured) loan.
Make up sentences of your own using the above mentioned words and expressions
V. Comprehension
Choose an appropriate word to complete the sentences
Finance can be defined as the art and science of (managing, wasting, earning) money.
Financial markets provide the mechanism for carrying out the (expansion, allocation, consumption) of financial resources.
Without (compulsory, unlimited, sufficient) funds a company can’t begin operations.
A new business needs capital not only for ongoing expenses but also for (accompanying, purchasing, delivering) necessary assets.
If a business is raising money through equity they can go to (private investors, private banks, the central bank).
An individual uses (short-term, venture capital, long-term capital) such as bank loan to pay for the goods that will last long period of time.
Answer the questions

1. Why is the field of finance broad and dynamic?

2. What are the basic elements of well- developed financial systems?

3. What does a company need to start up a business?
4. Do start-up companies raise money through debt or equity?
5. How do growth businesses raise money?
6. What does the process of raising money depend on?
7. What is the difference between short- term and long- term capital?
VI. Follow up

Share your ideas 
You would like to start your own business. What sources of funds will you choose and why? You may use the following:
(equity capital, personal funds- saved or inherited, loans from relatives and friends, commercial bank loans, mortgage loans, venture capitalists).
Make up dialogues 

1. One of you has just won 10 ml. Bel. rubles and wants to secure his or her long- term financial future. Discuss the ways of investing the money.

2. A naughty “child” asks his or her parents for money to start a business.

3. You are asking for financial advice at the financial bureau to start a small company to sell…. 
Make up a list of tips for a financial success
ON THE BANKS OF BANKING

A banker is a person who lends you an umbrella 
when the weather is fair, and takes it away when it rains

I. Start up

Discussion
1. What banking facilities do you use?

2. What services do commercial banks offer in your country?

3. What is a credit card? What are pros and cons of using it? 
II. Vocabulary bank
State the difference between: an account - a bill, a loan - a mortgage; 
Give definitions to the following
A bank…

Affiliated bank…

A banker…

Banking…

Bank services…

Match the terms with the definitions

1. Cash dispenser  
2. Loan

3. Mortgage

4. Overdraft 

a. an arrangement by which a customer can withdraw more from a bank account than has been deposited to it

b. a loan, usually to buy property

c. a fixed sum of money on which interest is paid

d. a computerized machine that allows bank customers to withdraw money
Match the synonyms 
to be accountable to
-
to carry out
to appoint
-
to make laws
approval
-
payment
to implement
-
to choose for a post
interest rate
-
to outline
to issue
-
to conformation 
legislation
-
to release
to draft
-
to be responsible
III. Reading
Before reading answer the questions
1. What recent developments in banking can you name?
2. Do you keep your money in a bank?

3. What is ATM?

THE NATIONAL BANKING SYSTEM OF BELARUS
The national banking system of Belarus represents an efficient and quickly developing sector of economy formed in accordance with the objectives of social and economic development and taking account of the world standards and rules. 

The banking system of the Republic consists of the following two levels:

Level one.
The National Bank of Belarus occupies the central position in the country's banking system and is accountable to the Parliament. The Head of the National Bank is appointed by the Presi​dent. His deputies and members of the board are appointed by the Presidium of the Parliament.
The National Bank is an independent institution acting within the limits of the legislation and its Charter. The Charter is the subject to approval by the Parliament. The Bank sends annual reports of its activities to the Parliament.

In cooperation with the government, the National Bank drafts and sends to the Parliament the guidelines for financial and credit policies for the coming year and reports the implementation of such policies in the previous year.

The National Bank regulates inflation chiefly by internationally accepted economic means, such as interest rates, minimal requirements for banking services and activity on the open financial market.

The National Bank acts as a creditor, economic advisor and representative of the government on the financial market.

The National Bank participates in the work of international organizations. It co-operates with the International Monetary Fund, World Bank and European Bank for Reconstruction and Development and foreign banking and financial control institutions.

The main functions of the National Bank are:
-develop and pursue monetary policy of the Republic of Belarus;

· to issue money;
· to regulate money circulation;
· to regulate credit relations;
· to carry out foreign exchange regulation;
· to act as a central depository
· it has the exclusive right to issue money
The National Bank does not provide crediting to economic entities. Under the current legis​lation, crediting, cash collection and other financial services are provided to economic entities by commercial banks.

Level two.

Businesses that distribute or deal in money are called financial institutions. The most familiar of them are commercial banks, savings banks, savings and loan associations, mutual savings banks, credit unions, investment banks and so on.

A commercial bank is a privately owned profit- making corporation. It serves both individuals and businesses by offering checking and savings accounts, loans and credit cards. It also deals in some brokerage, insurance and financial advice.

The commercial bank is the most important source of short term loans for businesses. Sometimes the borrowers pledge collateral to back up the loan. Such loan is a secured loan. Companies with a good financial position are given the prime rate of interest which is the lowest commercial interest rate. 

The commercial bank offers its customers accounts of two types: demand deposits and time deposits. A demand deposit makes the money in it available to depositors immediately, while a time deposit requires depositors their money with the bank for a stated period of time.

Most banks offer their customers various savings certificates, called certificates of deposit. The highest interest rate is paid to the customers who deposit their money for a longer period.

Banking services are not free and banks charge fees for them.

Technological innovations and increased competition in the face of banking. Banks and other financial institutions are using com​puter technologies. One of the innovations is the electronic funds transfer which transfers money from individuals to the bank, from bank to bank, and from city to city through an electronic system.

Large and small banks have installed automatic teller machines out​side their buildings. A customer can get cash, make loan pay​ments, or transfer money from one account to another at any time of the day or night. The key to the automatic teller machine is a debit card which helps to make transfers directly to and from a customer's checking account.

The legal foundation of the banking system functioning was laid in the Banking Code of the Republic of Belarus and normative legal acts of the National Bank. Such legislation establishes the guidelines of the banking activities and legal status of the subjects of banking relationships, regulates relations between the same, and establishes the procedure of formation, activity, reorganization, and dissolution of any banks (non-banking financial institutions).

The banking supervision system formed in this country substantially complies with the world standards. In includes the following stages:

· licensing of any banks and non-banking financial institutions; 

· remote supervision on the bases of accounts; 

· local supervision in the form of inspections, and taking appropriate measures relative to the banks that violate the banking legislation or face financial crisis; 

· reorganization and dissolution of the banks, if necessary. 

Informational transparency of the banking activities is ensured in Belarus (subject to keeping the bank secrecy as established by the law), such method being the most efficient for development of healthy competition, maintaining strict discipline in the banking market, protection of the interests of the creditors and depositors. 

According to the banking code, the banks have to publish their annual statements (balance sheet, profit and loss statement, statement of capital movement) approved by the auditing company, in the official mass media not later than on April 25 of the year following the financial year. Such information shall also be placed in the site of the National Bank of the Republic of Belarus and appear in the Banking Bulletin (informational issue) published by the National Bank. 
IV. Vocabulary extension

Make up sentences with the following words and expressions 

Advisor, economic entity, money circulation, financial services, interest rate, annual.
Match the expressions with their definitions:
1. Innovation-            a contest at which smth. is tested
2. Competition-          material made up for special purposes
3. Debit-                      smth. new that is introduced
4. Retailer-                  piece of business
5. Network -               entry of a sum of money
6. Diversification-     tradesman who sells goods in small quantities
7. Transaction -          given variety
Choose the appropriate words and combinations 
1. The National Bank is an independent institution acting within the limits of the (constitution, legislation, liability) and its Charter.

2. The National Bank drafts and sends to the Parliament the (guide, guidance, guidelines) for financial and credit policies for the coming year.
3. The National Bank acts as a creditor, economic (achiever, accredited, advisor) and representative of the government on the financial market.

4. A commercial bank serves both individuals and businesses by offering checking and savings (accounts, bills, letters of credit).

5. The highest interest rate is paid to the customers who (deposit, invest, accumulate) their money for a longer period.
6. According to the banking (law, curriculum, code) the banks have to publish their annual statements in the official mass media.
V. Comprehension

True or False
1. The National Bank of Belarus is accountable to the President. 

2. The Head of the National Bank is appointed by the Presidium of the Parliament. 

3. The Charter is the subject to approval by the government.

4. The National Bank regulates inflation by internationally accepted economic means. 
5. Commercial banks act as a creditor, economic advisor and representative of the government on the financial market.
6. The banking supervision system formed in this country substantially complies with the world standards
7. The National Bank provides crediting to economic entities. 
8. Banking services are free and banks charge fees for them.
9. The face of banking is changing.
10. The electronic funds transfer transfers money only from individuals to the bank.
11. Large and small banks have installed automatic teller machines in​side their buildings.
12. The key to the automatic teller machine is cash which helps to make transfers directly to and from a customer's checking account.

13. New financial institu​tions are handling all types of transactions.
Complete the sentences 
1. The national banking system of Belarus represents…
2. The Head of the National Bank is...
3. The National Bank is an independent institution...
4. The National Bank participates in the work of international organizations...
5. A commercial bank is…

6. Companies with a good financial position are given…

7. The legal foundation of the banking system functioning was laid in the…

8. According to the banking code, the banks…

Answer the questions 
1 .What position does The National Bank occupy? 

2. What is the Charter?
3. Whom does the National Bank cooperate with? Why?
4. By what means does the National Bank regulate inflation?
5. With what international organizations does the National Bank cooperate?

6. What are the main functions of the National Bank?
7. Why do the borrowers have to pledge collateral?
8. Why have large and small banks installed automatic teller machines out​side their buildings?

9. What stages does the banking supervision system include?

10. Is informational transparency of the banking activities ensured in Belarus?
VI. Follow up
1. Debate the following “Central banks should be controlled by bankers rather than elected governments”.                  
2. Describe banks and their services in 50 years.
3. Make up dialogues “Taking a loan in a bank”.
TO INVEST OR NOT TO INVEST... THAT’S THE QUESTION
Much coin, much care
I. Start up 

How do you understand the words “investors”, “investments”?

What is “cash”?  “To pay (in) cash” means…

Comment on: In for a penny, in for a pound.

What do you prefer: to spend money or to save it?  Why? 
II. Vocabulary bank
Translate the following expressions and use them in the sentences of your own
stock exchange, stock jobber, bonus stocks, common (general) shares, industrial shares, controlling block of shares, dividend on shares, to share earnings, quotation of shares, to swap the surplus cash, utility, trust, to be in high demand, preferred stocks.
Give definitions to the following: fund, trade, dividend
III. Reading
Before reading name the aims of the investors.
INVESTORS AND INVESTMENTS
Investors may be organizations or individuals. Organizations as institutional investors buy securities with their funds or funds held in trust for others. Major institutional investors are insurance companies, pension funds. Insurance companies make their investments generate profits and funds for paying future insurance claims. A pension fund wants to make money on its investments so that it can pay off pensioners.

The other types of investors are individuals who trade securities for their own accounts. They often use these funds for major purchases such as a house, retirement income, or as a source of cash in case of emergency.

The objectives of investors can be identified in terms of speculation, growth, income. 

Some investors set an objective of achieving big payoffs. They engage in speculation, or assuming large risks in the hope of large returns. One of the ways to speculate is to buy “penny stock”. It is highly speculative stock that sells at less than 5dollars. A one dollar stock that is in high demand may rapidly run up to 3 thus tripling the initial investment.

More investors are interested in long term growth in the value of their investment. They tend to prefer the so called blue chip stocks of large, high quality companies as IBM, General Motors, American Express. The dividend for blue chip stocks is rather low because these firms reinvest much of their profit in research in order to remain competitive. 

Some investors seek income. They are interested in a stock’s yield which is the percentage return from stock dividends. The highest regular yields are provided by utility stocks because they have minimal risk.
The investors take risk only within certain limits. Common stock is less safe than preferred stock because preferred stockholders receive dividends before they are paid to the common stockholders. In the case of common stock, utilities are safer than tech stock. The safest type of securities are government bonds because they are backed by the government.
IV. Vocabulary extension
Give synonyms to the following to retire, individual, to generate, to identify, objective, common
Explain the meaning of the given expressions
hold in trust, insurance claims, retirement income, large returns, to be in high demand, initial investment, long term growth, utility stocks, take risks, preferred stocks
Match the halves according to the text

Common                        income

Government                   companies

High quality                   stocks

Retirement                     bonds

Institutional                   returns

High                             dividends

Stock                             investors
V. Comprehension

Answer the questions
1. What are the advantages and disadvantages of “penny stocks”, blue chip stocks?

2. What is preferred stock?

3. Why do utility stocks have minimal risk?
Prove that
1. Organizations are institutional investors.

2. Investors seek income.

VI. Follow up

Find additional information about “penny stocks” and blue chip stocks.
Make presentations about the companies mentioned in the text.

Make up dialogues  

1. You would like to get profit and have to consult a lawyer about different kinds of investments.
Imagine that you’ve just won 10 thousand dollars. Where would you like to invest it? Explain your choice.

2. SECURE SECRETS OF  SECURITIES MARKET
UNIT I. STOCKS/SHARES

Nothing venture, nothing win

I. Start up

Answer the questions

1. Is there any difference between “stocks” and “shares”?
2. What is “bonus”?
3. What does the abbreviation “NASDAQ” mean?

Continue

1. Blue chip is…
2. Portfolio is…
3. Nominal value is…   
Discussion
Will you share the secret information concerning stock markets with your friends?

II. Vocabulary bank
Learn the given expressions and use them in the sentences of your own
Authorized share capital - given the right to be released
a rights issue - privileged release of stocks
a bonus issue - extra release
unlimited liability for - restricted responsibility
to be wound up - to be liquidated
to put up the capital - to invest money 

How do you understand the following?
1. Limited companies
2. Existing shareholders
3. Legal entity
4. Over-the-counter market

Give definitions to the following words and expressions

venture capital

registrar

to be listed

to float
III. Reading
Before reading answer the question: What do shares give their holders?

STOCK ISSUE
Individuals, and groups of people doing business as a partnership, have unlimited liability for debts, unless they form a limited company. If the business does badly and cannot pay its debts, any creditor can have it declared bankrupt. The unsuccessful business people may have to sell nearly all their possessions in order to pay their debts. This is why most people doing business form limited companies. A limited company is a legal entity separate from its owners, and is only liable for the amount of capital that has been invested in it. If a limited company goes bankrupt, it is wound up and its assets are liquidated (i.e., sold) to pay the debts. If the assets don't cover the liabilities or the debts, they remain unpaid. The creditors simply do not get all their money back.

Most companies begin as private limited companies. Their owners have to put up the capital themselves, or borrow from friends or a bank, perhaps a bank specializing in venture capital. The founders have to write a Memorandum of Association (GB) or a Certificate of Incorporation (US), which states the company's name, its purpose, its registered office or premises, and the amount of authorized share capital. They also write Articles of Association (GB) or Bylaws (US), which set out the duties of directors and the rights of shareholders (GB) or stockholders (US). They send these documents to the registrar of companies.

 A successful, growing company can apply to a stock exchange to become a public limited company (GB) or a listed company (US). Newer and smaller companies usually join 'over-the-counter' markets, such as the Unlisted Securities Market in London or NASDAQ in New York.
Very successful businesses can apply to be quoted or listed (i.e. to have their shares traded) on major stock exchanges. Publicly quoted companies have to fulfill a large number of requirements, including sending their shareholders an independently-audited report every year, containing the year's trading results and a statement of their financial position.

The act of issuing shares (GB) or stocks (US) for the first time is known as floating a company (making a flotation). Companies generally use an investment bank to underwrite the issue, i.e. to guarantee to purchase all the securities at an agreed price on a certain day, if they cannot be sold to the public.

Companies wishing to raise more money for expansion can sometimes issue new shares, which are normally offered first to existing shareholders at less than their market price. This is known as a rights issue. Companies sometimes also choose to capitalize part of their profit, i.e. turn it into capital, by issuing new shares to shareholders instead of paying dividends. This is known as a bonus issue.

Buying a share gives its holder part of the ownership of a company. Shares generally entitle their owners to vote at a company's Annual General Meeting (GB) or Annual Meeting of Stockholders (US), and to receive a proportion of distributed profits in the form of a dividend - or to receive part of the company's residual value if it goes into liquidation. Shareholders can sell their shares on the secondary market at any time, but the market price of a share - the price quoted at any given time on the stock exchange, which reflects (more or less) how well or badly the company is doing - may differ radically from its nominal value.
IV. Vocabulary extension
Match the halves
Legal


price

Residual

entity

Share


value

Market

capital

Trading

capital

Venture

results

Find synonyms in the text to the following
possession, worth of, obligation, existence, building, benefit
Match the words with their definitions

To entitle -                                           payment of a share

to underwrite -



to have as a title, 
dividend -




undertake to wear possible losses
creditor -




bring a company to an end
liquidate -




moral obligation
duty -





a person to whom one owes money
V. Comprehension
Find words in the text which mean the following

1. To be unable to pay debts

2. To sell all the possessions of a bankrupt business

3. Money that a company will have to pay to someone

4. To provide money for a company or other project

5. A proportion of the annual profits paid to shareholders 

True or False

1. If the business does badly and cannot pay its debts, any person can have it declared bankrupt.

2. A limited company is a legal entity separate from its owners.

3. Newer and smaller companies usually join 'over-the-counter' markets.

4. Unsuccessful businesses can apply to be quoted or listed on major stock exchanges.

5. Companies wishing to raise more money for expansion can sometimes issue new shares.

6. Shares generally entitle their owners to vote at a company's Annual General Meeting and to receive a proportion of distributed profits in the form of a dividend - or to receive part of the company's residual value if it doesn’t go into liquidation.

Answer the questions
1. Why do people form limited companies?
2. Why do companies issue shares?
3. What is the difference between private and public limited companies? 
4. Why do people buy the shares?
5. Can the shares be sold?
6.  Shares of what company will you buy? Why?
UNIT II. BONDS

I. Start up

Answer the questions

1. What is a “bond”?

2. Is it profitable to be a bondholder?

3. What are the duties of bond dealers?

4. What is VAT?

Translate the sentences paying attention to the terms in italics 
1. You can invest 20% of your assets in a fund.

2. We will give you a loan with your bonds as collateral.

3. Bonds are issued for a fixed period.

4. Your colleague will risk a loss if he sells his bonds now.

5. Bonds are negotiable.

6. You can be lent 40% of the value of your bonds on the stock exchange.
7. They offered to prepare me a portfolio in bonds and shares.

Paraphrase the following
1. to consolidate the capital
2. to repay in the agreed term
3. to avoid the ups and downs of the market
II. Discussion
1. What do you expect to happen to interest rates in your country in future?
2. Could you explain bond dealing to a child?

III. Vocabulary bank
Try to define the given words in English

bearer - предъявитель

mature- подлежать оплате

liquid- ликвидный

par- номинальная стоимость

deductible- подлежащий вычету

ratio- соотношение, коэффициент

gilt- edged security (gilt)- первоклассная ценная бумага

circulation- циркуляция, обращение
What does it mean “to be liquid”? Make up word combinations with it
IV. Reading
BOND ISSUE

Companies finance most of their activities by way of internally generated cash flows. If they need more money they can either sell shares or borrow, usually by issuing bonds. More and more companies now issue bonds rather than borrow from banks, because this is often cheaper: the market may be a better judge of the firm’s creditworthiness than a bank, i.e. it may lend money at a lower interest rate. 

Bond- issuing companies are rated by private companies such as Moody’s and given an investment grade according to their financial situation and performance. Obviously, the higher the rating, the lower the interest rate at which a company can borrow.
Most bonds are bearer certificates, so after being issued (on the primary market), they can be traded on the secondary bond market until they mature. Bonds are therefore liquid, although of course their price on the secondary market fluctuates according to changes in interest rates. Consequently, the majority of bonds on the secondary market are traded either above or below par. 

For companies, the advantage of debt financing over equity financing is that bond interest is tax deductible. In other words, a company deducts its interest payments from its profits before paying tax, whereas dividends are paid out of already-taxed profits. Apart from this 'tax shield', it is generally considered to be a sign of good health and anticipated higher future profits if a company borrows. On the other hand, increasing debt increases financial risk: bond interest has to be paid, even in a year without any profits from which to deduct it, and the principal has to be repaid when the debt matures, whereas companies are not obliged to pay dividends or repay share capital. Thus companies have a debt-equity ratio that is determined by balancing tax savings against the risk of being declared bankrupt by creditors.

Governments, of course, unlike companies, do not have the option of issuing equities. Consequently they issue bonds when public spending exceeds receipts from income tax, VAT, and so on. Long-term government bonds are known as gilt-edged securities, or simply gilts, in Britain, and Treasury Bonds in the US. The British and American central banks also sell and buy short-term (three month) Treasury Bills as a way of regulating the money supply. To reduce the money supply, they sell these bills to commercial banks, and withdraw the cash received from circulation; to increase the money supply they buy them back, paying with newly created money which is put into circulation in this way.

V. Vocabulary extension
Match the halves according to the text

Secondary


financing
Cash



flow

Interest


companies

Private


rate

Debt



market

Future


banks

Central


profits

Give synonyms to the words from the text and make word expressions with them
to generate, to fluctuate, a share, grade, profit, to withdraw
VI. Comprehension

Complete the sentences
1. If companies need more money they can…

2. The higher the rating, the lower…

3. Most bonds can be traded on… 
4. A company deducts its interest payments…

5. Increasing debt increases…

6. Governments issue bonds when public spending…

7. To reduce the money supply the central banks…

Prove that

1. More and more companies now issue bonds rather than borrow from banks.

2. Bond-issuing companies are rated by private companies.

3. For companies, the advantage of debt financing over equity financing is that bond interest is tax deductible.

4. Governments do not have the option of issuing equities.
VII. Follow up

Discussion

1. Have you ever dealt with bonds? Why? Why not?

2. What are the differences between stocks and bonds? What are their pros and cons?

Presentation
Design your own bond and make a presentation of it

CREDIBLY ABOUT CREDITING

Much will have more
I. Start up

Discuss the following questions

1 When you are short of money does a thought about getting credit is the first one to spring up in your mind or you will consider such a possibility only in the last resort? Answer the question and explain your answer.

2 “If you owe too much on American Express, and your Diner's Club notes are too hard, take a loan on your Visa, and pay it off with your MasterCard” (Nipsey Russell). 

3 Describe the character of a person who can make such a quotation. 

4 Do you possess such traits of a character.

5 Can a top manager of a successful company make such a quotation? Prove your answer.

6 Does this quotation describe today’s situation of Belarusian financial matters?

7 Explain the meaning of the word ‘overdraft’. They say that ‘people with overdrafts are bad managers’. Do you agree?

II. Vocabulary bank

Match the words with their definitions given below
1 Principal

2 Finance charges

3 service charge

4 annual percentage rate

5 installment

6 charge account

7 mortgage

a. a legal agreement by which a bank, building society, etc. lends money at interest in exchange for taking title of the debtor's property, with the condition that the conveyance of title becomes void upon the payment of the debt

b. an account to which goods and services may be charged on credit

c. a sum of money due as one of several equal payments for something, spread over an agreed period of time

d. the annual equivalent of a rate of interest when the rate is quoted more frequently than annually, usually monthly Abbreviation: APR

e. an extra charge assessed for a service

f. an original sum invested or lent

g. all the expanses the borrower pays for getting and usage of the loan

Match words from each box to make word partnerships. Consult the dictionary
	Home   Master   American   credit   charge   consumer   auto   sales   loan  


	Credit(2)   loan(2)   card   Card   account   Express   mortgage


Complete the sentences from the text using the word partnerships from above in the appropriate form
WHAT KINDS OF CREDIT ARE AVAILABLE?

Credit for consumers fall into two categories: … … and … … .

… … enables you to borrow money which can then be used to finance a purchase. …  … enables you to buy goods and services now and pay for them later. Here are some examples of each.

… … are long-term loans used to finance the purchase of a home or apartment. They are repaid with interest, in equal monthly installments, over the life of the loan. Banks, savings and loans and other thrift institutions are the most likely sources of such a loan.

… and other … … . Loans for financing the purchase of specific items like automobiles, or other goods and services, are available from a variety of thrift institutions and lending agencies. These loans are usually repaid in equal monthly installments over the life of the loan.

…  … . enable consumers to make purchases up to a specified limit, without paying cash. There is usually no charge for the use of a … … if the balance is paid in full at the end of the month. However, interest is likely to be charged on balances that are not paid at the end of one month.

… … . is a kind of charge account that entitles its holders to shop at many different places. Visa, Diner’s Club, … …, and … … are four of the mostly used … … .

III. Reading 

Before reading the text think work in pairs and find out 

· whether you consider your partner to be  creditworthy.

· if you were a credit analyst which factors would you consider to analyse creditworthiness of your partner?

OBTAINING AND USING CREDIT

Credit is an arrangement that enables us to receive cash, goods or services now, with the understanding that we will pay for them in the future. Charge accounts, credit cards, installment plans, car loans and household mortgages are some of the best known forms of credit.

Who Can Borrow? 

Lenders expect their money to be repaid with the interests and other fees they charge for the use of their money. For that reasons lenders will investigate the credit history of all loan applications to determine that they are credit worthy. A credit history is the record of how individuals pay their bills and repay loans.

The three C’s

In judging an individual’s credit worthiness, lenders often look at the “three C’s” of credit: character, capacity and capital.

Character refers to personal qualities – honesty and willingness to repay debts. If the record shows that bills were paid on time in the past, lenders will assume this will continue in the future.

Capacity is a measure of the ability to repay debts. Creditors will want to know about the sources of income, how much the person earns and his other financial obligations.

Capital refers to the things that people own – money in the bank, or property. In general, the more one owns, the easier it will be to repay one’s debts. Lenders may also ask that some capital be offered as collateral, something pledged as security for the loan.

How to establish credit
People frequently have difficulty borrowing or buying on credit because they have no credit history. To establish a “credit” people must prove that they are willing and able to handle financial obligations.

They might, for example, open a charge account in a department store or apply for a gasoline credit card. Prompt payment of the bills on these kinds of accounts will help to establish a positive credit rating. If people have a savings account, they may already be eligible to apply for a passbook loan against the balance in that account. Here again, prompt repayment will add to credit rating. If necessary, it is possible to borrow before you have established a credit rating if you can find a co-signer. A co-signer is a person with an acceptable credit rating who guarantees to repay the loan if you are unable to do so. The point is that a good credit rating is a valuable financial tool. While it may take some time to acquire and maintain, it will increase your financial options.
IV. Vocabulary extension
Explain the meaning of the following words and expression and make up sentences to exemplify their meaning

interest, financial obligation, collateral, pledged as security, prompt, payment, eligible
Complete the table
	Verb
	Adjective
	Noun

	Arrange
	
	

	Investigate
	
	

	
	
	value

	
	Acceptable
	

	Guarantee
	
	

	
	
	will

	
	Proper
	


Which of the words in the box have the following meanings?

	Cash resources   fee   applicant   income   determine   handle   acquire   option


1 due

2 available funds

3 revenue

4 manipulate

5 petitioner

6 resolve

7 choice

Use a prefix to form the opposites of the following words

1 enable

2 worthy

3 honesty

4 willingness

5 eligible

6 increase

V. Comprehension

Read the sentences and mark the ones that are false according to the text

1 Capacity is a measure of the credit sum a lender is going to get. 2 Capital stands for the things that people own- money, real estate.3. The less one owns the easier it will be for him to obtain a credit a he is really short of money.4.Lenders may be asked to secure their loan. 5 To establish a ‘credit” people must prove that they are willing to start up a business. 6. Without prompt payment of the bills it will be very difficult to establish a positive credit rating. 7 A co-signer is a person who is eligible to use 50% of the money that a lender gets. 8. As a financial tool a good credit rating has high value.  

Read the text again and answer the following questions
1. What is credit? Define its typical features.

2. What are the reasons for lenders to investigate the credit history of all loan applicants?

3. What do “three C’s” stand for? Which of them is the most important from your point of view?

4. Why do people frequently have problems with borrowing or buying on credit?

5. What should people do to establish a “credit”?

6. Who is co-signer and why a lender is concerned with finding such a person?

7. Why is credit rating valuable?

VI. Follow up

One’s man meat is another man’s poison. This proverb vividly illustrates the fact that each of us has different approach to life which is expressed in every sphere. Crediting is not an exception. Its advantages and disadvantages can’t be accepted unanimously. That’s why in the following exercise you should

· make up the list of advantages and disadvantages of taking credit matching terms given above with their explanations below.

· Divide the concepts you will get in two categories: those which, in general, sound positive to you, and those that sound negative. Then discuss, and justify, your lists.

1. Flexibility

2. Overspending

3. Higher cost

4. Emergency funds

5. Untimely shopping

6. Safety

7. Immediate possession

a. Credit enables us to enjoy goods and services immediately.

b. Credit allows us to time our purchases so as to take advantage of sales items or other bargains even when our funds are low.

c. Credit cards and charge accounts provide a safe and convenient means of carrying our purchasing power with us while we are shopping or travelling.

d. Credit gives us a cushion in an emergency (like an automobile breakdown when money is needed to get back on the road).

e. Sometimes, credit cards and charge accounts make it too easy to spend money. Then, as the debts mount, it is often difficult to make the necessary monthly payments.

f. It usually costs more to buy on credit than for cash. One reason is that stores offering credit often charge more than those that sell only for cash. Another is that interest or other charges are often added to the cost of goods sold on credit.

g. Credit shoppers often ignore sales and special prices because they can buy what they want on credit whenever they want it. 
ARE YOU SURE OF YOUR INSURANCE
Caution is the parent of safety
I. Start up

Discussion
1. Is insuring a profitable business?
2. What insurance companies do you know?
3. What type of insurance is the most popular?
II. Vocabulary bank
Match the words with their definitions

Premium, underwriter, insurance company, broker, claim, compensation, small print, policy (insurance) certificate, proposal form, cover.

1. A person who advises on insurance

2. A document which proves you are insured

3. Payment for insurance

4. Insurance protection

5. A form you fill in when you apply for insurance

6. An insurer at Lloyd’s of London

7. A limited liability company selling cover

8. The conditions and clauses in a document of insurance, usually in small writing

9. You are paid…when your insured property is damaged

10.      A request for payment when your insured property is damaged

Insert the abovementioned words into the text

Mr. Blake wanted to insure his shop. He wanted…against fire and theft. He filled in the …and sent it to his…who arranged the insurance with an…. Mr. Blake had to pay a high…each year, but it was worth it because a lot of goods were stolen. Mr. Blake put in a …for…. Unfortunately, the… refused to pay him the full amount. He hadn’t read the…in his…property.

Replace the following expressions by the given phrasal verbs
fill in, turn off, put in, work out, take off, look up

to submit a claim

to deduct the document

to complete the form

to calculate the premium

to find the word

to stop the photocopier  
III. Reading 
Before reading the text do the following
1. Give definitions to the following: liability, contribution, valid, available.

2. Guess: can everything be insured? 

3. Scan the text and insert the following types of insurance into it.
INSURANCE AND ITS TYPES

Automobile insurance; Marine insurance; Life insurance; Liability insurance; Homeowners’ insurance; Medical insurance; Property insurance; Workers' compensation. 
Most of us are willing to pay money to avoid some of the financial consequences of taking risks, so insurance companies can sell us a guarantee against risk for a fee that is large enough to cover their claims and operating costs and still permits a profit.

It is well known that insurance is a legal contract in which an insurer promises to pay a specified amount to another party, the insured, if a particular event (known as the peril - risk), happens and the insured suffers a finan​cial loss as a result. The insured part of the contract is to pro​mise to pay an amount of money, known as the premium, either once or at regular intervals. In order for an insurance contract to be valid, the insured must have an insurable in​terest. Thus, all insurance policy buyers make small contributions toward a fund that can be used to compensate the person in case of necessity.

So, a person or a company covered by an insurance policy is called insured. In some policies that cover death, the alter​native word assured may be used for the person who receives the payment in the event of the assured’s death.

Insurance funds are made available for loans to business firms or invested directly by insurance companies.

Insurance may be considered a game of risk in which individuals and businesses protect themselves, their families, and their property from possible losses resulting from unpredictable events such as storms, fires, accidents, and illnesses. The first rule of the game, devised centuries ago, is "share the risk." 
Insurance comes in many varieties. Categories include property, liability, homeowners', automobile, medical, life, workers' compensation, and marine. 
… insurance is the modern form of the fire insurance that was sold by early insurance companies. The name has changed because the coverage has changed. No longer are just the losses resulting from fire protected by property insurance. Such losses as those from windstorm, theft, vandalism, and water damage are also covered. 
… is the most important kind of business insurance. A liability is a duty one person owes another, or is liable for, for some special reason. Liability insurance pays an individual or a business for liabilities that result from unforeseen situations. 
…  is a combination offering both property and liability coverage. Usually it includes protection for a person's home, any other buildings on the property, and for the buildings' contents and personal belongings except automobiles and pets. The policy can be written to include the property of guests. If disaster strikes, homeowners' insurance usually pays a family's living expenses until they get settled at home once again. 
…. is the most complicated kind of insurance purchased by individuals. It combines several kinds of property and liability coverage. The standard automobile policy includes collision insurance, covering property damage to a car when it is struck by another vehicle, and comprehensive insurance, covering general property damage that occurs when an automobile is damaged by something other than another vehicle. 
… pays the costs of hospitalization and physicians' fees for insured individuals who are injured or become ill. 
… is designed to insure lives, though it frequently includes coverage for major disabilities such as the loss of limbs or organs. There are basically three kinds of life insurance that may be purchased by individuals for themselves or others or by employers for their employees. 
…is a special state-controlled insurance purchased by employers for the benefit of their employees. Like general liability and medical payment liability insurance, it pays for medical treatment required by employees of a company according to a state-regulated schedule of benefits. The object is to prevent employees from the need to sue their employers if they are injured and to compensate workers for losses from accidents on the job. 
… is the oldest form of insurance that scholars have been able to document, marine insurance now includes much more than the shared risk of ships' cargo. It might best be called transportation insurance because variations of the coverage include protection for ships, trucks, railroads, and aircraft. Underwriters generally divide it into two types: ocean marine, which deals with every kind of water conveyance, and inland marine for truck and rail cargo. 
IV. Vocabulary extension

Match the halves according to the text

Financial              firm

Insurance              branches

Operating               policy

Main                       costs

Business                  consequences

Find the antonyms to the following words in the text

To attract, to purchase, contrary to law, uneven, without a signature, loss.

Give synonyms to the following: fee, amount, to receive, private, warranty.

Explain the following

1. The peril-risk

2. Premium

3. Insurable interest

V. Comprehension

True or False

1. People buy insurance policies to avoid risks.

2. Insurance is a legal agreement between relatives.

3. The insured must have an insurable interest.

4. Insurance policies don’t cover death.

5. Rich insurance policy buyers make small contributions toward a fund.

Complete the sentences
1. Insurance companies can sell us a guarantee against risk for a fee that…
2. The insured part of the contract is to pro​mise…
3. All insurance policy buyers make small contributions toward a fund that can be used…
4. Insurance funds are made available for…
5. Insurance may be considered a game of risk in which individuals and businesses…
Answer the questions

1. What is insurance?
2. When is an insurance contract valid?

3. What company is called insured?
4. What does the first rule “share the risk” mean?

5. Why does insurance come in many varieties?

VI. Follow-up

1. Make a presentation about any insurance company.

2. Create your own insurance company and your group mates about its services (it may be a fantastic company). Don’t forget about the slogan!

3. Find information about the world’s largest insurance market- Lloyd’s of London.
PENSION PROVISION TO SECURE PROVISION
No song, no supper

I. Start up
Discussion

1. What is a pension?
2. At what age do people start receiving pensions?   
3. What does the size of pensions depend on?
II. Vocabulary bank

1. What is the difference between ensure - insure, politics -policy, basis - basic.
2. Define the following types of pensions 
indexed pension, old age/retirement pension, state pension, supplementary pension, war pension
III. Reading
Before reading answer the questions

1.  What is a pension?

2. What are the principles of pension provision in Belarus.
THE SYSTEM OF PENSION PROVISION

Carrying out a pension provision is obligatory element of social policy. The ensured and able-bodied old age is an ultimate goal of any social reforms. Reasoning from the complex demographic situation in Belarus, sharp decrease of means of the state pension fund, reduction of incomes and increase of expenditures of pension fund, the realization of pension reform is economical and social necessity. System of provision of pensions should stimulate people to earn and save money. A person should legibly know for what and how much he pays, and what is guaranteed by the state.

The purposes of pension provision are:

· Maintenance of current financial stability of the pension system in the context of aggravating demographic situation and of negative dynamics in the labor market;

· Increase of the actual size of pensions for the retirees and those who will retire in middle- and long-term perspective;

· Recovery of connection between sizes of pensions and earnings;

· Rise of credit of confidence of the population to the national pension system by implementation of mechanisms of the adequate control over activities of pension funds. 

Pension system reform presupposes change over to a three-level system. The first level - obligatory minimum state old-age pension which is paid to each citizen who has reached the age of 62 years. For fulfillment of obligations of the state before the retirees are used means accumulated from sale of the state-owned property in the State pension fund, tax gainings, and also through 10-percentage obligatory pension tax on all working persons. The pension tax is calculated as to the wage size. To this category also belong disability pensions. 
The second level - obligatory pension paid from a personal pension accumulative account. The size of monthly deduction - 10% from the calculated salary. Change over to a private pension fund and opening of the accumulative account is of voluntary nature for the persons from 18 to 55 years. The young people entering able-to-work age obligatorily open the accumulative pension account in one of private pension funds.

The third level - voluntary pension paid from the personal pension accumulative account. Each citizen has the right to transfer additional 10% of the income to the personal pension account, and in this case this pension due reduces the size of the taxable income of the citizen. An enterprise also has the right to execute corporate pension insurance of the citizens. During the first phase of pension reform the mean rate of replacement, i.e. the ratio of mean pension to mean salary will make 35 - 40%. For reaching the given parameter the indexing on inflation of all pensions for non-admission of the deficit of the pension fund and for strengthening of the insurance nature of labor pensions is presupposed.

In the basis of a new three-level pension provision system lie the following principles:

· Freedom of choice of the way of pension accumulation, of private pension fund, of size of due payment, of the age of retiring;

· Personal responsibility for the taken decision with the opportunity of constant control of a current condition of the account and the right of demise of the pension accumulations;

· Private management of pension funds and separation of pension funds as they are and management bodies of the funds, which were two separate legal persons, that reduces risk of bankruptcy of pension funds. 

Necessary preconditions for successful functioning of personal accumulative pension accounts are:

· Functioning of money system in a mode of the positive actual rate;

· Low inflation;

· Competitive environment in the financial market;

· Availability of the effective stock market;

· Legislative warranties of private property rights;

· The right of pension funds to invest means in highly marketable foreign assets. 

The system of the warranties of safety of the pension depositions presupposes:

· Voluntary selection by the citizen of the funds most effective from his point of view;

· Legislative limitation of process of investment of accumulated means. At the first phase 100-percentage allocation of means of pension funds in highly marketable securities of the world financial market is possible;

· The management of a pension fund has no right to use means from the personal accounts for their needs. The only source of income for the Management is payment for rendered services;

· Management of a pension fund is obliged to provide maximum profitability of the deposits. If it is not capable to ensure such level, it is dismissed. In this case the investors voluntarily transfer the accounts to other funds, and the state is obliged to reimburse a definite, outgoing from the functioning of the whole system, minimum profit. This mechanism practically eliminates danger of bankruptcy of a pension fund. 

For determining of a nominal value of the pension bonds issued for the citizens of 18-55 years, at the first phase of social reform the revision of the state pension dues of the citizens is carried out. Maturity of the bonds and also procedure of their repayment are determined by the State pension fund as agreed with the Ministry of Finance. The foreign legal persons should have the right to open pension funds and control the personal accumulative accounts of the Belarusian citizens. The retirees and also people in the age of 55 and older remain in the state pension system. The state saves all obligations before the retirees on payment of pensions. The citizens within 18 to 55 years of age receive the state pension bonds for the sum, which corresponds to the sum paid for all term of labor activity. The special body - Committee on supervision of the activities of the pension funds to be created. It would include representatives of the state, of private pension funds and of public organizations, with the purpose of monitoring of activities of pension funds and fulfillment by them the obligations on liquidity, profitability and diversification of the investments. The pension funds will be obliged to publish quarterly outcome of their activity, and also to present regularly information of the state of pension accounts to the citizens, and also outcome of general activity of the fund. Today's system of social security is extremely ineffective. She has no capabilities to fulfill the undertaken obligations. Risks of non-reforming the existing system are much higher than cost of a pioneering stage of reforming. Combined fulfillment of the above stated measures will allow to ensure the worthy income to each citizen of Belarus, to boost motivation for solving social problems of his family, and will restore confidence of the citizens to the bodies of state power.
III. Vocabulary extension
Match the words and their definitions

1. Maturity              a. carry out

2. Boost                   b. expecting to be kept secret

3. Confidence          c. collection

4. Legislative           d. full development

5. Accumulation     e. law making 

6. Execute                f. increase the value

Match the halves with the preposition “of”

the size


replacement

the phase


pension

the rate


the fund

the ratio


the labour pensions

the insurance

the reform

the deficit


the deposits

the nature


the citizen

the profitability

the income

Look through the text and find synonyms to the following words

Clearly, have to, to permit, to fire, to indicate, to provide, to exclude.

What do the following phrases mean
1. voluntary pension 
2. accumulative account

3. low inflation

4. competitive environment

5. marketable securities

6. the above stated measures

IV. Comprehension

Complete the sentences
1. A person should legibly know…

2. Pension system reform presupposes…

3. Change over to a private pension fund and opening of the accumulative account is…

4. Each citizen has the right to transfer additional 10% of the income to…

5.   The foreign legal persons should have the right to…

6.   The citizens within 18 to 55 years of age receive the state pension     bonds for the sum, which…

7. The pension funds will be obliged to…

8. Risks of non-reforming the existing system are much higher than…

Say whether the statements are true or false

1. Carrying out a pension reform is obligatory element of national policy.
2. System of provision of pensions should prevent people from earning and saving money.
3. Maintenance of current financial stability of the pension system in the context of aggravating demographic situation.
4. Management of a pension fund is obliged to provide maximum profitability of the deposits.
5. The pension funds will be obliged to publish weekly outcome of their activity, and also to present regularly information of the state of pension accounts to the citizens.
6. The special body - Committee on supervision of the activities of the pension funds - was created long ago.
Answer the questions

1. Why is the realization of pension reform economical and social necessity?

2. What are the purposes of pension provision?

3. When and why do young people open the accumulative account?

4. What are the principles of pension provision system?

5. Why is today’s system of social security ineffective?

6. What can help to ensure a worthy income to each citizen of Belarus?

V. Follow up

1. Work out a strategy of pension provision in your country.

2. Make presentations about the systems of pension provision abroad.  Compare their pluses and minuses. 
TAXES AND TAXATION WITHOUT FRUSTRATION
“In this world nothing can be said to be certain except death and taxes!”Benjamin Franklin

I. Start up

Discuss the following

1. What is “tax”?

2. Who and why has to pay taxes?

3. What types of taxes can you think of?

4. What makes a good tax officer?  (You may choose from the given below: sense of humour, knowledge of the subject, physical appearance, logical way of thinking, politeness, ability to listen, ability to foresee).

5. What character features must a good tax officer possess?
II. Vocabulary bank
Give definitions to the following: taxation, transaction, proportion.

Look through the list of words and match then with their equivalents 
to levy



derivation
to select 



possessions
burden



to be worthy
benefit



load
ability 



profit
equity




to impose
to have value


to choose
income



capacity
property



fairness
inheritance



earnings
Make up expressions with the above given words
III. Reading
Before reading try to guess what the principles of taxation are.
THE PRINCIPLES OF TAXATION
The principal purpose of taxes is to pay for the cost of government. Sometimes taxes are levied to protect selected industries. The federal government can use its ability to tax to regu​late the level of economic activity.

Taxes may be imposed on transactions, institutions, property and all kinds of other things. But the most important thing is that taxes are paid by people.

All taxes are paid out of income. Two principles of taxation deal with the equity in distrib​uting tax burdens.

The benefit-received principle of taxation states that those who benefit from government programme are the ones who ought to pay for it.

The ability-to-pay principle states that taxes ought to be paid by those who can best afford them, regardless of the benefits they receive.

Most taxes can be classified as progressive, regressive and proportional.
A progressive tax takes a larger percentage of a higher income and a smaller percentage of a lower income.

A regressive tax is one that takes a higher percentage of a low income and a lower percent​age of a high income.

A proportional tax takes the same percentage of all incomes, regardless of size.
A sales tax is a general tax levied on consumer purchases of nearly all products. Sales taxes have a regressive effect. A value-added tax (VAT) is similar to a sales tax and is also regressive.
An income tax, a property tax and an inheritance tax are progressive taxes.
Much of the government's revenue comes from the income and property taxes.

IV. Vocabulary extension
Give derivatives to the following words

government, industry, activity, equity, receive, to add
Find the words in the text, which mean the following

процент, покупка, годовой доход, платить, классифицировать, уровень, заявить, сделка, защищать, получить выгоду, цель, распределение

Match the halves of the phrases with the help of the preposition “of”

Purpose



products

Cost




economic activity

Level




taxation

Principles



government

Percentage



taxes
Give synonyms to the following
purpose, to select, ability, to regulate, to distribute, income, similar, principal, benefit
V. Comprehension

Say whether these statements are true or false 
1. The principal purpose of taxes is to pay for the cost of government.
2. Taxes are paid by the government.
3. The benefit-received principle of taxation states that those who benefit from government programmes  are the ones who ought to pay for it.
4. A progressive tax takes a smaller percentage of a higher income and a larger percentage of a lower income.
5. A regressive tax is one that takes a higher percentage of a low income and a lower per​centage of a high income.
6. A proportional tax takes the largest percentage of all incomes.
7. A sales tax is a general tax levied on purchases of nearly all products.
8. Much of the government's revenue comes from the income taxes.
Answer the questions
1. What is the main purpose of taxes?
2. What may taxes be imposed on?
3. Who pays taxes?
4. What are the principles of taxation?
5. What does the benefit-received principle state?
6. What does the ability-to-pay principle mean?
7. How can most taxes be classified?
8. What is a progressive tax?
9. What is the peculiar feature of a regressive tax?
10. What is a proportional tax?
11. What are the examples of progressive and regressive taxes?
Complete the sentences
1 .The principal purpose of taxes is...

2 .The federal government can use its ability to tax...

3. Taxes may be imposed on...
4. But the most important thing is...
5. Two principles of taxation deal with...
6. The benefit-received principle of taxation states...
7. The ability-to-pay principle states that taxes ought to be paid...
8. Most taxes can be classified...
9. A progressive tax takes a larger percentage of a higher income and...

10. A regressive tax is one that takes...
11. A proportional tax takes...
12. A sales tax is a general tax levied...
13. A value-added tax is similar...
14. Much of the government's revenue comes...
VI. Follow up

1. Make up dialogues between a businessman and a tax officer.
2. Work out a system of taxation in your country.
3. Find additional information about the systems of taxation in different countries and compare them.
PART II. CAREER PROSPECTS
The business of life is to go forward

Practice File for Pair Work

Activity 1. CAREER ADVICE
Why don’t the majority of young people know what they want to be? What are your career goals? What factors should be taken into consideration before choosing a profession? Is it important to use psychologist’s advice while choosing your future career?

Complete the sentences

Self evaluation is…

The future career depends on…

Make up expressions with the word “career”.

Give definitions to the following

Occupation -

Prestigious -

Advisory service –
Career advice is information given by specialists to people to help them make choices about which professional direction to take in the future. It is particularly useful for young people while getting higher or further education, but can also be important to people in mid-career especially if they have lost their job or are in danger of losing it. However, it is also important to think about the changing idea of the ‘career’. In the past, a business person could have a life-long career within one business organization. Today we do not expect to have only one employer during our lifetime, and more and more people find themselves working as freelancers working for several employers at the same time.

Student A

You are just starting out on your business career and you have been assigned to student B’s department for training and development. Student B plays the role of your supervisor who is sixty years old and is coming to the end of a successful career in business during which he/she has seen many changes in the world of business and in the world in general. You are now in discussion about ways in which you can develop your career.

YOU would like student B’s opinion about
· how to manage a career in an age of flatter organizations with the far fewer promotion prospects
· the best kind of training you can have for a career in business

· the most important skills a manager needs

· which languages to learn

· what kind of computer skills it is most important to have

· whether it is important to work  abroad, and if so, where and how long

· which companies or individuals student A proposes as models to learn from.

Student B
You are sixty years old. You are coming to the end of a successful career in business, during which you have seen many changes in the world of business and in the world in general. Student A, on the other hand, is just starting out his/her business career. He/she has been assigned to your department for training and development and you are now in discussion about ways in which he/she can develop his/her career.

YOU think it could be interesting for student A to hear about the mistakes you have learnt from your own career

· the important career choices which you yourself have faced in the past

· the qualities which make a good manager

· your personal do’s and don’ts of business

· the way you think business will change in the future

· what qualities older people look for in the young in the work environment

Activity 2 CHOOSING ‘THE ONE’
Why is it always difficult to make a choice in our everyday life?
In order to make right choice about a certain vocational direction an applicant for a job should clearly understand which jobs represent it, which administrative duties these jobs imply and which career prospects offer.

Student A

In order to provide you with a proper vocational guidance your supervisor (student B offers you the following task: below you can see schemes of different economic spheres. In one of them you will presumably work in the future. Also there is given a list of jobs in accordance with each sphere. After the schemes descriptions of each job follow. You should match the job title with its description, explain your choice to the supervisor and discuss it.

Student B

As a supervisor of a student A you should look after the correct doing of the task. After the exercise is done you should discuss the reasons of student’s B choice. After that brainstorm him/her to find out 

· which traits of character are a must for each of the jobs mentioned above 
· in accordance with his/her own distinctive features for which job student A shows more inclination

Careers in finance
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· Concerned with how firms acquire and allocate funds. He examines how firms obtain short-term and long-term funds and how these funds are spent to acquire selected assets. Financial man​agement also emphasizes the cash budget and management of its com​ponents.

· Develops prospects from current commercial customers. Presents information on available services, such as deposit accounts, lines-of-credit, sales or inventory financing, cash management or investment services. Prepares proposals to sell services. Reviews business trends and advises customers regarding expected fluctuations. Attends sales and trade meetings to develop new business prospects. 

· Interviews students applying for financial aid, such as loans, grants-in-aid, scholarships to determine eligibility for assistance in colleges or universities. Determines the amount of aid, considering such factors as funds available, extent of demand and needs of students. Prepares the required records and reports. May assist in selection candidates for financial awards or aid granted by specific department.
Careers in banking
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· Most bank managers begin their careers accepting and analyzing loan applications submitted by business and household customers. These employees make initial contacts with potential new customers and assist them in filling out loan requests and in developing a service relationship with the bank. Most bank managers begin their careers accepting and analyzing loan applications submitted by business and household customers. These employees make initial contacts with potential new customers and assist them in filling out loan requests and in developing a service relationship with the bank.
· These employees are typi​cally responsible for helping individuals and families identify and use the bank's services. This often means taking loan applications, marketing consumer deposits, and advising individuals and families on which of the bank's services meet their particular needs. They must have excellent interpersonal skills and an in-depth knowledge of the bank's menu of services.

· This type of work backstops the work of the loan officer by preparing detailed written assessments of each loan applicant's financial position and capacity to manage money and advises the bank's management on the advisability of granting any particular loan.
· Because banks are among the most heavily regulated of all business firms, there is an ongoing need for men and women to supervise and examine bank financial statements and operating policies and to prepare and enforce banking regulations. Bank regulatory agencies such as the FDIC hire these employees and other regulatory personnel from time to time, often by visiting college campuses or as a result of phone calls and letters from applicants. Because they must supervise banks - their financial condition and compliance with regula​tions - examiners and regulators must have knowledge of accounting principles, business management methods, economics, and banking laws and regulations.
· Banks must plan for the long term if they are to survive and effectively meet their competition. These employees usually prepare a variety of projected budg​ets and forecasts, showing what the bank’s financial and market position will be under a variety of assumptions about the future.
Careers in investment
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· Buys and sells business enterprises or investment property on speculative or commission basis. Investigates financial rating of business, customer appeal for type of merchandise or condition and location of investment property. Estimates cost of improving business or property and potential market value to determine resale value. Contacts prospective clients through newspaper ads or mailing lists. Must be licensed by state.
· focuses on how individuals or portfolio managers select appropriate financial and real assets. He examines the markets within which fund raising and security trading take place. He explores the methodologies used by investors, providing insights into criteria for analyzing companies and industries, as well as generating norms of behavior.
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· Provides financial counseling to individuals in debt: confers with clients to ascertain available monthly income after living expenses to meet credit obligations. Calculates amount of debt and funds available to plan method or payoff and estimate time for debt liquidation. Contacts creditors to explain client’s financial situation and to arrange for payment adjustments so that payments are feasible for clients and agreeable to creditors. Opens an account for clients and disburses funds from account to creditors as an agent for a client. Keeps records of account activity.  
· May send form letters and brochures to solicit business from prospective customers. May adjust incorrect credit charges and grant extensions of credit on overdue accounts. May accept payment on accounts. May provide customer credit information or rating on request to retail stores, credit agencies or banks. May check value of customer’s collateral, such as securities, held as security for loan. May advise customer by phone or in writing about loan or credit information. May assist customer in filling out loan or credit application.
· Analyzes paying habits of customers who are delinquent in payment of bills and recommends action, reviews files to select delinquent accounts for collection efforts. Evaluates customer records and recommends that the account should be closed, credit limit reduced or extended, based on earnings and saving data, payment history and purchase activity of customer. Confers with representatives of credit associations and other businesses to exchange information concerning credit ratings and forwarding addresses. Interviews customers in person or by phone to investigate complaints, verify accuracy of charges or to correct errors in accounts.
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Careers in taxation
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· prepares income tax return forms for individuals and small businesses, reviews financial records, such as prior tax return forms, income statements and documentation of expenditures to determine forms needed to prepare return. Interviews clients to obtain additional information on taxable income and deductible expenses and allowances.

· audits financial records to determine tax liability, reviews information gathered from taxpayer, such as material assets, income, surpluses and expenditures to verify net worth or reported financial status and identify potential tax issues. Analyzes issues to determine nature, scope and direction of investigation required. Develops and evaluates evidence of taxpayer finances to determine tax liability, using knowledge of interest and discount, valuation of stocks and bonds, sinking funds. Prepares written explanation of findings to notify taxpayer of tax liability. Advises taxpayer of appeal rights. 

· (Tax agent, Tax representative) advises individuals, business concerns and other organizations concerning income, estate, gift, property and other federal, state, local and foreign taxes. Prepares opinions on tax  liability resulting from prospective and past transactions. Represents clients in tax litigation. 
· Activity 3. JOB APPLICATION
A job application is a formal request for a job. You usually make an application by replying to an advertisement. People who apply for a job are job applicants.

Student A

You are the personal assistant to a managing director of a well-known PR agency, planning to leave for a well-earned rest after five years in the post. You placed the job advertisement below in the national press and received several good applications, including a very interesting one from student B. Although you acknowledged this some weeks ago, you have been too busy to invite him/her to interview. You now receive a call from him/her to find out what is happening and get more information about the job. You can tell the applicant (your partner) about:

· travel: you travel constantly, to all parts of the world, and are away on location sometimes for months at a time

· hours: from 0 to 24 hours per day – there are no typical working hours

· pay: the base salary is nothing special, the performance-related element is related to the success of the latest PR campaign

· problems: living out of suitcases, the director’s terrible temper, etc…

You can invent other details about the job. In turn you would like some more information about this applicant:

· languages spoken

· typing

· driving licence

· tough

· adaptable

· can get on well with all sorts of people

· experience

· available as from when

· plus other questions of your own.

	Help! My PA is leaving me!

In fact we are parting on good terms after five years but I need a replacement FAST. If you’ve got what it takes to be PA to a managing director of a well-known PR agency, write to Box XPA/475 at this newspaper now. Good salary (performance-related).

No previous PR experience required.


Student B

You saw the previous job advertisement in the newspaper three weeks ago and immediately sent your letter of application. Produce the copy of it below:

	


Since then you have heard nothing apart from the acknowledgement below.

	MEGA PROSPECTS

71 Gracechurch Street

London N1 1QA

Tel:0171 222 7548 Fax: 0171 3586037

Berlin – London – Paris – New York – Rome – San Francisco

Thank you for your recent application for the advertised post. You will hear from us very shortly.

Yours sincerely, Linda Devito


Call the current personal assistant (student A) to find out what has happened to your application. You also want to know more about the job:

· travel: how much and where to

· hours: typical working hours

· pay: bonuses depend on what

· what are the main problems

· the name of the director

· any other details you would like to have

And remember: this is the chance of a lifetime – sell yourself!

· You speak your own language, English and other language fluently

· You can type, and have good word processing experience

· You have a clean driving licence

· You are hard-working, flexible and have good communication skills

· You can start tomorrow.

Applying by letter
1. Remember that first impressions are important.
2. Write clearly and neatly on good notepaper, unlined if possible.
3. Check for spelling mistakes. Use a dictionary if you are not sure of a word.
4. Describe yourself, your qualifications and your experience clearly.
5. If the advertisement asks you to write for an application form you will not need to give detailed information in your letter,
6. Address the letters and the envelope clearly.

Fill in the CV

CIRRICULUM VITAE

Which post are you applying for?

How did you hear about it?

Name, Surname

Address, Telephone

Date of birth, Place of birth

Nationality

Marital status

Children (sex and age)

Education

Qualifications

Other achievements

Employment

Interests and activities

                                                                   Date            Signature

References       
Activity 4.  INTERVIEW TECHNIQUES

Interview technique affects both the style of an interview and the type of question asked. Many interviews use a combination of approaches to discover as much as possible about the applicant.

Look at the following job advertisement
	MARKETING MANAGER

An expanding young software development company with 950 employees, with its head office in London and with production sites in London, Rotterdam and Paris, is looking for a dynamic, ambitious graduate with experience in direct selling and strategic planning, preferably in a relevant sector.

Tel.: 0898 5656 and ask for Freephone Professional for further details and an application form.


For students A and B: classify the following interview questions into three groups: Personal/Psychological (PP), Academic and Professional Background (AP), Hypothetical (H). Then assess them on a scale of 1 to 5: where 1 = most useful in a job interview, and 5 = not useful at all. Give reasons for your assessments.

1. Can you give an example of a situation where you have been in conflict with colleagues in your present job or in a previous job?

2. Do you enjoy working alone or do you prefer teamwork?

3. How does your experience until now prepare you for the work in this company?

4. How does your family feel about your relocation in London?

5. Given your lack of experience in software development – your background is in finance and banking sector – is this likely to be a problem?

6. What do you do when you need to relax?

7. If a product you were responsible for was obviously failing in a particular market, what would you do to resolve the situation?

8. How do you see the future of the computing industry in ten years’ time?

9. Can you describe a particular project that you have been closely involved with in your present job?

Look through the authentic ad for a position of a tax officer and make up your own one choosing the profession from Activity 2

Purpose of Position:

· Responsible for participating in and supervising international tax engagements and other related activities. 

· Provides guidance and direction to staff. 

· Primary Duties and Responsibilities:

· Client relationship management. 

· Contributes to client satisfaction by providing clients with timely, responsive, value-added services and work products. 

· Works effectively with key client personnel and identifies and communicates tax planning ideas and/or service issues with engagement team members and clients, when appropriate. 

Technical skills:

· Demonstrates an understanding of increasingly complex tax concepts; discusses moderately complex tax issues with engagement team and client management; keeps informed of current tax developments; and effectively applies tax knowledge to client situations. 

· Thoroughly and accurately analyzes information; prepares solutions to client’s tax situation; arrives at appropriate engagement conclusions, recommendations and implementation plans; and makes quality decisions in the more complex, judgmental areas. 

Education and Experience:

· An undergraduate degree in accounting, finance, economics or a related field, master’s degree in tax, or law degree. 

· One to two years prior experience working in the tax department of a public accounting firm or the equivalent experience in business/industry is required. 

· •Fluent English. 

Activity 5. SUCCESS AS A CONCLUSION

Misfortunes tell us what fortune is

If you have job satisfaction, you are happy and successful in your work. Debate in groups which factors contribute most to satisfaction at work. Discuss an order of priority for the following factors
1. Open, two-way communication
2. Realistic performance management
3. The right balance between work and private life
4. Performance-related pay
5. Non-monetary reward and recognition
6. Portable pension
7. Interesting challenging work
8. Fair pay. Involvement in decision-making
9. Secure employment
10. Opportunities for growth and development

Think of three more factors

Match the halves of the sayings and comment on them

•Success has brought
many friends

•Success has
many to destruction

•Success is a ladder that can’t be climbed with
a fool look wise

•Success is never
blamed

•Success is made
your hands in your pockets

Do you agree that Cooperation, not competition is the life of business?

Choose three main characteristic of successful entrepreneur and explain your choice

High level of physical energy

Ability to set clear goals and make decisions

Strong positive attitude

Initiative

Ability to adapt to changing environment

Responsibility

Motivation

Restlessness

Do you remember drawing a ladder of your success? Now draw one more and compare them both. Are their any differences in them? Have your ideas, views, expectations changed?
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