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“Before we begin our time�management seminar, did 
everyone get one of these 48�hour wrist watches?”



Part 1
HOW GOOD IS YOUR BUSINESS ENGLISH?

CONTENTS

Chapter 1. Take five
Verbal idioms: go, put

Chapter 2. Take another five
Verbal idioms: live, carry

Chapter 3. Take five minus one
Verbal idioms: go, drop

And take time for a smile!

The first part of our test of management skills is concerned 
with language, and especially business English. Our tests 
will check various items of business English vocabulary in 
different ways. Each test consists of eight questions.

Do a ll the tests a nd then check up at the end of each 
chapter. There you will find the correct answers in a key. 

TIME FOR A SMILE

“Can you tell me where the Virgin Islands are?” —
“I suppose they’re some distance from the Isle of Man.”

11



Chapter 1
TAKE FIVE

“I work 5 minutes, then take a 25 minute break. 
But when I work, I work very, very hard!”

Jobs a re i mportant for a ll of u s these days so wh at do 
you know about jobs? Find the job:

1. The successful applicant w ill be very well spoken. He 
will be smartly presented and representative. He should 
have experience in dealing with customers. He’s able to 
clinch the deal. The job is: _________

12



13Chapter 1. TAKE FIVE

2. He i s g ood a t w orking w ith f igures a nd d iagrams. 
He must be mechanically creative. He should develop 
things, which w ill be  ma nufactured later. The job 
is: _________

3. He t akes c are o f s alaries a nd wa ges. H is j ob a lso i n-
cludes training the staff and recruiting new people. The job 
is: _________

4. You belong to a company, which promotes the image and 
the products of a customer (company). You are responsi-
ble for a single customer. The job is: _________

5. You know your way around software. You should have 
learned several programming languages. The job is: ___

______

6. She must have a pleasant and open way with people she 
does not know. A c lear and f riendly voice. The job 
is: _________

7. He’s used to working with figures. Must check accounts 
and prepare invoices. The job is: _________

8. This person is the backbone of many departments. He 
or she prepares the letters a nd documentation a nd a r-
ranges the itineraries. This employee is a sort of assist-
ant. The job is: _________

Personal matters. There are one or two words for you to 
translate into English. Still quite easy!

Director L ong: M r. H olmes, I ’ve c alled y ou f or th is 
(условленная в стреча) b ecause I wa nt to g ive y ou a  
briefing. We’ve got a (свободное место) for the position 
of training manager for the executive levels.

Mr. Holmes: Shall I write a (должностная инструкция) 
for the position?
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Director Long: No, f or the moment we’ll put together an 
(объявление) for the newspaper. And I’ll get in touch with 
a head;hunter for this post.

Mr. Holmes: When should we plan the interview in for ap-
proximately so that I can make a schedule?

Director Long: March 3rd or 4th, in six weeks. We should 
have a (окончательный список претендентов) of two 
or three by then.

Mr. Holmes: Which degree of the salary scale should the 
job be in? Level six, for a ( руководитель отдела)?

Director Long: No, i n this case the position will carry a 
(по результатам переговоров) salary. The (контракт 
о работе по найму) will be standard as for the executive 
levels. Date of commencement April 1st, 2006.

Words at meeting: We all have to attend them. Some 
people say they’re a waste of time. We don’t think so. 
Which answer is correct?

1. The manager of the meeting is called the:
 le ader
 c hairman
 dir ector

2. When something is decided at a meeting and everybody 
votes for it, it is:

 se lected 100 %
 ca rried unanimously
 held  complete

3. The person who formally introduces a new member or 
a point is the:

 in troducer
 su ggestor
 pr oposer
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4. The chairman can bring the meeting to a n end by say-
ing:

 “Let’s bring it to a stop.”
 “Let’s call it a day.”
 “Let’s wind down.”

5. After the normal points in the meetings have been dis-
cussed further points have a special name:

 any other business
 ex tra agenda
 still to be discussed

6. The list of items to be gone through at a meeting is the:
 order of the day
 ag enda
 lis ting

7. The me eting w as _________  b y t he d irector, M r. 
Chilton.

 ch aired
 ma naged
 ru led

8. A summary of the points dealt with in a meeting are: 
 min utes
 pr otocol
 rep ort

Trading: Now it’s really getting tougher.
Can you translate the fol lowing sentences into Eng-

lish?

1. Если детали нет на складе, ее немедленно заказы-
вают вновь.

2. Дело пой дет в г ору, к ак т олько н аступит т еплая 
погода.

3. НДС — дополнительный налог, которым облага-
ется большинство товаров.
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4. Вы должны выяснить, насколько высоки импорт-
ные издержки.

5. «Прямая почтовая рассылка» становится важным 
инструментом сбыта. 

6. Им был выставлен слишком большой счёт.

7. Мы отправим им последнее напоминание, а если 
это не  с работает, б удем п реследовать и х че рез 
суд.

8. Поставляемая па ртия д олжна п рибыть на  д ень 
раньше срока поставки товара.

Doing business means playing with contracts.
Do you know your words? Match the definitions:

1. The terms stipulated in the contract.

2. When y ou d on’t d eliver th e g oods o n ti me y ou m ust 
pay.

3. If there is a problem the two parties must go to court 
to …

4. A first rough and not finalised contract.

5. Contract with fixed time conditions, but quantities and 
time are variable.

6. The act of breaking a contract.

7. To ask for money back.

8. The two partners in the contract or agreement.
 a.  parties e. draft
 b . reclaim f. arbitration
 c. skeleton g. conditions
 d. breach h. penalty
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TIME FOR A SMILE

At last Fred got an apprenticeship. 
His future master explained to him: “At the beginning 

you’ll get 200; in half a year 350.”
“That’s nice,” said Fred, “I’ll come back in half 

a year then.”

“Is there a file compression program that will help me 
to squeeze 12 hours of work into an 8 hour schedule?”

BUSINESS CULTURE TIPS

The CEO of a co mpany is the Chief Executive Officer. 
This is the administrator who makes the most important 
decisions in an organization or business. CEO runs the 
business with the help of officers of lower rank.

•
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Though the majority of leadership and/or executive posi-
tions in European and American businesses are still held 
by men, it’s becoming more common to meet women in 
management positions. While conducting business with 
an US or EU company, expect to interact with women 
who hold powerful positions.

We o ften s ay “Now that we’re all here” to g et the at-
tention of a g roup and to si gnal that a meeting or pres-
entation is about to begin. This phrase can also call at-
tention to th e fact that someone has arrived late, caus-
ing a delay in the meeting. 

The person who requested the meeting will usually come 
to the meeting w ith a n a genda, which w ill b e shared 
with everyone present. This person will run, or lead, the 
meeting, beginning by introducing everyone present if 
people don’t already know each other. If the meeting is 
by speakerphone, the people physically present will in-
troduce himself or herself for the benefit of the person 
on the phone.

The phrase “let me” is used in a variety of ways. You 
can use the phrase to i ntroduce his next statement. To 
be polite, the other people at the meeting should now 
focus their attention on your words. You can use “let me” 
as an introduction with many similar verbs. For exam-
ple, you may say: “Let me tell you about...” or “Let me 
explain why...”

Americans s ometimes s ay, “Let m e s ee...” whe n t hey 
are looking for information or trying to remember some-
thing. The phrase indicates that the speaker is going to 
respond, bu t t hat he  m ay ne ed a  moment t o t hink or 
look for something.

When w e s ay th at so meone “makes g ood” on  s ome-
thing, we’re focusing on the achievement of success. For 
example, you are referring to the fact that somebody has 
built a successful and profitable business.

•

•

•

•

•

•
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“Would you mind?” is a u seful courtesy phrase. Use it 
to soften a request. It’s often shortened by dropping the 
words “would you” as in “Mind if I take a look at that?”.

“Hell, no!” is an expression of strong disagreement. It is 
mildly vulgar, and can be offensive to some people. 

“If there’s nothing else” is a standard phrase that’s used 
to give the participants in a m eeting a c hance to m en-
tion any f inal points they want to b ring up before the 
meeting is ended.

When you say, “I’m afraid” you don’t mean that you are 
fearful. Rather, you’re expressing an apology for what 
you’re about to say. This is a polite way to disagree with 
or to disappoint somebody. 

INSIDE INFORMATION

All our dreams can come true, if we have 
the courage to pursue them.

—Walt Disney

IDIOMATIC ENGLISH MADE EASY

We want to increase your word power. In each chapter you 
find some verbal idioms. They are typical of idiomatic Eng-
lish. Some basic verbs like go are like fathers of a family of 
verbal idioms.

go идти, ходить

go ahead with двигаться вперёд; продолжать; 
начинать

go around in circles ки даться туда-сюда; действовать 
наобум

go at бросаться на кого�то; энергично 
браться за дело

•

•

•

•
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go by дейс твовать; руководство-
ваться; проходить мимо

go down спускаться, понижаться; быть 
побежденным

go down the drain бес следно исчезнуть, пропасть, 
провалиться

go for стремиться к чему�либо; стоить, 
иметь цену

go into something принимать участие; рассматри-
вать; входить

go on strike объявлять забастовку, забасто-
вать

go off взрываться; загораться; проис-
ходить; уходить

go off at  действовать сгоряча, необ-
the deep end думанно

go out выходить; уходить; выключать

go out with  прово дить время, встречаться 
с кем�либо

go through  проходить сквозь что�либо; 
something подвергаться

go through with быть принятым; вынести, 
испытать

TEST YOUR VERBAL IDIOMS

The Promised Land

John: I don’t know whether I should really (1) _________ 
my emigration to Brazil. I’ll lose all my friends and contacts 
here. I’m not sure if I can (2) _________ it.
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Brian: Listen, you can’t (3) _________ what other people 
say. Every case is different. Look at James! He went to Bra-
zil and he didn’t have any problems.

John: That example’s not  worth (4) _________. He  m ar-
ried Manuela, his Brazilian girlfriend. That’s why he never 
came back to Europe!

IDIOMATIC ENGLISH MADE EASY

put класть, положить

put across перевозить, переправлять; 
провернуть (дело)

put away съедать; убирать, прятать; 
откладывать (деньги)

put down записывать; запасать; класть; 
откладывать

put in (on) прилагать усилия; включать; 
вводить (в действие)

put off откладывать; отодвигать; выклю-
чать

put on  надевать; принимать вид, прики-
дываться

put somebody  заставить кого�либо пройти
through hell ад ские муки

put together соединять; собирать; сопостав-
лять

put up with  т ерпеть; мириться
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TEST YOUR VERBAL IDIOMS

It’s all a matter of taste

Fat F reddy: I ’m so hungry. I could eat a horse. I could 
(1) _________ a ton of food and a barrel of orange juice.

Tommy T hin: L isten, I ’ve g ot a sp ecial d iet f or y ou. 
(2) _________ it _________ on paper and don’t lose it. If 
you (3) _____________ a little effort __________ every 
day _________ your body you’ll be as thin as mine a fter 
a month.

Fat Freddy: Really! Do you want to to rture me? Do you 
want to (4) _________ me _________ just because I’m a 
few kilos overweight? Really! Forget it! I’m fat and happy. 
You are thin and you worry about food all the time. I only 
worry about how to get food.

“The coffee machine is broken, the microwave is broken, 
the toaster is broken, and the fridge is broken. I guess 

that’s why they call it the break room.”
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TIME FOR A SMILE

Toni: I bought a barometer in Tokyo.
Tina: Who wants to know if it’s raining in Japan?

KEY TO CHAPTER 1: TAKE FIVE

Exercise 1:
1. s alesman
2. en gineer
3. pe rsonnel manager
4. a dvertising manager/agent
5. p rogrammer
6. r eceptionist
7. a ccountant
8. s ecretary

Exercise 2:
1. app ointment
2. vac ancy
3. jo b description
4. a dvertisement/advert/ad
5. s hort list
6. de partment leader
7. n egotiated 
8. contract of employment/employer; employee 

agreement

Exercise 3:
1. c hairman
2. ca rried unanimously
3. p roposer
4. let’s call it a day
5. any other business
6. a genda
7. c haired
8. m inutes
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Exercise 4 (our suggestions):
1. When a pa rt is out of stock it is reordered immedi-

ately.
2. Business will pick up as soon as the warm weather 

begins.
3. VAT is an extra tax, which is put onto most goods.
4. You must find out how high the import charges are.
5. Direct mailing is becoming an important instrument 

for selling.
6. They were charged too much on the invoice.
7. We’ll send them a f inal reminder and if that doesn’t 

work, we’ll prosecute them.
8. The consignment has to a rrive at the goods inward 

one day early.

Exercise 5:
1 g; 2 h; 3 f; 4 e; 5 c; 6 d; 7 b ; 8 a.

KEY TO IDIOMATIC ENGLISH MADE EASY

The Promised Land 
(1) go ahead with
(2) go through with
(3) go by
(4) going into

It’s all a matter of taste
(1) put away
(2) put it down
(3) put a little effort in everyday on
(4) put me through hell

TIME FOR A SMILE

Last word of a Chicago gangster:
“Who put that violin in my violin case?”
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VOCABULARY TO HELP YOU WITH THE TESTS

achievement достижение, успех

agenda повестка дня

applicant претендент, соискатель

apprenticeship обучение, ученичество

approximately приблизительно, около

arbitration арбитраж, третейский суд

attend meetings пос ещать собрания

backbone спинной хребет; опора, основа

barrel бочка; баррель

breach (of contract) нарушение (договора)

break (broke,  ломать, разбивать; разрушать
broken) 

break перерыв, пауза

break room кухня, столовая (в офисе)

briefing инструктаж, постановка задачи

Chief Executive  генеральный директор; прези-
Officer (CEO)  дент; председатель правления; 

главный администратор компании

clinch the deal д оговариваться; заключать 
сделку

coffee machine ко феварка

consignment партия товара; груз; консигнация

courtesy правила вежливости, этикет

deliver производить; выпускать; 
доставлять

direct mailing прямая почтовая рассылка 
(тип рекламы)
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draft черновик контракта; счёт, 
платежное поручение

emigration эмиграция; переселение

executive должностное лицо, руководитель

figures цифры; данные

file compression  программа сжатия файлов
program

final reminder послед нее напоминание

finalise завершать, доводить до конца

fridge холодильник 
(от refrigerator)

give someone a lift подсадить, подвезти кого�либо

get in touch with вступить в контакт

guess догадываться; пытаться отгадать

head�hunter хэдхантер, охотник за профес-
сионалами

increase увеличиваться; расти

invoice счёт�фактура; выписать счёт

itinerary путеводитель, карта маршрута

microwave микроволновая (СВЧ) печь

mildly мягко, умеренно

minutes протокол (заседания, собрания)

negotiated salary д оговорная зарплата

offensive обидный, оскорбительный

out of stock про данный, отсутствующий 
на складе

overweight избыточный вес

parties стороны (в договоре)
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penalty  наказание; санкция; взыс-
кание; штраф; пеня

pick up по днимать, возрастать; 
набирать обороты

promote продвигать; стимулировать

proposer  тот, кто выдвигает предложение

prove доказывать; подтверж-
дать; пробовать

pursue  следовать намеченному курсу

receptionist служащий в приемной, секретарь

reclaim  требовать обратно, истребовать

recruit  набирать, вербовать, нанимать 

responsible ответственный

rule правило; управлять, руководить

salary оклад, жалованье, зарплата 
(служащих)

schedule график, программа, расписание; 
повестка дня

short list ок ончательный список претен-
дентов

skeleton  скелет; основа; набросок, план, 
эскиз

smartly умело; красиво, элегантно; 
остроумно

speakerphone устройство громкоговорящей 
связи

squeeze сжимать; сдавливать; стискивать

stipulate обусловливать, оговаривать, ста-
вить условием

successful успешный, преуспевающий, 
удачливый
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