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Dear Mr Barker

Thank you for your letter of 5 April 2009 in which you asked details of our range of business
applications programs.

Because of the low price of our software we do not normally offer a quantity discount;
however, if you can give me an indication of the quantity involved, | would be happy to
discuss terms further with you.

I am enclosing a copy of our most recent catalogue which gives details of our product range,
together with list prices. | hope the information will be of interest to you, and look forward to
discussing orders in the near future.

Yours sincerely

P.p. //%f/ Beachan

Alice Everett

Marketing Manager

Encl. Compact catalogue, trade price list

63 Wenwell Gardens
Southtown

S0O9 7PX



Inventor Plus
60 Chiswick Avenue
Southtown

S03 6Q7

10 January 2009

Dear Sir/Madam

| am writing in response to your advertisement for a Personal Assistant/Secretary to the Managing
Director.

| am enclosing a copy of my curriculum vitae, which gives details of my qualifications and experience.
As you will see | have had 7 years’ experience of working in a business environment. Although | did
not have to travel in my previous job, | would be very willing to do so.

| will be available for interview at any time, and look forward to hearing from you.

Yours faithfully

/I%/y Beachan

Hilary Beacham



Accounting and financial statements

Preparation of the accounts

The accounting process starts with inputs, such as
e Sales documents (eg invoices)
e Purchasing documents (eg receipts)
e Payroll records
e Bank records
e Travel and entertainment records
The data in these inputs is then processed in specialized software:
1. Entries are recorded chronologically into journals

2. Information from the journals is posted (= transferred) into ledgers where it
accumulates in specific categories (eg cash account, sales account, or account for
one particular customer)

3. Atrial balance is prepared at the end of each accounting period: this is summary of
the ledger information to check whether the figures are accurate. It is used directly
to prepare the main financial statements (income statement, balance sheet and cash
flow statement).

The financial statements of large companies have to be checked by an external firm of
auditors, who officially declare the accounts are correct. They are publicly available and
appear in the company’s annual report.

ADVERTISING

Advertising is an important element of the marketing function. It is used to increase sales by making
the product or service known to wider audience, by stressing its best qualities in order to sell it.



A company can advertise in a variety of ways, depending on how much it wishes to spend, and the
size and type of the target audience or target market — the group of customers who will most likely
buy the product.

A company directs its marketing efforts toward this group and must have the knowledge of
consumers and their buying habits. Success depends on knowing what the customer wants and how
to provide it the best way possible.

Segmenting — dividing the customers into groups to meet their needs and understand the customers.

There are 4 basic methods:

Geographic - country, weather, customs, city vs. country
Demographic - age, gender, occupation, education level, family

Psychographic — upper/lower income, social classes, free time activities

Product related — amount of the product, amount of the usage, brand loyalty

Banking

The banking sector in the United kingdom is made up of a variety of institutions
supervised by the country’s central bank , the Bank of England. This bank looks
after the government’s finance and monetary policy and act as banker to other
banks.

However, for the general public and many businesses, banking services are
provided by commercial banks which have branches throughout the country.

These banks offer a wide range of services which include accepting deposits,
making loans and managing customers’ accounts. Merchant banks, on the
other hand, do not deal with the public but specialise in services for companies
or corporate customers. They are particularly active in arranging mergers and
acquisitions and in advising on aspects of corporate finance.

BUSINESS LETTERS IN ENGLISH



Business letters are formal paper communications between, to or from businesses and
usually sent through the Post Office or sometimes by courier. Business letters are sometimes
called "snail-mail" (in contrast to email which is faster). Business correspondence includes:

o letter
(] memo
e fax

e email

Who writes Business Letters?

Most people who have an occupation have to write business letters. Some write many
letters each day and others only write a few letters over the course of a career. Business
people also read letters on a daily basis. Letters are written from a person/group, known as
the sender to a person/group, known in business as the recipient. Here are some examples
of senders and recipients:

business and business

business and consumer

e job applicant and company

e citizen and government official
e employer and employee

e staff member and staff member

Why write Business Letters?

There are many reasons why you may need to write business letters or other
correspondence:

e to persuade

e toinform

e torequest

e to express thanks

e toremind

e torecommend

e to apologize

e to congratulate

e toreject a proposal or offer
e tointroduce a person or policy
e toinvite or welcome

e to follow up

e to formalize decisions

Centralization and decentralization



A key issue for the company is to decide on the degree of centralization. If the authority is
kept at Head Office, this would mean:

» Astrong corporate image

» Decisions made by experienced managers who see the whole picture, not just one
part of the business

» Standardized procedures which could lead to economies of scale (lower costs) and
simpler distribution channels

Advantages of decentralization

» Lower-level managers are more familiar with local conditions and can therefore give
a stronger customer focus

» The delegation of decision-making is likely to lead to a higher level of morale at the
grassroots

I"

Structure could be “vertical”, with many layers of management,

or “flat”, with fewer layers.

How many subordinates should each manager supervise?

CLOSING LINES
Why do we need a closing line in a business letter or email?

e to make a reference to a future event
e to repeat an apology
e to offer help

Good Closing Lines:

If you require any further information, feel free to contact me.

Should you need any further information, please do not hesitate to contact me.
| look forward to your reply.

| look forward to hearing from you.



I look forward to seeing you.

We look forward to a successful working relationship in the future.
Once again, | apologise for any inconvenience.

| would appreciate your immediate attention to this matter.
Please respond at your earliest convenience.

Thank you for taking this into consideration.

| appreciate any feedback you may have.

Enclosed you will find ...

COMMERCIAL CODE

Foundation, activities and dissolution of enterprises in the Republic of Estonia is regulated by the
Commercial Code which was passed on 15 February 1995 and amended in May 1996. The
Commercial Code determines the forms of entrepreneurship:

e Sole Proprietorship

e General Partnership

e Limited Partnership

e Private Limited Company
e Public Limited Company
e Commercial Co-operative
e Non-profit organization

SOLE PROPRIETORSHIP

e Foundation of sole proprietorship is simplified. For starting one’s activities under sole
proprietorship, one shall have to register oneself as a sole proprietor in the Commercial
Register. Becoming a taxpayer of the Value Added Tax —VAT, applies in case the annual net
sales exceeds the amount of 250,000 kroons.

e The Commercial Code prescribes no requirements as to the capital. The accounting is also
simplified.

e Asole proprietor shall be liable for his or her obligations with all of his or her assets.

GENERAL PARTNERSHIP
e Ageneral partnership is a commercial undertaking in which two or more partners operate
under a common business name and are solidarily liable for the obligations of the
undertaking with all of their assets.



LIMITED PARTNERSHIP

A limited partnership is a commercial undertaking in which two or more persons operate
under a common business name, and at least one of the persons (general partner) is liable
for the obligations of the undertaking with all of his assets, and at least one of the persons
(limited partner) is liable for the obligations of the undertaking to the extent of the limited
partner’s contribution.

PRIVATE LIMITED COMPANY

A private limited company is a commercial undertaking which has share capital divided into
shares. Share capital shall be at least 40,000 kroons.

A private limited company is a company with a limited liability: a shareholder shall not be
personally liable for the obligations of the private limited company, but the latter shall be
liable for fulfilment of its obligations with all of its assets.

A private limited company may be founded by one or several persons.

A shareholder may easily transfer a share to another shareholder.

PUBLIC LIMITED COMPANY

A public limited company is a commercial undertaking which has stock capital divided into
stocks. Stock capital shall be at least 400,000 kroons.

A public limited company is a company with a limited liability: a stockholder shall not be
personally liable for the obligations of the public limited company.

A public limited company shall be liable for fulfilment of its obligations with all of its assets.
A public limited company may be founded by one or several persons.

MAKING AN ENTRY IN THE COMMERCIAL REGISTER

Entries in the commercial register are public (i.e. everyone has the right to examine the card
register and the business files) and a fee is charged for making an entry.

In general, for making an entry in the commercial register, the following documents should
be submitted to registrar:

an application (notarised)

a notarised deed of formation (if there is only one founder) or a notarised
Memorandum of Association or a foundation agreement (if there are several
founders)

Articles of Association or Statutes

information concerning the members of the management

notarised specimen signatures of the members of management board
information on telecommunication of the trader

a state fee receipt and a receipt for the payment of publication of the entry

Information to be entered in the commercial register:

1. the business name of the company
2. the area of activity, location and address of the company
3. the amount of capital



4. the date of conclusion of the foundation agreement

5. the names, personal identification codes and residences of the members of
the management board

6. the beginning and the end of the financial year of the company

COMPANY STRUCTURES

Most companies are made up of three groups of people:

e the shareholders ( who provide the capital)

o the management

e the workforce
The people who work for a company, all the people on its payroll, are its employees,
personnel, staff, workers or workforce. But these words can mean just the people carrying
out the work of a company, rather than those leading it and organising it: the
management.

We can describe an organisation in terms of :
e hierarchy
e responsibilities/functions
o titles
o affiliates
e structure

The management structure of a typical company:
SHAREHOLDERS

BOARD OF DIRECTORS
headed by the CHAIRPERSON/CHAIRMAN (PRESIDENT) US

MANAGING DIRECTOR (MD)
also known as the CHIEF EXECUTIVE OFFICER (CEO) US

SENIOR MANAGEMENT (SENIOR EXECUTIVES)
MIDDLE MANAGEMENT
FIRST LEVEL SUPERVISORS, SUPERINTENDANTS

At the top of the company hierarchy is the Board of Directors , headed by the Chairperson
or President.

The Board is responsible for making policy decisions and for determining the company's
strategy and capital expenditure. All the directors together are the board.

The Board will usually appoint a Managing Director ( or Chief Executive Officer ) who has
overall responsibility for the running of the business.



The Managing Director or Chief Executive Officer is the link between the Board and senior
management: (senior executives/top executives/executive directors).
Senior managers head the various departments or functions within a company which may
include the following:
o Sales & Marketing
Finance
Public Relations (PR)
Production
Personnel (or Human Resources, HR)
Research and Development (R&D)
Purchasing
e Customer Service

An executive is any senior person in the hierarchy of a firm. He/she makes important
decisions that are carried out by subordinates.

Like the Managing Director, some directors also are concerned with the day-to-day running
of the firm.

Middle managers are responsible for running sections or departments within a firm . They
are accountable to senior management for their particular area of responsibility.

CV TIPS

The word Curriculum Vitae literally translated means the story of your life.

The words Curriculum Vitae are usually abbreviated to CV or C.V.

Your CV is a very important document, it could be

e your next step up the career ladder
e abetter position

® more money

e new challenges, etc.

Your CV therefore has to represent the best you have to offer if you do not want to miss out on that
job you saw which was perfect for you.

These days employers often receive a lot of CVs for each advertised position - jobs advertised in
national papers can often attract hundreds of applicants.



So your CV has to be just that little bit special to stand out if you want to get interviews. The good
news (for you) is that most people do not know how to write a CV and only spend a short time
preparing a CV.

Writing professional CVs is a skill, which these people have not learnt.

Of course your CV can continue to work in your favour even after it has obtained an interview for
you. It can help you at an interview by carefully focusing the interviewer's mind on your good points
and on your achievements.

So do not skimp on the time you spend on writing a CV as it will probably be a false economy.

Delayering and downsizing
The recent trend for companies to reduce the number of people they employ:
e Reorganizing
o Re-engineering
e Restructuring
e Delayering
e Downsizing
e Rightsizing
An organization that has undergone this process is lean and its hierarchy is flat.
Empowerment

Eliminating middle levels of their hierarchies so as to empower ordinary workers and
employees.

This process of empowerment is designed to give the them the authority to make decisions
that were previously taken by middle managers.

e promotion versus demotion

e be promoted versus be demoted



Deployment — arranging in a position of readiness, or moving strategically or appropriately,
transferring to a new position.

Company can use outsourcing, ie. outsource many jobs previously done by in-house
personnel.

Delayering and downsizing
The recent trend for companies to reduce the number of people they employ:
e Reorganizing

e Re-engineering

Restructuring

Delayering
e Downsizing
¢ Rightsizing
An organization that has undergone this process is lean and its hierarchy is flat.
Empowerment

Eliminating middle levels of their hierarchies so as to empower ordinary workers and
employees.

This process of empowerment is designed to give the them the authority to make decisions
that were previously taken by middle managers.

e promotion versus demotion
e be promoted versus be demoted

Deployment — arranging in a position of readiness, or moving strategically or appropriately,
transferring to a new position.

Company can use outsourcing, ie. outsource many jobs previously done by in-house
personnel.

ECONOMIC INDICATORS



The World's Hardest-Hit Economies By Joshua Zumbrun, 07.08.2009, adapted from
http://www.forbes.com/2009/07/08/economics-iceland-ireland-business-beltway-countries.html|

If you think times are tough in America or Western Europe, take a look at these 10 nations.
WASHINGTON -- The economy is bad in the U.S. and Western Europe, but at least economists
stopped saying the Great Depression Il is at hand.

Other countries aren't as lucky. While the International Monetary Fund said Wednesday that much
of the world economy "is beginning to pull out of a recession unprecedented in the post-World War
Il era," the economies of Latvia, Estonia, Iceland, Ireland and Lithuania won't be coming along for the
ride, with gross domestic product falling by more than 10%--the standard yardstick for a depression -
this year.

And though most of the world is enjoying low inflation, with high unemployment keeping wage and
price growth in check, Seychelles, Iceland, Venezuela, Ukraine and Jamaica, saddled with huge
government debt burdens, are drowning in it. Worse, all five countries have weak GDP, creating the
ugly phenomenon known as "stagflation," familiar to millions of Americans who weathered the
1970s. In Iceland, the economic collapse led to 8.5% inflation and GDP that fell 10.5%. Call it a
stagflationary depression.

To find the 10 countries hardest hit by the downturn, we used data from the International Monetary
Fund to create a misery index: gross domestic product, inflation rate and purchasing power parity.
The IMF does not measure unemployment rates across all countries, and different countries use
different methods--often these measures are unreliable, because they are manipulated for political
purposes. Gross domestic product is the most straightforward measure of a country's overall
economic performance and declining GDP predicts rising unemployment. In Estonia, for example,
the economy is forecast to drop by 14.2%. According to the most recent European Union
unemployment statistics, its unemployment rate to 15.6% from just 3.9% a year ago.

Inflation in a country that's still growing is not nearly as bad as inflation in a country with
slow growth. When inflation causes wages to rise, the inflation may affect currency traders
much more than average citizens. To distinguish between inflation that's running away from
wages, we also weighted the per-capita purchasing power parity, which measures how
much more or less a person can actually afford to buy in the changing economy.

Although Iceland has characteristics of both depression and stagflation, its recession is not
expected to be nearly as severe as that of Estonia and Latvia, where GDP could shrink by
14.2% and 17.8% respectively. And Iceland's inflation is not as severe as the Seychelles, the
Indian Ocean archipelago-nation that was forced to devalue its currency in 2008. The
hardest-hit countries often depend heavily on trade and international banking in their
economies, and many of the countries have unsustainable debts.

COMPREHENSION


http://www.forbes.com/2009/07/08/economics-iceland-ireland-business-beltway-countries.html

Which words in bold from the text are used to describe different states of the economic situation?

Which definition describes the meaning of gross domestic product — GDP- more accurately?

e The value of goods and services produced in a country or area.
e The value of all the goods and services produced in a particular country.

When was the first Great Depression (Great Depression 1) ?

THE THREE SECTORS OF ECONOMY

We generally describe the economy as consisting of three sectors:

e the primary sector: agriculture, and the extraction of raw materials from the earth;

e the secondary sector: manufacturing industry, in which raw materials are turned into
finished products;

e the tertiary sector: the commercial services that help industry produce and distribute goods
to the final consumers, as well as the activities such as education, health care, leisure,
tourism, etc.

An economy can also be divided into:

e the private sector, which includes large corporations, small and medium-sized enterprises,
and individuals working on a self-employed basis.
e the public sector, where there are schools and hospitals as well as state-owned enterprises
such as railways and the post office.
From http://www.investinestonia.ee/index.php/business-environment/economy-at-a-glance

General information
e Estoniais a member of the European Union.
e Estonia has a developed market economy.
e Estonia joined the World Trade Organization in 1999.

e Estonia has been ranked 13th in the Index of Economic Freedom (2009, Wall Street
Journal/The Heritage Foundation), 24th in the Ease of Doing Business Report (2010,


http://www.investinestonia.ee/index.php/business-environment/economy-at-a-glance

World Bank), and 35th in the Global Competitiveness Report (2010, World Economic
Forum).

e Estonia has some of the highest credit ratings in the region (Fitch IBCA, Standard &
Poor's, Moody's).

e 0% corporate income tax is imposed on all reinvested earnings in Estonia.

e The Estonian cost level is still significantly lower than that of neighboring
Scandinavian countries.

e In Estonia, all capital is treated equally, foreign or domestic.

e Estonia is the leading country in Central and Eastern Europe in terms of attracting
foreign direct investments.

e Estonia is one of the leading countries in the world in creating and implementing e-
government solutions and cyber security.

Characteristics
e A balanced budget
e Almost non-existent public debt
e Flat-rate income tax
e Free trade regime
e Fully convertible currency

e Astrong peg to the euro - a fixed exchange rate, one euro corresponding 15.6466
Estonian kroons

e Competitive commercial banking sector
e Estonian currency and gold reserves are stable.

e Estonia's open economy, excellent transportation links and central location make it
an ideal base for production and distribution.

e The availability of highly skilled, reasonably priced labour has been one of the
cornerstones of Estonia's rapid economic development.

Economy today

e Today, Estonia’s government debt is among the lowest in Europe and the economy
has shown considerable endurance to the global economic crisis.



e Increases in labour costs

¢ Rise of taxation on tobacco, alcohol, electricity, fuel and gas

e External pressures (growing prices of oil and food on the global market)
¢ Rise of inflation rate

e Slowing economic growth

ECONOMY vs ECONOMICS vs ECONOMIC vs ECONOMICAL vs ECONOMIZE

A country’s economy is the organisation of its wealth-producing commerce and industry.

Britain’s economy os increasingly based on services.

Economy can also mean “the deliberate saving of money through carefully-controlled spending”.

We used recycled paper for reasons of economy.

We can refer to something as a false economy when an apparent saving of money in fact results in
inefficiency and/or unforeseen extra costs.

Buying second-hand equipment can be a false economy.

We refer to an economy of scale when there is a reduction in unit cost owing to an increase in the
volume of production.

The doubling of output can lead to economies of scale of up to 30%.

Economics is the scientific study of a society’s money, industry and trade.

She studied economics at the London Business School.

Economic means “related to the economy”.

The 1970s and 1980s were a period of political and economic crisis.

Economic can also mean “cost-effective”.



We have to keep wage costs low to make it economic for us to continue production.

If something is economical it does not require a great deal of money to operate.

I have a small car because it's economical to run.

The verb is to economize and means to “save money”.
We need to economize in order to keep costs at an acceptable level.

FINDING NEW EMPLOYEES
RECRUITMENT

Vacant job, vacancies

To employ

To recruit staff

To take on extra staff

To hire graduate trainees

To be on probation

HAVING NO JOB

Be unemployed
Unemployment insurance
Unemployment insurance benefit

Unemployment insurance premium

BAD CONDUCT

Breach of work discipline
To dismiss staff
To sack someone

To fire employees



LEAVING A JOB

To resign

To hand in your notice
Letter of resignation
Termination pay(ment)

Severance pay(ment)

LEAVING AT 65

To retire

To take early retirement
To receive a pension
Pension insurance
Pension fund

Funded pension

RECESSION

Redundancy

To lay off

Compulsory redundancies
To make staff redundant
To be made redundant

Redundancy payment



Financial markets
Securities
Securities refer to stocks, bonds and money market instruments.

Individual investors and financial institutions can buy stocks (=equities) of
companies listed on a stock exchange. Capital in the form of shares/stocks is
also called equity.

The term ,,shares” includes both stocks and privately held stakes in small firms
that are not publicly traded.

The bond market

If a government or large company wants to borrow a large sum of money, it
issues a bond and receives the money as a loan from the institution or
individual who buys it. The original amount (= the principal) is then paid back
over a fixed period of time (= the maturity/ the term of the loan). The bond
market is entirely electronic.

The foreign exchange market

The foreign exchange (= currency) market is bigger than all the securities
markets combined. Here, dealers buy and sell currency pairs such as EUR/USD
(= euro against the dollar). There is a huge amount of speculation in this
market.

The commodity market

Here, the dealers trade the future price of such things as:
e Energy: crude oil,, natural gas, etc.
e Metals: gold, silver, copper, steel, etc.

e Soft commodities: coffee, sugar, grains, etc.



Financial statements

Companies are required by law to give their shareholders certain financial
information. Most companies include three financial statements in their annual
reports.

The profit and loss account shows revenue and expenditure. It gives figures
for total sales or turnover, and for costs and overheads. The first figure should
be greater than the second: there should be generally profit. Part of the profit
is paid to the government in taxation, part is usually distributed to
shareholders as a dividend, and part is retained by the company to finance
further growth, repay debts, etc.

The balance sheet shows the financial situation of the company on a particular
date, generally the last day of its financial year.It lists the company’s assets, its
liabilities and shareholder’s funds. A business’s assets consist of its cash
investments and property (buildings, machines, etc.), and debtors - amounts of
money owed by the customers for goods or services purchased on credit.
Liabilities consist of all the money that a company will have to pay to someone
else, such as taxes, debts, interest and mortgage payments, as well as money
owed to suppliers for purchases made on credit, which are grouped together
on the balance sheet as creditors.

The basic accounting equation, in accordance with the principle of double-
entry bookkeeping, is that

Assets = Liabilities + Owner’s (Shareholder’s) Equity (an alternative term for
shareholder’s equity is Net Assets). This includes share capital (money received
from the issue of shares), sometimes share premium (money realized by
selling shares at above their nominal value), and the company’s reserves,
including the year’s retained profits.

A third financial statement has several names: the cash flow statement, the
funds flow statement, the source and application of funds statement. This
statement shows the flow of cash in and out of the business between balance
sheet dates. Sources of funds include trading profits, depreciation provisions,
borrowing, the sale of assets, and the issuing of shares. Applications of funds



include the purchase of fixed or financial assets, the payment of dividends and
the repayment of loans, and in a bad year, trading losses.

5 BASIC PRINCIPLES FOR A GOOD CV
1. Concentrate on the essentials

e A CV must be brief: in most cases one to two pages are sufficient. In any event, do not exceed
three pages.

e If your work experience is limited, describe your education and training first; highlight work
placements during training

e If language skills are important for the job you are applying for, fill in the Europass Language
Passport available on this site and attach it to the CV.

2. Beclear and concise

e Use short sentences.
e Concentrate on the relevant aspects of your training and work experience.
e Explain any breaks in your studies or career.

3. Adapt your CV to suit the post you are applying for

e Before sending your CV to an employer, check that it corresponds to the profile required.

e Do not include work experience or training which is not relevant to the application.

e Highlight your advantages according to the specific needs of the prospective employer.
Beware: do not artificially inflate your CV; if you do, you are likely to be found out at
interview.

4. Take care over the presentation of your CV

e Set out your skills and competences clearly and logically, so that your advantages stand out.
e Pay attention to details such as spelling and punctuation.

5. Check your CV once you have filled it in
e Remove any spelling mistakes, and ensure it is laid out clearly and logically.

e Have someone else re-read your CV so that you are sure the content is clear and easy to
understand.



Getting the sack
When people lose their jobs, (done something wrong) they are
e dismissed
e fired
e sacked
e terminated
People are also made redundant or laid off and we talk about the number of redundancies.

Outplacement is when a company helps people it is making redundant find new jobs in other

organizations.

HOW TO MANAGE A PROJECT

1. Define the Scope
The first, and most important, step in any project is defining the scope of the
project. What is it you are supposed to accomplish by managing this project?
What is the project objective?

2. Determine Available Resources
What people, equipment, and money will you have available to you to achieve
the project objectives? As a project manager, you usually will not have direct
control of these resources, but will have to manage them through matrix
management.

3. Check the Timeline
When does the project have to be completed? As you develop your project plan
you may have some flexibility in how you use time during the project, but
deadlines usually are fixed.

4. Assemble Your Project Team
Get the people on your team together and start a dialog. They are the technical
experts. That's why their functional supervisor assigned them to the project. Your
job is to manage the team.



10.

11.

12.

List the Big Steps

What are the major pieces of the project? If you don't know, start by asking your
team. It is a good idea to list the steps in chronological order but don't obsess
about it; you can always change the order later.

List the Smaller Steps

List the smaller steps in each of the larger steps. Again, it usually helps you
remember all the steps if you list them in chronological order. How many levels
deep you go of more and more detailed steps depends on the size and
complexity of your project.

Develop a Preliminary Plan

Assemble all your steps into a plan. What happens first? What is the next step?
Which steps can go on at the same time with different resources? Who is going
to do each step? How long will it take?

Create Your Baseline Plan

Get feedback on your preliminary plan from your team and from any other
stakeholders. Adjust your timelines and work schedules to fit the project into the
available time. Make any necessary adjustments to the preliminary plan to
produce a baseline plan.

Request Project Adjustments

There is almost never enough time, money or talent assigned to a project. Your
job is to do more with the limited resources than people expect. However, there
are often limits placed on a project that are simply unrealistic. You need to make
your case and present it to your boss and request these unrealistic limits be
changed. Ask for the changes at the beginning of the project. Don't wait until it's
in trouble to ask for the changes you need.

Work Your Plan, But Don't Die For It

Making the plan is important, but the plan can be changed. You have a plan for
driving to work every morning. If one intersection is blocked by an accident, you
change your plan and go a different way. Do the same with your project plans.
Change them as needed, but always keep the scope and resources in mind.

Monitor Your Team's Progress

You will make little progress at the beginning of the project, but start then to
monitor what everyone is doing anyway. That will make it easier to catch issues
before they become problems.

Document Everything

Keep records. Every time you change from your baseline plan, write down what
the change was and why it was necessary. Every time a new requirement is
added to the project write down where the requirement came from and how the



timeline or budget was adjusted because of it. You can't remember everything,
so write them down so you'll be able to look them up at the end-of-project
review and learn from them.

13. Keep Everyone Informed
Keep all the project stakeholders informed of progress all along. Let them know
of your success as you complete each milestone, but also inform them of
problems as soon as they come up. Also keep you team informed. If changes are
being considered, tell the team about them as far ahead as you can. Make sure
everyone on the team is aware of what everyone else is doing.

Source: How to manage a project

Primary sector

The primary sector is the less important part of Estonian economy. Only about 4% of
Estonian gross domestic product comes from the primary sector. The most important
branches of the primary sector are agriculture and forestry. In agriculture, milk cattle,
poultry and pigs are important. The forest is the main natural resource of Estonia, it provides
material for furniture and timber industries.

Secondary sector

The secondary sector gives approximately 28% of the gross domestic product, therefore, it is
the second most important sector in Estonian economy. Important branches are timber and
furniture industries, which provide 1,7% of Estonia’s production. More than 900 companies
work with processing timber. A very large part of the output of Estonia’s forestry and related
industries goes for export. Food industries, sewing and textile industries and the chemical
industries are also important. Mechanical engineering and motor vehicle industry have gone
through a rapid development during the last years.

Tertiary sector

More than half of the whole production (67 %) comes from the service sector. The main
tertiary sector services are commerce, e-commerce, finance, banking, business service, real
estate, transport and tourism. Over the recent years, information technology and
telecommunication have gained more and more importance as Estonia has started many
Internet- and mobile-based services, such as e-parking and e-election. More than half of the
people in Estonia work in the tertiary sector.

Key sectors of Estonian economy

e Qil shale energy


http://management.about.com/od/projectmanagement/ht/ProjMgtSteps.htm

e Telecommunications

e Textiles

e Chemical products

e Banking services

e Food and fishing

e Timber

e Shipbuilding

e Electronics

e Transportation
Management

The characteristics of management often vary according to national culture, which can
determine how managers are trained, how they lead people and how they approach their
jobs.

The amount of responsibility of any individual in a company depends on the position that he
or she occupies in its hierarchy. Managers, for example, are responsible for leading the
people directly under them, who are called subordinates. To do this successfully, they must
use their authority, which is the right to take decisions and give orders. Managers often
delegate authority. This means that employees at lower levels in the company hierarchy can
use their initiative, that is make decisions without asking their manager.

Management styles

An autocratic person or organization has complete power and makes decisions without
asking anyone else’s advice.

Something that is democratic is based on the idea that everyone should have equal rights
and should be involved in making important decisions.

A laissez-faire style or approach is based on the idea that people should be allowed to make
decisions themselves, without interference from those in authority.

MARKETING

Marketing is the term given to the different activities involved in distributing goods from the
manufacturer to the final customer (eg. advertising, sales promotion, branding, market surveys, etc).



The combination of the different elements of a company’s marketing plan, such as product,
promotion, pricing and place (where the product is sold) is known as the marketing mix.

Also known as 4P’s

e Product

e Promotion
e Price

e Place

In order to develop a successful marketing mix, researchers must first ask:
Who is going to buy the product?

What is the potential to sell the product?

MARKETING STRATEGY

1. Define target market — the group of customers who will most likely buy the product. A
company directs its marketing efforts toward this group and must have the knowledge of
consumers and their buying habits. Success depends on knowing what the customer wants
and how to provide it the best way possible.

2. ldentify and manipulate controllable variables (4 P's) — marketing mix.

Product
e Promotion
e Price
e Place

In order to develop a successful marketing mix, researchers must first ask:

e Who is going to buy the product?
e What is the potential to sell the product?

3. Research your uncontrollable variables:
Culture

e Economy

e political/legal situation

e technological background

e competition

MARKETING STRATEGY



1. Define target market — the group of customers who will most likely buy the product. A
company directs its marketing efforts toward this group and must have the knowledge of
consumers and their buying habits. Success depends on knowing what the customer wants
and how to provide it the best way possible.

2. Identify and manipulate controllable variables (4 P's) — marketing mix.

Product
e Promotion
e Price
e Place

In order to develop a successful marketing mix, researchers must first ask:

e Who is going to buy the product?
e What is the potential to sell the product?

3. Research your uncontrollable variables:
Culture
e Economy
e political/legal situation
e technological background
e competition
MARKETING

Marketing is the term given to the different activities involved in distributing goods from the
manufacturer to the final customer (eg. advertising, sales promotion, branding, market surveys, etc).

The combination of the different elements of a company’s marketing plan, such as product,
promotion, pricing and place (where the product is sold) is known as the marketing mix.

Also known as 4P’s

e Product

e Promotion
e Price

e Place

In order to develop a successful marketing mix, researchers must first ask:
Who is going to buy the product?

What is the potential to sell the product?



Watch the YouTube video on marketing, take notes if necessary and do the comprehension self-
test on it later. Listen to it as many times as necessary.

Vocabulary:

supply and demand
consumerism

to consume
consumer society
consumption
environment

to stimulate

great depression

product development

When listening, pay attention to the following questions:

e what is the speaker’s job

e what is a market

e what does the law of supply and demand dictate
e what is marketing blamed for

e what is marketing

e what does the marketer do

e what did we learn from the great depression

e how to stimulate demand

OPENING LINES
Why do we need an opening line in a business letter or email?

e to make reference to previous correspondence
e to say how you found the recipient's name/address
e to say why you are writing to the recipient.

10 Good Opening Lines

With reference to your letter of 8 June, I ...



| am writing to enquire about ...

After having seen your advertisement in ..., | would like ...
After having received your address from ..., | ...

| received your address from ... and would like ...

We/| recently wrote to you about ...

Thank you for your letter of 8 May.

Thank you for your letter regarding ...

Thank you for your letter/e-mail about ...

In reply to your letter of 8 May, ...

In most types of business letter it is common to use a friendly greeting in the first sentence
of the letter. Here are some examples:

| hope you are enjoying a fine summer.

It was a pleasure meeting you at the conference this month.

| appreciate your patience in waiting for a response.

After your short opening, state the main point of your letter in one or two sentences:
| am writing to inform you about...

| am interested in the job opening posted on your company website.

We would like to invite you to a members” only luncheon on April 5.

Here are some common ways to express unpleasant facts:
We regret to inform you...
It is with great sadness that we...

After careful consideration we have decided...



PAY

Most workers are paid (= receive money) every month and this pay goes directly into their bank
account. It is called salary. We can express the same idea using the verb to earn:

My salary is $60,000 a year. (= earn $60,000 a year.)

Some people get wages, e.g. people working in factories may get the minimum wage (the lowest
amount allowed by law).

Waiters and waitresses also get tips (money that customers leave for them in addition to the bill).
Salespeople usually get a basic salary, plus commission (a percentage on everything | sell).
When people work really hard and get good results they may get extra money for that —a bonus.

There may be performance-related bonuses if the manager reaches particular objectives for the
company.

With many jobs you get holiday pay and sick pay (when you are ill.)

The total amount of money you receive in a year is called your income. This could be your salary
from one job, or the salary from two different jobs you have.

And on this income you have to pay part to the government — called income tax.

Compensation and remuneration are formal words used to talk about pay and benefits, especially
those of senior managers.

COMPANY PERKS / FRINGE BENEFITS/ INCENTIVES OR INCENTIVE PACKAGE/ BENEFITS PACKAGE
Longer holidays

Company car

Vouchers for lunch

Free meals

Subsidized canteen



Performance — related bonus
Sports facilities

Free gym membership
Mobile phone

Private health insurance
Company pension scheme
Training

Travel allowance

Relocation allowances

Child care facilities

Profit sharing

BASIC PROJECT MANAGEMENT OUTLINE

A successful Project Manager must simultaneously manage the four basic elements of a
project: resources, time, money, and most importantly, scope. All these elements are
interrelated. Each must be managed effectively. All must be managed together if the project,
and the project manager, is to be a success.

e Resources
People, equipment, material

e Time

Task durations, dependencies, critical path
e Money

Costs, contingencies, profit
e Scope

Project size, goals, requirements

The project scope is the definition of what the project is supposed to accomplish and the
budget (of time and money) that has been created to achieve these objectives. It is
absolutely imperative that any change to the scope of the project have a matching change in
budget, either time or resources. You can not effectively manage the resources, time and
money in a project unless you actively manage the project scope. When you have the project
scope clearly identified and associated to the timeline and budget, you can begin to manage
the project resources. These include the people, equipment, and material needed to
complete the project.



Source: Basic Project Management Outline

PROJECT MANAGEMENT

Project management is a carefully planned and organized effort to accomplish a specific (and usually)
one-time effort, for example, construct a building or implement a new computer system.

Project management includes developing a project plan, which includes:

o defining project goals and objectives

e specifying tasks or how goals will be achieved
e specifying what resources are needed

e associating budgets and timelines for completion.

It also includes implementing the project plan, along with careful controls to stay on the "critical
path", that is, to ensure the plan is being managed according to plan.

Project management usually follows major phases (with various titles for these phases) including:

o feasibility study

e project planning

¢ implementation

e evaluation

e support/maintenance.

Source: Free Management Library

Public and private sector

When a private company is bought by a state and brought into the public sector, it is
nationalized in a process of nationalization.

A nationalized company is state-owned.

When the state returns a company to the private sector in a sell-off, it is privatized. This is
privatization.

The first to be sold off in a privatization programme are often the companies responsible for
the public supply of electricity, water and gas: the utilities.


http://management.about.com/cs/projectmanagement/a/PM101.htm
http://www.managementhelp.org/plan_dec/project/project.htm#anchor440783

SALUTATION

First and foremost, make sure that you spell the recipient's name correctly.
You should also confirm the gender and proper title.

Use Ms. for women and Mr. for men.

Use Mrs. if you are 100% sure that a woman is married.

Under less formal circumstances, or after a long period of correspondence it may be
acceptable to address a person by his or her first name.

When you don't know the name of a person and cannot find this information out you may
write, "To Whom It May Concern".

It is standard to use a comma (colon in North America) after the salutation.
It is also possible to use no punctuation mark at all.
Here are some common ways to address the recipient:

e Dear Mr Powell,

e Dear Ms Mackenzie,

e Dear Frederick Hanson
e Dear Sir or Madam

e Dear Madam

e Dear Sir,

e Dear Sirs

SIGNALLING PHRASES

Introducing yourself
Good morning. My name’s ... I'm the new Finance Manager.

Let me start by saying just a few words about my own background.



Introducing the topic

Let me start by ...
I'll start by ...

First of all, I'll ...

Starting with ...

I’d like to begin with ...

I'd like to talk today about ...

I’'m going to present ...

I’'m going to inform you about ...

I’'m going to describe ...

Purpose/Objective

We are here today to learn about ...
The purpose of this talk is to update you on ...

The purpose of this talk is to give you the background to ...

Length

| shall only take (...) minutes of your time .

This should only last (...) minutes.

Outline/Main parts

I've divided my presentation into four parts. They are ...

Firstly/first of all ...
Secondly/then/next ...

Thirdly/and then we come to ...

Finally/lastly/last of all ...



Moving to the next point

Let me turn now to ...
Let’s move on to ...

Turning to ...
I'd like now to ...
Next ...

Let’s look now at ...

Giving examples

For example ...
A good example of this is ...

To illustrate this point ...

Summarising

Let’s recap, shall we?
I’d like to sum up now ...
Let me summarise briefly what I've said.

If I can just sum up the main points ...

Questions

I’d be glad to answer any questions at the end of my talk.

If you have any questions, please feel free to interrupt.

Concluding



In conclusion ...

Closing

Thank you for your attention.

Thank you for listening.

TAXATION

»In this world nothing can be said to be certain except death and taxes”.
Benjamin Franklin

The last sum of money you received had probably already been taxed, or will be liable to
taxation, depending on which country are you in. Similarly, the last sum of money you spent
probably included a percentage of tax.

THE NATIONAL TAXES PAYABLE IN THE REPUBLIC OF ESTONIA

e income tax
e social security tax

e VAT
e Excise duty
¢ land tax

e tax on gambling

e inheritance tax

e duty

e mandatory funded pension

e unemployment insurance premium

Income tax
Period of taxation for natural persons is a calendar year. Income tax rate is 21%. In Estonia,

annual basic exemption (non-taxable amount) per year is 27 000 EEK. The moment of
corporate income taxation is shifted until the distribution of profits in Estonia.

Unemployment insurance premiums

From 1 August 2009, an unemployment insurance premium is withheld at a rate of 2,8% of
the gross salary of the employee.



In addition to this, employers pay the unemployment insurance premium at a rate of 1,4% of

the sum of gross salaries monthly.

Funded pension payment

A funded pension payment is withheld at a rate of 2% of the gross salary of the

employee. Funded pension payments are not withheld from payments made from 1 June

2009 until 31 December 2009.

Telephone language and phrases in English

How to answer and speak on the phone

Answering the phone
e Good morning/afternoon/evening, York
Enterprises, Elizabeth Jones speaking.
e Who's calling, please?
Introducing yourself
e This is Paul Smith speaking.
e Hello, this is Paul Smith from Speaks
International.

Asking for someone

e Could I speak to John Martin, please?
o I'd like to speak to John Martin, please.

e Could you put me through to John Martin,

please?
e Could I speak to someone who ...
Explaining

e I'm afraid Mr Martin isn't in at the
moment.

¢ I'msorry, he's in a meeting at the moment.

e I'm afraid he's on another line at the
moment.

Problems

I'm sorry, | don't understand.
Could you repeat that, please?
I'm sorry, | can't hear you very
well. Could you speak up a
little, please?

I'm afraid you've got the wrong
number.

I've tried to get through
several times but it's always
engaged.

Could you spell that, please?

Putting someone through

One moment, please. I'll see if
Mr Jones is available.

I'll put you through.

I'll connect you.

I'm connecting you now.

Taking a message

Can | take a message?

Would you like to leave a
message”?

Can | give him/her a message?
I'll tell Mr Jones that you called
I'll ask him/her to call you as



Putting someone on hold soon as possible.

e Just a moment, please.
e Could you hold the line, please?
e Hold the line, please.

The Stock Exchange

An agent who buys and sells shares for investors
(A stockbroker)

A person or securities house which buys and sells shares for brokers
on the Stock Exchange
(Market maker)

A person who examines different stocks and shares to evaluate their
merits as investments
(An analyst)



A specialist responsible for funds entrusted to him for investment
(eg. unit trust, investment trust, pension fund, etc.)
(A fund manager)

A person who sells stocks and shares anticipating a fall in the market
price
(A bear)

Share prices fall because there are more sellers than buyers
(Bear market)

A person who buys stocks and shares anticipating a rise in the market
price
(A bull)

Share prices rise because there are more buyers than sellers
(Bull market)

A person who takes risks on the stock exchange or in business in the
hope of making a profit when the market price changes
(A speculator, stag)

The Successful Application Letter

Your CV should be accompanied by a letter of application, and these two items form a package. The
letter has a number of purposes:

e It allows you to sell yourself by pointing out key features of your CV.

e |t gives you the opportunity to include material that is not in the CV, especially personal
qualities that you listed when making your preparations.

e It shows a prospective employer that you know how to write a letter. While this may be of
decreasing importance in an electronic age, many employers still value it highly, both as a
skill in its own right and as a test of your ability to communicate clearly and effectively.

What should go in it?
The letter of application should follow the general guidelines for all business letters. It should have

e anintroduction
e abody



e aconclusion.

1. The introduction: In the introduction you should detail the job you are applying for, and, if
relevant, the circumstances that have led to this (for example an advertisement, or the
recommendation of an agency).

2. The body: The body of the letter provides you with an opportunity to present yourself to the
employer:

e Tell the reader about your present job and why you are looking to move on.

e Explain why you are suitable for this job

e Emphasize the skills you have which make you particularly suitable for the job
e List briefly the personal qualities you would bring to it

e Answer any specific questions posed by the advert or job details

It is important not to write too much, however. Two, or at most three, short punchy paragraphs are
much more effective than two sides of rambling prose.

3. The conclusion: The conclusion should round the letter off, leaving the reader with a positive
image. It should sum up briefly the selling points made in the body of the letter, mention any
items (including the CV) you are enclosing, and express willingness to provide any further
information that the reader may want.

TITLES
Titles used in addresses are as follows:

e Mris the usual courtesy title for a man. The unabbreviated form Mister should not
be used.

e Mrs (no unabbreviated form), is used for a married woman.

e Miss (not an abbreviation), is used for an unmarried woman.

e Ms (pronounced /miz/, no unabbreviated form, is used for both married and
unmarried women. It is advisable to use this form of address when you are unsure
whether the woman you are writing to is married or not, or do not know which title
she prefers.

Other courtesy titles include academic or medical titles, e.g.
Doctor (Dr), Professor (Prof);
military titles, e.g. Captain (Capt), Major (Maj), Colonel (Col), General (Gen);

and aristocratic titles, e.g. Sir, Dame, Lord, Lady.



Sir means that the addressee is a knight, and is always followed by a first name, e.g. Sir John
Brown, never Sir J.Brown or Sir Brown. It should not be confused with the salutation Dear
Sir.

Types of accounting

Bookkeeping

Writing down the details of transactions (debits and credits)
Accounting

Keeping financial records, recording income and expenditure, valuing assets
and liabilities, etc

Managerial accounting
Preparing budgets and other financial reports necessary for management
Cost accounting

Working out the unit costs of products, including materials, labour and all other
expenses

Tax accounting

Calculating an individual’s or a company’s liability for tax

Auditing

Inspection and evaluation of accounts by a second set of accountants
“Creative accounting”

Using all available accounting procedures and tricks to disguise the true
financial position of a company

Types of banks

Central banks
e supervise the banking system
e fix the minimum interest rate



e issue bank notes

e control the money supply

e influence exchange rates

e act as lender of last resort
Commercial banks

e receive and hold deposits in current and savings accounts

e pay money according to customers’ instructions

¢ lend money

e offer investment advice

o offer foreign exchange facilities
Merchant banks (in Britain)

e specialise in raising funds for industry

e finance international trade

e issue and underwrite securities

e deal with takeovers and mergers

e issue government bonds

o offer stockbroking and portfolio management services for rich corporate
clients

Investment banks (in the USA) are similar but

e they can only act as intermediaries offering advisory services, not

offering loans themselves
Building societies (in Britain)

e provide mortgages, i.e. they lend money to homebuyers on the security
of houses and flats and attract savers by paying higher interest than the
bank

Universal banks (in some European countries, notably Germany, Austria,
Switzerland)

e combine deposit and loan banking with share and bond dealing
Usually form a subsidiary, known as a finance house, to lend money — at
several per cent over the base lending rate — for hire purchase or instalment
credit, that is loans to consumers that are repaid in regular, equal monthly
payments.

Supranational banks



e such as the World Bank or the European Bank for Reconstruction and
Development (EBRD)hich are generally concerned with economic
development

WHAT MAKES A GOOD PRESENTATION

SOME HINTS FOR A SUCCESSFUL PRESENTATION

DELIVERY

. Nerves You will probably be nervous at the beginning of your
presentation. Don’t worry — most people are nervous in this

situation. Try not to speak too fast during the first couple of
minutes — this is the time you establish your rapport with the
audience and first impressions are very important. You may
find it helpful to memorise your introduction.

. Audience rapport
Try to be enthusiastic — your interest in the subject matter

will carry your audience along . Look around your audience as
you speak — eye contact is essential for maintaining a good
rapport.

. Body language
Try to be aware of any repetitive hand gestures or awkward

mannerisms that might irritate your audience.

. Voice quality Your voice must be clear and loud enough at all times. If
you vary your intonation, your presentation will be more interesting

to listen to.

. Visual aids Use your visual aids confidently, making sure you allow your



audience time to get the information from flipcharts and

transparencies.

LANGUAGE
. Simplicity Use short words and sentences that you are comfortable
with.
. Signalling  Indicate when you have completed one point or section in

your presentation and are moving on to the next. Give your audience

clear signals.

WHAT MAKES A GOOD PRESENTATION

SOME HINTS FOR A SUCCESSFUL PRESENTATION

PREPARATION

. Planning  Plan your presentation carefully . Preparation will make you
confident and help you to overcome your nervousness.
Objectives Think about what you want to achieve.

. Audience Whom exactly will you be addressing? What do they need to
know?
. Content Brainstorm your ideas first.Then decide which are the most

relevant to your audience.Be selective! Don’t try to cram too
much into your presentation.

. Approach A good rule of thumb is to “ tell your audience what you are
going to say, say it, then tell the audience what you have said”.

. Organisation Your presentation should have a clear structure and cover
points in a logical order. Most presentations start with a brief

more



introduction and end with a brief conclusion.

Use the introduction to welcome your audience, introduce your
topic, outline the structure of your talk, and provide guidelines
on questions.

Use the conclusion to summarise the main points of your
presentation, thank the audience for their attention, and

invite questions.

. Visual aids Visual aids can make a presentation more interesting and easier
to understand, but make sure they are appropriate and clear.

Think of using some charts, graphs, etc.

Rehearsal Allow time to practise your presentation — this will give you a
chance to identify any weak points. You will be also able to

check the timing, and make sure you can pronounce any figures
and names correctly and confidently.
3.1. WHAT MAKES A GOOD PRESENTATION

SOME HINTS FOR A SUCCESSFUL PRESENTATION

Objective: to learn what makes a good presentation
Language focus: signalling phrases used in the presentation

Skills work: to practise giving a company presentation

PREPARATION

e Planning  Plan your presentation carefully . Preparation will make you
more confident and help you to overcome your nervousness.

e Objectives Think about what you want to achieve.
e Audience Whom exactly will you be addressing? What do they need to
know?

e Content Brainstorm your ideas first.Then decide which are the most
relevant to your audience.Be selective! Don’t try to cram too

much into your presentation.



e Approach

A good rule of thumb is to “ tell your audience what you are
going to say, say it, then tell the audience what you have said”.

e Organisation Your presentation should have a clear structure and cover the

e Visual aids

e Rehearsal

DELIVERY

e Nerves

points in a logical order. Most presentations start with a brief
introduction and end with a brief conclusion.

Use the introduction to welcome your audience, introduce your
topic, outline the structure of your talk, and provide guidelines
on questions.

Use the conclusion to summarise the main points of your
presentation, thank the audience for their attention, and

invite questions.

Visual aids can make a presentation more interesting and easier
to understand, but make sure they are appropriate and clear.

Think of using some charts, graphs, etc.

Allow time to practise your presentation — this will give you a
chance to identify any weak points. You will be also able to

check the timing, and make sure you can pronounce any figures

and names correctly and confidently.

You will probably be nervous at the beginning of your
presentation. Don’t worry — most people are nervous in this

situation. Try not to speak too fast during the first couple of
minutes — this is the time you establish your rapport with the
audience and first impressions are very important. You may

find it helpful to memorise your introduction.

e Audience rapport

Try to be enthusiastic — your interest in the subject matter
will carry your audience along . Look around your audience as
you speak — eye contact is essential for maintaining a good

rapport.



e Body language
Try to be aware of any repetitive hand gestures or awkward

mannerisms that might irritate your audience.

e Voice quality Your voice must be clear and loud enough at all times. If you
vary your intonation, your presentation will be more interesting

to listen to.

e Visual aids Use your visual aids confidently, making sure you allow your
audience time to get the information from flipcharts and

transparencies.

LANGUAGE

e Simplicity Use short words and sentences that you are comfortable with.
e Signalling Indicate when you have completed one point or section in your
presentation and are moving on to the next. Give your audience

clear signals.

Why do business with Estonia?

1. Estonia is right at the heart of Northern Europe -- the new business area with a market of
90 million people -- and has the fastest growing economy in the region. Situated at the
Baltic Sea, Estonia is an excellent gateway to all directions. Its sea, rail, road, and air
transport are of vital importance for international traffic.

2. Liberal policies and free trade agreements make Estonia the ideal base for access to
both the European Union and the developing markets of East Europe and Russia. Estonia is
a member of the World Trade Organisation and the European Union.

3. All main political parties support free market policies - keeping state involvement and
bureaucracy to a minimum.

4. Estonia welcomes foreign investment, and foreign firms enjoy equal rights with local
businesses, underpinned by investment protection laws and treaties. There are no
restrictions on taking profits out of the country.



5. Money invested in Estonia is safe--our fully convertible currency, the Estonian kroon, is
pegged to the Euro, which makes investment in Estonian businesses even more attractive.

6. Estonia has a flexible, well-educated, and highly-skilled labour force — many of them are
fluent in several languages.

7. Low labour costs and cheap raw materials mean Estonia produces Scandinavian
quality at East European prices.

8. Businesses pay low, flat-rate taxes. Businesses pay no income tax on investments.

9. A huge range of investment opportunities are available - transport, logistics, electronics,
wood processing and engineering, energy, chemicals, textiles, food processing, other.

10. Estonia now tops the list in Central and Eastern Europe for inward investment per
capita.

Why do companies issue shares?

A successful, growing public limited companies can apply to a stock exchange
to become a listed company (to be publicly quoted or listed means to have
their shares traded on stock exchanges.

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.

Companies wishing to raise more money for expansion can sometimes issue
new shares, which are normally offered first to the 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
(AGM) and to receive a proportion of distributed profits in the form of a
dividend.

Watch the YouTube video on marketing, take notes if necessary and do the comprehension self-
test on it later. Listen to it as many times as necessary.

Vocabulary:

supply and demand
consumerism

to consume
consumer society
consumption
environment

to stimulate

great depression

product development

When listening, pay attention to the following questions:

e what is the speaker’s job

e what is a market

e what does the law of supply and demand dictate
e what is marketing blamed for

e what is marketing

e what does the marketer do

e what did we learn from the great depression

¢ how to stimulate demand



