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MpoAoyos 1™ ékéoons

To napdv eknaideutikd UAIKO anoteAel Tunua tou Epyou «kEPMEION» Mpoypduua-
ta Ala Biou ExknaiSeuons tns EBVIkAS Zuvopoonovsias EAnvikoU Eunopiou, oto
nAaiolo s Katnyopias Mpd€ewv 2.5.1.a «Avdantuén twv IABE kal Asitoupyia
npoypauudtwy 8ia Biou eknaibeuonsy tou EMEAEK Il. To épyo ouyxpnuatodo-
teital and 1o Eupwnaikd Koivwvikd Tapeio (EKT) katd 80% kar and EBvikous
nopous katd 20%.

216X0S TOU NMPOYPAPUATos €ival n avaBddpion Twv YVWOoEWV EUNOPWY EMIXEI-
PNUATIV, OTEAEXWV EUMOPIKWV EMIXEIPACEWVY AANG KAl KABe AN\oOU nou evéia-
QEPETal yia Tov onuavtiké autdv ToPéa TNS OIKOVOWIas, e oTtdxo TNV evioxuon ns
avIaywVvIoTIKOTNTAS Kal TNS €MIBO0NS TwWV EMIXEIPACEWV TOUS.

To eknaISeUTIKO UAIKO TOU NPOYPAUKATos KAAUMTE! yia heydAn ogipd Ospdtwy
OUYKPOTWVTAS TS €ENS SWEEKA EKNAISEUTIKES EVOTNTES: «XPNATOOIKOVOUIKA Al-
axeipion Epnopikv Enixelpnoewyy, «Mws va Angioupynoete pia Enituxnpévn
Eunopikh Enixeipnony, «Enituxnuéves MwAnoels otis Eunopikés Enixeiphoeisy,
«Texvikés Alanpayuateloewy oTis Ayopés - MwAAoels Twv Eunopikwy Enixel-
phoewvy, «H/Y kal Négs Texvoloyies otis EUnopikés EMIXeIpAoEeIs», «AyyAIKN
Eunopikh Opoloyiay, «Xtehéxwon kal Alaxeipion tou AvBpwnivou Auvapikou
s Eunopikns Enixeipnonsy, «Aoyiotika@ ©€uata Eunopikns Enixeipnonsy, «®o-
poloyikd ©¢uata Eunopikns Emixeipnons yia un Ei81kousy, «Alebvonoinon Euno-
pIkwV Enixeipnoewy, Alaxeipion AnoBnkns Eunopikwy Enixeipnoewvy», «Aloikn-
on s Mikphs OIkoyevelakns Eunopikns Enixeipnonsy.

To eyxelpidio tns napoUaoas evotNTas «AyyAIKA EUNOPIKN OPOAOYIa» ouvoU-
ddetar pe TNV NAEKTPOVIKA €KNAISEUTIKN NMAATPOpua EPMEION kal cuvodeletal
and avtiotoixo 08nyé EknaiSeuth. Ta napdv ekNAISEUTIKG UAIKO EKMOVNONKE OTO
nAaicio tou Ynoépyou 3: «ANAMTYEH / MPOZAPMOIMH EKMAIAEYTIKOY YAI-
KQOY» tou Mpoypduuatos «kEPMEION», avddoxos Tou onoiou Atav n évwon ¢o-
pE€wv «Kévipo Epeuvwv Maveniotnuiou Meipaiwsy - Allweb Solutions SA, pe eni-
otnuovIkG unelubuvo tov kabnynth tou lMNaveniotnuiou Melpalws K. lwohe Xao-
oi6. Tnv euBUvn avdantuéns Tou UAIKOU TNS OUYKEKPIPEVNS EvOTNTas €k PEPOUS
Tou avadoxou, ixav ol kKupies Owtevn ZiBpidou, XpuooUha Téunpou, MeAayia
Moppuopn kal Adauavtia MKIoUZEAN. Tnv EMIPEAEIQ TWV KEIPEVWY KAl TO GUVTOVI-
Opo TOU cuyypaIkoU €pyou €ixe o K. MNdvvns KaZdkos.
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Tnv Kevipikn Opdda Epyou tou Mpoypdupatos «EPMEION» ouykpotouv ol
K.K.: Anuntpns Mpigtns, Mwpyos MaxoUias, Mavayiwta Aévida, ZtaupoUia Xa-
pitornoUAou, Ahuntpa Touvapn, Mwpyos BeoPIAGMOUNOS, Aviwvns KOVOOAas,
Avépéas XatZdénouhos, Anuntpns Adunpou. Eniotngovikh unedbuvn tou £pyou
eival n k. BaAia Apavitou, Aéktopas tou Maveniotnuiou Kpntns. Tnv napakoAouU-
Bnon tou €pyou, ek pepous Tou A.X. tns E.X EE., €xel o k. Mwpyos Kapavikas. O
npoeépos tns E.X.E.E. k. AnuAtpns Apuevdkns cuvEBale onpavtikd@ otnv nopeia
TOU €pyou, napakoloubwvtas otevd kal unootnpifovias BepuUd 10 GUVOAO TwV
ENIUEPOUS 0Tadiwy NS UNOMOINGCAS TOU.

Abriva 2008



MpoAoyos 2™ ékéoons

To napdv ekNaISEUTIKO UAIKO SnpIoupynBnke oTo NAdiclo tou €pyou «EPMEION
- Mpoypduuata Ala Biou EknaiSeuons tns EBvIKAS Yuvopoonovsias EANNVIKoU
Eunopiou» (MIS: 114681, Katnyopia MpdEewyv 2.5.1.a «Avantuén twv IABE kal
Aetoupyia npoypapudtwy Sia Biou eknaidsuconsy tou EMEAEK II). To £€pyo cuy-
xpnpatodotndnke katd 80% and 1o Eupwnaikd Koivwvikd Tapeio (EKT) kal katd
20% an6 E6vikoUs népous. To oUVOAO TOU eKNAISEUTIKOU UAIKOU Mou Snuioup-
ynBnKke oto NAaiolo tou €pyou «EPMEION - Mpoypduuata Ala Biou Eknaieuons
ns EBvikhs Zuvopoonovsias EAMNvikoU Eunopiou» KaAUMTel pia geydin oeipd
Bepdtwy Nou apopolV KPIoIUES AEITOUPYIES HIAS EUMOPIKAS enixeipnons (ouvo-
AIkd 12 evétntes / tithol Mpoypapudtwy Ala Biou Eknaideuons).

H napouoa ékéoon nmpayuatonoleital oto nAaiocio twv Mpd€ewv «EPMEION
2 - MNpoypduuata Aia Biou Eknaieuons yia 1o avbpwnivo Suvapikd Twv eUno-
pikwv enmixeipnoewy (A.N.7 — AlM.8 — AT1.9)», ol onoies €ival eviayuéves oto
Enixeipnoiakéd Mpdypapua «Eknaisuon kal Aia Biou Mé&enony» (kwdikoi OrM:
277690, 277700 ka1 277701 avtiotoixa) kal cuyxpnuatodotouvtal and tnv
EMGSa kal tnv Eupwnaikn Evwon (EKT).

YKkonos tou «EPMEION 2» eival n uhonoinon Mpoypaupdtwy Ala Biou Ex-
naiSeuons yia Tous eunopous eNIXelpnUaties (€pyoSOTES KAl QUTOANACXONOULE-
VOUS), TOUS €pYaZOUEVOUS OTIS EUMOPIKES EMIXEIPNOEIS KAl Aolnous evlapepod-
hevous (M.x. UNMOWN®IOl VEOI EMIXEIPNUATIES), MOU EVEIAPEPOVTAl VA AMOKTNOOUV
EMINAEOV YVWOEIS KAl 8e€IGTNTES O€ BEPATA TNS €PYACiAS TOUS, VA BEATICOOOUV
Vv and800h TOUS Kal va NAPEXOUV UNNPECies UPNAGTEPNS NoIGTNTAS OTOUS Ka-
TAVAAWTES KAl MEAATES TOUS.

To eknaldeutikd UAIKO NS nmapouaas €kdoons, av Kal Baciouévo OTo avri-
OTOIXO UAIKO Tou «EPMEION - Mpoypduuata Ala Biou Eknaiseuons tns EBvi-
KNS Xuvopoonovsias EANnvIkoU Eunopiou», petaoxnuatiotnke and v Evwon
«KOPYMBOZ A.E - EKMNA/EAKE, pe Eniotnpovikd YnelOuvo tov Kabnynth tou
E6vikoU kal KanodiotpiakoU Maveniotnpiou ABnvav K. Mavayiwtn Mepdkn Kal
YnedBuvo AlsaktikoU Xxedlaopou tov Oudtpuo Kabnyntn tou EBvIkoU kal Kamno-
81otpliakou Maveniotnuiou ABNvAV K. Alovioio AvanoAitdvo, kal eVIaxenke otov
O¢euatikd A€ova 3 tou «EPMEION 2», o onoios nepidauBavel Mpoypduuata Aia
Biou Eknaidsuons 8i1dpkeias 50 wpwv.
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To eyxelpidio tns napouoas Evétntas «Ayyhikn eunopikh opoloyia Il» ouv-
8UAleTal e NAEKTPOVIKN €KNAISEUTIKN MAATPOPUA KAl NAEKTPOVIKO €KNAISEUTIKO
UNKO. To eyxelpiSio eknovnOnke oto nAaioio tou Ynoépyou 3: «Ekndévnon kal
Mpooapuoyn EknaideutikoU YAIkoU kal HAektpovikwy Epyaieiwv Exknaideuonsy,
he enioTnPovikd uneuBuvo tov AvaniAnpwth Kadnyntn tou EBvikoU kal Kanodi-
otplakoU Maveniotnuiou ABnvwv K. Mewpyio MkdTon. TNV ENIPENEIA TWV KEIPEVWY
gixe 0 K. MWPYOS ZAUOUPENNS.

Abriva 2014



Mevika

H Evétnta auth eival éva npdypapua ekuddbnons tns ayyAIKAs opoAoyias nou
apopd EUNOPIKES EMIXEIPNTEIS KAl EUNOPOUS.

To npdypauua aneubuveTal KUPIwWS 0€ EKEIVOUS TOUS EMIXEIPNUATIES MOU CU-
vepydadovial N €XOUV €UMOPIKES CUVAANNAYES HE TO €EWTEPIKO N oKomneUouV vVa
SnuIoUpYNOOUYV TETOIES OXECEIS OTO PENOV. Bewpeital, Aoindv, anapaitnto ot
npénel va ival eVAPePOI TNS OPOAOYIAS MOU XPNOIUOMOIETAl OTIS CUVAANAYES
TOUS LE TO EEWTEPIKS KAl N oMnoia apopd o€ Npoidvia, ayopés N NWANCEIS, MPOW-
Bnon NPoioVIwY, EUNOPIKES EKOETEIS, S1APNUIoN, OXECEIS UE TPANECES, ENITAYES,
TIMOAGYIA, CUVANMAYUATIKES, POPTWTIKES, EMITOKIA KAl CUVANAYUA, XPNUATIOTA-
P10 Kal GANES 8pacTNPIOTNTES.

©a npénel enions va Pddouv Nws va cuvevvoouvial Pe EEvous NeEANdTES
OUVEPYATES Kal, akoua, va yvwpioouv Ty opoioyia Twv H/Y kai tns alyxpovns
TEXVOMOYIas.

H Evétnta anoteAeital and 9 ke@dAala, KABe €va ek Twv onoiwv avagepetal
o€ €va OUYKEKPIPEVO BEua kal nepIAauBavel apketd unokepdAala. e autd na-
pouciddletal éva Keiyevo n 81dAoyos e AeEINOYIO €I8IKAS opoAoyias, ouvoSeud-
HEVO and ackNOEIS YIA MPAKTIKN EEAoKNON TO00 0€ BEUATa 0poAoyias 600 Kal oE
Béuata yYAwooas. O1 AéEels opohoyias napatiBevial oTo eunopikd AeEINGYIO, EVWD
Ta onoudaldtepa ypauuatkd @aivéueva nepidauBdavovial oe €161kd eyxelpidio
Y10 TOUS €KMAISEUOLEVOUS.

Mpotp€noupe ToV EKNAISEUOLEVO VA GUUBOUAEUETAl TN YPAUKATIKA MPIV A0X0-
ANBEl pe YAWOOIKES aoknoels. Autd, Bepaiws, e€aptdtal and to eninedo tou, 1o
onoio unoBetoupe 6T Ba eival touhdxiotov oto eninedo tou LowerCertificate.
Edv, Noindv, 1o eninedo €ival ikavonointiké uPnAod, TOTE TOU NPOTEIVOUUE NPWTa
VA AOXOAEITAl JE TIS MPAKTIKES AOKNOEIS (YAWOOAs Kal opoAoyias) kal Petd va
OupBOoUAeUETal Ypauuatikn kal Ac€INGYIO via emBeRaiwaon kal Tuxov 816pBwan.

Katd tov i810 1pdMno, n Npooéyyion twv SIAAOYWY Kal TWV KEIJEVWY UMo-
pei va yivetal ye S1apopetikoUs tponous. MnopoUv ol eknaideuduevol, apou
anoKthoouv npoacBacn otnv NAATPOPHA NAEKTPOVIKOU €KNAISEUTIKOU UAIKOU
Tou EPMEION, va akouUve 1o 81dAoyo N 1O Keiuevo pia €ws Kal TpeIS POpPES
(avdhoya pe tn SucKoAia Tou) xwpis va to 8iapdZouv, arAd va 10 KAtavon-
OOUV aKouoTIKA. MnopoUv avtifeta va akoUv Kal va iaBdalouv €va 8idhoyo n
Keipevo nou Bewpeital apketd SUOKOAO Neplioodtepes and pia Qopés Kal va
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Kata@eUyouv oto AeEINOYIO €AV undpxouv AEels nou Sev unopoUv va Katavo-
noouv ané ta cuuepaldbpeva.

METa tnv NANPN Katavonon ToU EKACTOTE KEIUEVOU UNopoUV Ol EKNAISEUdE-
VoI va aoxoAoUvtal e TN AUCNh TwV ACKACEWY, OE OPICUEVES and TIS onoies €ival
nieavov va cuvavtnoouv dyvwaoto Ae€Indyio. Mpénel va SIeukpIvVIoTEl 6T Adyw
s 18lopopias tns Evotntas, n onoia yiveral Npoaoith oTov eKNaISEUOUEVO HECW
NAEKTPOVIKNS Pop®ns (e-learning), oI ACKNGCEIS MOU EMAEXTNKAYV AKOAOUBOUV
€vav opIoPEVO TUMO Mou UMNopPEl va XxelpIoBel 0 ekNaISEUOUEVOS, WOTE va BPIOKEl
™ 0WOoTh andvinon ypnyopa kal eUKOAA YIa va PInopei va KAvel Ty autoagionsd-
YNON TOU OTO TENOS.

Me TNV OAOKANPWON TNS EvOTNTAS 0 EKNAISEUSUEVOS:

1) ©a eival og B€on va S1e€dyel CUVOUINIES PE EEVOUS OUVEPYATES EiTE MPO-

OwWIKA €ite 614 TNAEPWVOU.

2) 6a pnopel va xelpIobei €yypaga otnv ayyAlkh yia OUVAANQYES, ONwS €N
TAYES, POPTWTIKES, TIUOAOYIA, CUVAANQYHUATIKES.

3) ©a éxel pdbel tn onPAvTIKATEPN OPOAOYIa TWV TPAMNEJKWY GUVAAAY WV
ota ayyAIkd.

4) ©a unopei va Katavoei Keieva oxeTika Pe 1o endyyeAud Tou, 6cov apopd
o€ ayopés, NWANCEIS, TPANEZES, XPNUATIOTAPIO, EEVO OUVAANNAYUA, UEPI-
ouarta, JETOXES, OUYXWVEUOEIS ETAIPEIWY, leasing, 8dveia, factoring.

5) ©a eival og B€on va ouvtAooel ENIOCTOAES YIa BEPata tns SOUAEIds Tou,
énws napayyeAies, Zhtnon NANPoPopIwy, napdnova, npoo®opd n dpvnon
niotwons K.AmM.
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KEOAANAIO 1

FENIKEZ ENMIKOINQNIAKEZ ANAIKEZ

1. MNws va xalpetdte PiAous Kal ouvePYATeS N avOPWMNOUS Mou eV YVwpi-
(ete.

2. lNws va ouoTthveTe PIAOUS N CUVEPYATES.

3. Nws va xpNoIUOMOIEITE TNV WPa oTNV ayyAIKA.

4. Tnv opoAoyia nou xpnaoiyonoloUhe oto agpodpopio étav €ToiualopacTte
yla ta€isi oto eEWTEPIKO.

5. Mws va KAVETE TNAEPWVIKES CUVOLINIES, KUPIWS YIa SOUAEIQ, va APAVETE
PAVUUA O€ TNAEPWVNTN, N VA NXOYPAPEITE TO SIKO 0as PAvUPA.

6. Ti NPENEI VA MPOTEXETE OTIS EMITUXNUEVES OUVEVTEUEEIS, TOOO OI urnoyn-
@101 Yia S0UAEId, 600 Kal Ol EpYOSOTES.

7. MoIES KOIVWVIKES AVAYKES QVTIUETWNIZOUV OI EMIXEIPACEIS ONUEPA OF
OXEQN LE TO NEPIBANNOV.

1.1. At the airport (X10 agpospépio)

AlaBAoTE 10 NAPAKATW KEIUEVO YIa WIa UNAAANAO Mou Bpioketal 0To agpodpduio
yia to check in. ©a ta€i6éyel otn OpavkPoUptn va CUVAVINGCEI TO APEVIIKO TNS
yla SOUAEIES.

This is Mary Giannou. She is at Spata airport now. She is waiting for the
plane. She is flying to Frankfurt on a business trip. Her boss is in Frankfurt on
business too, and he is waiting for her. They are going to meet some of their
customers there and they are going to discuss a product promotion cam-
paign. Mr Georgiou has a small factory in Athens, which produces women'’s
cosmetics.
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Mary is standing in the queue for ‘check in’ passengers. She has her pass-
port on her hand, and a small suitcase to leave with the airline employee. She
answers questions about the content of her suitcase, which she has packed
herself. When she has checked in, she is going to visit the duty free shops to
have a look at some wines. She is going to buy a bottle of Greek wine as a
present for one of their German customers.

1.2 Telephone conversations, answering machines,
messages (TNAEPWVIKES OUVOUIAIES, TNAEPWVNTES, UNvupata)

EK@pAoels Mou XpNoIUoMNoIoUUE OTO TNAEPWVO:

Hello, could | speak to Mr X, please? A

Hello, could | speak with Mr X, please? (American English)
(Feia oas, pNnopw va YWIAACW OTOV K. X, MAPAKAAW;)

We have a bad line (It is difficult to hear)

(8ev gival KA N ypaupn)

The line suddenly went dead; we must have been cut off.
(kénnKe N ypauun-pas siékoyav)

Can you speak up? (You are speaking too quietly)
(Unopeite va pIAMOETE Mo Suvatd;)

Can you slow down? (You are speaking too quickly)
(unopeite va WIANoEeTe nio apyd;)

Can you repeat that?

(unopeite va enavaidpete;)

Can you spell that?

(unopeite va cUNaBIoETE;)

Kavéves yid nio anoteAecuatikés oUVOMIAIES

YNUAVTIKES AEEEIS OTIS TNAEPWVIKES GUVOMINIES: EUYEVEIQ, akpiBela, cuvtopia,
npoesToIUaaia, unopovn.

AKONOUBNOTE TOUS NAPAKATW KAVOVES:

Be courteous (va eiote euyevikoi)

Establish identity (6nAwote tnv tautdtntd oas)

Keep your writing hand free (81atnpnote EAeUBEPO TO XEPI E TO OMOi0 YPAPETE)
Use a note pad (xpnoiyonolhote onueiwuatdplo)

Speak distinctly (uiAate kabapd)

BuunBeite Ta akOAOUBA VI TIS TNAEPWVIKES CUVOLINIES:

MIAGTE PUOIONOYIKA — MNv MPoonabeite va eviunwoldoeTe

MiAdte o€ kavoviké pubuod

YUN\aBiote SUoKoAa ovopata h texvikous 6pous
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B Mpooétte tous apiBuous. KaiUtepa va Aéte four-zero avti yia forty, kai one —
four avti yia fourteen. KaAUtepa va Aéte ‘zero’ avti ‘O’

EnavahauBdvete apibuous h 8UckoAa ovouarta.

Kpatdte 10 akouoTikd KOvid oTo oToua oas.

Xpnoiponoleite anAn, kKaBnuepivh yAwooa.

XPNOIUOMOIETE ANAES, PIKPES NPOTACEIS.

Av akoUte kdnola eEAynon, Xpnoidonoleite ota evsidueoa 'yes' N 'l see’ yiava
Sei€ete OTI NAPAKONOUDEITE.

SSNSSSSSSASS SN

Answering machines (TNAEPWVNTES, Ol CNUAVTIKOTEPES AEEEIS MOU XPNOI-
goroloUpe)
linked tape — cassette decks (taivia yia nxoypdpnon — kac€ta)
pre-recorded message (UAvUPA Nou €xel NxoypapnBei and npiv)
blank tape (kevn taivia)
incoming call (elogpxdpevn KAAGN)
switched on (avapévo, avolktd)
unavailable (un 8100€01u0)
tone/'bleep’ sounds (Axos KAAGNS)
to record (nxoypapw)
to leave a message (apnvw pnvupa)
Recording your message (Nws va NXoypageite 1o unvupd oas)

Av €XeTe TNAEPWVNTA Ba NPENEI VA NXOYPAPNOETE TO PUNVUPE 0as. AKOAOU-
Beiote ta napakdtw Bhparta:

HAvVUPA JE Tov apiBud Kal to dvopd oas

anoAoyn@eite nou &ev eiote 1aB€aipol

dnTACTE va aPNOoOUV PJAvuPa PETd Tov AXo

e€nynote 0TI Ba £pBeTe O€ eNAPh T0 CUVTOPOTEPO Suvatod
HIANOTE KaBapd Kal o cuvnBIouévo pudud
XPNOIUOMOIEIOTE AnAN, KABNUEPIVA YAWOCa

iii. TO uNvVupa va eival Pikpo

ano@UYETE NPOCWIIKES AVAPOPES

Mapddelyua:

Thisis 21096187 17. Mary Brown talking. I'm sorry | can't talk to you right
now. Please leave your message after the tone and I'll come in touch with you
as soon as possible.

Leaving a message (nws va apnvete éva phvupa)
To pnvupa nou a@nvete NPEnel va nepIAaPBAvel:

a) 1o évoud oas

B) T0 TNAEPWVO 0as Kal TUXOV ECWTEPIKO

Y) T0 AOYO MouU TNAEPWVEITE, MOAU oUvToua

8) néte unopouv va £pBouv o€ enapn padi oas
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Mapddeiyua:

Hello, this is Mary Morton of Orange Copiers. I'm calling to arrange a service
visit for your photocopying machine. Could you call me back on 3634119,
some time tomorrow morning? Thank you. Goodbye.

1.3. Interviews (Xuvevieugels)

O1 ouvevteU€els eival xpNoldes yia 6oous nMPOKeITal va Bpouv kanola Souleld,
MG Kal yia Tous unoyngious epyoddtes. AlaBdote npwrta ta unép (do) kal Petd
Ta Katd (don't) oTis eNITUXNUEVES CUVEVTEUEEIS:

M Do
1)
2)

3)
4)
5)

6)
7
8)
9)

10)

Ask relevant questions (pWTNOTE OXETIKES EQWTNTEIS)

Ask naturally and confidently (Pwthote QuUOIKA Kal Seixvovtas eunioTo-
ouvn)

Be prompt (va eiote duecol)

Carry out promises (va tnpeite UNOoXEoEIS)

Allow employer to express himself (EmTp€yte otov €pyoS6Tn va ekppa-
otel)

Evaluate objectively (va aglohoyeite aviikeluevika)

Make your self understood (kdvte Tous GAOUS va 6as kataaapaivouv)
Follow procedures (va akoAouBeite Tis 81a8Ikaacies)

Think of your potential service to the employer (okepBeite tnv peAhovi-
KN €EUNNPETNON OTOV €pY060TN)

Present informative credentials (napoucidote SianioTeuthpla Ye MANPO-
(popies yia oas)

M Don't

1)
2)
3)
4)
5)
6)
7)
8)
9)
10)
1)
12)
13)

14)

Talk too much or too little (un pIAdTe MOAU A Afyo)

Draw out interview (unv eniUNKUVETE TN CUVEVTEUEN)

Be late for your interview (unv €pxeote KaBuoTEPNUEVOS)

Make elaborate promises (unv 8ivete UNEPBOAIKES UNOOXETEIS)
Become impatient (un yiveote avunoduovor)

Become emotional (un yiveote cuvaliobnuatikoi)

Criticize yourself (unv kpITIKAPETE TOV €QUTO 0QS)

Try to be funny (unv npoonaBeite va eiote aoteiol)

Come unprepared (UnNv €pXECTE AMPOETOIUAcTOl)

Oversell your case (unv uneptovidete 1a npoodvia oas)

Freeze or become tense (Unv NaywVETe Kal YivECTE VEUPIKOI)
Present an extreme appearance (Unv KAvete UNEPPBOANIKES EUPAVIOEIS)
Unduly emphasize starting salary (un Sivete dkaipn €ugpacn oTov NPwWIo
HIo0d)

Linger over fringe benefits (un pakpnyopeite yia ta £€tpa emdopata)
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2TIS OUVEVTEUEEIS UNAPXOUV KAMOIol BACIKOi KavOVES Mou MPENEI VA MPOCEXOULIE:
B Na xpnoigonoloUpe IS OWOTES eKPPATEIS O€ TUMIKN YAWOOQ.
B Na akoUue NPOCEKTIKA, Kal va OKEPTOUAOTE NPIV ANAVINCOUE.
AlaBdote 10 NAPaAKATwW KEIPEVO YIa Ta onPeia nou nNpénel va NpooéXoulE o€
Hia ouvévteuen:
Send the right non-verbal signals. Dress smartly; it will show that you take the
interview seriously and that you respect those who are conducting it. An alert
posture, showing interest without anxiety, will convey a sense of involvement
and commitment. Speak clearly and calmly so that you can be heard by eve-
ryone in the room. Be pleasant and polite when answering questions. Look
mainly at the person who asked the question and glance quickly at any other
people present to show that you are including them in what you are saying.

1.4. Social Needs (KoIVWVIKES QVAYKES)

AlaBdote 1o Napakdtw Keipevo yia 1o Npdypaupa tns etaipeias Omron, n onoia
Seixvel 181aitepn eualioBnoia otn Snpioupyia Npoidviwy Nou cupBEA oLV CTO ai-
oOnua aoPAAEIas TwV avOPWNwWY Yia GUCIKS Kal UYIES MEPIBANOV.

Omron’s main businesses are industrial automation, electronic compo-
nents, social systems and healthcare. In each area, the key theme is growing
and developing by satisfying social needs.

Throughout its history, OMRON has focused on identifying social needs
and creating products that promote security, safety, the environment and
health. In line with its company motto, virtually since its founding in Japan in
1933, OMRON has focused on being sensitive to and identifying social needs
as well as creating products that contribute to fulfilling people’s dreams for
security, safety, a sustainable natural environment and health.

The optimization society now emerging will be characterized by more fo-
cus on the individual, and people worldwide will put more emphasis on at-
taining lifestyles that are both satisfying and psychologically fulfilling. A key
theme for OMRON has always been assisting manufacturers in automating
production processes to enhance product quality and create a workplace
where the tasks that machines can do are left to the machines, allowing hu-
man beings to pursue more creative and exciting tasks.
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Ti va cuykpatnoete and autd to kepdAaio:

Mws XalpeTAUE KAl CUOTAVOURE GIAOUS, CUVEPYATES Kal avBpwnous nou
Sev yvwpidoupe KaAd.

Ms Aéyetal n wpa otnv AyyAIKA.

To Ae€INOYIO MOU XPNoIornoloUpE 0To agpoSpouIo, KABWS Kal NWs Yivo-
VIl 0l TNAEPWVIKES GUVOUIAIES oTa ayyAIKd.

Mws yivovtal ol EMITUXNPEVES OUVEVTEUEEIS KABWS KAl MOIES KOIVWVIKES
avAYKES QVTIUETWNIZOUV Ol EMIXEIPNTEIS OE OXEON UE TO MEPIBANNOV.



KEOAANAIO 2

KAOHMEPINEZ ENAITEAMATIKEZ ANAIKEZ

. Ms ypdpoupe €va unduvnpa.

. Ms ouvtdoooupe aitnon yia epyacia N NWSs cUVTAOOOUWE EMICTOAES YIa
gpyaoia.

. TIS NUEPES KAl TOUS JAVES GTNV AyYAIKN Kal TNV OPOAOYIA MOU XPNGOILOMOI-
oUpe péoa o€ €va Katdotnua POoUXwWV.

. Ms nepvd pia pépa yia €vav eniXeipnUatia kar €vav undAAnio.

6. Tn yYAWOooa nou xpnaoiyonoloUue 6tav O€Noupe va ayopdooupue H/Y annd

EXOULE EMIPUAGEEIS.
7. Tn YAWOOoa nou xpnalgornoloUue edv BENOUUE VA €10AYAYOUHE EUENIKTO
wpdplo otnv enixeipnon pas.

1. TS Sl1akpivoupe avtikeiueva Kovtd Kal pakpld.
2
3

»

ul

2.1.1In the shop
(Meprypagpn evos eNayyEAUATOS/EVOS KATAOTAPATOS POUXWV)

AlaBAoTe 10 NApaKdtw Keievo nou neplypdgel éva katdotnua pouxwy:

Mrs Dimitriou has a shop in central Athens. She sells fashion clothes for
women. Her brother designs all the women'’s fashion clothes she sells. She
also sells women's accessories such as leather bags and belts. She brings the
accessories from Italy. She employs two shop assistants, Maria and Sophia.
The two girls work in shifts. Mrs Dimitriou’s clothes are very popular with
young customers who are enthusiastic about the lively colours, the casual
form and the reasonable prices.
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2.2. A day in the life of an employee and an entrepreneur
(Mia p€pa otn Zwn Pias UNAANAAOU KAl JIas EMIXEIPNUATIA)

AlaBdote 600 Keipyeva yia tn wn Pias UNaAAAOU Kal Pias enixeipnuatia.

a) Mary Giannou

Mary Giannou works for Mr Georgiou's factory in Athens. She is Mr Geor-
giou's secretary. She arrives at her office at nine o’clock every morning. She
has a look at the correspondence and selects all the urgent letters. Then she
gathers all the papers that Mr Georgiou must sign. She answers letters and
arranges meetings for her boss; she also takes all the telephone messages.
Sometimes she meets customers or interviews applicants for the company.
She has a very busy day until five in the afternoon, when she goes home.

b) Mrs Dimitriou

Mrs Dimitriou has her own shop in Athens. It is her father’s shop, and before
that her grandfather’s. They sell women’s fashion clothes. Mrs Dimitriou be-
lieves that profits depend on the good quality of their clothes and their rea-
sonable prices. She also believes that selling their clothes depends on a good
marketing philosophy, including advertising.

Mrs Dimitriou wakes up very early in the mornings. She goes to her shop
between 8.30 and 9.00 and leaves about nine in the evening. She works very
hard all day, supervising the design of the shop windows, receiving telephone
calls, meeting customers, talking with her shop assistants about work.

2.3. Doubts on the purchase of a computer
(EmpuA@Eeisyia tnv ayopd H/Y)

AlaBdote tov napakdtw SIGAoyo LETAEU PIas ENIXEIPNUATIA KAl eVOS aVTINPOow-
nou etaipeias H/Y. H enixeipnuatias ekppddel ts eniPUAGEEIS TNS WS MPOS TNV
ayopd H/Y.

Mrs Dimitriou has decided to buy a portable computer for her clothes
shop in Athens. However, she is not very sure whether a portable computer
would be good for her or whether she should buy a larger one. She is talking
about her doubts to the sales representative of the computer company.

Mrs Dimitriou: | don't know what the best thing for me is.

Sales Rep.: If you only have a small shop, and if you travel a lot, a portable
computer is what you need.

Mrs Dimitriou: I'm not sure if my shop assistants can use it.

Sales Rep.: Oh, it's very easy to use. Anyone can handle a portable computer,
even a child.
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Mrs Dimitriou: Yes, but | doubt if it is going to last a long time.

Sales Rep.: Don't worry, madam. We always give a one-year guarantee for
our products. So, if you have any problems, you just contact us. But I'm sure
you won't have any problems.

2.4. Flexible working hours (EuéAikto Qpdpio)

AlaBdaote tov Napakdtw 81AA0YO LETAEU ENIXEIPNUATIA Kal pias unaAAhAou tou. O
ENIXelpnUatias €xel ano@acioel va e10aydyel EUENIKTO wpdpIo VI TOUS UNAANA-
AOUS ToU Kal ZnTd TN yVun Tns.

Mr Georgiou has decided to introduce flexible working hours for his staff,
so he is going to conduct a trial period and see whether it is going to work. At
the same time he is asking the opinion of his employees so as to decide what
the majority of them wants. Here follows a conversation he had with one of
his chemists:

Mr Georgiou: How long have you been working with us, Mrs Leontiou?

Mrs Leontiou: I've been working here for more than four years. Yes, | first
started working with you in 2003.

Mr Georgiou: Have you been having problems with the working hours?

Mrs Leontiou: As a matter of fact, yes, | have. You see, | have two children of
school age and | have to prepare their breakfast and everything in the morn-
ing before | send them off to school. That usually takes some time, so | can't
always be here on time.

Mr Georgiou: | see. Now, in case | introduced flexible working hours, would
you agree that 10 am to 4pm would be a satisfactory ‘core time™?

Mrs Leontiou: I'm quite sure it would. Lot’s of us, maybe all of us would be
perfectly satisfied.

Ti va cuykpatnoete andé auto to kepdAaio:

Ms va 81aKpiveTe aviikeiyeva nou Bpiokovial Kovid Kal Jakpid.

TiS NUEPES, TOUS PJAVES Kal Ta apIBUNTIKA TOUS.

Mws ouvtdooouue €va unodpvNUa Kal aitnoEls yia SOUAEIQ.

Tn YAWOOA Nou XpnoiyonoloUpe ota ayyAIkd JEoa o€ €va KATdoTnua Ka-
BWS Kal TN YAWOOod TNS KABNUEPIVOTNTAS UNAANAWY KAl EMIXEIPNUATIWV.
Tn YAWOGCA Mou XpNoIPonoloUpe yia tnv ayopd H/Y, 16iws étav éxoupe
au®IBOAIES, KABWS Kal NWS PNOoPoULE va €10aydyOUNE EUENIKTO wPAPIOo
oTnV ENIXEiPNON uas.
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BUSINESS DOCUMENTATION
(AITHZEIZ, ETTPA®A KAI EMIZTOAEY)

1. IMSs cupgnAnpwvoupe Sidpopa £yypapa, dnws aItNOEIS, KUPIwWS Yia €p-
yaaia.

2. s ouvtdooovial ol ENCTOAES NAPANGVWY Kal ol EMNIOTOAES TPANEdWV.

3. la tnv opoAoyia Nou XpNoIPOMoIoUUE OTIS GUVAAAAYUATIKES, TIS POPTW-
TIKES KAl Ta TIJOASYIQ.

3.1. A letter of complaint (EnioctoAn napanévwv)

AlaBAoTE PIa €NICTOAN NAPANOVWY MOU OTEAVEI £VAS KATAOTNUATAPXNS OTOV Ka-
TAOKEUAOTN YIa eEAaTTwatiké DVD, 6rou ¢ntd tnv avtariayn tou.

Dear Sirs,
Guarantee No 7678/678/3486

One of the DVD players which was delivered to us on the 9" of July 2007
(Invoice no. 7689/07) has been found to be faulty.

On the 5™ of August 2007 our customer returned the DVD player (serial
no. 34/567/544), which she had purchased two days before. She had had
difficulty while following the instructions on page 6 of the user’s manual. We
are enclosing technical report.

We would be grateful if you could arrange for an immediate exchange of
the faulty machine.

Yours faithfully,
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AlaBdote tov napakdtw odnyod ypaens:

Introduction (Etoaywyn): EEAynon Twv AOYwV YId TOUS 0Moious OTEAVOUE TNV
EMIOTOAN PE EUYEVIKO Kal 0TaBepd Tpéno. Anopuyn UBPICTIKWV EKPPACEWV.

Mainbody (KUpto 6€ua): Zaphs €kppacn Twv oTOXWV Kal OAWV Twv SuvVatwv
MANPOPOPIWV. ANOPUYH MPOCWIIKWY avaPopwy, h ouvaiodnuatiké Qpoptioué-
vns YAwaooas. Xphon katd to duvatd tns nadntikns gwvns (anpdéaownn cUvtagn).

Conclusion (EniAoyos): Mpotdcels yia tnv nopeia nou npénel va akoAoudnOei
Y10 TO OUYKEKPIUEVO BEUA Kal MapdkAnon yia dueon andvinon.

Useful language (Xpnoiues ekppdoeis)
B Introduction (Eicaywyn):
We are sorry to inform you that your last consignment is badly damaged.
Me AUnn oas nAnpo@opoUpe 4TI N TEAEUTAIa 0as AnooToAn €ival Aoxnua Ka-
TECTPAUMPEVN.
We are sorry to inform you that the items we bought (give details) were found
faulty.
AunoUpacTe Mou 0as NANPOPOPOUNE NwWS Ta AVIIKEIUEVA nou ayopdoaue
(avagpépate AemmopEpeles) BPEOBNKAV EAATTWHATIKA.
We regret to inform you that the supplied goods/your model...... is not of the
usual standard/ does not live up to our expectations.
Me AUnn oas nAnpo@opoUpe OTI Ta aya®d/To HoVIEAO 0as Mou NPouNBeUTh-
Kaue ... Sev eival Twv ouvnBIoPEVwY NpodiaypaPwy/ Sev avianokpiveral otis
nPoodoKies as.
B Main body (KUpio 6€pa):
After examining the goods/item...we found that...
A@potou e€etdoaue ta ayadd/ aviikeipevo...BphKkae OTI...
On going into the matter we found...
E€etddovtas 1o B€ua Bpnkaype...
We were astonished at noticing the defect.
Me €KNANEN NAPATNPNOAWE TO EAATIWLA.
This is not the first time that...
Auth Sev gival n Npwtn opd Nou...
You will surely agree...
Y iyoupa 6a CUPPWVNOETE...
B Conclusion (Enihoyos):
| would appreciate your looking into the matter.
©a exktipoUoa tnv evacxoAnon oas PeE To B€ua.
We are therefore returning the...and would like to be refunded for the full
price/would like an immediate exchange.
YUVENWS EMICTPEPOUE TO...Kal Ba OENAUE va Uas ENICTPEPETE TO MANPES AVTI-
Tpo/6a 6€Nape pia dueon avtikatdotaon.
We would be happy if you took the damaged material as a trade-in on
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specifications exchange.
©a APaoTaV EUTUXEIS av Naipvate T0 KATECTPAUKEVO UNKO YIa avtarAayh pe
€161koUs OpoUs avtikatdotaons.

3.2. Business Letter Format (Eu@davion egnopikns €MCTOANS)

H eu@Aavion pias €Unopikns €MICTOANS SNUIOUPYED TNV NPwIN eviUnwon oTov

avayvaotn. Efval katd ouvéneia onpaviikd va AngBoUlv undéyn ta Napakdtw on-

deia npiv tn oUvtagn tns:

B TMpénel va undpxel apketd neplBwpIo yUpw and 1o phvupa. Kupiws ol ouvto-
HES EMIOTOAES SeV NPENEI va apxifouv otV KOPUPh Tns oeAisas.

B Eival npotipdétepo n eNICTOAN va ival kabapoypaupévn, o€ Jovéd 81dctnua Kal
TO XapTi va gival KaANs No1dtNtas.

B H eicaywyn kal To cupnépacpa, kabws Kal ol evéidueoes Napdypagol, npe-
nel va eival 600 10 Suvatdv I0oPEYEDEIS Kal va xwpidovtal YeTagu tous e
81NA\6 Sidotnua.

1) Enikepahida: Tuncvetal and tov pyodotn
0TV NPWTN OENISA.

1) Levin Shoe Company 10 Willow street
Kent SR3 2PX

2)March 1 20— 2) H nuepounvia Saktuhoypageital ENAXIoTES

O€IPES KATW and TNV ENIKEPANSA.

3) Major’s Department store
23 Earlham Road
London WES

3) H &1etBuvon tou napaAintn SaKTuo-
ypageital Nyes oelpés kdtw and v
nuepounvia.

4) ATTENTION: Mr. ROBIN BROWN 4) Ynoyn: Ovoua unal\nAou nou eniBupoUpe

Va AOXOANOE( UE TNV ENICTONN.

5) Xaipetiopds: Dear (Ayannté) ypdopetal
navta pe kepahaio D kal akohouBei To
€MNWVULO ToU NapaAnntn f Sir h madam
étav dev yas eival yvwotd 1o ENVUPo
ToU. AkolouBeital ndvta and képua.

5) Dear Mr. Brown,

6) SUBJECT: Summer shoes catalogue and
price list

6) ©€ua: Aev eival ndvta anapaitnto. Tu-
NWVETal Je KEPaAaia h unoypappiZeta.
MANPOPOPEI TOV AVayVvoTn Yid T0 NePIE-
XOUEVO TNS EMIOTOAAS.

7) Thank you for your letter of 20th Febru-
ary, asking for details and prices of ‘Levin
Summer shoes’ collection.

7) Eloaywyikn napdypagos OXETIKN pE T0
B€pa TS ENIOTOANAS Kal Ta cuvalodnuarta
TOU YPAPOVTOS 0€ 0XE0N e To O€Ua TS
ENICTOANS.
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8) Enclosed you will find our illustrated 8) Kupio B€pa: MepihapBdvel 1o Kupiws phvu-
catalogue, together with our price-list and Ja NS €NIOTONAS.
full details of our terms and conditions
of sale. As you will notice our shoes are
superior to any other on the market and
our prices highly competitive. We must
also point out that many orders have been
received even at this time of the year, and
if you wish to ensure delivery by the end of
April, you must place your order now.

9) We trust that our quality and prices are 9) Eniloyos: Mepinyn kar avakepaaiwon
of interest to you and we look forward to NS EMNICTOAAS.
receiving you order.

10) Yours sincerely 10) Euyevikd KAiOIUO TNS ENICTOANS

Respectfully Yours, Truly Yours, 1 Yours
Truly, Sincerely Yours f Yours sincerely,
6tav 1o Gvopua Tou NapaAnmn €ivar yvw-
ot6. Otav 1o dvoua tou NapaAnntn eival
dyvwato (DearSir/Madam), TOTE T0 KAei-
0l1U0 TS enioToAns eival Yours faithfully,
Faithfully Yours.

11) Mary Gordon Sales Manager 11)Ovoua Kai Tithos Tou Ypdeovia e Xwpo
YIQ TNV UNoypPApn Tou.

12) MG/wo 12) Apxikd tou ypagova.

13) Enclosure 13) EowkAelota /Zuvnupéva Enclosures,
enc. (kGtw aploTePd, oTO TEAOS TNS ENi-
OTOARS.)

3.3. Replies to letters of complaints
(ANaviNoEls O€ ENIOTOAES NAPANoOvVwY)

0ényods ypapns
O1 anavinuKkEs €nICTOAES NMpénel va ocuvtdooovial Je 181aitepn npoooxn. Mpénel
va Eekivouv ZNTWVTAS CUYVWUN YIa 1o oQAAUa Kal va eEnyolv T cUVERN.
v/ Na g€nyoUv viati anétuxe n eKTEAECN TNS NApPAyyeAias.
v/ Na 8nAwvouv akpIBws T NpoKeITal va cUPBE yia Tny anokatdotaon Tou
OQ@AAUATOS.
v Na siaBeBaidvouy tov nerdtn 611 t€tola opdiuata sv Ba enavaAn@dolv
OTO PENNOV.
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3.4. Enquiries (ZAtnon NANPOQOPIWV)

08nyos ypagpns
O1 €MICTOAES yIa ZATNON MANPOPOPIWY OTOXEUOUV TNV anOKINON MANPOPOPIWV
Y10 TIES, EKNTWOEIS, EIKOVOYPAPNUEVOUS KATAAOYOUS, Seiyuata NpoTdvIwy K.AM.
H eniotoAn npénel va gival oUvioun Kal cagns, woTe va gival eUKoAo va ana-
vinOei pe akpiBela.
Useful sentences (Xphoiues ekppdoeis).
Please send us a catalogue as well as price-list.
MapakaAoUpe OTEIATE Pas €vav Katdhoyo Kal TS TIYES.
We wish to have your latest illustrated catalogue and price-list.
©a BENaUE va €XOUUE TOV MIO MPOCPATO EIKOVOYPAPNUEVO KATAAOYO Kal Tn
ANOTa TWV TIPWV.
We would be obliged, if you could send us...
©a oas eipacte undxpeol av YNopoUcate Va Pas OTEINETE ...
Please let us know the possible discount you may offer for orders of large
quantities.
MapakahoUpe eVNUEPWOTE Uas yia NiBavh €KNTtwaon Nou JnopoUpe va €Xoups
yIa napayyeAies peydAwv NoootATwy.
If your prices are competitive, we may place/fill further/supplementary
orders.
Edv ol Tiués oas eival aviaywvioTIKES, UNoPoUlE VA SWOOUUE CUUNANPWA-
TIKES NapayyeAies.

3.5. Electronic mail (H\ektpovikO TaxuSpopeio)

O1 apx€s TNS UNOPIKAS aAANAOYPapias npénel va akoAoubouvtal kal otny €ni-
KoIVWVIa HEow NAEKTPOVIKOU taxudpopeiou. Qotdc0, 0 aNOCTOAEQS MPEMEI va
Bepaiwvetarl 6t tTnpoUvial ta akdAouba:
a) To NAEKTPOVIKO PNvupa eival oUVIOUO Kal OAES Ol XPNOIUES MANPOPOPIES
avaypdpovtal otnv iia oeAida.
B) To pnvuua eival enayyeAuatikd Kai n EUNopIKn 0poAoYia N Ol CUVTUNGEIS
nou xpnaipgonoloUvtal €ival YVwoTES 0ToV avayvwoTtn.
y) Eivai ndvta oto 6€ua kai e€nyel ye caphvela otnv apxn nolol gival o1 otd-
X0l ToU.
8) Eival eUkoAo va anavindei.
€) Aev NePIEXEI UBPIOTIKES EKPPATEIS, KABWS €ival EUKONO va ANOCTAAEl O€
OAO0 TO MPOCWIKOG, N va aNOBNKEUTEI 0TN PVARN TOU UMOAOYICTA.
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3.6. Posting a letter (TaxuSpopnon €nIGTOANS)

AlaBdote €va S1ANoyo PETAEU evds EMIXEIPNUATIA KAl TNS UNAAAAAOU TOU VIa Ta-
xuSpdunon €NICTOANS.
Mr Georgiou: Mary, will you be going to the post office today? I'd like you to
post some letters for me.
Mary: | will, but after lunch. I'll be very busy till lunch time.
Mr Georgiou: What will you be doing, then?
Mary: I'll be interviewing some people for the position of receptionist. After
our advertisement in the daily newspapers last week a lot of people have
turned up, but I have shortlisted only five.
Mr Georgiou: Are you sure you'll have finished by lunch time? Five applicants
might take a long time to interview.
Mary: | think I'll have. Otherwise you'll have to ask Tom to post your letters.

3.7. A letter from Lloyd’sbank
(EnmiotoAn ané tnv Tpdnela Llioyd's)

AlaBdote pia eniotoAn and pia tpdnela tou e€wtepikol. O NeAdTNS evNUEPWVE-
Tal yia 1o Avolyua AoyapiacpoU Tou Kal Ty €kdoon K&ptas avaanyns PETPNTWV.
Tou ¢nteital va CUPNMANPWOEL Aitnon Pn POVIUNS KATOIKIAs oTo €wTepIKO yia TNV
anopuyn popou.

Lloyd's Bank
Name and address of the receiver address of the branch
Date

Dear Mr Brown,

| am writing to advise you that we have received your account from our
Broad Street, Oxford Branch and have allocated it the new number 7042580.
The Cashpoint card has been ordered for use on this account and shall be for-
warded to you once it is received from our Head office. In order that we may
complete our records, | should be grateful if you would also complete, sign and
return the enclosed Declaration of Non-Residence form, so that your accounts
may earn interest without paying UK tax.

Thank you for your assistance in this matter.

Yours sincerely,

K.G. Wells

Assistant Manager
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3.8. Response letters (ANavinuKES €NIOTOAES)

Mia anavintkh enicToAn 6a Npénel va eival cUvIopn Kal OAOKANpwHEVN. ©a npé-
nel va ava@Eépel TNV NPEPOUNVia ANYNS ToU AITAPATOS WOTE va SIEUKOAUVEI TNV
avapopd oTo OXETIKO PAKENO.

AnavtAoels nou agopoUlv NPoidvia, TIHES A dpous NANPWHNS, NPENEI va EeKI-
voUV €uXaploTwVTas To JEAOVTIKG NEATN TOUS YIa To ev8lapépov Tou yUpw and
TO OUYKEKPIPEVO NPpoidv M tnv etaipeia. O1 TIPES, ol 6pol NANPWUAS Kal Napddo-
ons nNpénel va SNAWVoVIal JE caPnvela.

Useful sentences (Xphoipesekppdoels)
M Introduction (Eicaywyn)
Thank you for your interest in our company/product/equipment.
> as euxaplotoUpe yia to evlla@éPov oas vyid Tnv etaipeia yas/mpoiév pas/
€€onAIopo uas.
Thank you for your recent request for/enquiry/letter of 10" October.
>as euxaplotoUe yia o npdo@ato aitnud oas/epwtnua/ypduua s 10"
Oxtwppiovu.
We appreciate your interest in ...
ExktiyoUpe to evdiapépov oas yia ...
Our sales representative will call on you with a catalogue and samples.
O avunp6ownds Pas yia s NWANCEIS 6a 0as eNICKEPTEN Pe €va KAtdhoyo
kal deiyuara.
We regret that we are unable to accept the offer you make.
AunoUuaoTe nou dev €iacte o€ B€on va 8eXToUE TNV MPOCPOPA NOU KAVETE.
B Main body (Kupiws 6€pa)
We shall be glad to submit our quotation.
Me peydAn xapd 6a unoBANOULIE TIS EVEEIKTIKES TIUES HAS.
Our prices are quoted per dozen. Individual units are slightly higher.
O1pés pas eival yia 8wdekdsda. O1 TILES YIa To KoPUdT eival Aiyo UPnAOTEPES.
Our normal discount is ...%. We also agree to pay freight charges on all offers.
H ouvhbns €kntwon pas eival ... %. Enions cup@wvoUde va NANPWVOULE TO
VAUAO 0€ ONES AS TIS MPOCPOPES.
Please place an order now if you want to profit from our special/exceptional
offers.
MapakaAw SWOTE TNV Napayyehia oas 1wpa av BENETE va eENwPEANBeite and
TS EI8IKES/EEAIPETIKES AS MPOTPOPES.
B Conclusion (Eniroyos)
We can assure you that our policy is to offer high quality at competitive prices.
MnopouUpe va aas iaBeBalwaooupe 6Ti N MOMTIKA Pas €ival va NPooPEPOULE
UPNAA Mo1dTNTA O€ AVIAYWVIOTIKES TIPES.
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If you have any further questions, don't hesitate to contact us.

Edv éxete emnAEov €pWTINTEIS, YN 8I0TACETE VA EMNIKOIVWVNOETE Padi uas.
Complementary close (kAeioipo)

We look forward to serving you.

AvunopovoUpe va oas eEUNNPETNCOULE.

3.9. An application for a job
(ZupnAnpwaon aitnons yia epyacia)

AlaBdote tnv aitnon yia epyacia pias unoyn@ias yia i B€on NwANTPIAs Kal Yetd
T0 8IAAOYO MOV €ixe N K. Anuntpiou pe TNV unoPhia.

Women's Fashion Clothes Application Form
Job Shop assistant
Name Helen Douni
Age 22 yrsold
Nationality Greek
Marital Status Married Single v
Education Secondary school v/
Technical college

University
Languages French v/ Spanish
English v/ Russian
Countries visited Switzerland Italy

Interview

M(ana)G(er): Come in. It's Miss Douni, isn't it?
H(elen)D(ouni): Yes, my name is Helen Douni.

MG: You are twenty-two, aren’t you?

HD: Yes, that's right.

MG: And your nationality is Greek, isn't it?

HD: | was born in Greece, yes.

MG: You aren't married, are you?

HD: No, I'm single.

MG: | see. You've finished secondary school, haven't you?
HD: Yes, | have.

MG: But you haven't been to technical college or University, have you?
HD: No, as a matter of fact, | haven't.

MG: You can speak English and French, can't you?

HD: Actually, | speak English better than French.

MG: And you have visited Switzerland and Italy, haven't you?
HD: Yes, I've been to both these countries.
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3.10. Curriculum Vitae (Bioypa@ikd onueiwpa)

To Bloypa@ikd onpeiwpa sival éva oxedidypaupa OAwvV 60wV EXETE Va MPOOPE-
PETE OE €va UEANOVTIKO €pY080TN.

v
4
4
4
v
4

4

Mpénel va eival npwtdtuno Kai va unv Poldadel ge avuypa®n ar\ou.

Mpénel va eival Tunwpévo Pe enayyeauatikn idatagn.

Mot€ Sev npénel va eival xeipdypago.

Mpénel va éxel egpdvion kabaph pe supUxwpa Kal Juyootabuiopéva ne-
pIBwpla.

O1 enikePaAides npénel va Eexwpidouv Kal va Bpiokovial oe NApdAANAN
otoixion.

Mpénel va eival oUviopo, Ye eMIAOYN TwV YEYOVOTWY MNou €ival OXeUKE UE
TO €NAYYEALA YIA TO OMoio evEIAPEPETTE.

Mpénel va ival n npayuatikn eikéva tou eautoU aas. Na pnv nepiéxel Tino-
T4 TO AVAANBEs.

Categories to be included (Katnyopies nou npénel va cupnepiAngOouv):

i)

ii)

Personal Data (Mpoownikda §edopgva), dvoua, S1eUBuvon, NAEKTPOVIKN i
eUbuvon, TNAEPWVO, KAM.

(Zus HMA o vopos opilel pntws 6T N NAIKIA, T0 QUAO KAl OIKOYEVEIAKN
katdotaon 8ev cuunepiAauBavovian)

Education and/or Training (Znousés/Enmpdppwaon):

O1 NMAnpo®opies Npénel va gugavidovial e aviiotpopn XxPOVOAOYIKA O€l-
pd, Eexkivaovtas and to nio NpéoPato nruxio.

iii) Work Experience (EnayyeAuatiki euneipia):

Kal €8w ol nAnpo®opies Eekivolv and Tis nio NpOoQATES EPYACIAKES O€-
oels. Kupiws avagépovial BEoels MANPOUS anacxdAnNons OXETKES WE TN
B€on yia tnv onoia kdavete aitnon. Mpénel dPws va avapEpete T KAvate
and tTe Nou TEAEIWOATE T0 AUKeI0. KEBe endyyeAua and 1o onoio anokin-
oate eUnelpia NPENEI va To avaPEPETE Kal TN BEon nou €ixate o€ auto, 1o
dvoua tou gpyodotn, 8iUBuvaon Kal TNAEPWVO EMIKOIVWVIAS, NUEPOUNVIES
anacxoAnons.

iv) Awards and Honours (BpaBeia kai TIUNTIKES 81aKpIioEls).

)

Related or extra-curricular activities (Aidpopes pactnpIOTNTES).

vi) References (Zuotdoels):

H napd&6eon ovoudtwy kai 81eubBUvVoEwWV 8UO TOUAAXIOTOV AvOPwWNwyY rnou
Ba napéxouv ouotdoels. Na akadnuaikn epyacia ol 8dokahol eival ol nio
KATAAANAOI YIa va OUVTAEOUV OUCTATIKES EMIOTOAES, €V YIa gpyacia Ba
NPENEI TOUAAXIOTOV €vas Npwny epyo8ATNS va CUVTAEE! Uid CUCTATIKN €Ml
OTOAN.
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3.11. Bills of Exchange, Bills of lading and Invoices
(ZUVOANQYUATIKES, POPTWTIKES, TILOAOYIQ)

a) Anbill of exchange (cuval\ayuatikn) is an unconditional order in writing, which

must be signed and dated. It directs a person or an organization, such as a bank,

to pay a fixed sum of money on demand or on a fixed date, to or to the order of a

person specified, or to the bearer. In fact a person holding a bill of exchange has

a proof of debt.

The person who draws the bill is called a drawer; the person who the bill
is addressed to is called the drawee, and he is required to pay a stated sum
of money to the person who the bill is payable to, namely the payee or the
bearer. If the drawee accepts the bill by signing it, he becomes the acceptor
and therefore liable to pay the bill when it becomes due.

Bills of exchange are a convenient way of collecting payments from over-
seas customers. They are widely used in the money market. They are issued
by companies borrowing funds and can be traded through a range of holders
until they mature, in other words until they become due for payment. At this
point the holder receives face value (the amount stated on it) from the ac-
ceptor.

b) A bill of lading (poptwtikA) is a signed document used in foreign trade that
shows details of goods (consignment) being transported. It is a kind of re-
ceipt the transporter gives to the sender (the consignor) and by presenting
this document the receiver (the consignee) is entitled to collect the goods on
arrival.

The name and the address of the customer, customer order number, the
nature of the goods, are some of the details presented on this document. In
case of a carriage by sea, three copies are issued: one retained by the seller,
one given to the master of the ship and a third one forwarded to the buyer
or his agent. The shipping company will only release the goods against the
signed copy of the bill of lading that the buyer owns.

©) Aninvoice (tipoAdyio) is a commercial document issued by a seller to a buyer,
indicating the products, quantities and agreed prices for products or services
with which the seller has already provided the buyer. An invoice indicates that
payment is due from the buyer to the seller, according to the payment terms.
From the point of view of the seller, an invoice is a sales invoice. From the
point of view of a buyer, an invoice is a purchase invoice.

The document indicates the buyer and seller, but the term ‘invoice’ indi-
cates money is owed or owing. When we say ‘We sent them an invoice’ it
means they owe us money; when we say ‘We received an invoice from them’ it
means we owe them money. When we say ‘I invoiced you” it means ‘| sent you
an invoice as a request for payment'.
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3.12. Documentation for Business Transactions
(Eyypaga yia eNIXEIPNUATIKES OCUVAAAAYES)

AlaBdote €va Keipevo nou €ENyEl T £yypapa xpNoIUOMNOIOUUE OTIS EUMOPIKES -

EMIXEIPNUATIKES OUVAANQYES.
Documentation is essential to business activity. A document is the easiest
way to establish a relationship between businesses and the easiest way to
link parts of a business one with another. A document can give instructions;
signal the start or the end of any particular activity; acknowledge the pay-
ment of money, etc. Although today we often hear the word “systems” used
to refer to computerized activities all the original systems of business were
paper systems, which triggered off various activities. Most computerized
systems are based upon the earlier paper systems, and merely carry out the
same activities more rapidly and, perhaps, more thoroughly.

Those starting out in business need a thorough grounding in business
documents, which are the following:
1. Invoices, including delivery notes and advice notes

. Credit notes

. Debit notes

. Statements

. Receipts

. Petty cash vouchers

. Deeds

. Master documents

. Billsoflading

Ti va ouykpatnoete ané auto to KePpAaAaio:

I Ts ouvtdoooupe eNIOTOAES (Napandvwy N TPANEJKES).

B [ws cupgnANPWYOoUE AITACEIS YIa aveUpeon epyaaias.

I Tieival ol SUVAAQYUATIKES, Ol POPTWTIKES KAl TA TIUOADYIA.

I Tola eival ta anapaitnta €yypa@a fnou XpnoiuonoloUue OTIS GUVAANAYES
gas eite Tpanedikes eite eEaywyikol eunopiou.

O 00 ~NOUT N WDN
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Aoknon 1

a) Na ouvtdEete pia eNIOTOAN Napandvwy Npos Tov NPoPNBeUTh oas yia até-
AEIES 0TO NAPAS0OEV NPOidV.

B) Na cUPMANPWOETE JIa aitnon aveUpeons epyacias otnv ENAyyEAUQTIKN MNe-
PIOXA Mou €181KEVETTE.

y) Na ouvtdgete pia anavintkh €MOTOAN EVNEPWVOVTAS ToV NEAdTN 0as TNV
nePIOXN EKSNAWONS TOU OXETIKOU eVEIAPEPOVTOS TOU.



KEOAANAIO 4

MQAHZEIZ KAI MPOQOGHZH MPOIONTQN

1. To Ae€INOYIO MOU XpNalUonoloUe OIS EUMOPIKES EKBETEIS, ota BEuata
NS EMNIXEIPNONS pPas, 6Nws otiS CUVAVINGCEIS e NEAGTES, KAl OTNV NPOW-
Bnon Twv NPOTGVIWYV TNS ENIXEIPNONS UAS.

2. To Ae€INOYIO MOU XPNOIUONOoIoUE OTIS ayopanwANnacies, otn Siagnuion
Kal 0TO UAPKETIVYK.

3. IS va cuvtAooETe ENICTOAES YIA NMAPAYYEAia 8iapopwV NPoidvIwy yid
NV €niXeipnon oas.

4.1. Tradefairs (Epnopikés skb€oels)

AlaBdote €va Keievo Nou ENYET TIS EUNOPIKES EKOETEIS Kal NEPIYPAPEI TNV €Ni-
OKEWN WIAs EMNIXEIPNUATIA O€ EUNOPIKA €KOEON TOU €EWTEPIKOU.
There are a lot of trade fairs all over the world. Every country has a trade fair
or exhibition. A trade fair is a place where some people exhibit their goods or
products. Mary Giannou was at an international fair in Rome last week. It was
a fair about women'’s clothes, accessories and cosmetics. Mrs Giannou works
at a cosmetics shop and she is interested in cosmetics from all over the world.

4.2. A new customer (KaivoUpyios neadtns)

AlaBdote €va 81dhoyo PETagU evos eundpou Kal TS yPAPUATEAS Tou yia €vav
KalvoUpylo NeAdTN, yid TOV OMN0io N YPAUUATEQS €XEl KAVOVioEl ouvavInon.

Mr Georgiou: Mary, can | see you for a moment, please?

Mary: Yes, Mr Georgiou.
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Mr Georgiou: | wanted to ask you about our new customer, Mrs Manika.
Mary: Oh, I've arranged everything. I've booked a table at ‘Niko's’ restaurant.
You are going to meet her at 8.30. She seems very interested in our prod-
ucts, so I've gathered all our information pamphlets. I've also written down
all the articles she might be interested in. Besides I've told her our prices are
inclusive of c.i.f. delivery but they do not include V.A.T.

Mr Georgiou: That's fine, Mary. Thank you very much. You've done a very
good job.

4.3. Buying on credit (Ayopd pe niotwon)

A1aBdoTe €va Keievo Pe TIS EVAMAKTIKES AUCEIS MOU €XEl KAMOIOS Mou BEAEI va
ayopdoel €va npoidv Je niotwon.

Mary's son, Jim, wants to buy a motorbike. The motorbike he wants costs
4,500 euros. Jim doesn’t have all the money, he therefore thinks of the dif-
ferent alternatives there are. He can borrow the money from his bank, or he
can buy the motorbike on credit. This means he can pay every month. But he
must pay a deposit of about 1,000 euros. Jim has only got 600 euros, but
his mother can give him the rest to pay the deposit. He has got to make a
decision. So, he compares the terms of the two loans and makes a checklist.

New Machines Ltd National Bank

Application for credit Application for credit
Name: Jim Giannou Name: Jim Giannou
Employer's name: Employer's name:

Travel Services Ltd Travel Services Ltd

Cost of purchase: 4,500 euro

Deposit: 1,000 euro Amount of loan: 4,500 euro
Period of repayment: 3 yrs Deposit:...

Monthly payment: Period of repayment: 5 yrs
| apply for credit on the above terms

Customer's signature

4.4. Product Promotion ([TpowBnon npoidviwy)

AlaBdote éva keipgevo énou €vas EUnopos €Enyei Tov TpoMno e Tov 0Mnoio npow-
Bei 1a NpoidvTa Tou, WOTE Va ArnoKINOEl NEPICOOTEPOUS MENJTES.
Mr. Georgiou is the owner of a small factory that manufactures cosmetics.
He sells his products to retail shops that distribute them to the public. Mr.
Georgiou says about his products:
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‘In the factory we make cosmetics. In the store we sell hope. Women do
not buy the generic product that we address to the consumer, but the spe-
cial promise of differentiating glamour, personal fulfilment and sex appeal.
So what we need is to put these ideas inside the customer’s head, and at the
same time offer her luxurious packaging and imaginative advertising'.

When Mr. Georgiou made a product promotion campaign, one of his sales-
men asked a customer what she expected of their products. She said:

‘I' want to get more. | want extras that make the difference. Of course |
expect quality equipment, competitive prices and on-time delivery. That's a
way for you to produce extra customers’.

Letter writing: Orders (Epnopikn aAAnAoypa@ia — MapayyeAies)

O1 napayyeiies ayabwv A unnpeciwy Unopei va avaypd@ovial o€ 181kA yia kAbe
etaipeia €vtuna N va cupnepIAn@BoUV € pia eMICTOAA. ZTnNV nepintwon nou
avaypd@ovial o€ €NICTOAN, 0 ayopaoTtns npénel va Sivel Aentodepn Kai akpiRn
otoixeia €101 Wote ve NapaidBel 1o cwotd eundpeupa, va anoPuyel TIs KabuoTe-
pnoels otnv Nnapddoaon, N akéua kai tnv eMNotpoPn ayadbwyv.H napayyehia npénel
ndavta va ypdeetal o€ euyeviko tévo Kal va nepiaapBavel ta akdrouba:

Ovopaocia Kal AeNTopePh NEPIYPAPn Twv ayadwyv

Huepopnvia napayyeAias, optwons kai napddoons

Movtého/apiBud kataAdyou/apiOud epnopeuddtwy nou napayyEAvovtal
TiuA povAadas Kal GUVOAIKN TIUN

MEB0S0 NANPwWUAS, TUXOV EKNTwaon, N PAPOS N TWV NWANCEWY

Tpdno popTwons

OnoladAnote AeNTOPEPEIQ OXETIKA UE TN CUCKEUAGTA, AoPANION K.AM.

‘Otav n napayyehia ekteAeotel, Npénel va ypagei pyia BeBaiwon AMyns yia va

€UXAPIOTACOUPE KAl EVNUEPWOOUNE TOV NWANTA 6T Ta ayabd €ptacav otov npo-
oploud Tous.

Useful sentences (XpAoIpesekPpAacels)

Thank you for your order of (date) for (item)...

> as euxaplotoUpe yia TNV napayyeAia oas s (npepopnvia) yia to (mpoiév)...
We are pleased to have received your order of...

Me xapd napardBape TNV napayyeAia oas ms...

Thank you for your recent order number...

Y as euxaplotoUpe yia tnv Nnpdo@atn napayyeaia aas pe aplouo...

You may rely on us to give all your orders prompt attention

Mnopeite va Baciceote o€ euds 6T B6a Swaooupe g OAeS 0as TIS NAPAYYEAIES
v duecn NPoooxn.

We will be pleased to be given the opportunity of filling further orders from
you.

©a gival euxapiotnon yia yas va pas 600ei n eukaipia va EKTENEGOUPE ENINAE-
oV NapayyeAies oas.
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We hope to have the items on their way to you before the end of the month.
EAnidoupe va €xoupe ta npoidvia kaboddv npos €ads npiv and 1o TEAOS Tou
ynva.

The goods should arrive at your store within a week.

Ta epynopelpata NPEMNEl va PTacouv 0To Katdotnud oas péoa o€ pia Bsoud-
éa.

4.5. Buying and selling (AyopanwAnoies)

Useful sentences (Xphoipes ekppdoels)
a. use hire purchase (xpnoiyonolw cuotnua §60€wv)
b. set up shop (avoiyw katdotnua)
c. pay cash (M\npwvw Petpntd)
d. pay through the nose (akpiBonAnpwvw)
e. have goods on approval (ayopdlw pe 8ikaiwua eNoTPoPns)
f. selling like hot cakes (nouhi€tal MOAU)
g. shop around (ouykpivw TIPES)
h. put prices up (aveBdalw Ts TILES)
i. buy in bulk (ayopadw xovEpIKWS)
j. cut-price (pOnVO)
k. bring prices down (kateBdadw TS TIUES)

Credit letters (EmiotoAés {Atnons n xopAynons niotwons)

Yndpxouv NEVTE €8N EMICTOAWV OXETIKA PE NiCTwonN:

B EniotoA€s aitnons yia xopAynon Nioctwons

B AvaZhtnon NANPo@OPIWY Yia MICTOANMTIKN IKAvOTNTa

B OctkES N apVNTUKES EKTIMACEIS YIA TNV MICTOANMTIKA IKAVOTNTA TOU aIToUVIOS
v niotwon (ayopaoth)

B EniotoAés xophynons niotwons

B EniotoAés dpvnons xophynons Niotwons

Applications/Requests for credit (Aitnceis yia xopAynon niotwons)
Y€ autoU Tou €i8ous TIS €MIOTOAES O AITWV-TNV-NIoTWON NPENEl va cUUNePIAG-
Bel To dvopa Kkal TNy 81eUBuvon TPANEJTWY A ENIXEIPNUATIOV MOU Pnopouv va
napdoxouv cUoTAtIKA €NICTOAN YUpw and TN XpNUATONIoTWTIKA Katdotaon tou
QITtouvTos.
Useful expressions (XpAoipes ekppdaocels)
B We would like to place this order on open account terms.
©a BéNape va unoBdairoupe authv tnv napayyeiia pye épous avoixtol Aoya-
placpou.
B Please open an (credit, charge) account for us with the attached order.
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MapakaAoUpe avoi€te uas €va (MotwTtikd, XPEWOTIKO) Aoyaplacud Ue Tnv eni-
ouvantdépevn napayyeAia.

B You may check our credit rating/standing with Mr. ...... / with the following
companies:
Mropeite va eAéyEETe TNV MIOTWTIKA Pas katdotaon Pe tov KUPIo .../ UE TIS
napakdtw etaipies:

B The references listed below include:
O1 ouotdoels Nou NapatiBevial Mo KATw cupnePIAauBAavouy:

B Please let us know your decision regarding our credit.
MapakahoUpe YVWOTOMOINGCTE Pas v andé@ach oas oxetkd Ue tnv Nictwaoh
yas.

4.6. Advertising - Promotion (Aiapnuion npoiéviwy)

AlaBdote €va Keigevo nou avagépetal otn xpnoiudtnta tns SIAPAPIoNS WS HE-
00U MPowBNoNs NPOIGVTWY, KABWS KAl 0TA UNEP Kal Ta KAtd Tns.

Advertising is rather more than a substitute for face-to-face selling. While
it is true that nothing can equal the effectiveness of personal contact between
seller and buyer, advertising, because it is impersonal, can attempt things that
a salesperson cannot. Its chief asset is that it can repeat the sales message
over and over again. It can follow the consumer around, and, virtually wher-
ever he is and whatever he is doing, he cannot for long escape its propaganda.

One may well question the morality of all this commercial propaganda.
There are those who hold strong views on the subject and consider that, be-
cause one simply cannot escape the influence of advertising, it has become
an infringement of our liberties. For those with a product or service to take to
market, advertising is an essential part of their work and for those who may
be seeking justification for adding to the general hue and cry, some factors are
worth consideration.

4.7. Remarketing (Enavanpowdnon npoioviwy)

AlaBdote éva Keiyevo Nou avapéPETal oTous TPONous Enavanpowinaons npoié-
VIWV. TO KEIUEVO avaPEPETAl CUYKEKPIPEVA OTOV TPOMO WE TOV onoio €pOace otn
AUon n Botka Zuupvoe and tn Pwaia.

This is how Russia’s national drink came to the west.

In 1917 Vladimir Smirnoff was forced to leave Russia because of the rev-
olution and sold the secret of the production process to a man called Rudolph
Kunett whose family had supplied the grain for the production of Smirnoff
vodka in Russia.
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But no one wanted to drink the stuff, it was politically suspect and in any
case Americans preferred the taste of whiskey. By 1939 Kunett was ready
to give up and sold the license to John Martin whose main business was in
selling sauces.

Smirnoff vodka was saved by mistake. One day, Martin received an or-
der from his South Carolina salesman for 500 cases of vodka. This seemed
strange as Martin had previously never sold more than 25 cases there. It
turned out that these bottles of vodka all had corks labeled Smirnoff whiskey.
These corks were left over from a previous unsuccessful attempt to produce
whiskey using the Smirnoff name. The South Carolina salesman had tasted
the drink out of curiosity and found that it had no smell and no taste but gave
a warm feeling of relaxation. So they decided to market it as “White Whiskey”
with a slogan “Smirnoff's White Whiskey. No Taste. No smell.”

It worked and sales grew. Then they discovered that people were mixing
the drink with anything — milk, Coca Cola, anything — and Martin hit on the idea
of mixing the vodka with other drinks, just like gin and lime or whiskey and
soda. Then in 1946 he met a woman called Susan Brownell in Beverley Hills.
She had recently inherited a factory which produced bowls and mugs and was
having problems selling them. Martin suggested they create a jug in the shape
of a donkey and mixed a drink of vodka, ginger beer and lime and named it
the Moscow Mule.

The name was brilliant. It suggested the strength that Americans associ-
ated with vodka but diluted with ginger beer it produced a relaxed feeling
without making people drunk. Vodka has now become the most popular dis-
tilled spirit drink in America, accounting for nearly one in five bottles sold,
with a choice of over 500 brands.

4.8. Marketing economies (OIkovopies HAPKETIVYK)

AlaBdote €va Keluevo Nou avapEpetal otous S1apopous 1pdénous nou Bondoulv
TIS OIKOVOUIES TOU UAPKETIVYK, MWS SNAASNA TO JAPKETIVYK TWV NPOTOVIWY 08nyel
o€ peiwon TIHWV Kal o€ KAAUTEPN OIKOVOUIKN AEIToupyia.

There are many ways in which the marketing of products can lead to cost-
cutting and more economic working. For example, a large firm usually dis-
tributes its products to regional depots, serving a natural, and manageable
catchment area. There are huge economies to be had in the “in-plant” printing
field. For example, Debenhams need 30 million tickets for labelling displays
in their shops every year, and have found that by setting up a specialist de-
partment they can streamline the creation of attractive notices, price-tickets,
etc., and at the same time achieve a useful uniformity throughout the group.
Such uniformity also achieves good control of displays from the legal point
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of view, for example to ensure compliance with rules about consumer credit,
pricing of items in sales, etc.

Packaging can often achieve economies, for example the package in which
children’s toys are marketed can, if properly designed, be part of the display
material, drawing attention to the product, its price, etc. The mere display of
the package is effective store promotion, without any need for specialist dis-
play notices or window dressing.

Ti va ouykpatnoete ané auto to KepdAaio:

[ Tnv opoloyia Twv EUNoPIKWV EKOETEWY, TwV BEUdTwWVY Nou agopouv thv
enixeipnon pas (NeAdtes, OUVAVINOEIS, K.AML).

[ To Ae€INOYIO Mou XpnaoiPonoloUhe otny NPoweNnon Twv NPoTovVIwy tns
EMIXEIPNONS as.

I Tnv opoAoyia nmou xpnoigonoloUUE oTIS ayopanwANGies, otn diaghuion
Kal OTO UAPKETIVYK.

I Ts ouvtdooovtal ol ENICTOAES YA NapayyeAia npoTiéviwy.
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Aoknon 2.

Na cuvtdEete pia eMOTOAN NPOS TOV NPOUNOEUTA 0as yia NapayyeAia npoidviwyv
nou oas evalapEéPouV



KEOAANAIO 5

OIKONOMIA, EEQTEPIKO EMIOPIO, TPANEZEX

1. Tous ouvteAeoTES NMou ennPedlouv oikovopia Kal ayopd.

2. Tous 81apopous TUNouUSs TPANEdWY Kal TIS AEITOUPYIES TOUS, KABWS Kal TNV
opoAoyia Saveiwy Kal Tous TUNoUS Twv 8aveiwvy.
3. Tnv opoAoyia rnou XpNoiPonoloUue oto EEWTEPIKO EUNOPIO, OTO CUVAA-
AQyUa Kal ota eNToKIa, KaBWs Kal Ts S1Apopes HeBSGS0US MANPWHNS OTO
€EWTEPIKO EUNdpPIO.

5.1. The Economy and Market (Oikovopia kai ayopd)

AlaBAcTE €va KEIPUEVO YIa TOUS CUVIEAECTES MOU €MNNPEAZOUV TIS OIKOVOUIES Kal
v ayopd.

Factors such as personal income, interest rate, money supply, credit pol-
icy, taxes, and general business activity all can affect demand in different in-
dustries and individual firms in different ways. Although varied from industry
to industry, it is commonly true that the higher the personal income, money
supply, or business activity the higher the demand for goods and services.
The reverse is true for higher interest rates or taxes. Furthermore, demand
is highly susceptible to the fluctuations of the business cycle; higher demand
usually is accompanied by inflation, and lower demand occurs during reces-
sions. The nature, structure, conditions, and behaviour of the market can sig-
nificantly determine the demand pattern. From the point of view of the firm,
the larger its market share the more accurate its predictions for demand, be-
cause it can exert more influence over its competitors in efforts to sustain or
increase demand. Also, the demand pattern in the segmented market can be
quite different from that of the unsegmented one. Demand for a product may
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be segmented by brand/ price/ quality distinctions or by geographical distinc-
tions. The geographic differences between domestic and foreign markets, or
northern and southern markets, require quite different approaches to their
demand estimates because of cultural preferences of customers.

5.2.

Banking (Tunoi tpanedwv)

O1 81Gpopol TUnol TPanedwv Kai ol AEITOUPYIEes Tous givai ol §Ns:

o e o

8.
9.

savings banks (tpdnedes kKataBEoewy, TAUIEUTNPIA)

credit unions (xpnpatodotikoi cuvetaipiouoi)

central banks (KevtpIkESs TpANeles)

hybrid financial institutions (UBPISIKA, HIKTG OIKOVOUIKA 186pUuata)
commercial banks or retail banks (eunopikEs tpaneles)

savings and loan associations (US) (cuvetaipiopoi anotapieloswy kai 8a-
veiwv)

financial service companies (etalpeies MoU NAPEXOUV XPNIATOOIKOVOUIKES
UrNnPEeaies)

investment banks (US) or merchant banks (GB) (enevSutikéstpdnedes)
building societies (etaipeies KTNUAtIKAS NioTNS)

Aivovtal Napakdatw ol NePIYPAPES TwV KUPIWV AEITOUPYIWY 81aPOpwV TUNwV
Panedwv:

1.

Central Banks: Implement the country’s monetary policy, e.g. The Bank
of England, the Banque de France. They are the only banks to be allowed
to issue banknotes. Such a bank is the Government’s banker; when short
of money, the government may borrow from the bank. Such a bank is in
charge of the keeping of the country’s gold reserves.

. Commercial Banks:They fill the short-term needs of companies and individ-

uals. They provide small businesses with loans, consumer and installment
credit, mortgage loans and other more personalized kinds of services.

. Investment Banks or Merchant banks: These banks are concerned with

sophisticated, often innovative transactions that most often involve large
corporate customers. They participate in large pools of capital (resources)
and financial syndications and they often work together to provide their
clients with large scale financing, which may include international credit
facilities.

Savings banks: They receive savings accounts and pay interest to the de-
positors. Generally, the rates of interest vary in relation to the length of
the notice of withdrawal. Term deposits for which the notice of withdrawal
required is longer have higher rates of interest.

. Building Societies: They obtain funds from private investors by issuing

shares and taking deposits and lend money for house purchase (or the
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5.3.

purchase of commercial premises). The loan is secured by mortgage.
They are a relatively minor factor in long-term industrial finance, but have
provided many small businesses with capital.

. Savings and Loan Associations: Cooperative associations formed under

federal or state law in the US that solicit savings in the form of shares, in-
vest their funds in mortgages and permit deposits in and withdrawals form
shareholders’ accounts to those allowed for savings accounts in banks.

. Hybrid Financial Institutions: Finance companies or credit corporations

are often created as subsidiaries of large companies which manufacture
and sell heavy machinery, farm equipment and automobiles. A customer
that wishes to purchase goods from such a manufacturer may arrange fi-
nancing directly with the finance company or credit corporation instead of
with a bank. It is often easier (but more expensive) to borrow in this way,
thus facilitating business transactions between buyer and seller. Finance
companies may operate both nationally and internationally (export busi-
ness) and with companies and individuals.

Credit Unions: These are associations formed by trade groups which man-
age and invest large pools of capital contributed by their members. Peo-
ple belonging to a credit union may also save there for their retirement
and take out loans at competitive interest rates.

. Financial service companies: They exist in various forms and offer a wide

range of services that may include insurance programmes, investment
and brokerage services, mutual funds, tax-shelters and IRA’s (Individual
Retirement Accounts).

Loans (Adveia)

AlaBdote €va keiyevo dnou divetal o oplopds Twv daveiwv kail ol 81dgopol tunol
Twv daveiwv.

Aloan is a type of debt. Like all debt instruments, a loan entails the redis-

tribution of financial assets over time, between the lender and the borrower.
The borrower initially receives an amount of money from the lender, which
they pay back, usually but not always in reqular installments, to the lender.
A borrower may be subject to certain restrictions known as loan covenants
under the terms of the loan.

Acting as a provider of loans is one of the principal tasks for financial in-

stitutions. For other institutions, issuing of debt contracts such as bonds is a
typical source of funding. Bank loans and credit are one way to increase the
money supply.

Legally, a loan is a contractual promise of a debtor to repay a sum of

money in exchange for a promise of a creditor to give another sum of money.
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Types of loans: A secured loan is a loan in which the borrower pledges
some asset (e.g. a car or property) as collateral for the loan. A mortgage
loan is a very common type of debt instrument, used by many individuals to
purchase housing. In this arrangement, the money is used to purchase the
property. The financial institution, however, is given security — a lien on the ti-
tle to the house — until the mortgage is paid off in full. If the borrower defaults
on the loan, the bank would have the legal right to repossess the house and
sell it, to recover sums owing to it. Unsecured loans are monetary loans that
are not secured against the borrowers assets. These may be available from
financial institutions under many different guises or marketing packages: *
credit card debt, * personal loans, *bank overdrafts, *credit facilities or lines
of credit, *corporate bonds.

5.4. Foreign Investment and the Cost of Capital
- Exchange - Rate of interest (fcves enevduoels
KAl T0 KOOTOS KEPAAQiou. ZuvAaAhayua — enitokia)

AlaBAote €va Keipevo Nou NepIypdeel Nws 1o cuvariayua enidpd ota enitokia.

In this era of growing globalization of the world's securities markets and
internationalization of the business environment, variations in exchange rates
(the value of one currency as expressed in another) have an impact on stock
prices and interest rates.

Examples of the strong effects of exchange rates abound in the late
1980s. The dollar began to decline in value compared with most European
currencies and the Japanese yen in 1985. This decline made American as-
sets less costly to investors of those nations and enticed foreign investors
to purchase U.S. corporate securities, U.S. Treasury issues, real estate, and
even entire U.S. corporations. The influx of cash fueled the strongest bull mar-
ket in recent memory, keeping interest rates low and enabling companies to
raise equity capital cheaply.

Another effect of the weak dollar was the shift in manufacturing facilities
from Japan to the United States. Honda, the Japanese car maker, found it
cheaper to open a plant in Ohio than to import Japanese-made parts for as-
sembly in its existing U.S. plants, as it had done when the dollar was strong-
er. States like Indiana, which attracted Fuji Heavy Industries Ltd. and Isuzu
Motors, and Kentucky, where Toyota plant is now located, wooed Japanese
manufacturers with incentives to locate their factories within their borders.
U.S. firms such as General Electric, which formerly relied on overseas manu-
facturing facilities, have relocated their operations in this country. Instead of
importing colour TVs made by Matsushita in Japan, GE moved its RCA Corpo-
ration subsidiary facilities to Bloomington, Indiana. Thus companies evaluat-
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ing the cost of manufacturing operations or plant expansion had to evaluate
their opportunities on a global scale.

5.5. Foreign Trade (E€wtepik6 eundplio)

AlaBAoTte éva KeiPeEVO NMouU avagEPETal oTIS KUPIOTEPES €€aYwWVES Twv HIMA:

Principal US goods in the export trade are machinery, agricultural prod-
ucts, automotive products, aircraft and chemicals. The leading US imports are
petroleum and petroleum products, automotive products, foods and bever-
ages (including coffee), machinery and iron and steel products. In 1983 US
exports were valued at $200,583 million and imports at $258,048 million.
The trade imbalance of recent years is due partly to the increased cost of
petroleum imports, beginning in 1974 when the price of petroleum on world
markets more than tripled, and to the strength of the American dollar against
foreign currencies.

For years the United States has followed a policy of promoting world trade
by lowering tariffs. In 1947 nearly two dozen nations, including the United
States, met in Geneva to form the General Agreement on Tariffs and Trade
(GATT) which provided for reducing tariffs. Since the formation of GATT, 90
nations have joined in the effort to increase world trade.

B Methods of payment in foreign trade (Tpdnor MANpwWUAS 0TO €EWTEPIKO €UNO-
plo)
a) foreign bill of exchange (draft) / ZuvaAayuatikh e€witepikou

A foreign bill is an instrument of commerce and credit and can be used

to settle international transactions. By a foreign bill of exchange you may

order Mr Bone, a debtor of yours, to pay a stated sum on presentation (at
sight) or at a future date to your order, to the order of somebody else or
to bearer. You, the creditor, will be the drawer. Mr Bone, the debtor, upon
whom the bill will be drawn, will be the drawee. The payee will be the party
to whom the money will be paid. For the drawee a bill of exchange is a bill
payable, whilst it is a bill receivable for the payee. Because a foreign bill
of exchange may be delayed or lost, it should be drawn in a set of three
copies, which are sent by successive mails. As soon as one copy is paid,
the other two will stand void.

b) documentary bill/ cuvaAayuatikn (cuvnBws e€wtepikoU) MoU oUVOSEUE!

POPTWTIKA €yypapa

The seller sends, via his own bank to the buyer’s bank, a bill of exchange

accompanied by the documents in connection with the goods (the ship-

ping documents: commercial invoice, consular invoice, possibly bill of lad-
ing, insurance policy). The documents in question, which allow you to take
possession of the goods, are only released against payment of the bill, if
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the bill is a sight draft or against acceptance of the bill, if it is drawn pay-
able 60 or 90 days after sight.
c) banker’s draft/ tpanxtikh 6yews nou ekdidetal and tpdnela eni tou
eautouU s
If the seller does not know the credit worthiness of a new client, he re-
quires the instrument of credit, in this case a draft, to be drawn upon the
client’s bank (whose financial standing is known). Settlement is effected
via buyer’s bank and seller’'s bank. So payment is guaranteed.
d) documentary letter of credit (L/C) /evéyyua nictwon
The letter of credit is the most generally used method of payment in for-
eign trade to settle debts (individual transactions or a series of transac-
tions). The buyer instructs his bank to issue the letter of credit for the
amount of the purchase in favour of the foreign seller, i.e. he requests his
bank to issue a credit in favour of the seller.
A letter of credit is not necessarily paid immediately on execution of the or-
der. If agreed between vendor and customer, the vendor may draw a bill of
exchange on the agent bank in his own country which will accept it against
the documents in connection with the goods. This gives the customer credit
while allowing the vendor to discount the bill, i.e. to receive his money at an
earlier date.
The letter of credit facilitates trade with unknown customers and protects
both vendor and customer. The vendor feels secure because he knows pay-
ment is guaranteed. The customer also feels secure since he knows that the
bank in the seller's country will not pay on his behalf until the conditions set
out in the letter of credit are fulfilled by the seller.
Credit standing enquiries. (AvaZhtnon NMANPOPOPIWY OXETIKA UE TNV OIKOVOUI-
KN KatdoTaon Tou ayopaoth)
H aioAdynon tns XpNUATOOIKOVOUIKAS Katdotacns Tou ayopactn 6a Bondn-

o€l TNV €TaIpia va anogaaioel €dv 6a xopnynoel Niotwon, o€ nolo Babud kai yia
noia xpovikn nepiodo. Eival Bacikd va toviotei 6Tl onoladnmnote OXETKA MANPO-
Qopia Ba napapeivel eunioteutikn. Ta Bacikd XapAKINPIOTIKA AUTWY TWV €MICTO-
AWV gival n akpiBela ye tnv onoia ¢nteital N Niotwaon Kai N EVyEVela.

Useful sentences (Xphoipes ekppdoels)

Mr. .....or .....Ltd has placed an order with us for ............ worth of merchandise
and has given us your name as a trade credit reference.
OK. ... N .... EME €xel unoBdAel yia napayyeAia o€ pas yia ....... a€ias euno-

PEUPATWY KAl Yas €5wae To Ovoud oas yia oUCTAOoEls yia EUNoPIKN NioTwon.
We should appreciate very much having your opinion on the credit standing of
this merchant.

MoAU 6a ektiyoUoauE va €iXaue TN yvwun oas via Ty NiIcTwIIkN katdotaon
autou tou gundépou.



ATTAIKH EMMOPIKH OPOAOTIA = TOMOZ B” 51

B We would appreciate your sending us information about Mr....... creditrating.
©a ektpoUoape va Jas oTéEAVATE MANPOPOPIES OXETIKA JE TNV NICTWTKA Ka-
TAtagn ToU K....

B We are interested to know how reliable he is in meeting his obligations.
EvSlapepoduaote va pdboupe ndéoo agidniotos €ival yia va avianokplifei ots
UMOXPEWOEIS TOU.

B We are interested to know whether any of his debts are past due.
EvSiapepoduaote va udboupe €dv kdnoio and ta xpén tou sival naraid xpéos/
o@eINh and naAid.

B Every information you may give us shall be treated as confidential.

Kd&6e nAnpogopia nou iows pas 6Waoete Ba tn XeIPIOTOUUE WS EUMICTEUTIKA.

B Any information we receive will be kept in the strictest confidence.
Onoladnnote NAnpo@opia AdBoupe 6a TNV PUAGEOUE QUOTNPWS EUMICTEU-
TKA.

Il Please rest assured that any information we receive from you will be treated
in strict confidence.

Mapakahw Peivate B€Ralor 6t onoladnnote NAnpogopia AdBouue Ba tn xelpl-
otoUpE QUOTNPWS EUMIOTEUTIKA.

Ti va ouykpatnoete ané auto to KepdAaio:

Tnv opoAoyia Tns olkovouias kai tns ayopds.

Tous tUnous tPanedwy Kal TN AEITOUPYIa TOUS.

Tous 81dpopous TUNouUs 8aveiwy.

Tnv opoAoyia yia To cuvANAaya Kal To EEWTEPIKG EUNOPIO, KABWS Kal TIS
HEBBGS0US MANPWLNS OTO EEWTEPIKG EUMOPIO.

To Ae€INGYIO Mou xpnoiponoloUpe dtav YPApoUUE ENICTOAES Yia avaditn-
ON MANPOPOPIWV WS MPOS TNV OIKOVOUIKAN KATAoTAon TOU ayopaotn.






KEOAANAIO 6

MANATZMENT KAI AIOIKHZH NPOZQMIKOY

1. Tnv opoloyia nou XpnaiyonoloUPe 0To PAVATZUEVT TNS NAPAYwWYIKOTNTAS,
OTOUS OUUBOUAOUS ToU PAvatduevt kal otn Aloiknon npoownikoU.

2. Tous KIV6UVOUS Nou aVIIPETwWIZel Pia EMIXEIPNON KAl TOUS A0PAAICTIKOUS
OPOUS Mou xpnaoluonoloUUe, KABWS €Nions Kal Tous TPOMoUS Mou Xpnaol-
pomoloUv ol ENIXEIPNCEIS Yia va BYAAOUV KEPSOS.

6.1. Productivity management
(To pdvatduevt TNS NAPAYWYIKOTNTAS)

AlaBAoTe €va KeiPEVO MOU avagEPETal oTNV NAPAYWYIKOTNTA KAl TO JAVATJUEVT.

Productivity is usually defined as a ratio of output produced per unit of
resource (worker-hours or machine-hours of services, quantity of materials,
or energy units) consumed by the process. It is understood that products or
services produced are valuable, that is, they are needed or desired by people.
The organization should not produce what its customers do not need, and it
should not try to market products or services it cannot produce.

So productivity is a measure of performance in producing and distribut-
ing goods and services: value added, or sales minus purchases divided by
workers employed. And when we use the term production operations, or just
operations, we mean it to include practically all activities of an organization.

The managers of marketing, engineering, accounting, maintenance, per-
sonnel, and finance have as much effect on the productivity of the organiza-
tion as the manager of production or manufacturing. Of course, productivity
has physical significance. In technical terms of efficiency it measures perfor-
mance of the firm in terms of its abilities to apply concepts of science and
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technology _ for example, units of product or service delivered divided by
kilowatt hours of electrical energy consumed, or by worker-hours of effort
exerted, or by units of material resources consumed.

Productivity may also be defined to measure a firm's performance in
terms of financial or economic significance — for example, the dollar value
of a unit of product or service delivered divided by the dollar value of labour,
materials, or capital utilized by the firm’'s work processes. With due allow-
ances for temporary currency value fluctuations or changes in commodity or
product prices there is a strong, positive correlation among time series data
measuring productivity, profitability, and efficiency.

6.2. Management consultants (ZUpBoulor pdvatduevt)

AlaBAoTte €va Keiuevo yia 1o pOAO Kal TNV EEENIEN TwWV CUUBOUAWY TOU HAVATZUEVT.

Management consultants grew like mushrooms in the 1980s. The market

for management consultancy of one sort or another increased by some 20 -

30% ayear. There were few businesses that could match it. Yet management

consultancy is not an infant industry. It is not a new technology-driven busi-
ness that might expect to enjoy such growth rates in its early years.

Firms like Arthur D. Little can trace their pedigree back to the last century.
McKinsey and Booz Allen began consulting in the early years of this century.
So what accounts for the boom they have enjoyed? First it is important to
recognize that the term ‘management consultancy’ covers a multitude of dif-
ferent disciplines. While some of them were growing very fast in the 1980s,
others were showing the more normal growth rates of a mature business.
Five different disciplines are usually identified.

1. Corporate strategy

2. Organizational structure (including finance, human resources and mar-

keting)

3. Public-sector management

4. Information technology

5. Product development

Replies to credit status/enquiries (Anavtnoeis o€ arthpata oxetka pe ni-
OTOANMTIKA IKavotnta)

Ta otoixeia nou Sivovtal avapoplkd Pe EyKalpes NANPWLES, NO0A Mou OPeilo-
vtal, UYos xopnynons niotwaons npénel va eival aviikelpevikd. 181aitepn npooo-
XA anaiteital Wote ol Tuxév apvnTIKES NANPOPOPIES va napéxovial Je SIaKpITIkd
TPAMNO Yia TNV anoPuyh aywywy Yid GUKOPAvTIKN Sucpnuion.

Useful sentences (Xpnhoipes ekppdocis)

B We wish to inform you that the financial standing of ....... . is sound.
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EniBupolpe va oas nANPoQPopNnooupe OTI N OIKOVOUIKN KATAoTtaon Tou ... €ival
aoPaAns.

B We have granted ..... credit and our confidence has never been misplaced.
‘Exoupe xopnyAhoel oTov .... NioTwaon Kal N euniotooUvn Jas 8ev €Xel NOTE Aa-
BEYEl.

B We send you, in confidence, the credit information you requested concerning
>as OTEAVOULE, €UMIOTEUTIKG, TIS MANPOPOPIies yia niotwon nou {nthoate
OXEUKA UE ..o

B We have had savings/personal checking accounts with them for ..... years and
their accounts were always in order.

‘Exoupe padi tous anotapieutikous/mpoownikous Aoyapiacpous yid .... Xpdvia
Kal oI A\oyaplaopoi Tous Atav navia evidgel.
B They have always made regular payments against their bank loan.
O1 MANPWLES Tous €vavtl Tou Tpanedikou aveiou ival Ndvia TAKTKES.
B We are unaware of any outstanding debts they may have.
AyvooUuE OMoIasnmMote EKKPEUN XPEN MOU (0wS €XOUV.

B On the basis of our credit investigation, we believe that Mr...... is/to be credit
worthy.

Me BdAon tnv NICTWTIKA €peuva Pas, NioteUoupe 0T O K. ... eivalr avid€ios
niotwons (0t otoV K. ..... a&icel va §00ei niotwon).
Unfavourable reply (Apvntikés anavinoeis)

B Replying to your enquiry, we regret to say that we cannot be of much help to
you.

Y€ andvinon Tou EpWTAUATOS 0as, e AUNN oas Aépe 6Tl Sev unopoUpe va oas
BonBNoouE.

B Replying to your enquiry, we regret to inform you that our experience with
the firm you mention has not been satisfactory.

Y€ andvinon Tou epWTNUATds oas, e AUMN oas NANPo@opoUle OTI N eunelpia
Has Je TV €1a1pia nou avagépete Sev eival IKQVonoINTIKA.

B On checking/consulting our records, we found that some of their accounts
have remained outstanding/they are not good at fulfilling their obligations.
EA€éyxovtas /oupBouleuduEVOl Ta apxeia uas, Bpnkaue 6t yepikoi and tous
AoyaplaopoUs TOUS €XOUV LEIVEI EKKPEUETS / 8€v €ival KOAOT TNV EKNANPWGN
TWV UMOXPEWOCEWY TOUS.

B We therefore question the advisability of your offering them credit/your
extending their line of credit.

Juvenws ekppdaldoupe au@IBoAies av Ba Atav oKOMIPo va TouS NPOCPEPETE
niotwon / va tous napateivete 1o épIo Niotwons.
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6.3. The risks of business enterprises
(Kivéuvol enixeipnoswv)

AlaBdote €va Keiuevo yia tous kKIveUvous Mou avtUETwIZel Jia enixeipnon.

All enterprise is risky. We generally divide risks into kinds of risks, insur-
able risks and non-insurable risks.

An insurable risk is one the probability of which can be calculated math-
ematically, based on statistics collected over a great many years from a great
many people. For example, we can calculate the risk of burglary by collecting
statistics about burglary over the whole country, and keeping the figures up-
dated over the years as more and more burglaries are committed. The people
who collect this kind of statistics are called actuaries, and they use them to
predict the chances of a burglary occurring in any particular area. For exam-
ple, burglaries are commoner in big cities than in rural areas.

Actuaries work for insurance companies, predicting risks. They enable the
insurance company to fix premiums which will cover losses by burglary, fire,
storm damage and various other hazards. Anyone who wishes to insure may
ask for cover to be arranged, and on paying the agreed premium they will be
held covered. The insurance company sends you a proposal form and you
have time to fill it in and pay the premium.

Letter granting or refusing credit (EniotoAn xophynons n dpvnons niotw-
ons)
2NV NePinTwaon XxopAyNons Niotwons o NeAdTNS eVNUEPWVETAl YIa To dvolyua ni-
OTWTIKOU AoyaplacpoU Kal yia Tous 6pous Kal ta npovouia Pe KAbe Aentopépeia.
Useful sentences (Xpnoipesekppaoeis)
B We are pleased to receive your letter of .... requesting ............
Me guxapiotnon napaidBape 1o ypduua odas s .... nou dre ...
B We have checked the responses you named and found them completely
satisfactory.
‘Exoupe enéyEel TIs anavinoels 60wV Katovoudoate Kal Tis BpAKaue anoAu-
TWS IKAVOMOINTIKES.
B We would appreciate it very much if you completed the enclosed card, which
is sent to all our charge customers.
©a 10 ektgoUoape NoAU €Gv CUPNANPWVATE TNV ECWKAEIOTN KAPTEAQ TNV
onoia anooTENOUNE o€ OAOUS TOUS €Mi XPEWOEI MEAITES UAS.
B Meanwhile, you shall get your order ready and send it to you ......
Ev tw petagu, etoigddoupe tnv napayyehia oas kai 6a oas tnv OTEMOUE .......
B Your request for credit has been approved and it is our pleasure to welcome
you as a credit customer.



ATTAIKH EMMOPIKH OPOAOTIA = TOMOZ B” 57

EniotoAn xopnynons n dpvnons niotwons

Useful sentences (Xpnoipes ekppdoeis)

B Your order for ........... will be ready for shipmenton .........

H napayyehia oas yia ......... Ba eival €toiun yia anootoAn / géptwon oTo

nAoio oTIs..........

M Your paymentisdueinfullon ... of each month.

H mAnpwpn oas Myel nAnpws (eivar anaitnth €1s 10 ak€Paio) ots .... KABe

yAva.

B Our sales representative will visit you........ and explain our special dealer
options such as advertising campaigns.

O avuinpéownds Pas €ni Twv NWANCEwY Ba 0as eNICKEPOET ....... kal 6a €&n-

YAOEI TS EIGIKES EUMOPIKES EVAMAKTIKES AS ONwsS TIS SIAPNUICTIKES EKOTPA-

Teies.

B We look forward to serving you for the/many years to come.

AvunopovoUpe va oas eEUNNPETNOOULE Yia Ta endpeva xpdvia (MOANG xpdvia

OTO HENOV).

Y€ nepintwon dpvnons niotwons 6a Npénel va avagEpovtal S1IaKPITIKA o1 Ad-
YOI Kal va eveappUveTal 0 €Unopos va cUVAAACOETal TOIS PETPNTOIS, £ws dTou N
OIKOVOUIKN ToU Katdotaon BeATIwOei kal enaveEetaoBei n aitnon tou.

Useful sentences (Xpnoipes ekppdoels)

B Following the information received, we regret to say that we cannot grant the
requested credit.

YUPewva Pe Us NANPoPopies nou napardpape, ge AUNn oas Aéue Ot Sev

ynopoUpE va xopnyhooupe TN ntoUpevVN Niotwon.

[ our decision is based mainly on your extensive liabilities/obligations.

...... n anépacn Pas Baciletal KUpiws oTIS EKTETAPEVES 0AS UMOXPEWUTEIS.

B Thank you for your application for 60-day terms of credit.

Y as euxaploTtoUe yia Ty aitnoh oas yia épous niotwaons 60 NPEPWV.

B However, we believe that we cannot grant you credit at this time since our
credit investigation revealed that your present financial obligations are
substantial.

MapdéAa autd, nioteVoupe 6T Sev PNopoUlE va 0as XxOopNyNoOUPE NioTwon

€POOOV N NICTWTIKN Pas €peuva anekdAuye &t ol NApoUCES OIKOVOUIKES 0as

UMNOXPEWOEIS Eival ONUAVTIKES.

B We would suggest a period of doing business on a cash basis.
©a npoteivape yia NePiodo ENIXEIPNUATIKWY CUVAAAAYWY HE JETPNTA.

B Should your obligations be reduced do not hesitate/feel free to apply again
for terms of credit.

Edv ol unoxpewoels oas PelwBoUv un Siotdoete / eAelBepa kKAVETE NANI ai-

™on yia épous Nictwaons.

B We will be happy to reconsider......

Me euxapiotnon 6a enavadswpnooupe / €avaokePOoULE ...
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6.4. This Company is in business to make profit
(Auth n enixeipnon SoUAEUEL yia va BYAAEl KEPSOS)

AlaBAoTe €va KeiPeVO YIa TOUS TPOMOUS Mou XPNaIUonoloUv ol ENIXEIPACEIS va
Bydrouv kEPSOS.

One of the most common company objectives that is passed down the line
is the purely financial one. The company objective is to make so much profit
this year; to achieve so much return on equity or assets; to reach a certain
price/earnings ratio. These are no doubt excellent short-term objectives, but
they are not the only objectives. All too often the other corporate objectives
remain unspoken and maybe are taken for granted by the employees since
they share a lot of them. This may work satisfactorily for a going concern, but
there are problems when it comes to developing new brands.

The fact is that it is of no help at all to development people to be told that
the corporate objectives are new brands that will return 20 percent on invest-
ment. This is just as bad as being given no objectives at all — all it says is that
the market opportunities to be identified must be good ones. | have known
this to happen with companies wanting to diversify, and as a new-product
consultant, all one can do is to impose a questionnaire: ‘Would you go into
property on the south coast? Banking? Dairy farming? Electricity generation?
Transistors? Cheese?, until finally the manufacturer is goaded into thinking
and saying what would be acceptable.

Settlement of Accounts (Taktonoinon Aoyapiacpwv)
H S1a8ikacia taktonoinons Aoyaplacuwy nepidauBavel ta akdbrouba otddia:
1) Enionun e16onoinon 6t 0 Aoyapiacuds Napauével EKKPEUNS.
2) Ztnv nepintwon un avianokpions, akoAouBei SeUtepn €MICTOAN OTNV
onoia tovidetal ye guyevikd TPdNo 0T MBava e€aitias kdnoias napdpAe-
Pns 0 Aoyaplaouds Napapével anAnPwWIos.
3) Mia pitn €MICTOAN o€ PIANIKS UpOs UNopEi va akoAouBNoel INTWVIAS TOUS
AGYoUs tns KaBuoTEPNONS Kal kPpAdlovtas v nenoibnon &t o Aoyapla-
Opo6S Ba MANPWOEI.
4) Edv 8ev avtanokplBei o meAdtns, anaiteital n nAnpwun, cuxvd enionuai-
VOVIas Tn Xphon £VSIKwY PECWV.
‘Exovtas unéyn 6t otdxos eival n eionpaén tou opeINdUeEVOU NoooU, N nieon
npPos tov NeAdtn Npénel va au€dvetal otadiakd.
Useful sentences (Xpnoipes ekppdoeis)
B We wish to inform you that your last account amounting to ..... is overdue/
past due.
EniBupolpe va oas nAnpo@opnooupe 0TI 0 TEAEUTAIOS 0as Aoyaplacuds nou
AVEPXETAl OF....... eival \An€inpdoeopos.
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We cannot understand why you have not cleared your balance of ..... which is
overdue.

Agv pnopoUpe va KataAdBoupe viati Sev €Xete EEXPEWOEl TO UNGAOINO TOU
Aoyapiaouou aas ..... 0 0noios eival An§INpdOeoos.

Our Collection/Accounts Department have informed me that we have not
received your remittance of ..... for your account.

To Aoyiothplio pe 16onoinoe 6t Sev €xoupe NapaidBel to EuBacud oas yia ...
yla 10 Aoyapiacuo oas.

We note that you have not settled our Invoice No.....

YnUEIOVOULE OTI Sev €XETE TAKTOMOINTEI TO TIWOASYIO Pas e ap. ...

Our records show that payment of the order for ..... is still outstanding.

Ta apxeia pas deixvouv 0T N MANPWPA TNS NapayyeAias vyia ..... eival akéua
EKKPEUNS.

If we do not hear from you within five days, we shall be forced to turn to legal
means/take legal action.

Edv 8ev €éxoupe véa oas péoa o€ NEVie NUEPES, 6a avaykacBoUpe va otpa-
pouUue o vouIua péoa

.5. Personnel management (Aioiknon npocwnikoU)

AlaBAcTe €va Keilevo yia 1o pOAO Tou SIEUBUVIN NMPOCWIKOU.

The role of the personnel manager has changed through time. First, the
personnel manager was an instrument of top management in procuring and
maintaining an effective work force. Little by little the manager began to un-
derstand the necessity for ascertaining and accommodating to the needs
of the human beings who constituted that work force. He or she constantly
searched for that programme which would support the accomplishment of
both organizational and individual objectives. The job was made more dif-
ficult by such factors as the rise of the modern labour union, the increasing
educational level of the social members, the increasing size and complexity of
the organization and its technology, and the insistent and sometimes violent
demands of less privileged segments of our society.

Ti va ouykpatnoete ané auto to KkepdAaio:

I Tnv opoAoyia mou xpnaoiponoloUue oto pdvatduevt napaywylikotntas, otn
S10iknon NpoownikoU Kal 0Tous GUUBOUAOUS TOU UAVATZUEVT.

B Tous KIvVSUVOUS MOU QVTIUETWIZEl Wia eniXeipnon pe tous S1AGopous
ao@aNIoTIKoUS OpouUS KABWS Kal Tous TPOMoUS Mou xpnaigornololyv ol
EMIXEIPNOEIS YIa va ByAAouv KEPSOS.






KEOAANAIO 7

XPHMATIZTHPIO, AZIOIPA®A, EMNENAYZEIZ

1. Ma v opoAoyia Twv eNevBUCEWV UIAs EUNOPIKNS €TAIPEIas.
2. [a tnv 0poAoYia MOU CUVSEEETAl UE TO XPNUATIOTAPIO, TA OUOAOYA, TIS HE-
TOXES KAl TIS TOAMNEJKES EMITAYES.

7.1. Investments of a trade company
(EnevéuUoels pias eunopikns taipias)

AlaBdote €va Keipevo nou avapépetal otny etaipeia Ancorum nou enevsuyel yia
TO UENNOV.

Ancorum is a company which specializes in computer technology. In
recent years the company has invested significant sums in promoting its
products all over the world. This year the directors have decided to increase
their commitment to promotion. The company will be exhibiting at Technol-
ogy 2008, an international exhibition in Tokyo. The delegation, which will be
traveling to Tokyo includes technical experts as well as marketing personnel.
The representative of the company who is leading the delegation said: ‘We
expect to attract more eastern markets as a result of attending the exhibition.
We look forward to that'.

7.2. The Stock Exchange (To xpnuatiotnplio)
AlaBAoTE €va KEIPEVO YIa TOV 0pIoPd TOU XpNUatioTnpiou.

A stock exchange is a market in which securities can be dealt in at second
hand. The finance that they represent was long ago expended by government,
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or embodied in earning capacity by a firm. A firm is committed to some par-
ticular line of activity. The securities can pass from one owner to another eve-
ry day, without having any effect on the business that they represent. Securi-
ties, therefore, are a much more liquid form of wealth than real investments.

The Stock Exchange is primarily a convenience for rentiers. A large and
well-paid profession has grown up in the business of dealing in second-hand
securities. New issues are initially dealt with by specialist institutions. But,
indirectly, the Stock Exchange performs a service to industry, making securi-
ties attractive by increasing their liquidity and so keeping down the cost (in
terms of interest and dividends) of raising finance.

For established companies, however, the main source of finance for new
investment is retention of profits. The amount of new finance that passes
through a stock exchange is very small compared to the great volume of deal-
ings at second hand.

7.3. Bonds and shares (Oud\oya Kal JETOXES)

AlaBdote éva Keipevo nou €Enyei TI eival ta odOAOYa Kal Ol JETOXES.

There are two main classes of business securities, each with many sub-
divisions: bonds, which represent an acknowledgement of debt and carry a
promise to pay a certain sum of money per annum, and shares which give a
claim on the profits of the business. (This terminology is a mixture of English
and American usage. In England, bonds are called ‘debentures’ or ‘government
stock’, and in America, shares are called ‘stocks”).

For business, bonds and shares are legally quite different; a bond repre-
sents a debt, so that the payment of interest is a legal obligation, while a share
represents part ownership of the firm. Legally, the shareholders collectively
own the capital of the business and have a right to appoint a board of direc-
tors who hire managers to operate it, but shareholders are not owners in the
full sense that they are responsible for the debts of the business. If a business
goes bankrupt and cannot pay its creditors, its shares become worthless but a
shareholder has no further obligation.

Useful terms (Xphaoipor 6po):

a. Debentures (opdroya, cuvhows pakponpdBeoua): a financial asset, includ-
ing shares, government stocks, debentures, bonds, unit trusts and rights to
money lent or deposited. It doesn't include insurance policies.

b. Stock (uetoxn, titAos): in the UK, a fixed-interest security issued by the
government, local authority or a company in fixed units often of £100 each
in the UK and $1000 in the USA. They usually have a redemption date on
which the par value of the unit price is repaid in full.

¢. Per annum (etnciws): per year; annually
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7.4.

Security (xpedypa@o): a financial asset, including shares, government
stocks, debentures, bonds, unit trusts and rights to money lent or depos-
ited. It doesn't include insurance policies.

Share (uetoxn, pepi6io): one of a number of titles of ownership in a compa-
ny. It confers on its owner a legal right to the part of the company’s profits
and to any voting rights attaching to that share.

Acknowledgement (avayvwpion, napadoxn): act of admitting something or
accepting the truth of something.

Bond (opdAoyo, Tithos xpE€ous, opohoyia): a written document providing
evidence of a debt, issued by a borrower to a lender. Bonds usually take
the form of fixed-interest securities issued by governments, local authori-
ties or companies.

Board of Directors (Aioikntikd ZupBoUAIo): a collective term referring to a
group of people appointed to carry out the management of the company.
They usually act together, although power may be conferred on one or
more directors to exercise executive powers.

Cheques (Enitayes)

Ta teAeutaia xpdvia napatnpoupe otnv ayopd coBapd npoBAAUATa peucToTNTas.
AE1bypapa, 181aitepa eNITAyES KAl CUVAANAYUATIKES, MIOTWTIKES KAPTES XPNOIUO-
nolouvial katd képov yia tn Sle€aywyn Tou PHEYAAUTEPOU PEPOUS TWV CUVAANG-
ywV. To Napakdtw Keipevo €xel okomnd va aas eE0IKEINTEI UE AEEINOYIO KAl OPOUS
nou apopoUV TS EMITAYES:

A Cheque is a special printed form, a written order, dated and signed by

a person who is an account holder (the drawer) and instructs his bank (the
drawee) to pay a stated sum of money to a named beneficiary (payee).

Cheques are not legal tender, but they are considered legal documents

and therefore governed by the Bills of Change Act 1882 and the cheques
acts of 1957-1994.

Cheques are issued by financial institutions such as Banks, Building and

Savings Societies, Post offices, etc.

A cheque is valid for an indefinite period of time or sometimes for six

months after the day it was issued unless otherwise indicated. It usually de-
pends on the place where the cheque is drawn. It usually takes a three-day
period for a cheque to clear and this is called cheque clearing. The clearing
does not include weekends or holidays.

Cheques usually contain:

B the place of issue (téno €kéoaons)

B date of issue (nuepounvia €kdoons)

B amount of currency (nocd)
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payee (évoua 8ikaloUxou yia MANPwN)

a checking account number (api16u6 enitayns)

signature of the drawer (unoypapn)

bank routing number (identifies your bank, apiBué tpdneas)

For a considerable number of years cheques and chequebooks were the
essential part of a shopping experience. However, the last few years an in-
creasing number of shops are refusing to accept cheques. There is a decline
in the popularity of cheques which is due to the online banking system or to
the use of debit or credit cards, which can make financial transactions much
easier.

Mapakdtw akoAoubouv 81¢Popol TUMNOoI ENITAYWV:

B A Crossed cheque (8iypauun enitayn) is a type of cheque with two parallel or
transverse lines across the face of it, so that it can only be paid into the bank
account of the payee. It cannot be redeemed for cash.

B An Order cheque (enmitayn eni iatayn, NANPwWIEA POVO 0TO SIKAIOUXO h Tov
onioBoypdpovia) is payable only to the payee whose name is written on it, or
to the endorsee, the person whose name is written on the back of the cheque.
In such a case the phrase ‘pay to the order’ is usually written on its face.

B A bearer cheque (enitayh NANPwWTEQ OTOV KOUIOTN) is payable to anyone who
possesses/bears the cheque since the name of the payee is not stated. ‘Bear’,
‘Cash’, ‘to the order of cash’ is written on its face.

B Travellers’ cheques (ta€i8iwtikh enitayn) can be bought from a travel agent
or a financial institution. They are very easy to use. The make international
travelling more convenient or secure. By using travellers’ cheques you avoid
the hassle of exchanging money, and in case of loss or theft it is refundable.
You simply sign the cheque as soon as you buy it and you keep a note of its
serial number so that you are protected in case of theft. You also sign it a
second time at the point of use.

Ti va ouykpatnoete ané auto to KepdaAaio:

[ Tnv opoloyia Twv enevEUCEWY EUMOPIKWY ETAIPIWV.
I Tnv opoAoyia nou ouvSEETal E TO XPNHIATIOTAPIO, TA OUOAOYA, TIS LETOXES
Kal TIS TPANEQIKES EMITAYES.



KEOAANAIO 8

TEXNOAOrI'IA - MNEPIBAAAON

1. Mépos tns opoAoyias nMou ava@eEPETal otn XpNon NAEKTPOVIKWY UMOAO-
yIoTwV and tnv eQopia, tnv opoioyia twv Windows, KaBws enions Kal
0pous nou agopoUv To NepIBANOV, TN Blounxavia kal TNy Napaywyiko-
Ira.

2. s va ouvtdooete andvinon o€ NICTOAN Napandévwy and neAdn.

3. Tnv opoAoyia nou apopd NpoBANUATa aviaywviouoU Ta onoia aviihetw-
MiCouV oI JIKPES EMIXEIPNTEIS.

8.1. Office of Revenue Commissioners, Republic of Ireland
(H eopia tnsénuokpatias ms IpAavsias)

AlaBdote 10 NAPAKATwW KEIPEVO MOU avaPEPETAl 0TN XPNOoN TNS GUYXPOVNS TEXVO-
Aoyias ané tnv EQopia tns Anpokpatias tns IpAavsias kal tnv enidpacnh tns otnv
AMOTEAECHATIKA EEUNMNPETNGN TWV MOAITWV.

To demonstrate how the public sector can improve customer service by
embracing new technology, the Office of Revenue Commissioners, Republic
of Ireland, wanted to introduce an electronic filing and information system.
Accenture developed and launched Revenue Online Service (ROS), a website
that substantially simplifies the filing and payment process and provides on-
line access to account information. The system uses digital certificates to
give electronic tax returns full legal status. Introduced in September 2000,
ROS has processed in excess of 6 million transactions and has bought in more
than 21 billion euros in payment. ROS is now widely accepted by the Irish
business community, and has allowed the Revenue Commissioners to estab-
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lish a level of customer service and processing efficiency worthy of a high-
performance government agency.

8.2. Computers and their parts (O1 H/Y kai ta y€pn tous)

AlaBAoTe 10 NApaKdTw KEiEVO Nou avagEépetal ota YEpn and ta ornoia anoteAEi-
Tal €vas NAEKTPOVIKOS UMOAOYIOTNS.

Computers are machines that do calculations and sort information. The
pieces that make up a computer are called hardware. The computer’'s main
electronic circuits are stored inside a hard case. Items of hardware that are
connected to the outside of the case are called peripherals. The mouse, key-
board and screen or monitor, are all peripherals. Portable computers, called
laptops, and handled computers, called PDAs (Personal Digital Assistants) or
palmtops, have flat screens. These screens contain a thick layer of liquid crys-
tal solution, which darkens to form an image when an electric current passes
through it.

A computer won't work unless it has a set of instructions called a program,
or software, inside it. Software that controls how a computer works is called
an operating system.

8.3. Computers and how they work (H opo)oyia twv Windows)

To Keiuevo Nou akoAoUBEi avapEPETal AEMTOUEPWS OTOV TPOMO AEITOUPYIas evos
NAEKTPOVIKOU UMOAOYIOTN.

Computers do all their calculations using binary code, which only uses two
numbers: O and 1. Each O or 1 is called a bit (short for binary digit). A se-
guence of eight bits, called a byte, is used to represent a small piece of infor-
mation, such as a letter of the alphabet, number, symbol or punctuation mark.
Long strings of bytes can be used to represent more complex things, such as
pictures. A thousand bytes is called a kilobyte (KB), a thousand kilobytes is
called a megabyte (MB) and a thousand megabytes is called a gigabyte (GB).

Calculations in a computer are done by devices called microprocessors. In
a personal computer the most important microprocessor is called the central
processing unit, or CPU, which is like the computer’s brain.

Information or data that a computer needs long term is stored in its mem-
ory on a set of disks called the hard disk. Any information that the computer
is currently using, such as a computer program, is moved into the random
access memory (RAM). This allows the computer to work very quickly be-
cause it doesn't have to keep checking through the entire hard disk to find the
information it needs.
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8.4. Environment and Productivity
(MepIBAMOV Kal napaywyikétnta)

To Keipyevo nou akolouBei avapépetal oto SIEUBUVTA UIas €1alpias NMou Tovilel
TNV avAykn Npootaacias Tou NEPIBANOVTOS HE TN XPNON VEWV TEXVOAOYIWY, PIAI-
KWV NPOS TO NEPIBANOV, OTNV KATACKEUN QUTOKIVATWV.
Meet a man who has strong opinions about greener cars
‘Consumers are smart’, emphasizes Toyota president Hiroshi Okuda.
‘They recognize the threat that pollution and global warming present to them
and their children.” People will gladly choose products and technologies that
help safeguard the global environment, Okuda believes, if those products and
technologies are available and if they are affordable, and if they perform as
well as conventional alternatives.
‘Our job,” says Okuda, ‘is to present customers with a broad selection of
clean, green technologies that meet their needs.’” Okuda has pushed hard for a
stepped-up environmental commitment at Toyota since taking the helm there
in August 1995. He believes strongly that a paradigm shift already is under-
way in the automobile industry. And he wants to make sure that Toyota hits
the ground running in the 2 15t century.

8.5. Environment and Industries (MepiBAA\ov kal Biounxavies)

To Keiuevo Mou akoAouBei avaPEpeTal oTo NEPIBAANOVTIKO MPORANUA Mou Snpi-
oupyei n CocaCola pe tnv ungpAviAnon vepoU o€ NEPIOXES MOU UMOPEPOUV anod
Aeigudpia.

Coca-Cola in hot water

‘Wateris to Coca-Cola as clean energy is to BP.” So declares Jeff Seabright,
Coca-Cola's manager of environmental affairs, when asked about the firm’'s
new global water strategy. The fizzy-drinks maker unveiled that strategy as
part of its annual environmental report, released this week. ‘We need to man-
age this issue or it will manage us,” says MrSeabright.

At first sight, the analogy with oil may seem odd, but it is not so far-
fetched. Big Oil has long been the target of activists clamouring for action on
global warning. BP stole a march on its oily brethren by accepting that climate
change is a real problem, making smallish investments in clean energy and
grandly proclaiming itself “beyond petroleum”.

Coca-Cola has also been targeted by activists, but over the issue of water
rather than energy. The firm has been hit harder in India. First experts from
Delhi’s Centre for Science and Environment tested various soft drinks and
determined that they contained high levels of pesticide. It turned out that
Coca-Cola was not the cause of the problem.
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But its inept handling of the accusations left the firm exposed to a much
more damaging allegation: that it is aggravating the growing global problem
of fresh-water scarcity. Some of its accusers say that some of the firm’s bot-
tling plants use too much water in drought-prone areas, thus leaving poor
local villagers with too little.

8.6. Problems for the Small Business
(MpoBAAUATA HIKPWV EMIXEIPNTEWV)

To Kkeiuevo Nou akoAouBei avapépetal oe NPOBANUATA aviaywviopoU nou avti-
HETWNICOUV Ol PIKPES €MNIXEIPACEIS KAl NWS autd pnopouv va e€ouaruvbolyv e
OWOTES OTpaTNyIKES marketing.

As new competition is costly, it can create survival problems for the small
members of industries dominated by large firms. It is to be expected, there-
fore, that survival for the small firm will increasingly take the form of carving
out highly specialized niches in markets that the large think-big firms have not
yet organized themselves to reach, or indeed cannot reach. In the major appli-
ance field, Gibson and Speed Queen have done exactly that.

Faced with the thriving aggressiveness of mass-merchandising products
that sell well-known major appliances at relatively rock-bottom prices, major
department stores have difficulty in making an impression on the community
of being low-priced sellers. Their cost structures generally prevent them from
selling these highly advertised commodities at competitively low prices.

Speed Queen and Gibson have helped them to make a competitive, low-
price impression. They have chosen not to compete with the major producers
either on advertising volume or in the same distribution outlets; they offer
their appliances almost exclusively to large metropolitan department stores
at highly attractive prices. These stores use their own reputations and lo-
cal advertising power to promote these brands, thus enabling their stores to
make an impact as low-price sellers of major appliances while giving other-
wise obscure brands the benefit of the stores’ reputation.

Ti va ouykpatnoete ané auto to KepdaAaio:

[ Tnv opoAoyia nou avapépetal atn xpnon HAEKTPOVIKWY YNOAOYIOTWV Ka-
Bws Kal tnv opoAoyia twv Windows.

I Tous 6pous nou apopolyv To NepIBAA0V, TN Blounxavia kal tnv Napayw-
yikétnta.

I Tnv opoAoyia mou agopd ta NPoBANLATA aviaywVviouoU NoU avTIUETwi-
JOUV Ol LIKPES EMIXEIPNTEIS.
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1. Tnv opoAoyia yia tn Sikaioxpnon (franchise) kai tnv avaAnyn anaitnoewy
Tpitwv (factoring).

2. Tnv 0poAOYia OXETIKA PE TN CUYXWVEUCN ETAIPEIOV, KABWS Kal VOUIKOUS
OpPOUS Mou avagEpovtal oTov ab€UITo aviaywvioud.

9.1. Franchise (Aikaidxpnon)

To Keiuevo nou akohouBei avapépetal otov oploud Kal tnv avaiuon tou franchise
WS JOPPNS AEITOUPYIas HIas €taipias.

A franchise may be defined as an agreement whereby one party (the fran-
chisor) grants to another (the franchisee) the right to exploit a commercial
idea, using its trade name, its process and its established goodwill, condi-
tional upon the franchisee operating the business in strict accordance with
explicit regulations laid down by the franchisor.

In consideration for this right, the franchisee pays to the franchisor a regu-
lar management service fee or royalty. Within the terms of such an agree-
ment, it is normal practice for the franchisor to provide training in the provi-
sion of the service and give support in the general business operation. He will
agree a geographical area within which the franchisee is permitted to operate.
For his part, the franchisee must invest substantial capital and be the legal
owner of the business.

One outlet open to many new enterprises is as a franchised operation. A
franchise is a permit to start up a new enterprise using the skills, expertise and
organization of a well-established business. The franchisor permits the use of
these skills to the franchisee in return for a lump sum payment and possibly an
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annual fee. A directory of franchise opportunities is available from Franchise
Development Services Ltd, Castle House, Castle Meadow, Norwich NR2 1PJ.

9.2. Factoring (AvaAnyn anaitnoewy 1pitwy)

To Keipyevo Nou akoAouBei avaPEPETal oTov OpIoUd Kal TIS 81APOPES TOU PAKTO-
piv ano ta tpanediké dveia.

Factoring is a financial transaction whereby a business sells its accounts
receivable (i.e. invoices) at a discount. Factoring differs from a bank loan in
three ways. First, the emphasis is on the value of the receivables, not the
firm'’s credit worthiness. Secondly, factoring is not a loan — it is the purchase
of an asset (the receivable). Finally, a bank loan involves two parties whereas
factoring involves three.

The three parties directly involved are: the seller, the debtor and the fac-
tor. The seller is owed money (usually for work performed or goods sold) by
the second party, the debtor. The seller then sells one or more of its invoices
at a discount to the third party, the specialized financial organization (the
factor) to obtain cash. The debtor then directly pays the factor the full value
of the invoice.

A company sells its invoices at a discount because it is more profitable for
them to use the funds (from selling the invoices) to support their sales growth
than 'to be their customer’s bank’. This means that the seller can make more
money from investing in their growth than from supporting their customer’s
business by extending them credit for sixty or ninety days, for example.

Factors make funds available, even when banks would not do so, because
factors focus first on the credit worthiness of the debtor, the party who is
obligated to pay the invoices for goods or services delivered by the seller.
In contrast, the fundamental emphasis in a bank lending relationship is on
the creditworthiness of the small firm, not that of its customers. While bank
lending offers funds to small companies at a lower cost than factoring, the
key terms and conditions under which the small firm must operate differ sig-
nificantly. Bank relationships provide a more limited availability of funds and
none of the bundle of services that factors offer.

Useful definitions (Xpnoiuor opiopoi)

1. Forfeiting (ncoAnon anaithoewv): A form of debt discounting for exports in
which a third party accepts at a discount, and without recourse (npoopuyn
npos avadhtnon eubuvwv), a promissory note, a bill of exchange, a letter
of credit, etc., received from a foreign buyer by an exporter.

2. Franchise (8ikaiéxpnon): The system by which independent firms are au-
thorized to use a common business system.

3. Licensing (napaxwpnaon 8iIKalwuatos ekPeTdreuons): Allowing another
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firm, for payment, to make use of a patent or trade mark. This is a method
of profiting by a patent without investment on the scale necessary to ex-
ploit an innovatory idea for oneself.

4. Factoring (e€ayopd anaithoewv/avéAnyn anaithoewy tpitwv): The buy-
ing of the trade debts of a manufacturer, assuming the task of debt col-
lection and accepting the credit risk, thus providing the manufacturer with
working capital.

5. Leasing (xpnuatodotikn picBwaon): The practice of hiring items of equip-
ment, rather than buying them outright. This enables firms to manage with
less capital than they would need if all their equipment had to be bought.

9.3. Company mergers (ZUyxwVeUOEIS €TAIPEIWV)

To Keievo Nou aKOAOUBET avaPEPETAl OTO NWS N OIKOVOUIKA UPeon o8NynoE TS
HEYOAAUTEPES BPETAVIKES TPANEZES OE CUYXWVEUON KAl 0TA OPENN MOU ANoppEoUV
and autd. Enions, ava@Eépetal oTIS KPITIKES TWV OUYXWVEUCEWY Kal TNV avTige-
TQNIoN TOUS.

Combination of two or more companies into a single company

Merger or amalgamation, is when two firms or companies agree to join
together because it will be advantageous to both. Most of the big companies
today were formed in this way. For example, the _Big Four_ banks, Barclays,
Lloyds, National Westminster and Midland started off in the eighteenth cen-
tury doing a little banking as a sideline business. The original Lloyd was a
Birmingham ironmaster, for example.

Other famous names in banking were Smiths of Nottingham, who were
drapers, and Backhouse of Darlington who were merchants. When small
banks got into financial difficulties (bankruptcies) many poor people who had
put their life savings in the banks were ruined, and it became clear that only
big banks, which were widely spread around the country could survive the
slumps in business that were all too common.

They began to merge into groups, often with a London bank joining up with
several country banks in various parts of the country. In 1896 nineteen banks
came together to form Barclays Bank, for example. Generally speaking, merg-
ers result in the new company achieving the economies of large scale, sharing
facilities and assets and operating more efficiently. The criticism of them is
that competition may be reduced, to the disadvantage of the consumer.

To overcome this it is possible for the Director General of Fair Trading to
advise the Minister concerned that a proposed merger should be referred to
the Monopolies and Mergers Commission to decide whether the merger is in
the public interest. A monopoly is defined in law as a situation where a firm
has at least 25 per cent of the UK market.
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9.4. Markets - San Pellegrino takes Coca Cola to Court
(Mnvuon katd etaipias)

To Kkeiyevo NMou akoAouBei avapépetal oTov aBEUITO aviaywvioud Petagu pias
MOAUEBVIKAS Kal UIas WIKPNS €Taipias mou o8nynae o€ 8IkaoTikn Siaudxn.

Milan, Italy — The soft drinks producer San Pellegrino SpA says it has be-
gun legal action in Italy against the Coca Cola Export Corp., a unit of Coca Cola
Co. and 27 ltalian bottlers, alleging unfair competition. San Pellegrino said
Friday that it had launched its own cola drink in May, but that Coca Cola had
blocked the product’s access to the Italian market through contractual condi-
tions depriving distributors of the chance to choose alternative suppliers.

Ti va ouykpatnoete ané auto to KepdaAaio:

I Tnv opoAoyia yia tn 8ikaidxpnon (franchise) kal tnv avaAnyn anaitnoewy
Tpitwv (factoring).

[ Tnv opoloyia OXETIKA UE TN CUYXWVEUCN €TAIPIWY, KABWS Kal VOUIKOUS
OPOUS MoU avapEPOVTal OTOV ABEUITO avIaywvVIouo.
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ban
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demonstration
depend
deposit
deposit
deposit account
depot

deprive
derivative
derive
derogation
deter
deteriorate
detriment

dial

digital

dilute
disappear
disarrange
discipline
disconnect
discount
dishonour a cheque
dispersed
disposal
dissimilarity
distil
distinction
distort
distract
distribute
distribution
distribution outlets
distributor
distributor
diversify
divert

divest
dividend
document
documentation
dominate
doubt

dozen
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8idetal ¢’autév Mou anooTtéNovTal
1a ayabd étav autd napadisovral
eniéelEn

eCaptwoual

andBeua

npoKataBoAn

Aoyaplacuds katabéoewy
anobnkn

oTEPW

napdywyo

npoépxopal

unotiynon, peiwon

anotpénw

xelpotepelw, POeipopal

nuia

naipvw apiBud tTNAePWVoU
YneIakods

SIaAUW, apPaIdVW

e€apavidopal

avaoTatwvw, avatpénw
ENICTNUOVIKOS KAGS0S
anoouveEw, S1aKOMTw

€KNTWON

apvouuarl h aduvatw va eE0PAACwW enitayh
8100KOPMICUEVOS

81a6eon, NwAnon

avopoldétnta

kdvw andotagn

Siapopd, Sidkpion

SI1a0TPEPW

anoonw

Slavépw

Siavoun, polpacid

npathpia diavouns

1. 8iavopuEas, 2. anokAEIoTIKOS avtinpdownos
Siavopéas

81a(poponolw, aviaAMdoow
NAPEKTPENW

YUV, OTEPW

uéplopa

€yypago

unoothpIEn Pe £yypaga otoixeia
KUPICPXW

aueIBoAia

dwbekdda
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draper

draw money out
draw out
drawee

drawee

drawer
drought-prone areas
dud

due

due, (is) due
dull

dummy
duplicate

duty free shops

earned income
earning capacity
econometrics
economy

edge
efficiency
effort
elaborate
electric current
eliminate
emerge
emergency
emotional
enable
enclosed
enhance
ensure

entail

entice

entire

equity

equity capital
establishment
estimate
evaluate
excess
exclusively
execution
exert
exertover
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£€Unopos UPAoUdtwy

KAvw avaAnyn xpnudtwy

enMuNKUVW, Napateivw, papw
ANOSEKTNS CUVANNAYHATIKAS
MANPWTAS, ANod€KINs

€k8GTNS CUVAAAYUATIKAS

nepIoxEs nou angidouvtal and Enpacia
nAaotd xaptovéuiopa N emtayh
OPEINOLEVOS

opeietal

adpavns

Yeudns, €IKOVIKSOS, MAACTOS
avtiypago, avatunwvw
adaopoAdynta, apopoAdyNTa KataothPata

5€80UNEUPEVO €1008NUa
anodotikdtnta, Suvatdtnta va Kepditels
OIKOVOLETPIa

olkovopia

akpn, KOYN

IKavoTNTa, anodotikdtnta
npoonddeia
unepPOANIKOS

NAEKTPIKO pela
e€areipw

avasdlopal

eneiyouaa avdaykn
ouvaloonuatikos
napéxw tn duvatdtnta
E0WKAEIOTOS

augdvw

e€aoPanilw
ouvendyouai
napacUpw

OANOKANPOS

kabaph agia neploucias
iSlov KepAAalov
edpaiwon, kabiEpwaon
unoAoyiouds, ektiuncn
a€IONOYW, EKTIHW
unepBOAN, NAedvaoua
AMOKAEIOTIKA

EKTENEON

aoKW

AoOKW
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exhibit
exhibition
expend
expense
expertise
explicit
exploit
exploration
expose to
extend credit
extension

face value
facility
facility
factoring

Fair Trading

far fetched

faulty

filing and information system
fill something in

finance

financial service companies

fire

fizzy drinks

flexible

fluctuations

fluency

focus

foreign bill of exchange
forged/fictitious cheque
forward

founding

franchise

franchisee

franchisor

freeze

frequent

fringe

fuel (verb)

fulfil

full sense (in the full sense)
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EKDETW

€kBeon

8anavw, XpNGIUonolw

£€060

e181kétnta, enide€idtnta
oapns

eKPETAN VoAl

Sigpelvnon, e€epelivnon
EKDETW

ENEKTEIVW, Napateivw niotwon
E0WTEPIKN TNAEPWVIKN YPAUUN

ovopaoTikn a&ia

1. eUKOAIa, 2. (MANB.) eykataotdoels, avéoels
€UKOAIQ

“eionpa&n anaithoswv and nNeAATES MoOU AvAAau-
Bdvel kAnolos tpitos

n.x. 1pdneda e npoundeia»

BOeItd eundplo

napatpapnyuévo

ENATTWHATIKOS

oUoTnPa apxeloB€tnons kai MANPoOPOPNONS
OUUNMANP VW

1. 8npoaciovopia, 2. XpNUAatosotw
€TAIPEIES MOU NAPEXOUV
XPNHATOOIKOVOUIKES UNNPEDIES
anoAJw

aeplouxa notd

EUENIKTOS

Slakupdvoels

€UXEpela ANoyou

eotdlw

OUVAANNQYHATIKN €EWTEPIKOU
napanoinuévn enitayn

npowow

i8puon, othpign

Sikaloxpnaoia

81KaI080x0s

81kalondpoxos

naywvw

ouxvos

£€1pa, eninAéov

TPOoPoSOoTwW, NpounBeUouarl kalolua
EKMANPWVW

Je TNV NARpN onpacia
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fund
fundamental
fuss

gather

generic

get over

give up

glamour

glance

global scale

global warming
globalization

goad

government agency
grain

grant

grateful

grounding in something
growth

guarantee

quise

quy

handle

handling

hanger

hard disk

haste

have goods on approval

hazard
health care
hire

hit on something
hold on
homogeneity
housework

how do you do?
hue and cry

hybrid financial institution

identifying
imaginative
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ke@AAalo
Baoikos, BeueniOSNS
avaotdtwon, 66puBos, VeupikdTNTa

OUYKEVIPWVW, Halelw
XaPAKINPIoTIKO PIas Katnyopias
avappwvw, cuvépxoual, EENepVw
EYKATAAEMW

yonteia, Aduyn

BAEUUa, patid

naykoopia KAipaka
unepBEpuavon tou NAavAtn
naykoopionoinon

KivNTpo, KeVTPIZw

KUBEPVNTIKOS OpYaVIOUOS

KOKKOS, onupi

8V, EKXWPW

EUYVWOHWY

816a0KaAia BacikWyV OToIXEIWV EVOS BEUATOS
avantuén

eyyunon

ageieon, npdoxnua

dtopo, tUnos

xelpidopal

XEIPIOUOS

KpePdoTpa

OKANPOS 8i0KOS

Biacuvn

ayopdlw ayabd

- MPOIdVIA PE SIKaiwua eNoTPOPNns
Kivéuvos

ppovtiéa uyeias

nNpooAauBdavw KAMolov e HIaB0, HIoBWVW, EVOIKI-
alw autokivnto, BApka, MOSAAATO
avakaAUntw tuxaia

Napauévw oTo AKOUTTIKO

opoloyévela

S80OUAeI€S Tou onitioU

(o€ ouotdoels) xaipw NoAU!, T KAVETE;
Katakpauyn, BopuBwsdns anodokiyacia
UBPISIKG LIKTE olkovouIKd 18pUpata

npoadiopiopds, eEakpiBwon tautétntas
8npIoupyIKOs, eNivontikds
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imbalance
impact
impatient
important
improve
improvement
in accordance with
in line with
inaccurate
inactive
inadequate
inanimate
inarticulate
inattentive
incapable
incentive
inclusive
income
incoming call
indebtedness
indefinite
indicate
indispensable
industrial
inept
inexcusable
influx
informative
infringement
inherit
innocent
innocuous
insecure
insensitive
inseparable
insidious
insignificant
insinuate
insipid
insistent
installments
instruct
instrument
insurable risks
interchangeable

Sducavahoyia

enidpaon

avundépovos

ONUAVTIKOS

BEATICOVW

Bertiwon

oUPPWVa PE VOUOUS, KAVOVES
otnv i61a katelbuvon
avakpIpns

adpavns

avenapkns

Ayuxos

un EUKPIVAS, APwvos, Avapbpos
anpooEKTOS

avikavos

ep€Biopa, Kivntpo

autds NMou cudnepIAaPBAvel
€10686nua

€10€PXOUEVN KAACON

OQEINA

adpIoTos

unodelkviw, Seixvw
anapaitntos

Blounxavikds

adé€los

adikaloAdyntos

€10p0N

Katatonotikés, UE MANPOPOPIES
napapiacn

KANPOVOUW

abwos

apAaBns, akivéuvos
avaceains

aouykivntos

axwpIoTos

UnouAos, anatnAds, movnpos
aonuavios

unaiviooopal

AvooTos, KakdyouaoTos

€NIUOVOS, ENITAKTIKOS, anaItntikds

86o¢ls

Sivw odnyies

opyavo, €yypapo

aoPANIoTIKOI Kivéuvol

autds nou eUKOAA aviikabiotatal
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interest
interest rate
interfere
intermediary
intolerable
inventor
investigator
investment bank (US)
invisible
invoice
invoice (v.)
involvement
iron master
issue

issue (v.)

join
joint account

laboratory
labour force
large scale
launch

lay

lay down
layer

legal

legal action
legal status
legal tender
legislation
lend

lender
liable to

licence A.E., license B.E.

lie

linger

link

linked tape

liquid crystal
liquidity

livestock insurance
loan

local
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TOKOS

enitékio

napepBaivw, avauelyviopual
1. ev8idueoos, 2. yecdlwv
avunoégpopos

EPEUPETNS

AVAaKPITAS, EPEUVNTNS
enevUTIKN Tpdneda
adpatos

TINOAOYIO

€KSI8wW TIHOAGYIO

avAauign, eUnAoKN
0186npouUpyos

£€k500N, T0 GUVOAO TWV HETOXWV
N OLOAOYIV HIas €k8oons
ekSIdw

OUVEEW
KOIVOS Aoyaplacuos

EMNICTNUOVIKO €pYACTAPIO
€pYatikoé Suvapiko
peydAn, eupeia kKA iuaka
npowow

1. T0N0OETW, 2. OTPWVW, 3. YEVWW auyd
kabopilw

oTPWON, OTPWHA
VOUIHOS, VOUIKOS
SIKaoTIKN evépyela
VOUIKO KaBEDTWS

véuiyo véuioua
vopobeaia

Saveilw

daveloths

unoxpeoupal

aseia

1. keipal, 2. yeudopal
HAKPUYOPW

OUVEEW

taivia yia nxoypdenon
uypos KpUOTANOS
peuotdINTa

AoPANEIQ EKTPEPOPEVWYV LWV YIa KEPSOS
8dvelo

TOMNIKOS
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logistics
lump sum

macroeconomics
magnificent
maintenance
management consultant
manufacture
manufacturer
market

market share

mass merchandising
master documents
mature

mature (noun)
merchant bank (GB)
merely

merger, amalgamation
microeconomics
misbehaviour
miscalculation
mischance
misconduct
misfortune
mishappen
misjudgement
misquote

mistaken

mistimed
misunderstanding
misunderstood
monetary

money supply
monument

morality

mortgage

mug

nanotechnology
nationality
negotiable

niches
non-insurable
non-verbal

€Q08Iaouods Kal lakivnon Npoidviwy

noodv €@’ dna€ kataBarduevo

JaKpooIKovouia
Jeyalonpenns, Baupdoios
ouvtnpnon, iathpnon
oUPBOUNOS pAvatduevt
Kataokeudlw
KATAOKEUAOTNS

S1aKIV( otnv ayopd
uepidio ayopds

padikh eunopeupatonoinon

apxiké £yypapo CUVOSEUTIKO EEQYWYWV

Myw, wpIAlw

1. QPIYOS, 2. NANPWTEDS
€NEVSUTIKN Tpdneda
anAws, Hovo
OUYXWVEUON
HIKpOOIKovopia

anpenns ouunepipopd
KaKOS UNOAOYIoUSS
atuxia

Kakn Slaxeipion
Kakotuxia

oupBaivel atixnua n avanodid
OPAMNW OTNV EKTiUNON

aM\OIOVW AOYo N andéonacua Keiévou

E0PANUEVOS, MAPEENYNUEVOS
E0QANIEVOS XPOVIKA
napavénaon, nape€hynon
napegnynuEvos
VOUIoOUATIKOS

npoo@opd XpAUATos
pvnpeio

noIKA

unoBnNKn

kouna - AUTZavi

VavoTeEXvoAoyia
€0vVIKOTNTa
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Sianpayuatedoiun enitayn, ekdobeioa og Siatayn

(to order) 1 otov Kopioth (to bearer)

YWVIES
JN aoPanicIpos
€EWAEKTIKOS
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nourish
nuisance

objectively
obligate
obscure
online

open an account
open cheque
operate
operations
operator
optimization
order

order

ore
otherwise
oulet
overcome
overdraw

oversell
overtime
owe
owner
ownership

palm
paradigm
partially
particle
pass down
patient
pattern
pay
paycash
pay in

pay through the nose
payable to
payee
payphone
pedigree

per annum
perform
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BpEpw
evOXAnon

QVTIKEIUEVIKG

UMNOXPEWVW

adlapavns

NAEKTPOVIKG OUVEESEUEVOS
avoiyw tpanediké Aoyaplacuo
avoixth enitayn

AEITOUPYW

Aeltoupyies

TNAEPWVNTAS
BeAtiotonoinon
napayyeAia

napayyéNw

UETAAEUNA

S1apOpPETIKA

npatnpio

Eenepvw

KAvw avdAnyn nocou peyaaUtepou
TWV KataBEoewv
uneptovidw nNpoodvta
unepwpia

opeNw

I810KTATNS

I8loKTNCia

naAdun
napdsdelyua, undsdeiyua
UEPIKWS

1. KOPUaTdkI, 2. yopio, NpdBepa N KatédAngn
nepvw and nponyouUpevn .. o€ ENOUEVN ..

1. unopovetkoés, 2. acbevns
Seiypa, tunos

1. MAnpwvw, 2. auoifn
MANPWVW PETPNTOIS
KATAaBANW, CUVEICPEPW
MANPWVW NavakpiBa
MANPWTEDS

81kaI0UX0s, KOUIOTAS

TNAEPWVO YIA TO KOIVO JE KEPUATOSEKTN

1. motonointikd Kataywyns,
2. yeveahoyiké 8€vEpo
€NCIWS

EKTENW, MPAYUATOMNOIW
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performance
permanent
personal income
pesticide

pettycash
picturesque

place of issue

plant

pledge

pm (post meridiem)
pollution

popular with
population
portable

postal money order
postdated

posture

potential
power station
prefer
pregnancy
premises
premium
presentation (on presentation)
preservative
President
price

Prime Minister
principal
privileged
probability
procedure
process
process
proclaim
procure
producer
product promotion
professional
profitable
profitable
progress
project
promise

napdotaon, eKTéAeON, eNidoon
pévigos

npoownikd €1068nua
4Zavioktdvo

€NAXIOTO XPNUATIKG Nooo Tapeiou
YPAPIKOS

T6M0S £K600NS

Blounxavikn eykatdotaon
Seopeuopal, Sivw 1o Adyo

pu (uetd peonuBpiav)

uéAuvon

SnUoPIAAS

nANBuouds

PopnTos

TaxXuSPOoIKN enitayn
JETaxpovoroynuévn emtayn

1. oTdon ToU 0WUATos,

2. katdotaon npaypdtwy, 3. néda
HEANOVTIKOS, EVEEXOUEVOS, MIBavds
NAEKTPIKGS 0TaBUOS

NPOTIHW

Kunon

oToV NANG. oiknua, Ktiplo
aoPANIoTPO

JE TNV gPPAvion

(xnuIkd) ouvinpNTIKG Nou diatnpel
Mpbedpos

1. TIPA, 2. KOOTIZW, TIHOAOYW
npwounoupyds

KUplos

npovouIoUxos

nieavotnta

siadikacia

Siadikacia

ene€epyddoual, ene€epyaocia
81aknpUoow, avaknpUoow
npounBelw

napaywyos

npowHnaon NPoidvios
ENAYYEAUATIKOS

ENWPENNS, ENIKEPENS
kepPSoPbOPOS

np6o&os

ox€810, npdypauua

unéoxeon
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promote
promotion
prompt
proportion, in proportion to
prospect

prosper

provider

provost
pulverizing
punchy
punctuation mark
puny

purchase
purchase invoice
pursue

put prices up

quality
queue
quit

raised/forged cheque

random access memory
ratio

reach

real estate
reasonable
receipt
receivable
receiver
recession
reckless
reclaim
records
recover
recruitment
red (the account is in the red)
redistribution
refer

regain
regional
release
release
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npowow

npowonaon

dueocos

o€ avaloyia e
Npoodokia, MPOoOoNTIKN
EUNUEPW
npounBeuths
KOOWNTOPAS
OUVIPIBW, KAVWOKOVN
otBapss, duvartos
onueio oti€ns
HIKPOOKOMIKOS
ayopdlw, ayopd npoiévios
TIHOAOYIO ayopds
ENISIOKW

aveRAadw TIS TIES

noiétnta
o€lpd avapovns
EYKATAAENW, Napaitodual

EMITAyN PE TO TO apXIk6 noodv

va €xel enauénBei pe napanoinon: n pdneda
QEpPel euBUVN yIa TNV NANPWLN TNS
JVAUN TUxaias npoonéAacns

avahoyia, Aoyos, oxéon, Noocooto
PBAvVwWw

akivntn neplouacia

AOYIKOS

anddeien

€I0MPAKTIED Ypauudtio

napaAinIns

Upeon

anpdoeKToS

anaitw v eMNotpo®n (kanolou NpAyuatos)
apxeia

QVAKIW, CUVEPXOUAl

otpatoAoyia

TPANedKOS Aoyapiaouds pe EAEIUUA
avadiavoun, pgoipacid ek véou
avagpépopual, Napanéunw, oxetioual Pe
€avakepbidw, enavépxopal oe

TOMNIKOS

AVAKOIVWVW

aANENEUBEPWVW, anodeopelw,
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relevant

rely on
rentier
repayment
repossess
republican
reputation
request
residence
resist
resplendent
restless

retail

retail banks
retain
retention
return cheque
revenue
Revenue Commissioners
reverse
revolution
rock-bottom prices
romance
romantic
royalty

rubber bands
ruthless

safeqguard
salary

sales invoice
sample

savings and loan associations (US)

savings bank
scarcity

scheme
secondary school

second-hand
secured loans
security
security
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O€TW o€ KUKNOYOpIa

OXETKOS

Baoitoual

€looénuatias

anonAnpwpn, eEéeAncn

€avanoktw

onado6s tou PenoupnAikavikoU KOUUAToS
@nun, unéAnyn

anaitnon

pévIPos Ténos Siapovns

avtiotékopual

AaunpEds, UNEPOXOS

avAouxos, QEIKIVNTOS

AlQVIKA NANoN

EUNOPIKES TPANEZES

81aTNPW, CUYKPATW

kpdtnon, enioxeon, Siathpnon

€NITAyn eNICTPEPAOUEVN WS AVEIONPAKIN
€1068nua

avwIepol UNndzniol (epopias)
avtiotpoo, avdnodo

enavdotacn

XAUNAES TIUES

alobnuatikn nepinétela

pouavVTIKOS

«nood KAtaBaAOUEVO O€ EPEUPETN,
ouyYPaPIko Sikaiwua, e10popd epyoddtn
0€ AO0PANIOTIKO 0pPYAVIOHO»

Aaotixdkia

doniaxvos, adioTaktos

npootatelw

unviaios HIoBOs yia Un XEIPOVAKTIKN epyacia
TIMOAGYIO MWANONS

Seiyua

OUVETAIPIOUOS anotapieloewy Kal 8aveiwy
TPdnNeda KAataBEoEwWS TaPIEUTNPioU
onaviotnta, EANAEIYN

oxnua

OxoAeio SeutepoPBdOuIas eknaideuons
(yuuvdaoio - AUKeI0)

UETAXEIPIOUEVOS

KAAUMUEVO, EEA0PANICUEVO SAVEID
aopdAela

XPEWYPAPO
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security market

segment
segmented
seizure
select

self-satisfaction
sell like hot cakes

seller
sensitive
serial number
set up shop
settle

share

share holder
shelf, shelves
shift

shift

shop

shop around

shop floor

shop window
shortlist

sideline
sight draft
signal
silence
site

skills

slack

slow

slump
smartly
soft drinks
solution
sort
speaker
specification
specify
speech
spell out
spokesman
staff

EPMEION 2 | ENOTHTA 4 | ETXEIPIAIO EKMTAIAEYOMENQN

TOMos ayopanwinaias Xxpewypdpwy
TUAYa, YEPOS

KATATETUNPEVOS

Katdanyn, apnayn

ENAEYW

autoikavonoinon

NWAW Npoiévta nou yivovtal avapnaocta
NWANTNS

euaiobntos

au€wv ap1Buos

1I8pUw Katdotnua

TAKTOMOIW, KAvoVilw

JETOXN, YePiSIO o€ auoiBaio KEpAralo
JETOX0S

pdol, pdoia

aMayn, yetaBoAn, Bapdia

yetaténion

katdotnua

KAvw €peuva ayopds CUYKPIvovTas TINES
Kal nolétnta

KUPI0S TOMNOS (XEIPOVAKTIKNS) €pyacias
o€ epyootdalo

Bitpiva

nepIAauBAvw oe katdAoyo unoyneiwy
MoU €Xw EMAEEEI

CUMNANPWHATIKA gpyacia

TPABNKUKA dPews NMANPWTEA O€ NPWTN EUPAVION
onPatodotw

nouxia

a€loB£aro, tonobeaoia

Se€liotNTEeS

otdoiyos

apyos

aIpVidia Ntwon TPy, Napatetauévn UPeon
Kopya

avayuktka

81dAupa

Ta&IVOUW

1. opIANTAS, 2. Npdedpos Bounns
kaBopiopos, ee1dikeuon

Kabopilw, avapépw

Aoyos

ENEENYW

€KNPOOWNOS Nou ekPPAlel andyYels ouddas
npoownikd opyaviouoUu, oxoheiou,
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stale / out of date

stand

stand void
standardized
standstill, at a standstill
statement

steal a march on
steel

step up

stock

Stock exchange
stock prices

stop payment order

store
streamline
strike

stuff
subdivision
subsidiary
substantially
substitute
substitute for
success
successive
suggestion
supervising
supplier
survival
susceptible to
suspect
sustain
sustainable
switched on

take the helm
takeover
takeover bid
tariffs

tax

tax returns
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VOOOKOUEIOU K.G

enitayn un epggaviodeioa eykaipws
npos €€6GANCN, MG PETA

and napéAeucn apketou xpovou

ndykos (unaibpiou) NWANTN

dkupos

TUMOMOINUEVOS

akivntonoinon

enionun €kBeon, avtiypago kivnons Aoyapiacuou
nponyouual, NPoAauBAavw

atodAl, xdAuBas

eNITaxuvw, auEavw TNV Napaywyn
JETOXN, TITAOS

XPNUATIOTAPIO

TINES PJETOXWV

EVIOAN KATaB£Tou otnv Tpdneda e tnv onoia
Zntel un NANpwUA enitayns nou e€€8wae
anoBnkelw

BEATIOVW, EKOUYXPOVIlw

anepyia

npdyua (notd)

unodiaipeon

1. ougnAnpwuatikés, 2. Buyatpikh etaipia
ONUAVTIKA, oUCIaoTIKG

UnoKatdotato

UNoKanIoTw

eNITUXia

81a80x1kds, AMENAMNAOS

npoétaon, undseien

eNIBAEYN

npounBeuths

eniBiwon

€unadns, eUGAWTOS, ENIPPENNS OE
unontos

OUYKPATW, 0TNPIZWw, CUVINPW
unootnpi€iyos

avauuévo, avoixtd

naipvw to NnnddAio

avaanyn 81eUBuvoNns N ENEYXOU EUMOPIKNAS €Talpias
npoo®opd yia avéianyn Sielbuvons etaipias
Saopofi

POPOS

(POPOAOYIKN SNAWOCN NEPIOUTIAKWY OTOIXEIWV

& €1008Mpatos
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telephone directory
tender

tense

term

thoroughly

thrift

thrive

tieup

tile

time series analysis

to leave a message
to record

tolerate
tone/'bleep’ sounds
tradable

trade fair

trade name

trade union
training

transaction
transfer

transport

treasury

trend

trial period

trigger off

truancy

turn up

unavailable
unborn
uncleared
uncomfortable
unconditional
unconscious
uncountable
underlying
underway
unduly
uneconomic
unemployed
unfair
unfortunate
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TNAEPWVIKOS KATAAOY0S
npoo@opd, NPOCPEPW
VEUPIKOS

6pos

TEAEIWS, NAVIEAWS

Aitdtnta, oikovouia

akuddw, avantuoooual

8évw, opIoTIKOMOIW, 8eCPEUW
KEPAUIBI, MAAKAKI

avAAuon oTaTIoTIKWYV 8£60UEVWV
JUE XPOVOAOYIKN GEIPA, TEXVIKN TOU UAPKETIVYK
yla npéRAEYN NwANCEWYV
aphvw uhvuua

NXoypaQw

avéxoual, Unopévw

NX0S KANONS

eunopeUoIPos

EUNOPIKN €KkBEON

EUMNOPIKN ENWVUMIa

€pyatké owpateio
eknaiéeuon

Sieknepaiwaon, cuvarayn
HETaPEpw, PETaBIBAlw
uetapopd

Tapeio dnpociwv €066wv
1don

SOKIUAoTIKN NEpiodos
NMPOKAAW, NMPOEEVW, apxilw
oKaolapxeio

eygavidopal, napouacidoual

un 81a6€aipos

ayévvntos

Aoyapiaopods nou Sev €xel yivel ekkabdpion
dBoros

xwpis 6pous, anepidpioTto
avaiodntos, Ain6Bupos

JN LETPNCIYOS

unoKeIpal, anoteAw tnv Bdon
oe eEENIEN

dkaipos

QVTIOIKOVOLIKSS

Avepyos

aBEuItos

dtuxos



ATTAIKH EMMOPIKH OPOAOTIA = TOMOZ B”

ungrateful
unhappy
unhealthy
uniformity
unigueness
unofficial

unpaid
unprofessional
unsecured loans

unsegmented
untidy

untruthful

unveil

unwell

up-date

upkeep

urgent

use hire purchase

V.A.T. (value added tax)
valid

value

value added
variation

vary from
vendor

vice president
violence
violent
virtually

void

volume
voucher

wage

washing up
welcome
whereby
wholesale
wholesaler
wholly
withdraw

axdpiotos

8UCTUXNS

Appwaotos

opolopop®ia

povadikotnta

avenionpos

autos nmou Sev €xel NANPWOET
un enayyeAuatikés

akdhunto 8dvelo, Sev KaAUNTeTal
ue Slaopahioels

JN Katatetunuévos
akatdotatos

avaanens

anoKaAUMTw

aoBevhs

EKOUYXPOVI{w, EVNUEPWVW
ouvthpnon, Siathpnon
eneiyov

XPNOIYONOoIW cUoTNUA ayopds e 600E€IS

POpos NpoatiBéuevns agias O.I.A.
€YKUPOS, 10XUPOS

aia

npootiBéuevn aia

noIKIAia

NoIKIAW, S1aPEpw

NwWANTNS

avtinpoedpos

Bia

Bialos

oxedov

Kevos

OYKOS, peydAn noodtnta

andsdei€n yia NpoKataBoAn avtitipou,
Sikaiohoyntuiké Sandvns

eBSopadiaios A nuepiclos piobés

YIQ XEIPOVAKTIKN €pyaaia, epokAuato
MAUGILO MIATIKWV

unodéxoual, KaAwoopiZw

oUp®wVa Pe Tov/Tnv/1o onoio/a/o
XOVSEPIKA NWANCN

XOVEPEUNOPOS

NANPWS

KAvw avaanyn, anocupw
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withdrawal

W00

workforce
workshop
worth (is worth)
worthless
wotrhy of

EPMEION 2 | ENOTHTA 4 | ETXEIPIAIO EKMTAIAEYOMENQN

avaAnyn xpnudtwy, anéoupon
KUVNYW, ENISIOKW

€PYATIKO SuVauIko

€pYaothplo

a€icel

xwpis agia

d€lios
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