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Ruffs, and cuffs,
and farthingales,

and things
❦

FASHION GENERATES and discards more vocabulary

than almost any other area of life. There’s no better

way to illustrate both changing fashion and the

changing language of fashion than to go back to the time of

Shakespeare.

The Elizabethan period was more foppish, effervescent and
exaggerated in fashion than any other in history. Pictures
show us extraordinarily foppish attitudes in fashions, male
and female alike, against which William Harrison railed in
his Description of England in —in the curmudgeonly way of
elderly men of every generation who think the country’s
going to the dogs, but in this case with some justification—
complaining of the “costliness”, “the excess and the vanity”
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and “the fickleness and the folly” of the costume of his
time.

For women, the main fashion items of the period were the
“ruffs, and cuffs, and farthingales” which Petruchio teas-
ingly promises Katherine in The Taming of the Shrew she might
be allowed to wear. The least remarkable of these, you may
feel, are the cuffs, hardly worth his mentioning them. But the
cuffs of upper-class women’s clothes were then often highly
ornate items that could be bought and worn separately. 

The farthingale had been introduced from Spain around
. The name has nothing to do with the obsolete coin; it’s
actually from a Spanish word verdugo, meaning a rod or stick,
via verdugado for the garment, a term which the English trans-
formed into something more memorable and sensible-
sounding. The sticks were actually hoops of wicker or
whalebone, sometimes wire, made progressively larger to-
wards the bottom, sewn into a canvas support to create a
conical or bell shape as a support for the skirts on top. From
the s, a padded roll of cloth under the skirt was added
that threw it out at the sides and back; this had the unpre-
possessing name of bum roll (bum was indeed known
then—in fact, from at least two centuries earlier, though
where it came from isn’t known—but it wasn’t as mildly
rude as it became later; it turns up in a bit of comedy by
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-ed and -ing

The basic, unchanged part of a verb is called the infinitive; it normally occurs
with the word ‘to’, as in ‘to ask’. To make the form of the verb referring to
things that happened in the past (the past tense), the ending -ed is added to
the infinitive (asked), and to make the form of the verb referring to things
that are still happening (the present participle), the ending -ing is added
(asking). Although there is usually no need to make any other changes to
the infinitive, there are some cases where spelling changes do occur:

1. If the verb ends with a silent (unspoken) -e (as in bake), then drop this
before -ed and -ing: baked, baking. There are some exceptions to this
rule:

2 verbs ending in -ee, -ye, and -oe, such as free, dye, and hoe, do not
drop the final silent -ewhen adding -ing: freeing, dyeing, hoeing. 

2 there are a few verbs (such as singe) that keep the final silent -ewhen
adding -ing (singeing) to distinguish them from similar words without
the -e (such as sing).

2. If the verb ends with a vowel plus -l (as in travel), then double this before 
-ed and -ing: travelled, travelling.

Note that this rule does not apply in American spelling; there is more
information about American spelling at the back of the book.

3. If the verb ends with a single vowel plus a consonant, and the stress is at
the end of the word (as in refer), then double the final consonant before 
-ed and -ing: referred, referring.

4. If the verb ends with a single vowel plus a consonant and the stress is not
at the end of the word (as in target), do not double the final consonant:
targeted, targeting.

5. If the verb has only one syllable and ends with a single vowel plus a
consonant (as in stop), then the final consonant should be doubled
before -ed and -ing: stopped, stopping. 

6. If the verb ends with two vowels plus a consonant (as in treat), do not
double the final consonant: treated, treating.

7. If the verb ends in -c (as in picnic), then add a kbefore -ed, -ing, and -er:
picnicked, picnicking, picnicker.

Spelling Rulesviivi

Spelling Rules

There are some words, such as necessary and Caribbean, where you just
have to learn the spelling. These kinds of words make up the main part of
this book. But there are plenty of other words which follow special rules.
Here are some of the main guidelines that you should find helpful in
spelling everyday words.

Plurals of Nouns

2 Make the plurals of most nouns by simply adding -s to the end: book,
books; journey, journeys.

2 If the noun ends with a consonant plus -y, make the plural by changing
the -y to -ies: berry, berries.

2 If the noun ends with -ch, -s, -sh, -x, or -z, add -es to make the plural:
church, churches; bus, buses; box, boxes.

But if the -ch ending is pronounced -k , then just make the plural by
adding -s: stomach, stomachs.

2 For nouns which end in a consonant or a single vowel plus -for -fe, make
the plural by changing the -for -fe to -ves: half, halves; knife, knives. 

2 Nouns which end in two vowels plus -fusually form plurals in the normal
way, with an -s: chief, chiefs.

2 Nouns ending in -o can add either -sor -es in the plural; there is more
information about which ending to use in the centre section of the book.

2 The plurals of words which have come into English from a foreign
language such as Latin or Greek often have two possible spellings: the
foreign plural spelling and an English one. For example, the plural of
aquarium (from Latin) can be spelled aquaria (as in Latin) or aquariums. 
If you want to check which is correct, look in the main part of the book.

2 Nouns which end in -isusually come from Latin; the plurals of these are
made by changing the -is to -es: crisis, crises; neurosis, neuroses.

Adding other endings (suffixes)

Endings and beginnings 64 Endings and beginnings65

antebellum antedate antenatal
antecedent antediluvian antepenultimate
antechamber antemortem anteroom

2 When the meaning is ‘against’ or ‘preventing’, use anti- (it comes from
Greek anti in the same sense). It is used to form words such as antifreeze
(a substance that prevents water from freezing) or anti-racism (the
policy of opposing racism).

2 Anti- words are sometimes hyphenated, especially when the words
following anti- begin with a vowel (e.g. anti-aircraft, anti-inflammatory). 

2 There are far more words beginning with anti- than those that begin
with ante-; some of the most common are:

anti-abortion anticlockwise anti-hero antioxidant
anti-aircraft anticyclone antihistamine antipathy
antibacterial antidepressant anti-inflammatory antiperspirant
antibiotic antidote antimalarial anti-Semitism
antibody antifreeze antimatter antiseptic
anticlimax antigen anti-nuclear antisocial

Knowing which of these endings to choose can be tricky. Here are a few
general tips: 

-ary

2 Words ending in -ary can be nouns (boundary), adjectives (ordinary), or
both (contemporary). 

2 They are sometimes related to nouns ending in -ar: for example,
burglary (burglar).

2 If the part of the word before the ending is not a recognizable English
word in itself, then it is often (but not always) the case that the ending
will be -ary (e.g. vocabulary, library). 

2 Here are some of the most common words ending in -ary:

-ary, -ery, or -ory?

adversary dictionary library secondary
anniversary disciplinary monetary secretary
arbitrary extraordinary mortuary solitary
auxiliary fragmentary necessary stationary
beneficiary glossary obituary subsidiary
boundary hereditary ordinary summary
centenary honorary parliamentary temporary
commentary imaginary proprietory tributary
complimentary intermediary quandary visionary
contemporary involuntary reactionary voluntary
contrary itinerary revolutionary vocabulary
customary judiciary rotary

-ory

2 Words ending in -ory can be nouns (lavatory) or adjectives (derogatory).

2 They are sometimes related to nouns ending in -or: for example, advisory
(advisor).

2 If the part of the word before the ending is not a recognizable English
word in itself, then it is often (but not always) the case that the ending
will be -ory (e.g. laboratory, allegory). 

2 Many words ending in -ory are related to English words ending in -ion:
for example, introductory (introduction).

2 Here are some of the most common words ending in -ory:

accessory depository inflammatory preparatory
advisory derisory introductory priory
allegory derogatory inventory promontory
category desultory laboratory rectory
conciliatory directory lavatory satisfactory
conservatory dormitory mandatory sensory
contradictory explanatory memory signatory
contributory factory obligatory territory
cursory history observatory theory
defamatory illusory predatory victory

-ery

2 Words ending in -ery are nearly always nouns (battery), and they are
otten related to words ending in -er: for example, brewery (brewer).

2 The only exceptions to the above are the adjective slippery and other
adjectives that are based on words that end in -er (e.g. blustery).

2There are only a few words beginning with ante- meaning ‘before’ in
general use (note that they are not hyphenated):
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0.2x1 + 0.3x2 + 0.1x3 £80
0.4x1 + 0.2x2 + 0.3x3 £70

The Solver settings have also been made and produce the solution shown (x1 = 160,
x2 = 30 and x3 = 0, with a maximum value for the objective function of 639000.

Confirm this now by running the Solver.

Furthermore, these Solver settings will only need alteration if either the program changes
from a maximisation to a minimisation problem, or if some or all of the constraints change
from less than or equal to, to greater than or equal to, or just equal to.

After studying the structure of the workbook including the Solver settings, use it to 
answer Exercises 4.8 and 4.9.3

Exercises 4.8 and 4.9 can be attempted now

4.9. Sensitivity analysis
Up until now, although linear programs have been solved, there has been no attempt to in-
vestigate the way in which the optimal solution responds to changes in the parameters of
the model. Such investigation is called sensitivity analysis, and involves asking a series of
“what if ?” questions that are designed to indicate how the optimal solution changes if, for
example, more or less of specific resources are available, or if the production process re-
quires more or less of specific resources.

Sensitivity analysis can also investigate the effects of changes in the contribution to the
value of the objective function of any of the variables.

To see how to conduct sensitivity analysis in the context of the Excel Solver load Work-
book 4.10.

This should contain the linear program that was considered in the last section. If it has
been changed, restore the values to those that were present in the first version of Workbook
4.10. That is:

Maximise Revenue = 3600x1 + 2100x2 + 2400x3

Subject to 0.3x1 + 0.4x2 + 0.2x3 £60
0.2x1 + 0.3x2 + 0.1x3 £80
0.4x1 + 0.2x2 + 0.3x3 £70

To conduct sensitivity analysis efficiently, the first thing to do is make a perfect clone of the
linear programming model in a new sheet.

To do this select the Edit and then Move or Copy sheet. Then click on the Create a copy
tab and then position the new sheet before the Sheet2 label displayed in the central
area of the dialogue box.

Now click OK and the new sheet will be inserted after Sheet1 and before Sheet2 at
the chosen location with the default name Sheet1(2).

To rename it, double click on the sheet tab and enter the new name as something like
Sheet1 Clone. 
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Then notice that only two of the constraints are binding—labour time and machine time.
The third constraint upon steel usage is not binding since in the optimal solution (x = 4,
y = 8), only 40 units are used of the total of 60 that are available.

The amount of any resource that is unused in the optimal solution is known as slack, and
so for this program we have the slack associated with the third resource being 60 - 40 = 20.

Exercise 4.7 can be attempted now

4.8. A general linear programming Solver model
The model developed in the previous section was specific in the sense that it could only ad-
dress linear programs containing two variables and three constraints. Also, if any of the
coefficients in either the constraints or the objective function should change then some of
the formulae would need to be edited to reflect the parameters of the new program. This
can not only be inconvenient, but allows scope for errors and omissions.

Both of these limitations have been overcome in the general model prepared in Work-
book 4.10.

Load Workbook 4.10 (W4_10.XLS) now.

This worksheet can accommodate linear programs containing up to 6 variables and 6
constraints, but if there are less than this, all that needs to be done is to set the coefficient
values for the non existent variables and/or constraints to zero.

This has been done in the workbook that was loaded and clearly represents a linear 
program with 3 variables and three constraints. That is:

Maximise Revenue = 3600x1 + 2100x2 + 2400x3

Subject to 0.3x1 + 0.4x2 + 0.2x3 £60
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3 Make sure that you only make data entries to the highlighted areas, otherwise you will destroy the formulae. If you
should do this, close the file immediately without saving and then open it again.

Figure 4.6

Make up this worksheet now and then run the Solver with the target cell of output in
B6 being required to adopt a maximum value by changing the B1:B3 cells, subject to
the constraint that that the total cost in B12 must be equal to the budget available in
B13.

The solution values for each of the variables should be calculated as 333.33, 88.88 and
296.29 respectively for labour time, machine time and raw material usage. Also, the great-
est output that can be obtained from this budget is 136.56.

The model outlined above can also be formulated in slightly different terms by removing
the fixed budget and assuming that the department is required to fulfil a given order of (for
example) 500 units, and do so at the lowest cost possible.

This means that the program becomes

Minimise C = 2x + 5y + 3z
Subject to q = x0.3y0.2z0.4 = 500

This program can be solved in Workbook 4.13 if the Solver settings are adjusted appropri-
ately.

To do this first of all copy the A1: D12 range into Sheet2.
Then add the Solver settings that will minimise the target cell (Total cost in B12), by

changing the values in B1:B3. This is to be done subject to the constraint that the out-
put produced in B6 is equal to 500 units.

Now run the Solver for this problem to produce solution values of labour time =
1409.795, machine time = 375.9354 and raw material usage = 1253.145. Also, the
minimum cost of producing the required 500 units is 8458.702.

Now re-save the file as W4_13.

Both of these programs view the optimisation process from different perspectives. In the
first case, the given budget must be used as effectively as possible in order to make the great-
est possible output. In the second case, the given output specified in the order must be pro-
duced at the minimum possible cost. In both cases however, the ultimate objective is to find
the usage levels of the three inputs that satisfy these different objectives.

Exercises 4.14 and 4.15 can be attempted now
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Workbook
4.13

4.12. Exercises

Exercise 4.1
A firm’s annual fixed costs of operation are £2
million, with unit costs of production being
£4.

The product produced sells at a constant
price of £8.

Use the Excel Solver to determine the
annual break even level of production if all the
output produced can be sold at the price of £8.

Exercise 4.2
The demand for an industry’s product (d) is
given in terms of the price charged (p) by:

d = 2100 - 0.1p

The amount supplied (s) by the industry is
given in terms of p by:

s = 2p

Use the Excel Solver to determine the price at
which the supply and the demand are equal.

Exercise 4.3
Reconsider part ii) of Exercise 3.2.

Use the Excel Solver to confirm the solution
values for p of £0.53 and £99.47 that were
obtained in the worked solution to that
problem.

Exercise 4.4
A firm’s market share (y%) in terms of
advertising expenditure (£x million) is given
by:

y = 100(1 - e-mx)

Use the Excel solver to determine the value of
m that will ensure that the market share is
50% when x = £10 million.

Exercise 4.5
The annual quantity demanded of a firm’s
product (q) is given in terms of the price
charged (p) by:

q = 3000 - 0.2p2

The total costs of production (c) are given in
terms of output by:

c = 1000 + q2

Use the Excel Solver to determine the price

that should be charged if the firm is required
to make the greatest profit.

Exercise 4.6
A firm’s sales volume (y) is given in terms of
its level of advertising expenditure (£x
thousand) by:

y = 200(1 - e-0.4x)

The product sells at a constant price of £10.
Use the Excel Solver to determine the level

of advertising expenditure that should be
carried out if the firm wishes to maximise the
net revenue from sales (i.e. total revenue
minus advertising expenditure).

Exercise 4.7
Consider the worked example from Section
4.7. That was:

Maximise 15x + 16y = Revenue

Subject to 2x + 2y £ 24
(labour time constraint)

and: x + 5y £ 44 
(machine time constraint)

6x + 2y £ 60
(steel constraint)

Now imagine that units of labour time,
machine time, and steel had to be purchased
at prices of £2, £1.50 and £1 respectively, and
that the firm’s objective was to maximise
profit.

Reformulate the linear program to take
account of this new information and then use
the model developed in Workbook 4.9
(W4_9.XLS) to solve for the values of x and y
that produce the greatest profit.

Exercise 4.8 
A building company has acquired 250,000
square metres land, for which it paid
£2,000,000 and on which it plans to build
three types of dwelling: terraced, semi-
detached and detached.

Each terraced block consists of 4 individual
units which each require 180 square metres of
land and which will be sold for £40,000/unit.
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The features mentioned so far are all present in all the examples in
this chapter. But as we have seen, we have a great range of different
forms of communication available to us. The illustrations given so far
cover:

■ face-to-face conversation
■ postcard
■ telephone conversation
■ email
■ letter

And, of course, there are many others. Each format has its own ‘rules’.
An email, for example, does not work in quite the same way as a letter.
You can, it is true, write a conventional letter and send it by email, but
many people would probably find it a little over-formal to do this.
Similarly, if you were to send a letter couched in the more informal
style of many email messages, it would probably raise a few eyebrows. 

In this section of the book, the focus is on formats, but inevitably a
lot of attention will be paid to the situation, the ‘who’, ‘what’, ‘where’,
‘when’, and ‘why’ of communication. These features will be covered as
needed. There is a more analytical and thorough discussion of them in
Section B.

Guidelines
1 When you feel that a particular piece of communication is likely to cause

problems, try to work out where it fits into your own range of experience.

2 Think about the person(s) you are dealing with. Find situations in the past
that are similar and recall how you tackled them. Focus on those in which
you felt that you communicated effectively: try to remember the ‘tone of
voice’ you used—even if it was a written communication. If you find that
you are remembering a number of situations in which you did not
communicate effectively, analyse where things went wrong.

3 Think about the subject matter and consider the language you are using:
is it suitable for this subject and this audience?

4 Think about your purpose in communicating. What are you trying to
achieve and what is the best way of setting about it?

5 Finally, be aware of the format you are using. Are you following the
conventions of this particular format? If you are not sure, then check in
the rest of this section or look in the Reference Section on pages
285–96.

Format

Business letters

Structuring the letter
The key to writing an effective business letter is to have a clear definition
of your purpose in writing. This should then be reflected in the structure
of your letter. This normally contains three parts:

1 An introduction which sets out briefly the subject matter and purpose
of the letter. 

2 The body of the letter in which you develop and explain your purpose.
This is normally divided into a number of paragraphs, ordered so that
each covers a different aspect of your subject and each follows on
logically from the one before.

3 The conclusion in which you re-emphasize your purpose, possibly
spelling out what you would like to be done about it. 

Getting the tone right
It is important to consider carefully the person who will read your letter—
even if they are unknown to you—and write in a suitable tone. This
should be neither casual nor too formal. In particular it is important to
avoid pomposity and jargon.

Letter layout
Letter layouts vary considerably, but all have the same key features.

Greeting and ending
For most business letters there is a limited choice of greeting and
ending, according to the degree of formality you wish to present.

In this book, letters are placed before telephone calls, faxes, and email
messages. This ordering probably does not reflect the frequency with
which we use these different media, but although most of us use let-
ters less than we did, especially for social and personal communica-
tion, they still have a key role to play in many areas of life.

That role may be partly symbolic. For example, I recently consulted
my general practitioner (GP) about a minor but tiresome medical prob-
lem. He decided that I should consult a local specialist and, as I sat in
his consulting room, wrote a letter to the specialist describing the
symptoms. He could have communicated the same information by
phone, fax, or email, but a GP’s letter is both traditional and symbolic:
it indicates a particular relationship. The doctor writes his colleague a
letter which is then sealed and secret—its contents are often not
revealed to the patient. The specialist then opens and reads the letter,
usually in the presence of the patient, and again frequently does not

2
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a: . . . and they want some information by Monday . . . 
b: Yes.
a: . . . which is . . . very nice!
b: (laughs) Yes.
a: I don’t think there’s anything, but if I get time I’ll have a look,

and ring them up, which is the only way I can get the 
information to them now.

Both these examples show a dialogue in progress. In the first it is a con-
versation; in the second the writer, Pete, is presenting one side of a
continuing ‘conversation’ with a close friend or relative, Mrs Harris. In
both cases the two know each other quite well—there are no real pre-
liminaries and the dialogue gets going straight away. Although there
is some kind of communication going on, not a lot of hard informa-
tion is being exchanged; clearly transmitting facts from one person to
another is not the main aim. It is what some writers call phatic commu-
nion: ‘speech communication as used to establish social relationships
rather than to impart information’ (OED). A lot of background infor-
mation is taken for granted; for example, Pete assumes that Mrs Harris
knows who ‘we’ are and understands the situation which involves
them ‘settling in’. 

Such situations are common in everyday life, especially in conver-
sation. They also occur in written communication. Not only postcards,
but other greetings cards, and notes we leave at home for other mem-
bers of the household, are typical occasions for this kind of easy-going,
personal communication, where there appear to be few rules provided
that those involved understand each other.

A little further along the scale of formality come situations like
these:

a: Hullo, 597421.
b: Hullo Martin, it’s Peter.
a: Hullo Peter, how are you?
b: Very well, thank you, yes. Just a very quick call. I’ve had a 

letter from Beasdale and Williams, to say they’re going to 
reprint ‘Journey Home’.

a: Yes I had that . . .
b: Oh you’ve had it. Right. I just wasn’t sure whether they’d 

written to you as well.

The people involved in both these two situations know each other well
and can take a lot for granted: they don’t have to stand on ceremony;
the situation they are discussing is understood by both, so they don’t
have to do a lot of explaining and they have some shared technical
terms (e.g. ‘presentation’, ‘reps’). As a result they can cover a lot of
ground in a brief space. 

Sometimes, however, we have to communicate with people we
don’t know very well—if at all—in situations that are more complex:

a: Good afternoon, Celtic Water, Pat speaking.
b: Good afternoon. The name is Williams; we live at Mordegrave, 

and for about five weeks now we’ve been promised a filter on 
our water supply, because the quality is not up to standard.

a: Right. Can I have your postcode, please, Mrs Williams?
b: JR1 4ZQ.
a: And the house number or name?
b: The Larches.
a: Right.
b: Now can I just fill you in?
a: Yes.
b: Four weeks after this was promised—a week ago last Friday—I 

rang your office—
a: Right.
b: I rang on Friday morning. I was told that someone would 

either ring me on Friday afternoon or Monday morning. Now 
when that didn’t happen, I rang last Tuesday afternoon—
exactly a week ago—

a: Yes.
b: —and I was told that the people in Bangor would by then have 

had the message and that I would hear by the end of the 
week. Now once again there’s been a deafening silence and 

barman: Yes, trade was very brisk here about ten.
man: Yes, I noticed.

Postcard

Informal telephone
conversation

email

More formal telephone
conversation
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are perfectly comfortable with the way in which we express ourselves,
and it is only in a number of specialized or unusual situations that we
have to think carefully about how to communicate. This is not, usu-
ally, because we are incapable of expressing ourselves in those situ-
ations, but rather that we are unsure of where to place them on the
scale of situations we have experienced and feel confident about.

What is going on?
In all forms of communication there are a number of constants: fea-
tures that we have to pay attention to if we are to get our message
across effectively. We have already seen most of them in action in the
examples quoted in this chapter.

As we have seen, participants need to be aware of the situation in
which they are trying to communicate. This involves:

■ People
The two or more people who are involved. Here we have to think
about how well we know our audience and so how informal we can
afford to be, as well as how much we can take for granted about
their knowledge and language skills.

■ Subject matter
We have to choose the right language to deal with the subject mat-
ter we are discussing. The letter quoted had to use the correct
terminology for dealing with property sales, for example. At the
same time, the language chosen has to be appropriate for the audi-
ence. If the listener or reader doesn’t understand the terminology—
even if it is correct—then communication will fail.

■ Time and place
The actual setting in which we are communicating can affect the
way in which we do so. Imagine two young colleagues in an office
setting, taking part in a meeting with an older person who is their
section manager. Now imagine the same two discussing the meet-
ing together in a café as they take their lunch break. Very probably
the way in which they address each other and the language they use
will be different on the two occasions. Some businesses require
their employees to use language in special ways when preparing
reports or making presentations.

■ Purpose
Every communication has a purpose, and many have more than
one. It is important to keep your purpose in mind if you wish to
communicate effectively. Caller B in the telephone conversation
about the water filter had her purpose clearly in mind right from
the start of that conversation. As a result, although A was being
given a number of things to do (possibly time-consuming and tire-
some), her task was made much easier.
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I’m beginning to lose patience, I’m afraid.
a: Yes, I can appreciate that. I’ll get on to the depot myself. Now 

I’m looking to see if we’ve got a date for you. There is a job on 
this—

b: Yes, a date would help.
a: I’m just going to have a look on the job now to see if they 

have got anything on this.
b: Right. Thank you very much.

and so the conversation continues, with both participants making
sure that they have understood clearly what is going on and behaving
to each other with polite formality. A has gone through the opening
routine of all such calls: establishing the caller’s name, postcode, and
address. B has identified herself and set out the reasons for her call
with clarity and brevity. They have then moved on to try to work out
what ought to be done. Although B is probably in fact annoyed that the
company have not done anything, she uses a formal tone and
approach calculated to achieve her ends, keeping A on her side, rather
than starting in a confrontational way. 

Compare the telephone conversation with this letter:

Dear Mr & Mrs Grayson,

RE: THE LARCHES, DUNSCOMBE ROAD, POOLE

Further to our recent inspection of your property 
I write to confirm that if placed on the open market
I would recommend an asking figure in the region of
£120,000–£130,000 (max.). 

Whilst writing I confirm that our sale fee, for
Sole Agency, is 1.50% plus VAT. 

In the event of our being instructed and the 
property subsequently being withdrawn from the market
an administration charge of £120 plus VAT would be
made. 

Should you require additional coverage in
Bournemouth we are able to provide this as although
we do not directly have a Bournemouth Office, we have
a link up with Mandel Price whereby we are able to
offer a Joint Agency at a special rate of 1.75%. You
may not feel that this is necessary but it is an
option worth considering. 

Should you have any further queries please do not
hesitate to contact me. 

Yours sincerely,
Peter March

This is a different kind of communication. Peter March and the
Graysons have already met and discussed the subject. Peter March is
writing to confirm what was said and to put it on the record. The let-
ter forms part of any future business relationship between them. This
recording function is a very important feature of written communica-
tions.

So all our uses of speech and writing can be placed on a spectrum
from informal chat through to legal documents. A lot of the time we

The situationFormal letter

See also:
■ Chapter 11 Audience

(p. 89)

See also:
■ Chapter 12 Subject

(p. 102)

See also:
■ Chapter 13 Time and 

place (p. 108)

See also:
■ Chapter 14 Purpose

(p. 113)
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Introduction 
to Brecon
Our company 

Brecon Pharmaceuticals (Brecon) was established in Hay-on-Wye in 1979,
and has grown substantially from that time until the present day. The
company’s business is the provision of outsourced services to the
pharmaceutical industry, and Brecon is now recognised as the UK’s fastest
growing company in its field.

The services Brecon provides include: 

■ Packaging of commercially available pharmaceuticals.

■ Packaging, labelling, storage and distribution of investigational medical
products for clinical trials.

■ Laboratory analytical services.

To provide these services, Brecon has modern production facilities and
equipment, as well as a state-of-the-art analytical laboratory. The company
is highly committed to the training and development of its people.

Our customers

Brecon supplies to over 80 pharmaceutical companies worldwide, ranging
from the very large to the very small. Before entrusting their business to us,
our customers must satisfy themselves that we are competent to do their
work. To this end, they will usually audit our business to check that our
production environment, processes, quality systems and staff training are
satisfactory. Brecon has an excellent reputation for quality and service.

BRECON EMPLOYEE HANDBOOK 1/04

SE
C

TI
O

N
 1

: 
IN

TR
O

D
U

C
TI

O
N

SEC
TIO

N
 1

: IN
TR

O
D

U
C

TIO
N

Employee handbook 
A5 looseleaf ringbinder to allow 
for easy updates of sections 

SIETAR Europa Congress 
Heritage and Progress:  
From the past to the future in 
intercultural understanding 
Conference identity and 
branding, publicity material 
and congress proceedings

Welcome
Welcome to Brecon Pharmaceuticals, known more familiarly as Brecon.

This handbook has been prepared to provide some background
information about our company and the market we serve. It also
communicates to all staff the standards we apply to everything we do, and
the way in which we go about our business.

We refer to this as The Brecon Way and you can read more about it in the
pages that follow. We require all staff, as individuals and as part of the
team, to play their part in maintaining the high standards Brecon expects.
Above all else, we expect every employee to give of their best in
maintaining Brecon’s reputation for quality and service. In return, Brecon
will do its utmost to ensure you find working with us an enjoyable and
rewarding experience.

We hope you find this handbook a useful guide, and that it helps you to feel
at home with the Brecon team.
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Quality We have a fundamental commitment to quality in every area of
our work. We achieve this through continuing investment in facilities,
equipment and staff development. 

Training We regard training as an essential requirement. Only properly
trained people can provide customers with the confidence they must have to
place their work with us. We maintain a widely acclaimed training
structure, by which staff are assessed against a national standard for
packaging skills and knowledge. The Company has been awarded the
Investors in People standard in recognition of its commitment to training and
development.

Regulation We will always comply with all relevant laws and regulations,
and be pro-active in our dealings with regulatory authorities.

The community and environment Brecon is the largest employer in Hay-
on-Wye. We will always act responsibly in the community, with due respect
for our neighbours and the local environment. We have achieved and
continue to maintain the ISO14001 Environmental Standard, by which we
ensure that our activities are not detrimental to the beauty of the National
Park, nor the quality of life of local residents. We will make every effort to
contribute to the community’s well-being, and will always treat our
neighbours with fairness and respect.

We expect all staff to subscribe to the philosophy of The
Brecon Way and to commit to the continuous development of
the standards of service for which Brecon is justifiably
renowned. 
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What We Know about 

Cross-Cultural Management after

Thirty Years

charles hampden-turner
Judge Institute of Management Studies, University of Cambridge

It is time to come to some assessment of the field of cross-cultural management 

studies. This is not a new field. Geert Hofstede began in the sixties. What have we to

show for our first thirty years? Are we proceeding in any intelligible direction? Are there

underlying principles on which we can agree? Does our field have any coherence at all

or any hope of such coherence?

The danger for us is much the same as the fate that has befallen most of Western 

social science, fragmentation into a thousand different pieces. Only it is worse for us,

because we take our inspiration from diversity itself. The biblical story of the Tower of

Babel is clearly in store for us. If you add to this the entrepreneurial ambitions of aca-

demics, trainers and consultants, who need to differentiate themselves on the market-

place, then the forces pulling us apart are immensely stronger than the forces drawing

us together. Our natural inclination is to put down a rival researcher and win business

for ourselves.

So today I will be making a plea for coherence. I will be trying to summarise some

propositions in the hope of finding consensus. I will be taking the first tentative steps

towards a manifesto for our field.

In America today, the villainous role of subversion and treachery once thrust
upon communists is now hurled at multiculturalists. We are said to undermine
authority by pointing out how differently cultures believe and act. There is, of
course, nothing sinister about us and we are entitled to laugh at the reappearance
of the paranoid streakers. Alternatively, we can pause and ask ourselves why we
seem more adept at taking things apart than putting them together. Why do we
contribute more to disagreement than common ground? Are we simply to be a
crowd or can we become a learned society, dedicated to dialogue?

So what I have to say is not the last word by any means, but the first tentative
steps to the discovery of common ground. I seek to address the following eight 
issues.

British participants picked up these speaking patterns. I have heard myself do it
many times – slipping into the syllable-timed speech being used by everyone else.
Indeed, given that varieties of syllable-timed speech is the norm for most lan-
guages in the world, and has emerged through language contact in so many 
varieties of second-language English (such as the Caribbean, South Africa, India),
it may well be that WSSE, at the end of the next century, will be a syllable-timed
variety of English. That would certainly save us all a great deal of time worrying
about patterns of word stress!

That is enough speculation for one talk. I hope the principles which fuelled the
speculation are clear. There is always a tension between unity and diversity, and
the only way it can be resolved is by understanding the processes which foster
both. A developed concept of language function is critical, and within this, an 
appreciation of the complementary notions of intelligibility and identity.
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Note
As those who attended David Crystal’s talk at the congress in Bath will know, it was not based
on a written text, but was delivered with great fluency and spontaneity without a single note.
This paper is adapted from a talk given earlier in the same year to the TESOL Arabia Confer-
ence. The content and ideas expressed are, however, very similar to those we heard in Bath
in April 1998. 
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