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This handbook was prepared in order to introduce the students into Legal En-

glish, which is a prerequisite to follow law courses in English. Legal English is the 

style of English used by lawyers and other legal professionals in the course of 

their work. It has particular relevance when applied to legal writing and the draf-

ting of written material, including legal documents, court pleadings, laws and 

legal correspondence. Although Legal English has traditionally been the preser-

ve of lawyers from English-speaking countries, due to the spread of English as 

the predominant language of international business, as well as its role as a legal 

language within the European Union, legal English is now a global phenomenon. 

It is also referred to casually as law speak or legalese.

Legal English is often considered more difficult than plain English. The reasons 

for this lay in lack of clear rules of grammar (e.g. prepositions); lack of punctua-

tion; in extensive vocabulary (legal terms of art, Latin and French words etc.), in 

unusual word order (influence of French grammar); use of doublets:(null and 

void, fit and proper etc.), use of pronominal adverbs (hereof, thereof, hereby etc.), 

use of phrasal verbs (e.g. enter into a contract, write off debts…); in the fact that 

legal meaning of words differs from their ordinary meaning, and last but not le-

ast in differences between British and American legal English.

The handbook is composed of various exercises with short reading texts, assi-

gnments that accentuate understanding of legal texts as well as vocabulary 

and grammar exercises from a variety of legal fields. Attached there are several 

glossaries of legal terms related with the Euneg curriculum. 

Hopefully, this will help the students to acquire the necessary legal terminology 

so as to enable them successful following of the courses under the EUNEG curri-

culum. Of course, the handbook will be of use also for teachers, especially those 

who have not yer the adequate knowledge of English legal terminology. 

Prof. Dr. Janja Hojnik

Dr Natalia Bobarykina

“There are two things wrong with almost all legal writing. One is its style. The other is 

its content.„

Fred Rodell, Goodbye to Law Reviews, 1936

Maribor, 2 December 2015

FOREWORD
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What is Legal English? 
• The style of English used by lawyers and other legal professionals in the 

course of their work.
• It has particular relevance when applied to legal writing and the drafting of 

written material, including legal documents, court pleadings, laws and legal 
correspondence;

• Legal English has traditionally been the preserve of lawyers from English-
speaking countries;

• Due to the spread of English as the predominant language of international 
business, as well as its role as a legal language within European Union, legal 
English is now a global phenomenon.

• It is also referred to casually a law speak or legalese
• “The starting point for determining what constitutes public policy and 

public security in respect of the individuals was Article 3 of Directive 64/221
• “No amendment to this Agreement will have any effect unless it is made 

in writing and signed by a duly authorized representative of each of the 
parties”

• “The court held that special governmental shareholder rights will be 
considered justified, even though they constitute a restriction of the free 
movement of capitol, if they are designed to safeguard the provision of 
services in the public interest.”

“There are two things wrong with almost all legal writing. One is its style. The 

other is its content.”

Fred Rodell, Goodbye to Law Reviews, 1936

Sources of legal English 
• Legal English reflects a mixture of languages which has produced the 

English language in general:

• Norman Invasion of England in 1066 – French official language of England 

for the next 300 years, 

• Although English remained the spoken language of legal pleading, almost all 

writing was done in French or Latin;

• Statute of Pleading of 1356: all legal proceedings should be in English, but re-

corded in Latin (in practice the use of French continued into the 17th century);

• Even later Latin was deliberately used with the aim of making texts appear 

more sophisticated.



•

14

“Sophisticated” English – some examples:
• “The merchandise contained in the consignment is of inferior quality to that 

anticipated by the purchaser.”
• “Neither party shall be liable to the other for failure to perform or delay in 

the performance of its obligations caused by any circumstances beyond its 
reasonable control”

• A TYPICAL FORCE MAJOR CLAUSE 

What makes legal English difficult?
• lack of clear rules of grammar (e.g. prepositions); lack of punctuation;

• extensive vocabulary: legal terms of art, Latin and French words...

• unusual word order (influence of French grammar);

• use of doublets: null and void, fit and proper;

• use of pronominal adverbs: hereof, thereof, hereby...

• use of phrasal verbs (e.g. enter into a contract, write off debts...);

• legal meaning of words differs from their ordinary meaning: consideration, 

construction, tender, hold, furnish, find...

• -er, -or, -ee name endings: employer, employee

• British & American legal English 

Sources of Law
Where do rules derive their authority from?

• Constitution

• Law (Act/ Statute)

• Executive Acts: regulations, rules, decrees, orders, guidance...

• Judicial Case-Law (Precedent!)

• Customs

• Textbooks

Useful verbs:
regulate provide determine prohibit
impose enact Pass / adopt consolidate
codify declare enforce apply
interpret adjudicate Notify blind
repeal
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Obscure words vs. ordinary equivalents:
annex – attach cease – stop conceal – hide effectuate – carry out

endeavour - try expiration/termination – end initiate/ institute – begin spouse – wife, husband

Words which are easily confused:

advice/ advise affect/ effect anonymous/ unanimous ante/ anti

council/ counsel dependant/ dependent damage/ damages

Latin words
a fortiori a priori ab initio ad hoc ad valorem bona fide circa

de facto de jure e.g. et al etc. ex officio ex parte

force 
majeure i.e. in absentia inter alia ipso facto locus standi mea culpa

modus 
operandi

mutatis 
mutandi

per annum per capita per se persona non 
grata

prima facie

Re sine qua non sui generis ultra vires versus vis-a-vis

British & American English (I)
dates: B: 5 Oct 2011 
or 05/10/11; A: Oct 5 
2011 or 10/05/11

o/ ou: B: labour; A: 
labor

hyphens: B: co-ope-
ration; A: coopera-
tion

z/ s: B: recognise; 
A: recognize BUT: 
advertise, advise, 
arise, comprise, 
compromise, excise, 
supervise, surprise...
ALWAYS “-ise”!

-re/ -er: B: centre; A: 
center

-ce/ -se: B: licence/ 
practice (noun);  A: 
license/ practise 
(nouns and verbs)

-e: B: likeable, 
ageing; A: likable, 
aging

prepositions: B: 
“protest against dis-
crimination”; A: pro-
test discrimination

British & American English (II)
balance sheet – financial 

statement

barrister - counselor company - corporation Dear Sirs – Dear Sir or 

Madam

employment law – labor law maintenance - alimony Mr/Mrs Justice Smith – 

Judge Smith

pre-trial – pretrial

British & American English (III)
anti-clockwise – counter-
clockwise

at weekends – on week-
ends

autumn – fall bill – check

cinema – movie theatre clever – smart CV – resume film – movie

flat – apartment full stop – period
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British & American English (IV)
fulfil -fulfill grey – gray ground floor – first floor holiday – vacation

increase -hike humour – humor lent – loaned lift – elevator

lorry – truck metre -meter

British & American English (V)
mum – mom oblige – obligate ordinary – regular, 

normal

pavement – side-

walk

petrol – gas

post – mail programme – pro-

gram

underground – 

subway

Yours faithfully – 

Yours truly

Yours sincerely – 

Sincerely yours 

Use of apostrophes
1. to show that a word has been shortened:

2. I’ll be there, so don’t say that I won’t”

3. NOT USUALLY SEEN IN LEGAL WRITING (too informal!)

4. to show that smth belongs to smb or smth:

5. “The client’s payment was late.”

6. “The clients’ payments were late.”

Use of personal pronouns (I, me, you)
• In legal English personal pronouns are usually to be avoided in order to pre-

serve aformal tone;

• BUT: to be used, when trying to retain a connection with the reader.

Problem words (I)
ONLY:

• Only lawyers are able to draft these documents.

• It was only on Thursday that the document arrived.
WHO/WHOM:

• I saw Peter, who was one of my clients. (subject)

• I advised P, J and M, all of whom are... (object)
WHICH/THAT: referring to things; interchangeable , but:

• The book, which costs 30 eur, has sold over 5000 copies.
FEWER/LESS:

• There are fewer people here today.

• There is less blossom on this tree.
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Problem words (II)
CAN/MAY:
• Can he move?
• May we leave now? (can – less correct or less polite)
NON-/UN-: non is more neutral
• non-natural ≠ unnatural
IF/ WHETHER: the latter is preferred
SAVE: rescue from danger OR except
• - “NO warranties are given save as those set out in Art 1.”
SHALL: means MUST!
CLIENT/CUSTOMER: businesses that provide professional 
services (e.g. lawyers) have clients, while businesses that
 sell products have customers.

Legal systems
The structure of the law

 

The constitution
 

The legal system in the United Kingdom (UK)
The study of law distinguishes between 
public law and private law, but in legal 
practice in the UK the distinction between 
civil law and criminal law is more import-
ant to practising lawyers. Public law re-
lates to the state. It is concerned with laws 
which govern processes in local and na-
tional government and conflicts between 
the individual and the state in areas such 
as immigration and social security. Private 
law is concerned with the relationships 
between legal persons, that is, individu-
als and corporations, and includes family 
law, contract law and property law. Crim-
inal law deals with certain forms of con-
duct for which the state reserves punish-

ment, for example murder and theft. The 
state     prosecutes    the offender. Civil law 
concerns relationships between private 
persons, their rights, and their duties. It is 
aiso concerned with conduct which may 
give rise to a claim by a legal person for 
compensation or an injunction – an 
order made by the court. However, each 
field of law tends to overlap witrfothers, 
For example, a road accident Gse may 
lead to a criminal prosecution as well as 
a civil action for compensation.
Substantive law creates, defines or reg-
ulates rights,   liabilities,   and   duties 
in all areas of iaw and is contrasted with 
procedural law, which defines the pro-
cedure by which a law is to be enforced.

The head of state is the monarch, cur-
rently the Queen in the UK, but the gov-
ernment carries the authority of the 
Crown (the monarch). The Westminster 
Parliament has two chambers: the House 
of Lords and the House of Commons, 
which sit separately and are constituted 
on different principles. The    Commons is 
an elected body   of members.   Substantial 

reform is being carried out in the upper 
house, the House of Lords, where it is 
proposed that the majority of members 
be appointed, with a minority elected, 
replacing the hereditary peers. There is no 
written constitution, but constitutional 
law consists of statute law (see Unit 2), 
common law (see Unit 3), and constitu-
tional conventions. 
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Jurisdiction

1.1 Complete the definitions. Look at A opposite to help you.
1......................................................... ............................................... is law relating to acts committed 
against the law which are punished by the state.
2  ...................................................................................................... is concerned with the constitution 
or government of the state, or the relationship between state and citizens.
3 .......................... is rules which determine how a case is administered by the courts.
4 ....................................................................................................... is concerned with the rights and 
duties of individuals, organisations, and associations (such as companies, trade 
unions, and charities), as opposed to criminal law.
5  ...................................................................................................... is common law and statute law 
used by the courts in making decisions.

1.2 Complete the sentences. Look at B and C opposite to 
help you. There is more than one possibility for one of 
the answers.
1. In many systems a president rather than a monarch is... .........................................................
.................................................................................................................................................................................................
2. The UK system has a parliament with two ........................................................................................
3. As in other countries, the courts are organised in a  ...................................................................
............................................................................................................ of levels.
4. The Scottish Parliament has the ...............................................................................................................
to legislate on subjects not reserved to Westminster.
5. The EC is an important legislative.........................................in most European countries.
6. A number of international.........................have been incorporated into national law.

There are four countries and three dis-
tinct jurisdictions In the United King-
dom: England and Wales, Scotland, and 
Northern Ireland. All share a legisla-
ture in the Westminster Parliament 
for the making of new laws and have a 
common law tradition, but each has its 
own hierarchy of courts, legal rules 
and legal pj-ofesslon. Wales and North-
ern Ireland each have their own Assem-
bly and since 1999 Scottish Members 
of Parliament (SMPs) have sat in their 
own Parliament. Under an Act of the 

Westminster Parliament, the Scottish 
Parliament has power to legislate on 
any subject not specifically reserved 
to the Westminster Parliament such as 
defence or foreign policy. The UK’s ac-
cession to the European Communities 
in 1973 authorised by the European 
Communities Act 1972/ has meant the 
addition of a further legislative author-
ity in the legal system. The VK is also a 
signatory of tlie European Convention 
of Human Rights and this has been in-
corporated into UK law.
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1.3 Complete the table with words from A, B and C oppo-
site and related forms. 
Put a stress mark in front of the stressed syllable m each word. The first one has 
been done for you. Then complete the sentences below with words from the table.

Verb Noun Adjective

constitute Consti’tution Consti ‘tutional

legislate

proceed

convene

regulation

accede

elect
authorise

1. The.................................. is the body which has the function of making law; normally 
it is the Parliament.

2. It is quite a lengthy process to..........................................to the European Community.

3. Sometimes a court case can be delayed while counsels argue over .......................

problems.

OVER TO YOU!
Describe some of the distinctive features of your legal system and constitu-
tion, first as if a foreign lawyer, then as if to a foreign lay person.
For more information of the UK Parliament and legislative processes, go to:
www.parliament.uk; for the US Senate, go to: www.senate.gov/
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  1. THE PRACTICE OF LAW
PART 1: THE LEGAL SYSTEM

BODIES OF LAW

1 Read the excerpts below from the course catalogue of 
a British university’s summer-school programme in law 
and answer these questions.
1. Who is each course intended for?
2. Which course deals with common law?
3. Which course studies the history of European law?

A    LAW 121: Introduction to English law      LAW 221: Introduction to Civil law

This course provides a general overvi-

ew of    English law and the common-law 

system. The course will look at the sour-

ces of law and the law-making process, as 

well as at the justice system in England. 

Students will be introduced to selected 

areas of English law, such as criminal law, 

contract law and the law of torts. The re-

lationship between the English common 

law and EC law will also be covered.

 The course is designed for those   inter-

nationai students who will be studying at 

English universities later in the academic 

year. Other students with an interest in 

the subject are also welcome to attend, as 

the contract points between English law 

and civil law are numerous. The seminars 

and all course materials are in English.

More individuals in the world solve 

their legal problems in the framework 

of what is called the civil-law system 

than in the Anglo-Saxon case-law 

system. This course will introduce stu-

dents to the legal systems of Western 

Europe that have most influenced the 

civil-law legal systems in the world. It 

aims to give students an insight into 

a system based on the superiority of 

written law. The course will cover the 

application and development of Ro-

man law in Europe to the making of 

national codes all over the world.

The course is intended to prepare 

students who are going to study in a 

European universlty for the different 

approaches to law that they are likely 

to face in thet year abroad.
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2 Match these bodies of law (1-3) with their definitions (a-c).

1 civil law

2 common law

3 criminal law

3 Complete the sentences below using the words in the box 
based on       bound by      codified      custom      disputes   legislation  

non-criminal       precedents       provisions      rulings

The term “civil law” contrasts with both “common law” and “criminal law”. In the 
first sense of the term,  civil law refers to a body of law  1)____________written legal 
codes derived from fundamental normative principles. Legal 2) ______________ are 
settled by reference to this code, which has been arrived at through 3)__________. 
Judges are 4) ________________the written law and its 5)__________. In contrast, com-
mon law was originally developed through 6)_______________, at a time before 
laws were written down. Common law is based on 7) __________________ created by 
judicial decisions, which means that past 8) _______________________ are taken into 
consideration when cases are decided. It should be noted that today common 
law is also 9)______________, i.e. in written form. In the second sense of the term, civil 
law is distinguished from criminal law, and refers to the body  of law dealing with 
10)____________ matters, such as breach of contract.

4 Which body of law, civil law or common law, is the 
basis of the legal system of your jurisdiction?

a area of the law which deals with crimes and their punishments, including

fines and/or imprisonment (also penal law) 

b  1) legal system developed from Roman codified law, established by a state

for its regulation; 2) area of the law concerned with non-criminal matters,

rights and remedies с

c legal system which is the foundation of the legal systems of most of the

English-speaking countries of the world, based on customs, usage and court

decisions (also case law, judge-made law)
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TYPES OF LAWS
THE WORD LAW REFERS GENERALLY TO LEGAL DOCUMENTS WHICH SET 
FORTH RULES GOVERNING A PARTICULAR KIND OF ACTIVITY.

5 Read the following short texts, which each contain a 
word used to talk about types of laws. In which kind of 
document do you think each appeared?

1. The new EU Working Hours Di-
rective is reported to be causing 
controversy amongst the medical 
profession

3. The purpose of this Ordinance1 is 
to regulate traffic upon the Streets 
and Public Places in the Town of 
Hanville, New Hampshire, for the 
promotion of the safety and welfare 
of the public.

2. When a statute is plain and
unambiguous, the court must give 
effect to the intention of the legi-
slature as expressed, rather than 
determine what the law should or 
should not be

4. These workplace safety and 
health regulations are designed to 
prevent personal injuries an illness-
es from occulting in the workplace

5.Mr Speaker, I am pleased to have 
the opportunity to present the Dog 
Control Amendment Bill to the 
House. It is a further milestone in 
meeting the changing expectations 
we have about what is responsible 
dog ownership.

 1(UK) by-law/ bye-law
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6 Find words in Exercise 5 which match these definiti-
ons. Consult the glossary if necessary.
1. Rules issued by a government agency to carry out the intent of the law; authorised 
by a statute, and generally providing more detail on a subject than the statute
2. Law enacted by a town, city or county government
3. Draft document before it is made into law
4. Legal device used by the European Union to establish policies at the European 
level to be incorporated into the laws of the Member States
5. Formal written law enacted by a legislative body

7 Complete the sentences below using the words in the box
bill      directive      ordinance      regulations      statutes

1. The Town Council will conduct a public hearing regarding a proposed 

_________________ concerning property tax.

2. According to the_______________concerning working time, overtime work is work, 

which is officially ordered in excess of 40 hours in a working week or in excess 

of eight hours a day.

3. Early this year, the government introduced a new ______________________ on 

electronic commerce to Parliament.
4. A number of changes have been made to the federal____________ governing the 

seizing of computers and the gathering of electronic evidence.

5. The European Union _______________n Data Protection established legal principles 

aimed at protecting personal data privacy and the free flow of data.
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SPEAKING 1: EXPLAINING WHAT A LAW SAYS
There are several ways to refer to what a law says. Look at the following sentences:

The law stipulates that corporations must have three governing bodies

The law provides that a witness must be present.

The patent law specifies that the subject matter must be useful.

These verbs can also be used to express what a law says:

The law states / sets forth / determines/ lays down / prescribes that

Choose a law in your jurisdiction that you are familiar with 
and explain what it says using  the verbs listed in the box 
above.

Complete the text with the best word for each space
 Civil Law

Common  defendant

torts  .disputes

breach plaintiff

compensation  civil

rights honour

(1)_____________________law involves private _________________ and settles (3)________________

between individuals or organizations. It deals with claims for (4) ________________ 

(financial or otherwise) by a person, the (5) ________________, who has suffered loss 

or damage, such as a (6)_____________________ of contract, at the hands of another, 

the (7)_____________.  Civil law courts provide a forum for deciding disputes, involving (8) 

_________________, such as accidents and libel. The objective of civil law is to right a wrong 

or (9)____________ agreement. This is a legal alternative to revenge. An action in criminal 

law does not necessarily preclude an action ш civil law in (10) ______________ law countries.
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Match the legal terms and definitions 
1. Law

2. Justice

3. Legislation

4. Authority 

5. the judiciary 

6. law enforcement agency

7. the House of Representatives

8. the Senate

9. the House of Common

10. the House of Lords

THE AMERCIAN CONSTITUTION
Provisions      constitution

Branch       case

Federal       attorneys

Precedent      common

Codified      balances

The United States has one brief document called the (1)__________________________: all other 

laws in the United States, whether state or (2) _______________, must be consistent with it. 

The constitution provides a system of checks and 3) ______________ to make sure that no 

(4)________________________________  of the federal government becomes too powerful. An-

glo-American law is (5) _______________  law, but a significant portion of the law of the United 

States is (6) _____________________(written in the form of statutes). Where no legislation applies 

then attorneys must rely on earlier cases, known as (7) __________________law, but constitu-

tional (8) _____________________ and statutes take precedence. Law is created through the 

interaction of judges and (9)_________________________________ in the courtrooms across  the 

United States. Once the judge makes a decision, the decision become a (10) ____________. 

 

a. control resulting from a system of rules

b. the upper chamber of the US Congress

c. the principle of moral fairness

d. lower chamber of the British Parliament

e. the system of rules established by parliament, 

custom or practice

f. upper chamber of the British Parliament

g. an act passed by a law making body

h. the lower Chamber in the US Congress

a country’s body of judges

j. a police force that upholds the law
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CRIMINAL LAW AND CIVIL LAW

Match the legal terms and definitions: 

1. civil law

2. criminal law

3. the prosecutor

4. the plaintiff

5. a crime

6. a tort

7. the accused

8. the defendant

9. to litigate

10. damages

2 SOURCES OF LAW: LEGISLATION
Background to making new law

How are laws made in the UK?

The predominant sources of law in the United Kingdom are:

• primary legislation,   known   as Acts of Parliament or statutes, which begin 

life as drafts called Bills (see B and C beiow);

• secondary or delegated legislation, such as statutory Instruments, bye-

-laws, and professional regulations.

A new Act is passed in order to:

• update or amend existing legislation;

• legislate    for new circumstances    and enforce government policies;

• ensure UK compliance with International or European Union (EU) Law; 

• consolidate laws by bringing together into one statute all the existing statutes 

on one topic; 

• codify rules by bringing together all the case law and statutes on a particular 

subject where the principles are established.

a. initiates a civil case

b. an illegal action punished by law

c. the person on trial, in both civil and criminal law

d. compensation offered in civil law

e. deals with felonies and misdemeanours

f. to go to law to solve a problem 

g. initiates a criminal case 

h. deals with disputes between individuals

j. a civil wrong (accidents, negligence, libel)
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Parliament can enact     any      law      it chooses or repeal obsolete laws which are no   

longer   relevant,   and   the   courts   must enforce it. The exception to this Is EU law.

Note: Act of Parliament and Bill are always capitalized in legal usage; statute is not. 

Statutory instruments are delegated legislation created by government ministers. 

Bye-laws are made by local Government or public bodies.

BrE: an Act; AmE: a Bill

Early development of a Bill

The government may proceed to initiate a consultative process by the publica-

tion of a Green Paper in which its proposals are set out at an early stage with the 

intention of attracting public response and comment. The government’s White 

Papers contain their more definite proposals, although these are often published 

following consultation or discussion with pressure groups, professional bodies, 

or voluntary organisations. A Bill does not have to be preceded by a White or 

Green paper, although’ it may have been presented for public scrutiny, that is, 

examination, in draft forrn earlier.

Passing an Act

All Acts must be submitted to both Houses of Parliament in the draft form of a Bill. 

The legislative process involves three readings in both Houses. At the first read-

ing, the title is read to Members of Parliament (MPs); at the second, reading, MPs 

debate proposals. Then a standing committee will scrutinise the provisions in 

the Bill and may amend ft to ensure that ft enshrines the principles debated and 

approved at the second reading. This is reported back to MPs. At the third reading, 

the Bill is re-presented. The Bill then goes through readings in the upper house. 

The actual drafting of the legislation is undertaken

by Parliamentary Counsel. Finally, a Bill must receive Royal Assent from the mon-

arch before it becomes law on a specified date. In fact, this stage has been reduced 

to a formal reading of the short title of an Act In both Houses of Parliament and is 

now a formality.

Government Bills are introduced by the Government; Private Members Bills 

are proposed by MPs. Both methods may result in Public Acts that govern the 

general public. Private Acts affect particular Individuals or institutions.
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2.1 Find verbs in A opposite that can be used to make 
word combinations with the words below. 
There is more than one possibility for three of the answers.

Parliament can
1  ......................................  Acts of Parliament.
2  ..................................... new statutes.
3  ......... . ........................ existing legislation.
4 ......................................obsolete law.
5  ........ …………….. statute law, case law, and amendments into one Act.
6 .....................................law by repeating and re-enacting in one statute provisions of a 
number of statutes on the same subject.

2.2. Complete the sentences. Look at A, B and C opposite 
to help you. Pay attention to the grammatical context.
1. An order made under authority delegated to a government minister by an Act of 

Parliament is known as a ……………………………………

2.  A  ……………………… is made by a local authority or a public or nationalised body and 
has to be approved by central government.

3. Charities like Oxfam and Help the Aged can act as ……………………., lobbying for law reform.

4. The Committee needs to ensure the Bill incorporates die principles agreed so 
diey check it by …………………………………………….
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2.3. A visiting Russian colleague is asking an English 
solicitor about the legislative process. Replace the un-
derlined words in their conversation with alternative 
words from C opposite. Pay attention to the grammatical 
context. There is more than one possibility for two of 
the answers.
Natasha:   How is new legislation enacted?
Charles:    Well, initially the (1) draft legislation has to be (2) presented to both 
houses. The draft is (3) discussed several times. A committee has the job of 
checking that the Bill (4) incorporates the fundamental elements (5) agreed at 
the second reading. After this, the Bill is (6) shown again to the lower house. 
Natasha:   Who does the (7) formal writing of the legislation? 
Charles:    It’s (8) done by qualified barristers employed as civil servants, known 
as Parliamentary Counsel.
Natasha:  Who can (9) put forward Bills?
Charles;   The government and, less commonly, MPs.

OVER TO YOU!
Describe the process of making new law in your country. What are the strengths 
and weaknesses of the process?

For more information of the UK Parliament and legislative processes, go to: www.

parliament.uk; for legislation around the world, go to: www.lexadin.nl/wlg/legis/ 
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Useful verbs
ALL THE VERBS in the box relate to legal matters. Use them to complete me sentences. 

The first one has bom done for you as an example.

Adjourn    approve    arbitrate    bribe    dismiss    earn    employ    evict     issue     

obligate      reach    recommend     rescind    testily    withhold

1. The jury was unable to reach an unanimous decision.

2. The new  landlord  has started  proceedings  to_________________all the tenants.

3. I am sure the board will ________________your proposal: it’s just the sort of thing 

they’re looking for at the moment.

4. The policeman warned him that it was illegal to_____________evidence.

5. How much dividend do these shares 7

6. The minister was desperate and even tried to____________________ the policeman 

to get the charges dropped.

7. Unfortunately the committee  has  had  to______________________its earlier decision 

on the use of local government premises.

8. This tribunal will now __________________ until tomorrow at ten a.m.

9. How many people does the company_____________________________?

10. Are you ready to ________________ in court that this is what happened ?

11. The company is going public and they are going to______________25,000 shares.

12. Do you realise that this contract will____________________  you to buy a minimum 

quantity of goods each year?

13. This evidence is hearsay and I call upon the court  to_________________________it.

14. The prisoner’s behaviour has been good  and  I am  going to________________him 

for parole.

15. The management and the union could not agree and they called in an indu-

strial tribunal to___________________________.
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Word Association
Partnerships

SOME WORDS FORM “partnerships”.  For example, we talk about income tax not re-

venue tax: Both forms are grammatically correct, but only the first is normally used.

Exercise I. Match the verbs on the left with the nouns on 
the right to make  ten partnerships. Some verbs will go 
with more than one noun; different answers are given 
in the key

VERBS

break

commit

cross examine

charge

declare  

enter

evade

hear

negotiate

return

NOUNS

a case

a market

a fee

an interest

a law

a crime

a verdict

terms

a witness

taxes
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Exercise 2. Complete these sentences using the par-
tnerships from the first exercise. You may have to ma-
ke some changes to fit the grammar of the sentences. 
The first one has been done for you as an example.
1. You must know that you are breaking the law when you park on the pavement.

2. The merger will only go ahead if the two companies can ________are both 

happy with…

3. After two hours deliberation the jury _________________of not guilty.

4. A good accountant can save you money by finding ways to _____________________.

5. We have _______________________ for the prosecution, which depends on an 

unreliable identification.

6. When she was ______________________ he contradicted his earlier testimony.

7. I am innocent; I did not _________________ you accuse me of.

8. During the recent debate on this matter Mr Allen failed to _______________________ 

: he is a director of the company bidding for the contract.

9. Most solicitors do not ____________________________ for the first consultation.
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ADJECTIVES
ALL THE ADIECTIVES in the box are connected with legal matters. Use tfaem to com-
plete the sentences. The first one has been done for you: upreliminary hearing is held 
before a court case to determine if the whole case should be tried or just some issues.

Bankrupt   civil    concurrent   consecutive    exemplary   exempt    flagrant ger-
mane    hostile   intentional   joint    liable    out-of-court   overdue   preliminary

1. After the      preliminary hearing the judge decided that it was not necessary 

to try the whole case.

2. Although it was her first case her conduct of it was________________and she was 

complimented by the judge.

3. As chairman he was personally____________________________for the company’s debts.

4. Before leaving the country, the husband took all the money from their _______________ 

bank account.

5. Giant Inc has offered  £500,000 compensation and they are hoping to reach 

an_________________________settlement this week.

6. He was given two_______________________jail sentences of six months in December, so he 

will be free by June at the latest.

7. He will obviously be found  guilty, it is a _______________________________case of corruption.

8. His business was unsuccessful and  after only two years he was_______________________ .

9. Interest payments on the debt are three weeks _____________________ and must be paid 

immediately.

10. Mr and Mrs Lewes brought a_________________________action against the airline for ruining 

their holiday.

11. Non-profit making organisations are _____________________________ from tax.

12. The defendant’s wife was ruled a________________________witness by the judge and cross-

-examined by the defence.

13. The prosecution claimed that their abusive treatment of the child was an act 

of___________________cruelty and not simply the result of a momentary passion.

14. They were given two______________________ jail sentences of two years, so they will be in 

prison for up to four years.

15. Your argument is not ______________________ lo the motion and I suggest we return to the 

business in hand.
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4 THE COURT SYSTEM
Civil court         

Duncan Ritchie, a barrister, is talking to a visiting group of young European lawyers. 

“Both criminal and civil courts in England and Wales primarily hear evidence and 

aim to determine what exactly happened in a case. Broadly speaking, the lower 

courts decide matters of fact and the upper courts normally deal with points of law. 

In England, simple civil actions, for example family matters such as undefended 

divorce, are normally heard in either the Magistrates’ Courts or the County Courts.
         Judges have different titles depending on their experience, training, and lev-
el. A single stipendiary magistrate or three lay magistrates sit in the Magistrates’ 
Court. There’s no jury in a Magistrates’ Court. Family cases may go on appeal 
from the Magistrates’ Court to the County Courts. The County Court also hears 
complex first instance civil cases, such as contract disputes, compensation 
claims, consumer complaints about faulty goods or services, and bankruptcy 
cases. Claimants, previously referred to as plaintiffs, may seek a legal remedy for 
some harm or injury they have suffered. There are circuit judges and recorders 
who sit in the County Courts, usually without a jury. Juries are now rare in civij 
actions, so normafly the judge considers both law and fact.
         More complex civil cases, such as the administration of estates and actions 
for the recovery of land, are heard in the High Court of Justice, which is divided 
into three divisions: Family, Chancery and Queen’s Beach. The court has both 
original, that is, first instance, and appellate jurisdiction. From the High Court 
cases may go on appeal to the civil division of the Court of Appeal, which can 
reverse or uphold a decision of the lower courts. Its decisions bind all the lower 
civil courts. Civil cases may leapfrog from the High Court to the House of Lords, 
bypassing the Court of Appeal, when points of law of general public importance 
are involved. Appellants must, however, apply for leave to appeal. Decisions of 
the House of Lords are binding on all other courts but not necessarily on itself. 
The court of the House of Lords consists of twelve life peers appointed from 
judges and barristers. The quorum, or minimum number, of law lords for an ap-
peal hearing is normally three, but generally there is a sitting of five judges.
Note: A stipendiary is a full-time paid magistrate who has qualified as a lawyer.

A lay magistrate is unpaid and is an established member of trie local community.

A circuit is a geographical division for legal purposes; England and Wales are divided into six.

A recorder is a part-time judge with ten years standing as a barrister or solicitor.

See Unit 12 for more information about judges. See unit 12 below for more information about juries.
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Criminal courts
        About 95% of all criminal cases in England and Wales are tried in the Magis-
trates’ Courts, which deal with petty crimes, that is, less serious ones. In certain 
circumstances, tire court may commit an accused person to the Crown Court for 
more severe punishment, either by way of a fine or imprisonment. Except in cas-
es of homicide, children under 14 and young persons - that is, minors between 14 
and 17 years of age – must always be tried summarily, meaning without a jury, by 
a Youth Court. A Youth Court is a branch of the Magistrates’ Court. Indictable of-
fences, that is, more serious ones such as theft, assault, drug dealing, and murder, 
are reserved for trial in the Crown Court. In almost all criminal cases, the State, in 
the name of the Crown, prosecutes a person alleged to hare committed a crime. 
In England and Wales, a jury of twelve people decides whether the defendant is 
guilty of the crime she or he is charged with. The Crown Court may hear cases in 
circuit areas. From the Crown Court, appeal against conviction or sentence lies 
to the Criminal Division of the Court of Appeal. If leave to appeal is granted by 

1. Complete the diagram. Look at A and B opposite to help you.
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1.2. Complete the table with words from A and B oppo-
site and related forms. Put a stress mark in front of the 
stressed syllable in each word. The first one has been 
done for you.

verb Noun – even or action Noun – person 

sit sitting

appeal

hear

try

claim

Match the two parts of the sentences and complete the 
gaps with words from die table above. Pay attention to 
the grammatical context. There is more than one possi-
bility for three of the gaps.

1. The______courts can

2. An appellant must get 

3. In a civil action, a ______ who has suffered

4. Magistrates generally _______cases of petty crime as

5. Indictable offences are

• court of first instance

• normally _______ in the Crown Court

• reverse or uphold decisions of lower courts. 

• harm or injury seeks a remedy

• leave to______________before taking a case to a 

higher court.
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ODD ONE OUT
IN EACH OF the following sets of four, one word or expression is the odd one out -it 
does not fit with the others. For example:
Lawyer. ................................................Judge ……………..(criminal) ......... policeman
Criminal is the odd one out: the other three all defend the law. Find the odd one out in 
each of the sentences and circle it, as in the example.
 

1. divorced  married  separated  alone

2. judge   counsel  banister   solicitor

3. robbery   arson  shoplifting  burglary

4. indict  accuse  charge    convict

5. responsibility  duty   right   obligation

6. murder   blackmail  manslaughter   homicide

7. hereafter  hereinafter  hereunder   herewith

8. collateral   pica   surety   guarantor

9. condemnation clemency pardon    mercy

10. guillotine   electric chair gas chamber   execution

11. dispense  distribute  disburse   discredit

12. ransom  abduct  take hostage  kidnap

13. accidentally deliberately knowingly  wilfully

14. verdict  ruling  appeal   decision

15. intellectual property royalty  patent   copyright

16. joint venture partnership contract  merger

17. accused  witness  defendant  prisoner

18. admit  permit  allow   deny
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Adjectives 2
ALL THE ADJECTIVES in the box are connected with legal matters. Use them to 

complete the sentences. The first one has been done for you.

Biased competent conditional domestic dual    equal   final    guilty     heavy   legal   

official   ostensible reciprocal    unlimited    wilful

1. They had the motive, the means and the opportunity - they’re obviously guilty ,

2. She has_____________nationality; her parents are Irish but she was born in Italy.

3. It was a serious case and the looters received a____________________sentence.

4. On investigation we discovered diat his____________partner had no official con-

nection with the business.

5. I am afraid that this court is not_______________to deal with this matter. You will 

have to go to a higher court.

6. Perhaps you do not agree with the company’s actions, but they were perfectly 

______________________.

7. Of course, you must understand (hat all tins is _________________on your accepting 

our price.

8. Money is no problem: the bank has given us________________________credit.

9. There is no excuse for this; you knew what you were doing: it is a case 

of___________________misconduct.

10. The company has not previously exported ‘anything: we have only served the  

____________market.

11. You’ll never win the case with this judge – he’s completely____________against you.

12. The agreement would be________________ if you sold in our market we would 

expect the same rights in your market.

13. It must be an ________________________statement; it’s signed by the Prime Minister.

14. This month, after twenty-five years, I will make the __________________payment 

and the house will be mine.

15. The law now states that male and female workers must ha-

ve___________________________________________________________pay.

Extension. Choose five of the sentences and dictate them to a partner.
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The United Nations (UN)
The UN, an intergovernmental organization established in1945 as the successor to 
the League of Nations, is concerned with the maintenance of international peace and 
security. Its headquarters are in New York City. On December 10, 1948, the Declaration 
of Human Rights was issued, defining the civil, political, economic, social; and cultural 
rights of human beings. Below are extracts from the first 10 articles (there are 30 in all). 
Complete the text by choosing the correct word from the box.

charge     detention     discrimination     exile    -free-    freedoms     law    liberty     

punishment     race     remedy     rights     slavery     tribunal

Article 1. All human beings are born      free       and equal in dignity and rights.

Article 2. Everyone is entitled to all the rights and ____________set forth in this Decla-

ration, without distinction of any kind, such as _______________ colour, sex, language, 

religion, political or other opinion, national or social origin, property, birth or other status.

Article 3. Everyone has the right to life, ______ __________________________and security of person.

Article 4. No one shall be held in _____________  or servitude; slavery and the slave 

trade shall be prohibited in all their forms.

Article 5. No one shall be subjected to torture or to cruel, inhuman or degrading 

treatment or __________.

Article 6. Everyone has the right to recognition everywhere as a person before 

the ______________.

Article 7. All are equal before the law and are entitled without any ____________ to 

equal protection of the law.

Article 8. Everyone has the right to an effective  ___________ by the competent na-

tional tribunals for acts violating the fundamental rights granted him by the con-

stitution or by law.

Article 9. No one shall be subjected to arbitrary arrest, ___________ or __________________.

Article 10. Everyone is entitled in full equality to a fair and public heating by 

an independent and impartial________________________, in the determination of his 

______________and obligations and of any criminal____________________against him.
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OPPOSITES 1 -PREFIXES
ENGLISH OFTEN USES prefixes to create opposites. There are several different pre-

fixes which are used. Choose the right prefixes for each of the adjectives in the box 

and write it into the table. The first has been done for you: evidence which is inadmis-

sible will not be accepted (admitted) by a court.

admissible   capable    competent 

confirmed    correct    dependent  insured  just

lawful    legal    legitimate    moral    movable    perfect    professional proper    recon-

cilable    recoverable    regular    relevant  reliable    sane    solvent    valid

il- im- In- ir- un-

1.

2.

1.

2. 

3. 

4.

1.

2. 

3. 

4.

5.

 6. 

7.

8.

inadmissible 1.

2. 

3. 

4.

1.

2. 

3. 

4. 

5. 

6.

Exercise 2. Use twelve of the adjectives in the table to comp-
lete these sentences. The first one has been done for you as 
an example.

1. Hearsay evidence - evidence which a witness has heard from another source 

- is     inadmissible in a court of law.

2. Can you check these accounts? Some of the figures seem to be______________

_._____________________ .

3. The witness was completely ______________________: she kept changing her story.

4. It is____________________for a lawyer to enter into personal relations with a client.

5. We returned the goods to the supplier because they were______________________,

6. That’s very interesting, but__________________________: can you please comment 

only on this case?

7. There are rumours of a takeover, but they are still_______________________________.
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8. It is ____________________________________    to sell tobacco without a licence.

9. He could not pay his debts and was declared ___________.

10. This document is ________________ without the signature of a witness.

11. The director of the company has left the country permanently and I’m afraid 

the debt is now_______________________________.

12. At twenty-one she left home and became______________.

Opposites 2
THE WORDS BELOW are all from the world of law. Match them into twelve pairs with 
opposite meanings and write them in the table. The first one has been done for you 
as an example: guilty and innocent are opposite.

accidental        

acquit    borrow     bring forward

cancel    civil     confess     confirm     convict

criminal    defence     defendant     defer    deliberate     deny

guilty     imprison    innocent    landlord    lend

plaintiff     prosecution      release

tenant

guilty – innocent

Exercise 2. Complete these twelve sentences. Use one word 
from each pair of oppositcs. The first one has been done for 
you as an example.
• He was found guilty and sentenced to two years in prison.

• There was insufficient evidence for the court to___________her.

• As the accused was seriously ill, the judge decided to __________ the trial  until the 23rd.

• The__________says he cannot pay the amount the court  has  awarded.

• Acording to the terms of the contract, if the _____ doesn’t pay the rent for two 

months he can be evicted.

• The police were accused of using torture to make suspects____________.

• Before you________such a large amount of money, are you sure you can repay it?

• He brought a_______ action against the company, claiming that the accident had been-

caused by a manufacturing fault in the automobile.

• He has served twelve years in prison and the authorities will ___________him tomorrow.
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• The ____________________case is that the accused could not have committed this 

crime as he was in Glasgow on the day in question.

• I’m afraid I’ll have to _____________ our meeting on the 16th – I have to go to Berlin 

on that day to see a client.
• The question is this: when he left the gun in the room was it a _________ plan or a 

moment of carelessness?

Extension. Work with a partner and test each other. One person closes the 
book, the other asks questions. For example: What’s the opposite of guilty?

LANGUAGE FOCUS

1 Prepositions. Complete the following text with the 
prepositions in the box

against   for   of   of   on   on   on   to

Last month, three high-level employees of the Junesco Corporation were arrest-
ed for  fraud. They were accused 2)  having developed a complex scheme 
involving investors’ money. An action was brought 3)_____them in the civil court. 
Alj three were convicted 4)________fraud and obstruction of justice, and sentenced 
5) two years’ imprisonment. The judge stated that the actions of the three 
men not only had an adverse effect (6)____ the Junesco Corporation, but also had 
a negative impact 7)________ investors’ confidence in the financial system. After 
the defendants’ lawyers requested that the judge suspend the sentences, the 
men were put 8)___probation.

2 Words easily confused. Distinguish the following words 
by matching each with its definition. Then use one word from 
each pair to complete the sentences that follow.
1 proof / prove
a ……… ............... (verb): to show a particular result after a period of time
b ..............................................(noun): a fact or piece of information which shows that something 
exists or is true
The state was unable to ……………… that the defendant was an accomplice to the theft.
2 prosecution / persecution
a ........................... ………: the lawyers in a trial who try to prove that a person accused of commit-
ting a crime is guilty of that crime
b ....................... . .............…..: treating someone unfairly or cruelly over a long period of time be-
cause of their race, religion or political beliefs
According to news reports, the .....................…………..will seek the death penalty for the dictator.
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3 proscribe / prescribe
a .......................................: to tell someone what they must do; to give something as a rule
b ... ..........................................: to forbid something
Federal laws ____________________ ........sentencing guidelines and rigid mandatory minimum 
sentences, especially for drug-and-gun offences.

3 Passive constructions Change the underlined verbs 
in these sentences from active to passive, keeping the 
tense the same and making any other necessary changes.
1  The court found the co-conspirators guilty on several counts, most notably 
fraud and conspiracy.
2 White-collar crime affects employees, consumers and citizens alike.
3 A judge sentenced the former CEO to 87 months in federal prison for his 
role in arranging fraudulent loans that led to the company’s forced bankruptcy.
4 If the prosecutor fails to prove that the accused is guilty beyond a reason-
able doubt, the jury renders a verdict of ‘not guilty’.
5 The state prosecuted the company founder for tax evasion, and he is now 
serving a three-year sentence.
6 The parole board put the prisoner on parole after four years of good con-
duct in prison.
7 The judge gave the defendant a suspended sentence for the theft of his sis-
ter’s car while intoxicated.

LANGUAGE FOCUS
1. Word formation. Complete this table by filling in the correct forms.

Verb  Noun

form formation

registration
incorporation

Regulate
enforcement

wind up
dissolution
funding

2 Collocatlons with company. All of the verbs in Exercise 1 collocate with the 
word company except one. Which one is it?
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3. Adjective collocations 

A  Match the Adjectives (1-6) with the nouns they commonly collocate with (a-f)
limited    party
sole    documents
third    liability
constitutional     funding
corporate      company
publicly listed   proprietor

b Use the collocations to complete these sentences.
1. Limited liability is attractive to investors, as it greatly reduces their 
personal financial risks. 
2. Once you have filed the required statutory forms as well as the __________
with Companies House, a certificate of incorporation be issued to you. 
3. If you decide to form an unincorporated business yourself, you will be what is 
known as a ____________________. 
4 The _______________ on which many researchers depend is sometimes con-
sidered ethically problematic.
5 All motor insurance policies now automatically give _____________cover 
throughout the EU.
6 If a business offers its shares for sale to the general public, it fs known as a 
_____________.

Complete the definitions. Look at A opposite to help you. There is more than 
one possibility for one of the answers.
1.________________a breach of duty towards other people generally
2.________________financial compensation for loss or injury
3.________________physical or economic harm or loss
4.________________person who makes a claim
5.________________making public a statement which harms someone’s reputation
6.________________total legal responsibility for an offence which has been committed
7 .________________an interference with private property
8 .________________spoken statement which damages someone’s character
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Complete the table with words from A and B opposite and related forms. Put 
a stress mark in front of the stressed syllable in each word. The first one has 
been done for you.

Noun Adjective

slander slanderous
defamation

libel
l i a bi l ity

injury

Match these adjectives from the text (1-5) with their synonyms (a-e).
voluntary
key
vast
confidential
conventional

Match these verbs with their definitions. The verbs are in italics in the article.

to waive

to hear
to plead
to apply 
to appeal
to challenge

huge
traditional
private
important
optional

to formally request that a decision of an inferior body be re-
viewed by a superior one
to argue a case in court
to give something up
to make use of something (when deciding a case)
to question something
to listen to a case at a relatively formal proceeding
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Introduction to the EU organisation
‘Without a sense of caring, there can be no sense of community.”

Anthony J. D’Angelo

Section A

Warm-up questions

Answer these questions.
1. Which of these countries is not in the euro zone?
a) Finland c) Denmark
b) Austria d) Greece

2. The European Parliament was elected by universal suffrage for the first time 
in
a) 1974 c) 1981
b) 1979 d) 1984

3. After the enlargement in 2004 the number of official languages of the Europe-
an Union is
a) 19 c) 21
b) 20 d) 24

4. Which six countries first created the European Union?
France, Denmark, the Netherlands, Germany, Belgium, the UK, Luxembourg, 
Italy, Greece, Spain, Portugal, Austria, Sweden, Switzerland, Poland

5. When was the common European currency launched?
a) in 1989  c) in 1997
b) in 1990                 d) in 2002

6. Which of the following bodies is not an institution of the European Union?
a) the Court of Justice    c)the Court of Auditors
b) the European Parliament   d)the Council of Europe

7. The SAPARD programme relates to
a) transport      c) education
b) agriculture    d) industry

8. Does the European Union have its army?
a) yes
b) no
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Introduction to the EU organization

READING
Read the text below about the European Union and check some of your answers.

The European Union (EU) is a family of democratic European states that cooperate 
for peace and prosperity. It’s not a state that is to replace existing states but it’s more 
than an international organization. Member States have established common 
institutions to which they delegate some of their sovereignty so that decisions on 
specific issues of common interest are taken democratically at European level.
The history of the EU origin begins during the Second World War when European 
nations understood that in order to stop future destruction and killing it had to 
stand up as one united state.
This idea was made public by French Foreign Minister Robert Schuman in his 
speech on the 9th May 1950. 
This day is celebrated as the “birthday” of what we know now as the EU. 

Institutions
There are five EU institutions within the body of the EU. Each of them plays an 
important role.
• European Parliament (elected by the peoples of the Member States)
• Council of the European Union (representing the governments of the 

Member States) 
• European Commission (driving force and executive body) 
• Court of Justice (ensuring compliance with the law) . 
• Court of Auditors (controlling sound and lawful management of the EU 

budget). 
• These five institutions are assisted by five other bodies: 
• European Economic and Social Committee (expresses the opinions of 

organized civil society on economic and social issues) 
• Committee of the Regions (expresses the opinion of regional and local 

authorities) 
• European Central Bank (responsible for managing the euro and monetary 

policy)
• European Ombudsman (deals with citizens’ complaints about 

maldadministration by EU institution or body)
• European Investment Bank (helps achieve EU objectives by financing 

Investment projects)
There are also a number of agencies and other bodies that complete the system.
The role of law is fundamental to the EU. 
 Initially, the EU consisted of just six countries: Belgium, Germany, Italy, 
Luxembourg, the Netherlands and France. Denmark, Ireland and the UK joined in 
1973. In 1981 joined Greece, in 1986 Spain and Portugal, and Austria, Finland and 
Sweden in 1995. The biggest ever enlargement with 10 new member takes place 
in 2004.
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VOCABULARY TASKS
Choose the best explanation for each of these words or phrases from the 

text.

1. Member States (MSs) have established common institutions to which 

they delegate some of their sovereignty.

a) MSs delegate their independent consultants

b) MSs delegate their important representatives

2. This idea was made public by French Foreign Minister.

a) this idea was leaked to the public

b) this idea was officially presented

3. The EU fosters cooperation amongst the peoples of Europe.

a) the EU protects cooperation

b) the EU promotes and encourages cooperation

Give another word or phrase used in the passage to replace the following 

words.

Example: belonging to members of one or more communities common

1. supreme and unrestricted power of a state or a person

___________________________________________________________________________________________________

2. the beginning of something, first part

___________________________________________________________________________________________________

3. the branch of government responsible for carrying out laws or decrees

___________________________________________________________________________________________________

4. to make certain or sure, to guarantee something

___________________________________________________________________________________________________

5.  agreement, obedience, conformity

___________________________________________________________________________________________________
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Introduction to the EU organization
Revision warm-up questions

Please consider the following issues.
1. Do you think that it is possible for the EU to create and aim at common objec-

tives, or is the EU too large to work harmoniously?
2. Is compliance a necessity? Why?
3. What might happen if a Member State attempts to apply exceptional mea-

sures for its particular interests? Can you think of some examples?

READING
Read the text by Valery Giscard d’Estaing about the foundation of the European Union.

VALERY GISCARD D CSTAING
Formerly Finance Minister, Giscard was President of France from 1974 to 1981

Until 1964, we were still living with the fear ot the Soviet invasion, and the whole 
political vocabulary suggested we could wake up one morning occupied by hordes 
of Soviets. In reality, French public opinion had the idea that such a thing could 
no longer happen, so the nation’s fears shifted to something different; the threat 
of nuclear war. We felt that in a Soviet-American war of mutual destruction, we, 
Europeans, would be the first victims. During this time, De Gaulle’s idea was to get 
out from under America’s tutelage. For the French public, however, the idea was that 
since the great danger was nuclear, we had to protect ourselves. Which explains the 
public support for the French and German conduct. Helmut Schmidt often told me, 
“You, the leader of a nuclear power, can’t realize the psychology of a country that 
knows it has no nuclear arms and is totally dependant on others for its protection. 
This was also the period when the Europeans came closest to realizing federalism. 
In 1979, to advance that prospect, we adopted a two-stage plan that would have 
led to a single currency by 1982 or 1983. We were very close to the goal. But I was 
defeated in 198l, and Schnndt left power in 1982, which put an end to the monetary 
part of the project. What is interesting is that we almost succeeded. It was a huge 
missed opportunity.
There was also a shift in France’s internation al role during this time. De Gaulle’s idea 
was that France must reaffirm its place in the world, and to do that, it had to show 
that it could annoy the others. My idea was different. First, we had to acknowledge 
that we were only a middle-size power, but we had a high degree of freedom. My 
idea was that we should be a country of initiative, contributing by our propositions 
to a more harmonious world. So I took initiatives. Immediately after my election in 
1974, I called for a North-South meeting between the industrialized countries and 
the oil-producing countries to try to find some common ground. Then, in the same 
spirit, I came up with the idea for the the G-7 summits, to discuss problems that 
confronted the whole industrialized world. In each case, it was French launching 
an idea, proposing a formula that permitted us to find avant-garde solutions in 
non-confrontational way.

Financial Times
March 1997
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Mark these statements true (T) or false (F) according to the text above.
1. The French public opinion was afraid of the Soviets.
2. De Gaulle wanted to become independent of American influence.
3. For the first time the single European currency appeared in 1983.
4. France changed its role on the international arena at the beginning of the 1980s.
5. De Gaulle wanted France to be a country of initiative.

Match these terms with their definitions.
1. shift
2. mutual
3. tutelage
4. conduct
5. summit
6. to acknowledge

Complete these sentences with appropriate prepositions.
1. That was the time when nation’s fears shifted ........................... something different.
2. De Gaulle’s idea was to get ................................... under the American tutelage.
3. There was also a shift ...................Poland’s stance.
4. I understood that we needed to contribute ................................................a more harmonious world.

5. During our last meeting he came ...................with an idea of reporting.

INTERNAL MARKET
“There was that law of life, so cruel and so just, that one must grow
or else pay more for remaining the same.”
Norman Mailer The Deer Park

Answer these questions.
1. The term ‘globalization’ has become very popular. What does it mean? What 

are your feelings on this?
2. What makes an organization global and why do some companies go global? 

Can you name several global organizations?
3. How can the phrase ‘think global, act local’ be implemented in the business 

environment?

a) peak, culmination
b) guidance; dependence
c) behaviour
d) shared, common, reciprocal
e) to admit, to declare, to confess
f) change
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READING
reading comprehension

Read the article from the “Financial Times” about developments in the inter-
national transport sector and answer the following questions.

1. What was the result of the European consent for air transport liberalization?

2. What action plan did the US and the EU agree on during the summit in Washington?

3. What factors contributed to the cooling of air industry worldwide?
4. What fundamental rule must be applied to air industry in order to boost its 
development?

5. What hampers airline mergers?

6. Why do American and European travellers pay artificially high prices?

7. According to first consultants’ studies, how will the aviation market improve 

under ’open skies’ policy?

Troubled  airlines  need  open  skies
By Loyola de Palacio
FT.com site, June 29, 2003

This month, the European Union took a decision that will have a huge impact on in-
ternational air transport.  More than, a decade after agreeing to liberalise European air 
transport, which created the world second largest domestic aviation market after the 
US, the EU at last agreed to speak with one voice in international aviation. The European 
Comission  was granted a mandate to negotiate, on behalf of the 15 EU member states 
in open avltfion igruc merit with thcrpS.
During the EU-US summit in Washington last week, the two sides agreed to start com-
prehensive talks in early autumn. This brings aviation into lines with other industries, 
where the EU has developed a coherent approach to international trade. It has worked 
assiduously to open markets and stimulate cross-border investments. We now have 
the same opportunity to join with other countries to create a more competitive market 
for aviation. 
But, to achieve this ambitious goal, the EU and US must shed old thinking and work 
together to build a dynamic aviation market, which constitutes 40 per cent of global 
traffic. To suc ceed, we shall have to remove long-embedded commercial restrictions 
and archaic ownership rules so that investment may flow and airlines can create 
truly international businesses.
There are several compelling reasons to push forward with such an ambitious agen-
da now. On both sides of the Atlantic, the aviation industry – and the big airlines in 
particular – find themselves drowning in an economic quagmire. The terrorist attacks 
of September 11, 2001 certainly contributed to this downward spirall.  But a post-boom 
:cooling of many economies combined with the aggressive growth of cost -efficient, 
low-fare competitors  and a willingness by business travellers to seek out bargains 
fares,  has  changed the aviation landscape. While airline management must adapt 
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to the new realities: of their market, US and EU leaders must do their part to ensure 
the viibility of a robust aviation industry.
To accomplish this, we must work together to create a regulatory environment 
that benefits both consumers and commerce. The days of state aid, special treatment 
and protection should be well behind us.  Instead, we must guarantee that airlines 
have the same freedom to develop efficient global companies as do those in other 
industries.
At present they lack that freedom. Air transport between the US and EU member 
countries is controlled by various treaties. Each imposes nationality requirements 
on the ownership of airlines, preventing mergers between European airlines from 
different countries and between US and European airlines. As a result, successful 
carriers cannot grow and weaker carriers cannot merge with stronger ones. This 
represents a significant obstacle to the consolidation of the industry.
Consumers also suffer under the current system. The same nationality rules prevent 
foreign companies from entering national markets and providing competition to estab-
lished carriers. The result is that both American and European travelers pay artificially 
high prices for tickets and the economy as a whole suffers.
Of course, the aviation industry requires especially tough enforcement of safety and 
security standards. Furthermore, in times of emergency, governments must have the 
ability to airlift citizens and supplies. However, I am convinced that neither of these issues 
principally concern questions of ownership. In the course of negotiations, we shall aim 
to obtain a level local accountability from the commercial sector that is enough to satisfy 
the nedds of our governments on both these fronts.
We must not shy away from difficult issues or set our ambition too low. In doing so, we 
would risk that the aviation industry rules stay same for a long. Our consumers and 
industry itself deserve better. And according to first studies it is estimated that an EU/US 

open aviation area would generate  upwards of 17m extra passengers a year and con-
sumer benefits of at least $5bn a year and would boost employmeut on both sides of 
the Atlantic.
The effects of such a deal would be farreaching. As the two most important air 
transport markets, the EU and the US now have a unique chance to improve global 
aviation: open aviation area would set a historic example to other countries. This op-
portunity must not be missed.

The writer is vice-president of the European Commission 
responsible for energy and transport.
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These phrases summarize the main idea of each paragraph of the article. 
Match these titles with the correct paragraph.

1. a need for comprehensive talks

2. reasons for change in the aviation landscape

3. the EU decision to negotiate open skies

4. safety and security standards

5. shedding the past red tape

6. consumers’ high prices

7. freedom problem

8. future forecast

9. a historic opportunity

10. removing imperfect legacy

Now match the paragraph titles/heading to the function they play in the ar-
gumentative composition.

1. problem presentation - background information

2. giving reasons for action - rationale

3. presenting consequences - possible outcomes

VOCABULARY TASKS
Choose the best explanation for each of these phrases.
1. domestic aviation market
a) internal aviation market
b) familiar aviation market

2. coherent approach to international trade
a) uniform approach
b) logical and comprehensible approach
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TEST 1
Name___________________________________________

Match the words on the left with their definitions on the right.

1. origin

2. to undermine

3. premium

4. amendment

5. mutual

6. red tape

7. attainment

8. tutelage

9. compliance 10. to promulgate

Choose the word from the box and complete the sentences below with 

its correct form.

shift      liable       relevant   merger     promulgate        commerce

minute    subsidiary        retailing       tutelage       consent    sound

foster     maladministration

1. Until 1963 we were living under the threat of the Soviet invasion, however, 
later the nation’s fear_______________to something different.
2. The notice reads that the new term_________________on 1 April.
3. The auditor’s report revealed that there have been some_________________traces 

of contamination.

4. Many observers anticipate a long-awaited_____________of these two giant companies.

5. The permission is conditional upon the ________________ of the competent authority.

6. It was the time when France wanted to get out from under the Ameri-

can____________

and reaffirm its position on the international arena.

7. All___________________subjects will have to be considered.

8. When I came home yesterday, the boys were__________________asleep.

9. The EU_________________cooperation amongst all Member States.

10. The recent report illustrates how fragile the________________sector is.

11, European Ombudsman deals with cases of___________________

a. insurance fee; percentage 

b. an addition or alteration made to a document

c. lots of rules and regulations which seem to have no 

purpose

d. the beginning of something

e. to weaken something gradually

f. shared, common

g. guidance; dependence

h. achievement

i. to announce, to communicate; to spread  conformity
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12. One of our___________________has been declared insolvent.

13. The agreement with CBO will be___________________soon in the official jour-

nal.

14. Businesses that cause environmental damage will be held financial-

ly_____________ for any measures to clean up the problem.

Match the words below to form phrases.
1. derogation a) solutions

2.take b) regime

3. compliance c) governors

4. business d) contamination

5. remain e) applicable

6. soil f) liability

7. regulatory g) sensitive

8. environmentally h) operations

9. technical i) precedence

10. environmental j) schedules

11. intermediary k) standards

12. regional provincial I) periods

Choose 7 collocations from Exercise 3 and write your own sentences using 

the pairs.

1. ____________________________________________________________________________

2. ____________________________________________________________________________

3. ____________________________________________________________________________

4. ____________________________________________________________________________

5. ____________________________________________________________________________

6. ____________________________________________________________________________

7. ____________________________________________________________________________
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COMPETITION 
“Competition brings out the best in products and the worst in people.”
 David Sarnoff (1891-1971), American business leader

Answer these questions.

1. Do you consider yourself as an ambitious and competitive person?

2. What does competition mean in its general sense, in everyday life?

3. Is it a positive phenomenon? Why?

4. Which of the following statements best describes your attitude?
a) winning is everything
b) we are in this world to help each other
c) participating is more important than winning
5. If you lose at something, what do you do?
a) never  forget about the failure
b) think about it for a while
c) forget about it immediately
6. Would you say that personal characteristics help businessmen in their ca-
reer?

Read the article about the EU antitrust probe into Microsoft and answer the 
following questions.

1. Why is the EU going to delay its decision?

2. Why is it unlikely to conclude the investigation before October?

3. Is the Commission bound by any deadlines?

4. What is Microsoft accused of?

5. What are the measures that the Commission might impose?

6. Why is the Commission unlikely to impose these measures?

7. Why did some companies lobby Brussels?
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Brussels set to delay Microsoft decision
by Francesco Guerrera in Brussels 
and Tim Burt in London
FT.com site June, 9, 2003

The European Commission is to delay a decision in its four-year antitrust probe 
into Microsoft by at least four months in an ittempt to strengthen its case against 
the US software giant.
People close to the case say the investigation, originally set to end this month, is 
unlikely to be concluded before October because of concerns over the Commissi-
on’s argument. Last week, it emerged that the Brussels authorities had sent a qu-
estionnaire about Microsoft’s to leading media companies - a sign the investigation 
is far from over.
The Commission said it was not legally bound by any deadlines but declined to 
comment on the timing of a decision. Microsoft also declined to comment.
Officials working on the team are believed to have concluded that Microsoft acted 
anti-competitively by using its dominance in the software market to gain a stran-
glehold in other markets.
They are understood to be considering forcing Microsoft to remove Media Player, 
its video-playing software, from its Windows program, which would be one of the 
toughest measures yet imposed on the US company.
Brussels insiders say that Mario Monti, European competition commissioner, has 
asked officials to do more work on the case to reduce the risk of a successful legal 
challenge by the US group.
The Brussels authorities are also aware that tough penalties against Microsoft 
could trigger a political dispute with the US government, which settled a similar 
case with the company in 2001.
Commission officials denied suggestions that the delay is a sign of the weakness 
of their case.
However, it will anger Microsoft’s rivals such as Sun MicroSystems and Oracle, 

which have lobbied Brussels to take a tough line against the US software group.

Vocabulary tasks

Choose the best explanation for the following phrases.
1.  acted anti-competitively

a. acted not being aware of potential competitors

b. acted in an unfair way
2. Brussels insiders

a. people who work in EU institutions

b. spies who reveal confidential EU documents
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Choose the best adjectives from the box below to make word pairs with the 
word competition. Write 5 sentences with the phrases you formed.
Example: There is strong competition between GM and Toyota.

 free  dirty   unfair    heavy  energetic   hard   tough   deep   cut-throat  powerful    intense

Revision warm-up questions
Think of your attitude to the following problems and answer the questions.

1. How do you react if you have to deal with unfair competition?
2. If you are bound by a deadline which you know you can’t meet, how do you 
feel about your performance?

READING
reading comprehension

Now read the EU guide to Competition Policy. Underline words or phrases that 

indicate competition.

CITIZEN’S GUIDE TO COMPETITION POLICY – INTRODUCTION
For many people, the notion of “Competition policy” may seem remote, legalistic 
and complicated – something for lawyers and economists to debate, but nothing 
to do with “ordinary people”. What use is competition policy to the man or woman 
in the street?

COMPETITION MEANS VALUE FOR CONSUMERS AND CREATERS COMPETI-
TIVENESS IN EUROPEAN INDUSTRY
Competition in the marketplace is a simple and efficient means of guarantying 
consumers products and services of.excellent quality at competitive prices. Sup-
pliers (producers and traders) offer goods or services on the market to meet their 
customers’ demands. Customers seek the best deal available in terms of quality and 
price for the products they require. The best deal for customers emerges as a result 
of a contest between suppliers.
Competition policy aims to ensure wider consumer choice, technological innova-
tion and effective price competition, thus contributing to both consumer welfare 
and to the Competitiveness of European Industry. This is achieved by ensuring that 
companies compete rather than collude, that dominant companies do not abuse 
their market power and that efficiency are passed on to final consumers.

ENSURING EFFECTIVE COMPETITION: THE ROLE OF THE EUROPEAN COM-
MISSION
There are four main areas of action of European competition policy:

• Antitrust and cartels: the elimination of agreements which restrict 
competition (e.g. price-fixing agreements, or cartels, between competitors) 
and abuses by firms who hold a dominant position on the market.
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• Merger control: The control of mergers between firms (e.g. merger between 
two large groups which would result in their dominating the market)

• Liberalisation: introducing competition in monopolistic economic sectors 
(e.g. telecommunications).

• State aid control: The control of state aid measures by Member State 
government to ensure that such measures do not distort competition in the 
Common Market (e.g. the prohibition of a state grant designed to keeo a loss-
making firm m business even though it has no prospect of recovery).

Investigation procedures
The Commission has considerable powers to investigate suspected abuses of 
competition law. The rights of parties under investigation are guaranteed, as is 
their commercial confidentiality.

Penalties for anti-competitive activities
Commission policy would be ineffective if its monitoring and control activities were 
not ac companied by decisions arid penalties. The Commission has considerable 
powers to pro hibit anti-competitive activities, to issue injunctions against, and to 
impose fines on firms found guilty of anti-competitive conduct. The amount of these 
fines varies according to the gravity and duration of the anti-competitive activities. 
It may be as much as 10% of the firm’s worldwide turnover.
In state aid cases, the Commission has the power to require that illegally granfed aid 
be repaid by recipients to the public authorities which granted it.

NATIONAL AND EUROPEAN COMPETITION LAWS: a partnership between 
the Member States and the Community
The European Commission has been entrusted by Member States with the power 
to deal with competition matters at Community level. In some cases, this power is 
shared with the Member States’ own competition authorities and law courts, while 
in other cases, the authority lies exclusively with the Comrnision.
Community competition law does not enter info play until such time as trade 
between Member States is affected by the practices in question. For example, a 
price-fixing agreement between local companies in a given town will not have any 
impact on the Community market, and European law is therefore not applicable 
to this kind of situation.
Most Member States, however, also have their own domestic laws to counter an-
ti-competitive practices.   This makes it impossible to take action under national 
law against practices which do not have any impact on trade between Member 
States. Enforcement of national competition law is the responbibihty of the Mem-
ber State concerned.

THE LEGAL BASIS OF EUROPEAN COMPETITION POLICY
The Treaty on Fnropean Union states in its principles that the Community’s Mem-
ber States are to adopt an economic policy “conducted in accordance with the 
principle of an open market economy with free competition”. European competition 
policy is based on Community legislative framework essentially provided by the 
EC Treaty (Articles 81 to 90). Further rules to be applied to merger control are pro-
vided by Council Regulation (Regulation 4064/89) know as the Merger “Regulation”.

APPEALING AGAINST COMMISSION DECISIONS
All Commission decisions are subject to judicial review by the Community’s legal 
system. An appeal against a Commission decision may be logded with the court 

of First Instance of the court of Justice of the European Communities. 
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Vocabulary tasks
Complete the sentences with appropriate prepositions. Choose the preposi-
tions from the box below.

on for  by on out    to on

Example: We are not in favour of this solution.

1. I’m afraid we can’t accept the restrictions ......................... our new agreement.

2. This new point does not constitute ....................... the main subject of the deal.

3. Article 82 is usually referred ....................as Anti-Trust.

4. The amended clause imposes additional obligations..............the third party.

5. There are many examples of restraints ..................... concentration.

6. R & D departments carry ..............................research in the field of quantitative energy.

7. TINA Ltd understands that there are conditions necessary .......................

proper functioning of the terms envisaged ............................................................................... the 

agreement between TINA Ltd and OBES Pic.

Give another word or phrase used in the passage to replace the following 

words.

1. requirements demands

2. state aid  ..................................

3. influence  ..................................

4. rivalry  ..................................

5. sanction  ..................................

6. fusion  ..................................

7. gross revenue  ..................................

 Complete the sentences with suitable words or phrases from the EU guide 

on page 39-40.
1. This is achieved by ensuring that companies compete rather than________________.
2. _____________ and that the dominant companies do not_______their market power.
3. The Commission has considerable powers to prohibit_________________activities.
4. The level of fines varies according to the_______________and duration of the an-
ti-competitive activities.
5. All the Commission’s decisions are___________________ to judicial review by the 
Community’s legal system.
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Match these terms with their definitions.
1. neutrality (between the sectors)
2. subsidiarity
3. complementary
4. to differentiate
5. oligopoly
6. substantive

Match the verbs that have a similar meaning.

1. to elude

2. to interplay

3. to comply

4. to attain

5. to safeguard

a. reciprocal, corresponding, completing
b. the pnnciple of developing political 

decisions at the lowest practical level
c. having an independent function, reso-

urce or existence
d. detachment (of sectors)
e. to make a distinction, to mark off
f. a market situation in which control 

over the supply of a commodity is held 
by a small number of producers

a. to achieve

b. to obey

c. to avoid

d. to interact

e. to protect
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EMPLOYMENT
“Choose a job you love and you will never have to work a day in your life.”

Confucius (551-479 BC), Chinese philosopher

Section A
Warm-up questions

Answer the following questions.
1. What is more important for you: the money you make at work or the satisfac-
tion you get out of it?
2. What advice would you give to people who just begin their professional ca-
reer and want to be successful?
1. What are the areas of improvement in the Polish employment sector?
2. Pensions are too low - do you agree? Why?

READING

Read the article from the Financial Times about pan-European pension schemes 
and answer the questions.

1. What event has raised the anticipation of a breakthrough in the field of pensions?

2. What should the pan-European pension scheme look like? What is its main idea?

3. What are the two ways of promoting the pension schemes?

4. Which country has contributed first to the scheme project and why?

5. What is the difference between pan-European schemes and domestic schemes?

6. How will investment restrictions influence the schemes?

7. What is the irony behind the EU’s directive?

8. What is the biggest drawback?

Mark the statements true (T) or false (F) according to the information in the text.
1. Cross-border investments are not related to the issue of pan-European pension schemes.
2. France held the presidency of the EU when the project moved forward.
3. According to the text, the original aims of the schemes have been achieved thanks to the 

actions of individual states.
4. Domestic schemes’ minimum funding requirement is strictly defined by time.
5. The companies will not be eager to introduce new cross-border pension schemes unless 

new tax solutions are proposed.
6. According to the article, the UK, the Netherlands and Ireland have large pension funds.
7. Tax harmonization can be achieved through the principle of fair subsidy across the EU 

states.
8. AMS Management Systems fights against the UK government.
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Blockages in Europe’s pensions pipe dream
By Paul Kenny
Financial Times, July 1, 2002
 
Agreement among Europe’s finance ministers over the principles of cross-border 
investment has raised hopes of a breakthrough in the decade-long effort to create 
pan-European pension schemes.
But are we really facing the possibility of German workers entering UK pension schemes 
and Italians entering Portuguese ones?
The answer, at least in the very short term must be no.
There are two ways that reformers are seeking to promote раn-European pension 
schemes: one covers a new regulatory framework; the other, tax harmonization.
The first has moved forward, thanks to the political support given last month to the 
Europe’s draft pensions directive pushed through by Spain, which held the presidency 
of the European Union at the time. It now seerns Iikely that a broadly similar regulatory 
regime will be introduced for both domestic and pan-European schemes.
But it is easy to overstate the value of this latest reform. For a start, one of the original 
aims of the directive – removing quantitative and national investment restrictions – 
has largely been achieved through the actions of individual countries.
Worse still, the pensions directive may even disadvantage pan-European schemes, 
loading them with regulations that do not apply to their domestic counterparts. 
There is a provision that allows domestic schemes to meet the minimum funding 
requirement over a period of time. By contrast, pan-European schemes must meet 
this requirement at all times. 
Also, these schemes will be disadvantaged through investment restrictions. A 
pan-European fund based in, say, the Netherlands will have to obey. German invest-
ment restrictions for that portion of the fund invested on behalf of German employees. So 
two funds in the Netherlands, one with only Dutch employees, and one with both Dutch 
and German, would be subject to different investment restrictions.
These additional restrictions do not make pan-European schemes unworkable by any 
means, but they are regrettable. It may be that the current draft pensions directive is the 
best that could be achieved politically.
But it is ironic that a directive that seeks to aid cross-border pension development should 
impose strict requirements on pan-European schemes than on domestic ones.
The biggest drawback, however, is that the pensions directive fails to address the 
vital issue of tax. This is the key to true pan-European pensions. Yes, it would be pos-
sible to establish cross-border pension schemes once the directive is finally accepted, 
but frankly, companies simply won’t bother without the tax incentives to do so.
Sadly, the architects of the pensions’directive ruled out progress on finding a solution 
to the tax issue, reckoning that a political consensus was just too difficult to achieve.
But there are other options. For instance, some of the countries with big pension funds 
– the UK, the Netherlands and Ireland – are working to establish bilateral agreements.  
Also, there are several cases heading towards the European Court of Justice in Lux-
embourg. These could force tax harmonisation through the principle of equal rights 
tor EU citizens.
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Notably, there is the case of AMS Management Systems, the business consultancy, against 
the UK government. This has the support of 20 multinational companies in PEPCO, the 
pan-European pensions group jointly managed by Mercer. The group was formed 
two years ago with the sole aim forcing the tax harmonisaiion of employers’ and employees’ 
pension contributions in EU member states. 
The creation of pan-European pension schemes may still look like a pipe dream in the short 
term, but we are certainly closer to achieving them than we have been for 20 years.

Find words in the article to complete the phrases below (the number in 
brackets indicates the number of possibilities).

cross-border (2)

pension (3)

pensions (2)

regulatory (2)

tax (3)

to move (1)

to hold (1)

minimum funding (1)

investment (1)

bilateral (1)

political (1) 

equal (1) 

business (1)
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WRITING
Here is a sample of a CV written in the EU standard. Apply for a position of a sales 
represen tative in an international pharmaceutical company that has just en-
tered the Polish market. Write a CV to the HR department.

 

EUROPEAN 
CURRICULUM VITAE 

FORMAT 
 

 

PERSONAL INFORMATION 

Name 
Address 

Telephone 
E-mail 

 
Date of birth 

WORK EXPERIENCE 

 Dates 
Name of employer 

Type of business or sector 
  

  

 D ate 
 N ame of employer 

Type of business or sector 
 
 

Date 
 N ame of employer 

Type of business or sector 
 
 

 Dates 
 N ame of employer 

Type of business or sector 
 
 

EWA KOWALSKA 
98 Warsaw St., 00-666 Warsaw, Poland 
602444017 
ewikl001@interia.pl 
Polish 
12 June 1970 

2002-2003 
DIDIER Ecole de Langues, Warsaw 
Foreign Language Teaclung English 
Language Teacher Teaching English in 
companies 

2002 
Real Study Studio - Szkola Jezyka Angieiskiego, Warsaw 
English Language Teaching to children 
English Language Teacher 
Teaching English in kindergartens 

2002 
VRTG, Warsaw 
E-Learning Company 
Translator 
English-  

2000-2001 
Liceum Tadcusza Kosciuszki, Pruszkow 
Secondary School 
English Language Teacher 
Teaching English to teenagers 
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Date 
Name of employer 

Type of business or sector 
 
 

EDUCATION  AND TRAINING 

Dates 

 
 

s�ills co�ere� 
 

 Date 

 
 

s�ills co�ere�  
 

 Date 
 

nin� 
 

s�ills co�ere�  
 

Dates 
 
 
 

s�ills co�ere� 
 

�ER�ONA� ��I��� 
AND CO��ETENCE � 

���� 
�i m�s�o �ac�a�in� �t��� � arsa�  

 
�ana�er�s Assistant 

 

��������� Uni�ersity of 
�arsa�  

 

���� 
 

 

���� 
 

�  

��������� 
�iceum  

 

 

� OT�ER TONGUE �O�I�� 

OT�ER �ANGUAGE�  
 ENG�I�� 

Rea�in� s�ills E�cellent 
 E�cellent 

�erbal s�ills E�cellent 

 �RENC� 
Rea�in� s�ills �asic 

� s�ills �asic 
�erbal s�ills �asic 
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The most recent version of the form (i.e. the Europass CV) and the instructions 

for filling it in can be accessed at: http://eurepass.tedefop.eu.inVeuropass/home/

hornav/Downtoads/navigate.action

Please comment on the following.

1. Tax incentives are the key instruments to improve investment activities. Why?
2. Cross-border investment should exist within a certain regulatory frame-
work so there are clear minimum funding requirements and equal opportunities 
for bilateral agreements.
3. Which country holds the EU presidency this term?

READING
Read the EU’s proposals to formalize EU co-operation on pensions and be prepared 
to summarize them

EMPLOYMENT & SOCIAL AFFAIRS
Commission proposes to formalize EU co-operation on pensions
Common goal is adequate levels of pension through through an integrated 
strategy for sustainability of pension systems.
On a proposal by the employment and Social Affairs Commissioner Anna Diaman-
topoulou, the  Commission today proposed a joint, EU-wide effort to ensure that 
pensions-for-old age, invalidity or survivors – provide an adequate income and 
that, at the same time, pension systems as a whole remain financially sustainable 
in spite ot a forecast  in the number o* old people This second Com mission policy 
paper the first ш Octo/Цг 2QQ0, analyzed the challenges and identified common 
principles for pensions ~ proposes to formalize and strengthen EU co-operation m in 
the face of aging populations by setting 10 common objectives for each member state. 
It responds to calls from the European Council in Stockholm and Gothenburg, as well as 
the European Parliament, to apply the so called open method of coordination (common 
objectives, agreed indicators, regular reporting and identification of best practice) to the 
question of pension reforms. 
The Commission proposes that, in accordance with with expressed by European Coun-
cil in Gothenburg, an agreement be reached on these common objectives and new 
formalized cooperation by the end of this year. First national strategy reports could 
then be prepared for the summer of 2002.
The Commission proposes three broad objectives for pension systems, and includes 
in the scope of its policy paper all “three” pillar of pension systems:
• Statutory social security schemes
• Occupational schemes
• Personal schemes
Adequacy of pensions: pension systems should allow individuals to maintain a 
satisfactory living standard after retirement and should prevent social exclusion.
Financial sustainability: employment levels need to be increased, notably by 
removing disincentives to leave the labor market early; public debt should be 
reduced; any adjustment in pension systems should strike a fair balance between 
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the active and the retired; and, finally, there should be high prudential standards 
for private pension schemes to ensure safety of funds.
Adaptation of pensions to a changing society: pension schemes should be 
compatible with the needs of flexibility and security in modern labor markets; sex 
discrimination in pension systems should be phased out.
According to the working method-proposed by the Commission, Member States 
should prepare national strategy reports in which they present their reform plans, 
aiid the measures envisaged to ensure adequate, pensions’ did financial sustamabil-
ity of pension systems All relevant actors (government department, social partners, 
civil society), should be involved in the process of elaborating these reports. The 
Commission Council, supported by specialized policy committies (Social Protec-
tion Committee, Economic Policy Committie, Employment Committee) will jointly 
analyze the national strategies.
This Committee has just prepared a “substantive report on adequate and sustain-
able pensions to   the Gothenburg European Council.
(…)
 Removing barriers to mobility implement the Commission’s comprehensive 
strategy to remove barriers to services (see IР/031 and МEМО/01/5). This will 
have direct impact on the mobility of service providers enabling them to develop 
a foothold in other markets.
Elimination of obstacles to the cross-border provision of supplementary 
pensions: the Commission will present a Communication in March 2001 on these 
obstacles where caused by tax systems.
 
The existing low levels of EU mobility imply inadequate utilization of the European 

jobs pool.

Make a short summary of the text on the sustainabitity of pension 
schemes. Write down main points of the proposed programmes. Below are 
some useful questions you might need to answer in your summary.
1. What are the objectives?
2. Why are they important?
3. What are the forecast results of their implementation?
4. Who is involved? Who is the addressee?
5. Are there any important deadlines?

Match these terms with their synonyms.
1. sustainability
2. exclusion
3. disincentive
4. to envisage
5. to elaborate e. to develop
6. prudential f. careful
7. foothold g.  continuity
8. utilization h. bridgehead

a. the act of not including
b. discouragement
c. to foresee
d. usage
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Use appropriate words from the left-hand column of the exercise above to 
complete the sentences.

1. There is an urgent need for an integrated strategy for ........................................... of  

 pension schemes.

2. The contract .................................. advance payments for future deliveries.

3. High standards will prevent pensioners from social ..........................................

4. MSs should ................................... the national strategy reports in order to create  

 a so-called ..................................... pan-European system.

5                  ...............................standards for the 3rd pillar must ensure safety of funds.

6. Potential pensioners should not face any ....................................... to leaving the  

 workplace early.

7. Efficient ..................................of human resources might solve the problem with  

 European jobs pool.

8. Mobility of service providers will develop their ........................................ in other  

 markets.

SPEAKING
Below are some hints concerning job interviews. Read the text and think of the 
most important and useful tips for you personally. Why are they particularly 
useful and important to you? Have you been successful at your job interviews so 
far?

How to Answer the Four Most Common Interview Questions
There are some questions that appear at any interview. They might be difficult to an-
swer but because they are so common you can prepare for them.

1. “Tell me a little about yourself”
It’s a request for you to describe what you can offer the company. In his excellent book, “101 
Great Answers to
the Toughest Interview Questions”, author Ron Fry suggests focusing on:
• Your key accomplishments at previous jobs.
• The strengths demonstrated by those accomplishments. 
How these relate to the job for which you’re applying,

SOURCES
- Amy Krois-Linder, Matt Firth, Introduction to International Legal English, 

Cambridge University Press, 2008

- Rupert Haigh, Legal English, Cavendish publishing, 2004

- Amy Krois-Linder and Translegal, International Legal English, 

Cambridge University Press, 2008;

- Gillian D. Brown, Sally Rice, Professional English in Use, Cambridge University Press, 2007;

- A. Wieclawska, European Union English Course, Wiedza Powszechna, Warszawa, 2005
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ENGLISH
LEGAL

GLOSSARY
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A

Abandonment giving up a legal right. 

Abatement

is: 

cancelling a writ or action; 

reducing the payments to creditors in proportion, if there is not enough money to 

pay them in full                               

Abduction taking someone away by force.               

Abovementioned describing something which has been referred to before in the document.

Abscond
when a person fails to present themselves before the court when required, such as 

when they have been released on bail and not returned to court. 

Abuse of process
when criminal proceedings are brought against a person without there being any 

good reason and with malice.                             

Abuttal the part of the boundaries of a piece of land which touch pieces of land alongside. 

Acceptance
when an offer is accepted unconditionally and a legally binding agreement is 

created. 

Accessory someone who encourages or helps another person to commit a crime

Accomplice someone who helps another person to commit a crime.    

Accordingly a word used in legal documents which means therefore or so.   

Accounts the record of an organisation's income, spending and financial situation.                          

Accused the person charged with a criminal offence.       

Acknowledgement admitting that someone has a claim or admitting that a debt exists.  

Acquittal the court's decision that a person is innocent of the crime they were charged with.  

Action using the law to make a claim.      

Actuary

an expert on pension scheme assets and liabilities, life expectancy and probabilities 

(the likelihood of things happening) for insurance purposes. An actuary works out 

whether enough money is being paid into a pension scheme to pay the pensions 

when they are due.

Adjudge/ adjudicate to give an official judgement about something.         

Administrator
someone who has been appointed: to manage the affairs of a bankrupt business; or 

to manage the estate of someone who has died without leaving a will.   

Admissibility of evi-

dence

which evidence can be presented in court. Evidence must be relevant to the case but 

even some relevant evidence cannot be presented, such as hearsay or evidence of 

little value. Also applies in relation to action grounds.             
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Admission one side in a case agreeing that something the other side has alleged is true.       

Admonishment
reprimanding of a defendant by a judge even though the case against the defendant 

has been discharged (dropped).                        

Adoption
the system which people use to become parents, even though they are not the 

child's natural parents.                              

Adoptive child a child who has been legally adopted.                            

Adoptive parent a person who has legally adopted a child.                        

Adverse witness
a witness who gives evidence which damages the case of the side which asked the 

witness to testify for them.                     

Advocate
is: the lawyer who speaks in court for a client; or a Scottish lawyer who is the equiv-

alent of a barrister in England and Wales.        

Affirm

to: 

solemnly promise to tell the truth in court; 

confirm a decision made by a lower court.                 

Affray fighting unlawfully. It is a criminal offence.             

Aforementioned describing something referred to previously in the document.   

Agency the relationship between a principal and an agent.          

Agent someone appointed to act for a principal.                          

Aggravated assault a more serious type of assault such as one leading to actual bodily harm.   

Alibi

a claim that a person was elsewhere when a crime was committed. If someone is 

accused of a crime their alibi is: 

evidence that the person was somewhere else when the crime was committed; or 

an attempt to prove that the person was somewhere else when the crime was 

committed.             

Alien someone from a foreign country.                    

Alienation transferring the ownership of property from one person to another.    

Allegation an unproved statement declaring that something has happened.

Alleviate to lessen or reduce.                   

Allotment
shares allocated to a buyer. An allotment of shares in a company gives the owner (of 

the allotment) an unconditional right to buy the shares at a fixed price.     

Alternate director a person appointed by a director to take the director's place.         

Amalgamation two or more companies combining.       
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Ambiguity
capability of more than one meaning. When a statement's meaning is not clear 

because it is capable of more than one meaning, it contains an ambiguity.        

Amnesty
not punishing a person for an offence they have committed and removing details of 

the offence from the court's records is giving the person an amnesty. 

Annual accounts
the summary of an organisation's financial transactions during the year covered 

by their accounts, and a 'snapshot' of the assets and liabilities at the end of the year.

Annual general meeting
the yearly meeting of the members of an organisation which must be held to meet 

legal conditions. The annual accounts are presented for approval at this meeting. 

Annul to cancel, e.g. an invalid marriage or a bankruptcy order.              

Antenuptial agreement
a legal agreement between two people who are about to get married. The agreement 

sets out how the couple's assets will be divided between them if they later divorce. 

Appeal

asking a court to overturn a lower court's decision. If the decision of a court is dis-

puted it may be possible to ask a higher court to consider the case again by lodging 

an appeal. 

Appellant the person who is appealing to a court against a decision of a lower court.  

Applicant the person asking a court to do something.              

Appointee the person who gets the benefit of the use of a power of appointment.  

Appurtenances minor rights in land such as a right to do something on the land.                          

Arbitration
settling a dispute by using a referee. If a dispute goes to arbitration it is settled by an 

independent referee. It avoids having to use the courts to settle the dispute. 

Arbitrator/arbiter the independent referee who settles a dispute without the need to use the courts.

Arrest
to seize someone, usually because they are suspected of committing a crime, and 

take them into custody.     

Arson setting fire to something to cause damage to it.          

Article a clause in a document.      

Assault when someone threatens another person with physical harm.   

Assent to agree, consent with certain proposal or argument.       

Assets something owned such as a building, a vehicle or money in the bank.   

Assign
to formally transfer something, such as when ownership of property is transferred 

from one person to another.           

Assignment

the formal transfer of the rights to something. An example would be a bank customer 

assigning to the bank the right to receive the benefits from a life insurance policy to 

give the bank security for a loan.         
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Assurance insurance cover for an event which will definitely happen, such as death.          

Assured
the person whose life is insured or who is entitled to receive the benefit from the 

assurance cover.     

Attest to sign to witness a signature on a document.              

Attorney
a person appointed to act for another person (such as when someone cannot look 

after their own affairs).  It is also the name used for a US lawyer.        

Audit

an independent examination of an organisation's records and financial statements 

(report and accounts) to make sure that the financial statements show a fair reflection 

of the financial position at the accounting date.                                  

Autopsy an examination of a dead body to find the cause of death.     

B

Bail

to pay, or promise to pay, an amount of money so that an accused person is not put 

in prison before the trial. If the accused person does not appear at the trial, the court 

can keep the money put up for bail.           

Balance sheet

a summary of an organisation's financial position. It lists the values, in the books of 

account on a particular date, of all the organisation's assets and liabilities. The assets 

and liabilities are grouped in categories and paint a picture of the organisation's 

strengths and weaknesses.               

Bankrupt someone who has had a bankruptcy order.         

Bar
the collective term for barristers. When a lawyer becomes a barrister, it is called 

'being called to the bar'.                   

Barrister
a lawyer who can speak in the higher courts, which a solicitor is not allowed to do 

(in England and Wales).                

Barter a way of paying for things by exchanging goods instead of using money.       

Beneficiary someone who benefits from a will, a trust or a life insurance policy.    

Bequeath to leave something (such as possessions or money) to someone in your will.    

Bequest something given in a will.          

Bigamy
the offence committed by someone who is already married but still goes through a 

marriage ceremony with someone else.            

Bill of exchange
a signed written order, instructing the person it is addressed to pay an amount of 

money to someone. A cheque is a type of bill of exchange.  

Binding effect the fact that an agreement must be kept to by law.        
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Binding precedent

following the decisions made by higher courts in common law. Lower courts must 

follow the precedents set by the decisions of higher courts and this is called binding 

precedent.  

Blackmail
demanding payment from a person in return for not revealing something shameful 

about them.                 

Bodily harm physical injury or pain.            

Bond
a written promise to repay a debt at an agreed time and to pay an agreed rate of 

interest on the debt.                    

Breach of contract failing to carry out a duty under a contract 

Breach of duty
failing to carry out something which is required by law, or doing something the 

law forbids.                      

Bribery Procuring an official to commit an illegal act of providing certain benefit to the briber  

Burglary
entering a building without permission with the intention of stealing or doing dam-

age.                                             

C

Call

asking people to pay for new shares they have applied for. A company makes a call 

when it asks buyers of its new shares to pay some, or all, of the share price. When 

this happens the shares are being called up.                     

Canon law the name for the rules used for running a Christian church.         

Capacity
someone's ability to enter into a legal agreement. For example, a minor would not 

be able to buy something on credit.                   

Capital gain
the profit you make if you sell or dispose of a long-term asset (such as a building) 

for more than it cost you.                        

Capital gains tax a tax charged on certain capital gains.           

Capital punishment punishing someone for a crime by killing them.              

Careless driving driving a car without consideration for other people using the road.

Cartel an agreement between businesses to restrict competition and e.g. keep prices high.   

Case law law that is based on the results of previous court cases.    

Causation one thing being done causing something else to happen.    

Cause of action the reason someone is entitled to sue someone else 

Caution is a warning given by the police to a suspected criminal when the suspect is arrested.  

Certificate of origin a certificate stating in which country the goods being imported were made.              
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Chambers the offices used by barristers and the judge's private office.   

Charge means to formally accuse someone of committing a crime.    

Charity
an organisation set up to do good for the community, such as help poor people, 

educate people and protect animals.    

Chattels any property except freehold land.            

Cheque

a written order, addressed to a bank, instructing the bank to pay an amount of money 

to the person or organisation named on the cheque. The bank takes the money out 

of the relevant customer's account.                      

Child abuse molestation or ill-treatment suffered by a child.     

Circumstantial evidence evidence which suggests a fact but does not prove the fact is true. 

Civil court
a court which does not hear criminal cases. It deals with people's rights such as 

collection of debts.        

Claim

means: 

to apply for a right; 

to demand a remedy; or 

an application for something such as a right.             

Claimant the person making a claim.         

Clause a section in a contract.                    

Coercion
used as a defence that a crime was committed because the person accused was 

forced to do it.   

Compensation money paid to make up for damage or loss caused.             

Compulsory winding up

the liquidation of a company by order of the court. It usually happens because the 

company has not been able to pay its bills on time and a creditor has presented to 

the court a petition for winding up the company.     

Concealment
failure by one side negotiating a contract to disclose (reveal) information which 

the other side would need to consider when deciding whether or not to go ahead 

Confiscation order
If someone has been convicted of a crime the court may order the person convicted 

to pay the court a sum of money. This is called a confiscation order.      

Consent
to agree to something. A contract would not be valid unless all the parties consented 

to it.

Consignee the person goods have been sent to.   

Consignor the person who sent the goods.    
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Conspiracy

is:            

an agreement by two or more people to commit a crime; or 

some people acting together and harming a third party.              

Contract
an agreement between two or more people (or groups) to do (or not to do) something. 

The agreement can be enforced by law.                              

Conviction being found guilty of a criminal offence.            

Copyright

a legal right which stops things being copied without permission. If you have the 

copyright over something (such as a book or music), nobody can copy it or repro-

duce it without your permission.                             

Coroner
a person who investigates the cause of death when a person has suffered a sudden, 

violent or suspicious death.                     

Corporate body 

(or corporation)

a group of people acting together, such as a club. The group has a separate legal 

identity from the individual members' identities. A company is another example 

of a corporate body.               

Counsel a barrister or group of barristers.                    

Counterclaim
making a claim in court against someone who has already made a claim in court 

against you.                          

Counterfeit something that is forged or copied with the intention of deceiving. 

Court of Appeal a court which hears appeals against the decisions of other courts.   

Creditor a person you owe money to.      

Criminal responsibility
When someone reaches the age when the law says they are able to commit a crim-

inal offence they have reached the age of criminal responsibility.       

Customs duties duties which are charged on imports of goods into the EU.      

D

Damages the name for money awarded by a court as compensation.             

Debenture

a document issued by a company which acknowledges that some or all of the 

company's assets are security for a debt (usually to a bank). It is also the name for 

certain long-term loans to companies.        

Debt money owed.                  

Debtor someone who owes you money.      

Deceit
when one person deliberately misleads a second person with a statement which 

causes the second person to do something that causes them damage.      

Decree an order by a court.                        
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Deed a legal document which commits the person signing it to something.      

Defamation making a statement, either orally or in writing, which damages someone's reputation. 

Default failing to do something which had been agreed to.   

Defence
the name for the team of people (lawyers and so on) defending against proceedings 

brought against someone.          

Defendant a person defending a court action which has been taken against them.   

Dependant someone who depends on someone else for financial support.    

Deposition a statement, by a witness, made under oath.     

Depreciation
the drop in value of an asset due to wear and tear, age and obsolescence (going out 

of date), as recorded in an organisation's financial records.         

Derogation damaging someone's rights or entitlements.       

Diminished responsi-

bility

a defence sometimes used for someone charged with murder, that they suffered 

lowered powers of reasoning and judgement because of their unusual state of mind. 

If their defence succeeds they will be convicted of manslaughter.     

Discharge

release from: 

a commitment such as a debt; 

a contract because it has finished or the parties agree to end it; or 

a punishment for a crime.       

Disclaim
to give up a claim or a right or refuse to take over an onerous (having more obligations 

than advantages) contract.              

Dissent
to disagree. An appellate court opinion setting forth the minority view and outlining 

the disagreement of one or more judges with the decision of the majority.  

Distrain/distress to seize goods as security for an unpaid debt.     

Divorce the legal end to a marriage.         

Duress threatening or pressurising someone to do something.        

E

Equity

Generally, justice or fairness. Historically, equity refers to a separate body of law 

developed in England in reaction to the inability of the common-law courts, in their 

strict adherence to rigid writs and forms of action, to consider or provide a remedy 

for every injury. Equity and law courts are now merged in most jurisdictions.

Estate Is all a person owns at the date of their death.           
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Estoppel

a rule of law that a person cannot deny something they previously said, if someone 

else acted on what was said and their position was changed, possibly for the worse, 

as a result.

Euthanasia killing someone to end their suffering.                

Evidence
Information presented in testimony or in documents that is used to persuade the 

fact finder (judge or jury) to decide the case for one side or the other.     

Excess of jurisdiction someone such as a judge acting without authority.     

Excise duty

a type of tax levied on certain goods such as petrol. It is also levied on some activities 

such as gambling and on certain licences for activities (such as driving a car on the 

public roads).                     

Exclusive licence a licence under which only the licence holder has any rights.    

Execute to carry out a contract.                  

Executor
a man/woman appointed in a will to deal with the estate, according to the wishes 

set out in the will.                        

Expert witness an expert in a particular field who is called to give an opinion in a court case.   

Extradition the handing over of a criminal to the country the crime was committed in.    

F

False imprisonment wrongfully keeping someone in custody (for example in prison).     

False pretence misleading someone by deliberately making a false statement.   

Felony
the former term used for serious crimes such as rape or murder. It is still in use in 

the USA.            

File
To place a paper in the official custody of the clerk of court/court administrator to 

enter into the files or records of a case.       

Force majeure
an event which cannot be controlled and which stops duties under an agreement 

from being carried out. (This phrase is French.)       

Foreclosure

repossessing property. If a mortgagor (the borrower) has failed to keep up the re-

payments on a mortgage, the mortgagee (the lender) may apply to the High Court 

for an order that the debt be repaid by a particular date. If the debt is not repaid the 

property will be repossessed.                          

Fostering

looking after other people's children. Sometimes children are looked after by peo-

ple who are not their parents (natural or adopted). It usually happens because the 

parents cannot look after the children properly because of changed circumstances 

such as illness.   (rejništvo)
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Fraud
lying or deceiving to make a profit or gain an advantage, or to cause someone else 

to make a loss or suffer a disadvantage.        

Free of encumbrances
no one else having any rights over something. When property is owned by someone 

and nobody else has any rights over it, it is owned free of encumbrances.  

Frustration
stopping a contract. Sometimes a contract cannot be carried out because something 

has happened which makes it impossible.     

G

General meeting a meeting of the members of a company to make decisions about the company.   

Guarantee

a promise by a person (the guarantor) to repay a debt owed by a second person if 

the second person fails to repay it. For example, a guarantee is sometimes required 

by a bank before it will lend money to a customer.                

Guarantor
a person or organisation that promises to pay a debt owed by a second person, if 

the second person fails to repay it.                

Guardian
a person appointed formally to look after the interests of a child, or of someone who 

is not capable of looking after their own affairs.    

Guilty a court's verdict that the person charged with a crime committed it.     

H

Harassment of debtors
the illegal act of attempting to collect a debt by threatening, or habitually acting in 

a way that humiliates or distresses, a debtor.                      

Hearsay evidence evidence given in court of something said to the witness by another person.   

Hire to pay to borrow something for a period.           

House of Lords the highest court in the UK.  

I

Inadmissible That which, under the rules of evidence, cannot be admitted or received as evidence. 

Indict using legal means, to officially accuse someone of committing an offence.    

Indictment a document setting out the details of the offence a defendant is accused of. 

Injunction

Writ or order by a court prohibiting a specific action from being carried out by a 

person or group. A preliminary injunction is granted provisionally, until a full hearing 

can be held to determine if it should be made permanent. 

Intangible property property which does not physically exist, such as a right or a patent. 

Interest a legal right to use property.     
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Interlocutory proceed-

ings
the first things to be done before a civil case comes to trial.     

Intestacy/intestate
when someone dies without leaving a will. Their estate is divided up between their 

relatives following the rules set by law.      

Intimidation threatening or frightening someone into doing something.      

Issue The legal word for the matter to be decided by a court action.     

J

Joint and several liabil-

ity

two or more people responsible for repaying a debt. They are each responsible 

individually

 to repay all the debt as well as being responsible as a group.      

Judge a person whose job is to adjudicate in court cases.                        

Judgement a decision by a court.                     

Judgement in default

getting a judgement against you because you failed to do something. If a civil case 

has gone to court but the defendant does not do something required by the court 

(such as turn up), judgement for the claimant may be given.     

Judicial immunity

immunity that a judge normally has from being sued for damages when acting as 

a judge.

 

Jurisdiction

is: 

the territory in which a court can operate; 

the power it has to deal with particular cases; or 

the power it has to issue orders.                                    

Juror one of the people who are acting as a jury.           

Juvenile offender
a person aged between 14 and 18 who has committed a criminal offence.  

 

K

Kidnap to take someone away by force against their will.      

Know-how the expertise in an organisation which may be protected by a patent.

L   

Land
Includes the buildings built on the land; the subsoil; the airspace above the land 

necessary for ordinary use of the land; and property fixed to the land.   

Lawsuit a claim made in a court of law.      
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Leading question

a question which: 

suggests the answer to be given; or 

assumes things to be true which in fact are disputed.    

Lease
a contract between the owner of a property and a tenant, giving the tenant sole use 

of the property for an agreed time.     

Legal aid scheme
a scheme for paying legal costs out of public funds for people who cannot afford 

to pay for them.    

Letter of credit
a letter one bank sends to a second bank asking them to pay money to a named 

person.  

Liability a debt or obligation.     

Licence an authority to do something.         

Life imprisonment a sentence given to a criminal to be imprisoned for the rest of their life. 

Limited company

a company which limits how much its members will have to pay if the company 

is wound up. The members of most limited companies will only have to pay any 

money unpaid on their shares.   

Liquidation
the process of winding up a company by disposing of its assets, paying its creditors 

in a strict order of priority and distributing any money left among the members.  

Litigant a person involved in a lawsuit.      

Litigation taking legal action through the courts.        

Loan capital money borrowed by an organisation.      

M  

Maintenance
money paid (and things paid for) to support a partner (husband or wife) and children 

when a marriage has failed.                  

Majority
the age when a person gains full legal rights and responsibilities. In Slovenia it is when 

a person becomes 18 years old.      

Mandate an authority to act given by one party to another.      

Manslaughter killing someone illegally but by accident.      

Matrimonial causes
the court proceedings: to divorce people; to separate a married couple; or to dissolve 

a marriage.              

Mediation

help from an independent person (a mediator) to solve differences between a 

husband and wife whose marriage has broken down. The mediator helps them to 

agree what should be done about their children, money and so on.    

Mercantile law the branch of the law dealing with commerce.           
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Minor
someone who has not yet reached the age when they get full legal rights and respon-

sibilities. In Slovenia this is a person under 18 years old.            

Minority being under the age of full legal rights and responsibilities.     

Minutes a record of the meetings held by members and directors of companies.   

Misadventure an unexpected accident which happens while lawfully doing something.     

Miscarriage of justice the court system failing to give justice to someone.     

Misconduct
deliberately doing something which is against the law or which is wrong.   

 

Misrepresentation a lie told to persuade someone to enter into a contract.      

Mistrial a trial that has been made invalid.       

Molest/Molestation
behaviour by a person which annoys or greatly troubles their children or spouse. 

The behaviour can include violence, verbal threats and written threats.      

Money laundering
making money from crime and then passing it through a business to make it appear 

legitimate.          

Moratorium an agreement not to take action to recover a debt for an agreed period of time. 

Mortgage

using property as security for a debt. It is also the name for the contract which is 

signed by the borrower and lender when money is lent using property as security 

for a loan.   

Motive a reason for a person doing something.    

Murder

The unlawful killing of a human being with deliberate intent to kill. Murder in the first 

degree is characterized by premeditation; murder in the second degree is character-

ized by a sudden and instantaneous intent to kill or to cause injury without caring 

whether the injury kills or not. (See also manslaughter.)         

N

Naturalisation
giving a citizen of one country citizenship of another. 

  

Negligence lack of proper care to do a duty properly.    

Negligent lacking proper care to do a duty properly.   

Notary
a person (usually a solicitor) who is authorised to certify documents, take affidavits 

and swear oaths.        

Notice a warning of something which is about to happen.        

Novation replacing an existing agreement with a new one.       
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Nuisance doing something that harms other people's rights.       

O

Oath swearing the truth of a statement.       

Obligation a legal duty to do something 

Obligee someone who, under a contract, receives money or has something done.    

Obligor someone who is bound by a contract to pay money or do something.  

Occupation taking control of a piece of land which belongs to someone else.     

Occupational pension 

scheme

a pension scheme organised by an employer for its employees. 

  

Offensive weapon an object that is intended to physically injure someone.    

Offer
a promise to do something, or not to do something. If the promise is accepted it 

becomes legally binding.      

Offeror the person who makes the legally binding offer.      

Omission a failure to do something.      

Order an instruction by or command of a court.      

Overt act
an act done openly and from which the criminal intention of the act is clear.   

P

Parole
release from prison early. If someone is given parole they may be returned to prison 

if they offend again.          

Party
the claimant or defendant in a lawsuit. It is also someone who has taken out a 

contract or agreement.                  

Patent
an official right for a specified period of time to be the only person (or organisation) 

to make or sell something.       

Pawn to pledge goods as security for a loan.     

Penalty

is: 

a sum of money which has to be paid if the terms of a contract are broken; or 

a punishment given to someone who commits a crime.      

Performance doing what is required under a contract.      

Perjury lying to a court after you have been sworn in.         
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Plaintiff
the person who goes to court to make a claim against someone else. (Since April 

1999, this term has been replaced with 'Claimant'.)                

Plea the defendant's answer to the accusations.             

Plead to declare to the court whether you are guilty or not guilty.     

Polygamy being married to more than one person at once.    

Possess to have property under your control.          

Possession having something under your control even though you may not own it.    

Possessory title gaining title through possession.   

Preamble an explanation of a proposed law.     

Precedent In common law system lower courts have to follow the decisions of the higher courts.  

Pre-emption the right to buy property before others are given the chance to buy.   

Preference when insolvent, paying one creditor while leaving other creditors unpaid.  

Principal

is:                      

someone who authorises another person to act for them;   

the actual person who committed a crime; or                     

an amount of money lent or invested, not including the interest.    

Privilege
special rights which some people have because of the job they do or their special 

status.   

Probation is an alternative to sending the person to prison.      

Process

In law a process is:                                                        

a summons or writ which is used to order someone to appear in court; 

the whole of a case from beginning to end; or 

the total number of summonses or writs issued during a case. 

Procurator
a person who has been given authority to manage another person's affairs, such as 

under a power of attorney.                     

Product liability
the liability of manufacturers and sellers to compensate people for unsafe goods 

which have caused injury to people or property.     

Prosecution
the name for the team of lawyers bringing proceedings against someone else. Also 

when legal proceedings are taken against someone it is called a prosecution.  

Prosecutor the person who brings legal proceedings, on behalf of the State, against the accused. 

Provocation

causing someone to lose their self-control by doing or saying something (such as 

threatening to harm a baby) which would cause a reasonable person to temporarily 

lose their self-control.                
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Proxy
a person appointed by a shareholder to go to a meeting of shareholders. The proxy 

can vote at the meeting for the shareholder.         

Public nuisance
a crime by which the general public is put in danger or suffers damage to its health, 

property and so on.             

Putative father
the man found by a court to be the father of an illegitimate child.   

 

Q

Quorum
the lowest number of qualifying people needed for a meeting to be able to make 

a decision.          

R  

Racial discrimination
treating someone less favourably because of their race, colour, nationality or culture. 

 

Rape
having sex with a person without their permission (such as if they were asleep or 

unconscious) or forcing them to have sex against their will.    

Real property land and buildings, minerals in the land and rights over the land.    

Record the documents in a court case from beginning to end.            

Redemption paying off all the money borrowed under an agreement.   

Redundancy being dismissed from a job because it no longer exists 

Registered office the official address where documents can be served on a company.             

Reinsurance

an insurance company insuring part of a risk it is covering. If an insurance company 

has taken on a large insurance contract it may decide to spread the risk of loss by 

insuring part of the risk with another insurance company.                         

Release

means: 

to free someone from prison; or                                                           

a document used to cancel a claim one person has against another.       

Remedy
using the law to get compensation for damage done or for rights infringed. Also, a 

remedy can be using the law to prevent something from happening.    

Rent
a regular payment to the landlord by a tenant in return for being allowed to possess 

and use the landlord's property.          

Repeat offender a person who continues to commit the same offence 

Reply
a claimant's answer to a claim. In a civil case the defendant may offer a defence to 

the claim, or even make a counterclaim.                      
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Representation

is: 

acting on behalf of someone else (such as a solicitor acting for a client); 

taking someone else's place (such as when a court gives an executor the right to deal 

with a dead person's affairs).               

Reserves
money set aside in accounts which can be spent in later years. Some types of reserve 

can only be spent if certain conditions are met.          

Residue
what is left of an estate after all debts, taxes, expenses and specific legacies have 

been dealt with.     

Resisting arrest
a person trying to prevent the police arresting him or her. A charge could be made 

of obstructing a police officer in the course of duty.     

Resolution a decision taken by the members of a company in a meeting.        

Respondent the person an action is being taken against.        

Restitution

is:                                                  

an order for the return of stolen goods to the victim of the theft or for compensation 

to be paid to the victim; or 

a writ, following a successful appeal, for the return of the items lost after the original 

case. 

Restraining order

an order which a court may issue to prevent a person from doing a particular thing. 

For example, if someone has been harassing another person, the court may order 

that the harassment must stop.                     

Restriction when placed on a piece of land the owner cannot sell or mortgage the land.   

Revocation cancellation.               

Right of way
a legal right obliging the owner of land to allow authorised people to cross it.  

 

Robbery using or threatening to use force while carrying out a theft.     

S

Satisfaction

is:                            

paying a debt; 

settling an obligation by an act; or 

settling an obligation by substituting something satisfactory for what was originally 

required. 

Search warrant
a warrant issued by a judge to allow police officers to search premises. 

 

Securities
stocks, shares, debentures and so on where there is a right to receive interest or 

dividends from the investment.       
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Sedition
writing things or saying things which encourage ordinary people to rise up against 

the Government or which cause discontent.          

Sentence the penalty the court imposes on someone found guilty of an offence.   

Sequestration a court order for the seizure of someone's property.   

Shoplifting stealing goods from a shop.

Slander
saying something untrue about a person or doing something, such as making a 

gesture, which damages their reputation.  

Smuggling
importing or exporting goods illegally to avoid a ban on them or to avoid the duties 

on them.       

Stalking

the name given to a form of harassment where a person is made to feel alarmed or 

distressed by another person's actions. The prosecution has to prove that a reason-

able person would have known that the behaviour would create distress or fear. The 

harassment must have happened on at least two occasions.        

Statute an Act of Parliament.       

Statute law the law created by Acts of Parliament.            

Statutory audit
an audit required by law. Certain companies have to have their accounts audited 

by suitably qualified accountants.              

Stockbroker a person who buys and sells stocks and shares for clients.    

Subrogation substituting one person for another including all rights and responsibilities.    

Subsidiarity

subsidiary activities. Member countries of the European Community agreed that 

activities could be done by the individual member countries unless they could not 

do them adequately alone. The European Community therefore should only do 

subsidiary activities and this is called subsidiarity.             

Subsidiary
a company controlled by another company. The control is normally a result of 

having more than 50% of the voting rights.         

Sue to start legal proceedings in the civil court against someone.      

Suicide the act of killing oneself intentionally.           

Suit proceedings brought by one person against another in a civil court.      

Summons
an order by a court that a person attend at a particular court at a stated time on a 

particular date.        

Supreme Court the highest court    
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T  

Tangible asset an asset which can be physically touched.     

Tax

money raised by the Government to pay for the services it provides. Some taxes are 

called indirect because they are part of the price we pay for goods and services, such 

as VAT. Other tax is called direct because the individual taxpayer pays it. Income tax 

and corporation tax are examples of direct taxes.             

Taxation the levying of taxes.         

Tenant a person or organisation granted a lease.          

Term any of the clauses which form part of a contract.      

Terrorism using violence for political purposes 

Testator a person who makes a will.      

Testify to give evidence.        

Testimony the evidence a witness gives in court.           

Theft taking someone else's property dishonestly, with the intention of never returning it.  

Title the right to own something.     

Tort
doing something which harms someone else. It may result in a claim for damages. 

(This word is Old French.)    

Trademark
a mark which is registered at trademark registries and which is used on products 

produced by the owner. It is illegal for anyone else to display the mark.    

Treason
the crime of betraying your country such as helping your country's enemies in 

wartime.   

Trespassing going on land without the owner's permission.             

U

Unfair contract terms prevents a party to a contract unfairly limiting their liability.  

Unfair dismissal
sacking an employee unfairly. When an employee has been dismissed it is the 

employer's responsibility to prove that the dismissal was fair.  

V  

Void unable to be enforced by the law.             

Voidable able to be cancelled in certain circumstances.     
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W

Will
a legal document which people use to bequeath (leave as a gift) money and property 

when they die.         

Winding up
disposing of all a company's assets and paying all its debts. Any money left is then 

divided among the members.         

Witness

someone who:               

watches a signature being put on a document, and then signs as well to verify the 

signature's authenticity; or 

attends court to testify about events they know about.  

Writ an order issued by a court telling someone to do something or not to do something.  
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INTERNATIONAL RELATIONS GLOSSARY

Anarchy: implies not the complete chaos or absence of structure or rules, but rather 

than lack a of a central government that can enforce rules.

APC Network: Association for Progressive Communications comprises more than 

20,000 subscribers to electronic listservers in 95 countries, and have recently been 

very much involved in agitating for global development and democratization of 

the United Nations.

Balance of payments: net flow of goods, services and financial transactions that 

takes into account outflows and inflows of money from a state.

Balance of payments deficit: a state spends more than it receives from other cou-

ntries.

Balance of payments surplus: a state receives more than it spends in other coun-

tries.

Balance of power: a condition in which the distribution of military and political 

forces among nations means no one state is sufficiently strong to dominate all the 

others. It may be global, regional or local in scope.

Bargaining power: the general capacity of a state to control the behaviour of others, 

power to cause another actor to do an action.

Biodiversity: two kinds: species and genetic diversity, species diversity refers to the 

differences between species, while genetic diversity refers to differences within 

species.

Brezhnev Doctrine: reinforced the right of the Soviets to ntervene where Moscow 

deemed socialism was threatened by ‘counter-revolutionary forces’.

Brundtland Commission Report: published 1987, commissioned 1983 with Gro Har-

lem Brundtland, Prime Minister of Norway, as commissioner, mandate was to look 

into the alarming rate at which environmental resources were being consumed, 
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a the levels of their waste, particularly in the case of development, at the ways in 

which developing countries were falling further and further behind the industri-

alized world in their standards of living, coined term ‘sustainable development’.

Cold War: the period in world affairs from c.1947-1990, marked by ideological, 

economic and political hostility and competition between the US and the Soviet 

Union, and drawing in other powers at various levels of involvement.

Common unit of exchange: a currency in which international economic exchanges 
are valued.

Comparative advantage: Doctrine says that states should 1) produce and export 
whatever they can produce most efficiently relative to other states i.e., whatever 
they have a comparative advantage in; and they should 2) import those things they 
can’t produce as efficiently from states that can.

Concert of Europe: the informal system of consultation set up by the Great Powers 
(Austria, Britain, France, Prussia and Russia) to manage the balance of power at the 
end of the Congress system.

Conflict: perceived rival and incompatible claims over some desired «good».

Congress of Vienna: meeting of the four main victors over Napoleon and France: 
Austria, Britain, Prussia and Russia.

Containment: policy pursued by the US toward the Soviet Union c. 1947-1989, the 
aim of which was to deny Moscow opportunities to expand its political influence 

abroad, to draw a line and contain the Soviets within their borders, (also Truman 

Doctrine )

CSCE: Conference on Security and Cooperation in Europe, from 1973-75 all Eu-

ropean states (except Albania) plus the US and Canada met to discuss regional 

security (now the Organization on Security and Cooperation in Europe, and one 

of the central security organizations in Europe.

D5: denuclearization, demilitarization, dealignment, democratization, and deve-

lopment, five main goals of peace and social movements.
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Defence strategy: involves the assumption that war will be fought with three aims 

in mind: 1. to punish the aggressor 2. to deny territorial gains 3. to limit the damage 

to oneself (also see deterrence).

Deflation: money is gaining value relative to goods and services produced in an 

economy.

Deterrence: efforts of an actor to dissuade the opponent from doing something 

considered against the actor’s interests by making the costs of action outweigh the 

benefits with threat of punishment, the implicit or explicit purpose of this strategy 

was to avoid actually fighting war (also see defence).

Devaluation: a government deliberately decides to lower the value of its currency 

relative to other currencies.

Doctrine of Flexible Response: a nuclear utilization strategy which legitimized 

the notion of limited nuclear war, involved two dimensions: limited targetting 

(‘counterforce strategy’) and the use of battlefield nuclear weapons (also see MAD).

Dollar overhang: the amount of US dollars overseas exceeded US reserves of gold, 

undermining dollar convertibility to gold.

Ethnic group: a group of people who define themselves as distinct from other 
groups because of cultural differences.

Eurodollar markets: free market where buyers and sellers exchange currencies 
outside of their country of origin.

Exchange rate: value at which one currency is traded for another.

Fixed exchange rate: the rate of exchange of a currency or currency is set by agre-

ement between governments or by government policy (see also gold standard).

Floating exchange rate: the rate of exchange of currencies is permitted to rise and 

fall with supply and demand on the international private market.

Foreign policy: the goals that state officials seek to obtain abroad, the values that 

give rise to those objectives, and the means or instruments through which these 

are pursued.
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Free trade: means the buying or selling of goods and services across international 

borders with few or no restrictions (see also protectionism).

Fungibility: the extent to which one form of power can be converted into another.

GATT: General Agreement on Tariffs and Trade, drawn up in 1947 to codify the 

rules of conduct in trade for its members, in the GATT, states agreed to negotiate 

«reciprocal and mutually advantageous arrangements directed to the substantial 

reduction of tariffs and other barriers to trade» and to increase free and fair trade.

Glasnost: ‘openness’, a term introduced by Mikhail Gorbachev about his post-1985 

opening of Soviet society to dissidents, public criticism and limited admission of 

past Soviet mistakes (also see perestroika).

Gold standard: the value of a currency is fixed relative to an amount of gold, can be 

converted to gold at a fixed rate (see also fixed exchange rates).

GSP: Generalized System of Preferences: early 1970's nineteen advanced industrial 

states agreed to eliminate tariffs on manufactured and semimanufactured goods 
exported by 140 LDCs unilaterally for ten years, renewed during 1980s for another 
decade (see UNCTAD, IPC).

Holy Roman Emperor: the supreme secular authority in Medieval Europe.

Hugo Grotius (1583-1645): the 'father' of international law, a Dutch jurist, humanist 
and diplomat His great work 'On the Law of War and Peace' is widely regarded as 
a landmark in the development of international law.

HYV's: high-yielding varieties of agricultural plants, genetically designed to produce 
higher quantities of product with the aid of fertilizer, pesticides, and mechanized 
agricultural methods.

ICBM's: inter-continental ballistic missiles.

Inflation: money is losing value relative to goods and services produced in an 

economy.

International governmental organization (IGO): any international body or agency 

set up by the state, controlled by its member states, and dealing primarily with 

their common interests.
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IPC: Integrated Programme for Commodities, concerted attempt to control price 

fluctuations in commodities on which LDC's depended for foreign exchange in-

come (see UNCTAD, GSP).

LDC: Less Developed Country.

MAD: Mutually Assured Destruction, strategic doctrine which guarantees that each 
side in a nuclear exchange would survive a first strike by its opponent with enough 
arms intact to launch a second-strike sufficient to destroy the aggressor (also see 
Doctrine of Flexible Response).

Massive retaliation: a a nuclear strategy which calls for a nuclear response to any 
aggressive action.

MFN: Most Favoured Nation: every member is treated as well as the »most favoured 
one«: ie: if U.S. offers low tariff to Canada on ice cubes: every other GATT member 
is entitled to the same treatment (see also free trade, GATT).

MIRV'S: multiple independently targetted re-entry vehicles (see also ICBM'S).

Monetarism: a policy of manipulating the money supply (inflating or deflating a 
currency) to influence economic growth.

Monoculture: refers to the use of one genetic strain of plant or animal to replace a 
diversity of strains.

Multiple-sum game: both actors can mutually gain (also see zero-sum game)

Natural law: the idea there existed rights and duties attached to human beings as 
such that existed in all times and all places, that could be discovered by reason, 
and that should be applied in the relations between groups.

Negative peace: the absence of war and physical (direct) violence (also see positive 
peace).

Netwar: the primary objective of »netwar« is to use computer networks and da-
tabases to inflict cultural and political damage to the international image of the 
opponent.
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News values: the criteria for determining what kinds of stories are reported; used 

to identify, define and present a story.

NIEO: United Nations Resolution of May 1974 for a New International Economic 

Order to address concerns of LDC's.

Non-Aligned Movement: loose organization of Third World countries which 
dealt with statements on a wide variety of issues from nuclear proliferation 
to trade and development, first meeting: Bandung, Indonesia, 1955, led by 
a few relatively strong, independent personalities: Tito, Nehru, and Nasser 
(Yugoslavia, India, Egypt) (see also UNCTAD, NIEO).

Non-governmental organization (NGO): any private organization involved 
in activities that have transnational implications.

Nuclear fission: relies on splitting heavy atoms (uranium and plutonium) 
into smaller elements (used to make the A-bomb).

Nuclear fusion: relies on forcing two hydrogen atoms together, and in the 
process destroying some extra matter that is converted into energy (called 
H-bomb).

NWIO: New World Information and Communication Order, begun in the 
1970s around the same time as the Group of 77 launched its drive for a 
NIEO, called for a more balanced flow of communications globally, deve-
lopment of communication infrastructure in LDC's, control or elimination 
of information monopolies, and respect for each people's cultural identity.

OECD: Organization for Economic Cooperation and Development, organi-
zation of 29 industrialized countries.

OPEC: Organization of Petroleum Exporting Companies: cartel of oil produ-
cers formed to control the price and supply of oil on world markets.

Perestroika: 'restructuring', a term used by Mikhail Gorbachev to describe 
his plans to reform, modernize and partly decentralize the Soviet economy 
(also see glasnost).

Positive peace: the absence of structural violence as well as direct violence 
(see also negative peace).
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Protectionism: protecting your economy from the international economy 
by imposing various restrictions on flow of imports or exports of goods or 
services into or out of your country (see also free trade).

Reserve currency: a currency that countries hold in reserve because of its 
strength and stability.

Security dilemma: a situation in which states' actions taken to assure their 
own security, tend to threaten the security of other states.

Self-help: necessity to rely on a states' own resources and capabilities.

SLBM's: submarine-launched ballistic missiles.

Specie money: solid money (gold or silver, traditionally).

Spheres of influence: an area declared by a Great Power to be its exclusive 
area of interest, where it acts to defend its dominance and to exclude other 
Great Powers.

SOP's: standard operating procedures.

Sovereignty: means a government has the right, at least in principle, to do 
whatever it liks in its own territory (also see state).

Structural power: the power to change the rules of the game for others, the 
power to structure the choices of other actors.

Structural violence: latent or hidden forms of social conflict.

State: an organized political entity that occupies a definite territory, has a 
permanent population, and enjoys stable government, independence and 
sovereignty.

Stockholm Conference: UN Conference on the Human Environment, held 
1972, was first worldwide environmental conference in history.

Sustainable development: term coined by Brundtland Commission Report 
1987, defined as development which can »ensure that it meets the needs 
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of the present without compromising the ability of future generations to 
meet their own needs«.

Terms of trade: the ratio in prices between a country's exports and its im-
ports.

Truman Doctrine: a promise of US aid to all 'free peoples who are resisting 
attempted subjugation by armed minorities or by outside powers« (also 
see Brezhnev Doctrine).

UNCED: United Nations Conference on Environment and Development, 
also known as the Earth Summit, held in Rio 1992. Effort by the int. Com-
munity to reach consensus on principles and a long-term workplan for 
global sustainable development, major output was Agenda 21 (referring 
to the Twenty-First Century), a global plan of action containing 294 pages 
encompassing every sectoral environmental issues as well as international 
policies affecting both environment and development and the full range of 
domestic social and economic policies.

UNCTAD: United Nations Conference on Trade and Development: formed 
1964: first Secretary 

General Raul Prebisch: called for reform of system of international trade 
based on liberalism and comparative advantage, in order to assist develo-
pment of poor countries, included calls for a GSP and IPC (see also NIEO).

War: legitimate use of organized violence or force to achieve »goods« (also 
see conflict).

Zero-sum game: one actors' gain is another's loss.
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EUROPEAN NEIGHBOURHOOD POLICY GLOSSARY1

AGADIR AGREEMENT: Egypt Jordan, Morocco and Tunisia decided in February 

2004 to set up a regional free-trade area, reinforcing South-South cooperation, with 

EU encouragement and support. The Agadir Agreement, as it is known, commits 

the parties to removing most trade tariffs between them and intensifying econo-

mic cooperation by bringing into line their legislation on standards and customs 

procedures. It is open to accession by other countries.

ARAB SPRING: Since the first demonstrations in Tunisia in December 2010, a 

wave of popular discontent has shaken the Arab world, with people calling for 

dignity, democracy, and social justice. Despite the unexpected magnitude of these 

uprisings, widely known as the “Arab Spring” the EU has been quick to recognise 

the challenges of the political and economic transition faced by the region as a 

whole. It has also recognised the need to adopt a new approach to relations with 

its Southern neighbours.

ASSOCIATION AGREEMENT: The individual agreements negotiated and concluded 

between the EU and a Mediterranean Partner, covering the main areas of coope-

ration. They replaced the trade and co-operation agreements concluded in the 

1970s. In general they include political and economic provisions, financial, social 

and cultural cooperation. All Agreements define respect for democratic principles 

and fundamental Human Rights as “an essential element”. 

ASSOCIATION COUNCIL: The meeting of the Ministers from the EU and a partner 

state to discuss the state of play in relations and the way forward. They are usually 

held on the sidelines of the General Affairs and External Relations Council meeting.

BARCELONA PROCESS: In November 1995 the EU Foreign Ministers and their 

counterparts from neighbouring Mediterranean countries agreed on an institutio-

nalised partnership. At this meeting, which took place in Barcelona, the Barcelona 

Declaration was adopted. The three main dimensions of this Partnership cover: a 

Political and Security Dialogue, an Economic and Financial Partnership, and the 

Social, Cultural and Human Partnership. Since July 2008, the Euro-Med Partnership 

has been re-launched as the Union for the Mediterranean, with the aim of infusing 

new vitality and raising the political level of the strategic relationship between the 

1  Source: The EU Neighbourhood Info Centre.
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EU and its southern neighbours while maintaining the acquis of its predecessor, 

the Barcelona Process.

BLACK SEA SYNERGY (BSS): A regional initiative of the EU seeking to increase 

cooperation among and between the countries surrounding the Black Sea. It aims 

to stimulate democratic and economic reforms and create a climate more condu-

cive to the solution of conflicts in the region. BSS focuses on concrete initiatives, 

prioritising transport, energy, the environment, maritime management, fisheries, 

migration, fight against organised crime, the information society and cultural co-

operation. The EU has also established a new cross-border cooperation programme 

involving local authorities in the countries around the Black Sea, and supporting 

the activities of civil society organisations

BUDGET SUPPORT: Involves policy dialogue, financial transfers to the national trea-

sury of the partner country, performance assessment and capacity-building, based 

on partnership and mutual accountability. It should not be seen as an end in itself, 

but as a means of delivering better aid and achieving sustainable development 

objectives by fostering partner countries’ ownership of development policies and 

reforms. It addresses the source, not just the symptoms, of under-development, 

and provides the strongest platform that the EU has to engage in a broad policy 

dialogue with its partner countries on key development issues. 

COMMON SPACES (CSS) WITH RUSSIA: Four policy areas of enhanced cooperation 

between the EU and Russia form what is called the “strategic partnership” with this 

country. The CSs were launched in 2003 in the framework of the Partnership and 

Cooperation Agreement with the aim of strengthening EU-Russia strategic par-

tnership. They include the Common Economic Space, covering economic issues 

and the environment; the Common Space of Freedom, Security and Justice; the 

Common Space of External Security, including crisis management and non-pro-

liferation, and the Common Space of Research and Education, including cultural 

aspects. Specific objective and actions required to put the CSs into effect are set 

out in Road Maps, endorsed at the Moscow Summit in 2005.

CONDITIONALITY: The European Union employs conditionality with respect to 

enlargement, with membership conditional on candidate countries meeting the 

Copenhagen criteria and adopting the acquis communautaire.
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CONVENTION ON PREFERENTIAL RULES OF ORIGIN: The regional Convention 

on pan-Euro-Mediterranean preferential rules of origin will help develop growth 

and economic prosperity for the region and facilitate regional integration. It aims 

at replacing the current pan-Euro-Mediterranean system of cumulation of origin 

based on individual protocols applicable between two partner countries, with a 

single legal instrument in the form of a regional convention on preferential rules 

of origin.

COOPERATION COUNCIL: The meeting of the Ministers from the EU and a partner 

state to discuss the state of play in relations and the way forward.

COUNTRY REPORTS: Prepared by the Commission at the outset of the ENP pro-

cess, they assessed the political and economic situation as well as institutional 

and sectoral aspects in each neighbouring country, to determine when and how it 

was possible to deepen relations. Country Reports were submitted to the Council 

which decided whether to proceed to the next stage of relations.

COVENANT OF MAYORS: The Covenant of Mayors is the mainstream European 

movement involving local and regional authorities in the fight against climate 

change. It is based on a voluntary commitment by signatories to meet and exceed 

the EU 20% CO2 reduction objective through increased energy efficiency and de-

velopment of renewable energy sources. It is open to local authorities in countries 

outside the European Union and has a number of signatories in the European 

Neighbourhood.

CROSS BORDER COOPERATION (CBC): Under the ENPI, the CBC component finan-

ces joint programmes bringing together regions of EU Member States and partner 

countries sharing a common border. It aims to promote a coherent and integrated 

approach to regional development, to deal with common challenges, guarantee 

effectiveness and security at the external borders and encourage local cooperati-

on. CBC is co-financed by the European Regional Development Fund (ERDF). Two 

types of programmes are established: bilateral programmes covering a common 

land border (or short sea crossing), and multilateral programmes covering a sea 

basin.The CBC concerns Eastern Europe, the southern Caucasus and the Southern 

Mediterranean. More specifically Algeria, Armenia, the Palestinian Authority, Azer-

baijan, Belarus, Egypt, Georgia, Israel, Jordan, Lebanon, Libya, Morocco, Moldova, 

Russia, Syria, Tunisia, and Ukraine.
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DIFFERENTIATION: while the underlying principles and objectives of the ENP 

apply to all partners, the EU’s relationship with each one is unique. The ENP provi-

des the EU with a toolbox of instruments that allows it to adapt and differentiate its 

policy, in line with the different developments, ambitions and needs of its partners. 

The EU responds to needs, capacities and performance of each partner country, so 

that it allocates a greater proportion of funds where aid can have the highest impact.

EASTERN NEIGHBOURS AND RUSSIA: The main objective of the EESC as regards 

the European Eastern Neighbours is to enhance relations with civil society orga-

nisations in the region and to involve them into a dialogue with both their national 

policy makers and the EU organised civil society.

EASTERN PARTNERSHIP MULTILATERAL PLATFORMS: The EaP established four 

thematic platforms which set objectives and targets within the given policy area. 

They also serve to facilitate open discussion and to review progress and include 

representatives (at senior level) from government ministries and agencies, parli-

aments, civil society, international organisations (such as the OSCE, the Council 

of Europe and the Organisation for Economic Cooperation and Development 

(OECD), international financial institutions, the private sector and economic and 

social partners. Participation in the projects, activities and meetings of the thematic 

platforms is voluntary and may include third countries on a case-by-case basis.

EASTERN PARTNERSHIP (EaP): A major step towards upgrading the EU’s relations 

with its 6 neighbours in Eastern Europe and the South Caucasus, namely Arme-

nia, Azerbaijan, Belarus, Georgia, Moldova and Ukraine. EaP will become a policy 

mechanism once the European Council formally endorses proposals to this end 

drafted by the European Commission. The EC’s outline envisages the following key 

elements: a new generation of Association Agreements, far-reaching integration 

of the Eastern neighbours into the EU economy, easier travel to the EU for their 

citizens providing that security requirements are met, enhanced energy security 

arrangements benefitting all concerned, and increased financial assistance.

EU OFFSHORE PROTOCOL: Aims to complement the Barcelona Convention for the 

protection of the marine environment and the coastal region of the Mediterranean, 

signed by the EU, Italy, Greece, Spain, France, Slovenia, Malta and Cyprus, as well 

as 14 other non-EU Mediterranean countries, as regards exploration and exploi-

tation activities. It covers a wide range of exploration and exploitation activities 
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and touches upon permit requirements, the removal of abandoned or disused 

installations, the use and removal of harmful substances, and safety, contingency 

planning and monitoring.

EURO-MED PARTNERSHIP: Another term used to describe the Barcelona Process, 

referring to the relationship and cooperation between the EU and its partners in 

the Southern Mediterranean.

EUROPEAN BANK FOR RECONSTRUCTION AND DEVELOPMENT (EBRD): The 

EBRD fosters transition to market economies and provides project financing for 

banks, industries and businesses, both new ventures and investments in existing 

companies. It also works with publicly owned companies. Each of its projects is 

tailored to the needs of the client and to the specific situation of the country, regi-

on and sector. The EBRD is owned by 61 countries, the European Union and the 

European Investment Bank.

EUROPEAN ECONOMIC AND SOCIAL COMMITTEE (EESC): A consultative body to 

the EU and a bridge between Europe and organized civil society.

EUROPEAN EXTERNAL ACTION SERVICE (EEAS): Assists the High Representative 

for Foreign Affairs and Security Policy and works in cooperation with the diplomatic 

services of the member states. It comprises officials from the Council General Secre-

tariat and the Commission as well as staff seconded from member state national 

diplomatic services. The EEAS helps ensure the consistency and coordination of 

the Union’s external action as well as prepare policy proposals and implement them 

after their approval by Council. It assists the President of the European Council 

and the Commission in its external relations. The delegations around the world 

became Union delegations under the authority of the High Representative and 

part of the EEAS structure.

EUROPEAN INVESTMENT BANK (EIB): Set up by the EU to provide investment 

loans and grants. Member States are the shareholders and its Board of Governors 

is composed of the Finance Ministers of these States.

EUROPEAN NEIGHBOURHOOD AND PARTNERSHIP INSTRUMENT (ENPI): From 

1 January 2007 onwards, as part of the reform of EC assistance instruments, the 

MEDA (South), TACIS (East) and various other financial instruments have been 
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replaced by a single instrument, the ENPI. The ENPI is designed to target sustainable 

development and approximation to EU policies and standards – supporting the 

agreed priorities in the ENP Action Plans (as well as the Strategic Partnership with 

Russia, which was previously also covered by the TACIS programme). 

EUROPEAN NEIGHBOURHOOD INSTRUMENT (ENI): Designed by the EU in 2011 

when an overall substantial increase in funding for Neighbourhood partners was 

announced, this Instrument has a proposed budget of €18.2 billion for the period 

2014-2020. In line with the principles of differentiation and “more for more”, the 

ENI will support the strengthening of relations with partner countries and bring 

tangible benefits to both the EU and its partners in areas such as democracy and 

human rights, the rule of law, good governance, sustainable economic and social 

development and progressive economic integration in the EU single market. The 

ENI is part of an overall package of geographic and thematic instruments, worth 

€96,249.4 million for the period 2014-2020 and is expected to be adopted by the 

European Parliament.

EUROPEAN NEIGHBOURHOOD POLICY (ENP): It was developed after the EU’s 

enlargement in 2004 with 10 new countries, in order to avoid the emergence of 

new dividing lines in Europe. Through it, the EU offers its neighbours a privileged 

relationship, building upon a mutual commitment to common values (democracy 

and human rights, rule of law, good governance, market economy principles and 

sustainable development). The ENP goes beyond existing relationships to offer a 

deeper political relationship and economic integration through reforms as a means 

of achieving peace, stability and economic prosperity. The level of ambition of the 

relationship will depend on the extent to which these values are shared. The ENP 

covers the EU’s immediate neighbours by land or sea, namely:  Algeria, Armenia, 

Azerbaijan, Belarus, Egypt, Georgia, Israel, Jordan, Lebanon, Libya, Moldova, Moro-

cco, the Occupied Palestinian Territory, Syria, Tunisia and Ukraine. Although Russia 

is also an EU neighbour, relations are developed through a Strategic Partnership 

covering four “common spaces”.

EUROPEAN NEIGHBOURHOOD PROGRAMME FOR AGRICULTURE & RURAL DE-

VELOPMENT (ENPARD): This is a policy initiative, part of the EU’s commitment to 

inclusive growth and stability in its Neighbourhood, which recognises the potential 

importance of agriculture in terms of food security, sustainable production and 

rural employment.
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EUROPEAN TRAINING FOUNDATION: The European Training Foundation is an 

agency of the European Union established to contribute to the development of the 

education and training systems of the EU partner countries. With an annual budget 

of €18 million, its mission is to help transition and developing countries to harness 

the potential of their human capital through the reform of education, training and 

labour market systems in the context of the EU’s external relations policy.

EXTERNAL ACTION FINANCING INSTRUMENTS: part of the Multi Annual Financial 

Framework (MMF), they are the instruments used to build relations with third cou-

ntries. The overall objective for external action will be to ensure that the EU is also 

able to live up to its ambitions in promoting democracy, peace, solidarity, stability 

and poverty reduction and to help safeguard global public goods.

FASTER AND MORE FLEXIBLE: used in reference to reducing the complexity and 

length of the programming process so that the relevance of the assistance is not 

undermined. In order to further increase the EU’s capacity to respond to unforeseen 

events, new mechanisms have been introduced for revision of the instruments to 

increase flexibility.

FINANCIAL INSTRUMENTS: The EU supports the neighbourhood countries thro-

ugh different means ranging from Instruments designed for the region to more 

general grants, service contracts etc. for which countries, organizations and others 

are eligible. Some of the instruments are: Twinning , TAIEX, SIGMA and Governance 

Facility.

FLAGSHIP INITIATIVES:Part of the multilateral track of the Eastern Partnership, 

the six flagship initiatives provide additional momentum, concrete substance 

and more visibility to the EaP. They also mobilise funding from different IFIs and 

investment from the private sector.

FREE TRADE AREA (FTA): The key objective of the trade partnership is the creation 

of a deep Euro-Mediterranean FTA, which aims at substantially liberalising trade 

between both the EU and Southern Mediterranean countries (North-South), and 

Southern Mediterranean countries themselves (South-South).

FRONTEX: The European Agency for the Management of Operational Cooperati-

on at the External Borders of the Member States of the European Union (Frontex) 
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promotes, coordinates and develops European border management in line with 

the EU fundamental rights charter applying the concept of Integrated Border 

Management. Frontex helps border authorities from different EU countries work 

together. The agency was set up in 2004 to reinforce and streamline cooperation 

between national border authorities and has several operational areas which are 

defined in the founding Frontex Regulation and a subsequent amendment. 

HIGH REPRESENTATIVE FOR FOREIGN AFFAIRS AND SECURITY POLICY (HR): 

Following the entry into force of the Lisbon Treaty on 1 December 2009, EU leaders 

appointed Catherine Ashton as the HR. She conducts the Union’s Common Foreign 

and Security Policy (CFSP), contributes to its development and ensures decisions 

are implemented. She presides over the Foreign Affairs Council and is one of the 

Commission’s Vice-Presidents. She ensures the consistency of external action and 

represents the Union for matters relating to the CFSP, conducts political dialogue 

with third parties and expresses the Union’s position in international organisati-

ons and at international conferences. She is assisted by the European External 

Action Service and presides over the Union Delegations in third countries and at 

international organisations.

HORIZON 2020 INITIATIVE: H2020 aims to de-pollute the Mediterranean by the 

year 2020 by tackling the sources of pollution that account for around 80 percent 

of the overall pollution of the Mediterranean. It is one of the key initiatives endorsed 

by the Union for the Mediterranean (UfM) at its launch in Paris in 2008 and in order 

to implement and monitor actions three working groups were created: Investments 

for Pollution Reduction, Capacity Building and Review, Monitoring and Research.

INCENTIVES FOR BEST PERFORMERS: using the more-for-more approach allows 

the EU to increase its support to those partners that are genuinely implementing 

what has been jointly agreed.

INTER-REGIONAL COOPERATION: Most assistance managed by EuropeAid is 

channeled through national and regional programmes covered by the EU’s Euro-

pean Neighbourhood Partnership Instrument (ENPI). However, an Inter-regional 

Programme (IRP) has also been established to support the ENPI southern and 

eastern regions. Such a programme is required because some aid activities can be 

managed more efficiently and flexibly at inter-regional level.
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LISBON TREATY: Entered into force on 1 December 2009 and among other deve-

lopments provides for a fixed full-time President of the European Council, as well 

as a High Representative for Foreign Affairs and Security Policy, and a new Euro-

pean External Action Service. The Treaty provides for double majority (qualified 

majority) in the Council after November 2014 so that in order to be adopted an act 

must have the support of at least 55% of Member States. Furthermore, co-decision 

with the Parliament is extended to some forty fields. It also sets the number of 

MEPs to 751 maximum and stipulates that no member state can have fewer than 

6 or more than 96 seats. It also offers a new role for national parliaments, which 

will have eight weeks to examine draft European legislative acts. It gives citizens 

right of initiative, as a million citizens can sign a petition inviting the Commission 

to submit a proposal on any area of EU competence.

MORE-FOR-MORE PRINCIPLE: introduced atthe last ENP review in 2010-11, this 

principle means that the EU will develop stronger partnerships and offer greater 

incentives to countries that make more progress towards democratic reform – free 

and fair elections, freedom of expression, of assembly and of association, judicial 

independence, fight against corruption and democratic control over the armed 

forces.

MULTIANNUAL FINANCIAL FRAMEWORK (MFF): translates the EU’s political 

priorities for seven years into financial terms. It sets annual maximum amounts 

(ceilings) for EU expenditure as a whole and for the main categories of expenditure 

(headings).

MULTILATERAL ENVIRONMENT FOR EUROPE PROCESS : An informal framework 

created in 1991 and overseen by the United Nations Economic Commission for Eu-

rope (UNECE) to promote environmental protection in the countries of Central and 

Eastern Europe. With the enlargement to the East, the EU is now fostering synergy 

between the Process on one hand and the European Neighbourhood Policy and 

regional relations (e.g. in the Black Sea area) on the other.

MUTUAL ACCOUNTABILITY: this means that the EU is accountable to its partners 

for the support promised, and the partners are accountable to the EU for their own 

progress towards political and economic reform. ENI support takes greater account 

of human rights, democracy and good governance when it comes to allocating 

assistance.
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NATIONAL INDICATIVE PROGRAMME (NIP): An assistance programming do-

cument that refers to developments in bilateral relations and in the country itself, 

as well as the pace of implementation of agreements, while it goes into detail 

about the goals of each priority agreed. Drafted by the European Commission in 

consultation with the partner country governments, Member States and other in-

ternational donors and civil society organizations, following the Mid-Term Review 

of the Country Strategy Papers (CSP).

NEIGHBOURHOOD CIVIL SOCIETY FACILITY: Targeted at reinforcing the role of 

civil society across the Neighbourhood region it was set up to provide funding for 

non-state actors. €22 million is foreseen between 2011 and 2013. The Facility has 

three aims: 1) Strengthening capacity of civil society, through exchanges of good 

practice and training, to promote national reform and increase public accountabili-

ty, to enable them to become stronger actors in driving reform at national level and 

stronger partners in the implementation of ENP objectives. 2) Strengthening non-

-state actors through support to regional and country projects, by supplementing 

the funding available through thematic programmes and instruments. 3) Promoting 

an inclusive approach to reforms by increasing the involvement of non-state actors 

in national policy dialogue and in the implementation of bilateral programmes.

NEIGHBOURHOOD INVESTMENT FACILITY (NIF): An innovative financial instru-

ment of the European Neighbourhood Policy (ENP) that blends loans and grants to 

finance investments for the Neighbourhood. Its primary objective is to kick-start 

key infrastructure projects that require considerable financial resources, as well 

as to support private sector development in the Neighbourhood region.

NEIGHBOURHOOD LIBRARY: Developed by the EU Neighbourhood Info Centre, 

the Library is a user-friendly online database bringing together the key documents 

that guide EU relations with the ENP and ENPI partner countries. Documents can 

be downloaded in their original language (mainly English or French) as well as any 

other language versions in which they are available. Additionally, the EU Neighbo-

urhood Info Centre has translated into the relevant local languages a selection of 

key documents governing regional and bilateral relations. As unofficial translations, 

these have no legal value. Each document has a short description in English, and 

links to all the language versions available.

NEW ENP (MORE-FOR-MORE APPROACH): The renewed ENP, as it is also known, 
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was the culmination of an extensive review and consultation with governments 

and civil society organisations both within the EU and in the 16 ENP partner cou-

ntries to Europe’s South and East.

NUCLEAR SAFETY INSTRUMENT: Now a worldwide instrument, covers projects 

in Eastern and Central Europe which were formerly implemented through TACIS. 

For the budgetary period (2007-2013), €524 million in Union funding has been 

earmarked to support this programme.

PARTNERSHIP AND COOPERATION AGREEMENTS (PCAs): Form the legal basis of 

the EU’s relations with six of its Eastern Neighbours, namely Armenia, Azerbaijan, 

Georgia, Moldova, Russia and Ukraine. Concluded at the end of the 1990s, these 

agreements aim to provide a suitable framework for political dialogue with the 

partner countries, to support democratic reforms, to accompany their transition 

to a market economy and to encourage trade and investment. The PCAs also aim 

to provide a basis for cooperation in the legislative, economic, social, financial, 

scientific, civil, technological and cultural fields. The PCA with Russia also provides 

for the creation of the necessary conditions for the future establishment of a free 

trade area.

PERMANENT PARTNERSHIP COUNCIL WITH RUSSIA (PPC): the meeting of the 

Ministers from the EU and Russia responsible for various policy areas, held as and 

when necessary.

POLICY-DRIVEN: meaning that funding allocations through the ENI are based on 

the key policy objectives agreed with the partners, mainly in the ENP bilateral 

action plans.

PROGRESS REPORTS: The implementation of the mutual commitments and objecti-

ves contained in the Action Plans is regularly monitored through sub-committees 

with each country, dealing with those sectors or issues. The European Commission 

is responsible for putting together and making public these reports approximately 

once a year.

REGIONAL COOPERATION EAST: Priority areas for regional co-operation are 

defined in the ENPI Eastern Regional Strategy Paper for 2007 to 2013, which was 

adopted by the European Commission in March 2007. The six priority areas with 
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the East are: Transport; Energy; Sustainable management of natural resources; 

Border and migration management, the fight against transnational organised crime 

and customs; People-to-people activities; Landmines, explosive remnants of war, 

small arms and light weapons.

REGIONAL COOPERATION SOUTH: The funding of project and programmes that 

turn decisions taken on a political level into actions on the ground, always within 

the framework of the three cooperation areas agreed. The priority areas for regional 

co-operation have been defined in the European Commission’s Regional Strategy 

Paper (2007-2013) and Regional Indicative Programme (2007-2010) for the Euro-

-Mediterranean Partnership. They are: Peace, justice, and security;Sustainable 

economic development; Bringing people together.

REGIONAL COOPERATION: The EU’s programmes for regional cooperation comple-

ment national assistance programmes, tackle challenges with a regional dimension 

and promote interstate co-operation on issues of mutual interest.The EU considers 

cooperation with its regional partners – and between the partners themselves – to 

be an important political objective.

RESEARCH FRAMEWORK PROGRAMMES (FP7): The main instrument at EU level 

aimed specifically at supporting research and development. They have two major 

strategic objectives: strengthening Europe’s scientific and technological base and 

supporting its international competitiveness and EU policies, through research 

cooperation among Member States and with international partners.
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PUBLIC ADMINISTRATION and FINANCE GLOSSARY1

ABILITY TO PAY: The principle of taxation that holds that the tax burden should be 

distributed according to a person’s wealth. It is based on the assumption that, as a 

person’s income increases, the person or corporation can and should contribute 

a larger percentage of income to support government activities. The progressive 

income tax is based on the ability to pay principle. 

ABSOLUTISM: A government with no limits to its power and under which the 

people have no guaranteed or constitutional rights. 

ABUSE: 1. The use of an existing authority for purposes that extend beyond or 

even contradict the intentions of the grantors of that authority. 2. The furnishing 

of excessive services to beneficiaries of government programs, violating program 

regulations, or performing improper practices, none of which involves prosecuta-

ble fraud. 

ACCESS: 1. The ability to gain the attention and to influence the decisions of key 

political agents. Political party leaders, the heads of major interest groups, and 

those who make large campaign contributions are typically said to have access. 2. 

Lobbying; getting information to key decision makers at critical times. 

ACCLAMATION: Overwhelming approval by voice vote. 

ACCOUNTABILITY: A political principle according to which agencies or organiza-

tions, such as those in government, are subject to some form of external control, 

causing them to give a general accounting of and for their actions; an essential 

concept in democratic public administration.

1  Sources: Denhardt, Robert B., Public Administration: An Action Orienta-

tion, Second Edition Wadsworth Publishing Company, Belmont, CA, 1995. Gordon, 

George J., Public Administration in America, Fourth Edition, St. Martin's Press, New 

York, 1992. Marlow, Michael L., Public Finance: Theory and Practice, The Dryden 

Press, Fort Worth, Texas, 1995. McCurdy, Howard E., Public Administration: A 

Synthesis, Cummings Publishing Company, Menlo Park, CA, 1977. Shafritz, Jay M., 

The Dorsey Dictionary of American Government and Politics, The Dorsey Press, 

Chicago, IL 1988.
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ACCOUNTING: The process of classifying, measuring, and interpreting financial 

transactions. Cash accounting is the recording of transactions at the time the 

payment is actually made; accrual accounting means that revenues are recorded 

when they are earned and expenses are recorded as they are incurred. 

ACT: A written bill formally passed by a legislature, such as the U.S. Congress, and 

signed by an executive, such as the U.S. president. An act is a bill from its introdu-

ction until its passage by a legislature. An act becomes a law; becomes a formal 

statute, when it is signed by (or passed over the veto of) a chief executive, such as 

the U.S. president. 2. A bill that has been passed by only one house of a legislature. 

ACTING: Temporary. For example, someone might be the acting director of a 

government agency. Acting appointments are sometimes automatic, as when a 

lieutenant governor is the acting governor whenever the elected governor leaves 

the state. 

ACTIVIST: One who is seriously and passionately involved in politics by running 

for office, mobilizing support for issues, participating in campaigns, and so on. 

ACT OF CONGRESS: A statute; a law passed by the U.S. Congress and signed (or 

passed over the veto of) the president. All of the acts passed by the Congress are 

published, in chronological order according to term and session of Congress in 

the U.S. Statutes-at-Large. The statutes are organized by subject in the U.S. Code. 

ACT OF STATE: The judicial policy that a court in one nation should not rule on the 

legality of the internal acts of a foreign country. 

AD HOC: A Latin term meaning temporarily; for this one time. It is sometimes used 

to criticized methods that substitute for standard procedures. 

AD INTERIM: A Latin term meaning in the meantime. A public official is ad interim 

when serving the unexpired term of a predecessor (who has died, resigned, or been 

removed) until a permanent official can be appointed or elected. 

ADJOURNMENT: The putting off of a business to another time or place; the deci-

sion of a court, legislature, or other group to stop meeting either temporarily or 

permanently. 
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ADJOURNMENT SINE DIE: The adjournment of a legislature that does not fix a 

day for reconvening. (Sine die is a Latin term meaning without a day.) It is used to 

indicate the final adjournment of a session of the Congress or of a state legislature. 

ADJUDICATION: 1. The resolution of a dispute by means of judicial or quasi-judi-

cial processing in which the parties are able to present evidence and reasoned 

arguments. 2. The formal pronouncing and recording of the decisions of a court 

or quasi-judicial entity.

ADJUSTED GROSS INCOME: An income tax term referring to the money a person 

earns minus allowable deductions for certain expenses for travel, work, business, 

moving, etc. 

ADMINISTERED PRICES: Prices determined by other than market forces such as 

those set by monopolies, cartels, or governments. 

ADMINISTRATION: 1. The management and direction of the affairs of governments 

and institutions. 2. A collective term for all policy making officials of a government. 

3. The execution and implementation of public policy. 4. The time in office of a chief 

executive such as a president, governor, or mayor. 5. The supervision of the estate 

of a dead person to pay taxes and assign assets 

to heirs. 

ADMINISTRATIVE ACCOUNTABILITY: That aspect of administrative responsibi-

lity by which officials are held answerable for general notions of democracy and 

morality as well as for specific legal mandates. 

ADMINISTRATIVE ADVOCACY: The presentation of alternative policies to an 

administrative agency. This practice recognizes that public administration is a 

highly political process involving significant differences of judgement. The most 

feasible course of action often emerges from the competition produced when each 

interested group pleads the case it presents, whether that cause be more funds to 

carry out agency policies, the survival of a particular program, or the desire for a 

more efficient system of administrative decision making. 

ADMINISTRATIVE AGENCY: 1. A government organization set up to implement a 

law. 2. Any civilian government body (board, bureau, department, or individual), 
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other than a court or legislature, that deals with the rights of private parties by 

adjudication, rule making, investigation, prosecuting, and so on. 

ADMINISTRATIVE COSTS OF TAXATION: Costs related to administering the tax 
system. 

ADMINISTRATIVE DISCRETION: The ability of individual administrators in a 
bureaucracy to make significant choices affecting management and operation 
of programs for which they are responsible; particularly evident in separation-of-
-powers systems. 

ADMINISTRATIVE DUE PROCESS: Term encompassing a number of points in 
administrative law that require that the administrative procedures of government 
agencies and regulatory commissions, as they affect private parties, be based upon 
written guidelines that safeguard individual rights and protect against the arbitrary 
or inequitable exercise of government authority. 

ADMINISTRATIVE LAW: 1. That branch of law concerned with the procedures by 
which administrative agencies make rules and adjudicate cases; the conditions 
under which these actions can be reviewed by courts. 2. The legislation that creates 
administrative agencies. 3. The rules and regulations promulgated by administra-
tive agencies. 4. The law governing judicial review of administrative actions.

ADMINISTRATIVE MORALITY: The use of ethical, political, or social precepts to 
create standards by which the quality of public administration may be judged; such 
as the standards of honesty, responsiveness, efficiency effectiveness, competence, 
effect on individual rights, adherence to democratic procedures, and social equity.

ADMINISTRATIVE ORDER: A directive carrying the force of law issued by an ad-
ministrative agency after adjudication. 

ADMINISTRATIVE REMEDY: A means of enforcing a right by going to an administra-
tive agency either for help or for a decision. People are often required to exhaust all 
administrative remedies by submitting their problems to the proper agency before 
taking their cases to court.

ADMINISTRATOR: 1. A manager. 2. The head of a government agency. 3. Someone 

appointed by a court to handle a deceased person’s estate. 4. Anyone with fiduciary 

responsibility. 

AD VALOREM TAXES: Those levied as a percentage of product price. 
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ADVERSE OR DISPARATE IMPACT: Criterion for showing that employment practi-

ces affect one group more harshly than another.

ALLOCATION FUNCTION: The shifting of resources into preferred (and out of 

non-preferred) areas. 

ALTERNATIVE MINIMUM TAX (AMT): The lease possible legal amount that must 

be paid by high-income taxpayers. 

AMENDMENT: 1. A change in a prior law by the enactment of a new law. 2. A change 

in a bill during its time of consideration in a legislature. 3. A provision of a constitu-

tion adopted since its original ratification. 

AMICUS CURIAE: A Latin term for friend of the court; any person or organization 

allowed to participate in a lawsuit who would not otherwise have a right to do so. 

Participation is usually limited to filing a brief on behalf of one side or the other. 

ANARCHISM: The belief that government and its administrative institutions are 

intrinsically evil and should be abolished (typically by violence) so they can be rep-

laced by arrangements not corrupted by exploitative and oppressive governments. 

APOLITICAL: 1. Outside of politics; not concerned with political dominance; apathe-

tic toward voting or politics. 2. Nonpartisan; not affiliated with a political party. 

APPEAL: 1. Any proceeding or request to a higher authority that a lower authori-

ty’s decision be reviewed. 2. A formal request to a higher court that it review the 

actions of a lower court. 3. A challenge to a ruling made by a presiding officer of a 

legislature. If the challenge is supported by a majority vote of the legislators, the 

initial ruling is overridden. 

APPOINTMENT: A non-elected government job. Most jurisdictions offer several kin-

ds of appointments. A noncompetitive appointment is government employment 

obtained without competing with others, in the sense that is done without regard 

to civil service registers. 

APPORTIONMENT: Process by which funds are allocated to agencies for specific 

portion of the year. 
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APPROPRIATION: 1. Funds set aside by a legislature to pay for something autho-

rized by law. 

AUTHORITY: Power defined according to a legal and institutional framework, and 

vested in a formal structure (a nation, organization, profession); power exercised 

through recognized, legitimate channels. 

AUTHORIZING LEGISLATION: Legislation action that permits establishment or 

continuation of a particular program or agency. 

AUTOCRACY: Government by one.

AVERAGE TAX RATE: Calculated by dividing tax liability by taxable income. 

BASE: The point from which most budgetary calculations begin, generally that 

appropriation which the agency received in the previous fiscal year, with the 

expectation that spending in each agency will approximate the existing level of 

expenditures. 

BASE BROADENING: Increasing the tax base to eliminate or reduce tax expendi-

tures. 

BENEFIT-COST RATIO: The ratio of the present value of benefits over the present 

value of costs. 

BENFITE PRINCIPLE: Taxation principle whereby taxes are assigned on the basis 

of benefits received. 

BLOCK GRANTS: Grants in which the money can be used for nearly any purpose 

within a specific function field. 

BOND: Promise to repay a certain amount (principal) at a certain time (maturity 

date) at a particular rate of interest. 

BOUNDARY SPANNING: Representing an organization to outside groups and 

organizations. 
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BOUNDED RATIONALITY: Seeking the best possible solution, but not necessarily 

the most rational from a purely economic standpoint. 

BRACKET CREEP: When increases in nominal income result in higher marginal 

tax rates. 

BUDGET PADDING: Proposing a higher budget than is actually needed. 

BUDGET DEFICIT: When public spending exceeds tax revenues. 

BUDGET SURPLUS: When tax revenues exceed public spending. 

BUREAUCRACY: A formal organizational arrangement characterized by division of 

labor, job specialization with no functional overlap, exercise of authority through a 

vertical hierarchy (chain of command) and a system of internal rules, regulations, 

and record keeping; the administrative branch of government (national, state, local). 

CAPITAL BUDGETING: The separation of expenditures that produce long-term 

benefits, especially those involving the construction of public facilities, from the 

annual operating costs of government; the process for reviewing expenditure 

decisions for capital projects and deciding on the methods for financing them, 

usually through the sale of bonds.

CAPITAL GAINS: Increases in the value of assets realized at the time of their sale. 

CAPITAL GRANTS: Grants for use in construction or renovation. 

CASH TRANSFERS: Transfer policies that give money to recipients. 

CATEGORICAL OR PROJECT GRANTS: Grants requiring that the money may be 

spent for only a limited purpose; typically available on a competitive basis. 

CHARTER: Local government’s equivalent of a constitution.

COMPARABLE WORTH: Notion that men and women in jobs that are not identical 

but require similar levels of skill and training should be paid equally. 
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COMPLIANCE COSTS OF TAXATION: Costs taxpayers incur in order to comply 

with tax laws. 

CONSTITUENCY: Any group or organization interested in the work and actions 

of a given official, agency, or organization, and a potential source of support for it; 

also, the interest (sometimes geographic area) served by an elected or appointed 

public official. 

CONSTITUENT POLICY: Policy designed to benefit the public generally or to serve 

the Government.

CONSUMER SURPLUS: The difference between maximum possible expenditures 

and actual expenditures. 

CONTINGENCY APPROACH: The use of different administrative strategies under 

different conditions; the study of the relationship between factors such as the task 

an agency performs or the technology it uses and the style of supervision, type 

of organizational design, and other administrative strategies that will work best 

given those factors. 

CONTINUING RESOLUTION: Resolution permitting the government to continue 

operating until an appropriations measure is passed. 

COOPERATIVE FEDERALISM: Greater sharing of responsibilities between federal 

and state governments.

CO-OPTATION: Alliance building between an administrative agency and a clientele 

group in which the clientele group is allowed to influence agency policy making, in 

return for which the clientele group tacitly agrees to support the general mission of 

the agency, provide it with political support, and defend the agency against assaults 

on its powers, programs, or budget. 

CORPORATIONS: Legal entities created by states, which approve charters submi-

tted by founders.

CUTBACK MANAGEMENT: A management strategy made necessary by the advent 

of fiscal stress; tactics can include, among others, systematic priority setting, di-
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versifying programs, adopting user charges, improving productivity, eliminating 

weak programs, and decreasing services. 

DEBT CAPACITY: Value of a city’s resources combined with the ability of the gover-

nment to draw on them to provide payment. 

DECISION ANALYSIS: Technique where decisions are likely to be made sequentially 

and under some degree of uncertainty. 

DECISION TREE: Technique that identifies various possible outcomes, given the 

risks associated with each. 

DELEGATION: Assigning tasks to others. 

DEMOCRACY: A political system in which decision making power is widely shared 

among members of the society. 

DIALECTICAL ORGANIZATION: A post-bureaucratic form of organization desig-

ned to be responsive to clientele needs; dialectical refers to the permanent state 

of tension between the tendency toward bureaucratization and the tendency 

toward responsiveness to clients, a tension the organization uses to continually 

renew itself. 

DIFFERENTIAL TAX INCIDENT: Evaluates the incidence of taxation under the 

assumption that public spending does not change. 

DILLON’S RULE: Municipalities have only those powers granted in their charters; 

cities are creatures of the state. 

DISCRETIONARY SPENDING: That portion of the budget still open to changes by 

the president and Congress. 

DISTRIBUTIONAL EFFECTS: The ways in which policies transfer income from one 

person to another. 

DISTRIBUTIVE POLICY: Policy involving use of general tax funds to provide 

assistance and benefits to individuals or groups. 
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DIVIDENDS: Payments made to owners of corporations. 

DIVISION OF WORK: One of the fundamental principles upon which the science 

of administration is based; increased specialization in the organization of work in 

order to narrow the range of tasks for which each person is responsible, which in 

turn increases the need for administrative planning and coordination and raises 

the productivity of the organization as a whole. 

DOUBLE-DECLINING BALANCE: A variant of straight-line depreciation whereby 

the majority of depreciation is deducted in the early years of an asset’s tax life. 

DOUBLE TAXATION: The taxing of income when it is earned by corporations and 

againwhen it is distributed to stockholders. 

DUAL FEDERALISM: Pattern in which federal and state governments are struggling 

for power and influenced with little inter-governmental cooperation. 

EARNED INCOME TAX CREDITS: lower tax liabilities of poor taxpayers. 

ECONOMIC DEPRECIATION: The process by which capital resources are actually 

consumed or made obsolete. 

ECONOMIC INCIDENCE: Indicates who actually bears the burden of taxation. 

ECONOMIES OF SCALE: When increased levels of production result in decreased 

average costs of production. 

EFFECTIVENESS: Extent to which a program is achieving or failing to achieve its 

stated objectives. 

EFFECTIVE TAX RATE: Tax rates calculated by dividing tax liability by a compre-

hensive measure of income. 

EFFICIENCY: Relationship between inputs and outputs. 

ENTITLEMENT GRANTS: Grants that provide assistance to persons who meet 

certain criteria. 
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ENTITLEMENT PROGRAMS: Programs that provide a specified set of benefits to 

those who meet certain eligibility requirements. 

EQUAL EMPLOYMENT OPPORTUNITY: Refers to efforts to eliminate employment 

discrimination on the basis of race, ethnic background, sex, age, or physical han-

dicap; ensures that all persons have an equal chance to compete for employment 

and promotions based on job qualifications. 

EQUALITY: The idea that all persons have an equal claim to life, liberty and the 

pursuit of happiness.

EQUITY: A criterion for allocating resources on the basis of fairness. 

ESTATE TAXES: taxes imposed on the transfer of wealth after the death of a taxpayer. 

ETHICS: Process by which we clarify right and wrong and act on what we take to 

be right. 

EVALUATION: The use of research techniques to measure the past performance of 
a specific program--in particular, the program’s impact on the conditions it seeks to 
modify--for the purposes of changing the operation of the program so as to improve 
its effectiveness at achieving its objectives. 

EXCISE SUBSIDIES: Subsidies given to the purchasers of particular goods or ser-
vices. 

EXCISE TAX: Tax applied to the sale of specific commodities. 

EXECUTIVE ORDER: A presidential mandate directed to and governing, with the 
effect of law, the actions of government officials and agencies. 

EXPENDITURE TAX: A comprehensive consumption tax. 

EXPENSING: Allows for the depreciation of the entire cost of an asset during the 

first year of purchase. 

EXPERT SYSTEMS: Computer programs that mimic the decision making processes 

of human experts within a particular field. 
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EXTERNAL COSTS: Those costs imposed by majorities on minorities. 

FEDERALISM: A constitutional division of governmental power between a central 

or national government and regional governmental units (such as states), with each 

having some independent authority over its citizens. 

FIDUCIARY FUNDS: Funds used when government must hold assets for individuals 

or when government holds resources to be transmitted to another organization. 

FISCAL CENTRALIZATION: The degree to which government responsibilities are 

borne by the central government. 

FISCAL POLICY: Public policy concerned with the impact of government taxation 

and spending on the economy. 

FISCAL STRESS: A condition confronting increasing numbers of governments and 

public agencies, resulting from a combination of economic inflation, declining 

productivity, slower economic growth, and taxpayer resistance to shouldering a 

larger tax burden; a prime cause for the need to engage in “cutback management.” 

FISCAL YEAR (FY): Government’s basic accounting period. 

FOREIGN SHARE OF DEBT: That share of the national debt held by foreigners. 

FORMAL THEORIES OF ORGANIZATION: Theories stressing formal, structu-

ral arrangements within organizations, and “correct” or “scientific” methods to 

be followed in order to achieve the highest degree of organizational efficiency; 

examples include Weber’s theory of bureaucracy and Taylor’s scientific manage-

ment approach. 

FORMULA GRANTS: Grants that employ a specific division rule to indicate how 

much money any given jurisdiction will receive. 

FREE RIDERS: Individuals who let others pay for goods they themselves consume. 

FULLY FUNDED PENSION FUND: A pension fund that has the financial resources 

necessary to meet future retirement benefits. 
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“GARBAGE CAN” theory of organizational choice: A theory of organizational deci-

sion making applicable to organizations where goals are unclear, technologies are 

imperfectly understood, histories are difficult to interpret, and participants wander 

in and out; such “organized anarchies” operate under conditions of pervasive am-

biguity, with so much uncertainty in the decision making process that traditional 

theories about coping with uncertainty do not apply. 

GENERAL FUND: Fund that handles “unrestricted” funds of government. 

GENERAL OBLIGATION BOND: A bond that guarantees that all taxpayers will be 

responsible for the bond’s principal and interest payments. 

GENERATIONAL ACCOUNTING: A method of recording long-term liabilities inorder 

to measure their impact on future generations. 

GIFT TAXES: Taxes imposed on the transfer of wealth while a taxpayer is living. 

GOAL ARTICULATION: A process of defining and clearly expressing goals gene-

rally held by those in an organization or group; usually regarded as a function of 

organization or group leaders; a key step in developing support for official goals. 

GOAL CONGRUENCE: Agreement on fundamental goals in the context of an or-

ganization, refers to agreement among leaders and followers in the organization 

on central objectives; in practice, its absence in many instances creates internal 

tension and difficulties in goal definition.

GOVERNMENT FAILURE: When a public policy results in an inefficient or inequ-

itable outcome. 

GOVERNMENT-SPONSORED ENTERPRISES (GSEs): Off-budget government agen-

cies that reallocate resources in credit markets. 

GRANTS: Transfers of money (and/or property) from one government to another. 

GROSS FEDERAL DEBT: The debt held by federal government agencies plus that 

held by the public. 
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GROSS INCOME: Sum of all income sources subject to taxation. 

HIERARCHY: A characteristic of formal bureaucratic organizations; a clear vertical 

“chain of command” in which each unit is subordinate to the one above it and su-

perior to the one below it; one of the most common features of governmental and 

other bureaucratic organizations. 

HOME RULE: Provision allowing cities greater autonomy over local activities. 

HORIZONTAL EQUITY: All individuals with identical abilities to pay are assigned 

identical tax Burdens.

INTERGOVERNMENTAL COMPETITION: A fiscal structure characterized by many 

competing governments. 

INTERGOVERNMENTAL RELATIONS: All the activities and interactions occurring 

between or among governmental units of all types and levels within the American 

federal system. 

INTERJURISDICTIONAL EXTERNALITIES: Arise when governments fail to fully 

account for costs and benefits imposed on citizens of other governments. 

INTERNAL RATE OF DISCOUNT: Discount rate at which the present value of a 

project is zero. 

INTERNALIZATION OF COSTS: The allocation of resources by private markets on 

the basis of full social costs. 

INTERORGANIZATIONAL NETWORKS: Patterns of relationships within and among 

various groups and organizations working in a single policy area. 

IRON TRIANGLE: Term given to a coalition of interest groups, agency personnel, 

and members of Congress created to exert influence on a particular policy issue. 

ISSUE NETWORKS: Open and fluid groupings of various political actors (in and out 

of government) attempting to influence policy. 
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ITEM VETO: A constitutional power available to more than forty of America’s 

governors, under which they may disapprove some provisions of a bill while 

approving the others. 

JURIDICAL DEMOCRACY: The restoration of the rule of law and the requirements 

of administrative formality in which a corps of professional administrators would 

implement detailed legislative policies through formal administrative procedures 

instead of receiving broad delegations of power and developing governmental 

policy themselves in conjunction with special interest groups. 

JURISDICTION: In bureaucratic politics, the area of programmatic responsibility 

assigned to an agency by the legislature or chief executive; also, a term used to 

describe the territory within the boundaries of a government entity (as a local 

jurisdiction).

LINE-ITEM BUDGET: Budget format for listing categories of expenditures along 

with amounts allocated to each. 

LOAN GUARANTEES: Loans guaranteed by the public sector. 

LONG-LIVED RESOURCES: Assets with a useful life of one year or more. 

LUMP SUM TAX: A tax that does not vary with units of goods purchased or sold.

MERIT SYSTEM: A professional system of personnel administration, free from po-

litical interference, in which selection and progress in the service are based upon 

the performance, expertise, and technical qualifications of each employee, mea-

sured objectively, (often through open, competitive examinations), accompanied 

by the development of a position classification and salary standardization system 

and administered through offices of personnel administration and a central civil 

service commission. 

MIXED SCANNING: A model of decision making that combines the rational-compre-

hensive model’s emphasis on fundamental choices and long-term consequences 

with the incrementalists’ emphasis on changing only what needs to be changed 

in the immediate situation. 
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MODERN ORGANIZATION THEORY: A body of theory emphasizing empirical 

examination of organizational behavior, interdisciplinary research employing 

varied approaches, and attempts to arrive at generalizations applicable to many 

different kinds of organizations. 

MONOPOLY GOVERNMENT: A public sector characterized by a single government. 

NATIONAL CONSUMPTION TAX: Federal taxes levied on the consumption of 

goods and services. 

NATIONAL DEBT: The sum of all unpaid public debt. 

NEGATIVE EXTERNALITIES: When private markets fail to allocate resources on 

the basis of full social costs. 

NEGATIVE INCOME TAX POLICY: Provides a minimum amount of income for all 

members of society. 

NET FEDERAL DEBT: Gross federal debt minus debt held by federal agencies. 

NET INTEREST EXPENDITURES: Interest expenses from borrowing less the interest 

fees from lending. 

NEW PUBLIC ADMINISTRATION: A general movement inspired mainly by you-
nger scholars who challenged several tenets of public administration, primarily 
the emphasis upon value-neutrality in administrative research and practice, and 
appealed to scholars and practitioners to take a more proactive role, guided not 
only by the search for efficiency, but by a sensitivity to the forces of change, the 
needs of clients, and the problems of social equity in service delivery. 

NEUTRAL COMPETENCE: The belief that a neutral public bureaucracy following 
the mandates of a legislative body will meet the requirements of democracy.

NONPROFIT ORGANIZATIONS: Organizations prohibited by law from distributing 

surplus revenues to individuals. 

NONCASH TRANSFERS: Transfer policies that provide goods or services, such as 

housing or food, rather than money. 
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OFF-BUDGET POLICIES: Credit and insurance policies that do not directly show up 

on the government budget; versus ON-BUDGET POLICIES in which spending and 

tax policies show up directly on the government budget. 

OFFICE OF MANAGEMENT AND BUDGET (OMB): An important entity in the Exe-

cutive Office of the U.S. President that assists the president in assembling executi-

ve-branch budget requests, coordinating programs, developing executive talent, 

and supervising program management processes in national government agencies. 

OFFICE OF PERSONNEL MANAGEMENT (OPM): A key administrative unit in the 

national government operating under presidential direction; it is responsible for 

managing the national government personnel system, consistent with presidential 

personnel policy. 

OLIGARCHY: Government by the few. 

OMBUDSMAN: Permanent office that receives complaints and acts on behalf of 

citizens to secure information, request services, or pursue grievances. 

OPEN SYSTEMS THEORY: A theory of organization that views organizations not as 

simple, “closed” bureaucratic structures separate from their surroundings, but as 

highly complex, facing considerable uncertainty in their operations, and constantly 

interacting with their environment; assumes that organizational components will 
seek an “equilibrium” among the forces pressing on them and their own responses 
to those forces. 

OPERATING GRANTS: Grants for use in development and operation of specific 
programs. 

ORGANIZATION DEVELOPMENT: A theory of organization that concentrates on 
increasing the ability of an organization to solve internal problems of organizational 

behavior as one of its routine functions; concerned primarily with identification 

and analysis of such problems. 

ORGANIZATIONAL CHANGE: A theory of organization that focuses on those chara-

cteristics of an organization that promote or hinder change; assumes that demands 

for change originate in the external environment, and that the organization should 

be in the best position to respond to them. 
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ORGANIZATIONAL CULTURE: Basic patterns of attitudes, beliefs, and values that 

underlie an organization’s operation.

ORGANIZATIONAL HUMANISM: A set of organization theories stressing that work 

holds intrinsic interest for the worker, that workers seek satisfaction in their work, 

that they want to work rather than avoid it, and that they can be motivated through 

systems of positive incentives (such as participation in decision making). 

PARTICIPATORY DEMOCRACY: A political and philosophical belief in direct invol-

vement by affected citizens in the processes of governmental decision making; 

believed by some to be essential to the existence of democratic government; related 

term is citizen participation. 

PERFORMANCE APPRAISAL: Specific evaluation with respect to an individual’s 

progress in completing specified tasks. 

PERFORMANCE AUDITING: Analysis and evaluation of the effective performance 

of agencies in carrying out their objectives. 

PERFORMANCE BUDGET: Budget format organized around programs or activities 

(rather than the objects it purchases), including various performance measure-

ments that indicate the relationship between work actually done and its cost. 

PLANNING-PROGRAMMING-BUDGETING SYSTEM (PPBS): Effort to connect 

planning, systems analysis, and budgeting in a single exercise. 

PLURALISM: A social and political concept stressing the appropriateness of group 

organization, and diversity of groups and their activities, as a means of protecting 

broad group interests in society; assumes that groups are good and that bargaining 

and competition among them will benefit the public interest. 

POLICY: Statement of goals and intentions with respect to a particular problem or 

set of problems. 

POLICY ANALYSIS: Process of researching or analyzing public problems to provide 

policy makers with specific information about the range of available policy options 

and advantages and disadvantages of different approaches. 
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POLICY ENTREPRENEUR: A person willing to invest person time, energy, and 

money in pursuit of particular policy changes. 

POLICY IMPLEMENTATION: A general political and governmental process of car-

rying out programs in order to fulfill specified policy objectives; a responsibility 

chiefly of administrative agencies, under chief executive and/or legislative guidan-

ce; also the activities directed toward putting a policy into effect. 

POLITICAL ECONOMY APPROACH: Focusing on politics and economies as cate-

gories for analyzing organizational behavior.

POLITICS/ADMINISTRATION DICHOTOMY: The belief, growing out of the early 

administrative reform movement and its reaction against the spoils system, which 

held that political interference in administration would erode the opportunity for 

administrative efficiency, that the policy making activities of government ought to 

be wholly separated from the administrative functions, and that administrators had 

to have an explicit assignment of objectives before they could begin to develop an 

efficient administrative system. 

POLITICS OF THE BUDGETARY PROCESS: The requirement that administrators act 

as advocates for their own programs during the appropriation process by soliciting 

outside support, protecting their budgetary base, and inching ahead with new 

programs; a budgetary system that deals with complex problems by relying upon 

incremental methods of decision making, information drawn from past experien-

ce rather than analysis, and satisfactory rather than optimal standards of quality. 

POSITION CLASSIFICATION: Analyzing and organizing jobs on the basis of duties, 

responsibilities, and the knowledge and skills required to perform them. 

PREEMPTION: Federal government efforts to preempt an area traditionally asso-

ciated with state government. 

PRIVATIZATION: Use of nongovernmental agencies to provide goods and services 

previously provided by government, also known as “contracting out.” 

PROGRESSIVE TAX: One that taxes those with higher incomes at a higher rate. 
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PROPORTIONAL TAX: One that taxes everyone at the same rate. 

PROPRIETARY FUNDS: Used to account for government activities hat more closely 

resemble private business. 

PUBLIC ADMINISTRATION: The management and administration of public pro-

grams. 

PUBLIC-CHOICE ECONOMICS: An approach to public administration based on mi-

cro-economic theory which views the citizen as a consumer of government goods 

and services and would attempt to maximize administrative responsiveness to 

citizen demand by creating a market system for governmental activities in which 

public agencies would compete to provide citizens with goods and services. This 

would replace the current system under which administrative agencies in effect 

act as monopolies under the influence of organized pressure groups which, the 

public-choice economists argue, are institutionally incapable of representing the 

demands of individual citizens. 

PUBLIC MANAGEMENT: A field of practice and study central to public administra-

tion, emphasizing internal operations of public agencies, focuses on managerial 

concerns related to control and direction, such as planning, organizational mainte-

nance, information systems, personnel management, and performance evaluation. 

PUBLIC POLICY: 1. The organizing framework of purposes and rationales for go-

vernment programs that deal with specified societal problems; 2. the complex of 

programs enacted and implemented by the government. 

RATIONAL MODEL OF DECISION MAKING: Derived from economic theories of 

how to make the “best” decisions; involves efforts to move toward consciously-held 

goals in a way that requires the smallest input of scarce resources; assumes the 

ability to separate ends from means, rank all alternatives, gather all possible data, 

and objectively weigh alternatives; stresses rationality in the process of reaching 

decisions. 

RECONCILIATION BILL: Legislative action that attempts to reconcile individual 

actions in taxes, authorizations, or appropriations with the totals.
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REDISTRIBUTIVE POLICY: Policy designed to take taxes from certain groups and 

give them to another group. 

REGRESSIVE TAX: One that taxes those with lower incomes at a proportionately 

higher rate than those with higher incomes. 

REGULATION: Government activity designed to monitor and guide private econo-

mic competition; specific actions (characterized as economic regulation) have in-

cluded placing limits on producers’ prices and practices, and promoting commerce 

through grants or subsidies; other actions emerging more recently (termed social 

regulation) have included regulating conditions under which goods and services 

are produced and attempting to minimize product hazards and risks to consumers. 

REGULATORY COMMISSION: Group formed to regulate a particular area of the 

economy: usually headed by a group of individuals appointed by the President 

and confirmed by the Senate. 

REGULATORY POLICY: Policy designed to limit actions of persons or groups to 

protect all or parts of the general public. 

REINVENTING GOVERNMENT: 1. The title of a book written by David Osborne 

and Ted Gaebler in 1992. 2. Term referring to ideas used in government that are 

entrepreneurial in nature whose purpose is to improve government services. 

RESCISSION: Presidential decision to permanently withhold funds. 

REVENUE SHARING: Grant pattern in which the money can be used in any way 

the recipient government chooses.

RULE MAKING: Administrative establishment of general guidelines for application 

to a class of people or a class of actions at some future time. 

SATISFICING: The process of decision making that characterizes most governmen-

tal action; a limited search through familiar patterns of behavior for a course of 

action that meets pre-established, minimum standards of performance, rather 

than an exhaustive review of all alternatives in search of the optimal solution to 

a particular problem. 
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SCIENTIFIC MANAGEMENT: A formal theory of organization developed by Frede-

rick Taylor in the early 1900s; concerned with achieving efficiency in production, 

rational work procedures, maximum productivity, and profit; focused on manage-

ment’s responsibilities and on “scientifically” developed work procedures, based 

on “time and motion” studies. 

SENIOR EXECUTIVE SERVICE (SES): Established in the national Civil Service Re-

form Act of 1978; designed to foster professional growth, mobility, and versatility 

among senior career officials (and some “political” appointees); incorporated into 

national government personnel management broad emphasis on performance 

appraisal and merit pay concepts, as part of both the SES itself and broader merit 

system reform. 

SPECIAL DISTRICTS: Local governments created for a specific purpose within a 

specific area. 

SPAN OF CONTROL: One of the early principles of administration which states 

that there is an upper limit to the number of subordinates any administrator can 

directly supervise, generally set at twelve, and advises administrators to eliminate 

any violations of this principle by reducing the number of officials reporting to them 

by either merging certain offices or stretching out the hierarchy. 

SPOILS SYSTEM: A system of hiring personnel based on political loyalty and con-

nections; can also extend to government contracts and the like; usually takes the 

form of rewarding party supporters with government jobs. 

STAKEHOLDERS: The many different persons or interest groups that are involved 

in a policy decision and are affected by the results. 

STRATEGIC PLANNING: Matching organizational objectives and capabilities to 

the anticipated demands of the environment to produce a plan of action that will 

ensure achievement of objectives. 

SUBGOVERNMENTS: The tendency of bureaucrats to seek political support for 

their programs by building informal alliances outside of the official hierarchy with 

groups that possess resources the bureaucrats lack, primarily with legislative com-

mittees and organized interest or pressure groups (also known as iron triangles). 
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SUNSET LAW: Provision that sets a specific termination date for a program.

SUNSHINE LAW: Provision that requires agencies to conduct business in public 

view. 

SUPPLEMENTAL APPROPRIATION: Bill passed during the fiscal year, adding new 

money to an agency’s budget for the same fiscal year. 

SYSTEM: Set of regularized interactions configured or “bounded” in a way that 
differentiates and separates them from other actions that constitute the system’s 
environment. 

SYSTEMS THEORY: A theory of social organizations, holding that organizations-
--like other organisms--may behave according to inputs from their environment, 
outputs resulting from organizational activity, and feedback leading to further 
inputs; also, change in any one part of a group or organizational system that affects 
all other parts. 

TASK FORCES: Groups brought together to work on specific organizational pro-
blems. 

THEORY X and THEORY Y: Two opposing assumptions about people at work 
that lead to opposing styles of management. Theory X assumes that most people 
hate work, avoid responsibility, prefer to be directed, and have to be controlled 
and coerced to put out a fair day’s work; Theory Y assumes that people will seek 
responsibility, demonstrate a high degree of imagination, and exercise self-directi-
on if they have a creative, challenging job to which they can become committed. 

WHISTLE-BLOWING: Making any disclosure of legal violations (especially within 
public organizations), mismanagement, a gross waste of funds, an abuse of autho-
rity, or a danger to public health or safety, whether the disclosure is made within 
or outside the formal chain of command. 

ZERO-BASE BUDGETING: Budget format that presents information about the effici-

ency and effectiveness of existing programs and highlights possibilities for elimi-

nating or reducing programs by assuming that the minimum funding level for the 

agency is zero, thereby requiring agency administrators to justify all expenditures 

by the same standard of review that normally are applied only to new programs 

or increments above the base.
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HUMAN RIGHTS GLOSSARY1

Affirmative Action: Action taken by a government or private institution to make up 

for past discrimination in education, work, or promotion on the basis of gender, 

race, ethnic origin, religion, or disability.

Civil and Political Rights: The rights of citizens to liberty and equality; sometimes 

referred to as first generation rights. Civil rights include freedom to worship, to 

think and express oneself, to vote, to take part in political life, and to have access 

to information.

Codification, Codify: The process of bringing customary international law to written 

form.

Collective Rights: The rights of groups to protect their interests and identities.

Commission on Human Rights: Body formed by the Economic and Social Council 

(ECOSOC) of the UN to deal with human rights; one of the first and most important 

international human rights bodies.

Convention: Binding agreement between states; used synonymously with Trea-

tyand Covenant. Conventions are stronger than Declarations because they are 

legally binding for governments that have signed them. When the UN General As-

sembly adopts a convention, it creates international norms and standards. Once a 

convention is adopted by the UN General Assembly, Member States can thenRatify 

the convention, promising to uphold it. Governments that violate the standards set 

forth in a convention can then be censured by the UN.

Convention on the Elimination of all Forms of Discrimination Against Women(Women’s 

Convention) (adopted 1979; entered into force 1981): The first legally binding inter-

national document prohibiting discrimination against women and obligating 

governments to take affirmative steps to advance the equality of women.

1  Sources: Adapted from Julie Mertus et al., Local Action/Global Change, 

Ed O’Brien et al, HumanRights for All, and Frank Newman and David Weissbrodt, 

International Human Rights: Law, Policy, and Process.
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Convention on the Rights of the Child (Children’s Convention) (adopted 1989; entered 

into force 1990): Convention setting forth a full spectrum of civil, cultural, economic, 

social, and political rights for children.

Covenant: Binding agreement between states; used synonymously withConven-

tion and Treaty. The major international human rights covenants, both passed in 

1966, are the International Covenant on Civil and Political Rights (ICCPR) and the 

International Covenant on Economic, Social and Cultural Rights (ICESCR).

Customary International Law: Law that becomes binding on states although it is 

not written, but rather adhered to out of custom; when enough states have begun 

to behave as though something is law, it becomes law »by use«; this is one of the 

main sources of international law.

Declaration: Document stating agreed upon standards but which is not legally 

binding. UN conferences, like the 1993 UN Conference on Human Rights in Vienna 

and the 1995 World Conference for Women in Beijing, usually produce two sets of 

declarations: one written by government representatives and one byNongover-

nmental Organizations (NGOs). The UN General Assembly often issues influential 

but legally Nonbinding declarations.

Economic and Social Council (ECOSOC): A UN council of 54 members primarily 

concerned with population, economic development, human rights, and criminal 

justice. This high-ranking body receives and issues human rights reports in a va-

riety of circumstances.

Economic, Social, Cultural Rights: Rights that concern the production, development, 

and management of material for the necessities of life. The right to preserve and 

develop one’s cultural identity. Rights that give people social and economic security, 

sometimes referred to as security-oriented or second generation rights. Examples 

are the right to food, shelter, and health care.

Environmental, Cultural, and Developmental Rights: Sometimes referred to as third 

generation rights, these rights recognize that people have the right to live in a safe 

and healthy environment and that groups of people have the right to cultural, 

political, and economic development.

Genocide: The systematic killing of people because of their race or ethnicity.
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Human Rights: The rights people are entitled to simply because they are human 

beings, irrespective of their citizenship, nationality, race, ethnicity, language, gender, 

sexuality, or abilities; human rights become enforceable when they areCodified as 

Conventions, Covenants, or Treaties, or as they become recognized asCustomary 

International Law.

Human Rights Community: A community based on human rights, where respect 

for the fundamental dignity of each individual is recognized as essential to the 

functioning and advancement of society. A community that works to uphold each 

article of the UDHR.

Inalienable: Refers to rights that belong to every person and cannot be taken from 

a person under any circumstances.

Indigenous Peoples: People who are original or natural inhabitants of a country. 

Native Americans, for example, are the indigenous peoples of the United States.

Indivisible: Refers to the equal importance of each human rights law. A person 

cannot be denied a right because someone decides it is »less important« or »nones-

sential.«

Interdependent: Refers to the complementary framework of human rights law. For 

example, your ability to participate in your government is directly affected by your 

right to express yourself, to get an education, and even to obtain the necessities 

of life.

Intergovernmental Organizations (IGOs): Organizations sponsored by several go-

vernments that seek to coordinate their efforts; some are regional (e.g., the Council 

of Europe, the Organization of African Unity), some are alliances (e.g., the North 

Atlantic Treaty Organization, NATO); and some are dedicated to a specific purpose 

(e.g., the UN Centre for Human Rights, and The United Nations Education, Scientific 

and Cultural Organization, UNESCO).

International Bill of Human Rights: The combination of the Universal Declaration 

of Human Rights (UDHR), the International Covenant on Civil and Political Rights 

(ICCPR) and its optional Protocol, and the International Covenant on Economic, 

Social, and Cultural Rights (ICESCR).
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International Covenant on Civil and Political Rights (ICCPR): Adopted in 1966, and 

entered into force in 1976. The ICCPR declares that all people have a broad range of 

civil and political rights. One of the components of the International Bill of Human 

Rights.

International Covenant on Economic, Social, and Cultural Rights (ICESCR): Adopted 

1966, and entered into force 1976. The ICESCR declares that all people have a broad 

range of economic, social, and cultural rights. One of the components of the Inter-

national Bill of Human Rights.

International Labor Organization (ILO): Established in 1919 as part of the Versailles 

Peace Treaty to improve working conditions and promote social justice; the ILO 

became a Specialized Agency of the UN in 1946.

Legal Rights: Rights that are laid down in law and can be defended and brought 

before courts of law.

Member States: Countries that are members of the United Nations.

Moral Rights: Rights that are based on general principles of fairness and justice; 

they are often but not always based on religious beliefs. People sometimes feel 

they have a moral right even when they do not have a legal right. For example, 

during the civil rights movement in the USA, protesters demonstrated against laws 

forbidding Blacks and Whites to attend the same schools on grounds that these 

laws violated their moral rights.

Natural Rights: Rights that belong to people simply because they are human beings.

Nonbinding: A document, like a Declaration, that carries no formal legal obligations. 

It may, however, carry moral obligations or attain the force of law asCustomary 

International Law.

Nongovernmental Organizations (NGOs): Organizations formed by people outside 

of government. NGOs monitor the proceedings of human rights bodies such as the 

Commission on Human Rights and are the »watchdogs« of the human rights that fall 

within their mandate. Some are large and international (e.g., the Red Cross, Amnesty 

International, the Girl Scouts); others may be small and local (e.g., an organization 
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to advocate for people with disabilities in a particular city; a coalition to promote 

women’s rights in one refugee camp). NGOs play a major role in influencing UN 

policy, and many of them have official consultative status at the UN.

Political Rights: The right of people to participate in the political life of their com-

munities and society. For example, the right to vote for their government or run for 

office. See Civil and Political Rights.

Protocol: A treaty which modifies another treaty (e.g., adding additional procedures 

or substantive provisions).

Ratification, Ratify: Process by which the legislative body of a state confirms a go-

vernment’s action in signing a treaty; formal procedure by which a state becomes 

bound to a treaty after acceptance.

Reservation: The exceptions that States Parties make to a treaty (e.g., provisions 

that they do not agree to follow). Reservations, however, may not undermine the 

fundamental meaning of the treaty.

Self-Determination: Determination by the people of a territorial unit of their own 

political future without coercion from powers outside that region.

Signing, Sign: In human rights the first step in ratification of a treaty; to sign aDecla-

ration, Convention, or one of the Covenants constitutes a promise to adhere to the 

principles in the document and to honor its spirit.

State: Often synonymous with »country«; a group of people permanently occupying 

a fixed territory having common laws and government and capable of conducting 

international affairs.

States Party(ies): Those countries that have Ratified a Covenant or a Conventionand 

are thereby bound to conform to its provisions.

Treaty: Formal agreement between states that defines and modifies their mutual 

duties and obligations; used synonymously with Convention and Covenant. When 

conventions are adopted by the UN General Assembly, they create legally binding 

international obligations for the Member States who have signed the treaty. When 
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a national government Ratifies a treaty, the articles of that treaty become part of 

its domestic legal obligations.

United Nations Charter: Initial document of the UN setting forth its goals, functions, 

and responsibilities; adopted in San Francisco in 1945.

United Nations General Assembly: One of the principal organs of the UN, consisting 

representatives of all member states. The General Assembly issuesDeclarations and 

adopts Conventions on human rights issues, debates relevant issues, and censures 

states that violate human rights. The actions of the General Assembly are governed 

by the United Nations Charter.

Universal Declaration of Human Rights (UDHR): Adopted by the general as-
sembly on December 10, 1948. Primary UN document establishing human 
rights standards and norms. All member states have agreed to uphold the 
UDHR. Although the declaration was intended to be Nonbinding, through 
time its various provisions have become so respected by States that it can 
now be said to beCustomary International Law.
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