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BCTYII/ INTRODUCTION

«lHO3eMHa MOBa» € HaBYaJILHOIO IH/ICHI/IHJIiHOI-O, 1o 33663H€‘1y€ HiI[FOTOBKy

CTYJICHTIB CTYIICHsI «0aKanaBpy.

Meta kypcy - dopmyBaHHS HEOOXIJHOI KOMYHIKATHBHOI CIIPOMOXHOCTI Yy

chepax nmpodeciiHOro Ta CUTYaTUBHOTO CHIJIKYBaHHS B YCHIN 1 MUCBMOBIHM (hopmax;
BJIOCKOHAJICHHSI BMiHb T4 HaBUYOK YMTaHHS, Mepekiiany, pedepyBaHHs CIeiaabHOi
JiTepatypu 3a (paxom; BHPOOJEHHS HAaBUYOK YWTAHHS Ta pedepyBaHHS HAYKOBOI
iHpopMmartii 3 axy, BeneHHs Oeciau 3 MpodeciitHol TeMaTHUKH, A1IOBOTO JUCTYBAaHHS
Ta poOOTH 3 KOMEPLIHHOIO JOKYMEHTAIIIEIO.

3aBIaHHSIMHU TUCHUIJIIHU «[HO3eMHa MOBay €:
HAaOyTTS HAaBUYOK MPAKTHUYHOTO BOJOJIHHSA 1HO3EMHOIO MOBOIO B PI3HUX
BUJIaX MOBJICHHEBOI JISUIBHOCTI B 00CsA31 TEMAaTHKH, 3yMOBIICHOI
npodeciiiHumMu notpedamu; OJep>KyBaHHA HOBITHBOI (paxoBoi i1H(pOpMaIlii
yepe3 1HO3eMHI JpKepera;
KOPUCTYBaHHS YCHUM MOHOJIOTIYHMM Ta JIQJIOTIYHAM MOBJICHHSM y MEXKax
noOyTOBOi, CYCHUIbHO-TIOJITUYHOI, 3araJibLHOEKOHOMIYHOT Ta  (paxoBOi
TEMAaTHKH;
nepeKiaajg 3 1HO3eMHOI MOBHM Ha pIJHY TEKCTIB 3arajlbHOCKOHOMIYHOTO
XapakTepy;
dbopMyBaHHS OCHOBHUX BMIHb BHUKOPHUCTAHHS 3HaHb Ha MPAKTHIN T 4Yac
BEJICHHA AUIOBOI Oeciin abo CHUIKYBaHHS IO TeleOHy B JIIJIOBUX LUIAX 3
ypaxyBaHHSM KOHKPETHUX YMOB;
O3HAaMOMJICHHS 3 HalOUIbIII BIJIOMUMH 3pa3KkaMy MOBJICHHEBOI MOBEIIHKH ITi]1
yac MpOBEJICHHA I1JI0BUX 300piB, Mpe3eHTalllid Ta IEPErOBOPIB;
HABYaHHS IMIJIFOTOBIN JI0 y4acTl y HAyKOBUX KOH(EPEHINsAX, CeMiHapax,
nebarax, TOIIO;
O3HAHOMJIEHHS 3 OCOOJIMBOCTSIMU O(POPMIIEHHS! HAHOUIbII B)KUBAHUX MAIEpiB.

VY pe3ynbTari BUBUCHHS HABYAJIBHOT TUCIUTUTIHUA CTYICHT MTOBUHEH
3HATH:
® JICKCUKY, TpaMaTHKy, PoHeTUukKy i opdorpadiro iHO3eMHOI MOBH,
® [IpaBHJIa YCHOTO JIJIOBOTO CHIJIKYBaHHS;
® OCHOBHI BUMOTH JI0 KyJIbTYPH MOBJICHHSI.

BMITH:

® KOHCTpPYIOBaTH maparpadu Aisi oprasizamii JyMOK B €JIMHY IHTEIEKTyaJbHY

CTPYKTYDY,

YUTaTH Ta TEPEeKIaJaMh TEKCT 3 MOOyTOBOi Ta MPOQeciiHOT TEeMaTHUKH
CepeaHbOI CKIIAIHOCTI,

CHIJIKYBaTUCA 1HO3EMHOIO MOBOIO Ha IMOOYTOBI, CYCHUIbHO-TIOJITUYHI Ta
npodeciiiHi TEMU B MEKaX BUBUYEHO1 JICKCUKHU Ta TPaMaTUKH;



® MHcaTH KOPOTKi TOBIJOMJICHHS Ta €C€ 1HO3EMHOI0 MOBOIO JOTPHUMYIOYHCH
npaBui1 opdorpadii Ta rpamMaTHKH;

® CKJIAJaTH JUIOBI JOKYMEHTH Ha 3aJaHy TeMY, TOTPHUMYIOUYHCH MiKHAPOIHHX
CTaHapTiB;

e OJIepKyBaTH HOBITHIO (paxoBy iH(OpMallito uepe3 HOBITHI JiKepena.

® TPaMOTHO CIUJIKYBaTHCS B MEKaX YCHOTO MOBJICHHS;

® BECTH MPE3CHTAIli] 3T1THO BUMOT J1iJIOBOTO MOBJICHHSI.

JlaHi METOIMYHI PEeKOMEHJallli MaroTh 3a METy HaOyTTs CTyJIE€HTaMU HaBHUYOK
YUTATU Ta MEPEeKIalaTh TEKCTH 3 MOOYyTOBOI Ta MpoQeciiiHOi TeMaTHKU CepeaHbOi
CKJIQJIHOCTI, CIIIKYBAaTHCS 1HO3EMHOIO MOBOIO Ha MOOYTOBI, CyCHIbHO-TIOMITHYHI Ta
npodeciiiHi TeMH B MeXaxX BHMBYCHOI JIGKCMKH Ta TpaMaTUKH, MHCATH KOPOTKI
MOBIJIOMJICHHSI Ta €C€ 1HO3€MHOIO MOBOIO JOTPUMYIOUHMCH TpaBuil opdorpadii Ta
rpaMaTUKH.

MeToauuHi peKoMeHAalli CKIaaloThes 3 BOCbMU TeM, NepeadadyeHnx pooouoro
HABYAJIHOIO MIPOrPaMoIo 3 JUCHUILTIHUA. KOoXeH po3/il MICTUTh BIIpaBU Ha PO3BUTOK
yCiX BHUJIB MOBJICHHEBOI [ISJIBHOCTI: ayJilOBaHHS, YWTaHHS, TOBOPIHHSI Ta
NUCEMHOTO MOBJICHHSI, BHUKOHAHHS SKHX CIpUS€E PO3BUTKY KOMYHIKATUBHOI
KOMIIETEHIII1 CTYJICHTIB JPYroro piBHs BUBYEHHS 1HO3EMHOI MOBH.



YACTHUHA 1.
3AT'AJIBHI PEKOMEHJIALII IIOAO BUBYEHHA AUCHUAIIJITHA

PART 1.
GENERAL STUDY GUIDE



1. Onuc pucoMmIiHu

HaliMenyBaHHSI MTOKa3HUKIB XapakTepucTUKa TUCIUTIIIHA

OOOB'sI3K0OBA (0715 cmydenmis cneyianbHocmi BuGiokosa
"nazea cneyianbrnocmi”) / BUOIPKOBA TUCITUTIIIHA p

CemecTp (ocinniti / secnsanuii) OCiHHiH, BeCHSIHMI1

KinbKicTh KpeuTiB 10

3arajbHa KiJbKICTb TOJNH 300

KinpkicTe MOIyII1B 2

Jlexii, roquH -

[IpakTuyHi / ceMiHapChKi, TOJIUH 144

JlaGopatopHi, TOANH -

CamocriiiHa poOoTa, TOANH 156

TroxkHEBUX TOAWH TS ICHHOT (DOpMU HABYAHHS:

ayIUTOPHUX 4

CaMOCTIITHOT poOOTH CTYJIeHTa 4,3

Bi1 KOHTPOITIO 5 cemecTp - 3aJiK,

6 cemecTp - eK3aMeH

2. IlIporpama qucCHMILTIHA

Lias — popMmyBaHHS HEOOXIJHOI KOMYHIKaTUBHOI CIIPOMOKHOCTI y cdepax
npo@eciiHOro Ta CUTYaTMBHOIO CIIUJIKYBaHHS B YCHIM 1 MHUCBMOBIN (opmax;
BJIOCKOHAJICHHS BMiHb Ta HAaBUYOK UWTaHHS, MepeKiiany, pedepyBaHHs CleiaIbHOT
miTepaTypu 3a ¢GaxoM; BHPOOJICHHS HaBHUOK YUTaHHS Ta pedepyBaHHS HAYKOBOI
iHdopmartii 3 axy, BeaeHHs Oecinu 3 NpodeciiHol TeMaTUKH, A1JIOBOTO JIUCTYBAaHHS
Ta poOOTH 3 KOMEPIIIIHHOIO JOKYMEHTAIII€IO.

3aBaaHHs: HAOYTTS HABUYOK MPAKTUYHOTO BOJIOJIHHS 1HO3EMHOIO MOBOIO B
pI3HUX BHJAX MOBJICHHEBOI JISUTBHOCTI B 00CS31 TEMaTHKH, 3yMOBJICHOT
npodeciiHuMu noTpedaMu; OJepKyBaHHS HOBITHBOI (paxoBoi i1H(popmarlii uvepes
1HO3EeMHI JKepena;

KOPUCTYBaHHS YCHUM MOHOJIOTIYHUM Ta JiaJOTiYHUM MOBIICHHSM y MeEKax
MoOyTOBO1, CYCHUIBHO-TIOJITUYHO1, 3araJlLHOEKOHOMIYHOI Ta JaXOBOi TEMATHKH;

nepekigajg 3 1HO3eMHOI MOBHM Ha pIJHY TEKCTIB 3araJlbHOEKOHOMIYHOTO
XapakTepy;

dbopMyBaHHS OCHOBHMX BMiHb BHUKOPHUCTAHHS 3HAaHb Ha MPaKTHUIl T Yac
BEJICHHA NUJIOBOI Oecimm abo cCroigKkyBaHHS Mo TelnedoHYy B AUIOBHX MUIAX 3
ypaxyBaHHSAM KOHKPETHUX YMOB;

03HAMOMJICHHS 3 HaWOLIbII BIZOMHUMH 3pa3KaMH MOBJICHHEBOI MOBEIIHKH ITiJT
9ac MpOBEICHHS JI1JI0BUX 300DiB, Mpe3eHTAIlil Ta TIEPETOBOPIB;

HAaBUYaHHS IIJATOTOBI JO Y4YacTi y HAyKOBUX KOH(EPEHINsNX, CeMiHapax,
nebaTax, TOLLO;

O3HAHOMJIEHHSI 3 OCOOJIMBOCTSIMU O(POPMIIEHHS HAHOIbII B)KMBAHUX MAIEPiB.
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IIpeamer: iHO3eMHa (aHTIIIHCHKA) MOBA.

3MicT IMCHUIIIHA PO3KPUBAETHCS B TeMaXx:

Tema 31.
Tema 32.
Tema 33.
Tema 34.
Tewma 35.
Tema 36.
Tema 37.
Tema 38.
Tewma 39.
Tema 40.
Tema 41.
Tema 42.

VYrpaniaiHHs OpeHI0M.

I'pomni Ta poHmOBa GipxKa.

I'pomanceki pinaHcH.

[TeperoBopu Ta iX poJib y (hiHAHCOBOMY MEHEPKMEHTI.
Jli110B1 yroy Ta iHBECTYBaHHS.

3060pu.

dinancoBuii 6i3HeC.

Posie menemxepa.

Etnka Mmenemxepa.

Tunu MEHEeIKMEHTY.

JlizepcTBO Ta MIXKHAPOIHUI MEHEIKMEHT.
Ponp xomanaM y AisSIbHOCTI KOMIaHIH.

3. CTpyKTypa IMCHUILUIIHA

Kinekicts roany

Ha3Bu 3MicTOBHX MOAYIIB i TEM Y tomy uncni
yChOTO
1 m/c 120 cpc
1 2 3 4 B 6
Moayasb 5
3microBuii MoayJb 9: MixkHapoaHa TOPriBJIs | MAPKETHHT
Tema 31. Yopapmiaas OpeHI0M 26 14 12
Tema 32. I'poui Ta ¢poHg0Ba OipKa 24 14 10
Tewma 33. I'pomajiceki dinancu 18 8 10
Pa3om 3a 3micToBUM MoayJiem 9 68 36 32
3microBuii Mmoayab 10: MixkHapoaHa iHBecTHLIHA TiSVIBHICTH
Tf:Ma 34. TleperoBopu Ta ix posb y 24 14 10
(1HaHCOBOMY MEHEKEMEHTI
Tema 35. Jlis10Bi yroau Ta iHBECTYBaHHS 16 6 10
Tewma 36. 360pu 24 12 14
Tema 37. ®inancoBuii OizHEC 16 7 9
Pa3om 3a 3micToBuM MoayJiem 10 82 39 43
Moayas 6
3microBuii MoayJb 11: MizkHapoaHHMii MEHEIKMEHT | KOMYHiKaIil
Tema 38. Poe MeHeKepa 34 14 20
Tewma 39. ETuka menemxepa 26 12 14
Tema 40. Tunu MeHEHKMEHTY 26 12 14
Tema 41. JlinepcTBO Ta MIXKHAPOJIHUN 30 14 16
MEHEKMEHT
Tema 42.VP0nL KOMaHAH y A1SIIBHOCTI 34 17 17
KOMIaHi}
Pa3om 3a 3micToBuM mMoayiem 11 150 69 81
Ycboro rotmH 300 144 156




4. Temn ceMiHAPCHKUX/MIPAKTHYHUX/JIA00PATOPHUX 3aHATH

No KinpkicTb
Bun ta Tema 3aHATTS

3/m TOJIUH

109 [IpakTuuHe 3aHATTS 4
OcHOBHIi TexHOJIOTIi cTBOpeHHs OpeHay. MoalibHi 1iecioBa.

110 [IpakTuuHe 3aHATTS 2
Bukopucranss Openay criokuBauaMu. MojiaibHi Ji€cioBa.
[IpakTuuHe 3aHATTS

111 . . 2
Crpareris 6pennty. MoganbH1 Ai€ciioBa.
[IpakTuuHe 3aHATTS

112 o . 2
o Take imimk Openay. MogaibHi JiecioBa.
[IpakTruHe 3aHATTS

113 . 4
Pexnama. MoganpHi aiecioBa.

114 [IpakTruHe 3aHATTS 4
XapakTepucTuku Ta GyHKIT rpoiei.
[IpakTruHe 3aHATTS

115 . . 2
®opmu rpomieii. MoganbH1 J1€CIOBA.
[IpakTruHe 3aHATTS

116 N 4
XapakTepucTUKa MPUHIUIN POOOTH Ta QPyHKIIIT POHT0BOI OIpKi.

117 [IpakTruHe 3aHATTS 4
[TpakTruHi mopaau 1moa0 Npua0aHHs aKIiid Ha O1pxKi.
[IpakTruHe 3aHATTS

118 . o 4
IlenTpanpHi 6aHku. MojasbHi Ai€cioBa.
[IpakTruHe 3aHATTS

119 |2 ; S 4
MixHapoaHi opraHizaii.

120 [IpakTH4He 3aHATTS 2
Tunu ta MoBa neperoBopis. MoiabHi /11€CI0BA.

121 [IpakTuuHe 3aHATTS 4
[ligroToBKa Ta NpoBeIEHHS IEPETOBOPIB.

192 [IpakTuuHe 3aHATTS 5
BusHnauenHs neperopopHux HaBu4ok. Heoco6oBi popmu nieciosa.

193 [IpakTuuHe 3aHATTS 5
[Topaay 1110710 YCHIIIIHOTO BEJICHHSI IEPETOBOPIB.
[IpakTuuHe 3aHATTS

124 . . . . 2
JlokymenTariist neperosopiB. Heoco0oBi ¢opmu gieciioBa.
[IpakTuuHe 3aHATTS

125 . . . 2
[TpoBenenns neperosopiB. Heoco0oB1 ¢opmu nieciosa.
[IpakTuuHe 3aHATTS

126 L. . . 2
Jinosi yronu. Heoco6oBi hopmu aieciioBa.
[IpakTruHe 3aHATTS

127 . . 4
IuBectyBanHsa. Heoco6oBi hopmu niecioBa.
[IpakTruHe 3aHATTS

128 [P Jam 2
Tunu 3ycTpiuen.

129 [IpakTruHe 3aHATTS 6
[InanyBaHHS Ta NPOBEJCHHS 3yCTpiuei.
[IpakTruHe 3aHATTS

130 . . 2
Hanwucanns nporokony. Heoco6oBi ¢opmu nieciona.

131 [IpakTruHe 3aHATTS 2
Hanucanuss MEMO.

132 | [IpakTHyHe 3aHATTS 2
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ITporuo3yBanHs B cepi mpoaaxy.

[IpakTruHe 3aHATTS

133 . . 2
KoHntpoubHi onepanti. IIpocti peyeHHs.

134 HPaKTH‘lHC 3aHATTA . 3
bizHec crocyHku. IIpocti peyenHs.

135 [IpakTHyHe 3aHATTA . ' . 4
Menepkep Ta oro ocHOBHI ()yHKIIIT B KOMMaHii.

136 Hpa}KquHe 3AHATTA . 5
Jle i sixi noTpiOHi Menemkepu. IIpocti peyeHHs.

137 Hpa.KTI/I‘lHe 3aHATTA . ' 4
Pouni Mmenemkepa po3pobiieni I'. Minoeprom.

138 [IpakTruHe 3aHATTS ‘ 4
Bu3sHaueHHs1 HABUYOK MEHepKepa. ['0JI0BHI 4IeHH pedeHHs.

139 HpaKTHqge 3aHATTS . 4
3axkoHu Oi3Hec-eTUKU. | 0JIOBHI WIEHH peUeHHs.

140 HpaKque SaHATTA 4
MixxHapoaHa 6i3Hec-eTHKa.

141 HpaKquHe 3aHATTS o 4
ETtnuni npoGiieMu Ha po604OMy Miclli.

142 [IpakTruHe 3aHATTS ‘ 2
BupoOnnunii MmeHepkMenT. JpyropsaHi 4ieH! pedeHHs.

143 [IpakTruHe 3aHATTS ‘ ‘ 2
5 «M» y BUpOOHMUOMY MEHEKMEHTI. JIpyropsiiHi 4eHH peyeHHs.

144 HpaKTI/I“{He 3aHATTS ‘ 2
OnepauiiHui MEHEIHKMEHT. [IpyropsiiHi WIEHN peyeHHs.

145 HpaKTI/I‘?He 3aHATTA . 5
BairoTH1 Kypceu 1 rpoIoBl PUHKH.

146 [IpaxTruHe 3aHATTS ' 4
MeHeKMEHT epcoHaly. JIpyropsiiHi 4jieH! peYeHHs.

147 HpaKTI/I"IHe 3aHATTA ' 4
YnpasniHHA 1 11iAepcTBO. [IpyropsiiHi WICHH pEYEHHS.

148 HpaKTI/I‘.IHe 3aHATTA 4
OCHOBHI CTHJII JIIIEPCTBA.

149 HpaKTI/I‘.IHe 3aHATTA o 2
OcHOBHI Teopii BU3HAUYEHHS CTHJIIB JIiAEPCTBA.
[IpaxTruHe 3aHATTS

150 .. 2
Micist komnasii.

151 HpaKTHlee SaHATTA o 2
CyuacHi Ta icTopuuH1 (IrypH JiJepiB.

152 HpaKTI'/IIIH‘G 3aHSTTSA ‘ 5
Heo0xiH1 HABUYKH JUIsI HAJIEKHOT poOOTH MEHEDKEpa B KOMAH/II.

153 [IpakTruHe 3aHATTS 4
CTBOpEHHSI KOMaHIH.

154 Hpamntmg 3aHATT ‘ ' 5
ITo3uTHBHI Ta HETAaTUBHI POJI1 B KOMaH/!.
[IpakTruHe 3aHATTS

155 . . . 4
Teopis poneii mo M. benbiny.

156 [IpakTruHe 3aHATTS ‘ 5
ITepeBaru po6OTH y KOMaH/II.

Beporo 144
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5. InauBigyanbHi 3aBJaHHS

1. Ornsan nepioanyHOi Ta MOHOTPadiuHOT HAYKOBOI JIITEPATYpPH.
2. [TinroToBKa pedepatis, 10MOBIICH 32 00PaHOIO TEMOIO.
3. IIpoekTHa poborTa.

4. TIlinrotoBka Te€3
BCEYKPATHCHKUX Ta MIXKHAPOJHUX CeMiHapax Ta KOH(EpeHIIsX.

JIOTIOBIZIEA 3

METOI0 BHUCTYIy Ha YHIBEPCUTETCHKHX,

6. O0csary, 3MicT Ta 32c00M JIATHOCTHKHU CAMOCTIHHOI po0oTH

Kinbkicts
TOJIMH
Tema CaMOCTIi- 3MiCT CaMOCTIHHOT pOOOTH 3aco0u qiarHOCTHKH
HOI
poboTH
Monyasb 5
3microBuii MoayJb 9. MiskHapoaHa TOPriBJs i MAPKETHHT
1. Bukonanns 3aBaanb Ta Brpas Unit 31. 1. ®ponTanbHe Ta
2. BuBYEHHS JIeKCHYHHMX OJWMHHIL Ta | IHAWBIAyalbHE OMUTYBAHHS.
rpaMaTWYHUX  [paBWi, mnepeadauveHux | 2. BUKOHaHHS MOTOYHUX
VYnpaBiiHas 12 TEMOIO. TECTOBUX 3aB/IaHb.
OpenaoM 3. Pobora 3i crnoBHukamu, rpamatuuHumu | 3. Hanucanus
JIOBIJTHUKaMH, IHTEPHET-PECYPCAMHU. CJIOBHMKOBOTI'O JUKTAHTY.
4. YnTaHHs Ta epeKiaj TEKCTiB. 4. 3axuCT MPOEKTIB.
5. BukoHaHHS 1H/IUBITyaJIbHOTO 3aBJIAHHSI.
1. Bukonanns 3aBaanb Ta Brpas Unit 32. 1. ®ponTanbHe Ta
2. BuBYEHHs JEKCMUHMX OJAMHMIB Ta | IHIUBITyaJbHE ONUTYBAHHS.
T'poui T rpaMaTYHUX  MpaBWi, mependaudeHux | 2. BUKOHaHHS MOTOYHMX
TEMOIO. TECTOBUX 3aB/IaHb.
donmoBa 10 .
Sipxa 3. PO6OT8. 31 CTIOBHUKAMH, TpaMaTHIHHMH 3. Hartucanus
JIOBIJTHUKaMH, IHTEPHET-PECYPCaMHU. CJIOBHUKOBOT'O JINKTAHTY.
4. YuraHHs Ta NepeKIaj] TEKCTIB. 4. 3aXuCT MPOEKTIB.
5. BukoHaHHS 1HMBITyaJIbHOTO 3aB/IaHHSL.
1. Bukonanss 3aBnanb Ta Brpas Unit 33. 1. ®poHTanbHE Ta
2. BuBYEHHs JIEKCMUHMX OJMHMIB Ta | IHIUBITyaJbHE ONUTYBAHHS.
TpomMazchKi rpaMaTYHUX  MpaBWi, mepeadaudeHux | 2. BUKOHaHHS MOTOYHMX
: 10 TEMOIO. TECTOBUX 3aBIIaHb.
Pinancn 3. Pobora 3i crnoBHuKam#u, rpamatuuHuMu | 3. Hamucanus
JIOBITHUKaMH, IHTEPHET-PECYPCAMHU. CIIOBHHMKOBOI'O TUKTAHTY.
4. YnraHHs Ta IepeKIaj] TEKCTIB.
Pazom
3MicToBHI 32
MoayJb 9

3microBuii Mmoayab 10. MixkHapoaHa iHBecTHLIliHA TiSVIBHICTH

IIeperosopu ta
ix
poib y
¢biHaHCOBOMY
MEHE[KEeMEHTI1

10

1. BukonanHs 3aBnanb Ta Bripas Unit 34.

2. BuBYEHHS JIEKCMYHMX OJMHHIL Ta
rpaMaTHYHUX  TpaBWI,  IependadeHmx
TEMOIO.

3. PobGora 31 CIOBHMKaMH, TpaMaTUYHUMU
JIOBIJTHUKaMH, IHTEPHET-PECYPCAMHU.

1. ®poHTanbHE Ta
IHIMBITyalIbHE OMUTYBAHHSI.
2. BukoHaHHS MMOTOYHHIX
TECTOBHX 3aBJIaHb.

3. Harmcanus
CIIOBHUKOBOT'O JTUKTAHTY.
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4. YnraHHs Ta IepeKIIaz] TEKCTIB.
1. Bukonanss 3aBnanp Ta Bipas Unit 35. 1. ®poHTaANBHE Ta
2. BuBYEHHs JEKCHUHHMX OJMHHIL Ta | IHIUBITyaIbHE ONUTYBAHHS.
Jinosi yronu rpaMaTUYHUX  [paBWwi, mependaueHux | 2. BukoHaHHS MOTOYHKX
Ta 10 TEMOIO. TECTOBUX 3aB/IaHb.
1HBECTYBAaHHS 3. PoGora 31 crmoBHHMKamu, rpamatuaHumu | 3. Hammcanus
JIOBIJTHUKaMH, IHTEPHET-PECYPCAMHU. CJIOBHUKOBOTI'O JIUKTAHTY.
4. YuraHHs Ta IEPEKJIa/ TEKCTIB.
1. Bukonanss 3aBnanb ta Brpas Unit 36. 1. ®poHTanbHE Ta
2. BuBYeHHs JEKCMUHMX OJMHMIL Ta | IHIUBITyallbHE ONMUTYBAHHS.
rpaMaTMYHUX  M[paBWi, mepeadadeHuX | 2. BUKOHAHHS MOTOYHUX
360pu 14 TEMOIO. TECTOBUX 3aBJaHb.
3. PoGota 3i cnoBHukamu, rpamatnaHuMu | 3. HarmmicanHs
JIOBITHUKaMH, IHTEPHET-PECYpCaMH. CJIOBHHKOBOT'O JUKTAHTY.
4. YnraHHs Ta IepeKIIaz] TEKCTIB.
1. Bukonanns 3aBaanb Ta Brpas Unit 37. 1. ®ponTanbHe Ta
2. BuBYEHHs JIEKCHYHHMX OJIMHHIL Ta | IHIWBITyaIbHE ONUTYBAHHS.
) . rpaMaTUYHUX  [paBWi, mepeadadeHux | 2. BUKOHaHHS MOTOYHUX Ta
®iHaHCOBUM
Sistec 9 TEMOIO. ‘ MOJYJIBHUX TECTOBHX
3. Pobora 31 CIOBHUKamMH, TpaMaTUYHUMH | 3aBJIaHb.
JIOBITHUKAMH, IHTEPHET-PECYPCaMHU. 3. Hanmucannst
4. UnTaHHs Ta mepekiaj TEKCTiB. CJIOBHHKOBOT'O JIUKTAHTY.
Pazom
3MicTOBMIi 43
moayJs 10
Monyasb 6
3microBuii Mmoayab 11. MixkHAPOAHUIT MeHEKMEHT | KOMYHiKaIil
1. BukonanHs 3aBianb Ta Bripas Unit 38. 1. ®poHTanbHE Ta
2. BuBYeHHs JEKCHYHMX OJWHMIL Ta | IHIUBITyalbHE OMUTYBAHHS.
rpaMaTUYHUX  TpaBWwi, nepeadaueHux | 2. BUKOHaHHS MOTOYHUX
Ponp 20 TEMOIO. TECTOBHX 3aB/IaHb.
MeHeKepa 3. Pobora 31 cinoBHuKamu, rpamatuuHuMu | 3. Hamucanus
JIOBITHUKaMH, IHTEPHET-PECYpCaMH. CIIOBHHKOBOT'O JIUKTAHTY.
4. YntaHHs Ta IepeKiaj TEKCTIB. 4. 3axucT NPOEKTIB.
5. BukoHaHHS 1HIUBITyaJIbHOTO 3aBJIaHHSI.
1. Bukonanss 3aBianb Ta Brpas Unit 39. 1. ®poHTanbHE Ta
2. BuBYeHHs JEKCHYHMX OJWHMIL Ta | IHIUBITyalbHE OMUTYBAHHS.
rpaMaTUYHUX  TpaBWwi, nepeadaueHux | 2. BUKOHaHHS MOTOYHUX
ETuka 14 TEMOIO. TECTOBHX 3aB/IaHb.
MeHeKepa 3. Pobora 31 cinoBHuKamu, rpamatuuHuMu | 3. Hamucanus
JIOBITHUKaMH, IHTEPHET-PECYpCaMH. CIIOBHHKOBOT'O JUKTAHTY.
4. YnTaHHs Ta epeKiaj TEKCTIB. 4. 3axuCT MPOEKTIB.
5. BukoHaHHS 1HIUBITyaJIbHOTO 3aBIaHHSI.
1. BukonanHs1 3aB1aHb Ta Bripas Unit 40. 1. ®poHTanbHE Ta
2. BuB4YeHHs JEKCHYHHMX OJMHHIL Ta | IHIUBITyalbHE ONMUTYBAHHS.
Tum rpaMaTHIHUX  TPaBWI,  TependaucHuX | 2. BUKOHAHHS TOTOYHMX
14 TEMOIO. TECTOBHX 3aB/IaHb.
MEHEKMEHTY

3. Pobora 31 CIOBHMKaMH, TpaMaTU4HUMU
JIOBIJTHUKaMH, IHTEPHET-PECYPCAMHU.
4. YUnTaHHs Ta IepeKiaj TEKCTIB.

3. Hammmcaunas
CIIOBHUKOBOT'O JTUKTAHTY.
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1. BukonanHs 3aBianb ta Brpas Unit 41. 1. ®poHTanbHE Ta
2. BuBYeHHs JEKCMUHMX OJAMHMIL Ta | IHIUBIIyaJbHE ONUTYBAHHS.
JlinepctBo Ta rpaMaTHYHUX  TpaBWwi,  rependadeHux | 2. BUKOHaHHS MOTOYHUX
MDKHApOTHU I 16 TEMOIO. TECTOBUX 3aBJaHb.
MEHEKMEHT 3. Pobora 3i crnoBHuKamu, TpamarudHumMu | 3. Harmcanus
JIOBITHUKaMH, IHTEPHET-PECYpCaMH. CJIOBHHKOBOT'O JUKTAHTY.
4. YuraHHs Ta IEpeKIIaz] TEKCTIB.
1. BukonanHs 3aBnanp Ta Bipas Unit 42, 1. ®poHTaANBHE TA
2. BuBYEHHS JIEKCHYHMX OJMHHIL Ta | IHAUBIAyalbHE OMUTYBAHHS.
Ponb xomanau rpaMaTHYHUX  [paBWwi, nepeadadeHux | 2. BUKOHaHHS MOTOYHUX Ta
Sy 17 TEMOIO. ‘ MOJYJBHHUX TECTOBUX
TiSTBHOCTI 3. Pobota 31 CIOBHUKaMH, TpaMaTUYHUMH | 3aBJIaHb.
KOMIIaHii JIOBIJTHUKaMH, IHTEPHET-PECYPCAMHU. 3. Haniucauns
4. YuTaHHs Ta epekiaj TEKCTIB. CJIOBHHKOBOT'O JUKTAHTY.
5. BUKOHaHHS 1HIMBIIyaIbHOTO 3aBaHHs. | 4. 3aXUCT MPOEKTIB.
Pazom
3MicToBHIA 81
MoayJsb 11
Beboro 156

7. MaTpuus 3B’ 3Ky MiXkK JUCHHMILIIHOKW/ 3MiCTOBMM MOJAYJIeM, pe3yibTaTaMu

HaBYaHHA Ta KOMIICTCHTHOCTAMM

PGSyJ'IBTaTI/I HaB4YaHHA

KomnerentHocti

3araiapHi

ITpeameTHO-CcrIemiaibH1

3

4

6

2 3 4 5 6

1. 3HaHHA JEKCUYHHUX OJUHUIL Ta
rpaMaTHYHUX KOHCTPYKIIH TeM,
nependaueHuX MPOrpaMMoIo.

+

+

2. BMiHHSI 9uTaTH Ta IEpeKJIagaTH
TEKCTHU Ha 3aJaHy TEMY.

3. Bononinas JIEKCHYHUM
3aracom, HEOOXI1THUM TS
BUCJIOBJICHHSI BJIACHHUX JYMOK Ta
PO3YMiHHS 1HIIIOMOBHOI MOBHU B
MesKax 3a7JaHol TEMU.

4. Bononinns 6a30B010
TEPMIHOJIOTIEI0 €KOHOMIYHOT
rajy3i aHrJ1iiChbKOI MOBOIO.

5. BMiHHA pobuTH mpe3eHTanil
aHIJIIMCHKOI0 MOBOIO.

6. BminHs BecTH mnpodeciiHuit
Jiajior 3 KOJUIETAMHU.

7. 3HaHHS HAHOUIBII BIiJOMHX
3pa3KiB MOBJICHHEBOT ITOBEIIHKH
MmiJi 4Yac TMPOBENEHHS JIIOBUX
300piB, Mpe3eHTAIlli Ta
IepEroBoOpiB.

8. Bminns oopMmITIOBaTH
HaiOlIpIl ~ BXKMBaHI  Tamnepu
€KOHOMIYHOT TaJTy3i.
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8. ®opMu HABYAHHS

[TpakTu4H1 3aHATTS, CaMOCTIiiHA poOoTa (MIArOTOBKA Mpe3eHTallii, pedeparis,
CaMOCTIHHE OMpAIIOBaHHS JIOJIATKOBUX TIMTaHb 3a HABEACHUM IIEPEITiIKOM
JITEepaTypH).

9. MeToaH OLIIHIOBAHHSA
3aJiik, eK3aMeH.

10. Po3moain 0asiB, IKi OTPUMYKOTh CTY/A€HTH

BianoBigHo no cucremu ouiHioBaHHA 3HaHb cTyAeHTIB JIoHHYET piBenn
c(hOpMOBAHOCTI KOMIETEHTHOCTEH CTYyACHTAa OILIHIOETHCS Y BHUMAAKY MPOBEICHHS
eK3aMeHy: BNpoAOoBK cemecTpy (50 OamiB) Ta mnpu MPOBEACHI IM1JICYMKOBOIO
KOHTPOJIIO - ek3aMeny (50 OariB).

VY BuManKy 3ajiKy 11 BUCTABICHHS ITiICYMKOBOI OI[iIHKM BH3HAYAETHCS CymMa
0aJiB, OTpUMAaHUX 32 pe3yJbTaTaMM CKJIaJJaHHs 3MICTOBUX MOJYJIIB.

OuiHIOBaHHS MPOTATOM CeMeCTpy

Bun po6oru/6anu
Ne Temu ; -
. KomyHika- Buxkonanus InnuBi-
IIPAaKTUYHOT O TecToBi . Cyma
SAHSTTS S — THUBHI npaktuyHux | ayansHe | [IMK Satin
3aBIaHHs 3aBJaHb TEMU | 3aBIaHHS
Monynb 5
3micToBUi MOITyIb 9

Tema 109 1 1 2
Tema 110 1 1
Tema 111 1 1
Tema 112 1 5 6
Tema 113 4 2 6
Tema 114 1 1 2
Tema 115 1 1
Tema 116 2 5 7
Tema 117 4 2 6
Tema 118 1 1 2
Tema 119 4 2 6
Pazom 3a

3MICTOBUM 12 3 15 10 10 50
Mo tyneM 9

3microBuii Moy 10

Tema 120 1 1
Tema 121 2 2
Tema 122 1 1 2
Tema 123 1 1
Tema 124 1 1 2
Tema 125 4 1 5
Tema 126 1 1 2

15



Tema 127 4 1 5
Tema 128 1 1
Tema 129 3 3
Tema 130 1 1 2
Tema 131 4 1 5
Tema 132 1 1 2
Tema 133 1 1 2
Tema 134 4 1 5
PazomMm 3a
3MICTOBHM 16 6 18 10 50
moxayiem 10
Paszom 100
Monyib 6

3micToBuii Moayis 11
Tema 135 1 1
Tema 136 1 0,5 15
Tema 137 1 4
Tema 138 2 1 3
Tema 139 1 1 2
Tema 140 1 4
Tema 141 2 1 3
Tema 142 0,5 0,5
Tema 143 0,5 0,5
Tema 144 0,5 0,5
Tema 145 1 0,5 15
Tema 146 2 1 3
Tema 147 1 1
Tema 148 1 1
Tema 149 0,5 0,5
Tema 150 1 0,5 15
Tema 151 2 0,5 2,5
Tema 152 0,5 0,5
Tema 153 1 1
Tema 154 0,5 0,5 1
Tema 155 0,5 25
Tema 156 2 2 4
PazomMm 3a
3MICTOBUM 10 45 17,5 10 50
moynem 11

OuiHIOBaHHS CTY/IEHTIB PH NMPOBEIEHHI eK3aMeHY 3 BUKOPUCTAHHAM
KOMIT'I0Tepa

OniHka Ha MiJICYMKOBOMY KOHTPOJII CKJIAJIA€ThCS 3 OLIHKM 3a TecTyBaHHA (0-
50 GaniB). Tect cknagaetbes 13 50 TecTtoBUX nuTaHb. OIIHIOBAHHS TECTOBUX 3aBJaHb
(50 tecroBux 3aBnaHb mo 1 Oanmy) IpOBOAUTHCA HA OCHOBI 1H(MOpMAaIli, SIKY HaJae
KOMIT'IOT€p 3a pe3yJbTaTaMU TECTyBaHHS (KUIbKICTh MPaBUJIIBHUX BIJMOBIAECH).
[IpaBunbHa BIJMOBIIb HA OJIHE TECTOBE 3aBAAHHS OLIHIOETHCSA B oAuH Oan. HaGpani

OaJyin 3a MPaBWIbHI BIAMOB1/II CYMYIOThCHI.

16




3arajibHe OLIHIOBAHHSA Pe3yJIbTATIB BUBYEHHA TUCUMUILIIHA

Jlns  BUCTaBIEHHS MIJCYMKOBOi OIIIHKM BHU3HAYAE€ThCI CcyMmMa OaliB,

OTPHMAaHHUX 3a pe3yJbTaTaMu €K3aMCHY Ta 3a Pe3yjIbTaTaMM CKJIAJaHHS 3MiCTOBUX
MoaymiB. OIlIHIOBaHHS 3JIACHIOETBCS 3a JIOTIOMOTOIO IIKajdd OIIIHIOBaHHS
3arajbHUX PE3yIbTaTiB BUBUCHHS JUCHMIUIIHUA (MOAYJIIIO).

Oninka
100-0abHa mIKaJga MIxana ECTS HanionaabHa mkaJja
90-100 A 5, «BIIMIHHO»
80-89 B 4, «gobpe»
75-79 C ’
70-74 D 3, «3aJ0BIJILHOY
60-69 E ’
35-59 FX 2, «HE3a0BIJILHOY
0-34 F ’

11. MeTtoanuHe 3a0€e31e4eHHA

1. MeToanyHl BKa31BKH 3 BUBUECHHS JUCILUILIIHH.

2. TectoBi 3aBAaHHs JJIs MIEPEBIPKU 3HAHB CTY/ICHTIB.

3. 30ipHUK TpaMaTUYHUX BIPAB.

4. IHIuBITyaTbH1 3aBIAHHS.

5. HaBuanpHa Ta HayKoBa JliTepaTypa, HOPMAaTUBHI JOKYMEHTH.

12. PexoMeH10BaHa JliTeparypa

ba3oBa

1.

Ocranenko C. A. Business English. HaBuanpHuii mOCIOHHK I CTYICHTIB
EeKOHOMIYHMX crienianbHocTedt / Citnana AnaroniiBHa Ocranenko. — Kpusuit
Pir : JIonHVYET, 2015. — 246 c.

Ocranenko C. A. English for Economists. 30ipHuk 3aBIaHb 10 TPAKTUYHUX
3aHATh 3 JAUCHUIUTIHM «lHO3eMHa (aHIUiicbka) MOBa» [UJIsl  CTYACHTIB
CHELIAIBHOCTI IS CTYIEHTIB chemianbHocTed  6.030503  «MixuapoaHa
ekoHoMmika», 6.030504 «Exonomika mignpuemctBay / CiTiiana AHaTomiiBHA
Ocranenko. — Kpusnii Pir : JonHVYET, 2015. - 118 c.

Ocranenko C. A. English for Economists. 30ipHuK TeCTOBHX 3aBIaHb 3
auciuiuIiag  «IHO3eMHa (aHTImChbKka) MOBa» IJisi CTYJICHTIB CHEIialbHOCTEN
6.030503 «Mixuapogna exonomikay, 6.030504 «Exonomika migmpueMctBay /
Ceitiiana AnaromniiBaa Ocranenko. — Kpuswuii Pir : JIonHVYET, 2016. — 40 c.
Octanenko C. A. Guide to Economics. Ilpaktukym 3 muctumiinu «lHo3eMHa
(amrmiticbkka) MoBa MPOGECIHHOTO CHPSMYBaHHS» JUIsl CTYJEHTIB HaIMpsMiB
nigrotoku  6.030503 «MixnapoaHa exoHoMmikay, 6.030504 «ExoHoMika

nignpuemctBay / Cpitnana AnaroniiBHa Ocranenko. — Kpusuii Pir : JJonHYET,
2016. - 152 c.
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Octanenko C. A. Guide to Economics. 30ipHUK TECTOBUX 3aBJaHb 3 TUCIUILIIHU
«IHo3eMHa (aHrmilicbka) MoBa MPodeCIHHOro CHPSMYBaHHS» JJIs CTYICHTIB
HanpsmiB  miaroroBku  6.030503 «MixHapoaHa ekoHOMika», 6.030504
«Exonomika mianpuemcTtBa» / Cpitnana AnaroniiBHa OctaneHko. — Kpusuit
Pir : JosHVYET, 2016. — 87 c.

Ocranenko C. A., lllymimina I. I1. 36ipHUK rpaMaTUYHUX BIIpaB 3 JUCHUILIIIHU
«IHO3eMHa (aHTmiiicbka) MOBa» JJIsl CTYJICHTIB €KOHOMIYHMX CIIeHIaIbHOCTEH /
C. A. Ocranenko, I. I1. lllyminina. — Kpusnii Pir : JJTonHYET, 2016. — 148 c.
Economics Nowadays [Tekcr] : maBy. moci6. st crya. Exon. Crer. 3aou.
®opma HaBuaHHs / M-Bo ocCBITH 1 Hayku Ykpainu, [onen. 18Hra. YH-T
ekoHoMikH 1 TopriBiai iMm. M. Tyran-bapanoscskoro, Kad. [Hozem. Mos. ; @. A.
Moiceesa, O. JI. bypmakosa, O. I. I'aBpmina. — Jlonenpk : [[lonHYET], 2009. —
296 c.

JlomomixkHa

8.

9.

10.

11

12.

13.

14.

15.

16.

17.

18.

19.
20.

bapanoscbka T. B. I'pamaTuka aHrmiicbkoi MOBH. 30IpHHUK BIPAB: HABYAJIbHUIA
nocionuk / T. B. bapanosceka. — Kuis : OOO «HI1 Jloroc-M», 2010. — 384 c.
I'amon 1O. A. Business English. Awnrmiickka MoBa JJIs TIJIOBOTO CITIIKYBaHHS.
[nTencuBHuil kypc. HaBuanbHuii nociOHMK 3 aHrmiicbkoi MoBH / FO. A. 'amnoH.
— K. : Bug-Bo €spormn. ya-ty, 2003. — 230 c.

[NosmupiHCKHUI 1O. I'pammaruka. COopHuk YIIPaXXHEHUN
/ YO. Tomuupiackuii. — Cankt-IletepOypr : KAPO, 2014. — 476 c.

Hynkuna I'. A. u np. YueOHUK aHTJIMICKOTO SI3bIKA JJIsi JEJIIOBOTO OOIICHUS /
I'. A. dyaxuna. — M. : Asepc, 2000. — 150 c.

Kauanona K., [3paiineBuy E. E. IlpaktuuHa rpamaTuka aHTJIIACHKOI MOBH 2-yX
T. / K. Kauanoga, E. I3paitnesuu. — Kuis, 2006. — 390 c.

KpeoBa W.II. T'pammatuka COBPEMEHHOTO  aHIJIMMCKOTO  si3bIka /[
. 11. KpsumoBa. — M. : Ilpoceemenue, 2000. —472 c.

Tyuuna H. B., Mepkynosa T. K., Ky3smina B. C. Read and Speak English with
Pleasure / H. B. Tyuuna, T. K. Mepkynosa, B. C. Ky3smina. — Xapkis : CII/]
@O Ilanipo M. B., 2004. — 304 c.

Tyuuna H. B., Mepkynosa T. K., Ky3smina B. C. Speak English with Pleasure /
H. B. Tyuuna, T. K. Mepkynosa, B. C. Ky3bmina. — Xapkis : Topciur, 2001. —
288 c.

Yepuosaruii JI. M., Kapaban B. I. [Ipaktuuna rpamaTvka aHriaiicbkoi MOBHU 3
BrpaBamu: [lociOHMK I CTYJOEHTIB BHMINMX 3akianiB oceith / JI. M.
UYepuosarui, B. . Kapaban. — Binauus : Hosa knura, 2006. — 568 c.

[leseneBa C. A. English on Economics: VYuye6. mocobue mis By30oB /
C. A. llleenea. — M. : IOHUTU-JAHA, 2012. — 415 c.

L. Alexander. (2002) Longman English Grammar Practice. Longman, 372 p.

P. Emmerson. (2006) Essential Business Grammar Builder. MacMillan,176 p.
P. Emmerson. (2008) Business Grammar Builder. MacMillan, 274 p.
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V. Evans. (2010) Grammarway. Express Publishing, 395 p.

V. Evans. (2000) Round up. English Grammar Practice. Longman, 296 p.

V. Evans, J. Dooley. (2006) Reading & Writing. Express Publishing, 90 p.
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J. S. McKellen. (2003) Test your Business English General Usage. Penguin
books, 74 p.
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Press, 192 p.
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YACTHHA 2.
SMICT HPAKTUYHUX 3AHATD

PART 2.
PRACTICAL TRAINING SUBJECT MATTER
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UNIT 31 BRAND MANAGEMENT

STARTING UP

Can you match these famous brands with their makers?
Cinzano Nestle

Marlboro Rowntree

Smarties McDonalds

Walkman Levi Strauss

No.5 Sony

Nescafe Grand Metropolitan

501 Chanel

Big Mac Philip Morris

Brands often have the same names as their manufacturers, e.g. Coca-Cola, IBM,
Rolex, Wedgwood. Can you think of some more examples?

Discuss the following questions

1. What is the company’s main technique for building brand awareness?

2. What is “brand image”?

3. Why do people wear Rolex watches? Or Cartie bracelets?

4. Which brands are you loyal to? Why?

READING
a) What are the first five Ukrainian brand names you think of?
b) Compare these with the list written by your partner. Are they the same?
¢) What are the benefits to us as customers of brand names?
d) Look through the text and answer the questions:
1. Is the use of branding increasing or decreasing?
2. Which was the top British brand?

Exercise 1. Read the text and titled each paragraph
BRANDING

Products can be sold as unbranded commodities. Raw materials are still treated in
this way, but increasingly branding is becoming dominant even in the supply of
industrial components and in unbranded areas such as vegetables.

What is power of brand? Would you buy unpackaged, unbranded breakfast cereal
from an itinerant street-trader? Would you buy an anonymous computer from
anonymous source? Branding saves as much time as consumers. A simple word or
two comes to present a wealth of associations, for us and for others, and can offer
detailed expectations. So that we don’t need to ponder on the possible murky
channels used by the trader in obtaining supplies of breakfast cereal. We know the
range of compatible software for the computers. Consumers learn to place some
reliance upon brand names when evaluating computing products. In service, too,
branding can serve the consumer by offering consistent, identifiable services which
might reduce confusion and save on search time.
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There are several options in brand strategy. A company can sell under its own
brand or under that of another company. In the latter case it is often a retailer’s own
label. In using the company’s brand a choice will be needed between using a “family”
brand name for all that firm’s brands, as opposed to giving each product an individual
brand name.

Some companies attempt to obtain the benefits of both strategies by family
branding and at the same time having several “sub-brands”. Ford puts its name on all
its cars, which also have individual brand names. They are Focus, Ford Mustang
Survey of brand names

Top brands in Britain | Top brands in Europe Top brands in Ukraine
1. Mark&Spancer Mercedes

2. Cadbury Philips

3. Kellogg Volkswagen
4. Heinz Rolls-Royce
5. Rolls-Royce Porsche

6. Boots Coca-Cola
7. Nescafe Ferrari

8. BBC BMW

9. Rowntree Michelin
10. Saisbury Volvo

UNDERSTANDING MAIN POINTS
Exercise 2. Make up 7 questions to the text.

Exercise 3. Decide which of the following statements are True or False and prove
them.

a) Raw materials are sold as branded goods.

b) Branding applies to goods and services.

¢) Rolls-Royce is well known and popular in Britain and Europe.

d) The British seem more interested in food than the Europeans.

e) There is the only one way in brand strategy.

Exercise 4. a) Label the strategies in the classification tree and give examples
where indicated.
Brand Strategy
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b) Author’s intention:

In paragraph 2 the author asks some questions. Does he:
a) answer them directly

b) answer them indirectly

¢) not answer them at all?

¢) Why do you think the author asks these questions?
a) because he is interested in your answers

b) so that he can answer them later in the text

¢) to involve you and gain your attention

Exercise 5. Make a survey on popular brands in Ukraine (among your group-
mates) and fill in the table after the text.

LANGUAGE STUDY

Exercise 6. a) Fill in the blanks with the correct expression: corporate brand, sub-
brand, product field, own label.

1. Large retailers often get manufacturers to produce goods for them and then market

these as goods.

2. “Family brand name” and stand for the same
thing.

3. Torchin’s have well known brand in a range of

4. Nescafe is a - of the well known brand of Nestle.

b) Which one(s) of the following would you associate with “murky channels”?
a) top quality goods
b) stolen goods
c) labelled goods
d) rejects
c) Select the best meaning in this text for each of the words below.
Itinerant a) regular
b) travelling
c) well established
d) reputable
anonymous a) unreliable
b) unusual
C) unsound
d) unnamed
compatible a) competing
b) existing
c) matching
d) efficient
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Exercise 7. Make different parts of speech.

Verb noun adjective
representation
associate
specify
reliable
Identify
compare
dominant

Exercise 8. Complete each sentence with the correct form of the marked word. In
some cases you will need to use the negative forms.
1.  advertise

In our new campaign, our main .......... medium will be television.

Benetton produced a series of eye-catching ......... for their products.

2.  associate

Engineering firms often work in ............ with other companies on a major contract.
When there is a financial scandal, business people often try to ........... themselves

from those involved.

3. consume

Food, clothing and household products are all examples of ....... goods.

Wine ............. is high in France, and on the increase in other European countries.

4.  Market

To make money, you don’t just need a good product — you also need excellent ...........
Some products are very innovative, but the are simply are not ......... :

5. Produce

Although the meeting went on four hours, it was rather .......... :

Since we introduced the new pay structure, ........ has improved enormously.

6. Profit

This line of raincoat is highly ....... — we must discontinue it as soon as possible.

If we are serious about improving the ........... of these outlets, we should take a good

look at staffing costs.
7. Promote

We expect all our ....... activities to cost around $2 million. ............ Is a very
important marketing function.
8. Rival

The ..... between soft drinks companies, Coca-Cola and Pepsi Cola, is very fierce.
Otis is known all over the world as a manufacture of lifts. Its reputation in the

industry is .......

9. Sell

Which is your best-......... product?

Our ...... force doubled when we took over our chief competitor.
10. Value
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Our stock is S0 ....... that it cannot be left unguarded.
We were most impressed by the consultants we hired — their advice was ........... :

Exercise 9. Make phrases with do and make from the proposed words:
The shopping, plans, progress, an arrangement, a course, someone a good turn,
business, research (into), wonders (for), someone aware (of), a decision, someone a

lot of good.
Make Do
Progress the shopping

Exercise 10. Complete the sentences choosing the phrases from Ex. 9. Mind your
Grammar.

1. Lolita lipstick can ................... for your appearance!

2. She ........... me ......... when she did the presentation for me at such short notice,
and I don’t know how to repay her kindness.

3. “We’ve ..... to meet at 3.00 next Friday.’

4, She’s decided to ..... some ..... into the way packaging affects people’s attitude
towards a product.

5. A good salesperson doesn’t sell anything — he or she helps an individual to ..... to
buy.

6. I think a week’s skiing in the Tyrol would ...... me ..... I need to get away for a
while.

READING

a) Advertising is only one category of promotional activities.

Do you know any others?

What promotions, including advertisement, can you remember clearly?
Which one has influenced you?

b) Look through the text and answer the questions:
a) how many categories of promotional activities are there?
b) What are they?
c) What is a key differences between public relations and advertising?

Exercise 11. Read the text and give titles to each paragraph. There is an extra one.
A) PERSONAL SELLING, B) PUBLIC RELATIONS, C) SALES PROMOTION,
D) ADVERTISING, E) BRANDING.
The Promotion Mix

l. Because of the many forms and uses of advertising, it is hard to generalize
about its unique qualities as a part of the promotional mix. Yet several qualities can
be noted. Advertising’s public nature suggests that the advertised product is standard
and legitimate. Because many people see ads for the product, buyers know that
purchasing the product will be publicly understood and accepted. Advertising also
lets the seller repeat a message many times, and it lets the buyer receive and compare
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the messages of various competitors. Large-scale advertising by a seller says
something positive about the seller’s size, popularity, and success.

Advertising is also very expensive, letting the company dramatize its products
through the artful use of print, sound, and colour. On the other hand, advertising can
be used to build up a long-term image for a product (such as Coca-Cola ads) and, on
the other , to trigger quick sales. Advertising can reach masses of geographically
spread-out buyers at a low cost per exposure.

Advertising also has some shortcomings. Although it reaches many people quickly,
advertising is impersonal and cannot be as persuasive as a company salesperson.
Advertising is able to carry on only a one-way communication with the audience, and
the audience does not feel that it has to pay attention or respond. In addition,
advertising can be very costly. Although some forms, such as newspaper and radio
advertising, can be done on small budgets, other forms, such as network TV
advertising, require very large budgets.

. Personal selling is the most effective tool at certain stages of the buying
process, particularly in building up buyers’ preferences, convictions, and actions. As
compared with advertising, personal selling has several unique qualities. It involves
personal interaction between two or more people, so each person can observe the
other’s needs and characteristics and make quick adjustments. Personal selling also
lets all kinds of relationships spring up, ranging from a matter-of-fact selling
relationship to a deep personal friendship. The effective salesperson keeps the
customer’s interest at heart in order to build a long-run relationship. Finally, the
buyer usually feels a greater need to listen and respond, even if the response is a
polite “no thank you”.

These unique qualities come at a cost. A salesforce require a long-term commitment
than advertising. Personal selling is the company’s most expensive promotional tool.
11, Sales promotion includes a wide arrangement of tools — coupons,
contests, premiums, and others — and these tools have many unique qualities. They
attract consumer attention and provide information that may lead the consumer to buy
the product. They offer strong incentives to purchase by providing inducements or
contributions that give additional value to consumers. And sales promotions invite
and reward quick response. While advertising says “ buy our product,” sales
promotion sales promotion says ‘ buy it now’.

Companies use sales-promotion tools to create a stronger and quicker response.

V. Public relation offers several unique qualities. It is very believable — news
stories, features, and events seem more real and believable to readers than do ads.
Public relations can reach many prospects who avoid salespeople and advertisements
— the message gets to the buyers as ’'news’ rather than as a sales-directed
communication. And like advertising, public relations can dramatize a company or
product.

Relative importance of Promotion Tools in Consumer versus Industrial Markets

Consumer goods Industrial Goods
Advertising Personal selling
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Sales promotion Sales promotion

Personal selling Advertising
Public relations Public relations
Relative importance relative importance

UNDERSTANDING THE MAIN POINTS
Exercise 12. Answer the questions:
1. Which paragraph(s) focus on the good points of advertising?

What words or expressions in these paragraphs particularly give this impression?
2. Which paragraph(s) focus on disadvantages of advertising?

What words or expressions in these paragraphs particularly give this impression?
3. What section of the text deals with positive and negative features of sales
promotion?
4. Are any negative points of public relations mentioned?
5. What is the main purpose of each category of promotion?
6. When would you use each one?

Exercise 13. Draw up a table summarizing the positive and negative features of the
advertising.

Positive Features Negative Features

Exercise 14. The ideas in this section of the text are clearly linked using a number
of linking expressions.

a) Each linking expression in column A could be replaced with the expression from
the following box. Choose an expression from the box and write it in the column B
next to the expression it could replace. (There are more expressions than you need.)
b) Linking expressions are used in texts to signal that a particular type of information
will follow. The box below shows you the types of information. Match each
expression in Column A with the type of information it signals: Addition, cause,
comparison, contrast, reason

Write the type of information in Column C.

Additionally, due to, in spite of the fact that, moreover, nevertheless, on the other
hand, simultaneously, since, therefore

Column A Column B Column C
Because of

Yet

Because

Also

Although

In addition
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c) In the part on Personal Selling find linking expressions which can be replaced by
the following expressions.

Especially
In comparison to
Thus

Soasto

Even when

d) How are the negative features of Sales promotion signalled in the text?

Exercise 15. Make up different parts of the speech.

Adjective Verb Noun
general
promote
standardization
legitimise
popularise
persuade

Exercise 16. Look at the advertisement for IBM. What do you think the implied
message is?

1. Technological progress works backwards.

2. Technological progress is not a threat.

3. Technological progress creates social problems.

Two men were watching a mechanical excavator on a building site.

“If 1t was not for that machine,” said one, “twelve men with shovels could be doing
that job.”

“Yes,” replied the other, “and if it was not for your twelve shovels, two hundred men

with teaspoons could be doing that job.”
IBM

Exercise 17. In praise of advertising. Complete these sentences with the appropriate
form of the verbs in brackets.

1. What ....... (happen) if there .....(be) no advertising?

2. If poster and billboards ....(disappear), city streets ......... (be) less colourful.

3. IFTV ... (have) no commercials, most TV stations ....... (shut down).

4. If newspapers and magazines ........ (not carry) adverts, they ...... (cost) a lot more.
5. If products ..... (not advertise), we .......... (not know) about them.

6. Ifwe ......... (not know) about products, we ..... (not purchase) them.

7. If there ..... (be) no advertising, many products, companies and jobs ...... (cease) to
exist.

Exercise 18. The text on advertisement often contains many adjectives to make the
product sound as attractive as possible.
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a) ldentify which adjective goes with which product(s).

Handy tea, coffee, tobacco

Hand-painted machine tool

Sparkling champagne, soda

Blended vase

Precision-built perfume

Fragrant gadget

b) Match the parts of compound adjective and the product described, as in the
example.

Fuel free performance
Oven\ saving engine

Record- efficient — maintenance

Space- size potato casserole

Trouble- breaking packet of washing powder
Economy- ready furniture

Exercise 19. Advertising copy often exaggerates the product’s features to make it
sound more attractive than it really is. Use the words and expressions to replace the
words in italics so that the message is made more appealing.

Stylish, high class, a high degree, matter of minutes, well-drawn, the finest, giveaway,
easy-to-understand.

We are delighted to offer our readers this 1 standard garden furniture
at 2 low prices. Crafted from 3 some Lapland wood, the
range combines a sturdy construction with 4 a certain amount of
comfort. The 5 functional design allows the parts to be assembled in a
6 short time. Each self-assembly item of furniture comes with
7 simple instructions and 8 good illustrations.
LISTENING

Exercise 20. Listen to the tape.
I. Choose the correct answer.
1. Verena is speaking about
A. selling the products.
B. advertising the products.
C. The importance of advertisement in selling the products.
2. Verena mentions
A. 5 ways of how advertisement can work.
B. 2 ways of how advertisement can work.
C. 7 ways of how advertisement can work.
3. Advertisements for teenage market should be
A. eye-catching and attention getting.
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B. With a modern brand image.
C. Both A. And B.

4. Advertisement of Tango fizzy drinks was

A. fruitless.
B. booming.
C. dull.

5. The link between the manufacturer of the product and the public is

A. mass media.
B. advertising agencies.

C. A good advertisement of the product.

I1. Make notes about how to advertise Tango, (a soft drink), and a car.

Tango

A car

Target audience

Not given

Design of advertisement | Eye-catching

and

Press ads with details of

Style of campaign Crazy Not given

Media Press ads and
as back-up

Purpose of advertisement | To the | To

market to

I11. After reading mark one letter.

If you want to advertise a car you are to go into different product sector and a
different target audience. You are trying to persuade that market to spend a lot of
money, so you would go to press ads, with lots of copy — details of the models and
the prices and all that kind of things — and you would probably back it up with a
television campaign to show the cars in action. Advertisers go for different mixes of
media but basically it is advertising agencies who make the choice; the agency is the
link between the manufacturer of the product and the public. They create a brief of

the different and the most useful kinds of media to use.

1. Advertising products one should go to a certain sector of advertisement depending

on the type of the product.

A) Right B) Wrong c) Does not say

2. The audience is not interested in details when watching the ads of cars.
A) Right B) Wrong c) Does not say

3. Manufacturers usually choose the type of advertisement of their products.
A) Right B) Wrong c) Does not say

4. The advertising agencies choose what kind of media to use.

A) Right B) Wrong c) Does not say

5. Car advertising is the most useful sector when advertising products.

A) Right B) Wrong c) Does not say

30




IV. Listen again and decide whether these statements are true or false.

1. Advertising is an important marketing tool and it can work in different ways.

2. Advertising can only inform and remind about the product.

3. Tango is a fizzy drink packed in a can aimed at a teenaged market.

4. A good advertisement always concentrates on the product.

5. The main idea of the advertisement is to persuade a market to spend a lot of money
buying a certain product.

COMMUNICATION SKILLS

Exercise 21.

Role Play 1. Students decide on a product that they wish to advertise, and find a
symbol which would produce a successful image. (Teacher’s book)

Role Play 2.

Situation.

A medium-sized company produces bottled fruit juices. The president of the
company has just received an extortion note. This note said: “If you don’t pay
$500,000 immediately, we will poison in bottles of your fruit juice.” This letter
contains 100 grams of cyanide poison to back up the threat. The company president
does not know what to do. The production manager is worried about the possible
consequences if the company does not make this threat public and then take all
bottles of juice off the market. The finance director, on the other hand, believes that
the threat is probably false. If the threat is made public, the company will face almost
certain ruin. The public will never again feel safe drinking company’s juices. The
marketing manager thinks there might be further demands if the company agrees to
pay the money now. The company president has called meeting to discuss the
problem.

Purpose of the discussion

The purpose of the discussion is for the group members to agree on the best way to
deal with this extortion note.

Group Roles

Leader: the president of the company

The production manager

The finance manager

The marketing manager

Preparing for the discussion

Prepare for the discussion by brainstorming ideas and then selecting the best ideas to
use.

Starting and Discussion

Your group should discuss the topic for fifteen minutes.

FINAL TASK

Exercise 22. Discuss the following situations.

Student A: Explain the problem to Student B in your own words.
Student B: Offer some useful advice.
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Student A: Accept, reject, or show doubt over accepting this advice.

1. You want to sell your car of a famous brand, but there is something wrong with the
engine.

2. 'You are a manager speaking to a sales representative whose sales are down.

3. You are speaking to a colleague who has to give an important presentation at a
meeting next week.

4. You are speaking to friend who has bought a defective tape recorder.

5.You are a manager speaking to a sales clerk who never wants to help the
customers.

6. You are an execute speaking to another executive who wants to buy a personal
computer for home use.

7. You are speaking to a sales clerk of the boutique. Yesterday you bought a coat of
Marks& Spenser, but at home you found a hole in it.

8. You are an execute who discovered that a colleague is selling a corporate secrets to
a competitor.

9. You bought a used car from a friend, and the cat breaks down a week after it is
purchased.

10. You are an executive. You are offered a large amount of money to sell company
secrets to the competitors.

WRITING
Read this part of a letter from Barry Ross, the Production Manager of a company
supplying knitwear to your clothes shop.

I am writing with reference to your order no. MS 3719, dated 4.7.20.... which
includes an order for 300 men’s knitted polo neck sweaters, reference no. PN 478.
Unfortunately we are no longer producing this particular style of sweater. However,
we can offer you an alternative product of the same quality and range of colours, but
these are round neck sweaters, not polo neck.

Would you kindly inform us at your earliest convenience whether this alternative
would be acceptable or would you prefer to cancel the order for this item?

Write a letter to Mr. Ross:

- thanking him for his letter.

- Explaning that you cannot accept the alternative, and giving a reason.

- Canceling the order for the polo neck sweaters.

- Asking him to deliver the remaining items on order as soon as possible.

Write 60-80 words.

32



UNIT 32

STARTING UP

Discuss these questions.
1. What is money for you? How often do you use it?

2.

disadvantages of the following?

3. Can you define money and state its functions and characteristics?

Putting it under the mattress
Buying a lottery ticket
Putting it in a bank

Buying gold

Buying shares

Taking all money to Crimea

MONEY AND STOCK EXCHANGE

4. Money is said to have a time value. What exactly does it mean?
5. What do you know about Ukrainian money?

Test on money

If you possess a large amount of money, what are the advantages and

Many businessmen think that money makes world go round. In fact, to produce
goods, to advertise them as well you need money. Without money you will not have
electricity in your house, telephone to communicate with your friends and relatives.
Lack of money causes often problems, especially in the beginning. But don't think
that money can automatically lead you to success. It is a tool in your hands and much
depends on your ability to use it properly.

This test will prove your readiness to operate money.

" Asarule": 6 points " Sometimes": 3 points " Rare': 0 points

world of finance.

Ne Answer as honestly as possible Asa | Some- | Rare
rule | times

1. | I can easily find ways of earning money.

2. | I always organize my budget.

3. | I read special journals to know what's new in the

4. | To lend is a good means of increasing money.

5. | I am not afraid of operating a large sum of money.

6. | Itisrisky to put all eggs in the same basket when
investing money.

7. | I am able to save money for expensive things | wish to
have.

8. | I deserve to be rich.

9. | I am eager to speak about my financial situation with

my friend.
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Now add your results:

45-54 You have everything to be successful in business. You've got
knowledge, character and ability to deal with finance. You will become a remarkable
financier.

30-44 You are competent enough and this is important for business. If you
listen to professional advice you will succeed without fail.

20-29 You have good qualities, which you should develop. If you want to
make progress, you should work and learn from others.

Under 14 Attention! For the moment you are not ready to launch large
investments. You are advised to learn from somebody who is quite experienced in the
matter of money.

Exercise 1. Read and find definitions of characteristics of money.

a) Money should be easily recognized for what it is and hard

1) Uniformity o copy

b) Modern money has to be small enough and light enough
2) Stability for people to carry. Money must be easily transferred from
buyers to sellers.

¢) To make change for a banknote is easier than to make

3) Durability change for a cow.

d) The value of money should be more or less the same

4) Portability today as tomorrow.

5) Divisibility e) It refers to the lasting quality of money.

f) This means that equal denominations of money should
have the same value. The National bank of Ukraine, for
6) Recognisability example, the Federal Reserve System in the USA have the
responsibility in their countries to assure that money is
uniform.

Exercise 2. Read three situations. Define functions of money.

A) as a medium to exchange;

B) as a measure of relative value;

C) as a store of value.
1. If the grocer would have to hold the value of his milk in milk, he could not hold it
long because it would spoil. If he sells the milk and gets money for it, he holds the
money until he wishes to purchase something.
2. The carpenter doesn't have to build a step for the grocer every time he wants a
carton of milk. The carpenter can build steps or anything else for anybody, receive
money for his services, and use the money to purchase milk from the grocer.
3. How many cartons of milk should the grocer pay for a suit? If asked that question,
you might ask, how much is a carton of milk and suit worth? You would want to
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define the exchange in terms of the relative value of the two items and would use the
value in money to determine how many cartons of milk it should take to buy a suit.

Exercise 3. Work in small groups discuss advantageous and disadvantageous
characteristics of functions of money. Create definitions to functions.

READING
Exercise 4. Before reading the text, read the sentences and predict whether they are
True or False.

1. In primitive society credits were very popular.

2. Valuable metals are steel, iron.

3. Banks center around money and financial services.

4. The Ukrainian currency is dollar.

5. Credits cards will replace paper notes in the nearest future.

6. Roubles, dollars, hryvnas are forms of money.

Exercise 5. Read the text. Choose the title to the each paragraph. There is one
extra.
) THE UKRAINIAN CURRENCY; II) THE SYSTEM OF BARTER; III)
“LEGAL TENDER”; V) BANKS; V) “INSTRUMENT OF CREDIT”.

Money and its forms
l. Money is used for buying or selling goods, for measuring value and for
storing wealth. Almost every society now has a money economy based on coins and
paper notes of one kind or another. In primitive societies a system of barter was used.
Barter was a system of direct exchange of goods or services one for another. In this
system no money was used. Clearly, barter was a very inefficient system, because
people's precise wants seldom coincided. People needed more practical system of
exchange, and various money systems, developed based on goods which the members
of society recognized as having value. With money, exchange was much easier.
. Nowadays the work of commercial bank centers around money and
financial services. Coins are adequate for small transactions, while paper notes are
used for general business. Originally, a valuable metal (gold, silver or copper) served
as a constant store of value. For many years national currencies were judged in terms
of the so called “gold standard”. Valuable metal has generally been replaced by paper
notes. These notes are issued as “legal tender”. Paper money is obviously easier to
handle and much more convenient.
11, At the same time other forms of money developed, such as cheques and
money orders are not legal tender. They perform the function of substitute money and
are known as “instrument of credit”. Credit is offered only when creditors believe
that they have a good chance of obtaining legal tender when they present such
instruments at a bank or other authorized institutions. If a man’s assert are known to
be considerable, then his credit will be good, if his assert are in doubt, then it will be
difficult to obtain a credit. Checks, transfer orders and credit cards have become more
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and more popular in recent years and it is possible to imagine a world where "money"
in the form of coins and paper currency will no longer be used.

V. The Ukrainian currency is the hrivna. Ukrainian currency uses both notes
and coins. Each coin has the date it was minted stamped on one side. There are eight
denominations of notes. The lowest note in value is the 1 hrivna note; the highest is
the 200 hrivnas note. Between these there are the 2hrv, 5hrv, 10hrv, 20hrv, 50hrv,
100hrv notes. Every note has a serial number to show when it was issued and a
watermark to prevent forgeries.

UNDERSTANDING MAIN POINTS

Exercise 6. Make up 7 questions to the text.
Exercise 7. Summarize the text in ten sentences.

Exercise 8. Match forms of money mentioned in the text with the following
definitions.

1. A written order to a bank to pay a stated amount of money.

2. The sum of money that a bank allows his client before requiring payment.

3. Money made of metal.

4. Card that allows its holder to buy goods and services on credit.

5. Piece of paper money issued by a bank.

Exercise 9. Choose the right answer.
1." We constantly handle coins and bills" means:
a) cash them under most circumstances,
b) deal with them,
C) receive them.
2." Legal tender" is:
a) a type of paper currency,
b) a requirement to accept in settlement of a debt,
¢) money guaranteed by a government.
3." The cheque will be honoured" means:
a) that it will be readily accepted by creditors,
b) that it will be treated with respect,
c) that the bank will be ready to cash it.
4." Bills of every denomination” means:
a) bank notes of different values,
b) bank notes of various sizes,
c) other means of exchange.

Exercise 10. Put each of the following words in its correct place.
currency, tender, card, note, society, exchange, , bank, standard, services.
1. gold 6. credit
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2. Ukrainian 7. financial

3. commercial 8. paper

4. legal 9. primitive

5. transfer 10. direct
LANGUAGE STUDY

Exercise 11. Using suffixes - cation, -cate, -ment, -ion, -ature, etc., produce nouns

which are related to the following verbs from the text.

Accept presentment
Certify regulate
Denominate settlement
Invest signify
Identify sign
Payment state
Preferment transact

Exercise 12. Match the definitions with the correct money word.

1) an allowance

a) money paid to authors or inventors according to the sales of
their work

2) a bonus

b) a sum of money used to make more money from something
that will increase in value

3) commission

c) the money which a building society or bank lends to
someone to buy a house

4) a deposit d) the money that a person pays to an insurance company to
protect against loss or damage
5) a dividend e) money, usually from a relative, to live on

6) an investment

) an additional payment which is a reward to those who work
for a company for their extra work

7) a legacy

g) the amount of money borrowed from a bank, greater than
that which is in your account

8) maintenance

h) money received from someone in his or her will

9) an overdraft

I) the amount of money that goes to a shareholder

10) a premium

J) money paid by divorced or separated people to support the
former husband or wife

11) royalties

k) part of the value of a company that you may buy

12) a share

I) part-payment of money which you make to stop the seller
from selling his goods to others

13) a mortgage

m) an amount of money, related to the value of goods sold,
which is paid to a salesman for his services
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Exercise 13. Choose the right answer.
1. When you retire at the age of 65, you receive a(n) ... from the government.

a) allowance b) fine C) grant d) pension
2. If production in that factory exceeds the target, the workers get a ...

a) bonus b) donation C) gratuity d) premium
3. A salesman is paid a ... on the goods he sells.

a) commission b) percentage C) provision d) salary

4. If they are not more careful with their accounts, they will go ...

a) bankrupt b) broken c) penniless d) poor

5. All the workers in our firm get a Christmas ... of 1008$.

a) bonus b) fine C) prize d) reward

6. Before starting a business, you have to raise the necessary ...

a) capital b) currency c) investment  d) savings

7. Our company made a record ... last year.

a) benefit b) earn c) profit d) winning

8. When the company was declared bankrupt, all its fixed ... were claimed by its
creditors.

a) assets b) benefits ¢) funds  d) sums

9. If you don't complete your income tax ..., you may have to pay more than is
necessary.

a) account b) document c) report  d) return

10) Every Friday Fred ... money out of the bank.

a) cashed b) drew c) robbed d) stole

ROLE PLAY

Exercise 14.

Situation The Rainford Company you work for is releasing 50000hrv for staff
benefits (a weekend holiday together, a Christmas bonus, training, and so on). A
meeting has been called to discuss this issue. How are you and your colleagues going
to spend money? Give your arguments to support you idea.

Roles:

Leader: the managing director

Representative(s) of the employees

Representative(s) of part-time workers

Representative(s) of the personnel department

Purpose of the discussion The purpose is for the group members to decide what, if
any, solution should be taken to satisfy the demands of everybody.

FOCUS ON THE STOCK EXCHANGE

Exercise 16. In groups, read the following newspaper headlines and decide in each
case whether they reflect a good or poor performance of the company's shares on the
Stock Exchange.

Example:

General Cinema sees $20 million gain
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The shares of this company are going well since there has been a gain.
1. IBP share prices sink to lowest level since 1988

2. Sony advances 14%

3. Nestle rises on all fronts

4. Jones & Shipman : $ 2.5 min loss as recession bites

5. Vitek falls 57% to $555,000

Exercise 17. Before reading the text, read the sentences and predict whether they
are True or False.

1. The Stock Exchange is a market where securities are bought and sold.

2. Stock Exchange doesn’t have its own rules.

3. People who work for Stock Exchange are called robbers.

4. Results are published in magazines and “yellow press”.

5. When you buy shares in a company you became a shareholder.

Exercise 18. Read the text.
The Stock Exchange

The Stock Exchange is a market place where securities are bought and sold.
There are stock exchanges in most capital cities, as well as in the largest provincial
cities in many countries. The economic importance of stock exchange is that they
facilitate savings and investment, first through making it possible for investors to
dispose of securities quickly if they wish to do so and secondly in channeling savings
into productive investments.

Stock exchanges have their own rules and conventions, but their functioning
depends also on the existence of company and other low and financial intermediaries,
such as the issuing houses. Stock-brokers act as agents for the public and buy from
and sell to jobbers. Members are formed into a declining numbers of companies.
Jobbers and brokers keep their own registers and may record details of a “bargain”
(as all transactions are called) on the official list.

Index numbers indicating changes in the average prices of shares on the Stock
Exchange are called share indices. A share index shows percentage changes in the
market value of a portfolio compared with its value in the base year of the index.
Index numbers are published by several daily papers and weekly journals.

When a company needs to raise money in order to grow, it can choose between
two different opinions. It can issue shares (or part of its capital) which can be bought
by the general public. These shares are known as ordinary shares. When you buy
shares in a company you become a shareholder and own a part of that company. As
part owner of a company, you can therefore make or lose money depending on the
company's profits. If the company does make profits, it pays a sum of money per
share, known as a dividend, usually twice year.

UNDERSTANDING THE MAIN POINTS
Exercise 19. In the first two paragraphs of the text replace all the verbs with
synonyms.
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Exercise 20. Add adjectives to the nouns in the third paragraph of the text.
Exercise 21. Make up all possible parts of the speech: share, profit, value.
Exercise 22. Define in seven words the main idea of the text.

Exercise 23. Using the words in brackets as a guide, explain the meaning of the

following terms.

1. securities ( traded on, stock, share)

2. ordinary shares ( rights to assets and dividends, paid)

3. share ( a unit of ownership, small denomination, a proportion of distributed
profits)

4. stock ( a unit of ownership, a proportion of distributed profits)

Exercise 24. Choose the word or phrase in brackets that would best substitute for
the word or phrase in bold print in the following sentences.

1. The economic importance (aeo6xignicts) Of stock exchange is that they facilitate
(monermmmtH) Savings and investment.

(prominence, significance, necessity)

(make difficult, make easy)

2. Stock exchanges facilitate investment through channeling (rampasisTu) savings
into productive investments.

(controlling, directing, handling)

3. Business at stock exchange is conducted entirely (mosuictio) by word of mouth.
(strictly, completely, originally)

(orally, willingly, usually)

4. Prices at the exchanges are widely available in the press.

(noticeable, obtainable, profitable)

5. The percentage changes in prices indicate aggregate movement in share prices.
(quide, predict, denote)

(total, complete, expected)

Exercise 25. Match the expressions listed in column A with the synonymous ones
from column B.

1. stock exchange a) exchange trading

2. member of the exchange b) stock listed at the exchange
3. exchange days c) sale contract

4. exchange hours d) unquoted securities

5. exchange dealings e) official quotation list

6. stock exchange securities f) trading days

7. unlisted securities g) slump in exchanging prices
8. contact note h) dealings in stocks and shares
9. stock exchange list 1) securities exchanges

10. smash on the exchange J) official hours
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11. stock exchange operations k) floor member

12. stock exchange value I) market intelligence

13. financial news m) market value
LISTENING

Exercise 26. Listen to the tape
I. Choose the correct answer
1. JPW is becoming ...
A. an international
B. a multinational
C. doesn’t say
2. The first point is on method of ...
A. training
B. payment
C. advertising
3. By using a letter of credit, both importer and exporter have a considerable degree
of security in the commercial contract because it is honoured throughout ...
A. The banking system
B. The higher educational system
C. The payment system
4. There are ... main stages to a letter of credit transaction.
A. 8
B. 20
C. 12
5. So if we don’t despatched the goods, CEE ...
A. don’t pay
B. don’t work
C. Don’t receive money

Il. Fill in appropriate word
Julian: Right. The first point is on...1 of payment. In the past, as you
know, we have worked on ...2 with our customers with payment after
...3 days, but | don't want to do this with CEE because the amounts are ...4
large and we have not worked with them before. They have suggested a
letter of ...5 but | have no idea how that works.
Ken: Well, in any transaction involving this amount of...6 , both the
importer, in other words CEE, and the...7 , that's JPW, need to be
absolutely certain of the security of the transaction. You, naturally, want to ensure
that payment will be made for the ...8 which you supply, and CEE will
want to make a payment only after the goods have been despatched. By using a letter
of credit, both ...9 and exporter have a considerable degree of security
in the commercial ...10 because it is honoured throughout the banking
system. There are twelve main stages to a letter of credit transaction, which makes it
sound terribly bureaucratic, but it isn’t really.
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I11. After reading the paragraph, mark one letter:

Ken: Yes - but you will only be involved in four. The first stage is for the exporter
and the overseas buyer to conclude the sales contract with payment arranged by letter
of credit. The overseas buyer (CEE in your case) tells their bank, which we call the
‘issuing bank' to provide credit in favour of the exporter. The issuing bank then asks
the UK bank - us - to advise and/or confirm the credit. We then send you a letter of
credit. OK so far?

Julian: Yes - but it's all paperwork so far, nothing has actually been done!

Ken: Yes - that's the preparation. When you receive the letter of credit from us, you
despatch the goods to the overseas buyer and then you present the shipping
documents to the UK bank. We check, pay and/or accept under terms of credit. We
then forward these documents to the issuing bank. The issuing bank reimburses us in
whatever way we have arranged between us and then step ten is when the overseas
buyer is debited by the issuing bank.

Julian: Well, we've been paid but CEE haven't received the goods yet.

Ken: Correct - and the last two stages deal with exactly that. The issuing bank
releases the shipping documents to the overseas buyer and the overseas buyer can
then use these documents to receive delivery of the goods.

Julian: So if we don't despatch the goods, CEE don't pay us and if we don't receive
the money, CEE can't collect the goods.

Ken: Exactly!
1. In the first stage are involved the exporter, the overseas buyer and bank.
A). Right B). Wrong C). Doesn’t say
2. Julian and Ken work for British bank
A). Right B). Wrong C). Doesn’t say

3. When the goods are despatched to the buyers the shipping documents are
presenting to the “issuing bank™.

A). Right B). Wrong C). Doesn’t say

4. The last two stages deal with delivery of the goods.

A). Right B). Wrong C). Doesn’t say

5. Julian will have that’s why a lot of paper work.

A). Right B). Wrong C). Doesn’t say

IV. Listen again and decide whether these sentences are True or False.

1. The contract is worth £5 million in the first year.

2. Open account, with payment after 80 days.

3. Because the amounts are too small and they have not worked with CEE before.

4. The overseas buyer's bank.

5."So if we don't despatch the goods, CEE don't pay us and if we don't receive the
money, CEE can't collect the goods."

COMMUNICATION SKILL
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Exercise 27. Read the text. Imagine that you work for Roshen. In groups discuss
the advantages of acquiring a stake . Make a list and present your findings to the
class.

Roshen is a business which has been making and selling chocolates. It recently
decided that it needed to raise more capital as part of expansion programme and in
order to buy other companies in Ukraine and abroad. The company therefore "went
public", that is, it issued shares on the stock market. Roshen set up a special scheme
to encourage its employees to acquire shares in the company and it has proved very
successful.

Exercise 28. Work in pairs or small groups.

You have £1000 and are thinking of investing it on the Stock Exchange. Decide
which of the shares from appendix 4 you would buy, and calculate how many you
could afford. Choose a maximum of four different companies.

Example:
Amersham 50 shares at 460p = £ 230.00
BOC 30 shares at 617p = £ 185.10

Tiphook 100 shares at 330p = £ 330.00
British Gas 101 share at 250p = £ 252.50
997.60

Exercise 29.
After consideration, you decided not to purchase any shares, but to deposit the £ 1000
in the bank. However, you are curious to know whether or not you did the right thing.
Look at the appendix 5 where you will find the prices for the same shares six month
later. Calculate how much money your group would have made or lost if you had
bought the shares. Present your findings to the others.

FINAL TASK

WRITING

Exercise 30. You are working on the final plans for a new invention and are
running out of money. Write a proposal for your bank manager, giving details of
the invention and reasons why you think it will be successful, in order to obtain a
loan.

PROJECT WORK
Exercise 31. Discussion and evaluation of the projects “Money” and “Student’s
Stock”
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UNIT 33 NEGOTIATIONS

LEAD-IN

A. Discuss the following questions.

1. What is a “negotiation”?

1. How would you judge the success of a negotiation?

2. What makes a good negotiation?

3. Have you ever been involved in formal or informal negotiations? Describe your
experiences.

B. What do you think?
How appropriate is the following advice? Rank each suggestion on a scale from 1-10
(1 = essential, 10 = unhelpful) to indicate your opinion.

How to be a good negotiator

e Try to get on well with your opposite number

e Use emphatic language

e Show respect for your opposite number

e Make suggestions to resolve disagreement

e Have clear objectives

e Be determine to win

e Say “I don’t understand”, if that is the case

e Listen carefully

e Always compromise

e Discuss areas of conflict

C. Do the test to find out what type of the negotiator you are.
1. Your aim in negotiation is ...
a) to find the greatest area of agreement in the joint interest of both parties.
b) to win and to make the other side to lose.
c¢) to find the best deal for your side.
2. When the other side is talking to you ...
a) use the information you are hearing to identify weaknesses in the other party.
b) plan what you are going to say next.
c¢) listen with maximum attention.
3. You think that ....
a) part of the available time must be spent socializing and getting to know the

other side.

b) goodwill is important but the end of the meeting should be quick and
businesslike.

c) the meeting should get down to business as soon as possible and reach quick
decisions.

4. When you speak in negotiation you ....
a) make bold and forceful statements, possibly banging on the table.
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b) make carefully considered statements in a calm, controlled voice.
c¢) are occasionally forceful and flexible.
5. If the other side disagrees with you, you ...
a) try hard to find a creative position by modifying your position.
b) repeat your demands and will not concede — your objective is to make the other
side gave in.
¢) reshape your offer without fundamental changes.
6. If the other side states an opinion you disagree with, you ...
a) tentatively suggest an alternative.
b) ask for clarification and explanation.
¢) ridicule it with sarcasm.

Calculate your total based on the following system.
l.a)3b)2c)2;2.a)1b)2c)3;3.a)3b)2c¢)1;
4.a)1b)3c)2;5.a)3b)1c)2;6.a)3b)2¢c)1;

If you score 15 or more you are a creative negotiator.
11 — 14 you negotiate to independent advantage.

7 —10 you are a fighter.

Less than 7 you should get a gun license!

READING

TEXT I

Exercise 1. Before reading the text, read the sentences and predict whether they are

True or False:

Good negotiators are willing to reach only their own aims.

Bad negotiators tend to take short- term views.

Real benefits of a deal may come much later.

Skillful negotiators are not afraid to loose their faces if they have to

compromise.

5. Good negotiators should create harmonious atmosphere at the start of a
negotiation.

6. Skillful negotiators always have a range of objectives.

7. Persistence is an important quality of a good negotiator.

i N

Exercise 2. Read the text. Choose the title to it.

There has been a great deal of research into the art of negotiation, and, in
particular, into what makes a “good” negotiator.

One point most researchers seem to agree on is that good negotiators try to create
harmonious atmosphere at the start of a negotiation. They make an effort to establish
a good rapport with their opposite number, so that there will be a willingness — on
both sides — to make concessions, if this should prove necessary.

Good negotiators generally wish to reach an agreement which meets the interests
of both sides. They tend to take a long-term view, ensuring that the agreement will

45



improve, or at least not harm, their relationship with the other party. On the other
hand, a poor negotiator tends to look for immediate gains, forgetting that the real
benefits of a deal may come much later.

Skillful negotiators are flexible. They do not “lock themselves” into a position so
that they will loose face if they have to compromise. They have a range of objectives,
thus allowing themselves to make concessions, for example, “I am to buy this
machine for$2,000” and not “I must buy this machine for$2,000”. Poor negotiators
have limited objectives, and may not even work out a “fall-back” position.

Successful negotiators do not want to negotiate to break down. If problems arise,
they suggest ways of resolving them. The best negotiators are persuasive, articulate
people, who select a few key arguments and repeat them. This suggests that tenacity
IS an important quality.

Finally, it is essential to be a good listener and to check frequently that everything
has been understood by both parties.

Exercise 3. Complete the following sentences, using your own words.
1. Good negotiators make effort ............
2. Good negotiators generally wish to reach ...........
3. Poor negotiators have .........
4, If problems arise, .........

Exercise 4. In the first part of the text replace all the verbs with synonyms.

Exercise 5. Add adjectives to the nouns in the second part of the text.

Exercise 6. Ask 7 questions to the text.

Exercise 7. Summarize the text in ten sentences.

LANGUAGE STUDY

Exercise 8. Complete the text below with the verbs in the box to make common

combinations with the underlined nouns.
Apply, reach, put forward, take, conduct, break, clinch, get bogged down in

In any negotiation there are a number of separate stages. First of all, someone will
| U a proposal which becomes the basis of discussion. There will follow a certain
amount of debate and at this stage the leaders of the opposing team will probably
2..... a negotiation. After some time, there is always a risk that the two sides will

3o detail and not be able to 4.......... agreement on the terms and conditions of a
deal. In order to 5........ the deadlock , it may be necessary for one party to
6. pressure on the other; alternatively, one negotiating team may 7......... a risk
and gamble on the other team making some sort of concession. After this bargaining
stage it is probably necessary to make one final offer which will §....... the deal and

allow both parties to conclude the negotiation to their mutual satisfaction.
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Exercise 9. Match tactics a-f to the descriptions 1-6.

no

a) imposing a deadline d) dividing and ruling
b) bulling and intimidation e) making emotional appeals
c) appealing to a higher authority f) making a last-minute claim

saying that they are not in a position to make a decision and that they have to
refer back to head office

applying pressure by saying that a deal must be reached by a certain time
exploiting potential disagreements among members of your team by appealing to
the person most sympathetic to their own position

questioning the performance of your company or the quality of your product or
service, warning of unwelcome repercussions if the terms on offer are turned
down

making a demand when the other team thought that the negotiation was over and
a definite agreement reached

accusing you of acting unfairly and claiming to be offended by you seeming lack
of trust and integrity

Exercise 10. Which of these suggestions can be used to avoid being manipulated by
tactics a-f above?

1.

2.

Suggest that you agree on what can be decided at the meeting and request that next
time participants have a full mandate to make all the important decisions.

Be clear on exactly what you have agreed to and avoid going back over old ground
or opening up new areas of potential dispute. Make regular summaries of whatever
agreement has been reached and stick to it.

. Tell the other party that you cannot negotiate under time constraints and that any

further items must be the subject of a separate session.

. Affirm your willingness to reaching an agreement on fair and equitable business

terms. Calm down the situation by stressing that you want a win-win outcome.

. Make sure all members of your team are briefed thoroughly beforehand. Allocate

roles and work together to achieve the objective.

. Stay calm and do not lose your temper. Reaffirm your company’s positive results

and its good reputation. But if the other party continues to show a threatening
attitude, warn them that you will have to break off the negotiation.

Exercise 11. Read these three situations.

1.

You visit a clothes shop during the sale period and see a beautiful jacket with a
25% reduction. You return a few days later to discover that the shop’s sale has
ended and that the jacket is once more on sale at the full price. Do you try to
negotiate with the sales assistant?

. During your lunch hour, you visit an antiques market where you see an antique

chair that you’d like to buy. However, the stall’s owner has left his teenage
daughter in charge of the stall while he goes out to lunch. Do you attempt to
bargain with her to get a better price?
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3. You want to buy a new car. You go to your local car dealership, where the prices
of all cars are clearly stated. However, you have seen cheaper prices for the same
cars on Internet. Do you attempt to get a better deal from the car dealership?

In which of the situations would you attempt to negotiate? Explain why — or why
not.
If you decide to negotiate, what tactics would you choose?

Exercise 12. A. Match the definitions to phrasal verbs with the word deal.
A fair deal, “It’s a deal”, to deal with, to deal a blow to, a raw deal, a good deal,

to make /do a deal, a great deal, to deal in, “It’s not big deal”

a) [t is not important ................cooveiiiiiiinn.

b) Unfair treatment ..................cooviiininennn...

c)lagree ...................

d) To come to an agreement .........................

e) Todamage .........................

f) An equitable agreement ................

g) To do business, usually by buying and selling .......................

h) To take actions to solve problems ............

1) Good value for the price paid .........

j) Formal expression=a lot ...........

B. Complete the sentences using the phrases above in the appropriate form.
1. Mrs. Baker ............. all requests for product information.
2. I couldn’t find a client’s phone number yesterday. ................. , | thought but my
boss was furious.
3. The latest trade figures may ...... the government’s hopes of an early recovery.
4. Women still often get .............. at work — less pay for the same work and fewer
opportunities for promotion.
5. The agreement included an attractive discount and two years’ free maintenance, so
itwas ........... :
6.1......... with you — if you replace me on Tuesday, 1’1l work for you on Saturday.
7.Itwas ...l , so both buyer and seller went away happy.
8. It’s a large export company, which ....................... all types of antique
furniture and jewellery.
9. Of course we care ............... about the quality of service we provide.
10. A: 1 want $1,000.

B: Make it $950. A: OKthen, $950 - ................ :
TEXT 1.
Exercise 13. Sort out hints with titles.

Some Hints on Negotiating

Titles: Language, Techniques, Preparation
Listen! Listening attentively at every stage of your negotiation will help to avoid
misunderstanding and create a spirit of cooperation.
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Research. Try to find out as much as you can about your opposite number and his or
her business. Use the resources of a business library and/or talk to your business
contacts.

Rapport. Try to establish a good rapport with your opposite number from the moment
you first meet, whether or not you already know each other. Some general “social
talk” is a good ice-breaker and bridge-builder in this respect.

Simplicity. Keep your language simple and clear. Take your time and use short words
and sentences that you are comfortable with — there is no point complicating a
difficult task with difficult language.

Flexibility. Be prepared to consider a range of alternatives and try to make creative
suggestions for resolving any problems. Be prepared to make concessions and to
compromise, if necessary, to avoid deadlock — but don’t be pushed beyond your
sticking point.

Strategy. Plan your negotiating strategy carefully, taking into consideration the
personality and position of your opposite number, as well as your own strengths and
weaknesses.

Planning. Make sure you prepare properly. The more you will be at a disadvantage
and the less likely you will achieve a satisfactory outcome.

Attitude. Be constructive not destructive — treat your opposite number with respect,
sensitivity and tact, and try to avoid an atmosphere of conflict. This will create a
feeling of harmony and goodwill, which should encourage a willingness to
compromise and ultimately lead to a productive negotiation.

Clarity. Don’t be afraid to ask questions if there is anything you don’t understand. It
Is vital to avoid any misunderstandings that might jeopardize the success of your
negotiation.

Agreement. When you have reached agreement, close the deal firmly and clearly.
Confirm exactly what you have agreed — and any aspects/matters that need further
actions.

Obijectives. Try to take a long-term view and decide on a range of objectives so that
you can be more flexible and offer more alternatives during the negotiation itself.
Remember you are looking for a win-win situation of benefit to both parties, thus
paving the way for further deals in the future.

Parameters. Confirm the subject/purpose of your negotiation early on and try to
establish areas of common ground and areas of likely conflict before you move on to
the bargaining/trading stage.

Limits. Decide what your sticking point(s) must be and why. Knowing your
negotiating limits and their reasons will help you negotiate more confidently and
comfortably.

Approach. Keep your objectives in mind — and try to keep a clear head. This will help
you to concentrate on your key points. Try to resist the temptation to introduce new
arguments all the time. Use the minimum number of reasons to persuade your
opposite number coming back to them as often as necessary.

Confirmation. Write a follow-up letter to confirm in writing the points agreed during
your negotiation and clarify any outstanding matters.
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Review. Summarize and review your progress at regular intervals during the
negotiation. This will give both parties a chance to check understanding — and, if
necessary, clarify/rectify any misunderstandings.

LISTENING

Negotiation — Art or Science?

Exercise 14.
A. Negotiation is used by each of us every day of our lives. It is at its obvious in the
worlds of business and politics but is often not recognized for what it really is in our
personal lives.
Look at this list of situations in the business and personal life of a manager. Put a tick
next to those which you think involve negotiation. Discuss your answers with a
partner.
setting a deadline
planning holiday dates
finalizing a contract
agreeing on the shared use of the family car
buying a new house
allocating the budget
deciding where to spend Christmas
choosing furniture
discussions with the union representative

10 talking to the bank manager
B. Negotiation is involved in almost every part of life. But is negotiation technique a
natural talent or can it be learned? Is it an art or a science?
Listen to Mr. Wells, an experienced negotiator for a large bank, discussing this topic.
When you have listened to the whole conversation, answer the following questions.
According to Mr. Wells, can successful negotiator be taught?

CoNoaRrwdE

C. Listen to Part 1 and answer the following questions.
1. What does Mr. Wells consider to be scientific about negotiation?
2. What does he consider to be artistic about negotiation?
3. Which are the two types of negotiator that he mentions?
4. Which type does he consider himself to be?

D. Listen to Part 2 in which Mr. Wells describes a successful negotiator and
unsuccessful negotiator. Make a list of characteristics he describes for each.

Successful negotiator Unsuccessful negotiator
L L
e 2
TP T
B B o
TP
B e




E. Listen to Part 2 again and note down the six stages in a negotiation identified by
Mr. Wells. The first one has been done for you.
1. get to know the other side

O e
F. Some negotiators prefer to work as part of a team. Team negotiation is a
recognized technique and one which can be very different from one-to-one
negotiation.
Try to think of advantages and disadvantages of team negotiation and list them down.
Discuss your ideas with a partner.
Advantages Disadvantages

COMMUNICATION SKILLS

Exercise 15. Talk about how you would respond in each of the following
situations.

1. You own a small farm that specializes in producing a certain kind of honey. 80%
of your output is purchased by a large supermarket chain, which markets your
products under its own label at a premium price. One day, the supermarket tells you
that from now on it will pay 15% less for the honey that it buys from you — which
means that your profit margin will be cut in half. What options do you have?

2. You are an antique dealer who has just acquired an extremely valuable
seventeenth century Persian rug. Two wealthy collectors have already contacted you
and said that they want to buy it from you. What’s the best way for you to get the
highest price?

3. You are an agent representing a talented young actress who is hoping to break
into the film industry. A film director contacts you and offers her a big par5 in his
new low-budget movie. To minimize his initial costs, the director is not paying any
fees to his main actors, but instead offering them a small percentage of any profits
that the film might make. However, the actress you represent needs some money
now. How can you get the best possible deal for her?

ROLE PLAY

Situation

The president of a large company is very worried about 25 computer software
designers who have threatened to resign. These employees complain that career
advancement is too slow. Also, high achievements are not financially rewarded since
each employee gets the same pay as another employee with the same seniority. These
employees are willing to trade guaranteed lifetime employment for high pay and fast
advancement. This is unusual in a country where companies have traditionally been
able to depend on corporate loyalty. This company usually hires employees from
college, trains them, and expects them to stay with the company until retirement.
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Employees are then sure of steady, if slow, advancement. These computer software
designers are some of the most creative and hard working employees in the company.
The president certainly does not want to lose their services. He understands their need
for job satisfaction, but he does not know whether it is possible to change traditional
company policy. It is clear, however, that times are changing. The president has
called a meeting to discuss the issue.

Purpose of the discussion

The purpose of the discussion is for the group members to decide what, if any, action
should be taken to satisfy 25 employees.

Group Roles

Leader: the company president

Representative(s) of the 25 computer software designers

Representative(s) of senior level executives

Brainstorming

What are different ways to deal with the problem? Brainstorm as many ideas as
possible. Write down these ideas on a separate sheet of paper.

Selecting ideas

Consider the different ideas that you develop during the brainstorming session. Go
back and select the best ideas for each role. Write down these ideas on a separate
sheet of paper.

Starting and Discussion

Now you are ready to start the discussion. Your group should discuss the topic for
twelve minutes. Do not worry if you do not have enough time to reach a final
decision.

Observing: Evaluating Group Task Roles

1. Listening for group task roles

Which group members perform the following group task roles in the discussion?
Make a note each time a speaker performs one of these tasks. (You may identify each
speaker by a number rather than by writing out the entire name).

Number Speaker’s name

1

2

3

4

5

Task

a) Initiating ideas and suggestions
b) Questioning
¢) Giving information and opinion
d) Clarifying ideas
e) Evaluating advantages and disadvantages
f) Summarizing
g) Elaborating reasons and examples
h) Comparing ideas and suggestions
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2. Evaluating group task roles
Which speakers do you think were the most effective? Why?

FINAL TASK

Exercise 16. Discuss the following situations.

Student A: Make a request

Student B: Agree to or refuse the request. If you refuse, be sure to give a good
reason.

1. (recruit to manager) The new recruit does not understand what his job
responsibilities are.

2. (employee to manager) The manager has assigned the employee to work on a
project with someone s/he hates.

3. (manager to employee) The employee has not turned in monthly progress reports
for the past two month.

4. (employee to a colleague) The colleague often talks so loudly that people in the
office cannot concentrate on their work.

5. (director to manager) An urgent project is due tomorrow morning and it will not be
ready by the end of the working day.

6. (you to a friend) Your friend keeps calling you at work to discuss private matters.
7. (you to a bank teller) You don’t know what your bank balance is.

8. (you to a colleague) Smoke from your colleague’s cigarette is bothering you.

9. (employee to manager) The employee suddenly feels very sick at work.

10. (you to a colleague) Your colleague often borrows your books without asking
you.

11. (job applicant to secretary) The job applicant does not understand some of the
questions on the job application.

12. (interviewer to job applicant) The interviewer has some questions to ask the
applicant.

13. (employee to manager) Many employees are complaining about the bad
condition of the employees’ lounge.

14. (manager to employee) The employee seems to be wasting a lot of time reading
the newspaper.

15. (manager to employee) The employee has left work early for the past week.
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UNIT 34 MEETINGS
LEAD-IN

Exercise 1. Fill in the questionnaire as you were your partner. If you do not think
your partner would choose any of the alternatives in a given question, write in what
they would on the dotted line.
1. Meetings are

a) aplain in the neck

b) a thrill

c) something in your life you have to learn to accept

d)
2. Meetings are

a) effective means of decision making

b) a sheer waste of time

C) never quite to the point

d)
3. What other more effective means of communication besides meetings, can you
think of?

a) Circulars/memos

b) Video circulars

¢) Pin board

d) Telephone

e) Teleconference

)
4. A meeting should last

a) never more than one hour

b) about two hours

c) as long as there is discussion

d)
5. Participants should

a) come and go according to their own schedule

b) be right on time but leave when they have to

c) stay from the first to the very last moment

d)
6. If you have to be late for the meeting or leave it early for some reason, you feel

a) you’re one up for cutting it short

b) very embarrassed but go ahead regardless

c) perfectly all right since you consider yourself the master of your own time

d) OK if you inform the chairperson / speaker beforehand

e)
7. At a meeting you usually

a) speak up

b) stay silent
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c) whisper with your neighbours

d) exchange notes on the topic with your friends

e)
8. When others speak up a lot you

a) listen to them with some interest

b) fume that it’s a waster of time

C) react as in a or b depending on your relationship with the speaker

d)
9. When a speaker rambles on with no end in sight, you

a) snap at him/her to get to the point

b) boil with silent frustration

c) make distinct noises to embarrass him/her

d)
10. You strongly disagree with a speaker. Do you

a) force yourself to speak your mind

b) shrivel up and say nothing

c) bawl him/her out in public

d) bawl him/her out in private

e)
11. When you do speak your mind, are you

a) diplomatic enough to beat about the bush

b) completely without tact

Cc) as in b but afterwards you wish you hadn’t spoken at all

d)
12. Do you usually criticise

a)any opinion regardless whose it is

b) the speaker, regardless of the opinion itself

c)
13. Are you content

a) with simply airing your own views in public

b) only if others give you feedback on your ideas

c)
14. You think a chairperson should

a) just let the debate go on since the sheer quantity of words solve part of the

problem

b) prevent any prolonged discussion of the problem

c) only prevent attempts at point scoring

d)
15. You would act as a chairperson

a) under no condition because ...

b) with considerable reluctance as ...

c) with alacrity ...

d)
16. As a chairperson you would be
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a) highly effective because ...

b) totally at a loss because

C)
17. Would agree that smoking at a meeting should be

a) allowed since it stimulates brainwork

b) allowed with due respect to individual freedom

c) forbidden since it’s unhealthy for everyone in the room

d) forbidden with due respect to individual freedom

€)
18. When someone smokes at a meeting and it disturbs you, you

a) tell them snappishly to stop

b) suffer in silence

c) cut the tips of the burning cigarettes off with long scissors

d)
19. When bored to death at a meeting, to keep yourself occupied, you

a) draw doodlestrips

b) chainsmoke

Cc) bite your nails

d) scratch and fidget

e) force yourself to take notes

f) doze with eyes open

g) catch up on your sleep with your eyes closed

h) observe others and take mental notes of their behaviour

1) drift off into your own thoughts in total isolation

J) plan the next day’s schedule

K) mumble under your breath

)

NOTE: Tick the 3 or 4 points that are the most relevant to his/her behaviour in such
situations.

Compare and discuss the questionnaire.

Do the questionnaire for yourself and test your self-awareness at the next meeting.

Exercise 2 . Matching Purpose to Meeting Type
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Team Meeting e Indispensable for teamwork: allows everyone a

Regular update meeting for chance to find out how other team members are
whole team progressing.

e Run freely by team leader to allow fruitful discussion.
Focus Group e |deal for problem-solving, as all the people involved
Meeting of sub-group with know the issues at stake and discuss them from an
specific knowledge informed point of view.

e As everyone is well-informed, does not require a

leader.

Progress Meeting e To set agenda at start of day or week.

Regular update meeting for | ¢ Used to review and alter agenda for a set period of
subgroup of team time.

e Run tightly by team leader to maximize time usage.

One-to-One e Can be informal or formal.
Private meeting held e May cover any topic, work-related or personal,
between two people including confidential matters, which may not be
recorded.
Work-Out Meeting e For examining and improving work methods and
Meeting of whole group to processes.
study work methods. e Involves a free discussion across the whole team.
e Generates practical, quick solutions to problems
encountered.
Reporting Meeting e Allows the spread of information among team
Meeting to spread specific members.
information to e Meeting is run by the presenter of information.
e Team leader acts as chief inquisitor to verify the
information.

Exercise 3. Meetings have different kinds or objectives. Write the number of each
speech next to the correct meeting.

A meeting to maintain contact Decision-making meeting
Information meeting Planning meeting
Brainstorming meeting Discussion meeting
Negotiating meeting Problem-solving meeting
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Exercise 4. Pair off with a partner you have not worked with before. Group the
guidelines under the headings below:

V've called this neeting
because | want to ted you about
recent developments in the KG23

roject.
p e

——

Problem-solving meeting: Idea- generating meeting:
1. 1.
2. 2.
3 3

a) The purpose of the meeting is to break new ground.

b) The end goal is clear.

c) There are specific external constraints such as time, money, the availability of
personnel or a scarsity of resources that limit the range of possible solution.

d) Part of the task is to decide what the eventual goal ought to be.

e) Everyone expects a course of actions to follow the meeting.

f) The outcome of the meeting is open-ended.
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READING

Exercise 5. Discuss the following questions.
1. What are the main reasons for holding a meeting?
2. What is the role of the chairperson?
3. Why are so many meeting unsuccessful?

Exercise 6. Describe a meeting that you have attended recently. How effective was
it and why?

Exercise 7. Read the text and complete the chart after it.
Make meetings work for you

Do you dread meetings more than Monday mornings? Do you find them boring,
unproductive and far too long? Meetings are central to most organisations; people
need to know what their colleagues are doing and then take decisions based on
shared information and opinions. How well you present yourself and your ideas, and
how well you work with other people, is crucial to your career.

RUNNING A MEETING

Only call a meeting if you (and your colleagues) are quite clear about its purpose.
Once you are certain of your objective, ask yourself whether it could be better
achieved through alternative means, such as a memo. Meetings called on a routine
basis tend to lose their point It’s better to wait until as situation or problem requires a
meeting. If in doubt, don't waste time having one.

If you're sure a meeting is the solution, circulate a memo several days in advance
specifying the time and place, objectives, issues to be discussed, other participants
and preparation expected. Meetings should be held in the morning, if possible, when
people are usually more alert, and should last no more than an hour. Six is the
optimum number of participants for a good working meeting. Inviting the whole
department (more than 10) increases emotional undercurrents such as, 'Will my
suggestions be taken seriously?' Larger meetings can be productive as brainstorming
sessions for ideas, provided participants can speak freely without feeling if they will
be judged.

A successful meeting always leads to action. Decisions should take up the bulk of
the ' meeting minutes, including the name of the person delegated to each task, and a
deadline for its completion. Circulate the -minutes after the meeting and again just
before the next one.

Draw out quieter members of the group. Encouragement helps create a relaxed
and productive atmosphere. Do not single out any individual for personal criticism -
they will either silently withdraw, upset and humiliated, or try to come up with
excuses rather than focusing on the problems in hand. Save critical comments for a
private occasion.

If you're talking for more than 50 per cent of the time, you're dominating the
meeting.

ATTENDING A MEETING
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However informal the meeting, it always pays to prepare a few key points in note
form to put across or discuss. If you're unprepared, you will not be able to concentrate
on what your colleagues are saying and others are less likely to listen to you because
you will either waffle or sound hesitant.

Don't memorise notes or read them out like a sermon. This inhibites your natural
gestures: the eye contact and body language that is essential to effective
communication. If you cannot answer a question, don't be afraid to say, ‘I don't know
but I’1l find out and get back to you by..."' (give a definite date). Phrase your criticisms
and proposals positively. Seek to offer solutions rather than to complain.

Arrive early and sit close to the chairperson to ensure that you aren't ignored. If
you're late, apologise and find a seat quickly and quietly. Don't try to sneak in as if
you're invisible.

Dos DON’Ts

chairperson 1 have a clear purpose 1 go on for more than an hour

2 2

3 3

4 4

5

6
participants 1 1

2 2

3 3 sneak in if you’re late

4

LANGUAGE PRACTICE
Exercise 8. Fill in the missing words in the sentences below. There are two
possible answers for number 8. Choose from the following.

agenda chair matters arising room
item meeting minutes
point start decision
any other business closed monthly

1 It was a terrible I

2 It was planned to at nine o'clock.

3 But no one had an :

4 And no one knew which : to go to.

5 The arrived at 9.15. At last we thought we could start.

6 But no one had the of the last meeting, so the secretary
had to go and look for them.

7 It took a long time to go through the of the last meeting,

8 At last we got to the main on the agenda.

9 We talked for two hours but did not reach a
10 There was no time for
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11 The chair declared the meeting just before midday.
12 Thank goodness it's only a meeting.

Exercise 9. Complete the following sentences with appropriate words from the list.
agenda circulate casting vote consensus minutes
apologies chairperson items arising conduct

1. In all formal'meetings and most informal meetings, there is a
whose job it is to the business of the meeting and to ensure that the
meeting's objectives are achieved.

2. 1t is helpful in both formal and informal meetings to have an :

listing the points that are to be discussed. It is usual to this in advance so
that participants can prepare adequately for the meeting.

3. If there are too many on the agenda, it is inevitable that the
meeting will be over-long and so less effective.

4. After formal meetings, the secretary writes up the , an official record
of the discussion that has taken place.

5. If you cannot attend a meeting, it is customary to send your to the

chairperson, who reads out the names of any absentees at the beginning of the

meeting. After naming absentees, the chairperson may ask if there are any matters

out of the minutes of the last meeting.

6. When decisions must be taken, the chairperson hopes there will be a
on what should be done. Otherwise, a vote must be taken and

sometimes the votes for and against are equal. If this happens, the only way to break

the deadlock is for the chairperson to give his or her

Exercise 10. Fill in the missing words in the sentences by changing the nouns on
the right to verbs.

1 Meetings are good if everyone for them preparation
very carefully in advance.

2 First of all, we have to who should be the chair. decision
31 that Mr Kazoulis should chair.the meeting. suggestion
4 1 that he is the right man for the job. agreement
5 He is the only person here who can the situation analysis
properly.

6 He can the problem if anyone can’t. sollution
7 Mr Hong, please would you not when | am interrupt
speaking.

8 Next point | that everyone here should proposal
get a 20% salary increase next year.

9 We must for the next stage of this project. planning
10 Celia is now going to the sales figures for  presentation

the last quarter.
11 | hate the weekly sales meeting. Archie and Fatima always
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all the time argument

12 1 with what you say. | think Mr Hong is the disagreement
problem.

13 We need to again soon. meeting
14 We have to this question in more detail. discussion
15 So, I'd like to what we have said so far. summary
16 Good. So who is going to all this to the Board? report

Exercise 11. Match each item on the left with the correct description on the right.
Then use each phrase once only to complete the dialogue.

I’m afraid I don’t agree with you. making a suggestion
Could I just come in here .....7 reformulating

In other words .... moving to a new point
| absolutely agree. giving an opinion

I think ... setting objectives
Let’s recap ... asking for an opinion
How about ... ? interrupting

What do you think ...? disagreeing

What we’ve got to do ... summarizing

We ought to move on ... agreeing

Frank: Let's get started then.! is, er, discuss how Derek's

interview with Charlie should go . . .

Jennifer: Well, | think it's usually useful to break this kind of news midweek, rather
than doing it on a Friday afternoon.

Frank:  Certainly,? :

Jennifer: ... There should be a package we offer him, and quite a few details to
sort out.
Frank:  Yes certainly. Erm, | think 3 now, so the next question
is, erm, you know, how are we going to do it, and where? *
, Jennifer?. .
Derek: ... | haven't really thought this through, but, erm, I mean,’
it might be better to do it outside the office in a sense.
Jennifer: ° It needs to be you in your managerial role, not you in
your role as a personal friend. ... 1 certainly think it should be done, er,
somewhere in the office, and preferably in his office rather than in yours . . .
Frank:  Well,’ a lunch, Derek, in a quiet pub or restaurant?

Derek:  So, the in-between thing, it's a working lunch. It's work, but it's not in the
office. It could be a compromise, yes.

Jennifer: Well 8 please? | tend to think it might be better if you
did do it in the office . . .
Frank: I mean, Jennifer, you've had a lot of experience of this. How do people

react when they . . .
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Jennifer: People tend to be rather shocked, they tend to be angry, but rather briefly,
and they dotendto. ..
9

Derek: , they're not able to formulate an immediate and rational

response . ..

Frank  Give him the background.

Derek:  Yes, | mean but briefly, you're saying that | should get to the point and say
'you know, Charlie, it has been decided that, basically, you are being made
redundant, and the normal terms and conditions of our contract will apply . .

Frank: Ok, so 10 | think we're agreed, Derek, that you will
actually be telling Charles . . .
Derek: Yes.

Frank: And that you'll do it, er, inside the company, and you'll do it probably in
your office. Right?

LISTENING

Exercise 12. The informational discussion you are going to hear takes place in an
advertising agency and concerns Charles Drake, a copywriter who is to be made
redundant. Frank Harrison, Account Director, Derek Jordan, Creative Director,
and Jennifer Walton, Personnel Director, are meeting to decide when, where and
how he should be told the news. Listen and note what they decide and why.

WRITING
Exercise 13. These are the minutes of a meeting. Some parts have been left out.

Choosing from the words in the box complete the minutes. The first has been done
for you.
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Minutes of the last meeting Present chairman
Any Other Business chaired Members
subcommittee Seconder Apologies
Date of next meeting Proposer Action

(yFresent . s yones(chairman) MsPerkins  Ms Carson

Mr Smith _ Ms Trueman (secretary)

(2} covrvevaernt M8 Green.'and Mr Brown were unable to attend and sent their
apologies

(3) .ccccccsuenceeenn.s  No business remained from the last meeting.

Membership of the Committee

It was agreed that the Production Manager should be invited to
become a member of this Committee.
Proposer: Ms Perkins
@) ...ccceeccvinnnns Mr Smith
Carried unanimously

1992: Development of Eumpean markets
A(B).. . is to be set up to consider ways in which the
company can m_eet the challenge. (6) ................... should be
drawn from the Sales, Publicity and Marketing departments;
Mr Jones will be the (7) ................... of this.

Other developments
After some discussion, it was agreed that Ms Perkins should
look into the possibilities of moving some manufacturing

operations to Kenya.
€ ) IO 1 MrJdones
Seconder: Ms Carson —
Carried unanimously
Next year’s promotional budget

The heads of the Design, Promotion, Sales and Marketing
Departments are to form a committee to work on this. The

committee will be (9) ................... by Mr Jones and he will notify
the people concerned.
(10} ..covvvverieener. MrJones
(5 ) ) 2O : Since there was nothing further, the meeting was adjourned.
(12) esreeerssesereannst The next meeting will be held on 6th March.
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Exercise 14. You work at a big firm and are responsible for presenting the Minutes
(Protocol) of the last meeting. Topic: The relations with the new clients. Prospects
of development. Use the scheme provided in ex. 13

Exercise 15. Use you notes fron Listening to write the minutes of the meeting
between Frank Harrison, Derek Jordan and Jennifer Walton.

WRITING 2

INFORMATION

If you are to write a short piece of about 30-40 words, in the form of:
e amemo e a fax message
e an email e ashort note.

The topics include events, such as:

* a meeting * travel

* a conference * atraining COUISe.

* an exhibition

You are usually asked to do three or four things, such as:
A giving or confirming information

B asking for permission

C explaining what has happened or will happen

D saying why something has or has not been done

E apologizing

F  making a suggestion

G inviting someone

H thanking someone

|  making a complaint

J  offering or accepting services

Exercise 16. Look at these phrases and say which of the categories (A-J) each one
belongs to.
1 ... we would like you to attend our annual company dinner...
2 ...the goods were not delivered because the delivery van broke down...
3 ... I will be away from my desk until 27 September...
4 ... we are very sorry for any inconvenience caused by the delay...
5 ...would it be all right if I worked from home for the next two weeks?
6 ... we are very grateful for your help in this matter...
7 ... your receptionist was very rude and even put the phone down on me...
8 ... the warehouse has burned down...
9 ...it might be a good idea to get Carla in Accounts to check your figures...
10 ... so | believe our organization has the expertise to help you.

DETAILED STUDY
Exercise 17. Read this model memo and answer the questions.
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MEMO

To: Nuria Gomez

From: Pau Pujols

Date: 12 April

Re: Kitchen Equipment Annual Trade Fair

This year the fair is in Geneva, from 10-14 May inclusive. As we are to equip several
new restaurants, | should attend to learn about the latest products. Registration is
SF150.1 don't need accommodation as | have family there.

(39 words)
How often does the fair take place?
Is it always held in the same place?
How many days does it last?
Why is his attendance at the exhibition important?
Where in the memo does he ask permission?
How can he save on costs?

OO0k WN PR

Exercise 18. Now write your own answer to the letter. Remember to check for
grammar and spelling mistakes.

A) * You are the office manager of a large company, and you want to attend an
exhibition of the latest office equipment. You need permission from your boss to
attend.

Write your boss a memo:

* explaining why you think the exhibition is important

* requesting permission to attend

» saying where and when the exhibition takes place.

Write 30-40 words.
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UNIT 35 MANAGER’S ROLE

STARTING UP

Exercise 1. a) Investigate the idea of management and jot down your thoughts.
b) Study the dictionary definitions of management below; underline the similarities
and circle the differences
LONGMAN DICTIONARY OF CONTEMPORARY ENGLISH
1. the act of managing, esp. a business or money
2. skill in dealing with (usu.) a person
3. the people who are in charge of a firm, industry, etc. considered as a body
WEBSTER’S NEW COLLEGIATE DICTIONARY
1. The act of managing; the conducting or supervising of something
2. judicious use of means to accomplish an end
3. capacity for managing: executive skill
4. the collective body of those who manage or direct an enterprise
NEWNES DICTIONARY OF BUSINESS TERMS
1. the carrying out of policies laid down by determining what results are to be
accomplished, planning how these results are to be accomplished, building up the
required organization, and controlling that organization
2. the people responsible for carrying out these tasks
Compare your thoughts with the definitions given above. Write your fine-tuned
definition.

READING

Exercise 2. Before reading the text, match each position to its definition.

1. manager a) a person who is responsible for running a business, or part
of it, on a daily basis

2. chairman b) someone who is in charge of a particular part of some
universities

3. supervisor (on an | ¢) the person who leads a company’s board of directors;

assembly line) someone, especially a man, who is in charge of a meeting or

directs the work of a committee, organization, or company

4. general manager | d) a person who is in charge of sb/sth and makes sure that
everything is done correctly, safely, etc; someone who
supervises workers or students

5. vice-chancellor e) a person who is in charge of running a business, a
shop/store, a department of an organization, a project, etc;
someone whose job is to manage part or all of a company or
other organization
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Exercise 3. Look at the following lists of positions and organisations and answer
the questions below. Then, in groups of two or three, compare your answers.

POSITION ORGANISATION
manager a famous pop music group
head of research and development an oil company
supervisor (on an assembly line) a car company

general manager a fashion business
vice-chancellor a university

chairman a multinational company

1 What duties do all these people have in common?
2 What qualities and skills are required for each position?
3 Which of the positions would you prefer to have? Why?
4 Are there any you would not want to hold? Why?
Text 1

MANAGER’S ROLE

Our society is made up of all kinds of organisations, such as companies,
government departments, unions, hospitals, schools, libraries, and the like. They are
essential to our existence, helping to create our standard of living and our quality of
life. In all these organisations, there are people carrying out the work of a manager
although they do not have that title. The vice-chancellor of a university, the president
of a students' union or a chief librarian are all managers. They have a responsibility to
use the resources of their organisation effectively and economically to achieve its
objectives.

Are there certain activities common to all managers? Can we define the task of a
manager? A French industrialist, Henri Fayol, wrote in 1916 a classic definition of
the manager's role.

He said that to manage is “to forecast and plan, to organise, to command, to
coordinate and to control”. This definition is still accepted by many people today,
though some writers on management have modified Fayol's description. Instead of
talking about command, they say a manager must motivate, direct and lead other
workers.

Henri Fayol's definition of a manager's functions is useful. However, in most
companies, the activities of a manager depend on the level at which he/she is
working. Top managers, such as the chairman and directors, will be more involved in
long range planning, policy making, and the relations of the company with the
outside world. They will be making decisions on the future of the company, the sort
of product lines it should develop, how it should face up to the competition, whether
it should diversify, etc. These strategic decisions are part of the planning function
mentioned by Fayol.

On the other hand, middle management and supervisors are generally making the
day-to-day decisions which help an organisation to run efficiently and smoothly.
They must respond to the pressures of the job, which may mean dealing with an
unhappy customer, chasing up supplies, meeting an urgent order or sorting out a
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technical problem. Managers at this level spend a great deal of time communicating,
coordinating and making decisions affecting the daily operation of their organisation.

An interesting view on managers is supplied by an American writer, Mr Peter
Drucker. He has spelled out what managers do. In his opinion, managers perform five
basic operations. Firstly, managers set objectives. They decide what these should be
and how the organisation can achieve them. For this task, they need analytical ability.
Secondly, managers organise. They must decide how the resources of the company
are to be used, how the work is to be classified and divided. Furthermore, they must
select people for the jobs to be done. For this, they not only need analytical ability but
also understanding of human beings. Their third task is to motivate and communicate
effectively. They must be able to get people to work as a team, and to be as
productive as possible. To do this, they will be communicating effectively with all
levels of the organisation - their superiors, colleagues, and subordinates. To succeed
in this task, managers need social skills. The fourth activity is measurement. Having
set targets and standards, managers have to measure the performance of the
organisation, and of its staff, in relation to those targets. Measuring requires
analytical ability. Finally, Peter Drucker says that managers develop people,
including themselves. They help to make people more productive, and to grow as
human beings. They make them bigger and richer persons.

In Peter Drucker's view, successful managers are not necessarily people who are
liked or who get on well with others. They are people who command the respect of
workers, and who set high standards. Good managers need not be geniuses but must
bring character to the job. They are people of integrity, who will look for that quality
in others.

'A manager develops people, including himself or herself... (and) helps them to
grow and become bigger and richer persons.'

Peter Drucker

UNDERSTANDING THE MAIN POINTS
Exercise 4. Answer the following questions.
1. According to the writer, what is the main duty of the head of any organisation?
2. Why do some people disagree with Henry Fayol's definition of the role of
management?
3. In what ways are the functions of a company director, for example, different from
those of a middle manager?
4. In Peter Drucker's opinion, which of the following things should a manager be?
exceptionally intelligent
keen to improve people's lives
interested in other people
popular
able to give clear orders
honest
admired by others
able to examine carefully and make judgements
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Exercise 5. Fill in: middle, analytical, talking, an urgent order, others, policy,
decisions, skills, operation, certain.

1o activities 6. meeting ...................
2.instead of ............. 7.daily ...l

K making B ability

4, strategicC .............. 9.social ................

O i management 10. to geton well with ............

Exercise 6. In the first paragraph replace all the verbs with synonyms.

Exercise 7. Add adjectives to the nouns in the second and third paragraph of the
text.

Exercise 8. Make up 5 questions to the text.

VOCABULARY FOCUS

Exercise 9. Find words or phrases in the text which mean the same as the
following:

1 carefully, not wastefully (paragraph 1)

2 expand the range of products (paragraph 3)

3 operate (paragraph 4)

4 resolving (paragraph 4)

5said in a clear, detailed way (paragraph 5)

Exercise 10. Managers set objectives. What is an objective?
Give examples of objectives that sales, production and personnel managers might
set.

Exercise 11. Complete the following sentences using suitable words or phrases
from the box below.

Managing Director  junior executive colleague
director supervisor staff

senior executive superior employee
middle manager subordinate work-force

1. The group of executives working below the top managers are generally called ...
2. Valerie is an important person in our company. She is a member of the Board of ...
3. Peter, a recent university graduate, has been with the firm for a year. He is at
present a and is being trained for a managerial position.

4. Their ..o Is expanding rapidly. They now have over 5,000 employees.
5. At least 50% of our .............. have been with the company over ten years.
B e, in an organisation generally have more fringe benefits than lower-

level managers.
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7 . We are a small group in the Research and Development Department. Fortunately,
I get on well with all my............

8 . Our telephone operators work under the direction of a........

9. I work under Mr Brown. He'smy .............

10. Sheila and Tom work under my authority. | am their boss and they are my ......
11. I am responsible for ............. training and development.

12. A is a person of high rank in an organisation, usually next in importance to the
Chairman.

Exercise 12. Complete the following sentences with the correct word or phrase (a,
b, c or d).

1. Nowadays, | eat out at restaurants regularly and often go abroad for holidays. My
........... is much higher than it used to be.

a standard of living b cost of living c lifestyle d way of life
2. Writing reportsisnot a ............ that everyone enjoys.

a duty b work c job d function

3. This machine uses much less fuel than the previous one. It is far more .........

a sparing b economic c effective d economical
4. The management has worked out a ........ to improve our market share.

a strategy b policy C target d planning
5. Many of the .............. in the Personnel Department are part-time workers.

a staff b staffs c employers d personal

6. One of the company's main .......... IS to increase sales by 10% per year.

a designs b plans C purposes d objectives
7. Several machines have broken down. We won't be able to ...... an important order.
a fill b meet ¢ make d do

WORD BUILDING

Exercise 13. Complete the following sentences with the correct form of the words in
italics.

1 produce

a Our production of washing-machines increased by 5% last year.

b We have recently put on the market two new .................

Corvrrerrrerree s, per worker will increase with the introduction of the new machines.
d Word processors have helped to make office workers more .........

e The company is well known in the agricultural industry. It sells mainly farm ...... -
eggs, butter, milk, etc.

2 compete

a Coca Cola's main ................ is the Pepsi-Cola company.

bWetrytostay ......cc........ by investing heavily in advertising and promotion.
¢ Our company's main objective is to keep ahead of the ............

3 plan

a The meeting did not go as ..................
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b Some projects take years of .................
c Before asking a bank manager for money, it is wise to show him a business

4 analyse
a Managers needs to have an ............... mind.
bOur ..o, showed that we needed to put more emphasis on marketing.

¢ We must look at the problem .............

Exercise 14. Which of the following qualities do you think you need to be a good
manager?

drive aggression determination dynamism impatience confidence
originality tolerance courage initiative

Make adjectives out of as many of these as you can. For example, driven.

Exercise 15. Finish the list of adverbs. Then, using each adverb once only,
complete the sentences that follow.

adjective adverb

basic basically

common

constant

full

true

virtual

1 thereare ................ no women in top positions at our company.

2 e a good manager is someone who knows how to handle staff well.
X | O S believed that leaders are born not made.

4 In business, you need to be......... aware of what your competitors are doing.

5 We have quite a reputation for our innovative approach to product design - we are
......... on the lookout for new ideas.
6 lam.............. delighted to hear of your promotion - it is well deserved.

READING
Text 2
MANAGERS ARE NEEDED EVERYWHERE

Managers are needed in schools, churches, charities, government organization,
unions, associations, clubs, and all other organizations. Naturally, an important need
for managers is in business.

When selecting a career in management, a person has several decisions to make:

e What kind of organizations is most attractive? That is, would you like to work
for government, business, or some non-profit organization?

e What type of managerial position seems most interesting? A person may
become a production manager, a sales manager, a personnel manager, an accounting
manager, a traffic (distribution) manager, a credit manager, and so on. There are
dozens of managerial positions from which to choose.
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e What type of industry appeals to you: computer, auto, steel, railroad, or what?
Would you prefer: to work for a relatively new firm or an established one?

e What courses and training are needed to prepare for various managerial
careers? Only careful research will answer this question.

Regardless of the managerial position you choose, there are certain fundamental
concepts and principles you must learn.

MANAGERIAL ROLES

We know that different managers perform different roles. At this point we want to
examine what managers actually do and how they spend their time. One of the most
frequently cited studies of managerial roles was conducted by Henry Mintzberg.
Mintzberg's 10 Managerial Roles:

Role Description

INTERPERSONAL

Figurehead Performs symbolic duties of a legal or social nature.

Leader Builds relationships with subordinates and
communicates with, motivates and coaches them.

Liaison Maintains networks of contacts outside work unit

who provide help and information.

INFORMATIONAL

Monitor Seeks internal and external information about issues

that can affect organization.
Disseminator Transmits information internally that is obtained

from either internal or  external  sources.
Spokesperson Transmits information about the organization to

outsiders
DECISIONAL
Entrepreneur Acts as initiator, designer, and encourager of change and

_ innovation.
Disturbance handler Takes corrective action when organization faces
important, unexpected difficulties.
Resource allocator Distributes resources of all types, including time,
_ funding, equipment, and human resources.

Negotiator Represents the organization in major negotiations

affecting the manager's areas of responsibility.

UNDERSTANDING THE MAIN POINTS

Exercise 16. Unscramble the sentences and explain the meaning of the given
words.

1. Role office an position of set associated is behaviours is that with a or
organized particular .
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2. Network  manager whose of function effectively with help is individuals co-
operative needed in order for a relationships a is to set.

3. Leaders rely who people influence the of can having others without to
behaviours are on force.

4. Entrepreneur is who or her risk , , and assumes operates the of his business
someone organizes venture.

Exercise 17. Using Henry Mintzberg’s table (see the text) fill in the gaps with the
necessary words.

1. The .......... role entails symbolic duties that are associated with the manager's
formal organizational position.

2.The ........... role focuses on seeking information about issues that can affect
organizational units.

3. While the ......... role involves internal informational needs, the ......... role
addresses the transmission of information to outsiders.

4. The ............ role involves building relations with subordinates and includes
communicating with them.

5. The ............. role focuses on maintaining a network of relationships outside a

manager's own work unit, including outside the organization.

Exercise 18. Match different kinds of manager’s roles to their explanations.

1. Interpersonal Roles — | a) grow directly out of the authority of a manager's

2. Informational Roles — | position and involve maintaining positive relationships

3. Decisional Roles — with significant others.

b) pertain to receiving and transmitting information so that
managers can serve as the nerve centres of their
organizational units.

¢) involve making significant decisions that affect the
organization.

PHRASAL VERBS
Exercise 19. Phrasal verbs with out
For example: sort out spell out
Complete the following sentences, using suitable forms of the verbs in the box below.
sortout  makeout bringout pullout spellout buy out
carryout sellout soundout  turnout

1. The firm ................ about five hundred sports cars a year.

2. We hope to ................. our production problems soon.

3. If the firm doesn't make a profit, the owners will probably..............

4. I'm willing to consider introducing flexitime, but would you first ........ the
advantages of the system, please?

5. Givenchy have ............... an exciting new perfume.

6. Would you ................ the cheque to David Cotton, please?
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7. In order to develop new products, pharmaceutical companies have to ...... a lot
of research.

8. Several leading banks such as Barclays have ............ of South Africa.

9. A group of senior managers want to take over the firm by......... it ...

10. We're looking for a new chief executive. | understand one or two possible
candidates have already been

LISTENING
Exercise 20. Before listening try to answer these questions:
1. What do you think gives most people satisfaction with their jobs?
2. Is it important for a manager to give autonomy to his/her subordinate?
3. What management style would be the best for you?
4. In your opinion, are there any differences between the workplace culture in
different countries?
5. How would you describe the ideal boss?

Exercise 21. Listen to the tape. Morna Lawson talks about various aspects of work
Complete the notes.

Job satisfaction

1. Three things that are important to Morna in a job:
Management styles

2. She likes a manager to be , but at the same time to be
In other words the manager allows her to get on with it, but is there to her.
Workplace culture

3. Spain and Britain are probably similar now, but when Morna worked in Spain she
noticed that

Managers
4. Morna’s favourite manager was . She allowed her to get on with the
work and to (it wasn’t the end of the world) and Morna

Exercise 22. How would you like your manager to be? Choose three descriptions
and explain your choice.
Supportive, a good teacher, hands-off, understanding, available, inspirational.

Exercise 23. After listening read the statements and mark one letter.
1. Salary and status are not important for Morna.

A) Right B)Wrong C) Doesn’t say

2. Manager’s role should be only supportive.

A) Right B)Wrong C) Doesn’t say

3. Morna has worked in Britain, Spain and some other European countries.
A) Right B)Wrong C) Doesn’t say

5. The Spanish live to work and the British work to live

A) Right B)Wrong C) Doesn’t say
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COMMUNICATION SKILLS

5.

Exercise 24. Do the quiz and find out about your managerial abilities.
1.

If there's an unpleasant job at work that has to be done, | would
A) do it myself.

B) give it as a punishment to someone who's been going off.
C) hesitate to ask a lower-level employee to do it.

D) ask someone to do it.

. If my boss criticised me, | would

A) feel bad.

B) show the boss where he is wrong.
C) try to learn from the criticism.

D) apologise for being stupid.

. If an employee wasn't working out, | would

A) give him or her room to make a big mistake.

B) do everything | could to help the employee work out before | had to fire the
person.

C) put off firing the employee as far as possible.

D) get rid of the employee as quickly as possible if the person wasn't any good.

. If my salary increase wasn't as large as | thought it should be, I would

A)tell the boss in no uncertain terms what to do with it.

B) keep quiet.

C) say nothing, but show my dissatisfaction to the boss in other ways.

D) ask the boss why it wasn't larger.

If a lower-level employee continued to ignore instructions after | had told the

person something for the third time, |1 would

. If someone told a joke that I didn't understand, | would

A) try to give him something else to do.

B) keep telling the employee until the job was done right.

C) tell the employee that if he doesn't do the job right the next time, there won't be
a next time.

D) try to explain what | want in a different way.

. If the boss rejects a good idea of mine, | would

A) ask why.

B) walk away and feel bad.

C) try to bring up the idea again later.
D) flunk about joining the competition.

. If a co-worker criticised me, | would

A) give the co-worker back twice the dose he gave me.
B) avoid the co-worker in the future.

C) try to determine whether the criticism has merit.

D) worry that co-worker didn't like me.

A) laugh with the rest of the group.
B) tell the person that it was a lousy joke.
C) tell the person that | didn't understand.
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D) feel stupid.
9. If someone points out the mistake I've made, | would
A) sometimes deny it.
B) feel very guilty.
C) figure it's only human to make mistake now and then.
D) dislike the person.
10. If someone working for me were to foul up a job, | would
A) blow up.
B) hate to tell him about it.
C) discuss with that person the proper way to do the job.
D) not give that person the job again.
11. If I had to talk to a top executive, |
A) couldn't look the person in the eye.
B) would feel uncomfortable.
C) would get a little nervous.
D) would enjoy the interchange.
12. If a lower-level employee asked me for a favour, | would
A) sometimes grand it, sometimes not.
B) feel uncomfortable if I didn't grand it.
C) never grand any favours if I could help it so that I wouldn't set a bad precedent.
D) always give in.

Add up your score:
1-A 5-D 9-C
2-C 6-A 10-C
3-B 7-C 11-D
4-D 8-C 12-A

Look at your potential as a future manager:
10-12 Excellent !

8-9 Good

6-7 Fair

6 or less Poor

Exercise 25. Agree or disagree with the following.

1. Being good at what you do does not make you an effective manager.

2. The best business leaders are those who motivate people through respect and the
belief that they can achieve their own personal goals through the company where they
work.

3. Inexperienced managers tend to leave employees with too many assumptions and
no clear statement of whose orders they should follow.

4. The principle of specialisation (assigning all work of one type to one person, all
work of another type to a different person) must be applied in management.

5. People are naturally lazy. Managers should tell workers what to do or they won’t
do it.
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Exercise 26. Complete the dialogue between the Managing Director (MD) and the
Personnel Manager (PM). Choose from the words in the box. The first has been
done for you.

sales new technology

MBA cost and price decisions

how to take decisions manage

accounting for managers promotion and marketing
communications learn about management structures
distribution read the balance sheet

specialised management-training computer systems

Courses

results

MD: John, we must think about (1) specialised management-training for our junior
managers.

PM: Yes, our promising younger people need to ............ (2)

MD: They need to KNOW (3) .....cccocvevvreeneniiniiiieniens and the (4) ....... of these
decisions.

PM: And, of course, (5).....cccvvviiveiieiinnnn is essential. And they must know how to
() TS

MD:  Without it, they will never (7) ......... successfully, and they won't know
anything about stock control, costing, pricing, you name it.

PM: Yes, (8) oo, depend on knowing this.

MD: Of course, that's not the only thing they need to know. (9) ..................ooeil.
means that they need to know about things like (10) .........................
PM: What else?

MD: (11).......... , for example.
PM: Yes, and I think that the (12) ......ccccccevvrinrnee. departments need managers with
this background, as well as the (13) .......cccccevevvvenne. department.

MD: Even the (14)..... managers could benefit, too.
MD: Perhaps we should only appoint managers with a Harvard (15) ........ !

Exercise 27. Try to use a variety of phrases from the unit in the following
situations.
Student A: Make a request.
Student B:  Agree to or refuse the request. If you refuse, be sure to give a good
reason.

1. (recruit to manager) The new recruit doesn't understand what his for her job
responsibilities are.
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2.(employee to manager) The employee's child must go into the hospital

tomorrow (a working day) for an operation.

3. (supervisor to employee) The employee's reports are not well organized.

4. (manager to employees) Weekly meetings never start on time because
employees are late.

5. (employee to manager) The manager has assigned the employee to work on a

project with someone he (or she) hates.

6. (manager to employee) The employee has not turned in monthly progress

reports for the past two months.

7. (employee to a colleague) The colleague often talks so loudly that people in

the office cannot concentrate on their work.

8. (director to manager) An urgent project is due tomorrow morning and it

won't be ready by the end of the working day.

9.(you to a friend) Your friend keeps calling you at work to discuss private
matters.

10. (employee to manager) The employee suddenly feels very sick at work.

11. (you to a colleague) Your colleague often borrows your books without
asking you.

12. (director to secretary) The letter is full of spelling mistakes.

13. (manager to employee) The employee has left work early for the past week.

ROLE PLAY
Dealing with a Robbery
Situation

Two men tried to rob a pizza delivery man at knifepoint last week. Luckily, the
delivery man was able to knock the knife away. He hit one of the robbers and broke
his nose. Both of the robbers then ran away without the money.

Instead of praising the delivery man, the manager fired him. The manager did
this because the company's policy clearly states that employees must always
cooperate with robbers and immediately hand over money. The purpose of this policy
Is to prevent any employee from getting hurt. As the manager says, "Money can be
replaced, but people cannot.” The delivery man said that he knew about the policy.
He added, though, that the robbers still could have hurt him even if he had given
them the money.

A group of angry employees has gone to the owner of the company to complain
about this decision. They want the delivery man rehired and given a reward. The
owner has called a meeting to discuss this issue.

Purpose of the Discussion

The purpose of this discussion is for the group members to agree on the best way
to handle this situation.

Group Roles

Leader: the company owner

The manager(s)

Representative(s) of the employees
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Brainstorming
What are different ways of handling this situation? Brainstorm as many ideas as
possible. Write down these ideas on a separate sheet of paper.
Selecting Ideas
Consider the different ideas that you developed during the brain-storming
session. Go back and select the best ideas for each role. Write down these ideas on a
separate sheet of paper.
Starting the Discussion
Now you are ready to start the discussion. Your group should discuss the topic for
twelve minutes. Do not worry if you do not have enough time to reach a final
decision.
Observing: Evaluating the Discussion
1. Listening to the discussion
As you listen to the discussion, make a list of the main ideas that the group
members present.
2. Follow-up to the discussion
What do you think is the best way for the company to handle this situation?
Why?
3. Leader Control: Did the leader effectively control the discussion?
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UNIT 36 MANAGERIAL ETHICS

STARTING UP

Exercise 1. Answer the following questions by yourself, then discuss them with
your groupmates and a teacher.

1. It is better to avoid conducting business outside one's own country because of the
complexities that occur across national borders.

2. Ethics is a philosophical issue, not a business issue.

3. In business, keeping a code of ethics is like keeping wedding vows.

4. It is better not to think about ethics when you are making a business deal.

5. International business ethics is a subject important to me.

6. All businesses should be required to follow rules of ethical gift giving behavior.

7. Business professionals in individual countries should not be required to adhere to
international rules on gift giving.

READING

Exercise 2. Before reading the text, answer the following questions:

1. What are the areas of special concern when talking about managerial ethics?

2. How many of them do you know?

3. What do you think of the relationship of the firm to the employee? Explain your
answer,

4. What should be the relationship of the employee to the firm? Give some
examples.

5. What can you say about the relationship of the firm to other economic agents?

Text 1. Read the text and match the titles with the paragraphs.

Relationship of the Employee to the Firm.

Relationship of the Firm to Other Economic Agents.

Relationship of the Firm to the Employee.

(1) An area of special concern regarding managerial ethics is how the firm
treats its employees. Example issues include hiring and firing, wages and working
conditions, and employee privacy. For example, most people would consider it
unethical if a manager hired someone just because he is her cousin or fired someone
because of her religion. Similarly, knowing that someone desperately needs to work
and then paying abnormally low wages would be considered unethical. Finally,
spreading the word that an employee has AIDS would generally be an unethical
breach of privacy.

(2) Numerous ethical issues surround the relationship of the employee to the
firm. Examples include conflicts of interest, secrecy, and honesty and expense
accounts. For example, accepting a bribe from someone would represent a conflict of
interest. For this very reason, Wal-Mart does not allow its merchandise buyers to
accept meals or gifts from sales representatives. Divulging company secrets to
someone from a competing organization would also clearly be unethical, as would
stealing or padding an expense account. Some managers routinely add extra meals,
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service charges, and car mileage to their expense account reports to "earn" a little
extra income.

(3) Managerial ethics come into play in the relationship between the firm and
other economic agents, such as customers, competitors, stockholders, suppliers,
dealers, and unions. Normal ethical standards suggest that products or services
offered to customers should be safe, be accompanied by appropriate information on
product features, uses, and limitations, and not be excessively priced. Relations with
competitors are also dictated by ethical standards. Unfair business practices,
denigration of competitors, and price fixing, for example, would all be unethical.
Ethical standards dictate that companies be truthful and honest with their
stockholders. Misleading stockholders by telling them that the company is going to
report record profits next year when a manager really expects only a modest profit
would generally be considered unethical, as would paying excessive compensation to
the firm's management team. Similarly, organizations need to be fair and honest in
their agreements and negotiations with suppliers, dealers, and unions. Convincing a
supplier that a price break is needed or convincing a union that wage concessions are
needed because of impending losses is unethical if the firm actually expects to make
a profit.

UNDERSTANDING THE MAIN POINTS

Exercise 3. Make up 5 questions to the text.

Exercise 4. Three areas of special concern, described in the text, can be
summarized in the Table:
Area of Concern Sample Issues

Relationship of the firm to the
employee

Relationship of the employee
to the firm

Relationship of the firm to
other economic agents

Distribute the following problematic issues to a proper area of concern:

Conflicts of interest, customers, dealers, competitors, wages, expense accounts,
working conditions, hiring and firing, honesty, stockholders, unions, privacy,
suppliers, secrecy.

Exercise 5. Match the words to their definitions. Make up sentences with these
words.
1. Ethics a) an approach that not only lacks ethical
principles, but is actively opposed to ethical
behaviour.
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2. Immoral management

3. Codes of ethics/ Code of

conduct

4. Whistle-blower

5. Social responsibility

b) the set of obligations an organization has to
protect and enhance the societal context in
which it functions.

c) an employee who reports a real or perceived
wrongdoing under the control of his or her
employer to those, who may be able to take
appropriate actions.

d) an individual's personal benefits regarding
what is right and wrong or good and bad.

e) formal, written statements of what values
and ethical standards guide a firm's actions.

LANGUAGE STUDY

Exercise 6. When you make judgments about business, you can use law, you can use
a set of moral principles (ethics), or you can use your own feelings (common sense).
Here some adjectives you can use when you are making these kinds of judgments.

The law Ethics Common sense
+ - + - + -
legal moral honest
just ethical fair
Add un-, im-, il- or dis- to the beginning of each adjective in the table to make

words which have opposite meaning.

Exercise 7. Complete the following sentences with words opposite in meaning to the
words in italics.

e.g. interesting
1. satisfied

2. conclusive
3. responsible
4. popular

5. respect

6. secure

7. social

He does not like his job because it is uninteresting.

Workers become if their jobs offer no challenge.

oooooooooooooooooo

Since the report was SO .................. , no recommendations
were made.
..................... behaviour by staff can be costly to an

organization.

Managements become if they fail to pay bonuses.

No manager likes a subordinate to be

A worker who feels in his job will probably not be
committed to the firm he works for.

People who work hours, for example at night time,
generally receive extra pay.
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8. efficient Nowadays, it is not easy to get rid of an employee who is
Exercise 8. Read the two views on whether companies are responsible. Put the
verbs in the correct form.

DO YOU THINK COMPANIES ARE RESPONSIBLE?

YES NO
1. Many companies understand that their | 1. They only introduce ethical policies
responsibility includes (conduct) their | if they think it will help (improve) their
business in an ethical way and in ways | profits.

that help (preserve) the environment. 2. Many companies avoid (give)

2. Companies know that good practice | details of what they are doing.

involves (provide) good working | 3. They refuse (change)their practices.
conditions. 4. Many companies risk (produce)

3. Many companies help (raise) goods which are harmful in order to
money for local communities. make a profit.

4. Companies agree (introduce) 5. They must (do) more to reduce
stricter measures to reduce pollution. damage to the environment.

5. Companies must (make) a profit. If
they don't, there will be no jobs for the
workforce.

What is your opinion on a company responsibility?

Exercise 9. Complete the following sentences with the correct word or phrase

(a, b, orc).
1. People work harder if they know that someone is .................. in their progress.
a enthusiastic b interesting c interested
2. Nothing has been announced but we’ve heard .............. that the Company
Secretary has resigned.
a formally b officiously c unofficially
3. Friendly ................ no longer exist between members of the sales department
because some got bonuses and others didn’t
a relations b contacts C connections
4 i, in the Production Department is low because the workers have
heard about the plans to reduce the work-force.
a morale b feeling ¢ moral
5. Some people like to work at theirown ...................
a beat b motion C pace
6. We have several proposals for increasing sales. We must ............... the merits of
each of them.
a cost b value c evaluate
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READING

Exercise 10. Before reading the text, decide if these statements True or False.
1. All business work is based on cheating and lie.

2. Business people have particular responsibilities to society and people.

3. Many business leaders want their employees to work in an ethical way.

4. There are no laws that guide business leaders.

5. There is a need to develop ethical decision-making skills.

Business ethics is the body of principles and behaviour that are morally
acceptable for business. A series of corporate scandals have brought business ethics
out of the closet.

Not all legal behaviour is ethical, however. What about the advertisement that
showed a specially reinforced Volvo not being crushed by a monster track, while
weakened rivals were dying? That was unethical, but nobody was charged with a
crime.

So, under a social contract between society and business, what rules guide
business? If you watch television and movies and read newspapers, you may believe
that all business leaders lie and cheat, want to destroy the environment, make any
compromise for financial gain, and risk the lives and health of their employees and
the public to make money. Front page news reports of illegal stock market trading
and sweatshops make all business professionals appear to be greedy, selfish, money-
hungry villains. Of course, this is not true.

Business professionals have responsibilities to make decisions based on ethical
principles. They also have a responsibility to the people who work for them and to
society in general to provide employees with guidelines for making ethical decisions.
In the 21st century, the role of ethics in international business transactions and
interactions receive more attention. Corporate leaders have discussed the adoption of
an international code of business ethics. These leaders are concerned about ethical
decisions and want to help employees learn to work in an ethical way.

Ethical decision making

Ethical decisions are made by business leaders based on these considerations:

« How employees feel fulfilled professionally
» How customers can be satisfied

« How profit can be assured for shareholders
» How the community can be served

Many pressures affect business leaders. Ethical considerations are sometimes
difficult for business leaders when they must choose among different priorities.
Making decisions based on the needs of employees, customers, shareholders, and the
community requires a good leader. All good leaders are interested in achieving
ethical standards and in motivating employees to do what is right.

There are laws that guide business leaders. Breaking laws can lead to arrest and
imprisonment. For example, one company's sales manager decided to discount prices
of old fruit, which turned out to be contaminated. In the end, some children who ate
the fruit got very sick with hepatitis A. The disease was traced to the company's
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spoiled fruit, and several of the company's leaders were indicted on criminal charges.
Today the company no longer exists.

But laws are not always enough to ensure that behavior is ethical. Individual
leaders and their decision-making behaviors (ethical or unethical) set examples for
employees. In the United States, anonymous surveys show that 30 percent of
managers admit they have submitted inaccurate reports. Clearly, there is a need to
develop ethical decision-making skills.

UNDERSTANDING THE MAIN POINTS
Exercise 11. In the first paragraph replace all the verbs with synonyms.

Exercise 12. Add adjectives to the nouns in the second and third paragraph of the
text.

Exercise 13. Answer the following questions:

1. Which paragraph(s) focus on ethic of advertising?

2. What stereotype on ethical principles does mass media give?

3. Which paragraph(s) focus on international code of business ethics?

4. What section of the text deals with the points which influence ethical decisions?
5. What is the main idea of business ethics?

6. Should businessmen follow the laws of ethic? If yes/no, why?

LISTENING
Exercise 14. Kevin Manton gives his view on corporate responsibility. Before you
listen, work in groups and discuss three statements. Do you agree with any of
them?

1. Many companies have ethical policies and are responsible in business.

2. If a company wants to be profitable it must appear to be ethical.

3. Companies are non-ethical organizations. To expect them to start being ethical

is like expecting lions to become herbivores(rpasosiani).

Exercise 15. Listen to Kevin Manton’s answer. Which is his view?

Exercise 16. Listen to the whole interview and answer the questions.
1. What are the three examples of big businesses not considering the needs of
people and environment?
2. Kevin Manton gives four examples of products that he doesn’t buy. What are
they?
3. He gives three examples of products he always tries to buy. What are they and
why does he buy them?

COMMUNICATION SKILLS
Exercise 17. Discuss ethical dilemmas at work with your groupmates. Try to find a
proper decision, based on the ethical principles. Make up the dialogues.
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Ethical Dilemma 1

The boss asks workers to stay late at the office. Although several employees
have said they cannot stay late, the boss persists in telling workers that there is "a bit"
more work for them to do.

Ethical Dilemma 2

Your colleague rarely completes work assignments. You have been helping
him finish the last two projects. You want him to stop asking you to help him because
you have work of your own to do.

Ethical Dilemma 3

The company is growing and the amount of work is increasing. You think the
boss should hire more employees.

Ethical Dilemma 4

You work in the quality control division of a company. You have rejected
some of the parts that have come through your department because they did not meet
company standards. Your boss tells you that you should ignore the low standard
parts.

Exercise 18. Many situations in day-to-day business are not simple right-or-wrong
questions, but rather fall into a grey area. To demonstrate the perplexing array of
moral dilemmas faced by 20" century Americans, here is a "non-scientific" test. Don't
expect to score high. That is not the purpose. But give it a try, and see how you stack
up.

Score Key:

SA - (0) for Strongly Agree

A - (1) for Agree

D - (2) for Disagree

SD - (3) for Strongly Disagree

SA |A |[D |SD

1. Employees should not be expected to inform on their peers
for wrongdoing.

2. There are times when a manager must overlook contract and
safety violations in order to get on with the job.

3. It is not always possible to keep accurate expense account
records; therefore, it is sometimes necessary to give
approximate figures.

4. There are times when it is necessary to withhold
embarrassing information from one's superior.

5. We should do what our managers suggest, though we may
have doubts about its being the right thing to do.
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6. It is sometimes necessary to conduct personal business on
company time.

7. Sometimes it is good psychology to set goals somewhat
above normal if it will help to obtain a greater effort from the
sales force.

8. I would quote a "hopeful™ shipping date in order to get the
order.

9. It is proper to use the company WATS line for personal calls
as long as it's not in company use.

10. Management must be goal oriented: therefore, the end
usually justifies the means.

11. If it takes heavy entertainment and twisting a bit of
company policy to win a large contract, | would authorise it.

12. Exceptions to company policy and procedures are a way of
life.

13. Inventory controls should be designed to report "underage"
rather than "overages™ on goods received.

14.  Occasional use of the company's copier
for personal or community activities is acceptable.

15. Taking home company property (pencils, paper, tape, etc.)
for personal use is an accepted fringe benefit.

If your score is:

0 Prepare for canonisation ceremony
1-5  Bishop material

6-10  High ethical values

11-15 Good ethical values

16-25 Average ethical values

26-35 Need moral development

36-44  Slipping fast

45 Leave valuables with warden

Exercise 19. Business Ethics Questionnaire.

1. You are research scientists. You have discovered a wonderful new product which
could make you dollar millionaires in three years. However, the discovery was made
during company time and using company equipment. It states clearly in your contract

that all patent rights for new products belong to the company.
Will you:

a. tell the company about your discovery and let them develop it?

b. tell the company you have discovered something big but refuse to give details
until you have negotiated patent rights and / or a substantial increase in pay?

c. leave the company without telling them about your invention and start your
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own business manufacturing the product?
2. You are union members. Your union has instructed all members to strike for one
day in support of a fellow worker who was wrongfully dismissed. Although the
company didn’t follow the letter of the law in this case, you have little sympathy with
the man who was dismissed.
Will you:
a. go on strike?
b. arrange to take the day off as holiday?
c. work as normal?
3. You have employed ten school leavers in your shop for the past year on the
government’s Youth Training Scheme. They restock the shelves and work the tills,
for which they receive £28.50 a week (much less than other employees doing the
same job).
They are all good workers but now the training scheme’s year is up and you must
decide what to do.
Will you:
a. take them onto your normal payroll, paying them the same wages as the other
workers?
b. offer to let them continue working for you, but at a lower wage than the other
workers?
c. say goodbye to them and take on another ten school leavers on the Youth
Training Scheme, who you only need to pay £28.50 a week?
4. When your boss is calculating your holiday entitlement, you discover to your
surprise that the three days you had off last August have not been recorded. Your
boss has obviously forgotten about them.
Will you:
a. remind him about the three days?
b. ask him to re-check his figures then if he still doesn’t remember, keep quiet
about it?
c. think yourself lucky and take the extra three days off?
5. One of the men in your department has told you that he is applying for another job
and that he put your name down as referee on his application. (He apologized for not
asking your permission but explained that you were on holiday at the time.)
As it happens, you want him to get a different job as you feel he is incompetent and
you have to waste a lot of time checking his work.
When you are asked to supply a reference will you:
a. say what you really think about the man’s work?
b. write about his few good points and say nothing about his failings?
c. give him a glowing reference so he’ll get the other job and leave your staff?
6. You are owners of a small company. You have just bought some very expensive
carpets for your homes and some much cheaper carpets for your offices. It would be
easy to swap the receipts and charge the company for the more expensive carpets.
You don’t think the tax man would catch you.
Will you:
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a. be honest and just charge the company for the office carpets?

b. swap the receipts and pay for cheaper office carpets yourselves?

c. charge all the carpets to the company?
7. Last year one of your suppliers sent you a case of champagne as a Christmas
present, but didn’t arrive. Presumably, in was lost in transit. Your supplier claimed
for a new case from his insurance company which you received last week.
You have just been cleaning out a store room and to your surprise, you have found
the first case of champagne. It was delivered after all but you had forgotten about it.
Will you:

a. phone you supplier and explain your mistake?

b. keep quiet about it and enjoy another case of champagne?

c. phone your supplier and tell him the second case hasn’t arrived either?

ANSWERS:

Mostly As

In today’s modern world, some might say you are foolish, but you are basically
honest and loyal in your business dealings. If honesty is the route to success, you are
heading to the top, but perhaps you are more likely to succeed for other than for
yourself.

Mostly Bs

You are capable of seeing both sides of an argument and making compromises. Right
and wrong are not absolutes for you, and you are prepared to bend the rules to fit the
circumstances. Sometimes the people you are doing business with might not be sure
how far they can trust you, but they’ll never try to pull a fast one on you.

Mostly Cs

You know what you want and you’re not the sort of person to let anything or
anybody stand in our way. You probably have a reputation for being ruthless and
speaking your mind. People might hesitate before they enter into business dealing
with you. But you are so strong-willed and determined that you are bound to go far,
perhaps into jail if not to the top!

Exercise 20. Case Study "The $24.99 Expense Report”.
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Annie’s job requires that she travel 75% of the time, most of which involves visits to
plants. She travels alone and completes her expense reports at the end of every week.
Annie’s expense report dated June 30th has three line item entries meals in the
amount of $24.99. No receipts are submitted with the expense report for the $24.99
line items.

Question 1: What opportunities exist and how might Annie’s attitude influence
her to falsify her expense report?
Upon return from her trip, Annie leaves a note for the

Administrative Assistant.
-.Hi.Marge! Can.you.please....

. . . . . . ..makeacopyof my....
While Marge is making the copies, she notices that Annie _expense report and.

has receipts for all expenses with the exception of the r'ecelpfsandsubmmffo
h it h at $24.99. The situation d | h ..the Bossl?2 T'ddait....
three items, each at $24.99. The situation does leave Ner  mycelf, but I'm off and
wondering, but she decides to finish making the copies _rrmnlpg‘roca‘réhaplane
: .Thanks.muchl Seeyou...
and submits the completed expense report  to the - tt week
Department Manager for approval. On Annie’s copy, she Annie
leaves a note saying, “I noticed you didn’t have receipts
for three items, but since they were under $25, I submitted it anyway.”

Question 2: What should Marge do?

Question 3: What might prevent Marge from sharing her suspicion?

Over the next six months, Annie continues to submit expense reports listing up to
four line item entries for $24.99 for meals in each of her expense reports, making it a
point to not ask Marge for help with copies!

WRITING

Write The Code of Ethics for your group or the institute. Use the information in
Appendix 3.
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UNIT 37 LEADERSHIP

LEAD-IN

A. Discuss the following questions.

1. Which modern or historical leaders do you most admire? Which do you admire the
least? Why?

2. Are there differences between men and women as leaders?

3. Are people who were leaders at school more likely to be leaders later in life?

4. What makes a great leader? Write down a list of characteristics. Compare and
discuss your list with the list of other students in your group.

English Your language English Your language
Decisive Impulsive
Charismatic Flexible
Motivating Lunatic
Adventurous Energetic
Open Straight
Ruthless Accessible
Informal Moderate
Uncaring Balanced
Passionate Careful
Thoughtful Aggressive
Aloof Vivicious
Gregarious Integrating

5. What makes a bad boss? Draw up a profile of factors.
6. What is the difference between a manager and a leader?

READING

TEXT I

Exercise 1. Before reading the text, read the sentences and predict whether they

are True or False:

1. Management and leadership are synonyms.

2. The definition of a manager is not the same of a leader.

3. Leaders know where the business is going.

4. There are three basic leadership styles.

5. Some leaders get their satisfaction from completing the task and knowing they
have done it well.

6. Task-motivated leaders get their satisfaction from having a good relationship with
other workers.

7. Both styles of leadership could be effective in appropriate situations.

Exercise 2. Read the text. Give titles to paragraphs.
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A Leadership is needed at all levels in an organization. It is likely, however, that
the leadership qualities required by a supervisor or manager are not the same as those
required the chief executive of a company. It is, therefore, difficult to define
leadership satisfactorily.

B A typical definition is that the leader “provides direction and influences others
to achieve common goals”. This is true in the case of supervisors and managers, but
Is it a good definition of the leader of an organization? A chief executive must indeed
give “direction” but he must do much more than that. He has to create “a sense of
excitement” in the organization, and convince staff that he knows where the business
Is going. As Peter Drucker, American business guru, says, “Leadership is the lifting
of a man’s vision to higher sights, the raising of a man’s performance to a higher
standard, the building of a man’s personality beyond its normal limitations.”

C An important analysis of leadership has been made by Fred Fielder,
professor of Psychology and Management. He observed how leaders behaved, and he
identified two basic leadership styles:

Task-motivated leaders “tell people what to do and how to do it.” Such leaders get
their satisfaction from completing the task and knowing they have done it well. They
run a’tight ship”, give clear orders and expect clear directives from their superior.
This does not mean that they show no concern for other people. But their priority is
getting the job done.

Relationship-motivated leaders are more people-oriented. They get their satisfaction
from having a good relationship with other workers. They want to be admired and
liked by their subordinates. Such leaders will share responsibility with group
members by encouraging subordinates to participate in decisions and make
suggestions.

D Throughout his work, Fred Fiedler emphasised that both styles of leadership
could be effective in appropriate situations. There is no best style for all situations.
Effective leadership is a crucial factor in their organisations’ success.

UNDERSTANDING THE MAIN POINTS

Exercise 3. Complete the following sentences, using your own words.

1. According to Fiedler the most important aim of a task-motivated leader is .........

2. On the other hand, a relationship-motivated leader’s main concern is ...............

3. Fiedler does not think that one style of a leadership is necessarily better than the
other because .............

Exercise 4. A. Put the words in the correct place to make a phrase.
To complete, to make, to create, to give, leadership, to convince, responsibility,
required, common, to provide.

Effective ...... ... direction

...... qualities ... a sense of excitement
...... clear orders ......... SUQQestions
Achieve ...... goals ... staff
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...... responsibility vev e the task

B. Make sentences of your own with these phrases.

Exercise 5. Replace all the verbs with synonyms in the first part of the text.
Exercise 6. Add adjectives to the nouns in the second part of the text.
Exercise 7. Ask 7 questions to the text.

Exercise 8. Summarize the text in ten sentences.

Exercise 9. A. Here are five things that well-known people have said about
leadership and management. Discuss which of the quotations are about
management and which are about leadership, and choose some of these words to
complete the sentences.

Leadership, leading, lead, leader

Management, managing, manage, manager

1. A ‘s job should be based on a task to be performed in order to attain
the companies objective.

Peter Drucker, business guru

2. A IS someone who knows what they want to achieve and can
communicate that.

Margaret Thatcher, former British Prime Minister

3. To Is to forecast and plan, to organize, to command, to co-
ordinate and to control.

Henry Fayol, French writer and industrialist

4. The task of the is to get his people from where they are to where they
have not been.

Henry Kissinger, American diplomat

5. is like holding a dove in your hand. Squeeze too tight, you kill it.
Open your hand too much, you let it go.

Tommy Lasorda, coach of the L.A. Dodgers baseball team

B. Think of someone in a position of power. List three positive and three negative
things about them. Then compare ideas with a partner.

LANGUAGE STUDY

Exercise 10. A. Read the following statements and decide if you agree with them.

Yes No

1. Leaders don’t need people skills.

2. Leadership is not the monopoly of one person in charge.

3. Leaders have a dream, managers count sheep.
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4. Leaders are heroes not coaches.

5. Leaders determine strategy, managers put it into practice.

B. A-E below are responses to the statement above. Match them to the statement.
A. Leadership is fundamentally about showing other people the direction they should
follow, mainly by achieving something and setting an example. The ability to teach is
a useful asset but those who have it don’t necessarily make good leaders.

B. Managers have administrative checklists of “to do” items, whereas leaders have a
long-term vision — they are fundamentally different roles.

C. In an increasingly complex world, good decision making depends on the
coordination of many different types of knowledge and skills. Anyone may take the
lead on a subject they are expert on.

D. Leadership is all about taking — leaders don’t have to be nice, they just have to
take charge and not give a damn about what others think of them.

E. Management is efficiency in climbing the ladder of success. Leadership
determines whether the ladder is leaning against the right wall.

Exercise 11. Match the definitions to abbreviations give translation in your

language.
CEO Chief Security Officer
CFO Chief Project Officer
CIO Chief Technical Officer
CMO Chief Operating Officer
COO Chief Executive Officer
CPO Chief Financial Officer
CSO Chief Marketing Officer
CTO Chief Information Officer
Exercise 12. Complete the table with the corresponding a) nouns and adjectives;
Noun Adjective Your language
aggression aggressive azpecusHuil
charisma
Charming
Dynamic
energy
Loyal
Perfection
Superiority
talent

b) verbs that correspond to the nouns.

Noun Verb Your language
commitment commit Pobumu, wunumu
Competition
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Domination

Empowerment

Influence

Inspiration

Motivation

Obligation

persuasion

threat

¢) Make sentences with the words from the tables.

Exercise 13. Complete these sentences using modal verbs in either positive or
negative form. (can, must, have to, should, would, ought to, may, need)
Present L eaders

1. Leaders publicise their mistakes. If they do, they expect the
respect of the public.

2. Although they be very powerful, business leaders break the laws
of the country in which they are based.

3. Leaders do everything themselves. They set clear targets and learn to
delegate.

4. In the short term, technology change the way we work, but a leader
have a long term view.

5. Good leaders listen to the opinions of their subordinates, but ultimately they

take their own decisions.

Past Leaders

1. In the past, military leaders obey the orders of their king or queen.

2. In the last century, the leaders of industry  dismiss workers whenever they
liked.

3. Until recently, political leaders  worry too about the media’s opinion of them.

4. Business leaders of the early twentieth century get information about
foreign markets very easily.

5. Leaders of the past _ work under great pressure, but at least they _ answer
e-mails and phone calls.

Exercise 14. All successful managers have to learn to delegate - in other words,
they have to get other people to do some part of their work. They also have to know
how to motivate- through speeches? Mission statements? Before trying to motivate
people through speeches or mission statement, study classical examples of those
actions.
A. Discuss these questions.

1. What is the most motivating experience in studying/business you have ever
had (or you have heard about)? Why was it effective?

2. How would you try to motivate your employees?
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B. At the start of the movie Glengarry Glen Ross, A sales director tries to motivate
his team of real-estate salesmen by giving them a motivational speech. Read this
extract.
“... The good news is — you are fired. The bad news is you’ve got — all you have
got — is one week to get your job back. Have | got your attention? Good. Because
we are adding a little something to this month’s sales competition. First prize, as
you know, is a Cadillac Eldorado. Second prize is a set of steak knives. Third
prize is “You are fired”. Do you get the picture? Are you laughing now?..”

C. Talk about these questions.
1. How would you feel if your boss spoke to you in this way?
2. Which do you think would motivate you more — the chance of winning a car or
the fear of losing your job?
3. What other factors do you think motivate people to work hard?

D. Many modern business have mission statements — documents which explain
what the company is trying to achieve. Read this mission statement written by
management consultant Eileen Shapiro.

MISSION STATEMENT

Our mission is to be the best-managed company in the world in the (fill in the
blank) industry. We are committed to total customer satisfaction delivered by
our totally empowered employees who work in the new team paradigm. We
will work to continuously improve our position of unequalled quality and
lower costs and, in so doing, produce superior returns for our shareholders.

Here, in simpler English, are some of the things expressed in the mission statement
above. Match each sentence to a phrase with similar meaning in the text.

We’ll keep our customers happy.

Our employees will work together.

We’ll make bigger profile.

Our products will be the cheapest and the best.

Our employees will take responsibilities.

Do you think that the mission statement would be better written in simple English?
Why — or why not?

Exercise 15. Choose a company you know well. Think of two or three things which
you think that company is trying to achieve. Find partners among your group
mates to

a) prepare a short speech to motivate your employees;

b) write a short mission statement to motivate your employees.
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TEXT Il
Exercise 16. A. Read three texts.

B. Give titles to them.

C. Discuss the questions after the texts.
I. Thomas Watson Senior was the man who built the giant computer company, IBM.
Under his leadership, the company became famous for its strong values and traditions
of customer service. The people who worked there were expected to be dedicated
corporate men and women who could always be recognized by their dark blue suits.
On one occasion, a young IBM executive had involved the company in an extremely
risky business venture. Unfortunately, the project had gone badly wrong and the
company lost 10$ million. Thomas Watson, of course, wanted an explanation and he
called the young executive into his office. The young man stood nervously in front of
his boss’s desk.
“I suppose you want my resignation,” he said miserably.
“You must be joking,” Watson replied. “We’ve just spent $10 million on your
education.”
Questions
1. Would you deal; with the young executive in the same way? Why — or why not?
2. To what extent do you think that mistakes are an important part of the learning
process?
3. What is the biggest mistake that you’ve ever made in your career (in your studies
or in business)? How did your teacher (or boss) handle the situation? How would you
have handled it differently?
1.  Henry Kissinger was the American President Richard Nixon’s Secretary of State
for Foreign Affairs in the early 1970s. He was famous not just for his ability to
manipulate international politics, but also for his ability to control his staff.
One day, he asked a young man called Watson Lord to write a report on a very
complicated subject. Lord was new to his job and worked as hard as he could on the
report for two weeks before sending it to his boss.
Two days later, the report came back with a note from Kissinger that simply said, “Is
this the best you can do?”
Lord was very worried and worked late for several nights before submitting the report
to Kissinger again.
But once more, the report came back with the same brief message, “Is this really the
best you can do?”
Yet again Lord worked long and hard over a new version of the report. When the
same note came back from Kissinger again, Lord finally lost his patience. He picked
up the phone and called his boss. “Damn it,” he said, “yes, it’s the best I can do.”
Kissinger replied calmly: “Fine, then I guess I’ll read it this time.
Questions
1. What point do you think Kissinger was trying to make?
2. How would you react in Winston Lord’s position?
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3. What are the good and bad points of Kissinger’s management style?

1. Towards the end of his career, the great Dutch painter Peter Paul Rubens was
receiving so many orders for paintings that he could not possibly paint them all
himself. So he started to employ other painters to help him. One of these painters
specialized in people, another painted clothing, another would work on backgrounds,
and so on. In this way, Rubens’ studio could work on many pieces at the same time
and Rubens could increase his output dramatically.

But whenever a customer came to visit, Rubens would order the other painters to
leave and he would work on the paintings along, with great skill and speed. The
customers were amazed by the old man’s enormous energy and always went happy
home.

Questions

1. In what way was Rubens’ studio like a modern business? Give example.

2. Do you think it was right for Rubens to organize his work like this? Explain your
Views.

3. Do you think that it is right for modern bosses to receive the credit for the work of
others?

4. What three pieces of advice would you give to a new boss about management?
Write them down and then compare your advice with the advice of another pair.

COMMUNICATION SKILLS
Exercise 17. A. In which of these situations do you think that you should delegate
work?

e When you don’t want to do something

e When you are too busy to do something

e When the task is time-consuming and boring

e When the task is interesting and motivating

B. Role play these situations.

e A. You are supposed to attend a conference abroad next weekend, but you have
been invited to a friend’s party on the same day. Try to persuade B, a colleague, to go
to the conference instead of you.

B. You are a colleague of A and you are free the weekend of the conference, but
you’ve been working very hard for the past few weeks and would like to have a
weekend’s rest.

e B. You are A’s boss and you are supposed to chair a meeting tomorrow, but you
have too much other work to do. Ask A if s/he will take your place.

A. Although replacing your boss at the meeting could be a good move for your
career, this is the third time this month that B has asked you to do this and you are
getting worried about your own deadlines.

Exercise 18. Talk about these questions:
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4. Which of these people do you think are more like managers and which are more
like leaders?
e The president or prime minister of your country
e The boss of an organization
e A teacher or trainer
2. Who are the best and the worst bosses that you have known/had? Give reasons.

Exercise 19. Role play the following situations. Persuade the group to do what you
want.

b) You have just invented a new breakfast cereal made from grass. You want
everyone to:

e Leave their highly paid jobs to form your new management team (you might
propose what job each person would have in your company)

e Invest their money in the company

¢) You want them all to come away with you for a weekend on this holiday.

A WEEKEND OF MEDITATION
Find inner peace and tranquility of mind
BOXWORTH HALL
Naturist Health Farm
Friday-Monday $ 525

The price includes:

4*5 hour lesson in meditation
Accommodation

Vegetarian meals

Ice bath

Use of all the health farm’s facilities

¢) You want one of them to buy your second hand car. Here are the details:
Price $ 1,000

Model Lada
Age 1978
Mileage 80,000

Fuel consumption 25m.p.g.
Think of some other special features it has to persuade the group it’s a good bargain.
You might have to reduce the price and/ or lie a little bit.

d) You are trying to raise money for charity. You are organizing a free fall parachute
jump from an aeroplane at 2,000 feet.

You want them to take part. All they have to do is:

e pay $15 for the jump ()this price does not include insurance)

e find sponsors

e jump out of the plane
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e pull the rip-cord

e collect the money from their sponsors and give it to you

You will give the money to your favourite charity: “The Retired Bank manager’s
Holiday Fund”. Present the idea to them and persuade them to take part.

ROLE PLAY

Situation

An executive of a multinational corporation has just been kidnapped. The kidnappers
are demanding that the company pay $8 million in cash immediately or they will Kill
the executive. Since this company’s profits were $50 million last year, it can afford to
pay this amount. Furthermore, the executive is a wealthy man with a fortune of about
$200 million. The executive’s family wants the company to pay the entire amount of
the ransom right away. The company executives, on the other hand, want to delay for
a while in order to negotiate with the kidnappers. Another problem is that the
government has learned of this kidnapping. As is usual in these cases, the government
has ordered the company not to meet the demands of the kidnappers. The government
believes that this policy will discourage future kidnappings. A government official
has announced that the government will seize the assets of the company if the ransom
is paid. The Chairman of the Board of Directors has called a meeting to discuss the
Issue.

Purpose of the discussion

The purpose of the discussion is for the group members to agree on the best way to
deal with the kidnapping.

Group Roles

Leader: the Chairman of the Board of Directors

Family members of the kidnapped executive

Company executive

Brainstorming

What are different ways to deal with the problem? Brainstorm as many ideas as
possible. Write down these ideas on a separate sheet of paper.

Selecting ideas

Consider the different ideas that you develop during the brainstorming session. Go
back and select the best ideas for each role. Write down these ideas on a separate
sheet of paper.

Starting and Discussion

Now you are ready to start the discussion. Your group should discuss the topic for
twelve minutes. Do not worry if you do not have enough time to reach a final
decision.

Observing: Evaluating the Discussion

1. Listening to the discussion

As you listen to the discussion, make a list of the different solutions that the group
members offer.

2. Follow-up to the discussion

What do you think is the best way to deal with the kidnapping? Why?
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3. Rating the discussion

Use the following scale to rate the discussion group:
Pace: Did the discussion move along at the right speed?
4 3 2 1 0

4 —good speed

0 — much too slow; long pauses between speakers

Leader control: Did the leader effectively control the discussion?
4 3 2 1 0

— leader took right amount of control
0 — leader took a) too much or b) too little control

FINAL TASK
Exercise 20. Discuss the following situations.
Student A: Explain the problem to Student B in your own words.
Student B: Offer some useful advice.
Student A: Accept, reject, or show doubt over accepting this advice.
1. You want to sell your car of a famous brand, but there is something wrong with the
engine.
. The letter is full of spelling mistakes.
. The employee’s reports are not well organized.
. Weekly meetings never start on time because employees are late.
. The leader wants someone to take notes at the meeting.
. A committee leader wants to improve meetings.
. The instructor wants to improve English class.
. Students want to improve their vocabulary.
. A manager wants to reward hard working employees.
10. Management wants to motivate people to increase their productivity.
11. The government wants to help poor people.
12. A union wants to persuade management to meet their demands.
13. Management wants to cut company expenses.
14. A manager wants to fire a competent worker because of personal conflict between
them.
15. A middle manager wants to improve his/her chances for promotion.
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CASE STUDY

ORBIT RECORDS INC.
Background
Orbit Records was founded in London20 years ago, and now has 12 large stores in
the UK and five in Germany. The company grew at fast rate because it had a
successful marketing strategy. The stores offer a wide range of CDs which they sell at
reasonable prices. Their record stores carry over 80,000 titles — about three times
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more than their main competitors. What’s more, if a customer asks for a CD which is
not in stock, the stock will get it for a customer within two weeks, if it’s available.
About two years ago, Orbit stores diversified into selling computer games, videos,
tee-shirts, adventure holidays, concert tickets, books and comics. Not all the new
areas of business were profitable, and as a result the company’s profit fell sharply.

A change of leadership

After the founder of Orbit records died, a new Chief Executive, Sheldon Drake, took
over. However, he failed because he lacked leadership qualities. He was unable to
develop a strategy go improving profits and had no clear vision of where the
company was going. Also, he did not communicate well with employees, who started
to loose confidence and their morale suffered.

Three months ago, Sheldon Drake resigned, and his place was taken by someone
from outside the company.

Task of the new Chief Executive

One of the new CE’s main tasks is to motivate staff and raise morale, so that staff
will be more productive. He has asked Personnel to carry out a survey of staff
attitudes. Questionnaires were sent to all employees below senior management level.
The results are summarised in the chart.

He has also jotted down ideas for raising motivation and morale, and has asked
employees to do the same. The best ideas will be implemented throughout the
company. The CE’s ideas for motivating staff, boosting morale and increasing their
loyalty are listed below.

STAFF ATTITUDES (%) YES | NO DON’T
KNOW

1. Do you feel you participate fully in decision- 12 70 18
making?
2. Do you feel “valued” by the company? 48 46 6
3. Do you understand the company’s objective and 16 20 64
overall strategy?
4. Do you have enough contact with senior 18 50 32
management?
5. Do you have enough opportunities to express 42 26 30
your ideas/make suggestions?
6. Are you paid adequately? 48 45 7
7. Do you think you will be working for this 25 14 61
company in five years’ time?
8. Do you have enough opportunities to meet each 55 42 3
other socially?

Chief Executive’s ideas

1. Build morale through teamwork outside the office. Form company teams for
soccer, squash, basketball, etc. Get employees to participate in inter-company
competitions, e.g. athletics, swimming events and so on.
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2. Introduce regular staff meetings which will enable staff at all levels to participate
in decision-making.

3. Ste some regular small-group meeting to share ideas, develop plans and help
prepare budgets. Also, start an “Employee of the Month” scheme. Everyone has to
nominate someone, giving reasons why they should be nominated.

4. Make sure that CE gets out of his/her office frequently during the first year and
drops in on staff at different Orbit stores.

5. Encourage staff through meetings and newsletter (to be edited monthly by different
senior managers) to give ideas and suggestions. Cash rewards for the best ideas.

6. Set up a profit-sharing scheme for all employees related to increased productivity
and profits.

7. Cancel the end-year bonus scheme. Spend some money instead on a spectacular
Christmas dinner and party at a luxurious hotel.

8. Organise one-to-one meeting with senior managers to build morale and generate
ideas. Agree targets and objectives with senior managers, who share them with other
staff members at regular seminars.

9. Have an open-door policy in every store. Employees can see the manager
whenever they are available.

10. Create career development plans for all staff, which would involve consultations
with each employee.

TASK

1. Work in small groups. Choose six ideas from the Chief Executive’s list which you
think would be worth implementing. Note down the reasons for your choices.

Then think of three other ideas, which are not on the list, for improving staff
motivation and morale.

2. Meet as one group and discuss your ideas, giving reasons for your choices.

3. As one group, try to agree on the six best ideas (from the Chief Executive’s list and
your own list) which should be put into effect.

WRITING

You are the manager of an Orbit Records store opened in Ukraine. Write a persuasive
letter to a famous recording star or their agent inviting them to visit your store.
Explain why you want the star to come to the store and what you expect them to do if
they accept your invitation. Offer a suitable fee for the visit. Lay out your letter
correctly.

Exercise 21. Write an essay/report on the topic “Golden rules and sins of
leadership™
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UNIT 38 TEAMWORK

LEAD-IN
Answer the following questions.

1. What personal qualities are essential in order to work effectively with other
people?

2. When is it necessary to work with others?

3. Do you prefer to work alone or you need some support from people?

4. Is there any difference between a team and a group?

5. What is special about working in a team?

6. Are there any roles in a team?

7. Why does it seem impossible for some people to work in a team?

When the managers have the right relationship with the people they work with
and those people in turn have a healthy attitude to their jobs and to themselves, they
work very efficiently.

Write a brief profile of yourself, focusing on your strengths and weaknesses. Use
a list of personal qualities to help you. Discuss your profile with your partner.

STRENGTHS WEAKNESSES

English Your language English Your language
confident YIICBHCHUIA arrogant CaMOBIICBHCHHI
focused coKycoBaHUH opportunistic | onmopTyHICTHYHUI
humorous 3 MOYYTTSIM TYMOPY frivolous JICTKOBAKHUHT
ambitious 4EeCTOFOOHUIN controlling KOHTPOJTFOIOYHIA
helpful TOH, XTO aro6e | bullying XBaCTIUBUI

JIOITOMAaraTu
forceful CHJIbHUH, JIFOYUH combative 0oloBUH
competitive KOHKYPEHTHO3aTHHI wishy-washy | HeBupasuuii
open to | BIAKpUTHUH 11 3MiH obsessive OJICPXKUMUI
change
thorough JIOCKOHAJTHH nosy TOW, XTO Cy€ HIC y UyXi
CIIpaBU
caring TypOOTINBHUI indecisive HEepImyuni
supportive T TPAMYIOUHHA tunnel- TOH, XTO BY3bKO MUCJTUTh
visioned

generous e Apui irresponsible | 6e3BinmoBiganbHUI

Complete the following self-analysis questionnaire and count your score using
the specified points system. For answers use True/False variant. Then compare
results with your partner.

WHO DO YOU THINK YOU ARE?
1. I think | can do things as well as many people.
2. It’s not easy being me.
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3. When I have to make a presentation, I’m terrified of making a fool of myself.

4. It’s not often that I think of myself as a failure.

5. There are a lot of things about myself I’d change if I could.

6. I am rarely bothered by other people’s criticism.

7. Other people tend to be more well-liked than I am.

8. If I have something to say, I usually go ahead and say it.

9. I don’t often feel ashamed of anything I have done.

10.  When people say complimentary things about me | find it hard to believe they
really mean it.

Score two points for each “True” answer to questions 1, 4, 6, 8, and 9; score zero
for every “False” answer. For questions 2,3,5,7 and 10, score two points for each
“False” answer; score zero for each “True” answer.

The higher your score, the better the opinion you have about yourself. A score of
14 or more suggest that you are quite confident; not necessarily conceited, but you
certainly like yourself well enough, and there’s no danger of other people being made
to feel uncomfortable by any signs of self-loathing in you.

A score of 8 or less suggests that you have serious doubts about yourself and your
value to the world. It may of course be temporary state of affairs — perhaps the result
of some recent misfortune. But if this is your normal condition, other people are
bound to pick it up, and the risk is that they will accept your low estimate of yourself
and hence find it difficult to respect you.

READING
Exercise 1. Before reading the text, read the sentences and predict whether they are
True or False:

1. Organizational design does not influence overall performance.

2. Team helps to achieve individual goals.

3. Organizational design is the same in stable and changing environments.

4. There are five different types of teams.

5. Design and delivery of services is an example of integrating teamwork.

6. Work teams are responsible for the main transformation processes of the
organization.

7. Management team is another kind of integrating teams.

Exercise 2. Read the text. Choose the best title from the proposed below:
e Which is better: a team or a group to work in?
e Team and its organizational designs.
e New approaches in working for the New Economy.

Teams are an appropriate structure for implementing strategies formulated to deal
with performance demands and opportunities presented by the changing environment.
Proper organizational design enables an organization to execute better, learn faster,
and change more easily. Teams — one potential design element — should be adopted
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because they are the best way to enact the organization strategy and because they fit
with the nature of the work.

Let’s define what the team 1s. Team i1s a group of professionals, united with
general norms and values for everybody, which help to achieve individual and team
pUrposes.

Organizational designs that were suitable for routine work in stable environments
no longer fit the most organizational settings. Increasingly, organizational success
depends on making complex trade-offs, learning and implementing new approaches,
and applying advanced knowledge. It results in organizations that are systems of
multiple, dynamic, interdependent teams.

Organizations may establish teams for a number of purposes. They usually use a
combination of the following kinds of teams:

» Work teams

> Integrating teams

» Management teams

Work teams are established to perform the work that constitutes the core
transformation processes of the organization. (That is process that results in the
design and delivery of services; the design, manufacturing, and delivery of products;
etc.)

Integrating teams are established to make sure the work across various parts of
the organization fits together. These include teams that link together the work of two
or more interdependent teams, and teams that cut across various parts of the
organization that share a focus, perhaps on a particular customer, product,
technology, or geography.

Management teams are a special example of integrating teams. They are
responsible for coordinating the management of a number of submits that are
interdependent in the accomplishment of a collective output, such as an entire process
or product. The management team provides direction as well as management of the
overall design and performance of the unit.

UNDERSTANDING THE MAIN POINTS
Exercise 3. Complete the following sentences, using your own words.
1. Proper organizational design enables an organization to .....
2. Teamis .....
3. Organizational designs that were suitable for routine work .....
4. Organizations usually use combination of the following kinds of teams: .....
5. The main purpose of integrating teams is to .....
6. Management teams are responsible for ....

Exercise 4. A. Put the words in the correct place to make a phrase.
Processes, to achieve, purposes, together, sure, appropriate, to learn,
environment, core, entire, approaches.
number of link
to make transformation
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faster structure
changing purpose
implementing new process
B. Make sentences of your own with these phrases.
Exercise 5. Ask 7 questions to the text.
Exercise 6. Summarize the text in seven sentences.
Exercise 7. Look at the bubble graph. Describe kinds of teams, given in the text

above, using these characteristics. Focus on similarities and differences among the
teams.

@ Team Building and Teamwork

-, Seven Characteristics of a Dream Team

Complementary
skills
Well-defined
working
approach

SHARED
VALUES

Mutual Meaningful
accountahility purpose
Clear
performance
yoals

Adapted from “The Wisdom of Teams", John Katzenbach and Douglas Smith 1000w en = COM

LANGUAGE STUDY
Exercise 8.

Not all groups in organizations are teams, but all teams are groups. The
difference between a team and a group is that a team is interdependent for overall
performance. A group qualifies as a team only if its members focus on helping one
another to accomplish organizational objectives.

The statements below show the main differences between a group and a team.
First, chose the proper verb form given in italics. Then define which statements
describe group work and which ones show team work.

1. The individual aims is/are pursued.

2. The common aims are/am pursued.

3. It have/has the appointed leader.

4. The role of leader passes/pass from one member to another.

5. There are/am products of collective labour in an output.

6. There is/are products of individual labour in an output.

7. Meetings are organized/organises and regulates/regulated.
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8. During meetings discussions are/is conducted and all problems is/are decided.
9. People here have/has common interests, decision-making and workings tasks.
10. Every member of group has his own circle of interests, makes/made
independent decisions, execute/executes the special workings tasks

Exercise 9. In Dr Harold Kerzner’s book ‘“Project Management — A systems
approach to Planning, Scheduling, and Controlling”, he identifies several team
member roles that a project manager may encounter. There are Destructive Roles and
Supportive Roles and every project manager should be aware of their existence.

A. Read the sentences. The words in italics are opposites. Explain them and choose

the correct variant. Underline it.

Destructive Team Members

1. The Aggressor criticizes / praises the team members, challenges ideas, deflates
egos.

2. The Dominator manipulates and tries to take over / surrender.

3. The Devil’s Advocate finds positive side / fault in everything and challenges any
idea.

4. The Topic Jumper switches from one idea to another, creates / destroy imbalance
an inability to focus.

5. The Recognition Seeker always agrees / argues for his or her position, attempts to
take credit / share for successes.

6. The Withdrawer does not participate, give / withhold_information.

7. The Blocker provides multiple reasons why ideas won 't / will work.

B. Read the sentences. Use the prepositions below to fill in the gaps.
For on at and of among of for or
Supportive Team Member Roles
1. The Initiator looks ........ new ideas, uses phrases like — “Let’s try this!”
. The Information Seeker tries to become more informed, looks for resources and
supportive data. Offers to research for the benefit ....... the team.
. Information Givers share what they know, increase the knowledge ..... the team.
. The Encouragers shows visible support ....... other peoples ideas.
. The Clarifier helps make sure that everyone understands an issue ...... a decision.
. The Harmonizer creates a unified feeling ........ the team.
. The Gate Keeper ensures that all information is relevant ...... the team stays
focused ....... the issue ....... hand.
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Exercise 10. Complete the following sentences with the correct form of the words in
italics.

1. rely
a) He is a very reliable worker.
b) Iam........... informed that he’ll be promoted soon.

¢) He main quality is her ...........
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d) My assistant is someone who can be ........... on.

2. criticize

a) The report has been received very .......... by top management.

b) The Personnel Director is an outspoken ........... of our reorganization.

c) Ithoughther........... were unfair and not based on fact.

3. skill

a) The Chairman was ........... at avoiding answering awkward questions.

b) The ............ workers in the Production Department are well paid.

c) To be a good manager, you need many ...........

d) The ............. workers in our company are the lowest paid because they need
training for their jobs.

4. sure

a) ieeeennn you agree she’s one of the high fliers in the department.

b) At my interview , my boss ........... me that [ had a bright future in the company.
5. decision

a) Being a currency dealer in a bank, she had to make quick decisions and be very
veevn.... at all times.

b) Because we were .......... , we wasted time and lost the contract.

c) Tamstill ............... whether to leave my present job but I must make up my
mind soon.

READING

Exercise 11. Give the title to the text.

The art of team building has been studied by many people, but possibly the most
interesting work on the subject has been done by Dr Meredith Belbin. His original
insight has been to identify the individual roles which are crucial to a successful
team. He argues that while individuals in a management group have their formal job
titles — accountant, designer, marketing director, production manager, etc. — they also
perform a variety of “personality team roles”: a plant, a resource investigator, a
monitor evaluator, a coordinator, a shaper, an implementer, team worker, a
completer-finisher, a specialist.

Dr Belbin’s team-role theory states that there are nine key personality types and a
team will work most effectively if it has them all. However, a successful team need
not to be made up of nine members since some people may be more than one
personality type. Thus a team of three could work together very successfully if,
among them, the members combined the nine personality types.

Today, the Belbin Team Role model is used by over 40 percent of the top 100
companies in the UK, the United Nations, the World Bank and thousands of
organizations throughout the world to enhance individual and team performance.

UNDERSTANDING THE MAIN POINTS
Exercise 12. All team roles, defined by Dr Belbin’s theory, can be divided in three
main directions:

3 action oriented roles - Shaper, Implementer and Completer Finisher
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3 people oriented roles - Coordinator, Team worker and Resource Investigator

3 cerebral roles - Plant, Monitor Evaluator and Specialist.

Distribute the team roles to the proper direction, according to their specific
features.

Exercise 13. Replace all the verbs with synonyms in the first paragraph of the text

Exercise 14. Add adjectives to the nouns in the second and third paragraphs of the
text.

LISTENING
Exercise 15. I. Study the situation.

Do you sometimes think that working would be easier if you did not have to deal
with people? Do you have awkward customers? An indecisive boss? Lazy
subordinates? Difficult colleagues? If so, a book by Robert M. Bramson called
Coping with Difficult People may help you.

Obviously, most people are difficult sometimes but Dr Bramson identifies
difficult people as those who are considered to be problems by most people around
them for most of the time. He divides them into seven categories and suggests
different ways of dealing with each of them.

II. Look at Dr Bramson’s names for the seven categories (1-7) and then read the
seven definitions (A-G). Match each name with its corresponding definition.
The Sherman Tanks (G)

The Complainers (F)

The Clams (D)

The Super-Agreeables (A)

The Balloons (C)

The Negativists (E)

The Indecisives (B)

A. They always say nice things to your face even if they do something different
behind your back. They are difficult people because they make you believe they
agree with you even if they don’t. They need to be popular all the time.

B. These people do not just delay the decision-making process but avoid it
altogether.

C. They are phonies. They speak with great authority on subjects about which
they known nothing.

D. They are silent and unresponsive. Just when you need an answer you get a
few words or just one word —or a grunt.

E. They are always pessimistic about everything. They are convinced that failure
is inevitable and often mange to persuade those around them that this is true.

F. These people grumble all the time but never try to do anything to solve the
problems they complain about. They find fault with everything and always imply that
“someone” is responsible.

NogakowdPE
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G. These are abusive, abrupt, intimidating, arrogant and impatient.

I11. On the cassette you will hear seven people talking. Each person is identified by
a letter (A-G). Decide which name best describes each person you hear and put the
correct letter next to the name.

1. Sherman Tanks ......

2. Complainers ........

3.Clams .........

4. Super-Agreeables ......

5. Balloons ........

6. Negativists .........

7. Indecisives ........

IV. Now you will hear seven sets of suggestions for dealing with the seven types of
difficult people. Each set of suggestions is identified by a letter (A-G). Try to match
the set of suggestions to the correct name.

1. Sherman Tanks ... ...

2. Complainers .......

3.Clams ........

4. Super-Agreeables ......

5. Balloons ........

6. Negativists .........

7. Indecisives ........

V. There is one other category of “difficult people” identified by Dr Bramson. This
is the “Bulldozer”. Read the definition of the machine called a bulldozer and then
write down in the table how you think the Bulldozer behaves, and suggest ways of
sealing with him or her. When you have finished discuss your ideas with a partner.

Bulldozer / "buldauza / n a heavy machine for clearing land of any obstacles.
Used in demolition work or to level ground in preparation for building.

NAME DESCRIPTION | WAYS OF DEALING
WITH THEM

BULLDOZER

COMMUNICATION SKILLS

Exercise 16. Form management “teams” of at least three but not more than nine
people. Elect a leader and discuss the personality composition of your team, using Dr
Belbin’s classification. Summarize your collective strengths and weaknesses on
paper. Look at Appendix and choose Five Main Laws for your team. Then try to
“complete” your management team by “headhunting” the personality type(s) you lack
from the other teams.
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Exercise 17. In the module there were introduced different conceptions about team
roles( 3 conceptions). Compare them and define the most suitable for you.

Exercise 18. Read the benefits of being a Team. Then with your partner choose
seven points which, in your opinion, are more important than others. The final step
Is to define five main benefits for the whole group.

> Increased productivity and performance capability

» Improved morale through enhanced dignity, self-esteem, and job satisfaction

» Greater participation in hiring, process changes, improvements, and training

> Increased ability a desire to improve

» More ownership and involvement of employees in redesign

> Better perspective on the whole job

» Better understanding on how to make improvements

> Better coverage during emergencies and overtime situations

» Greater appreciation of others’ work

> Increased communication between management and other employees

> Fewer layers of supervision

» More control over work time and therefore less stress

Exercise 19. At General Electric (GE), Jack Welch required all managers should
learn to become team players and coaches. He also took steps against those managers
who wouldn't learn to become team players by cutting the bottom 10% every year.
"One of the surest ways to raise the level of a team is to cut from the bottom and add
to the top," advised Welch.

Answer the following questions.
1. Do you agree that measures, applied by Jack Welch, were too strict?
2. Why do you think he took such steps?
3. How would you feel if you worked as a manager at General Electric?

Exercise 20. Use “Bank of Phrases” (See Appendix) and make the dialogues, based
on the following situations.
Model Student A: Make a request.
Student B: Agree to or refuse the request. If you refuse, be sure to give a
good reason.
1. (an executive to a store manager) You believe that shoplifting is increasing in
your store.
(you to your colleague) You are both bored by your jobs.
3. (a manager to another manager) You believe that the company is not treating
women employees fairly.
4. (an executive to another executive) Several excellent positions overseas are
opening up in your company.
5. (you to your colleague) It’s time to leave work, but you two still have several
urgent matters to discuss.

N
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6. (an executive to another executive) You both think that another executive (a
friend) is stealing small amounts of money from your company.

7. (you to a colleague) You are both quite upset over putting in a lot of work and
then losing an important contract.

8. (manager to supervisor) Several employees have complained that the supervisor
has criticized them in front of other employees.

9. (manager to employee) The employee went over the manager’s head and
complained to the director of the company.

10. (director to manager) The director has an appointment with the manager, but an
urgent problem has come up.

11. (manager to employee) The employee has missed a week of work, but doesn’t
have a doctor’s excuse.

ROLE PLAY

Troubled Employee

Situation

A computer programmer has worked for a small company for about seven years.
Up until six months ago, this employee was one of the hardest workers in the
department. For the past six months, however, the employee has been going through
great deal of stress due to a serious illness in the family. For the first few months
everyone in the office was very sympathetic. Since the man was clearly having severe
emotional problems, the other workers divided up the work to cover for him. Now,
though, these other computer programmers feel that enough is enough. They can’t
continue doing all this man’s work for him. The serious illness could continue for
many more months or even years. The man doesn’t seem to be making any effort to
take responsibility for his work. The supervisor is willing to let the situation continue
as it is. The employee needs his salary. Also, he will be a good worker once his
problem has passed. The manager is aware of the conflict in this department and has
called a meeting to discuss the problem.

Purpose of the Discussion

The purpose of this discussion is for the group members to agree on the best way
to deal with this troubled employee.

Group Roles

Leader: the manager

The supervisor(s)

Representative(s) of the employees

Observing: Evaluating the Discussion Process

1. As you observe the discussion, answer the following questions:

a) Is the goal of the meeting clear?

b) Do all members participate equally?

c) Do all members stay on the topic?

d) Does the leader effectively guide the group?

e) Does the discussion move in an organized way, not jumping from subject to
subject?
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2. What suggestions can you make to help your group to improve the next
discussion?

PROJECT WORK
“A men’s magazine”
A publishing company is launching a new magazine for men between ages 25 and
35, to appeal to a broad range of interests. You are the editorial group. You have to
define the format of the magazine.
1. Who will read the magazine?
Take a “typical” reader. Work out his:
» Income bracket
» Education
» Car
» Hobbies
» Family situation
» Where he lives
2. What will the magazine look like?
> Glossy?
» How many pages?
> Size?
» Colour?
» How much advertising? (add any other points you wish)
3. What features will it include?
Interview (who with?)
Fiction (what type?)
Fashion (what type?)
The arts (which?)
Sports (what?)
Political comment (for example?)
Problems page
Cookery (what sort of dishes?)
Horoscopes (add any other points you wish)
4, What will you call your magazine?
5. How will you launch and market it?
> Free copies
» Test market one area
» TV advertising
> Price
» Weekly/monthly issue

—~S@hooo o

WRITING
After discussing all the points of the future magazine, make up a written
presentation of your project.
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MODAL VERBS

1. Fill in the gaps with mustn 't or needn’t / don’t have to.
1 A: Shall I help you with your shopping?

B: No, you ...needn't/don't have to. | can manage by myself.
2. A:You........... play football inside the house.

B: I'm sorry. I'll go outside.

3. A: Do you want anything from the supermarket?
B: NO, YOU ..ccevvvvrrrnne, get me anything today, thank you. I'm going out myself
later

4 A:You .... be late for work tomorrow morning.
B: I know. I'll try to arrive early.

5 A YOU .o, take these books out of the library.
B: I know. It's forbidden.

6. A: Shall I make an appointment for you at the dentist's?
B: NO, YOU ..ccvevviiiiiiiicieee, I'll do it myself next week.

2. Rephrase the following sentences using must, mustn’t, needn't, has to or doesn’t
have to.
1 You aren’t allowed to park your car in the college car park.
You mustn't park your car in the college car park.
2 | strongly advise you to speak to your parents about your decision

3 Itisn't necessary for Emma to attend tomorrow's staff meeting

4 Jack is obliged to wear a suit and a tie at work because the manager says so

5 I'm sure Antonio is from Milan

6 It's necessary for Roger to find a job soon.

7 It's forbidden to use mobile phones inside the hospital.

8. Susan is obliged to work overtime because her boss says so

3. Rephrase the following sentences using didn 't need to or needn 't have done.
1. It wasn’t necessary for him to wash It wasn’t dirty.

He didn't need to wash the car.
2 It wasn't necessary for her to buy so many oranges, but she did.

3 It wasn't necessary for us to take an umbrella. It wasn't raining.

4 It wasn't necessary for us to turn on the light. It wasn't dark.
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5 It wasn't necessary for him to call me today, but he did.

6 It wasn't necessary for you to make sandwiches to me, but you did.

7 It wasn't necessary for them to make reservations at the restaurant, but they did.

4. Rewrite the sentences using the word in bold.

1 It isn't necessary for Mark to buy new clothes for the reception.

need  Mark doesn't need to/needn't buy new clothes for the reception.
2 You aren't allowed to pick these flowers.

must

3 Sarah is obliged to type her compositions at university.
has

4 It wasn't necessary for Paula to make the beds,
need

5 It is your duty to obey the law.
must

6 It wasn't necessary for Bob to wait for me, but he did.
need

7 It is forbidden to throw litter on the beach.
must

8. I'm sure Ronald is at home.
must

9. Itwasn't necessary for Alice to bake a cake for the party.
need

10 It wasn't necessary for George to stay at work late last night, but he did.
have

5. Fill in the gaps with an appropriate modal verb. Then, say what they express in
each sentence.
1. A: May/Can/Could I borrow your pen, please? (The speaker is asking for

permission)

B: NO, YOU ...ocvvviiiiiiiei I'm using it.
2 A: I'm bored. What shall we do?

B:We go for a walk.
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"NO, We oo because it's raining.

- Let's watch a video, then.

: My parentstold me | .......... go to the party tonight.
: Never mind, | go either. We...... stay at home together, though.
Sificiii, | speak to you for a moment please?

. Certainly, but later today; I'm busy now.

. Excuse me? B: Yes?

. ..you tell me where the post office is, please?

: Certainly. It's on the main road, next to the school.

: Is anyone sitting on that chair?

:NO, YOU ....ccveee, take it if you want to.

W>POUPPUDWD> WD

6. Choose the correct answer.
1. “Todd was a very talented child’

‘I know. He play the piano well when he was seven.’
A couldn’t B could C can
2. ‘I’ve just taken a loaf out of the oven.’

‘Oh, that’s way [ smell fresh bread when I came home.’
A was able to B can’t C could
3. ‘How was the test?’

‘Easy. All the children pass it.’
A were able to B could C can’t
4. ‘What are you doing this summer?’

‘I hope I’'ll go on holiday with my friend.’
A could B be able to C can

7. Rewrite the sentences using the words in bold.

1 Do you mind if | leave the door open for a while?
can Can | leave the door open for a while?

2 You're obliged to take notes during the lecture,

RaVE e

3 I'msorry, but you aren't allowed to enter this room,

ITIUSE oottt sttt ees ees as bee oes es as bee 2es eas aae bee 2en ean bee aen e

4 Jack managed to unlock the door.

A e s s e e e tee te een et s ae ae bee bee ae aen een aa
5 It wasn't necessary for Ann to cook dinner, but she did.

12T OO U U
6 Let's play a game of chess.

COUNT s et s e e vee eee ee een een et as e bee e aee aen aen e
7 I'm certain Sarah is bored with her work.

ITIUSE ettt st e e ae bee ees eas ae 2es een as bae 2en et be bee aen as bee een ean
8 | strongly advise you to take up sport.

ITIUSE ettt e st e ae oee ees sas ae 2es een as bae 2en et re bee aen as bae aan eas
9 I'm certain Liz isn't interested in your ideas.
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10 You may take the car tonight if you want.
can

8. Study the situations and respond to each one using an appropriate modal verb.
1 You want to go on holiday with your friends this year. Ask your parents for
permission.
Can | go on holiday with my friends_this year?
2 You are at a job interview. You type fast, you use computers and you speak two
foreign languages. Tell the interviewer about your abilities.

3 Your brother is trying to decide what to buy your mother for her birthday. You
suggest a box of chocolates.

4 Your jacket is dirty and you want to wear it next week. It is necessary to take it to
the dry cleaner's.

5 You want to have a day off work next week. Ask for your boss' permission.

6 You are in the car with your uncle. It's hot and you want him to open the window.
Make a request.

7 Your mother is going to the shops. She asks you if you want anything. You tell her
it isn't necessary to get anything for you.

(o]

. Complete the sentences using must or can .
I'm certain they go to bed early on Sunday nights.
They must go to bed early on Sunday nights
I'm sure John didn't stay late at the office. John can't have stayed late at the office
I'm certain he hasn't arrived Yet. He.........ccooove i
I'm certain they are working together. They ...
I'm sure Amy hasn't finished her homework. Amy .........ccccocveviiiiiiie i
I'm certain she was having a bath when I rang. She .........c.ccccooveiiiii e
I'm sure he hasn't Won the Prize. He ..o
I'm sure she is looking for a new house. She ...
I'm certain Paul didn't invite Linda to the party. Paul ..........cccocooiiiiiiiiiie,
10 I'm certain you have been planning the project. YOoU .......cccccvvviiiienniienenienenn
11 I'm sure she was writing a letter. SNe ...
12 I'm certain they hadn't paid the Dill. They ...
13. I'm sure he had been fixing the pipe. He ...

|

O©OoOoO~NO O WN

10. Rephrase the following sentences in as many ways as possible.
1 Perhaps Laura has left the phone off the hook.
Laura may/might/could have left the phone off the hook
2 Surgeons are obliged to scrub their hands before operating on patients............c..........
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3 Do you mind if 1 open the WINAOW?.........coouiiiiiieiieie e
4 It wasn't necessary for Peter to wash the dog, so he didn't ...........c.ccoco e,
5 Emily managed to reach the top shelf, even though she didn't have a ladder..............
6 It's forbidden to copy files without the manager's permission...........cccccvevevvereesieenn
7 Why don't we spend this evening at hOme? .........cccocvivieiii i
8 I'm certain Patrick misunderstood my iNStrUCLIONS ............cccevieiiieeie e
9 I'm sure Helen didn't know about her SUrprise Party..........cccvvevieeveesieesiesie s

11. Rephrase the following sentences in as many ways as possible.
1 Perhaps they are at work.

They may/might/could be at work
2 Perhaps he is waiting outside.

He .
3 It's possible she WI|| work Iate tonlght
She . :
4 1t's I|ker he was drlvmg too fast
He .
5 It's possible they made a mlstake
They ... .
6 Perhaps he has mrssed the bus
He .
7 It's pOSS|bIe she has been playmg in the snow.
She... N
8 It's I|ker we WI|| be Ieavmg tomorrow
We...
9 It's Iikely he WiII stay there.
He ............
10 Perhaps she had been trylng to caII you
She...
11 It's I|ker they had seen the f|Im aIready
They ... :
12 It's pOSSIb|e he IS studylng in the I|brary
Hee oo

12. Underline the correct word(s) in bold.

A:Good morning. How 1) can/must | help you, sir?
B:I'd like to book a room for tonight, please.

A: Certainly sir.

B:How much does a single room cost for one night?
A:$35, sir. Payable in advance.

B:What! 2) Do I have to/Could I pay right now?
A:Yes, I'm afraid you 3) need/must pay in advance,
B:Really. Well! 4) Do / have to/Shall I pay in cash?
A:No, you 5) mustn't/needn’t pay in cash. You 6) could/can't pay by credit card if
you prefer.

121



B:This is a bit unusual. | 7) may/must look in my wallet to see if | have enough cash

with me.

A:You 8) couldn't/don’t have to hurry, sir. Take your time.

A: Good morning. Here's the key. 9) Could/Must | leave my luggage here until

twelve o'clock, please?

B: Of course. 10) May/Need | ask if you enjoyed your stay?
A: Ohyes. | 11) can/must write down the pho number, so that I can stay here again.
B: You 12) mustn't/don't need to do that, sir. | 13) have to/can give you our card.

A: Oh, thank you very much. Goodbye.
B: Goodbye.

13. Fill in shall or will.

1. | help you with the washing
up?

2. we have pizza for dinner
tonight?

3. you carry this for me, please?
4, you answer the phone, please?
5. Where we sit in the

classroom?

6. What we buy for Bob’s
birthday?

7. you take the rubbish out for
me, please?

8. we have a barbecue next
weekend?

14. Rephrase the following sentences in as many ways as possible.
1. You had better book your flight early. You ought to/should/must book your flight

early.

2 Would you like me to draw the curtains for you?

3 Why don't we go to a Japanese restaurant for change?

4 | strongly advise you to see a doctor as soon as possible

5 Can you call Greg for me, please?

6 You ought to have checked the battery before you left.

7 Everybody is obliged to pay taxes.

8 You don't need to go to the supermarket today.

9 It wasn't necessary for Betty to call a taxi because gave her a lift.

10 They managed to get to the theatre in time, despite the heavy traffic.

11 You aren't allowed to keep pets in the building.




12 Do you mind if I take the rest of the day off?

15. Underline the correct word.

Can/Should I ask you a question?
Will/Shall we go out for lunch today?

coO~NO OlThS WN -

Will/Shall 1 help you?

You may/mustn't run in the corridors. It's dangerous.

You must/shouldn't stay at home if you are ill.

Tommy can't/couldn't tell the time when he was a baby.

My book can't/mustn't be in the house. I've looked everywhere.
You might/needn't clean the windows. I've already done them.

9 You needn't/mustn't do the shopping. I'll do it later.
10 Sam left late for the airport this morning. He should/could have missed his flight.

16. Choose the most appropriate response.

1 Will you open the door for me,

please?

A Yes, | may. B _Certainly.

2 Could I speak to you for a moment,
please?

A Yes, of course. B No, you
couldn't.

3 Shall I carry that bag for you?
A No, you won't. B No, it's okay. |
can manage.

4 Could I go to the cinema tonight,
please?

A Not at all. B Yes, if you like.
5 We could go to the theatre tonight.

A That's a nice idea. B No, we might
not.

6 Can | borrow your pen, please?

A Not at all. B Of course.

7 Can you pick the children up from
school for me?

A No, | may not. B No problem.

8 Would you please drive me to the airport tomorrow' My car is being serviced.

A I'd be happy to. B Yes, | would.
9 Can I help you, sir?
A No, you can't.
I'm just looking

B No, thank you.

10 Could you hold this for me,

please?

A Yes, | could. B Of course.

11 Shall | take you to work tomorrow?

A Yes, please. B No, you won't.
17. Match the items in column A to their synonyms in column B.
A B
You should/ought a) You aren’t allowed to ...
You must... b) It wasn’t necessary for us to ... (but we did)
Shall we...? c) Why don’t we ...?
You needn't... d) He managed to ...

We needn't have ..
We didn't need to .
You mustn't...

He was able to ...

coO~NOoO Olhs WN -

e) It wasn’t necessary for us to ..
f) You had better ...

g) I'm sure she’s ...

h) Do you mind if I ...?




9 She must be ... 1) You are obliged to ...
10 He can't be ... J) Itisn’t necessary for you to ...
11 Could 1...? K) I’m sure he isn’t ..
12 He may be ... |) Perhaps he’s ...

18. Rephrase the following sentences in as many ways as possible.
1 | advise you to buy this book.

You should/ought to buy this book

2 Itisn't necessary for him to take the exam again.

3 I'msure Terry isn't at the office.

4 1t is possible that Janet will call me this evening.

5 You aren't allowed to eat and drink in the classrooms.

6 We are obliged to clock in and out every day.

7 1'm sure the boys weren't upset with the result.

8 Would you like me to do anything to help?

9 Perhaps we will go for a picnic on Sunday afternoon.

10 Sam managed to reach the top of the mountain after climbing for several hours.

11 How about throwing a party on your birthday?

12 It wasn't necessary for John to attend the seminar.

13 They are obliged to go to a meeting every week.

14 How about visiting some friends on Saturday?

19. Underline the correct words(s).
1 A: Could/May/Shall you tell me the time, please?
B: Yes. It's a quarter past ten.
2 A: Would/Shall/Will we go shopping tonight?
B: Yes. We need to buy some food.
3 A: May/Should/Would I help you, madam?
B: Yes, please. Can/Shall/Would I have these shoes in black, please?
4 A: Would/Should/Shall I get you another cup tea?
B: No, thank you. I've had enough.
5 A: Can/Shall/May you post this letter for me, please?
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B: Certainly. I'll do it on my way home from work.
6 A: Shall/Would/Could I speak to Jenny, please? |

B: I'm sorry, she's not here at the moment.

A: Oh. Must/Shall/Would I call later, then?
7 A: May/Will/Would | have a glass of water, please?

B: Yes, I'll get you one.

A: Could/May/Shall you put ice in it, please?
8 A: Did you call Jane?

B: No, | didn't need to/needn't because | saw her at work.
9 A: Shall/May/Could you help me, please?

B: Yes, of course.
10 A: You mustn't/needn't/couldn't lock the door.

B: Oh, will you do it when you leave?

20. Underline the correct words(s).
Dear Victoria,

I'm writing to tell you about the play I'm going to be in. It's called 'Only for You',
and I've got the leading role. | have a lot of lines and I 1) must/might learn them all
before opening night.

We're performing the play for the first time on Friday, night. We've been told that a
TV company 2) must/may come to film it, so | 3) could/must be on television. | 4)
needn't/might even become famous!

We 5) might/have to rehearse the play every night until Friday, because everything
6) must/shall be perfect for the performance. We 7) couldn't/mustn't make any
mistakes. 8) Can/Must you come to see the play, or will you be at work? | hope you'll
be able to come. If not, I'll write and tell you how it went.

I 9) could/must go and learn my lines now. See you soon.

Yours,
Charles
21. Choose the correct answer.
1 'You ...C... be late for work."'l know. I'm leaving now.'

A needn't B must C mustn't

2 'Jim........ lose some weight. His doctor said so.' Then he must go on a diet.’

A mustn't B can C hasto

3 'l......go to the bank today. | have enough money.' "Well, I'll go alone, then.’

A needn't B have to C must

4 'Did you deliver that parcel for me?' 'No, I ....find the house, so I've come back to
geta map.'

A can B could C couldn't

5'........ clean the house today. It's dirty.' I’1l help you.'

A needn't B must C mustn't

6'l..... feed the dog at lunchtime. My brother did it in the morning.' "You can do it

this evening, then.'
Adidn'tneedto B needn'thave C need
7 'Do you need any help?' 'Yes. | open the window. It's stuck.’
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A could B am able to Ccan't

8 'l........ swim until 1 was ten." 'Well, | didn't learn until | was eleven.'
A can B can't C couldn't

9 'Can | talk to you, please?" 'Sorry, Igo now. I'm late for a meeting.'
A mustn't B has to C must

10'ls Tom good at languages?' 'Yes, he already speak French, German and
Italian.’

A can't B can C could

11 The test was too difficult for me.''Oh dear, |  do it quite easily.'
A was able to B can't C can

12 'Where's Tom?' 'He's not at work, so he .....  be at the library.’
A must B can't C can

13'......... we go shopping today?' 'No. I'd prefer to go tomorrow.'
A Ought B Shall C Will

14'Sorry Mum. I've broken a plate.' "You  be more careful.’

A may B should C might

15 '"Where's your father?' 'He ...... be in the garage.'

A might B can C mustn't

22. Fill in can, can’t, must, mustn’t, needn’t or have to.

1. A: Is Mathew very rich?

B: He must be. He drives a Ferrari.
2 A: Would you like to come shopping with me?

B: Yes, butl ........... e, do my homework this afternoon.
3 A:Is Tom interested in music?

B: Ohyes. He .......... play the guitar and the saxophone.
4 A: Is Katie at home?

B: No, she.............. be. Her car is not here.
5 A: Can | go to the cinema tonight?

B: Yes, butyou ................ be late home.
6 A: Hurry up. You'll be late for school!

B:ldon't ..o go to school today. It's Saturday.
7 A: | bought you this present.

B: Oh,you............ have. It's not my birthday!
8 A: Excuse me, I'm looking for Barkwest Bank.

B: I'm afraid I ...... help you. I don't live here.

23. Choose the correct answer.

1 A letter arrives at your house. You are sure it is from Paul.
A It might be from Paul.
B It must be from Paul.
C It may have been from Paul.

2 You have toothache. Your mother gives you some advice.
A You may go to the dentist.
B You should go to the dentist.
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C You might go to the dentist.
3 You are looking for your scarf. You think it is upstairs
A It can't be upstairs.
B It should be upstairs.
C It could be upstairs.
4 Your father told you to do your homework. You tell your friends.
A 1 will do my homework.
B | have to do my homework.
C I might do my homework.
5 You want your neighbour to babysit for you tonight.
A Would you babysit for me tonight?
B Shall you babysit for me tonight?
C Must you babysit for me tonight?
6 You did the washing-up for your mother, but she didn't expect you to.
A You mustn't have done the washing-up.
B You might not have done the washing-up.
C You needn't have done the washing-up.
7 There was a good film on TV. You are sure John didn't watch it.
A John should have watched it.
B John might have watched it.
C John can't have watched it.
8 You want to have a pet in your flat, but your landlord tells you it isn't allowed.
A You mustn't keep pets in the flat.
B You needn't keep pets in the flat.
C You will not keep pets in the flat.
9 An old lady is trying to open the door. You offer to do it for her.
A Couldn't I open the door for you?
B Must I open the door for you?
C Shall | open the door for you?
10 You offer to do the shopping, but your mother says it isn't necessary.
A You must do the shopping.
B You needn't do the shopping.
C You could do the shopping.

24. Choose the correct answer.

1. You B do your homework before you watch TV.
A can't B should C shall

2 i | come in? It's rather cold out here.
A Should B May C Must

3.You ... water the plants this weekend; they look dry.
Aareableto Bneednt Coughtto

4. ..., you collect the children from school, please?
A Must B Will C May

5. i you play the piano?
A Can B Must C Should

127



6 1. buy some milk. There isn't any left.

A mustn't B may C must
7 When...... | call you?

A shall B must C needn't
8 I....... swim before | was able to walk.

A might B could C can

9 You...... walk to work. I'll give you a lift.

A must B needn't C may
10 Tim....... be out. There are no lights on.
A shall B should C must

In other words

Study these examples. The second sentence has a similar meaning to the first

sentence

1 Perhaps Tom is tired.

may Tom may be tired.

2 I'm sure she isn't studying hard.

can't She can't be studying hard.

31t is possible that they went out
yesterday.

could They could have gone out
yesterday.

4 1t isn't necessary for Joe to come here.
have Joe doesn't have to come here.

5 You aren't allowed to use this car.
mustn't You mustn't use this car.

6 It wasn't necessary for him to book a
table, but he did.

have He needn't have booked a table.

7 Let's meet again tomorrow night.

can We can meet again tomorrow
night.

8 | advise you to call a doctor,

should You should call a doctor.

25. Complete each sentence with two to five words, including the word in bold.
1 It is possible that he has spent all the money,
could He could have spent all the money.

2 | advise you to take a course in literature.

should You .

.. in literature.

3 It is possible that the pollce are questlonlng h|m

may Thepolice ...............oooiiinnil.

4 I'm sure he is lying about his age.

MUust He ..o

5 Let's have a break in five minutes.
can We..

.. in five minutes.

6 It wasn't necessary for her to glve me a Ilft but she dld

have She . .
7 You aren't aIIowed to

MUStN't  YOU ..o

.. cerreeeneee.... me alift.
throw Iitter in the park,

....................... litter in the park.

8 It isn't necessary for Mother to cook tonight.

have Mother ..

91tis possmle that she has gone home

could She...

... tonight.

.. home.
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10 Perhaps Dan is in hospital.

may Dan. .. hospital.

11 It wasn't necessary for her to call, but she did.
have SN ettt eii e eeeene ..., UL she did.
12 | advise you to have a rest.

SNOUId  YOU ...ooiiiie e e e e ei i e AL TESE

26. Translate into English.

1. ToGi He Tpeba MPUHOCUTH MaTepiall CbOTOIHI, sI 3MOXKY HPOAUBUTHCS iX
TITBKH 3aBTpa. 2. Hikomu He Tpeba MeTymmTtucs. 3. S BBaxkaro, Mo TH HE HABAKHIIICS
BUKUHYTH ii cTapy onexy. 4. Bona mana cTinbHUKOBHIA TenedoH, 1 S 3aBXKIU MIT
JIETKO 3 Helo 3B's3aTucs. 5. Bu 00OB'SI3K0BO MOBMHHI CKYWITYBAaTH 1€ BUHO. BOHO
npocTto yyaoBe. 6. MaOyTh, s MOMIPKYIO HaJ BalloO0 Mporo3ulieo. 7. MeHi 3aBTpa
3HOBY JIOBEJEThCS UTH 10 OaHKY, TOMY 110 MOB1IOMJIEHHS 1€ HE mpuinuio. 8. Sk tu
Morja B34TH 1O IWIKOJAM TartoBy pyduky? 9. Tu Mmir 6u cam moTypOyBaTucs Ipo
nogapyHok. 10. Bona noBunHa Oyina 3arenedoHyBaTH OMIBIHI, ajieé 3MOIJIa 3pOOUTH
e TUbku yBedepi. 11. S obitstto, 1o 151 xata Oyjae TBoew. 12. AHy , He quxait 1ty
xBwinHy! 13. 5 Bke IaBHO BMIIO KE€PYBATH aBTOM, aj€ MOKH IO HE MOXY coO1
JO3BOJIUTH KYNUTH HaBiTh MOTOIMKI. 14. Tu 10MOMOXEm MEHI BUIIMTH IO
cepBeTky? 15. BoHa rogunamu cujniuia Ouiss KOMUHY, AUBJISYHCH Y BOTOHBb. 16. Bu
MOKeTe 3pi3aTh Oynb-sKl KBITM B Hamomy caiaky. 17. He tpeba Oyt Takum
CaMOBIIEBHEHHM, KOJIM MIEThCSA MPO YEMITIOHAT CBITY. 18. S HIKOJM HE NPUNHUHIO
cunepedaruca 3 To0or0. 19. Tu Morna 6 xou mignucatu aucTiBky! 20. "Turaniky"
CYIWJIOCS] 3aTOHYTH Y TIEPIIIOMY K PEiici.

27. Translate into English.

1. He tpeba Oyio oOpi3aTu CINIHMIIO, TEIIEp BXKE HIYOro HE BUIpaBHIl. 2. Yn
He Mornu O Bu 3arenedoHyBaTH Ha CTaHINIO TEXOOCIYrOBYBaHHS 1 BHUKJIUKATU
Oykcup? 3. BoHa 3aBXau Morja BIAPI3HUTH KOO BiJ OPUTIHAIY 3 TEPIIOTO
norysiny. 4. Ot mo6auuIn, TH OTPUMAEIT CBOI TpoIiI 3aBTpa BpaHil. 5. [nsima Hisk He
BiIMuBanacs. 6. BaMm cimin cxoauTw Ha BUCTaBKY BOCKOBUX (iryp. 7. He cwmiii
IIJIBUIITYBaTH ToJIoCc Ha Oarbka. 8. MeHi He moTpiOHO OyiIo KymyBatu (popmy, TOMY
10 s Mir B3sTH il y 6para. 9. Muemo pasom Ha kop3anky? 10. S mHiuoro He MoKy
3po3ymity 3 miei 3amucku. 11. Jlitam He cmig auBuTucsa ¢iabmu xkaxiB. 12. [le mu
MOBUHHI 3aymuThcs Ha Hiu? 13. S 3MymieHa 3qaBaTu KiMHATY, TOMY III0 HE MOXY
3BecTU KiHIl 3 KiHIsgMU. 14. ToO1 ciig Oyno 3aBecTu OyIUIBHUK, OO HE POCHaTH.
15. Meni He NOTPIOHO 3aBOAUTH OYyAMIBHHK, coOaka OyAuTh MeHE O mIocTii. 16.
JlepeBO Ta IUIACTHUK HE MOXYTh CIYryBaTH NpPOBIAHMKOM cTpyMy. 17. Bona
KPYTHUTBCS MIEpe] A3EpKaIoM 3 paHKy A0 Bedopa. 18. Bam ciij Oys0 3aMMIIATH 1Al
Baoma. Jlomy He Oyxae. 19. YUu moxy s moroBoputu 3 OyxrantepoM? - 3auekaire,
BOHA Mpuiizie 3a kKiibka XBuiuH. 20. To061 6 kpalie 31aT eH miapKak 10 XIMIUCTKH.

28. Translate into English.
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1. Slx6u Mu Manu 4OBEH, MU MOTJIM O TepenpaBUTHCS Ha Tou Oeper. 2. SkOu TH
He OyB TakUM yHepTUM, MU MOIJIM O YK€ JaBHO AiiTH 3rogau. 3. SlkOu BOoHaA HE
nmoixayia 3 MicTa, MM MOTJIM O 1i Tex 3anmpocuTu. 4. SIkOM BU BCe K BUPIIIMIM IITH B
rocTi, s Morja 0 MOCHAITH 3 BalllOl0 JAUTHHOIO. 5. SIkOW s oTpuMmana 3apIuiaTHIO, s
MorJIa 6 KyNmUTH TPoxXu (GpyKTiB. 6. SIkOM TH HE 3pOOMB Ty caMy IMOMIJIKY YOTHPH
pasu, s Morjia 6 MOCTaBUTH TOO1 TapHy OIIHKY 3a TBip. 7. SIkOM 4000TH HE MYJISUIH
TaK, MM MOIJIH O 11Ie TPOXHU MporTHCs. 8. SkOu Mu 312111 Oaraxk 10 KaMepu CXOBY, MU
Morsi 6 moOaykaTu Tpoxu mictoM. 9. S morma 6 mogatu 0017 3a TOIMHY, SIKOU XTOCh
goromir MeHi Ha KyxHi. 10. SlkOu MU He KyNmuiau BUOpa TeNeBi30op, S Moria O
npunbatu cobi HoBe manbTo. 11. SJkOu BOHa 3BepHynacs OO MEHE 3 TaKUM
poxaHHsM, g1 0 Hikonu He 3morna ii BigmoBuTH. 12. SIKOU TH TpOXH MOMOBYANA, MU
MOraM O MOYyTH, Mpo 0 BOHM mmenoTutucs. 13. fAxkOum Boga He Oyrna Takoio
XOJIOJTHOI0, MU MOTIH O ckynaTucs. 14. SIkOu i He cTano moraHo B aBTOOYyCli, MU
Moru O 3aiiTH 710 Bac 1o A0po3i 1oaomy. 15. SAkOu KBUTKK HE Oy TaKUMH JIOPOTHU-
MU, MU MOIJIM O XOJWUTH JO TeaTpy uyactime. 16. SIxOu Hac momepeauin Ipo
enifieMilo paHiiie, MU MOIJIM O 3acTocyBatu npodiiakTuuni 3axoau. 17. SxkOu BiH
BCE X TaKW MPUHIIOB, s Morja O Bac mo3Hailomuth. 18. SkOu Bu crnomobanucs
pexucepy, BiH MIir OU 3alporoOHyBaTH BaM TOJIOBHY poJjb. 19. SlkOu mMu 3HanmM Bci
MOAPOOUIIl, MU MOTIU O 3poOUTH TOYHIII BUCHOBKH. 20. SIkOM TH He mpuiiimia J0
MOTO TIPUXOY, 5 MOTJIa O 3aJIMIIIKUTH KIIIOY Y CYCIIIB.

29. Translate into English.

1. MoxnuBo, BOHa BMi€ YWTaTh JyMKU I1HIIUX? 2. HeBke BOHa 3HOBY
HamaraeTbcsi mnocBaputd Hac? 3. IleBHO, BiH po30araTiB 30BCIM HEIaBHO. 4.
MoxnuBo, rpo3a Mnpoijae cTopoHor. 5. MaOyTh, s 3HaIO MIOCh Take, MpoO IO TH
HaBITh HE 30raayemics. 6. MoXJIMBO, BiH KOJIUCh 3p0O3yMIE€, sIK Oarato TH JjIsl HbOTO
3po6uB. 7. HameBHO, BiH MPUXOBYE MPaBAy L1010 HOTO poiii y OaHKPYTCTBI hipmu. 8.
[leBHO, 1€ qy’K€ PO3KINTHUIN Ta AOPOTrUi roTenb. 9. Onepallisi TpuBae, HalIEBHO, BXKE
niBropu roauuu. 10. [1eBHo, npuitom OyB rpanmio3Huil. 11. MoxnuBo, BiH 1 HETYyXe
3M0HUH, ajle Haa3BHYaHO crapaHHui. 12. HameBHO, ii mMpOCTO HIXTO HIKOJIH HE
BUXOBYyBaB. 13. He Moxe OyTH, 1110 BiH Tak moraHo BuUuThcs. 14. HeBxke BoHa 3HOBY
TUBUTHCS MyIbTdinemu? 14. MaOyTh, BIH HE 3MIr caMm TOBICUTH KapTuHy. 15. Ha-
MIEBHO, BOHA TIICIyXOBYBajia 3a JBEpUMa, TOMY 110 30€HTEKUIIACS, KOJIM modadmia
MeHe. 16. Hepxke BiH 3alMIIMBCS TaKUM CaMHM XBaJIbKOM, AK 1 y JUTHUHCTBI? 17.
[leBHO, BU BCl BX€ 4ydu If0 JereHay. 18. MoiIuMBO, TH HIKOJAM HE 3MOXKEII
3pO3yMITH, IO caMe 3B's3ye iX ycl 1l poku. 19. HaneBHO, BiH OJpYy>KE€HHI, SKIIO
HOCHUTB 00pyuKy. 20. MOXJIMBO, BIH IOCITYXa€ThCs TEOE 1 CIYCTUTHCS 10 001 Ty.

30. Translate into English.

1. HaneBHo, 11e CTpalleHHO HYJHO - BECh Yac CHUJITH BIOMAa 1 HI 3 KUM HE
cnuikyBarucs. 2. /JIluTuHa miakana Tak rojlocHO, 1o ii, MaOyTh, Yysia BCS BYJIHILS. 3.
Cypastam 3 #ioro BUTIISAY, HOMY, HAlIEBHO, POKIB 3 NBaaUATh. 4. O4eBUIHO, BIH 3HOBY
BIIXMJIMB TIPOIIO3MILII0 MpojaTh cBii maiM. 5. Bu, HameBHO, He 3HaANM, IO HaIla
KOMITaHisl BXK€ JIaBHO HE 3aliMaeThbcs OyiBenbHUMHU MaTepianamu. 6. [uBuch, mdt
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3HOBY Tpaiftoe. - HarmeBHo, mpuxoauB MexaHik. 7. MOXIMBO, HaM 3 BaMH 110 J10p03i?
A mir 6u npoBectu Bac. 8.HeBxke TH HE MOYMTAB KHWUTY JI0 KIHIS? Alie k TeOe
MOXYTh BUKIUKaTh. 9. S 0013BoHMB ycix apy3iB Cema. MalyTh, 3 HMM HIOCh
tparmuiocs. 10. He moxe OyTu, 1106 Bar TenedoH HE MpalloBaB yKe JBa THXKHI. Bu
Moriim O BUKIMKAaTH MoHTepa. 1l. Sl 3amumrycs BaomMa, TOMy IO MEHI MOXeE
3arereoHyBaTH Mos moxapyra. 12. HameBHO, BOHa moMMIWIACS, KOJIH paxyBaia
rpoii, He Moxke OyTu, o0 BoHa 3podOwia 1e HaBMmucHO. 13. OueBugHO, 11 He
criogo0anucss Moi ClIOBa, SKIIO BOHA HE MPUXOAUTH Ounblie 1 He TenedonHye. 14.
Mo>kJIMBO, BOHA HE pO3yMi€ BCi€l CEpHO3HOCTI CUTYAITii 1 MPOAOBKY€E OmUpaTucs. 15.
BoHa xuBe B 11iif KBapTUP1 BXKE, HAIIEBHO, OJIM3BKO IBOX MicsAiiB. 16. O4ueBuaHO, BiH
no0pe muIe, SKIO WOTO KHUTH KOPUCTYIOThCS TaKUM BEIUKUM TomuToM. 17. He
nrykaii ioro. Bin, HaneBHO, 3HOBY Jiech Tpae 3 xyonisimMu B ¢pytooi. 18. Hesxe BoHa
HIYOTO HeEi 3Haja mpo HWoro miaHu Ha maitoytHe? 19. He moxke Oytu, mo06 BoHa
’KapTyBajia, KOJU PO3MOoBijana HaM npo cBoi npobiemu. 20. MabyTh, BOHa TIPOCTO
00iThCs PO3IOBICTH TOOI MPO el BUMAIOK.
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NON-FINITE FORMS OF THE VERB
Infinitive

1. Open the brackets using the correct form of the Infinitive.

1. He seems (to read) a lot.

2. He seems (to read) now.

3. He seems (to read) since morning.

4. He seems (to read) all the books in the

library.

5. I want (to take) you to the concert.

6. | want (to take) to the concert by my father.

7. She hoped (to help) her friends.

8. She hoped (to help) by her friends.

9. I hope (to see) you soon.

10. We expect (to be) back in two days.

11. He expected (to help) by the teacher.

12. The children seem (to play) since morning.

13. I am glad (to do) all the homework already.

14. She seems (to work) at this problem ever since she came here.

15. I am sorry (to break) your pen.

16. | hate (to bother) you, but the students are still

waiting (to give) books for their work.

17. He seized every opportunity (to appear) in the

public: he was so anxious (to talk) about.

18. Is there anything else (to tell) her? I believe she

deserves (to know) the state of her sick brother.

19. He began writing books not because he wanted (to earn)

living. He wanted (to read) and not (to forget).

20. | consider myself lucky (to be) to that famous exhibition and
(to see) so many wonderful paintings.

21. He seems (to know) French well: he is said

(to spend) his youth in Paris.

22. The enemy army was reported (to overthrow) the defence

lines and (to advance) towards the suburbs of the city.

23. The woman pretended (to read) and (not to hear)

the bell.

24. You seem (to look) for trouble.

25. It seemed (to snow) heavily since early morning: the

ground was covered with a deep layer of snow.

26. They seemed (to quarrel): I could hear angry voices from

behind the door.

27. Perhaps it would upset her (to tell) the truth of the matter.
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28. They are supposed (to work) at the problem for the last two
months.

29. The only sound (to hear) was the snoring of grandfather in
the bedroom.
30. The ring was believed (to lose) until she happened

(to find) it during general cleaning. It turned out
(to drop) between the sofa and the wall.
31. The seemed (to wait) for ages.

. Translate into English using the Infinitive.

. BiH BUpIIIIMB HE J3BOHUTH Til.

. Mu tymaeMo He 3aMIIaTHCS TYT IO KIHIIS JISKIIii.

. 3maeThbes, 3apas 1/1e CHir.

. Bona Bupimmmia He poOUTH 1IOTO.

. Bi# mo0uTh po3moBiaTé CMIIIHI ICTOPII.

. Bi# mo0uTh, KOau oMy PO3MOBIAAIOTH CMIIIIHI 1CTOPI].
. Bin 3ag0BoNIeHuH, 1110 HOMY PO3MOBLJIH 110 ICTOPIIO.

. S 3ynuHUBCS, 100 MOJMBUTHUCH HA TPY CaMOAISUTBHUX apTHUCTIB.
. Bona He 3a0Bos1eHa, 110 i1 3ynUHWIIA OIS

10. Mu pagi, mo 3actaiu Horo Boma.

11. ITpuemno OyJi0 3HOBY IJIABATH B MOPI.

12. 3maBaocs, 1110 e JO0III.

13. S cioaiBaBcst OyTH 3aMpOIICHUM HA iIXHE BECLIUISL.
14. Bin OyB 3aJJ0BOJICHHIA, 1O BIAMOBIB HA BCl MUTAHHS.
15. MeHi npreMHO PO3MOBIISITH 3 TOOOIO 3apas3.

16. Bona He 1100UTh, KOJIM 32 HEIO CIIOCTEPITalOTh MiJ] 4ac poOOTH.
17. Bona ynae, 1m0 He JTIOOUTH, KOJIH 11 TOMIYatOTh.

18. A xkankyro, 0 HEe 3HAWIIIOB Bac.

19. Bin nompocus, 1106 HOro BiJIBENIX O MEHEIKEpa.
20. BoHa He 3a/10BOJICHA, 10 TIPAIIOE 3apa3s.

21. Mu po3udapoBaHi, 1110 ITYKaEMO HOTO 3 PaHKY.

22. Mu po3dapoBaHi, 1110 He 3HaWIIUTH HOTO.

23. BiH He X0TiB, 11100 Or0 3HAWIILIH.

24. BoHa maciuBa, 10 3HOBY BJIOMa.

25. Yci 110011 Th, KOJIU IM TOBIPSIIOTH.

26. S panuii, 1110 3HOBY T'paro B XOKEM.

27. BiH OyB 1IaCIMBUIA, 1IIO 3HOBY B P1THOMY MICTI.

28. 4 macnuBa, 110 3aKiHYMIA CBOIO KHUXKKY.

29. 3naetbed. JIMe cunbHU BITED.

30. Ikopa, 110 51 TPOITYCTHUB IO MIKABY JICKITIIO.

O DNk W~ DN

\O

3. Rephrase the sentences using Complex Object with Infinitive.
1. I know that my friend is a just man.
2. People expect that the 21% century will bring peace on the earth.
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3. He hated it when people argued about trifles.

4. | felt that somebody touched me lightly on the shoulder.

5. He heard that someone called his name.

6. | saw that telegraph boy handed the cable to the man.

7. They heard how the woman uttered a little explanation.

8. I should like to see how he would say it to my face.

9. | expect that you will join our excursion.

10. We hadn’t expected that she would reply, but she did.

11. We knew that he was a clever man.

12. I don’t like it that you repeat this nonsense.

13. I hate it when people speak so cynically.

14. We expect that everybody will be ready by seven.

15. The showed themselves even more narrow-minded than we had expected they
would be.

16. We did not expect that he would return so soon.

17. He knows that my mother is a very kind woman.

18. I expected that she would behave quite differently.

19. I expect that he will understand your problem and help you to solve it.
20. She expected that her brother would bring her the book.

4. Translate into English using Complex Object with Infinitive.
1. Xnomuuk xo4ve, o0 0aTbKK KYyNHJIA HOMY HalilCy4acHIIINI KOMIT I0TEp.
2. JliBuynHa 1100UTh, 100 0a0ycs po3noBigaia il Ka3ku.
3. Mama xoue, 100 KaBy NOJAJIX O 11 ATIMH.

4. 11 po3noBink 3Mycuiia MeHe MIaKaTy.

5. 5 He xouy, 1100 BOHU 3HAJIM PO LE.

6. Bin xoTiB 61, 11100 Bac 3ampocuiii Ha 3yCTPid.

7. 1 HaBITH HE MPUITYCKAB, IO IXHSI KOMaH/Ia MEPEMOXKeE.
8. 5l yekas, 110 BIATOBIb HAMIILIIOTH O/IPa3y.

9. Mu He 103BOJIUMO, 11100 MeOJIi TICYBau.

10. batbko XOTiB, 1100 51 MPOYHTAB 1[I0 KHUTY.

11. Xouemr, s 7aM ToO1 CBI HOBHH JUCK?

12. Bin xoue, mo0 BaM JOIIOMOTJIH.

13. Mu xoTinu 0, 1100 JIF0AU CTaau JOOPIITUMH.

14. L5 icTopist 3MycHIIa iX 3aCMISITUCS.

15. Tu BBaxkaem nux Jr0AEH HAATO HACTUPHUMU?

16. Mu 6aumiu, sIK BOHA MEpexoauia BYJIHUIIIO.

17. 5 nomiTHB, 1110 BOHA PO3TOPHYJIA KHUKKY.

18. 4 uyna, sk BOHU CHIBaJH 1[I0 MICHIO.

19. Vuni 6auniu, SIK MPU3EMIIUBCS JIITAK.

20. Mu nmomiTui, 110 BiH BCTaB 1 BUKMIIIOB 3 KIMHATH.

21. Bci uynu, sIK TH CKa3as Le.

22. Bonu 6auni, 1o s 0ir A0A0My.

23. Matu nouyna, 1o JTuTHHA 3ariakana.
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24. 51 xouy, 1100 BU 3pOOMIIH 11€ CHOTO/IHI.
25. MeHi xoTii0cs 6, 1100 BU MPUATIUIM Ha 300pH.

5. Rephrase the sentences using Complex Subject.

1. People consider the climate there to be very healthy.

2. We heard that the car stopped outside the door.

3. It is believed that the poem was written by Byron.

4. It was announced that the Chinese dancers were arriving next week.
5. It appeared that they had lost the way.

6. It is expected that the performance will be a success.

7. It is said that the book is popular with both old and young.

8. It is believed that the poem was written by an unknown soldier.

9. It seems they know all about it.

10. It is supposed that the playwright is working at a new comedy.

11. It is reported that the flood has caused much damage to the crops.
12. It happened that | was present at the opening session.

13. It was supposed that the crops would be rich this year.

14. It has been found that this mineral water is very good for the liver.
15. Scientists consider that electricity exists throughout space.

16. It is said that the weather in Europe was exceedingly hot last summer.
17. It turned out that my prediction was correct.

18. It was reported that five ships were missing after the battle.

19. It appeared that he had not heard what had been said.

20. It seemed that the house had not been lived in for a long time.

. Translate into English using Complex subject.

. ITomiis HE myMae, 110 BiH CKOIB 3JIOYHH.

. BBaxkatoTs, 1110 BOHA JyXe Y€CHA JIIOIMHA.

. KaxxyTp, 110 BiH OyB IIMUTYHOM 1111 YaC BIAHHU.

. HixTo He 4yekaB, 10 1iHU 3HOBY IT1IBUIIATHCSI.

. He MmoxHa uekatu, 1o Temnepartypa moBiTps MiJBUIUTHCS 3aBTpa.

. BBaskanu, 1110 HOT0 KOJEKITII0 KapTHH MPOJAAHO 32 HU3BKOIO HIHOO.

. [lpunyckatoTh, 1110 ix 3a0panu came 10 [OTO TOCIITAIO.

. 'OBOPSATH, 1110 B KOMIT IOTE€PHIN 1HAYCTPIi 3’ IBUTbCA 0Oarato BiJIKPUTTIB.
9. BusiBuioch, 110 JOKYMEHTH 1€ HE MiAMUCaHI.

10. OronouryoTh, 110 pe3yJIbTaTh TECTYBaHHS LIE HEBIOMI.

11. baunnu, 110 BiH 3aHIIIOB O CBOTO KaOIHETY.

12. I{ro cumdoHito BBaXKAIOTh OJHUM 13 HAKpaIUX TBOPIB LIbOT'O KOMIIO3UTOPA.
13. Binomo, 1110 BiH OyB HaWMOMyJIAPHIIIUM MMCbMEHHUKOM CBOTO 4acy.
14. TToBimomuIn, IO JTITaK BIIaB Y MOPE.

15. be3ayMOBHO, aKkynu nyxe HeOe3MeUH1 TBAPUHH.

O INN kWD~

7. Transform the following complex sentences into simple ones using the
Prepositional Infinitive Complex.
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1. It is necessary that we should start early in the morning.
2. It is necessary that we should come here in time.
3. It is important that he should work systematically.
4. It is necessary that you should air the room twice a day.
5. It is necessary that you should go in for sports.
6. The stone was too heavy. | couldn’t lift it.

7. The text is too difficult. The pupils can’t translate it.

8. The story is easy enough. | can read it without a dictionary.
9. The weather is too bad. We couldn’t go to the forest.

10. The coat is too long. She can’t wear it.

8. Rewrite the sentences using for.

1. He shouldn’t play his music loud. It’s too late.
It’s too late

2. Barry must go to the bank today. It’s necessary.
It’s necessary
3. They must finish their work. It’s important.
It’s important
4. No one has taken my order yet. I’m still waiting.
I’m still waiting
5. You should move to the town centre. It will be more convenient.
It will be

6. John should learn a foreign language. That would be a good idea.
It would be

7. There are shops in the hotel. Guests can do their shopping.

There are shops
8. The teacher spoke loudly. Everyone could hear him.
The teacher spoke loudly enough
9. I’ve bought some magazines so that you can read them.
I’ve bought some magazines
10. Children shouldn’t play with matches. It’s dangerous.
It’s dangerous

9. Complete each sentence with two to five words including the word in bald.
1. The ring was so expensive that he couldn’t afford to buy it.

too  The ring was to buy.
2. They let Edward go out with his friends last night.

allowed Edward with his friends last night.
3. They heard Fiona quarrel with her brother last night.

was Fiona with her brother last night.
4. This knife is too blunt for me to cut the bread with.

sharp  This knife isn’t to cut the bread with.
5. he had difficulty reading his handwriting.

difficult It was his handwriting.
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6. The pool isn’t deep enough for you to dive into.

shallow  The pool to dive into.
7. He is very short. He can’t be a basketball player.

too Heis a basketball player.
8. This flat is small. We can’t live in it any more.

us This flatis any more.
9. The party was so boring that we didn’t enjoy ourselves.

too  The party was enjoy ourselves.
10. She made him accept full responsibility for the accident.

was He full responsibility for the accident.

10. Complete the second sentence so that it has a similar meaning to the first
sentence, using the word in the bold type.
1. They recommended reading the instruction carefully before doing the test.

advisable It before the test.
2. He keeps sitting and doing nothing as if nothing happened.

sit  What he as if nothing happened.
3. It took him two weeks to translate the article — such a lot of technical vocabulary!
easy It the article.
4. He would not call her. He just was not brave enough.

afraid He her.
5. Nobody knew he had ever played football professionally.

known Have football professionally?
6. Anybody can do this job, even a student can.

enough This a student.
7. Nobody would be willing to live in this kind of place.

too This here.
8. Everybody is sure he can interpret well.

considered He interpreter.
9. The TV programme was very interesting, everybody watched it.

watch To interesting.
10. Doctors recommend to eat a lot of vegetables.

useful It vegetables.
11. I"d like you to keep the expenses as low as possible.

desirable It as possible.
12. An important consideration is preparing for exams in advance.

essential Exams in advance.
13. They say, he has already arrived.

reported He arrived.
14. I wonder if we should tell him right now.

not Why now?
15. And what did they do? Just calling an ambulance was not good enough, was it?
did All ambulance.
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16. Helping the first-year students during their first semester may be extremely
Important. Teachers should remember it all the time.

Imperative that It

the first-year students.

17. He had to pay a huge sum for the new car. Was it really worth it?

cost It car.

18. Everybody should understand the risks of this project well.

important for It well.

19. People say, she is planning something really unusual. She is practicing a lot.

said She unusual.

20. Doctors should see him without any delay.

urgent that It medical attention at once.
Participle

11. Open the brackets using the correct form of the Participle.

1. (to do) his homework, he was thinking hard.

2. (to do) his homework, he went for a walk.

3. (to sell) fruit, he looked back from time to time,

hoping to see his friends.

(to sell) all the fruit, he went to see his friends.

(to eat) all the potatoes, she drank a cup of tea.

(to drink) tea, she scalded her lips.

(to run) in the yard, I fell and hurt my knee.

(to look) through some magazines, | came across

OONF”.U"P

an mterestlng article about UFOs.

9. (to write) out and (to
learn) all the new words, he was able to translate the text easily.

10. (to live) in the south of our country, he can’t
enjoy the beauty of St. Petersburg’s White Nights in summer.

11. (to talk) with her neighbour in the street, she
didn’t notice how a thief stole her money.

12. (to read) the story, she closed the book and
put it on the shelf.

13. (to buy) some juice and cake, we went home.

14. (to sit) near the fire, he felt very warm.

15. (to translate) by a good specialist, the story
preserved all the sparkling humour of the original.

16. (to approve) by the critics, the young author’s
story was accepted by a thick magazine.’

17. (to wait) some time in the hall, he was invited into
the drawing-room.

18. (to wait) in the hall, he thought over the problem he

was planning to discuss with the old lady.
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19. They reached the oasis at last, (to walk) across
the endless desert the whole day.

20. (to lie) down on the soft couch, the exhausted
child fell asleep at once.

21. She went to work, (to leave) the child with the nurse.
22. (to phone) the agency, he left

(to say) he would be back in two hours.

23. (to write) in very bad handwriting, the letter
was difficult to read.

24. (to write) his first book, he couldn’t help
worrying about the reaction of the critics.

25. (to spend) twenty years abroad, he was happy
to be coming home.

26. (to be) so far away from home, he still felt himself

part of the family.

27. She looked at the enormous bunch of roses with a happy smile, never
(to give) such a wonderful present.

28. (not to wish) to discuss that difficult and painful
problem, he changed the conversation.

12. Insert the correct form of Participle | or Participle I1.

1. Once he came back to their room, he found Dmitri (to lie) in
front of the fireplace.

2. 1 don’t want my hair (to wash)
3. I heard the swing doors which led on to the main corridor (to open)
4. That afternoon we watched the purple dress (to fit) again.
5. He could just make out the small dot of a baby (to sit) high
up in the pram.

6. Tell them you’ve got a slight chill and will require your meals (to sent)

up till further notice.

7. Look here, Jack. Do get me (to invite) to your house.

8. He had heard their orders (to give) :

9. She felt herself (to vibrate) all over with resentment.

10. | had heard it (to say) that the cost of keeping a dog

was over five pounds a week.

11. | was visualizing Mr Honey (to go) home each

evening to his house to cook high tea for his little girl.

12. The she heard the chairs (to push) back and (to scrape)
across the floor.

13. Then Sophie’s letter had come, (to remind) her of their schooldays

together and (to ask) her to come and stay with her for a while.

14. (To find) under the kitchen rug, the letter proved to be of

great importance for the landlady.

15. Mary leaned against the bus, (to read) her paper.
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16.

on

17.

13.

©9°.\‘.C”P":'>.°°!\’!—‘

10

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22,
23.
24,
25.
26.

(To grab) the knocker, she gave three clear hammer strokes
the door.
While (to read) by so many people, the book became dog-ear.

Translate into English using the Participle.
OtpuMaBuIM TeNerpaMy, s HeraiHoO BHixaB 10 Kuesa.

[TouyBim rojoc 6aTbKa, BiH BUMIIIOB 3 KIMHATH, 1100 BIAKPUTH HOMY JBEpI.
B3sBmm marip Ta pydky, TMTHHA TT0Yajia MUCaTH JIUCTA.

[Tepexoasam mopory, OybTe 00epeKHi.

[Tpunecin HOB1 B1JIEOKACETH, XJIOMYHK OJ[pa3y MoYaB MPOTUBIISTHCS iX.

Bomna crosiia nmocepes KIMHATH, TUBJISTYMCH HA PO30HUTI TaplIKH.

He guTaii, mexxadn B JIKKY.

HictaBmuce 6epera, MmiaBelb TPOXHU BiAMIOYHUB.

. Kamxkka, sxy 3apa3 oOroBoprorOTh, € OCTAHHIM TBOPOM IIOT'O MUCbMEHHUKA.
JiTu 6irnu ByJIUIICIO, MACTPUOYIOUH Bl PaJOCTi.
Ocp HOBI )KypHaJIH, HAJIICTaH1 JJIsl HAIIOTO Oicy.
S He MIT HE TUBUTHUCS HA XKIHKY, SIKa CHJILJIa HABIPOTH.
KebGpak OyB OJATHEHUH B JTAXMITTS.
3anuineHa oJiHa B KIMHATI, MaJICHbKa JIBYUMHKA PO3ILJIAKaIaCh.

[TicHr0, SIKY CHiBalOTh, OyJI0 HAMTMCAHO KUIbKA POKIB TOMY.

Kinka quBuiIacs y BIKHO, HAMararouuch Mo0a4uTH M0Ch B TEMPSIBI.
CxonuBIIM M 514, IIBYMHKA BUOITIIA HAABIP.
Ckap0, 3HaliJIeHnli BYEHUMH, MA€ BEJUKY I[IHHICTb.

LlepkBy, siKy OyayIOTh B HalIOMY C€Jll, Oyl CKOPO 3aKIHYEHO.
[TigiAmoBmIM 10 BiKHA, CTapUi BIIKPUB HOTO.
Knmxkka, siKy 3apa3 NpoAUBIISAIOTHCS, HAIEKUTh HAIIIKA 010m0TeN!.

A 3aBxaM 13 3J0BOJICHHSIM YUTAI0 CTATT1, HAITMCaH1 [IUM KYyPHAJIICTOM.
3poOUBIIH YPOKH, NITH MIILJIN HA MPOTYIISTHKY.
Kinbkicte mikist B Ykpaini, moOy10BaHUX 32 OCTaHHI POKH, 3pOCIIa.
[TinmucaBiy 10TOBIp, BiH CTaB BIIACHUKOM BEITMKOTO OYIUHKY.
CraBmn HeE3aJIeKHOI, YKpaiHa IoJaia BiJirpaBaTH BCE IOMITHIIIY pPOJIb Y

MIDKHAPOIHIN ITOJTITHIII.

217,
28.
29.
30.
31.
32.
33.
34.
35.
36.
37.
38.

Bonu 3ragyBanu uynoBi JiHi, sSIKi poBenu Ha y30epexoki HopHOTro Mops.
Bynyuun BieBHEHO1O, 1110 HIXTO HE MOJI3BOHUTh, BOHA BUPIILIKJIA MITH CHATH.
['pa, siky BUrpasia Haiia KoMaHaa, Oyja OCTAaHHBOIO TPOI0 YEMITIOHATY.
3annaTUBIIN 32 KBUTKH, MU TTOCTIIINIIH JIO 3aITy.

B Oyaunky, sxuii Oy ytoTh HaBIPOTH, Oy/i€ BeJIMKa KpaMHUIIS.

Ocb Temu, siKi 3BUYaliHO OOTOBOPIOIOTH HA LIMX CEMIHApax.

Bona mock roBopuia TuTHHI, SKa IJIaKasa.

Ile nomoBiab, AKy 0OTOBOPIOBAJIH TIiJ] 4aCc OCTaHHIX 300PiB.

o T gymaen mpo JiKyBaJIbHI METOJIU, SIKI BAKOPUCTOBYIOTHCS LIUM JliKapeM?
Tu Bxe meperssiHyB 3aKucH JEeKIiH, MPOUYNTAHUX MUHYJIOTO POKY?

51 mokasana it cykHio, KyrieHy B [Tapuxi.

Po3ka3zaBiin Bce, BiH BiTUYB MOJIETIICHHS.
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39.Mu roBopwid MNpO METONHU, SKI BHUKOPHUCTOBYIOTH B CYYacHIN yKpalHCBKIN
Xipyprii.
40. Hamararounch MpUBEPHYTH JI0 cebe MOIO yBary, He3HaiiOMellb IOCTYKaB Y BIKHO.

14. Rephrase the following sentences using Participial constructions.

1. When he arrived at the railway station, he bought a ticket, walked to the platform
and boarded the train.

2. As he was promised help, he felt calmer.

3. After he was shown in, he was told to take off his coat and wait for a while.

4. Robin-son started the building of the house at once and finished it before the
season of rains set in.

5. He poured out a cup of coffee, sat down in an armchair and looked at the woman
who was sitting opposite him.

6. When he had left the house and was crossing the street, he suddenly stopped as he
remembered that he had forgotten to phone his friend.

7. He looked at me and hesitated: he did not know what to say.

8. As he had long lived in those parts and knew the place very well, he easily found
his way to the marketplace.

9. He has no language problems, because he has been studying English for a long
time.

10. After | had written this exercise, | began to doubt whether it was correct.

11. Take care when you cross the street.

12. Students should always be attentive when they are listening to the lecturer.

13. There are many students who study music.

14. Don't you feel tired after you have walked so much?

15. Since she needed a shelter for the night, Peter decided to go to the neighbour’s
house.

16. When you begin to work with the dictionary, don’t forget my instructions.

17. People who borrow books from the library must return them in time.

18. You must have much practice when you are learning to speak a foreign language.
19. He put on his coat, went out and looked at the cars which were passing by.

As soon as I have bought the book, 1’1l begin reading it.

15. Rewrite the sentences using participles.

1. Because she was tired, Katie went to bed.

2. He was sitting in the garden and he was drinking his tea.
3. After Janet had made dinner, she called the children.

4. The boy who is standing by the door is my brother.

5. Simon cut his hand while he was chopping some wood.
6. Donna had a shower before she went to bed.

7. Because we were late, we took a taxi.

8. Gary opened the window and breathed the fresh air.

9. She was lying in her bed and she was reading a book.
10. The jewels which were taken by the thieves were very valuable.
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11. Amy picked up her pen and started to write the letter.

12. The man who is walking towards us is a relative of mine.

13. After the teacher had explained the exercise, she asked the students to do it.

14. Because she had forgotten to take her purse, she had to borrow some money from
a colleague.

15. Emma turned the key in the lock and opened the door.

16. The girl who is sitting next to Alison is Vicky.

17. She was sitting on the sofa and she was knitting a jumper.

18. Because she had forgotten to do the shopping, he ate out that night.

16. Translate into English using Complex Object with Participle.

1. Mu 4ynu, sIK CIiBalOTh MTAIIKHU Y JTICI.

2. Mu xoueMo 1mooaunTH, SIK JIIOAU 30UpatoTh yposKail.

3. JlirunHa BijiuyJia, SIK CJIbO3HM KOTATHCS TI0 i1 IIOKaX.

4. ] uyB, IK BU TOBOPHWJIH IIPO MEHE.

5. Ilacaxxupu criocTepiraiy, ik BIH HAMaraeTbCsi BCTUTHYTH Ha MOT31.
6. MucnuBelp BiI4yB, IK TBApUHA PYXA€ETHCSI B TEMPSBI.

7. Bin 6auuB, SIK BOHA 3aKpHBajia KPAMHHUIIIO.

8. MoxHa MeHI MTOJIUBUTHUCH, SIK TH TOTYEII TAKUA CMayHUM OopIi?

9. Bona crnioctepirana, sik He00 TEMHLIIO.

10. Tu nmro0OuiI cocTepiraTy, sIK NajalTh CHI)KUHKHU?

11. 5 mouyB, sIK XTOCh CIIBAa€ y CyCIHINA KIMHATI.

12. Crostum O1is BikHa, BOHA CIIOCTEPIralia, K BITEp IPa€e CyXuUM JIUCTSIM.
13. Tu xonu-ueOynb Oaumia, K KIT JOBUTh MUIILY?

14. Mu 4ynu, K BiH BUTOJIOLTYBaB IPOMOBY.

15. Cyciau cnocrepiraiu, sk s cajykaB a0JyHi.

17. Complete the sentences using an infinitive or an —ing form.

1. City life is too busy for me; | really miss (live) in the country.
2. We had to postpone (play) tennis because of the bad weather.
3. She goes (swim) at the pool every weekend.

4. If you will keep (eat) so much, you’re bound to get fat.

5. She’s been training so hard recently that she deserves (win) the race.
6. He couldn’t sleep, so I suggested his (drink) some warm milk.
7. Because of his fear of jellyfish, he doesn’t like (swim) in the sea.
8. I’d really like (visit) my uncle in Chicago one day.

9. That man seems to be having trouble (start) his car. Why
don’t we give him a push?

10. Mr Roberts is much too old (go) climbing like he used to.
11. Before the interview, | was required (fill) in an application form.
12. The dog seems (be) hungry — you’d better feed him.

13. Becoming an Olympic athlete involves (train) for years.

14. Would you ever consider (get) married to someone twice your age?
15. I much prefer (write) letters to (speak) on the telephone.
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16. Let me be the first (congratulate) you on your remarkable success.

17. I’'m sorry (say) that I’ll be unable to attend the meeting tomorrow.

18. He said he would prefer (take) the train to London rather than
(drive) his mother’s old car.

19. It’s no use (enter) the university if you don’t intend to study.

20. | think you should give up (smoke) because you have a very poor voice.

21. Remember (go) to the bank. You’ve got to pay the bill.

22. Doing well on this course means (study) very hard.

23. | will never forget (see) snow for the first time.

24. On the way home he stopped (buy) some chocolate.

25. | regret (leave) school at the age of 16.

26. These windows are dirty. They need (wash).

27. Why don’t you try (put) some petrol in the tank?

28. 1 don’t want to drive a car; I’'m afraid of (have) an accident.

29. I’'m sorry (tell) you your car has been stolen.

30. I want (speak) to Sally, please.

18. Translate into English using Complex Subject either with Infinitive or

Participle.

1. Mu Gauuniy, ik BOHA BUXOMIIA 3 JOMY.

. Bi# nmouyB, K Toj0Ba Ha3BaB MOro 1M .

. Bi" Big4yB, 110 HOTO PYKH TPEMTSATb.

. Mu 4ynu, sk BOHM BECEJIO CMIFOTHCS B CYCIAHIN KIMHATI.
. 51 momiTHB, 110 BOHA 30JI1/1J1a.

. 51 6auuB, 110 BiH BCTaB 31 CTUIBIIA 1 HIIIOB JIO BIKHA.

. Matu cTexuia, siK ii MaJIeHbKUN CUH YHCTUTH 3yOHu.

. Bin criocrepiras, sik MaMa MU€ TIOCYI.

. Mu Gauniy, 110 BOHH ITOBUILHO HAOJIMKAIOTHCSL.

. Mu mo6auuiu, 1o BOHH CILISTS.

. Bin moMiTuB, 1110 BOHA 3JIsKajiacs.

. S uyB, sIK BiH rpa€ Ha CKPHIIIIL.

. Mu 4ynm, siK BiH 3aTOBOPHB 3 HEIO (PPAHITY3bKOI0 MOBOIO.
. Bona 6auwnia, mo Hina npumipsie Karemromox.

. Anica 6auunna, 1o ii cecTpa B3sijaa KHUKKY.

. Bin 0auuB, 1110 HOT0 y4HI CTOSATH OIS LIKOJIH.

. Tom OauuB, 1110 BOHA BUMIIJIA 3 KIMHATH.

. Maru Gauuna, o ii AiTh poOIsSTh JOMAIITHE 3aBAaHHS.

. Bona 6auunna, o AHApiN CUAUTH HA JTUBAHI.

. MuxoJa 6aumB, 1o I'aHHa 110CH THIIIE.

. Bona He uyna, K s yBIHIIOB 10 KIMHATH.

. 51 He uyB, SIK BOHU PO3MOBJISUIH.

. Bu konu-neOyap uynu, ik BOHA criBae?

. 51 6auuB, 1m0 MHUKOJIa PUMIIIOB.

. Uu BU KoNM-HEOYAb UyJH, SIK BIH PO3MOBJISIE 1CTIAaHCHKOIO MOBOO?
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26. 5 6aunna, mo JKOPIK 17e BYJIUIICHO.

27. 51 6aums, mo Hemni uurae.

28. Mu Gauuiu, sIK CTYJACHTH TaHIFOIOTh.

29. Mu Gauuim, sk pO3MOBJISUTH 1XH1 OaThKH.

30. Bona nomituia, ik 0aTbKO BUMIIIOB 3 KIMHATH.
31. BunTens NOMITHB, IO YYHI PO3MOBIISIIOTh.

32. Yu BM NOMITHIIH, IO BiH ITIIIOB?

33. Un BM OMITHJIN, 1110 BOHH CMIIOTHCS?

34. Mu nuBUIHCS, K IITH TPAIOTHCS.

35. S yacto uy1o, K BiH Tpa€ y ceOe B KIMHATI.
36. Bin nouyB, ik Ha BYJIHIII [J1aue SKach JUTHHA.
37. Yu BH Oauunin, K OIIIM Il ABa XJIOMYUKU?

38. Bu 6aumnu, mo6 xTo-HeOyab B35B L€l MOJIOTOK?
39. Bona He uyrna, sk 3ariakaia JuTHHA.

40. Mu crnioctepiraiu, ik KopaOenb BiIIIINBAE.

©

. Rephrase the sentences using Nominative Absolute Participial Construction.
. As our work was finished, we went home.

. If the letter is posted today, the news will reach them tomorrow.

. If mother permits us, we shall go to the theatre.

. When the working day was over, she went straight home.

. As a storm was arising, the ship entered the harbour.

. When the packing had been done, the girls left for the station.

. As the stop was a long one, the girls got off the train.

. As the weather was perfect, Lydia played tennis every day.

. As the last month was a very busy one, she could not answer her friend's letter.
10. If time permits, we shall come a few days earlier.

11. When the third bell had gone, the curtain slowly rose.

12. As the underground station was not far, we walked there.

13. Bill could not sleep the whole night, as there was something wrong with his eye.
14. As the rules were very strict, the doorkeeper did not permit Bill to enter.

15. As the front door was open, she could see straight through the house.

16. Rip had no desire to work on his farm, for it was to his mind the worst piece of
land in the neighbourhood.

17. They stood there; the night wind was shaking the drying whispering leaves.
18. As the situation was urgent, we had to go ahead.

19. When the greetings were over, Old Jolyon seated himself in a wicker chair.
20. The town of Crewe is known to be one of the most busy junctions in England:
many railway lines pass through it.

21. We set off; the rain was still coming down heavily.

22. After a private sitting room had been engaged, bedrooms inspected and dinner
ordered, the party walked out to view the city.

23. Dinner was served on the terrace, as it was very close in the room.

©OCoo~NoUor~,WNEE
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24. Thoughtful, Andrew finished his omelette; his eyes were all the time fixed upon
the microscope.

25. There was in fact nothing to wait for, and we got down to work.

26. The question was rather difficult to answer at once, and | asked for permission to
think it over.

27. He stood leaning against the wall, his arms were folded.

28. There was very little time left; we had to hurry.

29. Of an evening he read aloud; his small son sat by his side.

30. The new engines were safely delivered, all of them were in good order.

20. Translate into English using Nominative Absolute Participial Construction.

. OCKiNTbKH Yacy 3aJUIINII0CA HebaraTto, MU 3MyIlIeH1 OYyJIM MOCHIIIATH.

. byB uynoBuii ieHb, B HeO1 HE OyJI0 HI XMapUHKH.

. Bunurtens OyB xBopHii, 1 B HaC He OYJI0 MAaTEMaTHKHU.

. SIk1o ceprnieHb OyJie TEIUIUM, 5 TOTAY 10 MOPSI.

. Konm coHIie migHsAmocs, TYpucT! NpOAOBXKIIN CBIM MOXiJ.

. XJIOITYUK CTOSIB MOBYKH, HOTO 04l OYyJIM OIYIICHI.

. OCK171bKH pOOOYHi IEHb 3aKIHUMBCS, MU TN J0JIOMY.

. Konu coHiie cino, HagBOpi movyano TEMHITH.

9. OckinbKy TBip OYJI0 HAMKCAHO, 5 TOYAB MPAIIOBATH HAJI IHIIUM 3aBJaHHSIM.

10. Konmm o6roBopeHHsST HOBOi KHIDKKH 3aKIHYWIJIOCh, Oarato JIoAed 3axoTiio
npuadaTu ii.

11. Xmoneup po3aOTUBCS TaK, 0 MOTO TUIO TPYCHIIOCS BiJ] 37IOCTI.

12. Skio yac 103BOUTH, MU 1€ BIJIBIAAEMO MY3€H.

13. [{ro mpoOaeMy onucaHo B MEPUIOMY TOMi, MEH1 JJOBEJAETHCS MPOIUBUTHUCS HOTO.
14. Ockisibku OyAUHOK Bxke NOOYAyBalid, BOHU NEPEINyTh TyIU YePE3 THKJIEHb.

15. Bin OyB 0J1MH, CBOIO HEHABUCTb BiH CXOBaB ITMOOKO B CEPIIi.

C BN B NRY R SRS I D

Gerund

21. Open the brackets using the correct form of the Gerund.

1. Why do you avoid (to speak) to me?

2. She tried to avoid (to speak) to.

3. The doctor insisted on (to send) the sick man to
hospital. 4. The child insisted on (to send) home at once.
5. Do you mind him (to examine) by a heart specialist?
6. He showed no sign of (to recognize) me.

7. She showed no sign of (to surprise).

8. He had a strange habit of (to interfere) in other people's business.
9. I was angry at (to interrupt) every other
moment. 10. He was always ready for (to help) people.
11. He was very glad of (to help) in his difficulty.

12. On (to allow) to leave the room the children immediately ran
out into the yard and began (to play).
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13. In (to make) this experiment they came across some very
interesting phenomena.
14. The results of the experiment must be checked and re-checked before

(to publish).

15. David was tired of (to scold) all the time.

16. The watch requires (to repair).

17. The problem is not worth (to discuss).

18. Jane Eyre remembered (to lock) up in the red room for
(to contradict) Mrs. Reed.

19. Excuse me for (to break) your beautiful vase.

20. You never mentioned (to be) to Greece.

21. She was proud of (to award) the cup of a champion.

22. | don't remember ever (to meet) your sister.

23. | don't remember (to ask) this question by anybody.

24. The cat was punished for (to break) the cup.

25. The cat was afraid of (to punish) and hid itself under the sofa.

26. The machine needs (to clean).

27. 1 am quite serious in (to say) that I don't want to go

abroad. 28. He seemed sorry for (to be) inattentive to

his child. 29. She confessed to (to forget) to send the letter.

30. The old man could not stand (to tell) what he should do.

31. Going to the party was no use: he had no talent for (to dance).

32. The Bronze Horseman is worth (to see).

33. After thoroughly (to examine) the student, the

professor gave him a satisfactory mark.

34. After thoroughly (to examine) by the

examination commission, the student was given a satisfactory mark.

35. She accused him of (to steal) her purse.

36. She reproached me for (not to write) to her.

37. After (to look) through and (to mark)

the students' papers, the teacher handed them back.

38. This job is not worth (to take).

39. After (to look) through and (to

mark), the papers were handed back to the students.

40. These clothes want (to wash).

22. Replace the parts in bold with Gerundial constructions. Use prepositions if
necessary.

1. 1 am told that you are very busy.

2. Do you mind if I smoke here?

3. Will you object if I close the door?

4. Thank you that you did it.

5. My teacher insists that | should read aloud every day.

6. Will Mary have anything against it if | take her umbrella for some time?
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7.
8.
9.
10

| remember that | have seen this picture somewhere.

That you are against John’s proposal doesn’t mean that I must decline it.

You will never learn your mistakes if you do not write them out.

. The fact that you took English lessons some years ago helps you in your

studies now.

11.
12.
13.
14.
15.
16.
17.
18.

he
19
Sc
20

23

~NOoO Ok wWwN -

15.
16.
17.
18.
19.
20.
21.
22,
23.

Tom was afraid that he might be late.

After we had passed our examinations, we had a very entertaining evening.

The girls were afraid that they might miss the train.

I don’t remember that | have ever seen anyone dance like Plisetskaya.

They gave up the idea that they would find work.

When the young man graduated from Harvard, he returned to Ukraine.

Thank you that you helped me.

The place looked so picturesque and cheerful that he rejoiced at the thought that
would come to live there.

. The new medicine may be recommended only after it is approved by the
ientific Board.

. When he entered, she stood up and left the room, and even didn’t look at him.

. Translate into English using the Gerund.

. 51 He MoKy BHUOAuUTH iif, 110 BOHA HE BIJNOBLIA HA MO€ 3aIlPOLLICHHS.

. Bin 3aBxau oOyproBaBcs Ha OaTbKa 3a Te, 1110 BiH 3aJIMIIUB CIM'IO.

. BoHa 1iKaBUTHCS HAIUMMU JOCTIKEHHSAMU KYJIbTYpU CEPEIHIX BIKIB.

. Mu Oynu npoTu TOro, o0 BiH OKa3yBaB BaM CBOI HOTATKHU.

. KoMmmanis BigMOBHIIaCh B3ITH Ha ceO€e BIAMOBIIAIBHICTE 32 HEMACHUU BUITAJIOK.

. Pexxucep 3H0BY mOBEpHYBCA 10 pOOOTH HaJ LIUMH (PlIIbMaMHU.

. Ilicns Toro, sK ypsii NeperisiHyB KOHLEILII0 HapOIHOI OCBITH B KpaiHi, BIH MMOAAB

710 MapJIaMEeHTY BIAMOBIIHI MPOEKTH 3aKOHOIaBYHMX aKTIB.

. S HamonsiTaro Ha TOMY, 1100 MITH WIILTH T0J0MY.
. BoHa He 1100UTh pyTHHHOT TOMaITHBOT pOOOTH.

10.
11.
12.
13.
14,

[Ticns ixHBROTO MPUOYTTS HAC 3aMIPOCUIIN JO CTOIY.

Bona o no6pomy 3a3npuia oMy B TOMY, 110 BiH OTPUMYE TapHY TUIATHIO.
Jdymartu Tak ayxe HeOe3MmeqHo.

Pexxucep OyB mpotu TOTO, 11100 BOHA rpasia L0 POJib.

Meni Oysno mpHEMHO, IO Miil Jpyr JaB MEHI CTAPOBMHHI MOHETH ISl MOEI
KOJIEKIII].

Mu Oynu 31MBOBaH1 TUM, 10 BiH 3HalIOB Xopotwuii CD-mieep Ha po3npoaaxy.
[Ticist 3aKiHYEHHS 1IKOJIU BiH BCTYIIUB JI0 YHIBEPCUTETY.

BciM 3m1aBanocs, 1110 BiH IPOJIOBXKY€E MPAIIOBATH 13 38]J0BOJICHHSIM.

Bin OyB 311BOBaHMii 11 paniTOBOIO CMEPTh.

JlupexTop HamoJysiraB Ha TOMY, 1100 POOOTY JaJik MEHI.

Jly’ke Ba)KKO KUTH 0€3 BipH.

Bona yHukana o6igatu BrIoma.

Bin 3nuBOBaHMiA, 110 3 HUM MOTOBOPHUIIH MPO IIC.

A BBaXkaro, 110 poOoTa Mi€l IIOUHA BapTa 3arajlbHOTO BU3HAHHSI.
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24. Bona Mae 3BUYKY BECh Yac 3alUTyBaTH MEHE MPO MOE CTABJICHHS OO M€l 4u
1HIIIOT TPOOJIeMH.

25. Tu noBuHEH A00pe MPOJAUBUTUCH CTATTIO TIepe/ 1i OmyOJIiKyBaHHSIM.

26. Bin 3anepedye nmpoTH TOTro, 100 Kopadeb 3aJUIITUB MOPT B TAKUH IIITOPM.

27. I1s nmroguHa He BapTa TBOIX CIIi3.

28. Kpim Toro, 1110 BOHa KpacuBa, BOHa III€ i po3yMHa.

29. JIroquHa Jjexasa He JUXA04UH.

30. I'onoBHE — MOTpanuTH HA BOK3aJ1 BYACHO.

24. Define the Participle, Gerund or Noun.

1. Remembering that time was like going back to his childhood and re-living those
happy days.

2. Looking back upon that time, he realized how happy he had been then.

3. Tom lived there like a paying guest, attracting very little attention of the others.

4. Sitting by her sleeping child, the worried mother at last began to realize by its
peaceful breathing that all danger was over.

5. | stopped knocking at the door and, sitting down at the top of the stairs, began
waiting for my father to come.

6. With a sudden tightening of the muscles he became aware of a figure walking
noiselessly beside him.

7. She praised herself for having come.

8. Having stopped crying, the child quieted down to hard thinking.

9. The old clock kept ticking on the mantelpiece, as if counting the seconds left
before the coming of daylight.

10. These happenings are remarkable.

11. Travelling is a pleasant way of improving one’s education.

12. Every trust arranges for the marketing of its products.

13. There are many discoveries being made all over the world.

14. It is no use crying over spilt milk.

15. Driving in a motor-car we passed many villages.

16. We have every chance of passing our examinations well.

17. Happily we escaped being delayed on our way.

18. You don’t know what you miss, not having the desire to listen to good music.

19. Seeing this man, | recollected perfectly having met him many years before.

20. The driving wheel of the machine is broken.
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SYNTAX

THE SIMPLE SENTENCE

1) The Simple Sentence
one-member sentence two;?mber sentence \
extended unextended extended unextended
(Dusk-of a (Winter!) (She is a good Birds sing.)
summer night.) student.)
complete incomplete

(He couldn’t (What was she
help smiling.)  doing? Sleeping?)

The Simple Sentence

declarative interrogative imperative exclamatory
(She was born (Do you (Come here!) (What fine
in Ternopil.) like sport?) weather!)

1. Analyse types of syntactical relations found in the following sentences.

1. The weather is fine today. 2. He came up and greeted me. 3. These two girls are
sisters. 4. He passed all his exams. 5. He is her husband. 6. Tom, Pete and Dick are
classmates. 7. They gave me an interesting book. 8. You can rely on this man. 9. The
teacher explained a new rule to the class. 10. You should drive more carefully. 11.
The third-year students attend lectures on grammar once a week.

2. Classify the sentences according to the purpose of the utterance.

1. Shall | start from the very beginning? 2. He always comes in time. 3. He is never
late. 4. What a lovely day! 5. All aboard! 6. Is he living or is he dead? 7. I'm right,
aren't 1? 8. Come to see me tonight. 9. You try and do it. 10. Stop talking, please. 11.
Charles Dickens was born at Landport, Portsmouth. 12. She doesn't work. 13. Do you
like sport? 14. What a dreadful weather it is! 15. She could not help laughing. 16.
Where were you yesterday? At the theatre. 17. He is an engineer. 18. Flowers smell.
19. Spring! 20. How wonderful! 21. What a lovely day we are having! 22. Come to
the blackboard! 23. You speak German, don't you? 24. Stop talking! 25. Open the
window, please! 26. Beautiful! 27. Do come to see me tomorrow! 28. Do you live in
a village? 29. Who lives in this room? 30. Ukrainian is my native language.
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3. Point out one-member and two-member sentences. Say a) if they are extended or
unextended, b) if the two-member sentences are complete or incomplete.

1. Ben closed his eyes to think clearly for a moment. 2. "Two cups of coffee,
please,"...young Flynn timidly ordered. ..."What else do you want?" — "Jam
turnover”, replied the child. 3. Why are you standing here? Because of the rain. 4.
Freedom! Bells ringing out, flowers, kisses, wine. 5. No! To have his admiration, his
friendship, but not at that price. 6. She is a doctor. 7. Birds fly. 8. Frosty! 9. Is she at
home? Naturally. She's asleep. 10. What was she doing? Reading.

4. Point out two-member sentences (say whether they are complete or incomplete)
and one-member sentences

1. We must go to meet the bus. Wouldn't do to miss it.

2. Obedient little trees, fulfilling their duty.

3. Lucretius knew very little about what was going on in the world. Lived like a
mole in a burrow. Lived on his own fat like a bear in winter.

4. "How did he look?" "Grey but otherwise much the same." "And the daughter?"
"Pretty."

5. And then the silence and the beauty of this camp at night. The stars. The mystic
shadow water. The wonder and glory of all this.

6. "I'll see nobody for half an hour, Macey," said the boss. "Understand? Nobody at
all."

7. "Mother, a man's been killed.” "Not in the garden?" interrupted her mother.

8. Garden at the Manor House. A flight of grey stone steps leads up to the house.
The garden, an old-fashioned one, full of roses. Time of year, July. Basket chairs,
and a table covered with books, are set under a large yew-tree.

5. Classify the sentences according to their structure. Analyse them in detail.

1. a) We study. b) We study English. 2. a) To err is human. b) It is human to err. 3. a)
John left. b) John left for Paris. ¢) John left for Paris yesterday. d) My brother John
left for Paris yesterday. 4. a) Mary and John went to Paris. b) They went to Paris by
sea. 5. John booked tickets and they both went to Paris. 6. | learnt that they had left
for Paris. 7. "Have they left?" "Yes." "When?" "A couple of days ago." "What a

pity!"

6. Point out one-word and elliptical sentences.

1. a) Stop! b) Stop being funny. 2. Hallo! Glad to see you. 3. "In a hurry?" "Rather."
4. "How are the boys?" "Fine." 5. "'l wish you a nice weekend." "Thanks. The same to
you." 6. "Did you see the film?" "Yes." "Like it?" "No." 7. No smoking! 8. Arrived
yesterday. Letter following. 9. Glass. Handle with care. 10. Ten Killed in Accident.

7. Point out parenthetical parts of the sentence and say by what they are expressed.
Comment on their meaning.

1. Oh, that's you again. 2. Of course, you are right. 3. You are wrong, I'm afraid. 4. |
am mistaken, | daresay. 5. Frankly speaking, I'm not sure of it myself. 6. Please,
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forget all about it. 7. Don't make a joke of that, darling. 8. This, surely, was the low
point in their relationship. 9. She certainly was a good teacher. 10. What on earth is
that?

8. Define the types of questions.

1. Do you spend your free time in the open air? 2. She often visits you at home,
doesn't she? 3. Is English spoken by many people in the world? 4. Are you a student
or a worker? 5. Won't you sit down? 6. Is the poem "The Cloud" written by Shelley
or by Byron? 7. Do you really keep a diary? 8. There is a kitchen-garden behind this
house, isn't there? 9. Who gave you this magazine? 10. Where is the copy-book?

9. Translate into English.

1. a) Bu 3naete 1o moauHy? b) Xi0ba BU He 3HA€ETE IO JIOANHY? ¢) By 5k He 3HaeTe
IO JIIOJIUHY, Y He Tak? 2. Bu He Bmi3HaeTe mMeHe, Tak? — Hi, Bmi3Haro. 3. BiH He
ckiaB icnut? — Tak, He ckiaB. 4. a) Skuit yynoBuii AeHs! b) Ska uymosa moroga! 5.
Sk mBuako Bu xoxute! 6. a) S aBiui HaragyBaB #omy mpo 1ie. b) S x aBiui
HarajyBaB Homy mpo 1ie. 7. A) XTo 3Ha€ MPaBUIbHY BIJNOBIIb Ha 1€ MUTAHHA? D)
XTO X 3Ha€ mpaBWIbHY BiAnoBiab? 8. a) [Toipre meHi. b) IToipTe s MeHi. 9. a) He
BipTe Hiomy. b) Ta e BipTe BU 1mpomy. Lle 6pexns. 10. a) Xoximo. b) Hy, xomximo x
Bxke. 11. Hy, moBigomte  MeHi Bcto mipaBay. 12. CrnpoOyii-HO JicTaTH KBUTKU Ha 110
BuctaBy! 13. S mpaBuii, un He tak? 14. S He BuHHMIA, un He Tak? 15. § Habararto
cTapmuii 3a Bac, i He Tak? 16. Koxken ne 3Hae, un He Tak? 17. Bei mpo 11e 3HarTh,
yn He Tak? 18. He Mose x KOXKeH OTpUMYyBaTH JIMIIIE BiIMIHHI OIIHKH, TpaBaa? 19.
JIumie m’ATh CTYJIEHTIB OTPUMAJIA BIJIMIHHI OLIHKH, i He Tak? 20. Ha 300pax Oymno
MaJio CTyNeHTiB, i He Tak? 21. Ha 360opax Oymo nekinbka CTYIeHTIB, U4 HE Tak? 22,
Bin nocar mano ycmixy 3 aHriiicekoi, Tak? 23. BiH Bxke 3p0oOMB HEBEMUYKI YCIIXH,
yn He Tak? 24. Mamo XTO 13 CTYACHTIB pO3B’s3aB 3ajady BipHO, NpaBraa? 25.
Jlexinbka CTYJIEHTIB pO3B’S3alid  3ajJady BipHO, 4M He Tak? 26. Bu pigko
3ycTpidaeTech 3 HUMU 3apas, Tak? 27. Bin HaBps uu aM’siTae mpo 11e, Y4 He TaK?

10. Define the type of question.

1. What is the meaning of that? She is going to live in the house, isn't she?

2. Is literature less human than the architecture and sculpture of Egypt?

3. You have Mr. Eden's address, haven't you, Mr. Ends?

4. Were you talking about the house? | haven't seen it yet, you know. Shall we all go
on Sunday?

5. How will you carry the bill into effect? Can you commit a whole country to their
own prisons?

6. "Is Mrs. Varden at home?" said Mr. Chester.

7. "Would you permit me to whisper in your ear, one half a second?"
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PRINCIPAL PARTS OF THE SENTENCE
The Subject

11. Point out the subject and say by what it is expressed.

1. Henry brought his mother some flowers. 2. Uncle Jim considered him a fool. 3.
The leading lady was excellent. 4. There are a lot of letters in the mailbox. 5. The
brave deserved the reward. 6. Only five were injured in the accident. 7. That sounds
too strange. 8. He is believed to be a great authority on the subject. 9. Where to get
the money was a problem. 10. Reading for the examination took most of his time. 11.
To see is to believe. 12. Today is Thursday. 13. "But" is not always a conjunction. 14,
Somebody is knocking at the door. Who is it? 15. It is raining cats and dogs. 16. It
was foolish to say so. 17. It is a matter of vital importance for me to know the truth.
18. It is no use trying to convince him. 19. It is unlikely that he will tell you the truth.
20. One would certainly think it wrong. 21. They say, the third time is always lucky.
22. We intend to discuss it in Chapter V. 23. What happened puzzled everybody.

12. Point out the subject. State what it is expressed by. Translate the sentences into
Ukrainian.

1. You must study well. 2. There are plenty of historical places in our town. 3.
Thousands of workers live in the East End of London. 4. Through the window | saw
a little garden. 5. As a rule, she spends her free time in the park. 6. My daughter is
glad to be taught English. 7. Everybody will be delighted to see you. 8. She is known
to be a famous writer. 9. To teach pupils is a responsible task. 10. Swimming is my
favourite kind of sport. 11. Nothing can be done in this situation. 12. "Five" is my
favourite mark. 13. It's half past six.

13. Point out the subject. State what it is expressed by. Translate the sentences into
Ukrainian.

1. Two is company, three is none.

2. The rhododendrons were upon us... Already they looked a little over-blown, a
little faded... Theirs was a brief beauty.

Those are your clerk's initials, aren't they?

Unfortunately the innocent are always involved in any conflict.

All is well, said that sleeping face... But all the same you had to cry ... .

How to attain them | didn't know.

My brandy-and-soda was soft, warming, curiously comforting.

The clock struck eight. There was no sign of any of the other guests.

Forgetting some things is a difficult matter.

10. To cross from one end to the other was difficult because of the water.

11. "A person doesn't have to be rich to be clean,” Charles said.

12. To live on good terms with people one must share their work and interests.

13. These three deemed themselves the queens of the school.

14. Who were these people? What are they?

©CoN Ok~
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15. His was the harsh world of reality. No one could walk around his drawing.
16. The firing increased in volume.

17. Your coming home has made me as foolish as a young girl of nineteen.
18. One never knows another human being.

The Predicate

The Predicate

l\.

simple verbal compound verbal compound nominal
(He works at the (He may return soon.) (She is a teacher.)
plant.) (She began to translate (The room is in order.)
(We will return the text.) (My hobby is reading.)
tomorrow.) (I am ready to help you.)  (Your task is to
(The letter has translate the article.)
been sent off.) (Itisshe.)

14. Point out the predicate and state its type.

1. All birds sang. 2. The birds were singing beautifully. 3. This bird is a good singer.
4. She grew fine roses in her garden. 5. The children grew troublesome. 6. The boy
grew a fine young man. 7. The explanation sounds false. 8. They were enjoying the
game. 9. | believe it the truth. 10. He seemed an interesting chap. 11. She gave a little
laugh. 12. The snow fell soft on his face and hair. 13. The policeman made a careful
search. 14. They made him the scapegoat. 15. It is unlikely to happen. 16. The cry
resounded loud and clear. 17. The leading man acted very well. 18. He acted insane.
19. We live to learn. 20. We'll wait and see. 21. Ann may have left for Paris. 22. I'd
rather go for a walk after dinner. 23. They went on arguing. 24. Nobody took notice
of his remark. 25. | happened to meet him a week later. 26. The dog went running
after its master. 27. a) The sun rose bright, b) The sun was shining brightly. 28. She
began to feel nervous. 29. The detective had to begin reconstructing the whole
scheme. 30. | cannot help feeling that you have let me down. 31. | tried to look
unconcerned.

15. Point out the predicate and say to what type it belongs.

1. Ann writes good compositions. 2. The man is old. 3. She has done the work. 4,
Petro went to the theatre yesterday. 5. The pencil is broken. 6. The letter is from my
sister. 7. | must do it now. 8. He will be able to go with us. 9. The weather got worse.
10. She kept silent. 11. Our aim is mastering English. 12. | feel happy. 13. He fell ill.
14. She is tired. 15. The woman looks sad. 16. My mother works at school. 17.1 have
been reading this book for a week already. 18. | lost my tongue and stood speechless.
19. The weather continued fine. 20. You may take my book. 21. She stopped reading.
22. When are you to make your report? 23. It grew dark. 24. He turned pale. 25. We
used to get up very early in summer. 26. You can come here in a week. 27. The
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lesson is over. 28. The brothers were ten. 29. The student is reading a text. 30. The
leaves are falling off the trees. 31. To learn is to know.

16. Point out the simple and the compound predicate. Define the form of the finite
verb. Translate the sentences into Ukrainian.

1. They would never have found her there.

Within ten minutes he had been awakened by his servant.

"It must be nice to have a garden," said Jane Helier, the beautiful young actress.
"There isn't any next," said Mrs. Bantry. "That's all."

"I've gone late."

She was moaning and crying.

The doctor was feeling wan and nervous.

"I've been trying to get in touch with you all afternoon ..."

. Everything seemed new and clear...; tobacco had never smelt so nice.

10 He seemed glad to see me.

11. She turned once more to Mr. Godfrey.

12. 1 gave up the attempt and went upstairs to unpack.

13. Giovanni looked crestfallen.

14. He was beginning to sound really angry.

15. And then they sat silent for a few minutes together.

16. No one was there to meet Dick. He felt a twinge of disappointment.

17. We were again reduced to waiting.

18. "You are the boy to push your fortune..."

19. When Rebecca lived in her village and needed to get water for the house-
hold, she went to the well.

20. Miss Hartnell consulted her wrist watch. "It's a little past the half-hour
now."

21. He tried to be both firm and friendly. I've felt dependent on him.

CoNoOkWN

17. Point out the link-verb of the compound nominal predicate. Translate the
sentences into Ukrainian.

1. He looked pale and tired. 2. "He smokes one hundred and fifty pipes every day." —
"That sounds a lot." 3. Her mind was really getting muddled. 4. The blanched skin
was slowly turning pink. 5. He looked puzzled and suspicious. 6. It was growing
twilight. 7. That peaceful sky hung arched over a desperate death-struggle of the
nations. (Aldington). 8. ... Her lips quivered as she sat silent. 9. Davidson looked
scared, and his yellow drawn face... went paler. 10. "Good God, sir, " exclaimed the
officer, "is it possible?" 11. "You're the kind of lad for us," cried the sergeant,
holding Joe's hand in his, in the excess of his admiration.

18. Mind the agreement of the predicate with the subject and use the proper form
of the verb.

1. The newspaper and the dictionary (to be) over there, on the desk. 2. There (to be) a
large desk and an armchair at the window. On the desk (to be) a dictionary and
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several notebooks. 3. There (to be) a dictionary and a few books on the shelf. 4.
Bread and butter (to be) good for breakfast. 5. Here (to be) bread and butter for
breakfast. 6. Our only guide (to be) stars. 7. Stars (to be) our only guide. 8. A number
of new books (to be) displayed at the book show in the library. 9. The number of new
books in our library (to be) ever growing. 10. There (to be) a number of accidents on
this road last year. 11. The number of road accidents (to have) decreased this year.
12. There (to be) one or two things I'd like to talk over with you. 13. You don't have
to say much; a word or two (to be) sufficient. 14. "Five Little Pigs" (to be) written by
A. Christie. 15. Five pounds (to be) a small sum. 16. Five miles (to be) a long
distance to walk. 17. Two pounds of coffee (to cost) about eight shillings. 18. Twenty
years (to be) not a long period of time in human history. 19. Two plus two (to be)
four. 20. Twice two (make) four. 21. Three-fifths of the population (to be) employed
In industry. 22. Two-thirds of the members (to be) present. 23. Three-fifths of the
roof (to be) fresh painted. 24. Two-thirds of the work (to have) been done. 25. The
news published (to be) very brief. 26. The headquarters (to be) across the road. 27.
Economics (to be) not in my line. 28. Tactics (to be) the science of war. 29. Your
tactics (to be) wrong. 30. The audience (to be) carried away by the play. 31. The
audience (to be) applauding noisily and shouting loudly for an encore. 32. The family
(to have) been helping me all along. 33. The family (to have) been quarrelling since
my return. 34. The police (to be) still looking for him. 35. The cattle (to be) being
driven home. 36. Pete and | (to have) been friends since our schooldays. 37. It is |
who (to be) leaving, not you. 38. It (to be) her lies that (to irritate) me so much. 39.
Neither the boy nor the girl (to be) a good singer. 40. Neither my brother nor | (to be)
to blame. 41. Either of the alternatives (to be) acceptable. 42. Neither of the problems
(to be) soluble. 43. None of the problems (to have) been solved yet. 44. None of the
tourists (to be) able to explain what they wanted. 45. No one (to be) eager to be
examined the first. 46. Neither the old man nor his dog (to be) to be found anywhere.
47. Either my parents or one of my relations (to be) likely to meet me at the station.
48. The ship with its load of timber (to be) leaving the port tonight. 49. The President,
together with his wife and children, (to be) going on holiday. 50. Professor Smith, as
well as his assistants, (to be) sure of the experiment being successful. 51. I as well as
you, Sir Henry, (to be) greatly worried about the situation.

19. Point out the subjective and the objective predicative. State what it is expressed
by. Translate the sentences into Ukrainian.

1. My neighbour has by this time cried himself asleep.

2. That night she lay awake far longer than usual.

3. "I shall be back in about two seconds."

4. We chose Mr. Dick as our leader.

5. The boy had his head down and was beginning to cry quietly.

6. You must not leave the old man alone.

20. Point out the subject and the predicate.
1. There is a telephone in that room. 2. She began to translate the article. 3. He wants
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to be the best pupil at his school. 4. This poem is worth learning by heart. 5. To learn
English is very useful. 6. My little brother doesn't study. 7. The old woman is a
pensioner. 8. There lived an old doctor in the village. 9. The telegram has been sent
off. 10. There hasn't been any rain for a week. 11. She looks happy. 12. It is getting
cold. 13. She may return in an hour. 14.1 have to prepare the report for tomorrow. 15.
It is winter. 16. Her greatest desire was to enter this Institute. 17. My father works at
a plant. 18. I have finished the work. 19. The experiment was finished in time. 20.
Her address was forgotten by me at once.

21. Translate into English. Mind the agreement of the predicate with the subject.

1. CrarTs 1 CNOBHUK — HA MTUCHMOBOMY CTOJI. 2. Ha cTOMN CIOBHUK, XypHaJ 1 KUTbKA
apkymriB mnanepy. 3. fAedns 3 mmHKO0 Ha ctoii. 4. Ha HeG1 He Oyio HiI MicsIs, Hi
3ipok. 5. Ile s BuHeH, uyn He Tak? 6. Amke HI T, HIi s He BHHHI, npaBma? 7. Komm
Oynu omyOmikoBaHi «Benuki crnomiBanas»? 8. Ha koHdepeHiii npucyTHiN psia
B1IOMUX BuYeHHUX. 9. Uncno BUIUMX HaBYAIBHUX 3aKJIaJiB B HAIIil KpaiHl 3pocTae 3
poky B pik. 10. Ony6mikoBaHi BiIoMOCTI HeaocTaTHi 11 gonoBiai. 11. CiM's Bee e
CIIepeYaEeThCs PO Te, K IMpoBecTH Jito. 12. Jle 3HaxoauThes mrTad 6aranbiiony? 13.
[Tomitist po3urykye Woro Bxke Apyruil TuxaeHb. 14. ['eHepan ckasas, 110 MOJTITHKA —
He 1o ¥oro yactuHi. 15. a) JIBa mmtoc aBa — yotupu. 6) II'sTbma 1'aTh - ABaALATH
n'atb. 16. Tpu uBepTI HACENEHHA i€l KpaiHU 3aiHATI B CUICHKOMY TOCIIOJApPCTBI.
17. JIBi TpetuHu mnapkaHy Bxe mnodapooBaHo. 18. 30 pokiB — HE IyXKe BEIUKHIA
nepiof yacy. 19. Jlecatb Muiib — HaJITO Jajeka BiACTaHb, m00 Wty mimku. 20. I ta, 1
1HIIA BiAMOBIAL mpaBwibHi. 21. )KoJeH 3 IHUX JBOX IUJIAHIB € HENMPUUHATHUM. 22.
XKoana 3 mpobGnem mie He Bupimena. 23. HixTo 3 TypucCTIB He 30UpaeThbCs
3anumaTtucs TyT Ha Hid. 24. Hi JI>xoH, Hi floro crapiumii Opat He ofpyskeHi. 25. Mii
Opart, Tak caMo $iK 1 1, ToTOBHI gornoMortu Bam. 26. IIpodecop bpayH, Tak camo K 1
HOTO acCHCTEHTH, TPOJOBXKYIOTH €KcrepuMeHTt. 27. S, Tak camo SK 1 BH, IyXe
cTtypOoBanuit uM. 28. IIpeM'ep-MiHICTp 3 IPYKUHOIO 1 AITHMU Bii3/DKAIOTh J3aBTpa
no Iapmxy.
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SECONDARY PARTS OF THE SENTENCE

The Object

The object

— | T

indirect cognate prepositional indirect
(She gave me a (She lived a T
present.) happy life.) simple complex

(I want to thank
you for your

(He laughted a
bitter laugh.)

(She lives with
her parents.)

(My lady assures
him of his being

kindness.) worth no complaint
from her.)
direct (Thus these two
— waited with
simple complex impatience for the
(1 received a (I want you to come three years to be
letter yesterday.) here tomorrow.) over.)
(I met him two (She saw him coming
days ago.) out of the house.)

22. Point out the object, state its type and say by what it is expressed.

1. What have you got there to ask? 2. Who told you that? 3. | know all about it. 4.
We watched the cab drive away. 5. You must forgive me coming at such a late hour.
6. She didn't know how to talk with him about it. 7. She smiled an encouraging smile
and said: "l wish you good luck." 8. He wanted not to arrest a criminal red-handed,
but to prevent a crime being committed. 9. Hang sorrow, care'11 kill a cat. 10. You
must look into people as well as at them. 11. When you have nothing to say, say
nothing. 12. Never take anything for granted. 13. Ask me no questions, and I'll tell
you no lies. 14. If you do not think about the future, you cannot have one. 15. Modern
poets mix too much water with their ink. 16. We drink one another's healths and spoil
our own. 17. It is impossible to enjoy idling thoroughly unless one has plenty of work
to do. 18. The best way to make the children good, is to make them happy. 19. People
ask you for criticism, but they only want praise. 20. When people agree with me |
always feel that | must be wrong. 21. Everybody talks about the weather but nobody
does anything about it. 22. Every quotation contributes something to the stability or
enlargement of the language.

23. Comment on the kind of the object and say what it is expressed by.

1. She received a letter from him yesterday. 2. We have bought a vase for her. 3. The
teacher gave the pupil a book. 4. She showed me the magazine. 5. The children
played ball. 6. He is fond of swimming. 7. | live with my parents. 8. She asked me to
do it. 9. How many pages have you read? 10. We spoke about our teachers. 11. She
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followed me. 12. | want you to tell me the truth. 13. They painted the door brown,
14. She insisted on my leaving. 15. The hall was full of children.

24. Point the object; define the kind of the object.

1. Read it! Read it to everybody! She used to read to me while | was working. 2.
Write this word! Write a few words to them! Write to him, he will be so glad to hear
from you. 3. Sing a song! She sang some old Irish songs to the grateful listeners.
Won’t you to sing to us?

25. Point out the complex object (direct or prepositional indirect). State what
components the complex object consist of. Translate the sentences into Ukrainian.
1. The people watched the plane landing. 2. Have you heard this girl sing? 3. | want
you to do it for me. 4. The teacher ordered the children to keep quiet. 5. We know
him to be a good sportsman .6. | hate you to talk about this. 7. She expected him to
ask that question. 8. | saw her crossing the street. 9. He did not want anybody to
know.

The attribute

The attribute

—

prepositive postpositive

(The young woman (The door of the kitchen

was watching TV.) was opened.)

(Read the first chapter.) (I looked at the boy

(She opened the kitchen sitting nearby.) the apposition

door.) (This is the exercise to write.)

(He lives with his mother.)  (She isM

close loose (detached)

(Professor White, (Kyiv, the capital of Ukraine,
Aunt Mary, is an old city.)
President Bush, (Pete, her elder brother, was

the town of Lviv, etc.) here, too.)

26. Point out the attribute, state its type and say by what it is expressed.

1. Great talkers are little doers. 2. A friend in need is a friend indeed. 3. Two much of
a good thing is good for nothing. 4. The third time is always lucky. 5. The next day's
journey was a long one. 6. The new visitor was a fine tall man with a pleasant open
face. 7. The ex-chemistry professor was a small, dreamy-looking man, gentle and
kindly in manner, and usually completely absent-minded. 8. That was a very different
and a very much more difficult thing. 9. He pointed to the dog looking at me
hopefully. 10. The methods used proved to be very effective. 11. He asked her to give
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him a few books to read. 12. He never kept his promise to come back. 13. He knew
there was no chance of succeeding. 14. There was little hope of the mail being
delivered in time. 15. They had no difficulty in identifying the picture stolen from the
museum. 16. Why can't you give up that wild idea of yours? 17. He was engaged by
the government on a matter of great importance. 18. There are plenty of dogs in the
town of Oxford. 19. His only daughter Edna, a teacher of French at Franklin High
School, kept house for him. 20. Many of the old houses, round about, speak very
plainly of those days when Kingston was a royal borough. 21. Austin, the capital of
Texas, is one of wealthiest towns in the United States. 22. There is, of course, one
easy explanation for his behaviour: he is in love. 23. Three animals: a horse, a camel
and a bear, were led across the stage. 24. Accustomed to rely on his instincts, he was
perfectly sure in his own mind. 25. We have here an example of the "program
teaching”, so common in the high school these days. 26. | suggest we speak on the
man- to-man level. 27. It was a rather Agatha Christie-style little English woman. 28.
John was of the look-before-you-leap, the think-before-you-speak’ sort. 29. L'Unita
frontpages Italian Communist Party's 50th Anniversary Pledges. 30. The senator was
Frederick Prentice, California Democrat, chairman of the Senate Armed Services
Committee, a power in his party and a virtual overseer of the Pentagon. 31. Leaders
of the 1,500,000 strong Amalgamated Union of Engineering Workers are to use all
their resources to develop a mass campaign at district and national level, including
strike action, to defeat the Industrial Relations Act.

27. Point out the attribute and say what it is expressed by.

1. | received a long letter from my pen-friend last week. 2. She bought a nice straw
hat. 3. The rising sun was bright and warm. 4. | am going to tell you something
interesting. 5. It was a cold rainy day.6. Some books and newspapers were laying on
the table. 7. This is his discovery. 8. I've done only the first part of the task. 9. This
article is worth reading. 10. She expressed a desire to come to us again. 11. | have no
intention of going there. 12. Here is the village club. 13. | followed my aunt's advice.
14. The workshop of our school is very large. 15. Ships built for the transportation of
oil are called tankers. 16. | have received a letter of great importance. 17. He is a
conscious student. 18. She was the first to speak. 19. The students who study at
Oxford pay much money for tuition.

28. Ask questions on the attributes in bold type. (The interrogative words for use:
what, which, whose, what sort of, how much, how many)

Model: This is my brother's tennis racket.

Whose tennis racket is this?

1. This is a book on architecture. 2. Warm winds blow from the South 3. Bus
number 5 will take you as far as the Opera House. 4. To play tennis we must have
four balls. 5. Give me the magazine on the right. 6. She lives in that house at the
corner of the street. 7. She lives in a new house of modern construction. 8. There
are fifteen apple-trees in our garden. 9. You mustn't lift heavy things 10. | like sweet
biscuits. 11. Her brother is a most amusing companion. 12. She had a tiny brown
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spaniel puppy in her arms. 13. An old orchard of apple- trees stretched down to a
stream. 14. I'll go by the 3.30 train.
4. Make up sentences with detached attributes using the given words.
Model: — dismal cave, dark and cold.
We found ourselves in a dismal cave, dark and cold.
1. — big man, broad-shouldered and heavy
2. —nice young girl, very graceful and elegantly dressed.
3. —unknown lane, long and narrow
4. —nice room, light and clean
5. —small kitchen, cosy and tidy
6. — modern building, built of glass and concrete

29. Point out the attribute and say by what it is expressed.

1. It was such a cruel thing to have happened to that gentle, helpless creature.

2. What do you say to a stroll through the garden, Mr. Cockane?

3. The two men faced each other silently.

4. It was an easy go-as-you- please existence.

5. 1 am not in the habit of reading other people’s letters.

6. A middle-aged man carrying a sheaf of cards walked into the room.

7. It was just one little sheet of glass between her and the great wet world outside.

8. That night in the surgery there were three patients, two of whom paid him the three
and six penny fee... He had, in his first day's practice, earned the sum of ten and six.
9. "l think I've come across the same idea in a little French review quite un- known in
England."

10. She was a well-made woman of about fifty... She had the look of a woman well-
fed, well-taken-care-of .....

11. They must have a roof to cover them, a house to shelter them .....

12. ... he realised suddenly ... that it wasn't fear of being caught that worried Davy
but fear of being left alone.

13. "Perhaps one day you will have a reason for writing about it."”

14. Horn made him a sign to come on to the verandah.

15. And Bertha smiled with that little air of proprietorship that she always med while
her women friends were new and mysterious.

30. Point out the close and loose apposition.

1. There are plenty of dogs in the town of Oxford.

2. You look quite all right, Uncle Soames.

3. James, a slow and thorough eater, stopped the process of mastification.

4. They, the professors, were right in their literary judgement....

5. He felt lost, alone there in the room with that pale spirit of a woman.

6. But now he had seen that world, possible and real, with a flower of a woman....

7. One of our number, a round-faced, curly-haired ittle man of about forty, glared at
him aggressively.

8. That is his father, Sir Robert, a perfectly honest old cavalier.
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9. Placing the fifty-pound note upon the letter Lally carefully folded them together
and put them both into the envelope.

10. The well-known personage Sam Weller was Mr. Pickwick's witty, light- hearted,
shrewd and faithful servant, a kind of Cockney Sancho Panza.

The adverbial modifier

The adverbial modifier

of time (11 go to Lviv next week.)

of frequency (She has music lessons thrice a week.)

of place and direction (The magazine is on the shelf.)

of manner (They walked in silence.)

of attending circumstances (Now | can go to bed at last without dreading tomorrow.)
of degree and measure (It is rather strange.)

of cause (Because of the rain we stayed at home.)

of condition (But for his help, I couldn’t manage to do it.)

of comparison (She was crying like a child.)

of concession (In spite of the nasty weather we went to the forest.)
of purpose (They opened the way for her to come to him.)

of result (consequences) (She is too fond of the child to leave it.)

31. Point out the adverbial modifier, state its type and say by what it is expressed.

1. We've never met before, have we? 2. It's bitterly cold outside. 3. They booked
tickets well in advance. 4. The bus went on at full speed without stopping. 5. I arrived
at three o'clock in the afternoon. 6. We were to meet at Victoria Station the next day.
7. That very evening | came across her at a party in my friend's house. 8. | stepped
aside so as to let her pass. 9. By half past nine | was at home again. 10. Some time
ago Mr Sherlock Holmes and | spent a few weeks in one of our great university
towns. 11. New stations were set up at the pole to study meteorological conditions.
12. She stopped to look at the shop window. 13. I asked the question out of curiosity.
14. With all her faults, she was quite charming. 15. He can't have left without saying
good-bye. 16. To win the world title the team had done a lot of training every day
throughout the winter. 17. Read the text thoroughly before trying to translate it. 18.
Now you can sleep quietly without worrying. 19. They parted never to meet again.
20. | was too tired even to dream. 21. Most of my readers are too young to have heard
of the Reichstag fire at the time. 22. This is how | got out of the frying- pan into the
fire. 23. It is easy to be brave from a safe distance. 24. My honour is dearer to me
than my life. 25. People hate, as they love, unreasonably. 26. Being very tired from
his trip, he soon fell asleep. 27. Though terribly tired he went on with the experiment.
28. It being a late hour, he hurried home. 29. He walked rapidly, his head bent,
looking neither to the right nor left. 30. "Well, where does that door lead t0?" "To my
bedroom." "Have you been in it since your adventure?" "No, | came straight away for
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you." "l would like to have a look at it. Perhaps you will kindly wait a minute, until |
have examined the floor."

32. Point out and state the kind of the adverbial modifier. Say what the adverbial
modifier is expressed by.

1. She has just arrived to Kyiv. 2. At 7.30 every morning the alarm-clock rings and
wakes me up. 3. He visited England to see the famous Big Ben. 4. What nasty
weather we are having today! 5. She couldn't come because of the rain. 6. The little
child grew pale with pain. 7. It's too cold to go for a walk. 8. I'll come to you after
classes. 9. | have come to talk to you. 10. "It is getting cold,." she said closing the
window. 11. On coming home | learned that somebody had called me up twice. 12.
I'll ring you up when | come home. 13. It happened yesterday. 14. | often visit my old
granny. 15. She spent her vacation in the Crimea. 16. While reading the text | found
some unknown words. 17. She sat at the window looking through a newspaper. 18.
This box is very heavy. 19. | called on her to discuss this matter. 20. She spoke
slowly. 21. I met her by chance at the cinema a few days ago. 22. She cleaned the flat
with great care.

33. Ask questions on the adverbial modifiers in bold type.

1. | see my friend thrice a week. 2. After a good rest | can go miles. 3. The group of
tourists was tired having covered 40 miles that rainy day. 4. But for your advice |
shouldn't have acted rightly. 5. | opened the window to air the room. 6. We have
been living here since 1997. 7. The sailor ran to the front of the boat. 8. | go to the
town library from time to time. 9. Though frightened the girl didn't cry. 9. She
opened the door for him to pass. 10. Though very busy they made up their minds to
go to the circus by all means.

34. Insert the adverbial modifier in the appropriate place. (Give more than one
variant if possible).

1. It rains in autumn (usually). 2. Ring me up (before leaving the town). 3. | shall
sleep much and take long walks (instead of taking medicine). 4. It will be raining
hard (soon). 5. The climate has been damp (always, in these parts). 6. One must have
a good rest (after training). 7. We shall go on an excursion (weather permitting). 8.
We returned to the camp (the sun setting behind the mountains). 9. There is no deep
river, except the Tamar (on the southern coast of England). 10. We sat down to table
and had a hearty meal (on returning home).

35. Make up the sentences of your own using the following word combinations as

adverbial modifier.

1) of place or direction: in front of the house, in the distance, at a distance, behind
the house, at the corner of the street, at the bottom of..,
upstairs, downstairs, along the street, across the street;

2) of time or frequency:  from time to time, once (twice, thrice) a week, in a day or
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3) of manner or
attending circumstances:

4) of condition:

5) of degree or measure

6) of cause:

7) of purpose:

8) of concession:

9) of comparison:

two, from that day on, not until it was done, when a boy,
from time immemorial, since then, on that unforgettable
day, with the flush of dawn, when questioned;

on purpose, by chance, without a glance, whisper, side by
side, as if to stop him, never to come back, with tears
streaming down her cheeks, full of indignation;

If possible (necessary, obligatory), if (unless discovered
(asked, required,etc.),weather permitting, but for (one's
help, advice,kindness, etc);

particularly, deeply, fairly well,over head and ears, rather
(well, badly, etc.), greatly (astonished, surprised,
disappointed, etc.);

because of one's carelessness, not being able to.... there
being no time left, it being late, quite worn out, because of
the rain;

in order to.., or you to (have it, see it, etc.), lest he should
forget it;

difficult as it was, in spite of (the nasty weather, the
difficulties, etc.), although quite tired (much weaker, etc.),
notwithstanding his success (promise, desire, fear, etc.);

like (all young people, all her friends, a child, etc.), as if
asleep (in doubt, etc.).

ANALYSIS OF THE SIMPLE SENTENCE

36. Analyse the tollowing sentences according to the model.
Model: Clarice was waiting for me in my bedroom.
It is a simple extended sentence.

“Clerice”
"was waiting"

"for me"

“in my bedroom"

Is the subject expressed by a proper noun;

Is a simple verbal predicate expressed by the verb"to wait" in the
Past Continuous Tense, singular;

is a prepositional indirect object expressed by a personal pronoun,
first person, singular, in the objective case preceded by the
preposition "for";

is an adverbial modifier of place expressed by a prepositional

phrase.
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1. Mary shook off her mantle with a shrug of her shoulders. 2. | opened the knife, and
cut a length of twine, and came back into the room again. 3. Most of the western
rivers flow down a steep slope near the sea and are short and rapid. 4. The contrast
between the south-east and the north-west of Britain depends on a fundamental
distinction in rock structure. 5. His heart felt swollen in his chest. 6. The girl (Aileen)
was really beautiful and much above the average intelligence and force. 7. The
idleness made him cranky. 8. Suddenly all the differences between life and death
became apparent. 9. Miss Fulton laid her moonbeam fingers on his cheeks and smiled
her sleepy smile. 10. Sally found it difficult to visit anybody herself. 11. Next
morning brought no satisfaction to the locksmith's thoughts... 12. He laughed rather
bitterly. 13. It was a week later. 14. Up to that moment the banker had given no sign
of life... 15. The footman came at the summons, very white and nervous. 16. The
newcomer was a large, coarse, and very sordid personage, in garden- and with a
watering-pot in his left hand. 17. Emma had known grief, and could bear it better. 18.
It was a curious journey. 19. The opinion of Bacon on this subject diametrically
opposed to that of the ancient philosophers. 21. The looked up at the clock. 22. |
wanted to be invisible. 23. The nurse came back, carrying a glass of chocolate milk.
24. But for me, | don't like grievances. 25. Some weeks later, 1 went back to
Lawrenceville with a steel tape, borrowed a stepladder, and measured the height of
the basket. 26. Ron told me all this in a quiet, almost apologetic manner. 27. With the
development of national industry during the eighteenth century the public opinion of
Europe had lost the last remnant of shame and con- science. 28. Some city streets
afford no opportunity to street barbarism. 29. Occasionally in the kitchen Catherine
heard one of their raised voices. 30. Mr. Sweet was a diabetic and an alcoholic and a
quitar player and lived down the road from us on a neglected cotton farm. 31. My
purpose in going to Walden Pond, like yours, was not to live cheaply or to live dearly
there, but to transact some private business with the fewest ob- stacles.
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