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BCTVYII/ INTRODUCTION

«IHO3eMHa MOBa» € HABYAJIBHOK AWCIHILUIIHOI, MO 3a0e3Me4y€e IMiArOTOBKY

CTYJICHTIB CTyIEHS «OaKagaBpy.

Merta kypcy - ¢opmyBaHHS HEOOXiTHOT KOMYHIKATMBHOI CIPOMOKHOCTI Y

chepax nmpodeciiHOro Ta CUTYaTHBHOTO CHIJIKYBaHHS B YCHIN 1 MUCBbMOBIiH (opmax;
BIOCKOHAJICHHS BMiHb Ta HaBUYOK YMTaHHS, TepeKiaay, pegepyBaHHS CHEIiabHOT
JiTepatypu 3a (gaxom; BHUPOOJEHHS HABHUOK YMTAHHS Ta pedepyBaHHS HAYKOBOI
iHopmMmarii 3 paxy, BeaeHHs O6eciau 3 podeciiiHOI TeMaTHKHU, I1JIOBOTO JTUCTYBaHHS
Ta poOOTH 3 KOMEPIIMHOIO JOKYMEHTAIII€IO.

3aBaaHHAMHU IMCHUILTIHU «]HO3eMHA MOBay €:
HaOyTTS HAaBUYOK MPAKTUYHOTO BOJIOJIIHHS 1HO3EMHOIO MOBOIO B PI3HUX
BHUJIaX MOBJICHHEBOI  JISUTBHOCTI B 00CS31 TEMaTUKH, 3yMOBJIEHOI
npodeciiiHumMu notpedamu; OAEpKyBaHHA HOBITHBOI (paxoBoi 1H(popmarlii
yepes3 1HO3EMHI JKepena;
KOPUCTYBaHHS YCHUM MOHOJIOTTYHMM Ta JI1aJIOTTYHUM MOBJICHHSIM y MEXKax
moOyTOBOi, CYCHUJIBHO-TIOMITHYHOI, 3araJlbHOGKOHOMIYHOI Ta  axoBoi
TEMAaTUKHU;
nepeKiaag 3 1HO3EMHOI MOBM Ha pIOHY TEKCTIB 3arajlbHOCKOHOMIYHOTO
XapakTepy;
dbopMyBaHHS OCHOBHUX BMIHb BHKOPUCTAHHS 3HaHb Ha MPAKTHIN MiJ Yac
BEJICHHA JUIOBOI Oeciim abo CHUIKyBaHHS MO TeleoHy B MITOBUX LUIAX 3
ypaxyBaHHSAM KOHKPETHHX YMOB;
O3HAaMOMJICHHS 3 HalOUIbIII BIJIOMUMH 3pa3KkaMy MOBJICHHEBOI MOBEIIHKH ITi]1
Yyac MpOBEJICHHS I1JI0BUX 300piB, Ipe3eHTallil Ta IEPETOBOPIB;
HAaBYaHHS MIJTOTOBII JI0 Y4YacTl y HAyKOBUX KOH(EpEeHIsX, ceMiHapax,
nebarax, TOIIO;
O3HAHOMJICHHSI 3 0COOJIMBOCTSIMHU O(DOPMIICHHS HAHO1JIBIII B)KMBAHUX TATIEPIB.

VY pesynbpTari BUBYSHHS HABYAJIbHOI JUCIUTIIIHKA CTYICHT IIOBHHEH

3HATH:

JIEKCHUKY, TpPaMaTHKy, POHETUKY 1 opdorpadito IHO3EMHOI MOBH,
MpaBUJia yCHOTO JUIOBOTO CIIJIKYBaHHS;
OCHOBH1 BUMOTH J0 KyJIbTYPU MOBJICHHS.

BMIiTH:

KOHCTpYIOBaTH Mmaparpadu JJjis opraHizailii AyMOK B €IWHY IHTEJIEKTyaJlbHY
CTPYKTYPY;

YUTaTH Ta TNEpeKiaJaMu TEeKCT 3 MOOYTOBOi Ta MpodeciiiHOol TeMaTHUKU
cepeHbO1 CKJIaIHOCTI,

CHUIKYBAaTUCAd 1HO3EMHOI0O MOBOIO Ha IMOOYTOBI, CYCHIJIbHO-MIOJITUYHI Ta
npodeciitHi TeMU B MeKaX BUBUCHOI JIGKCUKH Ta TPAMaTHKU;



® MHCATH KOPOTKI TIOBIJOMJICHHS Ta €C€ I1HO3EMHOI0 MOBOIO JIOTPHUMYIOUHCH
npasui opdorpadii Ta rpaMaTUKH;

® CKJIQJaTy JAUIOBI TOKYMEHTH Ha 3a/laHy TeMy, JOTPUMYIOUUCH MIXKHAPOIHUX
CTaHJIapTIB;

e OJIep)KyBaTH HOBITHIO (paxoBy iH(OpMaIlito uepe3 HOBITHI JKepea.

® TPaMOTHO CIIJIKYBAaTUCS B MEXaX YCHOTO MOBJICHHS;

® BECTH MPE3CHTAIlii 3TiJHO BUMOT JiJIOBOTO MOBJICHHSI.

JlaHi MeToauYHI peKOMeHJallli MaloTh 3a METy HaOyTTs CTyJAeHTaMH HaBUYOK
YUTaTH Ta MEpeKIajaTd TEKCTU 3 MOOYyTOBOI Ta MpodeciiHOl TeMaTUKU CepeaHbOT
CKJIaJIHOCTI, CIJIKYBaTUCS 1HO36MHOIO MOBOIO Ha MOOYTOBI1, CYCIIJILHO-TIOITUYHI Ta
npodeciiiHi TeMu B MeXaX BHBYEHOI JIGKCMKM Ta TpamMaTHKU, MUCATH KOPOTKI
MOBIJJOMJICHHSI Ta €C€ 1HO3EMHOI0 MOBOKO JIOTPUMYIOUHCH IpaBuil opdorpadii ta
rpaMaTUKH.

MetoauuH1 peKOMEH/Iallli CKIaAaloThCs 3 IECATU TeM, NependadyeHux poOoUuoro
HaBYaJBHOIO MTPOrpamoro 3 TucUUIIIiHU. KoKeH po3ail MICTUTh BIIpaBU Ha PO3BUTOK
yCIX BHJIB MOBJIEHHEBOI JISUIBHOCTI: ayJlIIOBaHHS, YWTaHHS, TOBOPIHHA Ta
MUCEMHOTO MOBJICHHS, BHUKOHAHHS SKHX CIHPUAE PO3BUTKY KOMYHIKATHBHOL
KOMIIETEHIII] CTYAEHTIB NEPILOro Ta APyroro piBHiB BUBUEHHS 1HO3EMHOI MOBH.



YACTHHA 1.
3ATAJILHI PEKOMEHJALII IIOJ0 BUBUEHHS JUCIUATIITHA

PART 1.
GENERAL STUDY GUIDE



1. Onuc pucoMmIiHT

HaiimeHyBaHHS TOKa3HUKIB XapaKTepUCTUKA TUCITUILIIHN
O00B’s13K0Ba /151 CTYJACHTIB
O00B's13K0BA (0112 cmydenmis cneyianvrnocmi "nazea cneniaabHocTi 076
cneyianbnocmi”) / BUOIPKOBA TUCIUILTIHA «IlixnpueMHUIITBO, TOPTiBJIS Ta
0ip:KoBa TiSLJIbHICTHY

CeMecTp (ocinniii / eecnanuii) OCiHHii, BeCHSIHUII
Ki1bKiCTh KpEJIUTIB 10
3arajibHa KUJIBKICTh TOJIMH 300
KinpKicTh MOIYJIIB 4
Jlekii, roguH -
[IpakTH4H1 / ceMiHapChKi, TOAUH 144
JlaGopaTopHi, roJIuH -
Camocriiina po0oTa, TOIMH 156
TrKHEBUX TOAUH IS ISHHOT (POPMHU HaBUAHHS:
Ay IUTOPHUX 4
CaMOCTIMHO1 pOOOTH CTYJICHTA 43
By KOHTpOJTIO eK3aMeH

2. IlIporpama qucCHMILTIHA

Hias — ¢opmyBaHHS HEOOXITHOT KOMYHIKATUBHOI CIIPOMOKHOCTI y cepax
npodeciiHOTO Ta CUTYaTUBHOTO CIIUJIKYBaHHS B YCHIM 1 THCBMOBIN (dopmax;
BJIOCKOHAJICHHS BMiHb Ta HAaBMYOK YWMTaHHS, MEpeKiany, pedepyBaHHs crieriaabHOT
miTepaTypu 3a ¢GaxoM; BHPOOJICHHS HaBHUOK YUTaHHS Ta pedepyBaHHS HAYKOBOI
iHopmMmarii 3 paxy, BeaeHHs O6ecian 3 MpodeciiiHOT TeMAaTHKHU, 1JIOBOTO JTUCTYBaHHS
Ta poOOTH 3 KOMEPLIMHOIO JOKYMEHTAIIIELO.

3aBaaHHsA: HAOYTTs HAaBUYOK MPAKTUYHOTO BOJIOJIHHS 1HO3EMHOIO MOBOKO B
pI3HUX BHJIAX MOBJICHHEBOI JISUTBHOCTI B 00CS31 TEMaTHKH, 3yMOBJIEHOT
npodeciiHuMu noTpedaMu; OAEpKyBaHHS HOBITHBOI (haxoBoi i1HQopMalii uepes
1HO3EMHI JKepena;

KOPUCTYBaHHS YCHUM MOHOJIOTIYHUM Ta JiaJOTiYHUM MOBIICHHSM y MeEkKax
MOOYTOBO1, CYCIUIBHO-TIOJITUYHO1, 3araJJlLHOEKOHOMIYHOI Ta (JaXxOBOi TEMaTHKH;

nmepeKiaajg 3 1HO3eMHOI MOBHM Ha pIJHY TEKCTIB 3araJlbHOEKOHOMIYHOTO
XapaKkTepy;

dbopMyBaHHS OCHOBHUX BMiHb BHKOPHCTAHHS 3HaHb Ha TPAKTHUIN TMiJ dYac
BEJICHHS JUIOBOiI Oeciau abo CHUIKyBaHHS MO TelepoHy B IUIOBHX IUIIX 3
ypaxyBaHHSM KOHKPETHHX YMOB;

03HAMOMJICHHS 3 HAaWOLIbII BIZOMHUMH 3pa3KaMH MOBJICHHEBOI MOBEIIHKH ITiJT
Yyac MpoOBEJICHHS JI0BUX 300piB, Mpe3eHTAalllll Ta MepEeroBOpiB;

HAaBYaHHS IMIATOTOBLI JO Yy4YacTi y HAyKOBUX KOH(EpEHIisX, CeMiHapax,
nebaTax, TOIIO;

O3HAHOMJIEHHSI 3 OCOOJIMBOCTSIMU O(POPMIIEHHS HAHOIbII B)KUBAHUX MAIEpiB.



IIpeamer: iHOo3eMHa (aHTIIIHCHKA) MOBA.

3MicT IMCHUIIIHA PO3KPUBAETHCS B TeMAaX:

Tema 1.
Tema 2.
Tema 3.
Tema 4.
Tema 5.
Tema 6.
Tema 7.
Tema 8.
Tema 9. IlnanyBanHs.

Tema 10. MeHeKMEHT.

Kap’epa.
Kowmmasii.

ToBapu.

[Iponax Ta peamnizaliis TOBapiB.
[TpodeciitHa AiAIBHICTH Ta BUPIIIEHHS MOTOYHUX ITPOOJIEM.
KopmoparuBae 103BiIs.
MixHapoHA TOPTIBJIS T4 MAPKETHHT.

[TinmpueMHUITEKA TiSTBHICTD.

3. CTpyKTypa IMCHHUILIIHHA

Kinekicts roany

Ha3zBu 3MiCTOBUX MOJYJIiB 1 TEM Y Tomy uuci
yCbOro
1 1/c 7120 cpe
1 2 3 4 5 6
Monayas 1
3microBuii MoayJib 1: IloHATTSA nNpo no0ya10BYy Kap’€pu Y KOMIAaHIl
Tema 1. Kap’epa 30 12 18
Tema 2. Komnanii 30 16 14
Pa3om 3a 3micToBuUM MoayJiem 1 60 28 32
3microBuii MoayJib 2: IIoHATTSA PO AMCTPUOYILiI0 TA KOPIOPATHBHY €THKY
Tema 3. [Ipogaxk Ta peanizaiiisi TOBapiB 30 18 12
Tema 4. IlIpodeciiina IisUIBHICTH Ta 30 16 14
BUPINIECHHSI MOTOYHUX MPOOIIeM
Tema 5. KopniopaTtuBHe 103Bi1Is 30 13 17
Pa3om 3a 3MicTOBMM Mojyj1eM 2 90 47 43
Monayasb 2
3micToBuii MoayJib 3: Ilpe3eHTanisi NpoayKLii HA PUHKY
Tema 6. MixHapogHa TOpriBisg Ta 30 14 16
MapKETUHT
Tewma 7. ToBapu 30 14 16
Pa3om 3a 3mMicToBUM MojayJieM 3 60 28 32
3microBuii MoayJb 4: IIoHATTSA NPO MiANPHEMHHMIBKY AiSUVIbHICTH
Tewma 8. [linnpreMHUIIbKA TiSTTBHICTD 30 14 16
Tewma 9. [InanyBaHHS 30 14 16
Tema 10. MenemxMeHT 30 13 17
Pa3om 3a 3micToBUM MoayJiem 4 90 41 49
¥Ycboro roquH 300 144 156
4. Temu ceMiHAPCHKUX/IPAKTUYHHUX/JIA00PATOPHUX 3aHAThH
No Kinpkicts
Bun ta Tema 3aHATTS
3/m TOJMH
1 [IpakTruHe 3aHATTS 2
Mos MaiiOyTHs podecis. MHOKHHA iIMEHHHUKIB.
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[IpakTruHe 3aHATTS

2 Buau nismeHOCTI y pisHUX cepax 6i3Hecy. Present Simple.
3 [IpakTruHe 3aHATTS
EdexTuBHI nuisxu s kKap’epHoro pocty. Present Simple.
4 [IpakTruHe 3aHATTS
ComianbHI Mepexi Ta X BIUIUB HA Kap’€py.
[IpakTruHe 3aHATTS
5 | CroinkyBaHHs 110 TeyneoOHy MO0 OTpUMaHHs meBHOI iHdopmariii. MoaanbHi
JECIIOBA JIJISl BUCJIOBJICHHSI POXAHHS, MOXJIMBOCTI Ta MPOIIO3HIIIi.
5 [IpakTuuHe 3aHATTS
[TpanesnamryBanus 3akopaoHoM. Present Continuous.
v [IpakTruHe 3aHATTS
Bunu xommaniii. Present Continuous.
8 [IpakTruHe 3aHATTS
CTpyKTypa Ta JIisNIbHICTh KOMIaHIi. APTHKIIb.
9 [IpakTruHe 3aHATTA
YMOBH YCHIITHOCTI KOMIaHii. APTHKJIb.
10 [IpakTruHe 3aHATTS
[IpeszenTartis komnanii. CiocoOu BUpaskeHHsI MaiOyTHIX Iiil.
11 [IpakTruHe 3aHATTS
Buau marasunis. CiocoOu BUpakeHHS MalOYTHIX Jiil.
12 HpaKTHqu 3aHSTTSA .
3niicHEHHS MPOAAXY Ta MOKYIKH TOBaPiB.
13 HpaKTHqu 3aHSTTSA ‘
3niiCHEeHHS OIJIaTH 32 MOKYIKYI0. YMOBHI pPeUeHHS.
14 [IpakTuuHe 3aHATTS '
Buay rpomoBux oauMHULb. Y MOBHI PEYCHHS.
15 [IpakTu4He 3aHATTS
TenebaueHHs Ta oro poib y npoaaxi Toapis. Past Simple.
[IpakTu4He 3aHATTS
16 I!i.]'[OBi TePeroBopH s 3MIACHEHHS NpPOAaXKy ToBapiB. BBiwinBi (1)0p1v{1/1
BIIMOBU. MopanbHi Ji€cioBa JAis  BHUCIOBICHHS MOpajad, MPOIO3UIIii,
HEOOX1JIHOCTI, 32a00pOHH.
17 [IpakTu4He 3aHATTS
JlinoBa Hapana. Past Simple.
18 [IpakTu4He 3aHATTS
BuecenHns npono3unii Ta ineil. Present Perfect.
[IpakTu4He 3aHATTS
19 .
Buctyn Ha Hapani. Present Perfect.
20 [IpakTu4He 3aHATTS
Y4acTh B 00roBOpeHHI MPOMO3HILIIH Ta IpodIIeM.
21 [IpakTruHe 3aHATTS _
Crpecosi cuTyallii Ha pobo4oMy MicIli Ta IUISIXH iX nojoianHg. Past Continuous.
22 [IpakTnune 3aHATTA ‘ ‘
Buau possar ais ninoBux naprtHepis. Past Continuous.
23 [IpakTruHe 3aHATTS
KopriopaTtusHi 3axoau. @pa3oBi JieciioBa.
[IpakTruHe 3aHATTS
24 : .
Jlinoswuii 06i1. Past Perfect.
o5 [IpakTH4He 3aHATTS

I>ka ta manoi. Past Perfect.
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[IpakTruHe 3aHATTS

26 . 2
[Tox1ia B pectopaH.
[IpakTruHe 3aHATTS

27 | ChninkyBaHHS: TIPUBITaHHS, 3HAWOMCTBO, TMPUUHATTA a00  BIAXHWIJIECHHS 3
MPOMO3UIIii, 3’ ICYBaHHS JIeTalIeH, BIAMOBIIb HA 3aITUTAHHS, MTOISKA.
[IpakTuuHe 3aHATTS

28 1 Present Perfect Conti 2

OHATTA ITpo MapkeTHHT. Present Perfect Continuous.

[IpakTruHe 3aHATTS

29 | basoBi cknmamoBi MapKeTHUHIy: NIPOMYKLIsA, LiHA, MPOCYBAHHA HPOMYKIIii, MICLE 6
peamizariii. Past Perfect Continuous.

30 H.paKT?I‘lH.e 3aHATTS 4
Binowmi cBiToBi Openau. Future Tenses.

31 HpalfTH.qu 3aHATTS 2
OOwMiH iHpopMai€ero 1o Tenedony.

32 [IpakTnune SaHATTS ‘ ‘ 4
Bunu ToBapiB. CTtyneHi nopiBHSHHS IPUKMETHHUKIB.

33 [IpakTune SaHATTA 5
Omnuc toBapis. [IpuciiBHUK.

34 [IpakTruHe 3aHATTS ' ‘ . 4
BrpoBamkeHnHsi HOBHX TOBapiB Ha puHOK. Passive Voice.

35 [IpakTruHe 3aHATTS 4
IIpesenrartist HoBuX ToBapiB. Passive Voice.

36 [IpakTruHe 3aHATTS 6
YMOBH MOYaTKy MiAIpUEMHUIIBKOI AisuibHOCTI. Hempsima mMoBa.
[IpakTruHe 3aHATTS

37 | ExoHOMIYHI TEpMiHH, II0 BUKOPUCTOBYIOTHCS B MIAINPUEMHUIBKIA ISIHLHOCTI. 4
Henpsima MoBa.
[IpakTu4He 3aHATTS

38 Po6ora 3 mudpamu: 1podu, 1ecsaTKOBI ApoOuU, MPOLEHTH, BaltoTH. [HIHITHB. 4

39 [IpakTu4He 3aHATTS N . ' 6
MeTtoau ruianyBaHHs. [H(IHITUBHI KOHCTPYKII.

40 HpaKTI/I‘?He 3aHATTSA N . ' 4
BaxxnusicTh mianyBaHHsl. [HQiHITUBHI KOHCTPYKILi.

a1 [IpakTu4He 3aHATTS o 4
[IepepuBaHHs BUCTYITy Ha Hapal. JIl€ENPUKMETHHK.
[IpakTu4He 3aHATTS

42 Buau nisibHOCTI KepiBHUKA MTiIITPUEMCTBA. 4

43 HpaKTI/It‘IHe 3aHSTTSA ‘ ‘ ‘ 9
YnpasiiHHA nepcoHaIoM. J{IENpUKMETHUKOBI KOHCTPYKIII.

44 HpaKquHe 3aHATTS ‘ ' . ' 5
SIkocTi rapHOTO Ta MOraHoro KepiBHUKA. J{1eMpUKMETHUKOBI KOHCTPYKIIIi.

45 [TpakTuune 3aHATTA ' ' ' ' 2
KynbpTypa cniujIkyBaHHSI MiXK NpaliBHUKaMH mianpueMcTsa. ['epyHain.

16 [TpakTuune 3aHATTA ' ' ‘ ' 3
[Tononanus kKoHGMIIKTHUX cuTyaii. ['epyHaiagbH1 KOHCTPYKIII.

Beboro 144




5. InguBinyaabHi 3aBJaHHS

1. Ornsa nepioguvHO1T Ta MOHOTPagIYHOT HAYKOBOI JIiITEpaTypH.
2. ITiarotoBka pedeparis, JOMOBIAEH 32 0OPAHOIO TEMOIO.

3. IIpoekTHa pobora.
4. TIligrotoBka TE€3
BCEYKPATHCHKUX Ta MIKHAPOJHUX CeMiHapax Ta KOH(PEpeHIIsX.

JIOTIOBIJIEA 3

METOK) BHUCTYIly Ha

12

YHIBEPCUTETCHKHUX,

6. O06csirm, 3MicT Ta 32CO0M JIATHOCTUKH CAMOCTIHOI podoTH

KubkicTb
TOJIMH
Tema CaMOCTIi- 3MiCT CaMOCTIHHOT pOOOTH 3aco0u I1arHOCTUKA
HOIL
pobotH
Monyas 1
3microBuii MoayJb 1. [loHATTS NMpo Mo0y10BYy Kap’e€pu y KOMIAaHii
1. Buxonanns 3ananp ta BopaB Unit 1 Careers | 1. ®ponTtaneHe Ta
posainy Self-directed work. H/IMBI Ty aIbHE
2. BuBueHHS JIEKCHYHMX  OJIMHHUIL  Ta | ONMUTYBAaHHS.
Kap’epa 18 rpaMaTHYHUX MPaBUIL, epeadadyeHUX TEMOIO. 2. BukoHaHHs
3. PobGora 3i CrIOBHMKaMH, TpPaMaTHYHHMH | TIOTOYHHX TECTOBUX
JIOBIJTHUKAMH, IHTEPHET-PECypPCaMU. 3aBJIaHb.
4. YuraHHS Ta IEpEKIIaz] TEKCTIB.
1. BuxonanHs 3aBmaHb Ta BrnpaB Unit 2 | 1.  @poHTampHe Ta
Companies pozainy Self-directed work. IHAMBITyaIbHE
2. BuBueHHS JIEKCHYHMX  OJIMHHUIL  Ta | ONMUTYBAaHHS.
rpaMaTHYHUX MPaBUIL, epeadadeHUX TEMOIO. 2. BuxoHanHs
3. PoOora 31 CIIOBHMKaMH, TpaMaTUYHUMH | TIOTOYHUX Ta
Kommagii 14 JIOBIJTHUKaMH, IHTEPHET-PECypPCaMU. MOJYJbHUX  TECTOBUX
4. YntaHHs Ta epeKiaj TEKCTIB. 3aB/IaHb.
5. ITigroToBKa MpoeKTy (JI0MOBI/Ii Ta 3. 3aXuCT MpPOEKTy
Mpe3eHTaLlll) PO YSIBHY KOMIIaHI0
MaiOyTHHOTO.
Pasom
3MicTOBMIt 32
MoayJb 1
3micToBuii Moy b 2. [IOHATTS PO TUCTPUOYLiI0 TA KOPIOPATUBHY €THKY
1. Buxonanns 3aBaanb Ta Bipas Unit 3 Selling | 1. ®ponransHe  Ta
posminy Self-directed work. IHIMBITyabHe
[Tponax ta 2. BuBUeHHS  JEKCMYHUX  OJIMHHUIL  Ta | ONMUTYBAHHS.
peatizariist 12 rpaMaTUYHUX MIPaBUJI, epe0aueHnuX TEMOIO. 2. BukoHaHHs
TOBapiB 3. PobGora 3i CIOBHHMKaMH, TpaMaTUYHUMH | IOTOYHHX TECTOBUX
JIOBITHUKaMH, IHTEPHET-PECypCaMH. 3aB/IaHb.
4. YnraHHs Ta IepeKIIaj] TEKCTIB.
[Ipodeciitna 1. Bukonanns 3aBnanp Ta BrpaB Unit 4 Great | 1.  @®poHTambHe Ta
TISUTBHICTB Ta 14 ideas; Stress posminy Self-directed work. IHIMBITyaIbHe
BUPIILICHHS 2. BuBYeHHS  JIGKCMYHUX  OJIMHHUIIL  Ta | OMUTYBAHHS.
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MOTOYHUX rpaMaTHYHUX MPABUIL, Iepea0adeHUX TEMOIO. 2. Buxonanus
npobiem 3. PoOora 31 CIOBHMKaMH, TpaMaTUYHUMH | TIOTOYHUX  TECTOBHUX
JIOBITHUKaMH, IHTEPHET-PECypCaMH. 3aB/IaHb.
4. UntaHHs Ta IEPEKJIAJ TEKCTIB.
1. Bukonanns 3aBmaHb Ta BrnpaB Unit 5| 1. @poHrambHe Ta
Entertaining posminy Self-directed work. IHIMBITyaIbHE
2. BuBYeHHS JIEKCHYHMX  OJIMHHUIL  Ta | OMUTYBAaHHS.
KopnopatuBhne
O3B 17 TPAMATHHHUX PABHIL, nepeadaYeHIX TEMOIO. 2. Bukonanns
3. PobGora 31 CclOBHUKaMM, TIpaMAaTUYHUMH | IOTOYHUX Ta
JIOBIJTHUKAMH, IHTEPHET-PECYPCaMU. MOJYJbHUX  TECTOBUX
4. YuraHHs Ta IEPEKIIa] TEKCTIB. 3aBJIaHb.
Pazom
3MiCTOBHI1 43
MOAYJIb 2
Monayas 2
3micToBuii MoayJib 3. IIpe3enTanisi npoayKuii HA PUHKY
1. Bukonanns 3aBmanb Ta BopaB Unit 6| 1. ®poHTaipHe Ta
Marketing po3niny Self-directed work. IHIMBITyaTbHE
MixHapoaHa 2. BuBYeHHS JIEKCMYHUX  OJIMHHUIL  Ta | OMUTYBAHHS.
TOPTIBIIS TA 16 rpaMaTH4HUX [IPaBUI, epea0aueHuX TEMOIO. 2. BukoHaHHA
MapKETUHT 3. PoGora 3i CIOBHHMKaMH, TI'pPaMaTUYHUMH | IOTOYHMX Ta
JIOBITHIUKAMH, IHTEPHET-PECypCaMH. MOJTyJIbHUX TE€CTOBUX
4. YuraHHs Ta IepeKIIaj] TEKCTIB. 3aBJIaHb.
1. Bukonanns 3aBaanb Ta Bupas Unit 7 Products | 1. ®ponransHe  Ta
posainy Self-directed work. H/IMBI Ty aIbHE
2. BuBueHHS JEKCHYHMX  OJIMHHUIL  Ta | ONMUTYBAaHHS.
rpaMaTHYHUX MPaBUIL, epeadadeHUX TEMOIO. 2. BuxoHanHs
Toapu 16 3. PobGora 31 CclOBHMKamM{, TpaMaTUYHUMH | IOTOYHUX Ta
JIOBIJTHUKaMH, IHTEPHET-PECypCaMU. MOJYJbHUX  TECTOBUX
4. YntaHHs Ta IepeKiIaj TEKCTIB. 3aB/IaHb.
5. IligroroBka  mpoekTy  (momoBimi  Ta | 3. 3aXHCT MPOEKTY.
MIpPEe3eHTallll) PO OJIMH 3 TOBaPIB.
Pasom
3MicTOBMIt 32
MoayJb 3
3microBuii MoayJb 4. IIoHATTS NPO NiANPUEMHUUBKY JiIbHICTD
1. Bukonanns 3aBmanb Ta BopaB Unit 8 New | 1.  ®poHTrambHe Ta
business po3miny Self-directed work. IHMBITyaTbHE
. 2. BuBYeHHS JIEKCMYHUX  OJMHHUIL  Ta | OMUTYBAaHHS.
[TipnpuemuanIb
S —— 16 TPaMaTHYHAX TIPaBuI, nepe1oaueHux TEMOIKO. 2. BukoHaHHs
3. PoGora 3i CrnOBHHMKamMH, TpaMaTUYHUMH | IOTOYHHX TECTOBUX
JIOBITHUKaMH, IHTEPHET-PECypcaMi. 3aB/IaHb.
4. YnraHHs Ta epeKIIaj] TEKCTIB.
1. Bukonansst 3aBians 1a Bipas Unit 9 Planning | 1. ®ponrtamsHe  Ta
posniny Self-directed work. IHIUBITyallbHE
2. BuUBYEHHS  JIEKCUYHUX OJMHUIL  Ta | OMMUTYBaHHS.
[TnanyBaHHS 16 rpaMaTHYHUX MPABUI, Iepea0adeHUX TEMOIO. 2. BukoHaHHs
3. PobGora 31 cilOBHUMKaMM, TpaMAaTHYHUMH | IIOTOYHUX TECTOBUX
JIOBIJTHUKaMH, IHTEPHET-PECYpPCaMU. 3aBJIaHb.

4. YUntaHHs Ta IepeKiaj TEKCTIB.
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1. Buxonanns 3aBmanp Ta BmpaB Unit 10 | 1.  @®ponrambHe Ta
Managing people posminy Self-directed work. IHIMBITyaIbHE
2. BuBYEHHS  JIEKCHYHUX  OJMHHUIL  Ta | ONMUTYBaHHSL.

MeHeDKMEHT 17 rpaMaTUYHUX MPaBUII, IEPEAOAYCHUX TEMOIO. 2. BukoHanHs
3. PoGora 3i CIOBHMKaMH, TpaMaTUYHHMH | IOTOYHHX Ta
TIOBITHUKaMH, IHTEPHET-PECypPCaMH. MOJIYJIbHUX ~ TECTOBUX
4. YntaHHs Ta IEPEKIIaz] TEKCTIB. 3aBJIaHb.

Pazom

3MiCTOBHIl 49

MoOayJab 4

Beboro 156

7. MaTpuus 3B’ 3Ky MiXkK JUCHMILTIHOKW/ 3MiCTOBHM MOJYJIeM, pe3yibTaTAMHU

HAaBYaHHA TAa KOMIIETCHTHOCTAMM

PGSYJ'IBTaTI/I HaBYaHHA

KoMmnerentHocrti

3araipHi

[IpeameTHO-crienianpHi

3

4

5

6

1

2 |34 5|6

1. 3HaHHS NEKCUYHUX OJUHUIIL Ta
rpaMaTUYHUX KOHCTPYKIH  TeM,
nependadyeHux NporpaMMoIo.

2. BMiHHS 4MTaTH Ta TEpeKIalaTh
TEKCTH Ha 3aJaHy TEMY.

3. BojoaiHHSA JEKCUYHHUM 3aI1acoM,
HEOOXIOHMM  IUIS  BHCJIOBJIEHHS
BJIACHUX JYMOK Ta PO3YMIHHA
IHIIIOMOBHOI MOBH B MeEax 3aJaHol
TEMH.

4. Bonoainas 0a30B010
TEPMIHOJIOTIEI0 €KOHOMIYHOI raiy3i
aHTJI1HCHKOI MOBOIO.

5. BMiHHA poOuTu mnpe3eHTaLii
aHIMIIMCBKOI0 MOBOIO.

6. BwminHa Bectu mnpodeciitHuii
JIaJIOT 3 KOJUIETaMHu.

7. 3HaHHA HaAHOUIBII  BIIOMHUX
3pa3KiB MOBJICHHEBOT TOBEAIHKH ITi]T
4yac MpPOBEAEHHS MAUIOBHX 300DiB,
MIpe3eHTalllil Ta IeperoBopiB.

8. BminHs odopmitoBaTH HANOLIBII
BXKMBaHI  Mamepu  €KOHOMIYHOL
rajmysi.

8. ®opMu HABYAHHS

[IpakTruHi 3aHATTA, cCaMOCTIiiiHAa poOoTa (MATOTOBKA Mpe3eHTaIlil, pedeparis,
HaBEJICHUM  IIEPEIIIKOM

CaMOCTIlHE OoIIpalrOBaHHA  AOAATKOBUX  IIMTAHb

JTEPATYpH).

3a
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9. MeToau OUiHIOBAHHS
Ex3amen.
10. Po3moain 0aiB, IKi OTPUMYKOTh CTYJAEHTH

BianoBimHo no cucremu ouiHioBaHHA 3HaHb cTyAeHTIB JJIoHHYET piBenn
c(hOpMOBAHOCTI KOMIICTCHTHOCTEH CTYACHTAa OIIHIOETHCS Y BUMAAKY IPOBEICHHS
eK3aMeHY: BHOPOJOBXK cemecTpy (50 OGamiB) Ta mnpu TPOBEACHI MiJICYyMKOBOTO
KOHTPOJTIO - ek3ameny (50 6amiB).

OuiHlBaHHS POTITOM CEMECTPY

Bun pobotu/6anu
No Temu :
. . Bukonanns InuBi-
HPAKTHYIHOTO TecroBi | KomyHikaTHB- Cyma
3aHATTS 3aBJIaHHs | HIl 3aBIaHHSA TpaKTHIHUX ayamene | [IMK OaitiB
3aBJ/IaHb 3aBIaHHS
Monyisb 1
3micToBUi MOTYJIb |
Tema 1 0,5 0,5
Tema 2 0,5 0,5
Tema 3 0,5 0,5
Tema 4 1 0,5 15
Tema 5 0,5 0,5
Tema 6 2 0,5 25
Tema 7 0,5 1 15
Tema 8 0,5 1 15
Tema 9 0,5 0,5
Tema 10 2 0,5 4 6,5
Pazom 3micToBHit 4 2 6 4 5 21
Moayib 1
3MicTOBUN MOJTYJIb 2

Tema 11 0,5 1 15
Tema 12 0,5 1 15
Tema 13 0,5 0,5
Tema 14 1 1
Tema 15 1 0,5 15
Tema 16 2 1 3
Tema 17 0,5 0,5
Tema 18 0,5 0,5
Tema 19 1 1 2
Tema 20 2 2
Tema 21 2 1 3
Tema 22 0,5 0,5 1
Tema 23 0,5 0,5
Tema 24 1 0,5 15
Tema 25 1 1
Tema 26 0,5 0,5
Tema 27 2 0,5 2,5
Pa3zom 3MmicToBHI 6 5 13 5 29
MOAYJb 2

Pazom 50
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Moyns 2
3MiCcTOBUH MOAYIH 3
Tema 28 0,5 0,5
Tema 29 1,5 15
Tema 30 0,5 1 15
Tema 31 2 0,5 0,5 3
Tema 32 1 1
Tema 33 0,5 0,5 1
Tema 34 1 1
Tema 35 2 0,5 4 6,5
PazomMm 3micToBuit 4 2 6 4 5 21
MOAYJb 3
3micToBuid MoTyJib 4

Tema 36 1 2 3
Tema 37 1 1
Tema 38 2 0,5 1 3,5
Tema 39 1 2 3
Tema 40 1 1
Tema 41 2 1 3
Tema 42 0,5 1 15
Tema 43 0,5 0,5 1
Tema 44 0,5 1 15
Tema 45 1 1
Tema 46 2 1 0,5 3,5
Pazom 3micToBuit 6 5 13 5 29
MOayJb 4

Pa3zom 50

OuiHIOBaHHS CTY/ICHTIB MPH NMPOBEIeHHI eK3aMeHY 3 BUKOPUCTAHHAM
koM’ 10TepHoi nporpamu «MyTestXPro»

OriHka Ha MiJICYMKOBOMY KOHTPOJII CKJIAJIA€ThCS 3 OLIHKHU 3a TecTyBaHHs (0-
50 6amiB). Tect cknagaerbes 13 50 TecToBux nmuTanb. OIIHIOBAaHHS TECTOBUX 3aBIaHb
(50 tecroBux 3aBnaHb mo 1 Oany) MpOBOAUTHCS HA OCHOBI 1H(pOpMaIi, SIKy Halae
KOMIT'IOT€p 3a pe3yjbTaTaMM TECTyBaHHS (KUIbKICTh MPAaBUJILHUX BIAMOBIIAEH).
[IpaBunbpHa BIJIMOBIIb HA OJIHE TECTOBE 3aBIAaHHS OLIHIOEThCA B oAuH Oan. HabGpani
OaJiy 3a MpaBUJIbHI BIAMOBI/II CYMYIOTbBCS.

3arajibHe OLiHIOBAHHS Pe3yJbTATIB BUBUYEHHS JUCIHUILTIHA
Jlns  BUCTaBIEHHS TIJACYMKOBOI OIlIHKM BH3HAYae€ThCcsl Ccyma 0Oalis,
OTPUMAHUX 32 pe3yJbTaTaMH €K3aMEHY Ta 3a pe3yJbTaTaMH CKJIaJlaHHS 3MICTOBUX
MoayaiB. OIiHIOBaHHS 3IIMCHIOETHCS 3a JOTOMOIOI IIKajdd OIIHIOBAaHHS
3arajibHUX Pe3yJIbTaTiB BUBUCHHS JUCHUILTIHU (MOIYJIIO).

Ouinka

100-0aabpHa IKAJA HIkaaa ECTS HamionaabHa mkaJja

90-100 A 5, «BIAMIHHO)
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80-89 B 4, «1o6pe»
75-79 C ’

70-74 D 3, «3aJ0BLIILHOY
60-69 E ’

35-59 FX 2, «HE3aJ0BLIILHOY
0-34 F ’

11. MetoanuHe 3a0e3ne4eHHA

1. MeroanuHi BKa3iBKM 3 BUBUEHHS IUCIIAILIIHHA.

2. TecToBi 3aBIaHHS 71 IEPEBIPKU 3HAHD CTYCHTIB.

3. 30ipHUK TPaMaTUYHUX BIPAB.

4, IHnuBiyanbHI 3aBIAHHS.

5. HaBuanpHa Ta HayKoBa JiTepaTypa, HOPMaTUBHI JOKYMEHTH.

12. PexomenaoBaHa Jjireparypa
ba3oBa

1. HoeikoBa K. O. English for Economists. MeToanuni BKa3iBKH 0 MPaKTHYHHUX
3aHATH Ta CAMOCTIMHOI poOO0TH 3 IUCHUILTIHA «[HO3eMHa (aHTiiichKka) MOBa» IS
CTyJCHTIB HampsmiB miarotoku 6.030504 «EKOHOMIKA TIAIPUEMCTBAY,
6.030505 «VYmpaBiiHHS TepcoHAJIOM Ta eKoHomika mpani» / Karepuna
Onexcannpiaa HosikoBa. — Kpusuii Pir : JIonHYET, 2016. — 279 c.

2. HoBikoBa K. O. 30ipHUK TeCcTOBHX 3aBlaHb 3 JIUCHUIUIIHU «lHO3eMHa MOBa
(anrmificeka)» IS CTyACHTIB HampsiMky miarotoBku 6.030504 «ExoHoMika
mignpuemMcTBay, 6.030505 «VYnpaBiiHHS MEpCOHATIOM Ta E€KOHOMIKa Mpami» /
Karepuna Onekcannpisua HoikoBa. — Kpuswnii Pir : JJouHYET, 2016. — 36 c.

3. Ocranenko C. A., lllyminina 1. TI. 36ipHUK TpamMaTHYHUX BMOpaB 3 AUCIHILTIHU
«IHO3emMHa (aHrmiiickka) MOBa» AJIA CTYACHTIB €KOHOMIYHHUX CHellalbHOCTEN /
C. A. Ocranenko, 1. I1. llyminina. — Kpusnii Pir : JJoeHYET, 2016. — 148 c.

4. Economics Nowadays [Tekct] : HaBd. noci6. s ctyn. Exon. Crernr. 3aou. @opma
HaBuYaHHs / M-Bo OCBITM 1 Hayku Ykpainu, JloHem. Hria. YH-T €KOHOMIKH 1
toprieii iM. M. Tyran-bapanoscekoro, Kad. Inozem. Mos. ; ®. A. Moiceena,
O. JI. bypnakosa, O. I. I'aBpumnina. — Jonensk : [[lTonHYET], 2009. — 296 c.

JlonomizkHa

5. Cotton D., Falsey D., Kent S. Market Leader Business English Course Book Pre-
Intermediate / David Cotton, David Falsey, Simon Kent. — England : Pearson
Education Limited, 2012. — 175 p.

6. Mackenzie I. Professional English in Use Finance / lan Mackenzie. — Cambridge
University Press, 2006.

7. Mascull B. Market Leader Business English Teacher’s Resource Book Pre-
Intermediate / Bill Mascull. — England : Pearson Education Lmt, 2012. — 216 p.
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8. O’Brien J. English for business / Josephine O’Brien. — USA : Thomson Heinle,
2007. 108 p.

9. Raitskaya L., Cochrane S. Guide to Economics Student’s book / Lilia Raitskaya,
Stuart Cochrane. — Macmillan, 2007

10. Richardson K., Kavanagh M., Sydes J. The Business Pre-Intermediate. Student’s
book / Karen Richardson, Marie Kavanagh, John Sydes. — Hueber Verlag GmbH,
2008.

11. Rogers J. Market Leader Business English Practice File Pre-Intermediate / John
Rogers. — England : Pearson Education Limited, 2012. — 97 p.

Indopmaniiini pecypcu

12. EnexTponHuii cioBHHK. — Pexxum moctymy: http://multitran.ru.


http://multitran.ru/

YACTHHA 2.
SMICT ITPAKTUYHUX 3AHATH

PART 2.
PRACTICAL TRAINING SUBJECT MATTER

19
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Unit 1 Careers
‘Many people quit looking for work when they find a job’
Steven Wright, US comedian
I. Topical Vocabulary

1 | career Kap’epa

2 | company KOMIaHis

3 | services TIOCITYTH

4 | clients/ consumers/ customers KJIIEHTH, CTIIO’KMBAYi, 3aMOBHUKH,
TTOKYIIIII

5 | employee ci1y>k00BeIlb, MPAIliBHUK, POOITHUK

6 | employer HaiiMa4, poO0TOAaBeIIb

7 | products/ things/ goods TOBapH, BUPOOH, TPOTYKITisi

8 | work for IpaIfoBaTH Ha

9 | work for one company IPAIOBaTH HA 0JIHY KOMITaHIO

10 | work for several different companies | mpamtoBati Ha JeKiTbKa pi3HUX
KOMMaH11

11 | work for yourself IIpAIFOBaTH HA cede

12 | work on something MIPAIIOBATH HAJl YUMOCH (IPOCKTOM,
IJIAHOM 1 T.1.)

13 | Finance dinancu; GpiHAHCOBUMA BiIILT
(kommaHii)

14 | Human Resources (HR) BIJUTIJT KaJPiB; JFOACHKI pecypcu

15 | production BUPOOHHUIITBO

16 | Customer Service BiJUT1J1 KITIEHTCHKOTO
00CITyroByBaHHS

17 | Research and Development (R&D) HAyKOBO-JTOCTITHUITbKHH BT

18 | Sales and Marketing BiJUTLT TPOJIAKY Ta MAPKETUHTY

19 | to be in charge of OyTH BiNIOBiTAJIBHUM 3a, OyTH
T'OJIOBHUM

20 | to run the company KEPYBaTH KOMITAHIEO

21 | to manufacture/ to make things BUPOOJISITH TOBApH

22 | to sell products or services POJaBaTH TOBAPH Ta TOCIYTH

23 | to deal with MaTH CIIPaBy 3

24 | to work with figures IpaIoBaTH 3 udpamMu

25 | to investigate BHBYATH, JIOCIIPKYBaTH

26 | superior KEpiBHHUK, BUIIMI 32 pAHTOM

27 | extra qualification JI0JTATKOBA KBaJTi(pikaltis

28 | career move Kap’ €pHHM 3PIiCT

29 | career break nepepsa B Kap’epi

30 | career plan Kap’ €pHUH TIaH

31 | career opportunities Kap’e€pHi MOKJIMBOCTI

32 | career path Kap’ epHUM IIJISIX
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33 | career ladder Kap’epHa pabuHa

34 | multinational MDKHAPOJIHA KOPIOpaITis

35 | rapidly growing company KOMIIaHis, 10 MIBHUIKO PO3BUBAETHCS
36 | unemployed 0e3po0iTHHIA

37 | unemployment rate piBeHb 0€3pOOITTS

38 | industry IPOMUCIIOBICTD; MiAIPUEMCTBO

39 | to make a fortune po30araTiTH, HAKHTH MaHHO

40

to make progress

pOTpPeCyBaTH

41

to make a living

3apO0JISITH HA KUTTH

42

to get a promotion

OTpUMATH I1JIBUIIICHHS

43

to get a bonus

OTPUMATH MIPEMIIO

44

to get fired/ get the sack

OTpHUMATHU 3BUILHCHHS

45

to earn commission

3apo0IsTH KOMICiHHI (ITPOIEHTH Bij
MIPOAAXKY)

46 | to earn money 3apo0JIATH TPOTITi

47 | to earn 40,000 per year 3apo6satu 40,000 Ha pik

48 | to do part-time work IIPaIfOBaTH HCIIOBHUHN JICHB

49 | to do a nine-to-five job npamoBaTy 3 9 10 5 (MOBHMIA JICHB)
50 | to do one’s best pPOOHUTH BCe, IO B TBOIX CHJIAX, BCE

MOXKJIUBEC

o1

to take an opportunity

CKOPHMCTATHUCS MOXKJIUBICTIO

52

to take time off

B3SITU BIATYJ, BIIYCTKY

53

to take early retirement

MITH HA BUCTYTY

54

to work flexitime

MPAIfIOBATH 10 3MIHHOMY Tpadiky

55 | to retire 1TH Y BIJICTaBKY, 3JIMIIIATH TTOCAY,
BHUMTH Ha TICHCIIO

56 | salary, wage 3apo0iTHA 1u1aTa

57 | social-networking sites COIliJIbHI Mepexi

58

jobseekers/ job hunters/ employees

KaHIUIaT, IPETEHACHT Ha BaKaHCIIO
(JiroiMHA, sIKa IIyKa€e PoOoTY)

59

survey

OIIMTYBAHHA

60

to reject a candidate

BIJIMOBUTHU MPETEHACHTY y po0OOTI

61

to land one’s dream job

OTpUMATH PoOOTY CBOEL Mpii

62 | to complain about work CKap)KUTHCS Ha POOOTY

63 | profile npodiib

64 | staff TIEPCOHAJ

65 | to warn/ to caution HOTIEPEHKYBATH, 3aCTepiraTu

66

receptionist

CEKpeTap y nNpuiiMasibHi, pEericTpaTop

67

Quality Control Inspector

1HCIIEKTOP KOHTPOJIIO SIKOCTI

68

Security Officer

HAaYaJIbHUK OE€3IEKH

69

Maintenance Engineer

1HXKEHEP M0 TEXHIYHOMY
3a0€31eUYeHHI0

70

to involve

BKJIFOUATH B cede
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71 | to look after

BIIIIOBIIATH 34

72 | recruitment

HaOlp KaIpiB

73 | to be responsible for

OyTH BINOBITAJLHUM 3a

74 | monitoring

Harjsia, KOHTPOJIb

75 | to improve quality

MOKpAIIYBaTH SIKICTh

76 | premises BOJIOJIHHSA

77 | equipment o0J1aTHaHHS

78 | repairs PEMOHT

79 | current NOTOYHUI

80 | previous job nornepeaHs podora
81 | basic skills 0a30Bi HABHYKH

82 | ability 3110HICTh, YMIHHS

83 | offer; to offer

MPONO3HULIisl; TPOINIOHYBAaTH

84 | request; to request

MIPOXAaHHS; POCUTH

85 | appointment

3ycTpiy

86 | workspace

poboue MicIie, CepeIOBHIIE

87 | to give smb. a lift

IMIBO3UTH KOTOCh

88 | to speak English fluently

BUIbHO TOBOPHUTH AHTJIIHCHKOIO

89 | achievement

JOCATHCHHS

90 | to reorganise

3MIHIOBATH, IEPEOPTraHi30BYBaTH

91 | to use smb’s own initiative

10 BJIACHIH 1HIIIaTHUBI1

I1. Starting up

1. Suggest different stages in a typical career using expressions such as go to

school, go to university, etc.

2. Discuss these questions.

- Do you have a career plan? Where do you want to be in 10 years' time?
- Which of the following would you prefer to do?

a) work for one company during your career

b) work for several different companies

c) work for yourself

- How ambitious are you?

3. Look at these activities (1-7). In pairs, match each activity to its corresponding
area of work (a-g). Which of these areas do you work in or would you like to
work in? Why?

1. making/manufacturing things
2. being in charge of people

a) Sales and Marketing
b) Finance
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and running the organization ¢) Management
3. selling products or services d) Human Resources (HR)
4. dealing with clients/consumers e) Production
5. working with figures ) Research and Development (R&D)

6. dealing with employees and training  g) Customer Service
7. investigating and testing

4. What should you do to get ahead in your career? Choose the four most
Important tips from this list. Compare your ideas in a group and try to agree on
a final choice.

1. Change companies often. 5. Be energetic and enthusiastic at all times.

2. Use charm with your superiors. 6. Be the last to leave work every day.

3. Attend all meetings. 7. Find an experienced person to give you
help and advice.

4. Go to your company's social 8. Study for extra qualifications in your

functions. free time.

I11. Vocabulary and Speech Exercises

1. These phrases (1-6) all include the word career. Match each of them to its
correct meaning (a-f).

1. career move a) chances to start / improve your career

2. career break b) ideas you have for your future career

3. career plan C) an action you take to progress in your career

4. career opportunities d) a period of time away from your job to, for
example, look after your children

5. career path e) a series of levels or steps in your working life

6. career ladder f) the direction your working life takes

2. Complete the sentences below with the verbs in the box.

climb decide have make offer take

1. Employees in large multinationals excellent career opportunities if
they are willing to travel.

2. Some people a career break to do something adventurous like sailing
round the world or going trekking in India.

3. One way to a career move is to join a small but rapidly growing
company.

4. Certain companies career opportunities to the long-term
unemployed or to people without formal qualifications.

5. Ambitious people often on a career plan while they are still at
university.

6. In some industries, it can take a long time to the career ladder.
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3. Look at these groups of words. Cross out the noun or noun phrase in each
group which doesn't go with the verb in italics.

1. make a fortune/ progress/ a living/ a training course

2. get progress/ a promotion/ a bonus/ fired (AmE)/ the sack (BrE)

3. earn commission/ a part-time job/ money/ 40,000 per year

4.do part-time work/ a mistake/ a nine-to-five job/ your best

5. take a pension/ an opportunity/ time off/ early retirement

6. work  flextime/ anti-social hours/ overtime/ an office job

4. Complete each of these sentences with the appropriate form of a word
partnership from Exercise 3.

1. In banking, you can with the big bonuses and retire at 35.
2. When you , you can arrange your own schedule, so this is very
convenient when you have children.
3. People who work in sales often have the opportunity to on top of a
basic salary.
4. Luke is ambitious and does not want to be a sales assistant all his life. In fact, he
hopes to and become Assistant Manager very soon.
5. Many students when they are at university because it fits in with
their studies.
6. Goran is 59, but he does not want to . In fact, he is taking on more
work!

5. Choose the best word (a, b or ¢) to complete each space in the advert.

Lambrois 303
Your careers guidance service
If you don’t have a career 1) in mind or if you are tired of your old
nine-to-five 2) and want to make a career 3), you can just

call us on the telephone number below to find out how we can help.

We will work with you to understand what is really important to you. For
example, are you more interested in 4) a lot of money or in having the
opportunity to 5) the career ladder?

Our experienced counsellors will also review your existing skills, experience
and 6) to help guide you into a role that will be right for you. They
may also ask you to 7) a psychometric test to help them to understand
what areas of 8) suit you best. Maybe you are thinking of a job in
finance but are you really good with 9)? Or a position in
10) resources but do you really enjoy dealing with people and their

needs?
Don’t delay, call us today on: 02072489894

a) ladder b) path C) opportunity

a) work b) job c) employee

a) move b) training C) break

AIWIN[F

a) doing b) earning c) taking
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5 |a)climb b) follow C) earn

6 |a)diplomas b) levels ¢) qualification
7 |a)give b) make c) do

8 |a) employment b) progress C) job

9 |a) figures b) counts ) maths

10 | a) personnel b) staff ¢) human

6. Complete each sentence with the correct form of an item from the box.

toinvolve tobeincharge todeal tolook to make sure
to be responsible

1. Lev Migachov works in research and development. His job
developing new products and new ideas.

2. Suzanna Lonza is the receptionist. She after visitors and takes
messages.

3. Nadine Deschamps works for HR. She with staff problems, as well
as with recruitment and training.

4. Linda Eriksen is our Quality Control Inspector. She for monitoring
our products and trying to improve their quality.

5. Jose Manzano is our Security Officer. He that our staff and

premises are protected against crime.
6. Hans Reiter is our new Maintenance Engineer. He checks all our equipment
regularly and of all repairs.

7. Complete the phrases with the words that come immediately after them and
build sentences with these phrases.

1. to be in charge 4. to make sure
2. to deal 5. to be responsible
3. to look

8. Complete the sentences with words from the box.

commission bonus currency earn tax overtime
pension rent salary social security mortgage

1. After | lost my job, | was living on for three months. This was

difficult, because the amount was much lower than the | had before.

2. 1 used to work as a salesperson, but I wasn’t very successful, so 1 didn’t
much :

3. If the company makes 10 % more than last year, we’ll all get a at

the end of the year.

4. It’1l take me at least 25 years to repay the on my house.

5. Many European countries now have the same , the euro.
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6. My wages aren’t very good, so I do a lot of
7. Nearly 40 % of everything | earn goes to the government as
8. The owner has just increased the on our flat by 15 %.
9. When I retire, my will be 60 % of my final salary.

IV. Reading Comprehension
Text 1
Be aware of your online image
1. Discuss these questions in pairs.
1. What social-networking sites do you a) know, and b) use?
2. Why do you use them?

2. Scan the article below quickly and answer these questions.
1. What percentage of employers research candidates online?

2. Which social-networking sites are mentioned?

3. Who do Peter Cullen and Farhan Vasin work for?

Jobseekers have been warned that their Facebook profile could damage their
employment prospects, after a study found that seven in 10 employers now research
candidates online.

According to new figures released by Microsoft, checks on Facebook and
Twitter are now as important in the job-selection process as a CV or interview.

The survey, which questioned human-resource managers at the top 100
companies in the UK, the US, Germany and France, found that 70 per cent admitted
to rejecting a candidate because of their online behaviour.

But HR bosses also said that a strong image online could actually help job
hunters to land their dream job. Peter Cullen, of Microsoft, said: “Your online
reputation is not something to be scared of, it's something to be proactively managed.
These days, it's essential that web users cultivate the kind of online reputation that
they would want an employer to see.”

Facebook faux pas* include drunken photographs, bad language and messages
complaining about work.

Farhan Yasin, of online recruitment network Careerbuilder.co.uk, said: "Social
networking is a great way to make connections with job opportunities and promote
your personal brand across the Internet. People really need to make sure they are
using this resource to their advantage, by conveying a professional image."

But Mr Yasin cautioned job seekers to be aware of their online image even
after landing the perfect job, after their own research found that 28 per cent of
employers had fired staff for content found on their social-networking profile. He
added: "A huge number of employers have taken action against staff for writing
negative comments about the company or another employee on their social-

networking page."
* Faux pas — a mistake

3. Read the article again and choose the best headline (a, b or c).
a) Complaining about your job could lose you your job
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b) Facebook profile ‘could damage job prospects'’
¢) Ambition is key to a successful career

4. According to the article, how can social-networking sites make or break your
career? In pairs, write a short list of things you should not do on your social
networking pages. You can include your own ideas.

5. Should staff be allowed to use social-networking sites during the working day?
Discuss.

Text 2
What does economics study? What are microeconomics and
macroeconomics?
1. Before you read
Discuss the following with your partner.
- Do you know much about economics?
- Which of these statements you think are true?
1) Economics is only the study of money?
2) Economics is something governments take care of.
3) An economist basically decides how money is spent.

What do you think of when you hear the word economics? Money, certainly,
and perhaps more complicated things like business, inflation and unemployment. The
science of economics studies all of these, but many more things as well. Perhaps you
think that economics is all about the decisions that government and business
managers take. In fact, economists study the decisions we all take every day.

Very simply, economics studies the way people deal with a fact of life:
resources are limited, but our demand for them certainly is not. Resources may be
material things such as food, housing and heating. There are some resources, though,
that we cannot touch. Time, space and convenience, for example, are also resources.
Think of a day. There are only 24 hours in one and we have to choose the best way to
spend them. Our everyday lives are full of decisions like these. Every decision we
make is a trade-off. If you spend more time working, you make more money.
However, you will have less time to relax. Economists study the trade-offs people
make. They study the reasons for their decisions. They look at effects those decisions
have on our lives and society.

Economists talk about microeconomics and macroeconomics. Microeconomics
deals with people, like you and me, and private business. It looks at the economic
decisions people make every day. It examines how families manage their household
budget. Microeconomics also deals with companies — small or large — and how they
run their business. Macroeconomics, on the other hand, looks at the economy of a
country — and of the whole world. Any economist will tell you, though, that
microeconomics and macroeconomics are closely related. All of our daily
microeconomics decisions have an effect on the wider world around us.
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Another way to look at the science of economics is to ask ‘what’s it good for?’
Economists don’t all agree on the answer to this question. Some practice positive
economics. They study economic data and try to explain the behavior of the
economy. They also try to guess economic changes before they happen. Others
practise normative economics. They suggest how to improve the economy. Positive
economists say, ‘this is how it is’. Normative economists say, ‘we should...’.

So what do economists do? Mainly, they do three things: collect data, create
economic models and formulate theories. Data collection can include facts and
figures about almost anything, from birth rates to coffee production. Economic
models show relationships between the money people earn and unemployment. From
this information, economists try to make theories which explain why the economy
works the way it does.

2. Match the words with the definitions.

1. budget a) the people who control a country and make laws
2. business b) information

3. convenience ¢) company that sells goods or services

4. data d) easiness

5. demand e) the amount of money you have for something

6. government f) how much people want something

7. inflation g) the number of people without work

8. resources h) something such as money, workers or minerals
9. trade-off 1) rising prices

10. unemployment J) giving away something in exchange for something

V. Listening Comprehension

1. Listen to three people talking about their careers. Which person is at the
beginning, in the middle and at the end of their career?

2. Listen again. Which of the phrases with the word “career” does each person
use? Which of the experiences do you think are common?

3. Listening “Changing jobs”
A) Listen to part one and match the two parts of these expressions. Then put the
expression into these groups.

a) TV programmes  Db) jobs c) types of company
1. finance a) channels
2. television b) channels
3. music C) business
4. children's d) business
5. movie e) channels

6. chocolate pudding f) director
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B) Melissa Foux is the Finance Director of CSC Media Limited, a television
company. Listen to the first part of the interview and answer these questions.

1) How does she describe her current company?

2) What was her previous job?

3) Why is it easy to move from sector to sector in the finance world?

C) Listen to the second part and complete this extract.

When | was a student, although | was studying 1), | thought | would
like to do something 2) afterwards, and | actually did a summer
3) with one of the big 4) firms, which was an excellent
way to get an 5) of what the job would be like. I started off as an
auditor, and it was through that 6) that I got my first job.

D) Listen to parts one and two and replace the verbs in italic with infinitive
forms of verbs that Melissa Foux actually uses. (One of the verbs she uses is a
multiword verb.)

1. transfer from sector to sector

2. do a subject at university

3. perform an internship

4. gain an understanding of something

5. begin as an auditor

6. obtain a job

E) Melissa is asked if she has had any good advice during her career. Listen to
the third part and number these points in the order in which she mention them.
a) maintain clarity

b) be able to see the key point and the key decision you have to make

¢) do not overcomplicate things

F) Listen to parts three and four. Choose the correct alternative to replace the
expression in italic so as to keep the closest meaning.

1. | think the thing that stands out is, really, not to overcomplicate things.

a) make things easier b) make things too difficult c) keep things the same

2. Especially in the finance world, people can get bogged down in a lot of detail.

a) up to their ankles in  b) tiring out by  ¢) overloaded with

3. And it's important to try and maintain clarity and always be able to see above all
the numbers.

a) keep things clear b) keep things interesting c) keep things difficult

4. What | found, in coming across people who have applied for positions in the
companies I've worked in.

a) meeting b) interviewing c) employing

5. The key difference is people who've done a lot of research on the companies that
they've applied to.
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a) asked for more information about  b) asked to join c) asked to leave

6. So | say, research is the key.

a) the least important thing  b) one of the most important things  ¢) the most
important thing

G) In groups, discuss these questions.

1. What do you hope to do in the future in your career?

2. Do you think there is an ideal career for you? What is it? Why?

3. What is the best advice you have been given during your career or your studies?

VI. Skills “Telephoning: making contact”

1. What kinds of phone calls do you make in English? What useful telephone
expressions do you know?

2. Listen to three phone calls and answer these questions.
1. What is the purpose of each call?
2. Do the callers know each other?

3. Listen to the first call again. Complete the expressions on the right so they
have the same meaning as the ones on the left.

1. Can I talk to ? I'd to

2. Just a moment Thank you.

3. I'll connect you. ru .

4. Am | speaking to Carina Molenaar?  Hello. Corina Molenaar?

5. Yes, it's me. :

6. The reason I'm calling is Yes, 'm your advert

7. Can | have your name and address? your name and address, please?

4. Listen to the second call again and complete this extract.

A: Hello. to Giovanna, please?

B: she's not here at the moment. Can | a ?

A: Yes, please. Johan from Intec. you her

| won't be able to the training course on Saturday? She can
me if there's a problem. I'm 0191 498 0051.

5. Listen to the third call again. Choose the phrases the speakers use.

Matt: Hello, Matt speaking.

Karl: Hi, Matt. Karl here.

Matt: Oh, hello, Karl. How are things / you?

Karl: Fine, thanks. Listen, just a quick word / question.

Matt: Yeah, go ahead.

Karl: Do you think you could give me / let me have the other number for Workplace
Solutions? I can't get through to them. Their phone’s always busy / engaged.
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Matt: I've got it here / right in front of me. It's 020 9756 4237.
Karl: Sorry, | didn't hear / catch the last part. Did you say 42277
Matt: No, it's 4237.

Karl: OK. Thanks. Bye.

Matt: No problem / Don't mention it. Bye.

6. Study the Useful language box below. Then role-play the phone calls.

Role play 1

Student A: You work at Lochlin plc. You receive a call for your colleague, Jamie
Vincent. Jamie is not in the office at the moment. Take the caller's details and say that
Jamie will call them back.

Student B: You are Jamie Vincent. Telephone the person who called about the job
advertisement. Offer to send an application form. The closing date for applications is
In two weeks' time.

Role play 2
Student A: You want to attend the computer training course which you saw in the
advertisement below. Call and ask for Alex Frantzen.
Student B: Some time later, Alex Frantzen calls you back. You want to know more
about the course and when the next one starts. Also ask about when you need to
register for the course.

Useful language

MAKING CALLS RECEIVING CALLS

Could | speak to Carmela Cantani, please? Who's calling, please?

Yes, this s Erika Mueller from KMV, Could you tell me what it's about?

|5 this the sales/finance/marketing department? I'll put you through.

I'm calling about ... Can you hold?

Could you transfer me tothe T department, please?  He seemsto be with someone right now. Can | get him to call you?
Could you tell him/her that | called? I'm afraid there's no answer, Can | take a message?

Could you ask him/her to call me back? I'm sorry, there's no answer. | can transfer you to his/her voice mail.

(an l'leave a message, please?

VI1I. Self-directed work

Reading 1

Read this article from the Financial Times by Rhymer Rigby and answer the
questions

Before you read

Is it part of your career plan to work abroad one day? If you have worked abroad, was
it good for your career? Why? / Why not?

Working abroad
By Rhymer Rigby
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A period overseas is seen by many as an important addition to your CV. But
how do you make sure that it really works to your advantage?

1

"Think carefully about the job," says executive coach, Nicola Bunting. "Does it
fit in with your career goals or are you being attracted by the lifestyle? Also before
you go, you need to have a re-entry plan." Kevan Hall, chief executive of the
international people management group, Global Integration, says you shouldn't
underestimate the culture shock. "Go out there beforehand. See what you’re getting
into."

2

Nigel Parslow, UK managing director of Harvey Nash executive search, says
staying where you are may not be possible if you work for an organisation that has
overseas operations. He adds that the experience you gain is also very attractive.

3

The biggest is family. This can be particularly hard for people in the middle of
their careers who may have children at school. Ms Bunting says: "There's your
partner's career too. Some people's spouses try and commute back and I'd really
advise against this as it makes an already stressful situation even more difficult."”

4

Mr Hall says: "There's been a power shift to Asia, and that, coupled with low
growth in America and Europe, means that particularly if you're ambitious you might
want to spend some time there."

5

Many people say two to three years. But this will vary according to the country
and organisation. Mr Parslow thinks so that if you spend too long abroad, you can
end up with a not entirely positive expat* label attached to you.

* An expat is someone who lives and works abroad often for a long period.

Exercises
1. Find the correct place in the article for each of these questions.
a) Is there an ideal length of time?
b) What about the destination?
c) What are the advantages and disadvantages?
d) What are the personal considerations?
e) What should I consider before 1 go?

2. Look through the whole article and match each person with their organisation
and their opinions/advice. (Each person has more than one opinion / piece of
advice.)

Persons Organisations Opinion / Advice
1. Nicola Bunting | a) Global a) Don't stay abroad too long.
Integration
2. Kevan Hall b) Harvey Nash b) Make sure the overseas job suits
your career goals.
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3. Nigel Parslow | ¢) not mentioned ¢) Think about your partner's career.

d) Don't underestimate the culture
shock.

e) You may have no choice about
going abroad or not.

f) Think about what you will do when
you get back.

g) Go to work in Asia.

h) Go to the place beforehand to check
it out.

3. Read paragraph 2 and decide if these statements about expressions are true or
false.

If you ...

a) consider if a job fits in with your career goals, you think about the long-term
consequences of taking the job.

b) go to work abroad and have a re-entry plan, you have an idea about what you are
going to do when you get back.

¢) underestimate something, you give it more importance that it really has.

d) suffer from culture shock, you find it easy to get used to another culture.

e) get into a situation, you get involved in it.

4. Find the answers to these questions in paragraphs 4, 5 and 6. Start your
answers with Because ...

When considering a job abroad ...

a) why is it especially hard for people in the middle of their careers?

b) why should married people consider the issues carefully?

c¢) why is it a bad idea for the husband or wife to commute back to the home country?
d) why is Asia a good place to go and work for a while?

e) why is it a good idea not to stay there too long?

Over toyou 1
Imagine that a colleague of yours is going to work or study abroad for two years.
What advice would you give them?

Over to you 2

Some say that the business world is becoming more or less the same everywhere and
that people should have less and less trouble adjusting to work in a new country. Do
you agree or disagree? Give your reasons

Reading 2

Read this article from the Financial Times by Lucy Kellaway and answer the
questions.

Before you read
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In a performance review or performance appraisal, your boss tells you how well you
are doing your job, and things that you must improve. Are these reviews useful?
Why? / Why not?

If you're a student, what forms of appraisal are there for your work?

It's time to sack job appraisals
By Lucy Kellaway

Last week an e-mail went round the office asking for suggestions on ways to
improve our performance appraisal system. My suggestion is dead easy and dirt
cheap: get rid of the whole thing and replace it with nothing at all.

Over the past 30 years, | have been appraised 30 times - as banker, journalist
and nonexecutive director. I've lived through the fashion for long, complicated forms.
I've also survived the fashion in which appraisals are called "career chats". I've done
appraisals across a table, on a sofa, even over a meal.

But | have never learnt anything about myself as a result. | have never set any
target that | later hit. Instead | always feel as if | am playing a particularly bad party
game that isn't fun and that doesn't answer the most basic question: am | doing a good
job? The resulting form is then put on file even though you know from experience
how much attention will be paid to it later: none at all.

At least I've only had to suffer one side of the process. | have never - thank
goodness - had to appraise anyone else. This must be even worse, as you have to
perform the same operation with each employee in turn. You have to let people
believe they are doing more or less okay, because it's too tiring to tell them that they
aren't doing okay at all.

Exercises
1. Read through the whole article. Is the writer for or against job appraisals?

2. Complete the table with words from paragraphs 1, 2 and 3.

Verb Noun
suggest
improvement
appraise
replacement
survival
target
answer
file
experience

3. Now match the nouns in Exercise 2 to their definitions.
a) what you give when someone asks a question

b) when something gets better

¢) something that takes the place of another
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d) the act of giving an opinion about someone or something
e) something that you aim at or for

f) advice about what to do

g) sheets of paper with information, kept together

h) knowledge of what has happened in the past

1) continuing to exist, despite difficult conditions

4. Choose the correct alternative to complete these statements about the
expressions in italic from paragraphs 2 and 3.
1. If something is dead easy, it is...
a) not so easy.
b) very easy.
C) quite easy.
2. If something is dirt cheap, it is ...
a) very cheap.
b) quite cheap.
c) not at all cheap.
3. If you get rid of something, you ...
a) keep it.
b) throw it away.
C) prevent it.
4. If you live through something, you...
a) experience it.
b) ignore it.
c) realise it.
5. If something is complicated, it is...
a) easy.
b) nice.
c) difficult.
6. A chat is a type of ...
a) speech.
b) interview.
C) conversation.

5. Match the verbs from paragraph 3 with the things that they go with.

1) learn a) a party game

2) set b) something on file

3) play C) a basic question

4) answer d) a target

5) put e) attention to something

6) pay f) something about yourself

6. Read paragraphs 3 and 4 and decide if these statements are true or false.
The writer of the article...
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a) found out things about herself thanks to job appraisals.

b) set targets for herself, but didn't hit them.

c) compares job appraisals with party games.

d) has found out if she has done a good job during job appraisals.

e) has done job appraisals of people working for her.

T) thinks that it's easy to tell people that they are not performing well.

Over toyou 1
After reading the article, do you think that performance appraisals are a) less useful,
or b) more useful than you did before you read it? Give your reasons.

Over to you 2
Give suggestions on how to tell an employee in a performance appraisal that their
work is not good enough.

Reading 3

Before you read

You are going to read an article about how to get a job abroad. Before you read
match a word on the left with a word on the right to make a collocation.

1 career a) process 5 degree e) letter

2 work b) language 6 cover f) an application
3 foreign c) placement 7 short g) subject

4 application  d) ladder 8 withdraw h) list

Cultural Chameleons

In today’s competitive job market, not spending time abroad can seriously
damage your chances of climbing the career ladder. It is no surprise then that more
and more graduates and professionals are looking for opportunities to live and work
in a foreign country.

With record numbers of workers hoping to relocate, it is no longer enough to
have done a work placement abroad or to speak a foreign language. “This is no
longer something that makes you different,” says Nannette Ripmeester, director of
Expertise in Labour Mobility. “It is something employers expect.”

But even if you are a strong candidate, the application process for foreign jobs
is far from straightforward. The EU has introduced the Euro CV to standardise
application procedures throughout Europe, but Ripmeester believes that a culturally
adapted CV is better. "What do I mean by that? For example, in the UK, it is
customary to add hobbies and interests at the bottom of the page. In Italy however,
that information is not necessary.”

When you write your CV it is also a good idea to check whether a photo is
necessary and whether an English-language CV should be written in American or
British English. Another point to think about is whether or not employers will
recognise your degree subject, especially when you have studied a subject, such as
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Wireless Network Systems, which doesn’t necessarily translate into another language
and culture.

You also need to consider the cover letter, the first thing that an employer will
read. Approaches differ from country to country: get the CV right but the cover letter
wrong and you destroy your chances of getting short-listed for interview because the
cover letter is the first thing that an employer will read. The British usually write long
letters to draw attention to relevant sections on the CV, the Italians want one or two
sentences and the French expect candidates to handwrite detailed letters which may
be analysed by handwriting experts.

When it comes to interviews, make sure you know about the work culture and
understand the importance different countries place on language and speech. For
example, the French use short sentences and hate silence, while Scandinavians have a
deep respect for pauses. You may think these points are not important but by not
paying attention, you are showing that you do not respect the culture of the country
you wish to work in.

Making a mistake at the interview is something Sarah Hall knows all about.
She is from Liverpool in the UK and has worked in Germany, Sweden and Spain.
“My advice is be aware of ‘culture clash.” In Britain there is usually a maximum of
two interviews. In southern Europe they will call you back for a third or fourth
interview. I lost a very good job in Spain when I thought they weren’t serious. |
withdrew my application because they asked me to go for a fourth interview. Looking
back, | now realise they were doing as they always do. I behaved wrongly.”

“It’s important to show that you understand the working culture. Adapting a
similar style of dress to your co-workers, eating the kind of food they eat, enjoying
similar activities - these things help to win trust and respect.”

“Think of yourself as a cultural chameleon, mirror the kind of messages you
get about communication and appearance. People like people who remind them of
themselves, and nobody likes what they don’t understand.”

Exercises

1. Read the article and mark the sentences T (true) or F (false). Change any false
sentences to make them true.

1. To have a successful career these days you need to have experience of working
abroad.

2. A work placement abroad will help your application attract attention.

3. Nannette Ripmeester thinks that the Euro CV is the best kind of CV to use when
looking for a job.

4. You need to check that your employers will recognise your degree subject.

5. CVs are more important than cover letters.

6. A cover letter in France may be studied by a specialist.

7. Sarah Hall withdrew her application for a job in Spain because she didn’t like the
questions in her interview.

8. When working abroad you should behave in a similar way to those around you.
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2. In small groups discuss the questions.

1. Which countries would you like and not like to go and work in?

2. What problems do you think people who work abroad have?

3. Do you think working abroad is essential for a successful career? Why / Why not?

3. Read the extracts from an article on living abroad. Find the correct heading
for each extract. Use the words in the boxes to fill in the space
Health Opening a bank account Mobile phones Accommodation

bills notice contract deposit

1. Perhaps the most difficult thing to organize is where you are going to live.
Your employer might help you find an (1) or it might even be
provided for you. The best advice is to start looking before you go. Use the Internet
to look for places to rent and post your own advert on bulletin boards. It is important

to view anywhere though before you sign a (2) and give a large
(3) to a landlord. You also need to check whether or not the
utility (4) are included and how much (5) you need

to give when you want to move out. Many people choose to live with a local family
as a way to learn about the culture of the country they are in.

creditcards  salary overdraft

2. To open a bank account in another country you will need to show your
passport, proof of earnings, proof of your address and residency. It is also likely that
you will be expected to show proof that your monthly (6) will be paid
into this account. Remember that rules regarding banks are not the same in every
country. You have to pay for an (7) on your account in France, and the
rules on (8) can differ greatly, make sure you check before you sign up!

check-up insurance scheme  national health service

3. In most countries you have to pay for medical treatment. For trips of up to
three months in Europe, the European Health Insurance Card may allow you to be
treated for free by the (9) _ of the country you are in. Your employer may have an
(10) that you can join or you might want to take out your own
insurance policy. This will help you if you need to see a doctor while you are abroad.
You may need to register with a doctor and you may also need to have a
(11)

top-ups landline contract  number

4. In many countries, the process of buying a mobile phone is straightforward:
you choose the phone and the provider you want, you are then given a
(12) . Italy is one exception, where you will need your national 1D
card and your tax code. When you don’t know how long you are planning to live in
the country, many people choose prepaid packages that allow (13)
This means you can cut off the service when you want without worrying about bemg
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apartment.
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. These days many providers also offer wireless Internet
access meaning you won’t need to have a (15)

put into your flat or

4. Look at the eight pieces of advice for people who are going to live abroad. For
each set of four match the beginning with the correct ending.

1. You might have to pay two month’s rent

a) for free with most banks.

2. When you move out of a flat

b) your landlord will check the

inventory.

3. You can have an overdraft

c) to withdraw money from a cash point.

4. You can use your bank card from home

d) as a deposit before you move into a
flat.

5.You need to be registered with a doctor

e) broadband access in the area where
you live.

6. Most
insurance

employers include medical

f) means you don’t need to sign a
contract for your mobile phone.

7. Using top-ups

g) to get medical treatment.

8. You need to check that there is

h) as part of their employment package.

Which pieces of advice are true for your country? Which are different? What
other advice and information could you give? Compare your answers with a partner.
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Unit 2 Companies
‘Corporations are not things. They are the people who run them’
Charles Handly, Irish management guru

I. Topical Vocabulary

1 | head office TOJIOBHHI OQic, YIIpaBIIiHHS
(koMI1aHii, Kopropaiiii)

2 | market share JI0J1s1 puHKa (MTUTOMA Bara Ha PUHKY
JTAHOTO TOBapy (MPOAYKIIii KOMIIaHii)

3 | net profit YHCTHN IPUOYTOK

4 | parent company MaTepUHChKA KOMIaHis, KOMIIaH1s-
3aCHOBHUK

5 | subsidiary JIOYipHsI KOMITaHis

6 | share aKIis

7 | share price KypC aKIIiii, Oip>KOBHUI Kypc

8 |turnover 00ir

9 | workforce poboya cuiia, TPYI0BI pecypcu

10 | costs BUTpPATU

11 | tax IMOJIaTOK

12 | financial performance (biHaHCOBHIA pe3ysbTaT, piHaHCOBHIA
CTaH (XapaKkTepuCcTHKa ePEKTUBHOCTI
JUSJIBHOCTI IMIPHEMCTBA)

13 | all-time high HE3BUYHO BUCOKHI PIBEHB; TIOCTIHHO
BHUCOKHM (ITPO LIHM 1 T.I1.)

14 | strong demand BHCOKHUH TOIMHUT

15 | cash flow I'POIIOBHIA TIOTIK

16 | CEO (Chief Executive Officer) reHEepaIbHUN JUPEKTOP (KOMIIaHii);
KEepIBHUK M1IPUEMCTBA,;

17 | shareholder aKIlioHep

18 | board of directors pajia JUPEeKTOPIB; MPABIIHHS;
aJMIHICTpaIlis

19 | chairperson / chairman roJjioBa (300piB TOIIO)

20 | policy decision CTpaTeriyHe PilllCHHS

21 | a family-owned company pPOJIMHHA KOMITaHisI

22 | a multinational company MI>KHApOIHA KOMIIaHis

23 | to be self-employed IpaIlOBaTH Ha ce0e

24 | enterprise i AITPUEMCTBO

25 | corporation KOpPIOpalist

26 | profitable nprOYTKOBHM, BUTIAHHMA, JOX1THHHA

27 | failing 30UTKOBUH

28 | bankrupt OaHKpPYT

29 | pharmaceuticals bapMalieBTHUHUI

30 | sustainability CTIMKHIA PO3BHUTOK, CTIHKICTh
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31 | chart niarpama, rpadik, cxema, TabIuIs
32 | company officer 1ocaoBa 0co0a KOMITaHii

33 | lay off 3BUIBHUTH 3 POOOTH (THMYACOBO)
I1. Starting up

1. Say which adjectives and verbs could come in front of the word company. Use
the initial letters of the words on the left as clues.

grEprEErEr

2. Which of these companies do you or would you like to work for?
1) a family-owned company

2) a multinational company

3) your own company (be self-employed)

Think about such points as: work environment, pay, promotion possibilities, and
job security. Then compare your answers with the information below.

Work environment: May be more friendly in a small family business. But some
family-owned businesses are multinationals with thousands of employees, and the
environment may not be that different to working in an ordinary multinational. Self-
employed people working on their own sometimes complain about feeling isolated.
You may feel more in control running your own company, but there again, if you
have employees to look after, this can be a big responsibility.

Pay: Small family companies may or may not pay good wages and salaries.
One issue here is that when multinationals come to an area with low unemployment,
they may make it more expensive for firms in the area to employ people in office or
factory jobs. On the other hand, some multinationals are well known for paying very
low wages to people in places such as fast food outlets. The pay of self-employed
people, of course, varies enormously.

Promotion possibilities: There will be fewer opportunities for promotion in
family companies, especially if family members are in key positions. Multinationals
will probably offer more scope - the fast-food worker may become a branch manager
and possibly go even further, but examples of top managers who have risen all the
way from shop-floor level are rare.

Job security (= probability that you will keep the job): Family companies may
hesitate longer before laying people off out of a feeling of responsibility towards their
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employees. Multinationals have had different attitudes towards laying people off, but
companies in general are probably quicker to lay people off than before.

3. Can you name a company in each of these business sectors? Is there one that
you would like to work for?

Telecommunications/Media Banking and finance  Food and drink
Engineering Transport Retailing
Pharmaceuticals/Chemicals Manufacturing Another service industry
Construction IT/Electronics Tourism

I11. Vocabulary and Speech Exercises

1. Complete the chart with the information in the box below. Then write
sentences about the companies.
Example: Cisco Systems is an American company which supplies Internet equipment.

American Express  container-ship operator ~ fashion/retail ~ Finnish
Japanese  Korean Nokia oilandgas pharmaceuticals Toyota

COMPANY MAIN ACTIVITY NATIONALITY
Cisco Systems Internet-equipment supplier American
Car manufacturer
Inditex Spanish
Travel and financial services American
provider
Roche Swiss
Samsung Electronic-goods maker
Telecommunications
Hapag-Lloyd German
Petrobras Brazilian

2. Complete the sentences below with the words and phrases in the box.

head office  market share  net profit  parent company
share price  subsidiary turnover workforce

1. The amount of money a company receives from sales in a particular period is
called its ...

2 The money a company makes after taking away its costs and tax is its...

3 A company which owns another company is called a...

4 The employees in a particular country or business are called the ...

5 The percentage of sales a company has in a particular market is its ...

6 The main building or location of a large organisation is its...
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7 The cost of a company's shares is its ...
8 A company which is more than 50% owned by another company is called a ...

3. Complete this extract from a company report with appropriate words or
phrases from the box in Exercise 2.
Financial performance

| am pleased to say the 1) has continued its excellent
performance. We are changing, growing and doing well at a difficult time for the
industry. 2) was €57.2 million, an increase or 15% on last year, and
3) rose by 5% to €6.4 million.

We are a highly competitive business. We have increased our 4)
to 20%. Consequently, our 5) has risen and is now at an all-time high
or €9.6.

Increased production and strong demand have had a positive effect on our
cashflow, so we are able to finance a number or new projects. We have successfully

moved to our new 6) in central London. We are now planning to start
full production at the recently opened Spanish 7) in October.
Finally, thanks once again to our loyal and dedicated 8) . Our

employees will always be our most valuable asset.

4. Use the prepositions at, by, for, in, of, to and on to complete the extract from a
company report.

PINELCOM
Financial performance
Pinelcom is committed 1) creating and delivering value — value to

its customers, value to its employees and value to the region. Our success in moving
towards this goal is most evident in the financial results for this year. Turnover

2) the close of the year was €83,5 million, that is an increase
3) 12 per cent over the previous year, and profits rose 4)

6 per cent 5) €7,3 million. In spite of fierce competition, we have
increased our market share to almost 25 per cent. As a result, our share price has risen
and is now 6) an all-time high 7) €11,6.

A huge increase 8) production and rising demand have had a
positive effect 9) our cash flow. We are planning to start full production
10) our recently opened Polish subsidiary 11) May.

Finally, I would like to congratulate our staff on their outstanding performance.
Thank you all once again 12) your continuing support of the company.

5. Match the companies to the industry sector they belong to.

1. Lenovo, Apple, Dell, Microsoft a) Electrical / Electronics
2. Bayer, Johnson & Johnson, Novartis b) Engineering

3. BMW, General Motors, Nissan, ¢) Banking and finance
Toyota
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4. HSBC, ING d) Pharmaceuticals / Chemicals
5. LG, Nokia, Samsung, Siemens e) IT (Information Technology)
6. AP Moller-Maersk, Qatar Airways, f) Retail
Ryanair
7. Ikea, Tesco, Wal-Mart, Zara g) Transport
6. Read the sentences and write the missing words.
1. Humanr ¢ _ s deals with employees, keeps their records and helps with
any problems they might have.
2. If someoneis __f-e oy it means that they don’t work for only one
company.
3. Cisco Systems is a famous American IT company which _ _ pp_ _ _ _ Internet
equipment.
4. A company which owns another company iscalleda __r__ company.
5A bs_ Is a company which is more than 50 per cent owned by another
company.
6. The main building or location of a company or organisation is its _ _ _d
0 e.
7. Banking and tourism belongtothe _ v industry.
8. All the people who work in a particular country, industry, or factory are called the
kf
IV. Reading Comprehension
Text1l
Company structures

Most companies are made up of three groups of people: the shareholders
(who provide the capital), the management and the workforce. The management
structure of a typical company is shown in this organisation chart.

2 020 2 9

Board of Directors

l

»

Managing Director

2 9 9o »

Senior management

| | | | |
[ | I | | [ | | [ |

2 2 2 2 02 2 0 0 0 29

Middle management

At the top of the company hierarchy is the Board of Directors, headed by the
Chairperson or President. The Board is responsible for policy decisions and strategy.
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It will usually appoint a Managing Director or Chief Executive Officer, who has
overall responsibility for the running of the business. Senior managers or company
officers head the various departments or functions within the company, which may
include the following:

a) Marketing

b) Public Relations

¢) Information Technology or IT

d) Personnel or Human Resources

e) Finance

f) Production

g) Research and Development or R & D

Text 2
Two different organisations
1. Discuss the statement ‘Companies should be owned by their employees."

2. Work in pairs. As you read, make a note of the key points about your
company in the chart below.

Student A: Read Article 1.

Student B: Read Avticle 2.

Tata John Lewis

India’s biggest company Owned by its employees

Article 1
India: Tata's search for a new CEO
by Joe Leahy in Mumbai

Mr Tata, Chairman of India's biggest company, is expected to retire — yet again
— in two years. But this time things look different. The group appears ready to move
on, formally announcing last month that it has set up a special committee to look for a
new CEO.

Instead of simply choosing the most obvious successor, the group has said it
will consider all candidates for India's biggest corporate job. In a country where
companies are often controlled by influential families, the idea of an outsider,
particularly a foreigner, controlling a group of Tata's size and reputation is
revolutionary.

At risk is more than the future of the Tata Group, though this is very important
to the national economy. With its 100 subsidiaries — including India's biggest private-
sector steel company, its biggest information technology outsourcing company and its
biggest automotive producer - it is also the country's first true multinational, with 65
per cent of its $71 bn in revenue generated overseas.
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Analysts question whether Tata can create an example for corporate India of
orderly transition from family leadership to professional management. "There's a
feeling if an outsider, especially a foreigner, took over a group as complex as Tata, it
would be disastrous," says a banker who knows the company.

However, some critics argue that introducing professionals would help to break
down a reputation for weak management in large, family-run companies.

Article 2
Is John Lewis the best company in Britain to work for?
by Jon Henley

It is owned by its employees — or partners - who have a say in how it is run and
receive a share of the profits. Surely this is the way every organization should be run?

It's just before opening time on bonus day at John Lewis and, boy, are we
excited. Up and down the country, the 69,000 people who work for the nation's
favourite retailer are gathered, impatient. A specially chosen staff member opens an
envelope and reads out a number. Fifteen per cent. It's the percentage of their salary
that each John Lewis employee takes home as that year's bonus.

If a product is on sale in a John Lewis store, you know you can trust it. Plus
you can be sure you’ll be served by someone who really knows what they're talking
about and, most unusually of all, is eager to help.

Unlike other high-street names, John Lewis is owned by its employees, each of
whom has a say in its running and a share in its profits. This is Britain's largest
example of worker co-ownership. Its purpose is "the happiness of all its members,
through their worthwhile and satisfying employment in a successful business".

“It's a good company to work for", says Pedro, a Waitrose* chef. "l didn't
realise how good until | joined." Employer-employee relations at John Lewis, says
Nicola McRoberts, "are completely different. They want you to be happy."

A veteran of five years, Kirsty Reilly, in womenswear, speaks of the "passion
and commitment" that come from "being engaged, because you have a shared interest

in making sure it works, for you and for the people you work with."
* A supermarket chain, part of the John Lewis group.

3. Compare and contrast the two companies.
Example: Tata is an Indian company, but John Lewis is a British company.

4. Discuss these questions:

— What are the good and bad points of bringing in someone from outside to run a
family owned business?

— Do you know of any company like john Lewis in your country? If so, how
successful is it?

V. Listening Comprehension
A successful company
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1. Listen to the first part of an interview with Susan Barratt, the Chief Executive
Officer of Nature's Way Foods, and correct the six mistakes in this paragraph.

Nature's Way Foods is a drinks-manufacturing company based on the east
coast of Ireland. They put chilled product, the majority of which is milk and cheese,
into various types of packaging for the major retailers and various food-service
companies in Ireland.

. Listen to part one and find the following.

. an adjective meaning cold or cooled

. a four-word expression meaning most of which

. aword that means different

. aword for what food is wrapped in

. a two-word expression used for the chains in item 6 below

. the names of three supermarket chains that sell food to consumers
. a three-word expression that includes the chain in item 8 below

. the name of a fast-food restaurant chain

CO~NO OIS WNEDN

3. Listen to the second part, where Susan talks about the reasons for the
company's success, and complete these notes with one word in each gap.

First reason for success: the 1)

* Health — desire to eat healthy 2)
» Convenience — 3) -poor.

» Sustainability — low level of food 4)

* Indulgence — diet Monday to Friday, but have several pieces of cake on Friday

night.

Second reason for success: the way they 5) the business.
* High- 6) business.

* Produce hundreds of 7) of units.

* Need to be very 8) in the way they produce them.

* Invested heavily in 9) and processes.

4. Listen to part two and complete the table with words that Susan Barratt uses.

noun adjective

healthy

convenient

sustainable

indulgent

efficiency

5. Match the adjectives in Exercise 4 to their meanings in this context.
a) easy to prepare, use, etc.

b) using the least possible amount of time, effort, money, etc.

c) allowing someone to eat something that tastes good but may be unhealthy
d) able to continue into the future




48

e) good for your body

6. Listen to the third part and answer these questions.
1. What two things has Susan enjoyed the most when running a company?
2. What does she not enjoy about running a company?

7. Listen to part three. Which of these things does Susan Barratt mention?
Someone who runs a company . . .

1. should set strategy

2. should set clear goals

3. should be an expert in accountancy and finance

4. should get people to work together as a team

5. should socialise with their team at weekends

6. might suffer from the fact that they are continuously responsible for different
things

7. might get lonely

8 must make some decisions on their own

8. Listen to the final part and complete this extract.
I've learned a lot of lessons from the companies I've worked for. | think the key

thing is that you have to make sure your 1) in the organisation are
engaged with the organisation and have a clear 2) of what that
organisation is trying to 3)

If you can get that clarity of 4) and 5) from the

people within the organisation, then that will help move the business forward in itself.
V1. Skills “Presenting your company”

1. What sort of presentations have you given? How did you feel?

2. Listen to the beginning of a presentation by Robert Pullin, Director of Human
Resources at DCV Fashions, and answer these questions.

1. What is the main aim of the presenter?

2. What kind of audience is he probably addressing?

3. Listen again and complete this paragraph.

1) I’ll give you some basic information about DCV Fashions.
2) , I'll explain why we've been so successful in the fashion industry
3) , I'll tell you about our mission statement. This describes what we're
all about, why we're in business. And 4) , I'll explain how we

communicate with people through our advertising and promotion.

4. In pairs, practise giving an introduction to your own company or one which
you know well.
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5. Listen to the rest of the presentation. Work in pairs and complete the
information.

DCV Fashions

Head office 1)

Products 2)
Turnover (last year) 3)
Profits (last year) 4)
Reasons for success 5)
Advertising and promotion 6)

6. Number these phrases which introduce different sections of the presentation
in the order in which they appear.

a) Moving on now to our mission ...

b) Finally, a word about ...

c¢) Thanks very much for listening ...

d) OK, some basic facts ...

e) What's the key to our success?

7. Choose one of these topics. Work in pairs. Make your presentation and
answer your partner's questions. Your audience is a group of young people from
a fashion college.

« Think about your company or a company you know. Study the Useful language

box below, and use the headings in the chart in Exercise 5 to help you prepare a
presentation about it.

Useful language

INTRODUCING YOURSELF OUTLINING THE PRESENTATION CHANGINGTOA NEW SECTION
Hello everyone, my name's First, I'll give you some basic OF THETALK
Robert Pullin. I'm Director of Human information. Moving on now to our mission.
Resources at DCV Fashions. Next, I'll talk about our products. OK /Right. What about our
Good morning, I'm Robert Pullin, Then, I'll discuss the reasons for distribution system?
Director of Human Resources, U SUCCESS.
DCV Fashions. ;
I Finally, I'll tell you about our ENDING THE PRESENTATION
advertising and marketing. Thanks very much for listening
STATING YOUR AIM to my presentation.
My purpose today s to talk INTRODUCING NEW INFORMATION Thanks for coming to my talk.
{00 SOUL DU cOMpaR: Here are some basic facts. Are there any questions?
Today, I'd like to talk about our H Yot Foets abioit
AeWnmiects. ere are some key facts abou
our company.

e Use the facts provided in the table to make a presentation about Moda International
Fashion Group (MIFG).

MIFG Data

Head office | Milan, Italy; founded in 1978
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Turnover (last year)

€286 million (increase of 10.4% compared
with previous year)

Products

Makes and sells clothing, designer shoes,
handbags, giftware
Target consumer: 20-35-year-olds

Number of stores

28 in Italy, 35 internationally

Workforce

1,800 employees

Reasons for success

Strong brand image; competitive prices;
excellent TV advertisements;

endorsement by a famous, young Italian
model

Mission

To create an exciting lifestyle for its
customers

Advertising and promotion

Focuses on TV advertising and on full-
page advertisements in fashion magazines

8. Match each of the headings (1-6) to one of the expressions (a-f).

1 Introducing yourself

a) Here are some key figures on our
amazing growth over the last five years.

2 Stating your aim

b) That's it for today. Thank you very
much.

3 Outlining the presentation

¢) My name's Katie Woo and I'm Head of
Marketing here at Fragrant Perfumes.

4 Introducing new information

d) My talk is divided into four parts

5 Changing to a new section of the talk

e) I'm here to tell you about our exciting
new products to be launched next year.

6 Ending the presentation

f) That's all I have time for on lipstick. I'll
move on now to shampoo.

9. Work in groups of three. The directors of three new Internet start-ups make
presentations about their companies to possible investors. You are one of the
directors. Use the notes to make a presentation about your company.
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Linkalot

Vidcall

Source-it

Based

Hoxton, London

Stockholm, Sweden

Riga, Latvia

Nature of site

Social networking

Video calls using the
Internet

Putting suppliers and
buyers in touch with each
other

Users

Young professionals aged
25-40

Businesses and individual
consumers

Businesses in cars,
electronics and
construction

Current source of
investment

Friends and family

Loan from a Swedish bank

Grant from (=money given
by) the European Union

Amount already invested

€200,000

€550,000

€1.1 million

Purpose of new investment

Employ 10 new

Develop new video

Move into a bigger building

programmers technologies with the most up-to-date
equipment
Amount required €1 million €1.5 million €1.9 million

VI1I. Self-directed work

Reading 1
Read this article from the Financial Times by Stefan Stern and answer the questions.

Before you read
What's the best way to keep a company's employees happy and motivated?

The real value of managing information and people
By Stefan Stern

SAS has been a pioneer in the business of "analytics". This involves not just
gathering information, but also processing it and getting the value from it. Its chief
executive, Jim Goodnight, says: "When the economic downturn started | told
everyone there would be no job losses, that we might have lower profits but that was
fine with me," he says. "If didn't care because | prefer keeping everybody's jobs. |
think everybody actually worked harder to save money, to cut expenses, to try to
bring in more revenue, and we actually ended up growing last year by 2.2 per cent. |
always say if you treat people like they make a difference they will make a
difference."”

SAS has just been named by Fortune magazine as the best company to work
for in the US. The on-site perks and benefits at SAS headquarters are remarkable.
Medical care, childcare, sports centres, massage, food, hairdressers and a 35-hour
week: these all form part of the employee package.

There is a downside. SAS does not pay the highest wages in its sector. But it is
a successful business with low staff turnover. Most employees seem happy with the
deal, which is designed to make working life easier. It is these software programmers
who in turn keep SAS's clients happy.
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Exercises
1. Look through the whole article. Which organisation is it about?

2. Complete these statements with words from paragraph 1, as they are used in
the article.

a) A IS a person or organization that does something that has not been
done before. (7 letters)

b) If you collect information, you it. (6 letters)

c) If you information, you try to make it easier to use, understand, etc. (7
letters)

d) An economic IS a time when business activity goes down. (8 letters)
e) You say that something happened when you want to talk about what
really happened, not what might have happened. (8 letters)

f) Is another word for 'costs'. (8 letters)

4) Is money from sales. (7 letters)

h) If you people in a particular way, you manage them in that way. (5
letters)

3. Read paragraph 1 and choose the best summary.
SAS got through the economic downturn...

a) but profits increased and some employees lost their jobs.
b) but it made a loss; however, everyone kept their jobs.

¢) and the company even grew during that time.

4. Now answer these questions about paragraph 1.

a) What does SAS do?

b) During the downturn, why didn't Jim Goodnight worry about having lower profits?
¢) How did his employees manage to get the company to grow?

d) What is his 'philosophy’ in relation to employees?

5. Read paragraph 2. Imagine that SAS employees make the comments below.
Which perk or benefit is each employee referring to?

a) 'l like being able to leave work at 5.30!"

b) 'If I get ill, I can always go and see the company doctor.'

c) 'l can leave my kids in the créche and pick them up when I leave work.'

d) 'It's great to be able to play tennis at lunchtimes.’

e) 'l can always get my hair cut without going into town.'

f) "'The hamburgers are delicious.'

6. Choose the alternative with the closest meaning to the expression in italic.
1) There is a downside.

a) disadvantage

b) disagreement

c) disappointment
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2) SAS does not pay the highest wages ...
a) earning
b) salaries
C) payments
3) ... In its sector.
a) segment
b) industry
C) area
4) But it is a successful business with low staff turnover.
a) few employees who leave
b) low sales per employee
c) few employees who sell
5) Most employees seem happy with the deal, ...
a) location and salary
b) healthcare and sports centres
¢) pay and benefits

Over toyou 1
Think about your own organisation or one you would like to work for. What perks
and benefits would you most like to have?

Over to you 2

SAS is based on a ‘campus’ outside Raleigh, Virginia. (A campus is a kind of park,
often on the edge of a city, where a company has its offices.) Would you prefer to
work on a campus like this, or in a city centre office? Give your reasons.

Reading 2

Read this article from the Financial Times by Rachel Sanderson and answer the
guestions.

Before you read
What products do you think of when you think of Italian companies?

Value of being ‘Made in Italy

By Rachel Sanderson

In Palazzo Strozzi, a Renaissance palace overlooking Florence's Arno River,

Ferruccio Ferragamo, owner of luxury shoe brand Salvatore Ferragamo, is explaining

why his shoes are "Made in Italy". Mr Ferragamo's father, Salvatore, put handmade

shoes on the feet of Marilyn Monroe and Sophia Loren, Lauren Bacall and Judy

Garland. But many people might think that his son is living in different times, with

rising Chinese and Indian manufacturing companies putting Italian companies out of
business.

A decade ago, many economists, in Italy and outside, were convinced that the

small and medium-sized businesses that make up a large part of the country's

economy were in decline. The Italians could not compete with rival manufacturing



54

countries in Asia. Their productivity was too low and too costly. But the country's
exports are estimated to have grown 12, 5 per cent this year, with forecasts of 8 per
cent for next year's growth.

The surge has been caused by the attraction of "Made in Italy" goods to the
middle classes of rapidly growing economies, including Brazil and China. And
whether it is sending furniture to Russia, textiles to Egypt, rubber and plastic products
to Turkey or winemaking equipment to Chile, emerging markets are proving
increasingly important for Italy's entrepreneurs.

The place where a product is made is very important for Chinese consumers.
By some estimates, China is now the world's biggest luxury market. This has allowed
the industry to raise prices by 10 per cent in the past 12 months. As Mr Ferragamo
says, "We cannot make enough to keep up with the demand from the Chinese. They
want their shoes not just made in Italy, but often made in Florence."

Exercises

1. Look through the first paragraph to find the names of:
a) a luxury Italian shoe company.

b) its current owner.

c) the name of his father.

d) the names of four actresses who have worn its shoes.

2. Choose the alternative with the closest meaning to the expression in italic.
1) A decade ago, ...
a) five years
b) ten years
C) twenty years
2) ... many economists, in Italy and outside, were convinced that the small and
medium sized businesses ...
a) unsure
b) secure
C) sure
3) ... that make up a large part of the country's economy were in decline.
a) getting smaller and less important
b) getting bigger
C) staying the same
4) The Italians could not compete with rival manufacturing countries in Asia.
a) similar
b) competing
c) helpful
5) Their productivity was too low and too costly.
a) sales
b) profits
C) output per person
6) But the country's exports are estimated to have grown 12, 5 per cent this year, ...
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a) known
b) calculated
C) guessed
7) ... with forecasts of 8 per cent for next year's growth.
a) predictions
b) promises
c) plans

3. Read paragraphs 3 and 4 and decide if these statements about expressions are
true or false.

a) A surge is an increase.

b) If something has an attraction, people like it.

¢) Emerging markets have existed as markets for a long time.

d) Entrepreneurs are people who start new businesses and have new ideas for
existing businesses.

e) Demand for something is the amount of it that is available to buy.

4. List all the products mentioned in paragraph 3.

5. Choose the best summary of the whole article.

Italian manufacturing companies...

a) have been successful because they have higher productivity than Chinese or Indian
companies.

b) were expected to do badly, but have been successful because of demand from
emerging markets.

c¢) do well because customers in emerging markets want their shoes made in Florence.

Over toyou 1
Why is the place where luxury goods are made so important?

Over to you 2
Describe areas in your country that specialise in making particular goods. How are
they doing now in relation to the past?

Reading 3
Philips is a major multinational company which has almost 30,000 trademarks
registered worldwide. Study the organisation chart below
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PRESIDENT
I
BOARD OF MANAGEMENT

(In charge of company strategy and general policy.)

SUPERVISORY BOARD GROUP MANAGEMENT COMMITTEE

(Responsible for the general course of business.
Makes sure policy is implemented and advises the board of management.)

Corporate Departments

[ | |

Finance: Information Human Resource Legal Affairs Communication and J

Accounting & Control Technology Management Public Relations

1. Match these products to the sectors below which they come from.
faxes mobile computing products  X-ray equipment  hairdryers lamps

Sectors

Philips Business Electronics Philips Components | Philips Consumer Electronics = | Philips Domestic Appliances
Products include: Products include: Products include: SRR
u digital video- m display components m video: TV, VCR Products include:
communications systems m general systems m digital video m personal care:
| GRS components DVD, internet, digital TV, shavers, 2
m speech processing digital cameras suncare
m mobile phones m domestic appliances:
3 mobile comp\k.me vacuum cleaners, food
producks processors, blenders,
coffee makers
Philips Lighting Philips Medical Systems Philips Semiconductors
Products include: Products include: Products include:
L) ab_____ m telecom terminals
u lighting electronics and gear m ultrasound m emerging business e.g. Trimedia

Before you read

2. Decide whether you think these statements about Philips are true or false.
1) It is the world’s second biggest electronics company.

2) It has produced over 100 million TV sets.

3) Its headquarters are in Amsterdam.

4) It was the first company to produce compact discs.

5) It is active in a small number of specialised businesses.

6) It provides the lights for famous landmarks such as London’s Tower Bridge.

The Philips Story
The foundations of the world’s biggest electronics company were laid in 1891
when Gerard Philips established a company in Eindhoven, the Netherlands, to
manufacture light bulbs and other electrical products. In the beginning, it
concentrated on making carbon-filament lamps and by the turn of the century was
one of the largest producers in Europe. Developments in new lighting technologies



57

fuelled a steady programme of expansion and, in 1914, it established a research
laboratory to stimulate product innovation.

In the 1920s, Philips decided to protect its innovation in X-ray radiation and
radio reception with patents. This marked the beginning of the diversification of its
product range. Since then, Philips has continued to develop new and exciting product
ideas like the compact disc, which is launched in 1983. Other interesting landmarks
include the production of Philips’ 100-millionth TV set in 1984 and 250-millionth
Philishave electric shaver in 1989.

Philips’ headquarters are still in Eindhoven. It employs 256,400 people all over
the world and has sales and service outlets in 150 countries. Research laboratories are
located in six countries, staffed by some 3,000 scientists. It also has an impressive
global network of some 400 designers spread over twenty-five locations. Its shares
are listed on sixteen stock exchanges in nine countries and it is active in about 100
businesses, including lighting, monitors, shavers and colour picture tubes; each day
its factories turn out a total of 50 million integrated circuits.

Royal Philips Electronics is managed by the Board of Management, which
looks after the general direction and long-term strategy of the Philips group as a
whole. The Supervisory Board monitors the general course of business of the Philips
group as well as advising the Board of Management and supervising its policies.
These polices are implemented by the Group Management Committee, which
consists of the members of the Board of Management, chairmen of most of the
product divisions and some other key officers. The Group Management Committee
also serves to ensure that business issues and practices are shared across the various
activities in the group.

The company creed is 'Let's make things better'. It is committed to making
better products and systems and contributing to so improving the quality of people's
work and life. One recent example of this is its 'Genie' mobile phone. To dial a
number you just have to say it aloud. Its Web TV Internet terminal brings the
excitement of cyberspace into the living room. And on travels around the world,
whether passing the Eiffel Tower in Paris, walking across London's Tower Bridge, or
witnessing the beauty of the ancient pyramids of Giza, you don't have to wonder any
more who lit these world famous landmarks, it was Philips.

Exercises
3. Read 'The Philips Story"' again. Why are these dates important?
a) 1891 b) 1914 c)the 1920s d) 1983 e) 1984

4. Find the figures that correspond to the following pieces of information.
Example: The approximate number of designers working for Philips: 400

1) The number of people working for Philips worldwide.

2) The number of countries with sales and service outlets.

3) The number of countries where Philips has research facilities.

4) The approximate number of scientists working in Philips' research laboratories.
5) The number of integrated circuits produced every day.
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5. Match the words from the text with their corresponding definitions.

1) an innovation a) a planned series of actions

2) a patent b) main offices

3) diversification c) a place or address

4) arange d) the introduction of a new idea

5) headquarters e) a selection or series

6) a location f) making different types of products
7) a strategy g) an agreed course of action

8) a policy h) the right to make or sell an invention

6. Replace the words in italics with the words used in the text.

1) Gerard Philips set up ( ) a company in Eindhoven.
2) The company initially specialised in ( ) making carbon-filament
lamps.

3) Developments in new lighting technologies fuelled a steady plan for growth

( ).

4) In 1983 it introduced ( ) the compact disc onto the market.

5) Each day its factories produce ( ) a total of 50 million integrated
circuits.

6) Royal Philips Electronics is run ( ) by the Board of Management.

7) The Supervisory Board carefully watches ( ) the general course of
business.

8) Policies are put into practice ( ) by the Group Management
Committee.

9) The Group Management Committee consists of members of the Board of
Management and chairmen of most of the product sectors ( ).

10) The Group Management Committee serves to ensure that important matters
( ) and ways of doing business ( ) are shared across the

company.
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Unit 3 Selling
‘I’m very proud of my gold pocket watch.
My grandfather, on his deathbed, sold me this watch.’
Woody Allen, American actor, writer, director and comedian

I. Topical Vocabulary

1 | distributor, wholesaler ONTOBMI JUCTPHUO'IOTOP, NPOJaBEIb

2 | retailer PO3aPIOHUI TOPrOBEIh

3 | to buy in bulk KyIyBaTH OOTOM

4 | refund HOBEpHEHHS (TPOIIICH);
BIJINIKOTyBaHHs (BUTpAT)

5 | discount 3HUKKA

6 | to dispatch MIOCHJIATH, HAJCUIIATH, BIANPABIATH

7 | purchase; to purchase KYIIBJIs; TOKYIIATH

8 | stock 3arac, aCOPTUMEHT TOBapiB

9 |to be in stock OyTH B HasIBHOCTI

10 | to be out of stock PO3MPOJIaHO

11 | storage CXOB, 30epiraHHs

12 | warehouse TOBAPHHM CKJIA]]

13 | bargain BUT1THA TIOKYTIKA, 33JICIICBO KyTUICHA
piu

14 | cooling-off period nepioq 0OMipKOBYyBaHHI (Tiepen
MOKYIIKOIO 200 MiAMKMCAHHIM YTOJIH)

15 | expiry date JaTa 3aKiHICHHS TePMiHy il
(moroBopy, yroju)

16 | payment card IIaTDKHA KapTKa

17 | method of payment dbopMa orIaTH; BUJI IIATIKHOTO
3aco0y; METOJI OTJIaTH

18 | extra cost JI0JTATKOBA BapTiCTh, TOTATKOBI
BUTPATH

19 | interest-free 0e3nporeHTHHH (KPEeInT)

20 | money-back guarantee rapaHTis IOBEPHEHHSI rPpoIIeH (3a
TOBAp)

21 | after-sales service rapaHTiiiHe 00CIyroByBaHHs

22 | DIY —do it yourself «3pobu cam» (ToBap, SIKUK MOTPIOHO
30UpaTH BPYUHY)

23 | credible Syn: believable T'JIHUI TOBIp'sl; IMOBIpHUIA

24 | sales pitch IIPOMOBA, SIKY MTPOJIABII KaXyTh, 100
YMOBHUTH MOKYIIIIS KyIIUTH TOBap

25 | engaging JapiBHUH, MpUBAOIUBUIA, TPUEMHUHN

26 | skin care JIOTJISI 38 IIKIPOIO

27 | moisturiser 3BOJIOKYIOUNH KpeM

28 | fragrance apoMar
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29 | to alter 3MiHIOBaTH(CS), IEPEPOOIIATH

30| on air B edipi

31 | to browse npoauBisiTHCS (1HGOPMAITIIO)

32 | salespeople IPOJaBIl

33 | to close a deal HIANKCATH YTOTY

34 | to highlight 1 KPECIIOBATH, BUILIATH

35 | approach METOJI, MiIXi]

36 | integrity YECHICTh

37 | hard sell TIOCHJICHE peKIIaMyBaHHS TOBapiB,
HaB’ sI3yBaHHS

38 | to be the case IPaBHJIbHO, BIDHO, Ma€ MicIie OyTH

39 | incentive CTHMY/JI

40 | average sales CepeHii 00’ eM IpoIaxK

41 | praise XBaJla; BUXBAJSIHHS; POCIIABJISTHHS

42 | e-commerce = electronic commerce CJICKTPOHHA TOPTIBJIA (Uepes
InTepHer)

43 | retail sales pOojaK TOBapiB Mara3uHaMu
pO31piOHOT TOPTiBII

44 | B2G - abbreviation for business-to- referring to a business dealing with

government government rather than individuals or

companies

45 | to go beyond MIEPEBUIIYBATH

46 | to part with pO3JIydaTucs 3

47 | co-worker = colleague CHIBPOOITHHK, KOJIETa

48 | to keep on the right side of smb. MiATPUMYBATH TapPHI CTOCYHKH 3
KHMOCH

49 | negotiation skills HABUYKH MPOBEACHHS ITEPETOBOPIB

50 | cold calling crpo0a HaB's3aTH TOBapH abo
MOCITYTH 32 TeJIe(POHOM; TTPOITO3HITIS
TOBapiB 200 MOCAYT 3a TejaehOHOM

51 | business-to-business = B2B denoting trade between commercial
organizations rather than between
businesses and private customers

52 | to bid for MIPOTIOHYBATH I[iHY 32 IOCh;
HaMaraTHUCsl OCSITTU SIKOiCh METH

53 | outlet TOProBeJibHA TOYKA; Mara3uH

54 | warranty TEXHIYHA rapaHTisl; 3aBipeHHs (B
yroJi)

55 | prospect MOTEHIIMHUHN KJIIEHT

56 | setback HEeBaya

57 | lead IPHKIIAJ, TOCBI

58 | challenge BUKJINK
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I1. Starting up

. In pairs or small groups, discuss these statements.

. Selling is about sticking your foot in the door and making a speech.
. To be a good salesperson it helps if you like people.

. It is essential to like what you are trying to sell.

. Selling is always fun.

. A salesperson needs to have a lot of initiative.

GO WNPEFP -

. Answer these questions

. What do you like about shopping? What don't you like?

. When did you last visit these retail outlets? What did you buy?

* a (street) market * a convenience store* ¢ a supermarket

* a department store®*  « a specialist retailer* < a shopping centre / mall*

* an online retailer

3. Have you ever bought something you had not planned to buy?

4. What was it that convinced you to buy on impulse?

*a convenience store — open long hours selling a variety of food and drink and most
household items;

a department store — large store, often with many floors and divided into
departments, each selling a different type of goods;

a specialist retailer — individual store or part of a chain selling one type of goods,
e.g. electrical goods, shoes, books, etc.

a shopping centre / mall: large area with many different shops, usually under cover
and where cars are not allowed

NP DN

3. Listen to three people talking about their shopping habits and answer these
guestions.

1. What do they like and dislike?

2. Which shopper are you most like?

3. How are shopping habits changing in your country?

I11. Vocabulary and Speech Exercises

1. Choose the correct word (a, b or c) to complete each sentence.

1. A is another name for a producer'.

a) supplier b) distributor ¢) manufacturer

2. Suppliers often sell large quantities of goods to , who do not usually
sell directly to consumers.

a) wholesalers  b) retailers  ¢) manufacturers

3. We offer a to customers who buy in bulk.

a) refund b) discount c) delivery

4. We ask consumers who are not fully satisfied to goods within seven
days.
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a) discount b) refund c) return

5. In order to get a full , customers must send back goods in the original
packaging.

a) discount b) refund c) return

6. Goods will be within 24 hours of your order.

a) dispatched Db) purchased c) exchanged

7. Goods are kept in our until ready for delivery.

a) stock b) storage c) warehouse
8. Products and services offered at a large discount are generally a(n)
a) sale b) bargain c) offer

2. Combine phrases from Box A with words from Box B to make word
partnerships. Use the definitions (1-8) below to help you.

A
after-sales cooling-off credit-card interest-free loyalty-card
method of money-back out of
credit details guarantee payment
period  scheme  service stock

1 the time when you can change your mind and cancel an order

2 the name, number and expiry date on your payment card

3 the way you pay for the goods you want

4 when you can pay some time after you buy, but at no extra cost

5 when the goods you require are not available

6 a promise to return your money if you are not happy

7 the help you get from a company when you start to use their product

8 method for customers to obtain a discount on future purchases from the same
organization

3. Look back at the retail outlets in Starting up Exercise 1. Where would you
buy the following items? Why?

* a pair of shoes * music - fruit < a bottle of perfume/cologne < a holiday

» a watch / piece of jewellery -« furniture < abook < concert tickets

4. Which of the answers in Exercise 2 would you expect to be important in each
situation/purchase in Exercise 3? Discuss your ideas.

5. Use the clues to complete the crossword puzzle.

ACross
1. A Is something you buy cheaply or for less than the usual price.
6. A money-back IS @ promise to return the money paid for a product

or service if the customer is not satisfied.
7. If the goods you require are out of , they are not available.
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8. If you buy goods in , you buy large amounts of them.

9. Always the small print before you sign a sales contract.

12. Your credit card are the name, number and expiry date on your
credit card.

13. A IS a person or company that sells goods in large quantities to
businesses.

Down

2. A IS a company or a person that sells goods to members of the
public.

3. Is a formal word meaning buy.

4. To means to give someone their money back (e.g. because they are
not satisfied with what they have bought).

5.To means to send goods to a place.

10. An IS a request by a customer for goods or services.

11. A Is a large area where there are lots of shops, usually a covered

area where cars cannot go.

5. Role-play one of these situations in pairs.
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APA
OF SHOES

Student A: Salupm
Find out brand, size, amount of
money willing to spend.

Student A: Salesperson
Find out what the customer

uses car for, model and year
preferred, and budget.

Student A: Salesperson
Find out the color, size, and
type of shoe required.
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Student B: Customer

Provide the information and
make a decision on what you
are offered.

Student B: Customer

Provide the information and
then decide that you need time
to think it over.

Student B: Customer
Take your time and ask to see
many different pairs of shoes.

IV. Reading Comprehension
Text 1
Different types of selling

The world of selling can be a tough place to work. Though the rise of
e-commerce has changed retail sales, the fact remains that at all levels, from street
markets up to billion-dollar business to-government (B2G) deals, most sales are still
negotiated the old-fashioned way: by people talking to one another.

A company may produce a fantastic product or offer outstanding service, but
without a successful sales team, the business will fail. But selling a product or a
service goes beyond getting customers to part with their money. Everyone in business
needs to do some selling: selling your own ideas to your co-workers; convincing
potential business partners that you can deal with problems that may arise; keeping
your team on side during hard times. Mastering the art of selling requires confidence,
product knowledge, an ability to take rejection, and excellent negotiation skills.

Selling a product or services takes many forms. Cold calling is phoning or
visiting someone you haven't had contact with before to convince them to buy
something or do something. Telesales is cold calling using the telephone. Business-
to-business (B2B) sales, for example distributors selling to retailers, tend to be
relationship-based. The buyer and seller are doing business together rather than the
seller trying to fill the buyer's emotional need for something. In B2G selling, which is
highly formal, companies bid for government contracts.

E-commerce, mentioned earlier, is the increasing area of sales over the
Internet. However, e-commerce courses in business schools are no longer
oversubscribed and no longer preaching that ‘everything has changed'. Companies
look more at how e-commerce can be used in conjunction with other methods of
selling: in retailing this means combining traditional retail outlets with online
operations. Some old-economy companies, like the UK supermarket company Tesco,
have made a success of e-commerce by combining it with their existing operations,
rather than investing in a whole new expensive infrastructure. Webvan, a pure online
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groceries company in the US, fell down on the hurdles of logistics: warehousing and
delivery.

Retailing is the business of selling products to the general public. Most retailers
sell from shops or stores which are called outlets. Many countries have large retail
chains which are organised nationally and sell a standardised selection of products.
Their outlets are often in shopping centres (US malls), where there is a large variety
of stores in the same location.

Many large retailers operate from out of town locations with parking facilities,
known as either hypermarkets (over 30,000 square metres) or superstores (under
30,000 square metres). They may be on a retail park, where there are a number of
large stores.

Department stores such as Harrods in London are large shdps which sell a wide
variety of products, usually from a city centre location. As the name suggests, they
are organised in departments, each with its own manager.

Text 2
1. Look at these qualities needed to succeed in sales. Which do you think are the
top four?
e personality e« honesty ¢ appearance < confidence ¢ knowing your product
* organisational skills e« ability to close a deal e ability to deal with people

2. Read the article and match each of these headings (a-h) to one of the
paragraphs (1-8).

a) Motivation e) Main finding of the survey

b) Professionalism f) Why women make the best salespeople

)TV g) What the survey asked

d) Personal qualities h) The woman who would make the best salesperson

Women on top in new sales industry survey

A new survey of the sales industry shows who sales professionals believe make
the best salespeople and the qualities needed in order to succeed.

1. A new survey of over 200 sales professionals has found that two-thirds of
women and over half of men believe that women make the best salespeople,
underlining the growing reputation of women in the sales industry.

2. The survey was carried out for Pareto Law, a recruitment and training
company. It questioned sales professionals on what they considered to be the most
important qualities for a salesperson. It also asked who would be most likely to
succeed.

3. Both men (53%) and women (66%) agreed that women do make better
salespeople, with Hillary Clinton voted as the top female celebrity most likely to
succeed in a career in sales.

4. When asked why women make the best salespeople, men believe the main
reason is that women are better at actually closing a deal, while women stated they
are better than men when it comes to dealing with people. Other female skills
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highlighted included being more organized and being able to handle more work,
while male skills were identified as strong personalities and selling skills.

5. Jonathan Fitchew, Managing Director of Pareto Law, said: "Television
programmes have increased people's interest in the sales industry, but have also
highlighted the different approaches of men and women to the same sales issues."

6. When it comes to the individual qualities required to become a successful
salesperson, men ranked honesty as most important (53%), while women placed most
value on personality (47%). Both agreed that integrity was also key, coming third
overall (41%). Good looks came at the bottom of the list, with only 3% of sales
professionals ranking this as important.

7. This focus on professionalism, rather than the hard sell, supports the fact that
over half of the sales professionals questioned believe that the reputation of sales has
improved over the last 10 years, with 55% of men and 47% of women considering
this to be the case.

8. Both men (87%) and women (86%) agreed that the top incentive for
salespeople was money, with the average sales executive expecting to earn between
£25-35K, including bonuses and commission, in their first year of work. Other
incentives included verbal praise, overseas holidays and cars.

Text 3
1. Read the article and match each of these headings (a-h) to one of the
paragraphs (1-8).

a) Know your business e) Numbers, numbers, numbers
b) Appearance f) Know how far you'll negotiate
c¢) Confidence g) People dislike selling

d) The sales mindset h) Develop a sales process

How to master the art of selling

1. Selling is an area of business that many people dislike, whether it's
telemarketing or face-to-face selling. It takes quite a bit of skill to become an
effective salesperson, but through developing a particular mindset and following
some important advice, you can begin to master it.

2. One of the most important attributes to have when selling is confidence -
you must sound and appear confident. Remember that many of the most confident
people aren't inwardly confident, yet they can show confidence on the outside.

3. There's nothing worse than a salesperson who doesn't fully understand what
they are selling. Make sure that you know your product, business and industry inside
out.

4. Research suggests that you have less than 30 seconds to interact with
someone before they form an opinion of you. For face-to-face selling, having a
professional appearance is vital. For selling over the phone, the first 15 seconds are
vital, so make sure you know what you intend to say. Getting words mixed up or
sounding hesitant will result in a bad first impression
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5. Rejection will happen, but don't take it personally. Too many people focus
on this rejection and often end up making contact with fewer prospects than they
otherwise would. You will receive setbacks, but the more people you call, the more
leads or sales you'll make. It's a numbers game — hit the high numbers, and success
will almost always follow.

6. Don't think that you have to make a sale the first time that you speak to a
prospect. Many telemarketers know this and rarely attempt to generate sales, but
instead focus on leads. A lead may be anything from obtaining permission to e-mail
over some more information to organising a meeting in person.

7. Never call a prospect or attend a sales meeting without knowing how far
you'll negotiate. You should know your starting point, the point which you won't drop
below and a mid-way point which you'll aim for.

8. Finally, seasoned sellers talk of adopting a 'sales mindset'. Don't approach
selling with dread, as an area where rejections are commonplace. Selling should be a
challenge. You should enjoy closing deals, making sales, and each rejection should
be looked on as a result - you're one step closer to meeting your next customer.

2. Work in pairs. Student A: Ask Student B these questions about their article.
1 What should you do if you are not inwardly confident?

2 What do you need to know well?

3 What do '30 seconds' and '15 seconds' refer to?

4 What should you do when you are rejected?

5 What should you focus on?

6 What do you need to know when negotiating?

7 What sales mindset should you have?

Student B: Ask Student A what these numbers refer to in their article.
a) two-thirds Db) half ¢)53 d)66 e)53 f)47 g)third h)41l )3 ) 10
k)55 1)47 m)87 n)86 0)25-35

V. Listening comprehension

Sellingon TV
1. Sue Leeson is Director of Marketing at QVC, the global shopping channel.
Listen to the first part of the interview and answer these questions.
1 What are the six product groups that she mentions?
2 QVC sells to consumers in which countries?
3 Which two media are used to sell QVC's products?

2. In the second part, Sue talks about the secret of a really good presentation and
developing a sales pitch. Listen and complete this paragraph.

Firstly, having a product that you can easily 1) and a product that
has a good 2) behind it. Secondly, that the person who's actually giving
the sales presentation can engage with their 3) in a credible fashion, can




68

tell the story very clearly and can demonstrate the features and 4) of
each product in a very 5) and easy-to understand way.

3. Listen again and complete these notes.
You need to know:

* the product 1)
« what the product can or can't 2)
» when the product is or isn't 3)

4. Listen to the third part and answer these questions.
1 Why are beauty products easy to sell on TV?
2 Which type of product is difficult to sell, and why?

5. Listen to this extract from part three and replace the eight mistakes in the
transcript below with what Sue Leeson actually says.

We have many successful product areas. One of our most successful is beauty.
Beauty works so well on TV for two reasons. First of all, each beauty brand has a
terrific story behind it, and we can really bring life to the brand and to the sales pitch
through telling that story in a very attractive way.

And secondly, each product is very easy to present. So if it's a skincare
product, like a moisturiser, we can show how to apply it, the quantity to apply in
order to give the best effects. Finally, we add another layer to our product
presentation in that we always invite the expert behind that product to tell the story.

6. Listen to the final part. If customers want to buy a skin product, what four
things can they see on the QVC website?

7. Listen to part four and find words that mean the following.

1 on the Internet 0

2 changed a

3 terrific f

4 chance 0
[
I
;

5 product
6 picture
7 catalogue

VI. Skills “Negotiating: reaching agreement”

1. Work in two groups, A and B.
Group A: Look at the negotiating tips.
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| Group A: Negotiating tips

* Be friendly. * Pay attention to the other side’s body language.
¢ Have clear aims. » Don't change your plan during the meeting.

¢ Tell the other side what you want. * Never be the first to make an offer.

* Listen carefully. Ask three of your own questions.

Group B: Look at the negotiating tips.

; Group B: Negotiating tips
* Be strong and try to win. * Summarise often the points you agree on.
* Prepare carefully before you negotiate. * Change your strategy during the negotiation if
¢ Ask a lot of questions. necessary.
* Have a lot of options. * Never show any emotion.

1 Each group agrees on the five most important negotiating tips on its list.
2 Form new groups with members from Groups A and B. Agree on a single list of the
five most important tips from both lists.

2. You are going to hear a conversation between Martin, Sales Manager of
Pulse, an electric-car company, and Chen, an official from the Urban Transport
Department of a city in China. Listen and answer these questions.

1 Why does Chen want to buy electric cars for the Transport Department?

2 Which of these do they discuss?

e quantity e price < discounts e colours edelivery e warranty < models

3 What will they discuss after lunch?

3. Listen to the negotiation again and complete these sentences.

1 Chen: Yes, pollution is a big problem here. We're trying all sorts of ideas to reduce

it. | see from your that a standard two-seater car will cost about €12,000.

2 Martin: If you order 10 vehicles, you'll be paying us about €100,000, minus the 2%
we offer a new customer.

3 Martin: We could possibly deliver by late August, all being well.

Chen: Mmm, that might be OK, if you can by then.

4 Chen: Good, how about the ? We'd like a long period.

5 Chen: What about payment? Do you offer terms?

Martin: I'm afraid not. It's company for a new customer. We need
payment by bank transfer on receipt of the goods. Oh, and we ask for a of

20% of the value of the order.

4. Work in pairs to role-play this situation. Martin and Chen are continuing the
negotiation. They discuss these points. Read your role cards. Try to agree on the
points you negotiate. Use useful language box.

» four-seater car

* colours

» after-sales-service
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* radio / CD player and sat-nav system
Student A:
You are Martin. You want to:
1 Sell Chen some deluxe four-seater models of your cars. Price: €20,000; discount of
5% for first order
2 Offer only two colours for your two-seater cars: white and black. Extra colours will
raise the price by 5%.
3 Send a Pulse mechanic to China every six months to service the cars. You can train
local mechanics at a cost of €200 per hour.
Student B:
You are Chen. You want:
1 To buy an additional five deluxe four-seater cars. Negotiate on the price. Try to get
a 10% discount on the order;
2 Four colours for the two-seater cars: black, white, red and blue;
3 After-sales service: visits every three months from a Pulse mechanic; a training
course for a local car-repair firm.

Useful language

STATING AIMS REJECTING SUGGESTIONS GETTING AGREEMENT
We're interested in buying 10 cars. I'mafraid not. It’s company policy. That’s very reasonable, don’t you think?
We'd like to start the scheme in June. I'm sorry, we can’t agree to that. That sounds a fair price to me.
We must have delivery as soon as Unfortunately, we can’t do that. Fine./OK./Great!
possible.
BARGAINING FINISHING THE NEGOTIATION
MAKING CONCESSIONS If it works, we’'ll increase the order Right, we’ve got a deal.
We COU|d pOSSIb[y de”ver by AUgUSt later on. Good' | thlnk we've covered everything_
That could be all right, as long as If you increased your order, we could OK, how about dinner tonight?
you paymorefora longer period. offer you a much higher discount.
We can do that, providing you make That might be OK if you can guarantee
a down payment. delivery by then.

V1. Self-directed work

Reading 1
Read this article from the Financial Times by Stefan Stern and answer the
questions.

Before you read
When businesses sell services to other organisations, what skills do the salespeople
need?
The days of amateur selling are over
By Stefan Stern

Don't you just love it when you come through the arrivals gate at the airport
and you see a driver there waiting for you, holding up a board with your name on it?
How much is that service worth to you? If it is a business trip and your company is
paying, do you know what price you will be charged?
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| didn't think so. The individual customer doesn't have this sort of information.
The travel department in your company can handle it. But what if the travel agency
that they are buying from doesn't know the price either? Good news for your
company's purchasing department: they can get a better all-in deal. But the travel
agency, through its amateur approach to buying and selling, is throwing away a large
amount of money.

That is the story of a real travel business as told to me by Michael Moorman,
head of ZS Associates, a Chicago-based sales and marketing consultancy.
Mr. Moorman is critical of some of the old-fashioned, amateur selling techniques that
go on in many businesses, that are unsuited to today's commercial environment.

A new report from the UK's Cranfield School of Management has also
described some of the problems. "The average sales person is a pleasant individual
who knows a lot about their products,” the report says, "but is not able to show how
their products are different from the competition, or to solve the customer's
problems."

This game has changed. "Today sales people have to go in and negotiate with
professional negotiators,” Mr Moorman says. "You have to be able to speak the
language of finance." It is not good enough to be a "born salesman™ any more. It is
the smart salesmen and women who will keep their businesses afloat in the months
ahead.

Exercises

1. Look through the whole article. It's about the way that companies buy
products and services. Which type of product or service is mentioned in
particular?

a) cars b) travel c¢) computers

2. Give your own personal answers to the three questions in paragraph 1. For
the third question, think of a particular place that you have visited and give
details of prices, if you can.

3. Read paragraph 2 and answer the questions.

a) What two expressions are used to refer to the department that buys travel services
in a company?

b) What expression is used to refer to the organisation selling these services?

¢) What is the organisation in question b) above doing wrong? Why?

4. Complete the table with words from paragraphs 4 and 5, in the form they are
used in the article.

Verb Noun

report

manage

complete

solution

negotiate
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5. In what order do these items of information appear in paragraphs 4 and 5?
Sales people ...

a) have to know about finance.

b) are usually nice people.

c) have to be intelligent.

d) should be able to say why their products are different from the competition.

e) are often highly informed about their products.

f) should be able to provide answers to the customer's problems.

g) have to be able to negotiate skillfully.

6. It is the smart salesmen and women who will keep their businesses afloat in
the months ahead. The writer is comparing these businesses to:
a) planes b) trucks c) ships

Over toyou 1
The average salesperson is a pleasant individual who knows a lot about their
products. Is this your experience when buying things as a consumer?

Over to you 2

Who is responsible for buying products and services in your department or school?
Who are the main suppliers? What could be done to negotiate lower prices with
them?

Reading 2
Read this article from the Financial Times by Mike Southon and answer the
guestions.

Before you read
What is the most difficult thing about selling?

What to do at closing time
By Mike Southon

The most difficult sales task is asking for money, or, to use the technical term,
"closing™. Even experienced sales people will do anything to avoid this unpleasant
part of the job. So, for a business owner, an important part of sales management is to
encourage, or even threaten, sales people to get them to ask for orders.

Part one of the sales cycle is the qualification process: the sales person should
listen carefully to the customer's needs and find a solution that can be delivered
quickly. The larger the order, the more likely it is that the buyer may have to get
authorisation from someone higher in the organisation, perhaps even the purchasing
director. This is probably someone who is only interested in big discounts. It is a
good idea to ask a possible buyer how much they are allowed to spend. Then you can
offer them products or services that they can afford.
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It's useful to practise a good closing technique in advance of the key moment.
This will include a positive summary of the sales process, explaining the benefits for
the customer that the proposed solutions will bring.

Then there is the most difficult part of the script, a final question in the style of.
"So, do we have a deal?" This should be followed by silence, which may feel
uncomfortable, but if the sales person breaks that silence, the deal could easily
disappear. Ideally, the customer will break the silence and say yes, a positive
outcome for all concerned. But even if the customer says no, it is reasonable to ask
why and perhaps work out how to change their mind.

Exercises

1. Put the paragraph headings in the correct order.
a) Checking you have got the sale

b) Finding out about customers

¢) Getting orders is hard

d) Practise what to say at the end, to get the sale

2. Match the expressions (1-6) from paragraphs 1 and 2 with their definitions (a-
f).

1 business owner a) deciding how likely it is that someone
will buy something

2 sales management b) the different points in the process of
selling something

3 sales people ¢) members of the sales force

4 sales cycle d) someone whose job is to buy goods
and services for an organisation

5 qualification process e) someone who owns a company

6 purchasing director f) the way that sales are organised and
controlled

3. Complete the answers to the questions, using appropriate forms of expressions
from paragraphs 1 and 2.

a) Is the point where you ask someone to buy something called 'ending'?

- No, it's called :

b) Is it always a nice experience?

- No, it can be
c) Is it enough just to encourage sales people to get orders?
- No, sometimes it's necessary to them.

d) Does the writer talk about delivering products and services?
- No, he talks about a

e) Is the buyer always able to place the order?

- No, sometimes they have to get
f) Are purchasing directors usually mterested in the personal qualities of sales
people?
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- No, they are only interested in

4. Complete these statements with appropriate forms of words from paragraphs
3and 4.

a) A way of doing something isat (9 letters)

b) A short speech, description, etc. giving the key points of something is a
S (7 letters)

¢) The advantages of a product or service for the customer are its b (8
letters)

d) Something that is suggested is p (8 letters)

e)Ad Is an agreement to buy something. (4 letters)

f) If something no longer exists, it has d (11 letters)

g) The result of a process is its 0 (7 letters)

h) If something is acceptable, itisr (10 letters)

5. Which one of these statements about the whole article is true?

a) Sales people always have to be threatened before they go out and close a sale.

b) Qualification and using the final closing script are two key stages in the sales
process.

c) Sales to companies always have to be authorized by the purchasing manager.

Over toyou 1
Describe the sales process in your organisation, or one that you would like to work
for.

Over to you 2
Some say that good sales people are born and that it's impossible to train others to
become good sales people. What do you think? Give your reasons.

Reading 3
Read the text and answer the questions.

Before you read
Have you ever bought anything over the Internet?
What are the advantages and disadvantages of shopping online?

Buying and selling on the Internet

Mike Gore, the founder of Booksandstuff.com, began his career as a software
engineer. In the mid-1990s, he saw that Internet use was growing at a phenomenal
rate each year. He saw in this a great business opportunity. He relocated to Seattle,
where there was a large pool of technical know-how and, since the company began in
1996, it has generated billions of dollars in profits. Booksandstuff’s customer base
has grown to well over 30 million. The company has changed the way we do
business.
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So what are the secrets of Booksandstuff’s success? First, the company is
customer-centered, which means giving customers what they need. Customers don’t
have to travel to a bookstore — the store comes to them. Booksandstuff also aims to
meet its customers’ multi-product needs. The company has now expanded to include
a broad range of products including music, videos, DVDs, toys, electronics, and
household goods. Booksandstuff saves on storage space as it has a very quick
turnaround. Payments are made immediately by credit card and items are shipped out
in just a few days. One of Booksandstuff’s distinctive features is its interactive and
personalized service. Customers are invited to share their opinions about products
and they can submit reviews of books and CDs. Customer information is stored and
customers are alerted via e-mail about products similar to those that they have
purchased before. Booksandstuff even helps customers create their own wish lists for
gift giving.

Exercises

1. Answer the following questions.

a) Why did Mike Gore think that the Internet offered a great business opportunity?
b) Why did Gore choose Seattle as his base?

¢) What is the key factor that has contributed to the success of Booksandstuff.com?
d) How does Booksandstuff.com avoid spending a lot of money on storage space?

2. Find words in the text that mean the same as these words.
1. extraordinary

2. produced

3. extensive

4. special

5. notified

3. Read the instructions for setting up an online store. Number them in the
correct order.

1) Create a logo and upload it.

2) Prepare the appearance of your store — customize it.

3) Register your store in Internet directories.

4) Add categories for your items.

5) Receive payment and ship items.

6) Decide what to sell.

Over to you
Prepare a presentation in which you describe the procedure and discuss the pros and
cons of this type of shopping with your group mates.
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Unit 4 Part | Great ideas

‘All the great ideas are controversial, or have been at one time’
George Seldes, US investigative journalist

Topical Vocabulary

l.

1 |toagree with IIOTOJDKYBATHCh 3

2 | to disagree with HE TOT'0JKYBATHUCh 3

3 | to discover BiJIKpUBATH; JIOBITYBAaTHCS, BUSABJISITH

4 | by accident BUIIAJKOBO

5 |to have an idea MAaTH 111e10

6 | tosuggest an idea 3alpPOIOHYBATH 1/ICI0

7 | to think of an idea 0OMIPKOBYBATH 1JI€10

8 | to develop an idea PO3BHUBATH, PO3POOJISATH 11€H0

9 | to encourage an idea I ITPUMYBATH 17110

10 | to take advantage of an opportunity CKOPHCTATHUCS] MOMJIMBICTIO

11 | to raise somebody’s status I1JBUIIIUTHU CTaTyC

12 | to enter a market MPEACTABUTH TOBAp HA HOBOMY
PHHKY

13 | to extend a product range PO3IIMPUTH ACOPTUMEHT TOBApPiB

14 | to meet a need BIJIIIOB1JaTH BUMOT'aM KJIIEHTIB,
MPOJIaBaTU T€, IO iM NOTPIOHO

15 | to make a breakthrough 3pOOUTH BIJIKPHUTTS, IPOPHB

16 | in response to y BIJIIOBiAb HA

17 | upmarket BHCOKOSIKICHUHT

18 | to reduce waste CKOPOTHTH 3aiiBi BUTPATH

19 | to protect the environment 3aXHIIATH HABKOJIUIITHE CEPEIOBUIIE

20 | to fill a gap 3alOBHHUTH Hillly (PUHKOBY)

21 | to win an award OTPUMATH BHHATOPOY

22 | eventually KiHeIIb KiHIIEM, 3PEIITOI0

23 | to attempt HaMaraTucs

24 | dummy JIsUTbKa, MAHEKEH, OIyIaJIo

25 | rechargeable battery Oarapesi, IKy MOKHA Iepe3apsIUTH

26 | gold plated 11030JI0YCHU I

27 | bulletproof KYJICHETIPOOUBHUI

28 | vending machine TOPTiBEIbHUIA aBTOMAT

29 | bullion 3JIMBOK 30J10Ta a00 cpidiia

30 | overheads HaKJIa{HI BUTPATH

31 | resistance OIIip, IPOTH/IisS

32 | corporate venturing KOPIOpPAaTUBHE BEHUYpPHE
(b1HaHCYBaHHS

33 | entrepreneurship i ATPUEMHUIITBO

34 | intrapreneurship BHYTPIITHE ITi{TPHEMHHUIITBO
(T aIpUEMHHULIBKA TISTIBHICTH
BCEpeMHI Kopropariii)
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35 | skunk works

MaJIEHBKWI JTOCIIJHUIIBKAIN BIIILIT

i IITPUEMCTBA
36 | innovation IHHOBAIlis], HOBOBBEACHHS
37 | improvement YJI0CKOHAJICHHSI

38 | market response

peaxIiis pUuHKY Y BUIMOBIIb Ha il
ipm

39 | prototype

IIPOTOTHII

40 | beta version

OeTa-Bepcisi MPOAYKTY

41 | beta-tested

OeTa-TeCcTyBaHHsI

42 | niche Hila
43 | trial BUIIPOOYBaHHSI; TOCIIi, Mpoba
44 | boom OyM, IMOKBaBJIEHHS (B TOPTiBII 1

T.1H.)

45 | cutting edge

NEPEOBUN, TPOTPECUBHUN,
3aCHOBAaHUM HAa OCTAHHIX
JIOCSITHEHHSAX

46 | leading edge

HaOUTbII PO3BUHEHA YAaCTHUHA
JOCITDKSHHS, JTIAUPYIOUHi

47 | state-of-the-art

HAWHOBIIIUA

48 | hi-tech BHUCOKOTEXHOJIOTI UHHHA

49 | low-tech HU3bKO TEXHOJIOT1YHUH (Ha OCHOBI
CTapHUX TEXHOJIOT1i)

50 | obsolete 3acTapiyiuii, CTApOMOTHHM

51 | proprietary

BJIACHUIIbKUI; CKJIaJOBUM YUEICH
BJIACHOCTI; IPUBATHUIA;
MMaTeHTOBAHUI

52 | lecence (BrE); license (AmE)
to license (BrE & AmE)

JIIEH31s, JO3BLJI Ha JISVIbHICTS;
JTIO3BOJISITH, JIIIIEH3YBATH ISUIbHICTD

53 | under lecence

3a JIEH31E0

54 | royalties

aBTOPCHKHI TOHOPAP

55 | copyright

ABTOPCBKC IIpaBoO

56 | copyright infringement

MIOPYILLICHHS aBTOPCHKUX IPAB

57 | intellectual property

1HTEJICKTyaJIbHA BJIACHICTh

58 | research centre (BrE)
research center (AmE)

JOCITITHUIIBKUI TIEHTP

59 | technology TEXHOJIOT1s1
60 | patent MaTeHT
I1. Starting-up

1. Which of these statements do you agree with? Which do you disagree with?

Why?
1 There are no new ideas.
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2 Most of the best ideas are discovered by accident.

3 Research and development is the key to great business ideas.

4 There is nothing wrong with copying and improving the ideas of others.
5 The best way to kill an idea is to take it to a meeting.

2. Discuss these questions.

1 What do you think are some of the best ideas in the last 20 years?
2 What is the best idea you have ever had?

3 Which creative person do you most admire? Why?

4 What should companies do to encourage new ideas?

3. Think of examples of good ideas from the past that were controversial* at
first.

A few ideas:

- Early critics of railways believed the human body couldn't withstand the speed of
train travel.

-The proposal that the planets orbit the sun was initially rejected.

- Many believed that home video would destroy the cinema business.

*controversial (= causing a lot of disagreement because people have different
opinions).

I11. Vocabulary and Speech Exercises

1. Match the word partnerships (1-6) to their definitions (a-f).

1 to take advantage of an opportunity a) to offer a larger variety of goods

2 to raise somebody's status b) to do or provide something that is
necessary

3 to enter a market c) to do something when you get the
chance to do it

4 to extend a product range d) to make an important discovery or
change

5 to meet a need e) to start selling goods or services in a
new area

6 to make a breakthrough f) to make somebody look or feel more
important

2. Read this extract from a talk by the head of a research and development
department. Then complete the gaps (1-6) with the correct form of a word
partnership from Exercise 1.

Great ideas are generated in different ways. Sometimes an idea may simply be
when a company 1) . 2) , to offer more choice to existing
customers. Or a great idea could allow a company to 3) which was
closed to it before.
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Companies which are prepared to spend a lot on R&D may 4) by
having an original idea for a product which others later copy, for example Sony and
the Walkman.

On the other hand, some products are developed in response to customer
research. They come from customer ideas. These products are made to 5) :
to satisfy consumer demand. Or the product does something similar to another
product, but faster, so it saves time. Some people will buy new products because the
product 6) - gives them a new, more upmarket image.

3. Listen carefully to the last part of the talk and complete the gaps to form word
partnerships with the words in italics.

Other people will buy any 'green' product which 1) waste or
2) the environment, even if it is more expensive. If an idea is really good
and the product 3) a gap in the market, it may even 4) an

award for innovation.

4. Work in pairs. Exercise 2 refers to the Sony Walkman. Can you think of any
other examples of products which:

1 were completely original and later copied?

2 are green?

3 won an award?

4 were developed from customer ideas?

Compare your ideas in small groups.

5. Match a verb from box A with a noun from box B to complete the sentences
below. Use a suitable form of the verb-noun combination.

A B
to develop the environment
to extend advantage of (something)
to make a (product) range
to meet a business idea
to protect a breakthrough
to take a need
to win an award

1) Brainstorming is an effective way of :
2) A couple of years ago, scientists in the treatment of cancer.

3) ‘Eco-consumers’ choose companies which do not produce a lot of toxic waste and
have a clear policy of

4) Sometimes an idea may simply be when a company an opportunity
to offer more choice to its customers.
5) If one of your products for innovation, prospective customers may

see you as a dynamic, high-quality company and decide to choose you over your
competitors.
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6) Our company would like to attract a wider variety of customers, that’s why we are
planning to of cosmetics and toiletries.
7) A good business idea is one that generates profits and at the same time

6. Complete each set of sentences with the same word.

1) The marketing department wants to a meeting next week.

We are planning to our next sales conference in Mumbai.

Do you know which animals the record for the longest migration?
2) During lectures, it’s a good idea if you notes as you listen.

The main goal of any business is to money.

She wants to some suggestions about improving our database.

3) Industrialised countries should try to waste instead of exporting it.
The best way to competition is to buy out your main competitors.

Pollution is a big problem in our city and we are trying all sorts of ideas to
it.

4) We plan to offer free ice cream to all consumers one day a year to

awareness of the company.

Our cars come in two colours. If you want extra colours, I’'m afraid we have to
the price by 5 percent.

Some people buy luxury products because such products their
status and give them a new, more upmarket image.

5) I can’t find a solution to all problems, of course, but I my best.
A lot of people want to part-time work when they retire.

We a lot of business with Chinese telecommunications companies.
6) If you continue to be late for work, you will the sack.

All members of staff an end-of-year bonus.

I’ talk to the manager during the break if I the chance.

IV. Reading Comprehension
Text 1
New ideas
Resistance to new ideas is well known. In organisations, the best way of killing
an idea may well be to take it to a meeting. The very things that make companies
successful in one area may prevent them from developing success in new activities.
Early work on personal computers at Xerox was dismissed by its senior managers
because they considered that the company's business was copying, not computing.
Company leaders talk about corporate venturing and intrapreneurship, where
employees are encouraged to develop entrepreneurial activities within the
organisation. Companies may try to set up structures in such a way that they do not
stifle new ideas. They may put groups of talented people together in skunk works to
work on innovations - development of the PC at IBM is the most famous example.
Skunk works are outside the usual company structures and are less likely to be
hampered by bureaucracy, in-fighting, and so on.
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When innovators go to large companies with new designs for their products,
they face similar problems. The inventor of the small-wheeled Moulton bicycle could
not persuade Raleigh to produce it, so he set up his own company. But a single
innovative breakthrough is not enough. There has to be continuous improvement and
market response. The current winners in bicycle innovation are producers of
mountain bikes, who have taken the original bicycle design and eliminated its
irritations, revolutionising an old concept by providing relative comfort, easy gear
changes, a 'fun’ ride, and so on.

The initial idea for a car will be turned into a series of prototypes and tested. In
software development, the final ‘prototype’ is the beta version, which is beta-tested.
Pharmaceuticals go through a series of trials. Even the most brilliant entrepreneurs
will not have the resources to go it alone in industries like these, as the investment
and experience required are enormous. Cars, software and pharmaceuticals are
examples of industries dominated by giants. The 'rules of the game' are well
established, and newcomers are rare, unless they can find a small niche unexploited
by the giants. There may be more opportunity for innovation where the rules of the
game are not yet established. This may involve selling and delivering existing
products in new ways: think, for example, of selling books and airline tickets on the
Internet.

One thing is certain: business will continue to benefit from the creativity of
individuals and organisations who can develop great ideas and bring them to market.

Text 2
Three great ideas
Before you read
What makes a business idea a really great idea? Brainstorm as many points as you
can.
Example: It results in an increase in sales and profit.

Article 1
Who needs translators?

Google is developing software for the first phone capable of translating foreign
languages almost instantly. By building on existing technologies in voice recognition
and automatic translation, Google hopes to have a basic system ready within a couple
of years. If it works, it could eventually transform communication among speakers of
the world's 6,000-plus languages.

The company has already created an automatic system for translating text on
computers, which is being honed by scanning millions of multilingual websites and
documents. So far, it covers 52 languages. Google also has a voice-recognition
system that enables phone users to conduct web searches by speaking commands into
their phones rather than typing them in.

Now it is working on combining the two technologies to produce software
capable of understanding a caller's voice and translating it into a synthetic equivalent
in a foreign language. Like a professional human interpreter, the phone would
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analyse "packages" of speech, listening to the speaker until it understands the full
meaning of words and phrases, before attempting translation.

Article 2
Safer cycling

Swedish designers have created a cycling "collar" that is worn around the neck
with an airbag hidden inside. When sensors in the device determine a crash has
happened, an airbag instantly inflates around the cyclist's head to form a helmet.

The invention was presented today in Stockholm. It will go on sale in Sweden
early next year for about £50. The designers have spent six years developing it.
Terese Alstin, one of the inventors, said. "The protection should include keeping the
sense of freedom and not ruining your hairstyle."

The device has been improved by recreating hundreds of accidents using crash-
test dummies and real riders. "We have developed a unique, patented, mathematical
method to distinguish these movement patterns,” say the inventors. A small helium
gas cylinder inflates the airbag in 0,1 seconds and is designed to let cyclists see at all
times.

The airbag stays inflated for several seconds. It is powered by a rechargeable
battery. Co-inventor Anna Haupt said: "The shell of the collar is removable and
available in many different styles and fabrics, and will be launched in new fashion
collections.”

Article 3
Going for gold

Apart from being gold-plated - and the fact that they are bulletproof - they
seem much like any other vending machine. But instead of chocolate bars, a network
of "gold-to-go" machines dispenses 24-carat bullion in a smart presentation box.

Originally designed as a marketing device for an online gold-trading business,
the machines have become such a success that their inventor plans to build a global
network, installing them everywhere from fitness centres to cruise ships.

Thomas Geissler, the German businessman behind the machines, said their
unexpected success was the result of a recent interest in gold. "Our customers are
those who are catching on to the idea that gold is a safe investment at a time of
financial instability," he said.

Since the first machine was installed in May, in the lobby of Abu Dhabi's
Emirates Palace hotel, 20 gold-to-go machines have appeared across Europe.
Germany already has eight. Next month, the first machines will open in the United
States - in Las Vegas and Florida.

The company claims its gold is cheaper than that available from the banks,
largely because its overheads are lower, and that unlike at a bank, the machine gold is
available immediately.

Exercises
1. Work in groups of three. Make quick notes in answer to the questions below
about your article.
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Questions Article 1 Article 2 Article 3
1 What is the great / unusual
idea?
2 What problem does this
idea solve?

3 Which markets are
mentioned in relation to
this idea?

4 In terms of time, at what
stage of development is
the idea?

2. Discuss these questions in pairs.

1 Which of the ideas do you find the most interesting? Why?
2 Which idea do you think will be the most profitable?

3 Which idea will reach the most markets?

4 Can you think of any problems any of the ideas might have?

V. Listening Comprehension

Great business ideas
1. Dr Kate Pitts is a researcher at the e-Research Centre, University of Oxford.
She was asked the question: In your opinion, what were the best business ideas
of the last 15years? Predict what she will say. Think of products and services.

2. Listen to the first part of the interview. What products and services does Kate
mention? Why does she think they were excellent ideas?

3. Listen to part one. Are these statements true or false?

1 eBay is useful for large companies.

2 eBay provides a way to reach markets that is new.

3 Auctions are new.

4 Kate Pitts talks about USB sticks in relation to data and pictures.
5 She also mentions plug-and-play devices.

6 USB sticks have had no effect on other devices.

7 Digital cameras were certainly invented in the last 15 years.

4. Listen to part one again and complete the table with words that Kate Pitts
uses.

Verb (infinitive) Noun

boom

turn over

auction

transfer
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demand

transport
benefit

satisfaction
invent

revolution

5. Listen to the second part and answer these questions.

1 What types of company spend a lot of time and money on research and
development?

2 Which company spends nearly 25% of the cost of sale on research and
development?

6. Listen to part two. In which order do you hear these adverbs?
a) actually
b) differently
c) nearly
d) slightly
e) strongly
Now match the adverbs above to their meanings.
1 almost
2 really
3 a bit
4 firmly
5 in another way

7. Listen to the second part again and complete the gaps in the audio script.

| strongly believe that most companies can benefit from using 1)
and 2) within their own company to actually develop
new 3) and services. My definition of 4) is to look at
what everybody else sees, and see something 5)

So that might mean looking at what you already do, and looking at where you
can do it slightly differently to 6) your product range, or 7)
your products into new markets. This can save 8) and money.

8. Discuss these questions.
1 What will be the best business idea in the next 15 years?
2 What would you like someone to invent?

VI. Skills “Successful meetings”
1. Which of these statements do you agree with? Why?

1 The best number for a meeting is six people or fewer.
2 Never have food or drink during a meeting.
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3 Always start and finish a meeting on time.

4 You should sit round a table when you have a meeting.
5 A meeting must always have a leader.

6 At a formal meeting, each person should speak in turn.

2. DC Dynamics is an electronics company based in Boston, USA. The marketing
department held a meeting to discuss their new smartphone. Listen to the
meeting, then answer these questions.

1 What were the main aims of the meeting?

2 Which month did they choose for the launch?

3. Listen again and tick the expressions which the chairperson uses.
1 OK, everyone, let's begin, shalt we?

2 Our main purpose is to decide the date of the launch.

3 Mei, what do you think?

4 Cheng, can you give us your opinion about this?

5 Any thoughts on that?

6 Let's get back to the point.

7 Now, I'd like to move on to sates outlets.

4. Listen to the meeting again and complete these extracts.

Mei: Personally, I'm in 1) of June. Let's get into the market early and
surprise our 2)
Wan: Yeah, June's too early | think September's the best time. We can promote the
smartphone strongly then, with a multimedia 3)

Lincoln: What about the recommended retail price for the phone’? Any thoughts on
that?

Mei: 4) a minute. | thought we were talking about the 5)

date, not the price.

Lincoln: OK, Mei, maybe we are moving a little too fast. Let's get back to
the 6)
Lincoln: Good. We need to be sharp on pricing. Now, what sates outlets do you think

we should 7) , Wan?

Wan: No problem there. We could start with the specialist mobile-phone stores and
big 8) stores. After that, we could look at other distribution
9)

5. Work in groups of four. GLP of Buenos Aires has developed a new wallet,
code-named 'The Hipster'. It will be launched in the US. The marketing
department holds a meeting to discuss a strategy for selling it.

Student A:



Student A

Chairperson
You will lead the meeting. Ask for the participants’ 1 itsselling price
opinions, encourage discussion and help them reach 2 its target consumer
agreement. You must decide these points concerning 3 special offers for first purchase
the marketing of The Hipster. 4 advertising
Student B:
Student B
Participant
You have the following opinions concerning The Hipster:
Selling price: © Emmmimetate
Target consumer; ~ concerning (En-Ru)
FACATENbHO, OTHOCHTENEHD.. ==
Special offer for first ' over 20
% . concern +
Advertising/promotic o .o e xacarenscrso: kacateca (s s aimed at young people
PECCKE3E) ; ONHUCHIBATh, TOBOPHTL (0 YEM-1.).. == i
Student C:
Student C
Participant
You have the following opinions concerning The Hipster:
Selling price: $25 approximately
Target consumer; Professional people aged 20-40
Special offer for first purchase:  Discount of 20% for ordersover 100
Advertising /[promotion: Advertisements in upmarket magazines and TV commercials
Student D:
StudentD
Participant
You have the following opinions concerning The Hipster:
Selling price: $15 approximately
Target consumer: Allage groups from 20 years old upwards
Special offer for first purchase: 5% discount for orders over 50
Advertising and promotion: Advertisements in national and regional newpapers/magazines

Read your role card, and then hold the meeting. Use the useful language box.
Useful language
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CHAIRPERSON/LEAD PARTICIPANTS

Beginning the meeting Changing the subject Giving opinions Disagreeing

Can we start, please? Let's move on now to ... I think we should ... | don’t know about that.
Right, let’s begin. The next thing to discuss is ... I'min favour of... ('m afraid) | don’t agree.
Stating the aim Clarifying Making suggestions Interrupting

The main aim/purpose of this ~ What do you mean by ...? Perhaps we should ... Hold on (a moment).
meeting is to ... Sorry, | don’t quite understand.  We could ... Can | just say something?
Asking for comments Summarising Agreeing

What do you think? OK, let's summarise. | think you're right.

How do you feel about this? Right, let’s recap. | (totally) agree.

VI1I. Self-directed work

Reading 1
Read this article from the Financial Times by Jonathan Birchall and answer the
questions.

Before you read
Where do companies usually get their ideas from?
Innovation brings growth
By Jonathan Birchall

Procter & Gamble, the world’s largest consumer goods company, is a global
industry leader in new consumer product innovation. According to data from IRI, the
market research firm, it produced five of the top 10 US non-food product launches
last year. Its goal is to add another 1bn customers to the estimated 4bn it already
reaches, Bob McDonald, its chief executive, says that the road to more innovation
should increasingly include other people’s good ideas.

“We need bigger innovations that create more value,” Mr McDonald told this

year’s annual gathering and awards event for companies and research institutions that
work with P&G. “We want you to come to us with your big ideas first.”
External co-operation has delivered a stream of successful “big idea” products. Last
year’s IRI list included Tide Total Care, a premium version of its Tide detergent,
which was number two by sales on IRI’s top 10 non-food products launch list. It was
developed with external research from Sweden’s University of Lund and from two
small chemical companies.

P&G’s list of partners includes other large corporations, such as food groups
ConAgra and General Mills, and rivals, including Clorox. P&G is developing a joint
venture with Clorox to produce Glad brand plastic bags. Its most unexpected
government research partner may be the Los Alamos National Lab, the US defence
technology research centre. Los Alamos initially helped P&G to regulate the
production of the absorbent gel used in nappies, using theoretical data analysis
systems developed for weapons technology.

One of the programme’s early success stories, the creation of its Olay
Regenerist anti-ageing creams, which was built around a chemical process developed
by Sederma, a French company. “As a small company, we had little chance of getting
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in there until P&G switched its policy,” says Karl Lintner, who headed Sederma at
the time.

Exercises

1. Look through the whole article to find the names of:
a) a consumer goods company.

b) its CEO.

) a market research organisation.

d) a Scandinavian university.

e) two big food companies.

f) a competitor of the company in item a) above.

g) a military research laboratory.

h) a French company.

2. Now look through the whole article again to find the products developed in
partnership with the organisations in items d), f), g) and h) in Exercise 1 above.

3. Find expressions in paragraph 1 with the number of words shown in brackets
that mean the following.

a) the biggest organisation anywhere in the world that makes products for the general
public (6)

b) the biggest and best company of its kind anywhere in the world (3)

c) developing new products for the general public (3)

d) an occasion every year where prizes are given (3)

4. Read paragraphs 3 and 4 and decide if these statements about expressions are
true or false.

a) External co-operation is when a company develops a new product by itself.

b) The word stream is used here to refer to water.

c) A premium version of a product is less good and costs less than the ordinary
version.

d) The word chemical is used as an adjective and as a noun.

e) A corporation is usually a small business.

f) A joint venture is when two companies work together on a particular project.

g) The word data refers to information, especially information analysed on
computers.

5. Choose the best summary for the whole article.

Procter and Gamble ...

a) has always welcomed co-operation with other companies to develop new products.
b) only works with American companies to develop new products.

c) has realised the importance of working with other organisations, not only
companies, on new products.
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Over toyou 1
What are the risks of working on new products with competitors in joint ventures?

Over to you 2
Is there co-operation in your country between businesses and universities to develop
new products and services? If there is, give some examples. If not, try to explain why.

Reading 2
Read this article from the Financial Times by Stefan Stern and answer the questions.

Before you read

The expression 'Not invented here' is used by someone to say that an idea or new
product did not start in their department or company. Why is it difficult for
organisations to accept ideas that are 'Not invented here'?

Open your mind to the idea of innovation
By Stefan Stern

The three most dangerous words in management? "Not invented here". As
Henry Chesbrough, executive director of the Center for Open Innovation at the
University of California, Berkeley, has pointed out, senior management teams can
fail to spot important innovations because the new ways of doing business do not
easily fit in with the way they are doing things now.

Researching the performance of Xerox, the copier and printer company,
Professor Chesbrough found that, out of 35 projects that had been rejected as pan of a
review
process, 10 had gone on to become highly successful businesses. Indeed, the
combined value of these 10 new projects was twice that of Xerox itself. He calls
these rejections "false negatives": the innovations had looked bad, but that was
because senior managers did not recognise their benefits.

Professor Chesbrough was one of the speakers at last week's Financial Times
innovation conference in London. The conference also heard from Brian Dunn, chief
executive of Best Buy, the electrical goods retailer. He told a story of how his
company had in the past 20 years brought in new ways of doing things again and
again.

Whether it was ending commissions for sales staff, starting to sell on the
Internet, or renewing the company's approach to customers, or expanding abroad:
each time, Best Buy's leadership did not make the decisions easily. Each time, there
were smart people at the top who resisted change, he said. Necessary innovations are
hard to introduce so when, as in Best Buy's case, the business seems to be doing fine.

Exercises

1. Put the paragraph headings in the correct order.
a) Best Buy's difficult innovation decisions

b) Company managers can fail to see new ideas
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c¢) The innovation process at Xerox
d) Regular innovations at Best Buy

2. Read paragraphs 1 and 2 and decide if these statements about expressions and
related expressions are true or false.

a) An innovation is a new idea, product, etc.

b) If you point something out, you don't talk about it.

c) If you spot something, you don't see it.

d) If something fits in with something else, it's acceptable.

e) If something is rejected, it is accepted.

f) In a review process things, ideas, etc. are judged.

3. Find expressions in paragraphs 3 and 4 with the number of letters shown in
brackets that mean the following.

a) boss (5, 9)

b) introduced (7, 2)

c) repeatedly (5. 3, 5)

d) payments in addition to salary (11)

e) senior managers considered as a group (10)

f) fought (8)

g) needed (9)

4. Read paragraphs 2, 3 and 4 and choose the correct answer.
1) How many of the new business projects rejected in Xerox's review process went
on to become successful businesses?
a) most of them
b) more than half of them
¢) nearly a third of them
2) How much were the businesses worth in relation to the value of Xerox?
a) twice as much
b) the same
¢) half as much
3) Why had Xerox managers rejected the new business ideas?
a) Because the ideas were not explained properly.
b) Because the managers couldn't see their value.
c) Because the managers didn't understand the ideas.
4) What does Best Buy do?
a) It's a wholesaler of electrical goods.
b) It's a retailer of electrical goods.
c) It makes electrical goods.
5) Why is Best Buy mentioned?
a) Because it is similar to Xerox in its approach to innovation.
b) Because it did not innovate at all.
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c) Because it does accept new ideas, but only after a lot of disagreement and
discussion.
6) Why was it particularly difficult to introduce new ways of doing things at Best
Buy?
a) Because it was already a successful company.
b) Because most of its senior managers resisted them.
c) Because it did not need them.

5. Choose the best summary for the whole article.
Companies ...

a) do not find it easy to accept new ideas.

b) do not accept new ideas because many managers are stupid.
¢) accept and develop new ideas easily.

Over toyou 1
What does your own school or organisation do to keep itself open to new ideas?

Over to you 2
What do you do to keep yourself open to new ideas?

Reading 3
Research and technology

Hi, I 'm Ray and I’m head of product development at Lightning Technologies.
Lightning makes semiconductors, the components at the heart of every computer. I’'m
in charge of research and development (R&D) at our research centre just outside
Boston. Our laboratories are some of the most innovative in the computer industry,
and we have made many new discoveries and breakthroughs.

| love technology, using scientific knowledge for practical purposes. The
technology of semiconductors is fascinating. We are at the cutting edge or leading
edge of semiconductor technology: none of our competitors has better products than
us. Everything we do is state-of-the-art, using the most advanced techniques
available.

Of course, the hi-tech products of today become the low-tech products of
tomorrow. Products that are no longer up-to-date because they use old technology
are obsolete. It’s my job to make sure that Lightning’s products never get into that
situation.

Patents and intellectual property

Information or knowledge that belongs to an individual or company is
proprietary. A product developed using such information may be protected in law by
patents so that others cannot copy its design.

Other companies may pay to use the design under licence in their own
products. These payments are royalties. In publishing, if a text, picture, etc. is
copyright, it cannot be used by others without permission. Payments to the author
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from the publisher are royalties. The area of law relating to patents and copyright is
intellectual property.

Exercises
1. Complete this presentation using words from the text. Put the words in
brackets into their correct form.

Hi, I'm Raj 1) I’m head 2) product (3 develop)
at 4) Indian Rice Research Centre. I’'m in charge of
research 5) development 6) our (7 researching)
centre in Delhi. Our (8 laboratory) are (9) of
the most (10 innovation) (11) agriculture. We have
recently (12) some big (13 breakthrough) in increasing
rice production.
| love (14 technological) , using scientific knowledge (15)
improve people’s lives. (16) technology (17) rice
development (18) a good example (19) this.
We are at the (20) edge of rice-growing techniques. Everything
we do (21) state-of-the-art, using the most advanced biological (22
know) available.

2. Match the expressions (1-6) with their meanings (a-f).

1 copyright infringement a) a payment to the owner of a design, or
to an author

2 intellectual property b) an arrangement between the owner of
a design and someone else, allowing
them to use the design for money

3 patent application c) when someone uses another’s text,
pictures, etc. without permission

4 proprietary information d) when an inventor asks the authorities
to officially recognize an invention as
his/her property

5 royalty payment e) designs, ideas, etc. that belong to
someone

6 licensing agreement f) the law relating to designs, ideas, etc.

that belong to someone

Over to you
For you, which is the most important invention of the last 100 years? Which one do
you wish had not been invented?
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I. Topical Vocabulary
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‘Rest is a good thing, but boredom is its brother’

Voltaire, French philosopher

1 | lifestyle CTHWJIb JKUTTS

2 | workaholic TPYAIBHHUK, CAMOBIJIJTAHAH NPAI[IBHUK
3 | workload poboYe HaBaHTAKEHHSI

4 | deadline KpaiHill CTpOK BHKOHAHHS (POOOTH)
5 | to meet a deadline BKJIACTHUCS B CTPOK

6 | flexitime 3MIHHHH Ipadik poOOTH

7 | work-life balance piBHOBara poOOTH 1 KHUTTS

8 | quality of life SIKICTb JKUTTS

9 | working environment poboue cepeoBHIIE

10 | stressful

CTPECOBHI

11 | to make a presentation

POOHTH IPE3CHTAIIIIO

12 | senior

CTapHII/Iﬁ 34 3BaHHAM

13 | to lead a formal meeting

040JII0BaTH odilianbH1 300pu

14 | tight deadline

CTHUCJI1 CTPOKHU

15 | pay rise

MIBUIIEHHS [UIATHI

16 | complaint

cKapra

17 | to cover for a colleague

3aMINIyBaTH KOJIETY

18 | to reduce stress

SMCHIIIYBATH piBGHB CTpECy

19 | consultancy

KOHCYJIbTAIIHI IOCIIYyTH

20 | resilience to stress CTPECOCTIHMKICTB
21 | mainland MaTEpUK
22 | scales Baru

23 | GDP (gross domestic product)

BBII; BasioBu#i BHYTPIIIHIN MPOAYKT

24 | to pretend

IMIPUKHUIATUCA

25 | sickness

XBOpoOa

26 | absenteeism

MporyJi, HEBUXiJ Ha poOoTy 0€3
MOBKHUX MPUIHH

27 | subscription nepe/ara
28 | to ban 3a00pOHSITH
29 | day off BUXiTHUM

30 | to stuck in traffic jam

3aCTPATHYTH Y JOPOKHIH mpooiri

31 | counselling service

KOHCYJIbTaIlliiHE 010pO

32 | counselor KOHCYJIBTaHT

33 | rewarding BapTH, KOPHUCHUIA
34 | satisfaction 3aJI0BOJICHHSI

35 | to stretch HAIPYXKYBaTH

36 | to stimulate

CIIOHYKATH, 3a0X049yBATH

37 | challenging

CTUMYJIIOIOYHH, 30y KYIOUMI




94

38 | achievement

JOCATHCHHS

39 | pressure

THUCK, BIIJINB

40 | overwhelmed

3aBajieHu (poOOTOI0)

41 | overwork

IMCPCBAHTAXKCHHA

42 | rat race

’KOPCTOKA KOHKYPEHIIisl

43 | treadmill

OJIHOMAaHITHA TIpals

44 | downshifting

3MIHIOBaTH pOOOTY 3 BUCOKOIO
3ap00OITHOIO TUIATHEIO Ta BUCOKUM
HABaHTa)XCHHSAM Ha OUTBII CTIOKINHY,
aJie 3 HU3bKOIO IJIATHEIO

45 | rebalancing

BIJIHOBJICHHSI PIBHOBAru

46 | safety issues

po0JIeMH 3 TEXHIKOIO O€3MeKH

47 | passing smoking

MACMBHE KYpIHHS

48 | injury

ITOIIKOJ>KCHHSA

49 | dangerous machinery

HeOe3ImeuH1 MEXaHI3MHU

50 | hazardous substances

HeOe3neYH1 peuOBUHU

51 | fire hazard

PHU3HUK 3aropAHHA

52 | first aid TepIna MeJIMIHa JIOIoMora
53 | fire precautions 3aX0JI1 TIOYKapHO1 OE3MeKH
54 | bullying 3QISIKYBaHHS

55 | bully 3aJIupaKa, MpUYera; XBaJIbKo

56 | sexual harassment

CCKCYaJIbHC JOMAIraHHA

57 | harass

po3apaTyBaHHS

58 | glass ceiling

«ckisiHa cTens (06ap’epu, sKi He
JTO3BOJISIIOTH MTPOCYBATUCS 10

Kap’epi)

59 | sex discrimination

cTaTeBa JTUCKPUMIHAITIS

60 | affirmative action

KOMIIEHCalllifHa TUCKpUMIHALIIS
(mpuitom Ha poOOTY JItOJACH, SIKi
3a3BUYAl CTPAXKIAOTh Bij
JIMCKPUMIHAIIIT)

I1. Starting-up

1. How do you understand the meaning of these expressions?

a stressed person
a stress-free job
a stressful experience

2. Add the verbs from the box to the phrases below to create some common

stressful situations.

being
shopping

finding  going
travelling

having making

taking

waiting

moving




95

to the dentist
in a long queue
stuck in a traffic jam
a parking space
with your partner/family
house
an interview
a speech
by air
0. an exam or test

HBOoo~NoOak~wNE

Which of the above situations is the most stressful for you? Can you add any
others to the list?

3. What do you do to relax? Which of these activities are the most effective for
you, and why? In what other ways do you relax?

* playing a sport * reading * eating/drinking

* having a bath  walking * gardening

* massage * shopping * listening to music
 watching TV  meditating * browsing online
* blogging * using Facebook/YouTube

4. Rank these situations from 1 (most stressful) to 10 (least stressful). Then
discuss your choices.

» making a presentation to senior executives

* meeting important visitors from abroad for the first time
* leading a formal meeting

« telephoning in English

* asking your boss for a pay rise

* writing a report with a tight deadline

* dealing with a customer who has a major complaint

* negotiating a very valuable contract

* covering for a colleague who is away

« taking part in a conference call

I11. Vocabulary and Speech Exercises

1. Match the word partnerships (1-8) to their definitions (a-h).

1 lifestyle a) a system where employees choose the
time they start and finish work each day

2 workaholic b) a time or date by which you have to do
something

3 workload c) how personally satisfied you are with
the way you live and work
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4 deadline d) someone who cannot stop working and
has no time for anything else
5 flexitime e) the ability to give a good amount of

time to your work and to outside
interests, e.g. family

6 work-life balance f) the amount of work a person is
expected to do

7 quality of life g) the people, things and atmosphere
around you at work

8 working environment h) the way people choose to organise
their lives

2. Complete each sentence with an appropriate word or phrase from Exercise A.

1. 1 worked until 11 o'clock at night to meet the for presenting the
report.
2. | work six days a week and never have a holiday. My girlfriend says I'm a

3. Karl has a heavy at the moment because several colleagues are off
sick.

4. She gave up a highly paid job to join a meditation group in India. She's completely
changed her :

5 A system can help to reduce stress levels of employees by giving
them more control over their working hours.

6. If you have children, working from home may help improve your :
7. Many people argue that technology has greatly improved our and the
way we feel about work. Others disagree, arguing it actually increases stress.

8. A clean, quiet, comfortable and friendly can actively reduce levels
of stress.

3. Make sentences using some of the vocabulary items from Exercise 1 to
describe your own situation.

4. Discuss where to put the jobs in the box in the stress league on the next
page. Rating is from 10 to 0: the higher the rating, the greater the pressure.

Advertising executive Architect Banker Diplomat
Hairdresser Firefighter Sales assistant
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Your place in the stress league

Miner 8.3 Film producer 6.5  Psychologist 5.2  Optician 4.0
Police officer v o 631 Lk 4.8 Postman 4.0
Construction worker | 7.5 Musician 6.3 Farmer L8| | 3.7
Journalist 7.5 Teacher 6.2 Vet 4.5 Minister/Vicar 3.5
Airline pilot 7.5 Social worker 6.0 Accountant 4.3 Nursery nurse 3.3
............ 7.3 5.7 4.3 Librarian 2.0
Actor 7.2 Stockbroker 5.5 Lawyer/Solicitor 4.3 Source: University of Manchester
. Institute of Science and
Doctor 6.8 Bus driver S s 4.0 Technology (UK)

5. Choose three jobs from the stress league in Exercise 4. What do you think
makes these particular jobs stressful? Compare your ideas.

6. Is your own job (or one you intend to do) included in the stress league? Do
you think it is in the right place? What about the other jobs in the league? If
your job is not included, where would you place it?

7. Discuss these questions.

1 Do you like working under pressure? Why? / Why not?

2 What deadlines do you have to meet in your daily life? Which are the most difficult
to meet?

3 Why do people become workaholics?

4 How important is the working environment in reducing stress?

8. Choose the best word (a, b or ¢) to complete each space.
The dictionary defines stress as ‘a continuous feeling of worry that prevents
you from relaxing.” At work there are a lot of potentially stressful situations. For
example, having to 1) a formal meeting or 2)
a presentation to senior executives can cause stress, especially the first time. In fact,
all kinds of situations are more stressful when you have never found yourself in them
before. However, experience does not always solve the problem. Indeed, many
people say that they always feel under stress when 3) a valuable
contract or meeting important visitors from abroad or even just when working to
4) deadlines. Other situations that employees generally find difficult to
cope with include dealing with a customer who has a 5) and asking the
boss for a pay 6) :

All the situations mentioned above are examples of short-term stress. Experts
agree that this kind of stress is less damaging to health than long-term stress, which
happens when employees constantly work  7) pressure or have to
cope with an ever-increasing 8) . In such cases, a complete change of
9) can, of course, be a solution but companies should try to reduce
stress levels before their employees are severely 10) otherwise
absenteeism may increase and some staff may even decide to  11)

1 a) direct b) go c) lead
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2 a) make b) speak c) show

3 a) dealing b) negotiating c) transferring

4 a) sharp b) tight C) narrow

5 a) complaint b) complaining c) complain

6 a) rising b) bargain C) rise

7 a) on b) in c) under

8 a) workload b) workforce c¢) workaholic

9 a) life cycle b) lifestyle c) work-life balance

10  a) worked out b) overworked c) worked over

11  a) recruit b) resign C) participate

9. Complete the sentences with the correct prepositions.

1. Being stuck a traffic jam on your way work can

be quite stressful, especially if you have an important appointment.

2. In Ireland, example, the economy is shrinking and business

owners are worried how they will keep their business alive.

3. Gentaro is part a multinational company based

Milan.

4. 1 wish I could relax a bit more instead having to work

strict deadlines all the time.

5. Lisa worked until 11 o’clock night to meet the deadline
presenting the report.

6. Mike says going a stress counsellor is out the question.

IV. Reading Comprehension
Text 1
Business owners feeling stressed

More than half the leaders of privately held businesses globally feel their stress
levels have increased over the last year. The research from the Grant Thornton
International Business Report (IBR) 2010 covers the opinions of over 7,400 business
owners across 36 economies. Mainland China tops the league for the most stressed
leaders, with 76% of business owners saying their stress levels have increased over
the last year.

Other economics that were high in the stress league table were Mexico (74%),
Turkey (72%), Vietnam (72%) and Greece (68%). At the opposite end of the scale,
business owners in Sweden (23%), Denmark (25%), Finland (33%) and Australia
(35%) have the lowest stress levels in the world.

There appears to be a link between stress levels and GDP. Business owners in
mainland China, Vietnam, Mexico, India and Turkey are all high on the stress league
table and are working in environments where high growth is expected. But it's not
just in countries expecting high growth that stress levels are high - at the opposite end
of the growth scale, Ireland, Spain and Greece arc all high on the league table. Said
Alex MacBeath, Global Leader - Markets at Grant Thornton International, "We have
businesses at both ends of the GDP growth scale experiencing high stress for very
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different reason . In mainland China, the pressure is on to keep up with the speed of
expansion, while in Ireland, for example, the economy is shrinking, and business
owners are worried about how they will keep their business alive."

Business owners were asked about the major causes of workplace stress. Not
surprisingly, the most common cause during 2009 was the economic climate, with
38% of respondents so globally saying this was one of their major causes of stress.
This was followed by pressure on cashflow (26%), competitor activities (21 %) and
heavy workload (19%). Alex MacBeath comments, "The causes of workplace stress
can be put into three distinct group - economic, business and personal. An employee
may place more importance on personal elements such as their work-life balance. The
business owner has additional pressures to consider."

The survey also found a link between stress levels and the number of days
taken off by an individual in a year. Countries at the top of the stress league are those
where business owners, on average, take fewer holidays each year.

1. In pairs, rank these countries according to those where you think business
leaders feel the most stress (1 = most stress, 9 = least stress).

» Australia ¢ China < Denmark ¢ Finland < Greece

* Mexico < Sweden < Turkey < Vietnam

2. Read the whole article and answer these questions.

1 What is the difference between these groups of countries in terms of reasons for
high-level stress?

a) China, Vietnam, Mexico, India and Turkey

b) Ireland, Spain and Greece

2 According to Alex MacBeath, how do business leaders experience stress differently
in China and Ireland?

3 What are the four major causes of workplace stress?

4 According to Alex MacBeath, what three types of pressure are there?

3. Look at this list of countries.

Vietnam Sweden Denmark Mexico China Finland
In which countries do business owners take:

1 fewer holidays?

2 more holidays?

4. In pairs, discuss these questions.

1 What are the additional pressures that business owners might have?

2 Should companies do more to reduce stress at work? What could they do?
3 How many days' holiday per year do you think people should get?

Text 2
Stress and satisfaction
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People like work that is rewarding and gives them satisfaction. For this, a
reasonable amount of pressure may be necessary: many employees want work that
stretches them, to have the feeling that it can sometimes be difficult, but that it is also
stimulating and challenging. This is necessary if one is to have pleasant feelings of
achievement.

But when pressure builds up, it's easy to feel overwhelmed by work, and this
can produce feelings of stress. It is possible to become stressed out through overwork
or other problems. People can burn out, become so stressed and tired that they may
never be able to work again. The general consensus is that most jobs have become
more demanding, with longer hours and greater pressures.

More and more people want to get away from what they call the rat race or the
treadmill, the feeling that work is too competitive, and are looking for lifestyles that
are less stressful or completely unstressful. They are looking for more relaxed ways
of living and working, perhaps in the country. Some people choose to work from
home so as to be nearer their families. People are looking for a better quality of life, a
healthier work-life balance. Perhaps they are looking for more quality time with their
partners and children. Choosing to work in less stressful ways is known as
downshifting or rebalancing.

A whole stress industry has grown up, with its stress counsellors and stress
therapists giving advice on how to avoid stress and on how to lessen its effects.
However, other experts say that stress levels today are lower than they used to be.
They point to the difficult working conditions and long hours of our great-
grandparents. Perhaps the answer is that the material advantages of modern times
give us the illusion that we should have more control over our lives. Like lottery
winners who quickly become accustomed to the idea of being rich, we become 'spoilt'
by material comforts and start to worry when we think we are losing even a little
control over events.

Whatever the truth, people love to talk about the stress of their work. In the
language classroom there should be no shortage of students willing to talk at length
about the stress they are under. This stress might even be part of their job satisfaction.

V. Listening comprehension

Dealing with stress
1. What are the main causes of stress at work?

2. Jessica Colling is Director of Marketing at Vielife, a consultancy that advises
businesses on health at work. Listen to the first part of the interview and answer
these questions.

1 What three examples are given of things that make people feel under pressure at
work?

2 What is resilience to stress?

3. Listen to part one and complete the transcript.
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There are lots of things that can make people feel 1) pressure
2) work- for example, having too much to do, not feeling
3) control, and also not having good relationships 4) the
people that they work 5) . All of these things can build 6) :
and when pressure gets too much, it spills 7) 8) feelings of
stress.

4. Listen to the second part. What can happen if you have to manage stress for a
long time without a break?

5. Listen to part two. Are these statements true or false?

1 The interviewer asks about levels of stress that can be considered normal.

2 Jessica Colling says that it's easy to say what a normal level of stress is.

3 What one person finds motivating, another person might find stressful.

4 Pressure and stress are the same thing.

5 Not everyone can manage high levels of stress over long periods.

6 If you manage stress well over a long period, you may start to suffer from it, but not
badly.

6. Listen again and complete this extract.

It's difficult to say really what's a 1) _ level of stress for somebody
to feel at work. The problem with that is that what one person finds really
2) and it excites them to be able to do their job well, somebody else
might find really, really 3) . What we do see is that actually a high
level of continued 4) can actually sometimes spill over into feelings of
stress.

7. Listen to the third part. What two examples are given of companies being
flexible in how they expect staff to work?

8. Listen to part three. Choose the correct alternative to replace the expression
in italic so as to keep the closest meaning.

1 How can companies help their staff to achieve a work-life balance?

a) lose b) search c) find

2 Work-life balance is an interesting question, because ... everybody has a different
sense of what works for them.

a) idea b)feel c) sensation

3 However, companies can really help by being flexible in how they expect staff to
work.

a) directors b) office workers c) employees

4 If somebody doesn't like travelling in rush hour, you know, perhaps they could
come in a little bit early ...

a) enter work b) get to work c) return to work
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5 And other examples might be, just making sure that people don't feel that they have
to stay late, just because their boss is working late.
a) assuring b) ensuring c) saving

9. Listen to the final part. What two reasons are given for why women report
higher levels of stress than men?

10. Complete these statements with appropriate forms of expressions from part
four.

If you ...

1d a problem, you think about it and try to solve it.
2t to do something, you often do it.

3e a feeling, you have it.

4m an activity, you are in charge of it.

51 children, you care for them.

6r a problem, you talk about it.

11. Discuss these questions.

1 What is a good work-life balance for you? Is it easier for men than women to be a
manager?

2 Is it important to have a certain level of stress in the workplace?

VI. Skills: “Participating in discussions”

1. You are going to hear three members of the human resources department of a
transportation company discussing ways of improving the staff's health and
fitness. What ways do you think they will mention? Listen to the conversation
and check your answers.

2. The speakers use several expressions to make suggestions. Listen to the
conversation again and complete the gaps in these sentences.

1 Well, 1 think carry out a survey, find out why the staff are so
stressed ...

2 | have another idea we encourage staff to keep fit? paying
their subscription to a gym?

3 We more staff for them, give them an assistant.

4 Well, it might be a to set up a counselling service ...

5 meet tomorrow, same time, and try to come up with a plan ...

3. At the next meeting, the team discusses plans for staff to attend a local sports
centre. Listen and tick the expressions they use in their conversation. Then write
'A' if the expression shows agreement or 'D" if it shows disagreement.

1 Mm, | don't know.

2 It would be popular, but it could be expensive.
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3 I think I agree with you.

4 OK, but we can solve it. The sports centre has great facilities...
5 Exactly. It would really help staff to be more healthy...

6 I'm not in agreement, Danielle. It isn't a great idea.

7 | still think it's a good idea. It's well worth trying.

4. Work in pairs. You work in the human resources department of a large
company. Discuss how you would deal with these problems. Use expressions
from the Useful language box below to help you.

1 More and more staff are taking medicine, e.g. anti-depressants, because they feel
highly stressed at work. They are often sick, or pretend they are sick, and take days
off work.

2 Many employees feel uncertain about their jobs and careers in the company. They
worry about the future. They are constantly anxious and don't sleep well.

3 Some staff are stressed because they feel they have no control over their work and
they don't participate in decisions. They say they feel ‘worthless’ and are not valued
by management.

Useful language

MAKING SUGGESTIONS GIVING OPINIONS AGREEING DISAGREEING

| think we should carryouta  We've got to do something | suppose we could do that. ~ Mmm, | don’t know.

SUVEY- aboutit. | think | agree with you. | can’t agree with you there.
Why don't we encourage staff I think we should def'm[ely Yeah' you're ”ght- I'mnotsureit'sa good idea.
LGhaenie] il Exactly. I still think it's a good idea.
Hos aolilnayoglor ek RCCI0R O o L Good. / Excellent idea. / I'm afraid that's out of the
subscription to a gym? could be expensive. Great. ! question because

it might be a good idea to set  It'd cost a lot, and attendance Petonalbiatinaaree

up a counselling service. would be difficult to monitor. PRy O

V1. Self-directed work

Reading 1
Read this article from the Financial Times by Rhymer Rigby and answer the
questions.

Before you read
What do you do when you feel stressed?

Beating stress
By Rhymer Righy
Cary Cooper, professor of organisational psychology and health at Lancaster
University, says you need to learn to differentiate between stress and pressure, which
can be thought of as "good stress”. "Pressure is motivating and it makes you more
productive," he says. "But when the pressure becomes greater than your ability to
cope, then you're in the bad stress area.”
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Jessica Colling, product director at corporate well-being consultancy Vielife,
says, "Learn to recognise your early warning signs - for instance, being irritable,
suffering from headaches or a sudden lack of confidence." As many people are poor
judges of themselves, she suggests asking a friend or family member to help you spot
signs of stress.

"There have been so many job cuts that workloads have increased massively,"
says Professor Cooper. "People feel guilty about leaving work on time."

Create time to organise your thoughts, plan your tasks and understand what is
going on around you. If you are constantly working long hours, then create good
reasons to leave work on time. "Think of this as a kind of emotional exercise," says
Professor Cooper. "Even if you enjoy working from eight until eight, in the long term
it's not good for you."

Exercises

1. Read through the whole article and match each question (a-d) to the
paragraph (1-4) that answers it.

a) What should I look out for?

b) What are some of the causes?

c) Is all stress bad?

d) How do I manage it?

2. Complete the table with words from paragraph 1.

Noun Adjective or -ing form

organisation

psychological

healthy

stressed, stressful

motivation

production

able

3. Now match the adjectives in Exercise 2 to their meanings.
This adjective is used to describe someone who...

a) is doing a lot and getting results.

b) feels worried and tired because they have too much work.

¢) is in a good physical and mental condition.

d) can do something.

This adjective is used to describe ...

e) a situation where someone feels out of control.

f) companies, departments, etc.

g) work that is interesting and that makes you want to do it.
h) the mind.
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4. Find expressions in paragraphs 2 and 3 with the number of letters shown in
brackets that mean the following.

a) the state of feeling good (4-5)

b) things that show you that something is going wrong (7, 5)

c) describes someone who easily gets angry or annoyed (9)

d) the state of not having something (4)

e) the feeling of being able to do something (10)

f) If you see that something is happening, you it. (4)
g) amounts of work that people have to do (9)

h) If something increases a lot, it increases 9)

1) If you feel responsible for something bad, you feel (6)

5. Choose the alternative with the closest meaning to the expression in italic.
1) Create time ...

a) make

b) do

C) get
2) ... to organise your thoughts, plan your tasks and understand what is going on
around you.

a) what you did

b) what you have to do

¢) what you want
3) If you are constantly working long hours, then create good reasons to leave work
on time.

a) always

b) often

C) sometimes
4) "Think of this as a kind of emotional exercise" says Professor Cooper.

a) activity

b) plan

C) project
5) "Even if you enjoy working from eight until eight, in the long term it's not good for
you."

a) long time

b) long period

c) long run

Over toyou 1
Is work more stressful, on average, than it was 15 years ago? Give reasons for your
opinions.

Over to you 2
One of Professor Cooper's tips for avoiding stress is to create good reasons to leave
work on time. Is this always possible in your job or one that you would like to have?
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Why? / Why not?

Reading 2
Read this article from the Financial Times by Brian Groom and answer the questions.

Before you read
Are jobs in the public sector (schools, hospitals, social work etc.) more or less
stressful than those elsewhere? Why? / Why not?

Stress-related absence rises
By Brian Groom

Staff absence levels remain higher in the public sector than in the private
sector, with stress levels likely to grow as the government's spending cuts take effect,
according to a report by the Chartered Institute of Personnel and Development
(CIPD). Its survey of 573 organisations with 1,5m employees found that the recession
has had an effect on the whole economy, with a third of all employers reporting an
Increase in stress-related absence.

More than a third of employers noted an increase in mental health problems
such as anxiety and depression — a big rise on last year's survey, when one-fifth
reported an increase. But only one-fifth of organisations had increased their focus on
employee well-being and health promotion, suggesting that more could be done.

The survey found that average absence was three days higher in the public
sector than in private sector services, at 9,6 days per employee per year compared
with 6,6 days. Stress was the main cause of high levels of long term public sector
absence, with three-quarters of public sector organisations putting stress among the
top five causes of absence. More than half of public sector employers rated
organizational change and restructuring as one of the leading causes of work-related
stress, compared with fewer than 40 per cent in other sectors.

Jill Miller of the CIPD said: "The survey shows why closing the gap between
public and private sector absence has proved so difficult for all governments over the
years. Compared to the private sector, more public sector employees are in
challenging jobs so such as social work, policing, teaching and nursing, where they
often have to deal with people in emotionally difficult situations.”

Exercises

1. Look through the whole article and match the figures to the things that they
refer to.

1)573 2)15m 3)9,6 4)6,6 5)three-quarters 6) more than half 7) fewer than
40 per cent

a) the average number of days of absence of public sector workers per year

b) the number of public sector organisations who think stress is an important cause of
absence

c) the average number of days of absence of private sector workers per year

d) the number of companies in the CIPD survey
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e) the number of public sector employers who think change in their organisation is an
important cause of stress

f) the number of workers in the private sector who think change in their organisation
IS an important cause of stress

g) the number of employees covered in the CIPD survey

2. Match the two parts to make expressions from paragraph 1.

1 Staff absence a) spending cuts
2 public b) levels

3 private c) levels

4 stress d) sector

5 government's e) sector

6 stress-related f) absences

3. Read paragraphs 2 and 3 and decide if these statements are true or false.

a) Anxiety and depression are mental health problems.

b) About 20 per cent of employers say that mental health problems have increased in
the past year.

c) About 20 per cent of employers said last year that mental health problems had
increased in relation to the previous year.

d) About 80 per cent of employers have started thinking more about the well-being of
their staff in the past year.

e) Private sector workers take more days of absence than public sector ones.

f) More than 60 per cent of public sector employers think that changes in their
organisation cause stress.

g) Fewer than four in ten employees in the private sector think that changes in their
organisation cause stress.

4. Complete these statements with expressions from paragraph 4.
a) If you want to make the difference between two things smaller, you try to
between them. (3 words)

b) A job is a difficult one, but it might be difficult in an interesting way.
(1 word)

¢) If you work to solve problems, you try to them. (2 words)

d) Situations where people's feelings are very strong are ones. (2 words)

5. Stress is increasing in all UK organisations and it is...
a) higher in the private sector than the public sector.

b) higher in the public sector than the private sector.

c) the same in both sectors.

Over toyou 1
Go back to the answer you gave in 'Before you read'. Would it be the same now that
you have read the article? Why? / Why not?
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Over to you 2
What can companies do to focus on employees’ wellbeing and health?

Reading 3
Problems at work
Health and safety

Here are some health and safety issues for people at work:

a) temperature;

b) passive smoking;

C) repetitive strain injury or RSI;
d) dangerous machinery;

e) hazardous substances;

f) fire hazards.

All these things contribute to a bad working environment. The government
sends officials called health and safety inspectors to make sure that factories and
offices are safe places to work. They check what companies are doing about things
like: heating and air-conditioning, first aid and fire precautions.

Bullying and harassment

If someone such as a manager bullies an employee, they use their position of
power to hurt or threaten them, for example verbally. Someone who does this is a
bully.

Sexual harassment is when an employee behaves sexually towards another in a
way that they find unwelcome and unacceptable. The related verb is harass.

Discrimination

If people are treated differently from others in an unfair way, they are
discriminated against. If a woman is unfairly treated just because she is a woman, she
Is a victim of sex discrimination. In many organizations, women complain about the
glass ceiling that allows them to get to a particular level but no further.

If someone is treated unfairly because of their race, they are a victim of racial
discrimination or racism. Offensive remarks about someone’s race are racist and the
person making them is a racist.

In the US, affirmative action is when help is given in education and
employment to groups who were previously discriminated against. In Britain,
affirmative action is known as equal opportunities.

Some companies have a dignity at work policy covering all the issues described.

Exercises

1. Match the employees’ complaints (1-6) to the health and safety issues (a-f).

1 My doctor says there’s something wrong with my lungs, but I’ve never smoked.

2 1 do a lot of data entry, and I’ve started getting really bad paints in my Wrists.

3 It’s either too cold and we freeze or too hot and we all fall asleep.
4 There’s all this waste paper but there are no fire extinguishers in the building

5 The containers are leaking — one day someone is going to get acid burns. ......

6 There are no safety guards on the machines; you could easily get your hand caught.
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2. Complete these headlines and articles with the correct form of words from the
text.

1) OFFICE MANAGER ACCUSED OF
A court heard today how an office worker was almost driven to suicide by a bullying
office manager. James Bleinkishop, 27, told how boss Nigel Kemp victimized him by
shouting at him, criticizing his work in front of others, tearing up his work and telling
him to do it again.

2) NATIONAL REATAURANT CHAIN FACES CLAIMS

Four waitresses claim they were repeatedly by male bosses in a branch
of a well-known national restaurant chain. All four waitresses said they were subject
to sexist remarks at the restaurant.

3) JAPANESE WOMEN BREAK TROUGHT

Naomi Tanaka, 23, last year started working on the Tokyo Stock Exchange as a
trader. She complained about and said she did not wait to be a ‘counter
lady’ answering phones and serving tea at a Japanese bank. Instead she got a job as a
trader at Paribas, a French firm.

4) SHOP MANAGERESS IN CASE
A clothing shop’s half-Burmese manageress, 24-year-old Marion Brown, claims her
boss continually made remarks, and sacked her from her £ 110-a-week

job when she objected. She claims that the company that owns the shop has racially
against her ....

5) ABOLISHED AT TEXAS LAW SCHOOL
A court made afftermative action at the University of Texas law school illegal last
year, and supporters of say it has been’ a disaster’. Last year the law

school admitted a class that was 5,9 per cent black and 6,3 per cent Hispanic. This
year the black percentage stands at 0,7 and the Hispanic at 2,3.

Over to you
What are the main health and safety issues in your job, or a job that you would like to
do?
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‘Food is our common ground, a universal experience’

I. Topical Vocabulary

James Beard, American chef and food writer

1 |todoadeal YKJIACTH YTOIY

2 | to establish relationship YCTaHOBJIFOBATH B3a€EMHUHH, CTOCYHKHU
3 | business partner JIJIOBUI TapTHEP

4 | etiguette ETUKET, podeciiiHa eTuka

5 | relationship build on trust B3a€MHHH, 3aCHOBAHI Ha JOBIpi

6 | corporate hospitality KOPIIOPaTHBHA FOCTUHHICTH

7 | entertaining pO3BaXKATBHUI

8 | cultural awareness KyJIbTYpPHA 0013HAHICTh

9 | cross-cultural MDKKYJIBTYPHUR

10 | social interaction

collaJibHA B3a€MO/I1s

11 | socialising

CHJIKYBaHHs, YCYCIUIbHECHHS

12 | gaffe MTOMUJIKA, HENPABUJIbHUN BUMHOK
13 | convenient 3pYYHHM

14 | cosy 3aTUIIHUHN, TPUEMHUN

15 | efficient pe3yJIbTaTUBHUH, €PEKTUBHUI
16 | exciting 3aXOILTIOIOYNH

17 | reasonable

HEJIOPOTUiA, TPUUHATHUH (TIPO IIHY);
OMIpHUI

18 | lamb M'SICO MOJIOZOTO OapaH4HKa
19 | pork CBMHHHA

20 | prawns / shrimps KPEBETKH

21 | salmon JI0COCh, CbOMTa

22 | tuna TYHEIlb

23 | veal TEJISATUHA

24 | venison OJICHHHA

25 | poultry M'ICO MITHITI

26 | starter (BrE) / appetizer (AmE) 3aKycKa

27 | aperitif

COUPTHHUM HAMIM, SKUH BXKUBAIOTh
JUISL T THSITTS] AleTUTY

28 | alcohol-free

0€3aIKOTOJIbHUHA

29 | draught (wine, beer)

Ha PO3JiuB, B 004Kax (BHHO, TTUBO)

30 | sparkling wine

ITpUCTE BUHO

31 | vintage wine

BUHO BPO’Kal0 MEBHOTO POKY,
MapoyHe BUHO

32 | tap water

BOJIOITPOBIIHA BOJIA

33 | bill (BrE) / check (AmE) paxyHOK
34 | to book a table (BrE) / to make a 3a0pOHIOBATH CTOJIHK (B Kade,
reservation (AmE) pecTopaHi)
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35 | to leave a tip 3aJIMIIATH YaloBi

36 | main course OCHOBHA CTpaBa

37 | dessert JecepT

38 | catering I'POMAJIChKE XapuyBaHHs

39 | bribery Xa0apHHUIITBO

40 | client’s aspirations Oa)kaHHS KJIIEHTIB

41 | premier T'OJIOBHHM

42 | genuinely PO

43 | memorable He3a0yTHIH

44 | limitless HEOOMEKEHHUM, OE3MEKHUIA;
Oe3KkpaitHii

45 | venue Micrie 300py (3ycTpidi)

46 | brewery MTMBOBApHUH 3aBOJI, OpOBapHS

47 | to boast BHUXBaJIATHCS

48 | generate goodwill OyTH TOOPO3UUIMBHM , TIPOSIBIISITH
TypOOTY

Multiword verbs

49 | look after MIKJIyBaTHCS PO KOTOCh, JIOTJISIaTH
32 KUMOCh, BIJINIOB1JIATH 3@ IIOCh

50 | look around OTJISLATUCS

51 | look forward to 3 HETEPITIHHSIM YEKATH Y0TOCh

52 | look for IITYKaTH

53 | put off BIJIKJIQIaTH, ICPEHOCHTH

54 | put through 1) BUKOHATH, 3aKiHIHTH (POOOTY);
2) 3'ennyBatu (1o TenedoHy)

55 | set back YUHUTH MEPEIIKOAN, IPOTHISITH

56 | setup 3aCHOBYBATH ITiIMTPUEMCTBO

57 | take out 3alPOCHUTH, TIOBECTH (JI0 TeaTpy)

58 | take part in npuiMaTH y4acTh B YOMYCh

59 | take up npuiitMaTH (IIPOIO3UILiI0 TOIIO)

60 | turn down BUIXWJIATH (ITPOTIO3HUIIIFO TOIIIO)

61 | turn up OMUHSATHUCS (TIPUXOIUTH,
TIPHIKKATH )

62 | carry out 1) moBOAUTH A0 KiHIIA,
2) BUKOHYBaTH; IPOBOAUTH (Oeciy,
3aHSITTSI)

63 | come up with 3HAXOJMTH, BIIOPATUCH 3 YUMOCh

64 | give up BIJIMOBJISITUCS BiJI, 3aJIMIIATH

65 | hold on 1) Tpumarucs (3a moch);

2) npoJoBXKyBaTH (POOUTH ILIOCH);
3) yekaru

I1. Starting-up
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1. Suggest different forms of entertainment in general, rather than in a
corporate context.

2. Imagine you have to entertain a group of foreign business people. Which of
these activities would you choose? What would you add?

* historic site (s) ¢ an opera/a concert * motor racing  * tennis

* a bar / a nightclub * wine tasting * a game of golf < a restaurant

* the theatre * horse racing * a football match e an art gallery

3. Many companies are spending less on corporate entertaining. Do you think
this is a good idea? Why? / Why not?

I11. Vocabulary and Speech Exercises

1. Work with a partner. Which adjectives in the box form partnerships with the
words below (1-6)?

convenient cosy efficient exciting local/regional reasonable

1 atmosphere 2 food 3 location
4 prices 5service 6 entertainment

You plan to take a foreign visitor out for dinner. How important are the above
factors for you when entertaining guests? Discuss your ideas in pairs.

2. Match the words in the box to the correct food categories below (1-4)

beef broccoli cabbage chicken crab cucumber duck lamb
lobster mushroom onion pork prawns/shrimp salmon
spinach tuna turkey veal venison

1 meat

2 poultry

3 fish / seafood

4 vegetables / salad

3. Combine the words in the box with the headings below (1-3) to create word
partnerships related to drinks.

alcohol-free bottled draught dry house medium mineral red rose
sparkling still sweet tap vintage white

1 wine
2 beer
3 water
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4. Think of a typical or unusual dish from your country. How would you
describe it to a foreign visitor? Use these phrases to help you.

It's a meat / fish / rice / vegetarian dish.

It's a kind of seafood / vegetable / dessert, etc.

It's quite spicy / rich / hot / sweet / salty / bitter / sour.

It's called and tastes a bit like chicken / cabbage, etc.
It comes with / We usually eat it with :
People often have a glass of with it.

It's got an unusual taste.
It's served with rice / pasta / a salad / a side dish, etc.
It's quite healthy / fattening / unusual, etc.

5. Put these stages into a logical order for entertaining in a restaurant.
a) Look at the menu.

b) Ask for the bill (BrE) / check (AmE).

c) Book a table (BrE). / Make a reservation (AmE).
d) Leave a tip.

e) Have the main course.

f) Have a dessert.

g) Order a starter (BrE) / appetizer (AmE).
h) Have an aperitif.

6. Listen to the dialogues and check your answer to Exercise 5.

7. Imagine a small group of foreign visitors is coming to your city.

1. Decide where you would take them for dinner. Choose a menu and a location to
give them a 'taste' of your city / region / country.

2. Explain your choices to a partner.

3. Join up with another pair and compare your ideas.

8. Complete the story with the words from the box.

aperitif bill book cash cosy course delicious dessert dishes
efficient entertain guest marketing menu negotiate order
recommended relax starter variety

As | had to 1) an important visitor from abroad. | asked different
colleagues if they knew a good restaurant in town. They all 2) ‘Mirella’s
Garden’. ‘Very 3) atmosphere.’ they said, ‘the food is absolutely 4)

and the service is very 5)
It was quite busy when we arrived. Fortunately, | had asked my assistant to
6) a table in advance. From where we were seated, we had a stunning view
across the lake. My 7) , Mr Yared, seemed quite pleased, so | began to
8) . | suggested having an 9) but he said he hardly ever
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drank alcohol, and certainly never on working days. | hoped | hadn't made a gaffe!
We looked at the lunch 10) , Which had a wide 11) of
typical 12) from our region.

When the waiter came to take our 13) , Mr Yared surprised me once
more. He had chosen stuffed mushrooms as a 14) but he wanted to have
them served after the main 15) . “This is not a funny custom from my
country,” he said with a smile, ‘just a personal preference.’

The food was indeed superb. Mr Yared spoke about his family and his hobbies
and asked about mine. We talked only briefly about the contract we had to
16) that afternoon.

As it was getting late, we didn’t have a 17) , just coffee, and then I
asked for the 18) . But when | reached for my wallet, | realised to my
horror that | didn't have it on me. Of course - it was at home, in my other jacket. No
19) or credit card - how embarrassing! The only solution I could think
of was to ask the manager to call MCI, my company. ‘MCI? Is that Micro Computers
International?’ the manager asked. Indeed it was. ‘No need to phone, sir; we’ll put
this on your account,” the manager continued. ‘MCI has had an account with us for
three years. My wife is MCI’s 20) Director.” Mr Yared and I looked at
each other and we both burst out laughing. The day was saved.

9. Choose the best word (a, b or ¢) to complete each sentence.

1 Many people have only two a day: breakfast and dinner.

a) meals b) dishes C) courses

2 Jane invited me round for dinner last night. Her husband is a wonderful

a) cooker b) dish C) cook

3 Tom worked in Bangkok for a year and now he is very keen on Thai
a) kitchen b) dish C) cuisine

4 They are vegetarians so we should not buy any

a) meal b) meat ¢) food

5 This chocolate mousse is delicious. Could | have the ?
a) recipe b) cookbook C) receipt

10. Cross out the odd-one-out in each set. Explain your choice.
1 cabbage / venison / cucumber / broccoli / spinach

2 roast / baked / boiled / grilled / fried / bottled

3 mediume-rare / well-done / excellent / rare

4 draught / healthy / spicy / salty / rich / fattening

11. Match the multiword verbs in bold (1-8) with their definitions (a-h).

1 Who's going to look after our guests | a) see the sights
tonight?

2 We have two hours to look around the | b) arrive / appear / come
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city.

3 We're really looking forward to the | c) get involved in
Tokyo trip.

4 Let's take the clients out to a Chinese | d) give attention to / protect / take care of
restaurant.

5 Seventy staff took part in our|e)accept (an offer)
fundraising events.

6 The CEO would like to take up your | f) await with pleasure
kind offer.

7 We were delighted that so many | g) entertain
sponsors turned up at the event.

8 As we had another engagement, we had | h) refuse/decline
to turn down their invitation.

12. Choose the correct options to complete this e-mail extract.

Just a quick e-mail to say thank you for organising the Monaco Grand Prix
hospitality event. Everyone who took 1) care of / part in / up the event thoroughly
enjoyed looking 2) around / forward to / after the city and the Grand Prix itself. Our
clients were looked 3) around / forward to / after very well by your events team. | am
afraid | am going to have to 4) take care of / turn down / turn up your kind offer of
free tickets for the film premiere as | have another engagement that night. However,
we would like to 5) take up / turn up / turn down your offer of organising our
corporate events next year. We are all really looking 6) forward to / around / after
discussing your proposals.

13. In pairs, take turns to ask and answer these questions.

1 What are you looking forward to most this month?

2 Have you ever turned down an important invitation?

3 What is the best team event you have taken part in?

4 Which famous person would you most like to look after for a day?

14. Match the sentence halves.

1 Last week, | had to look a) come over and see them in Antalya.
2 First, | showed them around b) the Old Town.

3 | certainly look forward c) after five clients from Turkey.

4 1 hope | can take d) on really well.

5 One of them did not turn e) to a very good restaurant.

6 The food was delicious and we all got | f) to seeing them all again.

7 Then, | took them out g) up their invitation next summer.

8 They said | should h) up, unfortunately.

15. Put the sentences from Exercise 14 in the correct order to make a story.
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16. Use the explanation in brackets to choose the correct multiword verb from
the box. Then use the correct form of the verb to complete the sentences.

carryout comeupwith giveup holdon look for  put off
put through  setup  turndown

1 We a new sales manager with at least three years’ experience. (tried
to find)

2 The government is encouraging people to new businesses. (start)

3 Rick thought March was too early for our seminar so he it until
May. (arranged to have it at a later date)

4 Unfortunately, we had to their invitation because we had another
engagement. (refuse)

5 Carol a well-paid job to train as a social worker. (stopped doing)

6 We are a survey to find out what kind of restaurants are most popular
with businesspeople. (doing)

7 Can you ? I'm trying to you. (wait / connect)

8 It was a very productive meeting. We all new ideas for our next

advertising campaign. (thought of)

IV. Reading Comprehension
Text 1
Entertaining

It has been said that when two American or European businesspeople meet,
they are there to do a deal, but in Asia they are there to establish a relationship.
Entertaining in Asia is often used to 'size up' a potential business partner - partner in
the sense of future supplier or joint venture associate. Asians will want to know more
about their guest, their background and their contacts before going ahead and doing
business. This is an essential part of the business process, not just polite etiquette.

Relationship building takes different forms in different places - invitations to
karaoke evenings in Japan or the yacht on the French Riviera are not to be refused.
The demand for corporate hospitality in the UK has been criticised for making events
such as Grand Prix racing or Wimbledon more expensive for ordinary people. But
corporate sponsorship of sport and culture brings in large amounts of money, and
many such events benefit from this overall.

Entertaining in the form of invitations to your host's home exists in some
cultures but not others, where work and private life are kept entirely separate.

Cultural awareness of norms in these and other areas can lead to better
communication and avoidance of misunderstandings. Companies are spending more
time and money these days on cross-cultural training, often but not always in tandem
with language training, in order to facilitate better social interaction.

Socialising in another language is not easy. There is more focus on the
language itself than in business discussions. Students, rightly, demand formulaic
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expressions for particular situations. This is often called small talk. But to refer to it
as 'small' undervalues its importance. Language learners see it as a minefield of
potential problems and, inevitably, gaffes. People have their favourite stories about
such mistakes, perhaps ones they made themselves. Telling these stories can be a
useful form of ice-breaking activity in the classroom when working on this much
demanded social English.
Text 2

Corporate entertainment
1. Discuss these questions.
1. How important is corporate entertaining in your a) country? b) company /
organisation?
2. What corporate-hospitality event would you like to be invited to?

2. The corporate-hospitality club asked three entertainment experts some
questions. In pairs, read the article and put four of these questions in the
appropriate places.

a) What is the most effective way of measuring corporate hospitality?

b) What are the key elements required to produce successful corporate hospitality?

¢) If you had an unlimited budget, what would be included in your dream corporate-
hospitality package?

d) What is the best corporate-hospitality programme you have witnessed that wasn't
your own?

e) What are the biggest challenges in creating corporate hospitality?

f) How have corporate-hospitality offerings changed in the past decade?

1 QUESTION :

Kate Kassar (Director, Beyond Events)

Listen to the client's aspirations and needs. Success then depends on the
creation of a dynamic event, which matches and reflects the company culture and the
tastes of guests.

Andrew Hodgkins (Premier Service Director, Keith Prowse)

What makes corporate hospitality so successful is being able to offer tickets or
packages for events that are sold out or extremely popular.

Alex Hewitt (Managing Director, AOK Events)

Invite your guests to something they genuinely want to attend and ensure you
get the right clients attending. Make sure the event is memorable. This way the event
lives forever and makes your marketing budget go further.

2 QUESTION

Kate

Creating an event with universal appeal to a potentially highly diverse
audience. Finding the balance between limitless client aspirations and the boundaries
of logistics and cost.

Andrew
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The biggest challenge is to make corporate hospitality accessible to everyone -
no matter what their budget is.

Alex

Getting the pricing right and making it easy for people to attend. Few of us
want to be entertained on a Sunday night at a venue with poor transport links.
3 QUESTION

Kate

Six Nations rugby hospitality in a brewery next to Murrayfield Stadium. It
captured the spirit of the rugby audience. Whereas other facilities offered the usual
fine dining, this one boasted draught beer, wooden benches, wintery food, rugby
celebrities mingling and a party spirit, all on a lower budget.

Andrew

The packages at the Emirates, Arsenal's home ground, are spectacular, and we
wish we could have been involved in the Ryder Cup Europe packages.

Alex

A few years ago, my sister invited me to a private sponsor's concert in a tiny
London venue in the middle of the Wimbledon fortnight, which featured John
McEnroe and Pat Cash on guitar, Nick Mason on drums and Chrissie Hynde on
vocals. Fantastic food and an unlimited bar made it the perfect event.
4 QUESTION

Kate

A one-off interactive experience that money can't buy. An event that gives its
audience a real feel of the host brand, combining the adrenaline of sport with the feel-
good factor of entertainment and the glamour of the Monaco FI Grand Prix.

Andrew

If we had an unlimited budget, we'd love to offer sporting packages with a
twist. For example, offering high-profile former so sportsmen and women to give
clients a coaching session in their chosen sport before the event.

Alex

Morning golf at Wentworth with Tiger Woods and Sean Connery, followed by
a helicopter ride to Le Manoir, where Raymond Blanc would oversee a spectacular
lunch.

3. Work in pairs. Overall, who do you think gave the most interesting answers,
and why?

4. In pairs, answer this question.
If you had an unlimited budget, what would be included in your dream corporate-
hospitality package?

V. Listening Comprehension
Corporate events



119

1. Dr Chris Bruton is Chief Executive of the Cavendish Consultancy, a
corporate entertainment company. Listen to the first part of the interview and
answer these questions.

1. Which sports are popular?

2. Which sport is not popular? Why?

3. What was the most popular musical at the time of the interview?

2. Listen to part one and replace the eight mistakes in the transcript below with
what Chris Bruton actually says.

The most popular events are still the major sports and the major events in those
sports. Within sports it does vary. For example, those sports where the rules are fairly
simple and obvious are more popular. Thus cricket, which is a personal, urn, love of
mine, is not actually one of the most popular, because the rules are fairly complex.
Horse racing is a favourite, football - soccer as it's called in many countries around
the world, but football in England - is very popular. Car racing works well and then,
moving onto the entertainment side, theatre, pop concerts, musicals - particularly, for
many years, Phantom of the Opera has been very popular in New York and in
London and in many other places around the world where it has showed.

3. Listen to the second part. What is surprising about how the financial sector
has reacted to the latest recession?

4. Complete these statements about what Chris Bruton says with appropriate
forms of expressions from part two.
1 Corporate entertainment is very different from what it was 30 years ago: it has
C e

2 Its quality is much, much better it's v S
3 The recent recession has had consequences for the flnanC|aI sector - it has
a the financial sector.
4 Financial firms have cut their budgets - they have r them.
5 Financial firms have not g f cheaper events - they have
just taken fewer people to the expensive ones.
6 The more expensive events have been less badly affected by the recession - they are
h u better.

5. Listen to the third part. What makes a corporate event successful? Complete
these notes.
1. ldentify your

2. Planning: having , e.g. umbrellas.
3. Catering: high standard of and

4. Staff: : and briefing.

5. Always up afterwards.

6. Listen to part three. In what order does Chris Bruton mention these points?
a) catering
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b) umbrellas
c) aim

d) follow-up
e) planning

7. Listen to the final part and answer these questions.

1. Which two events were offered together on the same day?
2. How did people travel from London to the first event?

3. How did people travel from London to the second event?

8. Listen to part four. Are these statements true or false?
1 Silverstone is 100 miles north-east of London.

2 Lewis Hamilton won the race.

3 Chris Bruton uses helicopter as a verb.

4 Heathrow is west of London.

5 Guests flew by small executive jet to Paris.

6 The plane that guests took did not fly faster than sound.

7 They stayed overnight in Paris.

9. In groups, discuss these questions.

1. What event would you most like to be invited to? Why?
2. How does entertaining affect a company's image?

3. When can corporate entertainment become bribery?

VL. Skills: “Socialising: greetings and small talk”
1. What do you say to a business contact when you:
1. introduce yourself? 2. introduce another person? 3. are introduced to another

person?

2. Listen to five conversations at a conference. Match the speakers in each one,
then decide whether they know each other or not.

Speaker 1 Speaker2 Do they know each other?
Liz Linda Eriksson

James Jurgen

Julia Lisa

John Jane

Carla Sam Clarke

3. Try to complete the gaps in Conversations 2 and 4. Then listen again and
check your answers.

Conversation 2

A: James you Sam Clarke?
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B: No. Hello, Sam to meet I think we
both Mike Upton. We together in Turkey.

C: Oh, yes Mike. He's in China now.

B: Really? I didn't know that him my next time you
see him.

C: Yes, | will.

Conversation 4

A: Hi, I'm John.

B: Hello, John to meet you. I'm Lisa, from the Amsterdam office.

A: Oh, Amsterdam. I've never been, but | it's a city,
very lively.

B: Yes, it is. It's great. You should come. The conference is going to be there next
year.

A:ld to. I'll look to it.

4. Read these expressions (1-10). Decide whether each one is said by the host (H)
or the guest (G).
. Can | get you a drink?
. Yes, it's just down there on the left.
. It all looks good. What do you recommend?
. Would you like me to show you round?
. Help yourself to some food.
. Yes, please. I'll have a white wine.
. Can | give you a lift to the airport?
. Yes, I'd love to see some of the sights.
. Could you tell me where the toilet is, please?
10. Thanks, but my taxi's coming.

O©Cooo~NO Ul WN -

5. Put the sentences from Exercise 4 in logical pairs.
Example: Can I get you a drink? Yes, please. I'll have a white wine.

6. Work in pairs. Role-play the conversation.
Student A:

StudentA \

You are at a conference. You recognise someone you * You haven't seen the city yet.
met at a conference two years ago. Introduce yourself e You are staying at the Metropol Hotel in the city

and make small talk. Use this information to prepare centre (a good choice: lovely views; the restaurant
for the conversation. and the facilities are also excellent).
¢ You met Student B two years ago at a conference * You are leaving in three days’ time.

on Customer Care in Frankfurt. ¢ You think the conference will be very interesting.
* You own a small firm which sells office technology. ~ Add one other piece of information which you think is
* |t's your first day at the conference - you arrived important.

late Iast nlght

Student B:
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Student B

the conversation.

Customer Care in Frankfurt.

company.

You are at a conference. You recognise someone you

met at a conference two years ago. Introduce yourself

and make small talk. Use this information to prepare for ® You are staying at a small hotel outside the city (a
bad choice; room is small and noisy, and too far
from the centre of the city).

* You are leaving tomorrow.

* You are the Saies Manager for a mobiie-phone * The conference is boring— the speakers talk too
much and use too many PowerPoint slides.

Add one other piece of information which you think is

* You met Student A two years ago at a conference on

* You have been at the conference for three days.
* You have visited the city (beautiful old castle,

expensive).

important.

interesting museum, excellent restaurants, but very

INTRODUCING PEOPLE
Jurgen, this is Lisa.
Anita, do you know lan?
Have you met Mauro?

ACCEPTING
Yes, I'd love to.

Thank you. That would be very nice.

RESPONDING
Pleased/Nice to meet you.
Good to see you again.

Useful language
MAKING SMALL TALK
How's business?
We're having a great year.
Have you heard about ...?
How are things?

REQUESTS
Could 1 use your printer, please?
Do you mind if | take a map?

CLARIFYING
Sorry, | didn't catch your name.

I'm afraid | missed the name of your
company.

OFFERS

Would you like to have dinner with
us tomorrow night?

How about coming to the Cabaret
Club with us?

REFUSING POLITELY

I'm really sorry, but I'm meeting a
client then.

Thank you very much forasking, but
I'm afraid | can't make it tomorrow.

THANKING

Thank you for the meal. It was
really good.

Thank you for a lovely evening.
| had a great time.

V1. Self-directed work

Reading 1
Read this article from the Financial Times by Samantha Pearson and answer the
guestions.

Before you read
If you were invited to an evening of cutting up raw meat, would you go? Why? / Why
not?
Bankers turn to corporate butchery
By Samantha Pearson

Nine men dressed in expensive suits and white coats covered with blood gather
round a table. Among the group are bankers, a property developer and some of
England 's richest men. This is corporate entertainment in the post-banking crisis era
and they are learning the art of butchery at an evening class in central London.

The class at the Ginger Pig butcher's shop in Marylebone has become a popular
way for City institutions to entertain their clients in the recession, as many cut back
on expensive parties. Tim Wilson, the Yorkshire farmer who owns the shop and four
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others in the capital, says that one of his butchers started offering one-off classes
three years ago after requests from customers. Now there are three sessions a week
and half of the places are taken up by corporate bookings.

Borut, a Slovenian butcher who jointly runs the class, starts off by teaching the
group how to tell rump from ribeye steak. After completing a three-year degree in
butchery in Ljubljana, Borut came to London to follow the profession that has been in
his family for generations. During the past six months, he says, the class has become
particularly popular with companies wanting to entertain clients. "You could take
them to an expensive restaurant, but they want to do something different. We've even
had some vegetarians come."

Later on in the evening, the men are challenged to hold up a 45kg side of beef
in the air for 20 seconds as their colleagues and friends count down, cheer and take
pictures with their BlackBerrys. The prize is a ribeye steak to take home. Equipped
with saws and knives, they then go about trying to prepare the final cut of beef.

Exercises
1. Choose the alternative with the closest meaning to the expression in italic.
1) Nine men dressed in expensive suits and white coats covered with blood gather
round a table.
a) carrying
b) wearing
¢) clothing
2) This is corporate entertainment in the post-banking crisis era ...
a) period following the banking crisis
b) term after the banking crisis
C) stage next to the banking crisis
3) ... and they are learning the art of butchery at an evening class in central London.
a) selling meat
b) eating meat
C) cutting up meat
4) The class at the Ginger Pig butcher's shop in Marylebone has become a popular
way for City institutions ...
a) banks and other organisations in London as a whole
b) banks and other organisations in cities around the world
¢) banks and other organisations in the City of London
5) ... to entertain their clients in the recession as many cut back on expensive parties.
a) increase the number of
b) reduce the number of
¢) reduce the size of
6) Tim Wilson, the Yorkshire farmer who owns the shop and four others in the
capital, says that one of his butchers started offering one-off classes three years ago
after requests from customers.
a) courses
b) single classes, not part of a course
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C) one-to-one teaching
7) Now there are three sessions a week and half of the places are taken up by
corporate bookings.

a) company reservations

b) reserves for companies

¢) company books

2. Answer these questions about paragraph 3.
a) Where does Borut come from?

b) Is he the only teacher in the class?

¢) What are rump and ribeye?

d) What is Borut's qualification?

e) What is his background?

f) Why have butchery classes become popular?
g) Do vegetarians ever come to the classes?

3. Correct these expressions used in paragraph 3 by crossing out the
unnecessary word in each expression.

If you ...

a) run in a class, you teach it.

b) can tell one thing from of another, you know what the difference is between them.
c¢) complete off a course, you finish it successfully.

d) come to on a place, you arrive there.

e) follow up a profession, you have a job in that profession.

f) entertain out clients, you take them to restaurants, special events, etc.

4. Complete these statements with words or expressions from paragraph 4.

a) If you are asked to do something difficult, you are c to do it.

b) If you keep something in the air with your hands, you h itu

¢) The people that you work with are your ¢ :

d) If you say, 'five, four, three, two, one', you ¢ d from five to
one.

e) If you have tools to do a job, you are e with these tools.

f) If you start to do something, you g a doing it.

5. Choose the best summary of the whole article.

Butchery classes are ...

a) a new form of corporate entertainment, following the banking crisis.

b) an ideal form of corporate entertainment for rich meat-eaters.

c) only popular as corporate entertainment because is not a good time for expensive
parties.

Over toyou 1
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Go back to the answer that you gave in 'Before you read'. Have you changed your
mind now that you have read the article? Give your reasons.

Over to you 2
Think of some other unusual forms of corporate entertainment that would be suitable
for clients in an industry that you are interested in.

Reading 2
Read this article from the Financial Times by Bob Sherwood and answer the
questions.

Before you read
Bribery is when someone offers money or a gift to someone, for example in order to
obtain a contract. Could some corporate hospitality for clients be a form of bribery?

Bribery law threat to business hospitality
By Bob Sherwood

Businesses are reviewing their corporate hospitality plans as they are worried

that some forms of hospitality could be illegal under new UK bribery laws.
Lawyers say they have been asked by companies who fear that they may have to
cancel bigger hospitality events after the Bribery Act comes into force. Many City
institutions consider luxury entertaining, which can include international flights and
free tickets to sporting events, as a normal part of business.

Stephen Morrall, corporate partner at Dawsons Solicitors, said: "We have
talked to a lot of people about this. They are very worried and they should be
worried. People are asking whether they should be holding corporate entertainment
events."

Two UK banks said they were looking at how entertaining would be affected
by the legislation. Some lawyers are advising that breaking the law could depend on
the type of hospitality. So, for example, offering lunch at a Twickenham rugby match
may be fine, but flying clients to Australia to watch cricket could be risky. "Until
clear guidelines are published, people should be very careful about any lavish form of
entertainment, because there's clearly a risk that an offence could be committed,"
added Mr Morrall.

Gary Miller, fraud specialist at lawyers Mishcon de Reya, believed many
companies were unnecessarily worried and executives needed only to take a
"commonsense™ approach to hospitality. If they had always offered hospitality as
routine then it was unlikely to attract so attention, he suggested, but entertaining
clients at a sensitive time, such as when a contract was due for renewal, would be
riskier.

Exercises
1. Look through the whole article and decide what the word hospitality refers to.
a) hospital management
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b) hotel management
C) entertaining clients

2. Complete the table with words from paragraph 1, in the form they are used in
the article.

Verb Noun
review
bribe
fear
cancellation
entertain
fly

3. Now match the nouns in Exercise 2 to their meanings.

a) an illegal gift

b) the crime of giving illegal gifts

c) the state of feeling afraid

d) trips by plane

e) when something that was going to happen does not take place
f) when you look again at a situation and examine it

g) inviting clients to a special event

4. Read paragraphs 1 and 2 and decide if these statements are true or false.
The new UK laws on bribery ...

a) are causing businesses to check their policies on hospitality.

b) mean that some hospitality events may be cancelled.

¢) may affect giving free international flights to clients.

d) are not causing a lot of worry among businesses.

5. Complete these statements with appropriate forms of expressions from
paragraph 3.

a) A law or set of laws are referred to as | . (11 letters)

b) If someone doesn't obey a law, they b it. (5 letters)

c) If there's a chance of something bad happening, the situation is r (5
letters)

d) Advice may be given in the form of g . (10 letters)

e) Entertainment that is expensive and luxurious is | (6 letters)

f) A formal expression meaning 'to break a law' is 'to c a

0 . (6, 2, 7 letters)

6. Answer these questions about the expressions in paragraph 4 with yes or no.
a) If you are unnecessarily worried about something, do you really need to be
worried?
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b) If you take a commonsense approach to something, do you need a lot of technical
knowledge to understand it and make a decision about it?

¢) If something is unlikely to attract attention, will people probably not notice it?

d) If something happens at a sensitive time, do people involved need to be careful
how they behave?

e) Does a contract that is due for renewal still have a long time to run?

Over toyou 1
Describe the forms of corporate hospitality that are acceptable for clients in your
country.

Over to you 2

...entertaining clients at a sensitive time, such as when a contract was due for renewal,
would be riskier. How long before or after a contract's renewal would it be acceptable
for the clients to be offered lavish hospitality? Give your reasons.

Reading 3

Before you read
When does joking or teasing become bullying? Think of as many sources of conflict
at work as you can.
Intervening quickly in cases of conflict

Managers should be sensitive to when teasing starts to become hurtful. They
should be prepared to step in and have a quiet word with the team members involved.
The manager should inform those involved that, while plenty of communication is
encouraged, it’s important that there is respect for other people and that certain
standards of behaviour are expected at work. The manager should have noted
examples of the types of behaviour or language that have been used that are
Iinappropriate at work, so that those involved will understand what is unacceptable.

It's much easier to have this conversation as soon as a manager starts to have
concerns about behaviour or early signs of conflict - to prevent habits from being
formed and to ensure that the manager is taken seriously. It's much more difficult to
be respected if a manager appears to accept certain behaviour by letting a situation
continue for weeks or months.

Dealing with conflict directly

Taking action to manage conflict can appear quite worrying to some managers,
but it's an essential part of their role and responsibilities. If managers ignore
unacceptable behaviour, problems will get worse until the disciplinary process has to
be used or a formal complaint is made, by which time it will be much harder to
achieve a successful resolution.

Some potential sources of conflict at work are obvious, such as:
- too much personal use of the Internet or e-mail,
- poor attendance and time-keeping;
- any form of bullying behaviour;
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- any form of discrimination (e.g. sexism);
- unacceptable language;

- theft;

- drink or drug problems.

However, frequently it is the less obvious behaviour that over time, if so not
confronted, will lead to workplace disputes. Examples of less obvious types of
dispute include:

« taking credit for other people's work or ideas;

* interrupting people in meetings;

* not inviting team members to social evenings or events;
* not covering for people when they are sick;

* not taking messages for people;

* using someone else's contacts without permission;

* not including people in group e-mails;

* ignoring people or being impolite;

* poor personal hygiene.

Managers should not ignore problems that are developing in their teams. It’s
vital that line managers have regular, in formal , one-to-one conversations with the
people they manage, so that these kinds of issues can be discussed naturally where
possible.

However, managers must also be prepared to begin informal discussions if they
think a problem is starting to develop. Conflict at work can lead to absences, so
return-to-work interviews so are also a good opportunity for managers to ask
questions about any conflict issues that might be worrying employees.

Exercises

1. Read the article again and answer these questions.

1 What should managers do when teasing starts to become hurtful?

2 Why should managers note examples of inappropriate behaviour or language?
3 Why should managers get involved as soon as conflict develops?

4 What happens if managers ignore conflict and poor behaviour?

5 What are the advantages of return-to-work interviews?

2. Find words in the article that mean the opposite of these words.
1 appropriate

2 acceptable

3 polite

4 formal

3. Discuss these questions.

1 Have you ever been involved in any of the examples of conflict listed in the article?
How did/would you feel?

2 What behaviour at work do/would you find inappropriate or unacceptable?

3 How would you deal with these problems?
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‘Marketing is the art of making something better than it really is’

I. Topical Vocabulary

Suso Banderas, American writer

1 | marketing mix

MapKETUHTOBUH KOMILJIEKC;
CTPYKTYypa MapKETHHTY

2 | product

MPOTYKITisl; MPOAYKT; BUPIO

3 | price

iHa

4 | promotion

CTHUMYJIIOBaHHS 30yTYy; IPOCYBaHHS
TOBapiB Ha PUHOK

5 | place

MiCLIE

6 | marketing campaign

MApKCTHHI'OBA KaMIIaHis

7 | market research

aHaI13 KOH'IOHKTYpPU PUHKY; aHaJI3
CTaHy PUHKY

8 | market segment

CErMEHT PUHKY (CHOKHUBaYl, K1
MarOTh CIUIbHI TOTPeOH)

9 | market share

MMTOMA Bara Ha pUHKY JaHOTO
ToBapy (IPOAYKIIIi KOMIMaHi1)

10 | consumer behavior

peaKui;I CITIO’KMBAYiB HA HOBUH TOBAp

11 | consumer profile

oOpa3 crioxkuBaya (iHpopMallist mpo
CTaTh, BIK, BUJ JISJIBHOCTI, CITO’KMBYI
3BUYKH, TOIIO)

12 | consumer goods

TOBApPHU CITIOKHMBYOI'O IMPU3HAYCHHSA

13 | product lunch

3aIyCK HOBOI'O TOBapy Ha PUHOK

14 | product lifecycle

CTPOK cITy>k0u BUPOOY; CTPOK
eKCILTyaTalii

15 | product range

ACOPTHUMEHT TOBapiB

16 | sales forecast

porHo3 00’ €MiB MPOJIaKy TOBAPIB

17 | sales figures

B1JIOMOCTI Mo 00’ €M MpoAax, T0Xi
BIJl TPOJIAXY TOBApIB

18 | sales target

IJIaH MPOAAXKY

19 | advertising campaign

peKJaMHa KaMIlaHist

20 | advertising budget

peKiIaMHMI OI0/DKET (CyMa, sIKY
KOMIIaHisl BUTPAaya€ Ha PeKIamy)

21 | advertising agency

PCKIIaMHC aIrCHTCTBO

22 | to persuade

YMOBJIATH, ICPCKOHYBATHU

23 | income level

piBeHb MPUOYTKIB

24 | authorities

OpraHu BJIAJIA

25 | to penetrate

IIPOHUKATHU BCEPEAUHY,
IPOHU3YBATH, POXOJIUTHU KPi3b

26 | disposal income

NpUOYTKH Y PO3TOPSHKEHH1 (SIK1
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MOHA BUTPAyaTH)

27 | to rebrand 3MIHIOBATH 200 BIOCKOHAIUTH 1MiJK
TOBApy

28 | saturated rIUOOKUHN, IHTECHCUBHUI

29 | essentials OCHOBH

30 | competitors KOHKYPEHTH

31 | distribution channels KaHaJ PO3IOIIJICHHS (CYKYITHICTh

mronei abo opraHizarlii, siki
MPUIMAIOTh y9acTh Y IPOCYBaHHI
TOBApy Ha PUHOK)

32 | sample 3pa3ok

33| rival CYIIEPHHUK, KOHKYPEHT

34 | customer helpline «rapstaay JiHis (KOHCYIbTaIliifHa
Mepexa, Mepexa MiATPUMKH)

35 | entry price CTapTOBAa IiHA

I1. Starting up

1. "The four Ps' form the basis of the 'marketing mix'. If you want to market a
product successfully, you need to get this mix right. Match the Ps (1-4) to their
definitions (a-d).

1 product a) the cost to the buyer of goods or services

2 price b) informing customers about products and persuading them
to buy them

3 promotion c) where goods or services are available

4 place d) goods or services that are sold

2. Listen to four consumers talking about different products. Decide which of
the four Ps each speaker is discussing: product, price, promotion or place.

3. Think of some products you have bought recently. Why did you buy them?
Which of the four Ps influenced your decision to buy?

Example: | bought some cosmetics in a discount store near where | live. I'd seen
some advertising in a women's magazine for a new luxury shampoo. There was a free
sample sachet and | tried it and liked it. Of course, it's not as pleasant as buying in a
department store, but | saved at least 30 per cent on the usual price. Anyway, parking
near the department store in my town is impossible and the discount store is just
round the corner, so place was an important factor.

4. Tell your partner about a marketing campaign that impressed you.
I11. Vocabulary and Speech Exercises

1. For each group of words below (1-5):
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« fill in the missing vowels to complete the word partnerships;
 match each of the three word partnerships to the correct definition (a-c).

1. market r s rch a) the percentage of sales a company has
s gm_nt b) information about what customers want
and need
sh_re c) a group of customers of similar age,
income level and social group
2. consumer bhv r a) description of a typical customer
pr fl b) where and how people buy things
g ds ¢) things people buy for their own use
3. product | _nch a) introduction of a product to the market
| f cycl b) length of time people continue to buy a
product
r ng_ c) set of products made by a company
4. sales frcst a) how much a company wants to sell in a
period
fgrs b) how much a company thinks it will sell
in a period
trg_t c) numbers showing how much a company
has sold in a period
5. advertising c_mp__gn a) a business which advises companies on
advertising and makes ads
b dg_t b) an amount of money available for
advertising during a particular period
_g_ncy c) a programme of advertising activities
over a period, with particular aims

2. Choose a well-known brand for each of these categories

* car/motorbike * mobile phone/camera
* clothing/perfume * food/drink
* magazine/newspaper  computer/electronic goods

For each brand, think about these questions.

1. What is the product range of the brand?

2. Which market segment is it aimed at in your country?

3. What is a typical consumer profile for the brand? Include the following:

> age * gender * job/ profession

* income level * interests/hobbies * other products the consumer might buy
Example:

Typical consumer profile for Mercedes

Age: 25+

Gender: male

Job: executive
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Income level: €70,000+
Interests/hobbies: diving, holidays in the Seychelles
Other products: Hugo Boss suits, Rolex watches

3. Work in pairs. Choose one of the brands you looked at in Exercise 2.
Discuss what sort of advertising campaign you could have for it in your country.
How else could you try to increase the sales figures of the brand?

4. Use the clues to complete the crossword puzzle

Across
1 The percentage of sales a company or a product has is its market (5)
5 Companies sometimes promote their products by giving gifts to

customers. (4)
6 Companies carry out market research to get information about what buyers
and want. (4)

7 The life of a product is the length of time people continue to buy it. (5)
9 An advertising campaign takes place over a period of time and usually has a
specific . (3)

10 Good marketing should increase the volume of .(5)

11 A company’s sales target is how much it wants to in a certain
period of time. (4)

Down

2 An advertising advises companies on advertising. (6)

3 A company’s product is the set of products made by that particular
company. (5)

4 A company’s advertising i1s the amount of money available for
advertising during a particular period. (6)

5 Sales show how much a company has sold over a certain period of
time. (7)

8 Production are what a company must spend on production. (5)

9 Celebrities often appear in for clothes and cosmetics. (3)
| R |

d

T b

5. Choose the best word (a, b or ¢) to complete each space in the text.
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The name game

A brand can be defined as a name given to a product by a company so that the
product can easily be recognised by its name or its design. In our very
1) business world, a good brand is one of the keys to the success of any
company. It is often a powerful 2) tool.

However, the name is not everything. For a brand to be successful, marketers
have to know what the consumer 3) and wants so a lot of market
4) IS necessary. This gives them a ‘consumer 5) ,” that is
to say a kind of picture of the typical customer. It is a picture not only of the
customer's needs and wants but also of their beliefs and values. If the brand then
clearly reflects those values, it is more likely to be successful.

The customer has so much 6) nowadays that a good brand is a
necessity so that one product is clearly different from another in his or her mind. A
good brand, of course, also has long-term benefits as it will ~ 7) to
many different market 8) and to people from different cultures.

1 a) informative  b) competitive C) conservative
2 a)  sales b) sell c) sold

3 a)  wishes b) needs c) orders

4 a)  study b) research C) science

5 a)  summary b) report c) profile

6 a)  choice b) option C) suggestion

7 a)  attract b) persuade c) appeal

8 a)  shares b) portions C) segments

IV. Reading Comprehension
Text 1
Position of marketing

‘We must be smarter at devising packages of services that our customers want
and pricing them attractively. Set the marketing department free to shape new
packages. Don't confine it to coming up with cute names for offerings designed by
engineers and accountants.’

This sums up the position of marketing in many companies, where it is often
seen as a fancy name for selling or advertising. But, as the quote shows, marketing
people should be involved not just in promoting sales but in all aspects of the
marketing mix:

» product: deciding what products or services to sell in the first place;

* prices: setting prices that are attractive to particular groups ofcustomers (segments)
and that are profitable for the company;

* place: finding suitable distribution channels to reach these customer groups;

» promotion: all the activities, not just advertising, used to support the product —
everything from pre-sales information to after-sales service.
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These are the four Ps of the marketing mix, the 'levers' of a company’s
marketing machine, levers that it can adjust in different ways for different products
and different buyers.

Another way of looking at this is from the point of view of customers, with the
four Cs. From this perspective, the marketing mix is expressed in terms of:

* customer solution: offering the right product to satisfy particular customer needs;

* customer cost: the price paid directly by the customer to buy the product, including
the "price’ involved in not buying another product of the same or another type;

» convenience: distributing the product in the way most suitable for each type of
customer;

e communication: exchanging information with the customer. Customers are
informed about products through advertising, sales literature and so on, but customers
also communicate with the seller, for example through customer helplines. This is a
good way for sellers to find out more about customers and their requirements and to
change or improve their offer.

Thinking of the marketing mix in these terms helps sellers maintain a customer
orientation — a focus on customer needs.

Text 2
Adidas and the Chinese market
1. Discuss these questions in pairs.
1. Who do you think is the biggest manufacturer of sports goods in a) Europe, and b)
China?
2. What do you know about Nike, Adidas and Li Ning?

2. Before you read, match these questions (1-6) to the answers (a-f).

1. Why is Adidas expanding in China? a) 550

2. How many stores does Adidas have in | b) It is planning to focus on low prices.
China at the time of writing?

3. Who is Christophe Bezu? c) Adidas
4. How did Li Ning get its name? d) He is the Chief Executive of Adidas.
5. What is Li Ning hoping to do? e) It comes from the President of the

Beijing Olympics Committee.

6. Who is the market leader for sports | f) because it wants to become the Market
goods in China? leader in China

3. Read the article below and correct all the answers (a-f) in Exercise 2
Adidas targets the Chinese interior
by Patti Waldmeir
Adidas, Europe's biggest sports-goods maker, will open 2,500 stores and
expand its sales network to 1,400 Chinese cities, in an effort to regain market share
lost to foreign and domestic competitors in one of the world’s most rapidly growing
retail markets.
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The German company is one of many consumer-goods multinationals that have
recently decided to shift their focus from near-saturated cities like Shanghai and
Beijing to target smaller cities and less wealthy consumers, where they believe
growth potential is higher for foreign brands.

Adidas plans to reach far into Chinese interior to open the new stores. Initially,
this will be in urban areas with as few as 500,000 people and then, by 2015, in cities
with a population of just over 50,000, company officials said in Shanghai on
Tuesday.

“We will be in much smaller cities by 2015,” said Christophe Bezu, Adidas
Managing Director for Greater China. At present, the company has 5,600 stores in
550 cities.

The product mix in smaller cities will be chosen so that the entry price for
consumers would be 15 per cent less than in Adidas’s existing shops in larger cities,
he added. The company would be targeting consumers with an average disposable
income of Rmb 5,000 ($753) a month.

Herbert Hairier, Adidas Chief Executive, predicted that the strategy would
allow the German group to regain the number-two market position that it recently lost
to Li Ning, the Chinese sportswear manufacturer.

Li Ning, named after the Olympic gymnast who lit the flame at the opening
ceremony of the 2008 Beijing Olympics, recently announced plans to take its brand
upmarket to compete more directly with foreign brands like Adidas and the market
leader, Nike.

Li Ning’s move up to second position could prove a key moment. Retail
analysts see it as one of the first signs in the retail field that Chinese products can
rebrand themselves as not just cheap but desirable.

Li Ning has strong sales and distribution networks in the lower-tier cities that
Adidas hopes to penetrate.

Mr Hainer dismissed Adidas’s recent problems in China as temporary, related
to overstocking in the run-up to the Olympics. Mr Hainer predicted double-digit sales
growth in China over the next five years.

4. Match these words and phrases (1-7) to their definitions (a-g).

1. market position a) the combination of products that a
company has to offer

2. upmarket b) a market filled so completely that no
more products can be added

3. product mix C) expensive compared to other products
of the same type

4. penetrate d) alter a product or service to change the
way that people think about it

5. disposable income e) start selling goods or services in a new
market

6. rebrand f) money that is available to spend after
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paying for essentials like taxes, food and
housing

7. saturated g) the ranking of a company or brand
against its competitors in terms of its
sales.

5. Complete these sentences with some of the words/phrases from Exercise 4.

1. The Beatles were able to the US market.

2. During the economic crisis, people had less :

3. Smaller banks are struggling to compete in an already market.

4. We are trying to lose our cheap image and move with more expensive
products.

5. Coca-Cola decided to Diet Fanta in the UK, to fit in with the rest of
Europe.

V. Listening Comprehension

Marketing pharmaceuticals
1. Richard Turner is the European Marketing Manager for a pharmaceutical
company. Listen to the first part of the interview and answer these questions.
1. What is very important when you market to doctors?
2. How much time do marketing people usually have with doctors?
3. What are 'rational’ advantages?
4. What are 'emotional’ advantages?

2. Richard talks about ‘the regulatory environment'. This is where the
authorities have official powers to control the production and safety of drugs.
Listen to the second part and complete this audio-script extract.

| think the biggest 1) for us is the regulatory environment. The
laws that we need to follow are quite 2) - and quite rightly so. We in
the pharmaceutical industry have the same interests as the doctor. We want to help
3) lead better lives.

We have to present the data in a 4) and balanced way, not to
overstate the advantages of our 5) . Because we're trying to develop
6) which are consistent across many different countries across

Europe... it's often a challenge...

3. Listen to parts one and two and complete the table with words that Richard
Turner uses.

Noun Adjective

clinic

reason

tradition

emotion
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regulation

pharmaceuticals

consistency

4. Complete the answers to these questions with expressions from part two.
In marketing pharmaceuticals, ...

1 what is the biggest challenge? - It's the
2 are the laws weak? - No, they are quite
3 what is your main aim? - We want to help patients
4 how must you present your data? - In a
5 can you say that the product benefits are bigger than they really are? - No, we
mustn't

6 do you use campalgns that say different things in different countries? - No, they are
many different countries.

7 1s it easy to know what to say in advertising? - No, it's a

5. Listen to the third part and say if these statements are true (T) or false (F).
Correct the false ones.

1. The key to good marketing is being able to speak directly to patients.

2. Marketing people are gaining from all the benefits of the Internet and new
communication methods.

3. Companies are starting to look at using technology such as the iPad when
presenting data to doctors.

6. Listen to part three and replace the seven mistakes in the transcript below
with what Richard Turner actually says.

Sadly, because of the regulatory laws that we need to obey, we're not able to
promote directly to patients. We can only speak to the doctor, because the doctor
makes the decision about the medicine. So, although we'd love to use all the
advantages and opportunities that the Internet and the new communication methods
offer, we're not able to use them as much as we'd like to do. That said, we are
beginning ... | think many companies are beginning to look at the possibilities that
new technologies such as the iPhone may offer to present the data when we're face to
face with the doctor, because it's a clearer and more involving way of presenting the
data to the doctor than the traditional paper.

7. Listen to the final part and put these stages in the correct order,
a) Peak sales ¢) Present data to the doctor
b) Clinical trials d) Scientist comes up with an idea

8. Listen to part four. Are these statements about the words in italic that
Richard Turner uses true or false?

1 Someone who works in science is a scientific.

2 Another word for ‘doctor’ is physicist.
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3 Work to see if a drug is safe and effective is a clinical trial.

4 1f you do a lot of work on something, you spend a lot of effort on it.

5 Peak sales is the time when a drug is just beginning to sell.

6 | f there is a patent on a drug, other drug manufacturers cannot copy it.

9. What can you say about the different product Lifecycles of these things?

* pharmaceutical drugs ¢ computer software ¢ cars ¢ English-language textbooks
* Rubik's cubes * skateboards « football shirts of a famous team

VI. Skills “Telephoning: exchanging information”

1. Listen to four people giving some numbers, phone numbers and addresses.
Tick the correct ones.

1. a) 30,456 b) 13,456

2. a) 0033 2399 0324 b) 0033 3299 0342

3. a) v.artin@sawlna.com b) v.altin@sawslan.com

4. a) 128/16 Rattanatibarth Road b) 128/60 Rattanatibeth Road

2. Write down some numbers and addresses you know. Dictate them to a
partner. Check that your partner has written the numbers correctly.

3. Work in pairs. Say the international spelling alphabet.

Alpha, Bravo, Charlie, Delta, Echo, Foxtrot, Golf, Hotel, India, Juliet, Kilo, Lima,
Mike, November, Oscar, Papa, Quebec, Romeo, Sierra, Tango, Uniform, Victor,
Whisky, X-ray, Yankee, Zulu.

4. Choose an e-mail address and dictate it to your partner. Spell each word when
you dictate, then check your partner's answer.

5. Listen to the first part of a phone conversation between a sales director,
Martin, and his manager, Fiona. Answer these questions.

. Did they meet their sales targets?

. How has their market share changed?

. What were their total sales?

. How much did they spend on shampoo advertising?

A W N

. Now listen to the second part and note down this information.
. customer's name 4. e-mail address

. nationality 3. telephone number

. meeting day and date

NP O

7. Listen to the whole conversation again. Tick the phrases in the Useful
language box below that Martin uses to check information, ask for information
and finish the conversation.
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Useful language

CHECKING INFORMATION ASKING FOR INFORMATION FINISHING A CONVERSATION

Sorry, did you say ... Could you give me a few details? OK, I think I've got all that.

Sorry, | didn't catch that. What about the new range? Thanks very much. That was very helpful.
Could you repeat that, please? Did she say when she'd like to | should go now. Let's speak again soon.
Let me read that back to you. meet? Right, | think that's everything.

8. Role-play a telephone call between the Marketing Director and the European
Sales Manager of a coffee-machine manufacturing company. They are talking
about a focus group for the company’s new range of coffee machines.

Student A
You are the Marketing Director. You want to do the following when the European Sales Manager calls you.
1 Note down when and where the focus group * Katja Buchholtz
meeting will take place. Tel: (361) 339 4032
2 Suggest that these people attend the meeting: She is Head Buyer for a department store
» Elisavet Efstathiou in Munich, Germany.
Tel: (812) 275 6381 3 Askthe European Sales Manager about last
E-mail: e.efstat@nimarkt.com month’s sales results in France.
She is a marketing consultant based in Did they increase or decrease?

Athens, Greece.

Student B

You are the European Sales Manager. You want to do the following when you call the Marketing
Director.
1 Tell the Marketing Director when and where the focus group takes place. Details are as follows:
Location: Commercial Institute
20 Koninginnelaan 2482 BN
Amsterdam
Date/Time:  Thursday, 25 August at 10.00 a.m.
2 Note down the names of two people whom the Marketing Director wishes to invite to the focus
group.
3 Answer his or her questions about last month's sales results in France. Details are as follows:
Total sales:  €5.6 million
Sales were 9% higher than the same period last year.

V1I. Self-directed work

Reading 1

Read this article from the Financial Times by Roger Blitz and Rose Jacobs and
answer the questions.

Before you read
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What are the traditional sports in your country a) to watch and b) to participate in?
Are you a fan of these sports?
The search for new sports fans
By Roger Blitz and Rose Jacobs

The National Basketball Association (NBA) has brought its product to London,
once more pitching the game to an overseas market in an attempt to expand its
product beyond its North American homeland. The NBA had insisted that the LA
Lakers-Minnesota Timberwolves friendly last month would feel just like a US-based
NBA game.

American football is also in the fourth year of its own export drive. On Sunday,
the San Francisco 49ers take on the Denver Broncos at Wembley stadium in London
in the latest annual attempt to sell the National Football League to a new audience.
Sports operators face competition from other sports for revenues as well as other
leisure interests and must find new markets if they wish to grow. Consumption can be
measured both by the numbers participating in the sport and those watching it.

The NFL and NBA are not the only sports trying to find new markets. Bernie
Ecclestone, the Formula One motor racing chief, has dropped some venues and
created new ones in Singapore, Bahrain, Malaysia and, most recently, South Korea.
Football, the most popular of sports, still has the Indian and Chinese markets to
penetrate. Expansion in these markets is left to individual clubs to see what new fan
bases they can reach.

Sports that enter new markets must bite into the leisure time and income of
people already participating in or watching the traditional main sports of their
countries. As David Stern of the NBA puts it: "We just want one in 10 people to
bounce the ball rather than kick it." However, so he concedes "the growth is different
market by market."

Exercises

1. Look through the whole article and find the names of:
a) four types of sport.

b) two teams that play one of these sports.

c) two teams that play another of these sports.

d) three sports organisations.

e) two people who work for these organisations.

f) four countries mentioned in relation to a particular sport.
g) two countries mentioned in relation to another sport.

2. Answer these questions about the expressions in italic in paragraph 1.

a) What is the product referred to in line 3?

b) If a marketer pitches something to someone, what do they do?

c) If a marketer expands a market, what do they do?

d) Which countries are referred to in the expression North American homeland?
e) If you insist something will happen, are you unsure that it will happen?

f) If x feels like y, is x similar to y (line 4-5)?
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3. Choose the alternative with the closest meaning to the expression in italic.
1) American football is also in the fourth year of its own export drive.

a) road

b) lane

C) campaign
2) On Sunday, the San Francisco 49ers take on the Denver Broncos at Wembley
stadium in London ...

a) play

b) carry

c¢) employ
3) ... in the latest annual attempt to sell the National Football League to a new
audience.

a) listener

b) spectator

c) public
4) Sports operators face competition from other sports for revenues ...

a) income

b) costs

C) expenses
5) ... as well as other leisure interests and must find new markets if they wish to
grow.

a) also

b) in addition to

C) too
6) Consumption can be measured both by ...

a) the popularity of a sport

b) the amount eaten at stadium restaurants

¢) the number of spectators
7) ... the numbers participating in the sport and those watching it.

a) activating

b) taking part

C) gaming

4. Complete the table with words from paragraphs 3 and 4, in the form they are
used in the article.

Verb Noun

market

creation

penetration

reach

bite

bounce

Kick

grow
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5. Now match the nouns in Exercise 4 to their meanings in the context of the
article.

a) when something gets bigger

b) when a product enters a new market

¢) when a ball hits the ground and goes up again

d) how much a product is known about, bought, etc.

e) starting or making something for the first time

f) when someone hits a ball with their foot

g) the act of sinking your teeth into something

h) places where something is sold

Over toyou 1
Why do you think baseball and American football are not (with some exceptions)
generally as popular around the world as they are in the US?

Over to you 2
Think of a sport that is not popular in your country. How would you market it there?

Reading 2
Read this article from the Financial Times by Haig Simonian and answer the
guestions.

Before you read
Are coffee-making and tea-making machines for the home becoming popular?

Stirring up the tea market
By Haig Simonian

Competition in the hot drinks market reached boiling point on Wednesday, as a
former Nestle executive launched a new tea-making system to compete with the
Swiss food group's own recently launched product. The move followed legal action,
as Nestle this week won a court battle to ban a rival product in its highly profitable
Nespresso business.

Eric Favre, previously Nespresso’s chief executive, and who is now an
independent businessman, launched Tpresso, a new tea-making system which he said
he wanted to make "the Nespresso of tea”. The first machines, to be assembled in
China from European components, will go on sale in China in April, with other Asian
markets next year, and Europe possibly following.

The new system, to be sold in China for Rmb 5,000 ($756), followed Nestle’s
launch last year of Special T, a tea-making system designed to do for tea what
Nespresso has done for coffee. Machines for Nestle’s Special T system, launched
initially in France, cost €129 ($ 168), with a 10 capsule pack costing €3.50.

Over on the coffee front, a commercial court in the Swiss city of St Gallen
gave Nestle an important legal victory on Monday when it won its case against
discount retailer Denner. Denner had been selling Nespresso-compatible coffee
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capsules for about half the Nestle price. Last June Nestle showed its willingness to
defend Nespresso, which it says is protected by 1,700 patents. It took legal action
against the US Company Sara Lee, when it launched its L’Or Espresso machine.

Exercises

1. Look through the whole article and find the names of:

a) a big Swiss food company.

b) a coffee machine that the company makes.

¢) someone who used to work for the company.

d) a tea-making machine that he has launched.

e) a tea-making machine that the company in a) above has launched.

f) a retailer that sells at low prices.

g) a coffee-making machine that another company has launched, and the name of the
company.

2. Match the two parts to make expressions from paragraph 1.

1 hot drinks action

2 boiling battle

3 tea-making business
4 legal market
5 court product
6 rival system

7 profitable point

3. Now match the expressions in Exercise 2 to their meanings, as they are used in
the article.

a) when someone tries to solve a disagreement by using the legal system

b) an example of item a) where the disagreement is very big

C) an extreme stage

d) a product that competes with another product

e) an activity that makes money

f) selling tea and coffee machines

g) a machine to make one of the drinks in item f)

4. Read paragraphs 2, 3 and 4 and decide if these statements are true or false.

a) Tpresso machines will be assembled in France.

b) The parts will be made in China.

c) Special T is designed to be a success for tea in the same way that Nespresso has
been a success for coffee.

d) Special T was launched all over Europe at the same time.

e) Special T costs less than €130 and the capsules cost €0.35 each.

f) Denner has also launched a tea-making machine.

g) Other companies are free to copy the technology used in Nespresso.
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5. Answer these questions about paragraph 4.

a) Who won the court case between Nestle and Denner?

b) Why did Nestle take legal action against Denner?

¢) Which two other things show that Nestle wants to protect its Nespresso machine?

6. Choose the best summary of the whole article.

a) The market for tea- and coffee-making machines is very competitive.

b) Company executives can always leave in order to start their own business.

¢) Chinese companies are entering the market for tea- and coffee-making machines.

Over toyou 1
Is it acceptable for an executive to leave a company and immediately start competing
with it by marketing similar products? Why? / Why not?

Over to you 2

Coffee machines like Nespresso mean that Nestle can continue to make money from
sales of coffee capsules for each machine it sells. Make a list of other products where
the manufacturer can continue to sell things after it sells the main product.

Reading 3
The sweet smell of success

Estée Lauder knew how to make a sale. Once when she was refused a counter
at the Galleries Lafayette in Paris, she ‘accidentally’ spilt one of her fragrances in the
crowded store. The scent wafted through the crowd of shoppers who immediately
demanded to know what the lovely fragrance was and where they could buy it. Very
soon after, Estee Lauder got her counter and her products went on sale in the
Galleries Lafayette.

Estée Lauder attributed her success to her sales technique. 'If | believe in
something, | sell it, and | sell it hard', she said. She was a brilliant saleswoman and
she personally visited the staff on her counters to offer them sales tips. Her approach
was very hands-on. She always believed that in order to make a sale, you must touch
the customer. Even today the company's motto is ‘Bringing the best to everyone we
touch'.

Estée knew about the importance of image. She wanted to give her products a
sophisticated look and personally chose the blue colour of the bottles which she
believed would look stylish in every bathroom. She believed in secrecy and didn't
reveal much about her life or the ingredients used in her products. She wanted her
customers to believe that they were buying not only 'beauty in a jar' but also the
solution to looking and feeling eternally young. She said that 'In order to sell a cream,
you sold a dream'. She put a lot of time and effort into building up that dream image.

When she began her business, she didn't have a marketing budget, but she
believed that if you put the product into the customer's hands, its quality would speak
for itself. She started by giving free demonstrations and makeovers using her own
products anywhere she could: in hotels, beauty salons, subway stations and even on
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the street. Most importantly, she pioneered the idea of a 'gift with purchase’. No one
had ever heard of this before, free creams, free lipsticks! She began by giving away
free samples and then moved on to giving away extra products with a purchase.
These days many companies use this marketing technique, but fifty years ago the idea
was revolutionary.

With the combination of hard work, dedication, ambition, and belief in herself
and her products, Estee created a culture of quality, style and unsurpassed customer
service. This turned her company into the global cosmetics leader it is today. As she
famously said, 'l never dreamed about success.

1. Match a quotation from the text with the correct explanation on the right.

a) ‘Beauty in a jar’

b) ‘In order to sell a cream, you sell a dream’

c¢) ‘Bringing the best to everyone we touch’
1) This stresses the personal approach. It makes customers feel that they are each
Important to the company, but also that they are getting the best quality available.
2) The idea that you can buy beauty.
3) The key thing is not the cream itself, but encouraging women to fantasize and want
a certain lifestyle, so that there is then a market for the cream.

2. With a partner, look back at the article and your answers to Exercise 1 and
answer the questions.

1 Which of Estee’s secrets of success do you consider to be the most important?

2 Which of these secrets are still good business practice today?

3 Do you think there is still a market for new cosmetics companies? In which way
would they need to be different?

3. The following words are all used in the article about Estee Lauder. Match a
word on the left to the correct definition on the right.

1 to spill a) beautiful and well-designed

2 fragrance b)  anice smell

3 to demand c)  changing a person’s appearance so that they look better
4 stylish d)  toaccidentally pour a liquid out of its container

5 makeover e) to say that you want something very' strongly

6 to pioneer f) better than everything else of its kind

7 sample ) completely new and different

8 technique h) a method of doing something

9 revolutionary i) a small amount of a product given to people for free
10 unsurpassed ) to be one of the first people to do something

4. Decide if these statements are true or false.

1. Estée Lauder began her business with a counter in the Galleries Lafayette.
2. She had a big amount of money and she didn’t make sales personally.

3. She visited her staff in order to control their work.
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4. The motto of Estée Lauder is “Touch the customer and make a sale”

5. The image of the product was very important for Estée Lauder.

6. She chose blue colour bottle for her product because it suited for every bathroom.
7. Estée Lauder kept in secret ingredients of her products.

8. Estée Lauder was the first person who gave free demonstrations and gave free
samples of her products.

9. The person who bought something could receive extra products free of charge.

10. The idea of free samples and extra products was great and nowadays many
companies use it in their sales.
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Unit 7 Products

‘When the product is right, you don’t have to be a greater marketer’
Lee Lacocca, US Businessman
I. Topical Vocabulary

1 | tangible product (baKTHIHHUIA TOBap

2 | primary product CHUPOBHHA

3 | lean manufacturing CKOHOMIYHE BUPOOHHMIITBO,

4 | just-in-time TOYHO B CTPOK

5 | total quality management KOMIUIEKCHE YIPAaBIIIHHS AKICTIO

6 | consumer durables CIIOKHMBY1 TOBAPH JOBIOTPHUBAJIOTO
KOPHCTYBaHHS

7 | replacement 3aMiHa

8 | designed-in 3aKJIQICHUH B KOHCTPYKIIiIO

9 | sophistication CKJIQJHICTh; BiJIMTOBIHICTh CyYaCHUM
BUMOTaM

10 | consumerism CTUMYJIIOBAHHS IHTEPECY
CIIO’KMBaYiB; 3aXHCT IHTEPECY
CIIOKMBAYIB

11 | overpriced 3aHAATO JOPOTUi

12 | to reckon paxyBaTH, BUPAXOBYBATH

13 | obsolescence 3acTapiBIie

14 | raw materials CHpPOBHHA

15 | components JeTani

16 | labour pars

17 | work-in-progress HE3aBEpIICHEe BUPOOHUIITBO

18 | finished goods TOTOBI BUPOOH

19 | stocks 3amacu

20 | in-house BJIACHH, BHYTPIITHI!

21 | outsourcing OTPUMAaHHS KOMIUIEKTYIOUYHUX BUPOOIB
31 CTOPOHH

22 | subcontracting yKJIaJIaHHs YTOJIH 3
CyOmiIpsAHUKAMHU

23 | substitutes 3aMiHHUKH

24 | genuine CTpaBXXHI{, ICTHHHUH,
HeMiApoOIeHU N

25 | perishable goods TOBApPH, IO IBUIKO MCYKOThCS

26 | attractive puBaOIUBUH

27 | comfortable 3pY4YHHIA

28 | economical CKOHOMIYHUH

29 | efficient e eKTUBHUHN, pe3YTbTATUBHHMA

30 | expensive JOPOTHiA
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31 | fashionable MOJIHUH, (elIeHeOeIbHAN; CBITCHKHM

32 | healthy 3JI0pPOBUI

33 | popular O JISIPHUI

34 | practical IPaKTHYHUI

35 | pure YHUCTHI; O€3JOMIIIIKOBUH

36 | reliable HaIMHUN, IEBHUI, MILTHUN

37 | safe HETOIIKO)KEHUH, NI, Oe3MeYHnit

38 | to launch 3aITyCKaTH

39 | to test TECTYBaTU

40 | to promote peKIamMyBaTu

41 | to modify BUIO3MIHIOBATH

42 | to discontinue IPHUITHHATH

43 | to design pPO3pOoOJIATH

44 | to distribute KJIaCU(IKyBaTH, PO3MOIIISATH

45 | robust MIITHUH, 3J0POBHIA; CHIIbHHMA

46 | sturdy 1) cunpHUM, 3I0pPOBUI; MIITHHMA
2) CTIMKMI, TBEPAMH, BITBAKHHUI

47 | versatile 0araTocTOpoHHIH, pi3HOOIUYHUH;
THYYKUU

48 | user-friendly 3pYYHHM 7151 KOPUCTYBAHHS

I1. Starting-up

1. Describe some of your favourite products. Why do you like them? What do
they say about you? Which of these products could you not do without?

2. What product would you most like to own? Why? Which product would make
your life easier?

3. Do you agree or disagree with these statements? Give reasons for your
answers.

1 It is better to pay a bit more for products which are made in your own country.

2 'Organic', 'energy-saving' or 'green’ products are overpriced and often not as good as
the alternatives.

3 Companies spend far too much on launching and promoting new products.

4 Multinationals which manufacture in developing countries help the world economy.
5 Modern technology-based products do not improve people's lives.

I11. Vocabulary and Speech Exercises

1. Check that you know the meaning of the adjectives below. Think of a product
that matches each word. Compare your ideas with a partner. How many were
the same?

e attractive * comfortable < economical ¢ efficient ¢ expensive * fashionable
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* healthy < popular » practical epure ereliable e safe

2. Complete this chart with adjectives with the opposite meanings to those in
Exercise 1.

un- in- im-

unattractive

3. Complete the sentences below with the words from the box.

best hard high high high long well

1 IBM manufactures -tech computer products.

2 Timberland makes a range of -wearing footwear.

3 Hermes produces -quality fashion accessories.

4 Coca-Cola and Pepsico both developed -selling soft drinks.
5 Duracell sells -lasting alkaline batteries.

6 Levi jeans are a -made clothing product.

7 Ferrari make -performance sports cars.

4. Use the adjectives in Exercise 3 to describe other companies and products.
EXAMPLE: Nestle makes many of the world’s best-selling food products.

5. Look at this list of products. Which of the adjectives from Exercises 1, 2 and 3
(including opposites) could you use to describe them?

* bottled water

* an MP3 player

* soap

* a pair of jeans

» a four-wheel-drive car

* a perfume

* a fast-food product

* a laptop computer

6. Match the verbs (1-8) to their meanings (a-h). Then put the verbs into a
logical order to show the lifecycle of one of the products from Exercise 5.

1 launch a) to stop making

2 test b) to build or make

3 promote C) to introduce to the market

4 manufacture d) to change in order to improve

5 modify e) to try something in order to see how it works
6 discontinue f) to make a plan or drawing

7 design g) to increase sales by advertising, etc.

8 distribute h) to supply to shops, companies, customers
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7. Read the sentences and write the missing word to complete the sentences.

1 If a product is , it doesn’t cost a lot of money to use.

2 A product that is Is popular at a particular time.

3 An product is one that people find beautiful and exciting.

4 A product that is Is enjoyed or liked by a lot people.

5An product is one that you can use without wasting energy or time.
6 A product that is can be trusted to work well.

8. Complete the sentences with words from the box.
lasting made quality selling tech wearing

1 Rolex makes high- watches.

2 Timberland makes fashionable and hard- boots.

3 Dell manufactures high- computer products.

4 Samsung has produced some best- mobile phones.

5 Tungsram makes long- light bulbs.

6 Samsonite sells practical and well- bags and suitcases.

9. Make new adjectives by joining a word from Box A to a word from Box B.
Use the new adjectives to complete the definitions.

Box A Box B
custom down first multi up class made market market purpose
1 An product is expensive and usually of high quality.
2 If products are - they are made especially for one person
or group of people.
3A product is one that has several different uses.
4 products are cheap and sometimes not good quality.
5 - products are of excellent quality.

10. Choose the best word (a, b or ¢) to complete each space in the text.

| a) planned b) designed c) sketched

2 a) fabricated b) manufactured c) assembled

3 a) tested b) examined C) researched

4 a) specifications b) qualities C) improvements
5 a) promoted b) exhibited c) displayed

6 a) discount b) delivering c) distribution

7 a) profitable b) available c) marketable

8 a) destroy b) discontinue ¢) distinguish




151

The life cycle of a product

All products have a life cycle. Therefore, new products are being developed all
the time to replace older products which are coming to the end of their lives.

The cycle begins when a new product is 1) . At that stage,
there is only a plan or a drawing, which is then used when the product is
2) . Nobody knows how well the new product works or how good it
IS SO it has to be 3) . On the basis of the test results, it may have to be
modified. Once the necessary 4) have been made, the product is ready
to be launched and then 5) in a number of advertising campaigns.
Advertising plays a very important role and so does 6) . Indeed, the
company has to make sure that its new product is 7) to as many
customers as possible.

Finally, when it is clear that sales are going down steadily, the company will

probably decide to 8) the product.
IV. Reading Comprehension
Text 1
Types of products

When we think of business, we usually think of tangible products that we can
see and touch: computers on the desk or cars in the showroom. We may also think of
primary products like coal or agricultural goods. But manufacturing forms a
diminishing part of most advanced economies: only 17 per cent of the US economy,
for example. What manufacturing there is increasingly lean, with ‘'Japanese’
techniques such as just-in-time (JIT) ordering of components and total quality
management (TQM) becoming widespread.

There is an unresolved argument about whether economies need manufacturing
at all to survive and flourish. In many people's minds, nevertheless, there is great
regret when a factory closes in a ‘traditional’ industry: there is something more ‘real’
about work in a car plant than in a call centre. Call centres typically sell intangible
products such as mortgages (more and more services are described in product terms).
However, car plants are likely provide more work indirectly than call centres, for
example at the component manufacturers that supply them.

We define ourselves partly by the products we own and use, wherever they are
made. Economies in different parts of the world are at different stages of
development in the way products are bought and perceived. In newly industrialised
countries, such as some of those in Asia, more and more people are now able to
afford consumer durables like washing machines for the first time, and companies
that sell these types of goods can make large amounts of money. In the West, the
market for televisions or washing machines is basically one of replacement. In a
situation like this, design, brand and image become more important. Previously
prestigious products, like certain makes of luxury car, become increasingly
affordable, and manufacturers have to be careful to stay ahead of the game to avoid
their brands being perceived as 'ordinary'.
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The cars, televisions and washing machines of the 1950s may have had more
style, but modern products are technically far better now than they were then.
Consumers can complain about designed-in obsolescence and unnecessary
sophistication of products with too many features that are never used, and
manufacturers may have started to take this into account, simplifying their features.
Consumers are also able to obtain and compare information about different products
more and more easily. Consumerism is a force that manufacturers increasingly have
to reckon with.

Text 2
Launching new products
1. Discuss these questions.
1 Which countries are strong in the consumer electronics industry?
2 Which companies do you know in that industry?
3 What is the best electronic product you have bought, and why?
4 What Casio products do you know?

2. Read through the article below quickly to find this information.

1 three examples of problems for the Japanese consumer-electronics industry
2 four examples of Casio's products

3 two examples of major players in professional photography

4 two of Mr Kashio's favourite expressions

5 three examples of rivals to Japan's electronics industry

A path to salvation through innovation
by Robin Harding

Kazuo Kashio has led Casio, the Japanese consumer-electronics company that
he founded with his three brothers, for 20 years.

Whatever problem is put to him, whether it is the yen's strength, the economy's
weakness or the collapse in Japanese mobile-phone sales, the energetic executive has
a single answer: launch new products.

"For us as a manufacturer, whether conditions are good or bad is all decided by our
products, and our strategy is to make sure as many of them as possible are new," he
says. Casio plans to replace 50 per cent of its products in the second half of the year.
That strategy amounts to an attempt to maintain sales by taking a larger share of a
shrinking market. Challenged as to whether that is possible, given that rivals are not
only racing to launch new products but also cutting prices, Mr Kashio argues that
Casio's products are unique enough to do it.

This confidence in his products is typical of Mr Kashio. He often says that his
long years of selling make him a keen judge of whether a new product will succeed.
He perks up considerably when given the chance to praise his gadgets, such as radio-
controlled watches that pick up a broadcast signal to set the time, and the toughened
G-Shock brand, which redefined watch design.
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A source of pride at the moment is Casio's family of high-speed "burst" digital
cameras, which can take up to 60 shots a second after the photographer presses the
button.

With such a camera, Mr Kashio says, a photographer can catch the precise
moment at which a batter hits a baseball and judge instantly whether a runner was
safe or out. The product has taken Casio into the professional photography market,
which is dominated by Canon and Nikon.

Two of Mr Kashio's favourite phrases sum up the family's approach to research
and development. One is to resist "preconceived ideas" of what a device should do
and how it should do it; the other is "from zero to one", to describe how Casio creates
something that did not exist - such as the electronic calculator that started it all in
1957 - from scratch.

Mr Kashio argues that Japan's electronics industry can stay ahead or its rivals
in Taiwan, China and South Korea if it keeps innovating.

His hopes for the future are those of a family company: to maintain Casio's
stability and to keep the new products coming.

3. Read the article again. Then decide whether (according to the text) these
statements are true (T), false (F) or not mentioned (NM).

1 The Casio Tower is located in the Shinjuku district of Tokyo.

2 Mr Kashio's answer to the problems he faces is to launch new products.

3 Casio's rivals are focusing mainly on cutting prices.

4 Mr Kashio is confident about the company's financial position, as it has no debt.

5 Mr Kashio says he is good at deciding whether a new product will succeed, because
he has a lot of experience of selling.

6 Mr Kashio is proud of Casio's high-speed 'burst' digital cameras.

7 Casio dominates the professional photography market.

8 Mr Kashio's main hope is that Casio will make more and more profits.

4. Work in groups of three or four. You have a very large budget to launch a
product of your choice in your country. How would you launch the product?

V. Listening Comprehension

1. Four people were asked the question "What is the best thing you have ever
bought?' Listen and, for each speaker, note what the product is, and why they
think it was a great buy.

2. James Wallman is Editor of LS:N, a lifestyle news network which follows
trends and innovations in the retail and technology sectors. Listen to the first
part of the interview and complete his notes for answering the question "What
makes a product great?".

1 It should be easy to




154

2 It should solve a or fulfill a (example:
).

3 It should be : and make your life

and make things

3. Listen to part one and complete the table with words that James Wallman
uses.

Noun Adjective

intuition

simplicity

obviousness

€ssence

function

help

4. Complete these sentences with adjectives from Exercise 3 above, choosing the
correct alternative. (The numbers in brackets refer to those in the table above).

1 It's not very pretty, but it really works - it's just very (3orb)

2 You can just start using it. You don't have to spend hours reading the manual - it's
very (1 or6)

3 1t'sso to use - just push the button. (2 or 4)

4 1t's like having another pair of hands - it's so in the kitchen. (1 or 6)

5 When you see it, it's how to use it. (2 or 3)

6 Every home should have one - it's (4 or6)

5. James was asked which product of recent years has been the most exciting.
Listen to the second part and correct the three mistakes in this summary of what
he says.

It's the Testa Roadster. This is the new gas vehicle which goes from 0 to 60 mph in
34 seconds. | drove one from Paris to Cannes, and it was very exciting. The response
from the accelerator is instant.

6. Listen to the third part and answer these questions.

1 What product does James expect to see in the near future?
2 What does he sometimes not like about driving?

3 Where does he not like driving?

4 Which companies are mentioned?

5 What is the comparison with the 747 plane?

7. Complete the answers to these questions with appropriate forms of
expressions from parts two and three.

1 Is the Testa petrol-driven? - No, it's e
2 Is there a delay when you press the accelerator? - No there isno |
The response is a [
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3 Do you have to press the brake for the car to slow down? - No, you just
r your foot from the accelerator.

4 Does James Wallman like driving in cities? - No, he says it can be b
5 Have companies already invested in driverless cars? - Yes, he mentions three
companies that have already p m into this.

6 Are some cars already driverless? - No, but some cars are s from
being completely controlled by the driver to being partly controlled by computer.

7 What will driverless cars allow you to do? - In the future, you will be able
h 0 control of your car so the computer does all the
driving.

8. Listen to the final part and complete this information about James Wallman.

his favourite product

the colour of this product

his job

what he is writing

uses Skype to talk to friends in which
places?

9. Listen to the final part again and complete these extracts.

It connects me to 1) because obviously | have 2) at home.
When | go to a 3) | have Wi-Fi, | take it with me when | go on
4) and | go to places that have Wi-Fi.

So for me, my 5) and its connection to the 6) and its
connection to 7) around the world, makes it invaluable and makes my
life more 8) and more 9)

10. Correct the mistake in each of these sentences, using forms from part four.
1 The new iPad is really attractive - it looks well.

2 I'm writer and | need a computer for work - the iPad is ideal.

3 I read a lot - at the moment | read a novel by Paulo Coelho.

4 Every time | go to a Wi-Fi cafe, it link me to e-mail.

5 I'm in constance contact with my friends around the world.

6 My iPad gives me access to a wealthy of information on the Internet.

7 It makes my life more connected and more funny.

VII. Skills “Presenting a product”

1. Listen to a sales manager presenting a product to some buyers. Which of these
adjectives does she use?

attractive elegant energy-saving fashionable flexible high-quality
popular practical reliable robust sturdy stylish user-friendly
versatile well-designed
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2. Listen again to the presentation. How does the sales manager describe the
product? Complete these words and phrases with between one and three words
In each gap.

1. It has several special :

2. As you can see, it's stylish, and elegant.

3. It's made of and is very sturdy.

4. It weighs approximately 12 kilos, but it's very strong and

5. What about its main ?

6. Well, it's very in terms of power and exceptionally quiet ...

7. Now, a word or two about its for the user.

8. And because the machine's so , it can make cubes of different sizes.
9. It's fairly compared with other models. The Is around
€320.

10. It comes with a full five-year on parts and labour.

3. Work in small groups.

1. Think of an innovative new product you would like to launch. Prepare a short
presentation about the product. Consider its main features and benefits for the user.
Use the headings in the Useful language box below to help you structure your talk.
2. Form new groups and present your products to each other. Answer any questions
that you are asked about them.

Useful language

INTRODUCING THE PRODUCT STATING THE PRODUCT’S USES REFERRING TO BENEFITS
This is our new product. It's ideal for travelling. It saves people time/money.
I'm going to tell you about our It's designed to be used with any type It's easy to use.
new product. of material. It makes the user look good/
It’s for people who like giving parties. professional.
DESCRIBING THE PRODUCT It's perfect for making different sizes
Let me tell you about its special of ice cubes. INVITING QUESTIONS
features. Does anyone have any questions?
It's made of leather /wood/ steel/ LISTING SELLING POINTS Would anyone like to ask a question?
aluminium. What about its main selling points? Any questions?
It weighs approximately 16 kilos. It has several special features.
Its dimensions in centimetres/metres It has a unique design.

are: ...... high ...... wide ...... deep.

% : It's economical/quiet/energy-saving.
It comes in a wide range of colours.

It's great value for money.

VI1I. Self-directed work

Reading 1
Read this article from the Financial Times by Andrew jack and answer the questions.

Before you read

Do universities work with companies in your country to develop new products? If so,
give some examples (perhaps by doing some research on the Internet). If not, give
some reasons why.
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GSK looks to universities for new drugs
By Andrew Jack

Glaxo Smith Kiine aims to start working this year with university superstar
researchers" in long-term partnerships to help develop medicines more effectively
and cheaply. The aim is to work closely with leading medical researchers over a
decade, all the way to the launch of a new drug. This will allow GSK to use its
knowledge while providing the university researchers with investment that will be
more than paid back if a new drug is successful.

While big drug companies have often licensed ideas from universities and
then take full control, GSK wants instead to continue working with leading
medical researchers who prefer to remain in their current jobs rather than become
employees of a biotechnology company.

Patrick Vallance, senior vice president for drug discovery and
development at GSK, said: "We want partnerships that allow university
researchers to work all the way through to the end of the project, getting a big
reward if a medicine is launched." The move comes as the UK pharmaceutical
group cuts back on expensive but unproductive in-house research and attempts to
change from investment in their own research centres towards partnerships with
outside developers.

GSK has recently signed a contract with Professor Mark Pepys, head of
medicine at the Royal Free and University College Medical School in London,
designed to develop a treatment for a rare form of heart disease. Mr Vallance said
he planned to sign 10 such deals this year. Under the agreement, Prof Pepys’
company Pentraxin Therapeutics receives a small upfront fee allowing GSK to gain
an exclusive licence for his experimental drug when it is launched. "It's a wonderful
idea," said Prof Pepys. "This new partnership with GSK is very exciting."

Exercises

1. Look through the whole article. Is it about finding new drugs in:
a) the Amazon jungle?

b) university laboratories?

c) drug companies' laboratories?

2. Look through the whole article and find the names of:
a) a pharmaceutical company.

b) someone who works for it.

¢) his job title.

d) a university researcher.

e) his job title.

f) the university department that he works for.

g) a company that he has started.

3. Find words in paragraph 1 that mean the following.
a) a noun for someone who is very famous in their profession s
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b) an adjective that means 'over a long time' | -t
c) a plural noun for people working together p
d) an adverb to say that something is done in a good way e
e) an adverb to say that something is done without spending a lot of money
C

f) an adverb to describe the way that people work together ¢
g) a noun for the time when a new product is sold for the first time |
h) a noun for a period of 10 years d
1) aword ending in -ing that means 'giving’ p
J) an adjective to say that the result of something is good s

4. Read paragraph 2 and decide if these statements about expressions are true or
false.

If ...

a) a company licenses ideas from a university, it pays the university to use them.

b) you take full control of something, you share control with others.

¢) you prefer x rather than y, you like y more.

d) you get a reward for something, you get money, etc. for the work that you did on
it.

e) a company cuts back spending on something, it increases the amount that it spends.
) work is unproductive, it gets good results.

g) you attempt to do something, you try to do it.

5. Complete the table with words from the text, in the form they are used in the
article.

Verb Noun

Control

Discover

Develop

Treat

Plan

Agree

License

6. Now match the nouns in Exercise 5 to their meanings.

a) a way of curing a disease

b) when you pay for the right to use someone's ideas in a product
¢) when two or more people decide to work together on something
d) the power to make someone or something do what you want

e) a series of actions, etc. to achieve a result

f) making or improving something

g) finding something new

Over toyou 1
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Should the purpose of universities be more for a) teaching, b) pure research, or
c) research to develop new products? Give your reasons.

Over to you 2

Which possible new products could these university departments be involved with
developing?

* Engineering

¢ Chemistry

* Linguistics

Reading 2
Read this article from the Financial Times by Sarah Murray and answer the
guestions.

Before you read

Returns are products that are sent back to the manufacturer or supplier because they
don't work or because customers have changed their minds. How often do you return
products a) to shops and b) to online retailers? Is it easy to do this?

Hidden beauty of the “uglies”

With computers, transport managers can pack a truck so that only the minimum
of space is left empty. They can work out exactly how to fill the vehicle with goods
ready for market. But what about transporting the "uglies" - the boxes of different
shapes and sizes containing broken and unwanted products - back to the
manufacturer?

Martin Patten, manager of the technology programme for Europe at Cisco
Systems, the computer equipment supplier, says, "You can't use space on trucks in
the best way for returns because people might use different wrapping or put things in
bigger boxes." Worse, products usually need to be collected from all sorts of different
places. As a result, it can cost four times as much to take something back as to send it
out.

One factor behind increasing return rates is the growth in online retailing.
"With online shopping there's an attitude of ‘I’ll buy it and, if I don't like it, I’ll send
it back’," says Jonathan Wright, a senior executive in Accenture's global supply chain
consultancy. “With Internet sales, up to one in five products gets sent back, which is
huge.”

"Moreover, if that process is inconvenient, shoppers can go to other online
retailers for their purchases. "If returning products is not customer-friendly, it's going
to hurt the retailer's business,” says Scott Harkins, vice-president of product
marketing at FedEX.

However, an even bigger challenge is on the way. European Union law now
requires manufacturers and importers of electronic goods to collect and so recycle
them at the end of their lives. "The transport of goods after the sale of the product is
now as important as it is before the sale, and that's a huge change," says Mr Wright.
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Exercises
1. Look at the headline and look quickly through the whole article. What are
‘'uglies'? Why do they have this name?

2. Complete these statements with expressions from paragraphs 1 and 2.

a) Ifyoup a truck, you put goods on to it.
b) If you calculate how to do something, you w 0 how to
do it.

c) In speaking and writing, you can introduce a new idea with ‘w
a ",

d) Products that are sent back to the supplier or manufacturer are called
r :
e) Material used to protect and contain a product is its w

) If you take something from a particular place, you c it
from there.

g) If companies transport goods for delivery, they s them
0

3. Read paragraphs 3 and 4 and decide if these statements are true or false.

a) Customers are sending more products back because of poor quality.

b) People shopping online buy things knowing that they can always send them back.
c) The percentage of goods bought online and returned is not very big.

d) Sending things back is always easy, so there is no competition between online
retailers on this.

4. Choose the alternative with the closest meaning to the expression in italic.
1) Moreover, if that process is inconvenient, ...
a) But
b) Then
¢) In addition
2) ... shoppers can go to other online retailers for their purchases.
a) the things that they buy
b) the things that they sell
c) the things that they return
3) "If returning products is not customer-friendly ...
a) easy for customers to use
b) hard for customers to use
¢) difficult for customers to use
4) ... it's going to hurt the retailer's business," says Scott Harkins, vice-president of
product marketing at FedEXx.
a) help
b) support
c) damage
5) However, an even bigger challenge is on the way.
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a) And

b) But

c) Although
6) European Union law now requires manufacturers and importers of electronic
goods to collect and recycle them at the end of their lives.

a) forces

b) needs

c) allows
7) "The transport of goods after the sale of the product is now as important as it is
before the sale, and that's a huge change," says Mr Wright.

a) they sell

b) they are sold

c) they are selling

5. Look through the whole article again. Which two of these things are not
specifically mentioned in relation to returning goods?

a) The cost of fuel for trucks.

b) The difficulty of packing returned goods on trucks.

¢) Returning goods bought online.

d) The difficulty of arranging a convenient time to collect things.

e) New EU rules on recycling.

Over toyou 1
With Internet sales, up to one in five products gets sent back, which is huge. Does
this figure surprise you? Why? / Why not?

Over to you 2

Online shopping for clothes has grown very quickly in recent years. Will this growth
continue, or will there be a natural limit to it? Think, for example, about:

« the difficulty of choosing the right clothes.

» problems in returning them when they are not suitable or the wrong size.

Reading 3
Materials and suppliers

Dryden makes vacuum cleaners. It takes raw materials like steel and plastic
and makes some of the components or parts used in its products. Other components
are made by other companies.

Materials and parts are just some of the inputs. The others are labour (workers
and managers) and capital (money). Knowledge is also important because Dryden is a
leader in vacuum technology.

Vacuum cleaners that are being made are work-in-progress. At any one time,
Dryden has goods worth millions of dollars in its factories and warehouses: the
products that have been made - its finished goods - and materials and components.
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Quantities of raw materials, components, work-in-progress and finished goods
in a particular place are stocks.

Dryden receives materials and components from about 20 companies, its
suppliers or partners. The company is doing more subcontracting: using outside
suppliers to provide components and services. In other words, it is outsourcing more,
using outside suppliers for goods or services that were previously supplied in-house:
within the company.

Of course, it costs money to keep components and goods in stock: stocks have
to be financed (paid for), stored (perhaps in special buildings: warehouses) and
handled (moved from one place to another). So Dryden is asking its suppliers to
provide components just-in- time, as and when they are needed. This is part of lean
production or lean manufacturing, making things efficiently: doing things as quickly
and cheaply as possible, without waste.

Exercises
1. Match the sentence beginnings (1-4) with the correct endings (a-d). The
sentences all contain words from the text.

1 Computer manufacturer XL is cutting
back on in-

a) contractors’ maintenance work is
worrying train operating companies

2 The poor standard of some sub

b) suppliers are causing delays in
production, the Azco group claims.

3 Retail giant Sharks Ltd have decided to
out

c) house production work in a bid to
reduce costs and increase efficiency.

4 Late deliveries from outside

d) source canteen and cleaning services,
to focus better on its buying and selling
activities.

2. Replace the words in brackets with the correct forms of words from the text.
1) Let’s get the materials in (only when we need them) to keep costs down.

2) It’s difficult to find the right (special buildings) to put our finished goods in.

3) You’ll have to decide well in advance how to pay (for all this).

4) It’s very important that we (keep) these components at the right temperature.

5) There must be a (quicker and cheape) method than this!

6) They want to introduce a system of (making things efficiently).

Over to you

What are the advantages and disadvantages of:

- outsourcing?

- using outside suppliers?

- asking for components ‘just in time?
- lean production?

Reading 4

Product and service types
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cotton, gold and oil - are used to make, or

manufacture, other products. A group of related products made and marketed by a
manufacturer is a product line. There is usually a logical grouping of products - for
example, Faber-Castell produce writing instruments, both high quality pencils for
children and adults, and also high quality pens. A product type is a group of products
offered by different companies which are technically similar. However, there will be
variations in terms of price, appearance and marketing. A good example is cosmetics
and make-up. A product class is a group of products that may be considered as
substitutes for one another. H&M and Zara clothes are in the same class. Christian
Dior is the same product type but nor in the same class.

Types of products or goods:

Convenience / fast moving
consumer / consumer packaged
goods

products with a high turnover and relatively low
price, such as table salt or shampoo

White goods

major household electrical goods which are
usually white, such as freezers, washing machines
and dishwashers

Brown goods

major household electrical goods that are not
usually white, such as camcorders, televisions and
DVD players

Perishable goods

goods that have a limited shelf life and must be
consumed relatively quickly, such as fresh fruit,
fresh meat and eggs

Durable / hard goods

goods that last for a long time - they cannot be
easily worn out or used up, such as cars, furniture
and white goods

Nondurable / soft goods

goods that are used up or last for less than three
years - for example, perishable goods, consumable
supplies such as CD ROMs, or ink for a printer

Green products

products that are not harmful for the environment

Generic products

products sold without a brand name, usually in a
supermarket or in a pharmacy as alternatives to
brand name drugs

Healthcare products

products that are beneficial for your health and
well-being - for example, vitamins and plasters

Types of service

A service is a non-material good, provided by a company or an individual.

Common service types, are:

- childcare (childminders, kindergartens);

- financial (banking, real estate);

- consulting (business and financial advisors);
- risk management (insurance and security);
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- cleaning and maintenance (office cleaners, gardeners);
- education and training (private schools, adult colleges);
- healthcare (doctors, hospitals);

- hairdressing (small salons and large groups);

- telecommunications (mobile phones, fixed lines);

- entertainment (cinemas, theatres);

- tourism (hotels, airlines);

- marketing and advertising (consultancies and agencies).

Exercises
1. Complete the magazine article. Look at the text to help you.
Artificial diamonds may outsparkle genuine articles
Diamonds, one of the world’s most beautiful and sought-after

1) are now facing stiff competition from artificial gems.

Apollo Diamonds, based in Boston, and Florida-based Gemesis both
2) artificial diamonds with equipment that replicates the high
pressure and temperatures found within the earth. This new 3) IS
attracting interest from jewellers and 4) of semi-conductors.

De Beers Diamond Trading Company denies claims that the artificial diamonds
are in the same 5) as natural diamonds. Natural gems ‘have a mystique

and an emotional value to them with which synthetics can never compete’, said
Gareth Penny, of De Beers.

2. Make word combinations with goods and products using words from the box.
One word can be used twice. Then match the word combinations with the
pictures (1-7) below.

brown convenience hard healthcare nondurable perishable whire

7 goodsﬁ B ‘ productisrnxf"'
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Unit 8 New business

‘Three components make an entrepreneur: the person, the idea and the resources
to make it happen’
Anita Roddick, British founder of the Body Shop

I. Topical Vocabulary

1 | balance of trade TOPriBeJIbHUI OaaHC

2 | exchange rate KypC BaJIIOT

3 | foreign investment 1HO3EMHI 1HBECTHIIIT; IHBECTHLIIT 3a
KOPJIOHOM; KaIliTAJIOBKJIaICHHS 3a
KOPJIOHOM

4 | government bureaucracy ypsiioBa OIOPOKpaTisi

5 |inflation rate TEMITU THQIISIT

6 | interest rate BiZICOTKOBA CTaBKa

7 | labour force poboua Cuia; MpaIiBHUKHU; KaJpH

8 | tax incentives [IOIATKOBI ITIJIBI'U

9 | foreign debt 30BHIITHIH OOpT; 30BHINIHSA
3a00prOBaHICTh

10 | public expenditure CYCHUIBHO-JIEpXKaBHI BUTPATH,
BUTPATH Ha JePyKaBHI HYXIU

11 | recession criajl, 3HIWKEeHHS (1[1H, TTOTUTY,
BUPOOHUIITBA TOIIIO)

12 | subsidy I'POIIIOBE ACUTHYBAHHS, CYOCH/Iis,
JIOTaIs

13 | trade deficit TOProBui AC(IINT

14 | trade surplus aKTUBHUH TOPTiBEJILHUH OalaHC

15 | taxes MOJATKU

16 | transport links TPaHCTIOPTHUH KaHAII

17 | cheap rents HU3bKa KBapTILIATA

18 | strong currency cTablJIbHA BAJIIOTA

19 | government grants Jiep KaBHA JIOTAIlis; IepyKaBHA
CyOBEHIIisl; TPAHT; ypsi0Ba CyOCH s

20 | easy access to credit JICTKHIA TOCTYT JIO KPEIUTIB

21 | mining ripHUYa cripaBa; TipHUYa
MIPOMUCJIIOBICTh

22 | consumer prices CIIO’KHBYI IIHH

23 | public spending JIepKaBHI BUTPATH

24 | consumer spending BUTPATH CIO)KHUBAYiB

25 | founder 3aCHOBHHK, (DYHIATOP

26 | reduction 3HUKCHHS; 3MEHIIICHHS, CKOPOYEHHS

27 | fractions Ipodu

28 | decimals JICCSITKOBI IpoOu
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29 | percentages B1JICOTKH
30 | minimum wage MiHIMaJIbHA 3ap0O0iTHA TUTATHS
I1. Starting up

1. Discuss these questions.

1. Would you like to start your own business? Why? / Why not?

2. What conditions are important for people starting new businesses? Choose the
three most important from this list. Can you think of any others?

* low taxes  good transport links e« skilled staff < training courses

* low interest rates * high unemployment e« cheap rents

* a strong currency ¢ a healthy economy e government grants

» a stable political situation * easy access to credit

2. Many economies contain a mix of public- and private-sector businesses. Think
of companies you know in the areas below. Which are public-sector companies,
and which are private-sector ones?

* postoffice e« railways * television * water ¢ energy °* telecoms

» cars * banks * newspapers ¢ airlines < roads ¢ mining

3. Many companies in the UK have been privatised. What are the trends in your
country? Talk about the business sectors in Exercise 2.

I11. Vocabulary and Speech Exercises

1. Match the economic terms (1-10) to their definitions (a-}).

1. interest rate a) total value of goods and services
produced in a country

2. exchange rate b) percentage increase in prices

3. inflation rate c) cost of borrowing money

4. labour force d) price at which one currency can buy
another

5. tax incentives e) percentage of people without jobs

6. government bureaucracy f) the number of people working

7. GDP (gross domestic product) g) tow taxes to encourage business
activity

8. unemployment rate h) money from overseas

9. foreign investment 1) official rules/ regulations/ paperwork

10. balance of trade j) difference in value between a country'
imports and exports

2. Try to complete this economic profile without looking back at the terms in
Exercise 1.
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The economy is stable following the problems of the past two years. By
following a tight monetary policy, the government has reduced the 1) i

r to 2%. For borrowers, after going up dramatically, the 2)
[ r Is now down to 8%. The last six months have seen a slight
improvement in the 3) e r against the dollar.

For the country as a whole, the 4) G has grown by 0.15%. Exports
are increasing, and the 5) b of t Is starting to took much
healthier.

In terms of jobs, the 6) u r continues to be a problem,

as it is still 16%. In order to stimulate the economy and attract 7) f
[ from abroad, the government is offering new 8) t
[ , as well as making a renewed effort to reduce 9) g
b and red tape. Finally, a large skilled 10) | f
means there could be attractive investment opportunities over the next five years.

3. Think about some of the economic terms you looked at above in relation to
your own country. Which do you think are going up / going down / staying about
the same? Also consider the following:

» consumer prices (the price of things in the shops)

* public spending (the money the government spends)

 consumer spending (the money people spend)

4. What do you think are the biggest economic problems in your country at the
moment? What do you think the government's priorities should be? Talk to a
partner about your ideas.

5. Write a short paragraph about the economic profile of your country.

6. Complete each sentence with an appropriate economic term from the box.

balance of trade exchange rate  foreign investment tax incentives
government bureaucracy gross domestic product (GDP)
inflation rate  interest rate  labour force unemployment rate

1) If you plan to borrow money, you will want to know the

2) In countries where the is high, young people tend to study more.
3) How many yen to the euro? Do you know the , by any chance?
4) According to a recent survey, 12 per cent of the are earning less

than the minimum wage.
5) So many forms to fill in just to import one photocopier! Nobody needs all this

6) The higher the of a country, the richer its people are.
7) When the value of a country's exports is greater than the value of its imports, we
say that the is ‘favourable’.
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8) Prices increased again last month so the rose to 5.3 per cent.
9) Less government bureaucracy will encourage :
10) The government is offering attractive to encourage foreign investment.

7. Match the economic terms (1-6) to their definitions (a-f).

1) foreign debt a) the total amount of money spent by a
government on schools, roads, the army,
etc.

2) public expenditure b) money that a country owes to lenders
abroad

3) recession c) situation when a country sells more

goods to other countries than it buys from
other countries

4) subsidies d) situation when a country pays more
money for imports than it gets from
exports

5) trade deficit e) money that a government pays to make
something cheaper to buy

6) trade surplus f) a period when trade and business

activity decreases

8. Complete the sentences with economic terms from exercise 7.
1) To help farmers, the EU has given out millions of euros in agricultural

2) The country was able to repay some of its loans from abroad and so reduce its

3 Industrial production is still decreasing. It seems that the country is heading for a

IV. Reading Comprehension

1. Which new business has impressed you most in the last six years? Why did it
Impress you?

2. Work in pairs. Student A, read Article A. Student B, read Article B. Make
notes in this chart.

Article A Article B

name of new business

name of founder

age of founder

age of business at time of writing

location of new business (city and
country)
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number of employees

what the new business is/does

Article A
Internet whiz-kid’s discount idea makes billions in two years
by Jonathan Birchall

Andrew Mason studied music at university, where he dreamt about making his
riches as a rock star. Instead, the 29-year-old decided to set up an Internet business
that offers discounts on everything from restaurant meals to hair transplants and yoga
classes. The big idea is about to turn him into the latest web billionaire.

Google is preparing to buy Groupon, his two-year-old company, for $5.3 billion,
according to reports. The proposed deal will put Mr Mason in a group of young
Internet billionaires including Mark Zuckerberg of Facebook and the Google
founders, Larry Page and Sergey Brin.

The site offers vouchers named “Groupons” that can be spent at participating
retailers. Every user gets a discount offer based on his or her location and profile, but
these huge discounts expire unless enough people sign up. The trend, described as
"social buying"”, has spread rapidly across the Web, and Groupon was described by
Forbes as "the world’s fastest-growing company".

Its explosive growth and healthy profits have convinced Google to dig into its
deep pockets. It is believed to have started its bidding at $3 billion, a price that has
been steadily rising over the past few weeks.

Mr Mason appears to be a man who knows his worth. In April, it was reported
that he turned down a $2 billion offer from Yahoo, because the valuation was too
low.

Groupon employs about 1.000 people, mostly based in Mr Mason's home town of
Chicago. It is active in more than 80 countries and is growing at the rate of 10 per
cent a week by adding new users through Facebook and Twitter.

Article B
Help with exports
by Peter Marsh

Scattered around the world are many thousands of “micro-manufacturers” of craft
items such as jewellery and handbags, often offering high standards of design and
quality. Most, however, have little idea of how to sell their products in international
markets.

At the same time, retail outlets are eager to get their hands on products that look
new and different - but find it difficult to discover them.

Just over a year ago. Sandra Felsenstein, a 27-year-old former industrial engineer,
decided to start a business that would try to link these two groups. Her approach was
to find a series of high-quality manufacturers in her native Argentina - a country with
a good reputation for design, yet poor connections to the rest of the craft trade
worldwide - and link them with shops and distribution companies elsewhere.
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Dinka, the four-person company she founded in Buenos Aires, is now showing
signs of success. Ms Felsenstein has organised links with 30 Argentinian companies
that have agreed to let Dinka promote their goods in export markets. Under these
deals, Dinka will find buyers for their products and handle shipments and customs
formalities in exchange for a proportion of sales revenues.

She has laid the foundations, too, for establishing a network of retail outlets in
other countries, arranging connections with retailers in Chile, Peru and Ecuador as a
first step, while signing up a distributor in Austin. Texas, that she: hopes will help
them enter the potentially large US market.

Ms Felsenstein says she is also "exploring several opportunities™ for finding
retailers in Europe - particularly in Spain, Italy, Germany and Switzerland - where
she thinks sizeable sales could be established for Argentinian-made goods.

3. Note down two other interesting pieces of information about your article.

4. Give your partner an oral summary of your article, then take notes as you
listen to your partner's summary.

5. Work in groups of three or four. Think about a business you could start as a
group. Consider these questions.

1. What kind of business would it be?

2. Which country and city would you like to locate your new business in? Think of
the factors mentioned in Starting up, Exercise 1.

3. What do you already have as a group? Think about skills, experience and contacts.
4. What other strengths do you have? What about your gaps?

5. What difficulties do you think you may face? How will you overcome them?

V. Listening Comprehension

New business
1. Abdirashid Duale is the Chief Executive Officer of Dahabshiil, a global
money-transfer company. Listen to the first part of the interview and answer
these questions.
1. How many countries does the company transfer money to?
2. Dahabshiil helps four types of people or organisations. What are they?

2. Listen to the second part and complete these notes.
All successful new businesses have to:

*haveal)
* have a 2)
* know how they are going to 3) that vision
* motivate their 4)
* keep their customers 5)
* maintain their 6) with their customers
» make sure that the customers are happy with their 7)
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» manage the difference between their income and their 8)

3. Listen to parts one and two and match the verbs with the expressions that
follow them.

1 transfer that vision

2 send their staff

3 have money

4 reach a vision

5 motivate money

6 maintain more profit

7 make their relationship

4. Complete these statements with appropriate forms of expressions from part
two.
1) If you have an idea about what something will be like in the future, you have a

2) If your customers are , they keep coming back to you.
3) Is the money you make from sales.

4) A customer's are what he or she needs.

5) Satisfied customers are customers.

6) A company's costs are its :

7) A company is one that has gone out of business.

5. Susan Barratt, the CEO of Nature's Way Foods, talks about the advice she
would give to anyone starting their own business. Listen and complete this
extract from the audio script.

| hope they've got lots of 1) . | think it is difficult and quite
hard 2) , and needs a significant level of commitment. | think it's
really, really important to make sure you understand the 3) and who
your customers are going to be. And how you differentiate yourself, or make yourself
different, from any of your 4) in that marketplace.

People will only go to you and buy your 5) or your service if
they feel it is added 6) over and above what they can get elsewhere,
or something they can't get elsewhere.

So, for me, understanding the market and the 7) is absolutely
critical to the success of the business. The other key thing is that you've got sufficient
8)

6. Listen to part three. Match the things that Susan Barratt mentions (1-6) with
the quotations (a-f) from someone starting their own company.

1 energy a) 'I'm not going to give up easily.'

2 commitment b) 'l never feel tired.'

3 making yourself different c) 'We've carried out a big market
survey.'
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4 added value d) 'We've got €100,000 in the bank in
case there are any problems.’

5 understanding the market e) 'We offer something that none of our
competitors offer.'

6 cash f) 'Our product will save customers
€3,000 a year. Competing products only
save customers about €1,000."

7. Listen to part three again and find adjectives that mean the following.
lnoteasyd

2noteasyh

3very highs

4 not the samed

5 extremely important ¢
6 enough s

8. In groups, discuss these questions

1. What sort of problems do new businesses face?

2. What advice would you give to someone starting their own business in your
country?

V1. Skills “Dealing with numbers”

1. Say these numbers. Listen and check after each group.

1. a) 362 b) 1,841 c) 36,503 d) 684,321 e) 4,537,295
2.a) 35 b)) 2.89 c) 9.875

3.a) 3/4 b) 1/8 c) 61 d) 1/2 e) 2/3

4.a) 15% b) 50% ) 97% d) 100%

5.a) £80 b)$5,800 c¢) €150,000 d)€20,000

. Try to answer these questions.

. What is the population of your a) country? b) city?

. How many people work for your company | study at your institution?

. What is the average salary in your country?

. What is the current inflation rate?

. Approximately how many people are unemployed?

. What is the interest rate for savings?

. What fraction of their income do you think people spend on living costs?
. What percentage of your income do you spend on transport?

cO~NOO OIS WNEDN

3. Listen to four extracts from a radio business-news programme. Underline the
numbers you hear.
1.a) Inflation rate: 20%/ 1.2%

b) Unemployment: 1,258.000 / 1.500.000
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2. a) Profits increase: $1.8 billion / $1.8 million
b) Sales increase: 80% / 18%

3.a) job losses: 1/317/1/4
b) Workforce reduction: 15,000/ 5,000

4. a) Interest rate reduction: 0,5%/ 1,5%
b) Economic growth: 2,8%/ 1,8%

4. Work in pairs. You work for a marketing department, which is launching a
new range of mobile phones in an overseas market. You are gathering statistical
in formation.

1. Ask each other questions to complete your charts.

2. Discuss which are the best markets to launch the new range of phones in.

Student A

Ask and answer questions to complete the information in these charts.
EXAMPLE: A: What's the population of Tokyo?

B: Thirty-six point seven million OR Thirty-six million, seven hundred thousand.

Biggest cities % of households with | Oldest populations Cars per 1,000 people

(population in millions) Internet (2008) (% aged over 60)

1 | Tokyo,Japan  |....... 1 [SouthKorea |94.3 |1 |Japan  |....... 1|lceland  |.......
2 | Delhi, India 22.1 |2 |Iceland 87.7 | 2 | Italy 26.7 | 2 | Luxembourg | 664
3 | Sao Paulo, Brazil |....... 3 | Netherlands | ....... 3 [Germany |....... 3 [ New Zealand | 656
4 | Mumbai, India 20.0 |4 |Sweden  |....... 4 | Sweden 25.0 (4 (Italy |.......
5 | Mexico City, Mexico [19.5 |5 [Norway  |....... 5 | Finland 24.7 |5 | Brunei 608
6 | New York,US  |...... 6 | Denmark 81.9 |6 |Bulgaria |....... 6 | Malta

Allfigures taken from The Economist: Pocket world in figures, 2011 edition (Profile 2010)

Student B

Ask and answer questions to complete the information in these charts.
EXAMPLE: B: What’s the population of Delhi?
A: Twenty-two point one million OR Twenty-two million, one hundred thousand.

Biggest cities % of households with | Oldest populations Cars per 1,000 people
(population in millions) Internet (2008) (% aged over 60)

1 | Tokyo, Japan 36.7 |1 |SouthKorea |....... 1 |Japan 30.5 |1 |lIceland 669
2 | Delhi,India  |....... 2 |lceland  |....... 2 |Italy ... 2 | Luxembourg |.......
3 | Sao Paulo, Brazil 20.3 |3 | Netherlands | 86.1 |3 | Germany 26.0 |3 | New Zealand |.......
4 | Mumbai, India  |....... 4 | Sweden 84.4 |4 |Sweden  |....... 4 | ltaly 609
5 | Mexico City, Mexico |....... 5 | Norway 84.0 |5 |Finland  |....... 5 [Brunei  |.......
6 | New York, US 19.4 | 6 |Denmark  |....... 6 | Bulgaria 24.5 | 6 | Malta 559

All figures taken from The Economist: Pocket world in figures, 2011 edition (Profile 2010)
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Useful language

SAYING LARGE NUMBERS BRITISH AND AMERICAN ENGLISH PERCENTAGES
912,757,250 = DIFFERENCES

912 = nine hundred and twelve million, 320 = three hundred and twenty (BrE)
three hundred twenty (AmE)

757 = seven hundred and fifty-seven : ht/oh () / (AmE) CURRENCIES
thousand, i L L £3,000,000 = three million pounds

250 = two hundred and fifty €16,000 = sixteen thousand euros

65% = sixty-five per cent

DECIMALS
FRACTIONS 1.25=one point two five
s/, = five-sevenths /s = two-fifths 0.754 = nought point seven five four (BrE)

zero point seven five four (AmE)

Vs 1, =
i i point seven five four (BrE /AmE)

VI1I. Self-directed work

Reading 1
Read this article from the Financial Times by Tim Bradshaw and answer the
guestions.

Before you read
When you use the Internet, do you sometimes look for new websites, or do you
always look at the ones you already know? Describe your Internet 'behaviour'.

Web start-ups buy more TV advertising
By Tim Bradshaw

More and more, small Internet start-ups are advertising on television, often
within months of their launch. In the late 1990s, many of the Internet's biggest brands
- such as Google, Skype and Amazon - were built through word-of mouth, without
paying for offline ads. Today Google is advertising on TV and billboards, and
investors are encouraging more of their start-up companies to take advantage of
television.

Index Ventures invests in Internet start-ups. Saul Klein, a partner at Index,
says: "Once you have a clear sense of how much it costs you to get a customer and
the total lifetime value of that customer, you should start experimenting with as many
different marketing channels as possible. "Recent e-commerce companies appearing
on UK TV include Spotify, the digital music service; Lovefilm, the DVD-rental and
online-video service; Glasses Direct, which sells spectacles; Wonga, a loan provider;
and Just-Eat, which let’s people order from local fast food takeaways online.

Such companies started off by advertising on Google's search ads, which allow
an exact analysis of how much each ad cost and how much the visitor who saw the ad
went on to spend. But search ads are most useful when people know what they are
looking for - so for companies trying to build awareness for a new kind of online
service, TV ads can be more useful.

"Our goal on TV is to educate people that there is an alternative to the high
street,” says Kevin Corn its, chief executive of Glasses Direct. "'Anyone can do an ad
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online, but people trust TV." Mat Braddy, marketing chief at Just—Eat, buys TV
advertising to target younger people in early evenings and at weekends. "If you're
clever about it, you can advertise at the times of day when people make the decision
to eat," he says.

Exercises

1. Look through the whole article and find the names of:
a) three 'old' Internet companies.

b) a company that invests in Internet start-up companies.

¢) someone who works for the investment company in b).
d) five new Internet companies.

e) people who work for two of these companies.

2. Find three forms of advertising in paragraph 1.

3. Complete these expressions with the correct prepositions.
a) invest __ astart-up

b) experiment _ __ _ different things
C)appear TV
d) order something _ somewhere

e) start off __ doing soﬁwething

4. Find expressions in paragraphs 2 and 3 that mean the following.
a) the total amount that a customer buys from a company

d) a type of bank

| __p
e) ready meals you buy somewhere and eat elsewhere

5. Correct these statements about the expressions in italic as they are used in the
article.

a) A goal is only something that happens in football.

b) If you educate people, this always happens in schools.

¢) If you have an alternative, you have no choice.

d) The high street is in the same place as a shopping mall.
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e) If you do an ad online, you read an ad on the Internet.
f) If advertisers target particular people, they do not want to reach them and
communicate with them.

6. Choose the best summary of the whole article.

a) Internet advertising will replace TV advertising in the long run.

b) TV advertising can be used to get people to look at particular websites.

c) TV advertising is only useful to get people to order takeaway food online.

Over toyou 1
'People trust TV advertising." Is this true in your country? Why? / Why not?

Over to you 2
Would you use the Internet to buy any of the products / services sold by the
companies in Exercise 1, question d) above? Why? / Why not?

Reading 2
Read this article from the Financial Times by Luke Johnson and answer the
guestions.

Before you read
An entrepreneur is someone who starts a new business, or a series of new businesses.
Are you / Could you be an entrepreneur? Why? / Why not?

Rules of the game have been rewritten
By Luke Johnson

Entrepreneurs of the 21st century are different. The world of business has
changed a lot since | entered it in the 1980s, and the rules of the game have been
totally rewritten. An important factor has been the influence of the Internet. Many
start-ups are now online companies or use the Internet in some way. A 26-year-old
such as Mark Zuckerberg can create a community of 500 million users with Facebook
- employing just 1,000 staff. Facebook is also an example of how investors are
willing - sometimes - to back projects that have almost no sales revenues, believing
that a profitable business model will come later, as it did with Google.

Every young company now uses social networking as one of its marketing
tools. An understanding of how to use Facebook, Twitter. Foursquare and the rest is
important for the success of almost any brand targeted at the young. Each new wave
of technology is accepted very quickly. Things used to evolve much more gradually
in the past.

Start-ups are far more likely to be founded by graduates than they used to be.
In the past six years in the UK, there has been a 46 per cent jJump in the number of
graduates describing themselves as self-employed. | am sure that will continue, partly
because comfortable jobs are much harder to get. Of course, many more people
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attend university now; yet when | left Oxford, it was seen by many as "wasting" a
degree to want to create a business.

Women entrepreneurs are much more common than in the past, with almost
one in three UK start-ups in 2009 founded by a woman. Now women are much more
confident and ambitious in their careers, and there are plenty of role models of
successful women in the workplace.

Exercises

1. Put the paragraph headings in the correct order.
a) Women entrepreneurs

b) The importance of social networking

c¢) Graduate entrepreneurs

d) Entrepreneurs and the Internet

2. Answer these questions about paragraph 1.

a) When did the writer arrive in the world of business?

b) What expression does the writer use to describe what has happened since then?
¢) What does the expression in question b) above mean?

d) Why has this happened?

e) Are all start-ups now Internet companies?

f) How many people work at Facebook?

g) Why are investors willing to put money into companies with no sales revenues?

3. Choose the alternative with the closest meaning to the expression in italic.
1) An understanding of how to use Facebook, Twitter, Foursquare and the rest is
Important to the success of almost any brand targeted at the young.
a) made for
b) made by
C) presented to
2) Each new wave of technology is accepted very quickly. Things used to evolve
much more gradually.
a) stay
b) event
c) change
3) Start-ups are far more likely to be founded by graduates than they used to be.
a) people with degrees
b) people with a gradual approach to business
c) people with doctorates
4) In the past six years in the UK, there has been a 46 per cent jump ...
a) fall
b) decrease
C) increase
5) ... in the number of graduates describing themselves as self-employed.
a) working for a company
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b) working for themselves

c¢) working hard
6) | am sure that will continue, partly because comfortable jobs are much harder to
get.

a) more difficult

b) easier

C) better paid
7) Of course, many more people attend university now;

a) wait for

b) go to

c) drop out of
8) ... yet when | left Oxford, it was seen by many as "wasting™ a degree to want to
create a business.

a) start

b) manufacture

c) invent
9) Women entrepreneurs are much more common than in the past, with almost one in
three UK start-ups in 2009 founded by a woman.

a) ordinary

b) often

¢) usual

4. Complete the table with words from paragraphs 2 and 3, in the form they are
used in the article.

Verb Noun
understand
succeed
target
jump
waste
creation

5. Now match the nouns in Exercise 4 to their meanings.

a) the act of starting something

b) the customers that something is made for

c) when you achieve what you wanted or hoped for

d) when you do not use something in an effective way

e) when you know what something means, know how it works, etc.
f) when something is more than before

6. Imagine a different headline for the article. Choose the best alternative from
the following.

a) When | was a young man, business start-ups were easier

b) Thirty years of change in the world of entrepreneurs
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¢) Graduate start-ups are the way to go

Over toyou 1
Is it possible nowadays to start a business that does not depend on the Internet in
some way? Explain your ideas.

Over to you 2
Do you think that university graduates are ‘wasting' their degree if they start a
business? Give your reasons.

Reading 3
Teddy bear business

1. Biographical background

Margarete Steiff was bom in 1847 in Giengen in southern Germany.
Unfortunately, she contracted polio when she was a small child and as a result spent
the rest of her life in a wheelchair. Although she had many operations on her legs, she
never walked again. However, this didn't prevent her from having a successful
business career.
2. Key moments in a career / nature of work

After leaving school, she set up a small sewing workshop in her family's home.
Then, assisted by her brother she set up her own business and factory in 1877.
Margarete always loved children, and so in 1880 she produced her first toy, an
elephant. It was an inslant commercial success. In 1902, her company produced the
first 'teddy"' bear with moving joints. At first, it was less popular than the elephant and
sales were disappointing. However, eventually an American bought 3,000 bears at a
trade fair in Leipzig. After the Steiff bear won the first prize at the World Exhibition
in St Louis, everyone wanted a teddy bear. In 1904 Steiff introduced their trademark
‘button in ear' and, in 1906 the teddy bear got its name: it was named after US
President Theodore (Teddy) Roosevelt.
3. Charitable actions

Over the years, the Steiff Company have produced a number of limited edition
charity bears. The proceeds from the sales of these bears go to support charities and
good causes such as the fight against polio, and the World Wildlife Fund's (WWF)
campaign to protect European brown bears.
4. Today

By 1907 1,7 million toy animals were being made a year. During her life
Margarete's motto was 'Only the best is good enough for children." Although
Margarete died in 1909 at the age of 61, the Steiff Company is still going strong
today. The Steiff club for teddy bear fans began in 1992 and currently has over
45,000 members. In addition to this there are Steiff galleries and teddy bear trade
fairs across the world.

Exercises
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1. Read the profile of Margarete Steiff, the inventor of the teddy bear, and put
the events below in order.

- set up sewing workshop;

- won first prize at the World Exhibition;

- contracted polio;

- went to school,

- named a bear after a US president;

- made a toy elephant.

2. The items in the box are useful for linking sections and putting events in
order. Answer the questions below about them.

then currently after (that) furthermore intheend
however unfortunately at the moment in addition

1) Which two items mean the same as now?

2) Which item means the same as eventually?

3) Which item is a more formal way of saying but?

4) Which two items are a more formal way of saying also?
5) Which two items tell you that something happened next?
6) Which item tells you that something bad happened next?
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I. Topical Vocabulary
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‘People don’t plan to fail. They fail to plan’
Mark McCormack, sports agent and founder of IMG

1 | special occasion 0CO0JIMBA OIS

2 | wedding BECUIIIS

3 | pocket diary I[0JICHHUK

4 | memory nam'siTb

5 |toremind HaraJayBaTH

6 |tostickon HaKJICITH

7 | to estimate costs OpIEHTOBHA BapTiCTh; KOIITOPHCHA
BapTICTh; PO3PAXYHKOBA BAPTICTH;
nependadyBaHa BapTICTh

8 | to forecast sales nepeadavyaTu TOBapooOir

9 | to plan a meeting TUTAHYBAaTH 300pH

10 | to do research IIPOBOJIUTH AOCIIHKCHHS

11 | to draw up a budget CKJIaIaTh OFOKET

12 | to overspend a budget NEPEBUIITUTH OFOKET

13 | to stick to a budget OyTH NpUB’A3aHUM J0 OIOJDKETY

14 | to implement a plan peagizoByBaTH ILJIaH, TPOCKT

15 | to evaluate a plan OIIIHIOBATH ILJIaH, MPOCKT

16 | to stick to a plan OyTH MpUB’sI3aHUM J0 TUTAHY

17 | to arrange a meeting OpraHizoByBatu 300pu

18 | to cancel a meeting CKacyBaTu 300pu

19 | to reschedule a meeting NIEPEHOCUTH 300pH

20 | to submit a report 3pOOHTH JOTIOBIJIb

21 | shedule rpadik; miaH; IporpamMa; po3KJaj

22 | to interrupt nepeOnBaTH, EPEPUBATH

23 | to clarify TIPOSICHATH(CS1); BHOCUTH SICHICTb,
3'sICOBYBaTH

I1. Starting up

1. What do you think about when you plan these things?
1. a holiday
2. a special family occasion, for example a wedding

3. an ordinary working day/week

4. your career

2. Which of the following do you use to plan your day or week? Which do you
prefer? Why?
* desk or pocket diary
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* electronic organiser

* writing on your hand * memory

* asking someone (e.g. your PA) to remind you
* watt chart

* smartphone

* notes stuck on board, desk, fridge, etc.

» computer program (e.g. Google calender, iCal)

3. Discuss these statements.

1. Making lists of things to do is a waste of time.

2. You should plan your retirement from an early age.
3. If you make a plan, you should stick to it.

4. There are some things you can't plan for.

I11. Vocabulary and Speech Exercises

1. Match the verbs in the box to the nouns below (1-5). Each word partnership
describes a way to plan effectively. Use a dictionary to help you if necessary.

collect consider do estimate forecast

COStS

sales
research
information
options

o E

2. Match the verbs in Box A to the nouns in Box B. Make as many word
partnerships as you can.
A

arrange implement keep to meet prepare rearrange write

a budget adeadline ameeting aplan areport aschedule

3. A managing director talks about the planning of a new sales office in the
United States. Complete this text with nouns from Exercises 1 and 2. One noun
Is used twice.

Recently, we decided to open a new sales office in New York. First, | arranged a
1) with the finance department to discuss the project. We prepared a
2) with details of the various costs involved. Then we collected
3) about possible locations for the new office. We considered two
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4) - one in Greenwich Village and the other near Central Park. After
doing some more 5) | wrote a 6) for the Board of Directors.

Unfortunately, we made a mistake when we estimated the 7) , @s
the exchange rate changed, so we didn't keep within our 8) . We
overspent by almost 20 per cent. We had to rearrange the 9) for moving
into the building because the office wasn't redecorated in time. The Board of
Directors was unhappy because we didn't meet the 10) for opening the
office by December 15. It finally opened in January. However, we forecast
11) of at least $1,000,000 in the first year.

4. Choose one of these events and tell your partner how you will plan it. Try to
use some of the vocabulary from Exercises 1-3 above.

1. A team-building weekend for your department/sports club

2. An event to mark your company's / organisation's 100th an anniversary

3. A party to celebrate the return of a close friend after two years abroad

4. The opening of a new store

5. Cross out the noun which does not normally go with the verb in the bubble.

1 costs a price 2 sales a profit

a schedule anincrease

something

3 a meeting information 4 a profit research

atrip’ a conference business a lot of work

6. Cross out the verb which does not normally go with the verb in the bubble.

1 to draw up / to-eatt 2 to decrease to stick to
to overspend \ to stick to to implement to evaluate
3 to cancel to implement 4 to finish to submit
/ : e ,
to arrange to reschedule to keep within to'write

7. Complete each sentence with a word combination from exercise 5 or 6.

1. Experts the of the deal at 20 million euros.

2. We have to the for Friday because the CEO is busy all day
Thursday.
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3. My boss is angry because I haven’t quite my sales

yet and she expected it last week.

4. We always on our products so we can prove that they
are the safest on the market.

5. Our team managed to meet all the deadlines and to the

that was allocated to the project.
IV. Reading Comprehension

1. Which of these would you normally find in a business plan?
1. business aims 3. management team 5. staff holidays
2. opening hours 4. financial forecast 6. assessment of the competition

2. Read the article and complete this chart.
name job/position company type of company location

Dan Scarfe
David Hieatt
Rajeeb Dey

Paul Maron-Smith

3. Read the article again and answer these questions about the four people in
Exercise 2.

1. How many people did not write a business plan for their present companies?

2. Who thinks that setting fixed aims involves too much time and is not valuable?

3. Who says that some plans don't work because we don't know what will work?

4. Who thinks that planning often leads to doing nothing?

5. Who provided the finance for the companies themselves?

6. Which of the four is not against business plans?

When there's no Plan A
by Jonathan Moules

Dan Scarfe, Chief Executive of Windsor-based software development
company Dot Net Solutions, says that he has never written a business plan for the
company he founded in 2004.

Now, it is one of Microsoft's five key partners in the UK and a leading player
in the hot new area of cloud computing - and to Scarfe, that is proof that setting fixed
objectives is a complete waste of time.

"Writing software, or starting a new business, is incredibly difficult to plan
for," he says. "You're effectively trying to second-guess exactly what you may want
down the line, based on marketing conditions and varying customer demand." Whilst
short-term business budgeting and strategy is vital, long-term business plans are less
so." Twitter, Facebook and cloud computing were not even concepts a number of
years ago, Scarfe notes, so there would be no way he could have planned for them.
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David Hieatt, co-founder of Howies, the ethical-clothing manufacturer based in
Cardigan, claims that a business plan is really just a guess.

"There are some brilliant business plans written, but they fail because the
customer wants to do business differently,” he says. "The awful truth is we don't
know what will work.

"He claims that the secret is to be flexible-although this often takes a lot of
courage. For example, in 2001, Hieatt phoned up all of Howies' retailers and said he
was going to introduce organic cotton. The initial effect of this spur-of-the-moment
act was disastrous.

"We lost all our wholesale accounts overnight because they said nobody would
pay £27 for a T-shirt," he recalls.

Hieatt and his colleagues managed to rescue the situation by launching a
catalogue to sell products. It proved to be a turning point for Howies. "Losing all your
shop accounts in one day is not great for business, but it's probably the best thing we
did," Hieatt concludes. Now, the company sells 80 per cent of its products through
this medium.

Others argue that business planning is often a reason for in action. Rajeeb Dey
launched Enternships, a student internship matching service. "l never wrote a
business plan for Enternships, | just started it," he says-although he admits that it is
easier for Internet-based businesses to do this.

Perhaps unsurprisingly, Dey and Scarfe have entirely self-financed their
businesses. Venture capitalists and private in vestors do not usually approve of this
casual attitude to planning.

To Paul Maron-Smith, Managing Director of Gresham Private Equity, a
business plan is rather like a car's dashboard, guiding the entrepreneur along the road
to success.

But even he admits that problems can arise when business plans become too
fixed. "The aim of a business plan is to give the stakeholders a good idea of where
the business is heading." he says. 'Sure, there are going to be some forecasts in there
that are not going to be accurate, but they are a best guess at the time.

4. Discuss these questions.

1. In which sectors is it difficult to plan?

2. How far ahead should you plan?

3. How often should you review plans?

4. What reasons are given for and against having business plans?

5. What is your opinion of business plans? How useful do you think they are?

V. Listening Comprehension

How important is planning?
1. lan Sanders is a business consultant and the author of Unplan your business.
In the first part of the interview, he answers the question “How far ahead should
businesses plan?”. Listen and complete these notes.
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* Depends on 1) :
* Three-year contracts should have a plan for 2)

* Three years is a long time for 3) businesses and new businesses
entering the market in the field of 4) :
* Jan likes the idea of a 5) plan, because it's very 6)

* Problem with business planning: it can sometimes be business 7)

2. Listen to part one. Choose the correct alternative to replace the expression in
italic so as to keep the closest meaning.

1 If you're a business that has a commitment from a client for three years, you have a
three-year contract, it makes sense to have a three-year plan, ...

a) it's sensitive b) it's sensational ) it's sensible

2 ... because you can project forward those revenues, ...

a) analyse sales b) forecast sales c) record sales

3 ... and you can make some assumptions about what you need to do as a business ...
a) assume certain things b) define certain things c) respond to certain things

4 in order to deliver the requirements of that contract.

a) what the contract writes b) what the contract specifies

¢) what that contract speaks

5 For a lot of smaller businesses, new businesses entering the market, ...

a) continuing to sell in b) starting to sell in

C) increasing their sales in

6 . .. especially in technology for instance, when who knows what trends are going to
come into play next month ...

a) start playing the situation b) start influenced the situation

c) start affecting the situation

3. Listen to the second part and complete this audio script.

I think the best business plans are ones that are 1) and 2)
enough to take into account changing markets and changing situations. Any plan that
IS too 3) or too set in 4) becomes very unwieldy, because
it can't accommodate economic changes, market changes, 5) changes.

4. Which word in Exercise 3 refers to the ability to change easily, and which two
words or phrases refer to the opposite?

5. Complete these statements with words from parts one and two that are
related to the words in italic.

If...

1 you are committed to something, you have a to do it.

2 you have contracted to do something, you have a to do it.

3 you relate to someone in a particular way, you have a with them.

4 you can manage a task easily, it is
5 something has the characteristic of simplicity, it is
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6 something has the characteristic of flexibility, it is

6. Listen to the final part. Are these statements true, false or is the information
not given?

1 Many business plans fail.

2 Entrepreneurs can forecast the future.

3 It's not necessarily bad if a business plan fails.

4 1f a business idea doesn't work the first time, it should always be dropped.

5 The entrepreneur's successful business was completely unrelated to a previous
version.

6 The business was based in Amsterdam.

7 When he was working on the first version, the entrepreneur saw the mistakes that
would cause it to fail.

8 Failure can sometimes lead to success.

9 The entrepreneur is planning another new business.

7. Listen to the final part and answer these questions.

1. What is it important for entrepreneurs to do?

2. lan talks about an entrepreneur he met recently. What business had the
entrepreneur set up?

3. Why did the entrepreneur eventually succeed?

8. What are the advantages and disadvantages of writing a business plan?
VI. Skills “Meeting interrupting and clarifying”

1. Listen to a meeting in which members of a planning group discuss relocating
their head office. In which order are these points mentioned?
a) the cost of moving

b) when to move

¢) the advantage of using a specialised firm

d) whether to use their own transport department

e) how to communicate with staff

) which transport company to use

2. Look at these extracts from the planning meeting in Exercise 1. Decide
whether each expression in italics is a) interrupting, or b) clarifying.
1. B: I think July would be the best time. It's very quiet then, isn't it?
A: You mean, we don't do too much business then?
2. C: Could I just say something?
3. C: In my opinion, we should do it department by department.
B: How do you mean exactly?
4. B: We've contacted two companies, National Transport and Fox Removals.
A: Sorry, could I just comment on that, Mark?
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5. B: You know, there's another possibility. We could get our own people to do the
moving.
A: What? You think our transport department could do the job?

3. Role-play this situation. A group of international VIPs is going to visit your
company/organisation for three days. You need to plan the programme for the
visit. Discuss these questions with other managers in the department.

1. Where will the VIPs go, and what will they see? (e.g. inside the
company/organisation, local sights, etc.)

2. Who do they need to meet?

3. Where will they stay?

4. How will they move around? (e.g. transport)

5. What sort of farewell event/dinner will you have on the final evening?

a) Will you have food? What? (e.g. snacks? a meal?)

b) Will there be a speech? Who will make it?

¢) Who will attend? (e.g. special guests?)

d) Will there be any entertainment?

6. What sort of gifts will you give the visitors?

7. What else do you need to plan? (e.g. the itinerary - will they have any free time?)

Useful language

INTERRUPTING DEALING WITH INTERRUPTIONS CLARIFYING

Could I say something? If you'll just let me finish ... How do you mean exactly?
Could | just comment on that? Just a moment, please. What exactly do you meanby...?
Hold on a minute. I'd like to finish if | may. Are you saying ...7

Sorry to interrupt, but ... So what you're saying is that ...

V1. Self-directed work

Reading 1

Read this article from the Financial Times by Alina Dizik and answer the questions.
Before you read

Why do some business ideas 'take off and become successful, but most do not? Make
a list of all the factors for success/failure that you can think of.

When friendship and fashion equal success

By Alina Dizik

When launching Gilt Groupe, an online shopping site that currently has 3m
members, the co-founders did not write a traditional s business plan. Instead Alexis
Maybank, 35 and Alexandra Wilkis Wilson, 33, took what they had learnt from
Harvard Business School. "You could have taken a good month to write a beautiful
40-page business plan, but you could have lost a critical month in getting your
product to market,"” says Ms Maybank, who adds that competition was coming
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quickly. "You don't really know if an idea is going to take off before putting it in
front of customers."

And they did just that. The two founders used a short presentation to convey
their idea to the venture capitalists they had found through the business school
network. They also talked about what it was like to be two female entrepreneurs,
pitching an idea to male—dominated venture capital firms. "Talking about women's
fashion to a bunch of guys in Boston was difficult and something that hadn't been
pitched to them very many times," says Ms Maybank.

However, after initial investment, it took only two months to build a site that was
ready to test. Three years later, in spite of intense competition from newer sale sites
such as HauteLook or Rue La La in the US, Gilt is still expanding quickly.

Launched just before the US recession in November 2007, the Gilt site offers
limited-time fashion bargains to a restricted list of customer members, and the site's
members can invite new members to use the site. Gilt's business, dominated by its
fashion sales, draws "hundreds of thousands of people" checking its site each day, the
group says, mostly at or soon after it opens its selected daily sales at noon.

Exercises
1. Choose the alternative with the closest meaning to the expression in italic.
1) When launching Gilt Groupe, an online shopping site...
a) continuing
b) starting
¢) closing
2) ... that currently has 3m members,...
a) at the time
b) during the period
C) how
4) to write a traditional business plan.
a) usual
b) normal
¢) old-fashioned
5) You could have taken a good month to write a beautiful 40-page business plan, but
you could have lost a critical month ...
a) a difficult
b) a serious
C) an important
6) ... in getting your product to market,” says Ms Maybank, who adds that
competition was coming quickly.
a) bringing
b) obtaining
c) sending
7) "You don't really know if an idea is going to take off before putting it in front of
customers."
a) placing it to
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b) making it available to
C) serving it to

2. Find words and expressions in paragraph 2 with the number of letters shown
in brackets that mean the following.

a) A noun for people who start a business. (8)

b) A two-word combination for investors who put money into new businesses (7, 11)

¢) A noun for a group of people who communicate with each other, help each other,
etc. (7)

d) A two-word adjective used to describe a situation where there are more men than
women. (4-9)

e) A three-word combination for the organisations that the people in b) above work
for. (7,7, 5)

) A three-word expression used informally to refer to a group of men. (5, 2, 4)

g) A verb used twice in different forms to talk about explaining a new business idea
to possible investors. (Give the infinitive.) (5)

3. Read paragraphs 1 and 2. What does each word in italic below refer to?

a) They didn't write a traditional business plan.

b) They gave one to venture capitalists. (2 expressions)

¢) They found them through Harvard Business School.

d) It was difficult because they were not used to presentations like this. (2
expressions)

4. Read paragraphs 3 and 4 and decide if these statements about expressions as
they are used in the article are true or false.

a) Initial is used to describe something that relates to the beginning of something.

b) Build is only used in relation to houses and other buildings.

¢) Intense competition is weak.

d) If something expands, it grows.

e) A recession is a period when the economy gets smaller.

f) If goods are offered on a limited-time basis, they are available for a very long
period.

g) A bargain is when you pay a lot for something, more than you think it is worth.

5. What is the key message of the article? Choose the best summary.

a) Successful businesses always start on the basis of a detailed business plan, detailed
analysis and the opening of a number of stores.

b) Gilt Groupe was started by two women entrepreneurs who made short
presentations to possible investors, obtained initial investment, and built a website to
sell clothes at bargain prices.

¢) Gilt Groupe could not have succeeded without the support of students from
Harvard Business School.
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Over toyou 1

Think of a business you know that has started in the last ten years. (It could be
anything from a local restaurant to an e-commerce site.) Imagine a short presentation
that its founders might have made about their plans to get finance for the business.

Over to you 2

If you are doing business studies, economics, etc., think of a business case study that
has particularly interested you. What questions about planning would you ask the
business people involved?

If you are working in an organisation, identify one of its activities, products, markets,
etc. that would be interesting for students in a business school. What key facts about
the way it was planned would be useful for the students to know?

Reading 2
Read this article from the Financial Times by Rhymer Rigby and answer the
guestions

Before you read
What is the most important thing to remember when planning a business trip?
Planning efficient business trips
By Rhymer Righy

With business travellers expected to do more work in less time, how do you
ensure that you use the time you have in the best way?

Although it is fashionable at the moment to take public transport to the airport
and to fly economy, it might not be the best solution. "It might be better to be driven
to the airport if it means you can use the time to make calls," says Clare Evans, a time
management coach. "It's the same with business class. If you're a senior manager and
it means you can be productive, it's potentially cheaper. Calculate what your time is
worth."

It is better to get to the airport an hour early and spend the time working. Ms
Evans says: "Make sure you always have some work with you. With laptops and
smart phones, a decent lounge isn't that different to your office."” Ensure that you are
organised at the other end and don't take any more than carry-on luggage if you can
help it. Sites such as Dopplr and Triplt can help you organise your travel online and
alert you to delays.

“Arrange meetings with jet lag in mind,” says MsEvans. “If you’re on a long-
haul flight from London to Los Angeles, then mornings are going to be better for
you.” Spend the ‘lower quality” time on administrative tasks such as e-mail. Unless
the flight is very short, you do need to spend some time resting. “If you're away for
four days, you may be better off spending the flight relaxing rather than working.”

Exercises
1. Put the paragraph headings in the correct order.
a) You will be tired after a long flight
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b) Make best use of your travel time
¢) Plan your journey
d) Time is money

2. Read paragraphs 1 and 2 and decide if these statements about expressions are
true or false.

If...

a) you are expected to do something, this is what people want you to do.

b) you ensure that something will happen, you make certain that it will happen.
c¢) something is fashionable, not many people are doing it.

d) you find a solution to a problem, you find an answer to it.

e) you are driven somewhere, you drive yourself there.

f) you are productive, you don't do much useful work.

g) x is potentially cheaper than vy, it will certainly be cheaper.

h) your time is worth a particular amount, that is its value.

3. Relate these traveller's thoughts to the advice given in paragraph 3. Put the
thoughts into the same order as the pieces of advice given in the article.

a) 'l must check online to see if any of my flights are cancelled.'

b) 'I'm glad | brought the company's latest financial results to read.'

c) 'It's good that | only have hand luggage with me. I won't have to wait in the
baggage hall.’

d) 'It's only four o'clock and the flight doesn't leave till six.'

e) 'This place is nice and I can sit here quietly and get through a lot of work.'

4. Match the two parts to make expressions from paragraphs 3 and 4.

1 carry-on lag

2 jet time

3 long-haul tasks

4 lower quality luggage
5 administrative flight

5. Which one of these pieces of advice does not appear anywhere in the article?
a) Don't take too much luggage.

b) Organise meetings to take account of how you will be feeling when you arrive.
c) Don't eat or drink too much on the plane.

Over toyou 1
What advice would you give for planning a) a successful business trip, or b) a
successful holiday trip?

Over to you 2
This article is about time planning on business trips. What tips would you give for
time management in relation to planning your work or studies?
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Reading 3
Read this article from the Financial Times by Rahul Jacob and answer the questions.

Before you read
Give some examples of family-owned companies in your country.
Family conflicts in Asian companies
By Rahul Jacob

In Hong Kong, the man and woman on the street show more interest in the
lives of the city's tycoons than perhaps anywhere else in the world. On Tuesday,
Walter Kwok, who, following a dispute with his brothers and sisters, lost his stake in
one of the world's most valuable property companies, Sun Hung Kai Properties, said
that he had been offered HK$20bn ($2.6bn) to settle the dispute, but that it was not
enough.

The family-controlled public companies of Hong Kong are characteristic of the
Asian model of management, say observers. The Asian public company is often an
extension of the founding family. Asian business people typically trust an inner
circle, which starts with the family. Moreover, in developing countries, the personal
contacts between founder and family are more important than they are in the west.

The disputes between the two Indian billionaire brothers, Mukesh and Anil
Ambani of Reliance Industries, over the past few years have been on an epic scale. In
2009, the younger brother, Anil, even flew from Mumbai to the Himalayas seeking
the god Shiva's help in the hope of resolving his dispute with his brother. The
problem, says Joseph Ngai, who heads the Hong Kong office of McKinsey, the
consulting firm, is that in the typical familyrun business, family, ownership and
business issues are mixed together. "The more you can separate these three, the
longer your family business will last," says Mr Ngai.

Still, change is happening, so even in countries like India, long dominated by
family companies. The founders of Infosys Technologies, the Bangalore-based
software firm, were so determined to create a professionally-run company that they
ordered that none of the founders' children would be allowed to work in the business.

Exercises

1. Look through the whole article. Which headline (a-c) could be used instead of
the existing headline?

a) Family-run Asian companies and their problems

b) Family-run companies around the world

c) Family-run companies in India

2. Look through the whole article and find the names of:

a) a very rich property developer in Hong Kong.

b) the name of the company in which he had a stake.

¢) two Indian billionaire brothers.

d) their company.

e) a god whom one of the brothers went to 'see' in order to help solve a dispute.
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f) a consulting firm with an office in Hong Kong.
g) someone who works for it.
h) an Indian IT company.

3. Find words and expressions in paragraph 1 that mean the following.
a) ordinary people t (7 words)

b) very rich business owners t
¢) a conflict d
d) the percentage of a company that someone owns s
e) a verb used to talk about ending a conflict s

4. Read paragraph 2 and decide if these statements about expressions are true or
false.

a) Something characteristic of something is typical of it.

b) A model is a way of doing something that is not copied by anyone else.

¢) An extension of something is another part of it.

d) In a company, the boss's inner circle consists of people that he or she doesn't
know.

e) Your personal contacts are people that you don't know.

f) Someone who takes over a company is its founder.

5. Answer these questions about paragraph 3, starting your answers with the
words given.

a) Have the disputes between the Ambani brothers been on a small scale? - No, they...
b) Did one of the brothers seek outside help to resolve the dispute? - Yes, he even...

c) Why are disputes so difficult to resolve in family-run businesses? - Because many
different issues...

d) What is the best way to resolve them? - By...

e) What happens if you can resolve family business disputes? - The longer the
business ...

6. Complete the table with words in the form they are used in the article.

Verb Noun
head
separation
change
domination
found
order

7. Now match the nouns in Exercise 6 with related points from the article (a-f).
a) dividing family issues from business issues

b) the boss of McKinsey in Hong Kong

c) the position of family businesses compared to other businesses in India
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d) the instruction that the founders' children should not take over Infosys
e) the way that even in India things are not the same as before
f) the brothers who started Infosys Technologies

Over toyou 1
Why are family disputes, even non-business ones, so hard to resolve?

Over to you 2
What advantages do professional managers have over family members when running
a business?



Unit 10 Managing people

I. Topical Vocabulary
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‘A boat can’t have two captains’
Akira Mori, Japanese businessman

1 | qualities SIKOCTI

2 | to be an expert OyTH cIIemiagicTOM

3 | to focus on tasks OyTH 30Cepe/PKEHUM Ha 3aBJaHHIX

4 | to give orders BiJJaBaTH PO3MOPSKEHHS, HAaKa3

5 | to make suggestion BHOCHUTH ITPOIIO3HUIIIT

6 | tojudge people’s abilities OIIIHIOBATH JIIOJICHKI 31I0HOCTI

7 |toplan ahead IUTAHYBATH 3a3/1AJICTi b

8 | to be good with numbers rapHO paxyBaTH, TOPATHCH 3
nudpaMu

9 | flexibility THYYKiCTh

10 | to respond BIJITYKYBaTHUCS, pearyBaTH,
BIJIIIOBIIATH

11 | to delegate JOpyYaTH

12 | to communicate CHJIKYBaTHCS

13 | to invest 1) BMiaTu, BKIaJaTH, IHBECTYBaTH
(kamiTain)
2) HajaBatu (BJay, MIOBHOBAYXKEHHSI)

14 | to argue crepeyaTucs

15 | genuine CTpaBXXHIH, ICTHHHHH,
HeIm IpoOIeHU I

16 | to engender 30y IKyBaTH, TOPOJIXKYBATH,
BHUKJIMKATH

17 | mutual consideration CHJIbHI 0OTOBOPCHHSI

18 | employee engagement HapaJa mpaiiBHUKIB

19 | to hug MIIIHO 001MAaTH; CTUCKYBAaTH B
o0iiimMax

20 | to bow KJIQHSTHCSI

21 | enquiry 3aIuT

22 | to be on time BYACHO

23 | to dress OIATaTUCS

24 | to address 3BEpPTATHUCS

25 | to give gifts pPOOUTH MOAAPYHKHU

26 | to shake hands OTUCHYTH PYKY

I1. Starting up

1. What qualities and skills should a good manager have? Choose the six most
important from the list. Discuss your ideas with a partner.
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To be a good manager you need to:

1. be an expert. 7. make suggestions.

2. like people. 8. judge people's abilities.

3. focus on tasks, not people. 9. plan ahead.

4. enjoy working with others. 10. be good with numbers.

5. give orders. 11. make good presentations.
6. listen to others. 12. be older than your staff.

2. If you are managing people from different cultures, what other personal
gualities and skills do you need?

3.

Talk about the good or bad qualities of managers / bosses you have had.

I11. Vocabulary and Speech Exercises

1.

'Verb + preposition' combinations are often useful for describing skills and

personal qualities. Match the verbs (1-7) to the prepositions and phrases (a-g).
A good manager should:

~NOoO oIk WwN -

2.

3.

. respond a) in their employees' abilities.
. listen b) to a deputy as often as possible.
. deal c) to employees' concerns promptly.
. believe d) with colleagues clearly.
. delegate e) with problems quickly.
. communicate f) in regular training courses for employees.
. invest g) to all suggestions from staff.
Which do you think are the three most important qualities in Exercise 1?

Some verbs combine with more than one preposition.

He reports to the Marketing Director. (to someone)
The Sales Manager reported on last month's sales figures. (on something)
Say whether these combine with someone, something or both.

1.

2.

3.

a) report to

b) report on

a) apologise for
b) apologise to
a) talk to

b) talk about

. @) agree with

b) agree on

. @) argue about

b) argue with

. Complete these sentences with suitable prepositions from Exercise 3.
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1. 1 agreed her that we need to change our marketing strategy.

2. | talk my boss every Monday at our regular meeting.

3. We argued next year's budget for over an hour.

4. He apologised losing his temper.

5. We talked our financial problems for a long time.

6. The Finance Director argued our Managing Director over profit
sharing.

7. 1 apologised Paula for giving her the wrong figures.

8. Can we agree the date of our next meeting?

5. Write three questions using some of the ‘verb + preposition’ combinations
from Exercises 1 and 3. Then work in pairs and ask each other the questions.

6. Join up with another pair. Compare your answers to Exercise 2 above and
Starting up Exercise 1. What is your ideal manager like? Are they male or
female?

7. Complete the first gap in the sentences below with a verb from Box A and the
second gap with a preposition from Box B.

Box A Box B

believe communicate deal delegate in in to to to with with
invest listen respond

Seven ways to manage people more successfully
1. Your staff will often have good ideas and suggestions, so
what they have to say.
2. Do not think you have to do everything yourself tasks
other people.
3. Problems may be more difficult to solve if you wait too long, so

them as soon as you can.
4. Good employees want to develop professionally, so
courses and seminars for them.
5. Clear information is very important your employees
clearly so that they know exactly what you expect.
6. When your employees are satisfied, they work more effectively so

their needs without delay.

7. And finally, remember that trust is essential. Your staff need a manager that they
can strongly

8. Complete the sentences with the correct prepositions.

1. Staff often complained the new manager, saying he didn’t believe
their abilities.

2. Robert was arguing  his his boss taxation.
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3. Did she talk you her plans to leave the
company?

4. Good. So you all seemto agree  me  the main points.

5. They apologized everyone their failure to deal the
crisis.

6. The team had to report their progress the manager

every month.

9. These sentences are not correct. Supply, correct or delete the prepositions as
appropriate.

1. Robert never listens my suggestions.

2. Socialising colleagues is sometimes a good way to learn about what is happening
in different departments.

3. Linda would like to discuss about the report’s recommendations with you.

4. My company spends a lot of money for training courses for employees.

5. He may become a good manager. It depends of his communication skills.

6. She told to her boss that her new job was challenging.

IV. Reading Comprehension

1. What would you do if you were a director of your company or school and had
the power to change anything?

2. Douglas McGregor, a US psychologist, argued that managers hold one of two
theories about the people they have to deal with. Read this extract about the two
theories and say which you prefer, and why.

Theory X is based on a fairly negative view of human nature. It says that
people are essentially lazy and uncomfortable with the idea of having too much
responsibility for anything. They only turn up to work for the pay. Employees have to
be managed in a strict way, otherwise nothing will get done.

Theory Y on the other hand suggests people may be capable of something
more positive - that they will seek out responsibility and try to get better at their jobs
from which they can get significant personal satisfaction. Theory Y managers have
high expectations of their people. They are also much more likely to develop a truly
motivated workforce.

3. Read the article below. Say which theory is probably supported by the
management of Ruby's company, and which by the management of Geraldine's
company.
Share the power
by Stefan Stern
What does employee engagement look like in practice? John Smythe, from the
Engage for Change Consultancy, offers two situations to illustrate it.
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Imagine two different employees, called Ruby and Geraldine, who work for
different businesses. In the first situation, Ruby is invited to attend a morning
meeting titled "Help our recovery".

"The invitation states that all parts of the company have performed badly, and
that its parent company is unable to provide more cash for investment. It says that
fast action must be taken to stabilize the situation,"Mr Smythe explains. "But it also
says there are no secret plans for extreme action. It says: 'We want to communicate
openly. We also want you and your colleagues to take ownership with management
to solve the crisis, recognising that unpleasant options will have to be on the table."”

'‘Ruby is both concerned and flat-tered. She arrives at the meeting feeling like a
player rather than a spectator.

A two-month timetable is laid out in which she and her colleagues are invited
to use their knowledge to find achievable cost savings without damaging key
business areas.

In this process, Mr Smythe says there are three good questions employees can
be asked. What would they do if they:

* had a free hand in their day job?

* were a director of the company?

* had to propose important changes?

In this way employees can feel part of the decisions that are necessary. They don't
become demotivated.

The alternative scenario, which concerns Geraldine, is less appealing. She is
also invited to a meeting described as a "cascade briefing”. Rumours have been
spreading, so directors are hard to find, and there has been hardly any communication
from the company.

"At the cascade, her fears are confirmed when, in a PowerPoint presentation,
the full extent of the terrible state of the business is revealed for the first time," Mr
Smythe says. "Detailed management plans for restructuring and efficiencies are
revealed. The focus is all on reduction, with no hint of new business opportunities.
Geraldine feels less like a spectator and more like a victim. To varying degrees, her
colleagues leave the meeting in shock."

"When have you felt most engaged and most valued and in a successful project
or period at work?" he asks. "Absolutely none of us is going to report that it was more
like Geraldine's experience."

4. Read the article again and say if these statements are true (T), false (F) or the
article doesn't say (DS).

1. Ruby and Geraldine were both invited to a meeting.

2. Ruby felt part of the decision-making process.

3. Ruby and Geraldine both left their meetings in shock.

4. The companies that Ruby and Geraldine work for are both having problems.

5. Geraldine enjoyed her meeting more than Ruby.

6. Communication was better in Geraldine's company than Ruby's.

7. After the meeting, Ruby was invited to a staff party.
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8. Geraldine's company focused on reduction.
9. Geraldine is looking for another job.

5. In pairs, tell each other about:

1. when you have felt most engaged and most valued at work, or in a sports team, or
in your daily life;

2. the best way to communicate bad news;

3. any other theories of managing people that you know.

V. Listening Comprehension

Managing people
1. Laurie Mullins is the author of Management and organizational behaviour.
Listen to the first part of the interview and answer these questions.
1. Who was the first manager that impressed Laurie?
2. How do you spell his name?
3. What was his job?
4. What three things did he emphasise?

2. Complete the table with appropriate forms of words from part one.

Verb (infinitive) Noun (singular)

influence

manage

pioneer

emphasise

control

profit

retail

3. Match the nouns above (1-8) to their meanings (a-h).

a) a person or organisation that is the first to do something

b) selling to consumers rather than to other businesses

c) power to change other people's opinions, behaviour, etc.

d) the way organisations are structured, employees told what to do, etc.
e) the importance given to something in relation to something else

f) when you get more money from sales than you have spent

g) someone who tells employees what to do

h) the power to make decisions about how an organisation works

4. Listen to the second part and complete these notes.
Anita Roddick

* founded The Body Shop in 1)
* displayed a genuine 2) towards staff
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* strong belief in:

- environmental and 3) Issues

- feminist principles

- practical 4) to Third World countries

* not possible to provide 5) and social support without making a
profit

* was in business to make a 6)
Richard Branson

« founded the 7) brand in 8)

* over 9) companies

« famous for combining a true 10) spirit with a genuine
11) for people.

5. Complete these statements with expressions from part two.
1 The attitudes and beliefs that guide someone's behaviour together form their
ph
2 Someone who starts a business is its f
3 Something that is real is g
4 Subjects, problems, etc. that are dlscussed are i
5 Moral ideas that guide your behaviour are your pr
6 Another word for 'help’is a
7 If you believe something strongly, you belleve itf
8 Large amounts of money are s S

6. Listen to part three. Match the issues (1-6) with the imaginary comments (a-f)
made by employees working under one of the three managers mentioned.

1 communication a) 'He never shouts at people.’

2 involvement b) 'When she says something, it's always
so clear what she means!'

3 availability/visibility c) 'He's a real hands-on type of manager.'

4 commitment d) 'l think he will always do the best thing
for all of us.'

5 respect/consideration e) "The door to her office is always open.'

6 trust f) 'l want to do my Dbest for the
organisation.'

7. Listen to the final part and complete this summary.

All three managers had or have a genuine belief in effective
involvement and for their staff; so that staff can see
them, them; and they were able to have immediate with
them.
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All either did or do engender a genuine from members of their staff.
All three had or have a genuine belief in creating a climate of mutual consideration,
and with their staff.

8. In pairs, tell each other which manager you would like to work for. Why?
VI. Skills “Socialising and entertaining”

1. Socialising is an important part of good management. When socializing for
business in your country, how important are the following?

1. being on time

2. the way people dress

3. what people are interested in, e.g. fashion, football, etc.

4. how you address people (first names or family names?)

5. giving gifts

6. shaking hands / kissing / hugging / bowing

2. Paul is on a business trip to Syria. Mohammed is a Syrian business contact.
Listen to their conversation, then answer these questions.

1. What does Mohammed invite Paul to do?

2. Does Paul accept?

3. Complete this extract from the conversation in Exercise 2.

Paul: Mmm, 1) to invite me, Mohammed, but I think I'd prefer to stay
in the hotel, 2) I'm really tired at the moment. It was a long flight, and
| feel a little jet-lagged. | need an early night.

Mohammed: OK, Paul, | 3) . Perhaps we could meet Abdullah at the
weekend.

4. Paul is being entertained by Abdullah and Mohammed. Listen to their
conversation. Below are the answers to three questions. What were the
guestions?

1. Well, we like the same things as Western people.

2. | generally watch television with my wife.

3. I like to go out to restaurants.

5. Listen to another part of the conversation between Paul and Abdullah. Why
has Paul come to Damascus? How can Abdullah help him?

6. Listen again. In which order do you hear these sentences?
a) | do know someone who might help you.

b) Would you like me to give him a call first?

¢) Can you recommend anyone?

d) Hold on a minute, I've got his business card.
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e) I'm looking for a company to supply carpets for my store.
) He specialises in traditional designs.

7. Role-play this situation.
You meet a business contact in a foreign country. Find out this information.

a) how they spend their weekends ¢) what they do in the evenings
b) where they go for their holidays d) what kind of hobbies and sports they
like

Also, you want to find an agent for your firm's products. Ask him/her if they can
help.

Useful language

MAKING EXCUSES MAKING CONVERSATION NETWORKING

I'm afraid | already have plansto ... What do you like to do in your spare I'm looking for...

Id like to take it easy if you don’t mind,  time? Can you recommend anyone?

It's very kind of you, but another time How do you spend your evenings/ Do you have any contacts in...?

perhaps. R ) ) | could make some enquiries for you.
What's your favourite hobby/pastime? | might be able to help.

SAYING GOODBYE / THANKING Where are you going for your holiday Can | mention your name?

this year?
Can you tell me about any interesting
places to visit?

What/How about you?
What do you usually do after work?

Thanks very much for your hospitality. Would you like me to give them a call

first?
Let me give you their business card.

I really enjoyed the meal.

Thanks for showing me round the city.
I'll be in touch soon.

Goodbye. All the best.

VI1I. Self-directed work

Reading
Read this article from the Financial Times by Brian Groom and answer the questions.

Before you read
What is the most important characteristic of a good manager? Give reasons.

Do you like the way you are managed?
By Brian Groom

Research among 3,000 employees by the Chartered Institute of Personnel and
Development (CIPD) found the proportion of people happy with their job had
increased to +46 per cent (percentage satisfied minus percentage dissatisfied),
compared with +26 per cent in a similar survey last year.

However, the CIPD's new quarterly Employee Outlook survey suggested
problems were developing that would damage employee well-being, morale and
commitment if not dealt with. Three-quarters of employees said their organisation had
been affected by the recession, with 52 per cent saying that there had been increases
in work-related stress as a consequence, and 38 per cent saying there had been an
upsurge in office politics. The proportion of people who said their jobs made them
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worried or tense had also increased and nearly six in ten said they were worried by
the future.

The survey also highlighted problems with how people are managed. Although
most felt treated fairly by their line manager, they were less happy with how far their
manager discussed their training and development, gave feedback or coached them.
Employees were particularly critical or senior managers, with less than a fifth
agreeing that they trusted them and only a quarter agreeing that they consulted
employees about important decisions.

Ben Willmott senior public policy adviser at the CIPD, said: "Employers must
ensure arrangements for informing and consulting employees over major changes,
such as redundancy, are effective, if they want to improve trust in senior
management. They also need to invest in developing line managers' people
management skills, particularly in coaching and performance management, if they
want to boost employee commitment and productivity. They must ensure managers
can spot the early warning signs of stress and provide support to help people
struggling to cope."

Exercises

1. Look through the whole article. What is it mainly about?
a) employees' opinions of their companies

b) managers' opinions of their employees confirmed

¢) neither of the above

2. Look through the whole article and match the figures to the things that they
refer to.

1. 3,000 a) those saying that stress levels had
increased

2. +46 per cent b) those saying that they were consulted
by senior managers when there were big
changes

3. +26 per cent c) the number of people interviewed for
the survey

4. three-quarters d) those saying there had been an increase
in office politics

5. 52 per cent e) those who said they trusted senior
managers

6. 38 per cent f) the deference between satisfied and
dissatisfied employees this year

7. nearly six in ten g) those affected by the recession

8. less than a fifth h) those worried about the future

9. a quarter 1) the difference betweensatisfied and
dissatisfied employees last year
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3. Complete the table with words from paragraph 2, in the form they are used in
the article.

Verb Noun

employ

survey
suggestion
development

commit

increase

stress

4. Now match the nouns in Exercise 3 to their meanings in the context of this
article.

a) a set of questions that you ask a lot of people in order to find out about their
opinions

b) continuous feelings of worry

c) when there is more of something than before

d) caring about your organisation and its success

e) improving employees' skills

) something that may be true, but needs to be confirmed

g) someone who works for an organization

5. Complete these statements with words from the text, using the correct form of
the words.

If...

a) you are involved in trying to get personal advantage in relation to others who work
with you. you are involved in (6 letters, 8 letters)

b) you are unhappy because of a problem, you are about it. (7 letters)
c) a problem is , it is discussed and people pay attention to it. (11 letters)
d) people are treated in a proper way, they are treated (6 letters)

e) people talk about a problem, they it. (7 letters)

f) you give to someone, you tell them how they are doing, how good
their work is, etc. (8 letters)

g) a manager an employee, he or she gives them help and advice about
their career. (7 letters)

h) you are of something, you do not like it. (8 letters)

1) managers employees about changes, etc., they discuss the

changes with them. (7 letters).

6. Relate the issues (1-4) from paragraph 4 to what different employees might
have said to the researchers (a-d).

1. redundancy a) ‘I always believe what our Chief
Executive tells us’.

2.trust in senior management b) ‘She goes round talking to herself
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the whole time.’

3. boosting productivity c) ‘A quarter of us are going to lose our
jobs.’
4. early warning signs of stress d) ‘If they gave us better computers, we

could do more work.’

Overtoyou 1
What are the biggest causes of stress in your organisation?

Over to you 2
What can senior managers do to increase employees’ trust in them? Give five
examples.

Reading 2
Read this article from the Financial Times by Yih-teen Lee and Pablo Cardona and
answer the questions.

Before you read
What products is Switzerland famous for?
Victorinox
By Yih-teen Lee and Pablo Cardona

Victorinox is famous for its core product - the Swiss army knife. The company
was founded in 1884 in Ibach, a small town in the German-speaking part of
Switzerland, by Karl Elsener. He wanted to create jobs that would be long term. This
has remained a cornerstone of the company culture.

After the terrorist attacks on the US in September 2001, new airline safety
regulations around the world stopped passengers from taking knives on board. The
rules had a serious effect on Victorinox, because sales of pocket tools at airports
were important sales channels. Victorinox needed to find a way to survive and to deal
with the fact that there were too many employees.

Victorinox decided not to get rid of workers. However, it stopped hiring new
workers, cancelled overtime and reduced the workday by 15 minutes. Employees
were encouraged to take vacation, sometimes in advance of when it was due.
Victorinox kept all the employees on its own payroll, while lending 80 or so to other
companies for up to six months.

Having committed workers who understand and share the company mission
Is the goal of many businesses. But few achieve this. The secret lies in the way
that Victorinox has always treated its employees. It created some employee-
oriented management systems, such as long-term employment. training and
development opportunities, and a policy which aims to better integrate young
and older workers, immigrants, and people with disabilities into its workforce. It
also maintains a 5:1 salary ratio between the highestpaid and average-paid workers.
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1. Put the paragraph headings in the correct order.
a) The strategic response

b) The key lessons

¢) The challenge

d) Company history

2. Choose the alternative with the closest meaning to the expression in italic.
1) Victorinox is famous ...
a) infamous
b) well-known
C) interesting
2) ... for its core product - the Swiss army knife
a) most important
b) most profitable
c) sharpest
3) The company was founded in 1884 in Ibach, a small town in the German-speaking
part of Switzerland, by Karl Elsener.
a) begin
b) placed
C) started
4) He wanted to create jobs that would be long term.
a) were necessary
b) were well-paid
¢) would last
5) This has remained a cornerstone of the company culture.
a) one of the most important parts
b) one of the most interesting parts
c) one of the weakest parts
6) because sales of pocket tools at airports were important sales channels.
a) spreading
b) distribution
c) delivery

3. Read paragraph 3 and decide if these statements are true or false.
After 9/11, Victorinox ...

a) asked some of its employees to leave the company.

b) took no action at all.

C) stopped recruiting.

d) stopped asking employees to work more than the normal number of hours.
e) asked employees to work the normal number of hours.

f) told employees to go on holiday.
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4. Find words in paragraph 4 with the number of letters shown in brackets that
mean the following.

a) A word ending in -ed that describes employees who believe in their organisation,
want to do their best for it, etc. (9)

b) A noun used to talk about the company’s purpose. (7)

¢) A noun meaning objective, also used in football. (A)

d) A verb used to talk about reaching objectives. (Give the infinitive.) (7)

e) A verb used here to talk about how the company considers its employees, what it
does for them, etc. (Give the infinitive.) (5)

f) A word combination used to describe things that are good for workers. (8-8)

g) A noun used to talk about the way that employees can learn new skills, get more
important jobs in the company, etc. (11)

h) A noun referring to people who come from other countries. (10)

1) A verb used to say that a situation is kept, not changed. (Give the infinitive.) (8)

5. Choose the best summary of the whole article.

Victorinox...

a) has always had employee-oriented policies, and its actions after 9/11 were part of
this long-term ‘philosophy’.

b) treated its employees particularly well when sales fell after the 9/11 attacks.

c) is always willing for its employees to work for other companies, rather than lay
them off.

Over toyou 1
Why do you think many companies don’t share Victorinox’s values? What reasons
might they give?

Over to you 2

Think about your organisation or one you would like to work for. If there was a
sudden fall in its sales, which of the crisis management actions taken by Victorinox, if
any, could be taken by it? Give reasons.

Reading 3
Read this article from the Financial Times by Stefan Stern and answer the questions.

Before you read
Do you like arguments, or do you try to avoid them? Give your reasons.
The challenge of conflict
By Stefan Stern
Robert McHenry, chief executive of OPP, the Oxford-based business
psychology consultancy, says that some organisations may be hiding conflicts that
should be out in the open. "Clients sometimes tell us that their biggest problem is the
lack of conflict in their organisations,” he says. "They say that senior leaders create a
culture where people prefer to 'keep their head down' and not offer feedback or ideas:
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conflict damages performance."

OPP recently surveyed 5,000 employees in Europe and America to find out
about their experience of conflict at work. They found that, on average, each
employee spends 2.1 hours a week-roughly one day a monthdealing with conflict in
some way. Most managers find this difficult to manage. Some, but not enough,
receive training in the kind of communication skills that can help to resolve conflict.

It's not all bad news. According to another piece of new research, conflict
might offer the chance to improve your company's performance. Early results from
the research point to the role of successfully managed conflict in the development of
effective corporate strategy. In their work with international businesses, the London-
based consultancy Cognosis has found that managers who deal with conflict
successfully will get better performance from their staff.

How can you benefit from djsagreement? Conflict should be managed,
Cognosis has found. In open corporate cultures, employees feel able to challenge
senior managers. Indeed, so managers will actively ask them for their views. "One of
the characteristics of effective leaders is their ability to both challenge others and be
challenged themselves in a positive way," says Richard Brown, managing partner at
Cognosis.

Exercises

1. Look through the whole article. What is it mainly about?
a) Marketing

b) Finance

¢) Human resources

2. Look through the whole article and find the names of:
a) two people who work for consultancies.

b) their job titles.

¢) the names of the two consultancies.

d) the places where they are based.

3. Read paragraph 1 and decide if these statements about expressions are true or
false.

If...

a) you hide something, you do not discuss it.

b) something is out in the open, it is not discussed.

c) there is a lack of something, there is lots of it.

d) you keep your head down, you do not comment on things, make trouble, etc.

e) you offer feedback on something, you give your opinion about it.

f) x damages y, it is good for y.

4. Find words and expressions in paragraph 2 that mean the following.
a) asked questions
b) workers
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¢) get information
d) typically
e) managing
f) type

g) solver

5. Match the two parts to make expressions from paragraph 3.

1 bad conflict

2 new businesses

3 successfully managed research
4 effective news

5 international performance

6 better corporate strategy

6. Now match the expressions in Exercise 5 to their meanings.
a) when employees produce improved results

b) when arguments are dealt with in a good way

c¢) information that was not available before

d) companies that operate in more than one country

e) a company's plans for its future that are successful

f) new information that is not good

7. In what order do these points occur in paragraph 4?

a) In these companies, bosses will ask employees for their opinions.

b) In some companies, workers are free to criticize their bosses.

¢) How can you get an advantage from conflict?

d) Good bosses are able to criticise others, and able to accept criticism from others.
e) Disagreement is something that should happen in an organised way.

Over toyou 1
Do you think that conflict in organisations can be a good thing, as the article says?
Why? / Why not?

Over to you 2
... on average, each employee spends 2.1 hours a weekroughly one day a month-
dealing with conflict in some way. Is this your experience? Why? / Why not?
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YACTHHA 3.
METOJAWYHI PEKOMEHJAII 3 OPTAHI3AIIILI CAMOCTIMHOI
POBOTHU CTYJIEHTIB

PART 3.
STUDENTS’ SELF-DIRECTED ACTIVITY ORGANIZATION GUIDE
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TENSE FORMS OF THE VERB
Indefinite Tenses
Bubepimv npasunviy 6i0nogios.

Level 1

1.1. We ... to Odessa for our holidays last year.

a) goes b) going ¢) have gone d) went

1.2. People ... English all over the world.

a) speaks b) speak ¢) has spoken d) had spoken
1.3. Victor ... ..any mistakes in the text, did he?

a) didn't make b) made ¢) had made d) hadn't made
1.4. Every day they ... their dinner at the canteen.

a) have b) has c) are having d) were having
1.5. I usually ... this fence once a year.

a) paint b) paints C) am painting d) was painting
1.6. Don't worry. I ... here to help you.

a) is not b) shall be ¢) wouldn't be d) had been
1.7. 1 ... she is busy at the moment.

a) will think b) thought c) think d) was thinking
1.8. She ... very ill three years ago.

a) has been b) had been C) was d) was being
1.9. There is a new road to the motorway. They ... it yesterday.

a) had opened  b) opened ¢) have opened d) were opened
1.10. The earth ... round the sun.

a) goes b) went C) was going N d) has gone
1.11. In Britain most of the shops usually ... at 5.30 p.m.

a) closes b) close ¢) have closed d) shall close
1.12. In summer Nick usually ... tennis twice a week.

a) play b) plays c) is playing d) was playing
1.13. | have a car, but I ... it very often.

a) don't use b) do use ¢) am not using d) didn't use
1.14. If you need money, why ... a job?

a) don't you get b) do you get

¢) hadn't you got d) weren't you getting

1.15. The River Amazon ... into the Atlantic Ocean.

a) flows b) is flown c) flow d) is flowing
1.16. How often ... tennis?

a) is Tom playing b) does Tom play

¢) was Tom playing d) did Tom played

1.17. The teachers didn't have dinner at the canteen, ... they?

a) did b) didn't ¢) had d) hadn't

1.18. How many pages ... a day?

a) are you reading b) do you read

C) you read d) had you read

1.19. They watched TV and then ... to bed.
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a) had been going b) went

C) were going d) had gone

1.20. 1 ... your telephone number.

a) do not know b) am not knowing

¢) had not known d) shall have known

Level 2

2.1. I think I'll buy these shoes. They ... me really well.

a) fit b) have fit c) fitted d) were fitting
2.2. She asked when the secretary usually ... .

a) is coming b) came C) come d) will come
2.3. I'll tell Anna all the news when 1 ... her.

a) shall see b) saw C) see d) will be seeing
2.4. Wipe your feet before you ... into the room.

a) has come b) had come C) come d) would come
2.5. I wonder if Paul ... me a lift to work.

a) is giving b) will give C) gives d) will be giving
2.6. The teacher told us that magnet ... iron.

a) attracted b) attract C) attracts d) is attracted
2.7. She will speak to Professor Moore as soon as he ... free.

a) will be b) shall be c)is d) were

2.8. She had studied Spanish before she ... to Madrid.

a) had come b) comes C) came d) would come

2.9. You didn't even try to find out if I ... to your proposal.

a) will agree b) shall agree c) would agree  d) agree

2.10. Christopher ... his hand, but it is OK now.

a) have hurt b) hurt c) hurts d) had hurt
2.11. Something very strange ... to me on my way home from work yesterday
afternoon.

a) happened b) was happening c) happens d) has happened
2.12. 1 don't want a steak. | think I ... the chicken.

a) will have had b) have ¢) am having d) shall have
2.13. 1 remember when I ... on holiday abroad for the first time.

a) went b) has gone C) go d) had gone
2.14. He'll be ready as soon as you ... .

a) be b) are going to be C) are d) will be

2.15. I'm afraid we ... the last train if we don't take a taxi.

a) miss b) shall miss ) missed d) shall be missing
2.16. By the time the guests ... the children will have decorated the fir-tree.

a) arrived b) arrive

c) will arrive d) would have arrived

2.17. | hope Lucy ... to my birthday party.

a) was coming b) come c) will come d) will be coming.

2.18. As soon as the exams ... over the students will leave for their homes.



215

a) are b) will be C) were d) would be

2.19. Bill wondered if they ... .

a) would marry b) marry

c) will marry d) are going to marry

2.20. I'll visit them as soon as they ... next month.

a) marry b) will marry c) will be married d) married
Level 3*

3.1. I wrote to you to ask not to see anyone till I ... .

a) come b) have come C) came d) should come
3.2. Higher education in the USA ... in 1636 when the first colonists ... Harvard
College.

a) has begun, founded b) began, have founded

¢) began, founded d) was beginning, have founded

3.3. We must go now. The play ... in half an hour.

a) starts b) is starting

¢) would start d) will have started

3.4. How long is it since you ... here?

a) had moved b) move

c) moved d) was moving

3.5. The plane ... London at 9.45.

a) shall reach b) is going to reach

c) will reach d) reaches

3.6. He ... for the company for thirty years before he retired.

a) has been working b) worked

c) was working d) had been working

3.7. He wanted her to believe that when he ... things would change.

a) returns b) would return C) returned d) will return
3.8. He said he would tell me all about it when he ... back.

a) got b) gets ¢) would get d) will get
3.9. “Do you often go on holiday?" No, it's five years since I ... on holiday.

a) have gone b) went c) had gone d) go
3.10. The boy asked the tour guide where the main tourist office ... .

a)is b) has been c) will be d) was
3.11. I inquired when the train to Odessa ... .

a) was starting  b) started c¢) should start  d) will star

3.12. The sight was so lovely I ... very early just to see the sun come up.
a)getup b) have got up ¢) used to get up d) was getting up

3.13. «All right,» said the old gentleman, «I'll be here until your friend ...,
and then I ... somewhere.»

a) will come back, will stand b) won't come back, stand

c) comes back, will stand d) will come back, will be standing
3.14. 1 ... itunless you ... .

a) would never understand, would explain



b) will never understand, have explained

c) will never understand, explain

d) will never understand, will explain

3.15. She ... away from the ball at about four o'clock in the morning.

a) turns b) has turned ¢) turned d) is turning
3.16. He told me that he ... it to my husband, unless | ... him a certain
document.

a) will show, gave b) would show, gave

¢) would show, would give d) showed, would give

3.17. He ..., .... a can from the porch, and ... to water the flowers.

a) had got up, fetched, began b) had got up, had fetched, began

C) was getting up, fetched, began d) got up, fetched, began
3.18. A hot coal ... from the fire and ... a hole in the carpet.

a) has dropped, burnt b) had dropped, burnt

¢) dropped, was burning d) dropped, burnt

3.19. When the evening ... | ... that it ... an imprudence to leave so
precious a thing in the office behind me.

a) had come, felt, was b) came, felt, would be

c) came, had felt, would be d) came, was feeling, was
3.20. I only ... to ask you how you ... from here to the Strand.

a) had wished, would go b) wished, will go

¢) wished, would go d) wish, would go

Busznaume npasunvruii eapianm nepexiaoy.
1. 1 was glad to find my lost book under the table.
a) S 3pajiB, KOJIM s 3HAUIIIOB CBOIO YJIFOOJICHY KHUXKKY IT1J1 CTOJIOM.

b) 51 6yB macnuBwMii Bij| TOTO, IO 3HAMIIIOB MO0 JTy’KE€ MOTPIOHY KHUKKY Ha CTOJII.

C) A 3pajiB, KOJIM 3HAUIIOB CBOIO 3ary0JicHY KHHKKY ITiJI CTOJIOM.
d) MeHi paicHO 3HANTH CBOIO KHIIKKY ITiJI CTOJIOM.

2. He doesn't often write sentences on the blackboard.
a) Bin He yacTo muille peyeHHs Ha JOIIII].

b) Bin yacTo He mucaB peYeHHS Ha JTOIIIII.

C) Bin 3aBxau He MuIle peueHHsI Ha JTOIIIT.

d) Bin He 3aBX11 MKCaB PEUCHHS HA JIOIIII.

3. Many birds fly to the south in autumn.

a) baraTo nraxiB BiJJICTIIM Ha IiBJACHL BOCCHH.
b) BaraTo nTaxiB BifJIiTalOTh Ha MiBJACHH BOCCHHU.
) bararto nraxiB Bi/JIETATH Ha MiBJACHb BOCCHH.
d) Bararo nraxiB BiJUIeTiJIM HA MMiBHIY BOCCHH.

4. Her father teaches History at our school.
a) Moro 6aThKo BUKJIaJa€ iICTOPIIO B HAIIIIM IIKOJII.

216
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b) Ii 6aThKk0 BUKNagaB icTOPiIO B HAMIH MKOI.
c) i 6aTbKkO BHKIIaaTHME iCTOPIFO B HAIIIH IIIKOJTI.
d) [i 6aThKkO BHKIIaJIa€ ICTOPIIO B HAIIIN IITKOJII.

5. They spend their holidays in the country.
a) Bonu mpoBosTE CBOT KaHIKYJIH B CEJIi.

b) Bonu npoBoaSTh CBOT KaHIKYJIH B Iil KpaiHi.
) Bonu mpoBoniK ¢BOT KaHIKYJIM B CEJIi.

d) Bonu npoBenu cBOT KaHIKYJIU 3@ MiCTOM.

6. He does read English books in the original.

a) Bin, MOXJIMBO, UUTA€ aHTIIACHKI KHUTH B OPHUT1HAI.
b) Bix ynTae aHTIIHCHKI KHUTH B OpUTIHAITI.

C) BiH Taku yuTa€ aHTIIMCHKI KHUTH B OPUTIHAIII.

d) Bin He ynTae aHMIIIHCHKI KHUTH B OpUTIHAITI.

7. She was happy to find the necessary dictionary in the language room.

a) Bona Oysia njaciuBa 3 TOro, o 3HalIUIa NOTPIOHUH il CJIOBHUK y KaO1HETI MOBH.
b) Bona Oya maciuBa, KOJIM 3HaiIILIA CIOBHUK y KaOiHETI MOBH.

) Bona 3pasina, Koju 3HaiILIIa MOTPIOHKUH CIIOBHHK Y 0i0Ti0TeII].

d) Bona Oysna pajia 3HaiTH LieH CIOBHUK y KaOIHETI.

8. I was afraid you misunderstood my proposal.

a) Sl Gosimacsi, o BU HEMPABIIILHO PO3YyMI€TE MOFO TIPOTIO3HIIIFO.
b) 51 6orock, 110 BH HEMTPABHIILHO 3PO3YMIIH MOIO ITPOIO3UILIIO.

C) S Gosutacs, 110 B HEMPABUIBLHO 3pO3yMIIA MO MPOTIO3HIIIFO.
d) 4 Gosnacst, 0 BU HEMPABUIILHO 3pO3yMUIHA O MOIO ITPOIO3UILIIO.

9. We all agree that it is better late than never.

a) Mu Bci 3rofHi, 110 Kpallie Mi3Ho, Hi’K HIKOJIU.

b) Mu Bci Oynu 3rojHi, IO Kparle mi3HO, HiXK HIKOJIH.
C) Mu MoroanjIxch, 110 Kpalile mi3Hilie, HiXk HiKOJIH.
d) Mu BBa)kasu, 1110 Kpalle Mi3HO, Hi’ HIKOJIH.

10. Foreign language clubs give a lot for developing the general outlook of our
pupils.

a) Kiry6 iHO3eMHO1 MOBH CIIpHsi€ PO3BUTKY CBITOTJISAY YUHIB.

b) Yuni po3BHBaIOTH CBiii 3araJibHUIA CBITOTJIS Y KITyOax iHO3EMHUX MOB.

c) KiyOu iHO3eMHOI MOBM YMUMAJIO JAlOTh JJIi PO3BUTKY 3arajlbHOTO CBITOTJISIY
HalIUX YYHIB.

d) KiryOu iHO3eMHOT MOBH JIOTIOMArarTh pO3BUBATH KPYTro3ip HAIIUX yYHIB.

11. The delegation arrived in London yesterday at dawn.
a) [lenerarris npuOyna 1o JIoH10HA CHOTO/IHI BPaHIII.
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b) deneramis BinOyna g0 JIongoHa BYOpa HA CBITAHKY.
¢) Heneramis npubya 10 JIoHgoHa BUopa BBEUEpi.
d) leneraris npu0yaa no JIoHgoHa BUOpa Ha CBITAHKY.

12. He found the book very interesting.
a) Bid 3Hal1IOB MyXe MIKaBy KHHTY.

b) Bin BBa)kaB, 110 KHHra Jy>Xe IiKaBa.
c) Kuura riomy He criojjo0aiach.

d) Biu 3aryouB ay»e LiKaBy KHHTY.

13. I'll be most interested to meet the teachers and to discuss their plans.
a) Meni Oyne ayke IiKaBO 3yCTPITUCS 3 YUUTEIIMH ¥ OOTOBOPUTH 1XHI TIaHHU.
b) Mewni Oyio 06 HiKaBO MOOAYUTH YUUTEIIB Ta OOTOBOPUTH TXHI TUTAHH.

C) MeHe aye MiKaBUTh 3yCTPIid 3 YUUTEISAIMHU Ta 0OrOBOPEHHS IXHIX IUIAHIB.
d) Haii6inpur mikaBuM U1l MEHE € Meperyis/l IJIaHiB YUUTEIiB.

14. 1 shall help you to plant trees next week.

a) S nonomoxxy Bam canuTtu nepeBa HaCTYIMHOTO THXKHSL.

b) 51 momomoria Bam cagutu nepeBa HACTYITHOTO THIKHSL.

¢) A momomoria 0 ToOI caauTH AepeBa HACTYITHOTO THIKHS.
d) S 3M0Ky TOIIOMOI'TH CaUTH ACPEBa HACTYITHOIO THIKHS.

15. There will be a lot of people at the meeting today.
a) CrorojiHi Ha 300pax Oyjie 6araTo JIroAcH.

b) Croroani Ha 300pax Oyze Majo JItOaCH.

¢) CrorojHi Ha 300pax Oys10 0araTo JrOACH.

d) CroronHi Ha 300pax He Oyje Oararo JioeH.

16. I'm going to work at school after | graduate from the university.
a) 5l 30uparocs mpalroBaTH y MIKOJ1 MICHs TOr0, K 3aKIH4Y YHIBEPCHUTET.
b) S moimy mpamroBaTi B MIKOJII MICJIS TOTO, SIK 3aKiHYY YHIBEPCHTET.

C) S mparroBaTUMY B IIKOJII MiCJIS TOTO, K 3aKiHUY YHIBEPCHUTET.

d) S He nparrOBaTUMY B IIKOJI MIC/IS 3aKIHUCHHS YHIBEPCUTETY.

17. 1 shan't be angry with you if you don't visit this museum.

a) S He po3cepKyCh Ha Bac, SIKIIO BU HE BIABIIAETE IIEH My3eil.

b) 51 He po3cepmKych Ha Bac, SKILO BH BiIBiIa€Te el My3eii.

C) S He po3cepaunacs 6 Ha Bac, SKOW BU HE BIJBIAAIH 1€l My3ei.

d) 4 He po3cepKyCch Ha Bac 3a YMOBH, 1[0 BH BiJIBIIa€Te IIEH My3¢eH.

18. He was sure his friend would make much progress in English.

a) Bin yneBHeHHid, 1110 HOTO APYT JOCSITHE 3HAYHOTO YCHIXY Y BUBYEHHI aHTIIIMCHKOT
MOBH.

b) Bin ynieBHeHMiA y TOMY, 1[0 HOTO JAPYT YCHIIIHO OBOJIOJIIB MOBOIO.
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Cc) Bim OyB ymneBHeHWii, IO HOro Jpyr JOCATHE 3HAYHOTO YCIIXy y BHBUYCHHI
aHTIIIHCHKOT MOBH.

d) Bin OyB ymeBHEHHMH, MO HOTO APYT JOCSATHE NMPOTPECy Yy BUBUYCHHI aHTIIIHACHKOI
MOBH.

19. In his letter he informed that he would come to visit us if he passed his exams
successfully.

a) Y cBOEMY JIMCTI BiH TOBIJIOMUB, 110 TPHiAE BIABIIATH HAC, SKIIO YCHIITHO CKIa/e
ICIIUTH.

b) V cBoeMy smcTi BiH MOBIAOMSE, IO MPHUiAC BiABIJATH HAC, SKIIO YCIIIIHO CKJIaae
ICIIUTH.

C) Y cBOEMy JIMCTI BiH MOBIJOMIISE, [0 XOYE BIiJBIIATH HAC, SKIIO YCIIIIHO CKJIae
ICIIUTH.

d) Y cBoemy nHCTI BiH MOBIJOMHTbH, IIO XOTIB OM BIABIZATH HAC, SKIIO YCIIIIIHO
CKJIaJ€ 1ICIUTH.

20. 1 sometimes go to the skating-rink, though | am a bad skater.
a) S 3aBxIM XOKy Ha KaTOK, X04a 5 IOTaHUN KOB3aHSIP.

b) 51 iHoAi XOIKy Ha KaTOK, X04a 5 IOTaHUI KOB3aHsP.

C) 4 BiABiAYIO KaTOK, XO4Ya s MOTaHUI KOB3aHsP.

d) 4 iHoai XOMKy Ha KaToK, ajie s IOTaHuil KOB3aHsP.

21. She is so fond of playing the piano that she spends nearly all her free time
playing it.

a) BoHa Tak J00MTH TpaTH Ha MiaHiHO, 110 MPOBOANUTH Maike BECh BIJIBHHUU Yac 3a
HUM.

b) Bona Tak rpae Ha miaHiHO, 1110 MPOBOANUTH MaiXKe BECh BUTbHHIA YacC 32 HHM.

C) Bona Tak yroOwiia rpatu Ha MiaHiHO, IO MPOBOJMIIA Maike BECh BUILHUI 4ac 3a
HUM.

d) Bona mo0uTh rpaTH Ha MiaHIHO 1 MPOBOJIUTH MalKe BECh BUTBHUI Yac 3a HHM.

22. Bin 3anuTaB, 4M Moijie BOHA BJITKY Ha y30epex:Ksi.
a) He asked her if she will go to the seaside in summer.

b) He had asked her if she is going to the seaside in summer.
c) He asked her if she would go to the seaside in summer.

d) He asked her would she go to the seaside in summer.

23. SIKmo 1 He 3ami3HIOCS, MM 3aCTAaHEMO HOro BJOMA.
a) If I was late we'll catch him at home.

b) If I am not late we'll catch him at home.

c) If I will not late we'll catch him at home.

d) If I won't be late we catch him at home.

24. Kosiu morojaa 0yae rapHoo, MM MiJieMo NOryJsiTH B apK.
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a) When the weather will be better we shall go for a walk in the park.
b) When the weather is fine we shall go for a walk in the park.

¢) When the weather becomes better we must go for a walk in the park.
d) When the weather shall be nice we will go for a walk in the park.

25. Kosin BoHA 6y.11a AUTHHOIO, BOHA 3aXOIlIIOBaJIacCAa crmiBaMH.
a) She did not like to sing, when she was a child.

b) She was not fond of singing when she was a child.

¢) She was fond of singing when she was a child.

d) When she was a little girl she liked to sing.

Continuous Tenses
Bubepimv npasunvhy 6i0nosios

Level 1

1.1. I am busy at the moment. | ... on the computer.

a) work b) worked

c) am working d) have been working

1.2. The children ... their homework now.

a) are doing b) were doing c) do d) did
1.3. Let's go out. It ... any more.

a) isn't raining  b) doesn't rain ¢) didn't rain d) shall not rain
1.4. Our friends ... us at the airport tonight.

a) meets b) are going to meet

c) shall meet d) met

1.5. Silvia ... English at the moment.

a) learns b) is learning c) has learnt d) was learnt
1.6. Your English ... better and better.

a) gets b) has been got C) was got d) is getting
1.7. Why ... your coat today? It is very warm.

a) are you wearing b) do you wear

¢) will you wear d) don't you wear

1.8. These days food ... more and more expensive.

a) gets b) got C) is getting d) shall get
1.9. They ... with friends at the moment.

a) stay b) have been staying

c) had stayed d) are staying

1.10. My son ... a book at 2 o'clock in the afternoon.

a) read b) was reading

C) has read d) had been reading

1.11. Look! The man ... to open the door of your car.

a) tries b) was trying c) will try d) is trying
1.12. Hurry up! The bus ... .

a) is coming b) comes  c) come d) was coming

1.13. Listen! It ... heavily.
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a) rains b) has been raining

C) rained d) is raining

1.14. 1 usually enjoy parties, but I ... this one at the moment.

a) don't enjoy b) am not enjoying

c) did enjoy d) enjoy

1.15. At nine o'clock yesterday I ... television.

a) was watching b) watched

¢) had been watching d) am watching

1.16. She ... a party now.

a) has b) is having c) had d) was having
1.17. Be careful! You ... a grammar test.

a) do b) is doing c) are doing d) were doing
1.18. My head ... again, so | went home.

a) aches b) is aching c) was aching d) will be aching
1.19. "Where is Jenny?” “She ... roses in the garden”.

a) is planting b) plants

¢) has planted d) has been planting

1.20. Sorry. | can't stop now. I ... to an important meeting.

a) go b) am going c) have gone d) will be going
Level 2

2.1. What ... about a moment ago?

a) were you thinking b) have you been thinking

¢) will you think d) are you thinking

2.2. | suddenly realized I ... in the wrong direction.

a) was walking b) walk ¢) have walked d) am walking
2.3. When | arrive at the airport tomorrow, my whole family ... for me.

a) wait b) waits C) waited d) will be waiting
2.4. When | looked round the door, the baby ... quietly.

a) is sleeping b) slept  c) was sleeping  d) were sleeping
2.5. Where is Robert? ... a shower?

a) Does he have b) Has he c¢) Has he got d) Is he having
2.6. I've got my key. | found it when 1 ... for something else.

a) look b) have looked ¢) didn't look  d) was looking
2.7. At this time tomorrow we ... over the Atlantic.

a) flies b) shall be flying c) fly d) flied
2.8. Jim was cooking dinner in the kitchen while Jo ... the dog.

a) is feeding b) has been feeding

c) was feeding d) had been feeding

2.9. The boy ... ice-cream when we came in.

a) was eating b) ate

¢) had been eating d) eats

2.10. Tom could hear shouts from the flat next door. His neighbours ... again.
a) were arguing b) argued ¢) had argued d) argue
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2.11. Sophie ... hard these days in order to pass her exams.

a) is studying b) studies c) studied d) stud
2.12. | asked Ann who else ... to the party that night.

a) was coming  b) will come c) has come d) have come
2.13. | saw Mr Jones while 1 ... for the bus.

a) had waited b) am waiting  c) was waiting d) have waited
2.14. 1 ... over an important problem and didn't hear your question.

a) was thinking  b) thought c¢) will be thinking  d) am thinking
2.15. When we went out of the house it ... .

a) had been snowing b) was snowing

c) snowed d) has been snowing

2.16. When the rain started they ... in the field.

a) were still working b) still worked

c) are still working d) still work

2.17. At nine o'clock yesterday morning we ... for the bus.

a) wait b) were waiting

¢) had been waiting d) waited

2.18. She ... the piano the whole evening.

a) play b) played c) was playing d) had played
2.19. Why ... at me like that? Have I said anything wrong?

a) do you look b) did you look

c) were you looking d) are you looking

2.20. I ... with some friends until I can find a flat.

a) am living b) lived c) lives d) have lived
Level 3*

3.1. I'm going to get to the airport early. | can read a book while I ... .

a) wait b) will wait C) am waiting d) shall be waiting
3.2. .... Jane today? | have a message for her.

a) Will you be meeting b) Will you have met

c¢) Will you have been met d) Are you met

3.3. I ... John tomorrow as we work in the same office.

a) shall have met b) will be meeting c) am going to meet d) meet
3.4. ... to the baker's this morning? | need some bread.

a) Will you have gone b) Shall you go

c) Will you be going d) Will you have been going

3.5. Mother said that Aunt Bessie ... soon.

a) will come b) was coming

c) would have come d) comes

3.6. | .... my lawyer tonight.

a) saw b) am seeing c¢) will have seen d) had seen
3.7. 1 ... my bank manager this morning. I've fixed an appointment.

a) saw b) shall have seen c) will be seeing  d) am seeing

3.8. We ... to the cinema this afternoon. Would you like to come?
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a) went b) are going ¢) will be going d) will have gone
3.9. He said he ... his things the whole day.

a) would pack b) would be packing

C) is going to pack d) had been packed

3.10. We ... your case tomorrow, so I'll be able to give you an answer soon.

a) discuss b) are discussing

c) were discussing d) will have discussed

3.11. 1 ... lunch with Sam tomorrow as usual.

a) have had b) shall be having c) had d) will have had

3.12. He ... on the corner at the end of our street, and he ... at us, telling
us not to lean against his fence.

a) was living, always shouted b) lives, was always shouting

¢) lived, had been always shouting  d) lived, was always shouting
3.13. He ... in the chair when a tall woman with beautiful grey hair and
silver, finely-wrinkled skin ... in.

a) sat, came b) was sitting, came

C) was sitting, was coming d) had been sitting, came

3.14. Susan didn't even know which hotel he ... in Paris.

a) has been using b) used ¢) would be using d) will use
3.15. The boy ... bitterly and no one ... to calm him down.

a) still cried, was trying b) was still crying, tried

¢) had been still crying, was trying  d) was still crying, had tried

3.16. While she ... for the lights to change from red to green, an old lady ... to the
window of her car.

a) waited, came b) waited, was coming

c)was waiting, came d) was waiting, was coming

3.17. When we ... coffee in the drawing-room that night after dinner,

| ... Arthur and Mary my experience.

a) were taking, told b) had been taking, had told

c) were taking, had told d) took, told

3.18. Two hansoms ... at the door, and as | ... the passage | ... the sound of voices
from above.

a) stood, entered, heard b) were standing, entered, heard

c) were standing, had entered, had heard d) had been standing, entered, heard

3.19. One day when he ... home he ... a boy who ... him from the opposite side of
the street.

a) was walking, saw, watched b) walked, has seen, was watchining

c¢) was walking, saw, was watching d)has walked, has seen, has watched

3.20. It was midnight. She ... in her lovely room. The rain driven by the wind ...
against the window.

a) sat, beat b) was sitting, was beating

C) has sat, beat d) has been sitting, has been beating

Busnaume npasunvnuii 6apianm nepexkiaoy.



224

1. It was raining all day long and we had to put off our meeting.

a) YBecCh JIeHb 1110B JIOII, 1 MU BUMYIIICHI OYJIM BIAKIACTH HAILy 3yCTpid.

b) Ham moBenocst mpoioBKHUTH 300pH, OCKUTEKH YBECH JCHB iII0B JIOIII.

c) [Tix Beuip gom BIIyX, i MU BHPIIIAIA 3HOBY 3YCTPITHCSL.

d) Mu BupimIAIM HE BIIKJIaaTH HAITY 3yCTPid, OCKUIBKH JIOIY BXKe He OyI10.

2. | was hurrying to the canteen when | met you.
a) Sl mocrmimana B iaibHIO, KOJIH 3yCTpisia Bac.

b) 51 Girna B iganbHIO, KOJIM 3yCTpijia Bac.

C) 4 #nuia B ifaibHIO i 9ac 3yCTpPidi 3 BAMH.

d) Komu s 3yctpina Bac, s mociimiajia B KiHOTeatp.

3. They'll be packing tomorrow when she comes.

a) Bonu ckiagaTuMyTh pedl 3aBTpa, KOJIM BOHA IPUIE.
b) Bonu 30upatuMyThCs, KOJIM BOHA TPUIIC.

C) BoHu nakyBaTUMyYThCs, KOJIM BOHA MPHIiIC 3aBTpa.
d) Bounwu nmakyBasucs 6 3aBTpa, SKOM BOHA MPUKIILIA.

4. | was reading a difficult English book at that time.

a) Sl yuTana ckiaHy aHTJIHCHKY KHUXKKY B TOM 4ac.

b) 51 unrana ckiaamHy aHTIIHCHKY KHUXKKY OJIMH pas.

C) 51 uuraro CKIaIHy aHTIINCHKY KHHXKKY B IICH Yac.

d) S yurana 6 CKIaaHY aHITIHCHKY KHIDKKY, SIKOM MaJia Jac.

5. Next week we'll be preparing to pass exams.

a) HactynHoro TH>xHg MM rOTyBaTUMEMOCS, 00 CKJIACTH ICTIUTH.
b) HacTynHOro THXHSI MU TOTYBaTUMEMOCS], IIIO0 MPUITMATH 1CTIUTH.
C) HactynHoro TvxHs MU CKJIaIaTUMEMO 1CTIUTH, CJT1JT TOTYBaTHUCS.
d) MuHyI0TO THXKHS MH TOTYBAJIHCS, III00 CKJIACTH iCTIMTH.

6. I'll be looking through these magazines while you are enjoying the music.

a) S mepernsimatuMy I KypHaJdd B TOW 4Yac, KOJM BH HACOJOKYyBAaTUMETECh
MY3HKOIO.

b) 51 nepernsHy 11l )KypHaJIH, @ BU HACOJIOKYBATUMETECh MY3HKOIO.

C) 51 meperysaaro 1i )KypHAIX B TOW Yac, KOJU BH HACOJIOKYETECh MY3HUKOIO.

d) S mepernsaaro 1l )KypHasii, a BU HACOJIOKYETECh MY3HKOIO.

7. When we came back home her children were sleeping.
a) i 1iTu cnanm, a MU IOBEPHYIHCS JOJOMY.

b) Koy My moBepHeMOCh 1010MY, 11 IiTH CIIATUMYTh.

¢) Konu mu moBepranuce 10a0My, 1 TIITH CHIANH.

d) Kosiu Mu moBepHYJIMCH 10I0MY, 11 IITH CIIAIH.

8. Whom were you waiting for near that monument at five yesterday?
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a) Koro Bu odikyBanm OiJI1 TOr0 MaM'STHUKA O M'SITIA TOAMHI BUYopa?
b) Bu korochk o4ikyBaiu OiJIs TOTO IMaM'STHUKA BY4Opa O I'ATiH TOAMHI?
¢) Koro Bu odikyBaiu OiJis I[bOTO MaM'STHUKA BYOpa O T'ATIH TOXHHI?
d) Ha koro Bu 4ekaim O1JIS TOro My3€r0 0 I'sITiii roauHi BYopa?

9. We thought that you were going to visit your friends.
a) Mu mymanu, 1o BY 30MpaeTech BiABIATH CBOIX JIPY3iB.
b) Mu nymasu, 1110 B 30Mpauch BiABIAATH CBOIX APY3iB.
C) Mu aymasw, 1o BU IifieTe BiJIBIIaTH CBOIX JPY3iB.
d) Mu nymanu, 1o B1 WIIUTH BiJBIJaTH CBOIX APY3iB.

10. They are going to have a rest there.
a) Bonu inuim, mo0 TaM BiAMOYHUTH.

b) Bonwu 301MparoThCs TaM BiAIIOYHUBATH.
C) BoHu Manm HaMip TaM BiJIITOYHBATH.
d) Bonu taM BiAIOYNBATUMYTh.

11. Bin mo0yBaB y 6araTb0x KpaiHax i Tenep nuiie KHUry po cBOI OJ0POXKi.
a) He has been to many countries and now he wrote a book about his travels.

b) He visited many countries and now he is writing books about his travels.

¢) He was visiting many countries and now writes a book about his travels.

d) He has visited many countries and now he is writing a book about his travels.

12. KoJsn BiH 3aTesie¢ponyBaB, Mu 00i1aJIn.
a) When he telephoned, we were having dinner.
b) When he telephoned, we had dinner.

¢) When he telephoned, we had had dinner.

d) When he telephoned, we had to have dinner.

13. ToB o, i iii 10BeIOCS B3SITH MAPACOJIBKY.

a) It rained and she must take an umbrella.

b) It was raining and she had to take an umbrella.

¢) It had rained and she had to take an umbrella.

d) It had been raining and she should take an umbrella.
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NOUN
Bubepimov npasunvuy 6ionogios.

Level 1
1.1. The Members of Parliament discussed some ... of Ireland and considered the
ways of improving the present situation.

a) trouble b) troubles

1.2. Roger spent all his ... to buy a new large house for his numerous family.
a) saving b) savings

1.3. This lawyer is very clever and always gives useful ... to his clients.

a) advice b) advices

1.4. In England some colleges and schools are only for ... .

a) boies b) boys

1.5. The news from Mary ... very good: she passed her exams with excellent marks.
a) was b) were

1.6. Two years ... a long time to stay abroad.

a) is b) are

1.7. When Sally finds some grey ... on her head she pulls ... out.

a) hair, it b) hairs, them

1.8. Frank's friends came to see him off and wished a very good ... to him.

a) travel b) trip

1.9. Sue is on a diet so at the dinner-party she ate only a small ... .

a) cake piece b) piece of cake

1.10. Flora studies at the Medical University and she is going to become a ... .
a) doctor b) doctress

1.11. All ... need some ... of psychology.
a) parent, knowledges b) parents, knowledge
1.12. Paul is fond of ski jumping and recently he has bought a new pair of ... .

a) skies b) skis

1.13. It is because of treachery such as yours that we have lost the ... of our victory.
a) fruit b) fruits

1.14. Fresh ... and vegetables were rushed to the kitchen.

a) fruit b) fruits

1.15. Soames skewered the document on to a number of other ... and hung up his hat.
a) papers b) paper

1.16. This first one came before | had been gone a week, a fifty pound banknote, in a
sheet of ... directed to me.

a) paper b) papers
1.17. ... take their ... to the laundry to have ... washed.
a) Peoples, cloths, it b) People, clothes, them

1.18. Some people like coffee and ... for breakfast but others prefer something more
substantial.

a) sandwichs b) sandwiches

1.19. On August 3rd, 1492, the little ... of three ships sailed north from Spain.
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a) flot b) fleet

1.20. Are you invited to ... wedding ceremony?

a) Bill and Jane's b) Bill's and Jane's

1.21.Doris needs to buy two ... of carrots.

a) kilos b) kiloes

1.22. In the supermarket Jane bought two ... of bread and a bottle of milk.
a) loafs b) loaves

1.23. My friend came from England yesterday and invited me to see his ... .
a) photos b) photoes

1.24. My father is a doctor and my mother is a ... in a joint-stock company.
a) managess b) manageress

1.25. Edward is fond of reading and all the ... in his room are full of books.
a) book-shelfs b) book-shelves

1.26. Nick doesn't want to enter the Economic University because his mathematics ...
weak.

a) is b) are
1.27. Last week Helen bought two new ... - green and white.
a) blouse b) blouses

1.28. Sandra has a very good memory. She remembers all the ... of her friends'
birthdays.

a) dates b) datas

1.29. We gathered at ... to discuss and resolve all our problems.
a) Bill b) Bill's

1.30. Very often people call ... the «sea killersy.

a) shark b) sharks

1.31. A spoonful of honey catches more ... than a gallon of vinegar.
a) flies b) flyes

1.32. Don't make so ... - I'm working.

a) much noise b) many noises

1.33. San Francisco is a wonderful city to explore on ... .

a) foot b) feet

1.34. Many people think ... is a very interesting game.

a) billiard b) billiards

1.35. | want to buy a cat because my wife is afraid of ... that live in our summer-
cottage.

a) mouse b) mice

1.36. There are two ... and three apples on the table.

a) tomatos b) tomatoes

1.37. Through the window | see two ... crossing the street.
a) mans b) men

1.38. My ... are very dirty, | have to clean them.

a) boots b) bootes

1.39. Dentists recommend to clean ... every time after eating.
a) teeth b) tooths
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1.40. The song «Two merry ...» is known to almost every little child.
a) gooses b) geese

Level 2

2.1. In the article «Clothes and fashion of ...» the author gives the statement that
nowadays girls don't trouble to dress up.

a) the youth b) the youths c) a youth

2.2. The sportsman boasted to his friends that he had shot a lot of ... .

a) duck b) ducks €) J1Ba BapiaHTH

2.3. In Brittany, France, people say that if you find ... on a black cat's tail and pull it
without getting scratched, you'll have good luck.

a) a white hair b) white hairs ¢) white haires

2.4. Our director bought two ... to keep money and secret documents.

a) safes b) saves ) JIBa BapiaHTH

2.5. Changing ... became a habit with King of England Henry V/III.

a) wifes b) wives ) nBa BapianTH

2.6. Airplane is the fastest and the most comfortable ... of transport.

a) mean b) means C) meanes

2.7. Twenty thousand pounds ... stolen in the robbery from the Midwest Bank last
night.

a) was b) were ¢) JiBa BapiaHTH

2.8. Fanny's favourite sea products are ... and lobsters, but in her country they are
very expensive.

a) crab b) crabs c) crabes

2.9. Nowadays it's very difficult for an unexperienced person to find a good and well-
paid ... .

a) work b) job ) J1Ba BapiaHTH

2.10. Basically tea is a drink made of the dried ... of a plant that only grows in hot
countries.

a) leafs b) leafes c) leaves
2.11. ... is the name everyone gives to his mistakes.

a) Experience b) An experience c) Experiences
2.12. Burning ... can also be used to produce energy.

a) a rubbish b) rubbish c) rubbishes

2.13. The ..., which one can see in Arizona's deserts, are very tall and some of them
weigh up to 10 tons!

a) cactuses b) cacti ¢) J1Ba BapiaHTH
2.14. The White ... of Dover are the first sight many people have of England.
a) Cliffs b) Cleaves C) JBa BapiaHTH

2.15. Most foreigners visiting Spain want to taste such entirely Spanish ... as paella
and gazpacho.

a) dish b) dishs c) dishes

2.16. During her journey to America Margaret had some exciting ... .

a) experience b) experiences ¢) J1Ba BapiaHTH
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2.17. During her business trip Laura sent three ... to her director.

a) memoranda b) memorandums ) Ba BapiaHTa

2.18. The ... of the hotel was a very polite and hospitable woman.

a) host b) hostess c) hostress

2.19. Our national orchestra have toured to many countries and have always been ... .
a) a success b) success C) successes

2.20. William Burns was a hard-working small farmer with high ideals about human
... and conduct.

a) worth b) worths c) worthes

2.21. A number of industrial products are manufactured in Brazil, including cars,
chemicals, ships, machines and military ... .

a) weapon b) weapons C) weapones

2.22. These two groups have different ... of interest so they have nothing to talk about
while meeting together.

a) foci b) focuses €) JIBa BapiaHTH

2.23. The use of the jet engine for ... was pioneered by a team led by Sir Frank
Whittle.

a) an aircraft b) aircraft c) aircrafts

2.24. In the pub Harry asked for ... and began looking for a free table near the
window.

a) a beer b) beer C) beers
2.25. Barbara's family lives in a large house which is situated in Brighton's ... .
a) outskirt b) outskirts C) outskirtes

2.26. Maggie's occupation is very interesting: she works as a tourist ... and shows
London's sights to tourists.

a) guide b) guidess C) guideress

2.27. There are a lot of galleries, museums, theatres and ... halls in London.
a) concert b) concerts c) concert's

2.28. The herdsman was very upset because he found his two cows killed by ... .
a) wolfs b) wolves C) 1Ba BapiaHTH

2.29. Roger's pocket is empty: or he has lost all his money or ... stolen.

a) it was b) they were ¢) JiBa BapiaHTH

2.30. ... house is very large and has 15 rooms.

a) Mr. Jones's b) Mr. Jones' €) J1Ba BapiaHTH

2.31. The government ... to impose a new tax on gamble business next year.
a) want b) wants ¢) JBa BapiaHTH

2.32. ... is one of the world's best-known department stores. It started life as a small
grocery shop set up by C. D. Harrod in 1861.

a) Harrods b) Harrods' ¢) Harrod's
2.33. Leilais a ... but she doesn't like her occupation.
a) salesperson b) saleswoman  ¢) nBa BapiaHTH

2.34. Gilbert often meets with his friends to spend their spare time together, and they
like to play ... or chess.
a) domino b) dominos c) dominoes
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2.35. The jury ... considering ... verdict for two hours and in the end it was decided
that Mr. Shelton was guilty.

a) was, its b) were, their ) JIBa BapiaHTH

2.36. The Flock of Shepherd's ... is in Devonshire - a very lonely estate by the sea.

a) headquarter b) headquarters c) headsquarters

2.37. To translate this article we need a person with ... of Spanish language.

a) a good knowledge  b) good knowledge ¢) good knowledges

2.38. There are a lot of clear streams and ... in the Lake District which is
called the most beautiful corner of England.

a) water-falls b) waters-falls  c) water-fallses

2.39. It's well-known that ... live only in very clear waters.

a) trout b) trouts ) Ba BapiaHTH

2.40. Last year many rivers and their ... dried up because of the drought.

a) mouth b) mouths ¢) mouthes

Level 3*

3.1. ..., a familiar sight of London, were introduced in 1960 to control parking.
a) Traffic wardens b) Traffics wardens

¢) Traffic's wardens d) Traffics' wardens

3.2. I’ve no time to analyse these ... now, [ will do it a bit later.

a) data b) datas C) datum d) datums
3.3. Michael went to Tunisia by plane. It was a ... journey.

a) four-hour b) four-hours

c) four-hour's d) four-hours'

3.4. Benjamin Franklin's literary work «Poor Richard's Almanac» was a combination
of a calendar, a miniature ... and a moral counsellor.

a) encyclopedium b) encyclopedius c) encyclopedia d) encyclopedic

3.5. Everyone who wants to participate in this scientific conference has to write the ...
to his report and send them to the comission.

a) thesis b) theses c) thesises d) theseses

3.6. The sense of ... and of ... create the ... for ideal ... and ... .

a) injustices, losses, needs, justice, compensation

b) injustice, loss, need, justices, compensations

C) injustice, loss, need, justice, compensation

d) injustice, losses, needs, justices, compensation

3.7. Various origins explain many of the ... to be found between England, Wales,
Scotland and Northern Ireland.

a) difference b) differences  c) differency d) differencies

3.8. Today the ... of Greater London covers some 610 square miles and the suburbs of
London continue even beyond this area.

a) metropoli b) metropolis Cc) metropoly d) metropolia

3.9. | am not going to leave without my ...: four ... , two union ..., a pair of ... and
four ... .

a) laundries, shirts, suits, pajamas, collars
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b) laundry, shirts, suits, pajamases, collars

¢) laundry, shirt, suit, pajama, collar

d) laundry, shirts, suits, pajamas, collars

3.10. When I was very near ..., she gave me ... and ... .

a) despair, courage, hopes

b) despairs, courages, hopes

c) despair, courage, hope

d) despairs, courage, hopes

3.11. We had two million ...of British ... two thousand ...of a thousand ... per case.
a) rounds, ammunition, cases, rounds

b) rounds, ammunitions, cases, rounds

¢) round, ammunition, case, round

d) rounds, ammunition, cases, round

3.12. The shattered ... gleamed sadly with ... in the evening ... .

a) trees, hoar-frosts, twilights b) trees, hoar-frost, twilight

c) tree, hoar-frosts, twilight d) trees, hoar-frost, twilights

3.13. It was a prettily furnished room, with ... and some lovely ... in red and green.
a) piano, furnitures b) piano, furniture

C) pianos, furnitures d) a piano, furniture

3.14. They stood lost among the ... . They felt ... and ... .

a) wreckages, anxiety, lonelinesses

b) wreckage, anxiety, loneliness

c) wreckage, anxieties, loneliness

d) wreckages, anxieties, lonelinesses

3.15. According to the ... in 1990 there were 249,6 million inhabitants in the United
States of America.

a) statistica b) statistic C) statistics d) statisticas

3.16. An unusual or very surprising fact, thing or event is often called ... .

a) phenomena b) phenomenon  ¢) phenomenus  d) phenomenum

3.17. One ... does not inspire another. All ... are leeches, so to speak. They feed from
the same source - the blood of life.

a) genius, genii b) genius, geniuses

C) genii, geniuses d) a genius, geniuses
3.18. Kiss me, my loves, you are very charming ... after all.

a) a daughter-in-law b) daughter-in-laws

¢) daughters-in-law d) daughters-in-laws
3.19. These sudden ... seemed to him exceedingly mysterious.

a) summons b) summon C) summonses d) a summons
3.20. We sacrifice ..., ... or ..., whatever the finder can afford.

a) cocks, sheep, oxes b) cocks, sheeps, oxen

C) cockes, sheep, oxen d) cocks, sheep, oxen

3.21. In geometry two ... of a circle are called diameter.

a) radius b) radia c) radii d) radiuses

3.22. lguassu ... bigger than Niagara, this is truly an unforgettable natural wonder.
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a) Fall,is  Db) Fall, are c) Falls, is d) Falls, are

3.23. In the fish restaurant George ordered some ... for himself and ... for his girl-
friend.

a) sardine, salmon b) sardine, salmons

c)sardines, salmon d) sardines, salmons

3.24. | have got only two ... notes, it's not enough to have dinner in this restaurant.

a) ten-pound b) ten-pounds c) ten-pound's d)ten-pounds'

3.25.All travellers going abroad have to complete a lot of formalities at the... .

a) custom  b) customs C) custom's d) customs'

3.26. Our professor places ... on this question because it's a key topic to all the course.
a) an emphasis b) emphasis c) emphases d) emphaseses

3.27. Helenis a ... girl and she's going to enter Oxford University.

a) 17-year-old b) 17-years-old c) 17-year's-old d) 17-years'-old

3.28. When it came to thinking about schools for my own sons there were two basic
... that my wife and | applied.

a) criteria b) criterion C) criterium d) criterii
3.29. You don't understand these bright... of German culture.
a) specimen b) speciman C) specimens d) specimens

3.30.They were ... to her, not human beings.

a) phenomena b) phenomenon c¢) phenomenons  d) phenomena
3.31. We are going to ... .

a) dressings-station b) dressing-station

C) dressings-stations d) dressing-stations

3.32. The cease-fire talks were to begin in the evening; the ... of the
opposing armies arrived with their ... .

a) commanders-in-chief, staves b) commanders-in-chiefs, staffs
¢) commanders-in-chief, staffs d) commander-in-chieves, staffs
3.33. Heneeded ..., ..., ..., ...

a) rest, tranquilities, reassurance, companionship

b) rests, tranquilities, reassurances, companionships

C) rest, tranquility, reassurance, companionship

d) rest, tranquility, reassurances, companionship

3.34. Grace is a very absent-minded girl. She is always loosing her keys, ... and other

small things.
a) handkerchiefs b) handkerchiefes
c) handkerchievs d) handkerchieves

3.35. One of the business cycle's characteristics are economic ... which repeat
periodically in each 5-12 years.

a) crisis b) crisises C) crises d) criseses

3.36. Abraham Lincoln's friends encouraged him to take up ... and he

offered himself as a candidate for the State Legislature.

a) policy  b) policies c) politic d) politics

3.37. In Britain the ... have very little power and can only reign with the support of
Parliament.
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a) monarch b) monarches c) monarchs d) monarchys

3.38. The city of Oxford has such a name, because in that place there was a ford
where ... could cross the river.

a) oxen b) oxes C) OX d) oxens

3.39. Jane came to the party in her ... dress.

a) sister's-in-law b) sister-in-law's c) sister's-in-law's d) sisters'-in-law

3.40. Radio and television are two important modern ... influencing public opinion.

a) medium b) mediums c) media  d) medias



ADJECTIVE
Bubepims npasunvhy 6ionogiowv.
Level 1
1.1. Thisis ... problem she has ever had.
a) a great b) a greater c) the greatest d) most great
1.2. China has got ... population in the world.
a) a large b) a larger c) the largest d) the most large
1.3. They leave ... way they can.
a) a quick b) a quicker c) the quickest d) the most quick
1.4. These trousers are too small. | need ... size.
a) a large b) a larger c) largest d) more large
1.5. She speaks in ... voice than the last time.
a) a loud b) a louder c) the loudest d) more louder
1.6. Of the three blouses, that one is the ... .
a) nice b) nicer C) nicest d) more nice
1.7. My bag isn't very ... .
a) heavier b) the most heavy c) heavy d) the heaviest
1.8. I'm not so ... as a horse.
a) strong  b) stronger c) the strongest  d) more strong
1.9. Of the three girls, this one is the ... .
a) pretty b) prettier C) prettiest d) more pretty
1.10. Which is ... : five, fifteen or fifty?
a) little b) less c) the least d) littlest
1.11. A hare is ... than a frog.
a) quick b) quicker c) the quickest  d) most quick
1.12. The three musicians play on ... stage.
a) a new b) a newer c) the newest d) the most new
1.13. Is it ... to go there by car or by train?
a) cheap b) cheaper c) the cheapest  d) more cheap
1.14. Do you know that the Dnipro is ... river in Ukraine?
a) long b) the longest  ¢) longer  d) most long
1.15. The weather is not very ... today.
a) good b) better ) the best  d) the bettest
1.16. Tom is ... pupil in the whole class.
a) intelligent b) more intelligent
c) the most intelligent d) less intelligent
1.17. She has ... job of all.
a) a difficult b) a more difficult
c) the most difficult d) difficult
1.18. He is also ... person than Jack.
a) a polite b) a more polite c) the most polite d) the politest
1.19. I think dogs are ... than cats.
a) intelligent b) more intelligent

c) the most intelligent d) the intelligentest

234
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1.20. Don't talk about them. Let's talk about something ... .

a) an interesting b) more interesting

C) the most interesting d) interestinger

1.21. Betty is ... than Jane.

a) a hard-working b) less hard-working

c) the least hard-working d) little hard-working
1.22. Money is not the ... thing in life.

a) important b) more important

C) most important d) less important

1.23. This dress is ... of all.

a) an expensive b) a less expensive

c) the least expensive d) expensiver

1.24. This room is not so ... as that one on the first floor.
a) comfortable b) more comfortable

¢) the most comfortable d) the comfortablest
1.25. This painting is ... than the one in your living room.
a) impressive b) less impressive

c) the least impressive d) impressiver

Level 2

2.1. My ... sister got married last year.

a) older b) elder c) the oldest d) the eldest
2.2. This stadium is new. It's the ... stadium in Europe.

a) modern b) moderner c) most modern  d) modernest
2.3. You're the ... person | know.

a) most lucky  b) luckier  c) luckiest d) luckyest
2.4. A motor bike isn't as ... as a car.

a) expensive b) expensiver  c¢) more expensive  d) the expensivest
2.5. This 'Beatles' album is ... they ever made.

a) good b) better c) the best  d) well

2.6. This watch is one of ... you can buy.

a) cheap b) the cheapest c) cheaper d) cheapier
2.7. I'm getting ... .

a) fatter and fatter b) more and more fat

c) the most fat d) the fattest

2.8. The changes in temperature are ... .

a) insignificant b) the insignificant

c) more insignificant d) the most insignificant

2.9. That's ... thing I've ever heard.

a) funny b) the funny c) funnier d) the funniest
2.10. The house is on ... side of the lake.

a) far b) the farther c) farther  d) the farthest

2.11. Try to be ... to the guests than you are.
a) pleasant b) the pleasant
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c) more pleasant d) the most pleasant

2.12. He was sure that he fell in love with ... girl in the world.

a) pretty b) prettier c) the prettiest ~ d) most pretty

2.13. Itis one of ... conferences I've ever attended.

a) dull b) the dull  ¢) duller d) the dullest

2.14. Today we have a ... day than yesterday.

a) beautiful b) most beautiful c¢) more beautiful d) beautifully
2.15. Events have proved that she was ... .

a) more wrong  b) wrong c) mostwrong  d) the wrongest
2.16. This role is ... in his career among others.

a) successful b) more successful

c) the most successful d) much more successful

2.17. North America is ... South America.

a) bigger than b) biggest than  ¢) bigger as d) biggest as
2.18. The Amazon is ... than the Thames.

a) more longer  b) far longer ¢) the longest d) long
2.19. The church building is ... in the town.

a) the elder b) the eldest c) the oldest d) the older

2.20. The music sounded ... to her ears.

a) beautiful b) beautifully ~ c¢) most beautiful d) more beautiful
2.21. The flowers are beautiful and smell ... .

a) nicely  b) nice C) nicelier d) the nicest

2.22. Do you feel ... before the examinations?

a) nervous b) nervously  ¢) more nervously d) most nervously
2.23. His illness was ... than we thought.

a) serious  b) seriously ¢) more seriously d) more serious

2.24. His head is full of ... ideas.
a) highly  Db) high c) highliest d) most high
2.25. After I have visited London I understand that its weather is ... in Europe.

a) the wettest b) the most wet  ¢) more wet d) far wetter
Level 3*

3.1. The government is doing nothing to help ... .

a) poor b) the poor c) the poors d) the poor ones
3.2. The young man seems very ... .

a) sensible b) sensiblely c) sensibly  d) sensibler
3.3. This detailed map is ... the atlas.

a) more useful as b) more useful than

c) usefuller as d) usefuller than
3.4.Although your sister is very popular, she is not ... as mine.
a) pretty as b) so pretty

C) prettier than d) more pretty than

3.5. I bought a ... bag this morning.
a) nice big pink b) big nice pink
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c) pink nice big d) nice pink big

3.6. The house was a ... building.

a) nice old stone b) nice stone old

c) stone old nice d) old nice stone

3.7. This coffee tastes a little ... to me.

a) hottly b) sohot  c) hot d) too much hot
3.8. I don't understand how Irene could have made ... in her composition.
a) such bad mistake b) such a bad mistake

C) so bad mistake d) so a bad mistake

3.9. Your word is ... for me.

a) enough good b) good as enough

¢) good enough d) good than enough

3.10. It was ... that we decided to walk though the time pressed.

a) such nice weather b) so nice weather

C) too nice weather d) such a nice weather

3.11. The day was ... that we skipped our lessons and went to the centre to do
window-shopping.

a) so beautiful b) so a beautiful

¢) such beautiful d) such a beautiful
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ARTICLE
Bubepims npasunvhy 6ionogiow.
Level 1
1.1. She hopes to hear from you in ... day or two.
a)a b) the
1.2.  Our neighbour, Mr. Smith, works in ... bank.
a)a b) the
1.3. Thisis ... amusing film. I like it very much.
a)a b) an
1.4. My daughter will start learning to play ... guitar very soon.
a) the b) -
1.5. Thereis ... table in ... middle of my room.
a) a, the b) the, -
1.6. My father was ... man of character.
a)a b) the
1.7. My mother said that ... dinner was ready.
a) - b) the
1.8. Beethoven was ... famous composer.
a) the b) a
1.9. Madrid is ... capital of Spain.
a) the b) -
1.10. What would you like to have for ... supper?
a) the b) -
1.11. He is eating ... apple.
a) the b) an
1.12. My mother is ... teacher.
a) the b) a
1.13. The cinema is at ... end of Victoria street.
a) - b) the
1.14. ... fact is, tomorrow is my girl-friend's birthday!
a) The b) -
1.15. My sister studied ... World Geography.
a) the b) -
1.16. | am twenty years old, you are ... same age.
a) the b) a
1.17. They decided to visit ... Indian restaurant.
a) an b) the
1.18. My friends have ... animal at ... home. It's ... dog.
a) the, the, the b)an, -, a
1.19. My native town has ... wide and varied theatre life.
a)a b) -
1.20. All ... people want to live in peace.
a) the b) -

1.21. I'll keep my ... fingers crossed for you.



a) the b) -

1.22. American agriculture consists of ... family farms.
a) the b) -

1.23. It's ... third time you ask me ... same question.

a) the, the b) a, -

1.24. «Sleeping Beauty», one of ... three great ballets by Tchaikovsky, is
terms of ... music.

a) the, the, - b) -, the, the

1.25. My niece is ... student. She studies at ... Oxford University.
a)a,- b) -, the

1.26. | am listening to ... music on ... radio.

a) the, the b) -, -

1.27. 1 was born in ... 1988.

a) - b) the

1.28. ... country life has always attracted me.

a) The b) -

1.29. Is there ... telephone-box here?

a) the b) a

1.30. Where is your father? - He is at ... garage.

a) the b) -

Level 2

2.1. She's got ... job at last. - That's really ... good news.
a) the, the b)-,a ) a,-

2.2. Henry goes to ... school twice ... week.

a) the, a b) a, the c)-,a

2.3. They won't be here before ... half past six.

a) an b) - c) the

2.4. What ... ugly house this is!

a) - b) the Cc) an

2.5. Look, what ... long hair that boy has!

a) the b) a C) -

2.6. What ... sort of car is he driving at the moment?
a) the b) a C) -

2.7. It's such ... pity you couldn't come with us.

a) - b) the ¢)a

2.8. Let's go to the Beehive for ... change.

a)a b) the C) -

2.9. Shall I send ... invitation to ... Parkers?

a) an, - b) the, the C) an, the

2.10. ... Welsh are considered to be ... nation of ... singers.
a) The, a, - b)-,a,- ) The, a, the

2.11. | went upstairs to take ... shower and change.
a)a b) the C) -
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2.12. My neighbour is ... writer. Let's ask him for ... advice about your composition.

a) the, an b) a, - ) a, an
2.13. Who is on ... night duty, | wonder?
a) the b) a C) -

2.14. Mr. Jonathan says that Robert and Donna are ... cousins, but he is wrong,
because they are ... brother and ... sister.

a)-,-,- b) the, a, a C) -, the, the
2.15. Such ... thing had never happened during ... years that | have been here.
a) the, - b) a, the c) -, the

2.16. Alice went out of ... water very quickly as she had got ... mouthful of ... salt
water.

a) -, the, a b) the, the, the c) the, a, -

2.17. 1 would like to know about ... places to visit in ... town.

a) the, the b) the, a c) -, the

2.18. Most of ... my friends are ... students.

a)-, - b) the, the c) -, the

2.19. My uncle Tom is ... sailor; he spends most of his life at ... sea.

a)-,- b) a, - c) the, the

2.20. Have you written your name at ... top of ... page?

a) the, the b) a, - c)a,a

2.21. 1 am only ... student - ... man of dreams!

a) a, the b) the, - c)a,a

2.22. | had never known him handle ... case in such ... half-hearted fashion.
a) a, an b) a, a c) the, -

2.23. Who invented ... way that we measure time?

a)a b) the C) -

2.24. 1 have only ... little time here, but | would have you to know ... whole truth.
a) -, the b) a, - C) a, the

2.25. There was ... quick step on ... stairs, ... sharp tap at ... door and ... moment later
the new client presented himself.

a) a, the, a, the, a b) a, a, a, a, the c) the, -, the, -, a

2.26. «My dear young lady, you say that your room is on ... second floor. Is there ...
ladder in ... garden?»

a) a, a, the b) the, a, the c) -, the a
2.27. ... elephant is ... biggest of all animals.
a) An, - b) The, the c) -, the

2.28. | had ... very bad night last night because ... people next door were having ...
party.

a) the, -, the b) a, the, a c)a-,-
2.29. Do you know who invented ... television?
a)a b) - c) the

2.30. Number ... hundred and ten, ... house next door to us, is for sale.
a)the,a  b)a, the c)-,a
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Level 3*

3.1. My father can play ... guitar, ... banjo and ... mandolin.

-, - b)a, a a c) the, - ,- d) the, the, the

3.2. ... little red car is parked on ... driveway.

a) A, the b) - ,- c) The,a d) The, the

3.3. My home is ... small green peaceful island.

a) an b) a C) - d) the

3.4. Her husband learned ... Portuguese language in ... Brazil.

a) the, - b) -, the c) the, the d)- -

3.5. ... Captain Black directed ... plane to ... West, over .... Pacific Ocean.

a) -, a,the,the b) The, the, -, the c)-,the,-,the d)-,a,the,-
3.6. ... Easter is ... Christian holiday.

a)-,a b) The, a C) -,- d) -, the

3.7. Did ... King Arthur live during ... Middle Ages?

a)-, - b) -, the c) the, the d) the,-

3.8. Her friend Reggie is ... Buddhist from ... Thailand.

a) the, - b) a, - c)-,- d) a, the

3.9. ... exploration of ... West was tied to the search for... gold in ... California.
a) The, the, - - b) -, the, -, - c) -, the, a, - d)-,-,-,the
3.10. ... tiger in ... Far East almost became extinct.

a) - ,- b) A, the c) The, the d) The, -

3.11. ... family went to ... church together last Sunday.

a) The, the b) A, - c)-,- d) The, -

3.12. «Welcome to ... White House,» said ... President Bush.

a) the, - b) -, the c)-,- d-,a

3.13. ... Titanic sank in ... Atlantic in 1912,

a) - ,- b) The, the c) -, the d) The, -

3.14. Andrew played ... volleyball at ... beach; his little daughter built ... sand castle.
a) -, a, the b)-,a a c) the, the, the d) -, the, a

3.15. My grandfather fought in ... Crimea during ... World War II.

a)-, - b) the, the c) the, - d) -, the

3.16. During ... Renaissance ... artists were often supported by ... wealthy merchants.
a) the, the, the b) the, -, - c) the, -, the d) -, the, the

3.17. ... Queen Marie Antoinette was executed in ... French Revolution.

a) The, - b) -, the c)-,a d) The, the

3.18. ... students of our group are going to study ... German ... next term.

a) The, -, - b)-,-,- c) The, -, the d) -, the, the
3.19. ... Queen Mary is docked in ... Long Beach, ... California.

a) The, -, - b)-,-,- c) The, the, - d) -, the, -
3.20. ... friend of mine is ... French/English translator at ... United Nations.

a) The, a, the b) A, the, the C) A, a, the d) A, a -
3.21. George is ... student, Betty is ... secretary, Mike is ... psychiatrist in ... London
hospital.

a) 4, a, a, the b)a, a aa C) the, the, the, the d)aaa,-
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3.22. ... Bible tells of ... Israelites' escape from ... Egypt.

a) The, the, - b)-,-,- c) The, -, - d) -, the, the

3.23. Are ... Rocky Mountains higher than ... Andes Mountains?

a)-, - b) the, - c) the, the d) -, the

3.24. ... Lake Geneva borders ... France and ... Switzerland.

a)-, - - b) The, - ,- c) The, the,the  d) The, -, the

3.25. ... farms in ... East are not like ... farms in ... Midwest.

a)-,-,the, - b) -, the, - ,the c¢) -, the, the, the d) The, the, the, the

3.26. Michael Gorbachev, ... last President of ... Soviet Union, was awarded ... Nobel
Peace Prize.

a) a, the, the b) -, the, - C) the, the, the d)-,-,the
3.27. ... Neptune and ... Pluto are ... farthest planets from us.

a) The, the, the b) The, -, the c)-,-,the d)-,-,-

3.28. We are having ... chicken and ... Spanish rice for ... dinner.

a)-,-,- Db)the, -, the c) the, -, a d-,-,a

3.29. «Come to my place after ... school,» said Linda. «We can prepare for ...
English test together.»

a) the, the b) a, the c) -, the d)-,-

3.30. ... children who live ... next door attend ... Roman Catholic school.

a) -, the, - b)-,-,- c) The, the, the d) The, -, a
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TENSE FORMS OF THE VERB

Perfect Tenses
Bubepimov npasunvuy 6ionogios
Level 1
1.1. | am busy at the moment. | .. on the computer.
a) work b) worked
¢) am working d) have been working
1.2. Hereis my report. | ... it at last.
a) finish b) finished c) am finished  d) have finished
1.3. I already ... my things and | am ready to go.
a) packed b) have packed c) pack d) was packing
1.4. |... my parents since last Christmas.

a) haven't seen b) didn't see c) hadn't seen d) don't see
1.5. How many pages ... a day?

a) are you reading b) do you read

C) you read d) had you read

1.6. Look! The boy ... the window!

a) break b) has broken  c) broke d) was breaking

1.7. My hair is tidy now. I ... it.
a) have brushed b) brushed ¢) am brushing  d) was brushing

1.8. I...my key. Can you help me to look for it?

a) lose b) am losing c) had lost d) have lost
1.9. He hasn't come yet, ...?

a) doesn't he b) doeshe  c¢) has he d) hasn't he

1.10. There has been a car crash, ... ?

a) hasn't there b) didn't it

c) hasn't been there d) wasn't there

1.11. I ... any of Shakespeare's plays yet.

a) hadn't read b) didn'tread  c) haven'tread d) was reading
1.12. | ... for three years.

a) haven't skated b) didn't skate  c¢) don't skate d) wasn't skating

1.13. I ... anyone play so well in my whole life.

a) did never see b) have never seen

¢) had never seen d) will never have seen
1.14. 1... to the library a lot recently.

a) have gone b) have been going

c) had been going d) will have been going
1.15. My brother is an actor. He ... in several films.

a) has appeared b) has been appeared

c) has been appearing d) had appeared

1.16. | ... Tom for three days.

a) didn't see b) haven't seen c) hadn't seen d) don't see

1.17.  Look! Somebody ... milk on the carpet.
a) had spilt b) was spilling c) has spilt d) spilled
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1.18. He ... alot of books when he was at school.

a) read b) have read c) am reading d) had read
1.19. You know that Peter... to the States several times.

a) was b) has been ¢) had been d) is
1.20. It has been said that the weather is going to be nice today, but it ... .
a) doesn't b) hasn't  ¢) didn't d) isn't

Level 2

2.1. I think I'll buy these shoes. They ... me really well.

a) fit b) have fit c) fitted d) were fitting
2.2.  She asked when the secretary usually ... .

a) is coming b) came c) come d) will come

2.3.  I'll tell Anna all the news when I ... her.

a) shall see b) saw C) see d) will be seeing

2.4. He asked me when | ... the day before.

a) came b) had come ¢) shall come d) come

2.5.  What ... about a moment ago?

a) were you thinking b) have you been thinking

¢) will you think d) are you thinking

2.6. | didn't know if he ... a photograph of me the day before.

a) took b) had taken c) takes d) was taking

2.7.  When Martin ... his car, he took it out for a drive.

a) has repaired b) had repaired

¢) had been repaired d) was repairing

2.8. The President ...out of the building and is going to make a speech.
a) come b) has come c) have come d) was coming
2.9. This isn't my first visit to London. I ... here before.

a) have been b) haven't been c)was d) had been

2.10.  Christopher ... his hand, but it is OK now.

a) have hurt b) hurt ¢) hurts d) had hurt

2.11. Something very strange ... to me on my way home from work yesterday
afternoon.

a) happened b) was happening c) happens d) has happened
2.12. | remember when I ... on holiday abroad for the first time.

a) went b) has gone C) go d) had gone

2.13. There was no money left because we ... it all.

a) spent b) had spent c) had been spending d) spend

2.14. He went to bed after the film ... .

a) has ended b) ends ¢) had ended d) would end

2.15. When the students ... the experiment, they wrote the report on it.
a) were making b) made

¢) had been making d) had made

2.16. | was tired because | ... on my project the night before.
a) amworking b) worked c) had worked  d) was worked
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2.17. By the time the guests ... the children will have decorated the fir-tree.
a) arrived b) arrive

c) will arrive d) would have arrived

2.18. Yesterday we discussed the film which we ... some days before.
a) saw b) have seen ¢) had seen d) were seeing
2.19. There was no juice left because Jack ... it all.

a)drank  b) was drinking ¢) had drunk d) has drunk
2.20. The house was dirty. We ... it for weeks.

a) didn't clean b) hadn't cleaned

c) weren't cleaning d) don't clean

2.21. 1 couldn't get into the house because I .. my Kkey.
a) lost b) have lost c) had lost d ) was losing
2.22. | couldn't run in the race because I ... my leg the day before.

a) have hurt b) had hurt  c) hurt d) had been hurt

2.23. Since | saw her last she ... many new articles.

a) has written ~ b) had written  ¢) writes d) was writing

2.24. | ... the letter by three o'clock.

a) posted b) have posted ¢) had posted d) post

2.25. Mother ... supper by the time they came home.

a) cooked b) had cooked  c¢) was cooking  d) has cooked
2.26. He said that he ... his grammar by the end of the year.

a) improved b) had improved

¢) has been improving d) improves

2.27. When the teacher came to his desk he understood that somebody ... through
examination papers.

a) looked b) had looked

¢) had been looked d) will look

2.28. She ...the news when | saw her.

a) doesn't hear  b) hasn't heard c¢) don't hear d) hadn't heard

2.29. | ... him since he graduated from the University.

a) hadn'tmet  b) didn'tmeet  c¢) don't meet d) haven't met

2.30. Robert .. ill for three weeks. He is still in hospital.
a) had been b) has been c)is d) was

2.31. He ... here since early morning.

a)is b) was c) has been d) is being

2.32. I'm hungry. 1 ... anything since breakfast.

a) didn't eat b) haven't eaten c) don't eat d)eat

2.33. He grew a beard, but now he ... it off.

a)shaved b) hasshaved  c) had shaved d) was shaving

2.34. | ... anything more exciting before | visited the festival in Kyiv.
a) never saw b) have never seen

C) was never seeing d) had never seen

2.35. | read your novel not long ago. | ... anything more awful before.

a) have never read b) never read
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c) has never read d) had never read

Level 3*

3.1. By the time you receive this letter | ... my final exams.

a) shall finish b) will have finished
c) finish d) have finished

32. We'll be there at about 11. It .. raining already.
a) will have stopped b) stops

C) stopped d) is stopping

3.3. How long is it since you ... here?

a) had moved b) move

c) moved d) was moving

3.4. She ... by the end of July.

a) will come back b) comes back

¢) will have come back d) will be coming back

3.5. She ... her work by 8 o'clock.

a) will have finished b) finishes

c¢) will finish d) will not finish

3.6. Hardly he ... the pillow when he fell asleep.

a) touched b) had touched  c¢) have touched d) touches
3.7. He'll change his mind after he ... the document.

a) saw b) has seen c) had seen d) will see

3.8. He ... the poem by the time you come tomorrow.
a) will be learning  b) will learn  ¢) will have learnt  d) learns
3.9. By the time we get back he ... a bath and we shall find him asleep in his bed.

a) will have taken b) shall have taken
C) is taking d) shall take

3.10. She said they ... the letter by 5 o'clock.

a) will write b) wrote

c¢) would have written d) would write
311. She .. her report before her mother comes  back.
a) will write b) shall write

C) wrote d) will have written

3.12. This is the first time he ... a car.

a) had driven b) has driven

c) drove d) had been driving

3.13. “Do you often go on holiday?" No, it's five years since I ... on
holiday.

a) have gone b) went ¢) had gone d) go
3.14. You ... your homework by the time the movie starts.
a) will finish b) will have finished

c) shall finish d) finished

3.15. He left his job because he ... dissatisfied for months.
a) has felt b) felt c) had felt  d) feels
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Busnaume npasunvnuii eapianm nepexiaoy.

1. 1 was glad to find my lost book under the table.

a) 51 3paziB, KOJIM S 3HAHUIIIOB CBOIO YIIFOOJICHY KHMYKKY ITiJI CTOJIOM.

b) 51 OyB macaMBHiA BijT TOTO, IO 3HAWIIIOB MOIO YK MOTPIOHY KHUXKKY Ha CTOJII.
C) 41 3paziB, KOJIM 3HAKMIIIOB CBOIO 3ary0JICHY KHIKKY ITiJI CTOJIOM.

d) MeHi paiicHO 3HANTH CBOIO KHIIKKY IIiJI CTOJIOM.

2. He knew why she had been to Lviv several times.
a) Bin 3HaB, YoMy BOHa KiJibKa pa3iB Oyja y JIbBOBI.

b) Bin 3Ha€e, 4oMy BOHA KijbKa pa3iB Oyja y JIbBOBI.

C) Bin 3HaB, 1m0 BoHa OyJia KinbKa pa3iB y JIbBOBI.

d) Biu 3HaB, YoMy BOHa M00OYyBa€ Kijibka pa3iB y JIbBOBI.

3. My friend showed me which exercises he had done.
a) Miit gpyr nmokaszaB MeHi, sIKi BIIpaBH BiH 3pOOHB.

b) Miii gpyr nokasaB Ou MeHi BIPaBH, SIKi BiH 3pOOHB,
C) Miii npyr mokasaB MEHi, 1110 BIIPaBU BiH 3pOOUB.

d) Miii npyr moka3aB MeHi, SIK BiH 3pOOHB BIIPaBH.

4. We didn't know he had written a new book.
a) Mu He 3HaJH, 110 BiH HAIMCAB HOBY KHHKKY.
b) Mu He 3HaJH, 110 BiH NKCAaB HOBY KHUKKY.

C) Mu He 3HaJIH, Y4 BiH MMHCaB HOBY KHIIKKY.

d) Mu He 3HaJIM, 11O HOBA KHNKKA HAaIllUCaHa HUM.

5. He knew that everything had been done to save the girl.

a) Bin 3HaB, 1110 BiH yce 3p00uB, 11100 ypATYBaTH I1BUHHY.

b) Bin 3HaB, 1o Bce Oy/1ie 3po0IIeHO, 00 ypATYBaTH IIBUMHY.

C) Bin 3HaB, 1m0 Bce 3p00JICHO TS TOTO, 00 YPATYBATH JIBUUHY.
d) Bin 3HaB, 1110 BCce pOOHUTHCS ISl TOTO, MO0 YPATYBaTH JAIBUMHY.

6. | asked if my friends had been busy.

a) Sl 3anuTaB, 41 MOi Apy31 OyJiu 3aiHSATI.

b) 51 3amuTaB, yu MoOT apy3i 3apa3 3alHATI.

C) S 3anuTaB Ou, SKOM MOi Apy3i OyJIU 3aHSATI.
d) s 3anurtaB Ou, uu MOi Apy3i OyJIU 3AMHSTI.

7. I've read an article about our school in today's newspaper.

a) S mpounTaro CTaTTIO MPO HAIly IIKOJIY B ChOTOAHIIIHIN ra3eTi.

b) S npounTana CTaTTIO PO HAIIY IIKOJIY B COTOIHIIIHIN Ta3eTi.

C) S ynTaTUMy CTATTIO MIPO HAIIY IIKOJIY B CbOTO/IHIIIHIN ra3eTi.

d) 4 xorina 6 MPOYUTATH CTATTIO MPO HAIITY IIKOJY B ChOTOIHIIIHIN Ta3eTi.

8. Nick has already washed his hands.



248

a) Hik ye nomuB pyku.

b) Hik MaB ye IIOMUTH PYKH.
C) Hik XOTiB y»¢e ITOMUTH PYKH.
d) Hix momMuB cBOi pyKH.

9. We haven't received any letters from her lately.

a) Mu He ojiepKaii OCTaHHIM YacOM KOJHHUX JIMCTIB BiJl HE.
b) Mu He oxep kaiu JIMCTIB BiJl HEi OCTAHHIM 4acoM.

C) Mu He ofep KyBalli KOAHHX JIUCTIB BiJ HEl.

d) Mu He oaeprKaIu KOJIHUX JIMCTIB BiJ] HET.

10. I have known this engineer since | began to work at the plant.
a) S 3HaB OTO 1HXKEHEepa BIATO/1, SK IT0YaB MPAIIOBATH Ha 3aBO/II.
b) £ 3Haro HBOro iHKEeHepa BiATO/], K I0YaB MPaIlOBaTH Ha 3aBOJII.
C) S 3HaB BOTO 1H)KEHEPA, SIK MOYMHAB IIPAIFOBATH HA 3aBO/II.

d) 51 3HaB 11LOro iHKEHEPA YIPOIOBK POOOTH Ha 3aBO/II.

11. How many new words have you learnt this month already?
a) CKUJIbKY HOBUX CJIiB BU BUBUMTE B I[bOMY MICSII?

b) CkijbKu HOBHX CIIiB BH BJK€ BUBYHIIN B I[bOMY MICSIII?

C) CKIJIbKH CJTiB BH BKE€ BUBYMJIH B [IBOMY MIiCSIIIi?

d) CkinbKky HOBUX CJIiB BU BUBUYHUTE I[HOTO MiCSIIs?

12. 1 have received only two letters from him since | graduated from the
Institute.

a) 51 oTpyuMaB BiJl HHOTO JIMIIIE JIBA JIUCTA BIATO/I, SIK 1 3aKIHYMB 1HCTUTYT.

b) S orprmaro BiJl HBOTO TUTBKH JIBA JIMCTH IICIs 3aKIHYCHHS THCTUTYTY.

C) 51 oTpuMYyIO BiJl HBOTO JIUCTH 1 3aKIHYYIO ITHCTHUTYT.

d) SIkuio st oTpuMaro BiJi HHOTO JBA JIMCTH, I 3aKiHUY IHCTUTYT.

13. Yesterday we discussed the film which we had seen some days before.
a) Buopa mu 06roBoproBanu (iuibM, KU MEPErIsIHYIU KUTbKA JTHIB TIEPE]T TUM.
b) Buopa Bci 00roBoproBaiu GisibM, Kbl EperIsaain KijbKa JIHIB TOMY.

) Buopa mu 30upanucs o6roBoputr GijabM, SKAN TEPETIIsSaaIn Mepe/] THM.

d) Buopa mu 00roBoproBaiu GpisibM, SKHH MU TIEPETIISHYIIHA TIEPE] THM.

14. The pupils had translated the text before the bell rang.

a) Y4HI mepexsiaiy TEKCT Mepe TUM, K MPO3BEHIB I3BOHUK.

b) Yuni mepekiananu TeKCT mepes A3BIHKOM.

C) YuHi nepekiagaTUMyTh TEKCT MEPEI TUM, K HPOJA3BEHUTH JI3BOHHUK.
d) Yuni nepeknanu 6 TEKCT MepPe TUM, SIK IPOA3BEHUTH JI3BOHHK.

15. The girls had cleaned the room by the time their mother came back home.
a) JliBuaTka nmpuOupaiu B KIMHATI Iepe]] MAMUHUM MTOBEPHEHHSM J0/I0MY.
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b) [diBuaTka mpuOUpParOTh B KIMHATI 0 TOrO Yacy, sSIK MaMa J0JI0MY.
) [iBuaTka mpuOpaay B KIMHATI JIO TOTO Yacy, Ik Mama IIOBEpPHYJIach I0JA0MY.
d) JliBuaTka mpuOMpaiy B KIMHATI JI0 TOTO Yacy, IK MaMa IOBEPHYJIACh JI0JOMY.

16. They had built the new school by the first of September.
a) Bonu moOyyBanm HOBY IIKOJTY JI0 TIEPIIOTO BEPECHS.

b) Bonu no0y1yt0Th HOBY IIKOJIY J0 IEPIIOTrO BEPECHS.

¢) Hoga mikoja mo0yqoBaHa 0 MePIIoOro BEPECHsI.

d) Bouu nmoBuHHI OOy IyBaTH HOBY LIKOJIY IO HEPIIOrO BEPECHS.

17. Lina said that she had met him in the cinema.

a) Jlina ckasaia, 110 3ycTpijia #oro B KiHOTeaTpi.

b) Jlina cka3aa, 110 3ycrpiyana Horo B KiHOTearTpi.

¢) Jlina cka3aja, o XoTija 0 3yCTpiTH Horo B KiIHOTEaTpi.
d) Jlina posmoBiia mpo 3ycTpid i3 HUM y KiHOTeaTpi.

18. I shall have finished my work by the time you come.
a) Sl 3akiHuy poOOTy /10 TOTO, IK BU IIPHUILIETE.

b) 51 mana 3akiHYMTH POOOTY JI0 TOTO, SIK BU NIPUICTE.

) Bu npuiinere 10 Toro, K s 3aKiH4Yy POOOTY.

d) [puiiaiTe 10 TOTO, SIK 5 3aKiHYY pOOOTY.

19. She will have watered the flowers by the time he cleans his room.
a) BoHna nosiie kBiTH 710 TOTO, SIK BiH IIprOepe B KIMHATI.

b) BoHa xo4e MoJuTH KBITH 70 TOTO, SIK BiH MprOepe B KIMHATI.

) Bona monmBae KBiTH 710 TOTO, SIK BiH IPUOUpPAE B KIMHATI.

d) Bona monmBaTtume KBIiTH TOII, SIK BiH IPHOUpATUME B KIMHATI.

20. We shall have discussed the report by four o'clock.
a) Mu 06roBoproBaTUMEMO JIOTIOB1/Ib O YETBEPTIM TOAUHI.
b) Mu 00roBoprMO JOTIOBIIB 0 Y€TBEPTOI FOIUHH.

C) Mu 00roBOoprMO JIOTIOBIIb O YETBEPTIi rOAMHI.

d) Mu 06roBOpHMO JIOTIOBI/Ib MiC/Is YETBEPTOI TOAMHHU.

21. The pupils will have read three English books by the end of the year.
a) Y4HI IPOYMTAIOTh TPU aHTIIHMCHKI KHUTH JI0 KIHIIS POKY.

b) VuHi MarOTh MPOYMTATH TPH aHTIIHCHKI KHUTH J0 KiHIISI POKY.

C) YuHi NpOYXTAIOTh TPH aHTJIIHCHKI KHUTH B KIHII POKY.

d) YuHi mpounTany TpU aHTTIHCHKI KHATH JI0 KIiHIIS POKY.

22. He will not have translated the article by the time the teacher comes.
a) Bin nepekiiazie 110 CTaTTIO 10 TOTO Yacy, sIK MPUAJIe BUUTEIb.

b) Bin He mepekIaje o CTaTTIO 0 TOTO Yacy, SK MPHIIe BUUTEIb.

C) Bin nepekiiaiatume 1110 CTaTTIO J0 TOTO Yacy, SIK NpHiie BUUTENb.
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d) Bin He mepekiae 110 CTaTTIo, K MPUNAIC BUUTEb.

23. It has become a tradition to celebrate the Harvest Holiday in our school.
a) CeatkyBatu [[eHb ypoxkaro — TpaJuIlis HAIIOi ITKOJIH.

b) CeaTkyBanus J{Ha yposkaro — HaIlla IIKUTbHA TPATAIis.

C) Y Hamriil mKoJIi BXKe CTall0 TPATUIIEIO CBATKYBaTH [IeHb ypoKalo.

d) Hara mikona 3aBxau cBITkye [IeHb yposxkarto.

24. Mariya said that she had been there with her parents.
a) Mapis ckazaina, 1o O0yJia TyT 31 CBOIMU OaTbKaMH.

b) Mapis cka3zaia, 1o Oyja TaM 31 CBOiMHU OaTbKaMH,

C) Mapis cka3zaja, 110 oiae 31 CBOiMU OaTbKaMH.

d) Mapis ckazaia, 110 moixaja 31 CBOIMH PiTHAMH.

25. The pupil explained that he had brought his English textbook to school.

a) YueHb MOSICHUB, 110 BIH MPHUHIC CBIM MIIPYYHUK aHTI1ACHKOT MOBH Y IIKOJY.

b) YueHb mosicHUB, 110 BiH MPUHOCHUTH MiAPYYIHUK aHTITIHCHKOI MOBH Y IIIKOJTY.

C) YdeHb MOSCHUB, IO BiH MPUHECE MiAPYYHUK aHTITIHCHKOT MOBH Y TIKOJY.

d) YyeHp MOSICHUB, IO BiH MOCTIHHO NMPUHOCUTH MiJAPYYHHUK aHTIIHCHKOT MOBH Y
LIKOJTY.

26. My friend asked me where | had bought this dress.

a) Mos mojipyra 3anuTaia MeHe, Je s KyIuja [0 CYKHIO.

b) Most noapyra 3anuTana MeHe, Ky/IH s IPUHECIIA IF0 CYKHIO.
C) Mos noapyra 3amuTajia MeHe, JIe Sl Ky TakKi CyKHi.

d) Mos noapyra 3anuTana MeHe, KyIH s OISTHY 110 CYKHIO.

27. Mu He 6aun/iu iforo BiaToxai, ik BiH npuizaus 10 KueBa Mmuny.10i 3umu.
a) We haven't seen him since he came to Kyiv last winter.

b) We didn't see him since he came to Kyiv last winter.

¢) We didn't see him since he had come to Kyiv last winter.

d) We don't see him since he came to Kyiv last winter.

28. MeHi cka3aJjm, 10 BiH y:Ke NMPUiXaB.
a) | said that he has already come.

b) I was told that he has already come.

c) | am told that he had already come.

d) I was told that he had already come.

29. Bona kaxe, 1o iii mog00a€Tbesi KJIACHYHA MY3HKA.
a) She has said she enjoyed classical music.

b) She says she is fond of classical music.

¢) She said she enjoyed classical music.

d) She said she would enjoy classical music.
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30. Kosiu BoHa 0yJ1a IMTHHOI, BOHA 3aXOILIIOBAJIACS CIiBaMU.
a) She didn't like to sing, when she was a child.

b) She wasn't fond of singing when she was a child.

c¢) She was fond of singing when she was a child.

d) When she was a little girl she liked to sing.

Perfect Continuous Tenses
Bubepimov npasunvny 6ionogios

Level 1

1.1. Our family ... in a village near London for about ten years.
a) lived b) has been living

1.2. ...to Barcelona?

a) Have you ever been b) Did you ever be

1.3. ... cookies, that's why my hands are covered with flour.

a) | have been making b) I have made

1.4. They said that their parents ... for two hours.

a) had been walking b) walked

1.5. The teacher ... about English traditions since the beginning of the class.
a) talks b) has been talking

1.6. What ... about a moment ago?

a) were you thinking b) have you been thinking

1.7. Jim was cooking dinner in the kitchen while Jo ... the dog.
a) was feeding b) has been feeding

1.8. There was no money left because we ... it all.

a) had spent b) had been spending

1.9. He said that he ... his grammar by the end of the year.

a) has been improving b) had improved

1.10. He saw his Dbrother who .. beyond the glass door.
a) has been standing b) was standing

1.11. The plane ... when I reached the airport.
a) had already been leaving b) had already left
1.12. By 7.00 p.m. they ... tennis for eight hours.

a) will have been playing b) will be playing

1.13. 1 ... for a new car for months before | bought one.

a) had looked b) had been looking

1.14. My arms are aching now because | .. since two o'clock.
a) have been swimming b) swam

1.15. Ann was out of breath because she .. for a long time.
a) had been running b) has been running

1.16. So you sing in a rock band, do you? How long ... that?
a) have you done b) have you been doing

1.17. I'msure she ... . Her eyes looked red.
a) was crying b) had been crying
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1.18. | cant get Mary on the phone. | .. all afternoon.
a) am trying b) have been trying

1.19. He .. for the company for thirty years before he retired.
a) had been working b) worked

1.20. I ... for three hours before | finished my homework.

a) have been studying b) had been studying

Level 2

2.1. Mike's clothes are dirty because he .. for two hours in the garden.
a) played b) had played c) has been playing

2.2. Sophia got burnt. She ... in the sun.

a) lay b) was lying ¢) had been lying

2.3. | ... for half an hour before | found the hotel.

a) have been walking b) had been walking c¢) was walking

2.4. 'How long ... for this company?' 'Five years'.

a) had you worked b) were you working  c¢) have you been working
2.5. We ... at the office for fifteen years by the first of June.

a) shall be working b) shall have been working ¢) would work

2.6. This is the first time he ... a car.

a) had driven b) has driven c) had been driving

2.7.. Since I was a child I ... to go to Australia, and | finally went last year.

a) always wanted b) had always wanted c) have always been wanting

2.8.  Holmes ... over some notes which he ... upon the back of an envelope.

a)was glancing, had been scribbling b)glanced, had scribbled

¢) glanced, had been scribbling

2.9. The woman ... out, but I ... myself in a doorway.

a) had come, had hid  b) came, had hid c) came, had been hiding

2.10. When my grandfather, who was also a teacher, ... home from the Civil War, he
... my grandmother and they ... to college together.

a) came, married, went b) had come, married, went

¢) had come, married, had been going

2.11. There is a hole in the sky, and we ... it.

a) have been creating b) created ¢) have created
2.12. Modern science ... to produce fibres by chemical and technical means.
a) has learned b) has been learning c) had learned

2.13. In 1881 the United States Lawn Tennis Association ... the first championship in
Newport.

a) had been sponsoring  b) had sponsored c) sponsored

2.14. After he ... the horror story by Edgar Allan Poe, Marvin ... a great plan for his
revenge.

a) had been reading, had  b) read, had c) was reading, had had

2.15. Some of the boys ... from the waiting-room, where they ... themselves by the
red stove.

a) had come, had warmed  b) came, warmed c) came, had been warming
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2.16. Once you ... your subject and limited the scope of your description, you ...
ready to select the best descriptive details.

a) have chosen, will be  b) chose, would be c) have been choosing, will be

2.17. It ... the whole day yesterday, that's why we couldn't go to the railway station
with Mr. Rogers.

a) has been snowing b) was snowing c¢) had been snowing

2.18. After he ... out of the window for about five minutes he ... to write something
in his note-book.

a) had been looking, began b) had looked, had began c) was looking, began

2.19. The boat ... a bridge and the man at the wheel ... the usual warning by shouting,
«Look out!»

a) had been approaching, was giving

b) had approached, gave Cc) was approaching, gave

2.20. At 10 o'clock on Sunday I ... my Mum with her flowers, that's why | couldn't
visit you.

a) helped b) was helping c) had been helping

Level 3*

3.1. When I ... out of the shower, Dad ... me that I ... a phone call from the coach
saying that I made the team.

a) got, told, had got b) had got, was telling, had got

C) got, told, had been getting d) got, told, got

3.2.  Researchers ... the link between mind and body for the past ten years.
a) studied b) will have been studying

¢) had studied d) have been studying

3.3.  That action alone told her that he ... .

a) had never truly loved her b) never loved her truly

c) had never been loving her truly  d) never was loving her truly

3.4. The Counsel for the defense then began to cross-examine the witness. He asked
her «How long ... the accused?»

a) do you know b) have you known

¢) did you know d) have you been knowing

3.5. He ... in the chair when a tall woman with beautiful grey hair and silver, finely-
wrinkled skin ... in.

a) sat, came b) was sitting, came

C) was sitting, was coming d) had been sitting, came

3.6. Susan didn't even know which hotel he ... in Paris.

a) has been using  b) used c) would be using  d) will use
3.7.  The boy ... bitterly and no one ... to calm him down.

a) still cried, was trying b) was still crying, tried

¢) had been still crying, was trying  d) was still crying, had tried
3.8. 1 ... at the hotel only two days when | ... notice to leave it.

a) had been staying, was given b) stayed, had been given

C) was staying, had given d) stayed, was given
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3.9. You understand, Mr. Holder, that | ... you a strong proof of confidence which |
have in you, founded upon all that I ... of you.

a) give, have been hearing b) am giving, have heard

¢) am giving, had heard d) have been giving, heard

3.10.Miss Robinson ... driving lessons and trying to pass her driving test for several
years, but she ... every time.

a) had been taking, failed b) had been taking, fails

c) took, was failing d) has taken, was failed

3.11. | ... for you for about three hours.

a) was waiting  b) have waited  ¢) waited d) have been waiting

3.12. The grey pavement ..., but ... still dangerously slippery, so that there ... fewer
passengers than usual.

a) had been cleaned and scraped, was, were

b) was cleaned and scraped, had been, were

c) is cleaned and scraped, is, are

d) had been cleaning and scraping, was, was

3.13. When we ... coffee in the drawing-room that night after dinner, I ... Arthur and
Mary my experience.

a)were taking, told b) had been taking, had told

c) were taking, had told d) took, told

3.14. Two hansoms ... at the door, and as | ... the passage | ... the sound of voices
from above.

a) stood, entered, heard b) were standing, entered, heard

c) were standing, had entered, had heard d) had been standing, entered, heard

3.15. He quickly forgot everything he ... at school.

a) learnt  b) had learnt c) had been learning  d) was learning

3.16. I... at the hotel for a fortnight when I received your letter.

a) stayed b) was staying  ¢) had stayed d) had been staying

3.17. I... over the phone for a whole hour when the porter knocked at the door.

a) talked  b) had talked c) had been talking  d) was talking

3.18. Alice closed the magazine and rose from the sofa on which she ... for more
than two hours.

a) lay b) had been lying c) was lying d) had lain

3.19. Thardly ... speaking with the porter when the phone rang again.

a) finished  b) had finished c) was finishing  d) had been finishing

3.20. We ... along a forest road for two hours when we saw a house.

a) were walking  b) had been walking c) had walked  d) walked

Busznaume npasunvruii eapianm nepexiaoy.

1. My uncle has been working at this plant for twenty years already.
a) Miii 1si1pK0 TIpaIfoBaB Ha 1IIbOMY 3aBOJI1 ABAJIATH POKIB.

b) Mos TiTKa mpaioe Ha bOMY 3aBO/Ii BXKE JIBA/IIATh POKIB.

C) Miii AsApKO TpaIO€ Ha IbOMY 3aBOJII BKE JBAIISATh POKIB.

d) Miit nsaapK0 mpairoBaB OM Ha IbOMY 3aBO/Ii ABAALSATH POKIB.
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2. We have been learning English for seven years at school.
a) Mu BUBYaeMO aHTJIIHCHKY MOBY B IIIKOJII CIM POKIB.

b) Mu BuBYaJIM aHTJIICHKY MOBY B IIIKOJIi CiM POKIB.

C) Mu BHBYaEMO aHTJIIHCHKY MOBY B IIIKOJIi 13 CEMH POKIB.

d) Mu BHBYa€EMO aHTIIIHCHKY MOBY B IIIKOJII TUTBKH CIM POKIB.

3. I have been waiting for them since five o’clock.
a) 51 yekaro Ha HUX PIBHO O I'SITiH FOJUHI.

b) 51 yexana Ha HUX i3 I'ITOI TOAMHH.

C) S yekatuMy iX i3 I'ATOT FOAUHHU.

d) 41 yekaro Ha HUX 13 M'ITOI TOUHH.

4. It has been raining since morning.
a) Jlom i71e mie 3paHKy.

b) Jour mimoB BpaHIL.

¢) Mo e BpaHiii.

d) Jlomr Mae MTH 3paHKYy.

5. The boy has been looking for a book for a quarter of an hour already.
a) XJIOMYHUK ITYKa€ KHH)XKY BXKC UBCPTh I'OJHUHH.

b) Xnomuuk neperisaaae KHUKKY BXKE YBEPTh TOTUHH.

C) XJIONYHMK IITyKaB KHUXKKY YBEPTh TOJUHHU.

d) Xom4yuk MaB neperiaaaTi KHWKKY YBEPTh FOHHH.

6. | had been sleeping for an hour already when he came.
a) S Bxxe roiUHY craja, KoJy BiH IPUIIIOB.

b) S cnatumy roauHy, KOJH BiH IpUAE.

C) S cnasia ToAMHY, KOJIM BiH IIIIOB.

d) S cnana, Kou BiH MPHHAIIOB.

7. They had been living in this building for thirty years by that time.
a) Jlo Toro yacy BOHU >KHJIM B IbOMY OYIMHKY TPUILATH POKIB.

b) Jlo 1boro yacy BOHH )HBYTh B [IbOMY OYJAMHKY TPUALSATH POKIiB

C) Jlo TOro 4acy BOHH XHBYTb B [IbOMY OYJIMHKY TPUALSATH POKIB.

d) Zlo 115010 Yacy BOHH JKWIJIH Y 1IbOMY OyJIHHKY TPHIIATH POKIB.

8. I had been packing my things for an hour and half already when you rang.
a) Sl makyBaya pedi BKe MBTOPU TOJIMHU, KOJIH BH 3aTeaehOHYBAIIH.

b) 51 makyro pedi Bxke MIBTOPU TOJIMHH, & BU TelIePOHYETE.

C) 51 makyBaJia pedi B)Ke MBrOJWHH, KOJIX B 3aTelie()OHYBAIIH.

d) S makyBaTuMy pedi MBTOPU TOJIMHU, KOJIA BU 3aTelie)OHYETE.

9. The children had been skating for an hour before their mother asked them to
come back home.
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a) JliTn kaTtaroThCsl HA KOB3aHAX TOJAMHY MEpe THM, sIK MaMa MPOCUTH 1X OBEPHYTHUCS
JTOJIOMY.

b) Jlitn karamucs Ha KOB3aHax Iepe]] TUM, SK MaMa IONPOCHIIA 1X MOBEPHYTHUCS
JTOJIOMY.

C) Jlitn karamucs Ha JIMKaxX FOJIMHY Tepe THM, SK MaMa TOMPOCHIIa X TTOBEPHYTHCS
JIOJIOMY.

d) Jlitu kaTtamucs Ha KOB3aHaX TOAMHY Tepea THM, SK Mama IMONpOoCHiIa IX
MOBEPHYTUCS JOAOMY.

10. Bona npamioe Ha IbOMY 3aBO/Ii B:ke I'AATh POKIiB.
a) She is working at this plant for five years.

b) She has been working at this plant for five years.

c¢) She works at this plant for five years.

d) She was working at this plant for five years.
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THE PASSIVE VOICE
Bubepimwv npasunviy ionogios.

Level 1

1.1. Pineapples ... in Hawaii.

a) are growing b) is grown C) are grown d) grew
1.2. The building ... recently and looks impressive.

a) has been repaired b) is repaired

C) was repaired d) repaired

1.3. She came back to town where she ... .

a) has born b) will be born c) is born d) was born

1.4. Stamps ... in 1840 in Great Britain.

a) are introducing b) were introduced

¢) have been introduced d) introduced

1.5. They said that the new school ... in that area.

a) is being built  b) will be built c) builds d) would be built
1.6. She ... a box of chocolates for her birthday last week.

a) was given b) will be given C) gave d) is given

1.7. Usually breakfast here ... at 8 o'clock.

a) are served b) is served

¢) has been served d) serves

1.8. If I ... this job, I'll be very much satisfied.

a) will be given b) am given c) will give d) am being given
1.9. | can't say anything because my words ... against me.

a) will use b) are being used c) will be used  d) are using

1.10. Many new houses ... in our city now.

a) were built b) are built ¢) have been built d) are being built

1.11. This camera ... in Japan.

a) will be making b) is made ¢) made d) are made
1.12. His letter ... as soon as the manager finds out the necessary information.
a) will be answered b) is answered

¢) has been answered d) will answer

1.13. Our trip .. because of bad weather last week-end.
a) had been finished b)was finished

¢) will be finished d) is finished

1.14. This portrait ... by a talented painter last year.

a) is painted b) was painted

c) has been painted d) has painted

1.15. The book ... by students now.

a) is discussed b) was discussed

C) is being discussed d) has been discussed

1.16. A new dress ... for my sister tomorrow.

a) will be bought  b) is bought c) will buy d) was bought

1.17. The room ... by my brother now.
a) is cleaned b) was cleaned
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¢) has been cleaned d) is being cleaned
1.18. The bill ... to your room in an hour.
a) is sent b) will be sent c) will send d) has been sent

1.19. The telegram to his office ... now.
a) is being sent  b) was being sent c¢) has been sent  d) is sending
1.20. A little present ... to each of the guests yesterday.

a) has been given b) gave  c) is being given d) was given

1.21. We shall learn the results of the game when they ... on the radio.
a) are announced b) were announced

¢) will be announced d) will announce

1.22. The game ... because of bad weather.

a) was put off b) was putting off

¢) was being put off d) were put off

1.23. The book ... now.

a) was translated b) will be translated

c¢) will translate d) is being translated

1.24. The bridge ... long ago.

a) will be built  b) was built c) built d) was being built

1.25. | am sorry but this room ... now.

a) is being occupied b) were occupied

¢) will occupy d) occupy

1.26. This department store ... this year, let's go shopping there.

a) built b) will be built  ¢) is built d) has been built

1.27. This book ... in New-York last year.

a) was published b) will be published

c) published d) will publish

1.28. The answer ... to you next week.

a) was given b) will be given

c) will give d) is being given

1.29. The police ... of an accident already. We expect them any minute.
a) have been informed b) was informed

¢) will be informed d) has informed

1.30. The book ... from the library a month ago.

a) will be borrowed b) would be borrowed

c) was borrowed d) borrowed

Level 2

2.1. The mother ... not to worry about her sick boy as he was out of danger.
a) was told b) is told c) told d) has been told

2.2. Peter was late for the party, so when he went into the room all guests ... to
each other.

a) were introduced b) had been introduced

c¢) would be introduced d) introduced

2.3. When | went into the cinema, the film ... .
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a) was being shown b) was shown

c) showed d) will be shown

2.4. A new stadium ... opposite our house lately.

a) will be built  b) is being built ) has been built d) has built

2.5. We will send you this report as soon as all the dates ... finally.
a) have been fixed b) is being fixed

c) will be fixed d) is fixed

2.6. It's not really our house yet. It ... .

a) hasn't paid for b) aren't paid for

¢) hasn't been paid for d) hadn't been paid for

2.7. As the building was dangerous, it ... at last.

a) is knocked down b) being knocked down

c) had been knocked down d) will be knocked down

2.8. Fred is not in his room and his bed ... in.

a) hasn't been slept b) wasn't slept

C) isn't being slept d) hasn't slept

2.9. A lot of stories ... before they went to bed.

a) had been told b) were told ¢) will be told d) had told

2.10. The house ... for a year before they moved in.

a) was locked up b) had locked up

¢) had been locked up d) is being locked up

2.11. The book ... by August.

a) will be published b) will have been published

¢) was published d) will have published

2.12. At present nothing ... to restore the building.

a) is being done  b) was doing c) has been done d) will be done

2.13. After we ... over the house, all guests had a walk round the garden.
a) have been shown b) had been shown

¢) had shown d) were shown

2.14. Their engagement just ... by all local newspapers.

a) is being announced b) was announced

¢) had been announced d) has been announced

2.15. | hope that the room ... by the guests' arrival.

a) will have been prepared b) has been prepared

c) was being prepared d) will have prepared

2.16. The wounded woman ... to hospital before the police arrived.
a) has been taken b) had been taken

c) was being taken d) took

2.17. If the article ... earlier, it could have been published already.
a) was being written b) had written

c) would be written d) had been written

2.18. He says by next spring these houses .. in our city.
a) are being built b) will be built

c) will have built d) will have been built
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2.19. After his ten novels ..., he became famous.

a) had been published b) were published
c) were being published d) had published
2.20. She said that the clothes ... already.

a) has been washed b) had been washed
c) was washed d) had washed

2.21. This suit looks shabby. Sure, it ... for three seasons already.
a) has been worn b) had been worn c¢) is being worn  d) has worn

2.22. Don't worry! Your TV .. by the end of this week.
a) will be repaired b) will repair

c¢) will have been repaired d) is being repaired

2.23. The book ... yet, let's do it now.

a) hasn't discussed b) wasn't discussed

¢) hadn't been discussed d) hasn't been discussed

2.24. By the time you arrive there, the invitation ... already.
a) will have been sent b) will be sent

c¢) will have sent d) would be sent

2.25. He knew that this book ... by all his friends.

a) has been read b) had read ¢) had been read d) is being read

2.26. We were so glad to find out that 50 our students ... to the international
conference.

a) will be taken b) were being taken
¢) had been taken d) have been taken
2.27. The letter ... by the time they asked for it.

a) had been translated b) have translated

c) was translated d) will be translated
2.28. The doctor ... already. We expect him any time.

a) has been sent for b) was sent for

C) is being sent for d) has sent for

2.29. All his exams ... by the end of the next term.

a) will be passed b) will have passed
¢) will have been passed d) are passed

2.30. The fire ... to be burning out of control.

a) will be reported b) reported

C) was reported d) had been reported
Level 3*

3.1. I know why all his suggestions ... already.

a) were turned down b) have been turned down
c) will be turned down d) have turned down
3.2. He answered that one of his article ... at that moment.

a) was being published b) had been published
c) published d) was published

3.3. The teacher told the student to look up the rule himself as it ... many times.



261

a) will explain b) was being explained

c) had been explained d) would be explained

3.4. You should be attentive while the text ... .

a) was read b) is being read c) are read d) has been read
3.5. The workers promised that the production ... by the end of the year.
a) will be increased b) was increased

c¢) would have been increased d) would increase

3.6. The secretary is working very badly. He'll have

a) to be looked after b) to look after

c) be looking after d) being looked after

3.7. Police are looking for a missing boy, he ... anywhere.

a) can find b) can't be found c) can'tbe find  d) can be found
3.8. While my car ... , | made a telephone call to my office.
a) was being fixed b) had been fixed

c) is being fixed d) was fixing

3.9. | didn't know whom I ... to at that moment.

a) am introduced b) was introduced

c) was being introduced d) was introducing

3.10. She wished to know if all her orders ... already.

a) were carried out b) had been carried out

c) are carried out d) had carried out

3.11. At that moment the possibility of new negotiations ... and they asked press to
wait.

a) had been discussed b) has been discussed

c) is discussed d) was being discussed

3.12. When our ship entered the port, two cargo-ships ... there.
a) were unloaded b) had been unloaded

¢) had unloaded d) were being unloaded

3.13. Qur car ..., so we'll have to take a bus for now.

a) has been repaired b) was being repaired

C) is being repaired d) is repairing

3.14. Mr. Warner is telling some funny story. No wonder he ... by the staff and the
pupils.

a) would be laughed at b) is laughing at

c) is being laughed at d) has laughed at

3.15.  When the bell rang, the text still ... by the students. They wanted to finish it.
a) was being translated b) was translating

c) will be translated d) has been translated

3.16. When we reached the bridge, the road still ... .

a) was being repaired b) has been repaired

c) had been repaired d) was repairing

3.17. The living room ... when he entered the house.

a) is being repaired b) was being repaired

c) will be repaired d) was repairing
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3.18. He promises that the translation ... by 5 o'clock tomorrow.

a) would be finished b) will have been finished

c) is finished d) will have finished

3.19. The waiter asked if she would have something while salmon ... .
a) had been cooked b) was being cooked

¢) would be cooked d) had cooked

3.20. Although nothing has come of any of his other inventions, work still ... on the
telephone.

a) is being carried out b) has been carried out

C) is carrying out d) had been carried out

3.21. He whispered pointing at me, and | realized that I ... .

a) will be talked about b) am being talked about

c) was being talked about d) are being talked about

3.22. When | went to Leningrad in 1954, the first underground line still ... .
a) had been built b) was being built

c) has been built d) was building

3.23. She thought that the servant had gone being afraid that he ... .
a) would be punished b) would punish

¢) will be punished d) was being punished

3.24. The man said that he wouldn't answer for the results unless his advice ...
carefully.

a) had been followed b) will be followed

¢) had followed d) would be followed

3.25. He said that they would come to the station later as the train ... by heavy
snowfall at the moment.

a) had been held b) was holding

¢) was being held d) would be held

3.26. She said that many new houses ... in that area at the moment.
a) would be built b) were being built

¢) had been built d) have been built

3.27. Although his new friend seemed to tell the truth, Bob had a feeling that he
... at that moment.

a) had been deceived b) was deceived

¢) would be deceived d) was being deceived

3.28. The play ... by some of my friends who were not professional actors.
a) will be played b) was to be played

c) was to play d) were to be played

3.29. The matter is urgent, and the necessary arrangements ... immediately.
a) must make b) must being made

c) must be made d) must have been made

3.30. If you had worked harder last year, such mistakes ... .

a) wouldn't have been done b) wouldn't be done

c) will not be done d) wouldn't have done
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SEQUENCE OF TENSES
Bubepims npasunvhy 6i0nogiow
Level 1
1.1. Mary said, “I’m very tired today, I’ll do it tomorrow.”
a) Mary said she was very tired that day, she would do it the next day.
b) Mary said she was very tired today, she would do it next day.

1.2. Johnny asked his mother, “May I go for a walk with my friends?”
a) Johnny asked his mother if he may go for a walk with his friends.
b) Johnny asked his mother whether he might go for a walk with his friends.

1.3. “I have bought everything you asked me yesterday,” my husband said.
a) My husband said that he had bought everything I had asked him the day before.
b) My husband said that he bought everything | had asked him yesterday.

1.4. “If you want to help me, give that hammer, please,” he asked his daughter.
a) He said to his daughter that if she wants to help me, she should give me that
hammer.

b) He said to his daughter that if she wanted to help him, she should give him that
hammer.

1.5. “Can you lend me some money?” Mr. Longer said.

a) Mr. Longer asked me if | can lend him some money.

b) Mr. Longer asked me if I could lend him some money.

1.6. “If you don’t want to have any problems with your examination test, you
should work as hard as you can!” our English teacher said to us.

a) Our English teacher said to us that if we didn’t want to have any problems with our
examination test, we should work as hard as we could.

b) Our English teacher said to us that whether we hadn’t wanted to have any
problems with our examination test, we should work as hard as we can.

1.7. Bob told me, “I need to talk you.”
a) Bob told me that he needed to talk to you.
b) Bob told me that he needed to talk to me.

1.8. My parents asked me, “Are you hungry?”
a) My parents asked me if | was hungry.
b) My parents asked me if was | hungry.

1.9. The policeman asked me, “Where do you live?”
a) The policeman asked me, where did I live.
b) The policeman asked me, where | lived.
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1.10. “I have been waiting for you for an hour! Where have you been?” Helen
asked me nervously.

a) Helen asked me nervously where | have been, because she has been waiting for me
for an hour.

b) Helen said to me nervously that she had been waiting for me for an hour, and
asked where | had been.

1.11.“Where is my money?” Michael asked his wife.
a) Michael asked his wife where his money was.
b) Michael asked his wife where was his money.

1.12. “Did you finish your homework?” my little brother asked me.
a) My little brother asked me if | finished my homework.
b) My little brother asked me if | had finished my homework.

1.13. “Don’t take my pen, use yours,” Nina said to Alec.
a) Nina told Alec don’t take her pen but to use his.
b) Nina told Alec to use his pen and not to take hers.

1.14. “Are you going to pick up the phone?” Miranda asked him.
a) Miranda asked him whether he was going to pick up the phone.
b) Miranda asked him if was he going to pick up the phone.

1.15. “There is no paper in the box,” he said.
a) He said there is no paper in the box.
b) He said that there wasn’t any paper in the box.

1.16. “Put on the jacket!” my mother said when I was going to leave.
a) When | was going to leave, my mother suggested me to put on the jacket.
b) When | was going to leave, my mother suggested that | should put on the jacket.

1.17. “Would you like another cup of coffee?” the waiter asked me politely.
a) The waiter asked me politely would I like another cup of coffee.
b) The waiter asked me politely whether I’d like another cup of coffee.

1.18. “If anyone calls me,” he said “say that I’m out.”
a) He said that if anyone called him, he was out.
b) He said that if anyone calls him, he is out.

1.19. “Are you busy?” I asked the secretary.
a) | asked the secretary whether she was busy.
b) I asked the secretary whether if she is busy.

1.20. ”Be ready at five o’clock we must be at the business centre,” said Angela.
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a) Angela told me to be ready, because at five o’clock we had to be at the business
centre.
b) Angela said me to be ready, and that at five o’clock we must be at the business
centre.

Level 2

2.1. “Where are you going?” the teacher asked Michael.
a)The teacher asked Michael where he was going.

b) The teacher asked Michael where was he going.

¢) The teacher asked Michael where he is going.

2.2. A policeman came up to my elder son and asked, “Do you have a driving
license?”

a) A policeman came up to my elder son and asked if he has a driving license.

b) A policeman came up to my elder son and asked whether had he had a driving
license.

¢) A policeman came up to my elder son and asked whether he had a driving license.

2.3. “My girl-friend will be here tomorrow,” said Andrew.
a) Andrew said that his girl-friend would be here tomorrow.

b) Andrew said that his girl-friend would be there the next day.
c¢) Andrew said that his girl-friend will be here the next day.

2.4. “My group mate and I are going to another party tonight,” Ann boasted.
a) Ann boasted that my group mate and she were going to another party tonight.
b) Ann boasted that her group mate and | were going to another party that night.
¢) Ann boasted that her group mate and she were going to another party that night.

2.5. “I wrote to my pen-friend to New York yesterday,” said my nephew.

a) My nephew said that he had written to his pen-friend to New York the day before.
b) My nephew said that he had wrote to his pen-friend to New York the day before.
¢) My nephew said that he wrote to his pen-friend to New York yesterday.

2.6. ”At two o’clock tomorrow I’ll be having a music lesson,” my child said.

a) My child said at two o’clock the following day he’ll be having a music lesson.

b) My child said that at two o’clock the following day he would be having a music
lesson.

¢) My child said that at two o’clock tomorrow he would be having a music lesson.

2.7. “How about going for a walk?” I said to them.
a) | suggested going for a walk.

b) I suggested them to go for a walk.

c) | asked them how about going for a walk.
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2.8. “Let’s eat out this evening,” Emma said to her husband.
a) Emma offered that they eat out that evening.

b) Emma suggested eating out that evening.

¢) Emma said that they should eat out this evening.

2.9. My younger sister said, “Please help me with this task.”
a) My younger sister asked me to help her with this task.

b) My younger sister asked if | help her with that task.

¢) My younger sister asked me to help her with that task.

2.10. “Don’t forget to phone your parents,” my aunt said to me.
a) My aunt said me to phone my parents.

b) My aunt told me don’t forget to phone my parents.

¢) My aunt reminded me to phone my parents.

2.11. ”Stop making such a noise or I’ll send you out,” the teacher said.

a) The teacher threatened to send us out if we don’t stop making such a noise.
b) The teacher threatened to send us out if we didn’t stop making such a noise.
c) The teacher said us to stop making such a noise or she would send us out.

2.12. “There is nothing else I can do,” she said.

a) She explained there was nothing else she could do.
b) She said that there was nothing else she can do.

¢) She said that there is nothing else she can do.

2.13. “What a beautiful dress you are wearing!” my colleague said.
a) My colleague exclaimed what a beautiful dress | am wearing.

b) My colleague said that | am wearing a beautiful dress.

¢) My colleague exclaimed that | was wearing a beautiful dress.

2.14. “I’m the best dancer of all of you,” Chris said.
a) Chris boasted that he is the best dancer of all of you.
b) Chris boasted that he was the best dancer of all of us.
¢) Chris said that he is the best dancer of all of us.

2.15. “Please, please don’t tell my mother about my bad mark for the dictation,”
she begged me.

a) She begged me don’t tell her mother about her bad mark for the dictation.

b) She begged me not to tell my mother about my bad mark for the dictation.

c¢) She begged me not to tell her mother about her bad mark for the dictation.

2.16. “Are you busy?” my chief asked me. “I need to talk to you.”
a) My chief asked me if was | busy because he needed to talk to me.
b) My chief asked me if | was busy because he needed to talk to me.
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¢) My chief asked me if | was busy because he needs to talk to me.

2.17. “You’re twenty minutes late,” she said to her boy-friend. “I was about to
go home.”

a) She said to her boy-friend that he was late and added that she was about to go
home.

b) She told to her boy-friend that he was late and went on to say that she had been
about to go home.

¢) She said to her boy-friend he had been late and went on to say she had been about
to go home.

2.18. “I’m very tired,” Mum said. “I’ve been working hard the whole week.”

a) Mum said she was very tired and she explained she has worked hard the whole
week.

b) Mum said that she is very tired, explaining that she had been working hard the
whole week.

¢) Mum said that she was very tired, explaining that she had been working hard the
whole week.

2.19. “Are you leaving now?” Paul said. “I’ll give you a lift.”

a) Paul asked if | was leaving now and went on to say that he will give me a lift.
b) Paul asked if | was leaving then and went on to say that he would give me a lift.
c¢) Paul asked if was | leaving then and went on to say that he would give me a lift.

2.20. “I’m sorry I’m late. I lost my way,” he said to our guide.

a) He apologized for being late, explaining that he had lost his way.

b) He said to our guide that he is sorry he is late, explaining that he lost his way.
¢) He apologized for being late, explaining that he lost his way.

Level 3*

3.1. And he said to her, “No, but I have been cruel to my mother, and as a
punishment this evil has been sent to me. Therefore I must go and wander
through the world till I find her, and she gives me forgiveness.”

a) He said to her that he was cruel to his mother, and as a punishment this evil had
been sent to him. Therefore he must go and wander through the world till he would
find her, and she would give him forgiveness.

b) He said to her that he had been cruel to his mother, and as a punishment that evil
had been sent to him. Therefore he had to go and wander through the world till he
found her, and she gave him forgiveness.

c) He said to her that he had been cruel to his mother, and as a punishment that evil
was sent to him. Therefore he was to go and wander through the world till he finds
her, and she gives him forgiveness.
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d) He said to her that he was cruel to his mother, and as a punishment that evil had
been sent to him. Therefore he had to go and wander through the world till he found
her, and she gave him forgiveness.

3.2. “How many raises have you handed our in your life?” asked Rosy.
a) Rosy asked how many raises have you handed out in your life.

b) Rosy asked how many raises had you handed out in your life.

¢) Rosy asked how many raises | handed out in my life.

d) Rosy asked how many raises | had handed out in my life.

3.3. “How do people get such beautiful lawns?” Mr. Anderson asked. “Ours are
never as good as these.”

a) Mr. Anderson wondered how people got such beautiful lawns, because theirs were
never as good as those.

b) Mr. Anderson asked how people got such beautiful lawns, his were never as good
as this.

¢) Mr. Anderson asked how had people got such beautiful lawns, because ours had
never been as good as those.

d) Mr. Anderson asked how do people get such beautiful lawns, because theirs are
never as good as this.

3.4. Jane asked me, “Can you tell me what the writing on that stone over the
door means?”

a) Jane asked me whether could I tell her what the writing on that stone over the door
was meaning.

b) Jane asked me if | can tell she what the writing on that stone over the door means.
c¢) Jane asked me if | could tell her what the writing on that stone over the door
meant.

d) Jane asked me whether | was able to tell her what the writing on that stone over the
door had meant.

3.5. “Have you had hair cut?” my cousin asked me. “It looks great.”

a) My cousin asked me if | had been cutting my hair and added that it was looking
great.

b) My cousin asked me whether | had my hair cut and added it looked great.

¢) My cousin asked me if | had had my hair cut and went on saying that it looked
great.

d) My cousin asked me had | had my hair cut and went on to say it looked great.

3.6. “I’ll punish you if you come late again,” Dad said.

a) Dad said to me he’ll punish me if [ come late again.

b) Dad threatened that he would punish me if | would come late again.
c¢) Dad threatened to punish me if | came late again.

d) Dad said that he would punish me if | was coming late again.
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3.7. “We could for a picnic tomorrow if you like,” said David.

a) David suggested going for a picnic the following day.

b) David said that we could go for a picnic tomorrow if we like.

c¢) David said that they could go for a picnic the following day if they like.
d) David said that they could go for a picnic the next day if they were liking.

3.8. “I’ll phone your parents if you don’t do as I say,” the teacher said to the
pupil.

a) The teacher said to the pupil to phone to his parents if he didn’t do as she said.

b) The teacher threatened to phone the pupil’s parents if he didn’t do as she said.

c) The teacher threatened to phone the pupil’s parents if he wouldn’t do as she said.
d) The teacher said to the pupil that he would phone to his parents if he didn’t do as
the teacher had said.

3.9. My friend said, “I’m nervous because I’ve never been on a plane before.”
a) My friend said she was nervous because she has never been on a plane before.
b) My friend said she was nervous because she had never been on a plane before.
¢) My friend said she was nervous because she never was on a plane before.

d) My friend said she is nervous because she never was on a plane before.

3.10. “I didn’t telephone you, because it was late, and I didn’t want to trouble
you,” she answered.

a) She answered that she didn’t telephone you, because it was late and she didn’t
want to trouble you.

b) She answered that she hadn’t telephoned me because it had been late, and she
hadn’t want to trouble me.

c) She answered that she hadn’t telephoned me because it was late, and she didn’t
want to trouble me.

d) She answered that she didn’t telephone me, because it was late and she didn’t want
to trouble me.

3.11. “I’ll will start late tonight and ride to Borgo San Lorenzo,” she said.
a) She said that she will start late tonight and ride to Borgo San Lorenzo.

b) She said | would start late that night and ride to Borgo San Lorenzo.

¢) She said she would start late that night and ride to Borgo San Lorenzo.

d) She said that she would start late tonight and ride to Borgo San Lorenzo.

3.12. “Do you imagine that I have no respect for your medical talents?” he
asked.

a) He asked me if | imagined that he had no respect for my medical talents.

b) He asked me if I had imagined that he had no respect for my medical talents.

c) He asked me whether I didn’t imagine that he had no respect for my medical
talents.

d) He asked me did | imagine that he had no respect for my medical talents.
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3.13. “If I am to have a doctor whether I will or not, let me at least have someone
in whom I have confidence,” said he.

a) He said that if he was to have a doctor whether he would or not, he would like at
least have someone in whom he had confidence.

b) He suggested having someone in whom he had confidence, if he was to have a
doctor.

¢) He suggested having someone in whom he had confidence, if he was to have a
doctor, whether he would or not.

d) He explained it to me that if he was to have a doctor whether he would or not, he
would like at least have someone in whom he had confidence.

3.14. “I’ll work in a bank,” he said to himself, “because my uncle has always
worked in one.”

a) He said to himself that he would work in a bank because his uncle had always
worked in one.

b) He said to himself that | would work in a bank because my uncle had always
worked in one.

c) He said to himself that he will work in a bank because his uncle has always
worked in one.

d) He said to himself that he would work in a bank because his uncle always
worked in one.

3.15. “Do you really think that you can outsmart me?” Angela asked.
a) Angela asked if did I really think that | can outsmart her.

b) Angela asked me if did | really think that I could outsmart her.

¢) Angela asked me if | really thought that | could outsmart her.

d) Angela asked me if | really had thought that you could outsmart me.

3.16. “Well,” she said, “aren’t you going to come in and talk to us? We want to
hear what you’ve decided.”

a) She suggested me to come in and talk to them, because they wanted to hear what |
had decided.

b) She said to me to come in and talk to them, because they wanted to hear what |
decided.

c) She wondered if | was going to come in and talk to them, explaining that they
wanted to hear what I had decided.

d) She asked me whether | was going to come in and talk to them, because they
wanted to hear what | have decided.

3.17. One of the soldiers said, “By the time we reach the hill the enemy will have
cut us off from the rest of our men.”

a) One of the soldiers said that by the time they reached the hill the enemy would
have cut them off from the rest of their men.
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b) One of the soldiers said that by the time they would reach the hill the enemy
would have cut them off from the rest of their men.

¢) One of the soldiers said that by the time they reached the hill the enemy would had
cut them off from the rest of their men.

d) One of the soldiers said that by the time they reached to the hill the enemy will
have cut us off from the rest of our men.

3.18. “Well,” his friend said, “stop going to your office by car, and get a bicycle.”
a) His friend said him stop going to his office by car, and get a bicycle.

b) His friend suggested that he should get a bicycle instead of going to the office by
car.

¢) His friend suggested him stopping going to your office by car, and get a bicycle.

d) His friend said him to stop going to his office by car, and get a bicycle.

3.19. “Last night I dreamed I went to Manderley again,” Rebecca said.

a) Rebecca said that last night she had dreamed she went to Manderley again.

b) Rebecca said that the night before she had dreamed she had gone to Manderley
again.

¢) Rebecca said that the last night she dreamed she had gone to Manderley again.

d) Rebecca said that the last night she was dreaming she went to Manderley again.

3.20. “Relations are simply a tedious pack of people, who haven’t got the
slightest knowledge of how to live, nor the smallest instinct about when to die,”
she said.

a) She said that relations are simply a tedious pack of people, who haven’t got the
slightest knowledge of how to live, nor the smallest instinct about when to die.

b) She said that relations had been simply a tedious pack of people, who hadn’t got
the slightest knowledge of how to live, nor the smallest instinct about when to die.

c¢) She said that relations were simply a tedious pack of people, who hadn’t got the
slightest knowledge of how to live, nor the smallest instinct about when to die.

d) She said that relations was simply a tedious pack of people, who didn’t get the
slightest knowledge of how to live, nor the smallest instinct about when to die.
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ADJECTIVES AND ADVERBS
Bubepims npasunvhy 6ionogiow
Level 1
1.1. His father is a very short man. I'd better say that he is the ... man | have ever
seen.

a) shortest b) most short

1.2.  Two of her detective stories are ... memorable.

a) particular b) particularly

1.3. | think that Shakespeare is ... author in the world.

a) the most famous b) more famous

1.4. Have you already known the ... news of today?

a) last b) latest

1.5. The ... type of thermometer is the mercury thermometer.
a) commonest b) more common

1.6. My native town is the ... in this region.

a) larger b) largest

1.7. How much has your audience known about your subject ...?
a) already b) yet

1.8. The ... days came to our country at least.

a) hottest b) hotest

1.9. This red overcoat suits you ... .

a) fine b) finely

1.10. My suitcase is ... than yours. Let's change!

a) more heavy b) heavier

1.11. This performance is ... the performance we saw last week.
a) as amusing as b) such amusing as

1.12. With his savage eyes and bristling moustache he was ... like a tiger himself.
a) wonderfully b) wonderful

1.13. Little Peter saw a mouse and wasn't frightened by it. Everyone realized he was
... boy in our street.

a) more courageous b) the most courageous

1.14. When I had any problem my mother used to say me, “Take it ...!”
a) easy b) easily

1.15. Itis ... today than it was yesterday.

a) very colder b) much colder

1.16. Monica hummed ... as she ironed her shirt.

a) softly b) soft

1.17. They said that we would find our ... instructions on our desks in the office.
a) further b) farther

1.18. You can visit the museum ... .

a) free b) freely

1.19. Then we can ... get there before midnight.

a) hard b) hardly

1.20. | can't afford such an expensive dress. I'll buy something ... .
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a) more cheap b) cheaper

1.21. The wine we drank with our meals tasted ... .

a) wonderful b) wonderfully

1.22. ... the sun, ... the days.

a) The brighter, the warmer b) Brighter, warmer

1.23. ... thing in the world is when your best friend lies to you.

a) The worst b) The most bad

1.24. ... woman in our village is ninety years old.

a) The oldest b) Older

1.25. This book is not interesting. It is ... than the book I read before.
a) worse b) worst

1.26. Tom's story about his vacations is ... than hers.

a) much more thrilling b) a lot more thrilling

1.27. She wondered ... if he wanted anything and if she could hear him if he called.
a) more restless b) restlessly

1.28. Your husband is ... his father.

a) more generous b) as generous as

1.29. Their family lives in ... house in this street.

a) further b) the furthest

1.30. Take the dictionary. It will be .. to translate this text.
a) easier b) easyer

1.31. Nobody has been here ... .

a) still b) yet

1.32.  This flower is not ... the red rose | have just seen in your garden.
a) so beautiful as b) much beautiful as

1.33. Thissofais....

a) very comfortable b) most comfortable

1.34. It's ... to make up a question than to give an answer.

a) more difficult b) difficulter

1.35. This operais ... | have heard this year.

a) the least intelligible b) less intelligible

1.36. Of the three boys, John behaves the ... .

a) politely b) most politely

1.37. My little nephew plays football very ....

a) good b) well

1.38. Our house is ... than yours.

a) bigger b) the biggest

1.39. Mary's hair is ... than mine.

a) longer b) more long

Ishe a ... driver? — No, he drives ... .
a) well, bad b) good, badly
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Level 2
2.1. Peter could ... believe his eyes; his heart began to beat ..., not with pleasure
now but with uneasiness.

a) hard, fast b) hardly, fast ¢) hardly, fastly

2.2. She was .. able to believe that it was no .. necessary for her to
have a good driver with her in the car whenever she went out in it.

a) hard, longer b) hardly, long ¢) hardly, longer

2.3.  Add brass ..., then bring it to a boil.

a) slow b) slowely c) slowly

2.4. After | have visited London | understand that its weather is ... in Europe.
a) the wettest b) the most wet C) more wet

2.5. February is the ... winter month.

a) deficientest b) most deficient ¢) more deficient

2.6.  She looked ... because she could not dress ... .

a) plain, well b) plainly, good c) plainly, well

2.7. Our nurse believes that milk is one of the ... products for children.

a) more useful b) very useful ¢) most useful

2.8. As she lay in her berth, staring at the shadow overhead, the rush of the wheels
was in her brain, driving her ... into circles of wakeful lucidity.

a) more deep and deep b) more deep and deeper c) deeper and deeper

2.9.  While the events are still fresh in my mind, | wish to put them down on paper
as..as ...

a) clear, possible b) clearest, possible c) clearly, possible

2.10. She greeted it as the friend whom she loved ... than all the world.
a) best b) well C) better

2.11. Two nights ... she was aware that the feet behind her were moving ... and ... .
a) late, slow, slow b) lately, slower, slower  c) later, slower, slower

2.12. My last Math examination turned out to be ... of all.

a) the least complicated b) less complicated c) the less complicated

2.13. | must say it sounds rather ... .

a) marvelously b) marvelous c) marvelousely

2.14. The literature of ... Anglo-Saxons was oral.

a) the earlier b) the earliest ¢) the most early

2.15. Tommy always says, «Please!» «Thank you!» «You are welcome!». In my
opinion he is ... child in this kindergarten.

a) the most polite b) the politest c) more polite
2.16. He controlled his anger, though it was not at all ... .
a) easily b) easy C) easiest

2.17. Last year | met a very beautiful Spanish girl. Her eyes were the ... | had ever
seen in my life.

a) most attractive b) attractivest C) very attractive

2.18. She did not want to look ... in front of other drivers in the street.

a) foolishly b) more foolishly c) foolish
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2.19. A passer-by asked me which was ... way to the local museum.

a) the most near b) nearer c) the nearest

2.20. Some important papers disappeared. Who was ... person to leave the office
yesterday?

a) the last b) the latest c) the most last

2.21. Then the owner of the house showed him into a room with lunch ready on the
table and another table, ... bare, ... waiting for him to spread his papers on it.

a) entire, evidently b) entirely, evidently C) entire, evident

2.22. s your new girl-friend ... than your ex one?

a) more charming b) the most charming c) the more charming

2.23. Ashrew is ... and ... mammal.

a)more tiny, more numerous b) the most tiny, the most numerous

¢) the tiniest, the most numerous

2.24. Everything looked so ...! It was ... for her to make up her mind.

a) beautiful, impossible b) beautifully, impossible c) beautiful, impossibly

2.25. Have the letters been written 22
a) already b) still C) yet

2.26. The family got ... and ..., and now Bella lived alone in a very big house.

a) more poor, poor b) poorer, poorer C) more poor, more poor
2.27. Whois ... player of this basketball team?

a) taller b) the tallest c) the most tall

2.28. | have a friend who, after an absence of many years, has ... settled down in
London, with his wife and children.

a) later b) late c) lately

2.29. Don't plant the flowers ... . It's ... raining.

a) already, still b) yet, else c) yet, still

2.30. It's raining dogs and cats! The weather is getting ...!

a) worse b) worst c) more bad

2.31. In ... drawer of her desk she had some secret letters from Anthony.

a) the smallest b) more small c) the most small
2.32. These people were ... engineers, ... architects in the whole world.
a)the most great, the most great b) the more great, the more great

c) the greatest, the greatest
2.33. Isyour ... son married?

a) oldest b) eldest c) older
2.34. That was ... present she had ever received in her life.
a) the most pleasant b) the pleasantest ) IBa BapiaHTH

2.35. When Mr Holland was forty, he was fat and very soft, and he didn't wish to get
...and ... every day.

a) more fat, more soft  b) the fattest, the softest c) fatter, softer
2.36. Shakespeare is the author ... quoted.
a) oftener b) more often C) most often

2.37. After half an hour, there were voices, ... his father's, which sounded ... than
before.



276

a) especially, loudlier  b) more especially, more loud c) especially, louder
2.38. This small village in a lost part of the country seems to me ... in the whole
world.

a) the quietest b) the most quiet ¢) JIBa BapiaHTH

2.39. He was walking ... with his face looking ... .

a) stubbornly, solemn  b) stubbornly, solemnly ¢) stubborn, solemn

2.40. He  hoped that riding would help him to get

a) thinner b) more thin ) Ba BapiaHTH

Level 3*

3.1. It's... that the children are tired.

a) obviously b) obviousely c) obvious d) obviouse

3.2. The sun had fallen ... in the sky and shone ... into the room on to the pages he
was reading.

a) low, directly  b) lowly, directly c) low, direct  d) lowly, direct

3.3. «You may wonder why we keep that window ... open on an October
afternoon,» said the niece ... .

a) wide, aloudly b) widely, aloud c) widely, louder d) wide, aloud

3.4. I'm afraid that the results are ... useless.

a) completly b) complete c) completely d) completelest
3.5.  He'll... let you know his London address.

a) certain b) certainely c) certainly d) more certain

3.6. To me, writing is worth the effort because it is a great means of personal
expression - a chance to convey my ... feelings and concerns and my ... thoughts.

a)most deep, more important b) deepest, most important

c) deeper, importanter d) the most deep, the most important

3.7.  We locked our car and left it on ... road.

a) nearer b) near C) next d) the nearest

3.8. «l tell you once and for all, my dear, this is ... time I come to this
rotten hole. Keep your lousy simple life for yourself.»

a) the latest b) last c) later d) the last

3.9. In post-war England foreigners who showed their passports could
have goods sent home at ... price.

a) the lowest b) a more low c) the more lower  d) a much lower
3.10. The children are ... not well enough to go to school.

a) yet b) still c) already d) else

3.11. Give me a comb and scissors and I'll make of you ... woman in St. Beam.

a) the stylish b) the more stylish

c) the most stylish d) the stylishest

3.12. Have vyou heard that the Smiths haven't got the loan ..?
a) still b) already C) yet d) else

3.13. This American car was indeed ... vehicle that had ever appeared in the village.
a) the most fine b) finer c) more fine d) the finest

3.14. The circus was small and its ... act was a tight-rope walk.
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a) most successful b) the most successful
c) more successful d) a successful
3.15. His father and stepmother were sitting ... in the living-room reading the paper

a)quite, carefully b) quitely, carefully

c) quietly, carefully d) quiet, careful

3.16. | ... can't give them the information they want.

a) yet b) else c) already d) still

3.17. The sack ... hurt the old woman, for she stopped ... in front of Martin's window.
a) evidently, rightly b) evident, right

c) evident, rightly d) evidently, right

3.18. So I got on a bus and went ... home.

a) straight b) straightly c) straightely d) straightest

3.19. The ... investigation of the case brought no results.

a) more thorough b) most thorough

c) thoroughest d) thorougher

3.20. They made knots in the rope so that it would be .. to climb.
a) more easy b) easiest C) easier d) the most easy

3.21. | feel ... now, and I will put the facts before you as ... and yet as ... as | can.

a) more good, short, clear b) better, short, clear

c) better, shortly, clearly d) more good, shortly, clearly

3.22. This didn't seem to promise to the playwright material for an interesting play in
... act.

a) the latest b) later c) latter d) the last
3.23. As the weeks went by, the chimpanzees became ... and ... afraid.
a) fewer, fewer b) little, little c) few, few d) less, less

3.24. He liked swimming ... than sitting all the long summer's day at a dark desk in
the classroom.

a) much better b) more better ¢) more good d) the best

3.25. The door opened ... The man who stood in the doorway looked at her ... . Then
he shouted, «My place has been searched ... . It's not ...!» And slammed the door in
her face.

a) slowly, coldly, lately, safe b) slowly, cold, lately, safe

c) slow, coldly, late, safely d) slow, coldly, lately, safely
3.26. The rain beat ... against the panes, the wind blew ... .

a) strong, tempestuously b) much strong, tempestuously
) much strong, tempestuous d) strongly, tempestuously
3.27. 1 didn't sleep ... after the ... work I'd had to do.

a) good, hard b) well, hardly

c) well, hard d)good, hardly

3.28. They thought for a ... time and at last they agreed to have their ... wish.
a) long, the last b) long, last

c) long, latest d) longest, the latest

3.29. One day you may realize that philanthropy is not my ... quality.
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a) the strongest b) stronger

C) more strong d) strongest

3.30. After another two hours' search they ... had not found the ring.

a) else b) still c) already d) yet

3.31. The sunrise is very memorable to me because it seems like a dove flying ... in
the sky.

a) highly b) more highly c) high d) more high
3.32. Her interests were narrow, and she ... journeyed ... than the corner grocery.
a) rare, farther  b) rare, far c) rarely, far d) rarely, farther

3.33. What she saw mentally was a kaleidoscope, no ..., no ... .

a) many, little b) much, less C) more, less d) most, least

3.34. When he had ... got what he wanted, he went away ... .

a) finally, proud b) final, proud

¢) final, proudly d) finally, proudly

3.35. Psychologically, it is actually ... to persuade people to give their money than to
lend it.

a) more easy b) easiest C) easier d) the most easy

3.36. In fact, the truth was .. than he had conceived; it was maddening.
a) the worse b) the worst c) very bad d) worse

3.37. Itwas ... to ask people to come, but ... to provide a meal for them.

a) easy enough, far more difficult b) easier enough, far difficulter

c) more easy enough, far more difficult d) enough easy, far more difficult
3.38. The hostess greeted us in ... way and asked if we would like to interview her

garden.

a) a more friendly b) a most friendly

¢) the friendly d) a most friend

3.39. This new job isn't any ... than any of the other things.
a) dangerous b) most dangerous

c) dangerously d) more dangerous
3.40. Although the plane flew very ..., we could hear it ... .
a) high, clear b) highly, clearly

c) highly, clear d) high, clearly
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MODAL VERBS
Bubepimwv npasunviy 6i0nosios
Level 1
1.1. He says he ... return in time because he has a lot of things to do.
a) can't b) shouldn't
1.2. ... I have this black suitcase, please?
a) Must b) May
1.3.  Mr. Smith answered sadly that he ... not accompany me to the disco.
a) can b) could
1.4. Do you think I ... accept his invitation?
a) must b) should
1.5. My grandmother ... play the piano.
a)couldn't b) wasn't able to
1.6.  Will you go to the cinema tonight with us? - I'm not very sure | ... .
a) may b) can
1.7. Atten o'clock | went to bed, but there was so much noise that I ... sleep.
a) can b) could
1.8. Jack, I'm carrying a lot of different things. ... you open the door?
a) Should b) Can
1.9. My little brother ... not swim at all, but he ... play chess very well.
a) can, can b) could, can
1.10. When my  father was young he .. sing rather  well.
a) could b) was able to
1.11. They are looking for an assistant who ... speak four foreign languages.
a) can b) might
1.12. Why don't you put on a cap? It.. be very cold in the evening.
a) might b) shall
1.13. Where ... | smoke in the plane?
a) should b) may

1.14. 1 don't know anything about his plans, he :.. spend his holidays in New York or
Washington.

a) must b) might

1.15. The book you bought is antique. You ... have spent a lot of money.
a) must b) need

1.16. She says it's a cool film and I see it.
a) could b) must

1.17. My cousin says his friends ... be present at the party.

a) won't be able to b) won't can

1.18. | haven't this medicine at home. So I ... go to the chemistry' shop.
a)have to b) ought to

1.19. He said they ... go to the bank because they had no money.

a) had to b) must

1.20. I think you ... say it to him yourself.
a) must b) should
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1.21. [I've broken a tooth, so I... go to the dentist right now.

a) may b) have to

1.22. What time does she ... stay tomorrow at the airport?

a) have to b) should

1.23. He said he ... finish that project without our help.

a) would be able to b) would be able

1.24. The doctor says | ... take this medicine three times a day after every meal.
a) ought b) must

1.25. ... you like to join us for the supper?

a) Would b) Do

1.26. You are so absent-minded that | even ... imagine you working for this
organization.

a) don't can b) can't

1.27. 1 hurt my leg and I ... participate in the competitions.

a) wasn't able to b) couldn't

1.28. I'm not very sure, but he ... come every moment.

a) may b) must

1.29. Helen's eyesight is not very good, so she ... wear glasses.

a) must b) has to

1.30. He says Morris ... have helped his sister.

a) should b) has to

Level 2

2.1. When I started working for a pharmaceutical firm, I ... wear a white uniform.
a) should b) ought to ¢) had to

2.2. My husband is so inattentive. In my opinion he ... be more careful while
driving his car.

a) must b) has to ¢) should

2.3. Excuse me. ... | speak to Mr. Joss?

a) May b) Shall ¢) Can

2.4. My wife thinks I ... pay more attention to our children.

a) could b) must ¢) should

2.5.  I'mawfully sorry, but I ... to give you this book.

a) will not can b) won't be able c¢) will not able
2.6. These few changes in education ... perhaps be seen as a barometer of the
political mood.

a) could b) should c) must

2.7. This is quite a good answer in several ways, but it ... be better.
a) can b) needn't c) could

2.8. There was no lamp near, and the window was thick with dust, so we ... only
discern each other's figures within.

a) would b) could ) might

2.9. | ... be very much obliged if you ... slip your revolver into your pocket.

a) might, could b) should, would ¢) could, can
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2.10. Yesterday my uncle had a heart attack. | ... visit him at the hospital.
a) must b) should c) might

2.11. My boy-friend ... do anything for you, as he has just left abroad.

a) will not can b) won't be able to ¢) couldn't

2.12. I'm afraid. It's very late, and | hear a strange noise in the kitchen. My husband
considers it ... be a mouse.

a) might b) could C) may

2.13. It's hot! ... you open the window?

a) Could b) Shall ¢) Should

2.14. Why aren't you doing anything?! You ... study your English!

a) might b) had better C) have better

2.15. It's very important to be punctual. You ... be late for an appointment or a
meeting.

a) mustn't b) couldn't ¢) shouldn't

2.16. As far as | ... make out, the League was founded by an American millionaire.

a) can b) may C) ought to

2.17. 1 ... not have thought there were so many goods in the whole country as were
brought together by that single advertisement.

a) ought b) could ¢) should

2.18. Well, you ... be in the office, or at least in the building, the whole time.

a) have to b) might C) need

2.19. What time they to come to the conference?
a) should b) are Cc) must

2.20. «I have translated this paragraph into Chinese!» - «But you ... have done it!»

a) needn't b) hadn't C) mustn't

2.21. You look very tired. You ... have been working all day long.

a) might b) could ¢) must

2.22. | know nothing about him. His name is Boris and he ... be about fifty.

a)must b) should c) ought to

2.23. | believe you ... visit your grandparents more often.

a) ought to b) must C) need to

2.24. This is non smoking compartment, sir. You ... not smoke here.

a) should b) must c) ought to

2.25. Yesterday | was at the cinema, | saw a wonderful film. You ... go and see it
yourself.

a) must b) ought to ) might

2.26. The doctor says that your grandmother ... leave the hospital the next week.

a) will be able to b) must c) could

2.27. I'minatrouble! I ... have been at the airport to receive a foreign delegation half
an hour before.

a) had to b) was to ¢) should
2.28. | am sure that you inquired your way merely in order you ... see him.
a) might b) can C) may

2.29. She is afraid that nobody ... give her a hand in such situation.
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a) should b) would c) ought to

2.30. You ... be more attentive while driving your car.

a) would b) should C) ought to

Level 3*

3.1. «And you ... me somewhere and ... it. Were you in Boston last July?»

a) must to see, to forget b) will be able to see, to forget

¢) had to see, forget d) must have seen, have forgotten

3.2. It... half an hour before I again looked upward.

a) should be b) ought be c) might have been d) might be
3.3. He ... see to pass the thread through the holes in the leather.

a) mustn't b) ought to c) couldn't d) might

3.4. Hewas so hot he ... sleep.

a) could not b) should not C) mustn't d) can not

3.5. Don't forget that the child is still very weak. You ... give her only light and
nourishing food.

a) ought to b) should C) must d) can

3.6. InJapan it's considered impolite to leave half-eaten food on a plate. If you take
something you absolutely ... finish it.

a) ought to b) must c) might d) could

3.7. If you express admiration for objects in the house, your hosts ... feel they ...
give the objects to you.

a) might, have to b) could, ought to c) may, should  d) can, can

3.8. They ... not have been injured in the accident if they had been wearing their
seatbelts.

a) should b) could ) might d) must

3.9. You ... your alarm if you expect ... wake up on time.

a) should set, to can b) had better set, to be able to
¢) must set, to may d) ought to set, to be able to

3.10. People who are happy with their bodies ... actually be more assertive and
likeable than those who have negative body images.

a) could b) must c) might d) may
3.11. We ... take some extra cash along on the trip, but we absolutely forget our
passports.

a) ought to, mustn't b) should, needn't

c) can, didn't have to d) may, haven't

3.12. We are enjoying our holidays, though the weather ... be better.

a) might b) could c) would be able to d) can
3.13. You ... change all the locks in case the burglar comes back.

a) would rather b) had better to  c) had better d) ought
3.14. Don't worry that Mary is late; she ... have missed the train.

a) might b) could c) should d) has to

3.15. It was supposed to be a secret! You ... have told her!
a) can't b) shouldn't c) wouldn't d) mightn't
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3.16. Your son .. have passed the examination, if he had tried.
a) should b) might C) can d) could

3.17. She ... leave the dance and go downstairs to telephone to the country.

a) had to b) should c) need to d) was to

3.18. He told how he ... force himself to jump off the roof the second time.

a) might not b) should not ¢) could not d) mustn't

3.19. | don't know why they quarrel. Maybe it's because Dad ... have sold the farm
and moved here.

a) didn't have to  b) mustn't Cc) can't d) shouldn't

3.20. «You're very patient, dear, but you ... be so suspicious of everyone and
everybody, don't you see?»

a) needn't b) shouldn't C) mustn't d) couldn't

3.21. Perhaps it ... be possible to delay the game for a quarter of an hour, allow
Francis at least a few extra minutes to form a plan.

a) might b) is able to c) should d) ought to

3.22. | ... do shopping on my day off. My husband did it.

a) needn't b) didn't need to C) need d) mustn't

3.23. «l've written a composition for you!» - «Oh, you really ... have, Dad!»

a) mustn't b) couldn't c) shouldn't d) can't

3.24. «Oh, my night... not be called monotonous,» said he, and laughed.
a) could b) must C) may d) need

3.25. «You ... not be aware that I have royal blood in my veins,» he said.

a) should b) must c) ought to d) may

3.26. «I ... really ask you to be a little more quiet!» said Holmes severely.
a) may b) must c) should d) might

3.27. Morris said that there ... be some danger, and put the revolver in his pocket.

a) may b) can ) might d) were to

3.28. «If you ... do nothing better than laugh at me, I ... go elsewhere,» said he
nervously.

a) could, could b) should, am able to

C) can, can d) might, may

3.29. «You ... mind sending up to me, if the child cries, nurse,» said the surgeon.
a) needn't b) shouldn't C) mustn't d) haven't

3.30. «Ifyou like,» he said with a crooked smile, as though he ... read her mind.
a) should b) may c) could d) can
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CONDITIONAL SENTENCES. WISHES
Bubepimov npasunvuy 6i0nosios.
Level 1
1. If ... for a walk, we will take the dog with us.
a)wewillgo b)wego c)wewouldgo d)we havego
2. When they ... the criminals, | shall get my car back.
a) catch b) catches  c) will catch d) shall catch
3. Will she be upset if she ... the news?
a) heard b) is hearing c) hears  d) had heard
4. If you boil the water for a long time, it ... disappear into the atmosphere.
a) would have  b) will have  c¢)would  d) will
5. Paul will ruin his jeans if he ... that tree.

a) climbs b) will climb  ¢) climbed d) climb
6. If... a stone into the sea it will sink.

a) you will throw b) you would throw

c) you throw d) you threw

7. If he drops out of college he ... to look for a job.

a) have b) should have

c) will have d) would have

8. You will catch cold if you ... in rain,

a)goout b)wentout c)goneout d)wouldgo out

9. If you don't eat vegetables, you ... a balanced diet.

a) wouldn't have b) shall have  c) shall not have d) will not have
10. If he ..., tell him I'm busy.

a) will call b) call c¢)called d)calls

11. Martin ... that if you look after your body it will look after you.
a) think b) believes c) believed d) thought

12. If | don't know the answer, 1 ... ask you.

a) shall b) should c)had d) have

13. You ... late for school if you don't leave now.

a) is b) are being c)are d) will be

14. If | had some scissors o | ... you them.

a) would lend b) had lent

c¢) would have lent d) lent

15. Will these matches strike if we ... them up?

a) dried b) dry c)willdry  d) dries

16. If she ... work harder at school, she will never get a good job.
a)do Db)isn't c)don't d)doesn't

17.1f I ... a computer, | would use the Internet.

a)had  b) have c)has  d) has got

18. She will have to change if her jeans ....

a) are dirty b) has been dirty c) was dirty d) is dirty

19. I shall go to the baseball game if it ... tonight.

a) doesn'train  b)don'train  c)rains not d) isn't rain
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20. 1 ... tell her anything if she calls.

a) would not  b) shall not c) will have d) doesn't
21. If you ..., you will damage your lungs.

a) will smoke b) smoke c)smoked d)would smoke
22. 1f 1 have enough apples I ... an apple pie this afternoon.
a) will bake  b) would bake c) could bake  d) bake
23. We shall go to the Zoo if the weather ... nice tomorrow.
a) would be  b) will be C) isn't d) is

24. 1f you eat too many sweets, ... gain weight.

a) you will b) you would c¢) you are d) you have

25. What will you do if your computer ... work?

a) won't b) don't c) doesn't  d) couldn't

26. ...you go out with me on Saturday night if you finish the project?
a) Will b) Shall ¢) Would d)Do

27. ... some interesting information if you go to the library.

a) You will founded b) You would founded

¢) You would find d) You will find

28. If they ..., tell them I shall be back at 11.00.

a) phones  b) would phone c) will phone  d) phone

29. Write your name and address on your bag in case you ... it.

a) will lose b) lose c) lost d) would

30. I'll draw a map for you in case you ... find our house.

a) can't b) could C) can d) couldn't

31. Heis busy right now, but if he ..., he would help us.

a) is b) were c) weren't  d)isn't

32. If she ... married, she will probably move to France.

a) gets b) get c) got d) gotten

33. Ifl... they are honest, | would gladly lend them the money.

a) known b) knows  c) know d) knew

34. ... spend next year studying in Japan if | could speak Japanese.

a) I would b) 1 will c) | have d) I am

35. Where would you go if someone ... you the chance to go on a virtual holiday?
a) gives b) give C) gave d) given

36. If... more male teachers, teaching could become a better-paid profession.
a) there were  b) therewas  c) there weren't d) there wasn't

37. 1f I ... some wrapping paper at the shop, I shall buy some for you.

a) will find b) find c) shall find d) found
38. I ... come if I knew someone is here.
a) has not b) will not c) have not d) would not

39. They will tell you if they ... their mind.

a) will change b) change  c¢) changed d) would change
40. If you have enough time, ... your parents a letter, please.

a) you would write  b) you have write  c) you write  d) write
41. Water will freeze if the temperature ... 0°C.



a) reaches b) reach ¢) would reach  d) will reach
42. If anyone calls, please ... a message.

a) you take b) would take  c) will take d)take

43. Where shall I go if I ... to study German ?

a) would want  b) wanted ¢) want d) should want

44. If she ... at home, she will answer the phone.

a) was b) is c) were d) will be

45. If Claire ... to work hard, she will pass the exam easily.

a) will continue b) continues  c¢) continued  d) would continue
46. What are you going to wear to class if it... cold tomorrow?
a)is b)willbe c)wouldbe d)shall be

47. ... you going to the mountains if it's cold tomorrow?

a) Should b) Would c¢) Will d)Are

48. People ... to swim in the lake, if they clean it up.

a) have been able Db) will be able c¢) would be able d) were able
49. If she ... a year older, she could get a driver's license.

a) willbe Db)is c)were d)would be

50. Joanna may swim today if the sun ....

a) come out b) comesout  c)came out d) will come out
51. What will you call the baby if it... a girl?

a)willbe Db)is c)would be d)was

52. If the dog keeps barking, ... let it out.

a) I'shall  b)1would c)lhave d)Ilam

53. If you take my advice, your troubles ... over.

a) shall be b) would be c) will be  d) shall have been
54. If Kitty ... taller, she would reach the cupboard.

a)wouldbe  Db)shouldbe c¢)is d)were

55. You will get into trouble if you ... pay your taxes.

a) wouldn't b) will not c) don't  d) have not
56. ... | have a garage if | move to that apartment?
a) Will b)) Would c) Should d) Do

57. Father will be furious if he ever... out about it.

a) find b) finds c¢) will find d) would find

58. If he mows our lawn, ... have to give him money.

a) wewould b)weare c)weshould d)we shall

59. He would stay longer if he ... time.

a)has b)hadhad <c)hashad d) had

60. ... he create jobs if he becomes the president of the company?

a) Would b) Will c) Should  d) Does
61. If I ... the question, I would be able to answer it.
a) would understand b) will understand

C) understood d) had understood

62. If we ... our tickets, they wouldn't let us in.
a) have forgotten b) will forget  c) would forget d) forgot
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63. We shall go skiing in the mountains if it ... .

a) snowed b) will snow ) snows d) would snow
64. Perhaps 1 ... there too if you moved over a little.

a) could sit b) can sit C) can't sit d) am able
65. If he ... at night, his telephone bill won't be so high.

a) called  Db) will call c) call d) calls

66. If you eat so many sweets, you ... stomach-ache.

a) would get  b) have get c) will get d) would gotten
67. ... phone you if she arrives earlier than planned.

a) She will b) She has ¢) She would d) She have
68. You can see the boss if he ... too busy.

a) is not b) was not c) were not  d) will not
69. We would go by plane if it... cheaper.

a) would be  b) will be c)is d)were

70. The table will fall if you ... on it.

a) stand b) stood c¢) standing d) were standing

71. Will you teach me to dance the tango if I ... you learn English?
a) helped  Db) help c¢) will help d) would help

72. ... 1 were you, | should never agree to do it.

a) Incase Db) Unless” c¢) When d) If

73. If he ... the exam he can do it again.

a) failed b) fail  c)fails d) will fail

74. 1f... fire, the alarm will ring.

a) there is b) there will be c) there are  d) there was

75. | shall be surprised if Martin and Julia... .

a) married b) will get married

c) get married d) got married

76. If you are late this evening, 1 ... wait for you.

a) have not b) would not  ¢) should not  d) shall not

77. What will happen if my parachute ... ?

a) don't open  b) doesn't open c¢) won't open d) will not open
78. This room would be nicer if ... some nice pictures on the wall.
a) there are b) there were  c) are there d) were there
79. Life ... boring if every day were the same.

a) will be  b) shouldbe  c¢) would be d) will have been

80. If you ... blue and yellow, you will get green.

a) mix b)mixes c¢)mixed d)would mix

81. We ... all our friends to stay if we had a bigger house.

a) had invite  b) need invite c) must invited d) could invite
82. If you ... this job, are you going to take it?

a) offered  b) are offered c) offer d) have offered

83. If I ... anywhere in the world, I should go to Antarctica.

a) would have gone b) will go

¢) had gone d) could go
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84. 1 would not be happy if I ... any friends.

a)had b)hadn'thad c)didn't have d)wouldn't have
85. If I ... an accident in the street, | would call the police.
a)had seen b)seen c)see d)saw

86. The world would be a better place if there ... no guns.
aywas b)were c)weren't d)wasn't

87. We shall have to go without John if he ... arrive soon.
a) don't b) didn't c) doesn't d) won't

88. If it gets too hot inside, ... the conditioning.
a)turnedon  b)turnon c) turned d) had turned

89. I am not tired enough to go to bed yet. | wouldn't sleep if I... to bed now.

a) would go b) had gone

¢) would have gone d) went

90. If you put water in the freezer, ... become ice.
a)itis b) it has c) it was d) it will

91. I must hurry. My friend will be annoyed if... not on time.
a) Ishall b)lhave c)lwould d)Ilam

92. If the phone ..., can you answer it?

a)rang b)rings c)ring d)rung

93. What... you do if you don't find where to live?

a) could Db)should c¢)would d)will

94. Who would you phone if you ... in trouble?

a) willbe b)are c) were d) would be

95. You ... come to the party if you don't want to.

a) mustn't b) wouldn't c)needn't d)hadn’t

96. | shall have a word with Jack if he ... at home.

a)willbe  b)wouldbe c)were d)is

97. If... the bus this afternoon, she will get a taxi instead.

a) she miss  b) she misses c) she will miss d) she would miss
98. If it rains, the roads ... slippery.

a)ywould get  b)couldget c)mustget d) will get
99. When he ... this job, he will be able to buy his own flat.
a) get b)gets c) will get d) would

100. How much will he earn if he ... a job?

a)get  b)gets c)got  d) gotten

Level 2

1.  People would go out more if... no television.

a) there were  b) there wasn't c) thereis d) there isn't

2. Ifl...my job properly, I wouldn't be a manager.

a) hadn't done b) didn't do ¢) wouldn'tdo  d) shouldn't do
3. ... lwereyou, I would always wear a helmet on a bike.

a) When b) Whether c) Unless d) If

4.  If we ... faster, we would catch up with the first car.
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a) drive b) driven  c) drove d) driving

5. If you could be someone else, who ... like to be ?

a) would you  b)youwould c¢)shouldyou d)you should

6. If | didn't read newspapers, | ... what is happening in the world.
a) wouldn't have known b) didn't know

¢) hadn't known d) wouldn't know

7. They would stay at home if they ... the guests to come .

a) had expected b) expected  c¢) would expect d) expect

8. If you didn't go to bed so late every night, you ... all the time.

a) wouldn't tired b) shouldn't tired
¢) would be tired d) wouldn't be tired
9. If we don't protect wildlife now, ... nothing left for further generations.

a) there will be b) there won't be c) there isn't d) there wasn't
10. If I... another job, | would take it immediately.

a) am offered  b) are offered c) will be offered d) were offered
11. ... you sing before breakfast, you will cry before night.

a) Unless b) Ifonly c¢)If d) When
12. If you ... after two hares, you will catch neither.

a) run b)ran C) rung d)rang
13. If the sky ..., we shall catch larks.

a) fell b) falls c) felt d) fallen

14. If he wants, he ... your example.

a) follow  Db) will follow c) follows d) followed

d) would be d) he would have d) would be d) You are

15. If heisn't careful, he ....

a) will fallen  b) will be fallen ¢) will fall d) would fall
16. If you cannot bite, never... your teeth.

a) show b) showed c¢) shown d) you show
17. | must have the doctor handy, in case my baby ... worse.
a) feel b) feels c) felt d) fell

18. If | asked Helen, she ... probably give you a lift.

a) would b) will ¢) should d) must

19.  Who would you ask, if you ... how to do it?

a) hadn't known b) wouldn't know

¢) didn't know d) shouldn't know

20.  What would you do, supposing your car ... NOw.

a) stolen b) was stolen  c¢) had been stolen d) had been stole

21. Ifyou ... her now, you would hardly recognize her.

a) have seen  b) see ¢) had seen d) saw

22. If you took more exercise you might... a bit of weight.

a) lose b) loose c) lost d) have lost

23. 1 ... be able to visit Jim first thing in the morning if | stay in Manchester over
night.

a) shall b) would  c) have d) am



24. ... you get much fatter, your jeans will be too small for you.

a) whether b) if c)evenif  d)unless
25. If she ... a healthy diet, she wouldn't be fit

a) hadn't follow b) hadn't been followed
c) didn't follow d) wouldn't follow

26.  We would go to the safari park if Mary ...

afraid of lions.

a) weren't b) hadn't been c) isn't d) hasn't been
27.  If she weren't fit, she ... to practise in the rink.

a) wouldn't able b) shouldn't able

¢) shouldn't be able d) wouldn't be able

28.  Helen wouldn't have to stay in bed today if she ... the flu.
a) didn'thave Db) hadn'tget c¢) hasn'tgot  d) hasn't get
29. Those wires look a bit dangerous, I ... them if 1 were you.
a) didn't touch b) wouldn't touch

c¢) wouldn't have touched d) shouldn't have touched

30.  If you wash cotton clothes in hot water, they ... lose colour.

a)will b)would c¢)have d)are

31. If you leave metal out in the rain, it... rusty.

a)willget b)get c)wouldget d)hasgot

32. If he ... more money, would you marry him?

a) had had b) would have c¢) had d) will have

33. If I had nothing to do, I ....

a) would be boring b) would be bored

¢) will be boring d) will be bored

34. If my grandfather were still alive, he ... a hundred today.
a)be Db)willbe c)hasbeen d)would be

35. If he got a new job, ... earn a bit more money.

a) he would b) he had c) he should d) he would have
36. Providing that you ... careful, you can use Dad's car.
a)willbe  b)are c)were d)would be

37.... have a lot more friends if you weren't so mean.

a) Youwill  b) Youwould c¢)Youhave d)Youare
38. If I ... stuck on a deserted island, I should like to be with you.
a)willbe  b)wouldbe c¢)am d) were

39. ... be surprised if you heard the news.

a) Youwould b) You will Cc) You have d) You are

40. If they knew French, ... understand what they were talking about.

a) they have  b) they will c) they would  d) they are
41. If Mark ... younger, he could join the army.
a) would be b) could be c)were d)is

42. If we were serious about pollution, ... spend more money on research.

a) we would  b) we have c) we are d) we shall
43. Where would you ... if you could live anywhere in the world?
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a) chose b) choose c)chosen  d) have chosen

44, Even if you offer me a lot of money, | ... the painting.

a) would not have sold  b) would not sold

c¢) would not sell d) shall not sell

45. If my paper... on time today, I'm going to cancel my subscription.
a) won't arrive b) isn'tarrive c) don'tarrive  d) doesn't arrive
46. If | had a more reliable car, ... drive to London rather than fly.

a) I would b) I have c) I shall d) I am

47. If | were him ... a bodyguard.

a) I shall hire  b) I would hire ¢) I have hired d) I am hired

48. He would be happier if he ... take things so seriously.

a) didn't b) don't ¢) hadn't d) doesn't

49. | ... if there were any truth in her story.

a) will believe  b) must believe c¢) would believe d) had believed
50. If ... no oxygen on the Earth, life wouldn't exist.

a) there were  b) there's c) thereis  d) wasn't

51. What would you do if you ... your passport ?

a)lost b)lose c)haslost d) have lost

52. It's always the same! ... | decide to leave the office early, my boss calls me after |
have left.

a) Whether b) Unless c¢) If  d) Even though

53. If they ... weight during the illness, they will soon regain it afterwards.
a) lose Db)lost c) will lose d) has lost

54. 1 wouldn't accept the job, even if they ... it to me.

a) offer b) offered c) had offered  d) have offered

55. If he ... the windows, he will want his money.

a) has done b) have done  c¢) did d) had done

56. What would you do if.... an earthquake ?

a) there has been b) there's c) thereis  d) there were

57. If he ... that smoking is dangerous, he wouldn't smoke now.

a) realized b) had realized c) would realize d) has realized
58. He said that if he didn't start taking regular exercises, ... in danger of be coming
il.

a) he would be b) hewillbe  ¢) he had been d) he will been
59. If I make some coffee, ... the cake ?

a) cut b)doyoucut c)haveyoucut d)willyou cut

60. If we ... even a small amount of money, they would appreciate it greatly.
a) gave b)give c) will give d) had given

61. If the light ... , the battery is OK.

a)comeon  b)comeson c)cameon d)had come on

62. If you were on a desert island, what... like to have with you ?
a) youwould  b) would you c) have you d) you could

63. If you ... here, where would you like to be ?

a) weren't b)aren't  c) have been  d) had been
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64. If you ... English, which language would you study?

a) weren't studying b) weren't study

C) were studying d) wasn't study

65. If you ... a new first name, what would you choose?

a) must have  b) could have c) have had d) has had

66. If you could have any car, which kind ... have?

a) would you  b) youwould c) have you d) you could

67. If you ... eat anything you wanted tonight, what would you eat?
a)can b)will c¢)must d)could

68. If you want to make a good impression, ... to smile and make eye contact.
a) you remember b) remember you c) remember d) must remember
69. ... risk going there alone if they asked you?

a) Wouldyou b) Youwould c¢)Canyou d) Willyou

70. If we had higher salaries, we ... better teachers.

a) could have  b) can have c) must have d) have

71. Her grandfather is no longer alive, but if he were I'm sure he ... of her.

a) would be proud b) must be proud of

c¢) will be proud d) shall be proud

72. Bill has such a bad memory that he would lose his head if it ... to his body.
a) had been attached b) weren't attached

C) isn't attached d) aren't attached

73. 1 wouldn't ride the bike evenifyou ....

a) ask b) asks c) asked d) had asked

74.  What would you be doing right now if you ... in class?

a) are not b) were not c) have been  d) had been

75. ... appreciate it very much if they gave me chance to study.

a) I would b) I will c¢) I had d) I have

76. If we ... the production of our goods, we could have more money.
a) increase b) increased  c¢) would increase d) should increase
77. If we had a better car, we ... more.

a) will have driven b) will drive

¢) would drive d) would have driven

78. If people ... less we would have less pollution.

a) drove b) drive c) driven  d) had driven

79. If we attracted more businesses to the state we ... more jobs .

a) would have  b) will have  ¢) musthave  d) can have

80. If we ... more businesses to the state, we would have less unemployment.
a) attract  Db) attracted c) had attracted d) have attracted

81. If I were President, ... spend more money on teachers' salaries.

a) | would b) I shall c) | have d) I'm
82. ... you had eaten breakfast, you wouldn't be hungry now.
a) In case b) If c) Evenif  d) Unless

83. If you had looked at the map, you ... lost now.
a) wouldn't be b) shouldn't be c)can'tbe d) mustn't be
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84. If Roger... his bike out in the rain, it wouldn't be rusty now.

a) hadn't left  b) leave c) leaves d) have left

85. If she had paid her rent last month, she ... to move out of her flat now.
a) musn't have b) wouldn't have c) will not have d) shall not have

86. If you ... an expensive car last week, you would have more money now. a) haven't
bought Db)buy c¢) hadn't bought d) bought

87. 1 wouldn't enjoy going to discos if I ... like dancing.

a) didn't b)don't c)couldn't d)wasn'table

88.  If the building were too big, nobody ... ever buy it.

a) wouldn't b) would  c) should d) shouldn't

89. If the minister ... reelected, he will still control foreign policy.

a)is b)was c)were d)has

90. If the building weren't in a perfect condition, it ... impossible to use it for modern
offices.

a) will be b)) must be c) would be d) should be

91. If she had set the alarm, she wouldn't ....

a) have overslept b) have oversleep c) has overslept d) overslept

92. Ifthe blouse ... this skirt, I should buy it.

a) match b) matched c) matches  d) would match

93. He ... unemployed now if he didn't want a higher salary.

a) wouldn't be b) willnotbe c¢)willbe d) couldn't be

94.  If you could keep a secret | ... tell you everything in details.
a)must b)will c)would d)shall

95. He wouldn't hire a taxi if the station ... very far from the hotel.

a) had been  b) have been  c)isn't d) weren't

96. ... your bicycle if 1 had a screwdriver of the proper size.

a) I shall fix ~ b) I would fix c) I have fix d) I fix

97.  Sally ... the phone if she were in her office right now.

a) would answer b) will answer ¢) must answer d) should answer

98. | wouldn't be a student in this class if English ... my native language.
a)ywere  b)is c¢) has been d) had been

99. If I were a bird, I ... want to live my whole life in a cage.

a) would not  b) will not ¢) shall not d) have not

100. If I ... you, I should see this film.,

a) am b) wouldbe  c)willbe  d)were

Level 3*

1. My lawyer is suggesting that I ... the property.

a) have sold b) sell

2. It is required that all employees ... to a medical examination.

a) submit b) would submit

3. You ... better not borrow any more money; you won't be able to pay it back.
a) would b) had

4. If my husband ... to the bank yesterday, we ... some money now.
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a) went, could have b) had gone, would have

5. His life can be saved if help ... soon.

a) arrives b) will arrive

6. If Clara ... fewer sweets, she ... get slimmer.

a) ate, might b) eats, would

7. 1 didn't enjoy the performance last night. | would rather we ... to the disco.

a) would go b) had gone

8. If all stories ... true, Dr. Heidegger's study must have been a very curious place.

a) were b) are

9. If we ... the tax on time, we ... liable for any further payment.

a) pay, won't be b) will pay, wouldn't be

10. «I wish you ... less noise when you come in.» - «It's not my fault. In door squeaks
when you open it.»

a) had made b) would make

11. Write down all these words lest you ... them.

a) forgot b) should forget

12. If we ... our workers better, we ... a popular employer.

a) would pay, became b) pay, will become

13.1f you ... working, there ... no protection for your family.

a) stopped, would be b) have stopped, won't be

14. If we ... our workers better, they wouldn't have left the company.

a) paid b) had paid

15. If I were you I... invest all your money in stocks.

a) would not b) will not

16. The water is very cold today. If you bathed in it you ... ill for days.

a) will have been b) would be

17. We ... trading so long as we ... goods to sell.

a) will continue, have b) would continue, would have

18. When | ... a moment | open my memories of you as if I ...

a) got reading b) get, were reading

19. If he ... do a job by the day required, he took it. If not, he told the truth and turned
it down.

a) could b) can

20. If you needed some money, | ... lend you a sum.

a) will b) would

21. And after all the weather was ideal. They could not have had a more
perfect day for a garden party if they ... it.

a) order b) ordered c¢) had ordered

22. « ... correct if 1 .. that each time a representative voted, he'd get a
stipend?» asked the girl.

a) Would I be, presumed b) Will | be, have presumed

c) Would | have been, had presumed

23. But | know Jimmy ... me here if he .. alive, for he always was the
truest, staunchest old chap in the world.
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a) would meet, will be b) will meet, is c) shall, was

24. If there ... high demand overseas we ... the Export Sales team.

a) will be, would increase b) would be, increased c) were, would increase

25. Provided that we ... substitute a holiday of similar quality, there

no entitlement to compensation.

a) could, will be b) can, will be ¢) can, would be

26. No holiday booking ... accepted unless it ... accompanied by the
necessary deposit.

a) will be, is b) would be, would be c) shall be, was

27. You .. to compensation on condition that you .. our office not
later than seven days after notification of the proposed changes.

a) are only entitled, will contact b) will only be entitled, contact

c¢) would be only entitled, had contacted

28. We .. faulty goods, provided that the customer ... them in an
unused condition together with proof of purchase.

a) shall replace, will return b) replaced, would return c) will replace, returns

29. We ... our prices ... us.

a) have reconsidered, you asked b) will reconsider, will you ask

¢) would have reconsidered, had you asked

30. If the policyholder ... to extend the policy, he ... the company before the policy
expiry date.

a) will wish, must have notified b) would wish, must have notified

¢) wishes, must notify

31. If ... to my colleague yesterday, | ... everything.

a) spoke, would learn b) had spoken, would have learned c) speak, will learn

32. If the policyholder subsequently .. to renew the policy, the
company ... to charge an introductory fee.

a) decided, would be entitled b) had decided, would entitle

c¢) would decide, could be entitled

33. You ... a mistake unless you ... the instructions carefully.

a) might have made, would follow b) may make, follow

¢) might make, didn't follow

34. What... if the princess ... that necklace? Who knows?

a) will happen, didn't lose b) would happen, has not lost

¢) would have happened, had not lost

35. I'd rather you ... your things everywhere round the flat. | can't hear it.

a) didn't leave b) wouldn't leave c) hadn't have been leaving

36. There ... anything worth buying if we ... there soon. If only no mue ... that chest of
drawers they advertised.

a) wouldn't be, hadn't got, will buy b) isn't, haven't got, bought

c) won't be, don't get, buys

37.1f I ... a nickel for all the times we've done things because of your male intuition, |
... arich woman.

a) had, would be b) had had, would have been c) have, will be



296

38. ... what would happen, I... this experiment.

a) | knew, will never have authorized

b) Had | known, would never have authorized

¢) Have | known, would never authorize

39. If she ... her seat belt, she could have been badly injured.

a) hadn't been wearing b) hadn't wear c) doesn't wear

40. If my younger sister ... less shy, she ... progress more rapidly.

a) had been, would have made b) has been, will make c¢) were, would make

41. The doctor suggests that my grandfather ... three times a week.

a) will exercise b) exercise c) exercised d) would exercise

42. If you ... your own children, I'm sure you .. what I'm going to ask
of you now.

a) will have, would excuse b) would have, would excuse

¢) has, would have excused d) had, would excuse

43. If Olivia ... his letter, they probably ... all those years and neither of them would
be lonely now.

a) would answer, would have married

b) had answered, would have been married c) answered, will marry

d) had answered, would marry

44. It was as if a sudden glow of cheerful sunshine ... all their faces at once.

a) would have brightened b) will have brightened c) has brightened

d) had brightened

45.  People are afraid that if we ... to the metric system, our whole life ...

a) will convert, will change b) will convert, will have change

c) convert, will change d) convert, change

46. If the dinner ... another minute, the steak ... as tough as leather.

a) waits, will be b) wait, is ¢) wait, will be d) has waited, is

47. You ... pay interest if you ... the bill within sixty days.

a) will have to, hadn't settled b) have to, won't have settled

c¢) would have to, didn't settle d) shall have to, wouldn't have settled

48. If they ... reschedule the debt, they ... bankrupt.

a) hadn't been able to, would have gone b) won't be able to, will have gone

c¢) wouldn't be able to, would go d) couldn't, shall have gone

49. Andrew said that if I ... before the Titian it ... wonderful publicity for the
exhibition.

a) am posing, will have been b) posed, would be c) had posed, will be

d) would have posed, would have been

50. «<But 1 have reasons to suppose that this opinion .. very much
more frank and valuable if he ... that we are alone,» he said.

a) will be, will imagine b) would have been, has imagined

c¢) would be, had imagined d) would be, imagines

51. The balance ... at any time provided it... not later than eight weeks before
departure.

a) may pay, is b) may be paid, is ¢) might be paid, will be
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d) might have been paid, would be

52. If the sales ... poor, we ... the distribution network.

a) were, will change b) have been, will have changed

¢) had been, would have changed d) had been being, would change

53. «Shall I continue to ignore your acid little rejoinders, Suzie, or ... happier if I ... in
and indulged your desire to have a blazing row over nothing?» he asked.

a) would you have been, had given b)will you be, had been giving

c¢) will you have been, give d)would you be, gave

54. ... you'd get so upset, she never ... leaving.

a) Would have she known, had suggested

b) Has she known, will have suggested

¢) Had she known, would have suggested

d) Known she, would suggest

55. The Palestinian leader is demanding that the Israeli government ... its troops.
a) withdraw b) would withdraw c) had withdrawn d) withdrew

56.The boy ... my age if such an unbelievable thing ... to him. He had been killed in a
fight.

a) would have been, wouldn't have happened

b) will have been, had not happened

c) will be, didn't have happened

d) would have been, had not happened

57. If the policyholder ... the company before the expiry date, the company ... to
terminate the agreement.

a) does not contact, shall be entitled

b) didn't contact, will be entitled

c)wouldn't contact, would have entitled

d) wouldn't contact, would have been entitled

58. They ... the train if they ... their house earlier.

a) wouldn't have been missing, left b) won't have missed, leave

¢) wouldn't miss, would have left d) wouldn't have missed, had left

59. If Tom ... a taxi, he ... stuck in traffic.

a) would take, might not get b) had taken, might not have got

c) will take, may not get d) had been taken, might not get

60. Mary wishes that she ... off her relationship with her mother-in-law.

a) hasn't broken b) hadn't broken c) wouldn't broken d) didn't break
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VERBALS: INFINITIVE, GERUND, PARTICIPLE

Bubepims npasunvhy 6ionogiow.

Level 1

1. Are you sure you told me? | don't recall ... about it.

a) having been told b) to have told

2.Jane seems ... some weight. How long has she been on a diet?

a) to have lost b) having lost

3.Nobody can expect you ... overtime.

a) work b) to work

4. ... all the way, he followed Mr. Giles upstairs.

a) Talked b) Talking

5. What do you feel like ... for breakfast? Does coffee and sandwich sound good?
a) to have b) having

6. ... nothing about the trouble, my grandfather felt comfortable and quiet.
a) Having been told b) Having told

7. We are looking forward to ... on a tour of Paris by our French friends.
a) being taken b) having been taken

8. They would like ... to Bill's party, but they were not.

a) having invited b) to have been invited

9. I remember ... a woman outside where | went in.

a) to see b) seeing

10. I advised them ... there for more than two days.

a) don't stay b) not to stay

11. My neighbour was trying ... the door with the wrong key.

a) to unlock b) unlocking

12. Mrs. Green hasn't seen her husband for several days. It's rather ...

a) worrying b) worried

13. After hearing the weather report, | advise you ... skiing this afternoon.
a) not to go b) not going

14. You should ... to other people instead of... about yourself all the time.
a) to listen, to talk b) listen, talking

15. I highly appreciated ... your support in time.

a) to receive b) receiving

16. I’'m not going to a lecture tonight as I'm not... in the subject.

a) interesting b) interested

17. ... before them, he looked into the room.

a) Stepping b) Stepped

18. I have read only some of that new book because it's very ...

a) boring b) bored

19. When they finally reached the top of the hill, they were ...

a) tired and exhausted b) tiring and exhausting

20. Before my younger brother goes to bed, Father reminds him ... his teeth.
a) brushing b) to brush



21. A new private ... station has begun to function.

a) broadcasting b) broadcasted

22. It's a bad thing for a child to get used to ... in bed.

a) read b) reading

23. The teacher was upset by ... him the truth.

a) our not having told b) we didn't tell

24. Whenever they met, her cousin avoided ... at her.

a) to look b) looking

25. He followed up this remarkable declaration by ... his head.
a) having shaken b) shaking

26. ... the essay, he left it to be checked.

a) Writing b) Having written

27. He had found a ... umbrella and didn't know what to do.
a) broken b) breaking.

28. The President became used to ... by his opponents.

a) criticize b) being criticized

29. Most people enjoy ... to different parts of the world.

a) to travel b) traveling

30. The guide promised ... the tourists at the station.

a) to meet b) meeting

31. Don't pretend ... what you aren't.

a) to be b) being

32. You must ... English wherever you can.

a) practice speaking b) to practice speaking

33. My lawyer advised me ... anything further about the accident.
a) saying b) not to say

34. My grandparents made me ... them next week.

a) to promise to call b) promise to call

35. | used to ... two or three times a day.

a) bathe b) be bathing
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36. You must keep on ... the computer until you understand how ... all of the
programmes.

a) practice, to use b) practicing, using c) practicing, to use

37. Hewas said ... a man who could always ... any opposition.

a) to be, to defeat b) be, to defeat c) to be defeat

38. Have you had this article ...?

a) typed b) typing c) type

39. Dumb terror made him ... the hammer and ... out.

a) to drop, rush b) to drop, to rush c) drop, rush

40.  Will you excuse me for... an obvious precaution?

a) taking b) take c) to take

41. The philosophers were, however, the first ... language as an evolving

phenomenon, and ... philological studies.
a) treat, undertake b) to be treated, undertake c) to treat, to undertake
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42. He remembered ... madly through the house, ... everywhere for money.
a) to walk, to look b) walking, looking c¢) walk, looking

43.  We shall not be able to catch the train ... at five.

a) left b) leaving c) having been left

44, The girl ... next to Emma is her niece.

a) being sat b) having been sat c) sitting

45. | determined ... until I got back to town before ... my story to the police.

a) be waiting, to tell b) wait, tell c) to wait, telling

46.  Children sometimes forget... the stoves when they have finished cooking.
a) to turn off b) turn off c) turning off

47. Instead of... the letter, she went away.

a) finishing b) finish c) to be finishing

48. I'll never forget... my first entrance examination. It was a complete failure.
a) to take b) have been taken c) taking

49. The letter ... yesterday was most welcome.

a) receiving b) having received c) received

50. I think he wanted me ... or at least ... him for being so humorous.

a) to congratulate, to admire b) congratulate, admire

c) be congratulated, be admired

51. There seemed nothing in the man strong enough ... that mountain of flesh.
a) sustaining b) sustain c) to sustain

52. All of them enjoyed ... tennis.

a) to play b) playing c) play

53. She begged her father ... her ... to college but he did not want ... to her.

a) let, go, to listen b) to let, to go, to listen c) to let, go, to listen

54. | persuaded my brother-in-law not... that expensive cottage.

a) to buy b) buy c) buying

55. | can see that you are ... of the arrangement and of me, and | had better therefore,
resign.

a) tired b) being tired c) tiring

56. The city council agreed ... the architect's proposed design for a new market.
a) to accept b) accepting c) to be accepted

57. Most passengers dislike ... in small, uncomfortable seats on transoceanic flights.
a) sitting b) sit c) to sit

58. | look forward to ... you the next time I'm in town. I'll be sure to let you ... ahead
of time so that we can plan to get together.

a) see, to know b) see, knowing c) seeing, know

59. .... his leash, | watched as my dog ran down the street after the mail carrier.
a) Escaping b) Having escaped c) Escaped

60. They should have had their windows ...

a) clean b) cleaned c) cleaning

61. You seem most fortunate in ... an employee who comes under the full market
price.

a) to have b) having c) having had
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62. My uncle believes animals should ... from hunters. He objects to ... wild animals
for sport.

a) protect, kill b) be protected, kill c) be protected, killing

63. The doctor seemed especially ... by the fact of the robbery ... in the night time.

a) troubling, been unexpected and attempted

b) having troubled, to be unexpected and attempted

c)troubled, having been unexpected and attempted

64. While ... the street in the wrong place, the boy was stopped by the policeman.

a) crossing b) being crossed c) having been crossed

65. Although my father slammed on his brakes, he couldn't ... the dog that suddenly
darted out in front of the car.

a) avoid to hit b) avoid hitting, c) be avoided hitting

66. Stop ... at me! I'll get everything finished before I go to bed.

a) to grumble b) grumbling c) to be grumbling

67. With this words the Jew, ... down, placed the candle on an upper flight of stairs.
a) stooped b) stooping ¢) having stooped

68. If people delay ... their bills, they only incur more and more interest charges.

a) to pay b) paying c) to be paying

69. A procrastinator is one who habitually postpones ... things - especially tasks that
are unpleasant.

a) doing b) do c) to do

70. Nobody has offered ... the house next door, so I think they are going... the price.
a) buying, to lower b) to buy, to lower c) to buy, lowering

71.  We couldn't... him alone. His health was too poor.

a) risk to leave b) to risk to leave c) risk leaving d) be risked to leave

72. My neighbour had his garage ... into by car thieves.

a) breaking b) broken c) having broken d) broke

73. Every member of the respectable coterie appeared ... in his own reflections, ...
the dog, who seemed ...

a) plunged, not excepting, to be meditating

b) plunging, not excepted, be meditating

c¢) having plunged, not except, meditating

d) to plunge, not having excepted, being meditating

74. ... their supper, the family started watching television.

a) Finished b) Being finished c) Having finished d) Having been finished

75. ..., the children fell asleep immediately.

a) Being very tired b) Very tired c) Very tiring d) Having tired

76. 1 might ... a complete circle and return to the point where | started without ... of
the fact.

a) to make, being aware b) making, being aware

c) making, to be aware d) make, being aware

77. 1 couldn't... outright.

a) resisting to laugh b) resist to laugh c) resist laughing d) to resist laughing

78. We both sat in silence for some little time after ... to this extraordinary story
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a) listening b) listen c) to listen d) having been listened

79. 1'won't be able to go anywhere tomorrow as I'll have my new furniture...

a) delivering b) having delivered c) delivered d) being delivered

80. The rise in our city's crime rate is truly ... In fact, these days most people ... of
going out at night.

a) alarmed, terrifying b) alarming, are terrified

¢) having alarmed, is terrified d) alarming, having terrified

81. It is worth ... that all of these three old gentlemen were once in love with the
widow Wycherly.

a) to mention b) mentioning c) to be mentioned d) being mentioned

82. ... articles for her high school paper, she began ... money as a journalist while she
was attending college.

a) Writing, earning b) Having written, earn

c) Having written, to earn d) Writing, to have earning

83. Are you ... in listening to the opera tonight? - Not really. There's a political debate
on TV, and | know it will be very ...

a) interest, entertained b) interesting, having entertained

C) interested, entertained d) interested, entertaining

84. | let my hand ... for many minutes, while | tried ... where and what | could...

a) stay, to imagine, be b) stay, imagine, be

C) to stay, to imagine, be d) to stay, to imagine, to be

85. My friend never fails ... in time to help me.

a) arrive b) to arrive c) arriving d) be arriving

86. The clerk threatens ... if the manager doesn't agree to his proposal.

a) resign b) to resign c) resigning d) to be resigned

87.The quarterback was distraught... that he had failed to break the state record for ...
by a few feet.

a) to discover, passing b) discovering, pass

c) discover, having passed d) to discover, to pass

88. Do you really mean ... you used to ... such hideous clothes when you were young?
a) saying, wearing b) say, wear c) to say, wearing d) to say, wear

89. | don't recall ... your umbrella anywhere in the house. Maybe you left it in the
office.

a) see b) to see c) seeing d) to be seen

90. My girl-friend didn't even thank me for my gift. I'm really ... at her. - I'm sure
she'll thank you soon. | know she was very ... with it.

a) having annoyed, pleasing b) annoyed, pleased

¢) annoying, having pleased d) annoyed, pleasing

91. A burning thirst made me ... the pitcher at once.

a) empty b) to empty c) to be emptied d) emptying

92. My grandmother appreciated ... breakfast in bed when she wasn't feeling well.

a) serving b) to serve c) to be served d) being served

93. The bridegroom anticipated ... the wedding ceremony.

a) enjoying b) enjoy c) being enjoyed d) to enjoyed
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94. Both plaintiffs and defendants must... the truth in a court of law.

a) swear telling b) swear to tell ¢) swearing telling d) swear to be told

95. | am not a very heavy sleeper, and the anxiety in my mind tended, no doubt, ... me
even less so than usual.

a) to make b) making c) make d) to be making

96. The customs officer opened the suitcase ... if anything illegal was being brought
into the country.

a) to see b) seeing c) see d) to be seen

97. A friend of mine got into trouble when he refused ... his suitcase for the customs
officer.

a) being opened b) to be opened c) to open d) opening

98. The speaker gave such a good speech that I couldn't resist ... loudly when he
finished.

a) to applaud b) being applauded c) to be applauded d) applauding

99. The children were ... the first time they flew. - Well, they don't seem ... at all now.
a) terrifying, frightened b) terrified, frightening

c) having terrified, frightening d) terrified, frightened

100. The witness to the murder asked ... in the newspapers. She wanted her name to
be kept in a secret.

a) not to identify b) don't be identified

¢) not to be identified d) not having been identified

101. This morning he was removed to a cell, and I, after ... through all the police
formalities, have hurried round to you ... you ... your skill in unravelling the matter.
a) having gone, implore, using b) go, imploring, use

¢) going, imploring, using d) going, to implore, to use

102. | hope that by the time his baby learns ... he will be used to ... called 'father".

a) to speak, being b) speaking, be c) to speak, have been d) speak, being

103. So they begged the jeweller ... it for three days.

a) don't sell b) didn't sell ¢) not to sell d) not sell

104. It was very cold, but they dared ... fires because someone would see the smoke
and wonder about it.

a) not to make b) not make

¢) not making d) do not making

105. You'd better save some money for a rainy day. You can't... on ... by your
parents every time you get into financial difficulty.

a) count, to be rescued b) count, being rescued

C) counting, rescuing d) to count, to rescue

Level 2

1. You can ... my dictionary whenever you like.
a)touse  Db)usec) using d) used

2. "I'd better ... there early", said Roy.

a) got  b) to be getting c)toget d)get

3. Come and help me ... the shopping.
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a)todo b) did c) done d) doing

4. He begged her not ... away.

a) to have gone b)gone c)togo d)go

5. She sat down and made me ... beside her.

a) to sit b) sat c) to be sitting d) sit

6. Everyone came out of the house ... the new car.

a) admire Db) toadmire  c)to be admired d) admired
7. I'd rather ... to her alone.

a) to be talked Db) to talk c) talk d) talking

8. You shouldn't ... my pen, | need it myself.

a)use b)touse c)using d)used

9. Annie got up ... the table.

a)tobecleared Db)clear c)toclear d) cleared
10. He felt the dog ... him on the shoulder.

a) to touch b) touch  c) to be touched  d) touched
11. They wanted me ... with them.

a) come b) came c) to come d) to be coming
12. Have you got anything ... ?

a)add b)toadd c)added d)adding

13. Let them ... for a walk.

a)go b)going c)togo d)gone

14. The weather was too good ... indoors.

a) stay b) tostay c)staying d) stayed

15. Everybody saw him ... the street.

a) Cross b) to cross c) crossed d) to be crossing
16. She plans ... school in September.

a) attends b) attend  c) to attend  d) attended

17. He will try ... a part-time job at school.

a) get b) got C) to get d) gets

18. They expect ... well at school.

a)do b)todo c¢)did d)done

19. Her parents would like ... her to college.

a) send b) sends c) sent d) to send

20. What can Teresa ... to do?

a) afford b) affords c) to afford d) afforded

21. They advised their son ... to the state university.

a) go b)togo c) gone d) going

22. She seemed ... to him attentively at that moment.

a) listen b) listened c) to be listening d) to be listened
23. You must... very tired if you went to bed so early.

a) be b) been c) have been  d) being

24. He insists that the fact should ... at the meeting.

a) to mention  b) mention c) to be mentioned d) be mentioned
25. Ann wants you ... to her birthday party.
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a) to invite b) to be invited c) invite d) invite

26. The students ... here came from Lviv.

a) work b) working c¢) worked d) having worked

27. John came in ... his suitcase.

a) carry b)carried c)carrying d) being carried

28. ... the book, she gave it to Peter.

a) To read b) Reading c) Beingread d) Having read
29. She went out ... the door behind her.

a) shutting b) shut c) to shut d) to be shut

30. They walked in silence between the tables, now ... with books.
a) to load Db) loading c) loaded d) load

31. He looked at a ... copy of the newspaper.

a) fold b) folded c¢) to fold d) being folded

32. They came back to London, ... six weeks.

a) be away b) were away

C) been away d) having been away

33. And ... all this, my father left the room.

a) say b) said ¢) having said d) be said

34. The boy ... by Betty is a friend of mine.

a) invited  b) inviting c) be invited d) invited

35. The room was lit by a ... candle.

a) bum b) burning c) burned  d) having burned
36. Kate liked to spend her free time ... the violin.

a) play b)toplay c)played d) playing

37. Generally ..., he is a good student.

a) speak b) to speak c) speaking  d)spoken

38. ... for another question, he was silent.

a) towait  b) waiting c) waited d) be waited
39. He lay in bed ....
a)toread b) read c¢) reading d) having read

40. We saw that the door was ....

a) locked  b) locking c) to lock d) being locked
41. And ... their house, they were free to leave.

a) to sell b) sold ¢) being sold  d) having sold
42. For a moment he stood as if... for another question.

a) wait b) waiting c) waited  d) being waited
43. There was someone else ... with Teresa.
a) sit b) sat c) sitting  d) having sat

44. ... windows were shining here and there.

a) To light b) Light c) Lighting d) Lighted

45. 1 like sports ... with the sea.

a) connected  b) connecting c¢) having connected d) connect
46. He would sit and watch the ... leaves of last year.

a) fall  b) falling c) fallen d) having fallen



47. It was the first time he looked ....

a) excite  Db) exciting c) being excited d) excited

48. | saw him ... this text.

a) to translate b) translating c) translated d) having translated
49. The door was left ....

a) unlock  b) unlocking c) unlocked d) being unlocked
50. She was found ... on the grass.

a) play b) played c) having played d) playing

51. Bob sat without ... a word.

a) saying b)said c¢)say d) having said

52. They like ... detective stories.

a) read b) having read c) reading d) be read

53. Her son can't read yet but he likes ... very much.

a) read b) reading c¢) having read d) being read
54. | can still remember ... down the hills in the morning.

a) run b) running c) having been run d) ran
55. After ... her umbrella i n the hall she entered the room.
a) left b) leaving c) leave d) being left

56. | am sure of ... this book before.

a) reading b) read c¢) having read d) being read
57. My friends like ... to our house.

a) being invited b) inviting c) invited d)invite

58. I insist on my ... with a. certain consideration.

a) treat b) treating c) having treated d) being treated
59. I know everyone who is worth ....

a) know b) knowing c) being known d) to know
60. The roof needs ....

a) to paint b) paint  c) painting d) painted

61. ... a good book is a pleasure.

a) read b) being read c) having read d) reading
62. He started ... music lessons yesterday.

a) attending  b) attend c) attended d) being attended
63. Her hobby is ... stamps.

a) collect b) collecting

c) collected d) having collected

64. They don't like my habit of ... through newspapers at dinner.

a) look b) to look ¢) looking d) looked

65. After ... school I'm going to enter Lviv University.

a) finish  b) being finished c¢) finishing d) having finished
66. She greatly dislikes ... by anybody.

a) contradicting b) contradict

¢) having contradicted  d) being contradicted

67. He was sorry for ... us waiting.

a) to keep  b) keeping c) keep d) kept
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68. He was angry with me for ... the news.

a) bring b) brought c) bringing d) be brought

69. Instead of ... the rain increased.

a) stopping b) to stop c) stopped d) being stopped

70. She went on ... the letter.

a) write b) written ¢) writing d) having written

71. She is fond of ... English songs.

a)tosing Db)sung c)having sung d) singing

72. He did not recollect such a thing ... to him before.

a) happen  b)happened

¢) having happened d) being happened

73. We insist on your ... this ancient Ukrainian city.

a) visiting b) visit  c) being visited d) having visited
74. | remember his ... in the history of Ukraine before he entered the college.

a) be interested b) having been interested
c) being interested d) to be interested

75. We shall be proud of your ... the competition.

a) win b) won c) beingwon  d) winning

76. We live in the town ... 700 years ago.

a) to found b) founded ¢) founding  d) having founded
77. ... the hall he saw them at once.

a) entered Db)toenter c)entering d) being entered

78. 1 am glad ... to the party.

a) invite  b) inviting c) being invited d) to be invited

79. You must... the first two chapters.

a)toread D) reading c) read d) being read

80. We remember ... his lectures on History.

a) attend b) attending  c) attended d) being attended

81. The teacher wanted the students ... the rule.

a) to explain ~ b) explaining c) explained d) being explained
82. This book is worth ....

a) tobuy  b) bought c) having bought d) buying

83.  We saw him ... the house.

a) to enter b) entering c) being entered  d) entered

84. They had their information ... by telex.

a) send b) sending c)sent d)tosend

85. Heraimis ... English in the shortest time possible.

a) master  b) mastered c) being mastered  d) mastering
86. Do you want me ... the fire not far from the tent?

a) to make b) make c¢) made d) having made

87. My ... in the affirmative gave him great satisfaction.

a) toanswer  b) answering  c) answered d) being answered
88. It is necessary for you ... an effort.

a) make b) made c) to make d) being made



89. Dick used to see her... to the Public Library.
a)togo  b)gone c) having gone d) going

90. He insisted on our... round the room.

a) tolook  b) looking c) looked d) having looked
91. My eyes ... very heavy, | lay down again and slept.
a) to be b) been c) being d)be

92. He could see her face ... over the little kitten.
a)tobend  b)being bent  c) having bent  d) bent
93. The house door ..., she went in.

a)toopen  b) being opened c) open d) to be opened
94. She returned with the letters for Mr. Brown ....

a) tosign  b) signing c) signed d) having signed
95. The most pleasant surprise is their ... to see us today.
a) to come b) having come c¢) coming  d) came
96. | could know that without your ... me,.

a)totell b)told «c)beingtold d) telling

97. It is necessary for my son ... foreign languages.

a) know b) to know c) knowing d) known
98. | don't approve of your... too much.
a) to smoke b) smoked c) smoking  d) being smoked

99. John suggested his sister's ... the piano.

a) to play b) being played c) played d) playing.

100. Would you be so kind as ... your voice?

a) to lower b) lowered  c) lowering d) being lowered

Level 3*

1.  He watched her ... the bell.

a)toring b)ring c)rang d)rung

2. He made us ... for several hours.

a)towait b)waited c)wait d) to be waiting

3. You will be able ... it yourself when you are older.

a) to do b) do c) did d) done

4. The teacher told the pupils ... the sentence.

a) repeat  b) repeating  c) repeated  d) to repeat

5. They won't let us ... the Customs till our luggage has been examined.

a) to leave b) leaving c) leave d)left

6. He is expected ... in a few days.

a) arrive b) to arrive c) arrived  d) arriving

7. He seems ... everyone.

a) to suspect  b) suspect c) suspected d) to be suspected
8. The ladder wasn't long enough ... the window.

a) reach  b) reaching c) toreach  d) reached

9. | was astonished ... that he had left for England.

a) learn b)tolearn c)learning d) learnt
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10. It was very brave of him ... into the burning house.

a) rushed  b) rushing ¢) rush  d)to rush

11. I saw the boy ... the cup.

a)drop  Db)todrop c) dropped d) to be dropped
12.  They are known ... very generous.

a)be Db)tobe c)been d)were

13. He happened ... at the window at that moment.

a) stand b) stood

¢) to be standing d) to have been standing
14.  His mother doesn't let him ... what he wants.
a)todo b)do c)done d) to be doing

15.  He saw the old man ... the street in the wrong place.
a) Cross b) to cross C) crossed d) to be crossing
16. Sheissaid ... very rich before leaving the country.
a)be Db)been c) being d) to have been

17. | felt my face ... red.

a)toturn b)turn c) turned d) to have turned
18. We supposed her ... to the hospital the day before.
a) take b) taken

C) be taken d) to have been taken

19. He was made ... that he was ready to sell the shop.
a)say Db)said c)tosay d)saying

20. Friendship is not ... at a fair.

a) to buy  Db) to be bought c) buying d)buy

21. Don't bother her. She seems ... now.

a) to study b) study c) studied d) to be studying

22. Jane hoped ... the prize, but someone else won it.

a) give b) giving  c) to be given d) given

23. We are waiting for his first novel ... in English.

a) publish  b) publishing  ¢) to be published d) have published
24. He found it difficult... the crossword.

a) to do b) do c) done d) to be done

25. They are known ... a lot of money to charity in the past.
a) donate b) donating c) donated d) to have donated

26. The gentleman ... to your father is the headmaster of your school.

a) talk b)totalk c)talking d) talked

27. ... on the light, | was astonished at what | saw.

a) to turn b) turning  ¢) turned d) be turned

28. ... two languages, he applied for a job of a translator.

a) to learn b) learning c) learnt  d) having learnt
29. In Lviv we saw a building ... four centuries ago.

a) to build b) built c¢) build d) building

30. They turned over the pages of the family album ... carefully at the pictures.

a) looking b) looked c) to look d) having looked
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31. ... by photographers and pressmen, she was wearing extremely fashionable
clothes.

a) to surround b) surrounding

¢) being surrounded d) surround

32. The theatre ... here now will be the largest one in the city.

a) to build b) building c) build d) being built

33. He continued staring at the screen as if... by his first sight of television.
a) to fascinate  b) fascinated c) fascinating  d) fascinate
34. Everybody looked at the ... child in the street.

a)tocry  Db)cried c) crying d)cry

35. She admired him ... with their child.

a) playing b) playedc) to be playing d) having played

36. The picture was found ....

a) todamage b)damaged c¢)damaging d) being damaged
37. The holidays ... over, we must get down to some hard work.
a) to be b) been c) being  d)be

38. The boy was heard ... in the next room.

a) sing b) sung ¢) having sung  d) singing

39. He didn't want his words ... on the tape.

a) record  b)recorded c) recording d) having recorded
40. Do you have your dress ...?

a) to make b) make c¢)made d) making
41. The car was considered ... again.
a) steal b) to steal c) stealing d) stolen

42. He was very ... by her sudden change of attitude.

a) surprised  b) surprising c) to surprise  d) surprise
43. The man smiled, ... his teeth.

a) to show b) showing c¢)show  d) shown

44. All the country near him was ....

a) to break b) breaking c) broken d) break

45, The taxi could be seen ... outside.

a) waiting b) waited c) having waited  d) be waited
46. She had her bed ... to the comer of the room.

a) to move b) move c¢) moving d) moved

47. ... hands with them, he left the room.

a) to shake b) shaken c) having shaken d) shake

48. There were four girls ... on the wooden bench in the yard.
a) to sit b) sitting  c)sit d) sat

49. She sat on the steps with her arms ... upon her knees.

a) to cross b) crossing c) cross d) crossed

50. ... the exercise, the teacher asked the students to do it.
a) to explain b) explained

c) having explained d) explaining

51. They enjoy ... time in the garden.
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a)spend  Db)spending c)spent  d)be spent

52. ... is dangerous for your health.

a) smoking b) smoked c) being smoked d) having smoked
53. Jane has stopped ... coffee because she is on a diet.

a) todrink  b)drunk c)drinking  d) being drunk
54. Would you mind ... the window?

a) to open b) opening c) opened d) open

55. He left the shop without... for the ball.

a)topay Db) pay ¢) paid d) paying

56. She was well-known for ... Ukrainian folk songs.
a)tosing  b)sung c) singing  d) being sung
57. He apologized for... so late.

a) being b)been c)tobe d)be

58. He was tired of... to the child.

a) to talk b) talking c) talked d) being talked

59. She kept on ... in silence.

a) to write b) written  c) writing  d)having written
60. She cannot go to bed without.

a) to speak b) spoken  c) being spoken  d) speaking
61. We shall look forward to ... you.

a) to see b) seeing  c)seen d) being seen

62. | was afraid of... the wrong thing.

a) saying b) said c)tosay d) to have said
63. They were in the habit of... to London for week-ends.
a) to answer b) to have answered

c) answered d) answering

64. He looked at me for a long time without....

a) to come b) having come c¢) coming d) come
65. | shall never forget... to America for the first time.

a) go b) going C) gone d) have gone
66. They hate ... in this awful room day after day.

a) sit b) sat C) sitting d) having sat
67. He had difficulty in ... the crossword.

a) doing  b) done c)todo d) being done

68. ... fast is dangerous for everyone.

a) drive b) driving  c) driven d) being driven
69. | don't feel like ... to the cinema tonight.

a) to go b)gone ¢) going  d) having gone

70. She had no intention of... there any longer.

a)stay b) tostay c)stayed d)staying
71. ... vegetables is good for your health.
a)eat b) eating  c) eaten d) having eaten

72. He entered without... at the door.
a) to knock b) knock c) knocking d)knocked
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73. 1 am sorry for ... unfair to you.

a) to be b)been c) be d) having been

74. 1 don't want to drive a car; I'm afraid of ... an accident
a) having b) have ¢) had d) having had

75. The baby didn't stop... all night.

a) cry b) crying c) cried d) having cried

76. Why are you so keenon ... ?

a) to travel b) travel c) travelling d) travelled
77. 1 began ... as soon as | heard about the match.
a) train b) trained  ¢) be trained d) to train

78. He succeeded in ... the world record.

a) to break b) breaking c) broken  d) being broken
79. How much did you expect ... for your work?

a)pay Db)paying c)paid d) to be paid

80. | can't afford ... on holiday this year.

a) to go b) go c) gone d) having gone

81. Let me ... you some advice.

a)togive b)give c) given d) giving

82. | heard someone ... the house.

a) to enter b) entered c) entering d) have entered
83. I'd sooner... than tell the secret.

a) to die b) die c) dying d)died

84. My father stopped ... ties some years ago.

a) wearing b) to wear c)wear d)worn

85. I was made ... two hours for an appointment.

a) wait b) waiting c) to wait d) waited

86. They made us ... early in the morning.

a) gettingup  b) togetup c)getup d)gotup

87. | look forward to ... you at the party.

a)tosee  Db)see c) seen d) seeing

88. | saw someone ... through the window.

a) to climb b) climb  c¢) climbed d) to have climbed
89. If you have something ..., say it now.

a)tosay Db)say c)saying d)said

90. ... the door behind her, she got into the car.

a) To close b) Closed c) Closing d) Being closed
91. She just sat there, ... nothing.

a)do b)todo c¢)done d)doing

92. The duty of all mankind is ... for peace.

a) fight b) fighting c) fought  d) being fought
93.  He did not remember... in that room before.

a)be b)been c)having been d) have been

94. . Hewas unable ... silence.

a) to keep  Db) keeping c) kept  d) being kept
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95.  She could feel her hands ....

a) to tremble  b) trembling  c) trembled d) to be trembling
96. The lamp ..., she took her son's letter.

a) to light b) lit c) to be lit d) having been lit

97.  After ... about ten yards, he found the ball among the leaves.

a) to walk b) walk c) walking d) walked
98. linsist on both of them ... in time.
a) to come b) coming c) have come  d) come

99.  For about ten days we seemed ... on nothing but bread and water.
a) live Db)lived c¢) living d) to have been

living

100. ... his luggage, he went to look for a taxi.

a) Having picked up b) To pick up

c) Picked up d) Being picked up

101. The teacher reminded the students ... their assignments.
a) to complete b) complete  c) completing  d) completed
102. Mrs. Jackson told her young son not... the hot stove.

a) touch b) touching c) to touch d) touched
103. The pilot was forced ... the plane.
a) landing b)toland c¢)landed  d) to be landed

104. It's a good idea for them ... gerunds and infinitives because they want to speak
English fluently.

a) to study b) study c) studied  d) having studied

105. The teacher opened the window in order... some fresh air in the room.

a)let b)letting c)tolet d)tohave let

106. Nuclear physics is too difficult....

a) understand  b) understood c¢) understanding d) to understand

107. He expected ... to the party, but he wasn't.

a) to invite b) to be invited c) invite d) invited
108. John is fortunate now ... a scholarship last month.
a) to give b) given

c) to have been given d) giving

109. Every hour he stops his work ... a cigarette.

a) to smoke b) smoking c) to have smoked d) smoke
110. You are likely ... the book in our library.

a) finding b)tofind c¢)found d) to be found

111. Three men are reported ... in the accident.

a) to injure b) injuring

c) injured d) to have been injured
112. Something made them ... the meeting early.

a) to leave b) left c) leave d) to be left

113. Several minutes ago he saw them ... in the entrance hall.
a)totalk b)talking c)talked d) have talked
114. Where can | have my umbrella ...?
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a) to mend b) mending c) mend d) mended

115. ... all her shopping she went home.

a) Todo Db) Done ¢) Having done  d) To be done

116. Her daughter sat quite silent, with her eyes ... on the ground.
a) to fix  b) fixed c) fixing  d) have fixed

117. Why don't you have your piano ...?

a) to tune b) tuning  c) tune d) tuned

118. Then he looked out of the window and saw clouds ... in the sky.
a) gathering  b) to gather  ¢) gathered d) to be gathered
119. ... by her father, she went to her new room.

a) To accompany b) Accompany

¢) Accompanied d) To have accompanied

120. Generally ..., I don't like coffee.

a) to speak b) speaking c) spoken d) speak

121. Other footsteps were heard ... the room below.

a) have crossed b)crossed  c) being crossed d) to cross
122. The girl was silent, ... at her hands again.

a) to look Db) looked c)looking d) to have looked

123. ... the door behind her, Isabel waited a little.

a) To close b) Closed c) Tobeclosed d)Having closed
124. They admired the stars ... in the sky.

a) twinkling ~ b) to twinkle  c) twinkled d) to be twinkling
125. ... alone, Paul and I kept silence for some time.

a) To leave b) Being left  c¢) Leaving d) Have left

126. Sometimes children complain about not... by their parents.

a) to understand b) to be understood

¢) being understood d) understanding

127. Mr. Jackson has a good chance of ... president.

a) toelect  b) electing c) elected d) being elected

128. The apples on the tree are ripe. They need ....

a) picking b) picked c) to pick d) to have picked

129. We are excited about Mary's ... a scholarship.

a) to win b) winning  ¢) won d) being won

130. I couldn't understand his not.

a) to want b) wanted c) wanting d) have wanted

131. Ann borrowed Sally's clothes without... her first.

a)toask Db)asked c) have asked d) asking

132. I'll help you with your homework as soon as | finish ... the dishes.
a) wash b) washing c) washed  d) being washed

133. I can't help ... why Larry did such a foolish thing.

a) wondering  b) to wonder  c) wondered  d) to be wondered
134. | don't remember ever ... that story before.

a) hear b) to hear ¢) having heard d) heard

135. You should stop ... if you get sleepy.



a) to drive b) driven c) to have driven d) driving
136. Please, forgive me for not... here to help you yesterday.
a) to be Db)been c) having been d) have been

137. In spite of... busy, he did all he could to help her.
a)tobe b)being c)been d)tohave been

138. The boys could not leave the house without... for permission.

a)asking b)toask c)asked  d)to have asked

139. Sometimes the sad expression on his face makes me ...

a)tofeel Db)felt c)feeling d) feel

140. Edward stood on the beach ... at the ship.

a) to look b) looking c) looked d) look

141. | usually watched them instead of... ball with them.
a)toplay Db)played c)playing d) have played

142. If you hear any news, | want... immediately.

a) to be told b) telling  ¢) to have told d) told
143. | was getting sleepy, so | let my friend ... the car.
a)todrive Db)drive c)driven  d) to be driven
144. We sat in the kitchen ... very hot, strong tea.

a) to sip b)sip  c)sipping d) sipped

145. Emily stopped ... a black cat run across the street.
a)tolet b)let c)beinglet d)tohave let

146. ’'m tired. I wouldn't mind just ... at home tonight.

a) tostay b) staying c) stayed d) to have stayed
147. ... about another country is very interesting.

a) Learn Db) Learnt c) Learning d) Being learnt
148. Lillian deserves ... the truth about what happened last night.
a) to tell b)tobetold c)told d) to have told
149. Don't keep ... me the same questions over and over.
a)toask b)asked c)beingasked d) asking

150. Time ..., we shall start tomorrow.

a) to permit b) permitting

c) permitted d) to have permitted

315

sorry for him.
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