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BCTYII/ INTRODUCTION

«IHO3eMHa MOBa» € HaBUYAJIBHOIO AWCIMILUIIHOIO, IO 3a0e3leuye MiATOTOBKY
CTYJICHTIB CTYIICHS «OaKagaBpy.

Meta kypcey - ¢opMyBaHHS HEOOXITHOI KOMYHIKATHBHOI CIPOMOXKHOCTI Yy
cdepax npodeciitHoro Ta CUTYaTUBHOTO CIIJIKYBaHHS B YCHIM 1 MUCbMOBIN (opMmax;
BJIOCKOHAJICHHSI BMiHb Ta HAaBUYOK YWTaHHS, NEpeKIaay, peQepyBaHHs CIEIlialbHO1
JiTepatypu 3a (axom; BHpOOJICHHS HABHUUYOK YWTAHHS Ta pedepyBaHHS HAyKOBOI
iHdopMairii 3 daxy, BeaeHHs O6eciau 3 TpodeciifHOl TEMAaTUKH, IJTIOBOTO JIMCTYBaHHS
Ta poOOTH 3 KOMEPIIHHOIO JOKYMEHTAIII€IO.

3aBIaHHAMU JUCHUILIIHU «[HO3eMHA MOBay €:

e HaOyTTd HABHYOK MPAKTUYHOTO BOJIOJIHHSA I1HO3EMHOIO MOBOIO B PI3HUX
BHUJIaX MOBJICHHEBOI  JISUIBHOCTI B 00CA31 TEMAaTHKH, 3yMOBIIECHOI
npodeciiHuMu noTpedamMu; OAEpKyBaHHA HOBITHBOI (axoBoi 1H(popmarlii
yepes 1HO3EMHI JiKepena;

® KOPHUCTYBAaHHS YCHUM MOHOJIOTIYHUM Ta J1aJIOTIYHUM MOBJICHHSIM Yy MeXax
noOyTOBOi, CYCHIJIbHO-TIOMITHYHOI, 3araJilbLHOEKOHOMIYHOI Ta  ¢haxoBoi
TEMaTHUKH;

e [epekiaa 3 IHO3EMHOI MOBM Ha PIAHY TEKCTIB 3araJlbHOEKOHOMIYHOTO
XapakTepy;

e ¢dopMyBaHHS OCHOBHHUX BMIHb BUKOPUCTAHHS 3HaHb Ha MPAKTHIN MiJ Yac
BEJICHHS JUIOBOI Oeciin abo CIIJIKYBaHHS IO TeleQOHy B JUIOBUX IUIAX 3
ypaxyBaHHSM KOHKPETHHX YMOB;

® 03HAMOMJICHHS 3 HAMOUIBIN BIIOMHMH 3pa3kaMHU MOBJICHHEBOI MTOBEIIHKHU T
qac MpOBEJICHHS J1I0BUX 300piB, Mpe3eHTAIlill Ta MepEeroBOpiB;

® HaBYaHHS MIArOTOBLI [0 YYacTi y HAyKOBMX KOH(EpEeHLIsX, CeMiHapax,
nebaTtax, TOIIO;

® O3HAWOMIJICHHS 3 0COOJIMBOCTSIMH O(DOPMIICHHS HAOUIBII B)KMBAHKX TATIEPIB.

VY pe3ynbTaTi BUBUEHHS HaBYAJIbHOT IUCLUUIUTIHU CTYI€HT IOBUHEH
3HATH:
® JIEKCUKY, TpaMaTHKy, POHETUKY 1 opdorpadiro iHO3eMHOI MOBH;
e [IpaBWJIa YCHOT'O JJIOBOIO CIUIKYBaHHS;
® OCHOBHI BUMOTH JI0 KyJIbTYPH MOBJICHHS.
BMITH:
® KOHCTPYIOBAaTU maparpadu Ajig oprasizaiii IyMOK B €IMHY IHTEIEKTyalbHY
CTPYKTYDY;
® YyyTaTM Ta NeEpeKiaJaMu TEeKCT 3 MOOYTOBOiI Ta MpodeciiiHoi TeMaTHUKU
CepeAHbOT CKIIATHOCTI;
® CHUIKYBaTUCAd 1HO3EMHOIO MOBOIO Ha IOOYTOBI, CYCHIJIbHO-TIONITUYHI Ta
npodeciifHi TeMU B Me)KaX BUBUEHOI JICKCHKH Ta IPaMaTHKH;



® T[HCAaTH KOPOTKI TOBIAOMJIEHHS Ta €C€ 1HO3EMHOI) MOBOIO JIOTPUMYIOYHCH
npasuil opporpadii Ta rpaMaTUKH;

® CKJIQJaTH JOUIOBI JOKYMEHTH Ha 3a/laHy TeMy, JOTPHUMYIOUHUCH MIKHAPOIHUX
CTaHJapTIB;

e OJIep)KyBaTH HOBITHIO (DaxoBYy iH(opMaIlito uepe3 HOBITHI JHKEpea.

® TPaMOTHO CIIJIKYBAaTUCS B M€XaX YCHOTO MOBJICHHS;

® BECTH MPE3EHTAIlli 3T AHO BUMOT A1JIOBOTO MOBJICHHSI.

JlaHi MeToauYHI peKOMEeHiallli MalTh 3a METy HAOyTTS CTyJEeHTaMU HAaBUYOK
YUTATH Ta MEpeKIajaTH TEKCTU 3 MOoOyTOBOi Ta MpOQeciiHOT TeMaTHUKU CEepeaHbOi
CKJIQJIHOCTI, CIIJIKYBAaTHCSI 1HO36MHOIO MOBOIO Ha MOOYTOBI, CyCHIJILHO-TIOMITHYHI Ta
npodeciiiHi TeMH B MeKaxX BHUBYEHOI JIGKCMKM Ta TpaMaTUKH, MHUCATH KOPOTKI
MOBIJJOMJICHHSI Ta €C€ 1HO3EMHOI0 MOBOIO JIOTPUMYIOUMCH IpaBuil opdorpadii ta
rpaMaTHUKH.

MetoauuHi pekoMeHallli CKIaJatoThCs 3 IECATH TeM, NependadyeHux podovoro
HABYaJIbHOIO TPOrPaMor0 3 JUCUUILIIHU. KOXKeH po3Aisl MICTUTh BIPaBU Ha PO3BUTOK
yCiX BHJIIB MOBJIEHHEBOI [ISJIBHOCTI: Aay[JllIOBaHHS, YWTaHHSA, TOBOPIHHSA Ta
MUCEMHOTO MOBJICHHSI, BHUKOHAHHS SKHX CIpPHUAE PO3BUTKY KOMYHIKATHBHOI
KOMIIETEHIII] CTYAEHTIB NEPILIOro Ta APYroro piBHIB BUBYEHHS IHO3EMHOI MOBH.



YACTHHA 1.
3AT'AJIBHI PEKOMEHJIALII OO0 BUBYEHHSA AUCIUIIJITHA

PART 1.
GENERAL STUDY GUIDE



1. Onuc IMCUUILTIHT

HaliMeHyBaHHSI TOKa3HUKIB XapaKTepuCTUKA TUCIUIIIIHA
O00B’s13K0Ba 1JISI CTY/IE€HTIB
O0oB's13K0Ba (015 cm){aeﬂmie cneuiaﬂbﬁqcmi "nazea cremiaabnocti 071 «OIIK i
cneyianbrocmi”) / BUOIPKOBA TUCIUILTIHA
OMOJIATKYBAaHHSD)
CeMecTp (ocinniii / eecranuii) OCiHHIii, BeCHSIHMH
Ki1bKiCTh KpEeJIUTIB 10
3arajgbHa KUJIbKICTHh TOJNH 300
KinpkicTh MOIYJIIB 4
Jlexii, roguH -
[TpakTruHi / ceMiHApCHKIi, TOUH 144
JlaGopatopHi, roJIMH -
CamocrTiiiHa poO0Ta, TOANH 156
TrXHEBUX TOAMH JUIS IEHHO1 (POpMHU HaBUaHHS:
Ay IUTOPHUX 4
CaMOCTIITHO1 pOoOOTH CTY/IEHTa 4,3
Bu koHTpOJIIO €K3aMeH

2. IIporpama quCHUILTIHA

Hias — dbopmyBanHsS HEOOXITHOT KOMYHIKATUBHOI CIIPOMOKHOCTI y cdepax
npodeciiiHoro Ta CUTYaTMBHOTO CIUIKYBaHHS B YCHIM 1 THCHMOBIM ¢dopmax;
B/IOCKOHAJICHHSI BMiHb Ta HAaBMYOK YWTaHHS, MepeKiany, pedepyBaHHs cCremiaibHOI
JiTepatypu 3a ¢axoM; BHUPOOJICHHS HaBHYOK YUTaHHS Ta pedepyBaHHS HAyKOBOT
iHpopmarii 3 paxy, BeaeHHsa Oeciau 3 mpodeciiiHOT TeMaTHKH, T1JIOBOTO JTUCTYBaHHS
Ta POOOTH 3 KOMEPIIIITHOIO TOKYMEHTAIII€I0.

3aBaaHHs: HAOYTTS HABUUYOK MPAKTUYHOTO BOJIOJIHHS 1HO3EMHOIO MOBOIO B
pPI3HMX BHJAaX MOBJEHHEBOI MJISUIBHOCTI B 00CS31 TEMAaTHKH, 3yMOBIIEHOT
npodeciiiHuMu noTpedaMu; OAEpKyBaHHS HOBITHBOI (haxoBoi iH(opMalii uepes
1HO3EeMHI JKepena;

KOPUCTYBaHHS YCHUM MOHOJIOTIYHHMM Ta JiaJOTiYHUM MOBJICHHSM y MeEXKax
MoOyTOBO1, CYCIUIbHO-TIOJITUYHO1, 3araJIlLHOEKOHOMIYHOI Ta JaXOBOT1 TEMATHKH;

nepekyaaZ 3 1HO3EMHOI MOBHM Ha pIJHY TEKCTIB 3araJbHOCKOHOMIYHOTO
XapaKkTepy;

¢bopMyBaHHSI OCHOBHUX BMiHb BHKOPHUCTAHHS 3HAHb Ha TPAKTHUIl IMiJa 4Yac
BEJICHHS JUI0BOi Oeciau abo CHOUIKyBaHHS MO TeledoHy B AUIOBUX MLUIAX 3
ypaxyBaHHSM KOHKPETHUX YMOB,;

03HAMOMIICHHS 3 HAaWOUIBII BiJOMHUMH 3pa3KaMH MOBJICHHEBOI ITOBEIIHKH IIif
4yac MPOBEICHHS 1JI0BUX 300piB, IPEe3eHTAIlli Ta IEPETOBOPIB;

HAaBYaHHS MIArOTOBLI JO Yy4YacTi y HAYKOBUX KOH(EpPEHIisX, CeMiHapax,
nebarax, TOIIO;

03HAHOMJIEHHS 3 0COOIMBOCTSIMU O(POPMIIEHHS HAO1JIbIII B)KMBAHUX TAIEPIB.
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IIpeamert: iHO3eMHa (aHTJIIHChKA) MOBA.

3MicT IUCHUILIIHM PO3KPUBAETHCS B TeMax:
Tewma 1. biznec - mpodecii.

Tema 2. Pobota ycranoBu

Tewma 3. Byxrantepis.

Tewma 4. O6miK0OBa JOKyMEHTAITIS.
Tema 5. [TnanyBaHHS Ta KOHTPOJIb.
Tema 6. [TpulHATTS pillICHb.

Tema 7. L{IHOTBOpEHHS.

Tema 8. Ayaur.

Tema 9. [TogaTku.

Tema 10. MaitbyTHe Oyxranrepii.

3. CTpyKTypa IUCUMILIIHA

. . KinbkicTh roaun
Ha3Bu 3MicTOBHX MOZYJIiB i TEM .
yChOTO VY tomy uucii
1 1/c a0 cpe
1 2 3 4 5 6
Monayas 1
3micToBuii MoayJib 1 : Beryn 10 OyxraiarepcbKoi cipaBu
Tewma 1. bizHec - npodecii 23 12 11
Tema 2. PobGota ycraHOBU 22 12 10
Tewma 3. bByxranrepis 22 12 10
Tema 4. O0iKOBa JOKYMEHTALIS 23 12 11
Pa3om 3a 3micToBUM MojyJieM 2 90 48 42
3micToBHii MOAYJIb 2 : YIIpaBJiHHS PU3HKAMH
Tewma 5. [InanyBaHHS Ta KOHTPOJIb 26 12 14
Tema 6. IIpultHATTS pillIcHb 34 15 19
Pa3om 3a 3MicTOBUM MOyJ1eM 2 60 27 33
Moayasb 2
3micToBuii MoayJib 3 : OCHOBH (piHAHCOBOIO 00.1iKY
Tewma 7. IliHOTBOpEHHS 35 16 19
Tema 8. Ayaut 35 16 19
Tema 9. Ilogatku 35 16 19
Pa3om 3a 3micToBUM MoayJieM 3 105 48 57
3micToBuii MoayJib 4 : I'106agi3anis Ta MidkHaApOIHA AiJIBHICTD
Tema 10. MaiiOyTHe Oyxranrepii 45 21 24
Pa3om 3a 3micToBUM MoayJieM 4 45 21 24
¥Ycboro roaiuH 300 144 156
4. Temu ceMiHAPCHKUX/MIPAKTUYHUX/JIA00PATOPHUX 3aHATH
Ne KinpkicTh
Bun ta Tema 3aHATTS
3/m TOJMH
1 [IpakTruHe 3aHATTS 2
Byxranrepcrki mpodecii. Present Simple.

10




IIpakTruHe 3aHATTA

2 . .
KepiBauk 6anky. Present Simple.
3 [IpakTruHe 3aHATTA
Byxrantep. Present Simple.
4 [IpakTruHe 3aHATTA
ITogaTkoBUI KOHCYIBTAaHT. MHOYKMHA IMCHHHKIB.
5 [IpakTruHe 3aHATTA
®DiHaHCOBUI KOHCYJIbTAaHT. MHOKMHA IMCHHHKIB
IIpakTruHe 3aHATTS
6 . . .
bipxxoBuii 6pokep. Present Continuous.
IIpakTruHe 3aHATTS
7 . .
Tpeitnep. Present Continuous
8 [TpakTuyHe 3aHATTS
Oo6nannanus odicy. Present Continuous.
9 [TpakTu4He 3aHATTS
EnexrponHi inctpymenTtu. Present Continuous
10 [TpakTu4He 3aHATTS
OnepartiitHo - 00TIKOBHH BiIJII.
11 [TpakTu4He 3aHATTS
CHikyBaHHS 3 KIII€EHTaAMH
[TpakTu4He 3aHATTS
12 .
3BiT npo noxoxau. Present Perfect.
13 [TpakTu4He 3aHATTS
banancosuii 3Bit. Present Perfect.
14 [TpakTu4He 3aHATTS
3BiT mpo pyx komTiB. Past Simple.
IIpakTruHe 3aHATTS
15 . .
3BiT po npuoOyTKH Ta 30uTKU. Past Simple.
16 [IpakTruHe 3aHATTA
O6aikoBuii nukia. Criocobu BUpakeHHsI MailOyTHIX JIiH.
17 [IpakTruHe 3aHATTA
GAAP ta IASB. Criocobu BupakeHHst MailOyTHIX JIiH.
18 [IpakTruHe 3aHATTA
OTtpumanHs naHux 3 giHaHcoBoi fokyMeHTauii. Present Perfect.
19 [IpakTruHe 3aHATTA
31iCHEHHS IPOJIaXKy Ta MOKYIIKH TOBaPIB.
IIpakTruHe 3aHATTS
20 . . .
Amnautiz 6anancoBoro 3Bity. Past Simple.
IIpakTruHe 3aHATTS
21 . . .
PanbscudikyBanHs obuikoBux gaHux. Past Continuous.
29 [IpakTuuHe 3aHATTS
KpeaurocnpomosxkHicTe. Past Continuous.
[IpakTuuHe 3aHATTS
23
[TnanyBanHus O6rokery. Past Perfect.
[IpakTuuHe 3aHATTS
24 .
0061k 3a MeTOIOM HapaxyBaHb. Past Perfect.
[IpakTuuHe 3aHATTS
25 . .
besrotiBkoBi paxyHku. Past Perfect
26 [IpakTuuHe 3aHATTS
3a00proBaHiCcTh 3a BUTpaTaMH. APTHKIIb.
27 | IlpakTHuHE 3aHITTA
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3MiHHI BUTpaTH. APTHKIb.

[IpakTuHe 3aHATTS

28 . . . )
Kinenp 0611KOBOTO mepiony. YMOBHI peueHHS.
[TpakTiuHe 3aHATTA
29 | Etnunuii ayaut. MoganeHi Ai€cioBa AJisi BUCIOBICHHS IOpaIu, MPOTMO3HUILi,
HEOOXI1THOCTI, 3a00pOHH.
30 [IpakTruHe 3aHATTS
[{udpu. YnucniBHUK.
31 [IpakTruHe 3aHATTS
ITepeBunieHHs kpeauty. YnucmiBHUK
[IpakTuHe 3aHATTS
32 I{ina. MopnanbpHi fgiecioBa JUIisi BHCIIOBJIEHHS IPOXaHHS, MOMJIHMBOCTI Ta
IPOMO3HUIII.
[IpakTuHe 3aHATTS
33 3HenineHHsa. MojanbH1 Ji€CIoBa Il BUCIOBJICHHS MPOXaHHS, MOYKJIHUBOCTI
Ta MPOTO3MII{
[TpakTi4He 3aHATTA
34 . )
[Tpsmi Butpatu. Present Perfect Continuous.
[TpakTi4He 3aHATTA
35 . .
Henpswmi Butpatu. Present Perfect Continuous.
[TpakTi4He 3aHATTA
36 . .
["onoBHwmii Oyxranrep. Present Perfect Continuous.
37 HquTHqu 3aHSTTA '
['otiBka. Past Perfect Continuous.
38 HpaK‘TI/I‘:IHe 3aHSTTA .
JlikBinHicth. Past Perfect Continuous
39 [TpakTi4He 3aHATTA
Hewmarepianbhi aktuBu. Past Perfect Continuous.
40 IIpakTrune 3aHATTA
CucreMa BHYTPIITHHOTO KOHTPOJIIO.
1 IIpakTrune 3aHATTS '
Aymut. CTyneHi nopiBHSIHHS MPUKMETHHUKIB.
42 [IpakTruHe 3aHATTS
[TopatkoBuii o6mik. CTyrneHi NOPiBHSIHHS NPUKMETHHKIB.
43 [IpakTruHe 3aHATTS
PentabenpHicTh. CTyneHi NOPiBHIHHS NIPUKMETHHKIB.
44 HpaIFTH‘-IHe 3aHATTA
Kymnisns. [IpuciiBHUK.
45 IIpakTrune 3aHATTA
Openpa. IlpucniBHuk
[IpakTuHe 3aHATTS
46 [TonatkoBa momiTuka. MopanpHi Ji€ecioBa Ui BHUCIOBIEHHS TIOpajH,
MIPOIIO3HIIIiT, HE0OX1THOCTI, 3a00POHH.
[IpakTuHe 3aHATTS
47 o ) . .
IToparkoBuii o6uik. Passive Voice.
[IpakTuHe 3aHATTS
48 . . .
['no6anizanisi. Passive Voice.
[IpakTuHe 3aHATTS
49 . . . .
MaiiOyTtHe 00611iky. Passive Voice.
50 [IpakTruHe 3aHATTS

MaiiOyTHe ononarkyBaHHs. Passive Voice.

12




IIpakTruHe 3aHATTS

51

®dinaHCcOBI MibXKHapoAH1 opranizairii. Passive Voice.

Bcnoro

144

5. InguBinyanbHi 3aBJaHHSA

1. Orasin nepiogu4HO1 Ta MOHOTPa(IYHOT HAYKOBOI JTiITEpaTypH.
2. ITigroToBka pedeparis, TOMOBIIEH 32 0OPAHOIO TEMOIO.

3. [IpoekTHa poboTa.
4. TIligrortoBka T€3

JOTIOBIJIEH 3 METOK BHUCTYNy Ha

BCEYKPATHCHKUX Ta MI>KHAPOJHUX CEMIHApax Ta KOH(PEpeHITIsX.

YHIBEPCUTETCHKHUX,

6. O0csirm, 3MicT Ta 32CO0M TIATHOCTHKH CAMOCTIHHOI po0oTH

Kuntbkicth
TOJIH
Tema CaMOCTiii- 3MicT caMoCTiitHOT poboTH 3aco0u 1IarHOCTUKU
HOL
pobotu
Monys 1
3microBuii MoayJs 1: Beryn 10 Oyxrajarepcbkoi cipaBu
1. BukonanHs 3aBnans Ta Brpas Unit 1. 1. ®poHranpHe Ta
2. BuBYeHHS JIeKCHYHMX OJWHHIG Ta | IHAWBITyalbHE
biznec - rpaMaTUYHUX MPaBUII, Mepe10ayeHUX TEMOIO. | ONUTYBaHHS.
npodecii 11 3. PobGorta 31 clOBHHKamH, TpaMaTUYHUMH | 2. BukoHaHHS
JIOBITHUKaMH, IHTEpHET-PECYypPCaMHU. MOTOYHUX TECTOBUX
4. YutaHHA Ta NepeKyIaj] TeKCTIB. 3aBJaHb.
1. BuxoHnanHs 3aBanb Ta Brpas Unit 2. I. ®poHTanpHe Ta
2. BuBYeHHS JEKCHMYHMX OJUHMIL Ta | IHAUBITyalbHE
rpaMaTUYHUX MpPaBUJl, epe0aueHUX TEMOIO. | ONUTYBaHHS.
3. PoGora 31 ClOBHMKamM, TpaMaTHUYHUMH | 2. Bukonanus
PoGora 10 JTOB1IHUKaMH, IHTEPHET-PECYPCAMHU. ITOTOYHHX Ta
ycraHosu 4. YuTaHHA Ta MEpeKIIaj] TeKCTIB. MOJYJIBHUX TECTOBHUX
5. IligroroBka mpoekTy (IOMOBIAlI  Ta | 3aBAAHb.
Impe3eHTanii) npo  ysABHY  KOMIaHito | 3. 3aXUCT MPOEKTY
MaiOyTHBOTO.
1. BuxoHnanHs 3aBnanb Ta Brpas Unit 3. I. ®poHTanpHe Ta
2. BuBYeHHS JEKCHMYHMX OJUHMIL Ta | IHAUBITyalbHE
Byxramepis 10 TPaMATHYHHIX MIPABUIL, nepeadavyeHuX TEMOKO. | ONUTYBAaHHS.
3. PoGora 31 clOBHMKamM, TpaMaTHUYHUMH | 2. BukoHaHHS
JIOB1IHUKaMH, IHTEPHET-PECYPCAMHU. MOTOYHUX TECTOBUX
4. YnTaHHs Ta MEepeKJIaa TEKCTIB. 3aBJaHb.
1. BuxonanHs 3aBnanb Ta Brpas Unit 4. . ®poHranpHe Ta
2. BuBYeHHS JEKCHMYHMX OJUHMIL Ta | IHAUBITyalbHE
Obiikona TPAMATHYHHX MIPABUIL, nepeadadyeHuX TEMOKO. | OMUTYBAaHHS.
. 11 3. PoGora 31 clOBHMKamM, TpaMaTHUYHUMH | 2. BukoHaHHS
JOKyMEHTAIis . .
JIOB1IHUKaMH, IHTEPHET-PECYPCAMHU. MOTOYHHX Ta
4. YuTaHHA Ta MEpEeKIIa] TEKCTIB. MOJTyJIbHUX TECTOBHX
3aBJIaHb.
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Paszom

3MicTOBHH 42
MoayJb 1
3micToBHii MOAYJIb 2: YHIpaBJIiHHA PU3UKAMH
1. BukonanHns 3aBaanb Ta Biupas Unit 5. 1. ®poHTtanbHe Ta
2. BuBYeHHS JEKCHMYHMX OJUHHMIL Ta | IHAWBITyalbHE
[TnanyBanHs 14 rpaMaTUYHUX NPaBUIL, epe10ayeHUX TEMOO. | ONUTYBaHHS.
Ta KOHTPOJIb 3. PoGora 31 cClOBHMKamH, TpaMaTHUYHUMH | 2. BuxonanHs
JIOBITHUKaMHM, IHTEpHET-PECYPCaAMHU. IOTOYHUX  TECTOBHUX
4. YnTaHHA Ta MEPEKIIA] TEKCTIB. 3aBJlaHb.
1. BukonanHns 3aBaanb Ta Biupas Unit 6. 1. ®poHrtanpHe Ta
2. BuBYeHHS JIEKCMYHMX OJUHHMIb Ta | IHAWBITyalbHE
. rpaMaTUYHUX NPaBUIL, Mepe10auyeHUX TEMOO. | ONUTYBaHHS.
[IpuitHsaTTs .
pitteHb 19 3. P060Ta 31 CIOBHMKAMH, IpaMaTHIHUMHU 2. Bukonanus
JIOBITHUKaMHU, IHTEpHET-PECYPCaMHU. HOTOYHUX Ta
4. YnTaHHA Ta MEPEKIIa] TEKCTIB. MOJIyJIbHUX TECTOBUX
3aBJaHb.
Pazom
3MicTOBMIi 33
MOAYJIb 2
Mopayas 2
3micToBuii MoayJib 3: OcHOBH ¢iHAHCOBOIO 001Ky
1. BukonanHs 3aBnanb Ta Brpas Unit 7. 1. ®poHranpHe Ta
2. BuBYeHHS JIeKCHYHMX OJWHHIG Ta | IHAWBITyalbHE
. rpaMaTUYHUX MPaBWII, epe10aueHUX TEMOIO. | ONMUTYBaHHS.
[liHOoTBOpEHHS 19 .
3. PoGora 3i cioBHMKamH, TpaMaTHYHUMH | 2. BukoHaHHS
JIOBITHUKaMH, IHTEpHET-PECYpPCaMHU. MOTOYHUX TECTOBHUX
4. YutaHHA Ta NepeKsIag TeKCTIB. 3aBJaHb.
1. BuxonanHs 3aBaasb Ta Brpas Unit 8. 1. ®poHnranpHe Ta
2. BuBYeHHS JEKCHYHUX OJUHUIL Ta | IHIUBIIyaJIbHE
rpaMaTUYHMX MPaBWII, Mepe10ayeHUX TEMOIO. | ONMUTYBaHHS.
Ayt 19 3. I"o60Ta 31  CYIOBHMKAMH, TPaMaTHIHUMHU 2. Buxonanns
JOB1IHUKAMH, IHTEPHET-PECYPCAMHU. MOTOYHUX  TECTOBUX
4. YutaHHA Ta NepeKyIaj] TeKCTIB. 3aBJaHb.
5. [IligrotoBka mpoekTy (JIomoBiai Ta | 3. 3aXUCT MPOEKTY.
Mpe3eHTallii).
1. BuxonanHs 3aBaasp Ta Brpas Unit 9. 1. ®poHnranpHe Ta
2. BuBYeHHS JEKCHYHUX OJUHUIL Ta | IHIUBIIyaJIbHE
rpaMaTUYHMX MPaBWIL, epe10ayeHUX TEMOIO. | OMUTYBaHHS.
ITonatku 19 3. PoGora 31 ciiOBHMKamMu, TpaMaTUYHUMU | 2. Buxonanns
JIOBITHUKaMH, IHTEpHET-PECypPCaMH. MOTOYHHX Ta
4. YutaHHA Ta Nepeksiaj TeKCTIB. MOJYJIbHUX TECTOBUX
3aBJIaHb.
Pazom
3MiCTOBHI1 57
MOIYJIb 3
3microBuii MoayJsb 4: I'nodaJizanisi Ta MizKHapoAHA AisUIbHICTH
1. BukonanHs 3aBianb Ta Brpas Unit 10. 1. ®ponransHe Ta
MaiiGyTHe 24 2. BuBYeHHS JE€KCHYHUX OJWHUIL Ta | IHAUBIIyaTbHE
Oyxranrepii rpaMaTUYHMX MPaBWII, epe10ayeHUX TEMOIO. | OMUTYBaHHS.

3. PobGoTta 31 CIOBHMKaMH, IpaMaTUYHHUMH

2. BukoHnanus
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JIOBITHUKaMH, IHTEpHET-PECypPCaMHU. MIOTOYHMX Ta

4. UnTaHHs Ta IEPEKIaa TEKCTIB. MOAYJIBHUX TECTOBUX
3aBJIaHb.
Pazom
3MicTOBHH 24
MOIYJIb 5
Bcenoro 156

7. MaTpuus 3B’ 3Ky MiXkK JUCHMILTIHOKW/ 3MiCTOBMM MOAYJIeM, pe3yibTaTaMu
HABYAHHS TAa KOMIIETEHTHOCTAMM

KoMmnerenTHocti

Pe3ynbrat HaB4YaHHS 3aranbHi [IpeameTHO-crienianbHi

1,2 ]3]4]5]6]|1 2 |34 ]15]|6

1. 3HaHHd NEKCHYHUX OOWHUIL Ta

rpaMaTHYHUX KOHCTPYKLIA  TeM, + + | +
nepeadavyeHUX IPOrpaMoro.
2. BMiHHS 4MTaTH Ta TMEpeKIalaTh + |4 + +

TEKCTHU Ha 33JjaHy TeMY.

3. BojoaiHHSA JEKCUYHUM 3aI1acoM,
HEOOXIHUM  JUIS  BUCJIOBJICHHS

BIACHUX JYMOK Ta PO3YMIHHA | + + + + | +
IHIITOMOBHOT MOBH B M€ax 3aJaHol

TEeMHU.

4. Bonoxinns 0a30B010 +

TEPMIHOJIOTIEI0 €KOHOMIYHOI ramysi + | + +

AHTIIHCHKOI0 MOBOIO.

5. BMiHHA poOuTu mnpeseHTaLii
aHIIIMCBKOI0 MOBOIO.

6. BwminHa Bectu mnpodeciitHuii
I1aJIor 3 KOJIEraMu.

7. 3HaHHA HaAWOUIBII  BIJOMHUX
3pa3KiB MOBJICHHEBOT TTOBEAIHKH ITi]T
yac MpPOBEAEHHS MAUIOBHX 300DiB,
MIpe3eHTalllil Ta IeperoBopiB.

8. BMminHs odopMiIroBaTH HaWOLIBII
BXKMBaHI  Mamepu  eKOHOMIWHOi | + | + | + | + +
ranysi.

8. ®opMH HABYAHHS

[IpakTuuHi 3aHATTA, caMOCTiifHa poOoTa (MATOTOBKA Mpe3eHTaIlil, pedeparis,
CaMOCTIfiHE OTpAIfOBaHHS JOJATKOBUX TMTaHb 3a HABEJICHUM TMEPEeTiKOM
JITEpaTypH).

9. MeToau OLIHIOBAHHS

Ex3amen.

10. Po3noaiu 0aJiB, AKi OTPUMYIOTh CTYACHTH
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BignoBimHo mo cucremu ouiHoBaHHa 3HaHb cTyAeHTIB JIoHHYET piBenn
c(hOpPMOBAHOCTI KOMIIETEHTHOCTECH CTYACHTA OIIIHIOETHCS y BHIIQAKY ITPOBEICHHS
CK3aMEHY: BIpOIoBXK cemecTtpy (50 OamiB) Ta mHpu NOPOBEACHI MiACYMKOBOIO
KOHTPOJTIO - ek3ameny (50 6aiB).

OuinoBaHHS MPOTITOM CEMeCTPY

Buna pobotu/6anu
No remn - ;
) Komynika- Buxkonanus Ingusi-
IIPaKTUYHOIO TecToBi . Cyma
S SaBIAHHS THUBHI npaktuyHux | nayansHe | [IMK Sauis
3aBJJaHHS 3aBJIaHb 3aBIaHHSI
Monayns 1
3micToBui Moayb 1
Tema 1 0,5 0,5
Tema 2 0,5 0,5
Tema 3 0,5 0,5
Tema 4 0,5 0,5 1
Tema 5 0,5 0,5
Tema 6 2 0,5 25
Tema 7 0,5 0,5
Tema 8 0,5 0,5
Tema 9 0,5 0,5
Tema 10 0,5 0,5
Tema 11 4 4
Tema 12 2 0,5 2,5
Tema 13 0,5 0,5
Tema 14 0,5 0,5
Tema 15 0,5 0,5
Tema 16 0,5 0,5
Tema 17 0,5 0,5
Tema 18 2 0,5 0,5 3
Tema 19 0,5 0,5
Tema 20 1 1
Tema 21 0,5 1 15
Tema 22 2 0,5 2,5
Pa3oM 3MicTOBUH 8 2 11 4 5 30
MojyJib 1
3MicTOBUN MOy 2

Tema 23 1 1
Tema 24 0,5 1 15
Tema 25 0,5 0,5 1
Tema 26 0,5 0,5 1
Tema 27 2 1 3
Tema 28 0,5 1 1,5
Tema 29 0,5 1 1,5
Tema 30 0,5 1 1,5
Tema 31 2 1 3
Pa3zoM 3MmicTOBHI 4 3 8 5 20
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MOJYJIb 2 ‘ ‘ ‘
Pa3zom 50
Moyib 2

3MiCTOBUH MOJTYIIb 3
Tema 32 0,5 0,5
Tema 33 0,5 0,5 1
Tema 34 0,5 1 15
Tema 35 0,5 1 1,5
Tema 36 2 1 3
Tema 37 0,5 1 15
Tema 38 0,5 1 15
Tema 39 0,5 4 4.5
Tema 40 0,5 1 L5
Tema 41 2 0,5 2,5
Tema 42 0,5 0,5 1
Tema 43 0,5 0,5 1
Tema 44 0,5 0.5
Tema 45 0,5 0,5 1
Tema 46 0,5 1 1.5
Tema 47 2 1 3
Pa3zom 3micToBU 6 5 12 4 5 32
MOJTYJIb 3

3micToBui Moayb 4
Tema 48 0,5 3 3,5
Tema 49 0,5 3 3,5
Tema 50 0,5 2 2,5
Tema 51 2 0,5 1 3,5
Pa3omMm 3MmicTOBHI 2 2 9 5 18
MOyJIh 4
Paszom 50

OuiHIOBaHHS CTYJCHTIB IPU NMPOBEJICHHI eK3aMeHY 3 BUKOPUCTAHHAM
koM’ 10TepHoi nporpamu «MyTestXPro»

OriHka Ha MiJICYMKOBOMY KOHTPOJII CKJIAJIA€ThCS 3 OLIHKHU 3a TecTyBaHHA (0-
50 6amiB). Tect ckimagaerbes 13 S0 TecTtoBux nuTaHb. OIIHIOBAaHHS TECTOBUX 3aBJaHb
(50 tecroBux 3aBmanb 1o 1 Oany) MPOBOAUTHCS HA OCHOBI 1H(MOpPMAIli, SIKy Hauae
KOMIT'IOT€p 3a pe3yJbTaTaMW TeCTyBaHHS (KUIbKICTh MPaBUIBHUX BIIMOBIICH).
[IpaBriIbHA BIJIOBIIF HA OJIHE TECTOBE 3aBJaHHS OLIHIOETHCS B oauH Oan. HaOpani
Oanu 3a MpaBUJIbHI BIITOB1/II CYMYIOTBCH.

3arajibHe OLiHIOBAHHSI Pe3yJIbTATIB BUBYEHHS JUCUMILTIHU
JIns  BUCTaBJIEHHA MIACYMKOBOI OI[IHKM BH3HAYa€ThCsl cyma Oaiib,
OTPUMAaHUX 3a Pe3yJbTaTaMH €K3aMEHY Ta 3a pe3yJibTaTaMU CKJIaJaHHS 3MICTOBHUX

MoayiiB. OIiHIOBaHHS 3IIMCHIOETHCS 3a JIOTIOMOTOIO IIKAajdd OLIHIOBAaHHS
3araJlbHUX Pe3yJIbTaTiB BUBUCHHS JUCHMILTIHHA (MOIYIIIO).
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Ouinka

100-0aabHa mIKaga MIxana ECTS HaumionaanrHa mkaJja
90-100 A 5, «BIIMIHHO»
80-89 B 4, «moope»
75-79 C ’
70-74 D 3, «3a10BUILHO»
60-69 E ’
3559 FX 2, «HE3aI0BUILHO
0-34 F ’

11. MeToauuHe 3a0e3mMe4YeHHA

1. MetoanuHi BKa31BKU 3 BUBYECHHS JUCIIUILIIHHA.

2. TectoBi 3aBIaHHs JUIs IEPEBIPKU 3HaHb CTYJICHTIB.

3. 30ipHUK TpaMaTUYHUX BIPAB.

4. lHnuBIyabH1 3aBAaHHS.

5. HaBuanbHa Ta HayKoBa JliTepaTypa, HOPMaTUBHI JOKYMEHTH.

12. PexomeHnoBaHa JitepaTypa
ba3zoBa

1. Moiceea ®. A. Business letters. IlociOHUK UIT BIOCKOHAJICHHS HaBHYOK
HAIllMCaHHA JUIOBHX JIMCTIB JJISl CTYAEHTIB E€KOHOMIYHUX CIEUIaJbHOCTEN /
®. A. Moiceena, C. JI. dununenxo. — Jouensk : JourJIVET, 2005. — 152 c.

2. Ocramenko C. A. Business English. HapuanpHuii mociOHUK JjIsi CTYJIEHTIB
eKOHOMIYHMX creniaibHocTel / CBitnana AnaroniiBHa Ocrtanenko. — Kpusuii
Pir : IonHVYET, 2015. — 246 c.

3. Economics Nowadays [Tekcr] : HaBu. moci6. s ctya. Exon. Cren. 3aou. ®opma
HaBuaHHsA / M-Bo ocBiTH 1 Hayku Ykpainu, [loHem. Hria. YH-T €KOHOMIKH 1
toprisii iM. M. Tyran-bapanoscbkoro, Kad. [nozem. Mos. ; ®@. A. Moiceesa, O.
JI. Bypnakoga, O. L. I'aBpunina. — Jloneusk : [[JorHYET], 2009. — 296 c.

4. English for Accountig. HaBuaneumii mociouuk [Tekct]: mis ctya. cmem. 071
«OO0miK 1 OMOAAaTKyBaHH», CTYMHiHb OakanaBp / M-BO OCBITH 1 Hayku YKpaiHH,
Jlonen. Hail. yH-T eKoHOMikH 1 TopriBmi iM. M. Tyran-bapanoBcwkoro, kad.
IHozemHoi inonorii Ta mnepexnany; [. M. Ynosiuenko. — Kpusuit Pir
[JouHVYET], 2018. — 128 c.

5. HaByanbHMil TOCIOHMK 3 TpamMaTUKA AaHTJIACBKOI MOBM ISl CTYACHTIB
ekonoMiunmnx cnemiaasHOocTer / C. A. Ocranenko, I'. M. VYnosiuenko, /. B.
®ypt; JloHewl. Hall. YH-T €KOHOMIKHM 1 TopriBii iM. M. Tyran-bapanoBcekkoro,
kad. iH03. inosorii Ta nepexnany. — Kpusuii Pir : JJontHYET, 2018. — 230 c.

6. E. Frendo, S. Mahoney. English for Accounting / E. Frendo, S. Mahoney. -
Oxford : Oxford University Press, 2003. — 65 p.
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7. S. Helm. Market Leader. Accounting and Finance / S. Helm. — London : Pearson
Education Limited, 2010. — 98 p.

8. A. Pohl. Test your business English accounting / A. Pohl. — London : Penguin
books, 2004. — 80 p.

9.J. Taylor. Accounting / J. Taylor. — London : Express Publishing, 2013. — 96 p.

JlonomizkHa

10. bapanosceka T. B. 'pamatuka anrmiicbkoi MOBU. 301pHHUK BIpaB: HaBYAIbHUIA
nocionuk / T. B. bapanosceka. — Kuis : OOO «UII Jloroc-M», 2010. — 384 c.

11. I'amon FO. A. Business English. Amrmiicbka MOBa JJIs AiJIOBOTO CIILJIKYBaHHS.
[nTencuBHuit kypce. HaBuanbuuii nociOHuk 3 anriiiicekoi moBu / FO. A. INanon. —
K. : Bua-so €Bpon. yu-ty, 2003. — 230 c.

12. Tomumpiackuit FO. I'pammatuka. COopuuk ynpaxkuenwit/ FO. [NomuubHCKHA. —
Canxkr-Iletepoypr : KAPO, 2014. — 476 c.

13. Aynkuna I'. A. u ap. YueOHUK aHTIIMUCKOTO s3bIKa JJ1s1 AenoBoro odumeHus / I
A. dynxuna. — M. : ABepc, 2000. — 150 c.

14. Kavanosa K., I3paiineBuy E. E. TlpakTuna rpamaThka aHIIiiCbKOi MOBU 2-yX T.
/ K. Kauainoga, E. I3paiinesuu. — Kuis, 2006. — 390 c.

15. KpsuoBa W. II. I'pammaTtmka coBpeMeHHOro auriuiickoro s3bika / WM. II.
KpboBa. — M. : [Ipoceemenne, 2000. —472 c.

16. Tyuuna H. B., Mepkynosa T. K., Ky3smina B. C. Read and Speak English with
Pleasure / H. B. Tyuuna, T. K. Mepkynoga, B. C. Ky3emina. — Xapkis : CI1J[ ®O
[Mamipo M. B., 2004. — 304 c.

17. Tyuuna H. B., MepkynoBa T. K., Ky3emina B. C. Speak English with Pleasure /
H. B. Tyuuna, T. K. Mepkynosa, B. C. Ky3smina. — XapkiB : Topcinr, 2001. —
288 c.

18. Yepnosatuii JI. M., Kapabaun B. 1. [Ipaktuuna rpamaTika aHTJTiIHCHKOI MOBH 3
BrpaBamu: [lociOHUK st CTyAEHTIB BUINMX 3akiagiB oceitu / JI. M.
Yepuosartuii, B. I. Kapaban. — Binuuug : Hosa kaura, 2006. — 568 c.

19. IleseneBa C. A. English on Economics: Yue6. mocobue mist By3oB / C. A.
[esenera. — M. : OHUTU-AAHA, 2012. — 415 c.

20. IlleBeneBa C. A. JlenoBas mepenucka Ha anrymiickoM sizbike: 1000 ¢pasz / C. A.
IMleBeneBa. — M., 2000. — 128 c.

21. A. Ashley. Hadbook of Commercial Correspondence / A. Ashley. — Oxford :
Oxford University Press, 2000. — 124 p.

22. D. Cotton, S. Robbins. Business Class / D. Cotton, S. Robbins. London : Pearson
Education Limited, 2000. — 146 p.

23. D. Grant, R. McLarty. Business Basics / D. Grant, R. McLarty. — Oxford :
Oxford University Press, 2009. — 168 p.

24. S. Flinders. Test your Business English elementary / S. Flinders. — London :
Penguin books, 2003. — 206 p.

25. K. Manton. First Insights into Business / K. Manton. — London : Longman,
2002. — 168 p.
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26. J. S. McKellen. Test your Business English general usage / J. S. McKellen. —
London : Penguin books, 2003. — 74 p.

27. Oxford Dictionary of Business English for learning of English. — Oxford :
Oxford University Press, 2000. — 268 p.

Indopmauiiini pecypcu
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UNIT 1. JOBS IN BUSINESS
1.1 JOBS IN ACCOUNTING
Get ready!
Before you read the passage, talk about these questions.
1 What jobs do accountants do?
2 What are the educational requirements for accountants?

Reading
Read the advertisement from a business college. Then, choose the correct answers.

wAccounting
isa GREAT
career choice!

There are many jobs available for
accounrfants. Here are a few:

o Bookkeepers work in a company’s back-office.
They record everything the organization eams or spends.

o Tax Accountants help their clients fill out tax retums.

o Internal Auditors check their employer's records for
accuracy.

o Budget Analysts manage a company’s financial plans.
e Management Accountants are business supervisors.

They study business operations and help maximize profits.
o Financial Advisors help people make smart investments.
The highest-paying positions require a CPA license. But jobs

are also available for students. Many firms hire them as
trainees or file clerks.

1 What is the advertisement mainly about?
A anew record keeping method
B how to invest wisely
C steps to becoming .a CPA
D different accounting jobs
2 People discuss investments with _ .
A bookkeepers C financial advisors
B trainees D file clerks
3 What can be inferred about file clerks?
A They work as volunteers.
B They train for at least a year.
C They are not required to have CPA licenses.
D They have one of the highest-paying positions.
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Vocabulary
Match the words (1-5) with the definitions (A-E).
1 _ budget analyst
2 _ bookkeeper
3 _trainee
4 internal auditor
5 _ tax accountant
A a person who fills out tax forms
B a person who records transactions
C a person who reviews financial plans
D a person who is learning a new job
E a person who checks records for accuracy

Fill in the blanks with the correct words and phrases from the word bank.
back-office clients file clerk  firm CPA

Steve needs a license to get a higher-paying job.

2 John s in accounting school. He also worksasa

3 Most book keepers work in the
4 Accountants who advertise on TV get more

5 Some accountants work alone. Others work fora

Listen and read the advertisement again, what area does a management accountant
specialize in?

Listening

Listen to a conversation between an accountant and a supervisor. Mark the following
statements as true (T) or false (F).

1 _ The man is nervous about working for the company.

2 _ The man was hired as an internal auditor.

3 _ The bookkeepers work in the back-office.

Listen again and complete the conversation.

Accountant: Hello. Youl  Ms. Davenport. I'm Jason Williams.
Supervisor: Jason! Hi. How are you?

Accountant: Great, thanks. I'm really 2 __ to start working with your firm.
Supervisor: Good. We're glad to have you. Let me show you 3 . Obviously,
thisisthed4

Accountant: This is where I'll be working, right?

Supervisor: That's5 . All the bookkeepers work here.

Accountant: So can | get started now?

Supervisor: Well, first you need to 6 _ _ with the accounting manager. I'll
introduce you.

Speaking
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With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

I'm really ... to start working with your firm.

Let me show you around.

You need to check in with ...

Student A: It's your first day as an accountant. Talk to Student B about:
* how you feel

» where you will work

* checking in

Student B: You are a senior accountant. Answer Student A's questions.

Writing
Use the conversation to fill out the new employee form. Make up a name for the
employee.

By THE NUMBERS
ACCOUNTING FIRM

NEYomation

Employee
Name: P
Position: ———— P —
Responsibilities: e ———
_ : e —————
1.2 BANK MANAGER
Get ready!

Before you read the passage, talk about these questions.
What qualities are important in a manager?
Why do people choose one bank over another?

Reading
Read the web page. The, choose the correct answers.

Meet the Staff Of Green Valley Bank
Greg Olson joined GVB six years ago and became bank manager last September.
Greg oversees day-to-day operations of the central branch. He supervises all bank
departments, including the financial advising team.
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Greg has a fantastic work ethic, and his positive attitude motivates everyone on his
team to strive for excellence. His branch consistently meets goals for increasing
business efficiency, Greg’s recent efforts to improve the organization of bank
management demonstrated his ability to solve complex problems.

Greg also maintains excellent relationships with bank customers. Many loyal
customers say that his friendliness and enthusiasm keep them banking with GVB.
Customers who meet Greg know right away that he is a man of honesty and integrity
who can be trusted. With these superior personal skills, Greg has expanded GVB’s
clientele significantly.

Greg is always eager to meet new customers. Next time you are in the bank, fell free
to stop by his office.

1. What is the purpose of the web page?
A to describe qualities required in a manager
B to explain what makes the bank successful
C to introduce GVB’s new manager
D to encourage people to bank with GVB
2. According to the web page, what do customers think about Greg?
A He is a skilled negotiator.
B He is a trustworthy person.
C He provides excellent discounts.
D He runs an organized branch.
3. Which is NOT one of the reasons that Greg is a good bank manager?
A He is respected by the bank’s customers.
B He is able to solve difficult problems.
C He improved the financial advising team.
D He motivates other employees to do well.

Vocabulary

Match the words (1-7) with their definitions (A-G).

1 branch A to monitor and direct something

2 expand B to make something increase

3 clientele C abelief in working hard

4 motivate D to inspire someone to do something

5 supervise E the way people interact with each other
6 work ethic  F people who visit a particular business

7 relationship G one of a bank’s local offices

Read the sentence pair. Choose where the words best fit the blanks.
1 solve / oversee

A The bank hired Judy to the accounting department.

B The manager brought in a specialist to the overstaffing problem.
2 goals/ organization

A Boris was afraid of being fired because he didn’t meet his monthly
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B Paula wrote a memo about the inefficient of the staff scheduling.
3 bank manager / relationship

A Phil’s years of experience made him an excellent

B The new employee hoped to develop a good with customers.

Listening

Listen to a conversation between a bank manager and an assistant. Mark the
following statements as true (T) or false (F).

1. The vacation policy is a topic at the meeting.

2. the assistant misplaced the policy notes.

3. Julian submitted a summary to the bank manager.

Listen gain and complete the conversation.

Bank Manager:
Assistant:

Bank Manager:
Assistant:
Bank Manager:

Assistant:

Bank Manager:

Speaking

Ms. Solano, do | have any appointments this morning?

You have a meeting with the department managers at 9.45, Mr.
Olson. 1 several appointments
with clients this afternoon.

I don’t remember any meeting 2
What’s it about?

First, you need to 3 the new employee vacation
policy. | have a copy of the policy notes, if you need them.

Yes, please bring them. I must have misplaced mine. What else

is4 for the meeting?

Then there is Julian from New Accounts department. He wants
to share his goals for starting 5 with new
customers.

Please ask Julian to submit a summary to me 6

With a partner, act out the roles below.
Student A: You are a bank manager. Talk to Student B about:

your schedule

necessary paperwork

an upcoming meeting
Student B: You are an assistant. Talk to Student A about an upcoming meeting.

Get ready!

1.3 ACCOUNTANT

Before you read the passage, talk about these questions.
What tasks do accountants do in an office?
What is the importance of accurate accounting?

Reading

26



Read the online classifieds page. Then, fill in the blanks with the correct words and
phrases from the word bank.

Classifieds > Jobs > Accountant
009108 Experienced accountant needed for a food delivery company.
Responsibilities include making cash disbursements to vendors and ensuring
appropriate levels of inventory. An ideal candidate will understand strategies for
procurement. The job also involves reporting on cash collections and carefully
tracking purchases made on credit.
009109 Calling all accountants! Professional Security Inc. is hiring payroll
specialists to join our growing team. Accountants will prepare detailed stubs for
employees, including information about gross wages. Duties also include generating
reports on total wages and processing deposits into employees' checking accounts.
Come see if PSI is the place for you!
009110 Quail Village Municipal Services seeks accountant qualified in property
accounting. You will be responsible for analyzing and approving the city's property
purchases, You will also monitor the status of city equipment and prepare purchase
orders for new equipment as needed.

on credit inventory property equipment direct deposits
A food delivery company needs an accountant for cash disbursements and
maintaining 1 . The position includes tracking orders purchased
2 . Professional Security Inc. is looking for payroll accountants.
They will prepare reports on wages and handle 3 . Quail Village
Municipal Services wants someone experienced in 4 accounting. This
accountant will approve purchases and create purchase orders for 5

Vocabulary

Match the words (1-7) with the definitions (A-G).

1 stub A acquiring goods at the best value

2 payroll B a list of employees and wages

3 on credit C taking something and agreeing to pay later
4 inventory D a piece of paper with paycheck details

5 procurement E payment made to meet previous obligations
6 cash collections F total amount of money received in a month
7 cash disbursement G a company's total supply of something

Write a word that is similar in meaning to the underlined part.
1. The total salary paid decreased when the company employed fewer people.
t t a g _

2. The uﬁiv_ersity hired an accountant to handle management of the value of land and

equipment,

__op__Yy _¢cc___t__g9g
3. Raymond submitted a document requesting that a company make a purchase for

extra office supplies.
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__ _¢ch _s_ _rd _
4. Wages before deduction of expenses are greater than what employees take home.
g _ _ S S —ag _ _
5. Most people hold an account that allows holders to remove money by check or
debit card.
~ck g C un

Listening

Listen to a conversation between an accountant and an employer. Mark the following
statements as true (T) or false (F).

1. The man has previous payroll experience.

2. The man created reports on cash disbursements.

3. The woman needs an accountant to manage purchase orders.

Listen again and complete the conversation.

Accountant:  Thank you for meeting with me. I'm 1 about
this job opportunity.

Employer: Well, I'm looking forward to learning more about you. Mr.
Armstrong. 2 accounting experience
do you have?

Accountant: | spent four years in the payroll department at my previous job.

Employer: And what did you do there?

Accountant: | analyzed employment trends and prepared reports on 3

Employer: How did the company use that data?

Accountant:  They used my reports to determine if hiring practices were
4 the budget.

Employer: That's good. We really need someone with that kind of experience
5 . What else have you done?

Accountant:  When 6 in accounting, | managed

cash disbursements and purchase orders for a small retail company.

Speaking
With a partner, act out the roles below.

Student A: You are an employer. Talk to
Student B about:

® previous jobs

e accounting duties

® your company's accounting needs

You are interviewing for a position.
Answer Student A's questions.
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Writing
Use the conversation fo fill out the employer’s notes.
EMPLOYER’S NOTES

Applicant name:
Position applying for:
Previous experience:

Responsibilities:

1.4 TAX CONSULTANT
Get ready!
Before you read the passage, talk about these questions.
How do people feel about taxes in your country?
What are some common tax problems people have in your country?

Reading
Read the job posting. Then, mark the following statements as true (T) or false (F).

Tax Consultant

Main Street Financial Services is seeking applicants for the position of tax
consultant. Tax consultants at Main Street are not just tax preparers. Our
consultants are up-to-date on the latest changes to the tax laws. They know how to
find deductions that give our clients the biggest refunds.

Most importantly, a Main Street tax consultant must be a guide, teacher and
counselor for our clients. Here at Main Street, we listen and learn about our clients'
lives and their financial circumstances. Our clients will bring us their problems:
back taxes, tax debt, tax returns they filed incorrectly. Whatever the tax issue, we
assist a client until it is resolved. We not only provide support during audits but also
advice to avoid future problems. Applicants must have at least 5 years' experience in
tax preparation or consulting. If you would like to join a great team, send a resume
and cover letter to a.mevers@mainstreetfinances.com.

1. The company needs help reviewing its tax return.
2. The company helps people during audits.
3. The company wants a consultant who has a minimum of five years of experience.

Vocabulary
Match the words (1-7) with the definitions (A-G).
1 tax consultant A an inspection of financial records

2 deduction B a person who helps people organize their
3 circumstances C a form that states how much taxes they have paid or owe
4 audit D an expense that reduces a person's taxes
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6 tax return E unpaid taxes from years before
7 advice F the general conditions of something
8 back taxes G help or guidance

Fill in the blanks with the correct words and phrases from the word bank.

file assist tax debt refund tax preparer taxes
1. Carl did not pay his last year and now he owes the government money.
2. Hire a to avoid errors on your return.
3. I need someone to me with my tax return.
4. Failure to complete a return can lead to a large
5. The man deposited his in the bank.
6. You must your return by the 22",
Listening

Listen to a conversation between a tax consultant and a client. Choose the correct
answers.
1. Why is the man at the office?
A to get advice about an audit
B to ask for help with a tax return
C to check if his return was filed
D to review past tax returns
2. What is true of the man?
A He is expecting a large return.
B He used a tax preparer last year.
C He cannot afford the consultant's rate.
D He did not pay his taxes a few years ago.

Listen again and complete the conversation.

Client: Well. | didn't pay my taxes a few years ago. So | have a big
1 :

Consultant:  Okay, that's important to know. Now did you pay your taxes last
year?

Client: Yes. But I didn't use a 2 . | think | made a lot
of mistakes.

Consultant:  Don't worry. That's something we can fix. 3
| should know?

Client: Not that I can think of 4 I'll get an
audit?

Consultant:  It's possible. But 5 your
past returns before | know.

Client: Great. | just have one last question. How much will this cost?

Consultant: 6 . | charge by the hour.
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Speaking

With a partner, act out the roles below.

Student A: You are a tax consultant. Talk to Student B about his or her
financial circumstances

last year's taxes

tax problems

Studen B: You are visiting a tax consultant. Answer Student A's questions.

Writing

Use the conversation to fill out the form at a tax consultant's office.
TAX CONSULTANT FORM

Client Name:

Reason for visit:

Current Financial Circumstances:
Did you pay taxes last year?
Have you used a consultant or preparer before?

List any tax problems:

1.5 FINANCIAL ADVISOR
Get ready!
Before you read the passage, talk about these questions.
1. What questions should financial advisors ask their clients?
2. What are the most popular types of investments in your country?

Reading
Read the web page. Then, mark the following statements as true (T) or false (F).
Acme Advisors

keeps your best interests at heart!
In today’s unstable financial climate, it’s hard to feel secure. Choosing a financial
advisor is a tough decision. There are a lot of investment firms out there. Not all of
them are concerned about your best interests.
Acme Advisors helps folks invest safely. Finance planning is our only business. We
spend time w~ you to learn about your goals and dreams. We proves a risk
assessment to find the strengths arc weaknesses of your finances and your portfolio.
We create an investor profile based on your comfort level with risk. Once we fully
understand your needs we recommend asset allocations (stocks, bonds, insurance
products) that provide steady growth. Most importantly, we help you find peace of
mind.
Acme Advisors NEVER charges commissions. We are fee-only advisors. No
commissions means no conflicts of interest. We charge by the hour and you pay us
directly. Acme Advisors keeps your best interests at heart.
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1. Acme Advisors sells only insurance products.
2. Advisors in the company are paid according to how many sales they make.
3. Acme Advisors creates an investor profile for each customer.

Vocabulary

Read the sentence pair. Choose where the words best fit the blanks.
1 risk assessment / investor profile

A A summary of a client's investments and investing style is a (n)
B tests how willing a client is to lose money.

2 financial planning / insurance product

A helps people raise money for retirement.

B People purchase a(n) protect themselves against losses.

Fill in the blanks with the correct words and phrases from the word bank.

asset allocation conflict of interest fee-only commission
best interests financial advisor

1. John asked his for investment recommendations.

2. Mary earns a(n) when she advises her client.

3. A good financial planner works in his client's

4. A(n) financial advisor charges by the hour.

5. Dividing money between stocks and bonds is called
6. A professional that allows personal interests to affect professional deC|5|ons has a

Listen and read the web page again. What is the purpose of conducting a risk
assessment?

Listening

Listen to a conversation between a broker and a client. Mark the following
statements as true (T) or false (F).

1. The woman feels that her investments are secure.

2. Risk assessment can prevent market crashes.

3. The woman has only invested money in stocks.

Listen again and complete the conversation.

Advisor: Well, why don't you 1 your money is
invested?

Investor: | have some stock and 2 :

Advisor: Got it. We can look at those 3 later.
Now, what's your biggest concern?

Investor: 4 , I'm afraid of losing my money.

Advisor: | can start with a 5 to see what types of stocks
you should avoid.

Investor: Okay. So, is buying stocks 6 way to
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invest?

Advisor: Usually they are. But it's a good idea to divide your money between
stocks, bonds and insurance products. Asset allocation protects your
money if the market goes down.

Speaking
With a partner, act out the roles below.

Student A: You are a financial
advisor. Talk to Student B about:

® concerns
e safe investments
e risk assessment.

You are a financial
advisor's client. Talk to Student
A about your investments.

Writing

Use the conversation to fill out the financial advisor's notes.
MEETING NOTES

Advisor:

Client:

Client’s Concerns:

Current Investments:

Recommendations:

1.6 STOCK BROKERS
Get ready!
1. Before you read the passage, talk about these questions.
1. Do most people in your country use stock traders or trade stocks online?
2. Who do people turn to for advice on the stock market?

Reading
Read the stock brokerage web page. Then, choose the correct answers.

Net Worth Stock Brokerage
Have you been thinking about investing in the stock market? Trading stocks and
bonds can be very confusing. Net Worth Stock Brokerage is here to help. Other
firms have sales agents who provide limited services. We offer an array of financial
services to match a client’s style of investing. What's yours?
You are nervous or new to investing - You may want discretionary dealing.
Based on your financial goals, your personal stock broker makes investment
decisions on your behalf.
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You like to make your own decisions, but need advice - You may want advisory
dealing. Your personal broker will advise you on investments and provide
recommendations. You make the final decision on when, where and how your money
IS invested.

You understand the stock exchange and know where and how to invest your money-
You may want execute- only services. Your personal broker will only carry out your
orders to buy or sell on national and international stock exchanges.

1. What is the purpose of the website?
A to compare stocks and bonds
B to list brokers' qualifications
C to describe a business's services
D to give advice on investments
2. Which is NOT a service offered on the website?
A advisory dealing
B investment classes
C discretionary dealing
D execute-only services
3. What service does an execute-only broker provide?
A giving advice to clients
B carrying out clients' orders
C making decisions for clients
D suggesting stocks to clients

Vocabulary

Match the words (1-5) with the definitions (A-E).

1 client A a place where stocks are bought and sold

2 exchange B to serve as someone's representative

3 service C someone who buys goods and services

4 advise D an action that a professional is paid to do for a client

5 onone's behalf  E to guide or give information needed to make — decision

Fill in the blanks with the correct words and phrases from the word bank.
exchange carry out execution-only services advise

1. A broker provides to his client.

2. Stocks are sold on the :

3. Larry chooses his own stocks, so he hired a(n) broker.

4. Some brokers just clients  orders while others help make decisions.
5. John didn't know what to invest in, so he asked a broker to him.
Listening

Listen to a conversation between two brokers. Mark the following statements as true
(T) or false (F).
1. Most of the man's new clients want execution-only services.
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2. Both brokers prefer to give discretionary dealing services.
3. The man is going to meet with his manager.

Listen again and complete the conversation.
Broker 2:  Itis, thanks. I've got two new companies and several individuals.
Broker 1: Good for you. So, what kind of 1
?
Broker 2: It varies. But most of them want 2
Broker 1: That's the most interesting type of client, 3
? A lot of mine want execution-only.

Broker 2:  I've been there. | 4 to just
carry out clients' orders. | want to help them learn about the exchange.

Broker1: 5 I Id rather advise my clients on how to manage
their money and make it grow.

Broker 2:  Well, | should 6 . | have to meet with one of the
new clients.

Speaking

With a partner, act out the roles below.

Student A: You are a stock broker. Talk to Student B about:
new clients

favorite services

least favorite services

Student B: You are a stock broker. Ask Student A about clients.

1.7 TRADER
Get ready!
Before you read the passage, talk about these questions.
1. What are the benefits of being a trader?
2. What are the stresses and demands of being a trader?

Reading
Read the article in a business journal. Then, mark the following statements as true
(T) or false (F).

The Life of A Trader
William Remmy is a stock trader. He's employed by Graystone Investments, a very
successful investment firm. Like many traders, William earns a significant salary
with potential for a large annual bonus that is determined by the profit he brings in.
For that reason, people are often jealous of traders Like Mr. Remmy. After all, it
seems like a lot of money in exchange for easy work. But being a well-paid trader is
harder than it appears to be. That's because working for wealthy firms and individuals
isn't like being a casual day trader.
William is always busy monitoring the stock market and studying trends. But that's
not all. He must know what is going on in the capital, derivatives and currency
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markets as well. He has to be available to his portfolio manager at any hour of the
day and ready to follow his directions at a moment's notice. And if he makes a
purchase or sale at the wrong price, he might lose millions. So there absolutely is a
financial reward to being a trader. But the job comes with stress, demands and
requires special knowledge. And that makes a successful high-stakes trader worth
every penny for investment firms.

1. Mr. Remmy's bonus is determined by the number of trades he makes.
2. Mr. Remmy is a portfolio manager.
3. Traders monitor four types of markets.

Vocabulary

Match the words (1-8) with the definitions (A-H).

1 monitor A a place to buy and sell foreign money

2 investment firm B money given to an employee in addition to regular
3 currency market  payment

4 day trader C a person who buys and sells stock, but not professionally
5 salary D to observe something

6 price E the regular payment one receives for work

7 direction F an instruction

8 bonus G the amount of money that something cost

H a company that invests money for clients

Write a word which is similar in meaning to the underlined part.

1. The market tor trading securities is very complex.

c 1 _a _ m _ e _

2. Leave trades on the value placed on other financial assets to the professionals.
e vV I S r_e

3. A good investment controller earns millions for firms.

o _t 1 _ m __a _ e _

4. People who buy and sell stocks have a lot of responsibility.
S K r e

Listening

Listen to a conversation between a reporter and a trader. Choose the correct
answers.
1. What is the conversation mainly about?
A the benefits of being a trader
B misconceptions about being a trader
C how competitive traders are
D similarities between day traders and professional traders
2. What does the man say about day traders?
A They must have a license.
B They lose more than they earn.
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C They make money for their clients.
D They work harder than people realize

Listen again and complete the conversation.

Reporter:
Trader:

Reporter:
Trader:

Reporter:
Trader:
Reporter:

Trader:

Speaking

First, how do you become a 1 ?
Well, to be a professional, you have to go to school and
2 first.

| didn't know that.

Trader; Most people don't. That's because a lot of day traders

buy and sell stock from home 3 training.

So, if day traders can do the same work you do, is the education
necessary?

Well, there's a big 4 professional traders and
day traders.

Could you 5 ?

6 , day traders don’t make much

money. In fact, they usually lose more than they make.

With a partner, act out the roles below.
Student A: You are a reporter. Ask Student B about:

becoming a trader
day traders
misconceptions

Student B: You are a trader, Answer Student A s questions about your job.

Writing

Use the conversation to fill out the reporter's notes.
INTERVIEW NOTES

Trader Name:

Becoming a trader:
Opinion of day traders:

Misconceptions:
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UNIT 2 OFFICE WORK

2.1. OFFICE MATERIALS
Get Ready!
Before You read the passage, talk about these questions.
1 What supplies do offices need?
2 How much do office supplies cost?

Reading
Read the Invoice from an office supply company. Then, mark the following
statements as true (T) or false (F).

1 _ One bulletin board costs more than one

stapler.

2 _ The customer is required to pay a ten-percent tax.
3 _ The customer will pick up the order in person.

ce) 'V'Mega " invoice
florrice suepLy | # 626 521 732-4

Invoice # 620 .
Equity Accountants Invoice 2010.11 5
~ Bill to: 4545 Oak Street Date: | =7 7 '}
Kensington, PA 990765 Customer
e 1D:
Your 7 P
Date | Order | OUF Order :;"“ Ship Via | Terms
# P
Ultimate
2010.10.30 626 100967.626 DF Transit 2/10 n30
Quantity Description Unit Price
500 Paper Clips $0.02
20 Stapler SI1S.00
30 I DeskLamp $25.00
e R Bulletin Board $10.00
e 10 File Cabinet i $99.00
5 White Board $12.00
10 Dry Eraser $3.00
250 Binder SRR 2 E —t) $1.00 |
50 Note Pad y S2.00
10 Cubicle Divider - 20.00
Mega-Office Supply provides superior products and M Tax tf"
customer service. Please let us know immediately if Shi o)
you are not completely satisfied with your order. B al
T A
Vocabulary
Match the words (1-6) with the definitions (A-F).
1 note pad
2 desk lamp
3 paper clip
4 cubicle divider
5 binder

6 bulletin board
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A a small object that holds papers together

B a book of blank paper used for writing

C thin barriers that divide office space

D a device that illuminates a work space

E a wall panel that people post messages on

F a notebook with rings or clamps to hold paper

Read the sentence pair. Choose where the words best fit the blanks.
1 file cabinet / white board

Update the records, then put them inthe

Start the meeting by writing your name onthe
2 stapler / dry eraser

She used the to clear the white board.

The papers fell apart. My must be broken.

Listen and read the invoice again. What is the cost of two staplers, ten note pads, fifty
binders and a desk lamp, plus tax?

Listening
Listen to a conversation between a bookkeeper and a customer service
representative. Choose the correct answers.
1 What is the dialogue mostly about?

A placing an order C an order error

B broken merchandise D shipping times
2 What will the man likely do next?

A give the woman a refund

B ask for more information

C ask the woman to return the lamps

D complete the woman's order

Listen again and complete the conversation.

Representative: Mega-Office Supply. How may I help you?

Bookkeeper: Hi. This is Stacy from Equity Accountants. There's a problem with 1
#626.

Representative: Sorryto 2 that. What's the problem?

Bookkeeper: You3 _ thirteen desk lamps; but we ordered thirty.

Representative: I'm sorry, | didn't quite 4 that. What did you say?

Bookkeeper: I said we 5 thirteen desk lamps; but we ordered thirty.

Representative: | see. Well, 1 6 for the error. We'll ship the rest today.

Bookkeeper: Thank you!

Speaking
With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:
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There's a problem with ...

You sent ... but we ordered ...

| apologize for the error. We'll ...

Student A: You are calling an office supply company. Talk to Student B about:

¢ an error

» what you ordered

» what you received

Student B: You work at an office supply company. Answer Student A's questions.

Writing
Use the conversation to complete the packing slip.

Mega

OFFICE SUPPLY

Original order:
Units shipped:

Number of missing units:

Please accept our apology for our error
on your last order.

Thank you for your patience.

Sincerely,

President, Mega-Office Supply

2.2 ELECTRONIC TOOLS
Get Ready!
Before you read the passage, talk about these questions.
1 What electronic devices do accountants use?
2 What do they use them for?

Reading
Read the proposal from a consulting company. Then, choose the correct answers.
1 What is the passage mainly about?
A delivering office supplies
B replacing broken equipment
C requesting newer equipment
D suggesting electronic equipment
2 Which of the following may be delivered late?
A a calculator C a copier
B flash drives D a fax machine
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3 What can be inferred about Mr. Wenton?
A He has written many business plans.
B He already has a desktop computer.
C He will not talk to the supply company personally.
D He worked with the consulting company in the past.

Mr. Wenton
We reviewed your business plan. Your ideas are very realistic. We are happy to help
you start your company. Here is a list of electronic devices that you need:

 Laptop Computer * Copier

* Desktop Computer with floppy drive and CD-ROM

* Fax machine * Calculator drive * Landline telephone e« Flash drives
* Mobile telephone * Printer * Desk lamps

Mega-Office Supply sells these items. They offer free delivery in town. With your
permission, we can place the order. Delivery takes one week on most items. The
computers, printer, and copier may take longer.

Cordially,

Timothy Johnson and Rebecca Meyers Johnson-Meyers Consulting, LLC

Vocabulary

Match the words (1-5) with the definitions (A-E).

1 _ laptop computer

2 _floppy drive

3 _ landline telephone

4 _ calculator

5 printer
A a machine that converts computer documents into paper documents
B a portable electronic device that performs various tasks
C adevice that is only used for mathematical operations
D an old data storage device that few people use
E a device used to talk to people over long distances

Fill in the blanks with the correct words and phrases from the word bank.
desktop computer flash drives copier mobile telephone
fax machine

1 Jackneedsa _ to access the Internet from his office.

2 __ are the most convenient storage devices.

3 Paula heard her ___ringing in her pocket.

4 George can't duplicate documents because his__ broke.

5 A isthe most efficient way to scan and send documents.

Listen and read the proposal again. What do the advisers think about Mr Wenton's
plans?
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Listening

Listen to a conversation between an accountant and a consultant. Mark the following
statements as true (T) or false (F).

1 _ The man thinks no one uses floppy drives.

2 _ The woman doesn't recommend CD-ROM drives.

3 _ The man accepts all of the woman's recommendations

Listen again and complete the conversation.

Accountant: Thanks tor the 1 . They all look good except for one.
Consultant: 2 one is that?

Accountant: It's the floppy drive. 3 _____why do I need a floppy drive?
Consultant: Well, some of your 4 might have computers that use them.
Accountant: Hmm ... | don't know 5 that still uses those.

Consultant: OK. You could just 6 _____aCD-ROMdrive.

Accountant: | think most people use flash drives.
Consultant: That's true, but some people still use CD-ROMs.

Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

Thanks for the recommendations.

They look good except ...

You could just use ...

Student A: You are starting a business. Talk to Student B about:
* necessary equipment

» common devices

Student B: You are a consultant. Answer Student A's questions.

Writing
Use the proposal and the conversation to complete the order.

Mega li

One *
drive :
One g

One desktop computer with a

One

phone

machine I
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2.3 THE BACK OFFICE
Get ready!
Before you read the passage, talk about these questions
1 What jobs get done in the back office?
2 What are some common accounting tasks?

Reading
Read the article in business journal. Then, choose the correct answers
1 What is the passage mainly about? -
A periodic cash disbursements
B informative financial reports
C routine accounting procedures
D common back office maintenance
2 - show year-to-date earnings and taxes -
A Pay stubs
B Purchase orders
C Cash collections
D Checking accounts
3 Who does NOT work .in the back office?
A clerks C accountants
B bookkeepers D receptionists

What's Going On in the Back Office?
The Back office — Accounting
For many people, the back office is a mystery. Data goes in, and informative financial
reports come out. But mysterious as it seems, the back office is vital to any business.
What happens in the back office?
The back office is home to clerks, bookkeepers, and accountants. Here is a list of
some of the most important accounting tasks.
Payroll
Accountants calculate salaries and total wages for every employee. These are called
gross earning or gross wages. The accountants also prepare pay stubs for each pay
period showing the employees their year-to-date earnings and taxes.
Cash collections
Accountants record cash that the company receives and manage the company's
checking accounts
Cash disbursements
Payroll checks are not the only check that accountants write. They all handle all
other cash disbursement.
Procurement
Accountants keep track of company's inventory. They record purchase orders and
make they have been filled.

Vocabulary
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Match the words (1-5) with the definitions (A-E).
1 salary
2 _procurement
3 _purchase order
4 pay stub
A a fixed annual amount of pay
B the act of gathering supplies or inventory
C a document showing an employee's pay and t taxes
D a document showing what someone wants to buy

Read the sentence pairs. Choose where the words best fit in the blanks.
1 gross wages / procurement
To find __ multiply hours by rate of pay.
Have the _ people check for shipment errors.
2 gross earnings / cash collections
The manager's salary before taxes is called
Payments should be directed to the _ accountant.
3 checking account / total wages
_____are the sum of an employee's hourly pay.
Employees are paid from the company's

Listen and read the article again. What tasks do payroll accountants carry out?

Listening

Listen to a conversation between two accountants. Mark the following statements as
true (T) or false (F).

1 _ The company's back office is divided into departments.

2 _ The man wants to work in payroll.

3 _ New employees work in all departments.

Listen again and complete the conversation.

Accountant 2: Hi, Jason! 1 . Let me show you around.

Accountant 1: Great. I'm really excited to be here.

Accountant 2: Well, we're happy 2 .Now, our back office is divided
into different

3

Accountant 1: OK. Which one do you work in?

Accountant 2: Well, 1 4 in payroll, but I 5 the other departments.
Accountant 1: | would love to work in payroll. That was 6 accounting task in
school.

Accountant 2: Well that's possible. We like to place people where they're
comfortable.

Accountant 1: Where do new hires usually start?

Accountant 2: Well, actually, we train them in all departments.
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Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

Welcome aboard.

Which one do you work in?

| usually ... but I sometimes ...

Student A: It's your first day as an accountant. Talk to Student B about:
* the departments

* your favorite task

* training

Student B: You are a senior accountant. Answer Student A's questions.

Writing
Use the conversation from to complete the welcome letter.
To Our New Employee

elcome!

We want to take this opportunity to tell
you about your new job.

The Back Office

e ————

2.4 COMMUNICATING WITH CLIENTS
Get ready!
Before you read the passage, talk about these questions.
1 What are some of the new forms of communication in the 21st century?
2 How can accountants use modern technology to communicate with their clients?

Reading

Read this accounting biog. Then, mark the following statements as true (T) or false
(F).

1 _ Text messaging allows for various tonal cues.

2 _ Email gives people time to think about messages.

3 _ The only way to use non-verbal cues is to meet in-person.

There used to be only two ways that accountants could communicate with their
clients: telephone calls and face-to-face meetings. Lucky for us, today’s technology
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offers a few more options. But you must consider your clients’ needs and preferences
when deciding how to stay in touch with them.

Each mode of communication has certain advantages.

Email

o Reflection — Email allows you and your client to read, reread and reflect on
cach other’s letters.

o Record — Emails provide an automatic record of your correspondents.

Text Message

o Convenience — Most people have cell phones with text capabilities.

o Record — Like emails, text messages provide an instant record.

Telephone

 Verbal Cues - Verbal communication uses linguistic cues that are generally absent
from written communication, such as vernacular and slang.

» Tonal Cues - Spoken language is often inflected in ways that are impossible with
written language. For example, questions are indicated with a rising tone at the end of
a sentence.

Instant Clarification - With text messages or email, you and your client may have
to wait for replies. With a telephone, questions, answers, and comments are
exchanged instantly.

In-person

o Non-verbal Cues — Facial expression, hand gestures, and other forms of body
language all convey messages.

. Instant Clarification

Vocabulary
Match the words (1-5) with the definitions (A-E).
1 _stayin touch
2 _ reflection
3 _ convenience
4 tonal cues
5 _vernacular
A the act of thinking about something
B to regularly communicate
C common, everyday language
D the quality of being easy to use or requiring little effort
E signals sent by raising and lowering vocal pitch

Read the sentence pairs. Choose where the words best fit in the blanks.
1 body language / linguistic cues
Only by speaking can people make use of _
only works if people can see each other.
2 slang / instant clarification
Bean counter is a(n) term for "accountant."
Lynn only talks by telephone so that there is _
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3 verbal cues / non-verbal cues
include things like facial expressions.
are signals that are sent through language.

Listen and read the blog again. What do emails and texts offer that other forms of
communication do not?

Listening
Listen to a conversation between two accountants. Choose the correct answers.
1 What is the dialogue mostly about?

A communicating with a troublesome client

B lowering telephone and internet expenses

C teaching a client new communication tools

D modernizing the office's communication systems
2 What is true about the man's client?

A He has a busy schedule.

B He does not have a cell phone.

C He comes to the office uninvited.

D He has poor communication skills.

Listen again and complete the conversation.

Accountant 1: Wow! 1

Accountant 2: What's wrong?

Accountant 1: I'm getting 2 with this new client.

Accountant 2: What did he do?

Accountant 1: Heonly 3 in-person.

Accountant 2: OK. I do that with a lot of my clients. What's the problem?
Accountant 1: The problem is that 4 , and | don't have time to
meet with him 5

Accountant 2: Why don't you try 6 ?

Speaking

With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

I'm getting a little frustrated with ...

He only likes to communicate ...

Why don't you try ... ?

Student A: You are an accountant. Talk to Student B about:
* a client's communication

preference

* using other forms of

Communication

Student B: You are an accountant. Answer Student A's questions.
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Writing

You are an accountant. Use the blog and the conversation to write a brief email to a
client describing several ways that the client may stay in touch with you. Talk about:

* your busy schedule

* email

* telephone

* text messaging
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UNIT 3 BOOKKEEPING
3.1 BOOKKEEPING CYCLE
Get Ready!
Before you read the passage, talk about these questions.
1 What are the basic tasks in bookkeeping?
2 What are some of the documents that they use?

Reading
Read the entry on a bookkeeper's biog. Then, choose the correct answers.
1 What is the passage mainly about?
A end-of-period procedures
B minimizing financial effects
C steps in the bookkeeping cycle
D how to gather source documents
2 According to the passage, which is NOT a source document?
A credit card statement
B purchase invoice
C accounting software
D payroll master files
3 What is true according to the passage?
A Every organization follows a different bookkeeping cycle.
B Financial effects are recorded in two different places.
C Adjusted trial balances carry over to the next fiscal year.
D Accounting software creates most source documents.

Getting back to basics
Let’s review the basic bookkeeping cycle. No matter what type of organization you
work in, there are six steps:
1. Gather source documents for all transactions. These include:
ePurchase invoice
ePayroll master files
eTime cards
eCredit card statements
2. Analyze .the financial effect of every transactions. The typical transaction include:
*Payroll
*Sales
* Purchases
3. Record financial effects in a journal. Then post them in the accounting software.
4. Perform end-of-period procedures:
eCount inventory .
e Cheek for errors in classification
e Adjust for errors
5. Prepare an adjusted trial balance.
6. Close the book at the end of every fiscal year
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Vocabulary

Match the words (1-6) with the definitions (A-F).

1 _ source documents

2 _ transaction

3 _ credit card slip

4 purchase invoice

5 payroll master file

6 _ accounting software
A a purchase, sale, or payment
B a receipt for a credit card purchase
C a file containing employee's salary information
D a document requesting payment for a purchase
E a computer program that organizes financial data
F documents from various financial transactions

Fill in the blanks with the correct words and phrases from the word bank.

time card adjusted trial balance fiscal year payroll end-of-period
procedures

1 Jack made a few errors while preparing the

2 In Canada, the goes from April to March.

3 Perform __ Dbefore opening books for the new period.

4 s one of the most predictable business expenses.

5 Tim didn't clock in, so his___is short eight hours.

Listen and read the bookkeeper's biog again. At which step are classification
mistakes corrected?

Listening

Listen to a conversation between a junior accountant and a senior accountant. Mark
the following statements as true (T) or false (F).

1 _ The man maintains the accounting software.

2 _ The woman will not collect the source documents.

3 _ The department managers supply source documents weekly.

Listen again and complete the conversation.

Accountant 1: Do you haveal Mr. Smith?

Accountant 2: Certainly, Nancy. What can | help you with?

Accountant 1: One question - how do | collectthe 2 7

Accountant 2: Actually, you don't collect them.

Accountant 1: Really? Howdo | 3 ?

Accountant 2: The 4 managers give them to you at the end of every month.

Accountant 1: Ah, | see. And then I just 5 the data in the accounting
software?

Accountant 2: That's right. 6 the data from the source documents in the

accounting software.
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Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

Do you have a moment?

Howdol... ?

The ... give them to you at the end of ...

Student A: You are a new accountant. Talk to Student B about:

« gathering documents

* recording data

Student B: You are a senior accountant. Answer Student A's questions.

Writing

Use the conversation from to fill out the accountant's notes.
Duties/Frequency

Department managers

Accountants:

3.2 GAAP AND IASB
Get Ready!
Before you read the passage, talk about these questions.
1 What are some rules that accountants have to follow?
2 How do accounting rules change in different parts of the world?

Reading

Read the magazine article. Then, mark the following statements as true (T) or false
(F).

1 _ Europe and the United States have different accounting standards.

2 _ The FASB creates standardized rules for the governing bodies.

3 _ IASB accounting standards follow a principles-based approach.

Businesses exchange information, therefore companies must have broad-scale
uniformly in their records. Information must stay consistent.

Generally Accepted Accounting Principles (GAAP)
In the USA, the Financial Accounting Standards Board (FASB) has a system. It's
called Generally Accepted Accounting Principles (GAAP). GAAP is a rules-based
approach. It creates rules for disclosure.

International Accounting Standards Board (IASB)
In Europe, there is another governing body. It's called the International Accounting
Standards Board (IASB). It uses a principles-based approach. It describes general
accounting principles. Accountants use these as a guide. It shows them how to record
financial transactions and include proper disclosure in financial statements.
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Companies can decide which approach to use. Many choose both.

Vocabulary

Write a word that is similar in meaning to the underlined part.

1 The company follows both the FASB and the European body that sets accounting
standards.

2 FASB is the governing body that establishes American accounting standards.

3 Accounting records must be the same across numerous samples.
n S t
4 American accounting standards include rules for giving out financial information.
[ C S

Fill in the blanks with the correct words and phrases from the word bank.
rules-based approach  broad-scale uniformity FASS principles-based
approach  governing bodies

1 GAAPisa _

2 design accounting standards.

3 Most European companies follow a _

4 Is the organization that makes accounting rules in America.

5 Accounting standards provide _among organizations.

Listen and read the article again. Which standard do the majority of companies use?

Listening
Listen to a conversation between two accountants. Choose the correct answers.
1 What is the dialogue mostly about?
A the flexibility of JASS
B advantages of using GAAP
C which accounting standards to use
D businesses in Europe and the USA
2 The accountants use both standards because they
A have clients in Europe and the USA
B want to determine which is better
C don't want to be inconsistent
D have clients that requested it

Listen again and complete the conversation.

Accountant 1: Did you read the 1 this morning?

Accountant 2: You mean the one that says we have to follow both GAAP and
JASS?

Accountant 1: Yes. Why do we have to follow both?

Accountant 2: Well, both have 2 and disadvantages.
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Accountant 1: Like what?

Accountant 2: GAAP has 3 instructions. But it is restrictive. JASS is 4
. But it can be inconsistent.

Accountant 1: Why not just pick one 5 to use?

Accountant 2: Well, we have clients in both the USA and Europe. It's better to use

both 6 that they are familiar with.

Speaking

With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

Did you read the ... ?

Why do we have to ... ?

GAAP has ... Butit'salso ...

Student A: You are an accountant. Talk to Student B about:
* accounting standards

 advantages of each

* disadvantages of each

Student B: You are an accountant. Answer Student A's questions.

Writing
Use the conversation from to fill out the accountant's notes.
Accounting Standards

GAAP IASB
Advantages
Disadvantages
Primarily
used in
3.3 DESCRIBING CHANGE
Get Ready!

Before you read the passage, talk about these questions
1 What words describe changing amounts?
2 What are some of the ways to say something increased or decreased?

Reading

Read the graph and the company's annual report. Then, mark the following
statements as true (T) or false (F).

1 _ Revenue usually increases during a certain season.

2 _ Revenue dropped after a new store opened.

3 _ The company's revenue declined from April to June.

GRAND TOY COMPANY
Between January and March, revenue hovered around $35,000. In April, the cost of
goods went up slightly. As a result, we increased prices. This had a negative effect on
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sales. In fact, revenue plummeted sharply to $20,000. From April to June, revenue
stabilized and steadily increased. In July, sales dropped dramatically from $28,000 to
just $19,000. This was the result of a new competitor opening up across town. We
recovered quickly in September just before the busy season. This was partly due to a
sharp decline in cost of goods. It allowed us to lower our prices. From October
through December, we experienced our usual seasonal increases.

stable, ic
fall, decrease: | o cnang . ' gharpldramat
rise, increase go down fluctuating, increase,

go up | unstable | gkyrocket

Vocabulary
Match the words (1-5) with the definitions (A-E).
1 steadily
2 _stabilize
3 _plummet
4 slightly
5 _dramatically
A to stop changing
B to drop very far quickly
C without much change; consistently
D with great, rapid change
E to change in a small way

Fill in the blanks with the correct words from the word bank.
hovered recovered declined  sharply

1 The company from its losses.

2 Sales and the company went out of business.

3 Net income had minimal movement; it at a moderate level.

4 Due to a large increase in costs, profits fell

Listen and read the annual report again. What enabled the company to drop their
prices?
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Listening
Listen to a conversation between a manager and an accountant. Choose the
correct answers.
1 What is the dialogue mostly about?

A the effects of competition on setting prices

B reasons why the company must decrease prices

C the results of the holiday season price increases

D the causes of changes in sales revenue throughout the year
2 What caused an additional increase in sales revenue?

A a decrease in prices

B an increase in advertising

C an unusually busy holiday season

D a competitor going out of business

Listen again and complete the conversation.
Accountant: Here's the sales report, Mr. Porter.

Manager: Ah, yes, thank you. Wow. Sales revenue really 1 in April.
Accountant: Yes, itdid. I'm 2 why.

Manager: Well, it was 3 a result of our price increases.

Accountant: That 4 . But why did sales increase so much from October to
December?

Manager: Well, that's the holiday season.

Accountant: Yes, but I've never seen sales go 5 . What else caused it?
Manager: It's probably 6 Mike's Toy Shop going out of business. They

were major competition.

Speaking

With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

Wow. Sales revenue really ...

I'm not sure why.

It's probably due to ...

Student A: You are an accountant. Talk to Student B about:

* rising/falling revenue

¢ causes

Student B: You are a manager. Answer Student A's questions.

Writing

Use the graph and the conversation to fill out the sales report. Make up a name for
the accountant.
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Between January and March, sales revenue

In April, the cost of goods increased
As a result, we increased prices
sales revenue plummeted

In July, sales revenue, although previously stabilized,

This was a result of

From October through December,

#

3.4 GLEANING INFORMATION FROM FINANCIAL
STATEMENTS
Get Ready!
Before you read the passage, talk about these questions.
1 How do accountants use records to determine the health of companies?
2 What are some of the ways they interpret financial records?

Reading
Read the email. Then, choose the correct answers.
1 What is the passage mainly about?
A opportunities for growth
B ways to interpret financial records
C methods for reducing return on sales
D options for increasing return on equity
2 Which equation is NOT presented in the email?
A Return on Equity
B Return on Sales
C Return on receivables
D Year-Over-Year Growth
3 What can be inferred about the company's customers?
A They keep detailed records.
B Some expect a high return on sales.
C They interpret financial information.
D Some do not pay for their purchases.
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000 rom Simmons, Senior Accountant

o: Beck: Jo"\sa'l, Human
T Resour : Charle o
=~ Ces; s Stanle 3 Saba

Good momning! Many employees complain about keeping

records. We do keep lots of records, bu '
» Dut there's a good
‘r:eason. We need them to assess the health of the
ompany. Here are some ways we interpret your records.

Return on Sales

Net Income + Revenue = Retum on Sales
Return on Equity
Net Income = Equity = Retum on Equity
Year-Over-Year Growth Rate

Profit 2011 = Profit 2010 = Year-Over-Year Growth Rate

I:tese equations and‘ others help us examine factors that
. away at our profits. Last year we had thin profits

ecause we had accurate records, we found out that it
was due to uncollectible receivables,

e —————

Vocabulary

Match the words (1-5) with the definitions (A-E).

1 assess

2 _factor

3 _thin

4 return on sales

5 _return on equity
A not having much substance; small in quantity
B net income in comparison to total revenue
C something that has an influence on something else
D net income in comparison to the value of the company
E to test something

Fill in the blanks with the correct words and phrases from the word bank.
interpret  year-over-year growth rate  uncollectible eat away at

1 The shows that the company is expanding.

2 The company went out of business. Its debtsare

3 It's the accountant's job to the financial records.

4 Declining sales will definitely __ profits.

Listen and read the email again. How is year-over-year growth rate calculated?

Listening

Listen to a conversation between a salesperson and an accountant. Mark the
following statements as true (T) or false (F).

1 _ The woman fills out a sales report monthly.

57



2 _ The man thinks paperwork is a waste of time.
3 _ The woman prefers paperwork over selling.

Listen again and complete the conversation.
Salesperson: Here's my weekly sales report.
Accountant: Wonderful. Thank you.

Salesperson: I'm 1 . Why do we have to keepsuch 2 records?
Accountant: Because they help us 3 the company's health. Why do you ask?
Salesperson: Well, it 4 me down. I'd rather 5 selling than doing
paperwork.

Accountant: | know what you mean. It takes time to 6 . But it's worth it.

Salesperson: How so?
Accountant: Accurate records help us see if anything is eating away at our profits.

Speaking

With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

I'm curious. Why do we ...

Because ... Why do you ask?

I'd rather ... than ...

Student A: You are a salesperson. Talk to Student B about:
* sales reports

* their purpose

* their uses

Student B: You are an accountant. Answer Student A's questions.

Writing
Use the email and the conversation to fill out the financial statement.

Profit 2010

Profit 2011 13500
Sales revenue 56,500
Net income (profit) 13500
Owner's equity 41,000

Return on Sales

Return on Equity

Year-Over-Year Growth Rate
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UNIT 4 ACCOUNTING DOCUMENTATION
4.1 INCOME STATEMENTS
Get Ready!
Before you read the passage, talk about these questions.
1 What information goes on income statements?
2 How do companies use income statements?

Reading
Read the income statement and magazine article. Then, mark the following
statements as true (T) or false (F).
1 _ "Bottom line" means net income.
2 _ Operating margin minus taxes is gross margin.
3 _ P & L statements show information from a period of time.

Getting to the Bottom Line
Most people know that the term "bottom line" means "the most important thing. But
it’s also an accounting term. It refers to the bottom line of an income statement. An
income statement is also called a P & L. That means profit and loss." A P & L
statement shows a summary of a company’s financial transactions over a period of
time.
It starts with sales revenue. 'This is the money a company gets from selling goods.
The cost of those goods is deducted from the revenue. Next the general and
administrative expenses are deducted. Finally, taxes are subtracted.
The number that remains on the bottom line is called net income. This amount is the
company’s bottom line.

NCome

——

2010 20m

Sales Revenye 700,000 500,00
; ,000

Less Cost of
Goods Solqg

500,000
Gross Margin 500,000

200,000

Less General and 0
é‘\dministrative
Xpense
—— 90,000 99,090
Deratmg Margin 110 :
Less T; /000 (90,000)
axes
et ’ncome 103 4
Vocabulary
Match the words (1-5) with the definitions (A-E).
1 _ gross margin 4 P&L
2 _ sales revenue 5 _general and administrative expenses
3 _taxes

A a statement showing financial information for a certain period
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B money that is paid to a government

C the costs associated with organizing and running a business
D an amount that is calculated by subtracting cost of goods sold
E the money that is received from selling goods or services

Fill in the blanks with the correct words and phrases:
operating margin, income statement, net income, selling.

1 Subtract taxes from the to find net income.

2 Is the act of exchanging goods for money.

3 Is the amount of money retained after all expenses

4 A(n) Is a document showing how much money was made.

Listen and read the income statement and article again. What is deducted from sales
revenue to show the bottom line?

Listening
Listen to a conversation between two accountants. Choose the correct answers.
1 What is the dialogue mostly about?
A an increase in sales revenue
B a new way to report income
C aprevious year's bottom line
D a disappointing P & L statement
2 The company's bottom line dropped because
A sales revenue decreased
B cost of goods sold increased
C the government raised taxes
D there was an error in the P & L

Listen again and complete the conversation.
A 1. Hi, Peter. Would you like some coffee?
A 2: No thanks. Let's get 1 to business.
A l: OK. Haveyouseenthe2 P &L?

A 2. No, | haven't. What's the problem?

A 1: Look at this! Our bottom line has really dropped. Just 3 this to last year.
A 2: | see. Sales revenue is 4 down. But cost of goods sold is the same.
A 1: So, what5 do?

A 2: Well, firstweneedto 6 our sales ...

Speaking

With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

Let's get right down to business.

What's the problem?

Our ... has really ...
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Student A: You are an accountant. Talk to Student B about:

* a P & L statement

* low/high figures

» what to do about it

Student B: You are an accountant. Answer Student A's questions.

Writing
Use the conversation and the income statement to fill out the income statement.

= ME
I RTEMENT

800,000 | 600,000

75QQ.9QQ

300,000

| Gross Margin

| Less General and
| Administrative Expenses

Operating Margin

Less Taxes

4.2 BALANCE SHEETS
Get ready!
Before you read the passage, talk about these questions.
1 What information goes on a balance sheet?
2 How do companies use balance sheets?

Reading
Read the balance sheet and magazine article. Then, choose the correct answers.
1 What is the passage mainly about?

A tracking accounts payable and debts

B calculating the total value of a company

C explaining the information on a balance sheet

D understanding the effect liabilities have on equity
2 Which of the following is NOT an asset?

A land C inventory

B equity D accounts receivable
3 What is true according to the passage?

A Equity is what a company owns.

B Cash and inventory are fixed assets.

C Accounts payable are considered debt.
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D Total assets equal total liabilities and equity

Income statements show financial information over a period of time. Balance sheets,
on the other hand, show a company's financial status at a certain moment in time. Let
me show you how to read them. Balance sheets follow this equation:

Assets = Liabilities + Owner's Equity
It's that simple. Assets are what a company owns. Liabilities are what a company
owes. Equity is what a company is worth.
Assets include cash, inventory, accounts receivable, and fixed assets like land and
property. Liabilities include accounts payable and debts. Owner's equity is the total
value of the company.
The sum of the assets should be equal to the sum of the liabilities plus the owner's

As of

Balance gheet .y st 201
Payable

Vocabulary
Match the words (1-5) with the definitions (A-E).
1 _ balance sheet
2 _owner's equity
3 _ accounts receivable
4 asset
5 _ liability
A what a company is worth
B something a company owns
C arecord of money that is owed to a company for past sales
D an amount of money that a company owes
E a document showing assets, liabilities, and equity
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Fill in the blanks with the correct words and phrases from the word bank.
accounts payable fixed assets sum inventory debt

1 The company records most purchases in :

2 Companies with too much can't get loans.

3 Is getting low. Fill out a new purchase order.

4 Add those figures. Then tell me what the IS.

5 The company hasalotof | including a new warehouse.

Listen and read the balance sheet and article again. What is meant by the term fixed
assets?

Listening

Listen to a conversation between two accountants. Mark the following statements as
true (T) or false (F).

1 _ The man suggests taking on more debt.

2 _ The company has enough cash to pay its debt.

3 _ The woman says there is an error on the balance sheet.

Listen again and complete the conversation.

Al:1 , but we have a problem.

A 2: What's that?

A 1: | was looking at this month's balance sheet. Our accounts payable shows that
we2_  _  $15,000.

A 2: Why is that a problem?

A 1. Well, we 3 have $10,000 in the bank.

A 2: | see. We have to 4 some money to pay the difference.

Al: Isntita5 __ totake on more debt?

A 2: No. Our accounts receivable shows $15,000. We can use thatto 6 some

debt next month.

Speaking

With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

Excuse me, but ...

| was looking at our balance sheet ...

We need to ...

Student A: You are an accountant. Talk to Student B about:
* a balance sheet

* low/high figures

» what to do about it

Student B: You are an accountant. Answer Student A's questions.

Writing
Use the conversation to fill out the balance sheet.
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As of

Balance Sheet August 31st, 2011
Assets Liabilities

Cash (bank Accounts

account) —

Accounts S 25,000
Total

Inventory 10000 Liabilities

Fixed

PN 100,000 Owner’s Equity
Total Equity 95000
Total

I:t:“ Liabilities and
Equity

4.3 CASH FLOW STATEMENTS
Get Ready!
Before you read the passage, talk about these questions.
1 What is a cash flow statement?
2 What are some of the things that go on a cash flow statement?

Where Did All The Cash Go?

1] Cash flow from Oparations
= Cash generated from sales 100,000
- Paymants lo supphers and employeaes (70000}

@ g Payments on debls (15,000}

L Payrmants on laxes {5,000

— ﬁ Mat cash flow Irom oparating activiles 10,000

E' Cash How from Invasting

& 'E Payments for new invastmants (9.000)

= |§ Dividends received 2000
Net cash flow from nvesting (7.000)

S 3 £ Cash flow from Financing -

'EE % Debt incraases 4,000

S Dividends paid to stockholdars {8,000}

oo = & Nt cash llow trom Financing Actrities (4,000)

::‘ ¢ > Nl cash llow (1,000)

E'E 5 Cash balance, beginning of year 4,000
Cash balance, end of year 3.000

Sometimes, an income statement shows huge net income. But the cash flow statement
shows negative cash flow. How can this be?

Cash flow statements show the inflow and outflow of cash. This

includes:

* revenues and eXpenses

ecash distributions to owners

» dividends paid to stockholders

64



» financing activities

When a sale is made, it often takes months for payment to arrive. A company may
have generated $500,000 sales, but only received $100,000 in payment. The income
statement counts $500,000 in revenue. But the cash flow statement records only
cumulative cash - the $100,000 in proceeds.

Reading

Read the cash flow statement and journal article. Then, mark the following
statements as true (T) or false (F).

1 _ Cash flow statements only record cash.

2 _ Dividends are not included in cash flow statements.

3 _ Income statements reflect current status better than cash flow statements.

Vocabulary
Match the words (1-5) with the definitions (A-E).
1 _cash flow
2 _generate
3 _proceeds
4 financing activities
5 cumulative
A receiving money from investors or creditors
B created by incremental additions
C the process of money moving into and out of a company
D to make or create
E money earned from a sale

Fill in the blanks with the correct words and phrases from the word bank.

inflow stockholder cash distributions outflow dividends
1 The company makes to the owners every month.
2 Every owns a tiny portion of the company.

3 Any time money is spent, it is recorded as a(n) __
4 The company pays quarterly __ to the stockholders.
5 Money received for sales is a(n) ___ of cash.

Listen and read the statement and article again. Why might a cash flow statement and
an income statement have a big balance difference?

Listening
Listen to a conversation between a manager and an accountant. Choose the correct
answers.
1 What is the dialogue mostly about?
A money generated from sales
B accounts receivable payments
C errors on an income statement
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D contents of cash flow statements
2 The cash flow statement only counts
A net income C cumulative cash
B sales amounts D accounts receivable

Listen again and complete the conversation.

Manager: Hi, David. Could I talk to you for a second?

Accountant: Sure.1  ?

Manager: Well, our income statement shows a net income of $200,000.

Accountant: That 2 __ about right.

Manager: But the cash flow statement shows only $100,000 3 __ from sales.
Accountant: Oh, well, the cash flow statement only counts cumulative cash - the 4
___cash we spend and receive.

Manager: So ... Areyou5 _ me that we haven't received some of the payments on
our accounts receivable?

Accountant: Exactly. But our accounts receivable should 6 _ for it by next
month.

Speaking

With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

Could I talk to you for a second?

The cash flow statement only shows .. .

The cash flow statement only counts .. .

Student A: You are a manager. Talk to Student B about:

* a cash flow statement

* low/high figures

* what the figures mean

Student B: You are an accountant. Answer Student A's questions.

Writing
Use the conversation to complete the email. Make up names for the CPA and
Manager.

CPA ——
FROM: ——m8M8M8™

Managel ———

10 R

' ifferent
i | about the di

ceived your emal =
‘ I:nbers on the income statement‘airr\‘dwm
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they are different

e s

|
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UNIT 5 PLANNING AND CONTROL
5.1 PRESENTING AP & L STATEMENT

Get ready!

Before you read the passage, talk about these questions.
1 What are some of the key points on a P & L statement?
2 How do managers use P & L statements?

Profit and Loss Statement

Division Al
Year Ended Year Ended
December 31, 2010 December 31, 2009
Sales Volume 100,000 100,000
Per Unit Totals Per Unit
Totals
Sales Revenue $500 $500,000 | $450 $450,000
Cost of GoodsSold $250 $300 $300,000
$250,000
Gross Margin $250 $150 $150,000
$250,000
OperatingExpenses $50 $50 $50,000
$50,000
Margin $200 $100 $100,000
$200,000
Fixed Expenses $75,000
$75,000
EBIT $125,000
$25,000
Reading

Read the P & L statement and memo.Then, choose the correct answers.

1 What is the passage mainly about?

A low operating earnings
B reasons for increased EBIT
C errorsina P & L statement
D proposed changes in division Al

2 Which of the following changed year over year?

A sales volume

B fixed expenses

C variable expenses
D cost of goods sold

3 Division A1 managers raised prices because
A the profit center was diminishing
B operating expenses skyrocketed
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C one of the suppliers raised its prices
D wholesalers could absorb the increase

MEMO

From: Kevin Baker, Senior Managerial Accountant

To: Board of Directors

2010 was an excellent year, particularly for Division Al. On the left you'll see their P
& L statement. Their operating earnings increased from $25,000 in 2009to $125,000
in 2010. How did they do it?

As you can see, the sales volume, fixed expenses, and variable expenses did not
change. Two factors did: cost of goods sold and sales revenue. Let me explain.

In 2009, wholesalers were selling our units to retailers at a 300% markup. Division
Al managers saw that and raised our price from $450 to $500 in 2010.

Then, in February 2010, one of our primary suppliers lowered its prices. As a result,
our cost of goods sold dropped from $300 per unit to just $250.

These factors altered the Division Al profit center. Both margin per unit and total
margin were doubled from 2009 to 2010. The resulting earning before interest and
tax (EBIT) were the best in the company's history.

Vocabulary
Match the words (1-4) with the definitions (A-D).
1 operating earnings
2 _fixed expenses
3 _total margin
4 _wholesaler
A sales revenue minus variable expenses
B costs that do not change from month to month
C a company that distributes products to retailers
D the money retained after fixed and variable expenses

Read the sentence pair. Choose where the words best fit in the blanks.
1 variable expenses | retailers
sell products to the public.
often change each month.
2 profit center | margin per unit
A Is a money-making division within a company.
is the revenue per product after variable expenses.
3 sales volume | earnings before interest and tax
The total number of products sold is called .
Revenue minus fixed and variable expensesis .

Listen and read the statement and memo again. What factors caused the increase in
EBIT from 2009 to 20107
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Listening

Listen to a conversation between an accountant and a director. Mark the following
statements as true (T) or false (F).

1 The company's earnings dropped in 2010.

2 _The company's costs went down while prices went up.

3 _ The wholesalers lowered their prices to retailers.

Listen again and complete the conversation.

Director: I'm impressed. We've never had such a huge increase in a profit canter.
Controller: I know. We really got lucky in 2010.

Director: I'm sorry, what do you mean by that?

Controller: Imeanthatl  something like that.

Director: Why not? I think the managers 2 raising the price.
Controller: They did. The wholesalers were making huge profitsandwe 3
______some of that for ourselves.

Director: Can we 4 to other divisions?

Controller: We can. But they wouldn't have sucha 5 in EBIT unless
another supplier lowered their prices.
Director: Ah, | see what you mean 6 . We can't predict when that

might happen.

Speaking

With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

I'm impressed. We've never

had ...

We really got lucky ...

I’m sorry. What do you mean by that?

Student A: You are a director. Talk to Student B about:

* increased earnings

¢ causes

* can it be repeated

Student B: You are a controller. Answer Student A's questions.

Writing
Use the conversation to complete the memo.

MEMO

To: Management and Accounting Staff

Earnings went way up on our last P & L statement.

There are a few reasons for this and a few ways we can try to
have similar success in the future.

69



5.2 ANALYZING BALANCE SHEETS
Get ready!
Before you read the passage, talk about these questions.
1 What things are included in balance sheets?
2 What do balance sheets tell us about companies?

Reading

Read this magazine article. Then mark the following statements as true (T) or false
(F).

1 A statement of financial condition shows debt.

2 Determine working capital by subtracting current liabilities from current assets.

3 Liabilities minus equity equals debt-to-equity ratio.

Business Edition - Spring Issue - Page 50
What’s the Deal with the Balance Sheet?

The balance sheet is like a snapshot of a company's financial situation at a moment in
time. That's why it is sometimes called a "statement of financial condition." It
shows a side-by-side comparison of a company's assets and its liabilities and
equity. Assets include things like cash, accounts receivable, and equipment.
Liabilities include things like accounts payable and debts owed to creditors.
The balance sheet is one of the basic tools in fundamental analysis. Fundamental
analysis helps to determine security valuation as well as growth potential. A
major factor that you will want to analyze is your company's working capital, which
IS current assets minus current liabilities.
Additionally, you will want to calculate your debt-to-equity ratio. This is simply a
comparison of total liabilities to owner's equity. To find it, divide total liabilities by
owner's equity. The resulting ratio indicates how much of your company's
operations are funded by debt compared to equity. For example, a debt-to-equity
ratio of two means that your company is run with twice as much borrowed money
as equity.

Vocabulary

Match the words (1-4) with the definitions (A-D).

1 _ working capital 3 _ fundamental analysis
2 _ creditors 4 _ debt-to-equity ratio

A a comparison of what a company owes to what it is worth
B people or companies that are owed money

C assets minus liabilities

D an examination of value and growth potent

Fill in the blanks with the correct words and phrases:
security valuation, side-by-side comparison, growth potential, statement of
financial condition.
1 Is the ability of a company to expand.
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2 A Is also called a balance sheet.
3 Paul performed a of revenue and expenses.
4 Stock prices are set after

Listening
Listen and read the article again. What items are included in a liabilities figure on a
balance sheet?
Listen to a conversation between an accountant and a manager. Choose the correct
answers.
1 What are the people talking about?
A the need to purchase assets
B a plan to borrow some money
C why their working capital is rising
D the company's unusually high debt
2 What does the woman suggest?
A liquidating assets  C laying off employees
B taking outaloan D collecting from debtors

Listen again and complete the conversation.

Manager: Hello, Karen. Could | talk to you about those reports that you submitted
last week?

Accountant: Sure. Is there a problem?

Manager: Well, I'm not sure. A couple things caught my eye, but I'm not sure how to
interpret them.

Accountant: OK. I'll see if I can help.

Manager: Great. On the balance sheet, I noticed that our debt is almost twice what it
was last period.

Accountant: Right. That's because we took a short term loan to cover some
unexpected expenses.

Manager: Oh, that's right. Still, I'm a little worried about it.

Accountant: Are you thinking we should 1 ?

Manager: Maybe. Do you think we'll 2 those debts?

Accountant: Let's see ... we can calculate our worklng capital. 3 a
good idea.

Manager: OK. Is thata 4 ?

Accountant: Not at all. Just subtract current liabilities from current assets.
Manager: Oh, | see. That makes sense.

Accountant: It looks like our assets are still 5 our liabilities.
Manager: Great. That 6 . How should we start paying off
our debt?

Accountant: We should try to collect our accounts receivable and use those funds to
pay our debts.

Speaking
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With a partner, act out the roles. Then switch roles.

USE LANGUAGE SUCH AS:

| noticed that ...

Are you thinking ...

Is that a ...

Student A: You are a manager. Talk to Student B about:

* unusually high debt

» working capital

* ways to reduce debt

Student B: You are an accountant. Answer Student A's questions.

Writing

You are an accountant. Use the article and the conversation to write a brief email to
your manager. Talk about:

o unusually high debt

. where the debt came from

. working capital

. options for reducing debt

5.3 FRAUD
Get ready!
Before you read the passage, talk about these questions.
1 How common is fraud in your country?
2 How do people commit fraud?

Reading
Read this magazine article. Then mark the following statements as true (T) or false
(F).
The Manv Faces of Fraud

An accountant at a school in the United States recently pled guilty to
embezzlement charges. The accountant re-routed hundreds of thousands of dollars
from school accounts to her personal accounts. How did she do it? Simple. Over a
period of three years, she wrote numerous checks to herself and gave herself
unauthorized raises. She concealed her activities by making false entries such as
payments to vendors and other companies. Eventually, her employer found out and
she was placed on administrative leave. Incredibly, she continued to write herself
company checks, even though she was no longer working for them. This accountant's
story of cooking the books is all too common. Fraud is a widespread phenomenon.
Fraud occurs in all types of businesses - big and small. Some crimes, like sales
skimming, are more common in small businesses while other crimes, like money-
laundering, happen more often in large businesses. Theft is not always the motive of
fraud. Sometimes, individuals or companies seek to enhance their economic or
political position through bribery. They may accept kickbacks or under-the-table
payoffs from suppliers. Or they might bribe a public official to represent their
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political interests. Whatever the methods or motives, juggling the accounts is a
serious crime, and carries severe penalties.

Vocabulary
Match the words (1-5) with the definitions (A-E).
1 _reroute
2 _ bribery
3 _ money-laundering
4 making false entries
5 _sales skimming
A illegally directing money through a corporation
B the act of paying for' favorable treatment
C to direct something to a different destination
D the act of recording erroneous amounts
E taking revenue from one's employer

Read the sentence pair. Choose where the words best fit in the blanks.
1 administrative leave / cooking the books
The numbers are wrong. Someone is :

Sharon was placed on for rerouting funds.
2 under-the-table payoffs / juggling the accounts
The manager took from a supplier.

An accountant was to hide sales skimming.

Listen and read the article again. What happens to those who are caught committing
fraud?

Listening
Listen to a conversation between two accountants. Choose the correct answers.
1 What is the dialogue mostly about?
A criminal charges C business expenses
B suspicious entries D bookkeeping errors
2 What did Mr. Donaldson do?
A He embezzled company funds.
B He went on a business trip.
C He bribed an official.
D He made false expense entries.

Listen again and complete the conversation.

Accountant 1: Amusement park tickets? Seriously? How can you 1
____thatas a business expense?

Accountant 2: You can't. And didn't he say something about going to an amusement
park 2 ?
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Accountant 1. He did. He's obviously using the business to 3

expenses.

Accountant 2: And he's just 4 . You know what they say
- pigs get fat; hogs get slaughtered.

Accountant 1: That's right. So did you find any entries 5 ?

Accountant 2: Well, there was this one for office supplies.

Accountant 1: So what? Every business buys office supplies.

Accountant 2: Yeah, but this entry was 6 bigger than all the past
office supply purchases.

Accountant 1: Whoa. So either he's buying a few years' worth of office supplies, or

Accountant 2: Or he's making a false entry to cover something up.

Speaking

With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

How can you possibly ... ?

He's obviously using ...

Did you find any entries ... ?

Student A: You are an accountant. Talk to Student B about:
* suspicious entries in a client's

books

* the possibility of fraud

Student B: You are an accountant. Answer Student A's questions.

Writing
You are an accountant. Use the article and the conversation to write a brief letter to
your manager. Talk about:

e reviewing a client's books

e personal expenses in
business books
e unusually large entries

H e the possibility of fraud

5.4 SOLVENCY
Get ready!
Before you read the passage, talk about these questions.
1 What is solvency?
2 How can solvency be predicted?

Reading
Read these emails. Then, mark the following statements as true (T) or false (F).
1 _ A current ratio predicts future income.
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2 _ Operating cycles can demonstrate solvency.
3 _ Accurrent ratio under 2.0 is considered good.

From: Vanessa Moore, Manager

To: Hank Bally, Controller

Good morning, Hank. I’d really Like to get your opinion on something. We were
thinking about investing in an outside company. | want to make sure That we choose
the right one. I’ve read to many stories lately about corporations being forced in
involuntary bankruptcy, because of their inability to pay creditors. So, my question
for you is, how can I determine a company’s solvency?

From: Hank Bally, Controller

To: Vanessa Moore, Manager

Hi, Vanessa. Unfortunately, solvency cannot be predicted with 100% accuracy. But
barring any unforeseen catastrophes, you can get a good idea of a company's
solvency by analyzing its operating cycle -the repetitive pattern of producing goods
or services and selling them for profit. Within that cycle, you should calculate the
company's current ratio. Let me explain what this number is.

The current ratio is an indicator of a company's ability to pay its liabilities. To
calculate current ratio, just divide the company's current assets by its current
liabilities. For example, if its current assets total $400,000 and its current liabilities
total $160,000, then its current ratio is 2.5. That's an excellent ratio indicating strong
solvency. Generally speaking, a ratio of 2.0 or above is considered good. With
anything under 2.0, think twice.

Vocabulary
Match the words (1-5) with the definitions (A-E).
1 _solvency
2 _barring
3 _involuntary bankruptcy
4 unforeseen
5 _think twice
A a situation in which a business runs out of money
B a business's ability to pay its expenses
C not including
D not able to be predicted
E to consider something carefully

Fill in the blanks with the correct words and phrases:
indicator, current ratio, catastrophe, repetitive, operating cycle.
1 Monthly sales patterns are :
2 A(n) Is a pattern of buying and selling.
3 The shows a company's solvency.
4 Economic depression can be quite a
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5 Sales may not be a(n) of a company's health.

Listen and read the emails again. How can an investor be reasonably sure that a
company won't go bankrupt?

Listening
Listen to a conversation between two accountants. Choose the correct answers.
1 What is the dialogue mostly about?

A arecent investment

B a company's solvency

C decreasing a current ratio

D strengthening a company's financials
2 What is the woman likely to do?

A fire her controller

B invest in Essential Products

C look for another investment

D ask for another accountant's opinion

Listen again and complete the conversation.

Manager: Well, it's a manufacturing company called Essential Products
Manufacturing.

Controller: OK. How do its numbers look?

Manager: Um, well, | calculated its current ratio with that formula you sent me. It
was one point four five.

Controller: Hmm ... 1 . It's pretty low.

Manager: Really? Another accountant told me its2 if the current
ratio is below two.

Controller: Well, 3 ifs not. But just remember, the ratio shows
the 4 to pay its debts.

Manager: So, 5 the more risk of not paying debts and going bankrupt?
Controller: Yes, exactly. A higher ratio means a stronger, more stable company.
Manager: So, what do you think | should do?

Controller: I think you should 6 a different company.

Speaking

With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

How do its numbers look?

| calculated its current ratio ...

The lower the number ...

Student A: You are a manager. Talk to Student B about:

* a company to invest in

* the company's current ratio

* the company's solvency
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Student B: You are a controller. Answer Student A's questions.

Writing

You are a controller. Your manager asked for your opinion about investing in a
company. Use the emails and the conversation to write a brief email answering your
manager's questions. Talk about:

* the company's current ratio

* the company's solvency

* your recommendation

5.5 BUDGETING
Get ready!
Before you read the passage, talk about these questions.
1 Why does a business need to make a budget?
2 How do businesses use their budgets?

Reading
Read this passage from a textbook. Then, mark the following statements as true (T) or
false (F).
1 _ Businesses use budgets to measure their progress.
2 _ Forecasts determine outlook.
3 _ Budgets are tighter when the economic outlook is gloomy.

Why budget?
Imagine wanting to build a house. Would you carefully draw up detailed plans that
showed every part of the structure that you wanted to build? Or, would you gather a
hammer, some nails, and some pieces of wood and just start putting everything
together? It makes no sense to build something without a plan. This principle is true
in the business world as well.
No one would try to run a business without a plan. A great way to plan for the
financial future is business budgeting. Businesses budget by setting concrete goals
built on realistic forecasts. Obviously, it costs time and money to develop such
detailed models. Managers must make educated guesses about how much they can
invest in budgeting. They must also decide whether to budget long-term or short-
term (also called near-term).
Despite the cost, budgeting is an essential business function. It serves as a yardstick
for measuring the company's performance. In other words, it can compare its goals to
its accomplishments at the end of a budget period. Budgeting also serves as a
blueprint for the future. If a forecast predicts economic decline, a company will
tighten its budget. But if this negative outlook is reversed and economic expansion
is predicted, the budget may be expanded to reflect a more positive outlook.

Vocabulary
Match the words (1-6) with the definitions (A-F).
1 _ forecast
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2 _tighten

4 long-term

5 _ yardstick

3 _near-term 6 _ negative outlook
A atool used to measure something
B to reduce activity and flexibility
C over a lengthy period of time
D agloomy view of the future
E a prediction about the future
F over a small period of time

Fill in the blanks with the correct words and phrases from the word bank.
concrete goals business budgeting model short-term positive outlook

1 Set and then pursue them.

2 Companies have a(n) when the economy looks good.

3 Is one of the best ways to plan ahead.

4 The budget is , covering just two months.

5 Abudgetisa based on plans and forecasts.

Listen and read the passage again. How are budgets useful when thinking about the
past?

Listening
Listen to a conversation between a manager and an accountant. Choose the correct
answers.
1 What is the dialogue mostly about?
A why the budget was exceeded
B steps for making a budget
C routine spending patterns
D techniques for estimating costs
2 Accountants use estimates with
A some costs. C spending levels.
B low forecasts. D short-term budgets.

Listen again and complete the conversation.

Accountant: All right, next let's look at our costs. We have to adjust our costs in
order to maximize our profits.

Manager: Hmm ... that's 1
Accountant: Yes, it is. We'll have to use estimates and 2 ____with some of
the costs.

Manager: OK, then what?

Accountant: Then we adjust costs according to our sales forecasts.

Manager: So we might have to look for 3 our costs if the sales
forecasts are low?
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Accountant: Exactly. And if the forecasts are high, we might be able to increase our
spending 4

Manager: But 5 increase our profits, right?
Accountant: Of course. 6 of budgeting.
Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

Let's look at ...

We'll have to use ...

Then we adjust ...

Student A: You are making a budget. Talk to Student B about:

* steps for budgeting

« forecasts

* adjusting costs

Student B: You are an accountant. Answer Student A's questions.

Writing

You are a manager. Use the passage and the conversation to write notes about the
steps for making a budget. Talk about:

« forecasts

* estimating certain costs

+ adjusting the budget to maximize profits
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UNIT 6 DECISION-MAKING
6.1 ACCRUAL BASIS ACCOUNTING - NON-CASH ACCOUNTS

Get ready!

Before you read the passage, talk about these questions.
1 What are some transactions that don't involve cash?

2 How do accountants record these transactions?

Accrual Basis Accounting - Non-Cash Accounts
Some businesses use cash basis accounting. They record every amount of cash that
they receive or spend. But many businesses use another method called accrual basis
accounting.
Here are three types of accrual basis non-cash accounts:
Accounts receivable - Many companies make sales on credit. The cash from these
sales is received later. But the sale is still recorded in accounts receivable.
Accounts payable - Companies also make purchases on credit. The payment for these
purchases is made later. But the amounts are recorded immediately in accounts
payable.
Prepaid expense - This covers products or services that are paid for ahead of time.
For example, a business may purchase insurance policies that require a year or more
advance payment. The business records this payment as a prepaid expense asset.
Then they allocate it to their expense accounts in monthly increments.

Reading
2. Read the textbook passage. Then, choose the correct answers.
1 What is the passage mainly about?

A how to account for non-cash assets

B what items to pay for ahead of time

C how to use a new type of accounting

D what purchases can be made on credit
2 Prepaid expenses are

A atype of payable account

B non-cash accounts that involve credit

C allocated to expense accounts monthly

D agood option with cash basis accounting
3 Cash basis accounting

A is agood way to increase cash

B records only the exchange of cash

C is more accurate than accrual basis

D does not record advance payments

Vocabulary
Match the words (1-4) with the definitions (A-D).
1 _on credit
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2 _increment

3 _ advance payment

4 allocate
A asmall amount delivered periodically
B to pay for something prior to receiving it
C to purchase something and pay for it later
D to assign something to a particular location

Read the sentence pair. Choose where the words best fit in the blanks.
1. accounts receivable / paid for ahead of time
The insurance policy must be
will cover those expenses.
2. accrual basis accounting / accounts payable
Is more flexible than cash basis.
Credit purchases are recorded in
3 cash basis accounting / prepaid expense assets
are expenses that are paid in advance.
records only the exchange of cash.

Listen and read the textbook passage again. What are the 3 kinds of accrual basis
accounts?

Listening

Listen to a conversation between an accountant and her client. Mark the following
statements as true (T) or false (F).

1 _ The man chooses cash basis accounting.

2 _ Accrual basis accounting follows cash flow.

3 _ There are delays with accrual basis accounting.

Listen again and complete the conversation.

Accountant: So, you wanted to talk about accounting methods?

Client: Yes. I'm not sure if | should use cash basis or accrual basis accounting.
Accountant: OK. Well, cash basis accounting is good for tracking cash flow.

Client: That makes sense. It's because youonly 1~ when cash is exchanged,
right.

Accountant: Exactly. But accrual basis accounting is better for 2 and
expenses.

Client: What do you mean by that?

Accountant: Well, 3 with cash flow. You might 4

but not receive cash for a month.

Client: Oh, I see. But with accrual basis accounting | could record that5
Accountant: That's right. So, 6 ?

Client: Well, I'd rather 7 . cash flow. Let's use cash basis accounting.
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Speaking

With a partner, act out the dialogue. Then switch roles.

USE LANGUAGE SUCH AS:

So you wanted to talk about accounting methods?

I'm not sure if | should use ...

Well, cash basis accounting is good for ...

Student A: You are opening a business. Talk to Student B about:
* accounting methods

« advantages/disadvantages

* your preference

Student B: You are an accountant. Answer Student A's questions.

Writing
Use the conversation to complete the business owner's notes.

Notes
Cash basis accounting

Accrual basis accounting

6.2 UNPAID EXPENSES
Get ready!
Before you read the passage, talk about these questions.
1 What are some expenses that a business doesn't pay right away?
2 How do accountants record these expenses?

Unpaid Expenses

Sometimes businesses must record an expense, but don't have to pay it right away.
How do they keep track of these unpaid expenses? They can account for them via

two types of payable accounts:

Income tax payable - Sometimes, a business owes taxes for a certain year that are
not due until the following year. The unpaid amount is recorded in an income tax
payable account and paid in increments throughout the following year.

Accrued expenses payable - Businesses have to calculate and record expenses for

which they have not been billed:

 Unused vacation days that carry over to the following year
* Interest that isn't due until the end of a loan period

» Bonuses owed to executives and salespeople
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These accruals are made throughout the year and recorded in an accrued expenses
payable account.

Reading

Read the textbook passage. Then, mark the following statements as true (T) or false
(F).

1 _ Unused vacation days are lost at the end of the year.

2 _ Income tax payable is settled via incremental payments.

3 _ Accrued expenses payable carry over from year to year.

Vocabulary

Match the words (1-4) with the definitions (A-D).
1 il

2 _ loan period

3 _carry over

4 accruals

A to transfer an amount from one period to another
B the length of time for repaying borrowed money
C adocument stating what is owed

D amounts that are accumulated over time

Fill in the blanks with the correct words and phrases from the word bank.
via bonusincome tax payable accrued expense payable
1 Calculate this year's taxes and record the amountin .
2 Debt payments are made __ the cash account.
3 If salespeople reach their target, they will geta(n) .
4 Unused vacation days must be recorded asa(n) .

Listen and read the textbook passage again. What should a company do with an
unbilled expense?

Listening
Listen to a conversation between two accountants. Choose the correct answers.
1. What is the dialogue mostly about?

A raising executive salaries

B recording an accrued expense

C creating a new expense account

D settling last year's expense accounts
2. According to the dialogue, bonuses are

A the same every year

B given to accountants

C paid at the end of the year

D estimated according to sales
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Listen again and complete the conversation.

Accountant 1: Larry, could you help me, with these expense accounts?
Accountant 2: Sure, Vicky, what's up?

Accountant 1: | need to know how to account for bonuses.

Accountant 2: You mean the bonuses we pay to 1 ?

Accountant 1: Rightt We2 ~ untilthe3 _ 'so how do | know
how much they will be?

Accountant 2: Well, you 4 know. | can give you estimates.
Accountant 1: How do you estimate them?

Accountant 2: | use theamountsof 5 asaqguide.

Accountant 1: OK.6 . But the amounts vary every year, right?
Accountant 2: They do. The estimates won't be 7 | but that's not a
problem.

Accountant 1: So then, how do I record them?
Accountant 2: You need to record them in the accrued expenses payable account.

Speaking

With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

How do | know how much ... ?

You don't actually have to know ...

How do you estimate ... ?

Student A: You are an accountant. Talk to Student B about:
* bonuses

* cstimates

* recording them

Student B: You are an accountant. Answer Student A's questions.

Writing
Use the conversation to complete the memo.

MEMO

TO: accountants

RE: bonuses

Bonuses are paid to salespeople and executives at the end of the year. We account for
this by

6.3 LEVERAGE - GOOD OR BAD?
Get ready!
Before you read the passage, talk about these questions.
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1. Why do businesses take out loans?
2. How can businesses raise needed capital?

Reading
Read the article from a business magazine. Then, mark the following statements as
true (T) or false (F).

1. owners keep senior claims on their leveraged property.
2. ___ There are many types of loans with varying terms.
3. ___ Theinterest on some loans can help lower taxes.

Leverage: Use What You Have
For month you've been thinking about getting a new office in a nicer part of town.
You already own the land; you just need to build the office. But there's one problem:
you don't have enough cash. What can you do?
You can leverage the land. In other words, use the land as collateral and take out a
loan to build the office. There is a risk of course. The lender will have senior claim
on your property. If you default, the lender will take your land and the building. Be
careful when you choose a loan - not all loans are created equal.
There are good loans and bad loans. Don't take a loan unless it has desirable terms.
Shop around until you find one with a low interest rate, low fees, a reasonable
origination fee, and tax deductible interest. You should also look for one that you
can pay off early without penalties.

Vocabulary
Match the words (1-5) with the definitions (A-E).
1 leverage
2 __ desirable terms
3 origination fee
4  default
5  interest rate
A to fail to make payments
B a percentage added to a loan amount yearly
C the fee for making a loan
D to use an asset as collateral
E favorable conditions

Fill in the blanks with the correct words and phrases from the word bank.

tax deductible collateral pay off senior claim take out
1. Having interest is a great way to lower tax bills.
2. The company must its debts before borrowing more.
3. Defaulting on the loan would result in the lossof .
4. The bank has a on the company's building.
5. A bad economy forced the company to another loan.
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Listen and read the article again. What are some attractive terms to look for when
considering a bank loan?

Listening
Listen to a conversation between an accountant and her client. Choose the correct
answers.
1. What is the dialogue mostly about?
A taking out a loan
B renegotiating terms
C financing a new business
D making an early payment
2. What will the man likely do?
A change his business plans
B try to get a loan elsewhere
C pay off some of his business's debts
D ask for another accountant's opinion

Listen again and complete the conversation.

Client: | met with a banker yesterday and got a loan offer
Accountant: That's great! What are the terms?

Client: The fees and interest rate are really low.
Accountant: Good. Now will the interest be tax deductible?

Client: It will. The only negative is that they said somethingaboutl ~~  in
5 years.

Accountant: Oh, that's not a good thing.

Client: No, butallthe2 are great.

Accountant: Hmm ... 3 for paying it off early?

Client: Oh,yeah, 14 that. There are. But | don't plan to 5
____,s0it'sOK.

Accountant: Well, what if your business 6 and you want to get rid of
some debt?

Client: That's a good point. Maybe I should 7

Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

I met with a banker and got a loan offer.

What are the terms?

The fees and interest rate are ...

Student A: You are taking out a loan. Talk to Student B about:

* the terms

* his/her recommendation

Student B: You are an accountant. Answer Student A's questions.
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Writing
Use the conversation from Task 8 to complete the letter. Make up names for the client
and the CPA.

Mr. |
| am writing in regards to the loan papers you asked me to review. | recommend that
you don't take this loan offer. Let me explain why.

Sincerely,
____,CPA

6.4 VARIABLE EXPENSES
Get ready!
Before you read the passage, talk about these questions.
1. What expenses can change from month to month?
2. What causes these expenses to rise or fall?

Reading

Read the report. Then, mark the following statements as true (T) or false (F).
1 _ The company increased contributions to the profit sharing plan.

2 _ Revenue in 2010 was less than it was in 2009.

3 _ Advertising expenditures rose by 200% from March to April.

2010 Variable Expenses Report
Variable expenses rose dramatically in 2010. Several factors contributed to this rise.
Employee Benefits - In February, we increased our contributions to the employees'
retirement plan. This resulted in a 5% rise in our employee benefits cost.
Advertising — Advertising costs skyrocketed from $10,000 in March to $30,000 in
April. This was due to the launching of a new TV commercial campaign.
Charitable Contributions - In May, after several months of steadily rising profits,
we increased charitable contributions by 2%.
Repairs - In July, equipment failures resulted in a temporary spike in expenses. All
repairs were completed by August and our expenses leveled off.
Profit Sharing Plan - In September, the Board of Directors discontinued the profit
sharing plan due to declining sales revenue.
Compensation of Officers - We promised executives in every department a 5%
bonus on any revenue generated over the previous year's revenue. Sales skyrocketed
in 2010. As a result, $100,000 was paid in bonuses from October through December.

Vocabulary
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Match the words (1-5) with the definitions (A-E).

1 _ repairs

2 level off

3 spike

4 charitable

5 profit sharing plan

A done to help other people

B fixing something that is broken

C asharp, dramatic rise

D giving employees part of a company's revenue
E to stop rising or falling

Fill in the blanks with the correct words and phrases from the word bank.
discontinue temporary campaign employee benefits

1. The economic downturn is not permanent; it's

2. Our competition is running a strong of radio ads.

3. Lack of funding forced the company to the program.

4. Henry's job has health insurance and a lot of other great

Listen and read the report again. Which costs decreased in 2010?

Listening
Listen to a conversation between a controller and a CFO. Choose the correct
answers.
1. What is the dialogue mostly about?
A explaining a report
B increasing bonuses
C limiting advertising costs
D generating income for a charity
2. The man thinks that TV advertising
A will be stopped
B should focus on charity
C caused profits to increase
D wasn't approved by executives

Listen again and complete the conversation.
Controller: Did you see my report on last year's expenses?

CFO: Idid. Wereallyhadal _  inoverall variable expenses, didn't we?
Controller: Yes, we did. How do you feel about that?

CFO: Well, most of it is pretty 2, but the advertising ... how could it go up
so much?

Controller: Yeah, that's a pretty 3
CFO: No kidding. From $10,000 to 0 $30,000 - thats huge!
Controller: Well, TV advertising is expensive, but 4
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CFO: That's true. | think the 5 covered the expense.
Controller: It did. And it 6 that we were able to increase our 7

Speaking

With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

We really had a huge increase in ...

How do you feel about that?

How could ... go up so much?

Student A: You are a controller. Talk to Student B about:
* increases or decreases in variable expenses

* reasons for changes

Student B: You are a CFO. Answer Student A's questions.

Writing
Use the conversation from Task 8 to complete the letter. Make up names for the CFO
and the president.

From: , CFO
To:_ , President
Ms.

As you know, our variable expenses rose considerably last year. But this is nothing to
be concerned about. Let me explain.

Best wishes,
___,CFO

6.5 END-OF-PERIOD PROCEDURES
Get ready!
Before you read the passage, talk about these questions.
1 What are end-of-period procedures?
2 What are some problems that might occur during end-of period procedures?

Reading

Read the email. Then, mark the following statements as true (T) or false (F).
1 _ The bookkeepers made errors in a receivable account.

2 _ The business experienced an increase of transactions.

3 _ Gentle Giant created audit trails.

From: George Garcia, CPA, Benjamin Landon and Associates

To: Cynthia Hall, CFO, Bedford Express Plastics
Miss Hall,
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| have completed the end-of-period procedures for your business. Although there
were a lot more transactions this period, | did not have to make very many adjusting
entries. This made it easier for me. Your new bookkeepers did an excellent job
recording the day-to-day flow of transactions. Their accounting was accurate and
they left very detailed audit trails.

However, as | was making a last minute sweep of all your records, | noticed
something out of the ordinary. You have an abnormally large balance in the
receivable account for your customer, Gentle Giant Manufacturing. It first caught my
attention when | saw that the company did not make a payment through the entire
period. It's one of your regular customers, right? | find it hard to believe that Gentle
Giant would try to stiff you. However, this is definitely a red flag, and you might
want to look into it.

Best wishes,
George
Vocabulary
Match the words (1-5) with the definitions (A-E).
1 _ red flag
2 _ sweep
3 _ abnormally
4 stiff
5 _ audit trails
A detailed records that are easy to study
B adetail that is alarming
C to fail to pay someone for goods or services
D astudy of an area or a set f information
E odd; out of the ordinary

Fill in the blanks with the correct words and phrases from the word bank.

caught my attention out of the ordinary flow of transactions adjusting
entries

1 The records had errors, so Jacob made :

2 The errors were , usually the bookkeepers are very careful.

3 The obvious errors quickly

4 The slowed in the bad economy.

Listen and read the email again. What concern is brought to the attention of the
CFO?

Listening
Listen to a conversation between an accountant and his client. Choose the correct
answers.
1. What is the dialogue mostly about?
A ared flag
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B new procedures
C early payments
D a long-time customer
2. What does the man think about Thomas and Nash Distributing?
A Itis a new customer.
B It had an accounting error.
C Itis going to stiff his client.
D It owes the client a lot of money.

Listen again and complete the conversation.

Client: Is something wrong?

Accountant: Maybe. See, you have areally big 1l for one of your customers.
Client: Havethey2  payments?

Accountant: No. They've only made one payment3

Client: Is it Thompson and Nash Distributing?

Accountant: Yes.4  they are going to stiff you. I'm just saying it's5

Client: Actually, I talked to their CFO last week. Their payments 6 because of
an accounting error.
Accountant: Oh, Isee. 7

Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

Is something wrong?

Maybe. You have a ... | talked to their CFO last week.

Student A: You are a client meeting with your accountant. Talk to Student B about:
« end-of-period procedures

* problems

* solutions

Student B: You are an accountant. Answer Student A's questions.

Writing

Use the conversation to complete the email.
FROM: ____, Owner

TO: ___,CPA

| got your message. You are right. The amount in seems a little off. | spoke to
their CFO last week. Here's the problem:

91



Thanks for all your hard work!
Best wishes,

6.6 IS PROFIT ETHICAL?
Get ready!
Before you read the passage, talk about these questions.
1. Why do some people say that profit is unethical?
2. Do you think making profit is unethical?

Reading

Read this article from an accounting journal. Then, mark the following statements as
true (T) or false (F).

1 _ Business owners pay for losses.

2 _ Business owners define the poverty line.

3 _ According to the passage, workers exploit businesses

Is Profit Ethical?

Some people say that profit is unethical. They believe that businesses make a killing
by exploiting their workers, many of whom struggle to live above the poverty line.
Some say businesses damage the environment as well. And yes, there may be some
individuals who take the low road and engage in unethical or immoral business
practices. But the inappropriate actions of a few do not condemn all. Most owners
operate ethical, environmentally friendly businesses. Profit is merely a return on
effort. As long as it is gained responsibly, showing respect to the Earth and its
inhabitants, there is nothing immoral about it.

Furthermore, it's very interesting that businesses are rarely criticized for their
handling of losses. Who pays for losses? Business owners do. Businesses have
potential for profit because they also have great potential for loss. How can anyone
say that’s unethical?

Vocabulary
Match the words (1-5) with the definitions (A-E).
1 _ unethical
2 _ poverty line
3 _exploit
4 make akilling
5 _condemn
A to take advantage of someone
B to generate huge profits
C not conforming to moral standards
D to judge someone or something unfavorably
E the amount of income needed to cover basic needs
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Fill in the blanks with the correct words and phrases from the word bank.
lowroad  environmentally friendly immoral  ethical criticize

1. Making a profitisonly ___if it hurts someone.

2. Some people businesses for making profit.

3. Their____ policies minimize their effect on the Earth.

4. Making a profit is as long as it's made fairly.

5. Unfortunately, Angela chose to take the :

Listen and read the article again. How does it describe profit?

Listening
Listen to a conversation between two accountants. Choose the correct answers.
1 What is the dialogue mostly about?

A how business owners can fail

B whether making money is moral

C what kinds of risks employees face

D why the poverty line should be moved
2 The woman thinks that owners

A often take the low road

B gain wealth by creating poverty

C suffer loss the same as employees

D deserve more profit because of risk

Listen again and complete the conversation.
Accountant 1: Actually, I think they might 1
Accountant 2: What? Why would you say that?
Accountant 1: Well, you know, sometimes businesses 2 :
Accountant 2: Yeah, maybe that happens 3 _______,but not very often.
Accountant 1: Some people 4 ~  Dbecause they see wealthy owners with
employeeswho5  the poverty line.

Accountant 2: But the owners 6 profit because they have more risk.

Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

I think they might have a good point.

Why would you say that?

Sometimes businesses ...

Student A: You are an accountant. Talk to Student B about:

» when profit is ethical

» when profit is unethical

Student B: You are an accountant. Answer Student A's questions.

Writing
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Use the article and the conversation to complete the letter to a magazine editor.

Dear Editor,

| am writing in response to the article about profit that you published last month. The
article stated that making a prof it is unethical. | [agree | disagree]. Let me explain
why.

Sincerely,
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UNIT 7 COSTING

7.1 NUMBERS
Get ready!
Before you read the chart, talk about these questions.
1 How do you say symbols like =and .;. ?
2 What are some of the ways to say big numbers?

interpretation Example

is, equals 12=05 One-half equals point five.

and, plus, add at+b:=c A plus B equals C.

minus, less, subtract a-b:=c A less B equals C.

times, multiplied by axb=c A times B equals C.

over, divided by a:zb=cora/b=c A over B equals C.

one thousand three hundred
or
thirteen hundred The company has thirteen hundred dollars in the bank.

Reading

Read the chart. Then, mark the following statements as true (T) or false (F).
1 _ Five less four means the same thing as five minus four.

2 _ Five times three equals five plus three.

3 _ Seven over three equals seven divided by three.

Vocabulary

Fill in the blanks with the correct words from the word bank.
times minus and hundred add is

1 Eight ___ two is sixteen.

2 Nine and three twelve.

3 Twenty six equals fourteen.

4 One thousand plus five hundred is fifteen .

5 To get seven, two and five.

6 Eighteen two is twenty.

Read the sentence and choose the correct word.

1 Seven plus / divided by two is nine.

2 Nineteen over / less eight equals eleven.

3 Start with seventeen. Subtract / Add three. This equals fourteen.
4 Four multiplied by / divided by two is eight.

5 Ten over / plus five equals two.

6 Sixteen less / divided by four equals four.
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7 Five plus eight equals / over thirteen.
Listen and read the chart again. What is another way to say the symbol ‘and'?

Listening
Listen to a conversation between two accountants. Choose the correct answers.
1 What is the dialogue mostly about?
A audit results
B a mathematical error
C subtracting numbers
D accounting methods
2 The woman divided when she should have .
A added C copied
B subtracted D multiplied

Listen again and complete the conversation.

Accountant 1: Don, could you look at this for me?

Accountant 2: Sure, what is it?

Accountant 1: Well, I checked these numbers twice, but they still 1 wrong.
I'm not sure why.

Accountant 2: Let's see ... Three thousand five hundred 2 _ seven hundred is
five.

Accountant 1: Right. And then | 3 __ each entry by five.

Accountant 2: Oh, I seethe4 . Youweren't5  divide thirty-five hundred by
seven hundred.

Accountant 1: Areyou6 _ ?

Accountant 2: Yes. You need to multiply them.

Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

Could you look at this for me?

| see the problem.

You were supposed to ...

Student A: You are having trouble with an accounting task. Ask Student B about:
 your work

¢ Crrors

* solutions

Student B: You are an accountant. Answer Student A's questions.

Writing

Use the chart and the conversation in to complete the email. Make up names for both
accounts.
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FROM: -——//

our calculations. The

my 0 = X. But you

is 3500 x 70

uation
correct ed ould have

when you sh

elp.
Let me know if you need any more help

Sincerely,

~

7.2 OVERDRAFTS
Get Ready!
Before you read the passage, talk about these questions.
1 What happens if you write a check for more money than you have in your bank
account?
2 What are the penalties for overdrawing a bank account?

Reading
Read the notice from a bank. Then, choose the correct answers.
1 What is the passage mainly about?
A a missing check
B an excessive bank fee
C an overdrawn bank account
D an upcoming account statement
2 How can Mr. Johnson compensate for the overdraft?
A pay the bank $235
B pay the bank $200
C request a transfer
D choose a different bank
3 What can be inferred about overdraft charges?
A Some of them can be negotiated.
B There are new charges for every overdratft.
C They vary according to the overdraft amount.
D Customer service representatives can block them.

Dear Mr. Johnson,

Account No. 58756

We regret to inform you that you have an overdraft of $200.00 on your account. On
April 3, 2010, Total Value Office Supply cashed a check in the amount of $500.00.
Your account balance on that date was $300.00. Your upcoming statement includes
overdraft charges in the amount of $35.00. To avoid further charges, please do not
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make any additional withdrawals or transfers until compensating for this overdraft.
If you have any questions or concerns, please contact us. For your convenience,
customer service representatives are available twenty-four hours a day by phone.

Vocabulary

Match the words (1-5) with the definitions (A-E).

1 _ overdraft

2 _ compensate

3 _transfer

4 _upcoming

5 _cash acheck
A appearing or arriving in the near future
B to receive money in exchange for a document
C awithdrawal that exceeds an account's balance
D to restore or replace something
E to move something from one place to another

Fill in the blanks with the correct words from the word bank.
charges withdrawal inform

1 the manager of the change.

2 Susan needs cash, so she went to her bank and made a(n)
3 Tompaidalotofextra because of his overdraft.

Listen and read the notice again. What will show on Capital Incorporated's next
statement?

Listening

Listen to a conversation between an accountant and a banker. Mark the following
statements as true (T) or false (F).

1 _ The woman's personal account was overdrawn.

2 _ Both accounts now have $500 in them.

3 _ The man refunded the overdraft charges.

Listen again and complete the conversation.

Banker: First Venture Bank. How may | help you?

Accountant: Hi. This is Wendy from Capital Incorporated. I just receivedan1
from you.

Banker: I can help you with that. Whatisyour2 _ ?

Accountant: It's 58756. We have a second account withyou3 .

Banker: Let me see ... Your company's other account has a balance of $1000.00.
Accountant: Good. Can 14 $500 into the overdrawn account?

Banker: 5 . Is there anything else I can help you with today?

Accountant: No,6 . Thanks.
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Speaking

With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

| just received an overdraft notice ...

What is your account number?

Can | transfer ... ?

Student A: You are calling a bank. Talk to Student B about:
 an overdraft

 another account

* paying for the overdraft

Student B: You are a banker. Answer Student A's questions.

Writing
Use the notice and the conversation to fill out the email. Make up a name for the
accountant.

p— I Accountant
pOM: ——
F . Managef
10 ——
RE: an overdraft

Deal ——

. infor _
' writing 10 n . —
T«:ﬁat | did to compensate 11T T

erdraft and
u of an oV
m yo I

- -
- -
_—'——_'____—_—_—_______——
Cordially. _
7.3 COSTS
Get Ready!

Before you read the passage, talk about these questions.
1 How do companies set prices?
2 How can companies get in trouble for their prices?

Reading
Read the magazine article. Then, choose the correct answers.
1 What is the passage mainly about?
A setting sales prices
B influencing competitors
C lowering fixed expenses
D preventing rising expenses
2 Businesses are only allowed to lower prices if
A they are dumping
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B they remain above their costs
C they are being sued
D their competitors agree
3 What can be inferred about dumping?
A It is considered ethical.
B It is legal in some countries.
C It involves the markup method.
D It doesn't account for fixed expenses.

Setting sales price
Managers set sales price by using markups or the cost-plus method. How? It's
simple. Start with the cost of producing something. Then add a certain percentage.
This percentage includes the desired profit and fixed expense recovery. But what if a
company sells below cost?
Dumping

Sometimes, businesses try to gain an advantage by selling below cost. This is called
dumping. Many countries have passed laws against dumping. It is a predatory
pricing practice because companies use it to drive competitors out of business.
Businesses can only lower their prices down to their costs. Otherwise, someone can
sue them.

Vocabulary

Match the words (1-4) with the definitions (A-D).
1 _sales price 3 _markup

2 _ dumping 4 sue

A an amount added to costs when setting prices
B the amount a business charges for product

C setting a price below costs

D to initiate legal proceedings against someone

Fill in the blanks with the correct words and phrases from the word bank.
below cost cost-plus method predatory out of business

1 Low prices can drive competitors

2 Dumping is considered a pricing practice.

3 The involves adding a certain percentage.

4 The company is being sued because it was pricing

Listen and read the article again. What illegal practice do some businesses use and
why?

Listening

Listen to a conversation between two accountants. Mark the following statements as
true (T) or false (F).

1 _ The woman is surprised by the lawsuit.
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2 _ The man often makes purchases from the company.
3 _ The woman thinks the company was acting against the law.

Listen again and complete the conversation.

Accountant 1: Did you hear about Smithson Technologies?

Accountant 2: No. Did somethingl _ them?

Accountant 1: They're2 .

Accountant 2: Really? | hadn't heard that. Why?

Accountant 1. The lawsuit says they were dumping. It doesn't 3 __ me. Their prices
seemed too low.

Accountant 2: Personally, I think it's great when a company can offer a4 __ product
for less money.

Accountant 1: But if they're selling 5 it's against the pricing laws.

Accountant 2: Isee6 . Maybe they were trying to drive their competitors out
of business.

Speaking

With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

Did you hear about ... ?

They're getting sued.

It doesn't surprise me. Their prices ...

Student A: You are an accountant. Talk to Student B about:
* alawsuit

* reasons for it

* pricing laws

Student B: You are an accountant. Answer Student A's questions.

Writing
Use the conversation to fill out the email. Make up names for the accountant and
manager.

Accountant

__ hManager
™ —

RE: dumping

DE ar ——
IECI.LJE lEd here e
S ¥ s SOV

ou | _
el on aboul pricing laws. —

informati I

Cordiaily.,
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7.4 DEPRECIATION
Get Ready!
Before you read the passage, talk about these questions.
1 What are some assets that lose value quickly?
2 What are some assets that are eventually worth nothing?

Reading
Read the memo from a partner in an accounting firm. Then, choose the correct
answers.
1 What is the passage mainly about?

A avoiding obsolescence

B decreasing wear and tear

C buying salvaged property

D accounting for changing value
2 The straight-line method is used to depreciate assets

A that suffer obsolescence

B during their first few years

C that experience wear and tear

D with unpredictable salvage value
3 Accelerated depreciation

A prevents obsolescence

B decreases value evenly

C expands the recovery period

D accounts for damage from use
From: Bill Anderson
To: All Staff
Good morning team! | want to offer the best service to our clients. To do that, we
need to review depreciation. There are two depreciation methods. We must
consider each client's needs when deciding which to use.
Straight-line depreciation evenly decreases the value of a depreciable asset
through the entire recovery period.
Accelerated depreciation accounts for more wear and tear during the first years of a
tangible asset's use.
Each depreciation schedule is useful. Both end with the same salvage value.
Depreciate assets like cars, that go through a lot of wear and tear with the accelerated
method. Depreciate assets, like computers, that suffer obsolescence with the straight-
line method.

\

UL AT LR

straight-line accelerated
depreciation depreciation
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Vocabulary

Match the words (1-6) with the definitions (A-F).

1 _ depreciation

2 _recovery period

3 _salvage value

4 tangible asset

5 _ depreciation method

6 _ wear and tear
A a physical object that holds value
B the process by which assets lose their value
C what an asset is worth after losing value
D the time in which depreciation is accounted for
E the way in which an asset's loss of value is recorded
F damage that occurs through normal use

Fill in the blanks with the correct words and phrases from the word bank.

straight-line depreciation accelerated depreciation depreciable assets
obsolescence depreciation schedule

1 Use with the car; it loses value quickly in the first years.

2 Use to reduce value at a steady rate.

3 How an asset loses value determines what should be used.

4 Most objects that hold value, except real estate, are

5 Electronic assets like computers and cell phones suffer

Listen and read the memo again. What is meant by the term depreciation?

Listening

Listen to a conversation between an accountant and her client. Mark the following
statements as true (T) or false (F).

1 _ The man recently sold an air conditioner.

2 _ The woman recommends straight-line depreciation.

3 _ Straight-line depreciation is the most complicated method.

Listen again and complete the conversation.

Accountant: Hello, Tony. What can | do for you?

Client: Well, 1 1 a new air conditioner. Is it an expense or a depreciable
asset?

Accountant: An air conditioner? That's a depreciable asset.

Client: OK. So, I need to 2 depreciation to keep my books 3
Accountant: Right. Which depreciation schedule do you want to use?

Client: | don't know. | want something simple and easy.

Accountant: 4 using the straight-line method? That'sthe 5

Client: That 6 to me.
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Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

| bought a ... is it an expense or ...

Which depreciation schedule do

you ... ?

How about using the ... ?

Student A: You are calling an accountant. Talk to Student B about:
 apurchase

* depreciation schedules

» which to use

Student 8: You are an accountant. Answer Student A's questions.

Writing
Use the memo and the conversation to fill out the letter to a client. Make up names
for the client and accountant.

Dear
| received your request for information about depreciation. Here are some details
about depreciation and the different depreciation schedules that you can use.

Cordially,
CPA

7.5 DIRECT AND INDIRECT COSTS
Get ready!
Before you read the passage, talk about these questions.
1 What are direct costs?
2 What are indirect costs?

Reading

Read this article in an accounting textbook. Then, mark the following statements as
true (T) or false (F).

1 _ The ABC method can account for fixed costs.

2 _Variable overhead is directly tied to production.

3 _ Cost drivers are used to allocate direct costs.
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Accounting for Costs
Some costs are easy to account for. Direct costs, which are also called variable
costs, are easily attributed to a specific product or activity. For example, a company
that makes pens has to buy plastic and ink and pay its employees to manufacture the
pens. These are obviously direct costs. But businesses also incur indirect costs, or
fixed costs, which remain constant and are not tied to specific products or services.
Take, for example, a manufacturing company.
Manufacturing firms have both direct and indirect costs.
Direct costs include:
» Raw materials, often called direct materials
« Direct labor -the wages paid to production-line employees
 Variable overhead - other costs that increase or decrease with production (For
example, if production requires water, the water bill will fluctuate with the volume of
production.)
Indirect manufacturing costs include:
« Fixed overhead -depreciation, insurance, rents
So how should indirect costs be accounted for? One popular method is called
activity-based costing (ABC). In this method, cost drivers are created for each
product. Then indirect costs are allocated according to those cost drivers. For
example, in a manufacturing plant, an indirect cost like rent could be allocated to
each piece of machinery based on how much space it occupies.

Vocabulary
Match the words (1-5) with the definitions (A-E).
1 _ variable cost
2 _ direct labor
4 indirect cost
5 _cost drivers
3 _ activity-based costing
A any expense tied to production
B any expense not tied to production
C units involved in production
D the cost of paying workers
E a method for allocating fixed costs
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Check v“the sentence that uses the underlined parts correctly.
1 _ ARentis an example of fixed overhead.

_ B A'loan payment is variable overhead.

2 _ A Direct materials are used to make products.

_ B Aninsurance premium is a direct cost.

3 _A Variable overhead is not tied to production.

_B A fixed cost is not tied to production.

4 A An employee's wage is a direct cost.

_ B .An executive's bonus is fixed overhead.

5 A The price of paint is a fixed cost.

_B Variable overhead is costs tied to production.

Listen and read the article again. How might you account for a cost like rent in a
manufacturing company?

Listening
Listen to a conversation between two accountants. Choose the correct answers.
1 What is the dialogue mostly about?
A allocating direct costs C pairing costs with prices
B renting versus owning D direct versus indirect costs
2 The cost of metal is
A a cost driver.
B a variable cost.
C fixed overhead.
D an indirect cost.

Listen again and complete the conversation.

Client: Hi, Sarah. Thanks for helping me set up my books.

Accountant: No problem. That's what I'm here for. Let's start by listing your direct
and indirect costs.

Client: Direct and indirect costs? I'm sorry ... I'm not sure | understand.

Accountant: Well, direct costs are tied directly to a product or service.

Client: OK. Can you give me an example?

Accountant: Um, your company makes paper clips, right? The cost of the metal is a
direct cost.

Client: So, then, what would be an indirect cost?

Accountant: Let's see ... do you own your manufacturing plant?

Client: No, I rent it.

Accountant: Well, your rent 1 how many paper clips you
manufacture. It's an indirect cost.

Client: Oh, I see. So, how 2 these different types of costs?
Accountant: It's easy with the direct costs. 3 the money that you
get from selling your products.

Client: Right. But what about the indirect costs? 4 there's a method

called ABC. What is that?
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Accountant: It's a way to allocate indirect costs 5
Client: Can you show me how to do that?
Accountant: Well, 6 . Let me explain ...

Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

What would be ...

Do you own ... ?

How should I account for ... ?

Student A: You are a business owner. Talk to Student B about:

* indirect costs

* how to record different types of costs

Student B: You are an accountant. Answer Student A's questions.

Writing

You are an accountant. Use the article and the conversation to write a brief email to
your client explaining different types of costs. Talk about:

 direct/variable costs

 1ndirect/fixed costs

* how to record costs

» the ABC (activity-based costing) method
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UNIT 8 AUDITING

8.1 CONTROLLERS
Get ready!
Before you read the passage, talk about these questions.
1 What does a controller do?
2 What are the qualifications of a controller?

Reading

Read the job advertisement. Then, mark the following statements as true (T) or false
(F).

1. _ Applicants must have a college degree.

2. _ The person who gets the job will work some weekends.

3. _ The person who gets the job will teach other employees.

Wanted: Controller
The accounting firm of West Kennedy, and Wilson is seeking a well-qualified
controller. This position is available immediately.
Requirements:
A bachelor’s or master’s degree in Accounting
Must be a Certified Public Accountant (CPA)
At least seven years’ experience with accounting systems
Management experience is preferred, but not necessary
Willingness to submit to a background check and drug screening
Honesty
Integrity
Attention to detail
Willingness to travel
Willingness to work some nights and weekends, as needed
Responsibilities include:
Ensuring that financial records are kept up to date
Preparing and disturbing all final internal and external financial reports
Reporting directly to the Chief Financial Officer (CFO)
Oversight and quality assurance of all bookkeeping activities
Training of new hires and development of standardized training materials
Please submit a resume to the Human Resources Department.

Vocabulary

Match the words (1-5) with the definitions (A-E) .
1 _controller

2 _integrity

3 _up to date

4 _accounting system

5 _internal financial records
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A containing all information as of today

B auniform set of methods and procedures

C documents that are used by members of an organization
D adhering to morals and professional principles

E a person who oversees a company's financial matters

Fill in the blanks with the correct words and phrases:

background check, chief, financial officer, drug screening, external financial
records, attention to detail.

1 Todd never used illegal substances, so he easily passed the .

2 Perform a on all employees to see if they have a criminal record.
3 are documents prepared for people outside the company.
4 As the ,  Henry oversees all accounting activities.

5 Carol has great , and easily finds errors.

Listen and read the job advertisement again. What personal qualities are the
employers looking for in a controller?

Listening
Listen to a conversation between a human resources employee and an applicant.
Choose the correct answers.
1. What is the dialogue mostly about?
A interviewing for a job
B creating a job advertisement
C designing an accounting system
D reviewing a new hire's Performance
2. The man left his previous job because he
A lacked honesty and integrity
B didn't like the job enough to stay
C went to school for a master's degree
D couldn't design an accounting system

Listen again and complete the conversation.

Employee: | have your resume. It says you were a controller for four years.
Applicant: | was - at Benjamin Landon and associates.

Employee: And how did you like it?

Applicant: It was a good job. I left to go back to school and get a master's degree.

Employee: | see. So, tell me, what do you think are 1 ?

Applicant: Honesty and integrity. | take my work seriously and 2 from
others.

Employee: OK. And what are your 3 ?

Applicant: Um, | haven't designed a 4 yet.

Employee: You didn't do that 5 controller job?
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Applicant: No. They had a system in place that they really liked, so | 6 :

Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

What do you think are your strengths?

What are your major weaknesses?

| haven't ...

Student A: You're interviewing a job applicant. Talk to Student B about:
* past experience

* strengths

» weaknesses

Student B: You are a job applicant. Answer Student A's questions.

Writing
Use the conversation from Task 8 to complete the interviewer's notes. Make up a
name for the applicant.

Notes
Applicant's name:
Work experience:
Education:
Strengths/Weaknesses:

8.2 CASH AND LIQUIDITY
Get ready!
Before you read the passage, talk about these questions.
1 What does ‘'liquid' mean?
2 What are the most liquid assets?

Reading

Read the article from an accounting journal. Then, mark the following statements as
true (T) or false (F).

1 _ Brand names are highly liquid assets.

2 _ Insufficient cash leads to unexpected expenditures.

3 _ The author suggests having a safety reserve of cash.

How Liquid is Your Company?
by Sarah Jacobs
Liquidity is a vital factor of your business's health. But what is liquidity? Liquidity
refers to your company's ability to meet its obligations without selling assets. The
least liquid assets are things like buildings and brand names. These assets take time to
be converted to cash.
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It is important to maintain a certain level of liquidity. Excessive cash balances are
unproductive. But insufficient cash balances are dangerous. Every day, your
business has cash receipts and expenditures. It is a bad idea to trust that your daily
receipts are enough to cover your expenditures. You can't get by with a zero cash
balance. Instead, maintain a safety reserve of cash. The best way to do this is to
keep a cash account. This allows you to pay unexpected expenditures. It also sets you
up for opportunities like investments or buying out competitors.

Vocabulary
Match the words (1-5) with the definitions (A-E).
1 _liquidity
2 _insufficient
3 _receipts
4 excessive
5 buy out
A an amount beyond what is needed
B an asset's ability to be converted to cash
C anamount that is less that what is needed
D to purchase a company
E things that are received

Fill in the blanks with the correct words and phrases:
expenditures, zero cash balance, unproductive, safety reserve.
1. Make sure there is enough cash to cover .
2. Walter has been putting extra money intoa .
3. The company couldn't pay its bill because it had a
4. Keeping too much money is a cash accountis .

Listen and read the article again. Why are cash accounts useful?

Listening
Listen to a conversation between two accountants. Choose the correct answers.
1. What is the dialogue mostly about?
A how to generate revenue
B the importance of proper cash levels
C how to keep from being bought out
D how to avoid a zero cash balance
2. The woman thinks they should
A buy out a competitor
B invest to generate revenue
C operate with a zero cash balance
D prepare for unexpected expenses

Listen again and complete the conversation.
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Accountant 2: I'm glad we have so much cash in reserve.

Accountant 1: Really? Don't you think it's excessive?

Accountant 2: Well, no. | think we need that 1 ___in case something unexpected
happens.

Accountant 1: What are you thinking of?

Accountant 2: Well, | heard that one of our competitors' sales are plummeting.
Maybe we can 2

Accountant 1: | 3 . But in my opinion, it's not good to have that much
cash4 :

Accountant 2: You think it's unproductive?

Accountant 1: Exactly. Why not investitin5 __ generate revenue?
Accountant 2: Hmm ... The way | see it, it's better to 6 __ and prepared for
unexpected expenses.

Accountant 1: Well, 7 have a zero cash balance.

Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

Don't you think it's excessive?

| see your point. But in my opinion ...

The way I seeit ...

Student A: You're an accountant. Talk to Student B about:

* cash in reserve

* an excessive amount

* other ways to use it

Student B: You are an accountant. Answer Student A's questions.

Writing

Use the conversation to complete the email. Make up names for the CFO and the
CPA.

FROM: ____,CFO

TO:  ,CPA

RE: cash in reserve

| have a suggestion for a better use of the money that we currently have in reserve.

Thank you for considering my idea.
Cordially,
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8.3 INTANGIBLE ASSETS
Get ready!
Before you read the passage, talk about these questions.
1. What are some assets that are not physical objects?
2. How do accountants record these assets?

Reading

2. Read the magazine article. Then, mark the following statements as true (T) or
false (F).

1 _ Goodwill is a tangible asset.

2 _ Copyrights have no time limits.

3 _ Trademarks are protected by law.

Intangible Assets
You are familiar with tangible assets. Any physical object with value is a tangible
asset. This includes computers, vehicles, and buildings. There are also assets that do
not exist physically. These are intangible assets. Patent rights, goodwill, and trade
secrets are intangible assets. They are not physical objects. But they are valuable.
There are two types of intangible assets:
Legal intangibles - The law protects these. Patents, copyrights, and trademarks are
legal intangibles.
Competitive intangibles - The most important competitive intangible is called
goodwill. This includes valuable factors like a company's reputation, popularity, and
location.
Not all intangible assets last forever. For example, patents and copyrights expire.
Accountants adjust for this by a process similar to depreciation. It is called
amortization. They amortize the assets on a straight-line schedule. Other assets, like
goodwill, have no time limit.

Vocabulary

Match the words (1-5) with the definitions (A-E).
1 trade secret

2 ___ patentright

3 goodwill

4  copyright

5 __ amortization

the legal protection of an idea or invention
the gradual reduction of the value of an asset
knowleqge such as recipes or designs

the legal protection of written materials
reputation, popularity, and location

mooOm@>

Check (+) the sentence that uses the underlined parts correctly.
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1 A Wages and salaries are considered intangible assets.
____ B Andrew's new recipe is protected as a legal intangible.
2 A Knowledge and experience are intangible assets.
____ B Recipes and formulas are protected by trademark law.
3 ALocation is a competitive intangible.
____ B Executive bonuses are considered legal intangibles.
4 A Competitive intangibles protect against unfair competition.
B A company's symbol is protected as a trademark.

Listen and read the magazine article again. What does goodwill consist of?

Listening
Listen to a conversation between a controller and a potential buyer. Choose the
correct answers.
1. What is the dialogue mostly about?
A acompany's location
B acompany's total value
C atransfer of human capital
D a group of loyal customers
2. Which of the following is NOT an intangible asset?
A the company's location
B the company's_ reputation
C the company's annual sales
D the company's regular customers

Listen again and complete the conversation.

Buyer: | have some questions about your company.
Controller: OK. I'd be happy to answer them.

Buyer: I see 1 ____your company at one million dollars.

Controller: nght That's what we 2 from selling it.

Buyer: Butyou3d  of $500,000 per year. Why do you think the company's
worth a million?

Controller: We 4 of intangible assets.

Buyer: Really?5 ?

Controller: Well, our company 6 this

location for almost a hundred years.
Buyer: That's worth something. But in my opinion, it's not worth half a million.

Speaking

With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

| have some questions about ...

We have a lot of intangible assets.
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That's worth something. But in my opinion ...

Student A: You are considering buying a company. Talk to Student B about:

* its value

* tangible assets

« intangible assets

Student B: You are a controller at the company. Answer Student A's questions.

Writing
Use the conversation to complete the letter. Make up a name for the CPA.

To: James Kent, Owner, Kent Investments
Mr. Kent,

| spoke to the controller from Denver Toy Company. | recommend that you purchase
the company. Here's why.

Sincerely,
, CPA

8.4 INTERNAL CONTROLS AGAINST MISTAKES AND THEFT
Get ready!
Before you read the passage, talk about these questions.
1 What are some crimes that take place in the accounting profession?
2 How can organizations guard against these crimes?

Reading
Read the article from an accounting journal. Then, choose the correct answers.
1 What is the passage mainly about?
A afamous kick-back case
B methods for avoiding crime
C falsification of personal records
D reasons why theft prevention fails
2 How can an organization prevent misappropriation?
A conduct nightly inventory audits
B have three managers approve write-offs
C require two signatures on cash disbursements
D match receiving reports with the packing slips
3 Which of the following is NOT an internal threat?
A pilfering
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B kick-backs

C shoplifting

D misappropriation

Accountability in the Accounting Profession

Fraud, forgery, and embezzlement are entertaining when they happen in a detective
movie. But in real life, they are serious problems. Businesses lose thousands of
dollars every year to these crimes. This is one reason accounting requires so much
paperwork.
Paperwork and other accounting controls are necessary. They minimize crime and
deceit. Threats come from inside and outside a business. Even managers and other
businesses must be held accountable. Customers shoplift. Suppliers short-ship.
Managers accept kick-backs. How can these activities be prevented?
Here are a few important accounting controls.
e Require two signatures on any cash disbursement. This guards against
misappropriation.
e Conduct surprise inventory audits. This helps to detect pilfering and falsification
of records.
e Require two managers to approve any white-backs and fraud.
e Rotate employees. Instruct them to watch for suspicious activity.
e Match all receiving reports with the general ledger. This prevents short-counts.

Vocabulary

Match the words (1-5) with the definitions (A-E).

1 _embezzle

2 _ falsification

3 ____misappropriation

4 hold accountable

5  kick-back
A to take company resources for personal use
B the act of delivering money to the wrong recipient
C a bribe that is paid in return for favorable treatment
D the act of putting false information in company records
E to require that people be responsible for their actions

Read the sentence pair. Choose where the words best fit in the blanks.
1 fraud I accounting controls
Companies can fight crime using .
_____isthe act of gaining money by deceit.
2 forgery | shoplifting
It looked like Karen's signature, but itwasa .
The store has security guards to watch for .
3 deceit | pilfering
Falsification, lying, or any other __ will get you fired.
If the inventory is short, it's possible someone was
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Listen and read the article again. What are some internal and external threats to a
business?

Listening

Listen to a conversation between two accountants. Mark the following statements as
true (T) or false (F).

1 Some employees were pilfering.

2 _The general ledger contained an error.

3 _ The receiving clerks must write new purchase orders.

Listen again and complete the conversation.

Accountant 1: | just found out we have a major problem with inventory fraud.
Accountant 2: Really? How do you know?

Accountant 1: | compared the actual inventory to what is recorded in our general
ledger. We're missing a lot of inventory.

Accountant 2: Oh, no. Do you think some of the employeesare 1 ?

Accountant 1: That 2 the problem. I think some of the suppliers have
been short-shipping.

Accountant 2: OK. What do you think we should do about it?

Accountant 1: 3 someone match every receiving report with the purchase
orders?

Accountant 2: That's a good idea. And we can also have the receiving4 ~ of
any shipments that are short of product.

Accountant 1: That5  tome. I'llwritea6 ___  about the purchase orders.
Accountant 2: All right. I'll 7 with the receiving clerks.

Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

| just found out we have a major problem with ...

Do you think some employees are ... ?

That doesn't seem to be the problem.

Student A: You are an accountant. Talk to Student B about:

* fraud

 who is committing it

* how to stop it

Student B: You are an accountant. Answer Student A's questions.

Writing
Use the conversation to complete the memo.

MEMO
RE: preventing fraud
Here are some steps that we want everyone to take to prevent fraud.
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8.5 AUDITING
Get ready!
Before you read the passage, talk about these questions.
1 Why do businesses get audited?
2 What are some of the problems that show up in audits?

Reading
Read this letter. Then, choose the correct answers.
1 What is the passage mainly about?
A the results of an audit
B how to make material adjustments
C the results of a meeting with the COO.
D problems with Thomas and Riley's books
2 What did Endless Magic's salespeople do?
A They made a clerical error.
B They falsified sales information.
C They made material adjustments.
D They showed professional skepticism.
3 What did the company do when it purchased new equipment?
A It depreciated the equipment.
B It capitalized its old equipment.
C It wrote off the purchase as an expense.
D It got advice from a government employee.

FROM: Patrick Stevens, Auditor, Thomas and Riley LLP

TO: Jack Riley, Thomas and Riley LLP

Mr. Riley,

| have completed my audit of Endless Magic Toy Company. Unfortunately, | cannot
give a clean opinion of this company without material adjustments to the financial
statements. | found a few anomalous entries in its books that should be attended to.
First, 1 noticed that the reported sales figures do not match the actual revenue. At
first, 1 thought it could have been a simple clerical error. But then | recalled
something | had read earlier about bonuses for sales people. Sure enough, it appears
the sales people reported erroneous sales figures - sales that won't actually occur
until next quarter. | believe they did this in order to surpass the bonus cutoff point.
The second impropriety that | found had to do with some new manufacturing
equipment. As you know, these assets should have been capitalized and depreciated
over their useful life. But someone chose to write the entire purchase price off as an
expense. Any government tax department employee would see this immediately
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in an audit.

| am surprised by the lack of professional skepticism on the part of Endless Magic
Toy Company's internal auditor. | have a meeting with the Chief Operating Officer
tomorrow, and | plan to discuss these issues with her.

Regards,

Patrick Stevens

Vocabulary
Match the words (1-5) with the definitions (A-E).
1 _anomalous
2 _ cutoff point
3 _ chief operating officer
4 impropriety
5 _ professional skepticism
A a corporate executive in charge of operations
B the level that must be reached to receive some reward
C the critical attitude an auditor must have
D any activity that is unethical
E out of the ordinary

Fill in the blanks with the correct words and phrases from the word bank.

clean opinion clerical error erroneous capitalized material adjustments
1 It wasn't a deliberate falsification, just a(n)
2 Depreciable assets should be

3 The auditor gave the company a(n) because of its accurate
records.

4 Ben was fired for recording sales figures.

5 They made to correct the incorrect entries.

Listen and read the letter again. What was the auditor surprised by?

Listening

Listen to a conversation between an auditor and a COO. Mark the following
statements as true (T) or false (F).

1 _ The woman capitalized her company's new machines.

2 _ The salespeople lied about reaching the cutoff point.

3 _ The woman doesn't want to follow GAAP.

Listen again and complete the conversation.

Auditor: Well, there are a few things we need to discuss.
CO0O:0OK. 1

Auditor: First of all, there seems to be a problem with the sales
people 2
COO: Wow. Are you sure about that?
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Auditor: Yes, completely sure. 3 actual revenue to the sales

reports.

COO: Why would they do that?

Auditor: Well, it looks to me like they were 4 thatthey5
COO: I'm definitely going to 6 . What else do we need to
discuss?

Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

I'm listening.

First of all, there seems to be ...

I'm definitely going to ...

Student A: You are a COO of a company that just got audited. Talk to Student B
about:

* results of the audit

« false sales reports any activity that is unethical

Student 8: You are an auditor. Answer Student A's questions.

Writing

You are an accountant. Use the letter and the conversation to write a brief letter to
one of the company's executives about an audit that you performed. Talk about:

« whether or not you can give a clean opinion

* anomalous entries
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UNIT 9 TAXATION
9.1 TAXES
Get Ready!
Before you read the passage, talk about these questions.
1 What are some different types of taxes?
2 How do accountants help with taxes?

Reading

Read the advertisement from an accounting firm. Then, mark the following statements
as true (T) or false (F).

1 _ The firm works with both individuals and corporations.

2 _ The company does not fill out tax forms.

3 _ There is an additional fee for filing with the IRS.

That's the promise of Calvin Dean and Associated. We specialize in tax accounting.
Our experienced accountants help you with all your tax accounting needs.

» Corporate tax

* Sales tax

* Property tax

* EXcise tax

* Inheritance tax

* Value-added tax

In addition to individual and corporate accounting, we also offer income tax
preparation services.

We assist you in. filling out your tax forms. Then we will file them with IRS at no
additional charge.

Call today to make an appointment.

Vocabulary

Match the words (1-5) with the definitions (A-E).

1 _ corporate tax

2 _ property tax

3 file

4 sales tax

5 _ inheritance tax
A money that businesses pay to a government
B money that is paid to a government after a person dies
C a fee that local governments charge owners of real estate
D a fee that governments charge when goods are sold
E to submit documents to a government agency

Fill in the blanks with the correct words and phrases from the word bank.
value-added tax IRS excise tax  specialize tax forms
1 In addition to paying taxes, people also have to file
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2 The Is the U.S. agency in charge of taxation.

3 Accountants sometimes In a certain type of accounting.
4 is a fee for producing products like fuel and tobacco.
5 Is charged at each step in the manufacturing process.

Listen and read the advertisement again. Which area is Calvin Dean and Associates
dedicated to?

Listening
Listen to a conversation between an accountant and her client. Choose the correct
answers.
1 What is the dialogue mostly about?
A selling materials
B increasing sales tax
C describing new taxes
D explaining a type of tax
2 Value-added tax
A adds value to products
B was replaced by sales tax
C has not been adopted in the USA
D is applied when final products are sold

Listen again and complete the conversation.
Accountant: How are you today, Mr. Jackson?

Client: I'm good. Could you1l _ something for me?
Accountant: Sure. What is it?
Client: Well, | 2 what value-added tax is. Accountant: It's like sales tax.

When a company sells 3 or parts to another, they pay a tax. Client: So, does that 4
my company?

Accountant: No. You only 5 in the United States, which hasn't adopted a

value-added tax yet.

Client: Oh, | see. So that's not something I need 6

Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

Could you clarify something for me?

| have no idea what ... is.

It's ...

Student A: You are talking to an accountant. Talk to Student B about:
* value-added tax

* how it works

« if it applies to you

Student B: You are an accountant. Answer Student A's questions.

122



Writing
Use the conversation to fill out the email. Make up a name for the accountant.

FROM: ponald Benton, Manager

ded 1ax i
[E: value- -ad | -
yalue- -added yax? Does it apply
What is
DB
Uep.lﬂ N:cuuntani
FROM: ——

M[ Bent{}n —__—._'_/_'_J_/_l_’_,—o—'—

"Jaiue added tax 15

Ggrmal'l‘:f

9.2 VIABILITY
Get ready!
Before you read the passage, talk about these questions.
1 Why might one company buy out another?
2 How can a company decide whether a buyout will be profitable?

As of September 30th, 2011
Assets Liabilities
Cash 3,000 Accounts
Payable 20,000
Acco_unts
Receivable 2,000 Debts 60.000
Inventory 50,000 Total
Liabilities 80,000
Fixed .
Assets 45,000 Owner’s
Equity
Total Equity 20.000
Zotal Total
ssets 100,000 Liabilities
; and Equity 100,000

Get ready!

Before you read the passage, talk about these questions.

1 What things do companies buy and lease?

2 How can a company decide whether to buy or lease a particular item?

Reading
Read these emails. Then, mark the following statements as true (T) or false (F).
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1 _ Valerie is looking for the funding for the buyout.
2 _ Derek disapproves of Valerie's plan.
3 _ Strong competitive forces already exist in San Gabriel.

From: Valery Harris, Head of Acquisition Department, Kyle and Long Enterprises
To: Derek Chapmen, CPA, Kyle and Long Enterprises

Derek,

I'd like to get your opinion on the viability of a potential buyout I've been working
on. It's a medium-sized manufacturing plant located on the island of San Gabriel.
We've already raised the capital. One of our regional managers has a great deal of
local knowledge, as he is the son of San Gabriel immigrants. He'll be participating in
this acquisition in an advisory capacity. I've attached some of the current owner's
financial statements for you to review.

Thank you for your help.

Best wishes, Valerie

From: Derek Chapmen, CPA, Kyle and Long Enterprises

To: Valery Harris, Head of Acquisition Department, Kyle and Long Enterprises

Hi, Valery. Unfortunately, cant approve of this venture. I’'m concerned that political
instability in San Gabriel would cause problems with the supply and distribution
channels. We simply can't take that risk.

The second issue I'd like to point out to you is that the current owner' inventory level
Is astronomical compared to cash and accounts receivable. It looks like the owner
has produced a great deal of inventory and is having trouble selling it.

Thirdly, and finally, are you aware of the fact that one of major competitor just built a
similar plant just forty kilometers to the east? In light of risk I mentioned above
combine with this powerful regional competitor, I simply don’t think it would be cost
effective to proceed with this acquisition.

Respectfully Derek Chapman

Vocabulary
Match the words (1-5) with the definitions (A-E).
1 _ viability
2 _buyout
3 plant
4 raise capital
5 _local knowledge
A the act of purchasing a company
B a building used to manufacture something
C to gather money
D familiarity with a particular region
E the ability to succeed

Fill in the blanks with the correct words and phrases from the word bank.

124



advisory  astronomical supply and distribution channels  venture
cost effective

1 The company is raising capital for a new :

2 Carter is a consultant. He is often hired for positions.

3 The CPAs are analyzing whether the investment will be

4 By expanding __,acompany can deliver products to more customers.
5 The company's struggles to pay its bills because its debt is

Listen and read the emails again. What has recently happened close to the factory
Valerie proposes to buy?

Listening
Listen to a conversation between a CPA and an executive. Choose the correct
answers.
1 What is the dialogue mostly about?

A the viability of a venture

B the company's responsibilities

C the viability of a local government

D the analysis of management techniques
2 What is the woman likely to do?

A go ahead with the buyout

B talk to government officials

C think more about the venture

D ask for another CPA's opinion

Listen again and complete the conversation.

HAD: Well, no. Honestly, I think you were 1 in your analysis.
CPA: Really? Um, what did you disagree with?

HAD: Well, 1 2 you think political instability would affect our
business.

CPA: Hmm ... well, sometimes corporations think if they 3 politics
won't affect them.

HAD: That's 4 . | mean, we aren't going to make any political
statements.

CPA: But the thing is, if 5 it could end up blocking supply and

distribution channels.

HAD: OK, I see your point, but I'm not sure | agree.

CPA:. OK. 6 even if I'm wrong about the politics, there's still a
problem with debt to equity.

Speaking

With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

| think you were too conservative ...
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What did you disagree with?

| don't understand why you think ...

Student A: You are the head of an acquisitions department. Talk to Student B about:
* a potential buyout

* political instability

« the viability of the business

Student B: You are a CPA. Answer Student A's questions.

Writing

You are CPA. Use the emails and the conversation to write a brief letter to the head
of acquisitions explaining why you do not recommend going ahead with a buyout.
Talk about:

* political conditions

* supply and distribution channels

» financial figures-debt, inventory, etc.

9.3 BUY OR LEASE?
Get ready!
Before you read the passage, talk about these questions.
1 What things do companies buy and lease?
2 How can a company decide whether to buy or lease a particular item?

Reading
Read this article in a business magazine. Then mark the following statements as true
(T) or false (F).
1 Lessors often require a 25% down-payment.
2 The total cost of a lease is usually greater than the asset's value.
3 - Buying is a good way to get tax benefits through depreciation.

Buy or lease?
Periodically, every business needs new equipment or facilities. Very few have
sufficient resources at their disposal to buy these items outright. There are typically
only two options: finance the purchase or lease instead. How can you decide which
option will be more profitable?
First, you should understand what a lease is and how it works. Basically, a lease is an
agreement in which an owner, or lessor, allows someone else, a lessee, to use their
equipment or property. In exchange, the lessee agrees to pay the lessor some agreed
upon amount of money, usually more than the actual value of the property.
There are certain advantages to leasing. The most obvious is the fact that there is no
down-payment. If you decide instead to purchase property, you will have to finance
it. Financiers often require down-payments of 25% or more. Additionally, leases
offer some protection against equipment obsolescence. If something becomes
obsolete, you can simply stop leasing it. However, keep in mind that most leases
have penalties for early termination.
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Leasing also carries certain disadvantages. Although you have use of the property
through most of its useful life, you lose its economic value at the end of the lease
term. Furthermore, you can sometimes get greater tax benefits through depreciation
if you buy instead of lease. You have to run the numbers to find out for sure.

Vocabulary

Match the words (1-5) with the definitions (A-E).

1 finance 3 useful hfe

2 lease 4 early termination

5 down-payme
A an agreement in which one person pays to borrow another property
B the act of ending a lease prematurely.
C to borrow money in order to purchase something
D the length of time in which an item can be use

Read the sentence pairs. Choose where the words best fit in the blanks.
1 financier / lease term
Payments will be made in monthly increments throughout the

The  requires a 20% down-payment.

2 lessee / economic value
The agrees to return the property in good condition.
Most products retain ____ even at the end of their useful lives.

3 run the numbers / lessor
to see which deal would be better.
The retains ownership throughout the lease term.

Listen and read the article again. What are the disadvantages of leasing something?

Listening
Listen to a conversation between an accountant and his client. Choose the correct
answers.
1 What is the dialogue mostly about?
A reasons to lease or not
B how many vehicles to buy
C problems with the current lease
D why the woman needs vehicles
2 How can the woman maximize her liquidity?
A by selling fleet vehicles
B by leasing fleet vehicles
C by postponing her purchase
D by getting vehicles that last a long time

Listen again and complete the conversation.
Client: | really need to figure out 1 my cash on hand.
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Accountant: OK. So you need to have 2 ?

Client: Right. But, the thing is, | also need to make 3 fleet vehicles.
Accountant: Wow. Yeah, that 4 a lot of your cash. What about
leasing?

Client: Leasing? No, | don't want to 5 on lease payments.
Accountant: Um, well, I'm not sure you really 6 of leasing.
Speaking

With a partner, act out the roles below .Then switch roles.

USE LANGUAGE SUCH AS:

| really need to figure out

how to ...

So you need to have more ... ?

But the thing is, | also need to ...

Student A: You need to make a purchase but also maximize liquidity. Talk to Student
B about:

« whether you should buy or lease

Student B: You are an accountant. Answer Student A's questions.

Writing

You are an accountant. Use the article and the conversation to write a brief email to
you client recommending that he or she buy/lease new vehicles. Explain why. Talk
about:

« advantages and disadvantages of buying

» advantages and disadvantages of leasing

9.4 TAX HAVENS
Get ready!
Before you read the passage, talk about these questions.
1. Do businesses and people pay higher taxes as they make higher profits in your
country?
2. How can companies avoid paying taxes?

Reading

Read this advertisement. Then, mark the following statements as true (T) or false (F).
1 _ The Free Capital Association approves of progressive taxation.

2 _ Businesses that move to Haven Island will have to pay a flat tax.

3 _Haven Island's government created the Free Capital Association.

Haven on Earth: he Best Place in the World to Move Your Do you Business!
Hundreds of people are convicted of tax evasion every year. Don't let it happen to
you! Move your business to a place where it won't be punished for making a profit!
Haven Island is the perfect location from which to operate your business without fear
of unfair tax avoidance laws. Our government refuses to levy any excessive taxes.
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We won't impose extra fees on your business simply for being successful.
Furthermore, we offer huge tax breaks to existing firms that wish to relocate here.
But that's not all...

Do you live in a country with multiple tax brackets? Many people call such tax
policies "progressive taxation" but we call it WRONG! That's why Haven Island has
adopted a flat tax for all businesses and individuals. But wait; there's more ...

Do you prefer to stay in another country, but still want to invest in the prosperity that
Is Haven Island? Many countries impose fees or taxes on funds invested in a foreign
country. That's why our biggest business association, The Free Capital Association,
has decided to help promote investment by foreign firms. It has offered to pay at
least 50% of your fees and taxes when you invest in a Haven Island company.

Vocabulary
Match the words (1-5) with the definitions (A-E).
1 promote
2 _taxevasion
3 _levy
4 business association
5 _tax breaks
A to encourage or stimulate
B to impose something
C the act of avoiding paying money that is owed to a government
D a voluntary union of companies
E discounts that are designed to encourage certain behaviors

Fill in the blanks with the correct words and phrases from the word bank.

tax avoidance flat tax progressive taxation tax bracket impose
1 Inanobviouscaseof |, the CEO moved the company overseas.

2 Somecountries  few taxes as a way to promote business.

3 With citizens pay incrementally more as their income increases.

4 A charges all tax payers at the same rate.

5 Harris paid more in taxes than Judy since he was in a higher

Listen and read the advertisement again. What incentive exists to invest in a company
on Haven Island?

Listening
Listen to a conversation between two accountants. Choose the correct answers.
1 What is the dialogue mostly about?
A implementing new tax laws
B increasing regional revenue
C an opportunity to pay less in taxes
D a law that gives tax breaks in the UK
2 What ethical concern does the man mention?
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A paying no tax on revenue

B paying extremely low wages

C abandoning the local workforce

D giving tax breaks to only certain businesses

Listen again and complete the conversation.
Accountant 1: Yeabh, it looks like the government of Haven Island is 1

that.
Accountant 2: Good for them. 2 do they have?
Accountant 1: Well, 3 they also offer tax breaks to businesses
that move there.
Accountant 2: Wow. 4 move there.
Accountant 1: |15 the same thing.

Accountant 2: But, you know, I'm not sure that would be ethical.

Accountant 1: Why would it not be ethical?

Accountant 2: Well, there's 6 that all our customers would still
be here in the UK.

Speaking

With a partner, act out the roles below. Then switch roles.
USE LANGUAGE SUCH AS:

What other policies do they have?

They also offer ...

Why would it not ... ?

Student A: You are an accountant. Talk to Student B about:
« a country with favorable tax policies

» whether or not to move your business to that country

» whether or not it would be ethical to take advantage of the
country's tax policies

Student B: You are an accountant. Answer Student A's questions.

Writing

You are an accountant. Use the advertisement and the conversation to write an email
to a coworker explaining why you think you should/should not move your business to
Haven Island. Talk about:

* flat taxes

* tax breaks

* ethics

9.5 TAX ACCOUNTING
Get ready!
Before you read the passage, talk about these questions.
1 How do tax accounting firms find clients?
2 What are some selling points to mention when advertising an accounting firm?
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Reading

Read this promotional literature for a tax accounting firm. Then, mark the following
statements as true (T) or false (F).

1 _ Brandon Hicks and Associates doesn't contract out any of its work.

2 _ The board of accountancy created a tax review process used by the firm.

3 _ Tax accountants need at least five years' experience to work at the firm.

Filling out tax forms is tedious and often confusing. Why not let our experience and
expertise work for you?

At Brandon Hicks and Associates, we know how important it is to prepare your taxes
quickly, efficiently, and correctly. All of our CPAs have a minimum of five years'
experience in individual and business tax accounting. But don't take our word for it.
We highly recommend that you check with the board of accountancy to verify the
status of our CPAs.

Not only will you benefit from our years of knowledge and experience, but you can
also rest assured that you won't pay more than you have to. No matter how complex
your situation, we guarantee to maximize your savings. All of our work is done in-
house - nothing is outsourced. In addition, we have a proven review process. Every
completed tax form is evaluated by a senior accountant before filing.

As important as accuracy is, we understand that privacy and security are equally
important. And of course, we'll never share your personal information with third
parties. Our privacy policy is among the strictest in the business. Your information
will not be shared with anyone except our quality assurance personnel.

Vocabulary

Match the words (1-5) with the definitions (A-E).

1 _ third party

2 _expertise

3 _evaluate

4 _ board of accountancy

5 _quality assurance
A a great amount of knowledge and experience
B a governing body that verifies CPA credentials
C adivision of employees that monitor a company's performance
D someone other than the two principal parties in an agreement
E to test or perform an assessment of something

Fill in the blanks with the correct words and phrases from the word bank.
review process in-house  tedious outsource privacy policy

Doing repetitious paperwork can be very

Accounting firms should have a ___ to ensure accuracy.

A informs clients how their personal information will be handled.

Many companies certain jobs to save money.

Some firms don't outsource; they perform all work

1
2
3
4
5
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Listen and read the promotional literature again. Who checks completed tax forms
for accuracy?

Listening
Listen to a conversation between an accountant and a potential client. Choose the
correct answers.
1 What is the dialogue mostly about?
A why the firm outsources
B changing an appointment
C correcting the woman's records
D a company's operational procedures
2 What did the woman's previous accountant do?
A went out of business
B made an error on her taxes
C failed to renew his credentials
D shared her personal information

Listen again and complete the conversation.

Accountant: That's correct. And you would be able to 1 to the CPA
working on your file .

Caller: OK. 2 ? | think my old accountant got my name on some
mailing list.

Accountant: Well, you definitely don't have to worry about that with us. We 3
______with third parties.

Caller: Is there a way | could 4 of your CPAs?

Accountant: Yes, ma'am. In fact we encourage it. All you have to do is check with
the accountancy board.

Caller: OK. It's just that I'm in a really 5 right now.

Accountant: | understand. | guarantee we can handle it.

Caller: Well, I think I'd like to 6

Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

What about privacy?

Is there away I could ... ?

| guarantee we can ...

Student A: You are calling an accounting firm. Talk to Student B about:
* the firm's privacy policy

* how to verify the status of the firm's CPA's

Student B: You are an accountant. Answer Student A's questions.

Writing
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You are a potential client. Use the promotional literature and the conversation to
write

notes about the accounting firm. Talk about:

* services the firm provides

» the firm's privacy policy

 the CPASs' credentials and experience

» whether or not the firm outsources
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UNIT 10 FUTURE OF ACCOUNTING
10.1 THE FUTURE OF ACCOUNTING
Get ready!
Before you read the passage, talk about these questions.
1 What are some of the traditional jobs that accountants have worked?
2 What jobs will accountants do in the future?

Reading

Read this article in an accounting journal. Then, mark the following statements as
true (T) or false (F).

1 _ There is a growing demand for accountants to check the work of auditors.

2 _ Accountants are required to work very strict schedules.

3 _ Accountants help attorneys and other professionals in the legal field.

American Accounting Journal - Issue 19, 20th Edition -Page 42
THE FUTURE of ACCOUNTING

Traditionally, accounting has been a relatively narrow profession. There were only a
few potential career paths. Accountants generally worked in public practice for
accounting firms, or as financial record-keepers in private businesses. But societal
and economic changes are bringing new opportunities.
Many countries in the world have transitioned from manufacturing and production to
a service-based economy. This shift is opening the doors to a variety of new
opportunities. In addition to the traditional attest services accountants perform (such
as audit opinions), accountants will be in greater demand in the following areas:
» Strategic Planning
*Mergers
* Acquisitions
e Litigation Support
* Financial Services/Investments
 Audit Fraud
* Risk Assessment
* Electronic Commerce
In addition to the broadening applications of accounting skills, the day-to-day
working conditions are evolving as well. Technological advancements, particularly
communications, allow accountants a great deal of flex time and flex location.
In conclusion, the prospects are bright. The opportunities are expanding. The
working conditions are becoming more favorable. There is even a growing perception
of accountants as business partners, rather than back-office bean counters. Indeed,
numbers are the language of business; and no one is more fluent in that language than
accountants.

Vocabulary
Match the words (1-6) with the definitions (A-F).
1 _ merger
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2 _acquisition

3 _flextime

4 flex location

5 attest services

6 _litigation support
A tasks in which accountants offer their professional opinion
B ajoining of companies
C atakeover of one company by another
D the ability to work anywhere
E accounting services within the legal profession
F the ability to work any schedule

Fill in the blanks with the correct words and phrases from the word bank.

public practice  service-based economy audit opinion risk assessment

electronic commerce

1 Before moving ahead with the merger, have a CPA perform a(n)
2 The accountant reviewed all the books and is ready to give her
3 Ina(n) knowledge is the most important asset an individual can have.
4 Most accountants still work in _____jobs like tax preparation.
5 The Internet has created a whole new market of

Listen and read the article again. What has brought new opportunities for
accountants?

Listening
Listen to a conversation between two accountants. Choose the correct answers.
1 What is the dialogue mostly about?
A moving the office overseas
B new job opportunities in accounting
C problems resulting from globalization
D plans to merge with a partner company
2 How will involvement in risk assessment change the role of accountants?
A They will get promoted faster.
B They will likely earn higher bonuses.
C They will be involved in decision making.
D They will have more educational requirements.

Listen again and complete the conversation.
A2: Well, | feel that all the standardized rules will make our job tedious and boring.

Al: No, | disagree. Globalization is 1 of new opportunities for
accountants.

A2: 2 We'll still be stuck in back offices 3

Al: No, really, there are so many new career 4 to us.

A2: What kind of options?
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Al: Well, for example, a lot of companies are using accountants for things like risk
assessment.

A2: Risk assessment? So does that mean 5 in decision making?
Al: Uh-huh. I'm telling you, globalization is opening 6
A2: Wow. That's great.

Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

Globalization is opening up ...

| doubt it. We'll still be stuck in ...

No, really, there are so many ...

Student A: You are an accountant. Talk to Student B about:

« the effect of globalization on accounting

* new career opportunities for accountants

Student B: You are an accountant. Answer Student A's questions.

Writing

You are an accountant. Use the article and the conversation to write a journal entry
about your future goals as an accountant. Talk about:

* career opportunities

* your job preferences

* your career goals

10.2 GLOBALIZATION
Get ready!
Before you read the passage, talk about these questions.
1 What is globalization?
2 How does globalization affect accounting in your country?

Reading

Read this article from an accounting journal. Then, mark the following statements as
true (T) or false (F) according to the passage.

1 _ Adjusting to global standards would be difficult for large businesses

2 _Globalization may lead to the free exchange of ideas between countries.

3 _ Many businesses are already required to use the new global rules.

Should Accounting Rules Be Globalized?
by Harold Mays
The world is shrinking. Due to the worldwide trend of globalization, companies all
over the world are interacting and doing business with one another. This has led
many to suggest that there is a need for globalized standards in accounting. A few
organizations, like the International Accounting Standards Committee (IASC) and the
International Accounting Standards Board (IASB), have already begun to design
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such rules. Many businesses have voluntarily adopted these guidelines. Should these
or other rules be applied globally?

Globalized accounting rules would carry certain advantages. Since this transition is
probably inevitable, businesses must engage the global market if they wish to
maximize their prospects. Indeed, globalization allows for the free circulation of
capital as well as ideas and innovations. Furthermore, with standardized accounting,
companies would be better able to make strategic decisions within the global
economy.

However, globalization may carry certain disadvantages as well. It may be relatively
easy and profitable for large corporations to adjust to globalized standards. But the
adjustment would be more difficult for mid-sized and small businesses. They have
fewer resources than the larger companies. Changing to a new standardized
accounting system could be very costly for them. It would require new staff as well
as training for existing staff.

Vocabulary

Match the words (1-5) with the definitions (A-E).

1 _inevitable 4 mid-sized

2. _applied globally 5 _strategic decisions

3 _worldwide trend
A choices made to improve one's situation
B between large and small
C certain to happen
D used all over the world
E a pattern of behavior that happens everywhere

Fill in the blanks with the correct words and phrases:

free circulation, International Accounting Standards Committee (IASC), adopt,
globalized standards.

1 The has designed global accounting rules.

2 Many people want instead of regional rules.

3 Globalization encourages of ideas.

4 Businesses choose whether or not to new rules.

Listen and read the article again. What would be the main benefit of global
accounting rules?

Listening
Listen to a conversation between two accountants. Choose the correct answers.
1 What is the dialogue mostly about?

A training methods around the world

B global business regulations and licenses

C the cost of regulating a global economy

D advantages and disadvantages of global standards
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2 The woman thinks globalized standards will
A be implemented very quickly.
B encourage international business.
C cause growth in larger businesses.
D block the financing of small businesses.

Listen again and complete the conversation.

A 1. What? Are you kidding? It would be so much easier to work with companies
from all over the world!

A 1: Yes, you're right that it would help large companies expand. But it would hurt
smaller businesses.

A 1: I'm not sure what you mean.

A 1: Well, a new standardized accounting systemwould 1~ and
probably new employees.

A 2: Yeah, it might cost a little to 2 . SO what?

A 1. So small companies don't have as much money. 3

A2:0K. 4 .. but I still think it would be good for business. It

might take time for everyone to catch up.

A 1. Yeah, and some might never catch up.

A 2. You know, it 5 what we think anyway.

A 1. What do you mean?

A2:6 . I think it's inevitable.

Speaking

With a partner, act out the roles below. Then switch roles.

USE LANGUAGE SUCH AS:

It would be ...

It might cost a little ...

| see your point ...

Student A: You are an accountant. Talk to Student B about:

* the idea of global accounting standards

 advantages and disadvantages of global standards

Student 8: You are an accountant. Answer Student A's questions.

Writing

You are an accountant. Use the article and the conversation to write a brief letter to
the editor of an accounting journal. Talk about:

« arecent article saying globalized accounting standards are a good idea

* your opinion agreeing or disagreeing with the article

10.3. INTERNATIONAL ORGANIZATIONS
Get ready!
Before you read the passage, talk about these questions.
1 What are some examples of international organizations?
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2 What are the functions and responsibilities of those organizations?

Reading
Read this page from a business textbook. Then, complete the table using information
from the passage.
International Organizations
In the world of international business, international organizations often play
important roles. Familiarity with these organizations’ functions and
responsibilities is crucial to an understanding of global finance.

Some organizations aim to affect trade around the world. The International
Monetary Fund (IMF), located in Washington D.C., aims to promote the expansion
of international trade. The World Trade Organization (WTO) is based in Geneva,
Switzerland. Its goals are to limit trade barriers, and improve the Gross National
Product (GNP) of some member nations. The North American Free Trade
Agreement (NAFTA) is an agreement between the United States, Canada, and
Mexico. It limits trade restrictions between these countries. OPEC aims to protect
the interests of countries that produce oil. The Association of South East Asian
Nations (ASEAN) is a group of Southeast Asian nations who promote economic
development throughout their region.

The United Nations (UN) was started after World War Il. It aims to resolve
international conflicts and maintain world peace. The World Health Organization
(WHO), an agency of the UN based in Geneva, is devoted to public health. The
European Union (EU), a union of European nations, aims to ensure the free passage
of goods, people and capital throughout Europe. The Group of 20 (G20) includes
heads of many of the world's central banks.

In addition to these organizations, numerous multinational corporations add to
the complexity of the world economic scene

Organization Objectives / responsibilities
IMF 1
European Union (EU) 2
3 resolving conflicts, maintaining world
peace
4 protecting oil producing nations’ interests
Vocabulary
Match the objective/responsibility with the correct organization.
1 WTO A to ensure free movement of capital throughout Europe
2 UN B to limit international trade barriers
3 WHO C to co-ordinate efforts for public health
4 EU D to promote development in Southeast Asia
5 ASEAN E to protect the interest of countries that produce oil
6 OPEC F to maintain world peace
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Fill in the blanks with the words or phrases from the word bank.
GNP IMF NAFTA complexity Group of 20 multinational corporations

1. The of the global economy makes changes difficult to predict.
2. The of the United States is larger than its GDP.

3. eases trade between the United States, Mexico, and Canada.

4. The includes governors of several national banks.

5. Many have production sites in more than one country.

6. The Is located in Washington D.C.

Listening

Listen to a conversation between a student and a professor. Mark the following
statements as true (T) or false (F).

1. The UN has mainly financial objectives.

2. The EU was formed to create a single market in Europe.

3. The UN was responsible for creating the euro.

Listen again and complete the conversation.

Professor: In general, the UN promotes co-operation between nations. And it
tries to establish standards for things like international law, and
1 :

Student: Soits 2 involve humanitarian issues?

Professor: Among other things, yes.

Student: And what about the 3 ?

Professor: One main 4 of the EU was to establish a single
European market.

Student: What is the purpose of that?

Professor: Well, inconsistent laws from one country to the next were getting in
the way of 5 :

Student: Is that why the EU created the euro?

Professor: Creating a 6 was definitely part of developing a

single market.

Speaking

With a partner, act out the roles below. Then, switch roles.

Student A: You are a professor. Talk to Student B about:

the United Nations

the European Union

objectives and responsibilities

Student B: You are a student. Talk to Student A about two international
organizations.

Writing

Use the textbook page and the conversation to write a brief comparison between two
international organizations. Include the reasons they were formed and
responsibilities.
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TENSE FORMS OF THE VERB
Indefinite Tenses
Bubepimwv npasunvny 8ionogios.

Level 1

1.1. We ... to Odessa for our holidays last year.

a) goes b) going c) have gone d) went

1.2. People ... English all over the world.

a) speaks b) speak c) 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. l 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 c) 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 c) 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 c) 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. I have a car, but I ... it very often.

a) don't use b) do use c) 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

c) 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

c) was Tom playing d) did Tom played

1.17. The teachers didn't have dinner at the canteen, ... they?

a) did b) didn't c) 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

c) 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 I ... 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 ¢) 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. I don't want a steak. I think I ... the chicken.

a) will have had b) have c) am having d) shall have
2.13. | remember when | ... 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 c) 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.
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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

c) began, founded d) was beginning, have founded

3.3. We must go now. The play ... in half an hour.

a) starts b) is starting

c) 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 c¢) would get d) will get
3.9. “Do you often go on holiday?" No, it's five years since | ... on holiday.

a) have gone b) went ¢) 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 1 ... very early just to see the sun come up.
a)getup b) have got up c) 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
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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 c) turned d) is turning
3.16. He told me that he ... it to my husband, unless I ... him a certain
document.

a) will show, gave b) would show, gave

c¢) 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

c) 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

c) wished, would go d) wish, would go

Busnaume npasunvnuii 6apianm nepekiaoy.

1. I was glad to find my lost book under the table.

a) 5l 3pajiB, KOJIM 51 3HAUIIIOB CBOIO YIIFOOJICHY KHUKKY IT1] CTOJIOM.

b) 51 6yB macauBwHii Bij TOTO, IO 3HAMIIIOB MO0 JTy’Ke MOTPIOHY KHUXKKY Ha CTOJII.
C) S 3paniB, KOJIM 3HAUIIIOB CBOIO 3ary0JICHY KHUYKKY ITiJT CTOJIOM.

d) MeHi paiicHO 3HalWTH CBOIO KHUXKKY /I CTOJIOM.

2. He doesn't often write sentences on the blackboard.
a) Bin He yacTo nuile peyeHHs Ha JTOIIIIII.

b) Bin yacTo He mMcaB peYeHHS Ha JOIIIII.

C) BiH 3aBau He MuIle peueHHs Ha JOIIII.

d) Bin He 3aBXkI1 MKHCaB PEUCHHS HA JIOIIII.

3. Many birds fly to the south in autumn.

a) baraTo nraxiB BiIJICTIJIM HA IMiBACHL BOCCHH.
b) Bararto nraxiB BifJIiTalOTh HA MiBICHL BOCEHHU.
) baraTo nmraxiB BiAJIETATH Ha MiBJACHb BOCCHH.
d) Bararo nraxiB Bi/UIeTiJIM HA MiBHIY BOCCHH.

4. Her father teaches History at our school.
a) Moro 6aTtbKo BUKJIaJa€ ICTOPIIO B HAIIIIM IIKOJTI.
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b) Ii 6aTbko BHKIIaAaB ICTOPIIO B HAIIIIK IITKOJII.
c) i 6aTpko BUKIIaAaTHME ICTOPIIO B HAIIIH IIKOJTI.
d) Ii 6aTbKko0 BHKIIaJa€ ICTOPIFO B HAIIIN IIIKOJII.

5. They spend their holidays in the country.
a) BoHu mpoBoIATE CBOi KaHIKYJIH B CEJIi.

b) Bonu mpoBosATH CBOI KaHIKyJIM B il KpaiHi.
C) Bonu mpoBoiniM CBOT KaHIKYJIH B CEJIi.

d) Bonu npoBemnu cBOT KaHIKYJIH 32 MiCTOM.

6. He does read English books in the original.

a) Bin, MOXXIMBO, UMTA€E aHTIIIMCHKI KHUTH B OpUTTHAI.
b) Bin unTae aHMIHCHKI KHUTH B OpUTIHAIII.

C) Bin Taku ynTa€e aHTIIIWCHKI KHUTH B OpUTIHAITI.

d) Bin He ynTa€e aHTIIHCHKI KHUTH B OpUTIHAIII.

7. She was happy to find the necessary dictionary in the language room.

a) Bona Oyna njaciuBa 3 TOro, 1o 3HaiIuia noTpiOHUM i CIIOBHUK y KaOIHETI MOBH.
b) Bona Oyina miaciauBa, KOJIM 3HAHIIIA CJIOBHHUK y KaOIHETI MOBH.

) BoHa 3pajina, Koju 3HakIIIa TOTPIOHKI CIIOBHUK y 010TiOTeIN.

d) Bona Oyna pajia 3HalTH 1Ieii CIOBHUK y KaOiHETI.

8. I was afraid you misunderstood my proposal.

a) S Gosacs, 10 BH HEMTPABWIIBHO PO3yMIETE MOIO TIPOTIO3HIIITO.
b) 51 Gorock, 110 BH HEMPABUIHHO 3PO3YMIIH MO0 IPOIO3HIIIIO.

C) 51 Gosimacs, 1110 BM HEMPABUIIBHO 3PO3yMLTH MO0 TPOTO3HUIIIFO.
d) A Gosnacs, 10 BU HEMPABUIILHO 3pO3yMUIHA O MOIO MTPOITO3HILIFO.

9. We all agree that it is better late than never.

a) Mu Bci 3rofiHi, 110 Kpallie Mi3HOo, HI’K HIKOJIH.

b) Mu Bci Oyim 3rojHi, IO Kparie Mi3HO, HiXK HIKOJIH.
C) Mu morouimch, 1o Kparie mi3Himie, Hik HiKOJIH.
d) Mu BBaXkasu, 1110 KpaIie Mi3HO, HiXK HIKOJIH.

10. Foreign language clubs give a lot for developing the general outlook of our
pupils.

a) Kity6 iHO3eMHOT MOBH CTIpUsi€ PO3BUTKY CBITOTJISITY YUHIB.

b) YuHi po3BHBatOTh CBil 3arajgbHUN CBITOTIIA Y KIIyOax iIHO3EMHHX MOB.

c) KiyOu iHO3eMHOI MOBM YMMAajO JArOTh JJIsl PO3BUTKY 3araJibHOTO CBITOTJISIY
HaIIUX y4YHIB.

d) KityOu iHO3eMHOi MOBH JJOTIOMAraroTh PO3BUBATH KPYTO3ip HAIIMX YYHIB.

11. The delegation arrived in London yesterday at dawn.
a) [leneramis npuOyna 1o JIonmoHa chOroaH1 BpaHIii.
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b) denerariis BinOyma g0 JIoHg0HA BYOpa HA CBITAHKY.
¢) Heneramis npuOyina qo JlonmoHa Buopa BBeuepi.
d) enerariist npuOy:a 1o JIongoHa BUOpa Ha CBITaHKY.

12. He found the book very interesting.
a) Bin 3HalioB myXxe 1ikaBy KHUTY.

b) Bin BBaxkaB, 110 KHHUTa JQyXe IiKaBa.
c) Kuura fiomy He criofio0aach.

d) Biu 3aryouB ay:»xe LiKaBy KHHTY.

13. I'll be most interested to meet the teachers and to discuss their plans.
a) Meni OyJe ay’ke IIKaBO 3yCTPITUCSA 3 YUUTEIISIMHU i OOTOBOPUTH iXHI1 IIJIaHHU.
b) MeHi Oys10 6 HiKaBO MOOAYUTH YUUTEIIB Ta OOTOBOPUTH IXHI IJIAHH.

C) MeHe myske IIKaBUTh 3yCTPIiY 3 YUUTEIIMHU Ta OOTOBOPEHHS IXHIX IUIAHIB.
d) HaiiGiipIr 1iikaBuM JUTIsl MEHE € MeperJisl IUIaHIB YYUTEIIB.

14. 1 shall help you to plant trees next week.

a) S monmomoxxy Bam caautu nepeBa HaCTYITHOTO THXKHSL.

b) 51 monomorna Bam caguTu gepeBa HACTYITHOTO THXKHSL.

C) S nonomoria 6 ToOi CaUTH IepeBa HACTYITHOTO THXKHSI.
d) 51 3MOXKy JOTIOMOI'TH CaJUTH JIepeBa HACTYITHOTO THIKHSI.

15. There will be a lot of people at the meeting today.
a) CporojiHi Ha 300pax Oyjie 6araTo JIrocH.

b) Croroani Ha 300pax Oy/e Majo JItOICH.

c) CporoaHi Ha 300pax Oys10 OaraTo JIFOICH.

d) Croronni Ha 300pax He Oyze 6araro Jioek.

16. I'm going to work at school after | graduate from the university.
a) 5l 30uparocs NpalroBaTh y MIKOJ1 MICIS TOr0, K 3aKIHYY YHIBEPCHUTET.
b) 51 moimy mpairoBaTé B KO MICHIS TOTO, SIK 3aKiHYY YHIBEPCHUTET.

C) S mparroBaTUMy B IIKOJI MICIsI TOTO, SIK 3aKiHUY YHIBEPCHUTET.

d) S He mparroBaTUMY B IIKOJI IC)IS 3aKIHUCHHS YHIBEPCUTETY .

17. I shan't be angry with you if you don't visit this museum.

a) 51 He po3cepKyCh Ha Bac, SIKIIO BU HE BIJBITAETE IIEH My3eil.

b) 51 He po3cepmKych Ha Bac, AKIIO BU BiJBIIAETE 1ICH My3ei.

C) 51 He po3cepauiacs 6 Ha Bac, SKOU BU HE BIJBIAaIH 1€l My3eid.

d) 51 He po3cepKych Ha Bac 3a YMOBH, 110 BU BiJ[Bia€Te 1el My3ei.

18. He was sure his friend would make much progress in English.

a) Bin yneBHeHMi, 1110 HOTO JIPYT JOCSTHE 3HAYHOTO YCHIXY Y BUBYEHHI aHIIIMCHKOT
MOBH.

b) Bin yneBHeHUit y TOMY, 1110 HOTO JPYT YCIIIIHO OBOJIOJIIB MOBOIO.
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C) Bim OyB ymneBHEHHi, IO HOro Apyr MOCATHE 3HAYHOIO YCIIXY Y BHBUYEHHI
aHTJIHCHKOT MOBH.

d) Bin OyB ymeBHEHHH, [0 HOro APYT JOCSATHE NMPOTpPecy Yy BUBUYCHHI aHTIIIHCHKOI
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 MOBIJIOMHUB, IO TIPHije BIABIIATH HAC, SAKIIO YCIIIITHO CKJIaIe
ICIIUTH.

b) V cBoemy auCTI BiH MOBigOMSIE, 10 MPHUiAC BiABIIATH HAC, SKIIO YCIIIIHO CKIIAIe
ICIIUTH.

C) Y cBOEMy JIMCTI BiH MOBIJOMIISE, II0 XOYE BIJBIAATH HAC, SKIIO YCIIIIHO CKJIaae
ICIIUTH.

d) YV cBoemy nHcCTi BiH MOBIIOMHTbH, IO XOTIB OM BIiABIZATH HAC, SAKIIO YCIIIIHO
CKJIaJI€ 1ICOUTH.

20. | sometimes go to the skating-rink, though | am a bad skater.
a) S 3aBKIM XOJI)Ky Ha KaTOK, X04a s [IOTaHUH KOB3aHSIP.

b) S iHoAl X0/)KY Ha KaTOK, X04a s TOTaHUH KOB3aHsP.

C) S BiBIAYIO KaTOK, XO4Ya 5T TOTAaHUH KOB3aHSP.

d) 5 iHoxi XOMKy Ha KaTOK, aJjie s IOraHui KOB3aHsIp.

21. She is so fond of playing the piano that she spends nearly all her free time
playing it.

a) BoHa Tak m100WTH TpaTH Ha MiaHIHO, 11O MPOBOAUTH MaiyKe BECh BIJIBHHUU Yac 3a
HUM.

b) Bona Tak rpae Ha miaHiHO, IO MPOBOMTH Mai>ke BECh BUILHHI Yac 32 HUM.

C) Bona Tak yiroOmiia rpatv Ha MiaHiHO, IO MPOBOJWIIA MaikKe BECh BUIBHHM Yac 3a
HUM.

d) Bona mo0uTh rpaTH Ha MiaHIHO 1 IPOBOIUTH MaiKe BeCh BUIBHUH Yac 3a HUM.

22. Bin 3anuTaB, YM Moijle BOHA BJITKY Ha y30epesksKsi.
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. SIKIIo 1 He 3ami3HIOCS, MM 3aCTAaHEMO HOro BoOMa.
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 moroaa 0yae rapHoro, MM MiJeMo NOryJisiTu 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.

c) 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. Kosim BoHa 6yna AUTHHOIO, BOHA 3aXOILIIOBaJJIacHd cniBaMHu.
a) She did not like to sing, when she was a child.

b) She was not 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.

Continuous Tenses
Bubepimov npasunvry 8ionogios

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 c) 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 ) was got d) is getting
1.7. Why ... your coat today? It is very warm.

a) are you wearing b) do you wear

c) 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

c) had been watching d) am watching

1.16. She ... a party now.

a) has b) is having ¢) 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

c) has planted d) has been planting

1.20. Sorry. | can't stop now. | ... 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 c) 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 I ... for something else.

a) look b) have looked c) 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

c) 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. I saw Mr Jones while | ... for the bus.

a) had waited b) am waiting  ¢) 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

Cc) 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

c) 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 | said anything wrong?

a) do you look b) did you look

c) were you looking d) are you looking

2.20. 1 ... with some friends until | 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. 1 ... 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 c) 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. I ... lunch with Sam tomorrow as usual.

a) have had b) shall be having ¢) 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

c) 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

c) 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 I ... 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 npasunvuuii apianm nepexkiaoy.
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1. It was raining all day long and we had to put off our meeting.

a) YBech JIeHb 1110B JIOI, 1 MM BUMYIIICHI OyJIM BIIKJIACTH HAIITy 3yCTpid.

b) Ham moBenocst mpooBKUTH 300pH, OCKUIEKH YBECH JICHB 1III0B JOIII.

c) [Tix Beuip mom BIIyX, i MU BHPIIIAIN 3HOBY 3YCTPITHUCS.

d) Mu BupilIHIM HE BiIKJIaIaTH HAIYy 3yCTpid, OCKUIBKH JOITY BKe He OyIIo.

2. | was hurrying to the canteen when | met you.
a) fl mocmimana B ifaJIbHIO, KOJIH 3yCTpisia Bac.

b) 51 Girna B igaybHIO, KOJIM 3yCTpija Bac.

C) S ¥nuta B igaNbHIO MMiJI Yac 3yCTpidl 3 BAMH.

d) Komu s 3yctpina Bac, s mociiiiiaia B KiHOTeatTp.

3. They'll be packing tomorrow when she comes.

a) Bonu ckiagatuMmyTh pedl 3aBTpa, KOJIU BOHA MIPUI/IE.
b) Bouu 30upatuMyThCsl, KOJIM BOHA TPUIIC.

C) Bonu nmakyBaTUMyThCs, KOJIM BOHA MPHiiIe 3aBTpa.
d) Bounu nmakyBaiucs 0 3aBTpa, SKOM BOHA MPUHIILIA.

4. | was reading a difficult English book at that time.

a) Sl yuTana ckiaaHy aHIJIACHKY KHUKKY B TOM 4ac.

b) 51 unrana ckaaaHy aHTTIHCHKY KHUXKKY OJIMH pas3.

C) 51 unTaro CKJIaaHy aHTIIMHChKY KHHKKY B IICH Yac.

d) S yurana 6 ckiIaAHY aHIIIHCHKY KHIDKKY, SKOM Majia Jac.

5. Next week we'll be preparing to pass exams.

a) HactynmHoro Tv>XHS MM TOTYBaTUMEMOCS, 1100 CKJIACTU 1CTIUTH.
b) HacTynHOro THXKHS MM TOTYBaTUMEMOCS, OO MPUIMATH 1CTIUTH.
C) HaCTyrIHOFO TUXKHSA MU CKJIAAAaTUMEMO iCHI/ITI/I, CJ'IiI[ TrOTyBaTHUCH.
d) MuHyJI0TO THXKHS MH TOTYBAJIKCS, III00 CKJIACTH iCTIMTH.

6. I'll be looking through these magazines while you are enjoying the music.

a) S neperysimatuMy Ui KypHaldud B TOW 4Yac, KOJM BH HACOJOKYBaTUMETECh
MY3HKOIO.

b) 51 mepernsny 11l )KypHaIH, @ BU HACOJIOIKYBATUMETECh MY3UKOIO.

C) 51 mepernsaaro 1i )KypHaJIX B TOW Yac, KOJU BH HACOJIOKYETECh MY3HKOIO.

d) S mepernsaaro i )KypHaid, a BU HACOJIOKYETECH MY3HKOIO.

7. When we came back home her children were sleeping.
a) Ii nitu cnanm, a My MoBepHyIMCA 100MY.

b) Kosiu My moBepHeMoCh 1010MYy, 11 IiTH CIATUMYTh.

c) Koy My moBepranuce 1010My, i IITH CHIAIH.

d) Konu Mu moBepHyIUCH 10IOMY, i1 JiTH CHIAJIH.

8. Whom were you waiting for near that monument at five yesterday?
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a) Koro Bu ouikyBaiu O1Jis TOro Mam'sTHUKA O T'ATi roAMHI BUOpa?
b) Bu korochk odikyBaiu OiJist TOTO IMaM'ATHUKA BYOpa O T'ATIH TOAHHI?
c) Koro Bu odikyBaiu OiJist ITbOTO MTaM'SITHUKA BUOpa O I'ATii TOAMHI?
d) Ha koro Br yekayim OUJIS TOro My3€r0 O I'sITiii roinHI BYopa?

9. We thought that you were going to visit your friends.
a) Mu aymanu, 1o B1 30UpaeTech BIABIATH CBOIX JIPY3iB.
b) Mu aymasu, 110 Bu 30Mpanch BiABIAATH CBOIX APY3iB.
C) Mu aymainu, 1110 BH IifeTe BiBIiaTH CBOIX IPY3iB.
d) Mu aymanu, 110 BH HIIUTKA BiABIAATH CBOIX IPY3iB.

10. They are going to have a rest there.
a) Bonu ¥y, mo06 Tam BiATOYHTH.

b) Bonu 30uparoThCs TaM BiIIOYHBATH.
C) Bonu manm Hamip TaM BiJIIOYHBATH.
d) Bonu Tam BiAMIOYMBATHUMYTb.

11. Bin mo0yBaB y 0araTb0x KpaiHax i Tenep nuiie KHUTY MPo CBOI MOJA0PO:Ki.
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.

c) 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. Ko BiH 3aTesie¢onyBaB, MH 00ixaJin.
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. IoB o1, i Tii 10BeJIOCS B3SITH NMAPaCOIbKY.

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
Bubepimwv npasunviy i0nosios.

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 jJumping 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 ) JBa 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 C) IBa BapiaHTH

2.5. Changing ... became a habit with King of England Henry VIII.
a) wifes b) wives  ¢) aBa BapiaHTH

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 C) 1Ba 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 ¢) JBa BapiaHTH
2.14. The White ... of Dover are the first sight many people have of England.
a) Cliffs b) Cleaves ¢) 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 ) 1Ba BapiaHTH
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2.17. During her business trip Laura sent three ... to her director.

a) memoranda b) memorandums C) JBa 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 ) 1Ba 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 €) J1Ba BapiaHTH

2.29. Roger's pocket is empty: or he has lost all his money or ... stolen.

a) it was b) they were ¢) J1Ba BapiaHTH

2.30. ... house is very large and has 15 rooms.

a) Mr. Jones's b) Mr. Jones' ¢) JiBa BapiaHTH

2.31. The government ... to impose a new tax on gamble business next year.
a) want b) wants ¢) Z1Ba 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' c) 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 ¢) 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 C) IBa 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 ¢) JIBa BapiaHTH

2.40. Last year many rivers and their ... dried up because of the drought.

a) mouth b) mouths c) mouthes

Level 3*

3.1. ..., a familiar sight of London, were introduced in 1960 to control parking.
a) Traffic wardens b) Traffics wardens

c) 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 ¢) 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

c) laundry, shirt, suit, pajama, collar

d) laundry, shirts, suits, pajamas, collars

3.10. When | 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

c) 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

c) 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  b) 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. Helen is 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 ¢) 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) O0X 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
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ADJECTIVE
Bubepims npasunviy 8ionogios.

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. I 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  c¢) longer  d) most long

1.15. The weather is not very ... today.

a) good b) better c) 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. | think dogs are ... than cats.

a) intelligent b) more intelligent

c) the most intelligent d) the intelligentest
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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

c) 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 ¢) 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  ¢) 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 ¢) 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. It is one of ... conferences I've ever attended.

a) dull b) the dull  c) 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 c) 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 c¢) more seriously d) more serious

2.24. His head is full of ... ideas.
a) highly  b) 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  ¢) 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

c) 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. | 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. I 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.
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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 ... longest in
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. 1 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 C)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 c) 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, - c) 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 amonly ... 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 0a-,-

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  Db)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 I1.

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) a, a, a, the b) a, a4, a c) the, the, the, the d)a a a,-
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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 ) -, the, the, the d) The, the, the, the

3.26. Michael Gorbacheyv, ... 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
Bubepimv npasunvuy 6i0nosion
Level 1
1.1. | am Dbusy at the moment. | .. on the computer.
a) work b) worked
c) 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. | ... 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 ¢) 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. | ... 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. 1 ... anyone play so well in my whole life.

a) did never see b) have never seen

c) had never seen d) will never have seen

1.14. ... 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 ¢) 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 ... a lot of books when he was at school.

a) read b) have read ¢) 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  c) didn't d) isn't

Level 2

2.1.  Ithink 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 I ... the day before.

a) came b) had come c) shall come d) come

2.,5.  What ... about a moment ago?

a) were you thinking b) have you been thinking

c) 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

c) 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 ¢) have come d) was coming
2.9. This isn't my first visit to London. | ... 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 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. | 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 ¢) had been spending d) spend

2.14. He went to bed after the film ... .

a) has ended b) ends c) had ended d) would end

2.15. When the students ... the experiment, they wrote the report on it.
a) were making b) made

c) 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 c) 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 ¢) 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  c) 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

c) 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

c) had been looked d) will look

2.28. She ...the news when I 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. | ... 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. Well 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

c¢) 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 Dbefore 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 c) 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 npasunivrutl éapianm nepexiaoy.

1. I was glad to find my lost book under the table.

a) 51 3paniB, KOJIM 51 3HAWIIIOB CBOIO YITFOOJICHY KHIIKKY ITiJ] CTOJIOM.

b) S OyB macauBHit Big TOTO, IO 3HAWIIIOB MOIO JTYy’Ke MOTPIOHY KHUXKKY Ha CTOJII.
C) 4 3paniB, KOJIM 3HAKMIIIOB CBOIO 3ary0JICHY KHIMKKY ITiJI CTOJIOM.

d) MeHi paicHO 3HAMTH CBOIO KHHMIKKY ITiJT CTOJIOM.

2. He knew why she had been to Lviv several times.
a) Bin 3HaB, YoMy BOHa KijibKa pa3iB Oyia y JIbBOBI.

b) Bin 3Hae, yoMy BoHa KiJibKa pa3iB OyJia y JIbBOBI.

C) Bin 3HaB, 110 BoHa Oy1a Kijibka pa3iB y JIbBOBI.

d) Biu 3uaB, YoMy BoHa mo0OyBae Kijibka pa3iB y JIbBOBI.

3. My friend showed me which exercises he had done.
a) Miii npyr nmokas3aB MeHi, sIKi BIIpaBH BiH 3pOOHUB.

b) Miit npyr nokasaB Ou MeHi BIpaBH, sIKi BiH 3pOOUB,
¢) Miii 1pyr nmokasaB MEHi, 1110 BIIpaBU BiH 3pOOUB.

d) Miii npyr mokasaB MeHi, SIK BiH 3pOOUB BIIPaBH.

4. We didn't know he had written a new book.
a) Mu He 3HaJy, 110 BiH HAIKCaB HOBY KHIDKKY.
b) Mu He 3HaH, 110 BiH MUCAB HOBY KHUXKKY.

C) Mu He 3HaJIM, YU BiH NMHCaB HOBY KHHXKKY.

d) Mwu ue 3HaJIk, 110 HOBA KHHU’KKA HAaIlMCaHa HUM.

5. He knew that everything had been done to save the girl.

a) Bin 3HaB, 1110 BiH yce 3p00uB, 11100 ypATYBaTH 11BUHHY.

b) Bin 3HaB, mo Bce Oyie 3po0JIeHO, 00 ypATYBaTH JTiBUMHY.

C) Bin 3HaB, 110 Bce 3p00JIeHO IS TOTO, 00 YPATYBATH AIBYMHY.
d) Bin 3HaB, 1110 Bce pOOUTHCS /ISl TOTO, 00 YPATYBATH JiBUUHY.

6. | asked if my friends had been busy.

a) Sl 3anuTaB, 41 MOi Apy31 OyJH 3aiHATI.

b) 51 3amuTa, i MOT Ipy3i 3apa3 3aifHATI.

C) 51 3anuTaB Ou, SKOU MOi Apy3i OyJIK 3aiHSITI.
d) s 3anuTtaB Ou, yu MOT ApY3i OYyJIH 3AMHSATI.

7. I've read an article about our school in today's newspaper.

a) S mpoYMTao CTAaTTIO PO HAIly IIKOJIY B ChOTOIHIIIHIN ra3eri.

b) S mpounTana cTaTTIO MPO HAIIY IIKOJIY B COTOIHINIHIN Ta3eTi.

C) Sl yMuTaTUMy CTATTIO PO HAIIY IIKOJIYy B ChOTOIHIIIHIN T'a3eTi.

d) S xorina 6 MPOYUTATH CTATTIO MPO HAIIy IITKOJY B ChOTOIHIIIHIN Ta3eTi.

8. Nick has already washed his hands.
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a) Hik yxe moMuB pyku.

b) Hik MaB y»e MOMUTH pyKH.
C) Hik XOTiB y¢e IIOMUTH PYKH.
d) Hix moMuB cBOi pyKH.

9. We haven't received any letters from her lately.

a) Mu He oniepKaJii OCTaHHIM 9acOM KOJITHUX JICTIB BiJ] HEl.
b) Mu He oxeprkanu JUCTIB BiJ HEi OCTAHHIM YacoM.

C) Mu He oiep KyBaJli KOJHHX JIMCTIB BiJ HEl.

d) Mu He oaepIKaiy KOIHUX JIUCTIB Bif Hel.

10. I have known this engineer since | began to work at the plant.
a) 4 3HaB 11bOTO 1HXKEHEPA BIJATO/II, SIK T0YaB MPAIFOBATH Ha 3aBO/II.
b) £ 3Har0 1BOro iHXKEHepa BiATO/I, SK II0YaB MPALIOBATH Ha 3aBO/II.
C) 41 3HaB LBOTO IHJKEHEpPA, SIK MOYMHAB IPAILFOBATH Ha 3aBO/II.

d) 51 3HaB 11OT0 iIHXKEHEPA YIPOAOBK POOOTH Ha 3aBOJII.

11. How many new words have you learnt this month already?
a) CKUIbKY HOBHX CJIIB BU BUBYMTE B I[bOMY MICSIII1?

b) Ckinbky HOBHX CIIiB BH BJK€ BUBYWIIH B IIbOMY MICSIIi?

C) CKiJIbKH CIIiB BH BJK€ BUBUMJIHM B LIbOMY MiCsIIIi?

d) CkinbKy HOBHX CJIiB BU BUBYHTE IIbOTO MiCSIIs?

12. | have received only two letters from him since | graduated from the
Institute.

a) S orpumMaB BiJ HHOTO JIMIIIE JIBA JINCTA BIATO/I, SIK S 3aKIHYMB IHCTHUTYT.

b) S orpumaro BiJl HHOTO TITLKU JBA JMCTH MICIs 3aKIHYCHHS THCTUTYTY.

C) 51 OTpUMYIO BiJl HHOTO JIMCTH 1 3aKIHYYIO IHCTHUTYT.

d) SIkuio st oTpuMaro BiJ HHOTO JBA JIMCTH, S 3aKIHUY IHCTHTYT.

13. Yesterday we discussed the film which we had seen some days before.
a) Buopa mu o6rosoproBanu (uibM, KU NeperisiHyIM KUTbKa JIHIB TIEPe]l TUM.
b) Buopa Bci 00roBoproBaiiu GisibM, Kbl EperIIIaIv KijbKa THIB TOMY.

) Buopa mu 36upanucs 06roBopuTH GijbM, KUK TEPETsaaid nepes] THM.

d) Buopa mu 06roBoproBaiu GisibM, IKHii MU EPETIISIHYJIN TIEPET THM.

14. The pupils had translated the text before the bell rang.

a) YuHi nepexiaiy TEKCT Mepes] TUM, SK TPO3BEHIB A3BOHUK.

b) Vuni mepexnamanu TeKCT mepea A3BIHKOM.

C) YuHi nmepekaagaTuMyTh TEKCT MEPEJT TUM, K MPOJA3BEHUTH I3BOHHUK.
d) Yuni nepeknanu 6 TEKCT IMepe1 TUM, SIK IPOA3BEHUTH JI3BOHHK.

15. The girls had cleaned the room by the time their mother came back home.
a) JliByaTka nmpuOupanu B KIMHATI Mepe]] MAMUHUM [TOBEPHEHHSM JI0I0MY.
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b) [iBuaTka npuOUparTh B KIMHATI IO TOTO Yacy, K Mama J0JI0MY.
) JliBuaTtka mpuOpaay B KIMHATI IO TOTO Yacy, SK MaMma IOBEpPHYJIach 10JA0MY.
d) /liBuaTka npuOUpaau B KIMHATI IO TOTO Yacy, sIK Mama IIOBEPHYJIach 10J0MY.

16. They had built the new school by the first of September.
a) Bonu noOy1yBaiy HOBY IIKOJY /10 IEPIIOTO BEPECHS.

b) Bonu moOymyfoTh HOBY HIKOJY JIO IEPIIIOTO BEPECHS.

c) HoBa mnikosa mo0OymoBaHa 710 IEpIIOro BEpecHs.

d) Bonu nmoBuHHI 00Oy IyBaTH HOBY IIKOJIY JIO MEPIIOTO BEPECHS.

17. Lina said that she had met him in the cinema.

a) Jlina ckazaia, 1o 3ycTpija Horo B KiHOTeaTpi.

b) Jlina cka3zaia, 110 3ycTpidyaia Horo B KiHOTeaTpi.

C) Jlina cka3aja, 1o XOTijia 0 3yCTpITH HOTro B KIHOTEATPI.
d) Jlina posmoBiia mpo 3ycTpid i3 HUM y KiHOTeaTpi.

18. I shall have finished my work by the time you come.
a) S 3akiHuy poOOTy 110 TOTO, SIK BU IIPUIACTE.

b) S mana 3akiHIUTH pOOOTY J0 TOTO, K BH IPHIIETE.

C) Bu npwuiinere 10 TOrO, 5K 5 3aKiHAY pOOOTY.

d) [pwuiiaiTe 10 TOTO, SIK 5 3aKiHIY pOOOTY.

19. She will have watered the flowers by the time he cleans his room.
a) BoHa nosuie KBiTH 10 TOTO, SIK BiH IprOepe B KIMHATI.

b) BoHa xo4e mosuTH KBITH JI0 TOTO, SIK BiH MpHOEpe B KIMHATI.

C) Bona mosuBae KBiTH 710 TOTO, SIK BiH MPHOUpae B KIMHATI.

d) Bona mosmBaTiuMe KBiTH TOIi, SIK BiH TPUOUpPATUME B KIMHATI.

20. We shall have discussed the report by four o'clock.
a) Mu o6roBoproBaTUMEMO JIOTIOBI/Ib O YETBEPTIM TOUHI.
b) Mu 06roBOprMO JOTOBIAb /10 YETBEPTOI T'OAMHH.

C) Mu 00roBopHMO JIONIOBi/Ib O YETBEPTIH FOIUHI.

d) Mu 00roBOprMO JOTOBI b MiCIIs YETBEPTOI FOIUHHU.

21. The pupils will have read three English books by the end of the year.
a) Y4HI NpOYUTAIOTh TPH aHTIIHCHKI KHUTH J0 KiHIIS POKY.

b) YuHi MarOTh MPOYMTATH TPH AHTIIIHCHKI KHUTH 70 KiHIT POKY.

C) Y4HI NpOYMTAIOTh TP aHTIHCHKI KHUTH B KiHI[ POKY.

d) YuHi npounTany TpU aHTTIHCHKI KHUTH J0 KiHIISA POKY.

22. He will not have translated the article by the time the teacher comes.
a) Bin nepekiiazie 110 CTaTTIO 10 TOTO Yacy, sIK MPUIAJIC BUUTEIIb.

b) Bin He mepekiiazie 1o CTaTTIO A0 TOTO Yacy, K MPUiijie BYUTEIb.

C) Bin nepeknanaTime 110 CTATTIO JI0 TOTO Yacy, SIK MPUiijie BYUTEb.
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d) Bin He mepekiiae 110 CTaTTIO, K MPHUIiIe BUNTEIb.

23. It has become a tradition to celebrate the Harvest Holiday in our school.
a) CeaTkyBatu [[eHb ypoxkaro — TpaJuIlis HAIIO1 IITKOJIH.

b) CeaTkyBanus J{Hg ypo)karo — HaIlla IKUTbHA TPATUITis.

C) Y Hammiif mKoJIi BXXE CTaJI0 TPAIUIIIEIO CBATKYBaTH JleHb yposKaro.

d) Hama mkona 3aBxau cBATKye JleHb yposkaro.

24. Mariya said that she had been there with her parents.
a) Mapis ckazana, 1o 0yJsa TyT 31 CBOIMU OaTbKaMH.

b) Mapis cka3zana, 1o Oyja TaM 31 CBOiMU OaTbKaMH,

C) Mapis cka3zaja, 0 oize 31 CBOIMU OaTbKaMH.

d) Mapis ckazana, 110 rmoixaja 3i CBOIMH PiTHHUMH.

25. The pupil explained that he had brought his English textbook to school.

a) YueHb MOSICHUB, 110 BIH MPHUHIC CBIM MIIPYYHUK aHTT1HCHKOT MOBH Y IITKOY.

b) Yuensp nmosicHuB, 110 BiH MPUHOCHUTD MiAPYYHUK aHTTIHCHKOT MOBH Y TITIKOJTY.

C) Y4eHb MOSICHUB, IO BiH MPUHECE MIPYYHUK aHTIIHCHKOT MOBH Y IIIKOJY.

d) Yuenp mosicHHB, IO BiH MOCTIHHO MPUHOCUTH MIAPYYHHUK AHTITIHCHKOI MOBH y
HIKOJTY.

26. My friend asked me where | had bought this dress.

a) Mos nmozpyra 3anuTajia MeHe, Jie 51 KyTuia If0 CYKHIO.

b) Mos noapyra 3anmuTana MeHe, Ky s TPUHECIIA IF0 CYKHIO.
C) Mos noapyra 3anmurajia MeHe, Jie sl KYIy0 TakKi CyKHi.

d) Mos mozpyra 3anuTana MEHe, Ky/Id sl OSTHY I[f0 CYKHIO.

27. Mu He 0aunJm iioro BiaToai, AK BiH npuizaus 10 Knepa MunyJ10i 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.

c) 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 cka3aJin, 110 BiH yKe NPUixas.
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 kasxe, 110 iii M01002€ThCSI KJIACHYHA MY3HKA.
a) She has said she enjoyed classical music.

b) She says she is fond of classical music.

c) She said she enjoyed classical music.

d) She said she would enjoy classical music.
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30. Kosn BoHa Oyj1a IMTHHOIO, BOHA 3aXOIIIOBAJIACS 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 npasunvry 6ionosios

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. Hesaid 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 ¢) 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  ¢) 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 ¢) had been driving
2.7.. Since I was achild 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

c) 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

c) had come, married, had been going

2.11. There is a hole in the sky, and we ... it.

a) have been creating b) created c) have created

2.12. Modern science ... to produce fibres by chemical and technical means.

a) has learned b) has been learning ¢) 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 ¢) 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 ) 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 ¢) 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 | 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

c) 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 ¢) 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

c) had been still crying, was trying  d) was still crying, had tried
3.8. | ... 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 I ... 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

c) 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. I ... 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

Busnaume npasunvnuti eapianm nepexkiaoy.

1. My uncle has been working at this plant for twenty years already.
a) Miii 1s116K0 TIpaltoBaB Ha [IbOMY 3aBO/I1 JBA/IIISITh POKIB.

b) Mos TiTKa mpaioe Ha bOMY 3aBO/Ii BXKE JIBA/IIATh POKIB.

C) Miii AsIBKO IPAIFOE Ha IbOMY 3aBOJIi BXKE JBAILSTH POKIB.

d) Miii asapK0 MparfoBaB OM Ha 1IbOMY 3aBO/Ii JIBAISATH POKIB.
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2. We have been learning English for seven years at school.
a) Mu BUBYAaEMO aHTJIIACHKY MOBY B IITKOJII CIM POKIB.

b) Mu BuBYaIM aHTIIIHCHKY MOBY B IIIKOJIi CiM POKIB.

C) Mu BUBYaEMO aHTJIIHCHKY MOBY B IIIKOJIi 13 CEMH POKIB.

d) Mu BHBUa€EMO aHTJIIHCHKY MOBY B IIIKOJII TUTBKHU CiIM POKIB.

3. I have been waiting for them since five o'clock.
a) Sl yekaro Ha HMX PIBHO O I'SATii FOJUHI.

b) S yekana Ha HUX 13 I'ITOT TOUHH.

C) 51 yexkatumy iX i3 'ATOT FOIUHHU.

d) 4 gekaro Ha HUX 13 M'SITOI TOIUHH.

4. It has been raining since morning.
a) Jlom i71e mie 3paHKy.

b) o mimroB BpaHiii.

¢) o ige BpaHiii.

d) Jlomr Mae iTH 3paHKYy.

5. The boy has been looking for a book for a quarter of an hour already.
a) XUIOITYMK IIyKAa€ KHWKKY BXKE YBEPTh I'OJIMHH.

b) Xnomnunk nepernsaaae KHUKKY BXKE YBEPTh TOIUHHU.

C) XJIOMYHMK IIyKaB KHUKKY YBEPTh TOJIUHH.

d) Xsomurk MaB neperiaaaTi KHWKKY YBEPTh TOUHH.

6. | had been sleeping for an hour already when he came.
a) Sl Bxe roauHy criajia, KOJIM BiH MPUHIIIOB.

b) 51 cnatumy roauHy, KOJM BiH UK.

C) S cnana roauHy, KOJIM BiH MIIIOB.

d) S cnana, KoM BiH IPHIATIIOB.

7. They had been living in this building for thirty years by that time.
a) Jlo Toro yacy BOHM KWJIH B LIbOMY OYJUHKY TPUILSATH POKIB.

b) Jlo poro 4acy BOHH HBYTh B IIbOMY OYJMHKY TPUALSATH POKiB

C) Jlo Toro 4acy BOHH KUBYTh B IbOMY OYJMHKY TPUILSATH POKIB.

d) o uporo 4acy BOHH JXWIH Y IIbOMY OyTUHKY TPHIISTH POKIB.

8. I had been packing my things for an hour and half already when you rang.
a) S makyBana pedi BxKe MIBTOPU TOJIMHU, KOJIU BU 3aTee(hOHYBaIH.

b) 51 makyro pedi BxKe MiBTOPU TOANHH, & BU TeJIePOHYETE.

C) 51 makyBaJyia pedi BXKe MMBroJIMHH, KOJIA BU 3aTele(hOHYBAIIH.

d) S makyBaTHMy pedi MBTOPU FOJUHH, KOJIU BU 3aTEICPOHYETE.

9. The children had been skating for an hour before their mother asked them to
come back home.
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a) JliTu kaTtaroThCsl HA KOB3aHAX T'OAUHY MEpel THUM, sIK MaMa MPOCUTH X OBEPHYTHUCS
JOIOMY.

b) Jlitn karamucs Ha KOB3aHax Iepe]] THM, SK MaMa IONPOCHIIA iX MOBEPHYTHCS
JOIOMY.

c) Jitu karanucs Ha JTMkKax FOJUHY Iepea THM, K Mama TIOMPOCHIIa X IIOBEPHYTHUCS
JOIOMY.

d) Mitm karamucs Ha KOB3aHaxX TOJUHY IIepe] THM, SK Mama IONpOCHia ix
MTOBEPHYTHUCS I0JOMY.

10. Bona npauo€ Ha IbOMY 3aBO/Ii B:Ke I'ATh POKiB.
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 npasunvhy 6i0nosios.

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

c) 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

c) 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 c) have been built d) are being built
1.11. This camera ... in Japan.

a) will be making b) is made c) 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

c) has been answered d) will answer

1.13. Our trip .. because of bad weather Ilast week-end.
a) had been finished b)was finished

c) 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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c) 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

c) will be announced d) will announce

1.22. The game ... because of bad weather.

a) was put off b) was putting off

c) 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. I am sorry but this room ... now.

a) is being occupied b) were occupied

c) 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

c) 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

c) 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. Fredisnot 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 c) 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

c) had been locked up d) is being locked up

2.11. The book ... by August.

a) will be published b) will have been published

c) 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

c) had shown d) were shown

2.14. Their engagement just ... by all local newspapers.

a) is being announced b) was announced

c) 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

c) 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 c) 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
c) 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
c) 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. | 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.
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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 Dbadly. 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't be 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

c¢) 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

c) 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

c) 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

c¢) 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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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. ltis ... 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. This sofais ... .

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 opera s ... | 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

Ishea ... 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 c) 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, I 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 ¢) marvelousely

2.14. The literature of ... Anglo-Saxons was oral.

a) the earlier b) the earliest c) 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 ¢) 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 ¢) 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 ¢) 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. lIs your new girl-friend ... than your ex one?

a) more charming b) the most charming ¢) the more charming

2.23. Ashrew is ... and ... mammal.

a)more tiny, more numerous b) the most tiny, the most numerous

c) 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 L2
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. Who'is ... player of this basketball team?

a) taller b) the tallest ¢) 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 ¢) more bad

2.31. In ... drawer of her desk she had some secret letters from Anthony.

a) the smallest b) more small ¢) 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 ¢) most often

2.37. After half an hour, there were voices, ... his father's, which sounded ... than
before.
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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 ¢) JIBa 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 you 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
¢) 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. I ... 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
c) 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 Cc) 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. ltwas ... 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

c) 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 i0nosios

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. ... | 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 I 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 I ... 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, | ... wear a white uniform.
a) should b) ought to c) 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 | ... 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 Cc) 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 Cc) might
2.9. | ... be very much obliged if you ... slip your revolver into your pocket.
a) might, could b) should, would c) 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 c) 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 I ... make out, the League was founded by an American millionaire.
a) can b) may c) ought to

2.17. | ... 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 C) 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 C) must

2.22. | know nothing about him. His name is Boris and he ... be about fifty.

a)must b) should Cc) 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 Cc) 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 Cc) 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

c) 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 ¢) 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. Hewasso 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 ¢) 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 ¢) 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 c) 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
C) 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 ) 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 c) 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 ¢) 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 ¢) 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 ¢) should d) might

3.27. Morris said that there ... be some danger, and put the revolver in his pocket.

a) may b) can c) 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 ¢) 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
Bubepimwv npasunviy i0nosios.
Level 1
1. If ... for a walk, we will take the dog with us.
a)wewillgo b)wego c)wewouldgo d)wehavego
2. When they ... the criminals, | shall get my car back.
a) catch b) catches  ¢) 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 Db)wentout c)goneout d)would go 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 I don't know the answer, I ... 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)will dry  d)dries

16. If she ... work harder at school, she will never get a good job.
a)do b)isn't c)dont d)doesnt

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. If | 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 c) Would d)Do

27. ... some interesting information if you go to the library.

a) You will founded b) You would founded

c) 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. If I ... 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) | 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. If | ... some wrapping paper at the shop, I shall buy some for you.
a) will find b) find c) shall find d) found

38. 1 ... come if | 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.
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a) reaches b) reach c) 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 1 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 b) will be able c¢) would be able d) were able
49. If she ... a year older, she could get a driver's license.

a) will be  b)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) Ishall  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) would be  b)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) we would 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  ¢) 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  b) 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 c) 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 b) 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  ¢) 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 ¢) 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, | should go to Antarctica.

a) would have gone b) will go

c) 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)werent 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

c¢) 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 b)should c¢)would d)will

94. Who would you phone if you ... in trouble?

a) will be 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. I 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)would 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
c) 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
c) would be tired d) wouldn't be tired
Q. 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  b) will follow c) follows d) followed

d) would be d) he would have d) would be d) You are

15. If he isn't careful, he ....

a) will fallen  b) will be fallen c¢) will fall d) would fall
16. If you cannot bite, never... your teeth.

a) show b) showed ¢) shown d) you show
17. 1 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 c) should d) must

19.  Who would you ask, if you ... how to do it?

a) hadn't known b) wouldn't know

c) 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  Db) see c) 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. | ... be able to visit Jim first thing in the morning if | stay in Manchester over
night.

a) shall b) would  c) have d) am
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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

c) 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't have b) 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 | had nothing to do, I ....

a) would be boring b) would be bored

c) 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) hewould  b) hehad 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 | ... 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?

210



a) chose b) choose c) chosen  d) have chosen

44. Even if you offer me a lot of money, I ... 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'tarrive b)isn'tarrive c)don'tarrive d) doesn't arrive
46. If | had a more reliable car, ... drive to London rather than fly.

a) | 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 c) 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. | wouldn't accept the job, even if they ... it to me.

a) offer b) offered ¢) 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
ill.

a) he would be b) he willbe  ¢) 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) Would you b) Youwould c¢)Canyou d)Will you

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

¢) 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. I wouldn't ride the bike even ifyou ....

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) | 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  ¢) would increase d) should increase
77. If we had a better car, we ... more.

a) will have driven b) will drive

c) 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  c¢) 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 | ... like dancing.

a) didn't b)don't c)couldnt 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. If the blouse ... this skirt, | 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) will notbe c¢)willbe d) couldn't be

94.  If you could keep a secret I ... 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)were Db)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 c) 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. Itis 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. I 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 asiif | ...

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, I ... 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 T .. that each time a representative voted, he'd get a
stipend?» asked the girl.

a) Would I be, presumed b) Will I 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 c) 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

c) 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

c) wishes, must notify

31. If ... to my colleague yesterday, I ... 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

c¢) 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
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38. ... what would happen, I... this experiment.

a) | knew, will never have authorized

b) Had I 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

c) 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. 1t 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

¢) 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

c¢) 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

c) 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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