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I[NEPE/IMOBA

[IpakTHuYHA TpamMaTHKa 110CIAAc 1POBIJHE Micle Yy Iporpami
BHBYCHHS THO3EMHOT MOBH Ta € HEBI)I'€MHOK CKJIQJI0BOIO YCIX HaB-
YQILHUX CHTYallil. Be3 3uanus rpaMaTMKM HEMOXIIHBE NMOBHOLUIHHE
CITUIKYBAHHSA SK B YCHII, TaK 1 B MTHCbMOBIH (hopMi.

Hasuaiphuii nocibunk “Grammar for Students of Economics™ y
[epuly 4epry NpH3HaueHui IS CTYAEHTIB eKOHOMIYHUX (paKyIbTETIB
BHIUHX HABYWILHHX 3aKIaJIB Ta CKJIQJICHUH 3TiTHO 3 BHMOTaMH TPOr-
pami «lHO3eMHAa MOBa» JUIsl MIArOTOBKM OakajlaBpiB y rajy3i 3HaHb
«Exonomika 1 nianpueMauurBoy». Ilocibuuk oxomunoe 6a3oBy HOp-
MATHBHY TPAMATHKy aHMJIChbKOI MOBM 13 BHKOPHCTaHHSM OpMII-
HATLHOIMO J1EKCHYHOrO MIiHIMyMY 3a NPO(MECIHHMM CHpsIMyBaHHSM,
SIKHii BDAXOBYE OCHOBHI NMpo6JeMH eKOHOMIKHM Ta CIIpHSIE HarpoMa-
JKCHHIO CJIOBHHKOBOI'O 3aracy, YAOCKOHAJECHHIO MOBJIEHHEBMX HaBH-
90K Ta GOPMYBaHHIO COLiabHO-KOMYHIKATUBHOI nmo3uuii daxisus 3
eKOHOMIKH.

Meta nocibHHKa — YAOCKOHAJIEHHS IpaMaTHYHMX HaBUYOK Ha
OCHOBI MpodECiiiHO CIIPAMOBAHOTO MaTepialy.

“Grammar for Students of Economics” oxorumoe 16 po3ainis
(Units), KOXHHH 13 SKHX TIPUCBAYEHO OKpPEMiH IrpaMaTH4HIA TeMi.
3MICT KOXHOTO pPO3AUTY CTPYKTYPOBaHO B MeXaxX TPhOX JIOIiYHO
ILUTICHMX YaCTHH: KOPOTKMH IpaMaTHYHHI KOMEHTap 13 TeMH, 3abe3-
NeYeHHi NpHKIaJaMy; KOMIUIEKC BIPaB Ha TPEHYBAaHHS BXKHMBaHHSA
BIAMOBITHHX IPaMaTHYHUX CTPYKTYP; 3aBJaHHA TBOPYOI'O XapakTepy,
NpH3HAYyeHl He JHLIE JUIS 3aKpilUIEHHS ONaHOBAHOI'O I'PaMaTHYHOIO
Marepiany, a i 718 pO3BUTKY IHIIOMOBHOI podeciiiHoi KOMyHIKaTHB-
HOI KOMMeTeHLi.

[Ipaust € ApyKOBAaHOI BEPCIEI0 E€NEKTPOHHOrO NMOCIOHMKa, CTBO-
peHoro y nporpami ElanTeS.

Hapyansruit nocibuuk “Grammar for Students of Economics”
MOXe OyTH BUKODHCTaHHUiH AK Ha ayTUTOPHHX 3aHATTAX, TaK i ImijJ 4yac
CaMOCTIHHOI M03aayAMTOPHOI po6OTH, OCKIIBKH MICTHTH 1 T€OpeTHY-
HUH, | IPaKTHYHUI MaTepial, BUKJIQJIEHUH y 9iTKi# mOCIigoBHOCTI —
BiJ] IPOCTOrO 10 CKJIAAHOTO.
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UNIT 1

THE NOUN: NUMBER, CASE,
WORD FORMATION. THE ARTICLE

NOUNS: SINGULAR AND PLURAL

e
|Singular  Plural
Lt -

-
|aay
|goal
|8

skl

P UIPesST
il

Jawy

PUIDOSES
|

- Uses
The plural of a noun is usually made by adding —s to the

{tomato mat Nouns ending in -0, -ch, -sh, -s, -ss or -x form their
{match nalch plural by adding -es.
|dish dishes NOTE: words of foreign origin or abbreviated words
|class classes nding in -0 add -s only: dynamo - dynamos; kilo - kilos,;
{hox boxes  photo - photos; piano - pianos).
study studies Nouns ending in -y following a consonant form their
theorw  theomies  plural by dropping the -y and adding -ies.
[ioaf loaves Twelve nouns ending in -f or —fe drop the -f or -fe and
twife wives add -ves: loaf, wife, wolf, calf, half, leaf, self, knife, life,
woli  'wolves sheaf, shelf, thief.
|calf celves (Exceptions: beliefs, chiefs, roofs, cliffs, safes, cuffs,
half nzlves handkerchiefs).
knife knives The nouns hoof, scarf and wharf take either -s or -ves in
shelf shelves  the plural: wharfs or wharves, hoofs or hooves; scarfs or
{Life Lves scarves.
|man men A few nouns form their plural by a vowel change.
\woman  'women
foot feet
goose  geese
tooth teeth
louse hice
\mousf: mice
|child Children
Fr:ecp \sheep Some nouns have the same form for singular and plural.
deer deer
fish fish
SPECIES  |Species
SWIne SWIne
crisis crises

crteriond (criteria

datum

data

‘Some nouns that Inglish has borrowed from other
languages have foreign plurals.




NOUNS: COMMON AND POSSESSIVE CASE

a) Singular
Noun

Possessive Form

the girl the girl’s name 1.%s i8 used with singular nouns not ending
my wife my wife’s coat in -s.
my baby my baby’s toys
Tom Tom’’s friend 2. Classical names ending in -s usually add
Archimedes |Archimedes’ Law |only the apostrophe.
Pythagoras | Pythagoras’ 3. Other names ending in —s take ’s or the
Thomas Theorem apostrophe alone.
Carlos Thomas’s/ 4. With compounds, the last word takes
my brother-|Thomas’ he ’s.
in Carlos’s/Carlos’
-law my brother-in-

law’s guitar
b) Plural Possessive Form
Noun
the girls the girls’ names 1. A simple apostrophe (’) is used with plural

nouns ending in -s.

the men the men’s work 2. ’s is used with plural nouns not ending
my children |my children’s toys |in -s.

COUNT AND NONCOUNT NOUNS

1. I bought a chair.
Tom bought three chairs.
2. We bought some furniture.

Chair is a count noun;chairs are items that can
be counted.

Furniture is a noncount noun.

INCORRECT:We bought a|In grammar, furniture cannot be counted.
furniture.
INCORRECT: We bought some
urnitures.
Singular |Plural
COUNT achair |chairs A count noun:
NOUN one chair |two a) may be preceded by a/an in the
chairs singular;
some b) takes a final -s/-es in the plural.
chairs
a lot of
chairs
many
chairs




NONCOUNT |[furniture | A noncount noun: I
NOUN SOME ' a) is not immediately preceded by a/an;
furmiture ! b) has no plural form;
alotof \ does not take a final -§/-es.
furniture
much
_______ Ll&“lw\‘ 1

SOME COMMON NONCOUNT NOUNS

1. Whole groups made up of similar items: baggage, clothing, equipment,
food. e mermiture, garbage,  hardware, jewelry, junk, luggage, mail,
machiery. make-up, monev/cash/change, postage, scenery, traffic.
2 Flaids: warer, coffee, tea, milk, oil, soup, gasoline, blood, ete.
X Solids: e, bread, butter, cheese, meat, gold, iron, silver, glass, paper,
wood, cotton, wool, efe.
4. Gases: sream, air, oxyeen, nitrogen, smoke, smog, pollution, etc.
S. Particles: rice, chalk, corn, dirt, dust, flour, grass, hair, pepper, salt, sand,
sugar, wheat, etc.
6. Abstractions:

beauny, confidence, courage, education, enjoyment, fun, happiness, health,
help. honesty,  hospitality, importance, intelligence,  justice,  knowledge,
laughter, luck, music, patience, peace, pride, progress, recreation, significance,
sleep, truth, violence, wealth, etc;

advice. information, news, evidence, proof;

nme, space, energy,

homework, work,

grammar, slang, vocabulary.
7. Languages: Arabic, Chinese, English, Spanish, etc.
8. Fields of study: economics, chemistry, engineering, history, literature,
mathemanics, psychology, elc.
9. Recreation: haseball, soccer, tennis, chess, bridge, poker, etc.
10. General activities: driving, studying, swimming, travelling, walking (and
gri_u_i gerunds)

11. Natural Phenomena: weather, dew, fog, hail, heat, humidity, gravity, rain,
lightning, sleet, snow, thunder, wind, darkness, light, sunshine, electricity, fire.

USING NOUNS AS MODIFIERS

1. The soup has vegetables/ When a noun is used as a modifier, it is in its
n it ;singular form.
Il 1s vegetable soup. '
2. The building has offices|
in 1.

8




[Uis an office building.

3. The test  lasted
hours.

two
a number ex
It was a two-hour test. hyphen (-) is
4. Her son is five years old.
She  bas Sive-year-old
son.

a

When a noun used as a modifier is combined with

pression, the noun is singular and a
used.

THE INDEFINITE ARTICLE

Use of a/an N

I. Before a sm;.,ul.n‘ countable noun,
when it is mentioned for the first time
and represents no particular person or
things s, s s  avaan oy ey ol |
2. Before a singular countable noun
which is used as an example of a class
of things:

Examples e N
I can see a book on the table.
They live in a flat.

He bought an ice-cream.

A child needs love =
All  children need/Any child needs

love.

3. With a noun complement.
includes names of professions:

This

Shell be a dancer.

My friend is a manager.

4. With certain numbers.

Before half when half follows
a whole number.

1 :
But * kg = half a kilo, though
a + half+ noun is sometimes possible.

P 1 .
With™, 4, ete. a is usual;

a dozen, a hundred, a million (but one
dozen, one hundred, one million is
also possible).

Y kilos = one and a half kilos or
a kilo and a half;

a half-holiday, a half-portion,

a half-share;

a third, a quarter etc.,
hossible.

but one is also

5. In expressions of price, speed, ratio
te.:

Sp a kilo, sixty kilometers an hour,
four times a day; (Here a/an = per)

6. Before a singular countable noun
after the word what in exclamatory
sentences and after the words such
quite, rather:

S|She is still quire a child.

Such a long queue! Such long queues!
What a pretty girl’ What pretty girls!

It is rather a difficult problem.

apposition.
But when the opposition refers to a

7. With the nouns in the function of

The report was made by Petrenko, a
Student of our University.
Jack London, the great American

well-known person the is used:

no\'clx.sl was born in San Franc Cisco.

speed of, at a time when, at a time, in

8. In a number of set expressions: a lot of. a great many, a great deal of of, a
good deal of, a great number of, a good many, a couple, a little, a few, at a

time, on a large (small) scale, all of a

wm



pity, for a short (long) time, as a result

cudden, by bus (train), to be in a hurry, to be in a position, to be ataloss, it’sa

time. to have a mind, in a loud (low) voice, to have a look, to have a headache,
(o take a sit, 10 have a cold, to go for a walk.

of. as a matter of fact, to have a good|

THE DEFINITE ARTICLE

Examples

noun which has become
s 2 result of being mentioned:

[ saw a new film on TV yesterday. The
ilm wasn t very interesting.

fore a noun made definite by the

iition of a phrase or clause:

the girl in blue, the boy that I met; the
lace where I met him.

the object or group of objects

the earth, the sea, the sky, the moon,
the sun, the world.

3

2
<

e 173

only one

B
iz

can

Jl"m'nu

represent

f}
o

——— .

J
15

'1

fore a noun which by reason of

Ann is in the garden. (the garden of]
this house). Please open the window.

ra
iC

oW
L lu

Ib (

as adjectives or pronouns, and

LB

uperlames and first, second

the first week, the best day; the only
way.

“Before a noun that represents a class
f ='i:::2< or things: But man, used to

ad e NS a wuh
4 ] [ .

The cow is a domestic animal. The
\pine is an evergreen tree. If oil
.|\supplies run out, man have to fall back|
on the horse.

— adjective represents a class of]

the old = old people in general.
the rich = rich people in general.

ore certain proper names Of]
15, nivers, seas, gulfs, groups of]

The Atlantic, the Thames, the Alps, the
Black Sea, the Crimea, the City, the

; chamms of mountains, plural|United States of America, the Sahara,
of countries, deserts, and before|the Persian Gulf.

certain other names:

9. Before the adjectives east/west etc. +|the East/West End, the East/West

{poun in centain names:

Indies, the North/South Pole.

{10.Before  other  proper  names
ting of adjective + noun or noun

1y

o

neis

+ of + noun:

The National Gallery, the Tower off
London.

of newspapers, ships,

SReEEeri~
11. pBelore names

the Times, the Great Britain, the

orchestras, pop groups ete. Philadelphia Orchestra, the Beatles.
12 the = plurzl sumame can be used to|the Smiths = Mr. and Mrs. Smith (and
|mean «the ... family»: children).

13.the — z singular countable noun
(type of machine, invention, musical
Instruments).

The bicycle is an excellent means of
transport. When was the telephone
invented? The piano is my favourite
instrument.

10



NO ARTICLE

they are used in a particular sense:

Uses Examples
1.Before plural nouns: My friends are students.
2. Before abstract nouns except when  |Men fear death.

but: The death of the Prime Minister
left his party without a leader.

3. After a noun in the possessive case,
or a possessive adjective:

the boy s uncle = the uncle of the boy
It is my (blue) book = The (blue) book
is mine.

4.Before names of meals:

The Scots have porridge for breakfast
but: The wedding breakfast was held|
in her father's house.

possessive adjective:

5.Before names of games: He plays golf.
6. Before parts of the body and articles |Raise your right hand.
of clothing, as these normally prefera  |He took off his coat.

7. When home is used alone, i.e. is not
preceded or followed by a descriptive
word or phrase:

He is at home. He went home.
I arrived home after dark.
1 sent him home.

8. Before the nouns: bed, church,
court, hospital, prison, school /
college / university, when these places
are visited or used for their primary
purpose.

We can be/get back from school /
college / university.

We can leave school, leave hospital, be
released from prison.

But: When these places are visited or
used for other reasons the is necessary:

We go: to bed to sleep; to church to
pray; to court as litigants; to hospital
as patients; fo prison as prisoners; fo
school / college / university to study;
similarly we can be: in bed, sleeping
or resting; at church as worshippers;
in hospital as patients; at school as
students.

Sometimes he goes to the prison to
give lectures.

9. work = place of work.

He is at work.
He s on his way to work.

crew). But to go to or be at the sea = to
live by / near the sea.

10. We go fo sea as sailors. To be af sea = to be on a voyage (as passengers or

g0 fo or be at the seaside. We can also

Controlled practice

I. Choose the best variant:

1. Economics ... Tom’s favou
a. is

b. are

2

irite subject.

Their information ... not correct.

11



IS
are
Ihe news ... very interesting,
18
are
Your money ... not enough to buy these shares.
18
are
... there many banks in Geneva?
15
are
~there much traffic in Geneva?
s
are
There ... some people waiting for you in reception.
I8
are
There ... some important work that we need to do over the

next few months.

12

a.
b.
9

d.

b

s

are

Your business ... going well.
s

are

10. Limited partners ... only liable for the amount they have
invested in the business.

d.

b.

15
arc

I1. Give the plural forms of the following nouns:

student

2. economist

3
4,
3.
6.

field
facility
branch
industry



T
8.
g,

crisis
ZCro
analysis

10. datum

ITI. Give the singular forms of the following nouns:

|. managers
2. specialists
3
4
5

banks

. activities
. women

6.
/8
8.
9.

cargocs
halves
tecth
phenomena

10. fish

IV. Choose the best variant:

1. Our company sells a great deal of ....

a. fruit

b. fruits

2. This company is engaged in the ... and ... of different
machines.

P OANCE MO R ANDTP WO R

export, import
exports, imports
Our manager likes this ....
idea
ideas
There weren’t many ... at the meeting yesterday.
people
peoples
Two ... are the symbol of his restaurant.
fish
fishes
Can you give me some ... ?
advice
13



b. advices

_is a social science
a.  economic

b,  economics

8 I'msatistied with vour ....

a.  Success
bh.  successes

G Tom has finally saved enough ... to start his own business,
a. money

b. moncvs

\. R(\placc the «of phrase» by the Possessive Case:
| The swccess of the company is great.
2 The lecrure of this manager is very interesting,
S The Nanonal Audit Office of Chinese government held a
press conference i December,

4 The puditors are among the most important weapons of the

We s a top analyst of Marrill Lynch.
£ W doctor has computenized all the records of the patients.
" e 174 of my boss reads all the letters of the customers.
& TY

Ui e the Beadguarters of our company,
The office of our CEO i in another building,

VI € hoose the best variant:
Lo Where o they sent this morning? Tean't find it,
b, the
{ hierve appointment af hank

. #n, th

b the o

e been working s hard that eeed L break,
i i

b the

4. They are Tar g st manufocturer of light hulhy
i I |

i ... wm‘/l/.



the, the

... presentation was ... greal SUCcess.
a, the

the, a

We need to reach... decision as soon as possible.

a

the

Mike is ... accountant.
an

the

VI1. Choose the best variant:

. money makes the world go round.
none
a
an
Sheila drives ... French car.
none
a
an
Rita works in ... insurance agency in Lishon
none ‘
i
an
o health is the most important thing in our iife.
none
il
an
This is ... good time for sales of new cars.
none '
i
{1
This is the number to call for ... information.
none : K
i
an



Q.

I've got ... colleague who is a systems analyst.
none

a

an

Product knowledge is very important for sales

z'eprc‘sen{mive.

a.

=2

o 0

none

a

an

He is an engineer. He studied ... engineering at university.
none

a

an

. We produce full sales report four times ... year.

nene

[+5)

N
jom

VIII. Choose the best variant:

]
: &8

a.
b.

-

Z.

3

... was ... who helped to reunite .

Helmut Kth the Chancellor, Germany

The Helmut Kohl, Chancellor, the Germany
We flew over ...and saw ...

Alps, the Mont Blanc

the Alps, Mont Blanc
In ...videoconferences will replace many meetings.
near future
the near future
I'm tired! Thank goodness it’s time to go ...
home
the home.

L used to work for ... in ... at ... of my career.

a. Deutsche Bank, the City of London, the start
b. the Deutsche Bank, City of London, start

16



IX. In each pair of sentences, fill in one space with the and
the other space with a dash (-) to show no article:

1. a) ... profits are increasing across every division of the
company.

b) ... profits we made last year were up in comparison to the
year before.

2. a) ... information in your report will be very useful to us.

b) ... information about the Kazakh market is hard to find.

3. a) ... visitors should sign their name in the book at reception.

b) ... visitors from Germany will be arriving at ten.

4. a) This magazine article gives ... advice about which stocks to
buy.

b) Thank you for ... advice you gave me last week.

5.a) ... bonds I have are long-term investments.

b) ... bonds are a safe investment when interest rates are falling.

X. Complete the following text with either the or a dash (-) to
show no article:

(1)... Argentina is one of (2)... most deregulated markets in
(3)... world. (4)... privatization process started in (5)... 1990s, and
has included sectors such as (6)... telecommunications, (7)... utilities
and (8)... financial services. (9)... Argentine telecoms market was
fully deregulated in (10)... November 2000 and there are now (11)...
five million cellular lines and six million homes with (12)... cable
television services. (13)... water was decentralized before being
privatized. (14)... Aguas Argentinas, (15)... local water supply
company for (16)... city of Buenos Aires and all (17)... municipalities
in (18)... Greater Buenos Aires, is (19)... largest privatized water
utility in (20)... world.

Freer practice
Task 1

a) Work on your own. Fill in the gaps in these questions with a,
an, the or — (no article).

1. When did you last get ... email with ... photo attachment?
Who or what was ...photo of?
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2. What’s ... worst thing about being in ... hospital?

3. Would you prefer to go on holiday to ... Australia or ... UK?

4. What's ... most expensive specialty in your university?

5. Is anyone i your family ... doctor, ... architect or
economist?’

6. Which do vou like best, ... Italian food or ... Chinese food?

7. Would vou prefer to go on holiday to ... USA or ... South
Africa?

8. When did vou last have ... problem with your computer? Did
vou manage to solve ... problem yourself?

b) Work with your partner. Ask and answer the questions. Ask
Jollow-up questions if possible.

Task 2

a) Write six words with prefixes or suffixes: impatient, useless,
etc. Work in pairs. Take turns to say sentences with your partner’s
words: My brother’s usually quite impatient.

bh) Wrire three verbs that can be made into nouns, adjectives and
adverbs. Work in pairs. Swap papers with your partner. Take turns to
tell your parmer what the nouns, adjectives and adverbs are for each
verb.



UNIT 2
THE ADJECTIVE. DEGREES OF COMPARISON.
THE ADVERB. THE PREPOSITION

DEGREES OF COMPARISON OF ADJECTIVES

AND ADVERBS
a‘:c(lijf:cdt\l"e,:ls)s Positive Compearatw Superlative Formation
One-syllable |old older, elder, |oldest, eldest |For most
adjectives  |wise wiser wisest one-syllable adjectives
and adverbs |hot hotter hottest and adverbs, -er and -
easy easier easiest est are added.
fast faster fastest
early earlier earliest
Two-syllable [famous more famous [most famous |For most two- syllable
adjectives  [slowly more slowly |most slowly |adj. and adv., more
and adverbs and most are used.
busy busier busiest -Er/-est are used with
pretty prettier prettiest two-syllable adjectives
that end in -y. The -y is
changed to -i.
clever cleverer cleverest Some two-syllable
more clever |most clever |adjectives use —er /-est
or more / most: able,
gentle gentler gentlest pleasant, angry,
more gentle |most gentle  |handsome, simple,
common, quiel,
friendly  |friendlier friendliest narrow, seur, polite,
more friendly|most friendly |cruel
Adjectives |important |[more most More and most are
and adverbs important important used with long
with three [productive |more most adjectives and adverbs.
or more productive  |productive
syllables carefully |more most ‘
carcfully carefully L
Irregular Adjectives and Adverbs
good/well better best
bad/badly worse worst
far farther/further farthest/furthest
much/many |more most
little less least
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PREPOSITIONS OF 11ME

Pr}'"pa\‘iliﬂn : Usaee J Fvample
on days of the wock COn Monday
in « months / seasons «n Avgust o
s TUMC O day winter '
» voal « o the momimg
« afler & certam perad of time + 1 2006
wher |+ inan hour
al o« for migh: « atmght :
»  for weckend + at the weekend l
»acertmn point of time (when?) '+ at half past nine
SINCE from @ coriam pomt of time (past ull since 1980
now ‘ i |
for over a cerinin nenad of time (past till | for 2 years |
oW |
ago 4 CeTr 1ime in the past }Zycars ago
beion earher thar @ certan point of tlme _| before 2004 !
t ‘&'f‘”’\E the ime _entosix (5:50) )
pas wlhng the me | ten past six (6:10) |
ull untl marang the hegmmng and end of a | from Monday to / ull
_penocaftme Frlday i
ulounti o the sense of how long mmcthmg s | He s on hohddy untl
gomgloiast ~Fnday.
tn - 1 the sense of ar the latest e I will be back by 6
« up 10 3 certam tme Co'clock,
By 'l oclock, | had
e _read five pages. |
Controlled practice

1 (me the best variant:
This wamase 12 . we ve ever made.
& the most profiabic
n o the more profrable
D Ths version of the program s the most
2 recen
b recenter
2 Nothng i than missing a flight because of traffic.

a. WOIst

5 wors!

# Y & W I p i .

& This primier is one of the . un the market



. best
b hetter
S Toduay the sharve price iy than it was yesterda,
a.  more bad '
b, worse
6. We'll be there soon. It's not much
a. farer
b. further
A franchising contract is one of . that investors will ever
sign
a. the most sophisticated
b. sophisticatedest
8. Japan's chances of recovery from the worst slondown are
geting ... ¢very day.
a. smaller
more small
This level of service is good, but ours is ..
more good
better
0. This is ... machine that we have ever produced
the most powerful
the powertulest

OB — O O T

II. Complete the sentences with a comparative or saperiative
form of the adjective in brackets:

1. Coca-Cola is the (big) soft drinks manufacture = e world

2. This keyboard is quite difficult to use [t's (smal than the
one I'm used to.

3. The conference was a ltle disappommting [t was
(interesting) than | expected.

4. Yesterday was one of fhot) days of the vear.

S. 1 think this suggestion is (geod? than the other cne.

6. It's easy to choose between these two products. That one 1s
much (good) than the other.

7. The tinst round of negotiations was casy. | be next will be
more (difficult).
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8. We're only a small company. We're not (large) market
leader in our scctor.

9. This year our sales figure are (had) than last year.

10. This is the (had) case of corruption we’ve seen for years.

I11. Complete the sentences with a comparative or
superlative form of the adjective in brackets:

In this report we're going to look at the three main types of
investments: cash, bonds and stocks. The (1) (safe) is cash, and the
fact that this has last risk than the others means that it also has a (2)
(low) return. If you want a (3) (good) return you should consider
bonds. These are fixed interest investments, and are a (4) (attractive)
option than cash, particularly when interest rates are falling. The (5)
(risky) form of investment is stocks. They offer the chance of much
(6) (grear) profits over the long term, but you may make a loss if the
company does badly. The (7) (bad) case scenario is that the company
goes bankrupt and you lose everything. You can reduce risk by
investing in a fund rather than individual stocks. Funds that invest in
developed economies are a (8) (sensible) choice for most people, as
the markets have more liquidity and it is (9) (easy) for the fund
manager to buy and sell. But there are also emerging market funds
that invest in countries like China, India or Turkey. These markets are
only for the (10) (aggressive) investors of all.

IV. Choose the best variant:

The new design is considerably ... than the old one.
light

lighter

The ... they decide the better for us.

soon

sooner

[

We have ... market share in Turkey.

the largest

the largester

This model might be better for you. It’s quite ...
less expensive

P AOE WO P MO
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b. lesser expensive

5. This is our ... selling product.

a.  fastest

b. faster

0. FEverything is getting ...

a.  more and more expensive

b. expenciver and expenciver

7. f needed, could this production line go .7

a. more quickly

b. more quicker

8. It's alittle ..., but the quality is much better.

a. much better

b. more better

9. This is one of ... organized conferences I've ever been to.

a. the best

b. the well

10. The new Deutsche Bank will be ... to use its strong
orporate relationships.

a. Dbetter placed

b.  good placed

V. Give the comparative and superlative forms of the
following adverbs:

1
2
3
4.
e
6
7
8
9
1

hard

early
efficiently
well

badly
attractively
heavy
much

far

0. carefully

VI. Choose the best preposition:

1.
a.

Look in the appendix ... the end of the report.
at
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When I got ... the plane someone was sitting at my seat.
n

on

What a fantastic view! The sky ...and the sea ....

above, below

over, under

Next week I'll be ... Hungary for a few days.

at

n

Turn into Western Avenue and you’ll see our offices ... your

on
at

You can't miss it. The restaurant. Is exactly ... the cinema.
by

opposite

1 often work ... home in the evening.

in

at

I bought this tie ... Madison Avenue.

in

at

She’ll be here in a few minutes — she’s just on the phone ...

the moment,

24

a.
b.

at
on

VII. Complete the sentences with in, at or on:

=2 (S EAN R IbD e

I live ... Manor Road, ... number 295.

You shouldn’t really park ... the pavement.

I had a lovely meal ... the plane.

I’d like to live ... the country when [ retire.

Go to the end of the road, and you’ll see the bank... the right.
I’ll be arriving ... your offices ... Barcelona at three.
Lisbon is ...the middle of Portugal, ... the coast.



VIII. Complete the text by choosing the correct preposition
from the list below:

towards past at by to
over through in front of in on
Hi there!

Here are the directions (1)... our head office.

Take the A34 from Oxford and then join the M4 (2)... (London
not Wales!) Come off the M4 at junction 12 and continue straight
ahead. Continue (4)... the next two roundabouts, go (5)... a BP garage
on your right and you’ll come to some traffic lights. You are now
(7)... Reading. Go straight (8)... the traffic lights and (9)... the next
set of lights, turn right. Henry Street is the 5" road (10)... the left.
Follow the road to the end and the office is (11)...you! There is a long
drive (10)... the side of the office — you can park there.

If you have any problems call me!

Richard

IX. Complete the sentences with in, at or on:

I’ll meet you ... the front of the building.

I wonder what’s ... television this evening.

The size of the text ... the screen is very small.

I live ... a small village ... the road to Dover.

... the beginning of my career I worked in marketing.

It was a very well-run meeting. Erika was ... the chair.

I wasn’t looking ... the mirror and I nearly had an accident.
She works ... Seville, ... the University.

©NAL AW~

X. Choose the best preposition:
1. The power socket is over there, ... the door.

a. by

b. at

2. This graph isn’t labeled properly. Write the units ... the X axis
aviby

b. nextto

3. [ went to visit my son ...hospital yesterday.
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A

at
4. Put a sheet ... the machine to stop it getting dusty.
L above
b over
5. Siena is quite ... Florence.
L. near
by

Freer practice

Task 1

oo ke mames of five people in your family. Think of how you
SR Comy, e hese people to yourself and other people in your family.
Work 4, s Take noms to tell vour partner about the people.

Taw 2
S0k am pairs Look at the two hotel ads. Then look at the
Kemens, helow and decide if they are true (T) or false (F).

GREENGATE HOTEL, LAKE VIEW HOTEL,

Ma'v e W arcestershire. Evesham, Worcestershire.,
Established in 1911. Service since 1985,

" bedrooms, $ en suite. Waterside, Evesham.

Singic ned-and-breakfast from 26 Bedrooms. Single bed-and-
£20.00, Double bed-and- breakfast from £17.50. Double
breskfast from £19.00 bed-and-breakfast

per persor, ETB-3 crowns, from £18.00 per person. ETB-2
BR - Great Malvem, crowns, Birmingham Airport,
Parking for 7 cany; B.R. - Evesham, Visa, Amex.
Room Semace, TV, tea/coffee Access.

masng feciliies, restaurant, non-  Parking for 40 cars, lounge,
SmOKINg phone, restaurant, conference
iounge, phone. diets facilities.

nc Lake View Hotel has a lower category than the Greengate

The Lass View Hotel 1s cheaper than the Greengate Hotel.



4. A double room per person at the Greengate is morc expensive
than a single room.

5. A single room per person at the Lake View is less expensive
than a double room.

6. The Lake View Hotel has a wider range of services than the
Greengate Hotel.

7. The Greengate Hotel has more parking space than the Lake
View Hotel.

8. The Lake View provides better opportunities for eating than
the Greengate.

9. The Greengate Hotel has better transport connections than the
Lake View Hotel.

10. It’s better to arrange a formal meeting at the Greengate Hotel.

b) Work in pairs. Read the commentaries about the hotels ads.
Complete them according to the example:

A. The hotel list is huge! I just can’t choose.

B. (long) the /longer the list, (difficult) the more difficult the

choice,

1. A. The hotel services are getting (good) ... and ... (good).

B. And (good) ... the services, (expensive) ...the hotels.

2. A. The range of the hotel services is getting (wide) ... and ...
(wide).

B. And (wide) ...the services, (cheap) ...they are.

3. A. The transport connections are getting (much) ... and ...
(much) developed.

B. And (much) ... developed the connections, (fast) ... people
move around.

4. A. The Greengate Hotel is (old) than the Lake View Hotel.

B. And (0ld) ... the hotel, (respectable) ... visitors.

5. A. The Greengate Hotel administration 1s rather
(conservative).

B. And (conservatuive) ... the administration, (courtly) ... the

stafl,

t
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6. A. The Lake View Hotel is (far) off the city centre than the
Greengate Hotel

B. And (far) ... the hotel off the city centre, (comfortable)
you feel here.

7. A. The Greengate Hotel is (near) to the centre than the Lake
View Hotel.

B. And (near) ...the hotel to the centre, (convemient) ... people
get anywhere.

& A. The Lake View Hotel 1s (moder i than the Greengate Hotel

B. And (modern) ... the hotel, (convement)  facilities

9. A. The Lake View Hotel is getting (much) = and
popular.

B. And (popular) ... the hotel, (difficult) ... to reserve a room
10. A. The Lake View Hotel has (few) stars than the Greengate

(much)

Hotel.

B. And (few) ... stars the hotel has, (linley .. populanty o
enjoys among VIPs.

c) Work in pairs Talk about the hotels ads Complete the
statements like in the example:

A. The Lake View Hotel 1s (small) as small as the Greengae
Hotel, 1sn’t 1t?

B. No, it isn’t. The Lake View Hotel 1s much (big) bipger.

1A (good)
B.
2. A (old)
B.
3 A (modem)
B
4. A. (cheap)
B.
5. A (expensive)
B.
6. A. (convenient)
B.
28



7. A {(well equipped for formal meetings)
B.

& A (much parking space)

B.

9. A. (wide range of services)

B.

10. A. (good options for having meals)
B.
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UNIT 3
THE PRONOUN. THE NUMERAL

PERSONAL PRONOUNS

The Nominative Case

The Objective CasN

I—=x

she — Bona | her — 11, i

it — BOHO (BIH. BOHA) | it — Horo, oMy, T1i, iH

we — MH | us — Hac, HaM

YOU — BH, TH | you — Bac, Bam, Tebe, To61
they — sonn l them — ix, iMm

| me — MEHE, MEH1
l him — fioro, Homy

\.

POSSESSIVE PRONOUNS

Conjoint Form

Absolute Form

my — Miif, MOS, MO€E, MOT
his — #oro (vorosivuiu pid)

mine — Miii, MOSI, MO€E, MOT
his — itoro (vonosivyuii pio)

her — 11 hers — 11

its — jioro (cepeowiu pio), i —

our — Hall, Hama, Hamle, Halll | ours — Halll, Halua, Haule, Haull
YOur — BaIl, Baila, Balle, Ballli | yours — Ball, Bala, Baile, Bauni
| TBIA, TBOK, TBOE. Iﬁci' TBIii, TBOS, TBOE, TBOI
;L eir — IxEiff, Ix=g, iXHE, 1XHI theirs — ixHIH, IXHA, IXHE, IXHI

REFLEXIVE PRONOUNS

Persons ] Singular Plural

1" pers.  myself cam(a) |ourselves |cami cebe
2% pers.  vourself cebe yourselves

3% pers. ' himself, herself, itself themselves

1. He looked at himself in the mirror. |A reflexive pronoun usually refers to

the subject of a sentence. He and
himself refer to the same person.

2. He himself answered the phone,
his secretary.
3. He answered the phone himself.

not |Sometimes reflexive pronouns are used

for emphasis.

4. She lives by herself.

The expression by + a reflexive
ronoun usually means «aloney.




INDEFINITE PRONOUNS

Sentences -thing -body, -one -where
Affirmative [some |something somebody somewhere
someone ranywhere
10-Hebyow Xmoco \Decy
xmo-1e0yob Oe-1edyob
any anything anybody/anyone |anywhere
yce, o yeaKkut de 3a6200H0
3a6200HO OyOb-aKull KyOU 3a8200HO
Interrogative |any anything anybody anywhere
anyone
wo-nedyos xXmo-nebyow j0e-1eb)ob
0y0b-xmo Kyou-+eoyde
Negative not... |not.. not ... anybody [not ... anywhere
any anything not ... anyone
HiY020 HIXMOo HiOe, HIKVOu
no nothing nobody/no one |nowhere
none
HIY020 HIXO Hide, HIKYOu
Affirmative |every |everything everybody everywhere
Interrogative everyone
Negative yce YCAKUL, KOJXCHU, |CKPi3b, yCroou
yce
QUANTITIVE PRONOUNS
few Few birds can be seen in that Few and little have
little place. (= almost none) a negative meaning. They
mano, mano xmo |1 know little about painting. mean not enough.
Hed0Cmamubo (= almost nothing)
a few A few birds can be seen in that  |A few, a little have
Kinbka place. (= some birds) a positive meaning. They
a little I know a little about painting. mean some though not
mpoxu (= something) much (many)

DEMONSTRATIVE PRONOUNS

Plural

e

Singular
this — nei, us, i that — Toii, Ta, Te

these — ui those — Ti
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NUMERALS

1 | one ' second
) wo third
3 | thre¢ fourth
i | four fifth
) | five |
h] I cix | SIXth
6 "i\'er ' seventh
7 | " 'eighth
Q | eigni .
8 |7 ninth
9Q | nine
10 | ten tenth
1 | eleven eleventh
i | welve twelfth
14 fourteen fourteenth
15 | fifteen fifteenth
16 sixteen sixteenth
17 | seventeen seventeenth
18 | cighteen eighteenth
19 ' nineteen nineteenth
20 twenty twentieth
;]7 | twenty-one twenty-first
- | twenty-two twenty-second
;:1 twenty-three twenty-third
p i ‘“‘fﬁr)'-four twenty-fourth
= ;“‘ﬁﬂ‘)’-ﬁ\’e twenty-fifth
P .
2 % M:I.”' SIX twenty-sixth
2% e 5'5?";“ twenty-seventh
29 ol nty-eignt twenty-eighth
enty-nine tw 3
30 thirty enty-ninth
40 fon); thirtieth
E’;g sixfy fiftieth
80 Seventy sxxtlcth
5 eighty seventieth
100 ninety el_ghtieth
2 hundreg ninetieth
1a000 e h
1,000,00g 4 thousang undredth
amillion thousandth
01— millionth
a/
400 on¢ hundred 5 e
nd f —_—
32\_4 four hundreg orty




1,006 a/one thousand and six
5,000 five thousand
260,127 two hundred and sixty thousand, onc hundred and twenty-seven
Dates March 10, 1998 — the tenth of March nineteen ninety-cight or
March the tenth nineteen ninety-eight
Fractional 1 |
Numerals | Common Fractions: 2 — a half; 4 —a quarter;
1 3
5 — a/one fifth; 5 — three fifths;
1
2 —oneanda half;
4
o e three and four fifths.
Decimal Fractions: 0.1 — nought point one;
10.92 — ten point nine two;
8.04 — eight point nought four.
Percentage | a kind of decimal fraction, denominator of which is always 100:
2 % — 2 per cent— 2 p.c. — two per cent.
Roman 1—1 16 —XVI
Numerals | 2 —1] 17 —XVII
3—1II 18 — XVIII
4—1V 19 —XIX
5—V 20— XX
6 — VI 21 —XXI
7—VII 30 — XXX
8 — VIII 40—XL
9—1IX 50—L
10—X 60 —LX
11 —XI 70 —LXX
12 —XII 80 — LXXX
13 —XIII 90 —XC
14 — X1V 100—C
15— XV 1000 —M
NUMBERS IN MEASUREMENT
Weight 1 dram Ipaxma dr 1.77 g
Measure 1 ounce yHIis 0z (16 dr) 2835g
Mipu sazu | 1 pound ¢dyHT 1b (16 02) 45359¢g
1 stone CTOH st (14 1b) 6.35kg
1 quarter KBapTep gr (28 1b) 12.7kg
1 hundred | xannpen seiir | hwt (112 Ib) 50.8 kg
weight TOHHA tn (20 hwt) 1016 kg
1 ton
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I. Choose the correct form:
1. She often sees ... in the office.

a. he

b. him

2. He teachers ... Financial Law this term.

a. we

b. us
21

Linear I inch AroiiM in co 2.54 cm
Measure | | foot byt ft (12 in) 30.48 ¢y
Jiniini | 1 yard ApA yd 3 f) 91.44 ¢,
mipu 1 mile MHJISA ml (1760 yd) 1609.33 1,
| International MM MOPChKa
Nautical Mile INM (6076 ft) | 1.852 kmy
Dry 1 gill JUKHIT gi 0.141]
Measure |1 pint niaTa pt (4 gills) 0.571
Mipu 1 quart KBapTa gt (2pt) 1141
CUNKUX 1 gallon rajioH gal (4qt) 4.55
pevosun | 1 bushel Oymenn bu 36351
1 quarter KBapTEp gr (8 bu) 290.94 |
Square 1 square inch KB. [IIOUM sq in 6.45 cm
Measure 1 square foot KB. GyT sq ft (144 sq 9.29 dm?
Mipu 1 square yard KB. p/] in) 0.836 m?
maowunu | 1 acre aKp sqyd (9sqft) |04
1 square mile KB. MHJIS ac (4.8 sq yd) | hectare
sq ml (640 ac) | 2.59 km?
Cubic 1 cubic inch Ky0. 110MM cu in 1639 co®
Measure | | cubic foot Kky6. GyT cu ft (1728 2832 cm’
Mipu cu in)
0b’emy 1 cubic yard Ky6. sapa cu yd (27 cu ft) | 764.53
| register ton TOHHA reg t (100 cu ft) | cm’
peecTpoBa 2.83m’
Time 1 minute XBHJIMHA 60 seconds
Measure | hour rojHHa 60 minutes
Mipu uacy || day JleHb 24 hours
1 week THXACHD 7 days
Angles 1 minute XBHJIMHA 60 seconds (60")
Measure 1 degree (1) rpaayc 60 minutes (60")
Mipu xyma | | right angle npsiMUil KyT 90 degrees (90°)
1 circle PO3rOpHEHHH 360 degrees (360°) ‘
bl 4 right angles ]
Controlled practice



3. I've known ... for five years.

a. they

b. them

4. The manager wants to talk with ....

a. him

b. he

5. We always speak to ... in Japanese.

a. he

b. him

6. He explains the rule to ... very often.

a. us

b. we

7. The advocate gave me this cassette. Now it’s ....
a. my

b. mine

8. The students bought a book for Bob. Now it’s ...
a. him

b. his

9. They bought a new building society. It is ....
a. their

b. theirs

10. This auditor lives near ... in this district.
a. her

b. she

II. Complete the sentences using reflexive pronouns:
1. Herbert burnt ... while lighting a cigar.

2. We enjoyed ... at the corporative party.

3. Liz taught ... to sew.

4. The professor perfumed the operation....

5. She usually prepares her report ....

6. You hurt ... while jumping.

7. The parents blame ... for what had happened.
8. Solomon shaves ... every moming.

9. We protect ... from bad emotions.

10. The chief inspector went to London ....



' wher COSSArY:

Fill in some O any where nec ‘

] .

ll].l n't ("\'I'J’(’”C(‘ HOW.
1 ] haven T

) sOme

‘:\ . gy g
: this business.

s parmers OWH
2. sonk
h any

: Th veceipts this month.

2 They have nol .

b. am

¢ Hp wants 10 buv ... plants.

a. SOmMe

< e mever bave .. trouble with their business.
4. 80ml

¢ savs he kas ... money on him.

b, am
" Mre Chand kas wrinten ... articles on Agricultural Statistics
Jar our journa]
d. some

D.agm

venever nave . problems with our business.

a. am

b some

9. Don't eiv |
lgive . money to Kate. She always loses it.

Some

- 810ckho]dery .
waers can understand this situation.

& some

=

0. am

IV, Fill in wi
with mgpmy ’ ‘ ‘ »
L Bill Gapey g Vs much, u lot of or few, u few, litle, ¢ linle

g oo MG
4 much ey



b. many

2. We spent there ... years and I still love this place.

a. much

b.alotof

3. Have you reccived ... invitations?

a. many

b. much

4. ... of students crowded the streets.

a. much

b. a lot of

5. ...money is spent for armaments.

a. much

b. a lot of

6. Very ... students are really hardworking.

a. few

b. little

7. Hurry up. There is ... time left.

a. few

b. lttle

8. This young notary is not very communicative. She nas
...friends.

a. few

b. little

9. The translation is very difficult. I had ro loox jor . words in
the dictionary.

a. a little

b. a few

10. We have very ... time. The train is to leave.

a. few

b. little

very

V. Choose the correct item:

1. Mary is an accountant. She does ... work well.
a. her

b. our

¢. your



s She wamted 10 do i

A
b

A

o

= o

¢

Lol

¥

B
4

i/

]
b

8

» herselt

withowut ambody " help.

wmscll

-,
wseld

: oriner?
u‘h’i Conme ’{,”mhi JO Qe Mo "”g
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VI Write the figures in ward:
I There are (10) ... students in his group

2 There are 1) advantages of the corporsie form of
ownership

1. The accountant has hbeen working at the same D for (21
vears

4. Nearly (90) ... per cent of all busmess s done by
corporations.

5 (7} .. years passed very quickly

6. You are hke (2} .. famuly for me

7 We clected a new Board of Directors (5, . . years ago
8§ Fnd file (4) and take it to (/4) o0

9. There are (3) ... major kinds of businegss organzations.
10. 12 .. 18 a company, and (J3) ... 15 a crowd.

V1L Choose the correct numeral:
I Roons ... 15 on the left of the corridor

a. the fifth

b. five

2. Their firm is on ... floor. You can easily find it
- the second

two

- Here 15 the stop of tram ...

the twenticth

. twenty

. ... sentence mus! be translated 1o French,

a four

b. the fifth

3. We write a composition on chupter

a. seven

b the seventh

B .. CQreiuge B el [0 ouF Qurriie.

a. thiee

b the thied

7 You can i their heququarters i Regent Mreet
ihe vighih

TR o

k<

i



b. eight
8. Bus ... will come in ten minutes. Let’s wait.

a. the ninetieth

b. ninety

9. The museum is in Green Street ....
a. the eightieth

b. eight

10. Trolleybus ... usually stops here.
a. the sixtieth

b. sixty

VI1II. Write the figures in words:
1. We drove about (100) ... miles.
2. He wants ($1,450) ... for the car.

3. “What’s the population of your village?” “On, (1,000) ...

suppose.”
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4. He had to sign his name (300) ... times.
5. We export (40) ... tons a week.
6.1 just need to borrow (50) ... pounds.
7. Could 1 have (13) ... harvesters?
8. It cost exactly (700) ... dollars.
S.(3,144) ....
10. He has done it (100) ... of times.

IX. Choose the correct answer:

1. Where is the manager? He is in .

a. the tenth carriage

b. carriage ten

c. carriage

2. There are ... students in this group.
a. twenty

b. twentieth

c. the twenty

3. Our firm is on ... and our windows face the park.

a. five floor
b. the f{ifth floor



one.

. floor five

N O

. She has already read ... pages and now she is on page twenty

a. twenty

b. the twentieth
c. twentieth

5. Going there you can take ... and get there very quickly.
a. the third bus
b. bus three

c. bus third

6. The stockholder was ... to come there on time.

a.one

b. first

c. the first

7. Where is ... certificate of ownership? It is over here, on the table.
a. two

b. the second
c. second

8. They settled the matter on ....

a. May 15"

b. May 15

c. 15 May

9. He did only ... of this task.

a. a third

b. three

c. the third

10. We see ... written on the blackboard,
a. two four

b. two point four

c. two four

X. Choose the correct item:
1. ... percent of Ukrainian territory is flat.
a. ninety five
b. a ninety fifth
c. the ninety fifth
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to

Nearly ... of our class entered universities.
a. two third

b. two three

a two third

This is ... part of his business plan.

three

the third

third

“—_ O

= A

o O

There are ... units in this hand manual.
twenty two
twenty second

o

. the twenty second

. Richard did ... task better than the first.

tny €

o
7]
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ss of his firm is ... room sixty two.

[ i =]
8
B

he fourth Shuliavska street

c. Shuliavska street the fourth

7. Here we have ... per cent of the thesis.
a. two third

b. a two third

C. two three

8 His office is on ... floor of a new house opposite the university.
a. fifth

b. five

c. the fifth

9. Canl1ake ... to get 10 the university?
a. bus forty

b. the fortieth bus

¢. fortieth

10. Where is ...? It is on the ninth floor.
a. sixth room

b. room six

¢. the sixth room



Freer practice
Task 1
Write ten sentences using someone, no one, everyone,
somewhere and nowhere.

Task 2

Work in pairs and discuss what kind of things you never eat and
what kind of things you love eating using anything, nothing.
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UNIT 4
WORD ORDER IN AFFIRMATIVE AND
EGATIVE SENTENCES. TYPES OF QUESTIONS

Basic sentence structure in English
AFFIRMATIVE

Subject |Adverb of| Verb Object Place | Time
(who/ ifrequency (action) (comple- |( whcrc)‘ (when)
what) (how ments) |
often) \ \
Present K I T \ am \ a student. L ‘
Simple (be) They are never late.
Present We often £0 swimming
_Simple | X X summer.
Present [ am a test right now.
Conti- We writing Now.
nuous are
speaking
|
Past It was cold yesterday.
Simple (be) We were tired.
Past | My friends played football last week.
Simple |
(regular
verbs) |
Past | They went home at 9 p.m.
Simple
(irregular
verbs)
Past | Everybody was | the speech.
Conti- | Peter and listening to the
nuous John to were shop.
running
Future Jack will buy | anew CD.
Simple
will,
f(f;’::,"(r; 5 iy cousiy is golix}g me next week.
b o 10 visit
P— ] B l el
Modal ‘
;i You must the rules. |
leam !L I




NEGATIVE

Subject | Auxiliary| Verb Object Place | Time
(who/ | with not | (action) |(complements)|(where)| (when)
what) e it
Present 1 am not a student.
Simple (be)| She isn’t late.
My aren’t lazy.
friends i _ @
Present We don’t g0 swimming on
Simple Mondays.
_—
Present [ amnot | writing a test right now.
Continuous| We aren’t |speaking AT now. |
Past It wasn’t cold yesterday.
Simple (be)| We weren'’t tired.
Past My didn’t play football last week.

Simple | friends
(regular didn’t

verbs)

Past They g0 home at 9 p.m.

Simple
(irregular

verbs)

Past Emily | wasn’t |listening| the speech.
Continuous| Peter | weren’t to to the
and running shop.
John
Future Jack | will not buy anew CD.
Simple (won’t)
(will)

Future My isn’t | going to me next
form (be | cousin visit week.,
going to)

Modals You | mustn’t | learn the rules.
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QUESTION TYPES

|
|

Have vou got | leave?
anything  1c | How well do you

eat? | know him? Who is
Could  wou ' your friend?
{ wash up? | Who always helps

Do they live | his mother?

here? ! Who does Peter
Did he | always help?
recognize vou
then? 11l Who
Peter always helps
his mother.
Who always helps

his mother? — Peter.

Yes/No ; Special question Alternative Tag question
question | Sometimes we want question A tag question is 4

Sometimes ' more than yes or no | Sometimes we | special

the only | for an  answer. | give our listener a | construction i,

answer  that| When asking for|choice. We ask |English. It is g

we need is yes | information, we | them to choose | statement

or no. lusually place a|between two | followed by a
| question-word at the | possible answers. | mini-question. We
| beginning of the [ So their answer is | use tag questions
| sentence. The | (usually) already | to ask for
| question-word in the question. confirmation.
| indicates the They mean
information that we something  like:
‘want, for example: "Is that right?" or
where (place), when "Do you agree?"
(time), why They are very
(reason), who common n
(person). English.

Is he vyour How is it done? Would you prefer, | She lives in the

friend? Where does he|tea, coffee or|USA, doesn’t she?

mineral water?

Did you laugh or
cry?

Can you do it or
can’t you?

Is he sleeping,
reading or
watching TV?

(don't use any be)  from the
auxiliary if you ask statement and
about the subject - changes it tof
who is the doer of negative or

j the action.) positive. ]

It can’t be so easy,
can it?

This mirror was
expensive, wasn’t
it?

Nobody’s  been
told, have they?
Let’s take a taxi,
shall we?

Notice that the tag
repeats the
auxiliary verb (or
main verb when




Controlled practice

I. Arrange the words and phrases to make affirmative
sentences:

1. Alocal court, is, a judge, he, in.
Sent, the documents, we, the buyers.
Sent, he, me, this afternoon, a telegram.
Received, a few days ago, the sellers, email, from them.
A, brief, gave, the report, description, of the problem.

6. Restored, Vietnam, with South Korea, on December 22,
diplomatic, relations.

7. Decided, they, to pool, a business, their resources, and buy,
together.

8. He, wants, difficult, is, to understand, it, what.

9. Immediately, us, enables, credit, to enjoy, goods and services.

10. To our agents, they, the goods, will deliver, at the end of the
week.

Al

II. Complete the sentences. Put the words and phrases in
brackets in the best order:

1. The different forms of money are in use (today / in the
United States).

2. I was going to write my co-worker a note, but I decided to
call him (instead).

3. Education in Britain has been considered some of the best in
the world (always).

4. Price is the sole reason for buying or not buying anything
(seldom).
I will come to the office tomorrow (at ten o 'clock).
You have to sign for it. (in person).
You should take unnecessary risks (never).
The Prime Minister went (last year/to Greece).
The famous author died (at his home/ peacefully).
10 I do not work for an employer (any more).

o aied b
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phrases:
&

[II. Make up sentences using the following words apg

, 5

oo

6.
7
8.
9.

Have, seen, today, I, not, the lawyer.

Done, research, that, not, has, been /yet.

To make a transaction, did, not, it, him, take, much time.
To do, asked, the attorney, him, not, it.

To do it, ask, did, the attorney, not, him.

Received, yesterday, I, no, emails, from that company,
The conference hall, was, there, nobody, in.

Sales assistant, has, no, one, seen, the.

Entirely, the solutions, satisfactory, none, of, was.

10. About, nothing, there, is, new, this project.

IV. Read the following sentences and decide if they are
correct or incorrect:

1. There isn't nobody at the office.

a. correct

b. incorrect

2. Ldidn't tell anybody anything about new project.

a. correct

b. incorrect

3. This customer has never heard anything either of oW
competitor or of our affiliated firms.

a. correct

b. incorrect

. e o 12

4. Neither the name of the author nor the title of the boo
could remember.

a. correct

b. incorrect

5. No one has seen that advertisement.

a. correct

b. incorrect

6. None of the consultants insist on their choice.

a. correct

b. incorrect
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7. In the letter there wasn't something new.
a. correct
b. incorrect

8. I have been not able to read the draft contract yet.

a. correct

b. incorrect

9. Nor Brenda nor Katie can take her forecast entirely
seriously.

a. correct

b. incorrect

10. They not have been able to sell their shares at a higher
price.

a. correct

b. incorrect

V. Confirming decisions.

The people taking part in the conversation below are trying
to remember what was said during a recent meeting. Complete
the dialogue using appropriate question tags:

A: What did we say Janice was going to do?

B: Janice was going to revise the estimates,...? (1)

C: I think so. And she said she would talk to Aziz about it,..."? (2)

A: Are you sure?

B: Perhaps. But Bill wanted to change the procedure,... ? (3)

C: He didn’t say that,... ? (4)

B: I thought he did. But it shouldn’t work,...? (5) We agreed on
that,...? (6)

A: I can’t remember, to be honest. We should have taken
notes,...? (7)

B: Yes, it’s terrible,...?(8) We’d better have the meeting
again,...? (9)

A:OK, let’s make it first thing Monday morning, ...?(10)

C:OK by me.
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is customer-supplier
lL(e this

rases in the D

dialogue using the

ph a o € m,fs( 1 know what ~ Sure, that’s no
}lfn«'c:ff." ) you re problem
\ Yes, that s That s just not
[ finé it possible
No, if 'm afraid Of course. Go right ahead.

o saving

£elle: Thanks for coming here today. Would you like a drink -
> DC erhap 5‘

::ck an\\ (1)
~l- Is this vour only office in China?
? ar*:'\ N 3 We have two others.

' Q\ I'd like to go over some details with you before we

e 2 firm order.

seems quite expensive. It’s right at the top end of

ek - . (), it’s not expensive. Not when you consider the

be, but with the increased size of our order we were
looking for a better price.

Patrick . ( 6), but we've already given you a good discount.
Estelie :

'nat about the shipping costs? Couldnt you include
them in the price?
Patrick : Include the shipping costs? I'm sorry. .

Estelle: Can you give us 60 days credit?
Patrick: .... (8)

-

Estelle: Can | take the copy of this document?
Patrick: ... (9)
Estelle: Can we have a two-year warranty?
Patrick: ,..(10), | can’t do that,
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VIL. Complete the questions with the following phrases:

How big /luw;/'ar Iow fast How long — How man_y-—\"
How much — Whom How long — How many ”(,),Wf,’,}:l_‘)_"'_i

| — passcng&‘; does T halys transport per year?

2. ... 1s Thalys, in terms of turnover and number of employees?
3. ... do Thalys trains leave Paris Gare du Nord for Brussels?

4. ... 1s Brussels from Paris?

5. ... does the journey take?

6. ... does a Thalys train travel - what’s the maximum speed?
7. ... did you pay for the flight?

8. ... have you been waiting?

9. ... candidates have you interviewed?

10 ... arc you talking about?

VIIIL Choose the correct variant:

1. What (you talked about /did you talk abouf) in your
presentation?

2. How (works a hybrid car /does a hybrid car work)?

3. How much profit (did Berkshire Hathaway make / Berkshire
Hathaway made)?

4. Why (Ford'’s market share is falling /is Ford's marker share
falling)?

5. (Which Vice-President / What Vice-President) is chairing the
meeting?

6. (Which advice / What advice) did she give you about your
career?

7. Robby, come here! (Whose bag is this / To who is this bag)?

8. Thanks for coming here today. (In what type of loan are vou
interested / What type of loan are you interested in)?

9. How long (you have been running /have you been running)
the company?

10. (Who did you send it to / To who did you send it)? 1 can’t
remember, to be honest.

IX. Choose the correct variant:
1. Who (did meet you, met you) at the atrport?



3 4"
\:’m vor meet) at the anport

3 Who /vou meed,
1 \\L“\ "‘V"‘"‘t""v"‘ “' ol ‘nd { ?\1](1.\\\\‘111

2 aAud A ravaves il 19
4 When istarted Microsoft, did Microsoft start)’

< Who (spoke, did speak) at the conterence?

What (the Minister spoke, did the Minister .\',')c‘ak)ulmuw
* What {happenea L did )?ul'”’( )7

8 Why i happened. did it happen)?

G Who ftold you. did rell vou) about new project?

10, Who tvow 10id. did vou tell)?
X. Match guestions 1-10 above with answers a)-j) helgy.

| Whe met vou 1n the Mimistry?  a) Bill Gates started it.

2. Who did vou moct at the b) It started in 1975.

conference” -

3, Whe staried ’Yw icrosoft? ¢) Mrs. Chang met me.

4. When dud Microsoft stant? d) Linda spoke.

5. Whi s;miat & the conference? e) I told my line manager
immediately.

6. What dic the President speak ) Nothing happened.

about”

*. What happened” g) It happened because of bad
management.

K. Why dd 1 happen? h) He spoke about
nanotechnology.

% Whe 1old vou about” 1) 1 met Mrs. Chang.

10 Whe did you tell? i) My line manager told me.

Freer practice
Task 1

Choose a partner, but don t talk 1o him or her yet. Write ¥
guestions 1o ask your partner. Work in pairs. Ask and answer 3%
questions. Then tel] the class something interesting you found ¢4

about yowr pariner



Task 2

) You are going to write o profile of saomeane i the class. Write

ten questions to ask another student e these ideas or your own

personal detanls,

fammly,

work

study,
- free time,

last hohiday,

future plans;

studving English,

home.
hi Work with a student yvou don’t know very well Toke turns to

ask and answer vour guestions. Muake notes on your portrer s

i

AnSWers.
) Write a profile of your partner.
di Swap profiles with your partner. Check the nformation s

correct.



UNIT 5
THE SIMPLE TENSES

(to ask)
I” [ AFFIRMATIVE Interrogative Negative
¥ I I A
! | we ask we we do
= ,’ you Do you you
5 [ they they ask ? they not ask
' he he he
,’ | she ask +s Does she she does
!' it it it
[ I I cen
} | we we we
| | you you you
j P they ask + ed Did they ask they did not ask
f & ' he he he
';  she she she
{ it it it
I I I
' we shali shall we w shall
e vou ask you ask you not ask
g |the they they
| S hewil will he | he will
{ she she she
1 it it it

The Present Simple is used:

Examples:

1) to express a habit.

2) to express a fact which is always

irue.

3) to express a fact which is true for a

long time.

1) He gets up at 7 a.m.
2) Vegetarians don’t eat meat.
3) She works as an economist.

The Present Simple is often used with such time indicators: often, seldom.

always, usually, regularly, every day, sometimes, as a rule etc.

The Past Simple is used:

Examples:

1) to express a finished action in the

past.

gA

1) I worked as an economist last year
/



2) to express actions which followed
cach other in a story.
The Past Slmplc is often used with suc

The Future Simple is used:

month, five years ugo, yesterday, in 1991 cic.

2) He came into the room. He took off
his coat and sat down on the bed.
h past time expressions: last year, last

' 7!* xamplcs

1) to express a future decision or
intention made at the moment of
speaking.

2) to express a future fact,

1) (:oodbyL T’ll see you tomorrow.
2) The prices will grow twice.

The Future Simple is used with such expressions: tomorrow,
tomorrow, next week (month, year), in a day, in 20210 etc.

the day after

after, as soon as, till, until:

Note! We use Present Simple instead of Future Simple after if, when, before,

I’1l enter the Accounting and Economic Department when [ finish school —
TOCTYIITIO Ha 00JiKOBO-CKOHOMIYHMH (paKyJIBTCT, KOIM 3aKiHYY LIKOTY.

Controlled practice
I. Make the following sentences negative and interrogative:

He usually comes by car.

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

[ work in research and development.
They often travel abroad on business trips.
Susan works with him in R&D.

They produced farm machinery.

She had some brochures of our products.

He worked in the sales department.

Paul will need his computer in an hour.

Peter and Mike will arrive in the meeting on time.

0. Simon will teach you how to use this computer program.

I1. Put the verb into the correct form:
1. This computer (fo break down) yesterday.

2. John (not/ to work) with
later on.

you in the marketing department

3. Suzanne (to write) the report every month.
4. Peter (to meet) the CEO tomorrow to discuss his future with

the company.

5. Their department (to work) on a very important project last

year.
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6.1 (to hate) going to trade fairs, they are so boring.
7. Tom (not/to agree) with the idea of employing a new

secretary.

Paris.

8. Our new sales representative is French, she (fo come) from

9. Here are your tickets, your flight (7o leave) at 10 o’clock.
10. We (1o import) some of our products from India next year.

II1. Choose the correct item:

1. I ... the accountant at five, so I'll be late home tonight.

a. will see

b. saw

2. Ouwr factory workers ... to work at the weekend, so we did

overtime only from Monday to Friday.

56

a. don’t like

b. won’t like

3. What ... this symbol ... on the computer?

a. will/mean

b. did/mean

4. Our company ... on Saturdays later on.

a. worked

b. works

5. We ... our orders next week.

a. don’t deliver

b. didn’t deliver

6. Ifwe .. tired, we’ll stop doing that calculation.
a. will be

b. were

7. They ... a fault with one of their products last week.
a. find

b. will find

8. There ... high interest rates at present.

a. were

b. will be

9. Many small companies ... financial difficulties next year.
a. would have



b. had

10. Our company ... an increased competition from abroad last
Vear.,

a. faces

b. will face

IV. Put questions to the italicized words:

1. Companies reduced their prices last year.

2. They have to do it to remain competitive.

3. We usually carry out market research.

4. They will have to find out what their customers want next
week.

5. He drives to Umbria once a week to visit our local
representative,

6. I’m sorry to hear about your problems with that business
plan.

7. Tusually type as fast as I can.

8. We think you should speak to your line manager.

9. They installed a new air conditioning system in my office
yesterday.

10.  You can use my office this week.

V. Choose the best variant:

1. Elizabeth always ... the computer on overnight.

a. leaves

. will leave

He often ... overtime earlier.

. will work

. worked

Now they ... the promotion for highly skilled workers.
. will promise

. promise

o

AT P WO PN

I ... some information about your products.
a. want
b. will want

5. He ... avery interesting e-mail from EFC some days ago.
7



a. received

b. receives

6. Nowl ... to go to the bank to get some money.

a. have

b. has

7. She ... some paper for the copies tomorrow.

a. will need

b. needed

8. The engineers ... some problems with the new machine last
year.

a. had

b. will have

9. They ... us the information about their latest range of
products in a day.

a. sent

b. will send

10. I ... him at the trade fair next Friday.

a. meets

b. will meet

VI. Rewrite the following sentences using the Past Simple:

1. Thave some floppy disks and a printer.

2. There is no space in the office for another desk.

3. He always tells us the information about annual exhibitions.

4. Thanks to your directions we don’t have trouble in finding
the hotel.

5. When you start a new job you spend some time to become
familiar with the environment and people.

6. This report is fine but you need to do some more work on
the conclusion.

7. He forwards all her mail to this address.

8. There is no hope of finding a flight.

9. Sam tries to find the information about the products of our
competitors.

10. Some people feel that Europe needs to be more competitive
with the USA.
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VII. Fill in the blanks with auxiliary verbs:

. How many holidays ... the workers of your company have a
yoar?

2. What ... make a good manager in the next decade?

3. ... you have a reasonable working week?

4. What kind of job security ... workers expect earlier?

5. What elements ... your workplace have now?

6. How ... working practices affect people and society now?

7. When ... you start writing the report?

8. When I worked for MacLeans I ... have a handsome salary.

9. We had the meeting but then we ... go for lunch.

10.  The secretary ... send the fax.

VIIL Fill in the sentences with the words given below:

wevwill send had crashed/had  will finish went
pave/took decided want brought out is

. A colleague of mine ... to the annual general meeting last
woeek.

2.1f1 ... to the office tomorrow I ... an e-mail to Peter.

3. He ... dinner with the English representative at ten o’clock
yesterday.

4. The manager ... his presentation and everyone ... notes.

5. The computer ... and I ... to finish my work the next day.

6. We ... to close our Liverpool factory.

7. Simon ... his report in a day.

8. Good marketing ... more important than competitive prices.

9. This product is better the last one they ....

10. We ... to redecorate our office.

IX. Make up sentences using the following words and
phrases:
1. The cheapest, product, this, your, in, range, is.
2. Is, this, in, factory, this area, the biggest.
3. Sold, the market, on, this, we, last week, model.
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4. Expensive, products, our, at, are, the most, the fair.

5. The best, Peter, a large, he is, because, bonus, salesman, hav‘
we, deserves.

6. Levi’s, Tesco, jeans, a profit, to make, want, from, didn't.

7. In the future, change, the way, brands, will, operate, they.

8. The company, that, thought, more customers, would brin
this sales strategy, to its stores.

9. Its goods, sometimes, when, in supermarkets, suffers, sol f
are, a brand image.

10. It doesn?, that, brands, possible, will disappear, seem.

X. Translate the sentences:
1. Bu xynyete 6penioBi Bupoou?
2. 51 namaraBcs YCTAHOBHMTH HOBE IPOTpamMHC 3a603neqeun1

3. Mu HanucaId JIUCTA HAIIHM [I0CTA4aIbHUKAM.

4. 3aBTpa ypaHIi s 3aKiHYY 3BIT 3 NOPTYTaIbCHKOIO MPOEKTY.

5. BoHM npoialoTh TOBAPHU IIMPOKOIO YIKHTKY.

6. Bouu Harmmcanu Gi3HEC-TUIaH MUHYJIOTO MicCslls, aje imM mf
HEeOOXIIHO HOCIIINTH PHHOK 30yTy.

7. Mu nonpocumo Toma 3poOUTH Npe3eHTaNifo KOMIaHii.

8. Ham HeoOXiZHO 3HW3UTHU LIHH Yepe3 HallMX KOHKYPEHTIB.

9. Bouu BUrpan HiMEIbKHI KOHTPAKT MUHYJIOTO POKY.

10. Imomi s jomomaraio CBOEMY KEpiBHHKY IepeBipsTH
HAasIBHICTH TOBApY.

Freer practice

Task 1

a) Write three sentences about your friends’ present and past
habits or routines. Work in pairs. Take turns to tell your partner about
your friends. Ask follow-up questions if possible. Are any of your
friends similar? A: My friend Maria’s always complaining about her
job. B. Really? Why’s that?

b) Discuss the ideas with your partner. Give reasons for your
opinions. Which ideas do you all agree about?

¢) Tell the class two things that your group agreed about.
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Task 2

Family life in 2020.

1./ families / be smaller

Do you think families will be smaller?

2./ people / have more free time?

3./ more people / live to be a hundred?

4./ people / be happier?

5./ more fathers / stay at home to look after the children?
6./ more people / share jobs?

uestions. Continue the conversation if possible.

a) Work on your own. Write questions with Do you think ...
Il...? and these ideas. Then make two more questions of your own.

b) Work with your partner. Take turns to ask and answer your
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UNIT 6
THE CONTINUOUS TENSES

THE PRESENT CONTINUOUS TENSE
(to work, to write)

am, is, are + working, writing

Affirmative Interrogative Negative Interrogative-
Negative

I am working, Am I working, I'am not working, | Am I not

writing writing? writing working,

He/she/it is Is he/she/it He/she/it is not writing?

working, writing | working, working, writing | Is he/she/it not

We/you/they are | writing? We/you/they are | working, writing?

working, writing | Are we/you/ not working, Are we/you/they
they working, writing not working,
writing? writing?

The Present Continuous is used: Examples:

- for actions taking place now, at the
moment of speaking or for temporary
actions; that is actions going on
around now, but not at the actual
moment of speaking;

Helen is working hard these days.
Right now she is reading a
newspaper. (She is not working at the
moment of speaking)

- with always when we want to
express irritation at actions which
happen too often;

You are always forgetting to pay the
bills.

- for actions that we have already
arranged to do in the near future,
especially when the time and place
have been decided;

Melanie is getting married at 3 this
afternoon. (The time and place for the
wedding ceremony have been
decided)

- for changing and developing
situations.

More and more forests are
disappearing because of fires.

The present continuous is used with the following time expressions: now, at
the moment, these days, at present, tonight, nowadays, still, etc.

BE GOING TO be going to is used:

Examples

- for plans, intensions or ambitions we
have for the future;

I’m going to employ more staff.
I’m going to expand my company.
(intention / plan )

- in predictions when there is
evidence that something will happen
in the near future.

Look at him! He is going to win the
race. (There is evidence — he is ahead
of the other runners)

62




NOTE:

- We use will when we make a
prediction based on what we think,
believe or imagine.

In the year 2050 there will be colonies
on Mars.

We use be going to when we make a
prediction based on what we can see
(evidence) or know.

Look! The acrobat is going to walk
along the tightrope.

e going to is used with the following expressions: fomorrow, the day after
tomorrow, next week/month/year, tonight, soon, in a week/month/year, efc.

PAST CONTINUOUS TENSE

(to work, to write)

Wwas, were + working, writing

Affirmative Interrogative Negative Interrogative-
Negative

I/he/she/it was Was 1/he/she/it I/he/she/it was Was 1/he/shel/it

working, writing | working, writing? | not working, not working,

We/youw/they Were welyou/ writing writing?

were working, they working, Welyou/they/ Were we/you/

writing writing? were not working, | they not working,
writing writing?

T'he Past Continuous is used: Examples:

for an action which was in progress
it a stated time in the past. We do not
mention when the action started or
linished;

At three o’clock yesterday afternoon,
they were sitting an outdoor café.
(We do not know when they got to or
when they left the café).

for an action which was in progress
when another action interrupted it.
We use the past continuous for the
netion in progress (longer action) and
the past simple for the action which
interrupted it (shorter action);

when/while/as+ past continuous
(longer action)
when + past simple (shorter action)

He was walking when he slipped on
a banana skin.

As/when/while Cathy was washing
the dishes, she dropped the glass.

for two or more simultaneous past
netions;

She was steering the boat while he
was playing the guitar.

to describe the atmosphere, setting,
ote. in the introduction to a story
before we describe the main events.

Todd and Emily were riding through
the forest. The sun was shining and

the birds were singing.
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as, all day/night/morning, etc.

The past continuous is used with the following time expression: when, while,

FUTURE CONTINUOUS TENSE

(to work, to write)

will + be working, writing

Affirmative Interrogative Negative Interrogative-
Negative
I/he/she/it/welyou | Will I/he/she/it/we/you | Will 1/he/she/it/
/ they will be I/he/she/it/we/ / they will not be | welyou/they not
working, writing | you/they be working, writing | be working,
working, writing? writing?

The Future Continuous is used:

Examples:

- for an action which will be in
_progress at a stated future time;

This time next week Il be skating in
Austria.

- for an action which will definitely
happen in the future as a result of a
routine or arrangement;

- Shall I inform the rest of the team?
- No, I’ll do it. I’ll be seeing them at
the meeting anyway.

(They have a meeting every week. He
will definitely see the rest of the team
because it’s already planned.)

- when we ask politely about
someone’s plans for the near future
(what we want to know is if our
wishes fit in with their plan)

- Will you be going out later?
- Yes. Why?
- Could you get me a sandwich?

STATE VERBS State verbs are verbs which do not normally have
continuous tenses because they describe a state rather than action

- verbs which express likes and
dislikes: like, love, hate, dislike,
enjoy, prefer, etc.

Cathy likes romantic films.

- verbs of perception: believe, know,
notice, remember, forget, recognize,
understand, realize, seem, think, etc.

[ don’t believe a word he’s saying.

- verbs of the senses: see, hear, feel,
taste, look, smell, sound. We often use
can or could with these verbs when
we refer to what we see, hear, etc. at
the moment of speaking.

The soup tastes delicious.
John must be in the attic. I can hear
his footsteps.
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- some other verbs: be, contain, fit, This book is mine. It belongs to me.
Invlude, matter, need, belong, cost,

| owe, mean, own, appear, want, have
possess), etc.

Controlled practice
I. Complete the sentences with the verbs in brackets in the
I'resent Continuous Tense:
1. They (to apply) new technology.
2. The factory (10 employ) new workers.
3. We (to study) the economic situation in the area.
4. 1 (not/ to learn) Spanish, I (to learn) English.
5. They haven’t sold the products, they (7o sell) them now.
6. The two companies (to compete) in the market.
7. Unemployment (to grow) at the moment?
8. You (fo work) at the report on a macroeconomic problem.
9. The consumption of goods (o increase) in Ukraine.
10. The firm (not / to manufacture) the equipment.

II. Choose the correct form of the verb:
1. We ... capital goods and consumer goods.
a. produce
b. are producing
2. We use various resources when we ... goods or services.
a. are producing
b. produce
3. We always ... choices between people’s wants and needs.
a. make
b. are making
4. When people make a choice between two possible uses of their
resources they ... a tradeoff between them.
a. are making
b. make
5. We always ... natural resources when we are building a
bridge.
a. require
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b. are requiring

6. People always ... their money when they start their own
business without special education.

a. are losing

b. lose

7. He ... to find a job at the moment, he must do something to
earn a living.

a. is trying

b. tries

8. When we talk about "the national labour force” we ... of all
those people available for work within the nation.

a. think

b. are thinking

9. An individual ... careful decisions now about how to allocate
personal resources.

a. makes

b. is making

10. Economists always ...solutions and ... comparisons between
the economic model and the real world.

a. seek, make

b. are seeking, are making

I11. Complete the sentences with the verbs in brackets in the
Present Continuous or the Present Indefinite Tense:

1. He joined company 25 years ago and he still (7o work) for us.

2. We (not to send) out any orders this week because we are
waiting for the new lists.

3. I (to deal) with Mr. Matsumi’s clients this week because he is
away.

4. Because of the Euro/ Dollar exchange rate, EU exports (not to
do) very well at the moment.

5.1 (to learn) French because I'm going to be based in the Paris
office next year.

6.1 am German, and I (fo come) from a small town near Munich.

7. You (to know) what Mrs. Ericson (to do)? She’s not in her
office.
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8. 1 (to think) we ought to give the job to this young man.

9. Could you help me? I (fo try) to translate the letter from a
Spunish client.

10. I dont know what this word (fo mean).

IV. Complete the sentences. Use the past continuous tense of
the verbs in brackets:

1. Yesterday at that time they (7o discuss) the problem with a lot
ol people to take a decision.

2. John was a Sales Agent. He (fo work) hard the whole month to
sve up for a computer.

3. We (to interview) candidates for the sales job the whole day.

4.1 (to work) at home all day long.

5. Who you (o talk) to on the telephone as 1 came in?

6. When I first met him he (fo work) in a restaurant.

7. Where he (o live) when you saw him last?

8. The living standard of population (7o fall) during the year.

9. Our income (not/ to rise) at that time.

10. Prices for fuel and energy (7o grow) in the country then.

V. Make up the questions to the sentences given below:

1. They were discussing the price problem at that moment.
(What)

2. The company was simultaneously having negotiations with
their competitors. (With whom)

3. The market was expanding very quickly. (Was)

4. The domestic capital market was growing at a high pace.
(What market)

5. The economy was recovering very slowly. (Was)

6. The prices were steadily increasing during this period. (Were)

7. This time last year they were negotiating with Turkey. (With
whom)

8. Jane was speaking over the phone with her clients when I
cntered the room. (With whom)

9. This time last year Tom was working in Brazil. (Where)
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10. They were building a new bank when I was there last year.]
(What)

construction site. Choose the appropriate form of the verb (Pa
Continuous or Past Indefinite): |
On Monday at 16.30 a construction worker was hurt at the Irbas.
plant. The foreman (1) (said / was saying) that four men (2) (worked /.
were working) on a roof when a crane (3) (hit / was hitting) the wall o
the building. One of the men (4) (slipped / was slipping) and (5) (fell :
was falling) to the ground. The crane driver (6) (tried / was trying) to
lift a metal pipe when he (7) (lost / was loosing) control. A
preliminary report identifies three factors which contributed to the
accident: the injured worker (8) (didn’t wear / wasn't wearing) a
safety harness. Thecrane (9) (worked / was working) in a prohibited
area. It (10) (rained / was raining), so work should have been stopped.

VI. Read this extract from a report on an accident at :1
o

VII. Complete the sentences. Use the future continuous tense
of the verbs in bracket:

1. 1 (fo work) for Mr. Pitt next week as his own secretary will be
away.

2. Wages have gone up, so I suppose prices (fo go up) too.

3. We’ll be in the same firm, but we (not to work) together, |
because we’ll be in different departments.

4. Don’t phone me at 8.00. I (o have) talks concerning a loan
with the bank manager.

5. Tomorrow our boss (to interview) candidates all morning. [

6. During May our managers (fo collect) all the information they
need. ‘

7. They (to discuss) some issues relating to their future needs
tomorrow at this time.

8. We (to move) to our new premises in August.

9. He (to repay) the bank loan in December.

10. During my presentation I (to describe) the key benefits of
our new service.
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VIIIL. Choose the correct form:

. What time ...?

. does your train leave

. will your train leaving

. Don't forget to turn off the lights before you ....
. will be leaving

. leave

. This time next week I ... on a beach in Greece.
. shall lie

. shall be lying

. The flight ... at ] pm and ...at 3.45.

. leaves / arrives

. will be leaving / will be arriving

.1 ... Nick tomorrow, so I can give him your message.
. shall be seeing

see

. Sorry, I can’t see you n the 15-th. I ... golf with a client.
. shall play

. shall be playing

. ...the conference room next Tuesday?

. Will you be using

. You use

. When I ... him, I'll ask him.

. shall be seeing

b. see

9. I'll come at three o’clock. — Good, [ ... for you.
a. shall wait

b. shall be waiting

10. When I ... back they ... the price problem.

a. come / will be discussing

b. shall come / will discuss

®o~
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IX. The Human Resources Manager of a large company is
explaining the appraisal system to a group of new employees.
Complete his talk by putting the verbs in brackets into the right tense.
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Choose between the present indefinite, future indefinite and future
continuous:
“Your appraisal interviews (1) (to be) in March. Er, I'm sorry,

they were going to be in February but we had to postpone them. Sorry 3

about that. Um, during February your line managers (2) (to collect) all
the information they need from you, and by the time you meet for the
interview, they’ll have produced a checklist of points for discussion.
Right. Um, in the interview you (3) (to discuss) your
performance during the past year and any issues relating to your future
needs, er, such as training. By the end of the meeting I to hope that
you and your line managers will have agreed on your personal
objectives for next year, both in terms of sales targets and professional
development. Is that clear? OK, good. Of course there is some

flexibility in the targets, in case anything (4) (to happen) to the market

that we cannot predict. We may also have a budget for you to do some
training, after you (5) (to come) back from your summer holidays but

before work (6)(to get) really busy in September. Is that OK? Yeah.

Good.

any courses that you do will have finished, is that OK? Yeah. I (9) (to
send) you feedback forms nearer the time. Well, er, unless you (10)
(to have) any questions, I think that’s all. Oh, no, Er, yes — I was going
to have a word with you about your holiday plans, but you probably
don't know them yet. Could you email me with your request as soon as
you know them.”

X. Choose the correct form of the verb:
1. When the computer ... I ... last month’s figures.
a. crashed / was printing out
b. was crashing / printed out
c. crashed / shall be printing out
d. crashes / prints out
2. I ...at the Marriot Hotel. I'll be there until Friday.
a. am staying
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After that, the next time that we all (7) (to meet) again (8) (to be)
in October, when I'd like some feedback on your training, as by then
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. was staying

c. shall be staying
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. stay
. Julie won't be here tomorrow. She ... at our other office.

a. will be working

. will work

. worked

. is working

. At first sight, he ... a sensible suggestion.
. was making

. makes

. is making

. shall be making

We ... a lot of trouble with our suppliers.
. 1s having

. are having

. will be having

. was having

. [ ... they will make a decision this week.

. am thinking

. was thinking

. shall be thinking

think

. When I ... home, I heard your phone message.
was getting

. am getting

got

. shall be getting

. When I ... at the office Jane ... for me.

. was arriving / was waiting

. arrived / was waiting

. am arriving / waits

. shall arrive / will be waiting

. They ... about the merger when he suddenly ... his temper.
. were arguing / lost
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b. argue / loose

c. are arguing / lost

d. will argue / will be loosing

10. We finish the course tomorrow so we ... for a drink.
a. went out

b. was going out

c. will be going out

d. are going out

Freer practice
Task 1
a) Make questions with you. Put the verbs in brackets in the
Present Simple or Present Continuous.
1. Are you feeling (feel) hungry now?
2. ... (usually eat) a lot of street food?
.. (cook) for yourself every day?
.. (try) to eat more healthy these days?
.. (want) to learn how to cook?
.. (look) for somewhere to live?
.. (often read) blogs?
.. (watch) any good TV series at the moment? ]
b) Ask other students your questions. Try to find one person who
answers yes for each question. Then ask two follow-up questions. '
¢) Work in groups. Tell other students three things you found out
about the class. '

P b Oyt

Task 2

a) Write three sentences about your friends’ present and past
habits or routines. Work in pairs. Take turns to tell your partner about
your friends. Ask follow-up questions if possible. Are any of your |
Jriends similar? A. My friend Maria’s always complaining about her
job. B. Really? Why's that?

b) Discuss the ideas with your partner. Give reasons for your
opinions. Which ideas do you all agree about?

¢) Tell the class two things that your group agreed about.
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UNIT 7

THE PERFECT TENSES

(to work, to write)

Presentation
have, has + worked, written

Affirmative Interrogative Negative lnterrog?tlve-

) Negative
I/welyou/they Have 1/we/ I/welyou/they  [Have I/welyou/they not
have worked,|you/they worked,|have not worked,\worked, written?
written written? written
He/she has Has he/she|He/she has not|Has he/she not worked,
worked, written  |worked, written? \worked, written |written?

The Present Perfect is used:

Examples:

- to talk about present results
of past actions. The use of the
present perfect focuses on
current relevance:

I have given your article about finance to
professor.

Our fax number has changed.

We’ve just lowered our prices.

They have updated their website.

The government has announced a decrease
in corporation tax.

Telecom Italia has asked its chief executive
to complete negotiations over the company’s
plans to participate in a new digital pay TV
system.

- to talk about life experiences:

He’s done many jobs in his time. He's sold
encyclopedias, he’s been a journalist, he’s
worked in a shoe factory and now he’s a
trade unionist.

There is no focus here on when he did these
things in the past. Only the experiences are
important.

- with expressions referring to
‘time up to now’:

Have you ever visited Beijing? (ever = at
any previous time up to now)

I’ve never seen the Niagara Falls. (never = at
no previous time up to now)

I’ve already had a word with Bruce.
(already = before now)

Hasn’t she decided what to do yet? (yet =
until the present time)
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'We've had a good year so far. (so far = up '

until now)
We’ve grown rapidly over the last few
years. (= recent years up until now)

- after this is the first / second
time:

This is the first time we have (ever) received
a complaint. 1
It’s only the second time we’ve met.

- with time adverbs ‘for’ and
since” to say how long a
situation that began in the past
has lasted up to the moment of

He’s been vice-president for two years.
He’s had the same job sincel996.
She’s always been a creative person.

speaking:

THE PAST PERFECT TENSE

(to work, to write)

had+ worked, written

Affirmative | Interrogative Negative lnt;l;;t;gt;l:;ve-
I/he/she/we/ Had 1/he/she/ I/he/she/we/ Had 1/he/she/
you/they had|we/you/they you/they had not|we/you/they not
worked, written  \worked, written? |worked, written  |worked, written?

The Past Perfect is used:

Examples:

- to talk about events that
happened  before  other
events:

Paul Bennett was killed after he had climbed
into a giant industrial tumble dryer to free a
piece of cloth trapped inside. The machine
started accidentally and he was spun to death at
a heat of 43°C. It became evident that his
employer had not given him proper training
and a jury decided that there had been an
‘unlawful killing’ — it was satisfied beyond
reasonable doubt that Mr. Bennett had died as
a result of manslaughter.

In this extract the events in bold type refer to an
earlier past:

had climbed into the dryer =
accident

his employer had not given him proper training
= before the accident

had been an unlawful killing = before the trial
had died = before the trial

before the
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with I wish, if only and I'd

yather

We use the past perfect to talk about events that
did not happen:

I wish I had been more interested in English at
school.

If only 1 had bought those shares, they've gone
up 27%.

I'd rather he'd asked me before taking my car.
In the negative, the sentence expresses a regret
for events that did take place:

He wishes he hadn’t left his previous job. (but
he did)

- 1o emphasize the recent
nature and/or duration of
actions. If we want to focus
on continuous activity taking
place in an ecarlier past we

use the progressive form:

They had been testing the drug for years before
it came onto the market.

She had to take a break because she'd been
working far too hard.

THE FUTURE PERFECT TENSE

(to work, to write)

shall/will have + worked, written

they will  have|you/they

Affirmative Interrogative Negative lnte'rrog:.atlve-
Negative
|/We shall have|Shall 1/we have|/We shall not|Shall 1/we not have
worked, written  |worked, written? |have worked,|worked, written?
written
He/she/you/ Will he/she/ Will he/she/

worked, written  |worked, written? |they will not have|worked, written

have|He/she/you/ you/they not have

worked, written

The Future Perfect is used:

1) to indicate events completed before a future time:

We use the future perfect, and a time phrase with by, to talk
about something that will be completed before a particular time in the

future:

By the time they arrive we will have gone home.
At the end of the year we will have recovered our initial

investment.

We won’t have repaid the loan by the end of May.
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FUTURE PERFECT SIMPLE VS.
FUTURE PERFECT CONTINUOUS/PROGRESSIVE:

Future Perfect Simple

Future Perfect
Continuous/Progressive

It is used to say what will have
happened or been completed
before a specific point in the
future.

By the time we get to the office, the
meeting will have already started.

It is used to express a condition or
situation which starts before and still
exists at a specific point in the future.
This time next year, we will have
been in this business for ten years.

It is used to talk about a long,|
continuous action, which starts before |
and is still happening at a spemf'c
point in the future.

%

By next year, I’ll have been workmg
Jfor this company for ten years.

It is used to express a certainty about
a single action in the past. We are
certain because the action usually
happens.

Don''t telephone your office manager,
it's six thirty, he will have already
gone home.

It is used to express a certainty about a
long, continuous action in the past.

The office is a mess, they will have |
been celebrating the China contract.

Controlled practice
I. In each of the following sentences, fill in the blanks with

one word only:

( since (2) in(3)

ago for (3) on w

1. We haven’t had any new orders ..

2. We have been producing
80 years.
3. It’s aweek ...

5. How long ...
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. over a month.

cars at the Oxford factory ... nearly

I was last at the office.
4. My boss went on a course ...
did Mr. Koczka leave?
6. The last meeting took place ...
7. A lot of the factories here were shut down
8. I got my first proper job ...

September last year.

18 July.

... the 1980s.
1992.



9.1 havent been feeling well ... I went to that fish restaurant.
10. My colleague worked in Hong Kong ... five years before
coming back to Hamburg.

I1. Complete these announcements, read out today during a
radio programme called “Business in Action”. Complete each one,
using these verbs in either past simple or present perfect:

agree ~ buy give issue slump |

In a gigantic deal, BRITISH AMERICAN TOBACCO, the
world’s second-largest international cigarette maker, (1) ... to take
over ROTHMANS (the fourth-largest) for $8.7 billion. Shares in
MARKS AND SPENCER, Britain’s biggest retailer, (2) ... by more
than 10% in the last 24 hours after the firm (3) ... a profits warning.

Europe’s postal market is becoming increasingly competitive.
Only weeks after the British government (4)... the state-controlled
POST OFFICE greater commercial freedom, it (5) ... Germany’s
third-largest private carrier. GERMAN PARCEL has a big
distribution network and a large stake in GENERAL PARCEL, which
operates Europe-wide.

ITI. Choose the appropriate form of the verb in brackets:

“I (1) (worked/have worked) for Dataready since last summer.
So far it has been enjoyable and 1 (2) (did not have/have not had) any
difficulties. At the beginning I (3) (expected/have expected) to have a
lot of problems, though. I thought I might not get on my colleagues,
but all of them (4) (were/have been) friendly and supportive since the
very first day. Last week, for example, 1 (5) (had to/have had to) meet
some tight deadlines, which (6) (was/has been) quite stressful. One of
my colleagues (7) (offered/has offered) to collect all the data I
(8)(needed/have needed) for the quarterly report. This (9) (saved/have
saved) me at least half a day’s work. I (10) (did not feel/have never
Jelt) so welcome as at Dataready, I must say.”
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IV. Complete the report about the history of Joie de Vivre.
Use the past simple or the present perfect forms of the verbs in
brackets:

I (1) (receive) the year’s results yesterday and 1 am delighted to
announce that our company (2) (have) another fantastic year. We (3)
(start) in 1970 in a small factory in Shatin, Hong Kong, and we only (4)
(employ) four people. That number (5) (grow) to around 2,000 today.

In the early years we (6) (face) strong competition from our
competitors and in 1982 we nearly (7) (go) bankrupt. But from that
difficult period until now, we (8) (hold) out and we (9) (not make) the
mistake of becoming typecast as a label for the changeable junior
market.

Things (10) (improve) considerably since we (11) (move) from
Shatin to China. In 2000 we (12) (buy) the international operations for
our partner company Joie de Vivre Holdings and we now do business
in more than 30 countries.

In recent years we (13) (expand) our product range and we have
carved out a sizeable niche in the same market as Benetton and Zara.

Last year we (14) (have) our fifth consecutive year of growing
with 98 million dollars in net profit and in January of this year we (15)
(deliver) the first retail stock to be included in Hong Kong’s Hang
Seng index.

A lot of change (16) (take) place recently. This is because last
year most of our sales (17) (come) from Asian market. So, in January
this year, we (18) (decide) to try and break into the US market. Just
recently, we (19) (enter) into negotiations with Macy’s department
stores.

In conclusion, our company so far this year (20) (prosper) and
that is down to all your hard work. Congratulations to you all.

V. Complete each of the following sentences in two ways,
using “because + past perfect” and “so + past simple”. See the
example:

Pattern:

When I left the office, the building was empty ...

a. (everyone/go home) because everyone had gone home.
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b. (I/lock the doors) so I locked the doors.

1. When I arrived at the office the next morning, the place was in
 terrible mess ...

a. (I/phone the police)

b. (someone/break in)

2. The chairman was in a very good mood. ...

a. (we/win/a major contract)

b. (we/open/a bottle of champagne)

3. The negotiators realized another meeting would be necessary ...

a. (they/not reach an agreement)

b. (they/get out/their diaries)

4. I didn't know their phone number ...

a. (I/call/Directory Enquiries)

b. (they/move/to new premises)

5. The Marketing Managers flight from Japan arrived late ...

a. (she/go/straight home from the airport)

b. (there/be/a security alert in Tokyo)

V1. Complete the sentences with the best form of the verb in
brackets. In each sentence one verb will be in the past simple and
the other in the past perfect. Do not use contractions:

1. After she (make) a few notes, she (start) writing the
introduction to the Annual Report.

2. Gary (be sure) that he (set) the alarm before leaving the
office.

3.1 (call) my wife on my mobile because the meeting (still not
finish).

4. Once 1 (speak) to him, I (realize) there had been a
misunderstanding.

5. After Jill (give) her first presentation, she (fee/) much less
nervous.

6. Before Edite (hecome) Michael Edward’s personal assistant
she (already work) in the company for two years.

7. 1 (not see) the figures before the meeting, so it (put) me at a
disadvantage during the discussion.
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8. Sorry it took so long. I (have to) go down to the store room
because we (run out of) paper for the photocopier.

9. The rain (stop) by the time I (get out of) the taxi.

10. I (be) surprised to find that she (already leave).

VII. Put the verbs in brackets into the past simple, the pasti
continuous or the past perfect. Do not use contractions: i

1. I (not/pay) the cheque in because the bank (already/shut) byl
the time I got there. i

2.The manager (not/pick up) the phone because she (deal) with
another customer when it rang. )

3. While I (travel) in South America, I (get) the idea for my new
business venture.

4. We (manage) to maintain the demand as we (sfudy) the
market thoroughly.

5. They (still/not/pay) their bill, so we (send) them a second
reminder.

6. When 1 (reach) the airport, the flight (already/close), so 1
waited for the next one.

7. Jason (be) worried about last week’s presentation because he
(not/prepare) his talk.

8. The revenue (grow) as the exports (increase) significantly.

9. They (not/increase) sales because the production (drop) by 1
per cent.

10. While I (check) the figures, 1 (notice) a couple of mistakes.

VIII. Complete the sentences by putting the verbs in
brackets into the right tense:

a) Choose between the present simple and the future perfect.
Do not use contractions.

1. By the time all the papers are ready, the deadline (pass).

2. The flight (leave) at 1 pm and (arrive) at 3.45.

3. The bank transfer order (receive) by late afternoon.

4. The gold standard (revalue) by the time the national debt is
balanced.

5. They (acknowledge) receipt of the package before they place
another order.
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6. Mary (not/calculated) the settlement price by six o'clock.

7. 1 won’t do anything until I (hear) from you.

8. Analysts fear that the Administration’s monetary policy
(not/have) a positive impact by the end of the fiscal year.

9. Home owner’s equity (arrive) at a higher value when the
recession slows down.

b) The future tenses

1. By the time we get to Chicago this evening, we (1) (drive)
more than four hundred miles.

2. When Sarah goes on vocation next month, she (2) (study)
German for two years. She should be able to communicate fairly well
while she is on her business trip.

3. By the time you finish studying the verb tense tutorial, you (3)
(master) all twelve tenses including their passive forms.

4. T came to England six months ago. I started my economics
course three months ago. When I return to Australia, 1 (4) (study) for
nine months and I (5) (be) in England for exactly one year.

5. Frank just changed his jobs again. If he keeps this up, he (6)
(change) jobs at least four or five times by the end of the year.

6. I promise 1 (7) (do) all the work by next Saturday.

7.1(8) (finish) in an hour and then you can use the computer.

8. I got a great job offer which I can't refuse. Besides, by the
time I move, I (9) (live) in Baton Rouge for over twenty years.

9. Two clients from Peru (10) (visit) us by the next month. We
need someone to entertain them while they are here.

IX. Decide whether to use future simple, future perfect or
future perfect continuous in the following sentences:

1. Our partnership (be) ten years old next week.

2. She has promised that she (never/show) anyone our computer
records again.

3. You can have the report tomorrow, I (finish) it by then.

4. Just think, this time next month we (finish) this job and they
(already/pay) the cheque into our account.
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5.1 can’t give you an answer tomorrow. 1 (not/speak) to the sales
manager by then. '
6. Shall I pick you up at seven? (you/finish) dinner by then?

7. (vou/finish) that sales report by this time tomorrow? Because I
want you to do something else for me.

8. By next year I (work) for this company for ten years.

9. What do you think (happen) if share prices continue to fall?

X. Choose the correct verb forms in these two texts:

1. Four exchanges censured for anti-competitiveness

The Securities and Exchange Commission (1) (said/has said)
yesterday it (2) (censured/had censured) four US options exchanges
for allegedly engaging in anti-competitive practices and (3)
(ordered/has ordered) them collectively to spend 77 million dollars on
surveillance and enforcement. Without admitting or denying the
charges, the American Stock Exchange, Chicago Board Options
Exchange (4) (agreed/had agreed) to settle with the SEC and the
Justice Department, which (5) (were probing/have been probing/had
been probing) options listing practices since last year.

2. Eurex names Franke successor

Eurex, the Swiss-German derivatives exchange, (6)
(appointed/has appointed/had appointed) Rudolph Ferscha to take
over from Joerg Franke as chief executive at the end of the year. The
appointment was announced yesterday by Deutsche Borse, which (7)
(owns/owned) 50 percent of Eurex, and (8) (is seen/was seen) as a
move by the exchange to develop a stronger international presence.

Mr. Franke, who (9) (announced/had announced) his resignation
from Eurex the week before, (10) (was appointed/had been appointed)
to the Deutsche Borse board a few days ago.

Freer practice
Task 1
a) Write these people, things and places on a piece of paper:
— a friend you've known for most of your life
- someone you met on your last holiday



- something you've had for ages

— something you got for your last birthday
— a place you went to last year

— a place you've been to this year

Do not write them in order.

b) Work in pairs. Swap papers. Ask and answer questions about
the people, things and places on your partner’s paper.

¢) Tell the class two things you found out about your partner.

Task 2

Write two things you had done, or had learned to do, by the time
yvou were 5, 10 and 15 years old. Work in pairs. Talk about the things
on your list. By the time 1 was five, I'd learned how to ride a bike. Did
you talk about any of the same thing?
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UNIT 8
THE PRESENT AND PAST PERFECT

CONTINUOQOUS TENSES
(to work, to write)
Presentation -
have, has + been + working, writing
Affirmative Interrogative Negative Interrogt}tlve-
Negative

I/wel/you/they Have 1/we/ I/wel/you/they  |Have - I/welyou/they
have been|you/they beenlhave not been\not  been  working,
working, writing |working, writing? \working, writing |writing?

He/she has been

Has he/she been

He/she has not

Continuous / Progressive is
used:

working, writing |working, writing? |been  working,|Has he/she not been
writing? working, writing?
The Present Perfect | Examples:

- to talk about continuous
activities. We use the present
perfect continuous when the

focus is on an extended period of
time. The situation or activity
started in the past and has been in
progress for a period until now.

Exports have been growing steadily over
the past six months.

Foreign earnings have been moving
ahead to record levels.

The above situations are incomplete; the
present perfect simple, on the other hand,
tells us that the action has finished.
Compare:

I've been reading your proposals.
(the focus is on the activities)

She’s been checking the calculations.
I’ve read your proposal.

(the focus is on their completion)
She’s checked the calculations.

- to talk about the effect of recent
events

—

“Why are your hands so dirty?” “I’ve
been trying to repair my car all
afternoon.”

“You look tired!” “I am. I've been
working on the report all day.”

What is important is the present result or
evidence of this recent activity - in the first
example, “his hands are dirty”; in the
second, he looks tired’.
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(o talk about repeated actions

Compare:

Have you seen my wife?

(I’'m looking for her)

Have you been seeing my wife?

(I suspect you’re both having an affair)
But we cannot use -ing if we specify the
number of occasions or a quantity:
I’ve been playing a lot of golf recently.
I’ve played golf twice this week.
(NOT*I’ve been playing...)

I’ve written 15 pages today.

(NOT *T’ve been writing...)

PAST PERFECT CONTINUOUS/PROGRESSIVE

(to work, to write)

had + been + working, writing

Affirmative Interrogative Negative lnteNrcrgfgilcve-
I/he/she/we/ Had 1/he/she/ I/he/she/we/ Had 1/he/she/
you/they had|welyou/they been|you/they had not\welyou/they not been
been working, |working, writing? |been working,\working, writing?
writing writing
The Past Perfect Examples:

Continuous/Progressive is used:

- to talk about events that happened
before other events. Like the past perfect
simple, the past perfect progressive looks
back to an event that took place before
another past event.

The main difference is that the
progressive form emphasizes the duration
of the first event. We normally use the
progressive with an expression indicating
how long: for over an hour, for a long
time, since 1999, etc.

I’d been trying to get through for
over an hour before someone
answered the phone.

He'd been thinking of going
abroad for a long time and then he
got a post in Singapore.

Before they closed down the
subsidiary, it had been losing
money for years.

- finished and unfinished activities:

Compare:

a) When I last saw her she'd been
planning a new sales strategy.

b) When 1 last saw her she'd
planned a new sales strategy.
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In sentence (a) the planning may
or may not have been completed;
we don’t know whether the new
sales strategy was abandoned or
not.

In sentence (b) it is clear that the
planning had reached an end-point.
Note that we do not use the
progressive  form  with  verbs
describing  permanent  states,
perception, etc. In such cases we
use the past perfect simple.

The man who said there was no
Suture in  computers  hadn’t
understood their significance.
(NOT: The man who said there
was no future in computers hadn’t
been understanding their
significance)

Controlled practice

I. Complete the sentences in the present perfect
continuous/progressive:

1. We (%o do) business since 1995.

2. Mister Vincent (f0 wait) in the entrance hall for 20 minutes
already.

3. Our company (7o supply) pumps for almost 20 years.

4.1 (to work) on the appraisal since six this morning. That’s why
you have it already.

5. These customers (fo purchase) our machines for over a
decade.

6. For the last 30 minutes, I (fo try) to get through to Misses
Ryan.

7. Jane (to work/not) here for two years, but for five years.

8. We (1o discuss) who is to be held responsible for this for an
hour.

9. They (o calculate) the currency convertibility in the meeting.

10. (you/to read) the catalogue?
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II. Complete each of these sentences, using the present
perfect simple or the present perfect continuous:

1. How long (you/to wait) for this report?

2. We (to work) overtime for the past week so your house
appraisal is finally complete.

3. Our personnel costs (fo decline) for the entire year.

4. “You look tired.” ‘I (to work) all day long.’

5.1 (to know) John since we work for the company together.

6. The government (fo announce) a drop in unemployment.

7.1 (to read) a book on negotiating skills but I don’t think I'll
finish it.

8. He (to work) as a consultant for three different firms in the
same sector of activity; I think there’s a conflict of interest and he
should resign.

9. He (to work) as a consultant for three different firms in the
same sector of activity, but was fired from the first two.

10. That company (to use) electronic banking for three years
with success.

III. Choose the appropriate form of the verb in brackets:

1. The company is huge. It (has created / has been creating) a
thousand new jobs since the beginning of last year.

2. We (have produced / have been producing) this product since
the beginning of the year.

3.1 (have had / have been having) this car for twenty years and
it’s as reliable as ever.

4. I am afraid the company is going bankrupt. It (has had / has
been having) big problems for 2 months.

5. The non-taxable income (has not improved / has not been
improving) at all over the last fiscal year.

6. How many of these questions (have you managed / have you
been managing) to get right so far?

7. I'm a bit worried about Malcolm. He (has acted / has been
acting) very strange of late.

8. 1 (have investigated / have been investigating) allegations of
abuses in the bank’s adjustable-rate mortgage.
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9. (Have you sent / Have you been sending) us the new price list
of your products yet? We need it as soon as possible.
10. European nations (have worked / have been working)
towards globalization for at least 5 years.

IV. Complete each mini-dialogue by putting the verbs in
brackets into the correct form. One verb will be in the present
perfect and the other in the present perfect continuous:

1. A: What’s the matter? You look worried!

B: Yes, I am. I (1) (o look at) the contract in detail, and I (2) (to
notice) a lot of potential problems.

A: Oh, such as?

2. A: 1(3) (to phone) Carol all day, but there’s no reply.

B: I expect she (4) (to go) to Head Office.

A: Oh, yes, I forgot.

3. A: ‘“Tosca’ is coming to the Opera House. (5) (you to see) it?

B: No, not yet. Shall we go? I (6) (to look forward) to it for ages.

A: So have I. What about next week?

4. A: How long (7) (vou to produced) cars at this site?

B: About four years. We (8) (7o invest) twenty million dollars in
plants and machinery.

A: Oh, and how will it take to recoup your investment, do you
think?

5. A: The accounting company (9) (fo teach) managers at
London’s Finance Center since April 6th 1999.

B: I know. We (10) (7o study) the balance sheet.

V. Match the sentences with the missing verbs in the

appropriate form:

1. She ... on the fixed exchange rate a. had you been

report for five hours when he asked forit. studying

2. The economy ... through a bear market b. had been explaining
for so long that people did not know how

to react.

3. How long ... information technology ¢. had been working
before you decided to switch to finance?
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4. They ... the fixed exchange rate when  d. had been working
the officer entered the hall.

5.1... hard all year so I felt I needed a e. had been struggling
rest.

VI. Read the extract about Marcel Bich’s early career and
complete the sentences. If it is not possible to use the past perfect
continuous, use the simple form:

Marcel Bich set up in business in 1949 and created France’s
most successful company and its third best-known brand after Dior
and Chanel. He was educated in Italy as a child, followed by two
years at the Lycee Francais in Madrid. He completed his secondary
education in Bordeaux where he received the nickname “Baron” — a
title that he carried for the rest of his life. At 18, he began selling
torches door-to-door and later said that this experience was critical to
his entrepreneurial success. At university he studied mathematics and
philosophy and after graduation began work as a production manager
for an office machine company. He then joined Stephens, a large
French pen manufacturer, as a production executive, but the Second
World War interrupted his career and when it was over he decided he
wanted to set up on his own.

1. Before he died in 1994 he (1) (fo create) France’s most
successful company.

2. Before going to Bordeaux he (2) (fo study) in Italy and
Spain.

3. Before he went to university, he (3) (fo sell) torches door-to-
door.

4. Prior to becoming a production manager he (4) (fo study)
maths and philosophy.

5. Before the Second World War broke out he (5) (fo work) for
Stephens as a production executive.

VII. Put questions to the italicized words:
1. They have been working from home because they are
redecorating their office.
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2. He had been thinking of going abroad for a long time
then he got a post in Singapore.

3. They have been calculating the currency convertibility in the
meeting. ‘

4. They have been producing cars at the Oxford factory for
nearly 80 years.

5. The manager had been trying to get through for over an hour‘
before someone answered the phone.

6. Before they closed down the subsidiary, it had been losingf
money for years.

7. The inspectors have been investigating allegations of abuses !
in the bank’s adjustable-rate mortgage.

8. The merchant bank did not know that one of their traders had
been hiding huge losses. ,

9. They had been calculating the currency convertibility for two
hours before the meeting started.

10. She has not been maintaining the accounts on behalf of the
shareholders.

VIII. Match the sentences with the missing verbs in the k

appropriate form:

1.1 ... him financial help for three a. had been losing
years when he got a good job.

2. When I left my last job, I ... there b. had been giving
for six years.

3. When the company went public, c. had been working
they ... auto-injectors for six years.

4. Before they closed the subsidiary, it d. had been working
... money for years.

5. When he finally retired, he ... for e. had been producing
the company for 20 years.

IX. Write sentences about the company’s activities until it
went public in 2003:

1. When the company went public, (they / market the auto-
injectors / USA / five years).
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2. When the company went public, (Dr Pierce / run it / four
).
, 3. When the company went public, (Dr Warner / be the Medical
lrector / three years).

4. When the company went public, (they / manufacture
ulesterol test kits / two years).

5. When the company went public, (they / operate / a production
Wit in Spain / a year).

X. a) Complete the following sentences using either the past
slmple or the past perfect continuous:

1. When I bought my BIP shares, their values (1) (2o fall) for
jome time.

2. The merchant bank did not know that one of their traders (2)
(o hide) huge losses.

3. The employee was dismissed because he (3) (o steal)
tompany property ever since he was taken on.

4. It took me 20 minutes to realize I (4) (to look) in the wrong file.

5. They (5) (not / to discuss) the negative points about capital
nllowance when the manager (6) (fo enter) the office.

6. She (7) (to do) well financially until she wrote a bank draft
for more than was in her account.

7. John (8) (to work) on totalling the amount of his liquid
nssets when the phone (9) (o ring).

8. They (10) (not / to use) that credit card account long when
they used up their card’s limit.

b) Complete the sentences by putting the verbs into the
present perfect continuous or the past perfect continuous:

1. She (fo maintain) the accounts on behalf of the shareholders.

2. Our personnel costs (7o decline) for the entire year.

3. There was a very long delay at the airport. When we finally
left, we (fo wait) for over nine hours.

4. He felt very tired at 4.30 because he (7o work) at the VDU all day.
5. Roberto is a natural salesman. He (70 sell) eight cars since the
beginning of the week.
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6. They realized that none of their confidential information
safe because someone (fo supply) their competitors with details |
their plans. ‘

7.1 (to try) to get through to Technical Support, but the lin
always engaged. 1

8. She felt that a change of job would be good for her becaus
she (fo do) well at work.

9.1 (to type) a note for all bank workers about the provision
uniforms since nine this morning.

10. The accountant finally discovered why the phone bill was
high. One of the night security guards (fo phone) his friend in Australia.

X. Fill the gaps with the correct form of the verb:

1. The economy (fo struggle) through a bear market for so lo
that people didn't know how to react. ‘

2. They (to talk) about convertibility of funds ever since dawn.

3. They (to argue) about the limited liability company for twi
hours.

4.1 (to write) a promissory note to pay a definite sum of mone
to the payee since two this afternoon.
5. The agent (not / to act) on behalf of his clients in their best
interest. '

6. She (fo work) on the fixed exchange rate report for five hours
when he asked for it.

7. How long (the telephone company / to issue) a combined
statement? :

8. How long (we / to use) paper invoicing?

9.1 (to deal) in stock for over thirty years. That’s why I'm such a
success today.

10. They (fo calculate) the currency convertibility for two hours
before the meeting started.

Freer practice
Task 1
a) Draw a timeline of your life. Write when these things
happened on the line: '
— you started living in your house/flat; "
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— you first met your oldest friend;

—you started learning English;

— you started the study at the university;

—you first met your boyfriend/girlfriend;

— you got your favorite possession(s);

— you bought the mobile/computer you have now;
— your ideas.

Past Present Future

Simpie Present

b) Plan what you're going to say about your timeline. Use the
Present Perfect Continuous or Present Perfect Simple with for and
since.

¢) Work in pairs. Take turns to talk about your timeline. Tell the
class two things you found out about your partner.

Task 2

a) The people below are in an office. What have they been doing
since 9 o’clock this morning? Work in pair, using the prompts below,
as in the model.

Model: A: Mr. Sutton is having a teleconference.

B: Yes, he’s been having a teleconference since 9 o’clock this
morning.

1. Miss Davis / prepare a presentation

2. Paul and Bob / discuss a future project

3. Steve and Tom / meet with two clients

4. Ann and Mary / talk

5. Helen / translate a document

b) Compose mini-dialogues with these sentences.
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UNIT 9
MODALS

Can; could; to be able to

2) informal
permission

You can use my car
tomorrow.

3) polite request

Can 1 borrow your pen?
Could 1 borrow your|
pen?

Could you help me?

Uses Present / Future Past
1) ability; 1 can run fast. I could run fast when I was|
capability I can help you. a child, but now I cant.
Lam able to help you. |l was able to help you.
I will be able to help
you.

4) impossibility
(negative only)

That can t be true!
That couldn t be true!

That can t have been true!

That couldn't have been

true!

5) suggestion

— I'need help in math.
You could talk to your
teacher.

You could have talked to

your teacher.

He might be at the library.

6) less than  50%|— Where is John? He could have been at
certainty He could be at home.  |home. :
7) doubt; astonishment|Can she know|Can he have done it?
(interrogative) Japanese?
May; might
Uses Present/Future Past

1) polite request May 1 borrow your pen?

Might 1 borrow your pen? 1
2) formal permission You may leave the room., -
3) less than  50%|— Where is John? He may have been at
certainty He may be at the library. the library.

He might have been at

the library.
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Must; be to; have to; have got to

Uses

Present / Future

Past

1) duty;
bligation;
ilrong necessity

[ must go to class today.

I have to go to class today.

I have got to go to class
today.

I had to go to class
yesterday.

>2) lack of necessity
(negative)

I don't have to go to class
today.

[ didn't have to go to
class yesterday.

1) prohibition (negative)

You must not open that door.

1) 90% certainty Mary isnt in class. She must|Mary must have been
E be sick. (present only) sick yesterday.
5) plan; We are to meet at nine, We were fo meet at
ugreement nine.
() order; You must go there at once.
Instruction You are to go there at once. -
7) destiny (past only) He was never to see
Y his wife again.
Should; ought to
Uses Present / Future Past
|) advisability; I should study tonight.|l should have studied|

desirability

1 ought to study tonight.

last night.
1 ought to have studied
last

night.

2) 90% certainty

She should do well on the
test.

She ought to do well on the
test. (future only)

She should have done
well on the test.
She ought to have

done well on the test.

Shall

Uses

Present / Future

Past

1) polite question
to make a suggestion

Shall 1 open the window?

2) future with «I» or
«we» as subject

1 shall arrive at nine.

(will = more common)




Will; would

Uses Present / Future Past
1) 100 % certainty He will be here at nine. He said he would
here at nine.

2) polite request Will you please pass the salt?
Would you please pass the
salt? —
Would you mind if 1 left
carly?

3) willingness The phone’s ringing.
'/l get it. -

4) preference I would rather go to the park|l would rather hay
than stay home. gone to the park.
Controlled practice

I. Transform the following sentences using the equivalents
the modal verbs: '

1. What first steps must be taken to become a millionaire?

2. Can you give us the contacts of his financial intermediaries?

3. I can’t tell you the motivations for buying and holding the"
stocks.

4. You may buy the shares of corporation and become an owner.

5. I must say that you are at a big risk.

6. External debt can be a more legitimate worry.

7. Temporary change in tax policy may not affect consumptio '
much.

8. He couldn’t ask his relatives and friends for a loan.

9. That external debt could impose a real burden on futu
taxpayers.

10. Economy may not always employ its productive resources fully.

II. Choose the correct item:
1. The meeting ... begin now.
a. may
b. can
2. The phone’s ringing. That ... be our client from the U.S.
a. shall
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b. might

3. My computer went down again. ... you take a look at it?

a. could

b. must

4. You ... to e-mail John to confirm next week’s meeting.

a. have

b. can

5. You ... to talk to Nancy today and make sure all preparations
[or the conference are going as planned.

a. might

b. ought

6. You ... call Tom and ask him if he received our chectk.

a. will

b. should

7. You ... have discussed it with me first.

a. can

b. might

8. He ... to offer you the best price possible.

a. should

b. is able

9. The board of directors ... be responsible for payment to
stockholders.

a. can

b. shall

10. They ... find the missing document.

a. shouldn’t

b. can’t

II1. Choose the correct item:
1. You ... visit the country before analyzing its economic
situation.
a. should
b. may
2. He ... to pay the lenders back in a week.
a. had
b. could
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(F%)

. You ... exchange the currency everywhere in this town.
. may

a

b. should

4. As a top manager he ... keep control over the company.
a. must

b. can
5. You ... make an appointment before you see him.
. should

. will

=)

. I'm busy, I ... meet financial intermediaries.
. can

b. must

» O\ o

7. You ... inform the manager of the hotel before you leave.
a. can

b. should.

. They ... sell their bonds easily but they didn’t do it.
a. might

b. could :

9. You ... think the offer over before you accept it.

a. may

b. should

10. ... you emphasis on the advantages of the future markets?
a. Can

b. Must

IV. Make the following sentences interrogative:

1. You can have business meetings over breakfast or lunch.

2. You don’t have to bring a gift when you visit a client.

3. You really should arrive a few minutes early for business
meetings.

4. You mustn’t ask people how much money they earn.

5. You should dress conservatively in most business situations.

6. You can exchange business cards during a meeting or at the
end of it.

7. You should shake hands with men and women the first time
you meet.
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8. You should address people by their title and last name unless
y ask you to use their first name.
9. You really shouldn’t talk about work issues in social
llintions.
10. You mustn’t stand with your hands in your pockets during
jiness meetings.

V. Choose the best variant:

1. You ... attend the meeting if you don 't want to, it’s not obligatory.

a. shouldn’t

b. won’t

2. He ... to work overtime to buy a car.

a. had

b. may

3. Weve bought a new photocopier that ... make over 150 copies
per minute.

a. may

b. can

4. An accountant ... make mistakes.

a. mustn’t

b. shouldn’t

5. According to the new rules, all employees ... to attend the
monthly Sales and Results’ meeting.

a. have

b. may

6. The folder ... be on your table — I remember Elizabeth putting
it there.

a. must

b. can

7. Ideally, I would like the report by the end of this week, but you
... to hurry with it if you are busy - I can wait.

a. don’t have

b. can’t

8. 1 am sorry that we ... meet your needs on this particular job,
but I hope you will consider us in the future.

a. mustn’t
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b. couldn’t

9. We ... have a payment now!

a. must

b. might

10. I know you ... be extremely busy at the moment, but ve’

these checks, please.

China.

100

a. can
b. must

VI. Transform the following sentences into the past:

1. I might pay my taxes.

2. They have to give us some brochures of their products.
3. He can tell us the information about annual exhibitions.
4. John can’t arrive in the meeting on time.

5. I hate going to trade fairs but I must.

6. He isn’t able to do this calculation.

7. Our company has to face an increased competition.

8. He must drive to Luton to visit our local representative.
9. You should install a new air conditioning system in the ofﬁo‘
10. T can work in research and development.

VII. Fill in the blanks with can, may, might, ought to, shoula
1. China ... become a major economic power. q
2. They ... control their own budgets.

3. They ... give us a 10% discount.

4. We ... to employ a professional writer.

5. Profits ... increase next year.

6. The price of solar panels ... go up due to the action againi

7. 1think we ... check everything again.

8. ... I have your attention for just a moment?
9. 500 dollars? He ... be serious!

10. ... I use your office for a meeting?



VIIL Fill in the sentences with the words given below:

shouldn’t (2) have (2) should (2) mustn t
may can't ought

1.1... use the old versions of Windows any more.

2. We ... to recruit more staff.

3. You ... mention your achievements in a job interview.

4. You ... use first names with all but the very top managers of
your company in both America and the UK.

5. If we sign the contract we’ll put our market position at risk.
We ... sign it.

6. If you lose your password, you ... use your colleague’s — ask
the operator for another one.

7. We ... to improve our overall efficiency.

8. You ... tell him about the result of the survey. It is

confidential.
9.Do I ... to write the report again?
10. He can work independently. I think we ... give him more

autonomy in his work.

IX. Make up sentences using the following words and

phrases:

1. Employers, all, wear, must, and, a shirt, a tie.

2. To send, I don't need, because, the e-mail, I told them, by
telephone, our order.

3. Before, finish, you, in the office, must, that, [ get back.

4. Customers, you, always, must, deal, honestly with.

5. Very well, a computer, he, can use, but, he can' type.

6. This new system, to increase, our profits, we are able, with.

7. Low prices, they, our, can't compete with.

8. That job, I could have got, not to apply, but I decided.

9. She, the invoice, Bell’s, to get, must contact, this week.

10. In advance, can, pay for, they, the order?

101



X. Translate the sentences:

1. lle nuragHs MOBMHHO OYTH BHpILIEHHM IO TOrO, AK
3MOJKEMO PyXaTHUCS YIIepeL.

2. Yci inancosi noapoOuui ¢/l 3aBepIIMTH AKOMOTa IIBH/ILIE

3. byzaemo pani Hanati Bam nopassiny Heo6xiaHy iHpopmMartis

4. Yu morxeTe HajgaTH Komiro Baimoi siteHsii 3apeecTpoB «
i ANpHEMHHULIBLKOT 0coOu?

5. lleit mOPsAAKOBHI HOMEp CII/{ IPUCBOITH yCIM HaKJIa]
Ta KOPECIOHACHIL.

6. Yu moxere Bu BUKITIOUUTH HOTO 13 CIIHCKY PO3CHIIKH?

7. Moxnuso, Bac 3aiikaBisTh Hallli HOBI €KO-IIPOAYKTH.

8. UYm wmoxna mnomnpocurd Bac sKHaiCKOpille IOBEpPHY:
Onank?

9. MOXJIMBO, MM BJIALITYEMO THILY 3yCTpid.

10, Basnexuno Big po3mipy Bamoro samosienns, Bam moxe
Oy Ty 3a1pPONIOHOBAHO 3HHKKY.

Freer practice
Task 1
Write one thing: you re quite good at; youre haven't got a clue
how to do; you were able to do when you were a child; you know how
fo do; you never managed to do. Work in pairs. Tell each other about
the things on your list. ‘

Task 2

Think of one thing you: have to do, ought to do, should do, don’t
have to do next week. Work in pairs. Tell your partner about these
things. Who is going to have the busiest week?
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UNIT 10

THE PASSIVE VOICE
' (to write)
5 : Perfect
Indefinite Continuous Perfect Contlbuous
| Present |These letters | A letter is being ~ |The letter has
‘ are written (by |written (by me) been written (by —_—
| me) every now. me) today.
week.
Past |This letter was This letter was By 9 o’clock all
written being written at 5 my letters had —_
yesterday. o’clock. been written.
[future |This letter will All my letters will
be written . have been written —
tomorrow. by 7 o’clock
tomorrow.
PRESENT
|. Bukinajsay Ha koxHomy| I, The teacher explains new material at
NOSCHIOE HOBUH ypOIi. every lesson.
martepias

2. Hosuit MaTepian
NOSCHIOEMBCSL
BHKJIa/@ueM

HA KOWKHOMY
ypoui.

2. New material is explained by the teacher
at every lesson.

3. Buknajgau 3apas. 3. The teacher is explaining new material
NOSACHIOE HOBHH now.

Marepiai

4. Houit matepiast  |3apas. 4. New material is being explained by the
NOSICHIOEMbCSL teacher now.

BHKJIaJ[a4eM

5. Buxnanay nansomy |5, The teacher has explained new material
ROSCHUE HOBUI THOKHI. this week.

marepian

6. Hosuif matepian |Hapomy |6. New material has been explained by the
0y6 nosicHeHull THIKHI. teacher this week.

BUKJIAIa4eM

7. Buknajgay yxe 10 xB. |7. The teacher has been explaining new
NOACHIOE HOBUH 3 9 rox. material for 10 minutes since 9 o’clock in
maTepian paHKy. the morning.

8. Hosuit marepian |yke 10 xB. [8. New material has been explained by the
NOACHIOEMbCS 39 ron. teacher for 10 minutes since 9 o’clock in the
BUKJIA/Ia4eM paHKY. morning.
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PAST

1. Buknasay noscrue
HOBMIi MaTepiai

ydopa.

1. The teacher explained new material
yesterday.

2. Hosu#t marepiall = |y4opa. 2. New material was explained by the
6ye nosicnenui teacher yesterday.
BUKJIa/laueM
3. Buksaziau yuopa 3. The teacher was explaining new materi:
nosicniosas Houii o 10 yesterday at 10 o’clock.
marepian FOJIMHI,
4. Hoswmii matepian  |ydopa 4. New material was being explained by
NOSACHIOBABCH 010 the teacher yesterday at 10 o’clock.
BUKJIa/[a4eM OJINHI,
FUTURE

1. Buksaza4 sasrpa. [1. The teacher will explain new material
NOACHUMb HOBUH tomorrow.
marepias 3
2. Hosuit marepian 3asrpa. |2. New material will be explained by the
6yoe nosicnenuii teacher tomorrow. :
BHKJIa/1aueM
3. Bukiiagay 3aBTpa (3. The teacher will have explained new
ROACHUML HOBHH 210 KiHLs  |material tomorrow by
marepial nepuworo [the end of the first lesson.

YPOKY. .
4. Hopwii Matepian 3aprpa  |4. New material will have been explained
6yode noscuenuil Jio xianst  |by the teacher tomorrow by the end of the
BUKJIA/laueM nepuworo  |(first lesson.

YPOKY.

Passive Voice is used:

Examples:

to describe actions:

- when we don't know who does, or

did the action;

- when it is not important to know

who does or did the action.

My briefcase was stolen last night.
(I dont know who stole it). .‘
The cars are taken to Europe every :
week. (
(It doesn’t matter who takes them). |
These televisions are made in Japan. |
(It doesn’t matter who makes them).
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Controlled practice

I. Make up the sentences:

1. Designed, the pay card, isn’t, public telephones, for.

2. Card account, Access card, each pay, with money, is credited,
from your Visa card, or.

3. The number you want, are connected with, when, you want,
you ring the pay card operator, to make a call, and then, you.

4. His pay card balance, the cost of, was deducted from, the call.

5. In the account, he was told, that, he had, 20 dollars, by the

operator.
6. That, business people, for phone calls, they are charged, often

complain, too much.
7. Your hotel bill, will be put on, the cost of the call.
8. In-house, a vacancy, first of all, is usually advertised.
9. Their CVs, the applicants, to send in, will be asked, next

week.
10. The candidates, some of, an interview, were invited to.

[1. Make the following sentences negative and interrogative:

1. Brazil has been transformed from an economy based on sugar
and coffee into a leading industrial power.

2. The inflation was brought under control last year.

3. Foreign direct investment has been encouraged.

4, Many state-owned companies are privatised by foreign

citizens.
5. This advert will be seen by the customers in all our target

markets.
6. Car production was moved away from traditional centres to

small towns.
7. Most of China soy beans are imported from Brazil.
8. Our customer services department is being reorganized now.
9. Apple Computers company was founded by Steve Jobs in
1976.
10. They have been disappointed with the slow progress in Latin

American markets.
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IL. Choose the appropriate form of the verb (active l
passive):

1. Chris (give) me a copy of the report.

2. They price of oil (will rise) over the winter period.

3. Bonds (think) to be a safer investment in shares.

4. This matter (referred) to your line manager.

5. A trade union representative (have invited) to the meeting.
6. These TV screens (made) in Korea.

7. Our factory (closed) for a week because of a strike.

8. India’s infrastructure (is modernizing) very rapidly.

9. This line (will create) by one of our best designers.

10. Your invoice (pay) this week.

IV. Put the verb in brackets into the correct form:
1. The assembly (o do) mostly by industrial robots.
2. The car (to be repairing) by them now.

3. The proposal (to discuss) by the board.

4. Renault cars (fo make) in Slovenia.

5. He (to transfer) by them to the New York office.
6. The new conference centre (fo open) by him.

7. A full investigation (fo make) by our colleagues.
8. My telephone conversations (7o be listening).

9. Mrs. Wilson (to inform).

10. Nils (7o offer) a new job in Poland.

V. Choose the right variant:

1. Our manager’s idea ... for granted.
a. took

b. was taken

2. The parcel ... yesterday.

a. is posted

b. was posted

3. A new industrial site ... outside the town.
a. is being developed

b. has been developed

4. Gold ... in large quantities in South Africa.

a. is still produced
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b. was still produced

5. Nothing ... by Friday.

a. will have been decided

b. would be decided

6. The presentation ... at the Hotel Intercontinental.
a. is being given

b. had been gived

7. He said Carla ... to Marketing Director.

a. had been promoted

b. was promoted

8. The introduction to the report ... by Geely.

a. is writing

b. was written

9. Many customers ... through a poor after-sales service.
a. are lost

b. are being lost

10. These figures ... by someone last week.

a. were checked

b. were being checked

V1. Use the verbs in the Passive Voice:

1. These days much less coffee (to grow) in Colombia.

2. This package (o deliver).

3. The old docklands area (fo redevelop) by the city council.

4. Interest rates (fo put up) again.

5. Your idea (7o discuss) in the meeting tomorrow.

6. Yesterday some new software (o install) by the technician on
my PC.

7. Our top manager (fo bear) in Tokyo.

8. Alex already (70 tell) about the meeting.

9. The trade deficit (to reduce) last month.

10. That icon (fo click on).

VII. Rewrite the sentences using the Passive Voice:
1. The receptionist will show you the room.

2. Sally lost the last catalogue some days ago.
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3. We received your order last week.

4. The lecturer is going to give us the handouts.

5. I'm preparing the figures.

6. They have just announced our flight.

7. They mine for opals in Australia.

8. The top manager will visit our British subsidiary.
9. The authorities warned them about the problem last week.
10. They will have handed in the essays by the end of the wee

VIIL Fill in the sentences with the words given below:

i- is accepted be taken were invited were given
| is/aimed has been spent  will/be ready — had been
reminded
will have been signed was being designed

1. The car can ... for a test drive.

2. The distributors ... a big discount later on.
3. Who ... the product ... at?

4. He said John ... to back up the file.

5. They ... to come to the product launch.

6. When ... the new product ... ?

7. Advertising ... on much.

8. The contract ... by Monday.

9. Our offer ... by them.

10. An order form ... for the whole last week.

IX. Translate the sentences:
1. Yu nobpe KynyroTsest Opennosi Bupobu?
2. Hoe nporpamue 3abe3reucHHs 0yI0 YCTAHOBIEHO yuopa.
3. Jlucr yrxe HaNMCAHO HALMM ITOCTaYalbHUKaM.
4. 3BiT 3 GPUTAHCHKOTO MPOEKTY Oy 3aKIHUSHO YPAHIII.
5. ToBapyu HIMPOKOI0 YXKUTKY 3aBXAH J00pe NpOJarOThCSL.
6. Punok 30yTy Oyle JOCHIDKEHO 10 HACTYITHOTO POKY.
7. CaliMOHa OIPOCHIN 3pOOUTH MPE3CHTALliI0 KOMIIaHii.
8. Llizm OyJ10 3HHKEHO Yepe3 HaIllMX KOHKYPEHTIB.
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9. HiMeupKkuif KOHTPAKT OyJIO MiJNHCAHO MUHYJIOTO POKY.
10. Inoai HasBHICTH TOBapy MEPEBIPSETHCS HAIIMM TOIM MEHE]-
KEPOM.

X. Fill in the blanks with auxiliary verbs:

1. The company is going ... reorganized.

2. What a good manager ... made of?

3. Parts for the automobile industry ... produced here for the last
§ix years.

4. A fall of prices ... often caused by the increased competition.

5.1 ... invited to work in technical support in the IT area last
month.

6. How ... people and society ... affected with working practices
now?

7. The report ... written tomorrow.

8. An information systems manager ... needed for our company.

9. The work of systems analysts ... directed by an information
systems manager.

10. The fax ... sent by the secretary in a day.

Freer practice

Task 1

Work in pairs. Read the sentences below. Then tell your partner
what is happening in the whole world while you are talking. See the
example:

Factories produce various goods.

While we are talking, various goods are being produced by
factories.

Professors teach their students, publishers publish books,
farmers grow their crops, gardeners plant trees and flowers, people
speak hundreds of languages, people eat tons of food, people drink
millions gallons of soft drinks, movie-goers watch films, people send
thousands of letters, people make thousands of telephone calls, cars
pollute the environment, planes fly enormous distances, writers write
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thousands of books, composers write thousands of musical piece
mothers give birth to thousands of children.

Task 2

Work in pairs. Read the text below. Then tell your partner abot
life in 2060. |

There is an example: In 2060 mostly smaller towns will
inhabited.

In 2060 people will inhabit mostly smaller towns. They won’t
use any cars but would ride bicycles instead. People will also grow
almost all their vegetables themselves. They will use the form
parking space for public gardens. People won’t watch TV so much as
they do now. d

They will save electricity, because they will limit its‘,v
consumption. They won’t use electricity for heating the houses as it
will be very expensive. Robots will do all the hard work. Thus life
will be better in general.
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UNIT 11
REPORTED SPEECH

We can report people’s words by using direct speech or reported speech.

»  Direct speech is the exact words
someone used. We use quotation
marks (‘ *) in direct speech.

e.g. “It’s nice to be home,” Tom said.

»  Reported speech is the exact
meaning of what someone said, but
not the exact words. We do not use
quotation marks in reported speech.
We can either use the word that after
the introductory verb (say, tell, etc.),
or we can omit it.

e.g. Tom said (that) it was nice to be
home.

We can use the verbs say and tell both in direct and reported speech.

»  Tell is always followed by a
personal object (told me).

e.g. He told me (that) he was Ted

»  Say is used with or without a
personal object. When used with a
personal object it is always followed
by the preposition to (said to me).

e.g. He said (that) he was Ted
He said to me (that) he was Ted

REPORTED STATEMENTS
In  reported speech  personal [e.g. Sam said, “I’m leaving for
pronouns, possessive | Germany with my family tomorrow.”
adjectives/possessive pronouns | Sam said (that) he was leaving for

change according to the meaning of
the sentence.

Germany with his the

following day.

family

We can report someone’s words either a long time after they were said (out-
of-date-reporting) or a short time after they were said (up-to-date-

reporting).

Out-of-date-reporting
We usually report someone’s words a long time after they were said. In this
case the introductory verb is in the past simple and the tenses change as
follows:

direct speech

reported speech

present simple
“I want to go to bed early,” he said.

present continuous

“She is feeding the baby,” he said.
present perfect

“I’ve bought a new dress,” she said.

past simple

He said (that) he wanted to go to bed
early.

past continuous

He said (that) she was feeding the
baby. past perfect

She said (that) she had bought a new
dress.
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past simple
“l finished work carly,” Alex said.

past continuous

“I was planning to call you later,” she
said.

future (will)

“I’ll talk to you tomorrow,” she said.

past simple or past perfect 4
Alex said (that) he (had) fini;
work early

continuous
She said (that) she was planning/
been planning to call me lal
conditional (would) 3
She said (that) she would talk to
the next day.

The past perfect and past perfect
continuous remain the same.

direct speech:
“The film had finished by the timi
got home,” he said.
reported speech: ;
He said (that) the film had finish
by the time he got home. ;

Certain words and time expressions
the sentence as follows:

change according to the meaning |

now ten, at that time, immediately
today, tonight that day, that night

yesterday the day before, the previous | next week™ the week after,
day following week

tomorrow the next day, the following | two days ago t#wo days before
day here there

this week that week come go

these days these days

last week th® previous week the -' :
before d

Up-to-date reporting

When we report someone’s words a
short time after they were said, the
tenses can either change or remain the
same in reported speech.

direct speech
“I'm seeing the manager tomorrow
Jack said to us.

reported speech:

Jack told us (that) he is .seemg/was
seeing the manager tomorrow

i

Certain modal verbs change in reported speech as follows:

will-shall would
may might

can-ebuld

can eeuld/would be able to (future »
reference)

must must/had to (obligation)
shall sh&uld (asking for advice)

logical assumption.

Would, could, might, should, ought, had better and mustn’t do not change in
reported speech. Must does not change in reported speech when it expresses a

Conditional in Reported Speech

in the main clause.

In Type | conditionals tenses change in reported speech as follows: the
present simple becomes past simple in the if-clause and will becomes would
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tirect speech: “If I have the time, I'll
vome round,  Lisa said.

reported speech: Lisa said (that) if
she had the time, she would come
round.

Type 2 and Type 3 conditionals do not change in reported speech.

direct speech: “If she knew, she
would help us,” Tony said.

reported speech: Tony said (that) if
she knew, she would help us.

The verb tenses and time expressions change in reported speech:
1) when reporting someone’s words a long time after they were said (out-of-

| date reporting).

b) when we consider what the speaker says to be untrue.

direct speech: “I like Shakespeare’s
plays a lot,” he said to us.

reported speech: He told us (that) he
liked Shakespeare’s plays a lot, but he
didn’t know the name of any.

The verb tenses can either change or remain the same in reported speech:
a) when reporting someone’s words a short time after they were said (up-to-

date reporting).

b) when reporting a general truth or law of nature.

direct speech: “The sun sers in the
west,”” the teacher said.

reported speech: The teacher said
(that) the sun sets/set in the west.

The verb tenses remain the same in reported speech:
when the introductory verb is in the present, future or present perfect.

direct speech: The singer says, “I
enjoy cycling.”

reported speech: The singer says
(that) she enjoys cycling.

REPORTED QUESTIONS
Reported questions are usually introduced with the verbs ask, inquire,
wonder or the expression want to know.

»  When the direct question begins
with a question word (who, where,
how old, how long, when, why, what,
etc.), the reported question is
introduced with the same question
word.

e.g. “What do you want to know?”
she asked me.
She asked me what I wanted to know.

» When the direct question begins
with an auxiliary (is, do, have) or a
modal verb (can, may, etc.), then the
reported question begins with if’

or whether.

e.g. “Have you scen this man
before?” he asked me.
He asked me iffiwhether 1 had seen

the man before.

» Inreported questions, the verb is
in the affirmative. The question mark
and words/expressions such as
please, well, oh, etc. are omitted. The
verb tenses, pronouns and time
expressions change as in statements

e.g. “Can you hold the door for me,
please?”” the man asked me.

The man asked me ifwhether I could
hold the door for him,

“Where are you going?”’ Sam asked
her.

Sam asked her where she was going.
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REPORTED COMMANDS/REQUESTS/SUGGESTIONS

To report commands or instructions
in reported speech, we use  the
introductory verbs

order or tell + smb + (not) to-
infinitive.

e.g. “Put the gun down!” he said
him.
He ordered him to put the gun down. |

“Don’t look down!” he said to us.
He told us not to look down. i
“Put the shopping in the kitchen,” shé
said to her.

She told her to put the shopping in |

To report requests, we use the
introductory verbs

ask or beg + smb + (not) to-
infinitive. The direct sentence usually

contains the word please’.

To report suggestions, we use the
introductory verb

suggest + -ing form/that
(should) + bare infinitive.

smb

the kitchen. E
e.g. “Help me, please,” Jean said to | ;

Tom. i

Jean asked Tom to help her. "

“Please, please don’t call the police,” E

he said to Colin.

He begged Colin not to call the E

police. )

e.g. “Let’s go outside,” I said to them, |

“We can/could go outside,” I said to |

them. v

“How about going outside?” I said to |
them.

(Shall we go outside?” I said to them |

",
I suggested going/that we should go
outside

INTRODUCTORY VERBS

Introductory verb

direct speech

reported speech

agree + to- | “Yes, I’ll give you a lift.” | She agreed to give me a lift.

infinitive

offer “Shall 1 carry the|He offered to carry the
boxes?” boxes.

promise “1 promise I’ll help you.” | He promised to help me.

refuse “No, I won’t buy you a | She refused to buy me a car.
car,’

* threaten “Stop talking or I'll send | He threatened to send me

[ ou out.” out if I didn’t stop talking,
* advise + sb. +to- | “You should see a|He advised me to see a
inf, doctor.” doctor.
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nsk

“Could you do something
for me?”

She asked me to

something for her.

do

beg “Please, please call the | She begged me to call the
police.” police.
command “Drop your weapons!” He commanded them to
drop their weapons.
invite “Will you come to my | She invited me to (go to) her
party?” party.
order “Get out of the house!” She ordered me to get out
of the house.
*remind “Don’t forget to write to | She reminded me to write
Paul.” to Paul.
*warn “Don’t go near the oven.” | She warned me not to go
near the oven.
*admit  (to)  +|“Yes, I stole the plans.” | He admitted (to)
gerund stealing/having stolen the
plans.
accuse sb. of “You lied to me.” She accused me of
lying/having lied to her.
apologize for “I'm sorry I shouted at|He apologized for

2

you

shouting/having shouted at
me.

*boast about/of

“I’m the cleverest of all.”

He boasted of/about being
the cleverest of all.

complain to sb. of

“I have a headache.”

She complained to me of
having a headache.

deny “I didn’t take your bag.” |He denied taking/having
taken my bag.
*Insist on “You must do your|She insisted on me/my
work.” doing my work.
suggest “Let’s visit Jane.” She suggested visiting Jan

complain + that

“You’re always late.”

She complained that [ was
always late.

deny “I  didn’t take the | She denied that she had
money.” taken the money.

explain “It’s a difficult | He explained that it was a
situation.” difficult situation.

exclaim/remark

“What a beautiful baby
he is!”

She  exclaimed/remarked
that he was a beautiful baby.

promise

“I promise I’ll call you.”

She promised that she
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would call me.

suggest

“You'd better go home.”

* Note: admit, advise, boast, insist, threaten, warn, remind can al
followed by a that-clause in reported speech. b

Controlled practice

I. Match the comments in column A with a response r

column B:

A

1. We had to pay extra for phone
calls.

2. Celine is working in London
today.

3. These PCs are made in Taiwan.

4. Juan is moving to his new job
next week.
5. I’ll need an interpreter.

6. You will have to wait about
three months for delivery.

7. My boss needs more time to do
the report.

8. I'm just off to play golf.

9. I’ve just seen Mr. Takashi in
Reception.

10. They are discontinuing this
model at the end of the year.

II. News in brief. Match the sentence halves in A and B:

A
1. Richard Pound, the
International Olympic
Committee official leading the
investigation into the corruption
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a) would be unenforceable and
would put an unacceptable '
burden on food outlets.

B
Oh. I thought they were free.

That’s odd! I thought I saw he
here this morning. :
I thought they were America 1.
[ had no idea he was leaving.

I thought you spoke Japanese.

Really? I didn’t realize it wo x
take so long. ;
[ thought she had finished it. -

I didn’t realize you played.
Really? I didn’t realize he had .’
gone back to Japan.
Really? I thought it was sellmg 3
well. :
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senndal engulfing the Olympic
movement, said yesterday that
2. The director of the Office of ~ b) the EU was prepared to put all

[‘air Trading said that car its tariffs on the table for
manufacturers negotiation in the next round of
talks.
3}, The catering industry said that c) the IOC had been trying ‘for
the new rules on genetically years’ to find proof that its
modified food members took bribes from
bidding
cities.
4. The European Union’s trade d) to exclude their citizens from
commissioner said that U N staff beginning to return to

Afghanistan.
5. Britain and the US have told  ¢) were using recommended
the United Mations resale prices to mask the true
selling price of vehicles.

III. Read this extract from a meeting and the minutes of the
meeting. Choose the reporting verb which most accurately reflects
what each speaker said:

Example: Mr. Dunne raised the issue of operations in France
and the sitting of the regional center in Lille and invited comments
from the review committee.

Robert Dunne: Right, let’s start. The main item on the agenda
is whether we reorganize our operations in France. I'd like to hear
your views about this. Can you put us in the picture, John?

John Marsh: Yes. As you all know, we set up a regional center
in Lille two years ago. We hoped it would be a base for expansion into
other areas of France and Benelux. Unfortunately, I have to say that it
hasnt been a success. It hasn’t made the kind of impact we expected
and, as I see it, it’s going to be very difficult to get much of a return on
our investment.

Robert Dunne: Thank you, John. How do you feel about this,
Gillian?
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Gillian Hall: Well, if you remember [ told everybody at the fi
that I was not in favor of Lille as a location. We should never have
up there. If you want to gain a foothold in the French market you
got to be in the capital. | ;

Robert Dunne: Thank you, Gillian. What’s your reactic
Mark? Do you think Gillian’s right? '

Mark Atkins: No, I don’t agree at all. Benelux is a big mark
and Lille is right from a geographical point of view. I really thlnk ;
need to give them more time.

Gillian Hall: Well, you’ve got a point, but what about the rest
France? You’ve got to be in Paris, like I said. ,

Penny Mure: [ think the local staff is useless, they haven’t don
what they’re employed to do. They never reply when I try to get i
touch with them. 1

Robert Dunne: Is that true? 4

Gillian Hall: Yeah, that’s happened to me on several occasions.

John Marsh: Look. Why don’t we bring in a French
consultancy to analyze the situation for us? We obviously need more
information about what is going on. 1

Robert Dunne: OK, I'll look for a suitable firm of consultants
in the next few days. If we don’t do something quickly we’ll just lose
out to our competitors.

linvited complained confirmed disagreed raised- reminded
pointed out warned outlined suggested offered acknowledged

IV. Choose the correct item in each of the following

sentences:
“Please don’t smoke in front of the customers”, he said to me.

He asked ... in front of the customers.

a. me don’t smoke

b. of no smoking

c. me not to smoke

2. It's an American company, but I had no idea.

I had no idea ... an American company.

a. that it was
118



b. that it is

c¢. what this is

3. “I've been working very hard all week”, she said to me.

She told me ... very hard all week.

a. she has been working

b. she had been working

c. she was working

4. “Don’t send those invoices out without checking them”, my
supervisor said to me. My supervisor told me ... the invoices out
without checking them.

a. not send

b. didn’t send

¢. not to send

5. I haven’t had much experience in retail”, he told the
interviewer. He told the interviewer that he ... much experience of
retail.

a. hadn’t

b. hadn’t had

c. didn’t have

6. “I'm calling on behalf of SGE Electronics”, the man said.
The man said ... on behalf of SGE Electronics.

a. he call

b. he did call

c. he was calling

7. “Idon’t want the job”, I said to them. I told them ... the job.

a. | didn’t want

b. if I want the job

c. I don’t want

8. Maria told me they had given her a pay rise. Maria said to
me: “They ... me a pay rise”.

a. have given

b. gived

c. give

9. Last week Jack said: “I'm seeing Angela tomorrow”. Last
week Jack told me ...

a. he was seeing Angela tomorrow
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b. he was seeing Angela the following day

c. he saw Angela tomorrow

10. He said he was afraid he couldn’t come to the meeting.-
said to me: “I'm afraid ... to the meeting”.

a. I couldn’t come

b. I won’t come

c¢. I can’t come

V. Choose the correct item in each of the following senteﬂq

1. I asked Martha ... the conference had gone well.

a. what

b. did

c. that

d. if ‘

2. The Manager asked me ... of the new proposal.

a. what I thought

b. what I think

c. that I did think

d. what did I think

3. At the meeting the shareholders asked how the company ... 11
the previous year. 1

a. did

b. have done

c. has done

d. had done

4. I couldn’t find Mile Arnoux, so I asked her secretary....

a. was she there

b. where she was

c¢. where she was being

d. where was she

5. He rang to ask ... we were still interested in the site or not.

a. when

b. where

c. that

d. whether
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6. 1 didn’t receive the ticket, so I rang the travel agent to ask if
they ... it.

a. sent

b. have sent

c. had sent

d. sends

7. My boss was very supportive and ... me to apply for the
promotion.

a. refused

b. encouraged

c. apologized

d. threatened

8. He apologized ... at the meeting late.

a. to arrive

b. that he arrived

c. of arriving
. for arriving
. It’s a nice car but I wonder ... .
. what it costs
. how much does it costs
. if it costs
. what does I cost

10. I rang to ask when they..., but in fact they had already
relocated.

a. are moving

b. will move

c. were moving

d. shall move

Ao o P o

VI. Look at the actual words spoken. Choose the correct
words in the reported version:

1. Florencia said,” I'm meeting Mr. Smith tomorrow”

Florencia said she (was/ is) meeting Mr. Smith (tomorrow/the
next day).

2. Mai said to me, “I’ll email you about the sales conference”.
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Mai said she (would/ will) email (her/ me) about the sal
conference. '

3. The sales manager said, “We received your order yesterday

He said (we/they) received (your/our) order the d:
(before/after).

4. Yumiko said, “Here in Japan this area of technology is v
advanced”.

She said that (here/there) in Japan (that/this) area of technolog
(was/is) very advanced. 1

VII. These yes/no questions are taken from a job intervie
Rewrite them in reported speech:

1. Do you speak French? They asked me .

2. Are you prepared to relocate to France? Thcy asked me .

3. Can you use Microsoft Office? They asked me .

4. Are you hopmg for a salary increase? They asked me .

5. Which company do you work for? They asked me .

6. Where is their head office? They asked me .

7. Did you have any problems there? They wondered

8. Will you accept our offer? They wondered ..

9. When are you going to resign? They asked me .

10. “Have you signed the contract?” They asked me .

VIII. Look at the actual words spoken and then put the'
correct words in the reported version: :

1. "Government officials now compile statistics quarterly”, the
editor explained.

The editor explained that government officials ... compiled
statistics quarterly. :

a. now

b.

c. then

2. “I haven't had time to check my email this morning”, Dave
said.

Dave said that hadn’t had time to check his email ....

a. in the morning
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b. that morning

c. then

3. “You must give a report on his sales trip by eight tonight”,
the sales manager said.

The sales manager said that I had to give a report on his sales
Irip by eight ....

a. tonight

b. that day

c. that night.

4. Geoffrey said, "It happened three years ago”.

Geolffrey said (that) it had happened ... .

a. three years before

b. some years before

c. three years ago

5. “We've been waiting here since two o’clock”, Kevin
complained.

Kevin complained that they had been waiting ... since two
o'clock.

a. there

b. that place

c. here

6. “I opened a deposit account yesterday”, Barry said.

Barry said that he had opened a deposit account ...

a. yesterday

b. the day before

c. then

7. Ted said, “Could you put this note aside for me?”

Ted asked to put ... note aside for him.

a.a

b. this

c. that

8. “The director will be back tomorrow”, harry said.

Harry said that the director would be back ...

a. tomorrow

b. the next day

c. the other day
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9. The secretary said, “I sent a dozen e-mails last week ",

The secretary said she had sent a dozen e-mails ...

a. last week

b. then

c. the previous week )

10. “We're now doing twice as much business as we did I¢
year”, Joe said.

Joe said that they were then doing twice as much business ¢
they had done ... 1

a. the previous year

b. before

c. last year

IX. Choose the correct words:

I. He (told me/told to me) about the changes in the contract.

2. He (said me/said) there were some changes in the contract.

3. She (promised to give me/promised giving me) some new
responsibilities. ' 1

4. She (asked to me/asked me) if 1 would like have some new
responsibilities. '

5. 1 (apologized for sending/apologized for to send) the wrong
parts. '

6. It was lucky that you (reminded me to call/reminded mé
calling) Nadin. J

7. My financial adviser (explained me/explained to me) how I
could mortgage my house to start my own business.

8. The accountant (informed us/informed to us) that she was
resigning.

9. Peter (says us/says) he is checking his email.

10.  John (assured us/assured to us) that the project would be
approved by the Board of Supervisors.

X. Write the actual words that each person says:

1. Ann said that she would be late.

She said, “... late”,

2. Dean said he knew about the changes to the invoice.
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Dean said, “... about the changes to the invoice”.

3. Mary inquired of a passer-by where the Foreign Office was.
“Where ...7” Mary inquired of a passer-by.

4. Jack said he was coming to the meeting.

Jack said, “... to the meeting”.

5. They asked me at the interview if I could speak French.
They asked me at the interview, “... speak French?”

6. George told us that he had lost his passport.

“ ... my passport”, said George.

7. Tasked Sue when her presentation was.

“When ... presentation?” I asked Sue.

8. The IT guy asked me if I had made a back-up copy.

“ ... a back-up copy?” the IT guy asked me.

9. He said that he would be leaving on Friday.

“ ... on Friday”, he said.

10. I wondered when the protocol would be signed.
“When ...?” | wondered.

Freer practice

Task 1

Think of four things that people have said to you this week. Work
in pairs. Tell your partner who the people are and what they said,
using reported speech. Ask follow-up questions. A. My sister Annette
told me she was going on holiday. B. Where’s she going?

Task 2

Put these short dialogues into indirect speech.

1. — Let me give you a lift home.

— Thank you very much. It’s very nice of you.

2. - You gave me the wrong change!

— I’'m terribly sorry. I didn’t mean to.

3. — Can you believe it? Jane has become engaged.

...— That can’t be true!

4. — We’re going out to celebrate tonight.

...— That’s marvelous!
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THE PREPOSITIONAL INFINITIVE COMPLE

UNIT 12
THE INFINITIVE: FORMS AND FUNCTIONS

Infinitive Active voice | Passive voice Uses
the action is
Indefinite to write to be written | simultancous with that
to come o expressed by the finite
verb.
He wants to write her about it.
He wants to be written about it.
the action is temporary
Continuous to be writing — and not a usual one.
- to be coming e
He may be writing a new novel.
to have to have been | the action precedes that
Perfect written written of the predicate.
to have come
[ am glad to have written her about it.
I was surprised to have been written about it.

Perfect to have been — the time indicated by
Continuous writing — the predicate and is
to have been still going on.
coming

the action began before |

He is said to have been writing this novel for 2 years already. “

Functions [

Examples

Subject

To know him is to trust him.
It is difficult to translate this text.

Predicative

Our aim is to master English.
What [ want is to be left alone.

Part of a Compound

Verbal Predicate

We must stay at home.
We decided to work together.

Object

He asked me to wait.
He promised to come in time.

Attribute He is always the first to come.
The article to be translated is on the table.
Adverbial Modifier I have come here to help you.

The problem is too complicated to be solved at once.
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REFERENCE LIST OF VERBS FOLLOWED BY INFINITIVES

A. VERBS FOLLOWED IMMEDIATELY BY AN INFINITIVE

. afford
. agree
. appear
. arrange
5. ask

6. beg

7. care

8. claim

9. consent
10. decide
11. demand
12. deserve
13. expect
14. fail
15.forget
16. hesitate
17. hope
18. learn
19. manage
20. mean
21. need
22. offer
23. plan
24. prepare
25. pretend
26. promise
27. refuse
28. regret
29. remember
30. seem
31. struggle
32. swear
33.threaten
34.volunteer

D —

4

S

I can’t afford to buy it.

They agreed to help us.

She appears to be tired.

I’ll arrange to meet you at the airport.
He asked to come with us.

He begged to come with us.

1 don’'t care to see that show.

She claims to know a famous movie star.
She finally consented to marry him.

[ have decided to leave on Monday.

I demand to know who is responsible.
She deserves to win the prize.

1 expect to enter graduate school next year.
She failed to return the book to the library in time.
1 forgot to mail the letter.

Don''t hesitate to ask for my help.
Jack hopes to arrive next week.

He learnt/learned to play the piano.
She managed to finish her work early.
1 didn’t mean to hurt your feelings.

I need to have your opinion.

They offered to help us.

I am planning to have a party.

We prepared to welcome them.

He pretends not to understand.

I promise not to be late.

I refuse to believe his story.

I regret to tell you that you failed.

I remembered to lock the door.

That cat seems to be friendly.

I struggled to stay awake.

She swore to tell the truth.

She threatened to tell my parents.

He volunteered to help us.

35.wait 1 will wait to hear from you.
36. want 1 want to tell you something.
37. wish She wishes to come with us.
B. VERBS FOLLOWED BY A (PRO)NOUN + AN INFINITIVE
1. advise She advised me to wait until tomorrow.
2. allow She allowed me to use her car.
3.ask I asked John to help us.
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4. beg They begged us to come.

5. cause Her laziness caused her to fail.

6. challenge | She challenged me to race her to the corner.

7. convince 1 couldn’t convince him to accept our help.

8. dare He dared me to do better than he had done.

9. encourage | He encouraged me to try again.

10. expect [ expect you to be in time.

L1. forbid [ forbid you to tell him.

12. force They forced him to tell the truth.

13. hire She hired a boy to mow the lawn.
14. instruct He instructed them to be careful.

15. invite Harry invited the Johnsons to come to his party.

16. need We needed Chris to help us figure out the solution.

17. order The judge ordered me to pay a fine.

18. permit He permitted the children to stay up late,

19. persuade |1 persuaded him to come for a visit.
20. remind She reminded me to lock the door.
21. require Our teacher requires us to be in time.
22. teach My brother taught me to swim.
23. tell The doctor told me to take these pills.
24. urge 1 urged her to apply for the job. A
25. want [ want you to.be happy. 4
26. warn 1 warned you not to drive too fast.

THE PREPOSITIONAL INFINITIVE COMPLEX 2
Subject It is easy for you to say that.
For him to help his friends is quite natural.
Predicative The question is _for you to decide.
The best thing is for you to move to the South.

Object I waited for him to speak.
Attribute This is the book for you to read.
Adverbial He opened the doors of the car for us to get in. i
modifier  of | I've brought two books for my son to read. 1

urpose |
Adverbial The weather was too cold for the children to go out. '
modifier  of | It was too dark for her to see him.
result

Controlled practice

I. Complete the sentences, using the words in the box (7

+infinitive):
attract demand  go
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1. I need a day off next week ... to an interview.

2. He decided to take a later train ... the morning rush hour.

3.1 am writing ... of our change of address.

4. Tt is likely that the union will go on strike ... a pay rise.

5. The company had to move to cheaper offices ... its overheads.

6. We will have to employ more factory workers ... production.

7. We have cut the price of our products by 10 % ... more
customers.

8. The government may soon raise interest rates ... inflation
growing.

II. Transform the direct speech into infinitive constructions.
Rewrite the sentences using the verbs in brackets +object +to
+infinitive:

Pattern: “Don’t forget to post the letter!” (remind)

He reminded me to post the letter.

. “Go on, apply for the job.” (encourage)

. “If I were you, I’d make a formal complaint.” (advise)
. “Can you finish the report as soon as possible?” (ask)
. “You can leave early if you like.” (allow)

. “Don’t rush into a decision.” (warn)

. “Could you come back later?” (ask)

. “Don’t put all your money in one company.” (warn)

. “Read the contract carefully.” (advise)

OO\ B W~

III. Define the forms of the Infinitive (Passive or Active;
Indefinite, Continuous, Perfect or Perfect Continuous) in the
following sentences:

1. I 'want to see your design.

It can be done.

The mistake must be found.

We knew him to be working in the room.
They are likely to be being served now.

I remember to have seen her somewhere.
We thought the mistake to have been found.

N kWb
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the new branch.
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8.
9

10.
11
12.
13.
14.
15.
16.

IV.Choose the correct word from each pair in italics:

1.
2.
3
4.
5.
6
s
8.
9
1

0.
\%
1
2
3
4.
5
6
7
8
9

10.

. Put in the right kind of infinitive:

He must have been working all night.
She appeared to have been leading a very busy life before.
It’s nice to be sitting here with you.
It’s good to have finished work for the day.
I’'m sorry not to have come on Friday.
I appear to have made a small mistake.
I didn’t expect to be invited.
There is a lot of work to do.
There is a lot of work to be done.

She wants fo invite / to be invited to the conference.
I don’t know what to expect / to be expected of him.
[ have come o consult / to have been consulted you.
Mrs. Larsen was posted to Athens o set up / to have set up

Allow me to introduce / to be introduced myself.

She didn’t know where fo find / to be finding him.

Everything was done 7o save/ to be saved him.

This is the key problem fo solve/to be solved immediately.

We are to solve/ to be solved this key problem immediately.
It was hardly necessary to inform/ to be informing them.

I ought... right now. (work)
Your photocopier will ... by Tuesday. (repair)
I’d like ... home early today. (go)
I’d like ... her face when she opened the letter. (see)
She must ... a shower — I can hear the water running. (have) “
It’s important ... to people. (/isten) |
She hopes ... for the international team. (choose) i
Try ... back late. (not be)
You should ... me you were ill. (tel/)

He doesn’t like ... while he’s working. (interrupf)



V1. Rewrite the sentences beginning with They made us... or
They let us...:

Pattern: We had to work extremely hard on the training course.

They made us work extremely hard on the training course.

I R

9

finished.

We were allowed to go out at the weekends.

We had to give presentation every morning.

We had to speak English all the time.

There was a TV we could watch.

We had to tell about the circumstances of the incident.

We were ordered to show our pockets.

There was a huge library in the house we could use.

They didn’t mind our telling the truth.

The shareholders told us to stay until the negotiations were

10. We couldn’t but believe their testimony.

VII. Paraphrase the sentences using «for-phrases» with
infinitives:

1.
2. There is nothing that [ may add.

3. It’s high time you knew the rules of the company well.
4. The first thing he must do is to ring them up.

5. It’s quite natural that you should think so.

6.
7
8
9

know.

She held out the telegram so that I might see it.

This is a problem you should solve.

. It is necessary that we should start early in the morning.
. We stopped the bus so that the tourists might get on.

It is rather strange that they should leave without letting us

10. I stood there waiting when the door would open.

VIIL. Complete the sentences using an infinitive form:

1.
2.
3.
4.

She dislikes ... how to run her department. (zell)
He expects ... soon. (promote)
He expects ... here for a week. (stay)

He seems ... hard. (work)
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5. He hopes ... a promotion. (offer)

6. She is believed ... (kidnap)

7. He claims ... alot of money. (win) (First he won the mo
then he claims that he had won it.)

8. He’s got a headache. He claims ... on the computer
morning. (work) (We emphasize what he has been doing all morning

9. Has he lost his keys? — Yes. He seems ... his keys. (lose)

10. Did you go to the party last night? — No. My boss made |
... on the new project instead. (work) '

IX. Complete the following letter. Put the verbs in bracke
in either the -ing form or the infinitive with to: ]
‘Dear Mr. Williams

Thank you for your letter of 12 June in which you stated th
following the visit of your chief buyer Mr. Lindfield, you are
considering (1) placing (place) an order for our Riesling 92 tabl
wine. ]

We can arrange (2) ... (supply) you with an initial order of
1,000 cases, and I enclose our current price list, which I believe you
will find very competitive. If you decide (3) ... (go) ahead with the
order, we will agree (4) ... (give) you the 14% quantity discount you
mentioned, and details are enclosed. Please note that we guarantee |
(5) ... (deliver) firm orders within four weeks. ‘

You mentioned also that you wanted (6) ... (market) the wine |
under your own brand name, which will involve (7) ... (change) the
labels. T would suggest (8) ... (ge?) the labels here, because it is
probably not worth (9) ... (print ) them in the UK and (10) ... (send)
them here. I have contacted your personal printer for a quotation and
I hope (11) ... (be) able to send you a price soon.

Please do not hesitate (12) ... (contact) me if you have any
further queries. I look forward to (13) ... (hear) from you soon.

Yours sincerely,
Piet Moewe
Managing Director N
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Freer practice
Task 1

Say what advice you would give in these situations. Use the
words in brackets in your answers:

1. Your accountants have made a number of mistakes, and you
have to pay tax authorities a large fine. (ask, tell)

2. The 16-year-old friend of yours comes to ask for advice
about what career she should take up. (encourage, advise)

Task 2
Complete these sentences:

We made record profits last year, and this will enable us ...
My parents encouraged me ...

The government should train more young people ...

The conference organizers have invited me ...

Before I went to New York, a colleague warned me ...

Rt Sy A
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THE OBJECTIVE INFINITIVE COMPLEX

UNIT 13
THE OBJECTIVE INFINITIVE COMPLEX.
THE SUBJECTIVE INFINITIVE COMPLEX

is used after to see I saw him get off the bus.
the verbs to hear Did you hear her sing?
denoting to feel She felt her voice tremble.
a) perceptions | to watch I watch her enter the shop.
of senses*: to observe We observe the direction constantly
to notice change.
Nobody noticed him come in.
b) wish, to want I want you to help me.
intention, to wish He wishes the work to be done at once.
emotions: to like He likes dinner to be in time.
to dislike 1 dislike you to say such words.
to hate I hate you to talk like that.
to intend He intended me to go with him.
should/would like | I should like you to stay here.
¢) mental to consider I consider him to be right.
activity: to believe [ believe her to be a good teacher.
to think We thought him to be sleeping.
to find We find this value to be accurate
to know enough.
to expect I know him to have said that.
to suppose We expected her to return.
I suppose him to be about fifty.
d) order, to order He ordered the children to stop talking.
request, to ask 1 asked Tom to help me.
permission, to request He requested the matter to be kept
advice, to allow secret.
compulsion: to advise She doesn’t allow anyone to smoke.
to recommend She advised me to tell the police about
to cause it.
to force I wouldn’t recommend you to stay here.
get Her laziness caused her to fail.
to make* He forced me to go there.
to let* 1 got him to repair my car.
What makes you think so?
Let me go.

*The verbs to make, to let and the verbs of physical perception
are followed by the infinitive without «to».
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THE SUBJECTIVE INFINITIVE COMPLEX

is used with to say She is said to write a new novel.
1) the verbs to report They are reported to have left London.
of speech: to inform He was informed to have arrived in Kyiv.
verbs denoting: to consider | He is considered 7o be a good speaker.
b) mental activity: | to believe He is believed to know English.
to think He was thought 7o have gone.
to find They are found to be unfit for service.
to know History is known to repeat itself.
‘ to expect She is expected to come any minute.
| to suppose | He is supposed to know these things.
¢) perceptions to see He was seen to cross the street.
of senses: to hear She was heard to mention your name.
to feel She was felt to be suffering.
to watch He was watched o dance in the hall.
to observe The woman was observed o follow him.
to notice He was noticed t0 unlock the door.
d) order, to order They were ordered 20 go to bed.
request, to ask She was asked to come on Monday.
permission, to allow I wasn’t allowed to watch the film.
advice, to advise We were advised not to drink the water.
compulsion: to force He was forced to give up this work.
to make He was made fo repeat the rule.
e) with to seem The child seems to be asleep.
the verbs: to appear He appears to know a lot of things.
to happen I'happened fo see him yesterday.
to chance He chanced to have recognized me.
to prove Your advice proved to be very useful.
to turn out | He turned out 70 be a good friend.
f) with to be likely | They are likely to come here.
the expressions: | to be He is unlikely to come tomorrow.
unlikely He is sure to go hunting.
to be sure He is sure to ring you up.
to be certain

Controlled practice
I. Put “ro” before the infinitive where it is necessary:
1. These changes on the world market forced the companies ...
raise prices significantly.
2. The industrial circles expected Volvo ... make a productivity
gain.
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3. The company’s interference made the parties ... come to
agreement. 3
4. The new tariffs will enable consumers ... reduce fth
spending on foodstuffs.
5. We heard the company’s sales ... grow to almost to 3bn. “l
6. The lower interest rate helped the market ... grow last quart
7. Germany’s banking market has been the worst hit in Europe
the credit market turbulence which forced politicians ... engineer tw
successive bailouts.
8. Mr. Steibruck warned the regional governments not ... del:
further the ‘inevitable’ shakeup of the public sector banks. ‘
9. The chief executive asked 10 working groups ... help hi
devise his three-year plan. i
10. Has the secretary come yet? I want her ... type my papers. p

II. Read this advertisement. Fill in the gaps with the wo
given below: ’

{;ou to share you to create you solve us tosend you to redesigh

OFFICESPACE

We will help (1) ... your space problems!

We invite (2)... in a whole new concept in office design!

Our modern office systems allow (3)... additional space at little
extra expense. We can enable (4) ... working areas to maximumf'l
advantage! Y

If you would like (5) ... you details of this amazing offer, fill in |
the reply coupon below. Or if you would prefer to telephone us,
simply ring 08000 and ask for Freefone Officespace.

III. Read these mini dialogues and fill in the gaps with the
words given below:

Ann to him to Nick to me to me
make collect bring introduce introduce
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1.
— Whom you want to prepare the next report?
— I would like ... a report on Wednesday.

2.

— Who helped ... all this information?

— As far as I know, he had asked ... the latest issue of the journal
where he found many interesting things.

3.

— Allow ... Mr. Brian.

— How do you do, Mr. Brian.
— How do you do.

4.

—Let ... Allan.

— Glad to meet you.
— Likewise.

IV. Use the words in brackets in the right way:

1. It will force (we to sell) their electricity grids and pipeline
networks.

2. Unforeseen technical difficulties forced (the company to
rewrite) the development plan.

3. The recent credit market turbulence caused (two banks to
collapse).

4. The Board of Directors wanted (ke to focus) on managing the
fund’s money directly.

5. Singapore’s ambitions to become a regional financial centre
could force (the government to relax) rules on disclosure of
information.

6. The report made (we fo review) our forecasts.

7. We wanted (they to respect) the terms of the contract.

8. The contract does not permit (we fo increase) the price.

9. They asked ({to advance) the order by two months.

10. We would like (you to come) to the meeting.
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V. Translate the sentences:

1. Bonuu npocumu 6aHK MOBIAOMIATH iM PO BCi yrogu.

2. Topix Ilkona 6i3Hecy 3anpocuia Bci KoMnanii Hampas
[POMNO3KUIIT 110 IPOrpaMax HaByaHHSL.

3. 1li HOBi OpIEHTHPH MO3BOJIATH HAM CAMHM pPO3MOKL
HaUIll BIACHI 3aco0H.

4. ®axTHYHO BOHH HE 3MYUIYyIOTh HAC BHIABATH 1Hd)opM
3a MEXi HAIIOro MiAPO3ILLy. E

5. Bouu xouyTb, 100 MM HEraiHO MPUCTYIHIH JJO PO3POOI
HOBHX IIJIaHIB,

6. [IlonirnmeHa sKicTb JO3BOJUTb HAM NPOJABATH HALI ITPO
no BCii €Bporii. 4

7. Mnu 6 xorinu, o6 BOHH MPOIOBXKHUIN FAPAHTIHHUN TEPMIH..

8. Ile HOBe cTaBiECHHSA [0 [IEPCOHAIY J03BOJISIE HAM BUSBII
CBOIO IHIIL[IATHBY.

9. KoHCYnbTaHT MOJKE JAOTIOMOITH BaM CKJIACTH IUIaH II0 Map-

KETHHIY.
10.  Vci BBaxaioTs, mo 6opru GpipMu ZocArarTh HEIPHITYCTH-
MOT0 PiBHS.

V1. Change the following sentences according to the pattern
(Write Block):

Pattern:

It is known to every economist that an increase in the price of a
factor will reduce demand for it.

Every economist knows an increase in the price of a factor to
reduce demand for it.

1. The rate of unemployment in tourist areas is higher than in
highly industrialized ones. Economists know this. ;

2. It is well known to economists that the motives for
nationalization are political as well as economic.

3. The degree of profitability in private enterprises is higher than
in the public sector. Some economists think so.

4. Many experts think that the growing use of fertilizers and
other chemicals presents a danger for the environment.
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5. Experts expected that the Iran-Iraq war would cause a sharp
~ ise of oil prices in 1979-14.
6. Some economists do not believe that exports depend on
lomestic income.
7. The 19th-century economists said that income from capital
- was profit, whereas income from natural resources was rent.

8. Economists consider that higher tax rates initially bring in
greater amounts of taxes raised but result eventually in a fall in output
level.

9. Everyone knows that computer technology has had a great
effect on the work of the Stock Exchange.

10. Mr. Simon says that Simons and Co. have settled all their
debts.

VII. Make up the sentences:

1. Lead, are known, and, in the same, to be found, zink, ore.

2. In many, has been found, countries, most food, within the
family, to be produced, less developed.

3. Nationalized industries, important source, to have become, the
most, said, national income, of, are.

4. Advertising, made, tool, of, is assumed, selling commodities,
to have been, the most important.

5. Markets, goods and services, to bring together, are said, of,
buyers and sellers.

6. The capital, is believed, to have been leased, of the firm,
equipment.

7. Most decisions, the government, to have been made, are
known, by, in these countries.

8. The GDP, constantly, reported, falling, was, here, to be.

9. Chemical firms, oil inputs rate, to be working, substitutes, at,
are known, for.

10. The budget deficit, government expenditure, government
revenue, to be, is known, over, the excess of.
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VIII. Match the sentences with the missing verbs in

appropriate form:

1. When labour is expensive, the  a. is likely

quantity of capital demanded ...

to rise.

2. Demand for imports ... to fall  b. is sure

when domestic income and

output in the country fall.

3. An increase in the wage rate c. are certain

... to reduce the quantity of

labour demanded.

4. Individual labour supply ... to  d. appear

be inelastic.

5. If a firm’s assets ... to be e. is likely
considerable, it ... to get a loan
from a bank.

6. With every additional purchase f. seems

the consumer’s satisfaction ... to

decrease although prices remain

the same.

7. New bank services ... to be g. turn out / is likely
constantly coming into life.

8. Western economies ... to have h. prove
rapidly recovered from the 1980-

82 crisis, the worst in post-war

years.

9. Although such factors of i. is unlikely
production as capital and land ...

to be owned by firms, they are

actually owned by households.

10. New methods of economic J. appear
analysis ... to be required in the

near future.

IX. Choose the right variant:

1. The issue (expects, is expected) to spark intense debate today.
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2. German gross domestic product growth (expects, is expected)
fo rise to 2.6 per cent.

3. Investment inflows (are likely, likes) to remain flat.

4. The prices are reported (fo discuss, to be discussed) next
week.

5. They (consider, are considered) to win the competition.

6. The group is known (fo be based, to base) in Saudi Arabia.

7. They were reported (fo have increased, to be increasing) their
profits by 1 per cent.

8. Aggregate demand is presumed (fo decrease, to be
decreasing) now.

9. Tax rates are known (to have cut, to cut) by the former
government.

10. Prices for these shares are reported (to be fluctuating, to
fluctuate) on the Stock Exchange at present.

X. Change the following sentences according to the pattern:

Pattern:

Economists believe unemployment benefits to stop people from
looking for a job.

Unemployment benefits are believed to stop people from looking
Jfor ajob.

1. Economists think youth employment to be low in Germany
because education is subsidized by the state.

2. Economists consider government spending cuts to be
necessary in order to cut taxes.

3. Economists say economic system to be the particular way in
which the economic activity in a country is organized.

4. Economists believe workers in poor countries to be much less
productive as a result of bad working conditions.

5. Statistics say the 16 percent of world population living in the
industrial countries receive nearly 80 percent of the world income.

6. We know public goods to be paid for out of general taxation.
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7. We know a subvention to be money given by a government,
person or an organization to help somebody do something for the
good of the public.

8. We consider a subsidy to be money given by a government to
certain producers to help them to produce at a low price goods and
services needed by the public.

9. We expect the bank to make the transaction within a day.

10. We know clearance operations to be conducted not only for:
bank transactions but also for transactions in commodities and
securities. l

XI. Point out the Infinitive constructions: }

1. Prices are expected to change as either demand for or supply.
of the good varies.

a) the Objective infinitive construction

b) the Subjective infinitive construction .

2. The United Kingdom is known to rely on indirect taxes rather
than direct taxes.

a) the Objective infinitive construction

b) the Subjective infinitive construction

3. When an economy has no transactions with the rest of the
world, we say it to be a closed economy.

a) the Objective infinitive construction

b) the Subjective infinitive construction

4. Imports are assumed to increase as much as domestic income
does.

a) the Objective infinitive construction

b) the Subjective infinitive construction

5. All product prices are expected to be raised due to the new
tax.

a) the Objective infinitive construction

b) the Subjective infinitive construction

6. Economists consider an alternative to finding a job to be
provided by unemployment benefits.

a) the Objective infinitive construction

b) the Subjective infinitive construction
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7. They believe the firm to have leased all its capital equipment.

a) the Objective infinitive construction

b) the Subjective infinitive construction

8. We know the government to be considering the necessity of
cutting taxes in industry.

a) the Objective infinitive construction

b) the Subjective infinitive construction

9. Microeconomics is said to have offered a thorough analysis of
individual decisions about particular commodities.

a) the Objective infinitive construction

b) the Subjective infinitive construction

10. Economic conditions are assumed to be changing all the
time.

a) the Objective infinitive construction

b) the Subjective infinitive construction

Freer practice

Task 1

a) Work on your own. Put the verbs in brackets in the correct
form. There may be more than one possible answer.

1. Have you helped someone ... (organize) a birthday party?

2. Would you rather ... (have) your birthday at a different time
of the year?

3. Have you forgotten ... (buy) someone in your family a
birthday present?

4. Did your parents make you ... (thank) your relatives for your
birthday presents?

5. What do you want your family ... (get) you for your next
birthday?

6. Are you allowed ... (use) dictionaries during the term test?

7. Do your parents make you... (go) to bed early?

8. Would like me... (look through)your exercises (report, etc.)?

9. Are you considered ... (be) one of the best students in the
class?

10. Are you likely ... (be) late?
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11. Did anyone help you ...

were a child?

12. Has anyone ever forced you ...

didnt want to?

13. When you were a child, did your parents make you ...

jobs around the house?

14. Would you allow your children ...

studied at school?

b) Work with your partner. Ask and answer the questions. A

Jollow-up questions.
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Task 2

Work in pairs. The head of the company is talking to the proje
manager. He disapproves of what his team is doing. Restore th
dialogue between them, using the Infinitive constructions.

HEAD OF THE COMPANY
1. I/expect/you/finish the work by

2. /consider/you/be responsible
and creative.

3. Vorder/the project/send to our
partners/next week.

4. Last week I/watch/the designers/

work. I/happen/see/they/test the
experimental model.

(do) your home work when §

L

(study) something that y

(choose) what tk

b

PROJECT MANAGER
1. I quite understand but my
assistant Bill Clark '
says/his/wife/expect/he/ come
home in time for dinner.
2. I try hard to be reqpons1ble
but my engineers/want/I/pay ,
for overtime. And the only

thing I can’t create is money.
3. ’'m sorry but the team/not
think/ the project/be ready.
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5. Not in the least.
They/mot/seem/know what they
were doing.

6. They/be sure/ send the whole
thing back.

5. Here I can’t agree with
you, Sir. Our experiment/
prove/be a success.

6. Our partners/appear/be
happy with the report

we sent them. I/hear/they/
praise the work.
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THE PARTICIPLE: FORMS AND FUNCTIONS
COMPLEXES WITH THE PARTICIPLE

UNIT 14

PiaE Transitive verbs Intransitive verbs
Active voice | Passive voice Active voice
Participle I
(Present writing being written going
Participle)
Participle 11
(Past el written gone
Participle)
Perfect having having been having gotie
Participle written written

Seeing that I was late |

hurried.

Be careful while crossing

the street.

Being left alone [ went on

with my work.

She tried to calm the crying

child.

Not knowing what to say he

kept silent.

Participle I (Active and Passive)
denotes an action simultaneous with the action
expressed by the finite verb.

Perfect Participle (Active and Passive) denotes
an action prior to that of the finite verb.

Being asked for her opinion

she blushed.

Having been shown the
wrong direction he lost his

way.

Perfect and Non-Perfect Participle (Passive)
denotes a passive action.

THE OBJECTIVE PARTICIPLE COMPLEX 4

is used with to see I saw her walking along the street.

the verbs to hear We heard him speaking in the next room.

denoting to feel She felt her hand trembling.

a) sense to watch | [ watched the children playing in the garden. The
perceptions: | to observe teacher observed the students writing

to notice compositions.
b) wish and | to want I want the letter posted at once.
mental to wish I wish your dreams realized.
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activity: to find
to leave

When I returned I found her gone.
He left his work unfinished.

¢) to have | She had her
to get dress made
here.

I must have
my hair cut.
He will
have his
coat
cleaned.
She must
have her
hair done.
Have you
got your car

repaired?

After these verbs only Past Participle is used. It
denotes an action performed by someone else for
the benefit of the person expressed by the subject.

THE SUBJECTIVE PARTICIPLE COMPLEX

is used with to see
the verbs to hear
denoting to watch
sense to notice
perceptions | to consider

She was seen walking along the street.
Two people were heard quarrelling.
They were watched playing in the garden.
He was noticed entering the office.
The work was considered finished.

THE ABSOLUTE PARTICIPLE COMPLEX

The rain having stopped,
we went home.

The day being fine, she
went for a walk.
Time permitting, we’ll go
to the forest.

In this complex Participle has its own subject
expressed by a noun in the Common Case or a
personal pronoun in the Nominative case.

Participle complex)

Functions Examples
Complex Subject They were heard speaking in a lively manner.
(The Subjective He was seen surrounded by a group of students.

He was noticed entering the library.

Complex Object
(The Objective

Participle complex)

1 saw the workers packing the goods.
They watched the car being repaired.
They want the goods shipped on Monday.
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Attribute The cars being produced at our plant are very
good.
Adverbial Modifier Walking in the park, he met his old friend.
The Absolute Participle The letter being written, I went to post it.
complex He being tired, | decided not to disturb him.
Controlled practice

I. Rewrite the sentences using participles:
Pattern: Bill cleared his throat and began to give his speech.
Clearing his throat, Bill began to give his speech.

1. Since 1 didn’t understand Ann’s question, I was unable
give her an answer.

2. Since we watch the news every day we know what’s goin,
on in the world.

3. The man who is standing by the door is my colleague.

4. When we parked the car, we searched for the ticket machine

5. As I haven’t received all the applications yet, [ am not eager
to hire anyone. ‘

6. Because we were late, we took a taxi.

7. Gary opened the window and breathed the fresh air.

8. As I had been to England before, I knew where to find a
good hotel.

9. The jewels which were taken by the thieves were very
valuable.

10. Amy picked up her pen and started to write the letter.

II. Rewrite the following sentences using have something
done:

Pattern: They will ask the porter to carry their bags for them.

They will have their bags carried by the porter.

1. Someone makes my suits in London.

2. Someone is going to print 5,000 new catalogues for us.
3. Someone is designing a new office for them.

4. Someone has checked these figures for me.
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0N w»

Someone should mend the photocopier for you.
Someone delivered the new furniture for us yesterday.
The company paid all my bills.

They made me some business cards at no extra costs.

III. The manager of a British company is explaining how its
computers are made. Make sentences using have something done:

1.

Ot B Lk B

We / chips and motherboards / make / in the USA.

Then we / them / fly / Singapore.

We / the other components / manufacture / Taiwan.

We / them / send / Singapore.

We / computers / assemble / Singapore.

We / the finished products / ship / the UK / every 3 months.

IV. Combine the two sentences into one using complexes
with the Participle:

Pattern: | saw him. He was walking along the street.

I saw him walking along the street.

o I ON LB Wi

. I saw him. He was leaving the room.

. The man was trying to unlock the door. I noticed it.

. She drove as quickly as possible. She arrived just in time.
. He told a lie. Everybody heard it.

. I felt her hand. It was trembling.

. He was betrayed by his partner. He suffered huge losses.

. He made a mistake. Nobody noticed it.

. He was frustrated with life. He tried to commit suicide.
9.

His bags were put into the trunk of a large car. He saw it.

10. Several participants were arrested during the demonstration.
She saw it.

V. Choose the sentence with the participle clause used
correctly:

1.

A) This opinion was drawn up on the basis of the sent to us

by email or fax documents.
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B) This opinion was drawn up on the basis of fl
documents sent to us by email or fax. 1

2. A) The Report is an audit of selected by the Co
twenty-one leases.

B) The Report is an audit of twenty-one leases selected by Ul

Company.

3. A) The application can be made by anyone who fulfils th
legal requirements — i.e. presents all data required by
Pharmaceutical Law.

B) The application can be made by anyone who fulfils the lega
requirements — i.e. presents all required by the Pharmaceutice
Law data. ki

4. A) In relation to using up your holiday leave entitlement yot
are obliged to hand over to a person designated by the Employer al
projects, tasks and duties that you carried out during your employment
relationship and any related to these projects, tasks or duties
documents.

B) In relation to using up your holiday leave entitlement you are
obliged to hand over to a person designated by the Employer all
projects, tasks and duties that you carried out during your employment
relationship and any documents related to these projects, tasks or
duties.

VI. Convert the following sentences using a participle clause:

1. As he was impressed by Jeremy’s work, the manager
extended his contract.

2. After the boss had explained the problem, he asked the
employee to solve it. {

3. He was trapped in a dilemma and couldn’t react.

4. While he was drinking his coffee, he thought about the
problem.

5. Because he is faced to a bill $ 10,000, John has taken an extra
job.

6. As she didn’t wish to boast, she didn’t mention her success.

7. Since he had been unemployed for so long, he felt he would
never find a job.
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8. Since she had been offered a promotion, she decided to stay in
the company.

VII. Choose the correct word (REMEMBER: Past
participles "-ed" are used to describe how people feel, while
present participles "-ing"” are used to describe something that
causes the feelings.):

1. The people I work with are ... with their jobs.

. satisfying

. satisfied

. John was ... by the news report.

. disgusting

. disgusted

. We thought that the instructions were ....
. confusing

. confused

. Working late every day is ...

. tired

. tiring

. Do you feel ... about them?

a. worried

b. worrying

6. All this information is making me ....
a. confused

b. confusing

7. He wasn't ... with my response.

a. satisfied

b. satisfying

8. What an ... situation!

a. embarrassed

b. embarrassing

9. His explanation wasn t very ....

a. convincing

b. convinced

10. The woman worked for 15 hours straight. She was ...
a. exhausting

b. exhausted

o+l

hh O NO P WO D NG
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VIII. Write sentences with participle clauses that ha
same meanings as the following:

1. I looked straight at her and said, “Frankly my dear, ﬁ
give a damn.” b

2. Ididnt want a row so I apologized immediately.

3. T've never met her so I cant tell you what she’s like.

4. T've worked here for ten years, so I can tell you it’s a tel
place to work.

5. They were standing by the side of the swimming pool
they were throwing water at each other.

6. I'm not the sort of person who enjoys large gatherings
declined the invitation to the party.

7. 1 meet all nationalities in my daily work so I know quit
few words of other languages. }
8. I've seen his report so I can give you an idea of the situati
there.

9. I've never been to Sydney so I can hardly recommend
hotel there.

IX. Match a beginning from the left with an ending from
right to make a sentence:

I'd have no hesitation ‘

oS FETiotn s Restond recommending her for the job.

Angered by his hurtful remarks ! c?n"t AL PR
opinion.
Working all hours of the day and

I've cooked some chicken too.
mght

Havmg i her work — Smgm . 10ud1y

Seeing you haven't got much time |she slammed down the phone.

we’d better go through the

he was sitting on a stool
. g ﬁgures straxght away.

he rarely has time for pames or

Not having read the book myself it Wind of hine.
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|

he looked into her eyes and )

Th king d the street :
ey were wating Cown e SIreet | said, “I love you.”

s SO

‘ Picking up his briefcase and coat smoking a cigarette.

=

{Taking her in his strong arms he left the room. J

X. Use the appropriate form of the participle to complete the
burglary story:

Tony needed money. (blow) his last thousand dollars at the races
the night before, he was completely broke. There was only one thing
for it — crime.(know) that a large house not far from his was empty, he
(decided) to try and break in the following evening.

(leave) his house just after dark, he(make) his way to the street
where the empty house stood. (arrive) outside the house just before
midnight, he (decide) to wait and check the owners (not / return).
(pretend) to make a call on his mobile phone, he (pace) up and
down,(watch) the house carefully.

When he was quite sure nobody was at home, he(/ook) carefully
around to make sure no one was watching, and got ready to go in.

(know) there was a high wall around the house, he(bring) a long
rope with a spike on the end. (throw) the rope over the wall, he(c/imb)
up and (drop) into the garden.

(pick) himself up quickly, he (creep) across the dark lawn to the
front of the house. (stand) in front of the entrance, he quickly located
the burglar alarm fixed high on the wall near the door. (once / work)
for a security company, he (know) exactly how these alarms worked.
(take) a screwdriver from his bag, he (shin) up the wall and expertly
disabled the alarm.

Delighted that everything was going to plan, he (grin), (take) out
a glass cutter and carefully (make) a hole in a nearby window. (reach)
through carefully, he found the window catch,(unfasten) it and (push)
open the window, (think) how easy it all was.

Aware that any light in the house might attract unwelcome
attention, he carefully (draw) the curtains before (switch) on his torch.
A noise to the left of the room made him jump. (swing) round, he (see)
a woman in a long white dress(sif) in an armchair (hold) a drink.
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(s772i7<) at Tony,

she (raise) her glass and (say), “Ah Tony, we (W
for Syzyou.’’ 7

Freer pracrice

Task 1
Lisceress the following guestions with a partner:
L Putting aside practical considerations such as money a

tirme, if you could go on holiday anywhere in the world right no
where would you go? 1
34 ILLooking at it from a foreign learner’s point of view, what ¢

ou think the single most difficult thing about English is?
. Having studied English for a number of years, what is the

best picce of advice you could give a complete beginner? 4
<. Fiaving lived through a period of increasing material wealth

over the past few years, would you say you are any happier now as
result of this? - |



UNIT 15

THE GERUND: FORMS AND FUNCTIONS.
THE GERUNDIAL COMPLEX

Gerund Active Passive Uses
The action expressed by
the gerund:
Indefinite reading being read a) is simultaneous with that
expressed by the finite
verb.
b) doesn’t refer to any
particular time.
She likes reading.
She likes being read.
The action expressed by the
Perfect having read | having been read gerund precedes that
expressed by the finite verb.
Thank you for having helped me.
I remember having been asked this question.
Functions Examples
Subject Reading books is useful.
Smoking is harmful.
Reading love stories made her cry.
Predicative His hobby is collecting stamps.
The main thing is getting there in time.
Seeing is believing.
Part of a She went on reading.
Compound She stopped smoking.
Verbal
Predicate
Direct Object 1 couldn’t avoid speaking to her.
The film is worth seeing.
I don’t mind waiting.
Prepositional I am fond of reading.
Object He insisted on doing the work himself.
I don’t like his habit of making people wait.
Attribute All liked the idea of going to the country.
I have no intention of discussing this question.
There are different ways of solving this problem.
Adverbial On entering the room he came up to me.
Modifier He left the room without saying a word.

Excuse me for being so late.
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REFERENCE LIST OF VERBS FOLLOWED BY GERUN

1. admit
2. advise
3. anticipate
4. appreciate
5. avoid
6. complete
7. consider

10. discuss
11. dislike

12. enjoy

13. finish

14. forget

15. can’t help
16. keep

17. mention
18. mind

19. miss

20. postpone
21. practise
22. quit

23. recall

24, recollect
25.recommend
26. regret

27. remember
28. resent

29. resist

30. risk

31. stop

32. suggest
33. tolerate
34. understand

He admitted stealing the money.

She advised waiting until tomorrow.

[ anticipate having a good time on vacation.
[ appreciated hearing from them.

He avoided answering my question.

I finally completed writing my term paper.

1 will consider going with you.

He delayed leaving for school.

She denied committing the crime.

They discussed opening a new business.

1 dislike driving long distances.

We enjoyed visiting them.

She finished studying about ten.

I/l never forget visiting Napoleon’s tomb.

I can’t help worrying about it.

[ keep hoping he will come.

She mentioned going to the cinema.

Would you mind helping me with this?

I miss being with my family.

Let’s postpone leaving until tomorrow.

The athlete practised throwing the ball.

He quitted trying to solve the problem.

[ don’'t recall meeting him before.

I don’'t recollect meeting him before.

She recommended seeing the show.

I regret telling him my secret.

I can remember meeting him when I was a child.
I resent her interfering in my business.

I couldn 't resist eating the dessert.

She risks losing all of her money.

She stopped going to classes when she got sick.
She suggested going to the cinema.

She won''t tolerate cheating during an examination.
I don 't understand his leaving school.

THE GERUNDIAL COMPLEX

The Gerundial Complex consists of a noun (in the Common or Possessive
Case) or a possessive pronoun and the gerund.

Functions Examples
Complex Your coming here is very desirable.
Subject It’s no use my telling you a lie.

Predicative

What annoys me is kis being careless.
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Direct Object I don’t like his reading aloud.
Forgive my saying it.
Prepositional I insist on your doing it.
Object Everything depends on your getting there in time.
Attribute Everyone liked the idea of his joining us.
I don’t know the reason of your leaving.
Adverbial He entered the room without his seeing it.
Modifier
Controlled practice

I. Complete the sentences using the verbs from the box in the
—ing form:

(apply buy' film lose meet negotiq{g____{1_1_7_?(3{1;w B l‘f‘,’ffj

1. We won’t know the final cost of the TV programme until
the production company finished ....

2. Rupert Murdoch of News International risked ... millions of
pounds when he launched his satellite company Sky TV.

3. If you do a business course in England you will be able to
practice ... every day.

4. 1have had to put off ... the designers because [ am too busy
this week.

5. As a buyer for a large chain store, part of my job involves ...
competitive prices with suppliers.

6. I’'m afraid the manager is busy at the moment. Would you
mind ... a few weeks?

7. There’s no point ... for the shares now — the offer closed last
week.

8. It’s a waste of money ... a Pentium PC if you only want a
computer for word processing.

II. Complete the sentences with the verbs in brackets, using
the passive - ing form or the passive infinitive:

Pattern: Our profits are up this year, so I expect to be given a
pay rise. (give)
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You’d better come back later. Mr. Schmidt dislikes b !
interrupted when he’s in a meeting. (interrupf) .

1. You deserve ... more because you do a lot of ove
(pay) -
2. When I am giving a presentation, I don’t mind ... question
(ask)

3. Most of our sales team in Spain tend ... locally. (recruif)

4. The company avoided ... by splitting up into several differer
groups. (take over) -

5. She hopes ... to our Paris office when it opens next y"_
(send) 4
6. He took the telephone off the hook because he didn’t want ..
(disturb) .

7. That explains his ... from his job last week. (fire)

8. 1 don’t mind his ... above me last month. (promote)

9. She dislikes ... how run her department. (ze/l)

10. He expects ... soon. (promote)

IT1. Open the brackets and use the proper gerund either in
the active or passive voice:

I. The speaker was annoyed at ... every other moment.
(interrupt) f

2. He showed no sign of .... (hurt)

3. They showed no sign of ... us. (recognize)

4. He insists on ... for his work done. (pay)

5. We did not want to speak to the correspondent and tried to
avoid ... by him. (interview)

6. Excuse me for ... so much trouble to you. (give)

7. After ... by the doctor I was given a sick leave. (examine)
8. They deny ... the bank, but admit making plans about it.
(rob)

9. The problem is not worth .... (speak of)

10. After ... the papers were registered. (look through)
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1V. Complete the dialogue. Put the verbs in brackets into the
infinitive (e.g. to work) or the —ing form (e.g. working):

A: How can we justify (1) ... (spend) so much money on
advertising? We agreed (2) ... (1) and cut down expenditure, but this
proposal of yours means (3) ... (use) even more resources than last
year.

B: I realize that, and I would like (4) ... (make) cuts, but we
can’t afford (5) ... (lose) any market share at the moment. If we are
hoping (6) ... (increase) sales, we’ve got to carry on (7) ...
(advertise).

A: Maybe, but I can’t help (8) ... (feel) that there’s a better way.
For a start I’d suggest (9) ... (get) some other advertising agencies to
give us some quotes.

B: OK, I’ll arrange (10) ... (see) some others and I’ll let you
know what they say.

V. Complete the text. Put the verbs in brackets into the
infinitive or the —ing form:

After (1) ... (leave) university in 1986, Luis Miguel knew that
he wanted a career in travel. However, before (2) ... (starf) his own
business, he got a job with a local travel firm, where he quickly
learned how (3) ... (operate) a small agency. A year later, he left (4)
... (set up) his own company, Travelextra, which grew rapidly by (5)
... (concentrate) on giving excellent value and top class customer
service.

VI. Complete the text. Put the verbs in brackets into the
infinitive or the —ing form:

Do you remember the price of oil (1) ... (be) $ 10 a barrel?
Amazingly, that was the situation as recently as 1998. We’d all like
(2) ... (go) back to those days, but we never will. Oil companies are
trying (3) ... (find) new oil fields, and have had some success in the
Caspian Sea and West Africa. But production has probably peaked,
and demand is definitely increasing. You’ll just have to get used (4)
... (pay) more for your petrol. Otherwise, there’s no problem: just stop
(5) ... (use) your car!
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VII. Rewrite the following sentences, using the —ing form
the verb in italics and the preposition in brackets. Start e
sentence with the preposition given:
Pattern: He left the office. He did not speak to his bo
(without) 1
He left the office without speaking to his boss.

1. She /left university. Then she got a job with Microsof
(after) .
2. We won’t offer them a discount. We’ll give them bette
credit terms. (instead of) b

3. We managed to expand. We didn’t increase our debts
(without) B

4. He worked in industry for many years. Then he joined the
government. (before) v

5. The company made 700 workers redundant. That is how it
became more profitable. (by) 1

6. Anne Mulcahy made staff and business cutbacks. Anne
Mulcahy saved Xerox. (after) ]

7. Don’t rely on the state to support you. You will have to save
money yourself. (instead of) ' i

8. You will pay into a private pension plan over many years.
You will save a lot of money. (by) _

9. Federal Express focused on overnight delivery. Federal
Express became successful. (by)

10. Southwest doesn’t offer passengers expensive cabin
service. Southwest concentrates on low fares. (instead of)

VIII. Complete the sentences by choosing the correct answer
from a, b or c:

1. We must ... you that your payment is overdue.

a. inform

b. to inform

c. informing

2. We have ... overtime.

a. do
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b. to do
. doing -
. Do you mind. ... the window?
. open
. to open
. opening
. Catherine managed ... an important customer.
. acquire
. to acquire
. acquiring
. We look forward to ... from you soon.
a. hear
b. to hear
c. hearing
6. Jane is busy ... invitations for our company’s anniversary
celebration.
a. write
b. to write
c. writing
7. Could you let me ... my sentence?
a. finish
b. to finish
c. finishing
8. It is hard ... certain customers.
a. please
b. to please
¢. pleasing
9. Let me begin by ... you something about our company history.
a. tell
b. to tell
c. telling
10. We risk ... a lot of money.
a. lose
b. to lose
c. losing

O o8 NO o wo

n
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IX. Match the beginning of the sentence in column A wil

the right endings in column B:

A

B

1.1 am sure we have paid the bill.
I remember

a) to save the file.

2.Did you remember

b) ringing him on his phone
number.

3.On the way to the airport, he
stopped

c) to give Peter my message?

4.1t’s hard to find parts for this
machine. The manufacturers
stopped

d) to book one in advance.

5.1’ve given my PA a list of jobs
that need

e) signing the
sending it to them. B

cheque and ‘

6. There are plenty of hotel rooms
available, so you don’t need

f) giving my first presentation. It |
was a disaster. '

7.He lost several hours’ work.
He switched off the computer but
he had forgotten

g) to enter the Japanese marker,
but it was extremely difficult.

8.1 don’t mind giving talks now,
but I’ll never forget

h) to collect some traveler’s
cheques from the bank.

9.He wasn’t at the office when I
phoned, so I th_ink I'll try

i) producing this model over 15
years ago.

'10. Fora long time, the company
tried

j) doing before the sales
conference starts.

X. Translate the following sentences into English using the —

ing form:

1. 51 mymy BU3HATH, IO HE PO3YMIIO 1IHOTO.
2. Il cucrema mMae TOI HEOJIK, 10 BOHA MOPIBHAHO JOPOTa.
3. Bin mHanonsrae Ha TOMy, 1100 joroip Oysio HeraiHO

i IITHCAHO.

4. Towm i Jleii3i bosmucs, O 5 Ai3HAIOCS MPABIY.
5. Jymaio, 10 BCi 4eKaaH Ha HOro NoBEPHEHHS.
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6. Ii ronosuuii inTepec monsrae, 31acThes, y nepenivyBaHHi Ta
kracudikamii JaHuX.

7. Bin GosiBes, 10 HOTO MTOCAAATH Y B’ AZHUILO.

8. Bomna He nokasana )O0/{HOI 03HAKHU 3/IUBYBAHHSIL.

9. Horo 3BumyBaTHIH y TOMYy, IO BiH MpPOAAB BAXIIUBI
JIepIKaBHI CEKPETH.

10. Bin 3aiiHaTHil poOOTOIO HAZ IPOEKTOM.

Freer practice
Task 1
Complete these sentences about yourself, using an —ing form or
infinitive.
1. When I was 16, I decided ...

2. IfI moved to another town, I would miss ...
3. Atthe moment I can’t afford ...

4. 1 amreally looking forward to ...

5. lafew years’ time, I hope ...

6. At the moment [ am considering ...

Task 2

Discuss the following with your partner:

1) Have you ever been accused of doing something you didn’t
do? What was it? What happened?

2) What things at work do you really enjoy doing? What things
at work do you avoid doing?

3) Tell your group about something that you agreed to do that
ended up being a horrible idea.

4) How do you cope with having a busy schedule?

5) What do you expect your co-workers to do for you?

6) What do you miss about being a student?

7) What are some things your coworkers ask you to do for them?

8) What are some things you’d like your English teacher to teach
you?

9) What are some things that your company doesn’t allow you to
do at work?
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10) How do you motivate yourself when you simply do
like working? b
1) What are three things you hope to accomplish this yeal
12) Would you ever consider taking a job in another cou
Why or why not? Tell your group about it.
13) Have you ever tried to stop someone from making a
bad decision? What happened? &
14) Are you good at convincing people to do things? Explain.
15) Do you prefer to get work done at home or at the o
Why? -
16) What are you looking forward to doing this year? Why?
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UNIT 16

CONDITIONAL SENTENCES
Type if-clause main clause Exampl
of condition N
Type I Present Future Indefinite | If I Aave enough money,
Real condition | Indefinite can + Infinitive will/ can buy a car.
(refers to the
future)
Type 11 Present would/could + If | had enough money, 1
Unreal Subjunctive Infinitive would/could buy a car
condition 11 (Past
(refers to the Indefinite)
present or
future)
Type III Past would/could have If I had had enough
Unreal Subjunctive | + Past Participle money, [ would/could
condition 11 (Past have bought a car.
(refers to the Perfect)
past)

Conditional sentences are used:

Examples:

> Type I refers to a pattern used in
predictive conditional sentences, i.e.
those that concern consequences of a
possible future event.

If you make a mistake, someone will
let you know.

If he asks me, I will/shall consider
his proposal carefully.

» Type IL refers to a pattern used to
describe hypothetical, typically coun-
terfactual situations with a present or
future time frame (for past time
frames the third conditional is used).

If I liked parties, I would attend
more of them.

If it rained, people would dance in
the street.

» Type III: a pattern used to refer to
hypothetical situations in a past time
frame, generally counterfactual (or at
least presented as counterfactual, or
likely to be counterfactual).

If you had called me, | would have
come.

Would he have succeeded if I had
helped him?

» Mixed type: usually refers to a
mixture of the second and third
conditionals  (the  counterfactual
patterns). Here either the condition or
the consequence, but not both, has a
past time reference.

If you had done your job properly,
we wouldn’t be in this mess now.

If 1 hadn’t married Kelly, I
wouldn’t be living in Scotland now.
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Controlled practice

I. Put the verbs into the first conditional:

1. If I (to travel) to New York for a conference I (to meet) an ol
business colleague of mine.

2. If something like this (to happen), she (to call) a pres
conference immediately.

3. If we (o have) a vacancy for a manager I (fo call) you.

4. She (to accept) that position if he (to tell) her about thi
conditions of it. g

5. If you (to order) on the Net we (fo send) an e-mail
confirmation. f

6. If you (to visit) the presentation you (fo be describe) the key
benefits of our new service.

7. If we (to finish) the course tomorrow we (to go out) for a
drink.

8. If I (to see) my boss I (to ask) him for my promotion.

9. If America (to reduce) its trade deficit, the dollar (z0 go up).

10. If inflation (%o go up) it (fo be) a pressure on salaries.

I1. Put the verbs into the second conditional:

1. If we (o work) for ADC we (to get) a better salary.

2. If he (to want) a reliable firm he (z0 choose) Phillips.

3. If 1 (to work) at the EU I (fo support) openness and
transparency.

4.1 (to take) legal advice if I (to be) you.

5. If taxes (not to be) so high they (fo think) about their own
business.

6. If you (fo speak) English better you (to be promoted).

7. If they (to advertise) their goods they (fo gef) many more
sales.

8. If you (to give) me a special price I (to put in) a bigger order.

9.1 (1o take) last year’s stock if you (o take) 15 %.

10. I (to purchase) the equipment if you (fo throw in) the
accessories.
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II1. Put the verbs into the third conditional:

1. If you (to enter) the date in the wrong format, the computer
(to recognize) the information.

2. If I (to pay) cash I (to allow) much discount.

3. If he (fo lose) all his money and credit cards he (o visif) the
exhibition.

4. If our company’s main competitors (fo offer) you a good job
you (to stay) here.

5. If the circulation of our magazine (fo be) low we (to earn) a
lot more from advertising.

6. If our labour costs (not to be) so high we (fo produce) cheaper
goods.

7. If he (not to be) on the Board of this company he (not to
argue) against the merger.

8. If you (to have) any questions I (fo deal) with them at the end
of my presentation.

9. If we (to send) the goods by sea the transport costs (o be)
much lower.

10. If they (fo promote) the brand better they (fo gain) market
share.

IV. Choose the best variant:

1. If he joins us, we ... this work in time.

a. will finish

b. finishes

2. If your conditions are competitive, we ... an order.

a. will place

b. would have placed

3. If I had more time, I ... a course in business English.

a. will do

b. would do

4. If we had known more about their culture, negotiating ...

easier.

a. would have been

b. will be

5. Ifyou ... your CV, your chances of getting a job will be better.
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a. customizes ;

b. had customized .

6. We ... our order if you don't deliver the goods by Friday.

a. cancel .

b. will cancel

7. If Brittany ... better English, she would apply for a“‘
abroad. '

a. spoke

b. speaks

8. If you ... me about the problem, I would have helped you.

a. told

b. had told

9. If I were you, I ... about the presentation.

a. won’t worry

b. wouldn’t worry

10. If you execute the order carelessly, they ... another orde
with you in the future. )

a. won’t place

b. wouldn’t have placed

V. Fill in the sentences with the words given below:

send  would work  arranged  have sent  would have let :
paid had read helped delivered will help

1. If you ... your order by fax, we will deliver the goods
immediately.
2. If we had more employees, we ... more efficiently.
3. If you invite me for lunch, I ... you with your presentation. f
4. If we ... poor quality, we would not be the leading company
in our business.
5. If you ... the paper, you would have seen the advertisement.
6. If T ... you meet one of your deadlines, would you do my
work tonight so that I could go home early?
7. If you had found me a convenient and affordable apartment, I
... you stay in the spare room.
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8. Would you caddy for me if I ... for you to come on a
company trip to Hawaii?

9. Iwould ... her an invitation if T had found her address.

10. Would you have a party for people in your team if the
company ... you for it?

VI. Translate the sentences:

1. S oTpumar MiABMINEHHS HA TNOCAi, SIKIIO MOS ijes
JIOTIOMOKE 301LTBIIMTH Ipogax Ha 1%7

2. Slx6u yroja mpo BUIBHY TOPTiBIO HornomMarana © Hamrii
KOMIIaHil, ane npuHocuna 0 mkomy kpaini, To MM 6 nporecTyBanu
OpPOTH HE.

3. SIxOu xommaHis TOAI HajaJa HAM CBOi YAaCTKH 3aMICTh
OonyciB, T0o My 0 i3 3310BOJICHHSM TIPHIHAIM 1IC.

4. Sx6bu Oyno MeHme Hapaxg, To Mu Oymm 6 Olrbm
[IPOYKTHBHUMH.

5. JSlkmo wWama KOMNaHis HABOKUTECS HA OB PU3HUKH,
o0csry nmpojaxy 30U1bIaTHCS.

6. Ha sawomy mici s 6 IPUIHSB (IO TIPOTIO3MIIIIO.

7. Bu 6 myOaiuHO CXBATMIN HAIIY HOBY MapKy CHUraper, sSikou
s 3anponionysas Bam 1000 gonapis?

8. S cxopucraiocs rOTIBKOK, SKIIO MOSI KPEAMTHA KapTka
BUSABUTHCS IIPOCTPOYEHOIO.

9. SIkOu s BUrpaB MiJILIHOH y MHHYJIOMY POLl, TO po3no4aB Ou
BIIacCHUH Gi3Hec.

10. Sx6u Cinmgi Oyma  Oigelm  TBOPYOIO, TO KOMIAHis
Bignpasuma 6 ii 1o Huro-Mopky mpargoBaTu Haz HOBOIO PEKIAMHOIO
KaMIaHI€l0.

VIL Fill in the blanks with auxiliary verbs:

1. If T spoke Japanese as well as you do, I ... try to find a job
with one of the Japanese banks.

2. If you take my advice you ... keep a tighter control on what
Jerome gets up to.

3. If we spent more on Research and Development, we ... be
so behind technologically.
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4. Ifyou give me a 10 % discount I ... buy two.

5. I wouldnt have bought this if I ... known it only has
month guarantee.

6. If we controlled our expenses a bit better, we ... save a lot |
money. ,"
7. 1If sales don't improve soon we ... have to lay off son
workers.

8. Iwould have come in earlier if I ... known how much urg
work there was. i

9. 1... have helped with that report you if you had asked me.

10. If we opened an office in Tokyo, we ... both benefit.

*

VIII. Make up sentences using the following words and
phrases: N
1. T will tell Jagger, if you want, we need time, that, to think it
over. 3

2. In meetings, you would know, what was going on, If you paid
more attention.

3. To their terms, what would happen, if we didn't agree?

4. Of this company, make a few changes, if I was made
President, 1 would.

5. If I were, I would reduce taxes, the Prime Minister.

6. Their terms, millions, if we accepted, we would lose.

7. Any money on it, we wouldn't make, if we gave you 10%.

8. They would use their cars, had to pay an extra tax, if motorists
to drive in cities, a lot less.

9. Another country, if my company to, I would refuse, asked me
to move.

10. If we hadnt changed supplicr, we are now in, we wouldnt be
in the mess.

IX. Rewrite the following sentences using the third conditional:
1. If we don't observe the expenditures carefully, we will go
bankrupt.
2. If he was your manager he would promote you.
3. Would you buy that software if it was cheaper?
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4. You would finish your work if you took your laptop with you.

5. If you read this treaty, you would get known that companies
are not allowed to engage into unfair trade practices.

6. You will finish the report on time if you kept working that
high speed.

7. If they dont invest in their infrastructure, they will start to
perform worse than their competitors.

8. If we follow these regulations, we won’t get in trouble with
the local authorities.

9. If you open a checking account you will be able to write
checks.

10. If we invested more in the advertising, we would capture a
bigger chunk of the market.

X. Choose the correct item:

1. If I ... the IT manager at five, I will be late home tonight.

a. see

b. saw

2. If we had done overtime from Monday to Friday, our factory
workers ... at the weekend.

a. didn’t work

b. wouldn’t have worked

3. If you ... computer science you would have known what this
symbol means.

a. learnt

b. had learnt

4. If we ... on Saturdays our company will meet the target.

a. work

b. works

5. If you don’t pay us we ... the orders next week.

a. wouldn’t deliver

b. won’t deliver

6. If we were tired, we ... doing that calculation.

a. will stop

b. would stop
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7. If they ... more attentive they would have found a fault

one of the products. .
a. were 0
b. are
8. If there are high interest rates the company ... to produce
product.

a. will continue

b. would continue

9. If there is an inflation many small companies ... fin
difficulties.

a. would have

b. will have

10. If the company hadn't faced an increased competition
abroad last year its workers ... a bigger salary.

a. will get ’

b. would have got

Freer practice

Task 1

a) Negotiation breakdown. Read the following story and indicate
how you would have reacted if you had been in John Dee’s or Mrs.
Han's position.

John Dee imports microwave ovens from Korea and has been
working satisfactorily with the same supplier for five years. Recently
he travelled to Korea to meet the supplier and negotiate a
reimbursement for a shipment of appliances that John’s customers had
sent back because of a serious manufacturing defect. He met the
Korean company’s representative Mrs. Han who insisted she could not
compensate John financially but would replace the defective
appliances. John refused this offer, saying that this gesture would not
in itself be sufficient to restore his reputation with his customers.

John was booked on a plane leaving that afternoon and could see
little point in continuing the discussion. He was getting more
impatient with the apparent lack of progress and stood up angrily and
walked out of the discussion. Mrs. Han was embarrassed and did not
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wish to lose face by asking him to return to the room. John Dee now
buys his microwaves from Taiwan at a higher unit price.

b) Sola-Soda. Read the text and say if you had been director-
general of Sola-Soda Enterprises what would you have done to restore
consumer confidence.

In June 1999 more than 100 people in Spain and two in Italy
complained of headaches, dizziness and stomach upsets after drinking
canned soft drinks manufactured by Sola-Soda. Subsequently, the
authorities in Spain and TItaly ordered Sola-Soda products to be

withdrawn as a precaution.

Task 2
Future consequences. Write what you will or may do in the

Jollowing situations:
1. If your car is stolen
2. If a close colleague gets married
3. If you are offered a better-paid job abroad.
4. If your firm is taken over by a competitor.
5. If you have to give a presentation in English.
6. If your computer is infected with a virus.
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