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1. THE NOUN
BoiOepuTe 0MH U3 NMPeII0KEeHHBIX BADHAHTOB O0TBETA:
Fortunately the news (wasn’t / weren’t) as bad as we expected.
They say that money (is / are) the soul of business.
Please, bring us two (fea / teas) and a coffee.
Two (is / are) the company, but three (is / are) a crowd.
Economics (is / are) my favourite subject.
It’s very difficult to find a (work / job) at the moment.
My luggage (was / were) lost by the airline.
There (is / are) gentlemen waiting for you in reception.
Do you think people (is / are) satisfied with the government?
Three days (isn’t / aren’t) long enough for a good holiday.

. The personnel (is / are) very happy with the new premises.
. Where (is /are) the goods that we ordered the day before yesterday?
. The rich usually (pay / pays) more taxes.

The committee usually (raise / raises) their hands to vote «Yes».

. I'have to pay my rent out of my (wage / wages).

The police (want / wants) to interview two men about the robbery last
week.

Positive feedback is necessary so that staff (know / knows) that their job
1s highly appreciated.

It was always the brightest students who (were / was) asked to answer
the questions.

One of the most serious problems that some workers have (is / are) lack
of motivation.

Our new consultant was very helpful. He gave us some very useful
(advice / advices).

. BblﬁepHTe OJUH U3 NPCAJTO0KCHHBIX BAPDHAHTOB 0TBETA:

. One of the ... main goals is to decrease operating costs by 5%.
a. company’s b. company c. companies’
He needed money, but had no idea how to earn ... .
a. them b. it c. its

. Managers should strive for ... communication with their subordinates.
a. two way b. two ways c. two-way
Headquarters of many international organizations ... visited by our team
last year.
a. were b. was c. are
The Personnel Manager is to check each ... qualifications and
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references before the job interview.

a. applicant’s b. applicants’ c. applicant

The statistics in the report on socio-economic development of the region
... €rroneous.

a. are b. is C. was

Belarus and Russia ... signed a ... trade agreement.

a. have; five-years’ b. has; five year c. have; five-year

. A chemical works of this region ... dangerous for the environment.

a. are b. has C.1s

It’s not fair to make a profit out of ... work.

a. anybody’s else’s b. anybody else’s c. anybody’s else
Many people are registered to vote in ... election.

b. next’s month’s b. next month’s c. next months’

II1. PacctaBbTe amocTpodbl TaM, r1e IT0O HEOOXOAUMO:

1.
2.
3.

4.
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My bosss PA reads all the customers letters.

An accountants salary leaves much to be desired.

It 1s important to recognise that every company has its own particular
culture.

Kathys friends name is Joel. He is one of Merrill Lynchs top analysts.
Look at those two Mercedes. One is our directors and the other is a
visitors.

Mrs. Luis should know that 1t 1s Mr. Clarks decision, not hers.

My son-in-laws office is on the fifth floor.

The manager wants me to buy a yesterdays newspaper at the
booksellers.

Toyotas deal on its company cars is better than ours.

. The sales manager has computerized all his clients records.

2. ARTICLES
Boi0epuTe 01MH U3 NpeIJIOKEHHBIX BADUAHTOB OTBETA:
Our office is in (a / the) centre of (a / the) city.
Sorry! I’ve got (a / the) wrong number.
It costs (a / -) thousand euros.
I’ve run out of (- / the) money.
I can give you (a / the) lift to the station.
(- / The) Government resigned last week.
It was rather (a / the) delicate question. I didn’t dare to ask it.
The President will arrive in (a / -) couple of minutes.



9.

10.
11.

12.
13.

14.
15.
16.
17.
18.
19.
20.

Do you accept (- / the) credit cards?

There are six points on (- / the) agenda.

(A / The) businessman will catch at any chance of making (a / the)
profit.

Y ou must speak to (a / the) Managing Director about it.

I thought she got another job. But she said she worked for (a / the)
same company.

I met him at (- / the) Grand Hotel.

The longest river in the United States 1s (- / the) Mississippi.

He works somewhere in (- / the) Southern Africa.

He made money working at (a / the) Stock Exchange.

(A / The) Prime Minister is to make a statement tomorrow.

In (a / the) North of Britain there are higher lands and mountains.

(- / The) Pennines is a chain of mountains which is known as the
backbone of England.

I1. BoiOepuTe 0UH U3 NPENJI0KEHHBIX BAPDMAHTOB OTBETA:

1.

A
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11.

12.
13.
14.
15.

16.

Where’s (a / the) fax the suppliers sent this morning? I can’t find it.

(A / The) presentation was (a / the) great success.

We must arrive at (a / the) decision as soon as possible.

I have (an / the) appointment at (a / the) bank.

(An / the) accountant’s job is to check (a / -) company’s financial
affairs.

(The / -) money makes (the / a) world go round.

Employing and coaching (- / the) new staff is rather costly, so you must
pick up (a / the) right candidate.

I’d like to clear out (a / -) few items in (a / the) contract.

In (the / -) near future videoconferences will replace many meetings.
Roger works as (an / the) accountant in (an / the) insurance agency in
Brighton.

There was (an / the) interesting article about our competitors in (a /
the) local newspaper.

They wouldn’t pay their debt, so we took them to (the / -) court.

We produce (a / -) detailed sales report three times (a / the) year.
Where’s (a / the) money? I left it on (a / the) table over there.

(The / An) unemployed get (an / the) unemployment benefit from (a /
the) state.

(The / -) Hermitage is one of (a / the) richest art museums in (a / the)
world.



17. Is there (a / the) bank near here? — Yes. There’s one next to (a / the)
supermarket round (a / the) corner.

18. (The / -) Government should do more to help (the poor / the poor
people).

19. «(The / -) Independent» is one of (the / -) UK’s most popular
newspapers.

20. 1left (the / -) school at 17, went to (the / -) Belarusian State Economic
University and got (a / the) degree in (- / the) economics. — What did
you say (a / the) name of (a / the) university was?

I11. 3amotHMTE NPONYCKH APTUKJISIMH TaM, I/1e ITO HE00X0AUMO:
1. He is having ... financial difficulties now.
2. I’'ll send you ... email. It’s best not to talk about such things on ...
phone.
3. ... combination of ... four P’s determines ... marketing mix.
4. Every morning | had to sort out ... mail and distribute ... faxes, before I
could have ... cup of coffee.
5. George has ... part-time job. He works three mornings ... week.
6. He has just given me ... very helpful advice.
7. I’ve invited five people to ... business lunch. Out of ... five people,
only Mr. Lee and Ms Kerry could come, ... others couldn’t.
8. The quality controllers are responsible for seeing that ... finished goods
are properly made.
9. What do you think of ... discussion that followed ... meeting?
10.... economic theories simplify ... reality to let ... people understand ...
basic economic principles.
11.... English of America differs from ... English of Great Britain.
12.... scarcity is ... imbalance between our desires and ... means of
satisfying them.
13.... unemployment is very high at the moment and it’s very difficult for
... people to find ... work.
14. John works for ... IBM now. He used to work for ... British Telecom at
... start of his career.
15. Lots of people are without ... jobs in ... city, so ... government has
decided to give ... unemployed ... special benefits.
16. We landed at ... Charles de Gaulle airport in ... Paris and were met by
... ambassador in ... person.
17. You must contact ... manager and tell him about ... telegram. It is ...
urgent telegram.



18.

19.

20.

You’ll find ... information you need at ... top of ... page 15. For ...
further information phone ... number below.
... costof ... living in ... Sweden 1s higher than in ... other countries of

... Europe.
... recent survey showed that ... Portuguese are very good negotiators,
French admire hard work, ... Germans are competitive and

ambitious, and ... British prefer to work in the security of a group.

IV. UcnpaBbTe OIINOKH, I/I€ HEOOXOAUMO
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Sri Lanka has the wonderful climate.
The organisation's aim is to educate the public about the dangers of
smoking

. We need an environment free from pollution.

. She has worked in a fashion industry since she left school.

. The wind 1s blowing dust all the way from Africa.

. We can look forward to a warm southerly wind this weekend.

. The USA i1s a country with the high level of immigration.

. How can we combine economic growth and respect for an environment?
. Car exhaust emissions are having a major effect on a world's climate.

10.
11.

That's Terry - he's the third person on the right.
She has become the important figure in Norwegian politics.
It's a most important issue and we need to discuss it in detail.

V. IlepeBeaure HA AHIJIMICKHUI SA3bIK.

1.
. I'me kapTa? MeHs npocuinu ee NpuHEeCTH.

. Bot punibm, KOTOPBI THI XOTET TOCMOTPETH.

. Tl 3aKpbuI 1BEpH? A TENepb 3aKpOr OKHO.

. [lepenait MHe, MOXKaIyHCTa, TLIEEP.

. KinoyH BniepBbI€ MOSIBUWICS] B AHTJIMHCKOM LIUPKE.

. MBI BU1esIA €70 HEAEIIO Ha3a/l,.

. Moxemp AaTe MHE JKypHaJl, KOTOpbIM Thbl Kynuia Buepa? A xouy

03N D B~ WD

S cnenaro BaM coHABHY, 00€T €IIe He CKOPO.

NpOYUTATh CTAaThl0 TIPO POXKIECTBEHCKUE TPAAUIMU Pa3IAUYHBIX
HapoJOB.

. Y Te0s eCTh UCTIAHO-PYCCKUI clioBapb? MHE HYKHO HAlTH Mapy CJIOB.
10.
11.
12.
13.

KienoBeiii muct — cumBoa Kanasrsl.
Korna BBl cnaete mociaeHUN dK3aMeH?
UTto ThI AEeNacuIb B BOCKPECEHBE?

BeuHo ThI ynTaems ra3eTy 3a 3aBTpakom!



14. I'mrapa nosisritace B Mcnanuu B XIII Beke.
15. Ilouemy ThI B aIbTO B TAKOW TEIUIBIN JCHb?
16. Kakoi1 moTpsicaromuii penoprax!

17. 3uMa B 3TOM rogly NoxXoxa Ha OCEHb.
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3. PRONOUNS
3anoJiHUTE MNPpONNYyCKM MmoAXOoAAIMMH 10 CMBICITY JIMYHBIMM,
HNPUTHRKATCJIbHBIMA WIN BO3BPATHBIMA MECTOMMCHUAMM

. Doctors advise us that we have to exercise regularly in order to keep ...

healthy.

Goods get into the hands of those who really want ... .

It was rather useful to exchange views; for us to hear theirs and for ...
to hear ... .

Just between you and ..., I think Mr. Wilson is going to lose ... job.
Microeconomics studies the economy from the perspective of ...
individual participants.

Mr. Lewis has only ... to blame for the mistake he made.

My boss congratulated ... heartily on ... promotion.

Scarcity 1s the imbalance between ... desires and the means of
satisfying ...
We need employees who are willing to exercise ... own initiative.

. Will you give ... best regards to Mr. Bradley and tell ... I hope to see

... next month?

. 3amoJiHUTE NMPONMYCKH MECTOMMEHUSIMH Some / any / no WIN HX

NMPOU3BOIHBIMU:

... theory is a simplification of actual relationships.

Do you have ... else to ask me while I’'m here?

... analysts are saying that the crisis will continue for ... time.
[ am enclosing ... information about our new range of products.
... has ... against your suggestion.

We’ve had ... complaints about our services.

... has ever had any trouble with this equipment.

I have absolutely ... idea what he wants.

There was hardly ... in the office when I arrived.

... manager will tell you that good organization is important.

. Unfortunately, we haven’t got ... components in stock.
. We advise you that ... items were supplied in increased quantities.
. I think there is ... point in wasting ... more time on this issue.



14.

15.

When scarcity exists we must sacrifice ... of value to obtain any scarce
goods or services.
Where can I find a good job with plenty of money and no work? — ... .

II1. 3amosHuTEe MPONMYCKH MecTOMMeHMsIMu many / much / a lot of /

WX R WD =

10.
11.
12.
13.
14.
15.

little / few / a little / a few:

His work is well-paid but doesn’t give him ... satisfaction.

... decisions are made without ... thought.

I’ve had very ... success with my job applications.

The size of the deficit was ... surprising.

As she has very ... colleagues she works mostly on her own.

He worked hard but achieved ... .

His deputy has very ... initiative and always waits to be told what to do.
I’ve got ... minutes to spare so we can continue our talk.

Miss Maple’s work leaves ... room for improvement.

Only ... people knew it was our boss’s anniversary.

The salary is negotiable, so how ... do you think I should ask for?
There are only ... companies operating in our market niche.

We stock ... spare parts in the warehouse.

You’ll have to work at this project as ... as possible.

There was ... disagreement over the proposal.

IV. 3anonnure nmpomyckum Mecroumenusimm both / either / neither /

b s

SN

none:

. ... of his opponents spoke at the Board meeting yesterday.

He’s studying ... economics and management at university.

They put forward various proposals but ... of them was accepted.

It is regrettable that ... of the two candidates really impressed the
Personnel Manager.

... of my assistants knew how to fulfil the task.

Miss Barrows received two job offers; ... of which she accepted.

They arrived at the solution that was to the mutual satisfaction of ...
sides.

Mr. Kirsten is engaged in several business ventures. ... of them is
profitable.

The company paid ... of its invoices.

Which of these samples would you prefer? — ... will do.



V. 3anoaHnTe NponycKku MecTouMeHusimu each / every / everything /

1.
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9.
10.
11.
12.
13.
14.
15.

everybody / all / whole:

The Belarusian State Economic University is provided with ... modern

facilities.

... formal meetings are a waste of time in his opinion.

The accountant keeps a record of ... financial transaction.

... item of the agenda needs to be carefully discussed.

As soon as ... arrived, the chairman began the meeting.

... of the senior directors will give a short presentation.

The productive potential for an economy can’t be used to do ... for ... .
offer must be submitted together with ... the supportin

documentation.

The members of the conference were ... given copies of the regulations.

... one of the participants has now given me their replies.

[ accept ... that was said in the meeting.

... that he said was not to worry.

Check the delivery note and see that you’ve got ... .

... time we make a choice we forgo an opportunity.

They spent the ... day packing for their business trip.

VI. 3anojiHuTe NponycKku MecTOUMEHUAMU another / other / others / the

N —

s W

9.
10.

other / the others:
... large item of expenditure in this country is education.
. Some people are lazy, ... are energetic. Most people are a mixture of
both.

In ... four years Bob will have qualified as an accountant.
Mr. Danny and Mr. Fee welcomed each ... heartily.

. Nissan, Toyota and ... Japanese car manufacturers may be forced to

lower their prices.

Only six of my colleagues turned up at the farewell party. All ... guests
had to go somewhere else.

Some of my assistants were preparing the report, while ... were dealing
with the mail.

The bank manager has agreed to lend me ... $2,000.

There has been ... directive from the head office about absenteeism.

We have considered some ... locations and none is really suitable.

VII. Bbi0epuTe npaBWJIbHbII BAPUAHT:

1.

The office is empty. There’s (nobody / anybody) here except me.

10
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1.

12.
13.
14.
15.
16.
17.
18.
19.

20.
21.

22.

23.

24.

25.
26.

27.

(Each / Every) candidate will be interviewed individually.

Could you help me to sort out these letters? I cannot tell which are
(vour / yours) and which are (our / ours).

Everyone (has / have) to meet in the lobby at nine o’clock to collect
(his / their) conference registration forms.

We sent sales letters to all our customers, but (neither / none) replied!
He had only (a few / few) problems in his exam even though he had
done only (little / a little) work for it.

I can’t see (no / any) solution to the problem, I’m afraid.

(Each / Every) manager and (all / whole) their deputies will be invited
to submit suggestions for the new product line.

In view of (all / everything) this, we must delay a final decision.

No one (like / likes) to discover hidden costs, (does he / do they)?
We think that (many / much) of the candidates had not really read the
job requirements.

You’d better read through the (all / whole) contract before signing it.
(No one / Someone) likes to bear the responsibility for crucial decisions.
OK, I think that covers (all / everything) on that point. Shall we move on?
So (these / that) are our objectives and (that / they) concludes my short talk.
The figures in this spreadsheet don’t correspond to the ones on the
invoices. We have to check (everyone / every one).

Not (a lot / many) people voted for him; he is not popular.

The flight and hotel are booked. (All / Everything) is organised.

I (felt / felt myself) quite nervous at the beginning of the presentation,
but after (a few / few) minutes I (relaxed / relaxed myself).

The key account managers (each / every) have their own list of clients.

I see that (all / everybody) has a copy of the agenda, so let’s begin the
meeting.

There are (few / little) companies functioning in our market niche and
even (fewer / less) which we consider our real rivals.

We have considered (all / whole) the options and (none / neither) is
really suitable.

(Each / Every) of the candidates was given a questionnaire before the
interview.

We have to pay our telephone bill (each / every) three months.

I’m sorry, but the personnel manager is busy. Would you mind waiting
for (him / his)?

We’re not close to our destination yet — we have (another / other) six
miles to go.

11



28.

29.

30.

)
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10.

11.

12.

13.

14.

15.

Will you cancel (all / whole) my engagements for the rest of the week,
please?

Your two colleagues introduced (themselves / each other) to me
yesterday. First I met Mr. Black, and then I met Mr. Smith.

(Each our customers / Our customers each) have a separate file on the
database.

4. ADJECTIVE. ADVERB

. BeiOepuTe 01MH U3 MPeAJI0KeHHBIX BADHAHTOB OTBETA:
. I hope the project continues to run as (more smoothly / smoothly) as it

has so far.

Investors are becoming (more and more / most and most) sophisticated.
Mr. Smith refused to accept the proposal of Mr. Jones, and the (latter /
later) had to apply to court.

They realized their plan without (farther / further) difficulties.

This year our sales figure are (worse / worst) than last year.

Please, send me your (last / latest) catalogue and price list.

Putting the (most good / best) applicants for the job on a short list
enables us to select the (most suitable / more suitable) candidate.

She earns twice (as much as / more than) me although she’s only half
(as well-qualified / better qualified).

If any company can provide (more attractive / most attractive) terms,
we will match them on the spot.

The guarantee is a year (longer than / longest that) with our (older / elder)
models.

The Belarusian State Economic University is by far (the most prestigious /
more prestigious) university training economists in Belarus.

The new Personnel Director set about creating a (better / best)
atmosphere amongst the employees.

(The bigger / The biggest) the company and (the larger / the largest) its
costs, (the greater / the greatest) the opportunity to see tremendous
efficiencies.

The production of hi-tech instruments is one of (the most rapidly / more
rapidly) growing industries nowadays.

Foreign exchange markets are far (more volatile / most volatile) and
unpredictable than commodities markets.

I1. BoiOepuTte o1MH U3 NpPeAJIOKEHHbIX BADUAHTOB 0TBETA:

1.

The plane arrived (lately / late) so I missed the start of the meeting.

12
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10.
11.
12.
13.
14.

15.

(So / Such) accommodation as she could find was far (more expensive /
more expensively) than she could afford.

For long-standing customers we have a concessive rate of discount
which is much (higher / more highly) than the normal rate.

The position of legal adviser is (currently / current) vacant.

He’s a (high / highly) qualified specialist like most of our employees.
Our new Project Manager is (deep / deeply) involved in his job.

The rise in the cost of living bears (hard / hardly) on old people living
on fixed incomes.

Our share prices are slightly (more lowly / lower) than our competitors’.
Overtime bonus is a payment made to an employee when they work
(more longly / longer) than regular working hours.

She invested (most / mostly) of her money in shares.

The skilled workers in the Production Department are (good / well) paid.
This is our (fastest / most fastly) selling product.

We got this catalogue (free / freely) at the exhibition.

When running business correspondence, make sure the envelope is
(correctly / correct) addressed.

(Hard / Hardly) had we finished negotiating the terms of the contract
when the CEO arrived.

III. Packpoiite ckoOKH, yIOTPeOUB MPUIAraTe/ibHOE WU Hapedyue B
COOTBETCTBYHLIEH CTeNeHH CPABHEHUSI.

1.
2.
3.

11.

So XIS W

The service in this restaurant isn’t as (good) as it used to be.

We can certainly offer (low) prices than any other local supplier.

(Far) ahead one plans, (many) problems one can anticipate and thus
avoid them.

A company studies the market in order to develop (appropriate)
marketing mix.

In the IT sector people have to work (hard and hard) to get promotion.
We have the second (large) market share in Europe.

Korea is one of (fast) developing countries in the world.

The first round of negotiations was easy. The next will be (difficult).
Our new product is a little (expensive), but the quality is much (good).
Pollution is a great disaster of the modern world. Everything is full of
dangerous wastes nowadays. Air and soil are as (polluted) as water in
seas, rivers and lakes.

The conference was a little disappointing. It was (interesting) than 1
expected.
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12.

13.

14.

15.

There was a small adjustment in the product to make it (acceptable) to
the consumers.

A franchising contract is one of (long) and (sophisticated) that investors
will ever sign.

This device uses much (little) electric energy than the previous one. It is
far (economical).

Trends in oil prices are about supply and demand fundamentals. It
really is as (simple) as that.

IV. UcnipaBbTe OIIMOKH, I'/I€ ITO HEOOXOAUMO.

A e A S e

XN B WD =g

10.
11.
12.
13.
14.

She speaks French fluent.

I think you behaved very cowardlily.

Everyone says that he's now enormous rich.

We'll never catch them up if you walk as slow as that.

She turned to him astonishedly. ' don't believe you,' she said.
Wearing a white shirt and new suit, he thought he looked really well.
He plays the guitar remarkable good for his age.

Chop the herbs finely and sprinkle them on top of the pasta.

He stepped back and looked satisfiedly at the newly-painted door.

. IlepeBeuTe HA AHTJINICKUIA.

BrI exanu ciauiikoM ObICTpPO.

beicTpo nau croxaal

ConeprkaHue Ballero JOKJIalAa CTPYKTYPUPOBAHO HE COBCEM JIOTHUYHO.
S mony4aro yIMBHATENBHO MPUINYHBIE OLICHKHU.

ToM 1erko 3aBOJUT HOBBIC 3HAKOMCTBA.

JIBOE Cephe3HO MOCTPAAIN B PE3YJIBTATE ABAPHH.

Bce mpucyTcTByIOIIMe Ha BEUEPUHKE OBLITH SIPKO OJCTHI.

JI>KO TOBOPHUT, YTO €ro IJIOXO YYWJIM B IIKOJE, IO3TOMY OH HUYErO HE
3HAeT.

HukTo He xanoBajicsi, BCE TEPIEIUBO KIATH.

OH 1nosIBHJICSA HA CIIE€HE IOBOJIBHO HEOXKHUJAHHO.

Bce 3To BBIMISIAUT TOBOJBHO TIIYTIO.

BxI Bce oz1eThI OTMHAKOBO.

3/1ech Tak TEMHO, YTO S €/1Ba T€OS BIKY.

ThI TOYTH HE UBMEHWIICS, BBITJISIMIIE KaK U paHbIIIC.

14



9.

10.

5. TENSE FORMS
THE PRESENT TENCES

. BoiOepuTe 0aMH U3 NpeaI0KeHHbIX BADUAHTOB OTBETA:

. Where (are you going / do you go)? — To the meeting. Would you like
to join me?

. Do you need these papers? — No, I (have read / have been reading)
them already.
Is it Mr. James? He (looks / is looking) so different in a suit.
It is clear to me that his time for action (has come / comes).

. Look, I (am / am being) sincere with you. Your chances to get this job
are low.
The company (is owning / owns) a great number of hotels and
restaurants.

. We are all here now except Mr. Thomas who still (is having / has)
lunch.

. Have you seen my organizer? | (am searching / have been searching)
for it all morning,.
What’s the matter? Why (are you looking / have you been looking) at
me like that?
Is Mr. Anderson in the office? — I don’t know. I (haven’t seen / don’t

see) him all day.

I1. BoiOepuTe 01UH U3 NPENJI0KEHHBIX BADMAHTOB OTBETA:

l.

2.

3.

What time ... your working day ...?

a.1s; starting b. do; start c. does; start d. has; started
It ... harder and harder nowadays to find a well-paid job.

a. gets b. has been getting c. has got d. is getting
How long ... you ... this information?

a.have; had b. do; have c. have; been having d. are; having
It’s the first time I ... on a business trip abroad.

a.am b. have been c. am being d. be

What are you listening to? — It seems to me I ... a strange noise outside.
a.hear b. am hearing c. have been hearing d. has heard
It ... years since I felt satisfied with my job as much as I did last week.
a.have been b. is c. are d. has been
Jill came to our company three years ago and ... here ever since.

a. works b. work c. has worked d. is working

. No matter how long the holiday is, I always ... I want a few days more.

a. feel b. am feeling c. has felt d. feels
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9. Mike ... to our customer on the phone for half an hour now.

a. is talking b. talks c. has talked d. has been
talking

10. Linda 1s very disappointed. She ... her test.
a. has failed b. is failing c. fails d. failed

11. Mrs. Hastings’s secretary ... on the phone! No wonder it’s practically
impossible to get through.

a. 1s constantly talking c. constantly talks
b.has constantly been talking d. 1s constantly talk
12. How long ... on this problem so far?
a. do you work c. are you working
b. have you work d. have you been working
13. Has he agreed to your offer? — No, he still ... it over.
a. has thought c. has been thinking
b. thinks d. 1s thinking
14. Who ... your office lately?
a. has cleaned c. cleaned
b. has been cleaning d. is cleaning
15. Her eyes are red. ... on the computer?
a. Is she working c. Has she been working
b. Has she worked d. Does she work

III. PackpoiiTe ckOOKH, yHOTPeOUB IJ1aroJ B OJHOM M3 HACTOSIIUX
BpeMéEH:
It’s the first time he (come) in due time.
A good brand (guarantee) a certain level of quality to customers.
I (learn) the English language since last year.
Consumer goods prices (rise) rapidly in the past few months.
I (not see) you for ages. What you (do)?
The technician (repair) the copy-machine. He (work) at it for an hour
or SO.
7. 1 (know) Mr. Smith all my life and we always (be) good business
partners.
8. This notice is too high for me to read. What it (say)?
9. Don’t rush me. I (work) as fast as I can.
10. He (apply) for jobs without success for months now.
11. I (study) hard of late. I’ve got exams next week.
12. It’s only ten o’clock but the secretary already (make) ten business calls.
13. Collin says she (be) very tired recently. She (work) almost sixty hours a
week for the past month.

AN e
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14.
15.

16.
17.

18.
19.
20.
21.
22.
23.
24.

25.

My boss (not believe) in the importance of women’s education.

I (think) about it the last three days, it’s such a bother to me. So it (be)
really a relief to talk it over with you.

My neighbour (try) to find a job since she graduated from university.

I know that since January he (be) in charge of the management
division.

On some occasions the hall (hold) up to 300 people, though you’d
hardly believe it.

I (type) this report since yesterday and I’m only halfway through.

Since I last stayed at this hotel, they (puf) their prices up.

Sorry about the mess! The workmen (install) new equipment in the
office all morning.

I (not like) the new office manager, she continually (bother) me with
silly questions.

The BSEU students often (attend) courses in foreign languages to get a
better command of the English language.

I see you (write) letters of complaint all the morning. Is it the last letter
you (write) now?

I have an appointment with Mr. Trench. Can I see him? — I’'m sorry,
you can’t, he still (have) his lunch.

IV. Ynorpeoutre raaroast B Present Indefinitemsinm  Present

Continuouse.
1. What Tom (think) of the budget? — He (think) it most unfair. — I (agree)
with him.

2. What this one (cost)? — It (cost) forty pence.

3. You (hear) the wind? It (blow) very strongly tonight.

4. You (see) my car keys anywhere? — No, I (look) for them but I
(not see) them.

5. He never (listen) to what you say. He always (think) about something
else.

6. This book 1s about a man who (desert) his family and (go) to
live on a Pacific island.

7. You (understand) what the lecturer is saying? — No, I (not understand)
him at all.

8. What you (have) for breakfast usually? —I usually (eat) a carrot and
(drink) a glass of cold water.

9. When the curtain (rise) we (see) a group of workers. They

(picket) at a factory gate.
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10.

11.

12.

13.
14.

15.

16.

17.
18.

19.
20.
21.
22.

23.

24.

25.

26.
27.

28.
29.

30.

Why you (walk) so fast today? You usually (walk) quite slowly. — 1
(hurry) because I (meet) my mother at 4 o'clock and she (not like) to be
kept waiting.

I (wish) that dog would lie down. — I (think) he (want) to go for a walk.
You (recognize) that man? — I (think) that I have seen him before but 1
(not remember) his name.

Look at that crowd. I (wonder) what they (wait) for.

This message has just arrived and the man (wait) in case you (want) to
send a reply.

Stop! You (not see) the notice? — I (see) it but I can't read it because |
(not wear) my glasses. What it (say)? — It (say) 'These premises are
patrolled by guard dogs'.

She always (borrow) from me and she never (remember) to pay me
back.

You (need) another blanket or you (feel) warm enough?

It (save) time if you (take) the path through the wood? — No, it (not
matter) which path you take.

What he (do) to his car now? — I (think) he (polish) it.

That film (come) to the local cinema next week. You (want) to see it?
How Peter (get) on at school? — Very well. He (seem) to like the life.
Why Mrs Pitt (look) so angry? — Mr Pitt (smoke) a cigarette and (drop)
the ash on the car.

This is our plan. We (leave) home on the 8th, arrive the 9th, (spend) the
day in Paris, and (go) that night to Venice. — That (sound) most
interesting. You must tell me all about it when you (get) back.

This story is about a boy who (make) friends with a snake which he
(find) in his garden. Then he (go) away but he (not forget) and some
years later he (return) and (look) for it.

He (find) the snake who (recognize) its old friend and (coil) round
him affectionately. But, unfortunately, the snake is by now a full-grown
boa-constrictor and its embrace (kill) the poor boy.

The snake (feel) sorry about this? — I (not know). The story (end) there.
How you (end) a letter that (begin) with 'Dear Sir'? — I always (put),
"Yours truly', but Tom (prefer) "Yours faithfully‘.

What the word 'catastrophe' (mean)? — It (mean) 'disaster’.

What you (wait) for? — I (wait) for the shop to open. — But it (not open)
till 9.00. — I (know) but I (want) to be early, as their sale (start) today.
Why you (smoke) a cigar, Mrs Pitt? You (not smoke) cigars as a
rule. — I (smoke) it because I (want) the ash. This book (say) that
cigar ash mixed with oil (remove) heat stains from wood.
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V. ¥norpedure rjarojsl B ckoOkax B Present Perfect mau B Present

10.

11.

12.

Perfect Continuous, nepeBeanTe NpeaI0KeHNs1 HA PyCCKUM A3bIK.

. It was lovely at eleven o'clock, but since then the sky (get) steadily

darker and the wind (rise). I'm afraid the fine spell (come) to an end.
Since he became Mayor, my brother reckons that he (eat) 30 official
lunches and 22 official dinners, and he (lose) count of the number of
receptions and parties that he (attend). - He (put) on a lot of weight?
Secretary: Customers (ring) up all morning complaining about
getting incorrect bills. Manager: 1 know; something (go) wrong with
our computer. The mechanic (work) on it. I hope he (find) out what's
wrong.

Someone (use) my umbrella! It's all wet! And it was wet yesterday and
the day before! - Well, it wasn't me. I (not be) out of the house for a
week!

. I (stand) in this queue for ages. It (not move) at all in the last five

minutes. [ think the man in the ticket office just (shut) his window
and (go) off for lunch.

The Town Council (consider) my application for permission to
build a garage for three months. They just (give) my neighbour
permission to build one, so I hope they (decide) to let me have one too.
They began widening this road three weeks ago; but the workmen
(be) on strike for the last fortnight so they (not get) very far with it.
That man (stand) at the bus stop for the last half hour. Shall I tell him
that the last bus already (go)?

I wonder if anything (happen) to Tom. I (wait) an hour now. He often
(keep) me waiting but he never (be) quite so late as this.

Mrs Brown (live) next door for quite a long time now but she never

(say) more than 'Good morning' to me.

[ just (remember) that I (not pay) the rent yet. I am surprised
that the landlord (not ring) me up to remind me. - It is the first
time you (be) late with the rent in 25 years. He probably thinks that
you (pay) and he (lose) the cheque.

Shop assistant: Could you give me some proof of your identity,
madam? Customer: But 1 (shop) here for fifteen years! Shop
assistant: I know, madam, but apparently the company (lose) a lot
of money lately through fake cheques and they (make) new
regulations which we (be told) to apply to all customers no matter how
long we (know) them.
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VI. IlepeBeaure npeaioKeHuss HA AHTJIMACKUM.

1.
2.

10.

N —

Pa3Be BbI 371€Ch HE paboTaeTe? — Her.

Banecca He 0700psieT TOro, 4Tto ThI Cliejiall, HO MPUTBOPSIETCS, YTO
HUYETO HE 3HAET, IOTOMY YTO TBOM OLITUOKU €1 BHITOIHBI.

O yem meutaems? — Jlymaro o miarbe, KOTOpoe MHE noka3ana HuHa B
OIHOW BUTPHUHE.

Hert nukakoro cmnoco6a yoenuTb WHBECTOPOB BJIOKHUTH JCHBIM B Halll
IPOEKT?

OHa noAnuChIBa€T IOKYMEHTHI B JIEMApTAMEHTE 00pa30BaHUs CETOJHS
C yTpa, y Hac €CTb BpeMs CTepeTh TOT (aiin u3 ee paboyero
KOMIIBIOTEPA.

Xouelnb, 3aKaKeM ChIpHYIO Tapenky? Wiy Tl Bee elle Ha auete?
CmoTpu, Ha KphIIIE HAIEr0 KOTTEIXa CHErOBHK! S maxke 3Har0, KOMy
CKazaTh cracuoo.

N3 yero cocTout TBOM KOKTEWIH? — DTO MO (PUPMEHHBIM penent, s
€ro HUKOMY HE paccKa3bIBaro.

KT0 ckazan, 4To Mbl HE MOXKEM yCTpauBaTh 3/1€Ch BEUEPUHKHU KAKIYIO
MISITHUILY ?

B marasune HeT mokymnaTenei, 3aKpbIBaiics ¥ MOIUTH 00e1aTh.

THE PAST TENSES

. BbiOepuTe 0J1MH U3 NpeII0KeHHBIX BADHAHTOB O0TBETA:
. How long ago (had you taken / did you take) extension courses?
. Mr. Billbord (had been thinking / thought) his decision over during the

lunch break.

My assistant (typed / was typing) a letter when the telephone (rang /
was ringing).

When (did she choose / had she chosen) to take a course in
management?

Mr. Bronx (was / had been) the Chief Executive of the company for
twenty years before he (had retired / retired).

Yesterday I (phoned / had phoned) the bank about my overdraft.

When [ (looked / was looking) for the documents, I suddenly
remembered [ (left / had left) them in my briefcase at home.

The applicants were happy to hear that they (passed / had passed) the
centralized test successfully.

When 1 (arrived / was arriving) at the office Ms Flick (waited / was
waiting) for me.

20



10.

While I (had / was having) lunch 1 (looked / was looking) through the
financial newspapers and (saw / had seen) that the company’s
investments (grew / had grown) by 10%.

I1. Boi0epuTe 01UH M3 NPENJI0KEHHBIX BADUAHTOB 0TBETA:

l.

2.

3.

10.

11.

12.

They ... a lot of useful contacts during their business trip to India.

a.made b. have made c. was making d. had made
We ... completely satisfied as not all our requirements had been met.
a.didn’t be b. weren’t c. hadn’t been d. haven’t been
What ... the managing director ... you when you were in his office?
a.did; tell b. has; told c. had; told d. was; telling
He ... to work at this time yesterday morning.

a.drove c. was driving

b.b. had driven d. has been driving

Mrs. Smithson was furious. She ... for her assistant for half an hour.

a. waited c. had waited

b.was waiting d. had been waiting

Mr. Wilson was preparing his presentation while his secretary ... a
report.

a.1s typing c. was typing

b.has been typing d. had been typing

He ... his grammar for two hours yesterday.

a.has been practising c. practised

b.was practising d. had been practising
[ ... about changing my present job for some time before I finally
decided.

a.was thinking c. thought

b.had thought d. had been thinking
My boss was in despair. His documents ... .

a.had disappeared c. have disappeared
b.disappeared d. were disappearing

After the Nickersons ... the company, they ... to make a lot of
employees redundant.

a.bought; had started c. had bought; started
b.bought; started d. have bought; have started
We ... areliable firm, so we ... Samsung.

a.were wanting; had chosen c. had wanted; chose
b.wanted; had chosen d. wanted; chose

[ ... the missing file while I ... for some other documents.
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13.

14.

15.

a. found; was looking c. found; had looked

b.had found; looked d. was finding; was looking
Mr. Johnson ... as an engineer for ten years before he ... a supervisor.
a. works; has become c. worked; had become

b.had worked; became d. has been working; became
By that time she ... any more explanation, she ... everything.
a.hasn’t needed; understood c. didn’t need; understood

b.hadn’t needed; had understood d. didn’t need; had understood

When I met him last week, it was the first time we ... each other since
we ... from the university.

a.have seen; graduated c. saw; had graduated

b.had seen; graduated d. didn’t see; had graduated

III. UcipaBbTe OIMOKH B MPeAJI0KEHUAX

DN kW =

O 0 3 N

10.
11.

12.
13.
14.

. There was a power cut while we watched the film on TV last night.

. Florence never saw snow until she went to Scotland.

. Just how many patients did Dr Harris examine so far this week?

. Oh, what a lovely hat! Where have you bought it?

. Mr Wolf has worked at the bank for 25 years before his retirement last

May.

. I've been writing ten letters this morning - I need a rest!

. By the time we got to the theatre the play already started.

. How long did you live in Italy for? Three years but then I got homesick.

. I was sitting on the train for ten minutes when I realised I'd left my

suitcase on the platform!
Exactly what were you doing at eleven o'clock yesterday evening, sir?
When 1 looked out of the window, I realised it had snowed for
hours and there was no chance of getting back down the mountain.
That's the third time Sam crashed the car this month!
Just think, this time last week we rode a camel in the desert!
Of course it has rained. Look how wet the road is.

IV. VYnorpeoure riaaronast B cko0kax B Past Simple uniam Past

1.
2.

3.

Continuous
I 1it the fire at 6.00 and it (burn) brightly when Tom came in at 7.
When I arrived the lecture had already started and the professor
(write) on the overhead projector.
I (make) a cake when the light went out. I had to finish it in the dark.
I didn't want to meet Paul so when he entered the room I (leave).
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1.

12.
13.

14.
15.

16.
17.

18.
19.
20.

21.

hadih e

DN

By

Unfortunately when I arrived Ann just (leave), so we only (exchange) a
few words.

He (watch) TV when the phone rang. Very unwillingly he (turn)
down the sound and (go) to answer it.

He was very polite. Whenever his wife entered the room he (stand) up.
The admiral (play) bowls when he received news of the invasion. He
(insist) on finishing the game.

My dog (walk) along quietly when Mr Pitt's Pekinese attacked him.
When I arrived she (have) lunch. She apologized for starting without
me but said that she always (lunch) at 12.30.

He always (wear) a raincoat and (carry) an umbrella when he (walk)
to the office.

What you (think) of his last book? - I (like) it very much.

I (share) a flat with him when we were students. He always (complain)
about my untidiness.

He suddenly (realize) that he (travel) in the wrong direction.

He (play) the guitar outside her house when someone opened the
window and (throw) out a bucket of water.

I just (open) the letter when the wind (blow) it out of my hand.

The burglar (open) the safe when he (hear) footsteps. He immediately
(put) out his torch and (crawl) under the bed.

When I (look) for my passport I (find) this old photograph.

You looked very busy when I (see) you last night. What you (do)?

The boys (play) cards when they (hear) their father's step. They
immediately (hide) the cards and (take) out their lesson books.

He (clean) his gun when it accidentally (go) off and (kill) him.

PackpoiiTe cko0KHM, YyNOTpeOMB IJIaroJ B OJXHOM M3 NPOLIEXIINX
BpeMéEH:

I already (hear) the latest news before he (communicate) it to me.

At the time I (be) twenty-one I (study) English for three years.

By the time he (find) what he wanted he (waste) all his personal

savings.

Fred (not give) any explanation why he (be) late for work.

He (keep) his job although the manager (threaten) to dismiss him

several times.

I (send) her an e-mail just to see how things (go).

When we (get) to the airport, we (hear) that they (cancel) all the flights.

I always (suspect) that the contract (not be) lawful.

My colleague (read) a book in management while 1 (look) through

some economic magazines.
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10.Pollyanna (confess) that she (make) an error and (apologize).

11.She (start) writing the introduction to the quarterly report after she
(clarify) some points.

12.Susie was upset as she (not manage) to prepare for her English exam.

13.The chairman’s main fault was that he constantly (interrupt) the speakers
before they (finish).

14. Their share price (rise) steadily before the merger was announced.

15.They (close down) the factory because it (yield) losses for years.

16.We (make) a careful study of the provisional agreement before we (sign)
the contract.

17.When 1 (get) back after lunch, my secretary (tell) me that somebody
(phone) when 1 (be) out.

18.1 (not see) the figures before the meeting, so it (put) me at a disadvantage
during the discussion.

19.The Head of Sales (explain) his proposal to the Board of Directors when
the Marketing Director (interrupt) him.

20.0ur company operates all over Belarus. We (set up) new branches in
Moscow and Kiev last year.

21.When the consultant finally (arrive), everyone was rather annoyed with
him as he was late and we (wait) for a very long time.

22.Before Miss Wong (become) Mr. Harris’s personal assistant she already
(work) in the company for five years.

23.As soon as I (speak) to the customer, I (realize) there had been a
misunderstanding.

24.The Seller (send) us an apologetic letter explaining why they (not do)
what they (promise).

25.While I (negotiate) the contract, my boss (phone) me to say that I should
insist on absolutely different terms.

VI. UcnipaBbTe OLINOKHU TaM, e 3TO He0OX0AUMO.

1. I was pleased to see my old college friends at the conference last week
as we didn't see each other since we finished our course.

2. We had to wait for hours at the airport because the bad weather had
delayed all the flights.

3. Many modern medicines were not invented by western scientists
but by tribal people who had been using them for generations before
the Europeans arrived.

4. We missed our train, so by the time we reached the theatre, the play
ended and the audience was leaving the theatre.
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10.

At the end of their meal they found they couldn't pay the bill
because they didn't bring any money with them.

The children were thrilled when they unwrapped the electronic
toys, but when they discovered that nobody bought a battery they
were very disappointed.

When I came out of the cinema Ihad found that a thief had taken
my car radio.

At first the authorities thought the athlete had been taking drugs,
but they soon realised they mixed up the results of the tests.

When the film star came into the restaurant I didn't recognise her
because I didn't see any of her films.

When we reached the city centre we couldn't find a parking space, so
we had decided to go by bus the next time.

VII. IlepeBeaure npeaioKeHUs HA AaHTJTUHCKHUH.

1.

(98]

9.

Komika 3anpeirHyna Ha CcToJ, Jieryla Ha HOYTOYK, 3aMypdaia H
yepe3 HECKOJIbKO MUHYT YCHYJIA.

IToka Jl>xeitMc e B pecTopaHe, BOp yKpall CyMKY U3 €ro aBTOMOOUIIS.
Mtme ka3anoch, Mapka He ObIJIO Ha 5TOM MEPOTPUSITHH?

[Toka JI>koH cMoTpen OeicOOJNIBHBIM MaT4d MO TeJIeBU30py, Mapu
pasroBapuBaia 1o tenedony.

B 3TOM rojty 0661710 MHOTO COJTHEYHBIX JHEH.

CtuBeH yXe Jomien 10 CBOEro JI0Ma, a Mbl BCE CTOSIJIA U CMOTPEIU Ha
3aKar.

B sT0# cTpane Mao NpecTynHUKOB, HE TaK JIN?

[Toesn mpumen B 10, a B 11 MBI yXke 3aBTpakaJii C HallUMU
MMapTHEPAMH.

[Toxa Mbl OBLITH B OTITYCKE, TTOTOZ1a B MOCKBE pe3K0 UCTIOPTUIIACE.

VIII. IlepeBeaure npeasioKeHus HA AHTJIUNCKH.
1. [Ipexxe yeM cTaTh MOJHOMPABHBIM MMAPTHEPOM B IOpUIUUYECKONU hrupme

JI>xopk mpopaboTan B Hel 8 JieT.

2. Ho s neficTBUTENbHO HUKAK HE MOT MOSIBUTELCS — S IIEJIBIA JIEHD

OpraHU30BBIBAJI NPUE3]] HAIITUX TTAPTHEPOB U CMEPTENIHHO ycTal. B
CHEAYIOIIMHI pa3 IpeayIpekIANTE 3apaHee.

3. MsI ciiyuaiiHo Betpetwiid Toma u J[KeiiH Ha BXOJE B 34aHUE a3ponopTa,

korja oHu jetenu B [lapmxk, a Mbl B bepinvua. Mbl HeMHOTO MOGoOITANH,
ITOKa KJ1aJId Hallld PEUCHI.
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N O

10.
1.

. Hy u xakum oOpa3oM UM yJaioch M30aBUTHCS OT ATOTO 3aHYJbl Tak
obIcTpo? S xe crenuaibHO CKa3all €My, UTO OHU 3aUHTEPECOBAIUCH €r0
paboTamu.

. Ha HeOe He ObLIO HU OJTHOM 3BE310YKH, IPUILIOCH OTI0XKUTH MOE
3araJibIBaHUE KEeJTaHUs.

. Korga ymu Pobept n Maiik? Moxer, s yCrero ux J0rHaTh?

. A sl mymaro, 4TO OHHM >KJQJIM HAcC B IpyroM pecropane. C Kakoil cTaTu UM
CpBIBaTh BCTpeuy / Y HUX HE ObLJIO IPUYHH CPBIBATh BCTPEUY.

. Hy u kak Tebe nonpasunacek JiieneBa OaniHs HOUbIO?

THE FUTURE TENSES

. BoiOepuTte oMH U3 MPeAI0KEHHBIX BADUAHTOB 0TBETA:

. The sports club has put up the prices again, I‘ll cancel / I'm going to
cancel my membership.

. I've talked to my boss, but he's very unhelpful and won't do / isn't going
to do anything about the problem.

. I'l go / I'm going to go into town this afternoon. Can 1 get you
anything?

. Will you hold / Are you going to hold this box for a moment while |
unpack it?

. I hear the government's announced they'll raise / they're going to raise
taxes again.

. My car won't start / isn't going to start. It must be the cold, I think.

. I'll start / I'm going to start a new job next week.

. I'm so sorry I forgot your birthday. Why don't you come round
tomorrow evening and [‘ll cook / I'm going to cook you a meal?

. I took these trousers back to the shop, hut they won't change / they

aren't going to change them without a receipt.

You look tired. Shall we eat / Are we going to eat early this evening?

I've decided what to do on my holiday. I'll go / I'm going to go to

Morocco.

I11. BoiOepuTe 0MH U3 MpeAJI0KeHHBIX BADMAHTOB OTBETA:

1.
2.
3.

4.
5.
6.

I think Jane (will get / is getting) the job. She has a lot of experience.
Ann isn’t free on Saturday. She (will work / is working).

I can’t meet you tomorrow afternoon. (I’m having / I’ll have) business
lunch with our perspective customers.

They (will have moved / will be moving) to their new office by January.
Tomorrow (I’ll interview / I'll be interviewing) candidates all morning.
When the contract (is / will be) ready, I’ll let you know.
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9.

10.

(I’'m seeing / I'll see) the Chief Executive on Tuesday. It was arranged
last week. — I wonder if he (will recognise / recognises) you. You
haven’t seen him for over a year.

I’ve just checked your flight details. Your plane for Tokyo (leaves / is
leaving) at 9 p.m. — Can you find out what time the airport bus (leaves /
will be leaving)?

Remember to give her the faxes when she (comes back / will come
back). — OK. 1 (am not going to forget / won’t forget).

[ don’t want to go to that official reception alone. (Are you coming /
Will you come) with me?

I11. BoiOepuTe 0MH U3 NMpPeAJI0KeHHBIX BADMAHTOB OTBETA:

1.

10.

Their new advertising campaign probably ... .

a.will succeed c. will have succeeded

b.will be succeeding d. 1s succeeding

Have you seen the financial statement yet? — No, but I ... at home this
evening so | can study it then.

a.stay b. will stay Cc. am staying d. will have stayed
Don’t forget to turn off the lights before you ... .

a.are leaving b.leave  c.will leave d.is going to leave

Can I have the detailed account about the company’s activities this
afternoon? — I don’t think I ... it by then.

a.will be finishing c. will have been finishing

b.will finish d. will have finished

I’ve just been to the council meeting. It looks like they ... a new
shopping centre in our town.

a.will be building c. will built

b.are going to build d. will have built

As soon as you ... Mrs. Minks tomorrow, could you ask her to ring me up?
a.will see b. see C. saw d. would see
We can’t send the goods until we ... a firm order.

a.receives b. will receive c. don’t receive d. have received
Unless they ... more reasonable, we’ll have to break off the
negotiations.

a.aren’t b. will be c. are d. won’t be
The stuff didn’t know if the time-table for the following week ...
changed.

a.has been b. will have been c. would be d. was being
By the time all the papers are ready, the deadline ... .

a.will pass b. passes c. will have passed d. has passed
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11.

12.

13.

14.

15.

Do you know what time ... ?
a.does the conference finish c. the conference will finish
b.the conference finishes d. is the conference finishing

Have the management made plans to review salaries? — They ...
salaries as usual in the end-of-year review.

a.will look at c. is going to look at

b.will be looking at d. will have looked at

Don’t phone me tonight. I ... for my English exam.

a.will study c. study

b.will be studying d. will have studied

We’re late. The meeting ... by the time we get to the office.

a.will already start c. will already have started

b.will be already starred d. have started

... to the stationer’s later? If so, could you buy a bundle of A4 paper for me?
a. Are you going c. Will you go

b.Have you gone d. Will you be going

IV. Packpoiite ck00KkH, ynoTpeOMB rjaroj B OJHOM M3 HACTOSIIIUX
WK OyaylIuX BpeMEH:

1.

2.

XN R W

1.

12.

13.
14.

By the end of the year Mr. Greenshaw (work) in this company for 5
months.

Did you post that letter for me? — Oh, I’m sorry. I completely forgot. I
(do) 1t right now.

I (see) Nick tomorrow, so I can give him your message

Do you think you still (do) the same job in ten years’ time?

When we (get) back to Minsk we (travel) for nine days.

We (repay) the bank loan by September.

I (let) you know as soon as I (finish) the statement analysis.

The manufacturers guarantee that customers (be) gratified with this
product.

If you need to contact me, I (stay) at the Hilton Hotel until Friday.

. In the future video-conferences probably (replace) many international

meetings.

Mr. Stanton (not be) satisfied until he (be) promoted to the Chief
Executive’s position.

I’m not expecting any messages, but if someone (to ring) while 1 (be)
out, could you say that I (0 be) back at 6 o’clock?

By the time I (qualify) I (study) management for five years.

Next year (be) the company’s centenary year.
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15.
16.
17.
18.
19.
20.
21.
22.
23.
24.

25.

Prices (go up) if the exchange rate (change). What you (do) if that
(happen)?

Sue has applied for the job but she isn’t qualified for it. I (be) surprised
if she (get) it.

Supposing the marketing campaign (not be) a success. What we (do)?
The board meeting (begin) at 9.30 or 10.30?

The international trade exhibition (open) on 9 April and (finish) on 1
May.

Tom 1s on holiday and he is spending his money very quickly. If he
continues like this, he (spend) all his money before the end of his
holiday.

Don’t phone me between 7 and 8. I (prepare) the annual report then.

We (have) our weekly meeting tomorrow instead of Thursday next
week.

When we (have) notice from the manufacturers, we (inform) you that
the goods (be) in stock.

Will you ask Mr. Black if his company (fake part) in the exhibition next
month?

You (not be) able to enter the teaching block if you (not have) your
identity card.

V. Packpoiite ckoOku, ynorpeduB rjarojibl B Present Simple wiam
Future Simple.

l.

O 0 1O\ DN K~ WD

15.

If people in the next century (learn) how to live longer, they might have
several careers in their lives.

. They don't know if he (go) to the conference next week.
. Don't tell him all the details unless he (ask).

. Stay here while I (check the place).

. I am not sure if he (talk to you about this matter).

. I wonder if we (stay) in touch after I (move).

. If you (move), you will touch the live wire.

. If you (want) to find me you know where I will be.

. I am not sure if he (join) us for the hike.

10.
11.
12.
13.
14.

Everybody wonders if he (cooperate).

I shall make the conclusion after I (study) the report.

If I (take) this job, I will expect a raise.

You can leave after you (sign) the papers.

We shall consider your application after you (provide) the
recommendation.

Until you (become) more experienced, you won‘t earn much.
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VI. llepeBeanTe HA aHIVIMUCKUN A3BIK.

1.
2.
3.

)]

*

10.
1.

[S—

6.

B BBIXOJIHBIE TTOYTHI HE OY/IET.

Bce TBou nipy3bs OyayT Ha ATOM BEUEPUHKE.

B 3T0 BoCKpeceHbe OyIeT ToJ1 ¢ TeX Mop, Kak DaHa u [TuT mokeHUIHCh,
BEUEPUHKHU TI0 3TOMY CIlydyar0 He OyJeT, HO moueMmy Obl HaM He
MOJAPUTh UM YTO-HUOYIH?

Bonbliiie Takoil BO3MOXXHOCTH TeOe HE MPEeJCTaBUTCS, peliaics ceiyac,
K IATHUIIE 3Ta BakaHcUs OyJeT 3akphITa. (to fill a position/ a vacancy)
Bo3bMu kpeM OT 3arapa, Ha Iishke OyJIeT xKapKo.

Korga mbl nipuenem, B Utanuu OyaeT yxe ABa Mecslia, Kak Hadayics
ce30H foxel. BossMu 30HT, Mapu roBopur, 3aBTpa OyJeT HeAes, KakK
J0%K/Ib MOPOCHUT HE TIEpECTaBasl.

Ha msike OyzeT MHOTO CKYJIBITYp U3 TIecKa, Te€0€ CTOUT B3SITh KaMepy
/ Tebe JydIle B3ITh KaMepy / s, MOXKadyi, BO3bMY KaMepy.

Hukakoiil ctunieniuu (y MeHs1) He OYyJIET, €CJIH s 3aBaJII0 3Ty CECCHUIO.

S He Xouy HATH Ha 3Ty CBaab0y — Tam He OyJleT HUKOIO0 MOETO
BO3pAcTa.

K Bamemy npuesny B Homepe OyaeT (YCTaHOBJIEH) KOHIUIIUOHED.
3aBTpa He OyaeT ropsueit Bojasl ¢ 15.00 mo 18.00.

GENERALIZED GRAMMAR EXERCISES

. BoiOepuTe 0aMH U3 NpeasI0KeHHbIX BADUAHTOB OTBETA:

I am studying management at the Belarusian State Economic University,
and so ... my colleague.

a. 1s b. does C. was d. were

My subordinates usually ... five days a week, and this week they ... six
days.

a. work; work c. are working; are working

b. are working; work d. work; are working

When Mr. Lyndon arrived, the Managing Director ... lunch, but stopped
in order to talk to him.

a. was having  b. had c. were having d. had been having

The company ... for office managers now.

a. advertised b. has advertised c. was advertised d. is advertising
Don’t worry ... late tonight.

a. if I’'ll be b.if [ am c. when I’ll be d.if I be
What time ... the accident ...?

a. did; happen c. had; happened

b. b. has; happened d. was; happening
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7.1 ... avery difficult day tomorrow. I need to prepare for the exam.

a. will have b. am having c. have d. would have
8. We had many difficulties but we ... them.
a. have overcome b. overcame c. had overcome d. will overcome

9. At 9 a.m. on Tuesday the Public Relations Manager ... the delegation in
the office.

a. will receive c. will be receiving
b. is receiving d. would receive
10. I... always ... if the service is bad in restaurants.
a. — complain c. will; be complaining
b. am; complaining d. will; complain

11. At first I thought I ... the right thing, but I soon realized that I ... a
serious mistake.

a. did; made c. have done; have made
b. had done; had made d. did; had made
12. This ... the third time I ... you one and the same question.
a. has been; asked c. is; am asking
b. 1s; have asked d. has been; had asked
13. Next week Kate McKenna ... to the USA on business.
a. 1s going b. is going to go  c¢. goes d. will go
14. How long ... you ... here? — Since I graduated from the university.
a. have been working c. did work
b. had worked d. do work
15. I... agricultural fairs a lot, but I don’t any more.
a. was used to attend c. was attending
b. used to attending d. used to attend
16. ... you ... the bank when you go out? I need to top up my mobile
account.
a. Will; have passed c. Will; be passing
b. Do; pass d. Are; passing
17. The economic situation is already very bad and it ... worse.
a. 1s getting b. gets c. got d. would be getting
18. He is broke. He ... all his money into some hoity-toity business.
a. put b. has put c. had put d. puts
19. Ithink it ... a hard time for our enterprise.
a. is going to be b. will be c. have been d. had been
20. Everything is going well. We ... any problems so far, fortunately.
a. didn’thave b. weren’t having c. haven’t had d. don’t have
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21. We ... alot of orders from other firms at this price and more orders ...
now.

a. have got; are coming C. got; came
b. get; will come d. got; are coming
22. The participants ... the matter before the chairman ... .
a. will be discussing; will come c. will have discussed; comes
b. will discuss; come d. discuss; will come
23. It ... an invention which ... the foundations of modern information
technology.
a. was; laid c. had been; lied
b. has been; lies d. 1s; has been lying
24. 1 ... the Chief Executive himself today, but I ... to his deputy.
a. didn’t see; spoke c. don’t see; speak
b. haven’t seen; have spoken d. didn’t see; have spoken
25. I...1ill sinceI ... up this morning.
a. am feeling; got c. feel; have got
b. had felt; have got d. have been feeling; got
26. She ... promoted because she ... a lot of good work.
a. has got; is doing c. had got; has done
b. got; had done d. got; was doing
27. By next summer you ... English for two years.
a. will study c. will have been studying
b. have studied d. are studying

28. She ... at the parcel long-enough, before she ... that it was for her
boss.
a. had been looking; had understood c. was looking; understood

b. had been looking; understood d. was looking; had understood
29. He ... through advertising brochures when I ... the room yesterday.
a. had been looking; entered c. was looking; entered
b. looked; had entered d. was looking; was entering
30. After we ... the specimens of your products, we came to the
conclusion that they ... our requirements.
a. had examined; met c. have examined; meets
b. examined; had met d. had examined; meet

6. PASSIVE VOICE
I. IIpeoOpa3yiiTe B macCUBHBIN 3aJ10T
1. No one has cleaned the windows for weeks.
2. His company made him redundant a year ago.
3. The pressures of work were affecting her health.
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4. The fire fighters put out the fire before it did much damage.

5. If it hadn't rained so much, we would have finished the job on time.

6. The people at the garage are repairing our car.

7. Someone hit him on the head with a heavy instrument.

8. I hope they'll choose me for the basketball team.

9. A man near a metro station gave me this leaflet.

10. Some company delivered these pictures to my house from the auction
today.

11. Some client has sued my friend who is a hairdresser for spoiling the
client‘s looks.

12. By two in the afternoon our men will have installed the new cooker and
you will be able to cook your dinner that very day.

I1. BoiOepuTe 01UH U3 NPENJI0KEeHHBIX BADMAHTOB OTBETA:

1. Gomel State Technical University (has been founded / was founded) in
1968.

2. Highly qualified specialists (are trained / are being trained) at
numerous departments of the Gomel State Technical University.

3. The material base of the university (had been restored / was restored)
by the end of the 1950s.

4. Another date for the meeting (will be set / will being set) next week.

5. At present our company (is being reorganized / is reorganizing).

6. Further information can (be obtained / being obtained) from your
immediate superior.

7. 1 hope the papers (will have received / will have been received) by
tomorrow afternoon.

8. New software (was installed / has been installed) on my PC yesterday.

9. She (was appointed / appointed) Head of the Information Systems
Department two months ago.

10. Why (has he given / has he been given) a promotion?

I11. Boi0epuTe 0AMH M3 NPEII0KEHHBIX BADUAHTOB OTBETA:
1. The papers ... by the Managing Director yet. He is on a business trip.

a. haven’t been signed c. haven’t signed
b. aren’t signed d. weren’t signed
2. The details of the deal ... at the board meeting now.
a. are finalised c. have been finalised
b. are being finalised d. are finalising
3. A new government ... to overcome the economic slump.
a. formed b. has formed c. was formed d. have been
formed
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10.

11.

12.

13.

14.

15.

Promotional gifts ... at the presentation.

a. 18 handed out c. has been handed out
b. will be handed out d. have handed out

A discount may ... to make a consumer pay immediately.

a. have been offered c. will be offered

b. 1s offered d. be offered

The stock exchange ... twice a day.

a. 1S monitored c¢. has monitored

b. were monitored d. will monitored

The mail ... yet.

a. hasn’t received c. wasn’t received

b. hadn’t been received d. hasn’t been received

To improve the effectiveness of marketing strategy a market ...

separate definable elements.

a. has split c. is split

b. splits d. has been split

This model 1s of a new design and only a few units ... so far.
a. have been manufactured c. are manufactured

b. were manufactured d. had manufactured
The financial status of an enterprise ... in its financial account.
a. is reflected c. 1s being reflected

b. has reflected d. was being reflected
The project ... within the framework of the agreement.

a. will build c. will be built

b. will have been built d. are built

The talks ... from 2 till 3 p.m. yesterday.

a. were being held c. had been held

b. were held d. have held

into

When an individual or a company borrows money from a bank, the

money must ... back by a specific date.

a. to pay c. being paid

b. be paid d. have been paid

He told me not to worry as the letter ... by 6 o'clock.

a. will have been sent c. will be sent

b. has been sent d. would have been sent

The contract was signed after the terms of payment and delivery ... .
a. are discussed c. were discussed

b. have been discussed d. had been discussed
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IV. Packpoiite cKko0KH, ynmoTpeOMB TIJIaroJ B COOTBETCTBYIOUIEH
(hopmMe aKTHBHOI0 WM MACCMBHOIO 3aJI0Ta:

1.

2.
3.

14.
15.
16.
17.
18.
19.
20.
21.

22.

23.

24.

25.

A personal file (keep) on every member of staff from the moment they
are taken on.

The employees should constantly (encourage) to display initiative.

A small increase in our company’s profits (report) last year.

After a sharp decline in annual income they (take) over by a major
competitive.

The press release (issue) to all advertising agencies after the product
(launch).

An effective advertising campaign (need) to launch a new product line.
The central office of this joint-stock company (locate) in Minsk.

At the moment his claims (examine) by the Chief Executive.

By next year, everybody in the company (give) a pay-rise.

. Credit cards (accept) in your shop?

. The flight (delay) by two hours due to accident threat.

. Delivering the goods by air is rather costly, but they (require) urgently.

. She (inform) about the results of the research as soon as it (finish) next

month.

Some manufacturers (accuse) of dumping — selling goods abroad at a
lower price than they (sell) domestically.

What Belarus (export)?

The Board of Directors usually (elect) by stockholders.

Their share price (rise) steadily before the merger (announce).

We (spend) a lot of money on advertising campaign.

Yesterday Mr. Higgins (tell) to come at two o’clock on the dot.

The office worker (dismiss) as he (steal) company property ever since
he (appoint).

He (work) as a consultant for three different companies in the same field
of activity, but (fire) from the first two.

Although strategic decision-making generally (entrust) to senior
officials, the board members are responsible to the shareholders for any
errors that might (make).

It (report) yesterday that the sides (reach) an agreement on the terms of
the contract.

Our performance (help) by the failure of our main rivals that wound up
their business in May.
The division of a market into identifiable groups (describe) as market
segmentation.
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V. 3akoH4nTeE NpeNJIOKeHNsI, He HCKAXKAA MH(OPMAIUIO.

Example: They believe that skin cancer will cause more deaths in the
coming years. (believe)

It 1s believed that skin cancer will cause more deaths in the coming years.
1. People think that he is living in South America. (be)
Heuooooe, in South America.

2. They expect that the repairs will take three to five weeks. (that).
Tt the repairs will take three to five weeks.
3. People say that she left the country months ago. (have)
She...uviiiiiiiiieeee e, the country months ago.

4. They think that the manager will resign. (is)
It the manager will resign.

5. Experts believe that the house was built in 1735. (been)

The house.......cceeviiiiiiiiiiiiceee built in 1735.

6. The accident is reported to have been caused by human error. (that)

It is reported.......cccevveeeeciiiiiiieie e, by human error.

7. SEQUENSE OF TENSES. REPORTED SPEECH
I. IIpeoOpa3yiiTe npeasio:KeHUs1 B KOCBEHHbIE¢ BOIIPOCHI
I‘m interested Could you tell me I wonder Do you agree
Could you explain to me Do you think I was wondering
. Would you like to have a cup of herbal tea?
. When did she leave him?
. Did they invent anything valuable?
. What has been keeping you so long?
. Will Jane ever come back to her native town?
. What have they done to their cat?
. Do you believe that China will be the leading country by 2020?
. Had they left the door open the day they were bugled?
. Do you have another tissue?
10. Are they coming or going?
11. How often do you visit your mother?
12. Was the party paid for by the company?
13. Will any celebrity be coming to the party?

O 00 O kAW

I1. BoiOepurte 01MH U3 NPEAJIOKEHHBIX BADUAHTOB OTBETA:

1. The secretary asked her boss what time (would he leave / he was
leaving) for the airport.

2. He wondered what (he should do / should he do) to set the situation right.

3. Melvin promised (fo pay / paying) back the money as soon as possible.
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9.

10.

Mr. Ferrow suggested (talking / that he would talk) to the CEO in
person.

The company’s executive director informed the staffers that they (will
be given / would be given) a few days off.

The Marketing Director inquired when the launch campaign of the new
product (is going / was going) to take place.

Mr. Martin denied that she (had taken / took) any money from the
company.

The teacher explained that the elements of the marketing mix (focused /
focus) on the consumer.

We found out that the new trainee (was promoted / had been promoted)
over the heads of several of his seniors.

The shop assistant told us (do not touch / not to touch) any of the items
on display.

II1. BeiOepuTe 0MH U3 NpPeIJI0KEHHbIX BADUAHTOB OTBETA:

1.

2.

Katherine’s told me she ... for a better job at the moment.

a. was looking  b. looks c. looked d. is looking
Last year’s financial statement indicates that it ... a very profitable year
for the company.

a.is b. was c. has been d. had been

The financial adviser convinced the CEO that the new project ... a
success.

a. will be b. is goingto be  ¢. would be d. was

The suppliers said that they already ... us the duplicate invoice.

a. had sent b. have sent c. would send d. were sending
He warned me ... my shares yet.

a. do not sell b. about selling  c. to sell d. not to sell
Last year our company operated less efficiently than it ... this year.

a. did b. does c. have done d. would do
The merger you ... about now was announced yesterday.

a. were talking b. talked c. are talking d. have been talking

The correspondent asked the Returning Officer ... on the election
results.

a. to comment b. don’t comment ¢. commented d. would comment

I want to know ... new staff for the summer.
a. would they be employing c. will they be employing
b. if they would be employing d. if they will be employing
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10.

11.

12.

13.

14.

15.

The manager threatened ... the clerk if he didn't change his attitude to
work.

a. that he will dismiss c. to dismiss

b. dismissing d. that he dismissed

The Managing Director said at the meeting that he ... a joint venture ...
the best way to break into the foreign market.

a. thinks; was  b. thinks; is c. thought; is d. thought; was
We learnt that a market ... an arrangement through which people ... for
the purpose of buying and selling merchandise.

a. 1s; meet b. was; met c. 1s; met d. was; meet
The bank ordered the company ... its activity until a thorough
inspection ... .

a. suspend; 1s completed c. suspending; completes

b. to suspend; was completed d. not to suspend; completed

My personal assistant informed me that Ms Sullivan ... while I ... out.
a. phoned; was c. was phoning; had been

b. had phoned; had been d. had phoned; was

The purchasing director wanted to know how much ... .

a. the new equipment costs c. the new equipment cost

b. did the new equipment cost d. does the new equipment cost

IV. Ilepenaiite ciaeayoumue nNpeaioKeHus B KOCBEHHOU pevyn:

1.

2.

3.

)]

10.

He said, «The company carries out a lot of research to make sure that
the commercial will appeal to the target audience».

The suppliers threatened us, «We’ll sue you if you cancel the
agreementy.

The chief accountant said to the employees, «You’ll be given a 10 %
salary increase next monthy.

The customs officer asked Mr. Vito, «Do you have anything to
declare?»

She said, «I met Mr. Luis while I was attending Seattle World’s Fair».
They cautioned me, «Don’t make a statement before you’ve consulted
the lawyery.

The book said, «Supply is the amount of a commodity that producers
are willing and able to offer for sale at a specified price».

The Vice President announced, «We’re not going to compromise with
our rivalsy.

We asked the corporate management, « When are you planning to set up
a subsidiary?»

The director-general asked Miss Benson’s immediate boss, «Could you
tell Miss Benson that she has been made redundant?»
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17.

18.

19.
20.

21.
22.

23.
24.
25.
26.
27.
28.

29.

. «May I have a piece of cake please?» Marla said.

«Yes, okay. I'll tell my father about the accident we got in the other
night», Ben said.

«I must have the report by tomorrow», the boss said.

«Please, please let me go to this party», Sue asked her mother yesterday.

«I'll never be naughty againy», Ted said to his father.

«Stand up straight!» said the sergeant to the soldier.

«Yes, it was me who robbed the bank two weeks ago», the criminal said.

«I didn't come to work because I was ill», the secretary said to her boss.

«Let's play chess tonight», my brother said.

. «I'm sorry I forgot to phone you the day before yesterday», Gerry said

to Sally.

. «Don't forget to go to the bank tomorrow», the mother said to me.

. «You should relax more these days», the doctor said to the patient.

. «Mark 1s always shouting at me», Susanna said.

. «You were right, it is a very appropriate dress!» Maurice said.

. «Shall I carry your bag, Tracy?» Ted said.

. «No, I certainly won't be doing your homework this year, Grahamy,
said Bill.

«You scratched my record because you were carrying it in your purse
without a box», Mark said to his girlfriend.

«Leave now or I'll phone the police», the salesman said to the
shoplifters.

«I like red wine, not champagne, please», said Aunt Polly.

«It's true, I broke the window when I was playing ball», the little boy
said.

«I'll phone you as soon as I arrive», said my wife to me.

«You're right, Mona looked very beautiful when we met her», Donna
said.

«You should come and see me next week, when I am at home at last»
said Rachel.

«If you try to escape again, I'll shoot you», the guard said to the
prisoner.

«Why don't we have chicken for dinner tomorrow evening?» James
said.

«You must sign the contract today, Mr Harrison», the lawyer said.

«I'll punish you if you do that again!» the father said to the boy.
«Would you like me to show you how to use this computer?» the
accountant said to me.

«My son has won the spelling contest last month» Rupert said.
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30. «They are at work now» said the babysitter to me.
31. «No, I won't marry you, Johny, Lisa said.
32. «Oh allright, I'll lend you my car the day after tomorrow, Tom», his

—

W

cousin said.

8. CONJUNCTIVE MOOD

. BbiOepuTe 0J1MH U3 NpeII0KEHHbIX BAPUAHTOB OTBETA:

I hope that if I (do / will do) my best, they will give me a permanent
contract after a few months.

[ wish you (attended / had attended) the meeting yesterday.

If a firm doesn’t advertise, it (would lose / loses) its market share.
Unless you (don’t send / send) us all the documents, we won’t be able to
deliver you the merchandise.

. If I were on the Board of this company, I (will argue / would argue)

against the merger.

If we (anticipated / had anticipated) the financial collapse, we wouldn’t
have lost so much money.

She (wouldn’t have missed / wouldn’t miss) the deadline if she weren’t
so disorganized.

If you (were / had been) in his situation, what would you do?

I wish our partners (wouldn’t infringe / hadn’t infringed) terms and
conditions of contracts from now on.

. If you (granted / would grant) us a 15% trade discount, we’d make firm

orders in advance for one year.

. BblﬁepHTe OJUH U3 NPCATO0KCHHBIX BADHAHTOB 0TBETA:

. We exchange goods only if you ... a receipt.
a. will produce b. produced c. produce d. would produce
. Iwish ... a senior staff member so that I can use the car park.
a. was b. were c. had been d. would be
. I’ll have to send them a reminder unless they ... the invoice in due time.
a. pay b. will pay c. won’tpay d.don’t pay
. But for the poor advertising campaign their sales ... considerably.
a. would increase c. had increased
b. would have increased d. will increase

. If he ... in time, he would have taken all necessary measures.

a. were warned b. had warned c. was warned d. had been warned
They wish they ... the job to an external candidate. Now they regret
about it.

a. wouldn’t give b. didn’t give c. hadn’t given d. haven’t given

40



10.

11.

12.

13.

14.

15.

If the quality of the product hadn’t been so bad, we ... .

a. hadn’t complained c. wouldn’t have complained

b. wouldn’t complain d. didn’t complain

There are so many similar models on the market now. If only we ... our
version earlier.

a. launched b. would launch c. have launched d. had launched

If he ... so willing and energetic, he would have never got the position
of the Managing Director.

a. weren’t b. hadn’t been c.isn’t d. wasn’t

If ... in cash, ... the price by 10%?

a. I paid; will you reduce c. I paid; would you reduce

b. did I pay; you would reduce d. I pay; you will reduce

If you ... goods on the Internet, they always ... you an email
confirmation.

a. order; will send c. had ordered; would have sent

b. order; send d. ordered; would send

The bank ... you money to set up a company unless you ... some kind
of business plan.

a. won’t lend; had c. won’t lend; have

b. wouldn’t lend; didn’t have d. will lend; don’t have

If you ... sales by over 15%, the company ... you a performance bonus.
a. increase; will paid c. would increase; paid

b. increased; would pay d. had increased; will pay

If ... about their financial problems, I ... business with them.

a. I’d known; wouldn’t have done c. I knew; wouldn’t have done

b. I"d know; didn’t do d. I’d have known; hadn’t done

If we ... a notice concerning the respite of payment in proper time, we

... a bank account for $5000.
a. would receive; established c. would have received; had established
b. received; would establish d. had received; would have established

III. Packpoiite ck00KH, YNIOTPeOUB IJaroJ B TpeOywmeica ¢opme
€OCJIAraTeJIbHOT0 HAKJIOHEHMSI:

l.
2.

3.
4.

But for the delay in delivery we (not have) to pay damages.

I am confident that we (meet) our targets if we (maintain) our current
level of sales.

If he (take) his job more seriously, he (advance) long ago.

I have no idea what the other party are going to propose in the
negotiations tomorrow. — Neither do L. If I (know), I (tell) you.

. If I (be) in your position, I (insist) on having more staff in the finance

and accounts department.
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11.

12.
13.

14.
15.

16.

17.

18.
19.

20.
21.

22.

23.

24.

25.

If I (be) you, I (not waste) time. I would learn foreign languages. It’s
very important for getting a good job.

We (stop) the meeting now if there (be) nothing else to discuss.

I think if I (obtain) a Master of Business Administration degree, I
(improve) my job prospects.

If our side (be) better prepared, we (succeed) in yesterday’s talks.

. I wish they (stop) criticizing our efforts to change the advertising

strategy.

If that customer’s complaints (be) well-grounded, his losses
(compensate).
They (survive) that awful recession if they (invest) in new technology.
If the Managing Director (not go) on a business trip, he (sign) the
contract, I’'m sure. But now you’ll have to wait for him to return.
Perhaps I (purchase) this equipment if you (throw in) the accessories.
If these figures (can break) down into parts, it (make) them easier to
understand.
We (not employ) people unless they (be) experienced and eager to work
hard.
If they (approve) this delivery schedule, we (be able) to dispatch the
goods within 7 days.
Sometimes if you (take) a chance, it (pay) off.
If they (promote) the brand better, they (gain) their share of market. But
unfortunately, they can’t.
What laws you (change) if you (be) the Prime Minister?
If we (break) into the Western market, our turnover (increase)
substantially. So we should do our best to implement this plan.
If you (look) carefully at your copy of the contract, you (see) that this
clause applies to you.
Unless we (meet) the debts by the end of December, we (force) to
declare ourselves bankrupt.
We (accept) their terms of the agreement yesterday if they (prolong) the
warranty period.
Will you inform them that if they (not settle) their account, we (take)
them to court?

IV. Packpoiite ckoOKHM, ynoTpeOMB rjaroj B TpeOymouieiicss ¢opme
€OCJIATATEILHOT0 HAKJIOHEHUS:

1. If I had a typewriter I (type) it myself.

2. If I (know) his address I'd give it to you.
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. He (look) a lot better if he shaved more often.

. If you (play) for lower stakes you wouldn't lose so much.

. If he worked more slowly he (not make) so many mistakes.

. I shouldn't drink that wine if I (be) you.

. More tourists would come to this country if it (have) a better climate.

. If I were sent to prison you (visit) me?

. If someone (give) you a helicopter what would you do with it?

. I (buy) shares in that company if I had some money.

11. If he (clean) his windscreen he'd be able to see where he was going.

12. If you drove your car into the river you (be able) to get out?

13. If you (not belong) to a union you couldn't get a job.

14. If I (win) a big prize in a lottery I'd give up my job.

15. What you (do) if you found a burglar in your house?

16. I could tell you what this means if I (know) Greek.

17. If everybody (give) 1 pound we would have enough.

18. He might get fat if he (stop) smoking.

19. If he knew that it was dangerous he (not come).

20. If you (see) someone drowning what would you do?

21. I (be) ruined if I bought her everything she asked for.

22. If you slept under a mosquito net you (not be) bitten so often.

23. 1 could get a job easily if I (have) a degree.

24. If she (do) her hair differently she might look quite nice.

25. If we had more rain our crops (grow) faster.

26. The whole machine would fall to pieces if you (remove) that screw.

27.1 (keep) a horse if I could afford it.

28. I'd go and see him more often if he (live) on a bus route.

29. If they (ban) the sale of alcohol at football matches there might be less
violence.

30. I (offer) to help if I thought I'd be any use.

31. What would you do if the lift (get) stuck between two floors?

32. If you (paint) the walls white the room would be much brighter.

33. If you (change) your job would it affect your pension?

34. If you knew you had only six weeks to live how you (spend) those six
weeks?

35. I'd climb over the wall if there (not be) so much broken glass on top of it.

P
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V. IlepeBeauTre npeasiosKeHUsi HA AHTJIUUCKUN A3BIK:
1. Kak xanp, 4TO Thl HE MPE3UAECHT — OTMEHMUI OBl CECCHIO.
2. Xoten Obl s, YTOOBI ATOT CYET HUKOT /1A HE MPHUIIIE]L.
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11.
12.

13.
14.

15.
16.

17.
18.

19.
20.

21.
22.

S Obl HE cMorJia )KUTh € 3TUM. — Thl Obl YJIUBUJIACh, €CJIU ObI y3HaJa, C
YyeM MOYKHO KHUTb.

Kak aib, 9T0 THI yK€ BUACI 3TOT (PUITBM.

Pa3Be oH He xaJieeT, YTO HEe MOCTyNnuI B Apyroil BY3?

Kanmu mydaercs, 9to He oOHapyXuia TOT cuMITOM cama. — OHa U He
cMorJia OBbl.

Uto ObI THI caenan, Oyap y TeOs BO3MOXKHOCTD JeiaTh aOCOJIFOTHO BCeE,
HO TOJILKO OJWH J€HE?

A nouemy Te0Oe ObI HE XOTENIO0Ch, YTOOBI ceiiuac ObUIO JETO?

Xorten Obl s, 4To0bI MocKkopee npuiea Hoswrit I'og.

. Ecnm Obl He 3a0acTOBKa paOOTHUKOB TPAHCIIOPTA, MHE HE MPUIIOCH ObI

BCTaBaTh Ha JIBa yaca paHblie. U s Obl ceiiuac Bce elle crall.

Kanp, 9TO BBl HE IPUIILIN PaHBIIIE.

[lpuamn BBl Heneneidl paHbine, BBl Obl C HUM BCTPETHIWCH 0e€3
IPOMEITICHUS.

JKansb, yto Ban I 'or Hanmcan Tak HEMHOTO KapTHH.

[loroga He ObwIa OBl TakoW TEMJION, €ciu Obl HE CTOJIKHYJHCH JIBa
[UKJIOHA.

Pa3Be TeOe He Kallb, YTO MBI YE€3KAEM B 3TOT MOHEIETbHUK?
WuTepecHo, 4uto ObI THI CTal TOrJa JenaTh, HE yMeH s pa3Kurarh
KOCTEP C OAHOM CIIUYKH?

Ecnu 6b1 TOJBKO J€TO HE KOHYAIOCh HUKOT/IA.

Ecnu Ob1 He BBI, cumen OBl s ceiiyac Mocpeau MyCTHIHU 0€3 BOIBI U
TenedoHa.

Ecnu ObI TOBKO ThI XOTh MHOTIa IPUXOIAIT BOBpEMsi!

MHe Obl XOTeNnoCh, 4TOOBI 3TOT (PoTorpad padoTan TOJBKO B HAIIEM
KypHae.

anp, 4To MBI HE CMOTJIM CAATh BCE HAIIM MAJIBTO B TapAepoo.

Ecam OB KaXaplii COPTUPOBAT CBOM MYyCOp, MBI MOTJIM OBl 3aMEJTUTh
3arpsi3HEHUE TUIAHETHI.

9. THE VERBALS
INFINITIVE HHOHHHUTHB

I. BctaBbTe yacTuuy fo nepea MH(PUHUTHBOM, I'/Ie HEOOXOAUMO:

[E—

stay competitive, hi-tech firms must constantly ... innovate
otherwise their products become out of date.
Before we can ... decide where ... buy the equipment, we need ... carry
out market research.
He didn’t dare ... argue with his superior.
The first thing a commercial must ... do is ... catch the potential
customer’s eye.
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10.

Our main competitors were heard ... become insolvent.

The employers tried a lock-out ... make the workers ... accept their
terms.

There is nothing for you ... do but ... consult with the tax lawyer.

Why not ... consider our own employees first for any vacancies?

The supervisor lost control of his subordinates after he allowed them ...
override his decisions.

Hi-Marks Company is an exclusive distributor in our region, so we are
forced ... purchase domestic appliances from them.

I1. BctaBbTe yacTuuy fo nepea MHPUHUTHBOM, I/1e HEOOXOAUMO:

O 01N DN =~ W —

. I think you ought ... apologize.

. Make him ... speak louder.

. Help me ... carry this bag.

. My son asked me ... let him ... go to the theatre.

. I'must ... go to the country.

. It cannot ... be done to-day.

. She asked me ... read the letter carefully and ... write an answer.
. The man told me not ... walk on the grass.

. Let me ... help you with your work.

10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

She ought ... take care of her health.

We had better ... stop to rest a little.

I don’t know what ... do.

He was seen ... leave the house.

We have come ... ask whether there is anything we can ... do.
We heard the siren ... sound and saw the ship ... move.

I cannot ... go there now, I have some work ... do.

During the crossing the passengers felt the ship ... toss.
You must make him ... practice an hour a day.

He is not sure that it can ... be done, but he is willing ... try.
I looked for the book everywhere but could not ... find it.
He said that she might ... come in the evening.

She was made ... repeat the song.

Would you rather ... learn shorthand than typewriting?

II1. IlepeBeauTe HA PYCCKUM A3BIK:.

i

The buyers want to know our terms of payment.

2. This is for you to decide.

3.

The plan of our work will be discussed at the meeting to be held on May 25.

4. To walk in the garden was a pleasure.
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. Jane remembered to have been told a lot about Mr. Smith.
. I felt him put his hand on my shoulder.
. This writer 1s said to have written a new novel.
. She seems to be having a good time at the seaside.
9. They watched the boy cross the street.
10. To advertise in magazines is very expensive.
11. He proved to be one of the cleverest students at our Institute.
12. He knew himself to be strong enough to take part in the expedition.
13. To see is to believe.
14. He is sure to enjoy himself at the disco.
15. To tell you the truth, this company has a very stable position in the
market.

0 3 ON D

IV. IlepeBeauTe HA AHTJIMUCKUN A3BIK:

. OH x0u4eT, 4TOOBI MBI TIPUIILIN K HEMY CETOJTHS.

. 31 xoten Obl, YTOOBI BBl HOJOKIAIN MEHS 31€Ch.

. OH X04eT, 4YTOOBI €ro ChIH CTAJl BPAUOM.

. OH xoueT, 4To0bI ero nocnanu B C.-IlerepOypr Ha KOH(DEpEeHITHTO.
. Ona xouert, yToObI €€ MPUTTACUIIA Ha BEYED.

. MBI He X0Tenu, 4YTOOBI HAC TIPEPHIBAIIH.

. XOTHUTE JI1 BBI, YTOOBI 51 BaM MOMOT?

. 51 xouy, 4TOOBI €ro cTaThs ObLIa ONyOJUKOBaHA.

. [loxTop He xoueT, YTOOBI BbI €XaJIk Ha IOT.

10. OH x04eT, 4TOOBI Tpy3 ObLI 3aCTPAXOBAH.

11. Ona He n1100OUT, YTOOBI IETU TOTOBUJIN YPOKH BEUEPOM.
12. Ona mro6uT, 9To0BI 00€1 OBLIT BOBpEMSI.

13. On He J00HUT, KOT/1a €ro MPEPHIBAIOT.

14. On xouet, 4TOOBI €My 3alaBajii BOIIPOCHI.

O 01N DN K~ WK —

IV. IlepeBeauTe HA AHTJIMUCKUN A3BIK:

1. 5 pan, yTo pacckaszan Bam 3Ty UCTOPHIO.

2. 5l pan, 4TO MHE pacckaszaiu 3Ty UCTOPHIO.

3. 5 Xx04y O3HAKOMUTH BaC C 3TOM apTUCTKOM.

4. 51 xouy, 4TOOBI MEHS TTO3HAKOMIJIM C 3TOU apTUCTKOM.

5. 5l pana, 4TO BCTPETUII €€ HA CTAHIIUM.

6. 5 pax, 4TO MEHS BCTPETUIIA HA CTAHIIUU.

7. MBI OY€Hb CUACTIIUBBI, YTO MPUTJIACUIIN €r0 HA BEYED.

8. MBI OYEHB CHACTIIMBBI, YTO HAC MPUTIIACUIIA HA BEUE.

9. OH OyeT cuacTIuB MOCETUTH ATy 3HAMEHUTYIO KapTHHHYIO TaJlepero.
0

10. On OB CYACTIMB, YTO MOCETHII 3TY 3HAMCHUTYIO KapTUHHYIO rajepero.
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11. Jletu mo0sT, KOTJ]a UM PACCKa3bIBAIOT CKA3KH.

12. S He mpeanonarail OCTaHABIMBATHCS HA 3TOM CTAHIIUU.

13. 51 He oxman, 4To MEHSI OCTAHOBST.

14. 5 coxanero, 4TO IPUUYUHUII BaM CTOJIBKO OECIIOKONCTBA.

15. OH He BbIHOCUT], KOTA@ €MY JITYT.

16. 5 BCmOMHMII, 4TO yK€ BCTPEUAIl 3TO CIIOBO B KAKOW-TO KHHUTE.

17. MHe 04eHb Kajb, YTO S MPOITYCTUI 3Ty HUHTEPECHYIO JICKIIUIO.

18. Ona cyactiuBa, YTO ClibIIIaa KOHUEPT HW3BECTHOTO HTAIBSHCKOTO
TUpUKEpA.

19. Ona pana, 4TO NMPUCYTCTBOBAJIA HA JICKIIUHU.

20. OH oYeHb JOBOJIEH, YTO 3aKOHYMJ CBOIO KHUTY.

21. Hamm cnopTCMEHBI TOPAATCS TEM, YTO BBIMTPAJIA KYyOOK.

22. 51 TOaBKO X04y, UTOOBI MHE MTO3BOJIUIIM TOMOYb BaM.

23. 51 6bu1 OnaroiapeH, YTO MHE JIajlid KOMHATY C OOJIBIIIUM OKHOM.

24. OH ObLI CYACTIIUB, YTO BEPHYJICS TOMOM.

25. OH 0BT CYACTIIMB, YTO CHOBA JIOMA.

26. 4 coxanero, uTo npeppai Bac.

27. 51 coxaliero, 4To He 3acTaja Bac JioMa.

28. J>xeiiH Oblia cYaCTIMBa, UTO ye3)KaeT OT Muccuc Pu.

29. Pouectep ObLT paji MO3HAKOMUTHCS ¢ JIKeitH.

30. Pouectep ObLI paj, 4TO Mo3HAKOMUIICS ¢ JIxKelH.

VI. BoiOepure 011H U3 NPeAJIOKeHHbIX BADHAHTOB 0TBETA:

1. There is no even a chance for him ... .
a. to promote c. to be promoting
b. to be promoted d. to have been promoted

2. Our enterprise is expected ... to prosper in the next twelve months in
spite of some current problems.

a. to continue c. to have continued
b. to be continuing d. to be continued

3. Tam proud ... an opportunity of working on your staff.
a. to have given c. to have been given
b. to give d. to be giving

4. Insurance companies may use insurance adjusters to negotiate the
amount of the insurance ... .

a. to be paid c. to pay
b. to have been paid d. to have paid
5. The idea is said ... from the research and development department.
a. to originate c. to be originating
b. to have originated d. to have been originated
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10.

We appear ... very good progress nowadays.

a. to make c. to have made

b. to be making d. to have been making

... the increased demand for consumer goods, new supermarket has
been opened in the city centre.

a. to meet c. to be met

b. to have met d. to have been met

The first question ... at the meeting is the stimulation of the public
interest to our new product line.

a. to discuss c. to be discussed

b. to be discussing d. to have been discussed
There is no reason for the other party ... the terms of delivery.

a. to change c. to be changing

b. to have been changing d. to have changed

The Board of Directors seem ... the proposal for more than an hour.
a. to negotiate c. to have negotiated

b. to be negotiating d. to have been negotiating

VII. IlepeBeaure npeaioKeHUsi HA PyCCKHUM A3BIK:

WX RO =

—
<
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I want you to pay more attention to our new advertising campaign.
Managers who like power find it difficult to delegate responsibility.

Our share of market seems to have gone down a month ago.

She doesn’t seem to get on very well with her colleagues.

The applicant is too inexperienced for us to consider employing him.
This company is known to have gone bankrupt.

We expect the turnover to increase by at least 3 per cent.

Your assistant deserves to be paid more as he is regularly on overtime.
This is for the public relations department to project the right image of
the company.

He waited for the CEO to discuss how to improve productivity and stay
competitive.

PARTICIPLE

. BblﬁepI/ITe OJUH U3 NPCAIO0KCHHbBIX BAPDUAHTOB 0TBE€TA:

There’s a (growing / grown) awareness of the need to improve
productivity.

(Enclosing / Enclosed) you will find our current catalogues and price
lists.

Activity ratios are meaningful when (comparing / compared) with those
of other companies.
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The sales manager (confirming / confirmed) the company’s orders is out
at the moment.

Although (allowing / allowed), 1t was preferred that staffers should not
smoke inside.

Being absorbed in her work she didn’t pay any attention to the (ringing
/ rung) telephone.

[ am (bothering / bothered) by our current financial status.

An accountant is a person (concerning / concerned) with the
maintenance and audit of business accounts and the preparation of
consultant reports in tax and finance.

Mr. Thomson is not (experienced / experiencing) enough to take on
such responsibilities.

. The customer was (dissatisfying / dissatisfied) with the service and

complained to the manager.

. BoiOGepuTe 01H U3 MpeAJI0KeHHBIX BADUAHTOB 0TBETA:
. ... for an honest man, he is trusted absolutely.

a. Taking b. Being taken c. Having taken d. Being taking
I’ve just received an advisory note ... me that the goods have been
shipped.

a. told b. having told c. telling d. being told

... at 3 o’clock, the financial statement then was send to the CEO.

a. Completed c. Having completed

b. Completing d. Having been completing

With the inflation ..., the purchasing power of the population has
declined.

a. grown b.growing c. having growing d. having grown

The state of economy is really ... at the moment.

a. worrying b. worried c. being worried  d. being worrying

... to Scotland on urgent business, he left on the night’s train.

a. Being summoned c. Having summoned

b. Summoning d. Having been summoned

Job description is a detailed ... document ... all the duties and
responsibilities of the worker.

a. writing; specifying c. written; specifying

b. written; specified d. writing; specified

. A bill of lading 1s a document ... full particulars of the goods, their

destination and the name of the ship ... them.
a. contained; carried c. containing; carried
b. contained; carrying d. containing; carrying
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9.

... the news she was so ... that she didn’t know what to do.
a. Learning; shocking c. Learnt; shocked
b. Having learnt; shocked d. Having been learnt; shocking

10. Managers ... information to pass it on to other managers depend on

information ... to them.
a. selecting; communicated c. having selecting; having communicated
b. selected; communicating d. having selected; being communicating

I11. IlepeBeauTe NpeAJIOKEHUS HA PYCCKHUHU A3BIK:

1.

WX bW

[E—
<

I A Ml

10.

The firm has a lot of contracts, some of them having been signed after
the talks.

Buying that new equipment has seriously depleted our cash reserves.
The work being finished, everybody left.

Ice having been broken, the negotiations began.

Once approved, these people hold office for life.

The Personnel Director is an outspoken critic of the reorganization.

We must have the copy machine fixed.

The USA is rich in mineral resources, the main being iron, coal and oil.
Using standardized application forms and questionnaires ensures we
find a candidate with all the qualifications we need.

The representatives came from ten countries, with Britain being
represented by Gordon Brown.

GERUND
Boi0epuTe 0MH U3 NMpeIJI0sKEeHHBIX BADHAHTOB O0TBETA:
I don’t think this work needs (correcting / being corrected).
On (coming / having come) home I began to work at my report.
She insisted on the documents (signing / being signed) at once.
Susie denied (giving / having given) the office keys to anyone else.
The problem is not worth (discussing / being discussed).
After (concluding / having concluded) the contract the delegation
returned to their country.
Dismissal is the act of terminating employment or the condition of
(dismissing / being dismissed) by the employer.
He mentioned (providing / having provided) venture capital for some
small innovative company.
When I am giving a presentation, | don’t mind (asking / being asked)
questions.
You’d better come back later. Mr. Bradbury dislikes (interrupting /
being interrupted) when he’s in a meeting.
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I1. BoiOepuTte 0IMH U3 NpPeAJIOKEHHbIX BADUAHTOB 0TBETA:

1.

2.

3.

9.

10.

I tried (to get / getting) in touch with you last week but I think you were
away.

Could you take this file to Mrs. Murray? 1 meant (to let / letting) her
have it this morning, but I forgot (to give / giving) it to her.

I am sure that if you stop (fo think / thinking) about our offer you will
agree that the price 1s quite reasonable.

The secretary advised me (not to speak / against speaking) to the boss
right now.

First I’ll speak about the background of the company, then I’1l go on (o
describe / describing) our new range of products.

He found it very difficult (to get / getting) work because he was
unemployed, and soon regretted (fo resign / resigning) from his
previous job.

I like my staff (to make / making) decisions for themselves, but they
seem afraid (fo show / of showing) any initiative.

The managing director prefers (to leave / leaving) financial affairs to his
accountant.

I’'m sorry (to spoil / for spoiling) your plans last weekend. — That’s OK.
I was sorry (fo hear / hearing) you weren’t feeling very well.

We like (to test / testing) the goods before we dispatch them.

III. PackpoiiTe cko0KH, ynorpeOuB riaroj B ¢Gopme repyHausi Wiu
HUHPUHUTHBA:

1.
2.
3.

4.

9,

We can’t afford (miss) this opportunity.

He failed (comprehend) the seriousness of the problem.

If we don’t make up our mind rather quickly, we risk (lose) the whole
contract.

We guarantee (deliver) the goods by the end of December.

May I suggest (postpone) the meeting until next week?

The politician has been under a cloud over the possibility of (take)
bribes.

He got to the top in business by his own efforts in spite of (have) little
education and training.

The new product line is doing really well. I think we should go on (sell)
it for another six months at least.

The Chairman is skillful at (avoid) (answer) awkward questions.

. We like (contact) our potential customers to check their reactions to the

advertising campaign.
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GENERALIZED GRAMMAR EXERCISES

I. Packpoiite cko0OKH, yNOTPeOUB IJ1aroJ B COOTBETCTBYIOIIEH (popme
NH(PUHUTUBA, IPUYACTHA WIN FePYHIMS:

SN I

There was nothing to do but (wait).

It will take a lot of time for the two parties (come) to an agreement.

I heard him (discuss) something with our manager.

James believes (offer) a promotion in 2 months.

She felt tired because she wasn’t used (work) so hard.

The e-mail (send) on Monday didn’t reach them. There’s something
wrong with their server.

It is necessary for the company (make) this employee redundant.

The manager seems (gef) impatient with the interviewee.

We felt (disappoint) at the results of the marketing research.

When (travel) from country to country on business or leisure, people
have to convert one currency to another.

. I’m in a difficult position. What do you advise me (do)?

They managed (launch) the product at the beginning of July.

. Why did you change your decision? What made you (change) your

mind?

. Due to our disability (gef) certain supplies, we lost the order.

He admitted (make) a serious mistake.

I tried to persuade him, but he refused (listen) to me.

It’s up to the accountant (interpret) various financial statements.

Make a careful assessment of all pros and cons before (fake) a decision.
She looked at the certificate of origin (check) where the goods were
produced.

The cargo is likely (deliver) with a two-week delay.

. His explanation was rather (confuse). We didn’t understand anything.
. They were seen (enter) their office at 10 p.m.

. This question is too difficult (sertle) without further consultations.

. Would you mind (run) through the details once more?

. You’d better (hurry) up or you’ll be late for the meeting.

. (Analyze) all the data I was able to make a decision.

. He was made (sign) a paper (admit) his guilt.

. I’ve looked everywhere, but the file appears (misplace).

. It’s important (create) a favourable impression when (meet) clients.

. Our profits are up this year, so I expect (give) a pay rise.

. People (involve) in management spend a great deal of their time (work).
. She disapproved of Ms Newtown (engage) as a secretary.
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33.
34.
35.
36.
37.
38.
39.
40.
41.

42.
43.

44,

45.

46.

47.

48.

49.

50.

The credit rating (give) to a customer will depend on the time s/he takes
(pay) for the goods.

They are said (work) at the pilot project for two months.

We are looking forward (see) you again and (discuss) our plans.

(Be) an energetic and competent manager, Mr. Collins initiated several
new projects since (join) the company.

A clerk 1s an employee responsible for (carry) out general office duties,
(fill) in forms and (keep) records.

We try (stay) competitive by (invest) heavily in advertising and
promotion.

A firm can encourage their customers (pay) more promptly by
(increase) cash discounts.

Before (ask) a bank manager for money, it is wise (show) him a
business plan.

A manufacturer may hold stock of (finish) goods with the purpose of
(improve) the delivery time to customers.

It’s for you (decide) where (work) after (graduate) from the university.
Performance appraisals help (assure) that (promise) staff are not
overlooked for promotion.

A mark-up is the amount (add) to the cost of a commodity (provide) the
seller with a profit and (cover) expenses.

The market has reached saturation point so we need (concentrate) on
(develop) new products.

Advertisers examine each newspaper’s circulation figures before
(decide) where (place) their advertisements.

The Board of Directors is a committee (appoint) or (elect) by
shareholders (sif) in council for the management or direction of some
public or private business.

They proposed (minimize) the effect of redundancy by (rely) on natural
wastage.

We regret (inform) you that we are unable (supply) the items you
ordered, as we are completely out of stock.

A receptionist is a person (employ) in an office (receive) clients or
guests, tell them how (gef) to the right office, answer the telephone, and
arrange appointments.
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10. MODAL VERBS

. BbiOepuTe 0J1MH 13 NMpeII0KeHHBIX BADHAHTOB OTBETA:
. (May / Can) I make a comment at this point? — Yes, of course you (may

/ can).

Analysts say that interest rates (may / can) rise before the end of the
year.

By examining the balance sheet we (were able to / could) find out that
the company was not doing as well as they claimed.

Confidential documents (may not / cannot) be photocopied without
prior approval.

I thought I was going to miss the plane but I (could / managed to) get to
the airport on time.

She (could / might) have gone to Oxford but she went to Cambridge
instead.

The computer system has just crashed. I think we might (lose / have
lost) a lot of data.

They didn’t meet yesterday, so they could not (make / have made) the
decision then.

Those who (cannot / may not) manage their time efficiently always
have high stress levels.

. Through effective advertising a company (can / may) become a
household brand.

. BoiOGepuTe 01H U3 MpeAJI0KEeHHBIX BADHAHTOB 0TBETA:

. The supplier ... deliver the goods on or by the date specified in the
contract.
a. must b. have to c. needn’t d. should
I can work from home so I ... to go to the office very often.
a. needn’t b. mustn’t c. oughtn’t d. don’t have

When the sales representatives arrived he was the only employee in the
office, so he ... show the visitors around.
a. was to b. should c. must d. might

An effective manager ... keep the staff motivated, especially when
things look black.

a. may b. must c. need d. ought
You ... to keep an account of all your expenses.

a. should b. had better c. must d. ought

I ... have phoned the sales engineer at 11 sharp but it totally slipped my
mind.
a. could b. might c. should d. was to
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7.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

... I move on to the next point on the agenda now?
a. Will b. Shall c. Can d. Would

. He sold his shares at their peak, so he ... have made a lot of money.

a. can b. may c. should d. must
I am going to an interview tomorrow. I ... prepare all the necessary
documents right now.

a. had better b. ought C. may d. should
If you open a bank account in the Bahamas, you ... pay income tax.
a. may not b. must not c. won’t have to  d. cannot
This information ... have been given to the tax authorities two years
ago.

a. could b. might c. must d. should

I ... remind the boss to get in touch with the logistics manager.

a. must b. may c. need d. have to

Because he was from the European Union, he ... get a visa to visit
Britain.

a. didn’thave b. needn’t c. couldn’t d. wasn’t

We ... wear a uniform at work, it’s not our choice.

a. have to b. must c. may d. should

You ... sign the document until you have read it through.

a. may not b. should not c. must not d. had better
not

The boss has left instructions that he ... be disturbed.

a. shouldn’t b. is not to c. may not d. couldn’t

Our previous chairman ... always begin the annual general meeting

with a joke.

a. could b. should c. would d. will

The Financial Director ... check that the company was financially
sound.

a. is to b. had to c. should d. need to
Unauthorized personnel ... pass this point.
a. cannot b. is not c. must not d. needn’t

Unless you comply with our requirements, we ... be forced to initiate
legal proceedings.
a. must b. have to c. are to d. will

III. 3anoJHUTEe MPONYCKH MOAXOASIIUMHU IO CMBICIAY MOAAJLHBIMH
rJaroJiaMy WJIM UX JKBUBAJIEHTAMM:

L

... I go through the minutes of the last meeting first?

2. A firm is said to be insolvent when it ... not fulfil its commitments.
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10.
1.

12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.

24.
25.

Before Mr. Wellington, our bookkeeper, ... become a CPA, he ... meet
a number of requirements.

Everyone in the research and development department ... be working
very long hours at the moment.

I’'m afraid I’ll be late tonight — I ... fetch the guests from the station.
Any decisions made ... be consistent with the company’s overall
strategy.

If a company needs to raise a lot of money, it ... issue shares.

As the payment wasn’t made in due time, they ... dissolve the
agreement.

By using the multimedia projector the speaker ... to communicate the
information quite clearly.

It was a mistake to get rid of those shares. You ... have sold them.

Managers ... strive for two-way communication with their
subordinates.
Every company ... watch its cash flow carefully if it ...to avoid
bankruptcy.

I’m sure they ... be conversant with our products as they are sold all
over Europe.

Mr. Golden is on holiday in Spain — you ... have seen him this
morning.

If a country has a floating currency, importers ... keep changing the
prices of their goods.

The associate director ... have carried on the negotiations with the sales
agents but he didn’t.

If you don’t sign the new contract, we ... move you to another post.

Mr. Brook ... preside over the shareholders’ meeting yesterday.

The company ... be forced to make a number of employees redundant
in the coming months but the situation ... improve in the longer term.
Ms Petty wasn’t at the meeting — she ... have been delayed at the
airport.

The customer ... notify the supplier of any defects within five days.
Twenty years ago you ... buy a computer as cheaply as you ... now.
Unfortunately we ... interview every applicant for this position.

We ... have rushed to the airport as the plane was late.

When you retire early you ... receive a compensating payment from
your employer.
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IV. PackpoiiTe ckoOKH, yNOTPeOIsIA MOAXOASAIINI MOAAJIBHBIN IJ1aroJa
WJIH €ro JKBMBAJICHT.

1.
2.
3.

4.
5.
6.

o0

10.

11.

12.

13.
14.
15.

You must go (go) and see that new play at the Adelphi. It's marvelous!
Guests............... (leave) their valuables in the hotel safe if they wish.
It was lucky that we............... (change) any money as all the banks
were shut.
We............ (rush) after all. The plane was over an hour late taking off.
You...... (have) a special license to drive lorries weighing over two tons.
Sorry to interrupt, Professor Cripwell, ...... I...... (ask) you a quick
question?

.In the future, European citizens...... (travel) from one country to

another inside Europe without going through customs.

. Wereally............... (have) the car washed. It's absolutely filthy!
.I've no idea where the inn is. So when we get to the village,

WEe.iiiiiiinnnn. (ask) for directions.

Unlike many other countries, young men in Britain............... (do)
compulsory military service as it was abolished in 1957.

You used............... (build) a house more or less anywhere on your
land 100 years ago. Today you ............... (put) a shed in your garden
without planning permission!

......... WE€ ......... (discuss) this any further? I'm sure we've all got a
good idea of the problem now.

You...... (keep) the receipt. They won't take it back without one now.

I hope we...... (build) an extension on the back of our house next year.
At my last job, we...... (make) any personal phone calls from the office.
We......... (use) the public call box in the street!

VI. BoiOepure npaBu/IbHbIA BAPHAHT:

1.

It’s possible that we’ll know the answers tomorrow.

a) We may know all the answers tomorrow.
b) We should know all the answers tomorrow.

2.

I don’t think you should ring him now. It’s rather late.

a) You might not ring him now. It’s rather late.
b) You’d better not ring him now. It’s rather late.

3.

You needn’t come if you don’t want to.

a) You won’t come if you don’t want to.
b) You don’t have to come if you don’t want to.

4.

I think it’s wrong for you to work so hard.

a) You don’t have to work so hard.
b) You shouldn’t work so hard.
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5. Perhaps these are the keys.

a) These might be the keys.

b) These must be the keys.

6. I know. Why don’t we go out to eat instead.

a) I know. We must go out to eat instead.

b) I know. We could go out to eat instead.

7. It would be quite wrong for us to lock the cat in the house for a week.
a) We’d better not lock the cat in the house for a week,

b) We can’t lock the cat in the house for a week.

8. It’s possible that the decision will be announced next week.
a) The decision might be announced next week.

b) The decision will be announced next week.

9. Although I try hard, I can never solve The Times crossword.
a) Try as [ may, I can never solve The Times crossword.

b) Try as I can, [ may never solve The Times crossword.

VII. Bbi0epuTe npaBWJIbHbIN BAPHAHT:

a) That can’t have been/shouldn’t have been Nick that you saw....

b) You had to give/might have given me a hand!

c) I caught a later train because I had to see/must have seen a client.
d) I suppose Bill should have lost/might have lost his way.

e) I didn’t refuse the cake, as it must have been/would have been rude.
f) I don’t know who rang, but it could have been/must have been Jim.

g) It was odd that you should have bought/would have bought the same

car.
h) I asked them to leave but they couldn’t go/would’t go.
1) It’s a pity you didn’t ask because I could help/could have helped you.

j) It’s your own fault, you can’t have gone/shouldn’t have gone to bed so

late.

VIII. Boi0epuTte npaBU/IbHbIA BAPUAHT:
1. a) You can’t have called a taxi. I would have driven you to the station.

b) You needn’t have called a taxi. I would have driven you to the

station. ...\

2. a) Robert can’t be very talented. He plays the piano, the violin and the

flute.

b) Robert must be very talented. He plays the piano, the violin and the

flute.
3. a) If Jane sings well in the competition, she might win a prize.
b) If Jane sings well in the competition, she couldn’t win a prize.
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10.

. a) You must go to the bank. I can lend you some money.

b) You don’t need to go to the bank. I can lend you some money.

. a) Terry looks tired. He must have been studying all night

b) Terry looks tired. He mustn’t have been studying all night

. a) Sarah needn’t be away on holiday. I saw her in the shop this morning

b) Sarah can’t be away on holiday. I saw her in the shop this morning

. a) We didn’t need to catch the early train so we woke up late.

b) We needn’t have caught the early train so we woke up late.

. a)  would love to come with you, but I could finish my report

b) I would love to come with you, but I have to finish my report

. a) You couldn’t drive a car without a driving licence.

b) You mustn’t drive a car without a driving licence.
a) You must be on the platform by 10 o’clock or the train will leave
without you.

b) You could be on the platform by 10 o’clock or the train will leave

without you.

IX. IlepeBennTe HA AHTIMICKHUI, YIIOTPEOJIsisi MOTAJIbHBIE IJIAT0JIbI.

a)

[E—

6)
L.

. BBl MOeTe B3STh 3Ty KHUTY, €CJIU XOTHUTE.

. BBl MOXeTe B3SITh 3Ty KHUTY: OHa HE TsKETas.

. Bel MokeTe u HE OpaTh ATy KHUTY.

. 51 He MOTy B3SITh 3Ty KHUTY.

. [TotyMaii TOJBKO: MOXKHO OBLIIO M HE XOJIUTh TY/IA.

. Moxenb cpa3y He COramarhCs: NOAyMan HECKOJIBKO THEM.
. Moxere ceroiHs Ty 1a IOWTH.

. Moxere ceroaHs Tyaa He XOAUTh.

. MoxeTe He mepenuchiBaTh COUMHEHUE.

. MoxeTe ocTathCs: Bellb Y BaC €CTh BpEMH.

. MoxeTe ocTaThCsl, €CIIU XOTUTE.

. MokeTte He 0CTaBaThCsl, €CJIU HE XOTHUTE.

. MoxeTe He TOBOPUTH €My 00 ATOM.

. Moxere ckazaTh eMy 00 3TOM.

. HaM MOXHO HE MTOBTOPSITH 3T MpaBHIa: Mbl UX 3HAEM.
. MoxHO OBLIIO U HE IIHCATh COYNHECHUE.

. OH MOT ¥ HE IPUXOJUTH: BCE OBLIO yKE CAEIaHO.

S He Mory HaliTH cBoM 4Yachkl. — MokeT ObITh, BbI ocTaBuiIM MX Ha

pabore. — Her, s He Moria ocTaBUTh UX Ha pabOTe: 1 HUKOTJa HE CHUMAIO
UX C PYKH.

2.

Br1 cMokeTe mOroBOpuTh ¢ HUM 3aBTpa’?
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e BN o))

13.
14.

. S, noixkHO OBITH, 3a0iyauiachk. Bel HE MoOkeTe MHE CKa3aTh, Kak
MPOUTH K DPMUTAXKY?

. MHe npunuioch NpoYecTb Maccy KHUT, KOTJIa 1 TOTOBUJIACH K JOKJIATY.

. 5l He MOTr BCIIOMHWTH MOCIEIHUE CTPOUYKU COHETA, U MHE MPUIILIOCH
CIENHUAIBHO 3BOHUTH CBOEMY JPYTY.

. 51 1OoJKHA KynUTh TOPT CErOIHS.

. Moii OpaT He yMeeT TrOBOPHUTH MO-aHTJIUHCKH.

. Mos cectpa ymeeT roBOPUTH IT0-HEMELIKU.

. MoxHo, 51 mocMoTpro Bamry ¢otorpaduro?

. BBl MOeTe moka3ath MHE CBOIO (poTorpaduro?
11.
12.

He moxeT OBbITh, YTO €My COPOK JIET: OH BBITJISIUT TOPa3i0 MOJIOKE.

He Moxet ObITh, uTO OH 3a0bUT MpuTH. OH, TOTKHO OBITH, OBUT OYCHB
3aHSAT.

MpbI1, MOXKET OBITh, ITOEJIEM 3a TOPOJI, €CIIH OYyIeT XOpoIias Ioroja.

Ecnu cectpa He kynmut MHE KOode, MHE TTPUAETCS UATH B Mara3uH caMom.
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