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HEPEAMOBA

Metonnuni BkaziBku mis CPC Ta HaB4anbHMI MaTepian 3 aHTIHCHKOI MOBHU
npusHadeHi 1 ctyaeHTtiB |l kypey aenHoi dopMu HaB4aHHS 31 CHEIIaJIbHOCTEH
«MenemxmenT 1 [IyOiune ynpaBaiHHS Ta aIMIHICTPYBaHHS.

Merta 3arponoHOBaHUX METOJIUYHUX BKA31BOK — PO3BUHYTH HABUYKU YHTAHHS,
aHajizy, Tepekiaay TeKCTIB, a TaKOoX IX Iepekady Ha Marepiajli HayKoBOl
JiTepaTypH 3a paxom.

MeTtoauyHi BKa31BKH CKJIQJalOThCSA 3 6 YPOKIB, B SIKMX IIOJIaHO BiATIOBITHUMN
rpaMaTUYHUNA MaTepiayl 3a MporpamMoro, a TaKOoX TEKCTH, sKI BiIiOpaHi 3
OpUTIHAIBHOI HAYKOBO-TIOMYJISIPHOI Ta HAYKOBOI JITEPATYPH.

Texctu A Ta B npusHaveHi 1s ayIUTOPHIN poOOTH CTYAEHTIB: JJIsl UATAHHSA,
YCHOT'O MEPEKIIaly, aHaIi3y eIEMEHTIB TeKCTy, aHOTYBaHHSA Ta mepekasy; TekcTu C
TEMaTU4YHO MOB’s3aHl 3 Tekctamu A Ta B, mpusnaueni nnus CPC Tta temaruyHo-
MUCHMOBOTO TEPEKIaay 3 TMOAANBIIO TEPEeBIPKOI0 Ha 3aHATTI, YTOYHEHHSIM
3HAYeHb OKPEMUX JICKCHYHHUX OJIUHUIIH Ta MIEPEKa3y.

JlexkcuuHl BNpaBH MPU3HAYEHI [IJI1 BUBUCHHS Ta 3aKPIIUICHHS JIEKCUYHOTO
MaTepiaxy KOKHOTO YPOKY Ta OXOIUTIOIOTH JIGKCMKY OCHOBHUX TEKCTiB. Bonu
MOXXYTh OyTH BUKOPHCTaHI TaKOX JJii KOHTPOJIIO (CAMOKOHTPOJIIO) 3aCBOEHHS
JEeKCUYHOTO MaTepianly ypoky. Ilix yac BUKOHAHHS JIEKCMYHHX BIIPaB
PEKOMEHYE€ThCSI HE TUIBKM MiAOUpaTH YKpaiHChKlI ab0 aHTINHCHKI €KBIBAJICHTU
HABEJICHUX CJIIB Ta CJIOBOCIIONYYEHb, aje W 3HAXOAWTH Yy TEKCTI abo cKianatu
CaMOCTIHHI peueHHS 3 3a3HAauYeHWMH CJIOBaMH, 3BEpPTal0YM yBary Ha
0araTo3HayHICTh CIIB.

['paMaTryH1 BlipaBU COPsIMOBAaHI Ha aHAJII3 HAMCKIAIHIIINUX TPaMaTUYHUX SBHILL
aHTJIIACHKOI MOBH, PO3BUTOK HAaBHYOK OPIEHTYBAaHHSA y TpPaMaTU4HIA CTPYKTYypi
aHTJIIACHKOTO PEUEHHs, 110 CIpHsE BIPHINA IHTEpIIpeTallii TEeKCTiB, YCHOI MOBH Ta
MaTtepialiiB HayKOBOI JITepaTypH.

Ilicnsa eusuenus 0anoeo Kypcy cmyoeHmu NOSUHHI 3HAMU | MIMU:
® YNTATH Ta MEPEKJIaJaTH HAyKOBO-TEXHIYHY aHTJIOMOBHY JIITEpaTypy 3a (paxom

JUTsl OTpUMaHHS He0OX1/1HO1 1H(DOopMaIlii;
® PO3YMITH 3MICT MPOYUTAHOTO Ta JIEKCUKO-TPAMaTUYHUN Martepiaj, HagaHU y

METOJMYHUX BKa3iBKaX;
® pPO3YMITHM 1 BOJIOJITH BIAMOBIIHUMH TpaMaTHYHUMU KOHCTPYKIISIMH Ta

MaTrepiajioM;

e OpaTu yyacTh B YCHOMY CIJIKYBaHHI aHIJTIMCHKOIO MOBOIO B 00CsI31 Martepiaiy,
nepeadaueHoro mporpaMoro.



LESSON 1

TEXT A  WHAT IS MANAGEMENT?

Management is the process of coordinating people and other resources to
achieve the goals of the organization. As we saw in Chapter 1, most organizations
make use of four kinds of resources: material, human, financial, and informational.

Material resources are the tangible, physical resources an organization uses.
For example, General Motors uses steel, glass, and fiberglass to produce cars and
trucks on complex machine-driven assembly lines. A college or university uses
books, classroom buildings, desks, and computers to educate students. And the
Mayo Clinic uses beds, operating morn equipment, and diagnostic machines to
provide health care.

Perhaps the most important resources of arty organization are its human
resources—ypeople. In fact, some firms live by the philosophy that their employees
are heir most important assets. One such firm is Southwest Airlines. Southwest treats
its employees with the same respect and attention that it gives its passengers.
Southwest selectively seeks employees with upbeat attitudes and promotes from
within its own ranks 80 percent of the time. And when it's time for making decisions,
everyone who will be affected is encouraged to get involved in the process. In an
industry in which deregulation, extreme price competition, and fluctuating fuel costs
killed off Eastern and Pan Am, Southwest keeps on growing and making a profit
because of its valuable employees.

Financial resources are the funds the organization uses to meet its obligations
to investors and creditors. A 7-Eleven convenience store obtains money from
customers at the check-out counters and uses a portion of that money to pay its sup-
pliers. Citicorp, a large New York bank, borrows and lends money. Your college
obtains money in the form of tuition, income from its endowments, and state and
federal grants. It uses the money to pay utility bills, insurance premiums, and
professors' salaries.

Finally, many organizations increasingly find they cannot afford to ignore
information. External environmental conditions—including the economy, consumer
markets, technology, politics, and cultural forces are all changing so rapidly that a
business that does not adapt will probably not survive. And, to adapt to change, the
business must know what is changing and how it is changing. Most companies gather
information about their competitors to increase their knowledge about changes in
their particular industries and learn from other companies' failures and successes.

It is important to realize that the four types of resources described above are only
general categories of resources. Within each category are hundreds or thou-sands of
more specific resources. It is this complex mix of specific resources—and not simply
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"some of each™ of the four general categories—that managers must coordinate to
produce goods and services.

Another interesting way to look at management is in terms of the different
functions managers perform. These functions have been identified as planning,
organizing, leading and motivating employees, and controlling. We look at each of
these management functions in the next section.

Exercisel. Answer the following questions:

1. Define what management is.

2. What resources do more organizations use?

3. What resource is the most important one?

4. These four types of resources are only general ones, aren’t they? Why?

5. Does a healthy firm (one that is doing well) have to worry about effective
management? : Explain.

6. Do you think people are really as important to an organization as this
chapter seems to indicate?

TEXTB BASIC MANAGEMENT FUNCTIONS

After Walt Disney died in 1972, his well-known company struggled with
stagnating profits and squabbling management. In 1984, to recover the magic for
which it was once known, the Walt Disney Company hired a new management team
led by Michael Eisner and Frank Wells. The new team's plan was to focus on
competing with top Hollywood studios by increasing all types of production. Eisner
believed that creativity could be best achieved through teamwork, a goal he
facilitated by reorganizing the studio into creative units comprised of writers and
producers. As important to Disney's turnaround as planning and organization were
Eisner's positive attitude, contagious enthusiasm, and ability to encourage creativity,
just the leadership style Disney needed to revitalize itself. Eisner also instituted the
necessary control measures to ensure the organization worked steadily toward its
goals. The management changes implemented at Disney have proven successful.
Since 1984, the organization's market value has risen from $2 billion to more than
$28 billion, and Disney has been recognized by Business Month as one of the five
best-managed companies in America.

Management functions like those described above do not occur according to
some rigid, preset timetable. Managers don't plan in January, organize in February,
lead and motivate in March, and control in April. At any given time, man-agers may
engage in a number of functions simultaneously. However, each function tends to
lead naturally to others. Figure 6.2 provides a visual framework for a more detailed
discussion of the four basic management functions. How well man-agers perform
these key functions determines whether a business is successful.
pLANNING Planning, in its simplest form, is establishing organizational goals and
deciding how to accomplish them. It is often referred to as the "first" management

7



function because all other management functions depend on planning. Organizations
like MasterCard, Houston Community Colleges, and the U.S. Secret Service begin
the planning process by developing a mission statement.

An organization's mission is a statement of the basic purpose that makes this
organization different from others. MasterCard International’s mission is to become
"the world's best and most preferred way to pay." Houston Community College
System's mission is to provide an education for local citizens. The mission of the
Secret Service is to protect the life of the president. Once an organization's mission
has been described in a mission statement, the next step is to develop organizational
goals and objectives, usually through strategic planning. Strategic planning is the
process of establishing an organization's major goals and objectives and allocating
the resources to achieve them.

m Establishing Goals and Objectives A goal is an end result that the
organization is expected to achieve over a one-to-ten-year period. For example, the
goal of Host Marriott Services Corporation, a leading food, beverage, and retail
concessionaire that operates through licensing agreements with firms like Burger
King, Starbucks, and Taco Bell, is to achieve revenues of $2 billion within the next
five years. An objective is a specific statement detailing what the organization
intends to accomplish over a shorter period of time. Compared with goals, objectives
have a much narrower time frame—usually one year or less. For McDonald's, one
objective might be to increase sales of french fries by 5 percent over the next nine
months. Sears, Roebuck might adopt the objective of increasing sales by 7 percent
this year. A twelve-month objective for IBM might be to reduce the average delivery
time for personal computers to retailers by four days.

Goals and objectives can deal with a variety of factors, such as sales, com-
pany growth, costs, customer satisfaction, and employee morale. Whereas a small
manufacturer may focus primarily on sales objectives for the next six months, Exxon
Corporation may be more interested in goals for the year 2000. Finally, goals are set
at every level of the organization. Every member of the organization—the president
of the company, the head of a department, and an operating employee at the lowest
level—has a set of goals he or she hopes to achieve.

The goals developed for these different levels must be consistent with one
another. However, it is likely that some conflict will arise. A production department,
for example, may have a goal of minimizing costs. One way to do this is to produce
only one type of product and offer "no frills." Marketing, on the other hand, may
have a goal of maximizing sales. And one way to implement this goal is to offer
prospective customers a wide range of products with many options. As part of his or
her own goal setting, the manager who is ultimately responsible for both departments
must achieve some sort of balance between conflicting goals. This balancing process
is called optimization.



The optimization of conflicting goals requires insight and ability. Faced with
the marketing-versus-production conflict just described, most managers would
probably not adopt either viewpoint completely. Instead, they might decide on a
reasonably diverse product line offering only the most widely sought-after options.
Such a compromise would seem to be best for the organization as a whole.

m Establishing Plans to Accomplish Goals and Objectives Once goals and
objectives have been set for the organization, managers must develop-plans for
achieving them. A plan is an outline of the actions by which the organization intends
to accomplish its goals and objectives. Just as it has different goals and objectives,
the organization also develops several types of plans.

An organization's strategy is its broadest set of plans, developed as a guide
for major policy setting and decision making, These plans are set by the board of
directors and top management and are generally designed to achieve the long-term
goals of the organization. Thus, a firm's strategy defines what business the company
IS in or wants to be in and the kind of company it is or wants to be. When the U.S.
Surgeon General issued a report linking smoking and cancer, top management at
Philip Morris Companies recognized that the company's very survival was being
threatened. Executives needed to develop a strategy to diversify into nontobacco
products.

In addition to strategies, most organizations also employ several narrower
kinds of plans. A tactical plan is a smaller-scale plan developed to implement a
strategy. Most tactical plans cover a one-to-three-year period. If a strategic plan will
take five years to complete, the firm may develop five tactical plans, one covering
each year. Tactical plans may be updated periodically as conditions and experience
dictate. Their more limited scope permits them to be changed more easily than
strategies. In an attempt to fulfill its strategy of diversification, Philip Morris
developed individual tactical plans to purchase several nontobacco-related
companies such as General Foods, Kraft Foods, and Miller Brewing.

An operational plan is a type of plan designed to implement tactical plans.
Operational plans are usually established for one year or less and deal with how to
accomplish the organization's specific objectives. Assume that after Philip Morris
purchased Kraft Foods, managers adopted the objective of increasing sales of Kraft's
Cheez Whiz by 5 percent the first year. A sales increase of this size does not just
happen, however. Management must develop an operational plan that describes
certain activities the firm can undertake over the next year to bring about the
increased sales. Specific components, of the Kraft Cheez Whiz operational plan
might include newspaper and television advertising, reduced prices, and coupon
offers—all designed to increase consumer sales.

Regardless of how hard managers try, sometimes business activities don't go
as planned. Today most corporations also develop contingency plans along with
strategies, tactical plans, and operational plans. A contingency plan is a plan that
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outlines alternative courses of action that may be taken if the organization's other
plans are disrupted or become ineffective. Remember that one reason for Philip
Morris's purchase of Kraft was to diversify into nontobacco products. If it became
impossible to purchase Kraft, Philip Morris could fall back on contingency plans to
purchase other nontobacco companies.

Exercise 1. Answer the following questions:

1. What are the basic management functions? Describe them.

2. What is often referred to as the “first” management function? Why?

3. What is the difference between goal and objective?

4. How do a strategy, a tactical plan, and an operational plan differ? What do
they all have in common?

5. What do they all have in common?

Exercise2. Researching Different Careers

A successful career requires planning. Without a plan, or roadmap, you will
find it very difficult, if not impossible, to reach your desired career destination. The
first step in planning is.to establish what your career goal is. You must then set
objectives and develop plans for accomplishing those objectives. This kind of
planning takes time, but it will pay off later.
Assignment: Complete the following statements: 1. My career goal is to

This statement should encapsulate what you want to accomplish over the long run.

It may include the type of lob you want and the type of business or industry you

want to work in. Examples include

» My career goal is to work as a top manager in the food industry.

* My career goal is to supervise aircraft mechanics.

* My career goal is to win the top achievement award in the advertising industry.
2. My career objectives are to

Obijectives are benchmarks along the route to a career destination. They are
more specific than a career goal. A statement about a career objective should specify
what you want to accomplish, when you will complete it, and any other details that
will serve as criteria against which you can measure your progress. Examples
include

* My objective is to be promoted to supervisor by January 1, 20xx.

* My objective is to enroll in a management course at Main College in the
spring semester, 20xx.

* My objective is to earn an A in the management course at Main College in
the spring semester, 20xx.

* My objective is to prepare a status report by September 30 covering the last
quarter's activities by asking Charlie in Quality Control to teach me the procedures.
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3. Exchange your goal and objectives statements with another class member.
Can your partner interpret your objectives correctly? Are the objectives concise and
complete? Do they include criteria against which you can measure your progress? If
not, discuss the problem and rewrite the objective.

TEXTC ORGANIZING THE ENTERPRISE

After goal setting and planning, the second major function of the manager is
organization. Organizing is the grouping of resources and activities to accomplish
some end result in an efficient and effective manner. Consider the case of an
inventor who creates a new product and goes into business to sell it. At first, she will
probably do everything herself—purchase raw materials, make the product,
advertise it, sell it, and keep her business records up-to-date. Eventually, as business
grows, she will find that she needs help. To begin with, she might hire a professional
sales representative and a part-time bookkeeper. Later she might need to hire full-
time sales staff, other people to assist with production, and an accountant. As she
hires new personnel, she must decide what each person will do, to whom that person
will report, and generally how that person can best take part in the organization's
activities. We discuss these and other facets of the organizing function in much more
detail in the next chapter.

LEADING AND MOTIVATING T he leading and motivating function is concerned with
the human resources within the organization. Specifically, leading is the process of
influencing people to work toward a common goal: Motivating is the process of
providing reasons for people to work in the best interests of the organization.
Together, leading and motivating are often referred to as directing.

We have already noted the importance of an organization's human resources.
Because of this importance, leading and motivating are critical activities. Obviously,
different people do things for different reasons—that is, they have different
motivations. Some are primarily interested in earning as much money as they can.
Others may be spurred on by opportunities to get ahead in an organization. Part of
the manager's job, then, is to determine what factors motivate workers and to try to
provide those incentives in a way that encourages effective performance.

Quite a bit of research has been done on both motivation and leadership.
Research on motivation has yielded very useful information. Research on leadership
has been less successful. In spite of decades of study, no one has discovered a general
set of personal traits or characteristics that makes a good leader. Later in this chapter,
we discuss leadership in more detail.

CONTROLLING ONGOING AcTIvITIES Controlling is the process of evaluating and
regulating ongoing activities to insure that goals are achieved. To see how
controlling works, consider a rocket launched by NASA to place a satellite in orbit.
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Do NASA personnel simply fire the rocket and then check back in a few days to find
out whether the satellite is in space? Of course not. The rocket is constantly
monitored, and its course is regulated and adjusted as needed to get the satellite to
its destination.

The control function includes three steps . The first is setting standards with
which performance can be compared. The second is measuring actual performance
and comparing it with the standard. And the third is taking corrective action as
necessary. Notice that the control function is circular in nature. The steps in the
control function must be repeated periodically until the goal is achieved. For
example, suppose that United Airlines establishes a -goal of increasing its profit by
12 percent next year. To ensure that this goal is reached, United's management might
monitor its profit on a monthly basis. After three months, if profit has increased by
3 percent, management might be able to assume that plans are going according to
schedule. Probably no action will be taken. How-ever, if profit has increased by only
1 percent after three months, some corrective action would be needed to get the firm
on track. The particular action that is required depends on the reason for the small
increase in profit.

Exercise 1. Answer the following questions:

1. What is the organizing ?

2. What exactly does a manager organize, and for what reason?

3. What is the process of influencing people to work toward a common goal?

4. Why do people have to be motivated?

5. Why are leadership and motivation necessary in a business in which people
are paid for their work?

6. Are leading and motivating often referred to as directing?

7. What steps does the control function include?

8. Explain the steps involved in the control function.

GRAMMAR EXERCISES

TENEPIIIHIA HEO3HAYEHUM UYX TENEPIIIHIA TPUBAJIUMN YAC ?
(THE PRESENT SIMPLE TENSE OR THE PRESENT CONTINUOUS

TENSE ?)
THE PRESENT SIMPLE THE PRESENT CONTINUOUS
BXKUBAETHCS B HACTYITHUX BXKUBAETHCS B HACTYITHUX BUTAIKAX.
BUIIA/IKaX
1. I BUpakeHHS MOCTIMHUX 1. JIns1 BupakeHHs Jiid, SKi BiAOyBatOThCS
I 94 CTaHIB: B MOMEHT MOBH 1 II€ HE 3aKIHYNJINCE.
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He works in the bank. We are listening to music now.

2. JInsg BupaxxeHHs1 AiH, 1110 2. J1nst onucy TAMYaCOBUX CUTYaIIIi:
MOBTOPIOIOTHCA, 0cobsuBoO sikio | He is working hard these days.
BUKOPHCTOBYIOTHCS IIPUCITIBHUKH,
110 BKa3yIOTh HA YaCTOTY Jiii:
They often go out for supper.

3. Kosmn moBa itae npo 3. lns onucy cuUTyallii, 1o 3MIHIOIOThCA,
3arajabHOBIIOMI (PaKTH, 3aKOHH 0cob61MBO 3 AiecnoBamu to become, to
OPUPOAU 1 T. [T . get, to

The sun rises in the east. grow, to increase, to change:

It is getting colder.

4. Konu moBa e nipo poskinaj (B | 4. Komu MoBa iijie mpo Aii, 3ariaHoBaH1
TOMY YHUCJI1 PO PO3KIIA]L Ha HaWOIMK4Ye MallOyTHE 1 sKi
MaHOyTHIX MOJIN): 000B’SI3KOBO BIOYIyThCS:

The train departs at seven o'clock. | You are flying to Paris next week.

The seminar begins at 11 p.m.

tomorrow.

5. Y KOMEHTapsX CIIOPTUBHUX 5.V noeananHi 3i ciioBoM always s
MOJ11ii, BUCTAB, MepeKa3ax BUPAKECHHS PO3APATYBaHHS

CIOKETIB XyIOKHIX TBOPIB 1 T. A .. | 1 KDUTHKHU:

He acts brilliantly in this play. He is always boasting!

OO6cTaBuHU Yacy, sKi OOcTaBUHU Yacy, K1 BXKUBAIOTHCS B
B)KUBAIOTHCS B IILOMY Yacl: IbOMY Yaci:

always, every, often, usually, now, at the moment, today, at present,

sometimes, rarely, seldom, from | tonight, etc.
time to time, never, etc.

I. Read the sentences and explain the usage of the Present Simple or the
Present Continuous Tense.

1) This TV programme starts at 5.30 p.m. 2) The Sharons are looking for a
babysitter. 3) Dick seldom visit« his aunt. 4) Susan’s elder brother runs a small café.
5) Tom is always chewing a gum! 6) She sings perfectly in this opera. 7) My parents
are celebrating their wedding anniversary next Saturday. 8) Money doesn’t buy
health. 9) Dean is getting better after his iliness. 10) They are having tea in the dining
room.

I1. Circle the correct item.

1) Mary usually takes/is taking a bath in the evening. 2) The bus arrives/is
arriving in Odessa at eight o’clock in the evening. 3) The Harrods stay/are staying
in a luxurious hotel at present. 4) Helen usually cooks/is cooking breakfast at 7
o’clock. 5) Pam moves/is moving to a new flat in three days. 6) In a new film «Alice
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in Wonderland» Alice wins/is winning the final battle and saves/is saving the
inhabitants of the country from the power of the Red Queen. 7) Henry picks/is
picking me up at eight o’clock tomorrow. 8) Skill comes/is coming with practice.
8) Monica always argues/is always arguing with me! 10) Today we go/are going
to the Museum of Fine Arts. 11) My friend lives/is living in a private house. 12) At
the end of the book the main character explains/is explaining everything to his
girlfriend and they go/are going on a journey together. 13) This plant produces/is
producing office furniture. 14) The Johnsons visit/are visiting us next Sunday. 15)
You always wear/are always wearing dirty shoes!

I11. Complete the sentences with the correct time expressions from the box.

every day usually always often at the moment
tomorrow afternoon today never

1) Check all the facts by tomorrow morning. We are having an important press
conference ... . 2) Rick ... goes to McDonald’s because he hates fast food. 3) She
takes a bus to work .... 4) My younger brother is ... hiding my slippers! 5) Steve is
typing some documents .... 6) They ... have lunch in this café. 7) Betty ... drinks milk
for supper, but... she is drinking apple juice.

IV. Put the verbs in brackets into the Present Simple or the Present Continuous
Tense.

1) John often ... (to send) e-mail letters to his friends abroad. 2) Paul ... (to write)
an e-mail letter to his friend in Canada now. 3) Margaret ... (to look) for a better job
at the moment. 4) We ... (to attend) language courses three times a week. 5) The
secretary ... (to be) busy now. She ... (to prepare) the documents for the conference.
6) My elder brother ... (always to make fun) of me! 7) The professor ... (not to
examine) patients now. He ... (to give) a lecture to the students at the moment. He
usually ... (to examine) the patients in the morning. 8) The article ...(to contain)
the results of important researches in medicine. 9) You never ... (to tell) me about
your problems at school. I’'m a bit surprised that you ... (to ask) me for a piece of
advice now. 10) Most oils ... (to boil) at 200—300°C. 11) ... the musicians ... (t0
have) lunch now? — No, they .... They ... (to rehearse) in the assembly hall. They
... (to perform) some new songs at the concert tomorrow. 12) ... doctors ... (to use)
antibiotic drugs to fight viruses? — No, antibiotic drugs ... (not to work) against
viruses. Doctors usually ... (to prescribe) antibiotics against bacterial infections.
13) Max ... (always to play) pranks on his classmates! 14) ... you ... (to wait) for a
ferry? — Yes, we ... . The ferry ... (to arrive) at four o’clock. 15)... Peter and Tim
... (to go) fishing next Thursday? — Yes, ... . They often ... (to go) fishing together.
And they always ... (to invite) me to join them.
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V. Put the verbs in brackets into the Present Simple or the Present Continuous
Tense.

1) What ... you ... (to do) tonight, Ron? — Nick and I ... (to go) to the stadium to
watch a football match. We sometimes ... (to watch) football matches together.—
And what time ... the match ... (to start)? — Well, it... (to start) at half past six.
2)... you ... (to look) for somebody, Janet? — Oh, yes, I... (to look) for Daniel. We
usually ... (to have) lunch together.— I... (not often to see) him in the office at this
time.— You see, Tom, Daniel ... (to work) at a very important project these days,
so he usually ... (to work) in the laboratory. But he ... (not to work) there at the
moment. 3) ... Alan ... (to wait) for a bus? He ... (usually not to take) a bus to get
to the university. — You’re right, usually his elder brother Sam ... (to give)
him a lift, but these days Sam ... (to repair) his car. Something ... (to be) wrong
with its engine. 4) ... Sarah ... (often to speak) that way? — Unfortunately! And she
... (always to complain) of the lack of money! 5) Who ... our chief ... (to talk) to
over there? — He ... (to talk) to the new manager of the finance department. He
always ... (to instruct) new employees personally. 6) Who usually ... (to help) you
to choose clothes, Jess? You always ... (to look) so smart! — Well, sometimes I ...
(to choose) clothes myself and sometimes I ... (to ask) my cousin Laura for a piece
of advice. To my mind, clothes ... (to make) the man. 7) Where ... David and Helen
... (to hurry) to? — They ... (to go) to the railway station right now to meet a
delegation from Spain. They ... (to hurry) because the train ... (to arrive) at nine
o’clock and there ... (not to be) much time left. 8) Mr and Mrs Harris ... (to quarrel)
again! — Oh, they ... (always to quarrel) with each other! 9) Where ... her parents
... (to work)? — Her father ... (to work) in a bank and her mother ... (to look) for
a job at the moment. 10) How often ... Matthew ... (to train) in the tennis court? —
He usually ... (to train) three times a week. But this week he ... (to prepare) for an
international competition so he ... (to work) very hard.

V1. Translate into English.

1) e Mapk? - Bin y ciopt3aii. - [1lo BiH Tam poouts? - Bin g0moMorae TpeHepy
HiTOTYBATH 3a JI0 3MaraHb. 2) Bail cuH 3aBKau NOBEPTAETHCS IOJIOMY TaK
ni3Ho? - Hi, BiH 3a3Bu4ail 3akiHuye poOOTY O CbOMIM T'OJIMHI, ajie B 111 JIH1 BiH
rOTYe€ 3BIT JUIsl HAYKOBOI KOH(epeHiii. 3) O KOTpiil roAuHI MU NPHUIKIKAEMO 10
JIeBoBa? - Iloi3n mpubyBae o choMili To/IuHI Beyopa. 4) Baiia mama ay»xe n100pe
rotye. S tak 6araro im croroani! 5) Hagiuio tu npacyem 1e miarta? - S
30uparocst HaJlITh HOro choroAHi Ha Beuipky. 6) LLlo BoHa mykae? - Bona mrykae
KJIFOY B1J] CBO€T MaminHK. BoHa 3aBxkau Aech 3ainuinae cBoi kitovi! 7) Bu 3aBxau
3YNUHSETECS B LIOMY T'OTEN1, KOJIHM NMPUKIXKAETE B Hale Micto? - He 3aBxau.
3apa3 s 3ynuHuBCA y npy3iB. 8) [e mpartoe Onbra? - Bona mpaiitoe B
TYPUCTUYHOMY areHTCTBI. AJie B IbOMY MiCSIIl BOHA BIJBIIY€ KypCH 3
MeHeKMEHTY. 9) /{151 koro BoHa 3aMoBIIsie KBUTKU? - J[J1 cBorO HavanpHUKA. BiH
aetutsb 1o bepnina B HacTynHuii noHeaI0K. Bid yacTo i3nuTh y BinpsakeHHs. 10)
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Yomy t¢1 mocmixaernics? - S cnocrepiraio 3a MaIeHBKUMU AIThbMU. BoHU 3aBX1u
POOJIATH MOCH KyMEIHE.

ITam'siTaiiTe, 110 JAesiKi Ai€ca0Ba (K MPAaBUJIO, SIKI NepeaalTh CTaH, a He /i)
HE BKMBAIOTHCS B TENEPIIHBOMY TPUBAJIOMY Yaci, HATOMICTH BOHU
BKMBAIOTHCH B TeNEPIIHbOMY HEO3HAYEHOMYHOM 4Aaci:

to agree, to be, to believe, to belong, to cost, to consist, to contain, to depend, to feel,
to forget, to have (= to possess), to hate, to hear, to hope, to include, to know, to like,
to love, to mean, to need, to prefer, to realize, to remember, to recognize, to see, to
seem, to smell, to sound, to suppose, to taste, to think, to understand, to want, to
wish, etc.

Hpuxaan:

He hates cold tea. This book doesn't cost much.

VI1I. Circle the correct sentence.

1. a) This car belongs to my father.
b) This car is belonging to my father.
2. a) The students listen to a lecture at the moment.
b) The students are listening to a lecture at the moment.
3. a) | know this woman. She is my neighbour.
b) ’'m knowing this woman. She is my neighbour.
4. a) Mother is baking a pie. She needs some apples for it.
b) Mather is baking a pie. She is needing some apples for it.
5. a) What do you do now?
b) What are you doing now?
6. a) Where does your cousin live?
b) Where is your cousin living?
7. a) Dick spends most of his time in the gym.
b) Dick is spending most of his time in the gym.
8. a) I’m thirsty. | want a glass of water.
b) I’'m thirsty. I’'m wanting a glass of water.
9. a) Do you enjoy our party?
b) Are you enjoying our party?
10.a) Now my sister prefers coffee to tea.
b) Now my sister is preferring coffee to tea.

VI11. Complete the sentences with the verb in brackets in the Present Simple or
the Present Continuous Tense as in the example.

Example: Why ... you ... so much sugar into the cup?
| ... sweet tea. (to hate, to put) — Why are you putting so much sugar
into the cup? | hate sweet tea.
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1) Anna ... her English at the moment. To know a foreign language well she ... a lot
of practice, (to practise, to need) 2) Fred ... so loudly because his granny ... well,
(not to hear, to speak) 3) Jane ... to be late for her classes so she ... to school now.
(to hurry, not to want) 4) Who ... Bred ... to? | ... this girl, (not to know, to wave)
5) I ... very attentively but I ... any familiar faces at this photo, (to look, not to see)
6) We ... some new dances for our school concert. | ... everybody will be impressed
by our performance, (to rehearse, to hope) 7) | often ... to buy something at the
supermarket, so my mother ... a shopping list for me now. (to write, to forget) 8)
Who ... you ... apples for? — For my younger sister. She ... only red apples, (to like,
to choose)

IX. Put the verbs in brackets into the Present Simple or the Present Continuous
Tense.

- ... (to be) everything ready for the party, Jessica?

- Almost everything. Dolly and Alice ... (to set) the tables right now.

- | ... (to believe) they ... (to remember) to put the flowers on the tables.

- Of course, they ....

- And what... Mike ... (to do)?

- He ... (to choose) the music. He ... (to want) everybody to feel relaxed at the
party.

- Good. ... Rosemary ... (still to cook)!

- Yes, she... (to cook) something very delicious and ... (to hope) to surprise all
the guests.

- Oh, her dishes ... (to smell) very tasty! By the way, ... you ... (to know)
Molly’s phone number? I... (to need) to remind her our address. | ... (to be)
afraid she ... (not to remember) it.

- It... (to be) OK. I have just spoken to her. She ... (to go) to our place right
now.

- Jessica, dear, tell Mike to muffle the music. It ... (to seem) to me it ... (to
play) too loudly. ... you ... (not to think) so?

- Oh, I... (to agree) with you. I ... (not to hear) what you ... (to tell) me.

- Listen! Somebody ... (to ring) the doorbell! The guests ... (to come)! Let’s
meet them!

X. Choose the correct form to complete the sentences.

What Is the Solar System?

The Solar System is made up of all the planets that orbit the Sun. In addition
to the planets, the Solar System also 1) ... of moons, comets, asteroids, minor planets,
dust and gas.

Everything in the Solar System 2)... around the Sun. The Sun 3) ... around
98% of all the material in the Solar System. The larger the object is, the more gravity
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it has. Because the Sun is so large, its powerful gravity 4) ... all the objects in the
Solar System towards it. At the same time, these objects, which 5) ... very rapidly,
try to fly away from the Sun into the emptiness of outer space and the Sun 6) ... to
pull them inward. So the objects 7) ... trapped half-way in between. Scientists 8) ...
about the number of planets in the Solar System. Some of them 9)... that there are
nine planets: Mercury, Venus, Earth, Mars, Jupiter, Saturn, Uranus, Neptune and
Pluto. Others 10)... that Pluto can’t be considered as a planet, it is just the largest
member of a distinct population called the Kuiper belt. There are a lot of other points
the scientists 11) ... about nowadays. Perhaps you’ll find the answers to these
questions?

1) @) consist;  b) consists; ¢) is consistina.
2) @) revolve: b) revolves: c) are revolvina.
3) @i contain:  b) contains: c) Is containina.
4) ) attracts; b) is attractina; c¢) are attractina.
5) @) moves: h)ismovina: ¢) are movina.
6) [a) trv: b) is trvina: c) are trvina.

7) @) become: b) becomes: c) are becomina.
8) ) still araue;b) still araues: ¢) are still

9) [althink: b)thinks: c) are thinkina.
10 @) believe: b) is believina: ¢) are believina.
11 @) debate:  b) is debatina: ¢) are debatina.

XI. Translate into English.

1) 5 He po3yMito, o MmO TH 3apa3 roeopul. 2) Moy notpibHa ingopmariis mpo
HacelneHHs: A¢puku, TOMy LIO0 3apa3 BIH Nuie npo ue crartioo. 3) Bin He
MOTOKYEThCS 3 HaMH. BiH BBaXkae, 1110 mpo0siema, siky MU 3apa3 00roBOprOEMO, HE
HanaTo BaxuBa. 4) Xomomuimae. I xouy Hamité Terui cBetp. 5) CKUIbKH
KOIITYIOTH 111 kBIiTH? 6) I1lo BoHa kaxke? S Hidoro He uyro. 7) Tu 3apa3 roryemics 10
icriuTiB? TBOE MaitOyTHE 3aJIeKUTD BiJ] pe3yJIbTaTiB icnuTiB. 8) S croaiBatocs, BiH
3HA€ HaIITy aJIpecy.

Jlesiki miecnioBa, SIKi 3a3BUYail HE BKUBAIOTHCS y TEMEPIIIHbOMY TPUBAJIOMY 4aci,

MOJKYTh B)KHBATHCS B HbOMY, SIKIIIO BOHU 3MIHIOIOTh CBO€ 3Ha4YeHHsl. [lopiBHsiITE:

TEINEPIIIHIA HEO3HAYEHUM | TEMEPILIHIA TPUBAJIAN YAC
YAC

He has a big bathroom.

He is having a bath.

(= ioMy HaJIEKUTh)

(= BIH IpuiiMae BaHHY)

1 think your idea is really good.

I'm thinking about your sugges

(= 51 Tak Tymaro)

tion. (= s1 0OMiIpKOBYIO)

The meat tastes nice.

She is tasting the meat.

(= M’sico cmMauHe )

(= BoHa KyIITYy€E Ha CMaK)

/ see she is very upset.

I'm seeing my lawyer today.

(= s po3ymiro)

(: q 3yCTpianOCB, BiI[BiIlyIO)

They come from Spain.

They are coming from Spain.

(= BoHu HapoaWIUCh B IcnaHii)

(= onm moBepTaroThes 3 Icmanii)
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The rose smells nice. She is smelling the meat.

(= y po3u npreMHUii 3amax) (= BOHA HIOXAE)

You look wonderful today. You are looking at the picture.

(= BH BHTIISIIA€ETE) (= Bu nuBUTECH)

1 love/enjoy spring. I'm loving/enjoying these

(= mro0J1r0 B3araii) spring holidays.
(= HacoyomKYyIOCH 3apa3)

The box weighs 8 kilos. The salesman is weighing the box.

(= BaXKUTBD) (= 36aocye)

Peter is very rude. Peter is being very rude these

(= B3araimi) days. (= Bin Beze cebe(He3BUUaiiHA
MIOBEJIIHKA))

This sweater feels soft and pleasant. | The woman is feeling the baby's

(= Mae TekcTypy) forehead. (= Topkaetncs)

XI1. Circle the correct item.

1) He thinks/is thinking the situation is beyond control. 2) | think/am thinking
about going to the cinema tonight. 3) The secretary has/is having lunch now. 4) My
aunt has/is having a cottage house near the river. 5) | see/am seeing what you
mean. 6) Albert sees/is seeing his dentist in the afternoon. 7) Do you enjoy /Are
you enjoying this performance? 8) Little Betty enjoys/ is enjoying watching
cartoons. 9) This butter tastes/is tasting bitter. 10) Why do you taste/are you
tasting the salad? — It seems to me there isn’t enough salt in it. 11) Jessica is/is
being very lazy these days. 12) Our boss is/is being a very polite person. 13) Terry
looks/is looking very funny in this hat. 14) Jake and Nora look/are looking
through the documents for the meeting.

XI11. Complete the sentences with the verbs in brackets in the Present Simple
or the Present Continuous Tense as in the example.

Example: Eddy ... a new coffee-making machine. He ...

coffee with his friends in the dining room now.

(to have) — Eddy has a new coffee-making machine. He is having

coffee with his friends in the dining room now.
1) Why ... you ... the milk? — Because it... sour, (to smell) 2) I... nobody near the
theatre. Bob can’t meet you, he ... his chief at the moment, (to see) 3) We ... every
episode of this film, it’s so funny! Sally ... watching comedies, (to love) 4) The
customs officer ... his suitcase now. The suitcase ... six kilos, (to weigh) 5) Why ...
she ... these shoes? — She is afraid they’re wet. This scarf ... silky, (to feel) 6) Chris
... adriving lesson now. We ... lessons five days a week, (to have) 7) What ... he ...?
— The chicken ... delicious! (to taste) 8) It ... as if it’s going to snow! What ... Pam
... at now? (to look) 9) Pierre is French, he ... from Marcel. Monica has been on a
business trip. She ... from Warsaw now. (to come) 10) Little Ben ... too naughty
today! Little children ... usually naughty, (to be) 11) My parents ... about spending
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winter holidays in the mountains. Personally I ... it’s a wonderful idea. (to think)
12) ... you ... your stay at this hotel? — Oh, yes. | ... staying at comfortable hotels,
(to enjoy)

XIV. Put the verb in brackets into the Present Simple or the Present Continuous
Tense.

Dear Kate,

| ... (to write) from Spain to tell you about my holiday. We ... (to stay) in a five-
star hotel in the centre of Madrid. Madrid ... (to look) fantastic at this time of the
year and | ... (to enjoy) every minute of our trip! At the moment my mother ... (to
do) the shopping for souvenirs and my father ... (to have) coffee on the balcony.
You ... (to know) he ... (to hate) shopping.

The weather ... (to be) rather cool these days and perfect for doing the sightseeing.
We ... (to spend) most of the days walking around the city and taking photos. We
... (to think) about going to Barcelona tomorrow. | ... (to hope) to see famous
Catedral de Barcelona and my parents ... (to want) to visit Gran Teatre del Liceu.
Food here ... (to be) very tasty. The Spanish ... (to eat) lots of vegetables and fruit
and they ... (to cook) delicious omelets and paella. I ... (to be) afraid I’ve put on
weight because I ... (to eat) so much here!

We ... (to leave) Spain next Friday. I... (to love) here so much that I ... (not to
want) to return home!

See you soon,

Mary

XV. Find mistakes and correct them.

1) Everybody has a great time at the party today. 2) She is wanting to buy some
clothes for her little son. 3) The tea is smelling nice. 4) The salesman weighs a cake
now. 5) What is this word meaning? 6) | see my estate agent tonight. 7) Mrs Rogers
is looking terrific in her evening dress. 8) What does Molly do now? 9) Mark is very
generous these days. 10) What is Sam doing? — He is a manager. 11) Where is
Henry living? — Not far from our school. 12) The train is leaving at 5 o’clock. 13)
His parents are owning a large shop. 14) Your sister always interrupts me! 15) It gets
warmer outdoors.

XVI. Translate into English.

1) Tu mizHaem uporo xjonuuka? - Hi, s fioro He 3Haro. 2) [1{o TBos cecTpa 3apas
pobutb? - BoHa 3ycTpidaeTbcsl 31 CBO€IO MOAPYror. BoHM pa3om BeuepsitoTh
crorojiHi. 3) O KoTpiif roauHi 3aBTpa npudyBae noiza? - Bin npubyBae o necsaTii
roJiMH1 paHky. 4) 5l mymato, Baill Ipyr po3NoBijae 1mMOCk IikaBe. Bci cMitoThes. 5)
Bu xymryere miny? - Tak. [lima myxe cmauyna. 6) Bu Burnisnmaere mgyxe
ctypoboBanum. I[Ipo mo Bu gymaere? - S OOMIPKOBYIO MPOMO3UINIO MOTO
HavyanbHUKA. 7) [1{0 BiH 3Baxye? - BiH Xoue mi3HATHUCS, CKITLKH BaKUTH 11eH KaBYH.
8) Maiik moch ayxe nbainuBuii B octanHi Axi! 9) o Bu mymaere mpo Hamry
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Beuipky? - Ham BoHa myxe monobaetscsi! 10) Hepxke T He Oaumi, mo s gyxke
3ailHATUN B OCTaHH1 qH1?

XVII. Circle the correct item.

1) The secretary usually comes/is coming to the office at 9 a.m. 2) Dave works/is
working for an advertising company. 3) Jim and Nelly fly/are flying to Prague in
two days. 4) Roger always leaves/is always leaving dirty plates on the table! 5)
The seminar starts/is starting at ten o’clock. 6) The number of taxes increases/is
increasing nowadays. 7) The article contains/ is containing a lot of useful
information. 8) Isabel works/is working at a department store at present. 9) Trees
produce/are producing oxygen. 10) Stuart seems/is seeming to be a reliable
person. 11) This café belongs/is belonging to Tina’s parents. 12) She knows/is
knowing where the children are. 13) Mr Boyle takes part/is taking part at the
congress these days. 14) Sarah has/is having an interview right now. 15) | think/am
thinking this is a perfect job for you. 16) Miss Lane has/is having a small flat in
the suburbs. 17) You look/are looking very pale. 18) Gordon thinks/is thinking of
spending a week in Thailand. 19) Our chief is/is being very annoyed today. 20)
These flowers smell/are smelling sweet.

XVIIIL. Put the verbs in brackets into the Present Simple or the Present
Continuous Tense.

1) Where ... you ... (to drive) now? — | ... (to drive) to Donetsk. My friend ... (to
live) there. He ... (to get) married tomorrow and ... (to want) to congratulate him
and his bride. 2)... you ... (to know) that man over there? — ... he (to be) the man

who ... (to talk) to a group of people? — Yes. He ... (to be) a famous director and
he ... (to make) a new film in our town these days. By the way, he ... (to look) for
people to act in this film. He mostly ... (to need) young people. — As for me, | ...
(to prefer) to watch films in the cinema. It ... (to seem) to me acting in a film ...
(not to be) much fun, but hard work. 3) What... Simon ... (to do) for a living? —
He ... (to run) an advertising agency. He ... (to enjoy) his work and the agency ...
(to bring) him a lot of money. By the way, his agency ... (to expand) rapidly and
Simon ... (to think) of engaging new employees. 4) Why ... you ... (to weigh)
yourself? — 1 ... (to want) to know how much I ... (to weigh). You ... (to see), I ...
(to eat) too little these days. — No wonder you ... (to eat) so little these days. It ...
(to be) too hot and nobody ... (to want) to eat in such weather.

XIX. Find mistakes and correct them.

1) This professor gives a lecture tomorrow. 2) What time is the bus arriving in
Manchester? 3) This salad is tasting delicious. 3) His cousin is having a cottage in
the mountains. 5) Linda thinks of going to Germany to study. 6) This idea is
sounding good. 7) Why do you smell the sausages? 8) Alice is being a very shy
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girl. 9) Their route is depending on the weather. 10) Ann has dinner with her
business partner tonight. 11) I’'m feeling relaxed and full of energy after the
weekend. 12) Why do you feel your pockets? 13) The apple trees are blooming in
spring. 14) She is always spend too much money! 15) The Moors visit us tonight.

XX. Translate into English.

1) Komy Bu pooute kaBy? - S po0iio kaBy coOi. S 100110 TUTH KaBy BpaHIIi. 2)
Bin 3apa3 npuitmae aym? - Tak, BiH 3aBXKau npuiiMae aymi micis po6otu. 3) Lo
3apa3 pobuts Bamia cectpa? - Bona makye Baiizy. 3aBTpa BpaHIli BOHA inie B
Jlonaon. 4) KoMy HanexuTh 111 MamuHa? - BoHa Halle)KUTh MOEMY Cyci10Bl. Bin
3aBXIU 3aJUIIac ii O Hamoro odicy. 5) BoHa Burisgae gyxe cTypOOBaHOIO. -
Tak, BoHa 4yekae A3BiHKA BiJl CBOrO Jikaps. 6) Tu 3aBxau nepeduBaein meHe! 7)
MeHi 31aeTbes, 110 Hail 6i3Hec momnmyeThes. 8) YoMy tu kymtyem coyc? Bin
HecMayHuii? - Hi, BiH cmaunwuil. 9) S O6ady, 1110 TH KyAHCh NOCHIIAenl. - Tak, y
MEHE YpOK BOJIHHSA Yepe3 I’ ATHaAUSITh XBWIKH. 10) CKiIbKU BaXKUTH 111 KOpoOKa?
- 5l ne 3naro. A sikpa3 3Baxyto ii. 11) Bin qyke 6arato mpairtoe B i AHI1. - S Tak He
nymato. BiH 3aBxu 3HaXOUTh yac Jjis BiinoynHky. 12) Homy bob He m'e cik? -
Bin HeHaBuauTh TOMaTHUM CiK. 13) Bu Xouere MeHi moch ckazatu? - Tak, MeHi
nyKe nmojodaeThes 115 Beuipka. 14) [o tv maem Ha yBa3zi? S He po3yMito Tebe.
15) AnHa mock ay’ke HeyBa)KHA B OCTaHHI JIHI.

LESSON 2

TEXT A KINDS OF MANAGERS

Managers can be classified in two ways: according to their level within the
organization, and according to their area of management.

LEVELS OF MANAGEMENT

mTop Managers A top manager is an upper-level executive who guides and
controls the overall fortunes of the organization. Top managers constitute a small
group. In terms of planning, they are generally responsible for developing the
organization's mission. They also determine the firm's strategy. It takes years of hard
work, long hours, and perseverance, as well as talent and no small share of good
luck, to reach the ranks of top management in large companies. Common job titles
associated with top managers are president, vice president, chief executive officer
(CEOQ), and chief operating officer (COO).
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m Middle Managers Middle management probably comprises the largest
group of managers in most organizations. A middle manager is a manager who
implements the strategy developed by top managers. Middle managers develop
tactical plans and operational plans, and they coordinate and supervise the activities
of first-line managers. Titles at the middle-management level include division
manager, department head, plant manager, and operations manager.

m First-Line Managers A first-line manager is a manager who coordinates
and supervises the activities of operating employees. First-line managers spend most
of their time working with and motivating their employees, answering questions,
and solving day-to-day problems. Most first-line managers are former operating
employees who, owing to their hard work and potential, were promoted into
management. Many of today's middle and top managers began their careers on this
first management level. Common titles for first-line managers include office
manager, supervisor, and foreman.

Exercise 1. Answer the following questions:

1. Define the term manager without using the word management in your definition.
2. The coordinated effort of all three levels of managers is required to implement the
goals of any company, isn’t it? What are they?

3. Who is the top manager?

4.What is the difference between a middle manager and a first —line manager?

5. As you learned in this chapter, managers often work long hours at a hectic pace.
Would this type of career appeal to you? Explain your answer.

TEXT B AREAS OF MANAGEMENT

Organizational structure can also be divided into areas of management
specialization. The most common areas are finance, operations, marketing, human
resources, and administration. Depending on its mission, goals, and objectives, an
organization may include other areas as well—research and development, for
example.

m Financial Managers A financial manager is primarily responsible for
the organization's financial resources. Accounting and investment are specialized
areas within financial management. Because financing affects the operation of the
entire firm, many of the CEOs and presidents of this country's largest companies are
people who got their "basic training" as financial managers.

m Operations Managers An operations manager manages the systems that
convert resources into goods and services. Traditionally, operations management has
been equated with manufacturing—the production of goods. However, in recent
years many of the techniques and procedures of operations management have been
applied to the production of services and to a variety of nonbusiness activities. Like
financial management, operations management has produced a large percentage of
today's company CEOs and presidents.

m Marketing Managers A marketing manager is responsible for
facilitating the exchange of products between the organization and its customers or
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clients. Specific areas within marketing are marketing research, advertising,
promotion, sales, and distribution. A sizable number of today's company presidents
have risen from the ranks of marketing management.

m Human Resources Managers A human resources manager is charged
with managing the organization's human resources programs. He or she engages in
human resources planning; designs systems for hiring, training, and evaluating the
performance of employees; and ensures that the organization follows government
regulations concerning employment practices. Some human resources man-agers are
making effective use of technology. The human resources manager at Scott-Leven,
in Newtown, Pennsylvania, for example, has incorporated information technology
into her hiring system to save her company money. Every person who applies for a
marketing or administrative job is given Prove It!, a computer test in which
applicants can demonstrate their abilities rather than just talk about them. This
testing has saved the company $550 per person in training, and at least $5,000
annually in costs relating to hiring the wrong applicants.

m Administrative Managers An administrative manager (also called a
general manager) is not associated with any specific functional area but provides
overall administrative guidance and leadership. A hospital administrator is a good
example of an administrative manager. He or she does not specialize in operations,
finance, marketing, or human resources management but instead coordinates the
activities of specialized managers in all these areas. In many respects, most top
managers are really administrative managers. Whatever their level in the
organization and whatever area they specialize in, successful managers generally
exhibit certain key skills and are able to play certain managerial roles. But, as we
shall see, some skills are likely to be more critical at one level of management than
at another.

Exercise 1. Answer the following questions:

1. What manager is primarily responsible for the organization's financial
resources?

2. Does an operations manager or marketing manager manage the systems that
convert resources into goods and services?

3. What is a human resources manager is charged with?

4. What manager is not associated with any specific functional area but
provides overall administrative guidance and leadership?

Exercise 2. Read, translate the text and put 10 questions to it. Ask your
classmates to answer them:

WOMEN AT THE TOP

What do National Semiconductor, Maxwell House Coffee, Deloitte &
Touche, and Hearst Magazines have in common? All these organizations are headed
by women. Moreover, according to a recent study by Catalyst, a national nonprofit
organization assisting women in business, more than 80 percent of Fortune 500
companies have at least one woman on their boards of directors, up from 69 percent
two years earlier. Despite all this, there is evidence that women are not commonly
found at the executive level. No Fortune 500 company has a female CEO; women
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executives are extremely underrepresented in some industries, such as
manufacturing, engineering, and financial services; and responses to the Catalyst
survey show that six in ten women believe women suffer discrimination in obtaining
executive business positions.

Although the climb up the corporate ladder seems to be going slowly for
women, corporate America would benefit from having more women in senior
management positions. Not only do women represent a large -untapped pool of
talent, they also bring an alternative perspective to management teams. In addition,
women account for about 80 percent of U.S. consumer spending, making their input
at the executive level invaluable.

Industry experts have pinpointed several stumbling blocks to women's
progress up the corporate ladder. Among these barriers are the stereo-types and
preconceived notions of women that some men in managerial positions still bring to
the recruiting process. In addition, because women are often excluded from the
informal network outside the office—for example, by not being given season tickets
to sporting events and by not being invited to play golf—they miss out on the
opportunity to build relationships. Other impediments include difficulties in
balancing career and family (women are still the primary caregivers in our society),
lack of general management experience, reluctance to travel or to relocate, and
inhospitable corporate cultures that drive women away before they are ready for
executive positions.

Although a growing number of women choose to step off the traditional career
ladder by starting their own businesses, many are finding ways to keep climbing to
the top. Catalyst's inter-views with women in executive positions suggest three
essential factors for their advancement. Women must consistently exceed
performance expectations, develop a style with which male management is
comfortable, and seek out difficult, high-visibility assignments. Valerie Salembeir,
publisher of Esquire, advises women to look for companies that have the reputation
of being good places for them to work. Linda Srere, executive vice president of the
advertising agency Young & Rubicam, stresses the need to take risks.

Whatever methods they are using one thing is clear: women are going after
equality themselves instead of waiting for organizations to deliver it. They know that
of all the reasons given for why women should run companies, the single best reason
Is simply that they can.

GRAMMAR EXERCISES

MHWHYJU HEOBHAYEHW Y TENEPIITHIA JOKOHAHUM
YAC?

Past Simple Tense or Present Perfect Tense?
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Past Simple BxKUBa€eThCSI B HACTYITHUX
BHITaJIKaX

1. Sxmo nmis  po3movanach 1
3aKIHYWJIach B TICBHUM MOMEHT B
munyiaomy: He left the office an hour
ago.

2. [1ns1 onucy cTany

B Munysomy:. She lived in this house
when she was seven years old.

3. Sxmo mii BigOyBaIucs B MUHYJIOMY
oJHa 3a iHmow: He put on his jacket,
took an umbrella and left.

Present Perfect BxxuBaeTbCsi B HACTYITHUX
BUTIAIKAX

1.Axmo ais BigOyacs B MUHYJIOMY, ajie
HEMae TOYHO BKa3aHoro yacy: He has just
left the office.

2.SIk11o mis 3aKiHYWIIaCh HEJIABHO 13apas
€ 11 macmiaku: She has just washed the
dishes.

3. SIkmo ais po3novaiach B MUHYJIOMY 1
HpOJIOBXKY€EThCs 3apa3: He has worked in
our office for five years. (And he still
works here.)

I. Translate into English.
1) Tu Bxxe mpouuTas 1110 cTaTTIO? - Llle Hi. S TUIbKU-HO BepHYBCS 3 KOH(DEpeHIIii. 2)

Micrep ['pin Bxke noBepHyBcs 3 BIApsKeHHs? - Hi, ane BIH TIJIbKU-HO A3BOHUB. 3)
Sk naBHO TBIi APYT XKUBE B Hamomy MicTi? - Bid xuBe TyT yoTupu poku. 4) XTo
3anpocuB Bac cioau? - Bika.- SIk naBHO BU 3Haere Biky? - Mu ToBapuiryemo 3
nutuHCTBa. 5) Kynu tu nokiana moro napaconbky? - [logusucs B madi. S Tiapku-
HO Oaywa ii TaM. 6) Bu Bxke mo-ue0y b 3amoBmiin? - Tak, MU TUTBKH-HO 3aMOBHJIN
M'sICO 3 OBOYAaMHM 1 MOPO3MBO Ha jecepT. 7) Bama nouka Bxke Oyja B HOBOMY
kiHoteatpi? - Tak, BoHa Oyna TaM Bchoro ofuH pa3. 8) Hasimo Tom BkirounB
komn'torep? - BiH TINBKHM-HO 3rajaB, IO CHOTOJHI IIIE HE IEPEBIPUB CBOIO
enexktponny mnomry. 9) Komy JliHga po3noBuia Mpo CBOE PIIICHHS MpOAaTH
OynuHoK? - BoHa TibKM onpocusia mopaau y mictepa Binicona. Bi 11 anBokar Bxke
oinbire necatu pokis. 10) [lo v 3podus? - A nodgapOyBas nBepi OyauHKy.- Hagimo
TH 1X modapOyBaB?

I1. Match the sentences to the explanations of the usage of the Past Simple or
the Present Perfect Tense.

1. The Jacksons have bought new
furniture.

a) mis po3moyanach i 3aKiHUMIach B
NICBHUH MOMEHT B MUHYJIOMY .

b) nis BimOynmacsi B MHUHyJIOMY, ajie
HEMa€ TOYHO BKA3aHOTO Yacy.

C) OITUC CTaHy
B MUHYJIOMY.

d) mist 3akiHUMIaCh HENABHO i 3apa3 €
11 HACJIIIKH.

€) aii BiI0OyBaJIUCsl B MHHYJIOMY OJ{HA
3a 1HILOIO.
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2. Ted paid for the ticket, put his
wallet into his pocket and went to
the platform.

3. Ella has been my college friend for
eight years.

4. | met Tina two days ago.



5.Your car is ready. We have just f) nis posmouanace B MHHYyIOMY i
repaired it. IIPOJOBKYETHCS 3apas3.
6. Sue was very tired yesterday.

I11. Circle the correct item.

1) We already had/have already had breakfast. 2) We had/ have had dinner half an
hour ago. 3) She didn’t hear/hasn’t heard from her aunt lately. 4) What did he
say/has he said a minute ago? 5) | just bought/have just bought some ice cream for
the children. 6) When did she return/has she returned from the airport? 7) How
many pages did Clara type/has Clara typed since morning? 8) Max washed/has
washed his hands and went/ has gone to the kitchen. 9) Did you see/have you seen
your coach yesterday? 10) | knew/have known Jack for ages.

IV. Complete the sentences with the verbs in brackets. Use the Past Simple or
the Present Perfect Tense.
Example: They ... a new flat three months ago. They ... there yet.
(not to move, to buy) — They bought a new flat three months ago. They
haven't moved there yet.

1) Isabel ... me to her birthday party. I ... her invitation yesterday, (to receive, to
invite) 2) I ... Den since we ... school. (not to meet, to leave) 3) Sally ... her project
two days ago. She ... about it already. (to tell, to finish) 4) We ... this exhibition
already. We ... there two days ago. (to visit, to be) 5) Mike ... a pizza twenty minutes
ago. But the waiter ... it yet. (to order, not to bring) 6) Rosie ... for Warsaw. | ... to
her on the phone ten minutes ago. (to speak, to leave) 7) Julia ... to the concert last
Saturday. She ... busy recently, (to be, not to go) 8) I just... a message from Nigel.
He ... in Athens yesterday morning, (to arrive, to receive) 9) We ... the tests
yesterday, but the teacher ... them yet. (to write, not to mark) 10) Paul ... in hospital
for three days. He ... his leg badly last Tuesday, (to injure, to be)

V.Put the verbs in brackets into the Past Simple or the Present Perfect Tense.

1) ... you ... (already to try) your new T-shirt on, Liz? — Yes, I... (to try) it on some
minutes ago. | ... (never to have) such a nice T-shirt. 2) The police ... (just to arrest)
Tony.— Really? What... he ... (to do)? — They say he ... (to steal) somebody’s credit
card three days ago. 3) Imagine how much we ... (to do) since Frank ... (to offer) us
his help. 4) I don’t think Alice ... (to change) a lot since we ... (to graduate) from
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university. 5) Sue ... (to come) up to the front door and ... (to push) the doorbell, but
nobody ... (to answer). 6) Why ... Kate ... (to take) all the food away? — I’m not
hungry. I... (to have ) a snhack just an hour ago. 7) Where ... you ... (to be) since
morning, Bob? Henry ... (to phone) you several times today.— When ... he ... (to
phone) me last time? — Half an hour ago. 8) Why ... Dolly ... (to choose) this hotel?
— Her friend ... (to stay) in this hotel last year and she strongly ... (to recommend)
Dolly to spend her holidays here. 9) ... you ... (to travel) by ferry before, Tim? —
Yes, | ... Butl ... (to travel) when | ... (to be) a little boy and I don’t remember that
voyage very well. 10) Why ... you ... (not to unpack) your suitcase yet, Ron? — I...
(to come) only half an hour ago and ... (to decide) to take a shower first.

V1. Choose the correct form to complete the sentences.
From the History of Clocks

Time 1) ... one of the most important measurements of modern life. It is impossible
to imagine our working day without a clock or a watch. The history of clocks is very
long and there 2) ... many different types of clock over the centuries. The word
«clock» 3) ... from the Latin «clocca». People 4) ... to use this word in the 14"
century. The first clocks in the history of mankind 5) ... sundials or sun clocks.
Sundials 6) ... about 5.500 years ago and about 3.400 years ago water clocks were
invented. Since somebody 7) ... dividing day and night into hours and minutes, the
inventors 8)... numerous types of clocks like pendulum clocks, cuckoo clocks,
mechanical clocks and watches and quartz crystal clocks and watches. Jost Burgi
9)... the first clock with a minute hand in 1577. Perhaps the most significant step
forward in the history of time measurement 10) ... the introduction of the mechanical
clock with wheels. It 11) ... in the 12" century and people 12) ... to set the clocks on
the towers of churches. Quartz crystal clocks 13) ... in 1920.

1) a) became: b) has become.

2) a) were; b) have been.
3) a) came; b) has come.
4) a)started; b) have started.
5) a) were; b) have been.

6) a) appeared; b) have appeared.
7) a) suggested; b) has suggested.

8) a) created:; b) have created.
9) a)invented; b) has invented.
10)a) was; b) has been.
11)a) happened; b) has happened.
12)a)began; b) have begun.

13)a) appeared; b) have appeared.

VII. Find mistakes and correct them.
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1) We weren’t on holiday for a long time. 2) The last time | have seen Jessica was
last Thursday. 3) Why has Sheila been so worried yesterday? 4) Sally has put on her
coat, took the gloves and left the flat. 5) When has the presentation finished? 6) We
didn’t go to the skating rink for three months. 7) Did Peter walk the dog yet? 8) Did
you ever eat Chinese food? 9) Why hasn’t you finished your report? 10) Has the
kettle yet boiled?

VIII. Translate into English.

1) Bu OyBaiu B 1IbOMYy MicTeuKy panimie? - Tak, Mu OyJId TYyT Y MUHYJOMY POIIi.
Tonai Tyt Oyno 6arato TypucTiB. 2) Tu Bxke NUBHUBCS HOBUHU MO TeieOaueHHIO? -
[le ui. Hloch cramoch? - MuHyn01 HOYI crajaxHyJja MOXKeXa Ha 3aII3HUYHOMY
BOK3ail. AHHa Oyna Tam came B 1iel vac. 3) Sk nasHo [en Tyr? - Bin npuiimos
0sM3bKO ToAMHHU TOMY. 4) YoMy TH 13BOHUB MeH1 BUopa? - S He A3BOHUB TOOL.
Moxe, ie 6yB Mapk? - Hi. S Tinbku-HO 3anutaB ioro. 5) YoMy Tu noBepHyBcs? -
S 3amMIIUB CBiilf TaMaHelp Ha CTOM.- Moro Tam Hemae.- J{nBHO. $1 OKIaB foro Ha
CTLI KUIbKa XBWJIMH ToMYy. 6) [1oi31 y>xe nmpuOyB? - Tak.- Konu Bin mpudys? - [1'sTh
XBUJIMH ToMy. llle He BCc1 macakupy BUMIUIM 3 BaroHa. 7) SAkuil GpiabM BU JUBUIIUCS
Buopa? - Mu quBuiucs ¢iaeM «Pob6in I'yay .- S me He 6aunB et ¢piunbMm. 8) Bin
parnToM Bce 3pO3yMIB 1 BUPIIIKUB BPaHIl MOTOBOPUTH 3 ToMoM. 9) XT0 HaBuMB
Maiika karaTucs Ha nmkax? - BiH caM HaBUMBCS KaTaTHCS Ha JKaX, KOJIH 13UB B
ropu MuHysoi 3uMu. 10) Tu Bxxe 6auuB Hamry HOBY Mamuny? - Ille wi. Konu Bm ii
Kynuian? - Miif 6aTbKO KyNUB 11 MHHYJIOTO THIKHSL.

IX. Choose the irregular verbs and write their Past Participle.

To begin, to look, to realize, to choose, to dig, to stare, to cost, to find, to walk, to
describe, to fly, to understand, to see, to run, to provide, to pay, to sell, to wear, to
skate, to sew, to spend, to meet, to return, to keep, to leave, to bathe, to feed, to ride,
to blow, to commit.

X. Make the sentences negative and interrogative.

1) Rick has travelled by plane before. 2) We have been to this theme park. 3) Fred
has taken your dictionary. 4) Sarah has failed her final exams. 5) They have fallen
asleep. 6) Little Ben has collected some shells on the beach. 7) The children have
fed the dog. 8) You have torn his letter. 9) It has stopped snowing. 10) Angela has
completed her education.

XI. Write questions to the underlined words.

1) Alex has sent you five messages since yesterday. 2) We have agreed about the
time of the meeting. 3) They have decided to celebrate the end of school. 4)
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Samantha has recognized the man in the photo. 5) You have put the packet of rice
on the shelf.

XI1. Make up sentences using the Present Perfect Tense.

1) Lucy/to lose/her/purse/just. 2) The maid/not to clean/our room/for two days. 3)
Jilllto finish/her lunch/yet? 4) You/to see/any films/lately? 5) Who/to take/my
calculator? 6) Where/ Tony/to park/his car? 7) How many tests/the teacher/to mark/
since/morning? 8) Who/Angela/to send/this parcel/for? 9) We/to watch/this
performance/already. 10) Why/Henry/ not to pay/the electricity bill?

XI11. Circle the correct item.

1. Where is Wendy? — She ... to the swimming pool.

a) went; b) has been; c) has gone.
2. Alex has studied in our school ... six years already.
a) for; b) since; c) last.

3. Have you written the report...?
a) yesterday; b) just; c) yet.
4. 1don’t know about this town. I have ... been there.

a) ever; b) never; C) yet.
5. You can put this shirt on. Mother has ... ironed it.
a) just; b) recently; c) before.

6. We haven’t received any messages from Mike ... last month.
a) for;b) since;  c) from.
7. My brother ... to Thailand twice already.

a) was; b) has gone; c¢) has been.
8. Have you ... played cricket?
a) ever; b) never; c) today.

9. Who ... you this disc?
a) have given; b) has given; c) is given.
10.Jack has never ridden a horse ...
a) just; b) already; c) before.

XIV. Put the verbs in brackets into the Past Simple or the Present Perfect
Tense.

1) It’s very cold here. ... you ... (to turn on) the heater? — Yes, I.... | ... (to turn) it
on ten minutes ago. 2) Is your boss in the office? — No, he ... (to go) to Berlin on
business.— When ... he ... (to leave)? — He ... (to leave) two days ago. 3) ... Frank
... (yet to book) the tour to Europe? — Yes, he ... . He ... (tophone) me from the travel
agency half an hour ago. 4) How long ... you ... (to know) Emma? — We ... (to be)
friends since we ... (to be) seven years old. 5) Who ... you ... (to get) a letter from?
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— It isn’t a letter, it’s an invitation to a wedding party. I ... (to get) it from Molly
and Den an hour ago. 6) Tina looks great! ... she ... (to lose) weight? — Yes, she ....
She ... (to be) on a diet for a month already. She ... (not to look) so attractive a month
ago. 7) Why ... Nora ... (to run) out of the room? ... you ... (to tell) her anything
offensive, Edwin? — No, I ... . Somebody ... (to phone) her a minute ago and perhaps
... (to tell) some bad news. A worried expression ... (to cross) her face and she ... (to
run) away without a word. 8) Who ... (to design) this dress? You look terrific in it,
Pam! — Well, I ... (to buy) it in a famous designer fashion house a week ago. 9) ...
Jack ever ... (to ask) you about your parents? — Yes, he ... . He knows that my
parents ... (to die) in a car accident when 1 ... (to be) four years old. 10) ... you ... (to
recognize) Martin yesterday? — No, | ... . He ... (to change) a lot since we ... (to
leave) school. He ... (to put) on weight and ... (to grow) a beard.

XV. Find mistakes and correct them.

1) The taxi has arrived just. 2) Have Nick passed his exams yet? 3) Sandra has ever
been to the mountains in win ter. 4) We haven’t left the hotel room for yesterday
morning. 5) Who has Mary and Sue met in the park? 6) When has Nigel sold his
motorbike? 7) I haven’t seen Bob since he has moved to another country. 8) They
have gone in Paris for five days now. 9) Who have translated this expression? 10)
Have you cooked dinner just?

XVI. Translate into English.

1) 51 He KaTaBCs HA KOB3aHAX 3 THX TP, K B TUTHHCTBI 371aMaB HOTY.

2) Bu Bxxe nepeixanu B HOBY kBapTupy? - Hi. Munynoro TwkHs Mu nodapOyBaiu
JIBEp1 1 TOCTaBWIJIM HOBI BikHA. AJjie MU 11ie He BuOpanu mebui. 3) Buopa mu xoannu
B HOBHII KiHOTEaTp. - Bam cnogob6anocs? - Tak. A Bu Bxke Oynu Tam? - Tak, mu Oynu
taM Munynoi n'stautl. 4) Kyau [iana noknana moi nucku? Tu He 6auuB ix, Maiik?
- Jliana B4opa B3s1a iX gogomy. Bona o0iisia moBepHyTH iX T0O1 ChOTOHI. - AJie
BOHA Ile He mpuiinuia. 5) Sk naBHO BUW 3Haiiomi? - Bckoro worupu micsii. Mu
oJlpy>kuinucs B KBiTHI. 6) Tom Bgoma? - Hi, BiH TUIbKH-HO MIIIOB B cropt3ail. Bin
1€ HE TPEHYBAaBCs Ha [bOMY TIKHI. 7) CKIIbKM KHUT TH B3sB B O10miotewni? - Tpu.
- A CKITbKU TH BXe npouuTaB? - Beboro oany. S 3akiH4yuB ii yuTaTH JAB1 TOJAUHU
toMy. 8) Tu uyna HoBuHH, Jlena? - Slki HoBuHU? - boO BUTpaB B JIOTEpEIO M'AThH
TucsaY nonapis. - Konu Bid Burpan? - Tpu nni Tomy. 9) Hapemri Bu npuixanu! - Tak,
MU He Oynu y Bac 3 munynoro Piznasa. - Tak, Mu Toz1 9y0B0 npoBenu yac. 10) Bu
KoJu-HeOyab rpasiu B rosbd? - Hikonu. A Bu? - S npoOyBaB rpat MUHYIIUM JTITOM,
aJyie y MEHE TIOTaHO BUXOIUJIO.
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LESSON 3

TEXT C WHAT MAKES EFFECTIVE MANAGERS?

In general, effective managers are those who (1) possess certain important
skills and (2) are able to use these skills in a number of managerial roles. Probably
no manager is called on to use any particular skill constantly or to play a particular
role all the time. However, these skills and abilities must be available when they are
needed.

KEY MANAGEMENT SKILLS

The skills that typify effective managers tend to fall into three general
categories: technical, conceptual, and interpersonal.

m Technical Skills A technical skill is a specific skill needed to accomplish
a specialized activity. For example, the skills engineers and machinists need to do
their jobs are technical skills. First-line managers (and, to a lesser extent, middle
managers) need the technical skills relevant to the activities they manage. Although
these managers may not have to perform the technical tasks themselves, they must
be able to train subordinates, answer questions, and otherwise provide guidance and
direction. A first-line manager in the accounting department for the Hyatt
Corporation, for example, must be able to perform computerized accounting
transactions and be able to help employees complete the same accounting task. In
general, top man-agers do not rely on technical skills as heavily as do managers at
other levels. Still, understanding the technical side of a business is an aid to effective
management at every level.

m Conceptual Skills Conceptual skill is the ability to think in abstract terms.
Conceptual skill allows the manager to see the "big picture™ and to understand how
the various parts of an organization or an idea can fit together. In 1993, instead of
pursuing the graduate degree her parents expected, Elana Amersterdam put her
conceptual skills to work in a rather unexpected field: garbage. After New York City
privatized its garbage industry, haulers began regularly charging businesses more
than the maximum set by law for garbage removal. In talking with business owners,
Amsterdam came to realize they were being overcharged because they didn't have
the time, knowledge, or inclination to argue. Recognizing an opportunity to solve
the problem, Amsterdam launched Ecosav, a garbage-consulting firm that measures
an organization's garbage and negotiates with haulers for the most reasonable rate.
Today Ecosav has over 100 clients. Amsterdam was able to identify existing factors
(the need to have garbage hauled and the practice of overcharging), to conceive how
these factors added up to a new business opportunity, and to carry her idea through
to completion.
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Conceptual skills are useful in a wide range of situations, including the
optimization of goals described earlier. They appear, however, to be more crucial
for top managers than for middle or first-line managers.

m Interpersonal Skills An interpersonal skill is the ability to deal
effectively with other people, both inside and outside the organization. Examples of
inter-personal skills are the ability to relate to people, understand their needs and
motives, and show genuine compassion. One reason why Mary Kay Ash, founder of
Mary Kay Cosmetics, has been so successful is her ability to motivate her employees
and to inspire their loyalty and devotion to her vision for the firm. And although it
is obvious that a CEO like Mary Kay Ash must be able to work with employees
throughout the organization, what is not so obvious is that middle and first-line
managers must also possess inter-personal skills. For example, a first-line manager
on an assembly line at Procter and Gamble must rely on employees to manufacture
Tide laundry detergent. The better the manager's interpersonal skills, the more likely
the manager will be able to lead and motivate those employees. When all other things
are equal, the manager able to exhibit these skills will be more successful than the
arrogant and brash manager who doesn't care about others.

Exercise 1. Answer the following questions:

1. Who is an effective manager?

2. How many general categories do the skills that typify effective managers
tend to fall into?

3. What is a technical skill?

4. What skill is the ability to think in abstract terms?

5. What are the interpersonal skills? Give the examples.

6. The better the manager's interpersonal skills, the more likely the manager
will be able to lead and motivate those employees, won’t he?

TEXT B MANAGERIAL ROLES

Research suggests that managers must, from time to time, act in ten different
roles if they are to be successful. (By role we mean a part that someone plays.) These
ten roles can be grouped into three broad categories: decisional, interpersonal, and
informational.

m Decisional Roles As you might suspect, a decisional role is one that
involves various aspects of management decision making. The decisional role can
be subdivided into the following four specific managerial roles. In the role of
entrepreneur, the manager is the voluntary initiator of change. For example, a
manager for Coca-Cola who develops a new strategy or expands the sales force into
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a new market is playing the entrepreneur’s role. A second role is that of disturbance
handler. A manager who settles a strike is handling a disturbance. Third, the manager
also occasionally plays the role of resource allocator. In this role, the manager might
have to decide which departmental budgets to cut and which expenditure requests to
approve. The fourth role is that of negotiator. Being a negotiator might involve
settling a dispute between a manager and a worker assigned to the manager's work
group.
m Interpersonal Roles Dealing with people is an integral part of the manager's job.
An interpersonal role is one in which the manager deals with people. Like the
decisional role, the interpersonal role can be broken down according to which the
manager deals with three managerial functions. The manager may be called on to
serve as a figure- people head, perhaps by attending a ribbon-cutting ceremony or
taking an important client to dinner. The manager may also have to play the role of
liaison by serving as a go-between for two different groups. As a liaison, a manager
might represent his or her firm at meetings of an industrywide trade organization.
Finally, the manager often has to serve as a leader. Playing the role of leader includes
being an example for others in the organization as well as developing the skills,
abilities, and motivation of employees.
m Informational Roles An informational role is one in which the manager either
gathers or provides information. The informational role can be subdivided as
follows. In the role of monitor, the manager actively seeks information that may be
of value to the organization. For example, a manager who hears about a good
business opportunity is engaging in the role of monitor. The second informational
role is that of disseminator. In this role, the manager transmits key information to
those who can use it. As a disseminator, the manager who heard about the good
business opportunity would tell the appropriate marketing manager about it. The
third informational role is that of spokesperson. In this role, the manager provides
information to people outside the organization, such as the press, television
reporters, and the public. When US Airways began to target some of its advertising
and sponsorship activities toward African Americans, it was the company's
spokesperson who told the press about this effort.
Exercise 1. Answer the following questions:
1. How many broad categories can the managerial roles be grouped into?
2. What is a decisional role?
3. What is a an interpersonal role?
4. What role is one in which the manager either gathers or provides
information?
5. In what way are management skills related to the roles managers play?
Provide a specific example to support your answer.
6. Which of the management functions, skills, and roles do not apply to
the owner-operator of a sole proprietorship?
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Exercise 2. Read, translate the text and discus it:

AT RODEL, BETTER LEADERS MAKE A BETTER COMPANY

In the center of a circle of about twenty-five people stands one person. At
unpredictable moments, groups of two or three people dash into the circle and run
directly toward the person, who must avoid flinching, grabbing the runners, or
stepping aside. Does this drill seem like conventional employee training? At Rodel,
Inc., it is. Activities like these are designed to build confidence and teamwork and
are only a part of the company's Leadership Intensive Training, a program that has
helped make Rodel the nation's number one manufacturer of polishing products for
semiconductors, computer chip disks, and panels for flat dis-plays.

Although today Rodel owns 40 percent of its targeted market and enjoys a
reputation for quality products and committed employees, the picture wasn't always
so rosy. With a corporate culture characterized by infighting and domineering
managers, Rodel was unable to compete effectively. Company executives realized
that fundamental change was needed. From this realization was born Rodel’s three-
pronged strategy:

1. The Rodel Way, a set of core values designed to promote cohesiveness, to
encourage employees to take initiative, and to obscure boundaries between blue- and
white-collar workers

2. Open-book management, a policy of allowing employees access to the
company's most sensi-tive financial information

3. Leadership Intensive Training

Leadership Intensive Training is designed to teach Rodel employees at all
levels to be leaders—that is, to identify problems and to guide others in finding
solutions. The program is voluntary; those wishing to participate must submit an
application that asks such questions as, "In your view, what is leadership?" and "In
what areas are you commit-ted to growing in your leadership ability?" Train-ing
includes required reading, activities that build confidence and trust, and "trial by
fire," a project assigned with no guidelines. For example, directors gave the first
group of twenty-five trainees an assignment to reduce the company's production
waste by 8 percent in one year. With no specific instructions from directors and no
designated line of authority, the group initially reported chaos. Slowly, however,
leadership emerged, and despite occasional breakdowns, the group was able to save
Rodel $200,000 on reduced waste material.

Although the company's transformation is not complete, Rodel is already
enjoying the competitive advantage of having employees who work together and
think of the company as their own. With 40 percent of the market and 6,000
customers worldwide, including electronics giants Samsung, Hitachi, IBM,
Motorola, and Intel, the company's CEO now claims "there isn't a chip made
anywhere in the world without at least one of our products."
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TEXT C LEADERSHIP

Leadership has been broadly defined as the ability to influence others. A
leader has power and can use it to affect the behavior of others. Leadership is
different from management in that a leader strives for voluntary cooperation,
whereas a manager may have to depend on coercion to change employee behavior.

FORMAL AND INFORMAL LEADERSHIP

Some experts make a distinction between formal leadership and informal
leader-ship. Formal leaders have legitimate power of position; that is, they have
authority within an organization to influence others to work for the organization's
objectives. Informal leaders usually have no such authority and may or may not exert
their influence in support of the organization. Both formal and informal leaders-
make use of several kinds of power, including the ability to grant rewards or impose
punishments, the possession of expert knowledge, and personal attraction or
charisma. Informal leaders who identify with the organization's goals are a valuable
asset to any organization. On the other hand, a bus-j-ness can be brought to its knees
by informal leaders who turn work groups against management.

STYLES OF LEADERSHIP

For many years, leadership was viewed as a combination of personality traits,
such as self-confidence, concern for people, intelligence, and dependability.
Achieving a consensus on which traits were most important was difficult, however,
and attention turned to styles of leadership behavior. In the last few decades, several
styles of leadership have been identified: authoritarian, laissez-faire, and democratic.
The authoritarian leader holds all authority and responsibility, with
communication usually moving from top to bottom. This leader assigns workers to
specific tasks and expects orderly, precise results. The leaders at United Parcel
Service employ authoritarian leadership. At the other extreme is, the laissez-faire
leader, who gives authority to employees. With the laissez-faire style, subordinates
are allowed to work as they choose with a minimum of interference. Communication
flows horizontally among group members. Leaders at Apple Computer are known
to employ a laissez-faire leadership style in order to give employees as much
freedom as possible to develop new products. The democratic leader holds final
responsibility but also delegates authority to others, who participate in determining
work assignments. In this leadership style, communication is active both upward and
downward. Employee commitment is high because of participation in the decision-
making process. Managers for both Wal-Mart and Saturn have used the democratic
leadership style to encourage employees to become more than just rank-and-file
workers.

WHICH MANAGERIAL LEADERSHIP STYLE IS BEST?

36



Today most management experts agree that no one "best" managerial leadership
style exists. Each of the styles described above—authoritarian, laissez-faire, and
democratic—has advantages and disadvantages. For example, democratic leadership
can motivate employees to work effectively because they are implementing their
own decisions. On the other hand, the decision-making process associated with
democratic leadership takes time that subordinates could otherwise be devoting to
the work itself. Although hundreds of research studies have been conducted to prove
which leadership style is best, there are still no definite conclusions. The "best"
leader-ship seems to occur when the leader's style matches the situation. Actually,
each of the three leadership styles can be effective in the right situation. The style
that is most effective depends on the interaction among the employees, the
characteristics of the work situation, and the manager's personality.

Exercise 1. Answer the following questions:

1. How has leadership has been broadly defined as?

2. Is there any difference between leadership and management?

3. Compare and contrast the major styles of leadership.

4. Which leadership style might be best suited to each of the three general
levels of management within an organization?

5. According to this chapter, the leadership style that is most effective
depends on the interaction among the employees, the characteristics of the work
situation, and the manager's personality. Do you agree or disagree? Explain your
answer.

Exercise 2. Read, translate the text and discus it:
TRANSLATING LEADERSHIP STYLES

From country to country and even from culture I— to culture, leadership styles
vary. In the United States, leadership means getting things done. CEOs generally
have a great deal of authority and are expected to use it. Qualities that make an
effective leader in Chicago or Dallas, however, might not be valued in England or
Japan. What experts in the global marketplace are coming to under-stand is that no
two cultures view leadership in the same way.

According to analysts, effective Japanese leaders make employees feel secure,
they expect compliance, and they display a "harmonious personality." Japanese
leaders assume that employees have a family-like loyalty to the company, a concept
known as “ie no tami ni”. They act as the "parents" in the family, supporting
individuals and demonstrating understanding but maintaining firm control over
information and operations.

Recent studies of European managerial styles identify the following four
distinct types: 1. A style called "Towards a Common Goal" is prevalent in German
and Austrian organizations. Each department has a clear chain of command, and
information and instruction are passed down from top to bottom. Leaders, who are
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primarily autocratic, base their authority on their place in the organization's
hierarchy. They expect compliance with strict systems and procedures, but they
follow the same rules and procedures themselves.

2. Leaders in Spain, England, and Ireland demonstrate a leadership style called
"Leading from the Front." Although this leadership style is also autocratic, leaders
base their authority more on personal skills and charisma than on their position in
the hierarchy. 3. The most autocratic leadership style, "Managing from a Distance,"
IS common in organizations in France. Employees expect French managers to
command, and that is exactly what they do. As one interviewed manager asserted,
"l like to be left alone to do my work as | see fit." Decision making is made by
control, not consensus. 4. Accord and compromise characterize leader-ship in
Sweden and Finland, where leaders motivate employees through communication
and consensual decision making. Aptly called "Consensus,"” this leadership style
requires open communication. In fact, Swedish law mandates management's
discussion of important decisions with all employees before Implementation.
Organizations hoping to operate globally will not have an easy time bringing
together these diverse leadership styles. Corporate leaders will not only have to
understand the cultures in Uzbekistan and Szechwan but also the qualities that make
good leaders there. One expert, however, lists three skills that are a must for good
global leaders, regardless of country or culture. Those who have interpersonal skills
and financial discipline and who give employees minimal rules and maximum trust
will be good leaders anywhere.

GRAMMAR EXERCISES

3BepHiTH yBary Ha pizHumio y BxuBanHi Present Simple, Present Continuous,
Present Perfect and Present Perfect-Continuous Tenses.

Present Simple Tense (TenepimiHiit HEO3HAYCHHU YaC ) BYKUBAETHCSA B HACTYITHUX
BHIIQIKAX:

1. Ins BupakeHHs OCTIMHMUX 11l abo ctaHiB: He lives not far from the
supermarket.

2. Jlns BUpakeHHs TIOBTOPIOBAHUX J1H, 0COOIMBO SIKIIO Ha3UBAKOTHCSI OOCTaBUHU
gactoTr: We 110 to the swimming pool twice a week.

3. Ko moBa iiie po 3arajibHOB1IOM1 (DaKTH, 3aKOHU IPUPOAM 1 T. 1T ..
Chocolate contains cocoa.

4. Konu moBa #ie ripo poskiaau: The bus arrives at five o'clock.
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Present Continuous Tense ( TemepimHiii TprBaiuii yac) BKHUBAETHCS B
HACTYITHUX BHITAIKAX:
1. Jlyst BUpaXxeHHs i, 1110 B110YBalOTHCS B MOMEHT MOBJICHHS:
They are dancing now.
2. Jlnsg onucy TMMYacoBUX cutyalliii: My sister is looking for a better job.
3. Koy moBa iiie mpo 1ii, 3aruraHoBaH1 Ha HalOIkue MaOyTHE 1 K1
000B'aA3k0BO BiOYyayThes: They are having a party next Saturday.

Present Perfect Tense ( TenepinHiii TOKOHaHHIA Yac) BKUBAETHCS B HACTYITHUX

BUITAIKAX:

1. SIxmo mis BimOyacst B HEBU3HAUYCHU MOMEHT B MUHYJIOMY:

He has repaired his car.

2. SIkmio aig 3akiHYMIIacs HEJABHO 1 3apa3 € 1i HaCIIJIKH :

She has just washed her hair.

3. lI{o6 3po0uTH HAroJ0Cc Ha 0COOUCTOMY JTOCBI/II 200 OCOOUCTUX 3MiHAX:

Mary has lost weight.
4. 11100 3pobuTH HAroJIOC Ha KITBLKOCTI:

He has driven eighty kilometres since morning.

Present Perfect-Continuous Tense ( TenepimiHii JOKOHAHO-TPUBAIHIN Yac)
B)KMBAETHCS B HACTYITHUX BHUIIAJKAX:

1. k1o Ais moyanacs B MUHYJIOMY, TPUBA€E JESKUI 4ac 1 B MOMEHT MOBJICHHS 111€
He 3axinummacs. We have been watching TV since 5 o'clock.

2. 1106 migkpecnuTH, 1o Iis TpUBaja JOCUTH JIOBTO 1 3apa3 € BUIUMUHN pe3yibTar:
Mike is out of breath. He has been running.

3. {06 migkpecnuTy yac TpuBaiocTi Aii: She has been cooking all day long.

3BepHiTH yBary!

1. [iecnoBa, siki He BikuBaroThes B Present Continuous Tense ( Tenepiniabomy
TpPHUBAJIOMY 4aci) , He BkuBatoThes 1 B Present Perfect-Continuous Tense
(Tenepimabomy goxkoHano-TpuBagoMy 4aci): | know Nick. We have known each
other lor years. (NOT: I'm knowing Nick. We have been knowing each other for
years.)

2. liecnona live, work BxxuBarotbes sik y Present Perfect Tense (Tenepimuabsomy
JIOKOHaHOMY 4aci), Tak i B Present Perfect-Continuous Tense ( Tenepimabomy
JIOKOHaHO-TpUBajoMy 4aci) Oe3 pi3Huill B 3HaueHH1: We have lived / have been
living in this town for twenty years.
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I. Match the sentences to the explanations of the usage of Present Tenses.

1. Ben has just painted his bike. a. Jis1 Ioyayiacs B MUHYJIOMY,
2. We are picking vegetables now. TPHUBAE JACAKUN Yac i B MOMCHT
3. Dolly has put on weight. MOBJICHHS II[¢ HE 3aKiHUMJIaCs.
4. She has been playing the piano since  b. BupakeHHs MOCTIHHHX il a00
4 o’clock. CTaHiB.
5. The news programme starts at 8 C. MOBa WJI€ PO PO3KIIA/IH.
o’clock. d. mis 3akiHUMIIACS HEJABHO 1 3apa3
6. He has been surfing the Net for € 11 HaCITIIKH.
hours! €. MOBa Hjie Tpo Jiii, 3aIIaHOBaHI Ha
7. My Dbrother is getting married next HalOMmK4Ye MalOyTHE 1 K1
Saturday. 00OB'SI3KOBO BiZIOYIyThCA.
8. His mother works at the estate f. MoBa iiie mpo 0coOMCTHI HOCBIT
agency. a060 0cOOHCTI 3MIHHU.
9. We have written twenty invitation g. OIHC TUMYACOBUX CHUTYAIIii.
cards since 10 o’clock. h. BupaxeHHS i, 10
10. At the moment they are staying at a BiJI0YBalOTHCSI B MOMEHT
hotel. MOBJICHHSI.
I. MiIKPECTIOETCS Yac TPUBAJIOCTI
i

J. 3BEpTaEThCs yBara Ha KUTbKICTh.

I1. Circle the correct item.

1) The plain leaves/is leaving at six o’clock. Don’t be late! 2) Bill and Mark are good
friends. They know/have known each other since childhood. 3) Have you seen my
passport? | am looking/ have been looking for it for almost an hour. 4) We are
moving/ have been moving to a new office next week. 5) Sally is working/ has
worked at this hotel for five years. 6) Vicky is very clever. She speaks/is speaking
three languages. 7) Where is Sam? — He is working/has been working in the
garage. 8) | read/have read three articles since 3 o’clock. 9) Sarah is busy. She is
packing/ has been packing things for our trip since 9 o’clock. 10) Plants need/are
needing water to grow.

I11. Put the verbs in brackets into the Present Continuous, the Present Perfect
or the Present Perfect Continuous Tense.

1) Ann and Jane can’t play with you, Ted. They ... (to clean) the house at the
moment. Ann ... (to dust) the furniture for half an hour now, and Jane ... (just to
finish) vacuuming the carpets. 2) The boss is in his study. He ... (to read) a report of
the manager. He ... (to read) it since morning and ... (not to finish) yet. 3)... you ...
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(to see) Pam today, Jack? — Yes, she ... (to have) lunch with her friend in the
cafeteria now. They ...(to sit) there for twenty minutes now. 4) How long ... Elizabeth
... (to attend) design courses? — She ... (to attend) them since last month. She ...
(already to learn) a lot. 5) Where ... Simon (to be)? — He ... (to make) photocopies
of some articles in the library now.— For what? — Simon ... (to take) part in a
conference next week. He ... (to prepare) a speech for it for a week already. 6)... you
... (to be) to the new restaurant yet, Cindy? — Well, we ... (to go) there tonight. Mike
... (already to book) a table. 7) Who ... (to be) in the bathroom? — It ... (to be) Alice.
She ... (to dry) her hair.— She ... (to dry) her hair for twenty minutes now and I ...
(not to wash) my hair yet. 8) How long ... you ... (to live) in this house? — We ...
(to live) here for eleven years now. We ... (just to finish) repairing it. 9)... Pam ...
(to find) her gloves yet? — No, she ... . She ... (to look) for them for fifty minutes
now. 10) What ... Greg and Den ... (to do) now? — They ... (to fix) a washing
machine. They ... (to work) since 9 o’clock.

IV. Put the verbs in brackets into the Present Simple, the Present Continuous,
the Present Perfect or the Present Perfect Continuous Tense.

1) ... you ... (to go) to the concert next Sunday, Julia? — Yes. Actually I ... (already
to buy) a ticket. I never ... (to miss) an opportunity to visit concerts of famous singers
and music bands. 2) ... Alan ... (to check) his e-mail yet? — Yes, he ... . He always
... (to read) his mail in the morning. 3) ... you ... (to wait) for a bus? How long ...
you ... (to wait) for it? — I ... (to wait) for half an hour already.— How strange. It
usually ... (to arrive) on time. 4) ... Jessica still ... (to be) in the fitting room? She ...
(to try) clothes on for hours! — Well, she seldom ... (to go) shopping for clothes, but
if she does, she ... (to spend) hours choosing dresses and blouses. Look! She ...
(finally to choose) what to buy. 5) ... you still ... (to work) on the computer, Mark?
You ... (to work) since 8 o’clock.— I... (to look) for some information for my
Biology project for three hours already but I can’t find anything interesting. It always
... (to take) a lot of time to find necessary information on the Net. 6) ... Mr Peters
still ... (to work) at school? — Yes, he ... (to teach) Maths for twenty years. He ...
(to be) a very good teacher, you know. 7) What ... Tina ... (usually to do) in the
evenings? | never ... (to see) her walking with her friends.— She ... (to prepare) for
her final tests these days. She ... (to want) to enter university and she really ... (to
study) hard since the beginning of the school year. 8) Where ... you ... (to hurry)
now, Sue? — | ... (to have) a seminar at the university today. It ... (to start) in half
an hour. 9) Why ... Gordon ... (to read) the newspapers since morning? — He ... (to
want) to find a part-time job for summer. You know, he ... (already to decide) to
buy a new computer and he ... (to need) money for it. 10) ... you already ... (to plan)
your trip to France? — Yes, we ... . We ... (to fly) to Paris tomorrow morning.
Richard ... (already to buy) tickets and Helen ... (to pack) suitcases since 10 o’clock.

41



V.Complete the sentences with the correct time adverbs from the box.

lever | at the moment|isince (2)  jjust |

for (2) always twice never

1) Max has lived in the village ... he was born. 2) My mother ... does the housework
on Saturdays. 3) Sorry, Mr Collins can’t speak to you. He is carrying on negotiations
with our partners ... . 4) Amanda has been in Prague ... three days. 5) Have you ...
tasted Chinese food? 6) I have English lessons ... a week. 7) Alex has been learning
this poem ... 2 o’clock. 8) Mary has ... taken the cake from the oven. 9) They have
... seen a koala. 10) We have been flying ... an hour now.

V1. Choose the correct form to complete the sentences.

Daniel Stevens is a wildlife cameraman. He 1)... wild animals for
documentary programmes for seventeen years now. He 2)... the world’s jungles and
rainforests. His wife Alison always 3)... him and helps in his work. They 4)...
together for fifteen years and want to keep filming until they get too old. At the
moment they 5) ... to go to the Arctic to film white bears. Although Daniel 6)... how
dangerous his work is, he 7)... to be face to face with the animals he is filming. «1
love being in an environment that 8) ... for years», he says. Next year Daniel 9) ... to
publish his book about filming. He 10) ... it for more than four years and 11) ... it.
Daniel 12) ... this book will be a great support for the cameramen who 13) ... much
experience yet.

1) a) films: b s filmina:
¢) has filmed; d has been filming.

2) a) already explores; b isalready exploring;
c)has alreadyd has already been

3) a) accompanies; b is accompanyina;

c¢) has accompanied; d has been accompanying.
4) a) work; b are working;

c¢) have worked; d have been working.
5) a) prepare; b are preparing;

c) have prepared; d have been preparing.
6) a) understands; b is understanding;

c) has understood; d has been understanding.
7) a) prefers; b is preferring;

c) has preferred:; d has been preferring.
8) a)doesn’t change; b isn’t changing;

¢) hasn’t changed; d hasn’t been changing.
9) a) plans; b is planning;

¢) has planned; d has been planning.
10 a) writes; b is writing;
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has been writing.
11 a) almost finishes; is almost finishing;
¢) has almost has almost been

c) has written; d
b
d
12 a) hopes; b is hoping;
d
b
d

¢) has hoped; has been hoping.
13 a) don’t have; aren’t having;
¢) haven’t had; haven’t been having.

VII. Find mistakes and correct them.

1) Carol has been done the ironing since 11 o’clock in the morning. 2) Jack has still
waited for a message from you. 3) Have she been swimming for an hour now? 4)
Phil work at the advertising agency in the city centre. 5) We have been having this
car for about five years. 6) The train is departing at 6 o’clock in the evening. 7) They
have been decorating the hall since three hours. 8) You have flying to Detroit
tomorrow morning. 9) How long have you translated this article? 10) How many
messages have you been receiving since yesterday?

VIII. Translate into English.

1) Jlinna Bxxe npurotysaia Beuepro? - ILle Hi. Bona rorye moch ke roauny. CTpasa
naxHe gayxke cmauno. 2) Jle ben? - Bin y rapaxi.- lllo BiH poOuts? - PeMoHTye
MamuHy. BiH npaittoe 3 BocbMOi ronuHu paHky. 3) TBoi 6aThbku BKe MOBEPHYIUCA
3 Kapmat? - llle Hi.- Ik 10Bro BOHU MOJOPOXKYIOTh? - BOHU MOIOPOXKYIOTH BXKE
necsaTh AHIB. BoHn nmoBepTaroThcs B HacTynHUM BIBTOpOK. 4) o v pobum? - A
nrykaro iHgopmarlito A CBOro npoekty B [HTepHeri.- Ty 3HailoB mo-Hedyap? -
Tak, s1 3HaMIIIOB KiJIbKa IliIKaBUX cTaTeil. 5) Bu Bxke Bukiukanmu jikaps? - Tak, ane
BiH I HE MPUIIIOB.- SIK TaBHO BU Moro yekaere? - Mu 4ekaeMo BKe JB1 TOJUHU.
6) [xeitn B cBoiil kimHati? - Hi, BoHa 30upae ciuBu B cany. baOycs xoue
IPUTOTYBAaTH CIMBOBE BapeHHs. 7) Tu Bxxe moroBopus 3 0atbkom? - Hi, BiH 1€ HE
MOBEPHYBCS J0/I0MY. BiH 3aBXK/U MOBEPTAETHCS JOJIOMY O ChOMil Bedopa. 8) Tom
rpae B ¢ytOona 3 apy3simu? - Tak, BOHU rparoTh BxKe Ouiblie roauHu. 9) 3 KuMm
Canppa po3mosiisie o Tenedony? Bona po3aMoBiisie Bxke Maibke roguny! - Tak, BoHa
po3moBisie 3 ['anHoro. Bonu 06roBoprotoTh mianu Ha BuxifgHi. 10) Tu Bxke KynmuB
KBUTKU Ha moi3a? - Tak. [loi3a BiAmpaBiseThCs 3aBTpa O JEB'ATIN TOIUHI BEUOpa.
He cnizntotics!

XIV. Make the sentences negative and interrogative.

1) They have been building the house for three years now. 2) He has been looking
for a job for four months. 3) You have been studying this report for an hour. 4) Susan
has been learning to drive since last month. 5) We have been shopping since early
morning. 6) Mike has been cycling for three hours. 7) You have been sunbathing
since 8 o’clock. 8) The baby has been sleeping for three hours. 9) Nick has been
waiting for you since 5 o’clock. 10) They have been writing a test for two hours.
XV. Write questions to the underlined words.
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1) She has been choosing a present for Mollv for two hours.

2) They have been planning their trip to Spain for a week.

3) You have been reading this magazine since 6 o’clock. 4) Jack has been skiing in
the mountains since morning. 5) We have been cleaning the flat for four hours.

XVI. Put the verbs in brackets into the correct form of the Present Perfect
Continuous Tense.

1) It ... (to snow) for three days now. 2) We ... (to row) towards the island for two
hours. 3) ... Paula ... (to watch) the DVD since 4 o’clock? — No, she ... (to watch) it
for an hour now. 4) The children ... (to prepare) for the New Year party since the
beginning of December. 5) What ... you ... (to discuss) with Mark since 3 o’clock?
— We ... (to discuss) the list of the guests for our wedding party. 6) Why do you
look so tired? — I ... (to clean) the swimming pool since 9 o’clock in the morning.
7) Who ... (to cry) since 6 o’clock in the morning? — I think it’s Fiona’s baby. 8)
How long ... Brian ... (to study) management? — He ... (to study) it for four years
now. 9) ... Sue ... (to sleep) long? — No, she ... . She ... (to sleep) just for two hours.
10) How long ... your brother ... (to wear) glasses? — He ... (to wear) glasses since
he was 5 years old.

XVII. Put the verbs in brackets into the Present Simple, the Present
Continuous, the Present Perfect or the Present Perfect Continuous Tense.

1) ... you ... (already to read) a letter from Aunt Emily? — Yes, I ... . She ...(to want)
to visit us. She ...(to come) next Wednesday. 2) Why ... you ... (to look) at that woman
so attentively? ... you ... (to know) her? — It ... (to seem) to me | ... (already to meet)
her somewhere. 3) ... Jane (to be) in the office? — Yes, she ... (to type) some
documents since 9 o’clock. 4) The police inspector ... (to investigate) this robbery
for a week now. He ... (already to talk) to all the witnesses but he ... (not to find) the
robbers yet. 5) I ... (not to know) how long Henry ... (to work) on that project, but he
... (not to finish) it yet. 6) The secretary usually ... (to come) to the office at 9 o’clock,
but it ... (to be) half past nine now and she ... (not to arrive) yet. 7) ... (to be) Den in
his room now? What... he ... (to do) there since morning? — He ... (to prepare) for
the research expedition. He ... (already to book) a ticket for the plane and now he ...
(to pack) his things. 8)... (to be) you OK, Nigel? You ... (to look) very pale—1I ...
(to be) just tired. I ... (to work) on my report all night long. 9) Who ... (to train) in
the gym for half a day now? — Ben and Alex. They ... (to prepare) for the
international championship for eight months now. They ... (to train) every day. 10)
How long ... Nelly ... (to paint) this picture? — She ... (to paint) it for a month now.
She ... (to want) to exhibit it in our gallery next month.
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XVIII. Find mistakes and correct them.

1) Elephants aren’t eating meet. 2) It has been raining since hours. 3) My uncle have
been the manager of this firm for seven years. 4) Have been you waiting for a long
time? 5) I have been knowing Mary since 2002. 6) The ferry is arriving at 7 o’clock
in the morning. 7) They leave for Egypt next Friday. 8) How long has Nick driven?
9) Sally has been not reading since 2 o’clock. 10) Who have told you about it?

XIX. Translate into English.

1) Mu 3 6patoM rpaeMo B IIaXH ByKE€ MIBTOPH T'OJIUHHU. 2) MU HEe TUBUMOCS TEJICBI30D
yxe nBa faui. 3) [e xmomuuku? S He 0auuB iX 3 paHKy. - BOHM 3 paHKy JIOBISATH pUOY
Ha o3epl. Bonu xoxsaTe Ha pubosioBmio mocybotu. 4) Bama cectpa BUMTHCA B
yHiBepcuteTi? - Tak. BoHa Bxke Tpu poku BUBYAE eKOHOMIKY. 5) Ak naBHo [[xymis
mpairoe ctoMarojoroM? - BoHa mpaiiroe cTOMaToJIOroM BXKeE JI€CSITh POKIB. AJie B
HAIII} JIIKapH1 BOHA MPAIIO€ BChOro YoTUPHU PokH. 6) ToMm apOye BikHA B HAILIOMY
odici 3 panky. Bin yxe nmodapOyBaB mricTh BIKOH. 3apa3 BiH ¢apOye BikHa Ha
npyromy mnosepcl. 7) o Jlinma pobuth Ha KyxHi? - BoHa rorye MojouHui
KOKTeMb. Bu mo0ute MonouHuit Kokteinb? - Tak. - Anie BH 11Ie HE KyIITYBaJln
KOKTeil, sk1 rorye Jlinga! Bona rotye HalicMayHinnl B cBITI KokTeilm. 8) Hapino
TH po3moBiB ToMy mpo Haml mojapyHok? - $l HiYOTO HEe cKa3aB Komy. - [IpaBma?
Yomy BiH nuIUM paHok po3nutye meHe? - A He 3Hat. 9) Uomy ben cmieThea? - Bin
JMBUTHCSI HOBY KOME/IIIO 110 TeneBi3opy. Bin quButhes ii Bxke roauny. 10) Ckinbku
ICIIMTIB BY 31QJIM HA [IbOMY THXKH1? - MU 371a7111 1Ba ICTIUTH. - SIKWH 1CTIAT BaIli Ipy3i
31a10Th 3apa3? - BoHM 34a10Th ICIIUT 3 1CTOPII.

LESSON 4

TEXTA MANAGERIAL DECISION MAKING
Decision making is the act of choosing one alternative from among a set of alter-
natives?' In ordinary, everyday situations, our decisions are made casually and
informally. We encounter a problem, mull it over for a way out, settle on a likely
solution, and go on. Managers, however, require a more systematic method for
solving complex problems in a variety of situations. As shown in Figure 6.6,
managerial decision making involves four steps: (1) identifying the problem or
opportunity; (2) generating alternatives, (3) selecting an alternative, and (4)
implementing and evaluating the solution.

IDENTIFYING THE PROBLEM OR OPPORTUNITY

A problem is the discrepancy between an actual condition and a desired
condition—the difference between what is occurring and what one wishes would
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between an actual condition occur. For example, a marketing manager at Campbell
Soup Company has a and a desired condition problem if sales revenues for
Campbell's Hungry Man frozen dinners are declining (the actual condition). To solve
this problem, the marketing manager must take steps to increase sales revenues
(desired condition). Most people consider a problem to be "negative"; however, a
problem can also be "positive." A positive problem should be viewed as an
"opportunity."

Although accurate identification of a problem is essential before the problem
can be solved or turned into an opportunity, this stage of decision making creates
many difficulties for managers. Sometimes managers' preconceptions of the problem
prevent them from seeing the situation as it actually is. They produce an answer
before the proper question has ever been asked. In other cases, managers overlook
truly significant issues by focusing on unimportant matters. Also, man-agers may
mistakenly analyze problems in terms of symptoms rather than underlying causes.

Effective managers learn to look ahead so that they are prepared when
decisions must be made. They clarify situations and examine the causes of problems,
asking whether the presence or absence of certain variables alters a given situation.
Finally, they consider how individual behaviors and values affect the way problems
or opportunities are defined.

GENERATING ALTERNATIVES

After a problem has been suitably defined, the next task is to generate
alternatives. Generally, the more important the decision, the more attention is
devoted to this stage. Managers should be open to fresh, innovative ideas as well as
to more obvious answers.

Certain techniques can aid in the generation of creative alternatives. Brain-
storming, commonly used in group discussions, encourages participants to come up
with as many new ideas as possible, no matter how outrageous. Other group
members are not permitted to criticize or ridicule. Another approach to generating
alternatives, developed by the U.S. Navy, is called "Blast! Then Refine." Group
members tackle a recurring problem afresh, erasing from their minds all solutions
and procedures tried in the past. The group then re-evaluates its original objectives,
modifies them if necessary, and devises new solutions to the problem. Other
techniques—including trial and error—are also useful in this stage of decision
making.

Selecting an alternative

A final decision is influenced by a number of considerations, including
financial constraints, human and informational resources, time limits, legal
obstacles, and political factors. Managers must select the alternative that will be most
effective and practical under the circumstances. At times two or more alternatives,
or some combination of alternatives, will be equally appropriate.
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Managers may choose solutions to problems on several levels. The word
satisfice has been coined to describe solutions that are only adequate and not the best
possible. When they lack time or information, managers often make decisions that
satisfice, even though this is not the most productive approach in the long run.
Whenever possible, managers should try to investigate alternatives carefully and
select the one that best solves the problem.

IMPLEMENTING AND EVALUATING THE SOLUTION

Implementation of a decision requires time, planning, preparation of personnel, and
evaluation of the results. Managers must usually deal with unforeseen con-sequences
as well, even when they have carefully considered the alternatives.

The final step in managerial decision making entails evaluating the effective-ness
of a decision. If the alternative that was chosen removes the difference between the
actual condition and the desired condition, the decision is judged effective. If the
problem still exists, managers may
* Decide to give the chosen alternative more time to work.
 Adopt a different alternative.

* Start the problem identification process all over again.

Failure to evaluate decisions adequately may have serious consequences. In 1991,
after a prolonged takeover battle, AT&T purchased NCR, the respected maker of
computers and business machines, for $7.48 billion in stock. After five years of
losses totaling in the billions of dollars, AT&T concluded that the acquisition was a
failure and disclosed that it would divest itself of the company.

Exercise 1. Answer the following questions:

1. What is decision making?

2. What steps does it involve?

3. How can you explain the term ‘““a problem”?

4. Discuss what happens during each of the four steps of the managerial
decision-making process.

5. May failure to evaluate decisions adequately have serious consequences?

TEXTB MANAGING TOTAL QUALITY

The management of quality is a high priority in some organizations today.
Major reasons for a greater focus on quality include foreign competition, more
demanding customers, and poor financial performance resulting from reduced
market shares and higher costs. Over the last few years, several U.S. firms have lost
the dominant, competitive positions they had held for decades.

Total quality management is a much broader concept than just controlling the
quality of the product itself . Total quality management (TQM) is the coordination
of efforts directed at improving customer satisfaction, increasing employee
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participation, strengthening supplier partnerships, and facilitating an organizational
atmosphere of continuous quality improvement. For total quality management
programs to be effective, management must address each of the following
components:

 Customer satisfaction—Ways of improving customer satisfaction include
producing higher quality products, providing better customer service, and showing
customers that the company really cares about them.

* Employee participation—Employee participation can be increased by allow-
ing employees to contribute to decisions, to develop self-managed work teams, and
to assume responsibility and accountability for improving the quality of their work.

« Strengthening supplier partnerships—Developing good working relation-
ships with suppliers can help ensure that the right supplies and materials will be
delivered on time at a lower cost.

« Continuous quality improvement should not be viewed as achievable through
one single program that has a target objective; a program based on continuous
improvement has proved to be the most effective long-term approach, Custom
Research Inc. (CRT), a market research company with 105 employees, practices
total quality management to ensure that its services are better than those of its
competition. It uses a team-based structure, builds relation-ships with its customers,
and monitors satisfaction inside and outside the company. At a monthly "Good News
Thursday" meeting, employees are encouraged to boast about personal and
organizational successes so that they can feel good about being part of the company.
Attention to TQM helped CRI win the Malcolm Baldrige National Quality Award
in 1996.12

Although many factors influence the effectiveness of a total quality
management program, two issues are crucial. First, top management must make a
strong commitment to a TQM program by treating quality improvement as a top
priority and giving it frequent attention. Firms that establish a total quality
management program but then focus on other priorities will find that their quality
improvement initiatives will fail. Second, management must coordinate the specific
elements of a TQM program so that they work in harmony with each other.

Although not all U.S. companies have total quality management programs,
these programs provide many benefits. Overall financial benefits include lower
operating costs, higher return on sales and on investment, and an improved ability
to use premium pricing rather than competitive pricing. Additional benefits include
faster development of innovations, improved ability to compete in global markets,
higher levels of customer retention, an enhanced reputation, and a more productive
and better-satisfied workforce.

Exercise 1. Answer the following questions:

1. Is the management of quality a high priority in some organizations today?
Why?
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2. What is total quality management?

3. What components must management address of for total quality
management programs to be effective?

4. What issues are crucial for effectiveness of a total quality management
program?

5. What are the major benefits of a total quality management program?

TEXT C WHAT IT TAKES TO BECOME A SUCCESSFUL
MANAGER TODAY

Everyone hears stories about the corporate elite who make salaries in excess
of $250,000 a year, travel to and from work in chauffeur-driven limousines, and
enjoy lucrative pension plans that provide for a luxurious lifestyle even after they
retire. Although management can obviously be a very rewarding career, what is not
so obvious is the amount of time and hard work that managers invest to achieve the
impressive salaries and perks that may come with the job.

A DAY IN THE LIFE OF A MANAGER

Organizations don't pay managers to look good behind an expensive wood
desk. Organizations pay for performance. As we already pointed out in this chapter,
managers coordinate the organization's resources. They also perform the four basic
management functions: planning, organizing, leading and motivating, and
controlling. And managers make decisions and then implement and evaluate those
decisions. This heavy workload requires that managers work long hours, and most
don't get paid overtime for work in excess of forty hours a week. Typically, the
number of hours increases as managers move up the corporate ladder. Make no
mistake about it: today's managers work hard in a tough and demanding job. The
pace is hectic. Managers spend a great deal of time talking with people on an
individual basis. The purpose of these conversations is usually to obtain information
or to resolve problems. (Remember, a problem can be either negative or positive and
Is a discrepancy between an actual condition and a desired condition.) In addition to
talking with individuals, a manager often spends a large part of the workday in
meetings with other managers and employees. In most cases, the purpose of the
meetings—some brief and some lengthy—is to resolve problems. And if the work
is not completed by the end of the day, the manager usually packs unfinished tasks
in a briefcase and totes them home to work on that night.

PERSONAL SKILLS REQUIRED FOR SUCCESS

To be successful in today's competitive business environment, you must
possess a number of different skills. Some of these skills—technical, conceptual,
and interpersonal skills—were discussed earlier in this chapter. But you also need to
develop some "personal” skills in order to be successful. For starters, oral and written
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communication skills, computer skills, and critical thinking skills may give you the
edge in getting an entry-level management position.

1. Oral communication skills. Because a large part of a manager's day is spent
conversing with other managers and employees, the ability to speak and listen is
critical for success. For example, oral communication skills are used when a
manager must make sales presentations, conduct interviews, perform employee
evaluations, and hold press conferences.

2. Written communication skills. Managers must be able to write. The
manager's ability to prepare letters, memos, sales reports, and other written
documents may spell the difference between success and failure.

3. Computer skills. Today most managers have at their fingertips a computer
monitor that is linked to the organization's larger computer system. Most employers
do not ex pect you to be an expert computer programmer, but they do expect that
you should know how to use a computer to prepare written and statistical reports and
communicate with other managers and employees in the organization.

4. Critical thinking skills. Employers expect managers to use the steps for
effective managerial decision making that were described earlier in this chapter.
They also expect managers to use their critical thinking skills to ensure that they
identify the problem correctly, generate reasonable alternatives, and select the "best"
alternative to solve an organization's problem.

THE IMPORTANCE OF EDUCATION AND EXPERIENCE

Although most experts agree that management skills must be learned on the
job, the concepts that you learn in business courses lay the foundation for a
successful career. In addition, successful completion of college courses or obtaining
a degree can open doors to job interviews and career advancement.

Most applicants who enter the world of work do not have a wealth of work
experience. And yet there are methods that you can use to "beef up" your resume
and to capitalize on the work experience you do have. First, obtain summer jobs that
will provide opportunities to learn about the field you wish to enter when you finish
your formal education. If you choose carefully, part-time jobs during the school year
can also provide work experience that other job applicants may not have. (By the
way, many colleges and universities sponsor cooperative work/school programs that
give students college credit for job experience.) Even with a solid academic
background and relevant work experience, many would-be managers still find it
difficult to land the "right" job. Often they start in an entry-level position to gain
more experience and eventually—after years on the job—reach that "ideal” job.
Perseverance does pay!

Exercise 1. Answer the following questions:

1. What do you know about the working day of the manager?

2. What personal skills must you possess to be successful in today's
competitive business environment?

50



3. What is more important for a manager: education or experience? Give your
own opinion.

4. How can you gain more experience?

5. What job is “ideal” for you? Why?

Exercise 2. Read, translate an article and discus it:

Although specialty bookstores have a hard time competing wit) large chains
like Borders and Barnes & Noble, the Wild Rumpus is alive and doing well in
Minneapolis. The owners of the children's bookstore have created surroundings and
implemented special programs that make it a place where children have fun while
being exposed to a wide range of books. There are places to explore, such as a
"haunted shed," animals to see and pet, and stimulating special programs to spark
interest in various types of books.

Since opening in 1992, Wild Rumpus has been a reading haven for children,
not a store based on adults' conceptions of what a children's book- store should be.
In addition, owners Collette Morgan and Torn Braun have connections with
educators who take students to the store for held trips and enlist Wild Rumpus's help
in running- book fairs. Parents know that every Saturday, something special is
happening at Wild Rumpus. When Morgan and Braun opened ,their bookstore
outside of America's largest mall, which is located in Minneapolis, experts thought
they were destined to fail. Instead, Wild. Rumpus is thriving. Its success can be
measured net just in annual sales of $600,000, but also in the number of children
who keep coming back for more books.

Questions

1. To operate a children's bookstore successfully, what type of management skills
are especially important?

2. When operating a retail store like Wild Rumpus, what should be the major
components of a total quality management program?

GRAMMAR EXERCISES
I. Translate into English.

1) Kyau Bu 30upaerecst BiuiTky? - CrodaTtky MM igemMo a0 Maapuay, HOTIM,
MO>KJIMBO, TIPOBEJIEMO JIBa TIKHI Ha Mopi. 2) S BBakaro, BOHA HE OTPUMAE IO
poboTty. 3) Mu opranizoByeMo BEHipKy HACTYMHOI cyOoTH. Bu mpuemgHaerecs 10
Hac? 4) IloguBucek Ha Toro xjomis! Bin 3apa3 Bnaze 3 aepesa! 5) O koTpiit roauH1
MOYMHAIOTHCS JIEKIIT HACTYIMHOTO THXXHS? - BOHM OYMHAIOTHCS O B’ SITIM TOIMHI
paHky. 6) S He 30uparocs BUTpayaTu BcCi Tpoini Ha oasar. 7) Ham mpuiitu panimie
3aBTpa? - Hi, s nymaro, MU MOYHEMO MPAIIOBATH SIK 3aBXAU. 8) Y MeHe HeMae yacy
npurotryBatu Beuepro! - He mepeiimaiics, s 3amoBto minty. 9) Illo tu 30upaemics
pobutu y BuxigHi? - Mos moapyra npuizauTh MpoBigaTd MeHe. Mu 30upaemocs
noryJsatu 1mo Micty. 10) Bukind takci, 60 1HaKIIe 3ami3HUIICS Ha JITaK.
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MUWHYJIMHA HEO3HAUYEHWHA YAC (THE PAST SIMPLE TENSE)

Munyauii Heo3Hauenmii yac (The Past Simple Tense) BxkuBaerbes st
NMOBIIOMJICHHS PO /ii, [0 PeryJsipHO MOBTOPIOBAJIMCSH Y MUHYJIOMY, & TAKOMK
JJISL OMUCY MOCJIIOBHOCTI i, KOTPI Big0yBajmcsa y munyjomy. Ilpu ubomy
MOKYTh B)KHBATHCSl HACTYNHI o0cTaBHHHM 4Yacy: yesterday, last week (month,
year), three (two, four) days ago.

Y MUHYJIOMY HEO03HAYE€HOMY 4YacCi 10 OCHOBU NMPABWIbHBIX i€C/IiB 101a€ThCA
3akinuenns -ed: walk — walked, clean — cleaned. HempaBuabHhi gieciioBa
MaloTh cneniajabHi popmu Mmunyaoro acy: buy — bought, meet — met, speak —
spoke i T. iH. CTBepaKyBajbHa (opMa MHHYJIOI0 HEO3HAYEHOr0 Yacy
YTBOPHETHCSA TAK:

I/you/he/she/it/we/they + V, (Ved)
Hampuxnan: We worked in the garden yesterday.
He sent me an e-mail letter an hour ago.

YrBopowun  (GopMy  MHHYJOI0  HEO3HAYEHOr0  4Yacy, HeoOXiaHO
AOTPUMYBATHCH HACTYIIHMX NpaBuJI opgorpadii.
1. SIkmo ocHOBA JTi€ecI0Ba 3aKiHUYETHCS HA -¢, T0AA€THCSA TUILKH -
live — lived, save — saved.
2. Slkmo ocHoBa [i€cioBa 3aKiHUYETHCSI TPHUTOJOCHHMM 3 TMOMNEpeaHiM
HAroJIOIIEHUM I'OJIOCHUM, KiHIleBUH MIPUTOJIOCHUI MOJIBOKETHCH i 10XA€THCA -
ed:
stop — slopped, prefer — preferred.

3. SIK1I0 OCHOBA JIi€C/I0BA 3aKiHYYETHCS HA -) 3 MONeEPeAHIM MPUT0JOCHUM, TO
-y MiHSIETBCS HA -1 M Joaa€eThes -ed:

study — studied, fry — fried.
4. SIkmo ocHOBA [i€C/I0Ba 3aKiHYYEThCS HA -y 3 MOMNEPeAHIM roJI0CHUM, TO
noaaeTbes -ed 6e3 iHmuX 3MiH:

stay — stayed, enjoy — enjoyed.
5. sSIkuio ocHoBa Ji€ci0Ba 3aKiHUY€EThCH Ha —| , TO IpH A01aBaHHI 3aKiHYUeHHS
-ed meii MPUTOJIOCHUI MOABOIOETHCS:
travel — travelled.

dopmMu MUHYJIOTO0 Yacy AJs aiecaona to be — was/were:
nas I/he/she/it — was, nast you/we/they — were.

I1. Add -ed to the following verbs.

To water, to pray, to cancel, to hurry, to produce, to stop, to log, to launch, to explore,
to slip, to cry, to admire, to prefer, to delay, to reach, to create, to copy, to hop, to
connect, to chew, to publish, to destroy, to rob, to try, to share, to employ, to equip,
to manage, to promise, to ban, to survive, to sign, to reply, to step, to puzzle.
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I11. Write the past form of the verbs into the correct column.

To present, to shake, to bathe, to get, to lay, to ski, to empty, to keep, to leave, to
change, to feel, to verify, to belong, to choose, to plan, to believe, to show, to live,
to break, to permit, to hear, to cover, to drive, to fall, to scan, to reduce, to catch, to
fight, to race, to pay, to travel, to mean, to tell, to explain, to refer, to rise, to fly, to
betray, to talk, to spend, to find, to fill, to know, to beg, to wear, to say, to play.

IV. Complete the sentences with was or were.

Last summer my parents and | ... on our holidays at the seaside. It ... the most
terrible rest in my life! Firstly, the hotel ... too expensive and the service ... horrible.
There ... too many people staying in the hotel. The stuff ... rude and the food in the
restaurant ... disgusting. Secondly, the beach ... dirty and there ... no chaise loungers
to lie on. The weather ... cloudy and windy. There ... no excursions and no shops to
buy souvenirs. My mother ... disappointed, but father ... really happy. He ... busy
sleeping, reading and watching TV. When our holidays ... over, my mother and I ...
really happy to return home. But Dad ... upset because this rest... the best in his life.

V. Rewrite the text in the Past Simple Tense.

Steller’s Sea Cow

While travelling with the explorer Vitus Bering in 1741, a naturalist Georg
Steller discovers an amusing defenceless mammal near the Asiatic coast of the
Bering Sea. It is a sea cow. The animal looks somewnhat like a large seal, but has two
stout forelimbs and a whale-like tail. The sea cow grows up to 7.9 metres long and
weighs up to three tons. According to Steller, the animal never comes out on shore
but always lies in the water. Its skin is black and thick and its head is small in
proportion to the body. Sea cows’ habitat stretches along the North Pacific coast to
Japan and California. Scientists suppose that the arrival of humans is the cause of
their extinction. People hunt sea cows for their meat. The animals die out within 27
years of their discovery.

V1. Put the verbs in brackets into the Past Simple Tense.

1) Dolly ...(to see) me talking to my coach yesterday. 2) Henry... (to recognize) the
man and ... (to tell) me about it a few minutes ago. 3) Last spring we ... (to spend) a
week in the cottage house and then ...(to return) to the town. 4) I... (to get) a message
from you just an hour ago and ... (to take) a taxi to get to the airport. 5) The house ...
(to be) full of smoke and we ... (to hear) a cry for help. 6) Nigel ... (to take) a pen
and ... (to write) something on a piece of paper. 7) The children ... (to decide) to
repair their bicycle and ... (to ask) Alex to help them. 8) The hurricane ... (to be) very
strong and ... (to destroy) half of the buildings in the town. 9) Sue ... (to cancel) the
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appointment with the manager and ... (to hurry) to the hospital. 10) When the
surgeon ... (to finish) the operation he ... (to feel) completely exhausted. 11)
Yesterday Nora ... (to leave) me a note that she ... (to want) to see me. 12) The train
... (to arrive) on time and Fred ... (to see) Linda coming off the carriage. 13) When
a group of tourists ... (to come) to the castle, the guide ... (to show) them around and
... (to answer) their questions. 14) Mike ... (to have) an appointment with his
employee last Wednesday and ... (to promise) to make all the necessary calculations
as quickly as possible. 15) Julia .. (to buy) a magazine and ... (to go) to the bus stop
to meet her friend.

MUWHYJINA TPUBAJIMA YAC (THE PAST CONTINUOUS TENSE)
Munyauii TPMBAJIMIA YaC BXKUBAECTHCA IS ONMCY [iil, KOTPI TPUBAJIH Yy
MeBHUIA MOMEHT y MuHYyJI0MYy. CTBepI:KyBaJIbHA (popMa MUHYJIOTO TPHBAJIOIO
Yacy YTBOPIOETHCS 3 BUKOPHCTAHHSAM JONOMIZKHOTO Ji€cjioBa Was/were ta
OCHOBHOTI'O Ji€CJI0BA 3 3aKiHYEHHSM -iNng.

I/he/she/it + was + Ving
You/we/they + were + Ving
Hanpuxnan: We were sunbathing all the morning yesterday.
Ann was washing the dishes at 6 o'clock yesterday evening.

I. Make up sentences using the Past Continuous Tense.

1) We/to plant/the trees/all morning/yesterday. 2) Frank/ to work/in the garage/from
2 till 5 o’clock last Saturday. 3) Children/to train/in the gym/at 7 o’clock yesterday.
4) It/ to snow/heavily/all the day/last Monday. 5) At 11 o’clock yesterday
morning/Mr Brooks and his son/to wash/the car. 6) Nelly/to talk/on the phone/at 3
o’clock yesterday. 7) Some girls/to play/tennis/at this time/yesterday. 8) You/to
have/ lunch/from 1 till 2 o’clock last Wednesday. 9) Some workers/to load/the
boxes/into the the lorry/at that time. 10) Alice/to clean/ the flat/all the
afternoon/yesterday.

I1. Put the verbs in brackets into the Past Continuous Tense.

1) Pam and Bob ...(to ski) all the day last Sunday. 2) Margaret... (to shop) with her
cousin from morning till evening yesterday. 3) The secretary ... (to prepare) the
report for her boss at 10 o’clock yesterday morning. 4) The police ... (to chase) the
burglars for two hours yesterday. 5) Little Den ... (to play) chess with his grandpa at
6 o’clock last Friday. 6) Nick and Martin ... (to work) in the science laboratory from
3 to 7 o’clock in the evening last Thursday. 7) At 5 o’clock yesterday we ... (to sit)
at an outdoor café. 8) Sandy and I... (to study) for our English test all the day last
Tuesday. 9) The doctor ... (to examine) a patient when the ambulance arrived
yesterday evening. 10) You ... (to plant) the flowers from 9 to 11 o’clock on Friday
morning.
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I11._Complete the text with the verbs from the box, using them in the Past
Continuous Tense. Add 4—7 sentences to finish the story.

to burn to practise ~ toget (2) o breathe
to fly to ski tosleep  [to enjoy
to search  to enter to look to snow

It was the beginning of winter holidays. Ron and his sister Tina ... to a skiing resort
with their parents for their first skiing holiday. Soon the family ... a small, cosy hotel
at the bottom of a mountain. A bright fire ... in a big fireplace in the middle of the
hotel hall. A big brown dog ... in front of the fireplace. The children ... at the dog
with admiration. Ron came up to the dog and read its name on the collar: «Buck».
At that moment their mother called the children to the room.

Ron and Tina ... skiing all the week. They could ski rather well now and ... their time
in the mountains.

Two weeks passed. It was the last day before their departure. It ... dark and the
parents decided to return to the hotel. But Ron and Tina wanted to go down the
mountain one more time. When Tina ... she lost balance and fell down into the deep
snow. She couldn’t move her legs and shouted for help. Then suddenly everything
was dark.

Ron and Tina’s parents were worried. The weather ... worse, it... heavily. Ron was
in a state of shock and couldn’t say a word. The rescue patrols with dogs ... for the
girl all night. Suddenly a dog started barking and jumping up and down. It was Buck,
the hotel dog. He was holding Tina’s hat in its mouth. The men of the rescue patrol
dug in the snow and found Tina’s body underneath. Luckily, Tina ... still .....

IMoka3Huku yacy, siki BAKHBAIOTHCS 3 MUHYJIMM TpuBajium yacom: When, while,
as.

While B:kuBa€eTbCs1, AKIIO ABi ii, HA3BaHi y peuyeHHi, Bi10yBalOTHCS 0JHOYACHO:
Greg was making tea while Liz was cutting bread for sandwiches.

When Ta as BXKHBaIOTbCS, AKIIO OJHA Jlis, HA3BaHA y pevYeHHi, TPUBAE, a iHIIA
HOro nmepepusac:

Ted was reading when (as) his mobile phone rang.

IV. Circle the correct item.

1) Professor Scott was reading some papers while/as his assistant came into the
laboratory. 2) Mary was cooking a vegetable salad while/when she found out that
there wasn’t any salt in the box. 3) While/As Lisa was writing a test, her friend was
waiting for her outdoors. 4) Sheila was weeding cucumbers while/when her younger
sister was picking strawberries. 5) While /When Charlie entered the classroom, his
teacher was explaining something to his classmates. 6) While/As two women were
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talking, their children were playing badminton on the playground. 7) Sam was
repairing his bike in the backyard while/as he heard a cry for help. 8) While/As | was
doing the washing-up, | broke a plate.

V. Complete the sentences with when or while.

1) Ron was watching TV ... his neighbour rang the doorbell. 2) ... Jessica was typing
a report, Henry was surfing the Net in search of some information for the History
project. 3) Roger was having a cup of coffee ... his wife was drying her hair. 4) ...
the rescue brigade found the injured man, he was lying unconscious on the ground.
5) ... Monica was sunbathing, Mick and Tom were playing beach volleyball with
some other boys. 6) Mr Stevens was looking through some documents ... the light in
the office suddenly went out. 7) ... | was vacuuming the carpet in the living room,
my sister was dusting the furniture in the bedrooms. 8) The travellers were walking
through the wood ... they heard a loud rumble of thunder.

MUWHYJINHA TOKOHAHHUM YAC (THE PAST PERFECT TENSE)
MuHyauid JOKOHAHUH YaC BKUBAECTHCH, AKIIO Mifl 3aBePIINJIACH 10 NEBHOTO
MOMeHTa 200 A0 MoYATKYy iHIOoI Aii B MuHyJomy. CTBepaxKyBajJbHa (popma
MHUHYJO0T0 AOKOHAHOro 4Yacy YTBOPHETHCA 3a J0IMOMOIoro IlOlIOMi)KHOl"O
niecsioBa had ta ocHOBHOro aiecjioBa y tpetiii ¢opmi (115 HempaBHJIBLHUX
miecsaiB) a00 3 3akiHyeHHAM -€d ()1 MPpaBWILHUX).

I/you/he/she/it/we/they + had + V3 (Ved)
Hanpuknan:
We had finished the work before seven o'clock yesterday.
She had cooked supper before the children returned from the walk. (mepma xisi: she
cooked supper, apyra aisi: children returned from the walk)

I. Make up sentences using the Past Perfect Tense.

1) The Presleys/to move/into a new flat/before last Easter. 2) Mike/to injure/his
leg/so/he/couldn’t skate/yesterday. 3) We/to write/the test/by 2 o’clock/yesterday.
4) Molly/to cook/breakfast/before/Harry/woke up. 5) By the time/we/ reached/the
seaport/our ferry/to leave. 6) Tom/apologized/ because/he/to miss/the seminar. 7)
Nora/looked/wonderful/ after/she/to lose/a few kilos. 8) After/they/to put/a tent/
they/made a fire. 9) Fred/to phone/me  before/l/left/home. 10)
Everybody/enjoyed/the visit/to the museum/although/ we/already/to be/there.

I1. Put the verbs in brackets into the Past Perfect Tense.

1) Ella ... (to type) six letters by lunchtime. 2) After we ... (to buy) the tickets, we
went to the platform. 3) When our delegation arrived at the university, the
conference ... (already to begin). 4) There were no oranges left because Jane and
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Max ... (to eat) them all. 5) Mary ... (to give) me a warm blanket before | went to
bed. 6) The lawyer ... (toprepare) all the documents by 4 o’clock yesterday. 7) The
workers ... (to finish) the reconstruction of the bridge by the beginning of June. 8) I
... (to see) that man somewhere before | met him at the presentation. 9) By the time
the police arrived, the burglars ... (to escape). 10) The rain started after we ... (to
catch) a taxi.

I11. Complete the text with the verbs from the box, using them in the Past
Perfect Tense.

topass | [to work to notice  |to commit

toplace  |foinform o steal (2) | [to walk

The Theft of the Mona Lisa

On 21 August 1911, Leonardo da Vinci’s Mona Lisa, one of the most famous
paintings in the world, was stolen from the Louvre. It was such an inconceivable
crime, that nobody ... even ...it until the following day.

About 60 investigators arrived at the Louvre to find out how the criminals ...
the famous painting. Rumours and theories about the identity and the motive of the
theft spread like wildfire. Some people believed that the Mona Lisa had been stolen
to show how bad the Louvre was protecting the masterpieces; others suggested that
the thief was going to blackmail the Government to get money for it. Two years ...
before the thief made contact.

In the autumn of 1913, a well-known dealer, Alfredo Geri placed an
advertisement in several Italian newspapers which stated that he was «a buyer at
good prices of art objects of every sorty. After he ... the ad, Geri received a letter
which stated that the writer was in possession of the stolen Mona Lisa. Geri ... the
police about the letter before he got in touch with its author. Some days later the
police arrested Vincenzo Peruggia who actually ... the painting from the Louvre.

Vincenzo Peruggia ... in Paris at the Louvre by 1908. Still known by many of
the guards, he ... into the museum, grabbed the Mona Lisa, removed the painting
from its frame and walked away. Vincenzo explained that he ... that crime to return
the painting to Italy.

The Mona Lisa was displayed throughout Italy before it was returned to
France on 30 December 1913.

I. Translate into English.

1) 4 BinmpaBuUB BaM MOBIIOMJICHHSI BUOpa JI0 BOCHMOI TrofiHK Bedopa. 2) Ha xaib,
BYOpa JI0 3aKIHUYEHHS poOOYOro JHS HAlll MEHEeXKEp HE MIAroTyBaB yci HEOOX1aHi
JTOKyMEHTH. 3) MU TUIBKM TOMWIH MAaIlIvHY, KoJn rmovascs joil. 4) [Ticns Toro, sik
nepenava 3akiHguiuacs, TiM BUMKHYB TeneBi3op 1 mimoB cnatd. 5) ity mimmm y
MapK Ha MPOTYJSHKY MICIs TOTOo, K MocHimamu. 6) [lepex Tum, Sk My mianucaiy
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KOHTPAKT, BIH YBa)KHO MPOUYMTAB ycli AOKyMeHTH. 7) Kyau miuuwm TypucTH micis
TOro, SIK 3aKiHUMJacs ekckypcia? 8) Jle mpairoBaB Baml OpaT Inepes THM, SK BiH
oTpumMaB poOoTy B 111K pipmi? 9) Buopa BpanIii AManaa Mo3BOHKIIA 1 cKa3aja, 110
BKE MoBepHyacs 3 Biapsmpkenns. 10) [llo ckazas BaM Jiikap miciist TOTO, SIK OTJISTHYB
MaseHbkoro J[xeka?

MHUHYJIMA TOKOHAHO-TPUBAJIMM YAC (THE PAST PERFECT
CONTINUOUS TENSE)
Munyauii JOKOHAHO-TPUBAJIMI 4Yac BKUBAECTHCHA ISl BUPAKEHHS i, AKI
CrBepakyBajibHA (opMa YTBOPIOETHCS 3 BHKOPHCTAHHAM IONOMIiKHOTO
miecnoBa had, miecsioBa to be y Tperiii popmi (been) Ta ocHoBHoro mieciona 3
3aKiHYeHHSM -ing.
I/you/he/she/it/we/they + had been + Ving
Hanpuxnan: We had been skiing for half an hour before it started snowing.

I. Complete the sentences using the Past Perfect Continuous Tense as in the
example.

Example: ... before we came from the supermarket. Liz/ to clean/the flat/for two
hours. — Liz had been cleaning the flat for two hours before we came
from the supermarket.

1) ... before Tom came to the court. Helen/to play/tennis/for an hour and a half. 2)
... before he retired. Mr Black/to work/as a lawyer/for twenty-five years. 3) ...when
the bus arrived. We/ to wait/for forty minutes. 4) Sheila looked tired because ... She/
to sew/a dress/for her little daughter/all day. 5) Before Jack got to level four .... He/to
play/the same game/for three hours.

8) Mike’s neighbor’s were angry because ... . He/to listen/to loud music/for four
hours/yesterday evening. 7) Everybody was very hungry because ... . They/to
work/all day/without/a break for lunch. 8) ... when suddenly the car broke down.
We/ to drive/for five hours. 9) ... before the plane landed in the airport late in the
evening yesterday. They/to fly/for six hours. 10) ... since Easter. Alex and Den/to
prepare/for the exams.

I1. Put the verbs in brackets into the Past Perfect Continuous Tense.

1) My sister ... (to practise) for two months before that concert. 2) The boys ... (to
fish) for three hours before Tom caught the first fish. 3) We ... (to discuss) that
problem for more than an hour before we found the right solution. 4) Henry ... (to
wait) for half an hour before he saw his girlfriend getting off the tram. 5) Driving to
the hospital was difficult as it ... (to snow) all night. 6) Polly ... (to study) economics
since she entered university. 7) Ron’s collection of coins was valuable as he ... (t0
collect) them since he was a schoolboy. 8) When Sam returned home we ... (to
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watch) that TV programme for a quarter of an hour already. 9) Bill’s coat and mittens
were wet because he ... (to play) snowballs with his friends in the yard. 10) David
was irritated because the police inspector ... (to ask) him questions for more than an
hour.

3anepeuyHa ¢(opmMa MHHYJOr0 J0KOHAHO-TPHBAJIOI0 4Yacy YTBOPHETHCH 32
JOMOMOTI0I0 3alepevyHoi 4YacTKh NOf, KoTpa CTaBUTHCA MiCJASA MEPIIOro
JTOMOMIKHOIO JIi€c/I0BA.

I/you/he/she/it/we/they + had not (hadn't) been + Ving
Hanpuxnaa: We hadn't been playing chess before you came. IluranbHa ¢popma
MHUHYJO0T0 JOKOHAHO-TPHBAJIOI0 Yacy (SaI‘aJILHe IlI/ITaHHH) YTBOPHOETHCA 3
BUKOPUCTAHHAM J]OIIOMi)KHOl"O )IiCCJIOBa had, SIKE€ CTAaBUTLCHA Ha II0YATKY
peYeHHs.

Had + I/you/he/she/it/we/they + been + Ving?

Bianosiai Ha Taki NUTaAHHA JAKOTHCS 3 BAKOPUCTAHHSIM TOI'0 K JONOMIiKHOIO
aiecJioBa:
Had they been swimming since ten o'clock yesterday? — Yes, they had./No, they
hadn't.

I11. Make the sentences negative and interrogative.

1) Brian had been trying to find a better job for three weeks. 2) Little Johnny had
been riding his new bike all day yesterday. 3) Robert and Frank had been fixing that
computer for two hours yesterday. 4) Julia had been typing the report all the morning
yesterday. 5) It had been raining all night last Tuesday. 6) The Smiths had been
building their house for four years. 7) We had been skating for three hours yesterday.
8) You had been decorating the classroom for more than two hours last Saturday. 9)
The twins had been fighting in the backyard when their mother saw them. 10) Molly
had been speaking on the phone for an hour and a half yesterday evening.

IVV. Make up questions as in the example and use the table to answer them.

train in surf Play do the
the gym the Internet Bowling shopping
Alison for 1 hour from 2 till 5for 2 hours jll day
o’clock
Martin since 4 o’clockiall day for 3 hours  [for 30 minutes
Ted and all thefor 5 hours  since 6 o’clockffor 1 hour
Mike evening

Example: Alison/to train in the gym/for an hour/last Sunday? Had Alison been
training in the gym for an hour last Sunday? — Yes, she had.
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Alison/to surf the Internet/from 4 till 6 o’clock yesterday? Had Alison

been surfing the Internet from 4 till 6 o'clock yesterday? — No. she

hadn't.
1) Alison/to play bowling/for 3 hours/last Saturday? 2) Alison/ to do the shopping/all
day/last Thursday? 3) Martin/to train in the gym/since 4 o’clock/yesterday? 4)
Martin/to surf the Internet/for three hours/the day before yesterday? 5) Martin/ to
play bowling/for 3 hours/last Friday? 6) Martin/to do the shopping/all day/last
Saturday? 7) Ted and Mike/to train in the gym/all the evening/yesterday? 8) Ted and
Mikef/to surf the Internet/all day/last Sunday? 9) Ted and Mike/to play bowling/since
6 o’clock/two days ago? 10) Ted and Mike/to do the shopping/for four hours/last
Tuesday?

V. Put the verbs in brackets into the correct form.

1) It ... (to snow) for five hours before the weather changed.

9) Betty and Jane ... (to argue) for half an hour when their parents returned home.
3) Why did Ed miss his training yesterday? — He couldn’t come because he ... (t0
prepare) his project all day yesterday. 4)... Isabel ... (to work) as a secretary for four
years before she moved to another town? — No, she .... She ... (to work) as a
secretary just for two years. 5) ... Pete ... (to play) computer games all the evening
last Friday? — No, he ... . He ... (to write) an essay for two hours and then he went
for a walk. 6) Jean ... (not to wait) for our boss all the morning yesterday. She ... (to
speak) to some clients for about an hour and then she went to the bank. 7) Kevin
was exhausted because he ... (to unload) the lorry for three hours. 8) | was really
happy that Ron won that competition because he ... (to prepare) for it for half a year.
9) ... you ... (to save) money for a new computer for a long time? — Yes, | .... | ...
(not to spend) a penny for six months before | got a sufficient sum. 10) Cathy and
Sue ... (to tidy) our cottage house for two days after that birthday party.

Cxiaaroun criemiayibHi MUTaHHS y MHUHYJIOMY 3aBEpIICHOMY TPHUBAJOMY daci,
CJIOBA PO3CTABJISIIOTH Y HACTYITHOMY ITOPSAAKY: ITUTAJILHE
cinoso (Wh-word), nomomixkae miecmoBo had, migmer, mieciaoBo been ta ocHoBHe
JIECTIOBO 3 3aKIHUYEHHSM -iI1(.
Wh-word + had + I/you/he/she/it/we/they + been + Ving
Hanpumep: What had he been doing before the concert began yesterday?
Who had been working in the garden since 3 o'clock last Monday?

V1. Write questions to the underlined words.

1) We had been preparing for the Art Festival for a month. 2) Nora had been
swimming in the pool for an hour before the rain started. 3) The boys had been eating
hamburgers in the park yesterday. 4) Gordon had been reading the article about new
software for half an hour yesterday. 5) Helen had been speaking to her friend on the
phone for two hours yesterday.
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3BepHITHL yBary Ha BIAMIHHOCTI Yy BUKOPHCTAHHI MHHYJIOI0 HEO3HAYEHOIO,
MMHYJIOTO TPHBAJIOr0, MHUHYJOI0 JOKOHAHOT0 Ta MHUHYJIOI0 J0OKOHAHO-
TPUBAJIOTO YacCiB.

Munynuii HeO3HaUECHUN Yac BKUBAETHCS Y TAKUX BUIAIKAX.

1. Konu nis BigOymacs (i 3aBepinmiacs) y MEBHHH MOMEHT y MHHYJIoMmy. She
washed her hair half an hour ago.

2. Komu nBi abo Oinbie i BigOynwCs OJHA 32 1HIIOK MOCIIIOBHO 1 0€3 BETUKHUX
iHTepBaiB y yaci: They came into a café, sat down at a table and ordered two cups
of coffee.

3. llng omucy craHiB Ta 3BUYOK y MuHyliomy. He used to play football/played
football when he was a schoolboy.

AKIo TPUCYIKOM Yy pEYeHHI BHUCTYMAIOTh JI€CIOBA, L0 HE BXKUBAIOTHCA Y
MUHYJIOMY TPUBAJIOMY 4acl, TO BOHU BXKUBAIOTHCSl Y MUHYJIOMY HEO3HAYEHOMY Yaci:

We agreed to help her.

MuHyIHH TPUBAININ Yac BXKUBAETHCS y TAKUX BHUIIAJKAX.

1. Konu nist TpuBaia y meBHUiI MOMEHT y MUHYJI0MY: She was washing the dishes at
6 o'clock yesterday.

2. Konmu nBi abo Oinbpmne aii TpuBaim oxHodacHo y muHysnomy. While she was
washing the dishes, her husband was drying them.

Kosn ofHa 1is TpuBajia y MUHYJIOMY, a iHIa ii nepepBana: He was watching TV
when his friend phoned.

Munynmil JOKOHAHUHN Yac BKUBAETHCS Y TAKUX BUITAJIKAX.

1. Sxmio mist 3aBepiIMIacs 10 MeBHOro MOMeHTY B MuHyj0oMy: We had come home
by 8 o'clock yesterday.

2. SIkio mist 3aBepiIniacs 10 moyaTky iHmol aii y munysnomy: They had returned
home before the film began, (nepra nis: they had returned home; npyra ais: the film
began)

[TopiBHsiiTe:

We reached the hotel and the rain started, (xii BizOyBarOThCs MOCTITOBHO)

We reached the hotel after the rain had started, (neprua mis:

the rain had started; apyra nisi: we reached the hotel)

MuHynui TOKOHaHO-TPUBAJIMN YaC BKUBAETHCSA Y TAKUX BUITAJIKaX.

1. SIxmo mis TpuBaja SIKAKWCH Yac JI0 MEBHOTO MOMEHTa abo MoYaTKy IHIIOT Ail Yy
munyinomy: We had been walking for forfy minutes before we reached the village.
2. 1106 migkpecnuTH, 1o Jis TpUBaja JOCTATHHO JIOBFO y MHUHYJOMY Ta Maja
BuauMui pesynerat: He was confused because he had been solving that problem
for hours.
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l. Circle the correct item.

1) Tina sunbathed/ was sunbathing while her children swam/were swimming in the
sea. 2) Mr White phoned/had phoned us after the conference was beginning/had
begun. 3) They were sailing/ had been sailing for two weeks before they reached the
continent. 4) My brother bought/had bought this computer a year ago. 5) We
had/were having breakfast when our neighbour knocked/ had knocked at the door.
6) Tom’s eyes were red because he had worked/had been working at the computer
all day. 7) Dolly took/was taking a letter, opened/was opening it and started/ had
started reading. 8) After we cleaned/had cleaned the house we decided/had decided
to go to the cinema. 9) The boys were playing/had been playing tennis at 3 o’clock
yesterday. 10) Mrs Davis was upset because she was losing/had lost her purse.

I1. Put the verbs in brackets into the Past Simple or the Past Perfect Continuous
Tense.

1) Mike ... (to cycle) for two hours before he ... (to stop) for a rest. 2) We ... (to walk)
about for half a day before we ... (to find) your house. 3) They ... (to wait) for an
hour already when the taxi ... (to arrive). 4) Victor ... (to feel) tired because he ... (to
dig) out the bushes in the garden all day. 5) Before Alice ... (to prepare) all the
dishes, she ... (to cook) for four hours. 6) It... (to snow) for two days before the
weather ... (to change). 7) Simon ... (to surf) the Internet for six hours before he ...
(to find) the necessary information. 8) The scientists of our institute ... (to conduct)
the research for many years before they ... (to discover) a new source of energy. 9)
Jack ... (to wonder) how long he ... (to wait) for Sandra. 10) Betty ... (to stare) at me
for a few minutes before she ... (to understand) the meaning of my words.

I11. Match the sentences to the explanations of the usage of Past Tenses.

1) It was midnight and they were still
dancing.

a) Jlist TpuBaja J0Bro y MUHYJIOMY i
Majla BUIMMHUH PE3yIIbTar.
b) /IBi abo Oinmbmie naidi BiAOymwCs

2) My parents had been living in the
town for twenty-five years before
they decided to move to the
village.

3) She opened the cupboard, took a
glass and put it on the table.

4) The seminar had finished by 4
o’clock yesterday.

5) Tom was dusting the furniture
while his sister was watering the
flowers.

0JIHA 3a OJHOO MOCJIITOBHO Ta 0€3
BEJIMKUX MHTEPBAIIB Yy Yacl.

C) Hdis 3aBepiimiacs J0 TOYATKY
1HIIOT J1i B MUHYJIOMY.

d) Mlist TpuBana y NeBHUI MOMEHT Y
MUHYJIOMY.

e) Onxua Jis TpUBajia y MUHYJIOMY, a
1HII1a 11 IepepBara.

f) Jlis 3aBeprumiaacs 10 TEBHOTO
MOMEHTA Y MUHYJIOMY .

g) [linmerom y pedeHHi € Ii€CIIOBO,
KOTpE  HE  BKUBAETBCS Y
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6) Sally was worried because she had
been waiting for the ambulance for
twenty minutes.

MUHYJIOMY TPUBAJIOMY Yaci, TOMY
BIH BXXHBAETHCA Y MHUHYIOMY
HEO3HAYEHOMY Yaci.

7) James got your message 10 h) lin TpuBajna SKUHCH Yac 0

minutes ago. MIEBHOTO MOMEHTa abo0 IOYaTKy
8) When the teacher came in, the 1HIIOT Ji1 Y MHHYJIOMY.
pupils were running about. 1) Jlis BimOysacs (i 3aBepIimiacs) y

IICBHUH MOMEHT Y MUHYJIOMY.
JIBi abo OimpIe i TpUBaIU
OJTHOYACHO Y MUHYJIOMY.

9) He didn’t believe my story.
10) He continued his journey ),
after he had filled up his car.

IV. Put the verbs in brackets into the Past Simple, the Past Continuous, the Past
Perfect or the Past Perfect Continuous Tense.

1) The boys ... (to play) volleyball on the beach yesterday. 2) They ... (to play)
volleyball from 9 to 11 yesterday morning. 3) By 5 o’clock yesterday their team
...(to play) two games of volleyball. 4) Den ... (to play) volleyball for ten minutes
yesterday when he suddenly ... (to twist) his ankle. 5) At that time Ron ... (to listen)
to music in his room and ... (not to hear) the doorbell. 6) The secretary ... (to talk)
on the phone for twenty minutes when the door ...(to open) and her boss ... (to come)
into the room. 7) Peter ... (to drive) towards the airport last Sunday when he suddenly
... (to remember) that he ... (to leave) his passport at home. 8) We ... (to go) to a cafe
after we ... (to meet) Sally. 9) When David ... (to return) home yesterday his wife ...
(to cook) the chicken which she ... (to buy) in the supermarket the day before. 10) It
... (to be) midnight and Linda ... (to sleep) but John ... (to lie) sleepless because he
... (to think) about the words his chief ... (to tell) him at the end of the working day.

V. Complete the sentences with the words from the box.

after ago When Last
while and Already because
yesterday by the time

1) Edward was crossing the street ... a car stopped next to him. 2) Mrs Grey was
worried ... she had been waiting for her son’s call for more than two hours. 3) The
storm broke out... the ferry had arrived at a harbour. 4) An old gentleman was
reading a newspaper ... his little grandson was playing in the sandpit. 5) Alison
started to work in our hospital two months ... . 6) The fire had destroyed the building
completely ... the fire brigade arrived. 7) Ted put the key into the key-hole, turned
it... the door opened. 8) We had ... woken up when the postman brought the parcel
from Henry. 9) They spent their holidays in Norway ... winter. 10) Mrs Watts was
having dinner with her niece at 4 o’clock ....
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V1. Put the verbs in brackets into the Past Simple, the Past Continuous, the Past
Perfect or the Past Perfect Continuous Tense.

It ... (to happen) last July. A month before my friends and I ... (to decide) to go to
the seaside for a holiday. We ... (toplan) that trip for three weeks before we ... (to
choose) the place to go to. On the day of our departure we ... (to go) to the railway
station when Den ... (to realize) that he ... (to leave) the tickets for the train at home.
He ... (to take) his mobile phone and ... (to ring) his father. At that time his father ...
(to take) a bath but fortunately his mother ... (to hear) the phone. She ... (to find) the
tickets, ... (to catch) a taxi and ... (to go) to the railway station. We ... (to wait) just
for fifteen minutes when we ... (to see) Den’s mother hurrying to our carriage. She
... (to give) Den the tickets and we ... (to show) them to the conductor. Just a minute
before the train ... (to depart), we ... (to take) our places in the compartment.

VII. Choose the correct form to complete the sentences.

A Holiday Nightmare

A year ago my friend Clive and | 1) ... to the Bahamas for a holiday. After we
2) ... a week in Nassau, we 3) ... to go to Little Inagua. The flight to Little Inagua
was expensive so we 4) ... a 3-hour boat trip on the Siren, a cargo boat carrying
provisions to the islanders. The Siren was an old, broken-down boat. As we stepped
on deck, | doubted that we 5) ... the right decision. But it was too late to turn back.

The sun 6) ... brightly that day as we set out on our journey. We 7)... travelling
for an hour before the sea 8)... to get rough. A storm was approaching very quickly
and soon the waves 9) ... over the deck. Suddenly I 10) ... a shout from below. The
engine room was flooded and the engine stopped! | 11) ... to panic. My friend 12) ...
for lifejackets, but he was told that there weren’t any. Our panic turned to fear.

Fortunately, after a few minutes, the engine started working again. The captain
13)... us through for hours of stormy weather before we 14)... the calm harbour at
Little Inagua. There, as we got off the Siren, I 15) ... myself that whatever the price,
we would definitely fly back to Nassau.

1) a)went; b) were going;
c) had gone; d) had been going.
2) a)spent; b) were spending;
¢) had spent; d) had been spending.
3) a)decided; b) were deciding;
c) had decided; d) had been deciding.
4) a) booked; b) were booking;
c) had booked; d) had been booking.
5) a) made; b) were making;
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c) had made; d) had been making.  VIII. Find mistakes and

6) a) shone; b) was shining; correct them.
c) had shown;  d) had been shining.
7) a; travelled; b; were travellin 'g 1) Greg and Bob had looked for
’ g,_ their dog for two hours before
c) had travelled; d) had been travelling. they found it sleeping under the
8) a)began; b) was beginning; bench in the park. 2) We had
c) had begun;  d) had been been boating on the lake at 10
: by oo - o’clock yesterday morning. 3)
%) ajpoured; . b) were Porng: She finished cooking dinner by
¢) had poured;  d) had been_pourlng. the time her children returned
10) a) heard; b) was hearing; from school. 4) When Henry
c) had heard; d) had been hearing.  opened the door of the living
11) a)started; b) was starting; room, his little brother watched
c) had started;  d) had been starting. cartoons on TV. 5) Sally t°.°k a
12) a)asked: b) was asking; piece of paper and had written
’ g _ her phone number on it. 6) We
c) had asked;  d) had been asking. were driving for six hours before
13) a)steered; b) was steering; we saw a small hotel beside the
c) had steered;  d) had been steering. ~ road. 7) After my friends left, |
14) a) reached: b) were reaching: washed the dishes and switched
_ : on the TV set. 8) What had you
c) had reached; d) had been reaching. been doina at the moment the
15) a) promised; C) was promising; d) had been ow much
was your camera costing a year ago? 10) What were Nelly doing while you were
doing the ironing?

IX. Translate into English.

1)

Mps1 BYOpa Kynuiu HOBUM XOJOIWIBHUK. 2) Buopa MiTH Tynsiiv y Tapky 3
MATOI 10 BOCBMOI TOJAMHU Beuopa. 3) Mu BuUOpa TYJsiiu y mapky Ouiblie
rOJIMHM, KoJii ToOauryin Toma. BiH 3 KUMOCH pO3MOBJISIB 01151 KIHOTEATpy. 4)
[lepen TvuM, sk MU BiAMPABUIIM 3amnpolieHHs], boo 11e pa3 nepeBipuB ajapecy.
5) oxymist He 3Haa, KOro ii 60C YekaB Bxke Ouiblie roauHu. BoHa nmoymBaia
KBITH, KOJIM BUCOKU YOJIOBIK 3ai11I0B y 0ic 1 1aB iif CBOIO BI3UTIBKY. 6) Bin
yekaB odiliaHTa BXK€ IMITh XBWJIWH, KOJU MOOAYMB CBOrO CTaporo JApyra,
KOTPH CHIIB 32 CTOMKOM O11s BikHA. 7) XKiHka OyJa gy»e BTOMJICHOIO, TOMY
0 BOHA MpOCHIIIa OIS XBOPOI AUTHHU BCIO HiY. 8) Maiik moa3BOHUB O
JecsATid Bedopa. Mu 3HaiH, 4TO BiH YK€ MOBEPHYBCS 3 BIAPSAIKEHHS, ajic B
TOW Beuip He uyekaym Ha Horo a3BiHOK. 9) Ilicist Toro sik xkoHbepeHIis
3aBepIIniIacs, s MiAIMIIoB 10 mpodecopa 1 MOMPOCUB HOro MPOYUTATH MOKO
crartio. 10) IToku Emma poOuna Qorokomii HOKyMEHTIB, s TEpEBIpsB
SJICKTPOHHY TIOIITY Ta MOOAYMB JIUCTA, SIKOTO e/ BIAMPaBUB MEHI JICHh TOMY.
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REVISION
I. Make the sentences negative and interrogative.

1) You had been cooking supper for two hours yesterday. 2) Margaret had been lying
in the sun for an hour. 3) We had been painting the fence for half a day yesterday.
4) Sue had been vacuuming the carpet for thirty minutes. 5) Fred had been sleeping
for four hours last night. 6) They had been doing that project for two weeks last
month. 7) My brother had been working in the garden for five hours yesterday. 8)
The police had been investigating that murder for half a year. 9) We had been
planning our journey for a month last year. 10) He had been writing his last book for
three years.

I1. Make up sentences using the Past Perfect Continuous Tense.

1) Ron/to repair/his car/for six hours/yesterday. 2) I/to look for/my umbrella/for
forty minutes/yesterday. 3) We/to watch/ TV/for half an hour/before/the light/went
out. 4) Nick/to train/ in the gym/for an hour/before/his coach/came. _; 5) Dolly and
her niece/to do/shopping/all day/last Friday. 6) Jack/ to surf/the Net/for four
hours/yesterday. 7) Henry/was/ satisfied/with his work/because/he/to paint/that
picture/for three weeks. 8) They/to stand/in the rain/for twenty minutes/ before/the
bus/came. 9) Alan/was/angry/because/he/to argue/ with his boss/ for about an hour.
10) We/to play/that game of chess/for three hours/before/l/managed/to win/it.

I11. Write questions to the underlined words.

1) They had been preparing for their wedding for three months. 2) Helen had been
painting the floor in the kitchen for two hours yesterday. 3) You had been playing
computer games for three hours yesterday. 4) Mark had been fixing his bike for two
hours yesterday. 5) We had been gathering the apples in the garden all day.

V. Put the verbs in brackets into the Past Simple or the Past Perfect Continuous
Tense.

1) Sarah ... (to write) poems since she ... (to be) a schoolgirl. 2) Ben ... (to stay) in
New York for two days before he ... (to manage) to buy a ticket for Melbourne. 3)
A little boy ... (to play) with his new toy car for some hours before it... (to break). 4)
They ... (to discuss) the news for half an hour before their chief ... (to come) to the
office. 5) Isabel ... (to try) on clothes for more than an hour before she ... (to choose)
a dress for the party. 6) Henry and Jane ... (to travel) around the USA for some weeks
before I ... (to meet) them in San Francisco. 7) How long ... you ... (to sleep) before
the doctor ... (to come)? 8) Where ... Dave ... (to go) when his chief ... (to see) him?
9) Amanda ... (to look) at the photo for some minutes before she ... (to put) it back
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into the album. 10) They ... (to be) wet because they ... (to walk) in the rain for some
hours.

V1. Put the verbs in brackets into the Past Simple, the Past Continuous, the Past
Perfect or the Past Perfect Continuous Tense.

1) Rachel ... (to meet) Den in front of the library five minutes ago. He ... (to speak)
to Alex about some project. 2) Sam and Monica ... (to skate) together for four years
before they ... (to enter) the competition. 6) When Victor ... (to get) off the bus, he
... (to decide) to phone his mother but suddenly ... (to realize) that he ... (to forget)
his mobile phone in the hotel room. 4) The driver ... (to speed) down the road when
suddenly an old woman ... (to step) in front of the car. 5) Two men ... (to walk)
through the forest for five hours before they ... (to see) the house of the forest guard.
The two men ... (to be) hungry because they ... (not to eat) anything since last
evening. 6) Maggie ... (to look) for her gloves when the door ... (to open) and her
mother ... (to come) in. 7) Phil... (to wait) for twenty-five minutes before Pamela ...
(to send) a telegram and ... (to return) to the car. 8) By the time Steve ... (to reach)
the airport, Andrew and Nora ... (already to receive) their luggage and ... (to have)
coffee in a cafeteria outside. 9) Linda ... (to phone) her dentist yesterday because one
of her teeth ... (to ache) for weeks. 10) When Tony ... (to arrive) at Tina’s place
yesterday, she ... (to read) a detective story which she ... (to buy) some days before.

VII. Find mistakes and correct them.

1) They had arrived at the airport on time yesterday. 2) Colin was finishing his work
before he went to bed. 3) Jessica had cut her finger when she was slicing the bread.
4) Sally was taking a bath for ten minutes before the water was cut off. 5) The
secretary had been making copies when the photocopier broke down.

6) She washed the dishes and had poured herself a cup of tea. 7) Nick went to the
swimming pool after he was watching the news. 8) While we were gathering
vegetables in the garden, our mother had made an apple pie for dessert. 9) Gordon
felt sleepy because he worked all night. 10) Wendy was studying management for
three years before she got her diploma.

VIII. Translate into English.

1) Bin noBepHyBcsi 3 KOH(eEpeHIii mBroguau tomy. 2) JIOKu s pO3MOBIISB IO
TenedoHy, MOsl cecTpa yBaXKHO ciiyxaia HOBUHU 1o pamaio. 3) Konu Hik npuiinios
J0JIOMY, BiH 3rajiaB, 110 HE BIJANpPaBUB MOBIAOMIIEHHS MeHekepy Qipmu. 4) Mu
PEMOHTYBAJIM MallMHY B Tapaxi, KOJM MOYYJIH SKUHCH IIyM Ha Byiuii. 5) Mu
PO3MOBJIISUTH OJIM3BKO JECSATH XBWUJIMH, KOJHM PANTOM 3aJ3BOHUB Miil MOOUTbHUI
tenedoH. 6) JIiTHS KiHKa 3ampocHiia Hac y BITAJIbHIO 1 TOYACTyBaja MHUPOTOM 3
KaIlyCTOl0, IKUI BOHA BUTIEKJIa BpaHIli. 7) [liTu rpanu B cafy ABi TOAWHU MEPEA TUM,
sk modvaBcs noml. 8) ben mouaB mpairoBat B Hamnii Qipmi micias TOro, K BiH

67



3aKiHYMB yHiBepcuteT. 9) Omsr xjaomuukiB OyB OpyAHUM, TOMY IO BOHH T'paju y
byT6011 KA 1eHb. 10) PATYyBaIbHUKH MpaIfoBaIM BCIO HiY, MEPII HIXK MPUIICTUIN
TBUHTOKPHIIH 3 JIIKapsIMHU.

LESSON 5

TEXTA WHAT IS AN ORGANIZATION?

An organization is a group of two or more people working together to achieve
a common set of goals. A neighborhood dry cleaner owned and operated by a
husband-and-wife team is an organization. IBM, Rubbermaid, and Home Depot,
which employ thousands of workers worldwide, are also organizations in the very
same sense. Although each corporation's organizational structure is vastly more
complex than that of the dry-cleaning establishment, all must be organized if they
are to achieve their goals.

An inventor who goes into business to produce and market a new invention
hires people, decides what each will do, determines who will report to whom, and
so on. These activities are the essence of organizing, or creating, the organization.
One way to create that "picture™ is to create an organization chart.

DEVELOPING ORGANIZATION CHARTS

An organization chart is a diagram that represents the positions and
relationships within an organization. Each rectangle in the chart represents a
particular position or person in the organization. At the top of the chart is the
president; at the next level are the vice presidents. The solid vertical lines connecting
the vice presidents to the president indicate that the vice presidents are in the chain
of command. The chain of command is the line of authority that extends from the
highest to the lowest levels of the organization. Moreover, each vice president
reports directly to the president. Similarly, the plant managers, regional sales
managers, and accounting department manager report directly to the vice presidents.
The chain of command can be long or short. For example, at Empress Chili Parlor,
an independent restaurant in Dallas, the chain of command is very short. The local
owner is responsible only to himself and can alter his hours or change his menu
almost instantly.' On the other hand, the chain of command at McDonald's is long.
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Before making certain types of changes, a McDonald's franchise seeks permission
from regional management which, in turn, seeks approval from corporate
headquarters.

Notice in the chart that the connections to the directors of legal services,
public affairs, and human resources are shown as broken lines; these people are not
part of the direct chain of command. Instead, they hold advisory, or staff, positions.
This difference will be made clear later in the chapter, when we discuss line and staff
positions.

Most smaller organizations find organization charts useful. They clarify
positions and reporting relationships for everyone in the organization, and they help
managers track growth and change in the organizational structure. For two rea-sons,
however, many large organizations, such as Exxon, Kellogg, and Procter & Gamble,
do not maintain complete, detailed charts. First, it is difficult to accurately chart even
a few dozen positions, much less the thousands that characterize larger firms. And,
second, larger organizations are almost always changing one part of their structure
or another. An organization chart would probably be outdated before it was
completed.

FIVE CHAIRACTEEOFTICS COMMON TO ALL ORGANIZATIONS

When a firm is started, management must decide how to organize the firm. These
decisions are all part of five major steps that sum up the organizing process. The five
steps are as follows:

1. Divide the work that is to be done by the entire organization into separate
parts, and assign those parts to positions within the organization. This step is
often called job design.

2. Group the various positions into manageable units, or departments. This step
is called departmentalization.

3. Distribute responsibility and authority within the organization. This step is
called delegation.

4. Determine the number of subordinates who will report to each manager. This
step creates the firm's span of management.

5. Distinguish between those positions with direct authority and those that are
support positions. This establishes the organization's chain of command.
Exercise 1. Answer the following questions:

1. What is an organization?

2. What activities are the essence of organizing, or creating, the organization?

3. Do you know what an organization chart is?

4. Do small organizations find organization charts useful?

5. Explain how the five steps of the organizing process determine the
characteristics of the resulting organization. Which steps are most important?

Exercise 2.  Building Team Skins
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An organization chart is a diagram showing how employees and tasks are
grouped and how the lines of communication and authority flow within an
organization. These charts can look very different depending on a number of factors,
including the nature and size of the business, the way it is departmentalized, its pat-
terns of delegating authority, and its span of management.

Assignment 1. Working in a team, use the following information to draw an
organization chart: The KDS Design Center works closely with two home-
construction companies, Amex and Highmass. KDS's role is to help customers select
materials for their new homes and to ensure that their selections are communicated
accurately to the builders. The company is also a retailer of wallpaper, blinds, and
drapery, The retail department, the Amex accounts, and the Highmass accounts
make up KDS's three departments. The company has the following positions:

President

Executive vice president Managers, 2

Appointment coordinators, 2

Amex coordinators, 2

Highmass coordinators, 2

Consultants/designers for the Amex and Highmass accounts, 15

Retail positions, 4
Payroll and billing personnel, 1
2. After your team has drawn the organization chart, discuss the following:
a. What type of organizational structure does your chart depict? Is it a bureaucratic,
organic, matrix, or cross-functional team structure? Why?
b. How does KDS use departmentalization?
c. To what extent is authority in the company centralized or decentralized?
d. What is the span of management within KDS?
e. Which positions are line positions and which are staff? Why?

3. Prepare a three-page report summarizing what the chart revealed about
relationships and tasks at the KOS Design Center and what your team learned about
the value of organization charts. Include your chart in your report.

TEXT B JOB DESIGN

Usually specialization is  defined as the separation of a manufacturing process
into distinct tasks and the assignment of different tasks to different people. This
concept can be extended to all the activities performed within the organization.
JOB SPECIALIZATION

Job specialization is the separation of all organizational activities into distinct tasks
and the assignment of different tasks to different people. Adam Smith, the
eighteenth-century economist whose theories gave rise to capitalism, was the first to
emphasize the power of specialization in his book The Wealth of Nations. According
to Smith, the various tasks in a particular pin factory were arranged so at one worker
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drew the wire for the pins, another straightened the wire, a third t it, a fourth ground
the point, and a fifth attached the head. Using this .4thod, Smith claimed, ten men
were able to produce 48,000 pins per day. Before specialization, they could produce
only 200 pins per day because each worker d to perform all five tasks!

THE RATIONALE FOR SPECIALIZATON

For a number of reasons, some job specialization is necessary in every organization.
First and foremost is the simple fact that the "job" of most organizations is simply
too large for one person to handle. In a firm like Chrysler Corporation, hurl-ads or
even thousands of people may be needed to manufacture automobiles. hers will be
needed to sell the cars, to control the firm's finances, and so on.

Second, when a worker has to learn only a specific, highly specialized task, that
individual should be able to learn to do it very efficiently. Third, the worker to is
doing the same job over and over does not lose time changing from one operation to
another, as the pin workers probably did when each was producing a complete pin.
Fourth, the more specialized the job, the easier it may be to sign specialized
equipment for those who do it. And finally, the more specialized the job, the easier
it is to train new employees when an employee quits or is absent from work.

ALTERNATIVES TO JOB SPECIALIZATION

Unfortunately, specialization can have some negative consequences as well. The
most significant drawback is the boredom and dissatisfaction many employees feel
when they do the same job over and over. Monotony can be deadening. Bored
employees may be absent from work frequently, may not put much effort into their
work, and may even sabotage the company's efforts to produce quality products.

To combat these problems, managers often turn to job rotation. Job rotation
is the systematic shifting of employees from one job to another. For example, a
worker may be assigned to a different job every week for a four-week period and
then return to the first job in the fifth week. The idea behind job rotation is to provide
a variety of tasks so that workers are less likely to get bored and dissatisfied.

Eli Lilly and Company, one of the world's largest pharmaceutical
manufacturers, has successfully used job rotation for many years. It has become one
of Lilly's strongest points in recruiting potential employees. Decisions on job
rotations are based on openings, employees' interests and developmental needs, and
staffing requirements. A recent study of job rotation at Lilly revealed several
benefits. The primary advantage to employees is that by exposing them to technical,
business, and administrative aspects of the organization, job rotation improves their
knowledge and skills. As a result, these employees are promoted more rapidly than
those who do not rotate. The study also found that job rotation heightened
employees' motivation and involvement, increased their career satisfaction and
commitment to stay with the company, and gave them a better understanding of
strategic issues.
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Two other approaches—job enlargement and job enrichment—can also

provide solutions to the problems caused by job specialization.
Exercise 1. Answer the following questions:

1. What is job specialization?

2. What determines the degree of specialization within an organization?

3. Can specialization have some negative consequences, can’t it? Why?

4. What is job rotation?

5. Describe how job rotation can be used to combat the problems caused by
job specialization. Give your own examples.

TEXTC DEPARTMENTALIZATION

After jobs are designed, they must be grouped together into "working units,"
or departments. This process is called departmentalization. More specifically,
departmentalization is the process of grouping jobs into manageable units. Several
departmentalization bases are commonly used. In fact, most firms use more than
one. Today the most common bases for organizing a business into effective
departments are by function, by product, by location, and by type of customer.

BY FUNCTION

Departmentalization by function groups jobs that relate to the same
organizational activity. Under this scheme, all marketing personnel are grouped
together in the marketing department, all production personnel in the production
department, and so on. Most smaller and newer organizations base their
departmentalization on function. Supervision is simplified because everyone is
involved in the same kinds of activities, and coordination is fairly easy. The
disadvantages of this method of grouping jobs are that it can lead to slow decision
making and that it tends to emphasize the department rather than the organization as
a whole.

BY PRODUCT

Departmentalization by product groups activities related to a particular
product 1,, rod 1 ct grouping activities v or service. This scheme is often used by
older and larger firms that produce and related to a particular product sell a variety
of products. Each department handles its own marketing, production, financial
management, and human resources activities.

Departmentalization by product makes decision making easier and provides
for the integration of all activities associated with each product. However, it causes
some duplication of specialized activities such as finance—from department to
department. And the emphasis is placed on the product rather than on the whole
organization. Microsoft, the world's largest independent software company, recently
reorganized, creating two new product groups. The Desktop Applications Division,
which produces Windows applications such as Office, became part of the Plat-forms
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and Applications Group. The Interactive Media Group manages multimedia games,
consumer CD-Roms, the Microsoft Network, and hardware.

BY LOCATION

Departmentalization by location groups activities according to the defined
geo-graphic area in which they are performed. Departmental areas may range from
whole countries (for international firms) to regions within countries (for national
firms) to areas of several city blocks (for police departments organized into
precincts). Departmentalization by location allows the organization to respond
readily to the unique demands or requirements of different locations. Nevertheless,
a large administrative staff and an elaborate control system may be needed to
coordinate operations in many locations.

BY CUSTOMER

Departmentalization by customer groups activities according to the needs
of various customer populations. A local Chevrolet dealership, for example, may
have one sales staff to deal with individual consumers and a different sales staff to
work with corporate fleet buyers. The obvious advantage of this approach is that it
allows the firm to deal efficiently with unique customers or customer groups. The
biggest drawback is that a larger-than-usual administrative staff is needed.

COMBINATIONS OF BASES

Many organizations use more than one of these departmentalization bases. For
example, General Motors has realigned its divisions on the bases of small-vehicle
and large-vehicle product groups. Each GM division, in turn, is departmentalized by
function; Pontiac, for example, has its own marketing, finance, and personnel
groups. Production groups might be further departmentalized by plant location.
Similarly, a divisional marketing group might be divided in such a way that one unit
handles consumer sales and another handles fleet and corporate sales.

Exercise 1. Answer the following questions:

1. What process is called departmentalization?

2. What are the most common bases for organizing a business into effective
departments?

3. What are the major differences among the four departmentalization bases?
4. Why do most firms employ a combination of departmentalization bases?

Exercise 2. Read, translate the text and discus it:
IS ETHICAL DOWNSIZING POSSIBLE?
Companies call it downsizing, restructuring, decombining, reducing imbalanced
skills, reallocating resources, or job separation. They sometimes use dieting
metaphors like "trimming the fat," "getting lean and mean," or "shedding, weight."
Whatever the euphemism, employees affected by these practices know what the
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words mean to them: layoff. And no "kinder, gentler" words can do much to alleviate
the anxiety and distress that come with losing a job.

In their quest to lower costs, companies often wield the ax with little or no
regard for the well-being of the people involved. Industry analysts assert, however,
that if organizations wish to con-sider themselves responsible, ethical corporate
citizens, they must demonstrate concern for their employees, even when they have
to tell them they are no longer employed.

Organizations concerned about easing their employees' shock and stress at
being laid off can do so through careful planning and preparation. Effective, honest,
and timely communication is always important, but when staff reductions are
imminent, it becomes critical. Employees who know what is going on can prepare
themselves for the inevitable and are much better able to cope when the ax finally
does fall. Organizations can also support employees whose positions have been
eliminated by providing retraining or out-placement assistance and a reasonable
severance package. Those being laid off are not, however, the only ones affected by
the downsizing. By addressing the needs and concerns of remaining staff, showing
sensitivity to their feelings of loss, and dealing with, their anxieties about additional
lay-offs, an organization increases its chances of retaining their loyalty and trust.

Questions about the ethics of downsizing are sure to continue. Do responsible
companies lay people off? Is it ethical to close factories? Must employers guarantee
workers jobs for life? What are the ethical issues involved when organizations
become so downsized they are no longer able to attain their goals (a situation known
as "corporate anorexia™)? What happens, for example, to patients in a hospital that
has eliminated so many positions it is no longer able to provide the necessary level
of care? If, as most experts agree, downsizing is here to stay, perhaps the real
question is not, "Is it ethical to downsize?" but "How can companies downsize
ethically?"

Issues to Consider

1. Which is the more ethical approach and why?

a. To downsize by as much as 30 percent in order to make the organization more
competitive

b. To keep the workforce about the same size even though the company is not likely
to be as competitive

2. If you were part of a team assigned the task of designing as ethical a
downsizing program as possible, what recommendations would you make?

Exercise 3. Exploring the Internet

After studying the various organizational structures described in this chapter
and the reasons for employing them, you may be interested in learning about the
organizational structures in place at large firms. As noted in the chapter,
departmentalization is typically based on function, product, location, and customer.
Many large firms successfully use a combination of these organizational strategies.
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You can gain a good sense of which organizational theme prevails in an industry by
looking at several corporate sites.

Assignment

1. Explore the Web site of any large firm you believe is representative of its industry
and find its organization chart or a description of its organization. Create a brief
organization chart from the information you have found.

2. Describe the firm's organizational division.

GRAMMAR EXERCISES

CIIOCOBU BUPAXKEHHS MAWBYTHBOI'O YACY (MEANS OF
EXPRESSING FUTURE ACTIONSYS)
MaiioyTHiii Heo3nauenuii yac (The Future Simple Tense) B:kumBaeTbcs aJIst
BUPa)XeHHs AiH 1 moxii B MauWOyrHbomMy. MalOyTHIii Heo3HAYeHHN 4Yac
YTBOPIOETHCS 3 BHKOPUCTAHHSAM J0NOMizKHOTO AiecsioBa Will i inginiTusa
0e3 to.
XapakTepHi odocTaBuHHE yacy: tomorrow, next, in.
I/you/he/she/it/we/they + will + V;
I/you/he/she/it/we/they + will not (won't) + V;
Will + I/you/he/she/it/we/they + V1? -Yes, I/he/... will. (No, I/he/... won't.)

Hanpukaan:

They will go to the theatre tomorrow.

She will not (won't) attend the lecture next Tuesday.

Will you clean the flat tomorrow?

Shall BkuBa€TbCsi B MATAJILHUAX pPevYeHHAX i3 3aiiMeHHUKaMu |, We, Ko MHU
BHUCJIOBJIIOEMO MPOMNO3UIII0, X0YeMO OTPUMATH PO3NOPSAKEHHHA BiIHOCHO
SIKUX-HeOyAb il 200 NPONOHY€EMO HIOCH 3POOUTH:

Shall we oo to the beach today? (BucsioBi0EMO Tpono3MILiI0)

Shall I make you a cup of tea? (mponmonyemo mochb 3poouTH)

Shall we learn this poem by heart? (Bupaskaemo Hamip oTpuMaTH
PO3MOPSIAKEHH)

I. Make up sentences using the verbs in the Future Simple Tense.
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1) have/in/We/minutes/dinner/twenty.

2) everything/you/ The/explain/manager/to.

3) father/us/theme/Our/take/ Sunday/to/next/the/park.

4) you/some/examine/The/in/ doctor/minutes.

5) next/return/summer/children/from/ the/Friday/The/camp.
6) your/tomorrow/car/The/repair/ mechanic.

7) information/l/you/find/for/this/tomorrow.

8) future/other/live/on/People/planets/in.

1. Make the sentences negative and interrogative.

1) The Daniels will stay with us for a fortnight. 2) Mark will buy everything we need
tomorrow. 3) Dinner will be ready in half an hour. 4) The police inspector will
interrogate the burglar tomorrow. 5) Emily will book a room in the hotel for us. 6)
Sam will take part in the next competition. 7) Jessica will have her final exam in two
days. 8) It will be warm tomorrow.

I11. Complete the sentences with shall, will or won ’t.

1. — ... you take part in the festival next week, Cindy?
— No, I ..., but Belinda ... .
— Unfortunately, I don’t know her phone number.
— ... | give it to you?
— Yes, please.
2. — ... David be in the office tomorrow, Jack?
— No, he ... . Why?
— I ... have the results of his survey tomorrow morning.
— That’s good. He needs this information for his report.
— ... I send him the results via e-mail?

— It ... be great.
3. — ... you give me a lift, Nick?
— Of course, I I drive you to the office, Pam?

— No, I... work in the office today. I... have an appointment with an estate
agent. ... you stop the car opposite that building?
— OK.
4. — We are running out of food. ... you go shopping, Ben?
— OK. But I need a shopping list.
— | ... write a shopping list for you.
—... ou give me your discount card?
— Sorry, | ... . Alice took my discount card yesterday and forgot to return it.
— Well, I ... buy all the food at the market then.
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Cxiagaw4u cneniajibHi MUTaHHA Y Mail0yTHHOMY HEO3HAYEHOMY 4aci, cj10Ba
PO3MIIIYIOTH Y TaKiii mocJigoBHOCTI: muTaibHe ciaoBo (Wh-word), nonmomixkne
niecaoso Will, migmer, ocHOBHE Ji€C/10BO.
Wh-word + will + I/you/he/she/if/welthey + V; ?
Hanpukaan:
What will she cook for dinner tomorrow?
Where will you go next Saturday?
Who will visit us tomorrow?
Wh-word + shall + I/we + V,? (sximo Mmu npocumMo nopajin)
Hanpukaan:
Where shall we go?
What shall | do?

IV. Write questions to the underlined words.

1) The students will know the results of the test tomorrow morning. 2) They will go
to Italy next summer. 3) She will give me this article tomorrow. 4) Boris will finish
repairing the roof in two days. 5) You will receive the parcel from them next week.

V. Complete the text with will or won 't and one of the verbs from the box.

to discover to operate to replace to advance
to develop to affect to live to cure
to have to build to make to use to be

Predictions About Our Future

Have you ever thought about our life in the future? What ... life ... like in thirty or
fifty years from now? How far ... technology ...? How ... its development ... our
lives? Here are some predictions made by science-fiction writers and technology
experts.

1 People ... in flats and houses like we have nowadays. They ... environmentally
friendly «smart houses». 2) Scientists ... new cheap sources of energy. This
discovery... it possible to travel long distances not only around our planet, but also
in space. 3) People ... their computers with the help of a keyboard or a mouse. They
... the power of their thoughts to surf the Net. 4) 3D holographic displays... old
computer screens. 5) New medicines ... diseases like cancer and diabetes.
Pharmacists ... drugs for individual needs of every sick person. 6) People ... the
opportunity to continue their education at any time and age thanks to the
development of virtual worlds for educational purposes.
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V1. Make up questions using the Future Simple Tense. Answer these questions
(make your predictions about the future).

1) What means of transport/to be popular/in future? 2) People/ to use/mobile
phones/in future? 3) What food/people/to eat/ in future? 4) People/to find/life/on
other planets? 5) How/ people/to use/robots/in future? 6) What kind of literature/ to
be popular/in future? 7) How/people/to do the shopping/in future? 8) What
clothes/people/to wear/in future?

VII. Translate into English.

1) B MaitOyTHEOMY JIFO/IHM JKUTHMYTh Y TAPMOHIi 3 ipupoaoro. 2) Bin 3ycTpine Hac
3aBTpa? - Tak, BiH 3yCTpiHE Bac 1 mpuBe3e 70 roreinto. 3) BoHu He BII3HAIOTH Bac y
poMy oJis31. 4) MeHi BUKIMKaTu Jyis Bac Takci? - Hi, miii n1pyr 3aine 3a MHOMO. 5)
Haxanb, Mu Hikoiu He Ji3Haemocs npasay. 6) [llo Tu pobutumenn y Buxigi? - 5
noifay 3 APY3IMH Ha €KCKYpCil0 y CTapOBMHHHMM 3amok. 7) JlaBaiiTe mizeMo 10
KiHOTeaTpy Ta moauBuUMocs Iied ¢iabM. 8) SIkuM aBTOOycOM HaM JoiXaTd 10
3aJII3HUYHOTO BOK3aiy?

11 BUpasKeHHs MalOYTHBOI il BJKMBA€THCH AIK Mail0OyTHiii HEO3HAYEHUH Yac,
Tak i KoHCTpYyKUisi be going to.

MaiioyTHiit HEO3HAUYEHUN  4ac
BXKUBAETHCS Y HACTYITHUX BUITQ/IKaX.
1) Koyt My moBigoMiisieMo mpo (aktu
abo nmii B MaillOyTHhOMYy, Ha
3MIMCHEHHS SKUX MH HE MOXKEMO
srumHyTH: It will  be Monday
tomorrow.

2) Konu My moBitomMizsseMo mpo ii abo
nonii B MalOyTHbOMY, ane He
BIIEBHEHI, 110 BOHU BIAOYIyThCs (UU
me He TMNPUUHIA  OCTaTOYHOTO
pimenns): | think I'll buy a new
camera.

3) SIKI0 MU PUIAHSIN PiIICHHS

B MoMmeHT MoBiieHns: I'm tired. I'll oo
to bed earlier today.

4) Komum MU BHUpaXaemMo Haii,
no0OOIOBaHHs, CTPaxH, 3arpo3u, Mpor-

Be going to BxxuBaeThCs

y HAaCTYITHHUX BUIIAJIKAX.

1) Konu Mu MOBITOMIISIEMO TIPO CBOI
Hamipu abo 1utanu: He attends
computer courses. He is going to enter
computer college.

2) Koiu My TOBiTIOMIISIEMO TIPO MOIi
y HaHOMM>K4YOMy MallOyTHROMY, SKIIO
MU YIEBHEHI, 110 BOHU BIJOYIyThCS:
He is going to invite you to the party.
(He has already decided.)

3) ko0 B MOMEHT MOBH MH
po3yMiemo, 110 B1IOyI€THCS
HaiOmmkunM yacom: Be careful! You
are going to cut your finger!
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HO3U BIJTHOCHO MallOyTHBHOTO, TAEMO
OOIITHKH 1 T. 1H. SIK MpaBuiIo0, B TAKUX
BUIIAJKAX BXKHBAIOThCSA cjoBa hope,
believe, think, expect, know, promise,
(be) afraid, (be) sure, perhaps,
probably, etc.. I'm sure he will help
you. He will probably come home late.

VI1II. Match the sentences to the explanations of the usage of the Future Simple
Tense or be going to.

1) They are going to get married. a) PimeHHs, NTpWEHATE B MOMEHT
MOBJICHHSI.
2) I’m afraid we’ll miss this train. b) Toxis B HAHOIHKIOMY
MailOyTHbOMY, sIKa HAaIleBHO
B1J1I0y1€ThCS
3) Watch out! You’re going to hit c) IoBigomneHHs mnpo QakT B
your head! MailOyTHbOMY, Ha 3iHCHEHHS
AKOT0  MH  HE  MOXEMO
4) It will be my birthday tomorrow. BILUTUHYTH.
d) IloBimomneHHS Tpo TOMIl Y
MaiiOyTHHOMY, pilIeHHs
BITHOCHO SIKMX IIIE OCTATOYHO
5) | have got a headache. I’ll take an HE TIPUAHSATO.
aspirin. e) BucnosnroBaHHS OOOIOBAHHS.
6) Heisinacafé. He is going to have f) IToBimomuieHHS PO MOIO, SIKa,
lunch. SK MU TUIBKH IO 3pO3yMiJIH,
7) 1 think I’ll join you for a picnic 3apa3 BiOyaeThCs.
tomorrow. g) IloBimomieHHS TPO HAMIpU Ta
TUTAHH.

IX. Circle the correct item.

1) They will go/are going to the theatre. They have already bought the tickets. 2)
Summer holidays will/are going to start in a month. 3) I’'m sure this team will/is
going to win the game. 4) Mr Harris has sold his old car. He will/is going to buy a
new one. 5) Watch out! You will/are going to scald your hand! 6) Perhaps we
will/are going to cancel tomorrow’s meeting. 7) It’s too cold in the room. I will/am
going to turn on the heating. 8) | hope they will/are going to enjoy the tour. 9) Phil
is studying hard these days. He will/is going to have an exam next week. 10) Be
careful! The dog will/is going to bite you! 11) The sun will/is going to rise in less
than an hour. 12) | promise | will/am going to buy you new trainers next week. 13)
They have bought a lot of food. They will/are going to have a party. 14) His daughter
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will/is going to be five next year. 15) | suppose she will/is going to tell us about her
intentions.

X. Open the brackets using will or be going to.

1) — Do you have any plans for tomorrow?
—Yes, | ... (to take) my little daughter to the zoo.
2) — Would you like vanilla ice cream or a piece of cherry cake?
—1 think | ... (to have) a piece of cake.
3) — Why is Pam phoning an estate agency?
—She ... (to buy) a flat in this area.
4) — Don’t you think it’s too dark in the room?
—You’re right. I ... (to switch) on the light.
5) — The lecture starts at ten tomorrow morning.
— Don’t be afraid. I ... (to be) in time.
6) — What are you doing?
—I’m reading a message from my friend. He ... (to spend) next week in the
mountains and invites me to join him.
7) — Your room is a mess!
—1 know. I ... (to tidy) it a bit later.
8) — I’'m afraid I don’t have enough money to buy this jacket.
—Never mind. | ... (to lend) you the sum you need.
9) — Is this your magazine, Kate?
— No, it’s Molly’s. She ... (to read) it in the plane.

X1._Open the brackets using will, shall or be going to.

Dear Sally,

I’m writing to tell you about my plans for the summer. Now [’m studying hard as I
... (to have) exams to enter university. | hope I ... (not to fail) and soon ... (to become)
a student of the economic department.

Then my friends and I ... (to travel) to Greece. We haven’t decided about the date of
our departure yet but I think we ... (to go) there at the end of July. We ... (to visit)
Athens, Delphi and Olympia. Perhaps we ... (to go) to Crete and spend some days
there. ... I... (to bring) you a special souvenir from Greece? I knowyou’re fond of
collecting dolls. I'm sure I... (to be able) to buy a nice doll in traditional Greek
clothes for you. We ... (to spend) two weeks in Greece and see as many sights as
possible.

In August | ... (to start) language courses because | want to know English and
German perfectly. | believe the knowledge of foreign languages ... (to be) necessary
for my future profession.

Oh, I nearly forgot! we ... uuvej a pai V, vv,

80



end of our school. We are planning to celebrate this event at the end of June and
hope you ... (to join) us. ... you ... (to send) me a message about your decision or ...
| ... (to phone) you?

Well, that’s all for now. Hope to see you soon.

Love,

Isabel

XI1. Open the brackets using will or be going to.

According to the survey conducted by the Department of Employment and Training
Administration new professions ... (to be) in demand in the near future. Taking into
consideration the results of the survey, Montgomery Council ...(to open) a new
college to train specialists for the spheres which are rapidly developing today and ...
(to be) dominant in future. The Council has already decided about the list of
professions young people ... (to be able) to get. This year the college ... (to enroll)
students to study biometric identification. The Council believes that the government
and military forces ... (to require) biometric identification specialists as they ... (to
develop) the technology to identify people based on an eye, palm or voice scan. The
college ... (also to open) the Department of Robotics Engineering to train specialists
for the National Robotics Engineering Research Institution which creates robots for
medical, military, agricultural and mining purposes. The Council expects these
departments ... (to be) extremely popular and young people ... (not to miss) the
opportunity to get prestigious professions. The Mayor has already agreed the
Programme of the Development of the College with the Minister of Education and
next year the college ... (to open) the Department of Space Architecture and the
Department of Weather Modification.

XI11. Find mistakes and correct them.

1) Stuart is taking driving lessons. He will get a driving licence in a fortnight. 2) |
know that Frank is going to be eighteen next year. 3) Perhaps the Mills are going to
buy a cottage house soon. 4) Mike has taken his fishing rod. He will catch some fish
for supper. 5) Will we go for a picnic tomorrow? 6) Gordon is looking for a better
job. He will apply for the vacancy of Advising Investment Manager. 7) Amanda
promises she is going to follow the recommendations of the doctor. 8) I think they
shall organize a seminar for the staff.

XIV. Translate into English.

1) S coxiBarocsi, MU He 3aIi3HEMOCS Ha aBToOYycC. 2) Uepes Tpu nHi Oyae Pi3ago.
3) 1o Tu 30upaciics poOUTH Ha BECHIHUX KaHiKyjIax? - ['amaro, miaroTyrocs
70 BUIMyCKHUX icnuTiB. 4) Bu 30upaeTecss 3ampoCUTH Bally IBOIOPIIHY
cecTpy Ha roBuer? - borocs, BoHa He nipuine. BoHa 3apa3 y BipsKeHH1 3a
KOPJIOHOM 1 30MpaeThCsi MOBEPHYTHCS TUIBKM B HACTYyIHOMY MicAll. S)
Cporoani ayxe cnekoTHo. Bam kymutu mopos3uBo? 6) Tu 3Haem, sKi
npodecii KOPUCTYBaTUMYThCA MONUTOM y MailOyTHboMy? - ['amaro, OynyTh
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HOMyJIIpHUMHU Tpodecii, TOB'sI3aHl 3 KOCMIYHUMH JIOCHIKCHHSIMH. 7)
O6epexno! Tu 3apa3 poszid'em Bazy! 8) [looOiistii MeHi, IO TH CHOYATKY
MOPAJMIICS 3 IOPUCTOM, a TMOTIM MpUAMeENT ocTatodHe pimeHHs. 9) Komn
BOHHM 30MparOThCS 3aMOBIJIATH KBUTKH Ha JiTak? - BoHW HE 30uparOThCs
3aMOBJISTH KBUTKHU. Jlymaro, BoHH moinyTh mamuHO®. 10) Borocs, Mu He
3aKIHIUMO pOOOTY BUaCHO.- He XBUITIOKCS, sI TOTIOMOXKY BaM.

TenepilHiii Heo3HayeHuil yac. TenepilHii TpUBaIUil Yac BJKMBAETHCS, KOJIHU
MH MOBIiZOMJISIEMO NMPO 3aIUIAHOBaHI MOAii, AKi 000B'A3K0BO BiAOYIyThCH Y
HeJaJIeKOMY Mail0yTHHOMY :

We are having an exam in a week. She is flying to Rome next Tuesday.

JiecioBa to go i t0 COME MOKYTH BAKMBATUCS B TelePIIHBOMY TPUBAJIOMY 4Yaci
3amicTh IS going to go/are going to COMe 3 MeTOI0 YHUKHEHHSSI IOBTOPIOBAHHSI
They are going to the gym tonight. (NOT: They are going to go to the gym tonight.)
Our aunt is coming tomorrow.

TenepimHiii Heo3HAYEHMH YAC BKMBAETHCHA, KOJM HIETHCS NPO NOAil B
Maii0yTHLOMY, TOB'si3aHi 3 po3kJgamoMm: The train arrives at eight o'clock
tomorrow morning.

XV. Find mistakes and correct them.

1) They had arrived at the airport on time yesterday. 2) Colin was finishing his work
before he went to bed. 3) Jessica had cut her finger when she was slicing the bread.
4) Sally was taking a bath for ten minutes before the water was cut off. 5) The
secretary had been making copies when the photocopier broke down. 6) She washed
the dishes and had poured herself a cup of tea. 7) Nick went to the swimming pool
after he was watching the news. 8) While we were gathering vegetables in the
garden, our mother had made an apple pie for dessert. 9) Gordon felt sleepy because
he worked all night. 10) Wendy was studying management for three years before
she got her diploma.

MAMWBYTHI YACH (FUTURE FORMS)

Maii6yTHiii TpuBaaumii yac (The Future Continuous Tense) BxkuBaeTbest 1Jst
BHUPAKEHHS Aiil, KOTPI BIA0YyBATUMYThCSl Y IEBHMH MOMEHT Y Mail0yTHHOMY.
CrBepakyBajibHa (opMa MalOyTHHOI0O TPHUBAJIOIO0 Yacy YTBOPHIOETHCH 3
BHKOPHUCTAHHSM J0NOMizkHOro gieciaoBa Will, nmiecioBa be Ta ocHOBHOro
aiecioBa 3 3aKiHYEHHAM -iNg.

I/you/he/she/if/we/they + will + be + Ving
Hanpuxnan: | will be playing football at 4 o'clock tomorrow.

They will be swimming at this time next Monday.
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I. Make up sentences using the Future Continuous Tense.

1) Sue/to do/homework/at 5 o’clock/tomorrow. 2) We/to sunbathe/from 9 to 12
o’clock/tomorrow morning. 3) Nick and Jack/to drive/to Berlin/at this time/next
Monday. 4) You/to have/a conference/from 3 to 5 o’clock/tomorrow. 5) My cousin/
to practise/in the gym/at 7 o’clock/tomorrow evening. 6) Nelly and Diana/to rest/in
Hawaii/at this time/next week. 7) We/to dance/at the party/all the evening/tomorrow.
8) Kate/to visit/ her grandparents/all day/next Saturday. 9) They/to prepare/ for the
wedding party/all next week. 10) I/to travel/around Canada/for two weeks/next
month.

I1. Put the verbs in brackets into the Future Continuous Tense.

1) At this time tomorrow we ... (to watch) a new play in the theatre. 2) I ... (to have)
lunch with our business partners from 3 to 5 o’clock tomorrow. 3) Mike ... (to
interview) a famous showman at 6 o’clock next Thursday. 4) We ... (to discuss) this
project at our morning meeting next Wednesday. 5) My lawyer ... (to wait) for us in
his office at 11 o’clock tomorrow morning. 6) The workers ... (to repair) the road in
the city centre for two days next week. 7) The students ... (to write) a test from 9
a.m. till 1 p.m. next Tuesday. 8) My friends ... (to play) cricket from 5 till 7 o’clock
next evening. 9) | ... (to fly) to Cairo at this time next Sunday. 10) Alice ... (to walk)
in the park with her daughter at 7 o’clock tomorrow evening.

3anepeyna ¢opmMa Mail0yTHHLOI0 TPHMBAJOr0 Yacy YTBOPHETHCH 3
BHUKOPUCTAHHAM JI0NOMizkHOTO gieciioBa Will Ta 3amepeunoi wacrku not, ski
CTABJATHCA Mepea Ai€cJIOBOM De Ta OCHOBHHM Ji€CJI0BOM 3 3aKiHYEHHSIM -
ing.

I/you/he/she/it/we/they + will not (won't) + be + Ving

Hanpukaan:
She won't be playing tennis at 5 o'clock tomorrow.
They won't be writing a dictation at 11 o'clock tomorrow.

IIutanbHa d¢opma MalGyTHHLOr0 TPWBAJIOr0 4Yacy (3arajibHe THTAHHS)
YTBOPIOETHCSI TaK: A0MoMixkHe giecioBo Will craBuThCsl HA MOYATKY pedeHHS
nepea miaMeToM.

Will + I/you/he/she/it/welthey + be + Ving?
Bianmosiai Ha Taki NMUTAHHA JAKTHCA KOPOTKi, 3 BHKOPHUCTAHHIM TOI0 K
JOMOMIKHOI0 Ji€CJI0OBA!
Will you be having a lecture at 10 o'clock tomorrow? — Yes, | will./ No, | won't.

I11. Make the sentences negative and interrogative.
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1) She will be doing aerobics at 7 o’clock tomorrow evening. 2) We will be cycling
tomorrow morning. 3) Henry will be walking his dog at 2 o’clock tomorrow. 4)
Molly will be making a cake for our party at 3 o’clock tomorrow. 5) The girls will
be preparing the costumes for the performance since 3 o’clock tomorrow. 6) Brian
will be writing an article at this time next Friday. 7) We will be exercising in the
gym from 2 p.m. till 5 p.m. tomorrow. 8) Mr Peters will be visiting our country from
Monday till Friday. 9) It will be raining all day tomorrow. 10) You will be seeing
your dentist at 5 o’clock next Thursday.

1. Put the verbs in brackets into the correct form.

1) We ... (to have) a picnic at 4 o’clock tomorrow. 2) Nick ... (not to work) at the
agency at 7 o’clock tomorrow evening. 3) Where ... you ... (to drive) to at 3 o’clock
next Monday? — 1... (to drive) to Bristol. 4) What ... Pam ... (to do) from 4 to 5
tomorrow evening? — She ... (to visit) her hairdresser. 5) ... the doctor ... (to
examine) patients from 9 till 12 o’clock tomorrow? — Yes, he .... 6) What time ...
Ted ... (to jog) in the park tomorrow? — He ... (to jog) at 6 o’clock in the morning.
7) I can’t join you for the barbecue next Friday because I ... (to prepare) for the
seminar. 8) ... you ... (to sleep) at 10 o’clock tomorrow evening? Can | phone you?
— Certainly you can. I ... (not to sleep) at that time tomorrow. 9) Let’s meet in front
of the cinema tomorrow. 10) ... (to wait) for you at 6 o’clock.— OK. 1’11 come. 10)
At what stadium ... our football team ... (to play) at 5 o’clock next Tuesday? — They
... (to play) at the central stadium.

V. Translate into English.

1) 3aBTpa O WIOCTIM TOAWMHI s TUBUTHMYCS CBiil YJIrFOOJCHMI cepial o
TeneBizopy. 2) Mu He rpatumemMo B OackeTOOJ Ha MaWJaHYHMKYy 3aBTpa O
croMili roquHi. 3) B cepeny 3 neB'siToi ronuHM BOHU OyIyTh CKIAAATH 1CTIUT
3 aHTIiicbkoi MoBH. 4) [1]o TH pobuTHUMeI 3aBTpa 0 BOCbMii TOHI Beuopa?
- Sl 3yctpiuatuMy OaThKiB B aepornopty. 5) Skuii ceMmiHap Baiia cectpa
BiJIBITyBaTUMe HACTYIMTHOTO BIBTOPKAa O Jpyriid roauHi? - Bona
BIJIBIIyBaTHME CEMiHap 3 MapKEeTUHTY. 6) VY 1ieit 4ac 3aBTpa MU JIETITUMEMO
B Jloc-Anxenec. 7) O kotpiil 3aBTpa y Bac Oyjae koHpepeHiisn? - Y Hac
KOH(DepeH1i IPOXOIUTUME 3 IECATOT TOAMHH PAHKY A0 TpeTboi AHs. 8) Tom
NpaloBaTUME YBECh HACTYIHUH TKAeHb? - Hi, 3 HacTymHOro ueTBepra BiH
BiJITOYMBATUME Yy ropax. 9) HacTynHoi n'sTHUII O AeCATIN rOANHI paHKY MOi
apy3i OpaTUMyThb yd4acTb Yy 3MaraHHax 3 IuiaBaHHsa. 10) Mu
NpUKpaIIaTAEMEMO 3aTy A0 HOBOPIYHOTO CBSITA 3aBTpa O JAEB'SITIH paHKY.
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MaiioyTHiii moxonanmii yac (The Future Perfect Tense) B:kmBaeTbcsi 1Jisi
BHPAasKeHHs 1iii, KOTPi 3aBepIIATHCS /10 IEBHOI0 MOMEHTA Y Malil0yTHHOMY.
CrBepxkyBasibHa (popMa MalHOYTHHOIO [JTOKOHAHOIO Yacy YTBOPKETbCA 3
BHKOPHCTAHHSIM JonoOMixkHOTro gieciioBa Will, miecaoBa have ta ocHoBHOro
aiecsioBa 'y TpeTid popMmi (171 HENMPABUJIBLHUX Ji€C/IiB) 200 3 3aKiIHYEHHAM
-ed (nJ1st MpaBHJILHHUX).

I/you/he/she/it/we/ they + will + have + V3 (Ved)
Hanpuxnan: He will have come by 5 o'clock tomorrow evening.

V1. Make up sentences using the Future Perfect Tense.

1) Jim/to write/the report/by next Thursday. 2) We/to clean/ the house/by the time
of your arrival tomorrow. 3) I/to prepare/ all the documents/by the beginning of the
meeting tomorrow. 4) The film/to finish/by 7 o’clock tomorrow. 5) They/to
decorate/the square/by the beginning of the demonstration/ next week. 6) The
President/to finish/the press conference/by 3 o’clock tomorrow. 7) Diana/to
design/your wedding dress/by next Friday. 8) I/to move/to a new house/by
Christmas. 9) You/ to start/your own business/by the time you are twenty-seven. 10)
My father/to repair/his car/by Thursday.

VII. Put the verbs in brackets into the Future Perfect Tense.

1) Mike ... (to prepare) all the calculations by the end of his working day tomorrow.
2) 1... (to learn) some phrases in Japanese by the time the participants of the Japanese
delegation arrive. 3) The chef ... (to cook) all the dishes by the time the banquet
begins. 4) The secretary ... (to arrange) all the papers by the time the boss comes to
the office tomorrow. 5) The ferry ... (to reach) the port by 4 o’clock tomorrow. 6)
They ... (to deliver) our pizza by the beginning of the party tomorrow. 7) Jack and
Monica ... (to send) all the invitations by next Tuesday. 8) I ... (to read) your report
by tomorrow morning. 9) The workers ... (to unload) the lorries by the end of their
working day. 10) We ... (to analyse) the results of the experiment by next Friday.

VIII. This is a list of things that the students must do for the conference next
Friday. Make up questions as in the example and answer them, using the notes.

Cathy — type the invitations by Monday
Ella — send the invitations by 4 o'clock on Monday
Alan and Nelly — prepare the reports by Tuesday
Fred — to set up the video equipment by Thursday morning
James — to paint the posters by Wednesday

Chris — to prepare the photos by 11 o'clock on Tuesday
Clara — to design the leaflets by 6 o'clock on Tuesday

Gordon — to print the leaflets by Thursday morning
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Ron and Sam — to put the posters on the walls of the hall j by Thursday evening
Eddy and Sarah — to organize the exhibition by 5 o'clock on Thursday
Alice and Vicky — to decorate the hall by Thursday evening

Example: What/Cathy/to do/by Monday?
What will Cathy have done by Monday? — She will have typed the
invitations.
1) What/Ella/to do/by 4 o’clock/on Monday? 2) By what time/ Alan and Nelly/to
prepare the reports? 3) Who/to set up the video equipment/by Thursday morning? 4)
What/James/to paint/by Wednesday? 5) What/Chris/to do/by 11 o’clock on
Tuesday? 6) By what time/Clara/to design/the leaflets? 7) Who/to print the leaf
lets/by Thursday morning? 8) Where/Ron and Sam/to put the posters/ by Thursday
evening? 9) Who/to organize the exhibition/by 5 o’clock on Thursday? 10) By what
time/Alice and Vicky/to decorate the hall?

MaiidyTHiii noxonano-tpuBaauii yac (The Future Perfect Continuous Tense)
BKMBAETHCH VISl BUPAKEHHA [Iiii, KOTPI Bil0yBATUMYTHCH NPOTAIOM SIKOTOCh
yacy y mai0ytHbomy. CrBepaKyBajJbHa (opMa MaOyTHHOIO JOKOHAHO-
TPUBAJIOT0 Yacy YTBOPHETHCS 3 BUKOPUCTAHHAM J0NOMIiKHOTO aiecjoBa Will,
KOHCTPYKIIi have been Ta ocHoBHOTrO Ai€cI0Ba 3 3aKiHYEHHAM -iNg.
I/you/he/she/it/we/they + will + have been + Ving
Hanpuknan:
By the end of next month we will have been constructing this building for five weeks.
3anepeuyna ¢popma MaiidyTHHOI0 JOKOHAHO-TPUBAJIOI0 4Yacy YTBOPHOETHCH 3
BHKOPHUCTAHHSIM JIONOMizkHOTO TdiecioBa Will Ta 3amepeunoi yacTku not, korTpi
CTABJIMITHCSL Tepel KOHCTPYKHierw have been ta ocHOBHHM JiecioBoM 3
3aKiHYeHHsM -iNg.

I/you/he/she/it/we/they + will not (won't) + have been + Ving
Hanpukaan: He won t have been working here for a month by the 23 of
November.

IuranbHa d¢opma (3arajibHe NHUTAHHS) YTBOPIETHCH TAaK: JONMOMIKHE

niecsioBo Will craBuThCsI Ha MOYATKY pevyeHHs mepej miaMeToM.
Will + I/you/he/she/it/we/they + have been + Ving?
Hanpukaan: Will they have been working for two hours by the time the car
arrives? — Yes, they will./No, they won't.

IX. Make up sentences using the Future Perfect Continuous Tense.

1) By the beginning of April/my father/to work as the General Manager of this
corporation/for fifteen years. 2) By 8 o’clock/we/ to surf the Net/for five hours. 3)
By the end of next month/we/ to live/in this city/for ten years. 4) By the end of this
day/Dolly/ not to design/this fancy dress/for seven hours. 5) Ted/to work/ as an
attorney/for twenty years/by the end of March? 6) Jack and Alison/to build/their
house/for a year by Easter? 7) My parents/ to run/this café/for six years/by next
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September. 8) By 4 o’clock/ they/to play volleyball/for three hours. 9) By 3
o’clock/the students/to write/the test for two hours and a half. 10) By next
Friday/Henry/to train/for the competition/for ten months.

X Put the verbs in brackets into the correct form of the Future Perfect
Continuous Tense.

1) By the 25" of December she ... (to work) on this project for six months. 2) By
Saturday, Fred ... (to paint) this picture for two weeks. 3) We ... (to study) marketing
for a year by the end of the academic year. 4) By tomorrow morning Laura ... (to
sleep) for twelve hours. 5) ... they ... (to work) together for ten years; by the end of
May? — Yes, they ... . 6) ... Nick ... (to train) for four hours by 6 o’clock? — No,
he .... 7) By 5 o’clock Jessica ... (to sit) at the dentist’s for three hours. 8) By 12
o’clock the children ... (to swim) for two hours. 9) By the end of the day the workers
... (to paint) this house for nine hours. 10) By 6 o’clock in the evening we ... (to wait)
for his message for five hours.

3BepHITHL yBary Ha BIIMIHHOCTI Yy BKHMBaHHIi Mail0yTHHLOI0 TPHBAJIOIO,
Mail0yTHHOI0 JOKOHAHOI0 TA Mail0yTHHOI'0 JOKOHAHO-TPHUBAJIOI0 YACiB.

Maii0yTHIi TpUBaIUi Yac BXKUBAETHCS Y TAKUX BUMAJKAX.

1. ko Ais BiAOyBaTUMETHCS y IEBHUM MOMEHT Y MallOyTHHOMY:

At this time next week we will be skiing in the mountains.

2. Slxkmo nmis 0OOB'SI3KOBO BiAOYACTBCSA y MalOyTHROMY, TOMY IO IS Jist
MOBCSIKJIEHHA a00 € pe3yJIbTaTOM MOMNEPEeIHBOI JOMOBJICHOCTI:

I'll be speaking to John tomorrow. (We will definitely meet.)

3. Sk11o Mu ay’ke BBIYWIMBO I[IKABUMOCS TUTAHAMU CITIBPO3MOBHHKIB JIJIS TOTO, 1100
iX TIPO IIOCh MOMPOCUTH 200 3aIPOINIOHYBATH IIOCH JUIsl HUX 3pOOUTH

Will you be going shopping? Can you buy a loaf of bread for me?

MaiiOyTHI¥ JOKOHAHHI Yac B)KUBAETHCS JJI BUPAKEHHS [, KOTP1 3aBEPIIATHCS 710
MIEBHOTO MOMEHTa y MallOyTHEOMY
He will have finished his work by 6 o'clock.

MaiiOyTHIi JTOKOHAHO-TPUBAJIMIA YaC BXKUBAETHCS ISl BUPAKEHHS 1M, KOTpI
BIIOYBaTUMYTHCSI MPOTATOM SIKOTOCh Yacy J10 IEBHOTO MOMEHTa Y MallOyTHbOMY:
He will have been working as a surgeon for twenty-five years by the end of this
year.

l. Circle the correct item.

1) By 6 o’clock Jimmy will be playing /will have been playing computer games for
four hours. 2) At 3 o’clock tomorrow we will be watching/will have watched a film.
3) Will you be shopping/Will you have been shopping a bit later today? Can you buy
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me a bottle of milk? 4) By the beginning of February | will have attended/ will have
been attending computer courses for four months. 5) Don’t call Henry. I will have
seen/will be seeing him in the office later, so I’ll tell him about the seminar. 6) At
this time next week they will be cruising/will have been cruising round South
America. 7) The postman will be delivering/will have delivered all the newspapers
by 4 o’clock. 8) By the end of next month Mrs Wilson will have taught/will have
been teaching for thirty years. 9) Will you be using/Will you have been using the
printer for long? I need to print the article. 10) By 5 o’clock tomorrow Fred will be
receiving/will have received your telegram.

I1. Put the verbs in brackets into the Future Continuous, the Future Perfect or
the Future Perfect Continuous Tense.

1) Peter ... (to fix) the TV set by next Tuesday. 2) At this time next Friday we ... (to
lie) on the beach in Malta. 3) By next Monday Linda ... (to work) as a secretary for
three years. 4) ... you ... (to use) your computer tonight? Can | play my favourite
computer game? 5) By the end of the year Roger and Monica ... (to live) in our
district for five years. 6) The boss ... (to read) all the documents by the end of his
working day. 7) Don’t phone me tonight. I ... (to write) an article for a scientific
journal. 8) By the end of the day we ... (to reach) that settlement. 9) What ... you ...
(to do) at 4 o’clock tomorrow? — I... (to help) my parents in the garden. 10) By the
13" of January he ... (to work) on his novel for ten months.

I11. Find mistakes and correct them.

1) By the beginning of the news programme we will be returning home. 2) I'll tell
Pamela about the party. I’ll have been seeing her at the university anyway. 3) At this
time tomorrow Jack will have taken his driving test. 4) By the end of July she will
have run this café for ten years. 5) Will have Ron fixed this bike by 12 o’clock
tomorrow? 6) Will you been going out a bit later? Can you buy a magazine for _me?
7) By next Friday Susan will be passing all her exams. 8) By 8 o’clock the boys will
have played football for three hours. 9) Will Sam been preparing for his English test
at 11 o’clock tomorrow morning? 10) By the beginning of next week Bob will be
working in our office for ten days.

IV. Translate into English.

1) 3aBTpa y 1eii yac Mu OyaeMo 00igaTH 3 IPY3sIMH MOIX OaThKIB Y PECTOPaHi.
2) ABToOyc npulyzae 3aBTpa Ha Miclie A0 JA€B'AToi roguHu Beudopa. 3) o
MOYaTKy HACTYITHOTO MICSIIsl BATOBHUTHCA PIK, SIK M1l OpaT Npalioe y bOMY
0anky. 4) JIxek modapOye TBi¥ Benocurien A0 KiHI pododoro aHs. 5) Bu
OyzeTe MmpaioBaTy 3a KOMI'IOTEPOM LIHOTO Beuopa? MoxHa MeHi1 BIPaBUTH
EJIEKTPOHHOTO JINCTA CBOEMY JIpyroBi? 6) Y 1ieil yac HACTYITHOTO THXKHS MU
Oynemo mojopoxkyBatu €Bpororo. 7) Bu dekarumere Ha MEHE 3aBTpa O
BochMill ? — Tak. 8) Takci npuine 3aBTpa 110 n'stoi roguau? — Taxk.
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REVISION
I. Make the sentences negative and interrogative.

1) The girls will be dancing at the concert at 7 o’clock tomorrow. 2) You will be
flying to Madrid at 3 o’clock tomorrow. 3) Tom will be cutting the grass from 2 till
3 o’clock tomorrow. 4) They will be visiting our exhibition at 5 o’clock tomorrow.
5) Molly will have phoned them by 5 o’clock tomorrow. 6) Nick will have bought a
new car by next Friday. 7) Our chief will have made a decision by next Tuesday. 8)
We will have planted all the roses by 7 o’clock tomorrow evening. 9) By August she
will have been working as a photographer for 5 years. 10) By 6 o’clock they will
have been fixing this fence for three hours.

I1. Write questions to the underlined words.

1) The taxi will be waiting for vou in front of the house at half past two tomorrow.
2) Alison will have prepared vour black suit bv 5 o’clock tomorrow. 3) Phil will be
filming the presentation at 6 o’clock next Thursday. 4) We will have put up the tent

by 7 o’clock.

I11. Circle the correct item.

1. By the end of this month Andrew and Carol ... together for three years.
a) will be living; b) will have lived;
c) will have been living.
2. At 10 o’clock tomorrow Mr Anders ... a lecture for his students.
a) will be giving; b) will have given;
c¢) will have been given.
3. Sandra ... the hospital by next Wednesday.

a) will be leaving; b) will have left;
c) will have been leaving.
4. ...outabit later? Can you bring me a hamburger, please?

a) Will you be going; b) Will you have gone;
c) Will you have been going.
5. By4 o’clock the girls ... for three hours.
a) will be cooking; b) will have cooked,
c) will have been cooking.
6. Shall I send Mike a message? — No, | ... him at the meeting anyway.
a) will be seeing; b) will have seen;
c)will have been seeing.
7. At this time next Sunday we ... in the Red Sea.
a) will be swimming;  b) will have swum;
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c¢) will have been swimming.

8. Who ... the pictures for the exhibition by next Monday?
a) will be sending; b) will have sent;
c¢) will have been sending.

V. Put the verbs in brackets into the Future Continuous, the Future Perfect or
the Future Perfect Continuous Tense.

1) They ... (to publish) our advertisement by next Monday. 2) At this time tomorrow
we ... (to drive) to the mountains. 3) Jack ... (to become) a chief manager by the
beginning of October. 4) By next month Ron ... (to play) football in our football club
for 3 years. 5) I didn’t remind Den about the picnic! — Don’t worry. | ... (to meet)
him at the university tomorrow morning. 6) What ... your sister ... (to do) at 10
o’clock tomorrow morning? — She ... (to help) mother with the house chores. 7) By
2 p.m. the boys ... (to fish) for five hours. 8)... you ... (to use) your car tonight? Can
I borrow it? 9) Don’t phone me before 11 o’clock tomorrow. I ... (to sleep).

V. Find mistakes and correct them.

1) At 9 o’clock tomorrow evening Henry will have met his friend at the airport. 2)
By 5 o’clock tomorrow they will have been decorating the café for the party. 3) What
article will have you written for our magazine by next Tuesday? 4) By the end of
next week Bob will be working in our studio for six years. 5) What lecture will you
have been having at 12 o’clock tomorrow? 6) Will you have driven to your office
this afternoon? Can you give me a lift, please? 7) By next Monday you will have
been finishing this work. 8) By the end of this year Mike will has been working as a
detective for ten years. 9) Molly didn’t tell Nick about the time of the meeting! —
It’s not a problem. I will have seen Nick later today. 10) Don’t disturb me from 3 to
6 tomorrow. | will have been preparing for my exam.

V1. Translate into English.

1) BaBtpa 10 chomoi Beuopa JIxek mpuBe3e Bam Qotorpadii. 2) Y 1mei yac
HACTYITHOT'O TIOHEIJIKa MU OyIeMo JIETITH HaJ okeaHoM Yy bpaswmito. 3) Jlo kiHIs
HACTYITHOTO MICSIISI BUTIOBHUTHCS TPUALSTH POKIB, SIK BOHA TPAIIOE€ MEICECTPOIO.
4) HactynHoro yetBepra 3 apyroi o moctoi Tom Oyze MpoBOAUTH NIEPErOBOPH 3
iTamiugmu. 5) 3aBTpa 0 CbOMIil TOJIMHI BBl OyJI€T€ TPEHYBATHUCS y CIIOPT3aI? —
Hi, 3aBTpa o choMmii 1 nuBUTUMYCS (QyTOOIBHUN MaTy HA CTaA10H1. 6) XTO HAaJIpyKy€e
TEKCT IbOTO JOKYMEHTA JIO MoYaTKy ceMiHapa? — Mil cekpetap. 7) o TpeThoi
Oyzie BXKe I'ITh TOJWH, SIK BOHU KaTatoThcs Ha mkax. 8) O koTpiii 3aBTpa CTiB Oy1ie
dapbyBatu nax OynuuHky? — Bin Oyzae ¢dapOyBatu max 3aBTpa O JECATIH TOAMHI
panky. 9) Jlo m'atoi Oynae Bxke AB1 3 MOJOBUHOIO T'OJIMHU, SIK ['aHHA Tpae B TEHHIC.
10) Bu titTumere Ha and mizHime? [IpuHeciTh MEHI MOPO3UBO, OY/Ib JTACKa.
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LESSON 6

TEXT A DELEGATION, DECENTRALIZATION, AND
CENTRALIZATION

The major step in the organizing process is to distribute power in the
organization. Delegation assigns part of a manager's work and power to other
workers. The degree of centralization or decentralization of authority is determined
by the overall pattern of delegation within the organization.

DELEGATION OF AUTHORITY

Because no manager can do everything, delegation is vital to the completion
of a manager's work. Delegation is also important in developing the skills and
abilities of subordinates. it allows those who are being groomed for higher-level
positions to play increasingly important roles in decision making.

m Steps in Delegation The delegation process generally, involves three
steps. First, the manager must assign responsibility. Responsibility is the duty to
do a job or perform a task. In most job settings, a manager simply gives the worker
a job to do. Typical job assignments might range from having a worker prepare a
report on the status of a new quality-control program to placing the person in
charge of a special task force. Second, the manager must grant authority.
Authority is the power, within the organization, to accomplish an assigned job or
task. This might include the power to obtain specific information, order supplies,
authorize relevant expenditures, and make certain decisions. Finally, the manager
must create accountability. Accountability is the obligation of a worker to
accomplish an assigned job or task.

Note that accountability is created but that it cannot be delegated. Suppose
you are an operations manager for Delta Air Lines and are responsible for per-
forming some job. You, in turn, delegate part of the task to a worker. You
nonetheless remain accountable to your immediate supervisor for getting the job
done properly. If the worker fails to complete the assignment, you—not the
worker—will be called on to account for what has become your failure.

m Barriers to Delegation for several reasons, managers may be unwilling
to delegate work. One reason was just stated—the person who delegates remains
accountable for the work. Many managers are reluctant to delegate simply because
they want to be sure the work gets done properly. Another reason for reluctance to
delegate stems from the opposite situation. The manager fears the worker will do
the work so well that he or she will attract the approving notice of higher-level
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managers and will therefore become a threat to the manager. Finally, some
managers don't delegate because they are so disorganized they simply are not able
to plan and assign work effectively.

DECENTRALIZATION OF AUTHORITY

The general pattern of delegation throughout an organization, determines
the extent to which that organization is decentralized or centralized. In a
decentralized organization, management consciously attempts to spread authority
widely in the lower organization levels. Caterpillar Inc., the world's largest
manufacturer of construction and earthmoving equipment and a major
manufacturer of diesel, natural gas, and turbine engines, is an example of a
decentralized organization. Rather than being organized along functional lines,
such as research, manufacturing, and marketing, it has sixteen profit-driven
business units, each responsible for its own market, for maximizing return on
assets, and for directing and controlling product-development programs within its
own market. A centralized organization, on the other hand, systematically works
to concentrate authority at the upper levels. For example, many publishers of
college-level textbooks are centralized organizations, with authority concentrated
at the tops of these companies.

A variety of factors can influence the extent to which a firm is
decentralized. One is the external environment in which the firm operates. The
more complex and unpredictable this environment, the more likely it is that top
management will let lower-level managers make important decisions. After all,
lower-level man-agers are closer to the problems. Another factor is the nature of
the decision itself. The riskier or the more important the decision, the greater the
tendency to centralize decision making. A third factor is the abilities of lower-level
managers. If these managers do not have strong decision-making skills, top
managers will be reluctant to decentralize. And, in contrast, strong lower-level
decision-making skills encourage decentralization. Finally, a firm that has
traditionally practiced centralization or decentralization is likely to maintain that
posture in the future.

In principle, neither decentralization nor centralization is right or wrong.
What works for one organization may or may not work for another. Kmart
Corporation and McDonald's have both been very successful—and both practice
centralization. By the same token, decentralization has worked very well for
General Electric and Sears. Every organization must assess its own situation and
then choose the level of centralization or decentralization that will work best.

Exercise 1. Answer the following questions:

1. What is delegation?

93



2. Is delegation vital to the completion of a manager's work?
3. What three steps are involved in delegation? Explain each.

4. How does a firm's top management influence its degree of
centralization?

5. Which kinds of firms would probably operate most effectively as
centralized firms? As decentralized firms?

TEXT B THE SPAN OF MANAGEMENT

The fourth major characteristic of organizational structure, the span of
management (or span of control), is the number of workers who report directly to
one manager. For hundreds of years, theorists have searched for an ideal span of
management. When it became apparent that there is no perfect number of
subordinates for a manager to supervise, they turned their attention to the more
general issue of whether the span should be wide or narrow. This issue is
complicated by the fact that the span of management may change from one
department to another department within the same organization. For example, the
span of management at Federal Express varies within the company. Departments in
Chapter 7 Creating the Organization which workers do the same tasks on a regular
basis—customer service agents, handlers and sorters, couriers, and the like usually
have a span of management of fifteen to twenty employees per manager. Groups
performing multiple and different tasks are more likely to have smaller spans of
management consisting of five or six employees.5 Thus, Federal Express uses a
wide span of control in some departments and a narrow span of control in others.

WIDE AND NARROW SPANS OF CONTROL

A wide span of management exists when a manager has a large number of
subordinates. A narrow span exists when the manager has only a few subordinates.
Several factors determine the span that is better for a particular manager.
Generally, the span of control may be wide when (1) the manager and the
subordinates are very competent,(2) the organization has a well-established set of
standard operating procedures, and (3) few new problems are expected to arise.
The span should be narrow when (1) workers are physically located far from one
another, (2) the manager has much work to do in addition to supervising workers,
(3) a great deal of interaction is required between supervisor and workers, and new
problems arise frequently.

ORGANIZATIONAL HEIGHT
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The span of management has an obvious impact on relations between managers
and workers. It has a more subtle but equally important impact on the height of the
organization. Organizational height is the number of layers, or levels, of
organizational height the management in a firm. The span of management plays a
direct role in determining the height of the organization. If spans of management
are wider, fewer levels are needed and the organization is flat. If spans of
management are generally narrow, more levels are needed and the resulting
organization is tall.

In a taller organization, administrative costs are higher because more man-
agers are needed. And communication among levels may become distorted because
information has to pass up and down through more people. Although flat
organizations avoid those problems, their managers may have to perform more
administrative duties simply because there are fewer managers. Wide spans of
management may also require managers to spend considerably more time
supervising and working with subordinates.

Exercise 1. Answer the following questions:
1. What is the span of management?
2. What factors determine the span that is better for a particular manager?

3. Has the span of management an obvious impact on relations between
managers and workers?

4. How is organizational height related to the span of management?

5. How do decisions concerning span of management, the use of
committees, and coordination techniques affect organizational structure?

TEXTC LINE AND STAFF MANAGEMENT

The last major characteristic that affects organizational structure is the chain of
command that reaches from the highest to the lowest levels of management. A line
management position is part of the chain of command; it is a position in which a
person makes decisions and gives orders to subordinates to achieve the goals of the
organization. A staff management position, by contrast, is a position created to
provide support, advice, and expertise to someone in the chain of command. Staff
managers are not part of the chain of command but do have authority over their
assistants.

LINE AND STAFF POSITIONS COMPARED

Both line and staff managers ae needed for effective management, but the
two kinds of positions differ in important ways. The basic difference is in terms of
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authority. Line managers have line authority, which means they can make
decisions and issue directives that relate to the organization's goals.

Staff managers seldom have this kind of authority. Instead, they usually have
either advisory authority or functional authority. Advisory authority is simply the
expectation that line managers will consult the appropriate staff manager when
making decisions. Functional authority is stronger, and in some ways it is like line
authority. Functional authority is the authority of staff managers to make decisions
and issue directives, but only about their own areas of expertise. For example, a
legal adviser for Nike can decide whether to retain a particular clause in a contract,
but not what price to charge for a new product. Contracts are part of the legal
adviser's area of expertise; pricing is not.

Table Five Characteristics of Organizational Structure
Dimension Purpose
Job design To divide the work performed by an

organization into parts and assign each part a
position within the organization.

Departmentalization To group various positions in an organization into
manageable units. Departmentalization may be based
on function, product, location, customer, or a
combination of these bases.

Delegation To distribute part of a manager's work and power to
other workers. A deliberate concentration of
authority at the upper levels of the organization
creates a centralized structure. A wide distribution of
authority into the lower levels of the organization
creates a decentralized structure.

Span of management To set the number of workers who report directly to
one manager. A narrow span has only a few workers
reporting to one manager. A wide span has a large
number of workers reporting to one manager.

Line and staff To distinguish between those positions that are part
management of the chain of command and those that provide
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support, advice, or expertise to those in the chain of
command.

LINE-STAFF CONFLICT

For a variety of reasons, conflict between line managers and staff managers
is fairly common in business. Staff managers often have more formal education
and are sometimes younger (and perhaps more ambitious) than line managers. Line
managers may perceive staff managers as a threat to their own authority and thus
may resent them. For their part, staff managers may become annoyed or angry if
their expert recommendations—in public relations or human resources
management, for example—are not adopted by line management.

Fortunately, there are several ways to minimize the likelihood of such
conflict. One way is to integrate line and staff managers into one team working
together. Another is to ensure that the areas of responsibility of line and staff
managers are clearly defined. Finally, line and staff managers can both be held
accountable for the results of their activities.

Exercise 1. Put 5 questions to this chapter and ask your classmates to
answer them.

Exercise 2. Researching Different Careers

In the past, company loyalty and ability to assume increasing job
responsibility usually assured advancement within an organization. While the
reasons for seeking advancement (the desire for a better-paying position, more
prestige, and job satisfaction) have not changed, the qualifications for career
advancement have. In today's business environment, climbing the corporate ladder
requires packaging and marketing yourself. To be promoted within your company,
or be considered for employment with another company it is wise to improve your
skills continually. By taking workshops and seminars, or enrolling in community
college courses, you can keep up with the changing technology in your industry.
Networking with people in your business, or community can help you find a new
job. Most jobs are filled through personal contacts. Who you know can be
important.

A list of your accomplishments on the job can reveal your strengths and
weaknesses. Setting goals for improvement helps to increase your sell-confidence.

Be sure to recognize the signs of job dissatisfaction. It may be time to move
to another position or company.
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Assignment

Are you prepared to climb the corporate ladder? Do a self-assessment by
analyzing the following areas and summarize the results in a two-page report

a. Skills
* What are your most valuable skills?
» What skills do you lack?
* Describe your plan for acquiring new skills and improving your skills.
b. Networking
* How effectively are you using a mentor?
* Are you a member of a professional organization?
* In which community, civic, or church groups are you participating?
* Whom have you added to your contact list in the last six weeks?
c. Accomplishments
* What achievements have you reached in your job?

» What would you like to accomplish? What will it take for you to reach
your goal?

d. Promotion or New Job
» What is your likelihood for getting a promotion?

* Are you ready for a change? What are you doing or willing to do to find
another job?

GRAMMAR EXERCISES

IMACUBHUM CTAH JAIECJIB (THE PASSIVE VOICE)
[TacuBHUN cTaH AIECIIB B aHIIIMCHKIA MOBI1 BXKUBAETHCS, KOJIM 1S Ba)KJIMBIIIA, HIXK
il BUKOHaBEllb; KOJM BHUKOHABEllb i1 HEBIJIOMUM; KOJIU MU 3BEPTAEMO yBary Ha
BUKOHABIIA Jii. Tako)X MacCUBHUM CTaH BKUBAETHCS JIJIS MIAKPECICHHS BBIUJIUBOCTI
Ta OQiIIHHOCTI CUTYAIIIi.

Hanpuxian:

The animais on the farm are fed three times a day. (BuxonaBernp il HeBiZOMH Ta
HEBAXIMBHI)

This poem was wriften by Robert Burns. (3Bepraemo yBary Ha BUKOHABIIS Jii)
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All the participants will be sent invitation cards. (minkpeciaroemo ogimiiHICTh
CHUTYaIli1)
JliecmoBa y MacMBHOMY CTaHI B aHIJIINCHKIA MOBI BXKHBAIOTHCS y HEO3HAUYCHHX
yacax (TemepiluHii, MHHYIMH, MaiOyTHIl), TpuBaJuxX dacax (TemepiliHii Ta
MUHYJIUH), TOKOHAHUX Yacax (TerepiliHii, MUHYJIUH, MailOyTHIi#), y CIIOIy4YCeHHI 3
MOJAJILHUMH J11€CTIOBAMHU.
[TacuBHuii cran jgieciniB Heo3HaueHuX daciB (Simple Tenses) yTBoproeTbes
IIPHETHAHHIM JIOTIOMIXHOTO jJieciioBa t0 be y BiANOBiIHOMY 4Yaci 0 OCHOBHOTO
niecnoBa y TpeTii Gpopmi (s HempaBWIBHUX JTi€ciiB) abo 3 3akiHueHHIM -ed (st
NPaBUJIHHHUX).
to be + V3 (Ved)

3anepeyHa Ta mNUTalbHA (QOPMH peYeHb 3 J1€CIOBAMHU IMaCUBHOTO CTaHy
YTBOPIOIOTHCS 3 BUKOPHCTAHHIM BiIMOBIMHUX (hOpM JTOTIOMIXKHOTO JtieciioBa to be.
J171s yTBOPEHHS MTACHBHOTO CTaHY JII€CIIB TEMEPIIIHLOr0 Heo3HaueHoro vacy (The
Present Simple Passive) pxuBaroThcs (HOpMH TOMOMDKHOTO miecioBa o be
TernepilHbporo yacy (am/is/are).

I +am + V3 (Ved) Am + | + (Ved)?

He/she/it + is + V3 (Ved) Is + he/she/it + V3 (Ved)?
Welyou/they +are + (Ved)  Are +you/we/they + V3 (Ved)?
| +am not + V3 (Ved)
He/shelit +is not (isn't) + V3 (Ved)

We/you/they + are not (aren't) + Vs (Ved)
[TacuBHMII cTaH AI€CHIB Y TENEPIIIHBOMY HEO3HAUEHOMY 4Yacl BKMBAETHCS, SIKIIO
Nii € peryjJsipHUMH, MOBTOPIOIOTHCS 200 MOBa e MpO 3arajbHOBIIOMI (PAKTH.
XapaktepHi o0craBuHM uacy . always, usually, often, every day (month, etc.),
sometimes, seldom, rarely, never.
Hanpuxian:
Bread is baked in an oven. Bread isn't baked in a frying pan.
Is the dog fed regularly? —Yes, it is./No, it isn't.
[lacuBHMI CTaH Jdi€CIIB Y MHHYJIOMY HEO3HAUYEHOMY 4Yaci YyTBOPIOETHCS 3a
JI0TTOMOT010 (hOPM MHHYJIOTO Yacy JOMOMDKHOTO JieciioBa to be (was/were).

I/he/shelit + was + V3 (Ved)
You/we/they + were + V3 (Ved)
| /he/shelit + was not (wasn't) + V3 (Ved)
You/we/they + were not (weren't) + Vs (Ved)
Was + I/he/she/it + V3 (Ved)?
Were + you/we/they + V3 (Ved)?

[TacuBHMII CTaH JII€CTIB y MUHYJIOMY HEO3HAUYEHOMY 4YacCl BXKUBAETHCS, SIKIIO 11
CTaJIUCS 1 3aBEPIIUIINCS B IEBHUM MOMEHT Y MUHYJIOMY a00 HI€ThCs TIPo Mmo/Iii ado
3araJibHOBIIOMI (DaKTH, SIK1 MaJii MICIle Y MUHYJIOMY. XapaKkTepHi 0OCTaBUHU
yacy: yesterday, last day (month, etc.), ago.

Hanpuknan:
This house was built 5 years ago. This house wasn't built 3 years ago. Was this
garage built 5 years ago? — Yes, it was./No, it wasn't.
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[TacuBHU# cTaH mieciiB MaiOyTHhOro Heo3HaueHoro yacy (The Future Simple
Passive) yTBOPIOETBCS 3a JOMOMOror (HopMH MaOyTHHOI'O Yacy JTOMOMIKHOTO
nieciosa to be (will be).
I/you/he/shelit/we/they + will be + V3 (Ved)
I/you/he/she/it/we/they + will not (won't) be + V3 (Ved)
Will + I/lyou/he/she/it/we/they + be + V3 (Ved)?
[TacuBHUY cTaH mieciaiB MaOyTHROTO HEO3HAUYCHOTO Yacy BXKUBAETHCS, SKIIO Jii
CTaHyThCS B IIEBHUI yac 1 Mail0yTHbOMY. XapakTepHi 00cTaBUHU Yacy : tomorrow,
next day (month, etc.), in an hour (week, etc.).
Hanpuxoran: Your room will be cleaned in an hour. Your room won't be cleaned in
an hour. Will your room be cleaned in an hour? — Yes, it will./No, it won't.

I.Circle the correct item.

1) The brakes of your car were/will be tested tomorrow. 2) The cows are/will be
always milked three times a day. 3) This cave is was found two years ago. 4) This
newspaper is/will be published every day. 5) Your ice cream is/will be served in
some minutes. 6) Mike’s car was/will be serviced last month. 7) Milk is/was always
used for making milkshake. 8) This TV programme was/ will be shown tomorrow
evening. 9) The new refrigerator is/ will be delivered next Monday. 10) The first
photograph was/ is taken in 1826.

I1. Make the sentences negative and interrogative.

1) Coffee is grown in Brazil. 2) The carpets were vacuumed yesterday. 3) The
flowers for the party will be delivered tomorrow morning. 4) Snails are eaten in
France. 5) This sweater was knitted by my granny. 6) This picture will be sold by
auction next Tuesday. 7) The children were scared by a big dog. 8) Volkswagen cars
are produced in Germany. 9) The electricity bill will be paid in three days. 10)
Dinner is served at 2 o’clock.

I11. Put the verbs in brackets into the Present Simple Passive, the Past Simple
Passive or the Future Simple Passive.

1) The stuff ... (to instruct) by the manager tomorrow morning. 2) Yoghurt... (to
make) from milk. 3) This stadium ... (to build) missing boat ...(to find) yesterday.
6) The patient ...(to operate) on tomorrow. 7) Australia ... (to discover) by captain
Cook. 8) Nowadays basketball ... (to play) all over the world. 9) The toothbrush ...
(to invent) in the fifteenth century. 10) This bridge ... (to reconstruct) next
summer.

IV.Make up sentences using the Present Simple Passive, the Past Simple Passive
or the Future Simple Passive.

100



1) The Great Pyramids/to visit/by thousands of tourists/every year. 2) The first
electronic computer/to develop/in 1943. 3) The injured woman/to examine/by a
doctor/in a minute. 4) These letters/to type/an hour ago. 5) Tea/to make/from leaves
of the tea plant. 6) Your photos/to publish/in the next issue/of our magazine. 7) The
international conference/to hold/in Quebec/ last month. 8) The broken parts of your
car/to repair/in two days. 9) The results of the test/to know/tomorrow morning. 10)
This TV programme/to broadcast/all over the world/every day.

V. Make up questions using the Present Simple Passive, the Past Simple Passive
or the Future Simple Passive and answer them as in the example.

Example: This actress/to interview/last Friday? (Yes)
Was this actress interviewed last Friday? — Yes, she was.

1) Peter’s car/to steal/last night? (No) 2) The chocolates/ always/to wrap/in foil?
(Yes) 3) Your paintings/to display/at the next exhibition? (Yes) 4) The books of this
writer/of ten/to demand/in the library? (No) 5) An e-mail letter/to send/to Sally/
yesterday? (No) 6) Our pizza/to deliver/in an hour? (Yes) 7) The animals in the
zoo/always/to keep/in cages? (No) 8) Their house/to sell/a month ago? (Yes) 9)
You/always/to give/such nice presents for your birthday? (Yes) 10) The fireplace/to
build/ long ago? (No)

V1. Put the verbs in brackets into the correct form of the Present Simple
Passive, the Past Simple Passive or the Future Simple Passive.

1) ... those invitations ... (to send) yesterday? — No, they ... . They ... (to send) a
bit later today. 2) ... the flowers in the botanical garden ... (to water) everyday? —
Yes, they .... Today they ... (to water) just an hour ago. 3) ... Tom’s advertisement ...
(to place) in the local newspaper last week? — Yes, it ... . It ... (to publish) again
next week. 4) ... the office ... (to clean) every day? — No, it... . It... (to clean) three
times a week. 5)... Pamela’s new song ... (to record) next month? — Yes, it ... . And
the disc ... (to release) in two months. 6)... the photocopier often ... (to use) in your
institute? — Yes, it .... 7) ... our flat ... (to redecorate) next week? — No, it ... .
Unfortunately, the wallpapers ... (not to deliver) yesterday and we can’t continue our
work now. 8)... the new software ...(to set) up yesterday? — \ No, it ... (not to set)
up because of the problems with electricity in your office. It... (to set) up tomorrow
morning. 9) A terrible crime ... (to commit) in our town two days ago. The results of
the investigation ... (to announce) in the news programme in some minutes. 10) ...
olive oil ... (to produce) in France? — No, it ... (to make) in Spain and Greece.

VII. Put the verbs in brackets into the correct form of the Present Simple
Passive or the Past Simple Passive.
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Coca-Cola

Coca-Cola. ... (first to make) in Atlanta, USA, on 8 May 1886. Dr John S. Pemberton,
a local pharmacist, made the first syrup for Coca-Cola and carried a jug of it down
the street to Jacob’s Pharmacy where people tasted it and said it was «excellenty.
The syrup ... (to sell) for five cents a glass, but it was very strong-tasting because it
... (not to mix) with water. The drink ... (to call) «Coca-Cola» because of the coca
leaves and kola fruits that ... (to use) to add flavour. Dr Pemberton’s partner and
bookkeeper, Frank Robinson, suggested the name «Coca- Cola» because he thought
that using the letter «C» instead of the letter «K» in the word «Cola» would look
better. Coca-Cola ... (first to make) the way it is now in Columbus, Georgia. It ... (to
sell) as a medicine to help cure colds and give people more energy. Nowadays this
drink ... (to know) all over the world. It ... (to recognize) as the world’s best-selling
soft drink. The company’s headquarters ... (to situate) in Atlanta, Georgia.

VIIIl. Make up questions and answer them using the text of ex. 7.

1) Coca-Cola/first/to make/in the USA? 2) Coca-Cola/to make/ by a bookkeeper? 3)
The drink/to call/«Coca-Cola»/because of the names of chemical ingredients? 4) The
letter «Cy»/to change/ for the letter «K»/in the name of the drink? 5) Coca-Cola/to
sell/only in few countries/nowadays? 6) The headquarters of the company/to
situate/in Columbia?

Cxiagaouu cneuiaJibHi NUTAHHA 10 peYeHb 3 Ji€CJI0BAMHU NMACHBHOIO CTaHY,
CJIOBA PO3TALIOBYOTH B HACTYNMHOMY MOPSAKY: muTaabHe cjoBo (Wh-word),
JaonoMiskHe giecioBo t0 be y BigmoBimHoMy 4aci, migMer Ta 0CHOBHE Ji€CI0BO Yy
Tpetiii dopmi (I HenmpaBWJIBHHMX Ai€caiB) ado 3 3akinueHHsaM -ed (mis
NPaBHJIbHHUX).
Wh-word + am/is/are + subject + V3 (Ved)?
(The Present Simple Passive)
Wh-word + was/were + subject + V3 (Ved)?
(The Past Simple Passive)
Wh-word + will + subject + be + V3 (Ved)?
(The Future Simple Passive)
Hampuxnan: Where is this magazine published?
What was done yesterday?
When will this dish be cooked?

I. Write questions to the underlined words.

1) The tablecloths in our restaurant are changed every day. 2) The police inspector
was informed about the robbery at 8 o’clock yesterday evening. 3) Your luggage
will be brought to vour room in ten minutes. 4) Those goods were delivered to our
supermarket last Monday. 5) Fresh vegetables are sold in the shop around the corner.
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I1. Put the verbs in brackets into the Passive Voice using the correct grammar
tense.

1) When ... new computers ... (to set up)? — They ... (to set up) next Wednesday. 2)
What colour ... Brian’s bike ... (to paint) yesterday? — It ... (to paint) dark blue. 3)
Who ... the tests ... (usually to mark) by? — They ... (usually to mark) by our
professor. 4) Why ... the mail... (to deliver) so late yesterday? — Because the
postman ...(to delay) by traffic. 5) What hotel ...(to reconstruct) next year? —
According to our plan The Flamingo Hotel ... (to reconstruct) next year. 6) How
much money ... (to steal) from the bank yesterday? — 1 million dollars ... (to steal)
yesterday. 7) What places in your city ... (usually to visit) by tourists? — The Fine
Arts Museum ... (to visit) most frequently. 8) What time ... the library ... (to close)
last Friday? — It... (to close) at 6 o’clock in the evening, as usual. 9) How many TV
sets ... (to produce) by this plant every month? — I think more than 1000 TV sets ...
(to produce) by this plant monthly. 10) Where ... your dog ... (to see) last time? —
It ... (to see) near our local school last Tuesday.

I11. Write questions and answer them using the information from the list.

Example: When will the stolen necklace be returned to the owner? — It will be
returned to the owner in a week.

1) When/the stolen necklace/to a) inaweek
return/to the owner? b) last year

2) When/the festival/to organize? c) threetimes

3) How often/this medicine/to take? a day

4) Where/the documents/to leave/ e) inthe safe
yesterday? f) « The Lost

5) What film/to show/at this Treasure»
cinema/tomorrow? g) detective stories
6) What kinds of books/usually/to h) all managers
demand/in your bookshop? 1) fish soup

7) Who/to inform/about the j) five months ago
meeting/yesterday? K) two times a week
8) What/to cook/for dinner/

tomorrow?

9) When/this flat/to buy?
10) How often/the swimming pool/
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clean?
IV. Translate into English.

1) MoGinpauMu TenedOoHaMH KOPUCTYIOTBCS Y BChOMY CBITI. 2) Jle BUPOIIYIOTH
yait? - Yaii BupornytoTs B [uii. 3) Konu OyB 3acHoBaHMi 11ei yHIBepcutet? - Bin
OyB 3aCHOBAaHMI B JIEB'SITHAALSATOMY CTOMITTI. 4) Mo€ oroyiomeHHs: HaJIpyKyIOTh
3aBTpa? - Tak. Y Hamiii raseri OroJiomieHHsS APyKyroTh moAHs. 5) Komum
BiZPEMOHTYIOTH Mili Komm'totep? - Moro BiI[peMOHTyIOTB yepe3 nBa aHi. 6) e
NPOJAI0Th KBITH? - KBiTH NpOJAIOTh Y KpaMHHII Ol CynepmapKery. 7) Kommu
npubupany 1o KiMuHaty? - Ii npubupanu Buopa yBeuepi. 8) Ski iHO3eMHI MOBH
BUKIAJAIOTh y Bamliid mKomi? - VY Hamii KO BHUKJIAJAIOTh AHTJIHHMCHKY,
dpaHIy3bKy i HiMenbKy MoBH. 9) Jle ocTaHHiH pa3 6auniy 1poro Yoiosika? - Moro
Oaunmu O1st MeTpo Tpu 1H1 ToMy. 10) Konu npuBe3yTs HOB1 Me6:i? - HoBi mebii
IpUBE3YTh Yepe3 J1Ba JHI.

Jlnsi yTBOpPeHHsI MACHBHOIO CTaHy JieciaiB TenmepimHboro tpusagoro (The
Present Continuous Passive) i muuyaoro tpuBasoro 4aciB (The Past
Continuous Passive) B:xkuBawTbcs (popMH J0NOMiKHOTO aieciaoBa to be y
TenepimaboMy (am/is/are) abo muuysaomy 4aci (was/were), mieciaoBo to be 3
3aKiHYeHHSIM -iNQJ Ta OCHOBHE Ji€CJI0BO Yy TpeTiii opmi (1/isi HeMpaBWILHHUX
miecaiB) a6o 3 3akinyeHnsam -ed (s npaBuwiabHKUX). [InTadbHi Ta 3anepevHi
peUeHHsI YTBOPIOKWTHLCS 32 10 moMororo ¢opm aiecioBa to be.

| + am + being + V3 (Ved)
He/she/it + is + being + V3 (Ved)
You/we/they + are + being + V3 (Ved)
Hanpuxnan: The test is being written now.
The test isn't being written now.
Is the test being written now?
What is being written now?
I/he/she/it + was + being + V3 (Ved)
You/we/they + were + being + V3 (Ved)
Hampuxnan: Dinner was being cooked at 3 o'clock yesterday.
Dinner wasn't being cooked at 3 o'clock yesterday.
Was dinner being cooked at 3 o'clock yesterday?
What was being cooked at 3 o'clock yesterday?

ITacuBHUI CTaH Ai€C/IB TeNEPIIHLOT0 TPUBAJIOI0 YACY BXKUBAECTHCS, AKIIO Tif
HaJ 00'€eKTOM Big0yBaeTbcsi y MOMeHT MoBJIeHHs. IlacuBHuUII cTaH aieciaiB
MHHYJIOT0 TPUBAJIOI0 YaCy B:KUBAETHCS JAJI1 BUPAKEHHS [il, ika Bin0yBajacs
Ha/X 00'€KTOM B NEBHMII MOMEHT Y MHHYJIOMY a00 yIIPOAOB:K MEBHOI0 4acy y
MHHYJIOMY.
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V. Make up sentences using the Present Continuous Passive or the Past
Continuous Passive.

1) A new sports club/to build/in our town/now. 2) This bridge/to build/for two years.
3) A new song/to record/at the studio/at the moment. 4) The press conference/to
hold/from 2 to 3 p.m./ yesterday. 5) The letters/to type/at the moment? 6) This
project/ to discuss/at the meeting/for an hour/yesterday? 7) What film/ to show/at 6
o’clock yesterday? 8) What/to cook/for supper/ now? 9) Who/to interview/at the
moment? 10) What time/the competition/to hold/yesterday?

V1. Put the verbs in brackets into the Present Continuous Passive or the Past
Continuous Passive.

1) — Why didn’t you phone me after the presentation yesterday? — Sorry, the phone
... (to repair) at that time. 2) Your shirt is dirty! Why don’t you wash it? — It’s
impossible right now. The washing machine ... (to fix). 3) This church is three
hundred years old. How long ... this church ... (to build)? — It ... (to build) for thirty-
five years. 4) Where is the injured man? — He ... (to examine) by the doctor at the
moment. 5) ... the windows in my room ... (to wash) now? — Yes, they ... . 6) She
didn’t know where she ... (to take). 7) Have they caught the thief yet? — No, the
thief ... (to chase) at the moment. 8) Can you give me a lift? — Sorry, my car ... (to
service) now. 9) A new assembly hall... (to decorate) for the party now. 10) A
famous actor visited our town yesterday. He ... (to interview) by local journalists for
more than an hour and the interview ... (to film).

VII. Translate into English.

1) B nHamomy odici 3apa3 BCTaHOBIIOIOTH HOBI BikHa. 2) It iHpopMmarriro
30upay yrpoaoBx JABoX micamiB. 3) [{ro mpobiemy 3apa3 0OroBoproOThH Ha
koHpepenitii. 4) Illo 3apa3 nmepemaroTh Mo TeleBizopy? - 3apa3 nepemaarTh
ocTaHHi HOBHHH. 5) O KOTpiii roauHi BYopa nokasysanu e dinsm? - Foro
MOKa3yBaJid BYOpa O BOCHMIN ToAuHI Bedopa. 6) Sk moBro OymyBanu 1eu
teatp? - Moro 6yayBamnu ypoaoBk TpboxX pokiB. 7) Bac uekaroTs 6i1st BXOIy
B 6ank. 8) Ll1o mopory 3apa3 pemontyioTs? - Tak. 9) Momy 3apa3 poOmsith
onepauito? - Hi, iomy poOuinu onepaiiiro Buopa ynpoaoBx 'ty roauH. 10)
[Ilo 3apa3 Oyayerbcsi Ounsgs metpo? - Tam 3apa3 OynyeTbcss HOBUU
CyIepMapKeT.

J1Jis1 yTBOpEHHsI MACMBHOTO cTaHy fAieciB Tenepimmuboro (The Present Perfect
Passive), munysioro (The Past Perfect Passive) Ta Maii0yTHbOIo J0KOHAHOTIO
(The Future Perfect Passive) uaciB B:kuBawTbcsi (OpPMH TOMOMIKHOTO
mieciopa to have y Temepimmabomy (have/has), mumyaomy (had) a6o
maiioyTaromy uaci (will have), niecaoBo to be y Tperiii ¢popmi (been) Ta ocHoBHe
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aiecsioBo y Tpetiii ¢popmi (1J1s1 HempaBWIBLHUX Ji€caiB) a6o 3 3akiHuenHsm -ed
(nis1 mpaBwiabHux). IlutanbHi 1 3anmepeyHi peyeHHsI YTBOPIOIOTHCS 32
JA0MOMOrox BignmoBigHux ¢opm aiecsona to have.

IlacuBHUM cTan I[iECJIiB TGHGpiIHHLOFO 3aBCPHICHOT'O YaCy BKHUBAETLCA, SKIIO Ilifl
HaJl 00'€KTOM HEIOaBHO 3aBeplniacs (TOYHUM Yac 3aKiHUCHHS i1 HeBiAOMUI) 1
PE3YyJIbTaT € B HasIBHOCTI

I/you/we/they + have been + V3 (Ved)

He/she/it + has been + V3 (Ved)

Hanpuknan:

The article has been read by Monday.

The article hasn't been read by Monday.

ITacuBHuM ctan ,Z[iGCJ'IiB MHUHYJIOT'O 3aBCPUICHOI'O 9aCy BIKHBACTLHCA, AKIIO I[iil Hald
Hampuxian:

I/you/he/she/it/we/they + had been + V3 (Ved)

We had been told about it by 5 o'clock yesterday.

We hadn’t been told about it by 5 o'clock yesterday.

Had we been told about it by 5 o'clock yesterday?

By what time had we been told about it yesterday?

[TacuBHUIA CcTaH AI€CIIIB MalOYTHHOTO 3aBEPILICHOT0 4Yacy BXKUBAETHCS, SKIIO Jis
HaJ 00'€KTOM 3aBEPIIUTHCA 10 IEBHOTO MOMEHTY B MailOyTHBOMY.
I/you/he/she/it/we/they + will + have been + V3 (Ved)

Hanpuknan:

The article will have been typed by 2 o'clock tomorrow.

The article won't have been typed by 2 o'clock tomorrow.

Will the article have been typed by 2 o'clock tomorrow?

I. Make up sentences using the Present Perfect Passive, the Past Perfect Passive
or the Future Perfect Passive.

1) The carpets/just/to vacuum. 2) All the issues of this magazine/to sell/by 6
o’clock/yesterday evening. 3) The fence/ to paint/by 4 o’clock tomorrow. 4) The
suspect/to arrest/yet? 4) The report/to write/by tomorrow morning? 6) The
equipment/ to deliver/by the end of the working day yesterday? 7) What books/to
return/to the library/by 4 o’clock yesterday? 8) By what time/the new software/to set
up/tomorrow? 9) Which document/just/to sign/by your boss? 10) What
rooms/already/ to prepare/for the participants of the festival?

I1. Put the verbs in brackets into the Present Perfect Passive, the Past Perfect
Passive or the Future Perfect Passive.
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1) The missing jewellery... (Just to find). 2) By what time yesterday ... the grass on
the football pitch ... (to cut)? — It ... (to cut) by 10 o’clock yesterday morning. 3) Is
dinner ready? — Yes, the turkey ... (just to cook). 4) By what time ... these
advertisements ... (to publish)? — They ... (to publish) by the beginning of next
week. 5) Who ... this bill ... (just to pay) by? — It ... (to pay) by a middle-aged
gentleman. 6) The rubbish ... (already to collect) when we left the office last Friday.
7) ... the invitations to the party ... (to send) by the end of the working day yesterday?
— Yes, they ... (to sent) by 5 o’clock yesterday. 8) The new novel of this writer ...
(not to publish) by next Wednesday. It ... (to be publish) by the beginning of next
month. 9) The office ... (to clean) before our chief arrived. 10) This note ...(to leave)
on your desk before you returned from the negotiations last Monday.

I11. Translate into English.

1) B HamoMy MicTi TUIBKH-HO MOOYyIyBajlu HOBY JiikapHio. 2) Bamr mMoOiibHUi
TenedoH BIIPEMOHTYIOTH 3aBTpa JO0 HIocToi roauHu Bedopa. 3) Komu rocti
IPUIIILIK 70 HAaC ydopa, CTUI Bxke OyB HakputTuil. 4) Jlo HacTymHOi m'sITHULI LieH
poekT Oyne 3aBepiieHo. 5) Jlax Bamioro OynuHky He modapOyBaiau 10 TOro, siK
nouascs foml. 6) [Ilo 6yno 3pobiieHo no kiHis podboyoro aust Buopa? 7) ['pormri
OyIyTh OTpUMaHIi 10 HacTynHoro noHeauika? - Tak. 8) [Tocyn Bxe mommmm? - e
Hi. 9) Ile#i mucT Bam Oyno BiAmpaBieHO 0 Hamioi 3ycTpiui Byopa. 10) Bac Bxke
MOBIJJOMUJIU [IPO 3MiHU B po3kiaAi? - Hi, MeHe 11e He MOBIAOMUIIU PO 1IE.

Ckiaga4yu pevyeHHsl 3 MPUCYAKOM Y MACHBHOMY CTaHi 3 MOJAJbHUMH
JAI€CJI0BAMHM, CJI0BA PO3TALIOBYIOTH Y TAKOMY NOPSIAKY:

Modal verb + be + V3 (Ved)

Hanpuxnan: This letfer must be typed.

The bike can be repaired.

This book should be read.

IVV. Make up sentences using the Passive Voice.

1) These documents/must/sign/today. 2) This work/could/ finish/a week ago. 3)
Dictionaries/can/not/use/during the exam. 4) The application/must/fill/in/with a
pen/not pencil. 5) The sick child/should/examine/by a doctor. 6) The photo-
copier/may/use/by anyone. 7) This story/should/not/tell/to little children. 8) Mobile
phones/must/not/use/during a flight in airplanes. 9) The dog/should/take/to the vet.
10) The parcel/ could/not/deliver/yesterday.

B pedeHHsIX 3 di€cioBAMH Y NMACHBHOMY CTaHi 4YacTO BKHBAIOThCS
npuiiMmennnku by i with. By BikuBaeTbcsi, KoJim MOBa e

NMpo BHKOHABIA Aii; With BXKMBa€ThCA, KOJIH MOBA iiie PO 3HAPSIIISA,
SIKUM BUKOHYE€TbHCS JTifl:
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This play is written by Shakespeare.
This note was written with pencil.

V. Complete the sentences with by or with.

1) The window was broken ... a big stone. 2) The florist contest has been won ... Mrs
Drake. 3) The house and the yard were decorated ... flowers and balloons. 4) This
envelope was delivered ... a stranger. 5) A little girl has been stung ... a bee.

100  Look! Her basket is filled ... blackberries. 7) We were scared ... a huge dog.
8) Who was the party organized ...? 9) The lock of the front door has been broken ...
an axe. 10) His birthday cake was decorated ... candied fruit.

Jis Toro, mo0d peYeHHs 3 Ji€CJIOBOM B AKTHBHOMY CTaHi NEPEeTBOPUTH B
pevyeHHs 3 Ti€CJIOBOM B MAaCHBHOMY CTaHi, HEOOXiTHO 00'€KT (101aTOK) 3pOOHTH
cy0'exTom (migMeTom) :

He took this book from the library.— This book was taken from the library.

They have washed your car.— Your car has been washed.

SIKI10 CTaH peYeHHS MIHSIETHCS 3 AKTMBHOT0 HA MACUBHMIA, TPAMATHYHHMH 4acC
peYeHHsI He 3MIHIOEThCS. SIKIIO B peYeHHi € ABa J0JaTKH, KOKEH 3 HUX MOKe
CTaTH Ha Micue miamera :

They will send me a message.— | will be sent a message. A message will be sent to
me.

S0 AI€CTI0BO BIKMBAETHCA 3 IEBHUM NNPUAMEHHUKOM y PeY€eHHi 3 MPUCYAKOM
B AKTHBHOMY CTaHi, Hell NpPUIMEHHHUK O0OB'A3KOBO 3aJIHIIACTHCH Y
BiIMOBITHOMY peYeHHI MACHBHOTIO CTaHY:

Everybody is talking about a new film.

A new film is being talked about.

V1. Choose the correct form to complete the sentences.

Dictionaries

A dictionary is a book which 1) ... the meanings of words. The words 2) ... in
alphabetical order so that they 3) ... quickly. The word «dictionary» 4)... from the
Latin «diction» («wordy»). There are several types of dictionaries which explain
words and how they 5)..., dictionaries which 6)... words from one language to
another, technical dictionaries which explain the meanings of technical words or
words connected to a particular subject.

Dictionaries 7) ... since ancient times. The earliest mention of a dictionary in history
is from Babylon in 6 BC. The first written dictionary in China 8) ... in 100 AD and
Japanese history mentions their first dictionary in 7 AD.

The first English alphabetical dictionary 9) ... «A Table Alphabeticaly. It 10) ... by
a teacher Robert Cawdrey and 11)... in London in 1604. In 1857, the Philological
Society of London 12) ... to undertake a comprehensive study of English and publish
the first complete dictionary of the English language, which came to be known as
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the Oxford English Dictionary (OED). It 13)... in 12 separate volumes between
1888 and 1989. Nowadays dictionaries 14) ... an essential tool for anyone who likes
to read and study. Using dictionary you 15)... your speech richer and your written
skills more fluent.

1)

2)
3)
4)
5)
6)
7)
8)
9)
10)
11)
12)
13)
14)

15)

a) explains;
c) was explained.

a) arranged,;

c) will have been arranged.

a) can find,;
c) can be found.

a) comes;
c) has been coming.

a) use;
C) were being used.

a) translate;

c) have been translated.

a) used;
c) have been used.

a) appeared;
c) has appeared.

a) calls;
c) has been called.

a) has written;
C) was written.

a) published;

c) was being published.

a) decided;

c) has been decided.
a)released,;

c) will be released.

a) become;
c) have become.

a) will make;
c) will be made.

b) is explained,;

b) are arranged,;

b) can be finding;
b) is coming;

b) are used,;

b) are translated,;
b) were used;

b) was appearing;
b) was called;

b) has been written;
b) was published,;
b) was decided;

b) was released,;

b) were becoming;

b) is made;
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VII. Circle the correct item.

1) The teacher pointed/was pointed out my mistakes. 2) All the preparations have
already done/have already been done. 3) You will meet/will be met by the guide at
the bus stop. 4) The porter has already brought/has already been brought your
luggage. 5) Your car must service/must be serviced at once. 6) You can pay/can be
paid this bill a bit later. 7) The murderer sentenced/was sentenced to life
imprisonment. 8) This plant produces/is produced household appliances. 9) These
tickets have just delivered/have just been delivered. 10) The computer is using/is
being used now.

VIII. Change the sentences using the Passive Voice.

1) They asked the policeman for help. 2) Peter gave me these photographs two days
ago. 3) We have already sent for the doctor. 4) Sue will look after the children
tomorrow. 5) A lot of children use the Internet nowadays. 6) Will you post these
letters? 7) Will they have fixed the printer by the end of the week? 8) Jessica hasn’t
cooked dinner yet. 9) They are picking the vegetables right now. 10) Were they
filming our performance last Friday? 11) You should switch off your computer for
the night. 12) You haven’t cleaned this room for weeks. 13) You must take this
mixture three times a day. 14) Are the girls decorating the room for the party? 15)
Mary doesn’t take her children to the cinema every week.

IX. Find mistakes and correct them.

1) Three men are seen running out of the jewellery shop yesterday evening. 2) His
car was washed by the time he arrived. 3) This fantastic puppet was made with my
daughter. 4) The words you don’t know can found in the dictionary. 5) Julia and
Henry will invited to our wedding party. 6) The apples were being gathering at the
time you phoned yesterday. 7) Have the ironing been done yet? 8) Is being coffee
made now? 9) The cake was cut by a knife. 10) The fire have just been put out by a
fire brigade.

REVISION
I. Make the sentences negative and interrogative.

1) Sick people are treated by doctors. 2) The room is being painted now. 3) This
gallery was built twenty-seven years ago. 4) The seminar was being held at 3 o’clock
yesterday. 5) The news will be broadcast in an hour. 6) His latest book can be found
in all bookshops. 7) Hehasjustbeenintroducedtoourboss.8) Theposters had been
hung by 4 o’clock yesterday. 9) The tests will have been checked by tomorrow
morning. 10) The dishes must be washed.
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I1. Put the verbs in brackets into the Passive Voice using the correct grammar
tense.

1) Children ... (always to give) presents at Christmas. 2) Because of a terrible storm
last night, a lot of houses ... (to flood). 3) A new library ...(to open) in our town next
week. 4) A picture of a famous artist ... (to steal) from a local museum. 5) By the
end of the working day yesterday all the necessary documents ... (to type). 6) Jam ...
(not to make) from candied fruit. 7) The meeting ... (just to cancel) by the chief
manager. 8) The results of the exam ... (to announce) by next Thursday. 9) Your
microwave ... (not to repair) yet. It ... (to repair) by the day after tomorrow. 10)
When ... this charitable organization ... (to establish)? — It ... (to establish) fifteen
years ago. 11) By what time ... the tickets ... (to deliver) tomorrow? — They ... (to
deliver) by 3 o’clock. 12) ... the play ... (to perform) yet? — Yes, it ... (to perform)
some years ago. 13) ... the robbers ... (to arrest) yesterday? — No, they ... (to chase)
for three hours, but they managed to escape. 14) Mark ... (not to tell) about the time
of the meeting yesterday.

I11. Change the sentences into the Passive Voice.

1) Someone is planting flowers in the garden. 2) She sent him an e-mail letter last
Tuesday. 3) The children were laughing at the clown. 4) They will finish the building
of a new airport soon. 5) Relatives can visit this patient. 6) Somebody was washing
your car when it started to rain. 7) Where did you see that boy before? 8) Who is
making photocopies now? 9) You must not tell lies to your parents. 10) By what
time will you have grilled the chicken?

IV. Find mistakes and correct them.

1) This hat knitted by my mother last year. 2) The work hasn’t being done yet. 3)
My watch were mended a week ago. 4) The cutlery is being polishing right now.

5) My camera haven’t been returned yet. 6) The parcel was tied up by a string. 7)
You will have been met at the airport tomorrow. 8) A new metro station is being
build in our city at the moment. 9) Were been the curtains hung at the time you came
in? 10) Children must be not shown that horror film.

V. Translate into English.

1) Ckinpku pa3 Ha JACHb TOAYIOTH pud? - Ix rOJIyl0Th OJIUH pa3 Ha JAeHb. 2) Komnu
noOyaysanu Bamry mkomy? - Ii no6yaysanu n'atHaauath pokis Haszax. 3) Iliny Bxke
npunecnu? - Hi, 1 3apa3 rotyiors. 4) Komu BimpeMoHTyI0TH 1o mopory? - Ii
BIIPEMOHTYIOTh JI0 KIHIIS MicsIls. 5) MeH1 BUopa He cKazayd Mpo Ball BI3UT. 6) [le
Jlxex? Horo uexaiots. 7) Bac konu-HeGyb BUMIIM, K HOBOIUTHCS? 8) Hiteit
BiANpaBUIIM CIATH mepej TuUM, sk mouascs ¢ineM. 9) Jle Jlinpa? - it 3apas
MOKa3ytoTh i1 HOBY KiMHaTy. 10) Il{ock Tpeba 3poOUTH AJI KX JTHOJICH.
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