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I[TEPE/IMOBA

Po3mmpennss 3B’s3kiB YKpaiHu 13 3apyODKHUMH TapTHEPAMH 3yMOBIIOE
HaraJbHy OTpe0y HE MPOCTO Y BUCOKOKBATI(HIKOBAHUX CIICIIAIICTaX 3 MEHEDKMEHTY 1
myOJIIYHOTO YMpaBIiHHS, a B CHEIlalicTaxX, fKi O MoeaHyBadu B co01 3HAaHHA 31
3HaHHSMH 1HO3EMHOI MOBH. BOJOIHHS 1HO3€MHOIO MOBOIO CTaj0 HE JIUIIE 03HAKOIO
rapHoi OCBITH, ajie i HEBIJl'EMHOIO XapaKTEPUCTUKOIO cydacHOro (axiBiid. Boioairouu
1HO3EMHOIO MOBOIO, JIFOJMHA aBTOMATHYHO TIEPEXOIUTh HAa BUIIUH COMIaIbHUN CTYIIiHb,
OCKUIBKH CTa€ KOHKYPEHTOCTIPOMOXHHM MPETSHICHTOM Ha BUCOKOOIIJIauyBaHy MOCaIy

MaiibyTHiM (haxiBIsIM MOTPIOHI HABUYKH MPAKTUIHOTO BOJIOIIHHS 1HO3EMHOIO
MOBOIO B PI3HHX BHJaX MOBJEHHA B 00CA31 TEMAaTHKH, 3yMOBJIECHOI MpodeciiHuMuU
noTpedaMu; OTPUMAHHsS HOBITHBOI (paxoBoi I1HQOpMALIi 13 1HO3EMHHUX JUHKEpET;
KOPUCTYBAaHHSI YCHUM MOHOJIOTTYHHMM Ta J1aJOTIYHUM MOBJICHHSIM Y MeXax MoOyTOBOT
CYCIUIBHO-NIOMITUYHOT ¥ (paxoBoi TemMaTUKUA. TakUM YHWHOM, METOK HaBYaHHS
1HO3€MHO1 MOBH € (hOpMYyBaHHS HEOOX1HOI KOMYHIKAaTUBHOI CIIPOMOYHOCTI B c(pepax
MpoQeciiiHOro Ta CUTYaTUBHOT'O CIIJIKYBaHHS B YCHIM 1 MUCbMOBIH (hopmax.

Hapuanbsuuii nocionuk nis cryaentis [V kypey (VII, VIII cemectpiB) nennoi
dbopMu HaBuaHHS 3a creuianpHicTIO “Menemxment’, “IlyOmiyHe ympaBiiHHS Ta
aaMiHICTpYBaHHS BKJIouae 4 ypoku. ['0JOoBHAa MeTa HaBUYaJbHOTO MOCIOHWKA -
cUcTeMaTHu3aIlis 1 moruOJIeHHs] HaBUYOK MOBJICHHS, 110 Oy HaaOaH1 paHiIie.

Koxen ypok 3a0e3neueHuil BIANOBIIHUM KOMIUIEKCOM BIIPaB: TEKCTOBUX,
JIEKCUYHMX 1 TPaMaTHYHUX.

Kypc pospaxoBano Ha 120 rogun (I cemectp — 60 roaun; Il cemectp — 60
TOJIMH) 1 BUBYAETHCA 3 METOI yIOCKOHAJEHHS MPOoQeciiiHuX 3HaHb 1 PO3BUTKY YMiHb
BUKOPUCTAHHA ILMX 3HaHb y AHIVIOMOBHINA mpodeciiiHid isibHOCTI. HaBuanbHuit
MOCIOHUK TaKOX CHPSIMOBAHUM Ha PO3BUTOK YMIHb YCHOT Ta MMCEMHOI KOMYHIKAIIIi.

ITicyist BUBUEHHS JAHOTO KYPCY CTYJICHTH HOBUHHI 3HATHU 1 BMITHU:

- YUTATH Ta TMEpPEeKIaJaTh HAyKOBO-TEXHIYHY aHTIIOMOBHY JIiTEpaTrypy 3a
(daxom 11 OTpUMaHHS HEOO0X11HOI 1H(pOopMaIii;

— PO3YyMITH 3MICT MPOYUTAHOTO Ta JIEKCUKO-TpaMaTUYHHI Marepiad,
HaJaHUH y NMOCIOHUKY;

- PO3yMITH 1 BOJOJITHA BIANOBIIHUMH TpaMaTUYHUMHU KOHCTPYKULIAMH 1
BHpa3amy,

—OpaTy ydacTb B YCHOMY CHUIKYBaHHI aHTJIIMCHKOIO MOBOIO B 00Cs31 Marepiany,
nepeadaueHOro MPorpaMoro.




LESSON 1

TEXTA WHAT IS PRODUCTION?

Have you ever wondered where a new pair of Levi jeans comes from? Or a new
JVC 35-inch color television, 1zod pullover, or Uniroyal tire for your car? Even factory
service on an IBM personal computer or a Magnavox VCR would be impossible if it
weren't for the activities described in this chapter. In fact these products and services and
millions of others like them wouldn't exist if it weren't for production activities. This area
of management is usually referred to as operations management: it consists of all the
activities managers engage in to produce goods and services. To produce a product or
service successfully, a business must perform a number of specific activities. For
example, suppose an organization like BMW has an idea for a new car called the James
Bond Z3 Roadster, which will cost in excess of $45,000. Marketing research must
determine not only if customers are willing to pay the price for this product but also what
special features they want. Once it has been determined that there is a market for this
type of automobile, BMW's operations managers must turn the concept into reality.
BMW:'s managers cannot just push the "start button" and immediately begin producing
the new automobile. Production must be planned. As you will see, planning takes place
both before anything is produced and during the production process. Managers must also
concern themselves with the control of operations to ensure that the organization's goals
are achieved. For a product like BMW's Z3 Roadster, control of operations involves a
number of important issues, including product quality, performance standards, the
amount of inventory of both raw materials and finished products, and production costs.

COMPETITION IN THE GLOBAL MARKETPLACE

After World War |, the United States became the most productive world. For almost
thirty years, until the late 1970s, country in the its leadership was never threatened. By
then, however, manufacturers in Japan, Germany, Great Britain, ltaly and other
industrialized nations were offering U.S. firms increasing competition. Once the leader
in just about everything, U.S. firms lost market share in a number of vital industries,
including steel, cement, building products, manufacturing equipment, farm machinery,
and electronics. US manufacturers quickly realized that "Made in the USA “ did not
guarantee sales in foreign nations. Even to maintain market share, they would be forced
to compete in an ever-smaller world to meet the needs of more demanding customers. In
an attempt to regain a competitive edge on foreign firms, US manufacturers have taken
another look at the importance of improving quality and meeting the needs of their
customers. The most successful U.S. firms have also focused on the following:

1. Reducing production costs by selecting suppliers that offer higher-quality raw
materials and components at reasonable prices.

2. Replacing outdated equipment with state-of-the-art manufacturing equipment.

3. Using computer-aided and flexible manufacturing systems that allow a higher
degree of customization.

4. Improving control procedures to help ensure lower manufacturing costs

Although competing in the global economy is a major challenge, it is a worthwhile
pursuit. For most firms, it is not only profitable, it is also an essential activity that requires
the cooperation of everyone within the organization.



CAREERS IN OPERATIONS MANAGEMENT

Although it's hard to provide information about specific career opportunities in
operations management, some generalizations do apply to this management area. First,
you must understand the difference between an analytic process and a synthetic process.
An analytic process breaks raw materials into different component parts. For example, a
barrel of crude oil refined by Kerr-McGee-an Oklahoma-based chemical and energy
company can be broken down into gasoline, jet fuel, oil and lubricants, and many other
petroleum by-products. A synthetic process is just the opposite of the analytic one; it
combines raw materials or components to create a finished product. Black & Decker uses
a synthetic system when it combines plastic, steel, rechargeable batteries, and other
components to produce a cordless drill. Once you understand that operations managers
are responsible for producing tangible products or services that customers want, you
must determine how you fit into the production process. Today's successful operations
managers must

1. Be able to motivate and lead people .

2. Understand how technology can make a manufacturer more productive and
efficient.

3. Appreciate the control processes that help lower production costs and improve
product quality.

4. Understand the relationship between the customer, the marketing of a product,
and the production of a product.

If operations management seems like an area you might be interested in, why not

do more career exploration?
THE CONVERSION PROCESS

To have something to sell, a business must convert resources into goods and
services. The resources are materials, finances, people, and information. The goods and
services are varied and diverse, ranging from heavy manufacturing equipment to fast
food. The purpose of this conversion of resources into goods and services is to provide
utility to customers. Utility is the ability of a good or service to satisfy a human need.
Although there are four types of utility-form, place, time, and possession operations
management focuses primarily on form utility. Form utility is created by converting raw
materials, labor, and other resources into finished products. But how does the conversion
take place? How does Ford convert steel and glass, money from previous auto sales and
stockholder’s investments, production workers and managers, and economic and
marketing forecasts into automobiles? How does Aetna Life and Casualty convert office
buildings, insurance premiums, actuaries, and mortality tables into life insurance
policies? They do so through the use of a conversion process . As indicated by our Aetna
Life and Casualty example, the conversion process is not limited to manufacturing
products. The conversion process can also be used to produce services.

THE NATURE OF THE CONVERSION
The conversion of resources into products and services can be described in several
ways. We limit our discussion here to three: the focus of the conversion, its magnitude,
and the number of production processes employed.
Focus By the focus of a conversion process we mean the resource or resources that
comprise the major or most important input. For a bank like Citibank, financial resources
are of prime concern in the conversion process. A refiner such as Texaco concentrates



on material resources. A college or university is primarily concerned with information.
And a barbershop focuses on the use of human resources.

Magnitude The magnitude of a conversion process is the degree to which the
resources are physically changed by the conversion. At one extreme lie such processes
as the one by which First Brands Corporation produces Glad Wrap. Various chemicals
in liquid or powder form are combined to form long, thin sheets of plastic Glad Wrap.
Here the input resources are totally unrecognizable in the finished product. At the other
extreme, American Airlines produces no physical change in its input resources. The
airline simply transports people from one place to another.

Number of Production Processes A single firm may employ one production process
or many. In general, larger firms that make a variety of products use multiple production
processes. For example, General Electric manufactures some of its own products, buys
other merchandise from suppliers, and operates a credit division, an insurance company,
and a medical equipment division. Smaller firms, by contrast, may use one production
process or very few production processes. For example, Texas-based Advanced Cast
Stone, Inc., manufactures one basic product: building materials made from concrete.

THE INCREASING IMPORTANCE OF SERVICES

The application of the basic principles of operations management to the production
of services has coincided with a dramatic growth in the number and diversity of service
businesses. In 1900 only 28 percent of American workers were employed in service
firms. By 1950 this figure had grown to 40 percent, and by the end of 1995, it had risen
to 79 percent. By any vyardstick, service firms have become a dominant part of our
economy. In fact, the American economy is now characterized as service economy. A
service economy is one in which more effort is devoted to the production of services
than to the production of goods. This rapid growth is the primary reason for the increased
use of production techniques in service firms. The managers of restaurants, laundries,
real estate agencies, banks, movie theaters, airlines, travel bureaus, and other service
firms have realized that they can benefit from the experience of manufacturers and
construction firms. And yet the production of services is very different from the
production of manufactured goods in the following four ways:

1. Services are consumed immediately and, unlike manufactured goods, cannot be
stored. For example, a hair stylist cannot store completed haircuts like a manufacturer
stores microwave ovens.

2. Services are provided when and where the customer desires the service. In many
cases, customers will not travel as far to obtain a service as they would to purchase a
manufactured product.

3. Services are usually labor intensive because the human resource is often the most
important resource used in the production of services.

4. Services are intangible, and it is therefore more difficult to evaluate customer
satisfaction.

Although it is often more difficult to measure customer satisfaction, today's
successful service firms work hard at providing the services customers want. Compared
with manufacturers, service firms often listen more carefully to customers and respond
more quickly to the market's changing needs. Now that we understand something about
the production process that is used to transform resources into goods and services, we



can consider three major activities involved in operations management. These are
product development, planning for production, and operations control.

Exercisel. Answer the following questions:

1. List all the activities involved in operations management.

2. What is the difference between an analytic and synthetic manufacturing
process? Give an example of each type of process.

3. In terms of focus, magnitude, and number, characterize the production

processes used by a local pizza parlor, a dry-cleaning establishment, and an auto repair
shop.

4, Is production of services very different from the production of manufactured
goods? Why?

TEXTB WHERE DO NEW PRODUCTS AND SERVICES COME FROM?

No firm can produce a product or service until it has an idea. In other word someone
must first come up with a new way to satisfy a need a new product or an improvement
in an existing product.

RESEARCH AND DEVELOPMENT

How did we get VCRs, personal computers, and compact-disc players? We got
them the same way we got light bulbs and automobile tires: from people working with
new ideas. Thomas Edison created the first light bulb and Charles Goodyear discovered
the vulcanization process that led to tires. In the same way scientists and researchers
working in businesses and universities have produced many of the newer products we
already take for granted. These activities are generally referred to as research and
development. For our purposes, research and development (R&D) is a set of activities
intended to identify new ideas that have the potential to result in new goods and services.

Today business firms use three general types of R&D activities. Basic research
consists of activities aimed at uncovering new knowledge. The goal of basic research is
scientific advancement, without regard for its potential use in the development of goods
and services. Applied research, in contrast, consists of activities geared to discovering
new knowledge with some potential use. Development and implementation are research
activities undertaken specifically to put new or existing knowledge to use in producing
goods and services. The 3M Company used development and implementation when it
combined paper with a special type of adhesive produce Post-it Notes. In a similar
fashion, Merck& Company spent years to develop Crixivan, a new AIDS medication.

PRODUCT EXTENSION AND REFINEMENT

When a brand-new product is first marketed, its sales are zero and slowly increase
from that point. If the product is successful, annual sales increase more and more rapidly
until they reach some peak. Then, as time passes, annual sales begin to decline, and they
continue to decline until it is no longer profitable to manufacture the product. If a firm
sells only one product, when that product reaches the end of its life cycle, the firm will
die too. To stay in business, the firm must, at the very least find ways to refine or extend



the want-satisfying capability of its product. Consider television sets. Since they were
first introduced in the late 1930s, television sets have been constantly refined, so that
they now provide clearer, sharper pictures with less dial adjusting. They are tuned
electronically for better picture control and can even compensate for variations in room
lighting and picture-tube wear. During the same time, television sets were also extended.
There were full color as well as black-and-white sets, television-only sets, and others
that include VCRs, digital clocks, and telephones. Both manual and remote control
models were available. Now high-definition, or digital, televisions are available.
Although initial prices were very high, the improved picture will convince some
consumers to bite the bullet and buy a new set.

Each refinement or extension results in an essentially "new" product whose sales
make up for the declining sales of a product that was introduced earlier. For example,
Jell-O was introduced to the public in 1897 and was acquired by Kraft Foods in 1925.
One of Kraft Foods' newer products, Jello Pudding Pops, is still based on Jell-O. Jello
Pudding Pops produces sales of more than $100 million annually. For most firms,
extension and refinement are expected results of their development and implementation
effort. Most often, they result from the application of new knowledge to existing
products.

PLANNING FOR PRODUCTION

Only a few of the many ideas for new products, refinements, and extensions ever
reach the production stage. But for those ideas that do, the next step in the process of
operations management is planning for production. Planning for production involves
three major phases: design planning, facilities planning and site selection, and
operational planning.

DESIGN PLANNING

When the R&D staff at IBM recommended to top management that the firm
produce and market an affordable personal computer, the company could not simply
swing into production the next day. Instead, a great deal of time and energy had to be
invested in determining what the new computer would look like, where and how it would
be produced, and what options would be included. These decisions are a part of design
planning. Design planning is the development of a plan for converting a product idea
into an actual product. The major decisions involved in design planning deal with
product line, required capacity, and use of technology .

Product Line A product line is a group of similar products that differ only in
relatively minor characteristics. During the design-planning stage, management must
determine how many different product variations there will be. A computer manufacturer
like Compag Computers needs to determine how many different models to produce, what
major options to offer, and the like. A restaurant chain like Pizza Hut must decide how
many menu items to offer.

An important issue in deciding on the product line is to balance customer
preferences and production requirements. It is also important to identify the most
effective combination of product alternatives. For this reason, marketing managers play
an important role in making product-line decisions. Once the product line has been
determined, each distinct product within the product line must be designed.



Product design is the process of creating a set of specifications from which the
product can be produced. When designing a new product, specifications are extremely
important. For example, product engineers for Whirlpool Corporation must make sure
that a new frost-free refrigerator keeps food frozen in the freezer compartment. At the
same time, they must make sure that lettuce and tomatoes don't freeze in the crisper
section of the refrigerator. The need for a careful and complete design of tangible goods
Is fairly obvious; products that work cannot be manufactured without it. But services
should be carefully designed as well, and for the same reason.

Required Capacity is the amount of products or services that an organization can
produce in a given period of time. (The capacity of an automobile assembly plant, for
instance, might be 500,000 cars per year.) Operations managers-again working with the
firm's marketing managers-must determine the required capacity. This in turn determines
the size of the production facility. Capacity of a production plant is vitally important. If
the facility is built with too much capacity, valuable resources (plant, equipment, and
money) will lie idle. If the facility offers insufficient capacity, additional capacity may
have to be added later, when it is much more expensive than in the initial building stage.
Capacity means about the same thing to service businesses. For example, the capacity of
a restaurant like the Hard Rock Cafe is the number of customers it can serve at one time.
Like the manufacturing facility described above, if restaurant is built with too much
capacity-too many tables and chairs-valuable resources will be wasted. If the restaurant
Is too small, customers may have to wait for service; if the wait is too long, they may
leave and choose restaurant.

Use of Technology During the design-planning stage, management must determine
the degree to which automation will be used to produce a product or service. Here, there
is a tradeoff between high initial costs and low operating costs (for automation) and low
initial costs and high operating costs (for human labor). Ultimately, management must
choose between a labor-intensive technology and a capital-intensive technology. A
labor-intensive technology is a process in which people must do most of the work.
Housecleaning services and the New York Yankees baseball team, for example, are labor
intensive. A capital-intensive technology is a process in which machines and equipment

do most of the work. An automated assembly plant is capital intensive.
FACILITIES PLANNING AND SITE SELECTION

Once initial decisions have been made about a new product line, required capacity,
and the use of technology, it's time to determine where the products or services are going
to be produced. Initially, managers must decide whether they will build a new plant or
refurbish an existing factory. Generally, a business will choose to produce a new product
in an existing factory as long as (1) the existing factory has enough capacity to handle
customer demand for both the new product and established products, and (2) the cost of
refurbishing an existing factory is less than the cost of building a new one.

After exploring the capacity of existing factories, management may decide to build
a new production facility. Once again, a number of decisions must be made. Should all
the organization's production capacity be placed in one or two large facilities? Or should
it be divided among several smaller facilities? In general, firms that market a wide variety
of products find it more economical to have a number of smaller facilities. Firms that
produce only a small number of products tend to have fewer but larger facilities. There



are many exceptions to this general rule, and decisions concerning facility size are often
affected by zoning and other restrictions.

In determining where to locate production facilities, management must consider a
number of variables, including the following:

1) Geographic locations of suppliers of parts and raw materials

2) Locations of major customers for their company's products.

3) Transportation costs to deliver finished products to customers

4) The cost of both land and construction required to build a new production
facility

5) Local and state taxes and environmental regulations that could affect a new

production facility
6) The amount of financial support offered by local and state governments

7) Special requirements, such as great amounts of energy or water used in the
production process
8) Quiality of life for employees and management

9) Availability and cost of skilled and unskilled labor

It may, of course, be impossible to find the perfect location for a production facility.
In fact, the choice of a location often involves optimizing, or balancing, the most
important variables for each production facility. Before making a final decision about
where a proposed plant will be located and how it will be organized two other factors-
human resources and plant layout-should be examined.

Human Resources Several issues involved in facilities planning fall within the
province of the human resources manager. Thus, at this stage, human resources and
operations managers work closely together. For example, suppose a U.S. firm like
Reebok International wants to lower labor costs by constructing a sophisticated
production plant in Mexico. The human resources manager will have to recruit
employees with the appropriate skills, perhaps even arranging for their transfer to
Mexico, or develop training programs for local workers, or do both. Human resources
managers can also obtain and provide valuable information on availability of skilled
workers in various areas, wage rates, and other factors that may influence choices of the
use of technology and plant location.

Plant Layout Plant layout is the arrangement of machinery, equipment, and
personnel within a production facility.

The process layout is used when different operations are required for creating small
batches of different products or working on different parts of a product. The plant is
arranged so that each operation is performed in its own particular area. Once the task in
one area is completed, the work in process is moved to another area. An auto repair
facility at a local Oldsmobile dealership provides an example of a process layout. The
various operations might be engine repair, body work, wheel alignment, and safety
inspection. Each operation is performed in a different area. A particular car "visits" only
those areas performing the kinds of work it needs.

A product layout (sometimes referred to as an assembly line) is used when all
products undergo the same operations in the same sequence. Work station arranged to
match the sequence of operations, and work flows from station to station. An assembly
line is the best example of a product layout. For example Massachusetts-based ACT
Manufacturing uses a product layout to produce printed circuit boards



A fixed-position layout is used when a very large product is produced. Aircraft
manufacturers and shipbuilders apply this method because of the difficulty of while
people and machines are moved as needed to assemble the product. Boeing, for example,
uses the fixed-position layout to build 777 jet aircraft because it is much easier to move
people and machines around the airliner than to move the plane during the production
process.

OPERATIONAL PLANNING

Once the product has been designed and a decision made to use an existing
production facility or build a new one, operational plans must be developed. The
objective of operational planning is to decide on the amount of products or services each
facility will produce during a specific period of time. Four steps are required: (1)
selecting a planning horizon, (2) estimating market demand, (3) comparing market
demand with capacity, and (4) adjusting products or services to meet demand

Step 1: Selecting a Planning Horizon A planning horizon is simply the period
during which a plan will be in effect. A common planning horizon for production plans
Is one year. Then, before each year is up, management must plan for the next.

A planning horizon of one year is generally long enough to average out seasonal
increases and decreases in sales. At the same time, it is short enough for planners to
adjust output to accommodate long-range sales trends. Firms that operate in a rapidly
changing business environment may find it best to select a shorter planning horizon to
keep their production planning current.

Step 2: Estimating Market Demand The market demand for a product is the
guantity that customers will purchase at the going price. This quantity must be estimated
for the time period covered by the planning horizon. The sales fore- casts and projections
developed by marketing managers are the basis for market demand estimates.

Step 3: Comparing Market Demand with Capacity The third step in operational
planning is to compare the projected market demand with the facility's capacity to satisfy
that demand. Again, demand and capacity must be compared for the same time period.
One of three outcomes may result: demand may exceed capacity, capacity may exceed
demand, or capacity and demand may be equal. If they are equal, the facility should be
operated at full capacity. But if market demand and capacity are not equal, adjustments
may be necessary .

Step 4: Adjusting Products or Services to Meet Demand When market demand
exceeds capacity, several options are available to the firm. Production of products or
services may be increased by operating the facility over time with existing personnel or
by starting a second or third work shift. For manufacturers, another response is to
subcontract a portion of the work to other producers. If the excess demand is likely to be
permanent, the firm may expand the current facility or build another facility.

Some firms occasionally pursue another option: ignore the excess demand and
allow it to remain unmet. For several years, the Adolph Coors Company used this
strategy. A mystique gradually developed around Coors beer because it was not available
in many parts of the country. When the firm's brewing capacity was finally expanded, an
eager market was waiting.

What happens when capacity exceeds market demand? Again, there are several
options. To reduce output temporarily, workers may be laid off and part of the facility
shut down. Or the facility may be operated on a shorter-than-normal workweek for as



long as the excess capacity persists. To adjust to a permanently decreased demand,
management may shift the excess capacity to the production of other goods or services.
The most radical adjustment is to eliminate the excess capacity by selling unused
facilities.

Exercisel. Answer the following questions:

1. Describe how research and development lead to new products.

2. What are the major elements of design planning?

3. What factors should be considered when selecting a site for a new manufacturing
facility?

4. What is the objective of operational planning? What four steps are used to
accomplish this objective.

5. If you were an operations manager, what would you do if market demand exceeds
the production capacity of your manufacturing facility? What action would you take if
the production capacity of your manufacturing facility exceeds market demand?

TEXT C OPERATIONS CONTROL

We have discussed the development of a product idea and the planning that
translates that idea into the reality. Now we push the "start button," begin the production
process, and examine four important areas of operations control: pursing, inventory
control, scheduling, and quality control

PURCHASING

Purchasing consists of all the activities involved in obtaining required materials,
supplies, and parts from other firms. Levi Strauss must purchase denim cloth, thread, and
zippers before it can produce a single pair of jeans. Similarly, Nike Inc., must purchase
leather, rubber, cloth for linings, and laces before manufacturing a pair of athletic shoes.
For all firms, the purchasing function is far from routine, and its importance should not
be underestimated. For some products, purchased materials make up more than 50
percent of their wholesale costs.

The objective of purchasing is to ensure that required materials are available when
they are needed, in the proper amounts, and at minimum cost. To achieve this objective,
management must select suppliers carefully. Purchasing personnel should constantly be
on the lookout for new or back-up suppliers, even when their needs are being met by
their present suppliers, because problems like strikes and equipment breakdowns can cut
off the flow of purchased materials from a primary supplier at any time.

The choice of suppliers should result from careful analysis of a number of factors.
The following are especially critical:

1) Price—Comparing prices offered by different suppliers is always an
essential part of selecting a supplier. Even tiny differences in price add up to enormous
sums when large quantities are purchased.

2) Quality-Purchasing specialists are always challenged to find the "best"
materials at the lowest price. Although the goal is not necessarily to find

the highest quality available, purchasing specialists always try to buy
materials at a level of quality in keeping with the type of product being
manufactured. The minimum acceptable quality is usually specified by



product designers.

3) Reliability-An agreement to purchase high-quality materials at a low price
Is the purchaser's dream. But such an agreement becomes a night-

mare if the supplier doesn't deliver. Purchasing personnel should check

the reliability of potential suppliers, including their ability to meet delivery
schedules.

4) Credit terms—~Purchasing specialists should determine if the supplier
demands immediate payment or will extend credit. Also, does the supplier offer a
cash discount or reduction in price for prompt payment?

5) Shipping costs - One of the most overlooked factors in purchasing is the

geographic location of the supplier. Low prices and favorable credit terms offered
by a distant supplier can be wiped out when the buyer must pay the shipping costs. Above
all, the question of who pays the shipping costs should be answered before any supplier
Is chosen.

INVENTORY CONTROL

Can you imagine what would happen if a Coca-Cola manufacturing plant ran out
of the company's familiar red and white aluminum cans? It would be impossible to
complete the manufacturing process and ship the cases of Coke to retailers. Management
would be forced to shut the assembly line down until the next shipment of cans arrived
from a supplier. In reality, operations managers Coca-Cola realize the disasters that a
shortage of needed materials can cause and will avoid this type of problem if at all
possible. The simple fact is that shut-downs are expensive because costs such as rent,
wages, and insurance must still be paid.

Operations managers are concerned with three types of inventories. A raw
materials inventory consists of materials that will become part of the product during the
production process. The work-in-process inventory consists of partially completed
products. The finished-goods inventory consists of completed goods.

Associated with each type of inventory are a holding cost, or storage cost, stock-out
cost, the cost of running out of inventory. Inventory control is the process of managing
inventories in such a way as to minimize inventory costs, including both holding costs
and potential stock-out costs. Today, computer systems are being used both to control
inventory levels and to record costs. Small firms use microcomputer-based systems to
keep track of inventories, provide periodic inventory reports, and alert managers to
Impending stock-outs. In larger Firms, more complex computer-based systems maintain
inventories of thousands of individual items, perform routine purchasing chores in
accordance with a purchasing plan, and schedule the production of finished goods.

One of the most sophisticated methods of inventory control used today is materials
requirements planning. Materials requirements planning (MRP) is a computerized
system that integrates production planning and inventory control. One of the great
advantages of an MRP system is its ability to juggle delivery schedules and lead times
effectively. For a complex product like an automobile or airplane, it is virtually
impossible for individual managers to oversee the hundreds of parts that go into the
finished product. But a manager using an MRP system can arrange both order and



delivery schedules so that materials, parts and supplies arrive when they are needed. With
MRP, the following steps are used:

1. The materials and parts needed for production are listed on a document called a
bill of materials.

2. Once the required materials and parts have been identified, the amount of
inventory on hand is determined.

3. Managers then determine schedules for ordering needed merchandise.

4. Managers also determine delivery schedules for materials and parts needed to
produce the finished product.

An extension of materials requirements planning is known as manufacturing
resource planning. The primary difference between the two systems is that materials
requirements planning involves just production and inventory personnel whereas
manufacturing resource planning involves the entire organization. Thus, manufacturing
resource planning, often referred to as MRP II, provides a single common set of facts
that can be used by all of the organization's managers to make effective decisions.

Because large firms can incur huge inventory costs, much attention has been
devoted to inventory control. The "just-in-time" system being used by some businesses
Is one result of all this attention. A just-in-time inventory system is designed to ensure
that materials or supplies arrive at a facility just when they are needed so that storage
and holding costs are minimized. The just-in-time system requires considerable
cooperation between the supplier and the customer. The customer must specify what will
be needed, when, and in what amounts. The supplier must be sure the right supplies
arrive at the agreed-upon time and location.

Without proper inventory control it is impossible for operations managers to
schedule the work required to produce goods that can be sold to customers.

SCHEDULING

Scheduling is the process of ensuring that materials are at the right place at the right
time. The materials may be moved from the warehouse to the work station ; they may
move from station to station along an assembly line; or they may arrive at work stations
"just in time" to be made part of the work in process there. For finished goods, scheduling
involves both movement into finished goods inventory and shipment to customers to fill
orders.

As the definition implies, both place and time are important to scheduling. (This is
no different from, say, the scheduling of classes. You cannot attend your classes unless
you know both where and when they are held.) The routing of materials is the sequence
of work stations that the materials will follow. Assume that Drexel-Heritage-one of
America's largest furniture manufacturers-is scheduling production of an oval coffee
table made from cherry wood. Operations managers would route the needed materials
(wood, screws, packaging materials, and so on) through a series of individual work
stations along an assembly line. At each work station, a specific task would be performed
and then the partially finished coffee table would move to the next work station. Once
all work is completed, Drexel can either store the completed coffee table in a ware-house
or ship it to a retailer. When routing materials, operations managers are especially
concerned with the sequence of production. For the coffee table, the top and legs must
be cut to specifications before the wood is finished. (If the wood was finished before
being cut, the finish would be ruined and the coffee table would have to be restained.)



When scheduling production, managers are also concerned with timing. The timing
function specifies when the materials will arrive at each station and how long they will
remain there. For the cherry coffee table, it may take workers minutes to cut the table
top and legs and another thirty minutes to drill the holes and assemble the table. Before
packaging the coffee table for shipment, it must be finished with cherry stain and allowed
to dry. This last step may take as long as three days depending on weather conditions
and humidity.

Whether or not the finished product requires a simple or complex production
process, operations managers are responsible for monitoring schedules-called follow-up-
to ensure that the work flows according to a timetable. For complex products, many
operations managers prefer to use Gantt charts or the PERT technique.

Scheduling through Gantt Charts Developed by Henry L. Gantt, a Gantt chart is
a graphic scheduling device that displays the tasks to be performed on the vertical axis
and the time required for each task on the horizontal axis . Completed tasks can also be
shown on a Gantt chart, so actual progress can be monitored against planned activities.
Gantt charts are not particularly suitable for scheduling extremely complex situations.
Nevertheless, using them forces a manager to plan the steps required to get a job done
and specify time requirements for each part of the job.

Scheduling Control via PERT Another technique for scheduling a process or
project and maintaining control of the schedule is PERT (Program Evaluation and
Review Technique). PERT was developed for use in constructing the Polaris submarine
in the late 1950s. It has since been applied successfully in a wide range of industries.

To use PERT, we begin by identifying all the major activities involved in the
project. For example, the activities involved in producing a textbook include editing the
manuscript, designing the book, obtaining cost estimates, marking the manuscript for
typesetting, setting type, and carrying out other activities. The completion of each of
these activities is an event.

Next we arrange the events in a sequence. In doing so, we must be sure that an
event that must occur before another event in the actual process also occurs before that
event in the sequence. For example, the manuscript must be edited before the type is set.
Therefore, in our sequence, the event "edit manuscript must precede the event "set type."

Next we use arrows to connect events that must occur in sequence.We then estimate
the time required for each activity and mark it near the corresponding arrow. The
sequence of production activities that takes the longest time from start to finish is called
the critical path. The activities on this path determine the minimum time in which the
process can be completed. These activities are the ones that must be scheduled and
controlled carefully. A delay in any one of them will cause a delay in completion of the
project as a whole.

QUALITY CONTROL

Quiality control is the process of ensuring that goods and services are produced in
accordance with design specifications. The major objective of quality control is to see
that the organization lives up to the standards it has set for itself on quality. Some firms,
such as Mercedes-Benz and Neiman Marcus, have built their reputations on quality.
Customers pay more for their products in return for assurances of high quality. Other
firms adopt a strategy of emphasizing lower prices along with reasonable (but not
particularly high) quality.



Because of increased global competition, American manufacturers have adopted a
goal that calls for better quality in their products. A total quality management (TQM)
program coordinates the efforts directed at improving customer satisfaction, increasing
employee participation, strengthening supplier partnerships, and facilitating an
organizational atmosphere of continuous quality improvement. Firms like American
Express, AT&T, Motorola, and Hewlett-Packard have all used TQM to improve product
quality and ultimately customer satisfaction.

In addition to total quality management, many U.S. firms use two systems to gather
statistical information about the quality of their products. Statistical process control
(SPC) is a system that plots data on control charts and graphs to identify and pinpoint
problem areas. Statistical quality control (SQC), a similar technique, is a set of specific
statistical techniques used to sample both work progress and finished products. A firm
can use the information provided by both these to correct problems in the production
process and improve the quality of its products.

The use of a quality circle, a group of employees who meet on company time to
solve problems of product quality, is another way manufacturers are achieving better
quality at the operations level. Quality circles have been used successfully in such
companies as IBM, the Northrop Grumman Corporation, and Digital Equipment.

Increased effort is also being devoted to inspection, which is the examination of
the quality of work in process. Inspections are performed at various times during
production. Purchased materials may be inspected when they arrive at the production
facility. Subassemblies and manufactured parts may be inspected before they become
part of a finished product. And finished goods may be inspected before they are shipped
to customers. Items that are within design specifications continue on their way. Those
that are not within design specifications are removed from production.

The method of inspection depends on the item being examined. Visual inspection
may be sufficient for products like furniture or rug-cleaning services. General Electric
may test one or two light bulbs from every hundred produced. At the other extreme,
complete x-ray inspection may be required for the vital components of airplanes.

Improving Quality Through Employee Participation Historically, efforts to
ensure quality increased the costs associated with making that good or service. For that
reason, quality and productivity were viewed as conflicting; one was increased at the
other's expense. Over the years, more and more managers have realized that quality is an
essential "ingredient™ of the good or service being provided. Viewed in this light, quality
becomes an overall approach to doing business and is the concern of all members of the
organization. This view of quality provides several benefits. The number of defects
decreases, which causes profits to increase. Making products right the first time reduces
many of the rejects and much of the rework. And making the employees responsible for
quality eliminates the need for inspection. An employee is indoctrinated to accept full
responsibility for the quality of his or her work.

World Quality Standards: 1SO 9000 Different companies have different
perceptions of quality. Without a common standard of quality, however, customers, may
be at the mercy of manufacturers and vendors. As the number of companies competing
in the world marketplace has increased, so has the seriousness of this problem. To deal
with it, the International Organization for Standardization (a nonprofit organization in
Geneva, Switzerland, with a membership of ninety-five countries), brought together a



panel of quality experts to define what methods a company must use to produce a quality
product.

In 1987 the panel published the 1SO 9000 (ISO is Greek for “equal™), which sets
the guidelines for quality management procedures that businesses must use to receive
certification. This certification, issued by independent auditors, serves as evidence that
a company meets the standards for quality control procedures in manufacturing design,
production processes, product testing, training of employees, recordkeeping, and
correction of defects.

Although certification is not a legal requirement to do business globally, the
organization's ninety-five member countries have approved the 1SO standards. In fact,
ISO 9000 is so prevalent in the European Community that many customers refuse to do
business with noncertified companies. As an added bonus manufacturing companies
completing the certification process often discover new, cost-efficient ways of improving
their existing quality control programs.

Exercisel. Answer the following questions:

1. Why is selecting a supplier so important?

2. What costs must be balanced and minimized through inventory control?

3. How can materials requirements planning (MRP) help control inventories?

4. How does the just-in-time-inventory system help reduce inventory costs?

5. Explain in what sense scheduling is a control function of operations managers.

6. How can management and employees use statistical process control, statistical
quality control, quality circles, and inspection to improve a firm's products?

TEXT D THE IMPACT OF COMPUTERS AND ROBOTICS ON
PRODUCTION

Automation, a development that has been revolutionizing the workplace is the total
or near-total use of machines to do work. The rapid increase in automated procedures
has been made possible by the microprocessor, a 1/4-inch-square silicon chip that led to
the production of desktop computers. In factories, microprocessors are used in robotics
and in computer manufacturing systems.

ROBOTICS

Robotics is the use of programmable machines to perform a variety manipulating
materials and tools. Robots work quickly, accurately, and steadily. For example, at
Engineering Concepts Unlimited, a small Indiana manufacturer of palm-sized electronic
engine controllers, robots finish one unit every three to four seconds by placing parts in
holes, putting boards in a rack, flipping them over, and soldering connections. With only
three employees and four robots, the company has annual sales of $1 million. Robots are
especially effective in tedious repetitive assembly line jobs like this, as well as in
handling hazardous materials. To date, the automotive industry has made the most
extensive use of robotics, but robots have also been used to mine coal, inspect the inner
surfaces of pipes, assemble computer components, provide certain kinds of patient care
in hospitals, and clean and guard buildings at night.

COMPUTER MANUFACTURING SYSTEMS
People are quick to point out how computers have changed their everyday lives,
but most people do not realize the impact computers have had on manufacturing. In



simple terms, the factory of the future has already arrived. For most manufacturers, the
changeover began with the use of computer-aided design and computer-aided
manufacturing. Computer-aided design (CAD) is the use of computers to aid in the
development of products. Using CAD, Ford speeds up car design, Canon designs new
cameras and photocopiers and American Greetings creates new birthday cards.
Computer-aided manufacturing (CAM) is the use of computers to plan and control
manufacturing processes. A well-designed CAM system allows manufacturers to
become much more productive. Not only are a greater number of product produced, but
speed and quality also increase. Toyota, Hasbro, Oneida, and Apple Computer have all
used CAM to increase productivity.

If you are thinking that the next logical step is to combine the CAD and CAM
computer systems, you are right. Today, the most successful manufacturers use CAD
and CAM together to form a computer-integrated manufacturing system. Specifically,
computer-integrated manufacturing (CIM) is a computer system that not only helps
design products but also controls the machinery needed to produce the finished product.
For example, Liz Claiborne, Inc., uses CIM to design clothing, to establish patterns for
the new fashions, and then to cut the cloth needed to produce the finished product. Other
advantages of using CIM include improved flexibility, more efficient scheduling, and
higher product quality-all factors that make a production facility more competitive in
today's global economy

FLEXIBLE MANUFACTURING SYSTEMS

Manufacturers have known for a number of years that the old-style, traditional
assembly lines used to manufacture products present a number of problems. For
example, although traditional assembly lines turn out extremely large numbers of
identical products economically, the system requires expensive, time-consuming
retooling of equipment whenever a new product is to be manufactured. Now it is possible
to use flexible manufacturing systems to solve such problems. A flexible
manufacturing system (FMS) combines robotics and computer-integrated
manufacturing in a single production system. Instead of having to spend vast amounts of
time and effort to retool the traditional mechanical equipment on an assembly line for
each new product, an FMS is rearranged simply by reprogramming electronic machines.
Because FMSs require less time and expense to reprogram, manufacturers can produce
smaller batches of a variety of products without raising the production cost.

Advanced software and a flexible manufacturing system have enabled IBM to
change to a more customer-driven manufacturing process. The process starts when a
customer phones a sales representative on a toll-free line at IBM's location in North
Carolina. As they discuss the customer's needs, the representative enters the
specifications for the new product directly into a computer. The same computer
processes the order to a nearby plant. Once the order is received, a team of forty people
with the help of a reprogrammable assembly line can build the product just the way the
customer wants it. In fact, the workers can build twenty-seven different products on the
same assembly line. Products include personal computers, bar-code scanners, portable
medical computers, and satellite communications devices. Although the costs of
designing and installing an FMS like this are high, the electronic equipment is used more
frequently and efficiently than the machinery on a traditional assembly line.



TECHNOLOGICAL DISPLACEMENT

Automation is increasing productivity by cutting manufacturing time, reducing
error, and simplifying retooling procedures. No one knows, however, what the effect will
be on the work force. Some experts estimate that automation will bring changes to as
many as 45 percent of all jobs by the end of the century. Total unemployment may not
increase, but many workers will be faced with the choice of retraining for new jobs or
seeking jobs in other sectors of the economy. Institutions of government, business, and
education will have to cooperate to prepare workers for new roles in an automated
workplace.

The Management of Productivity

No coverage of production and operations management would be complete without
a discussion of productivity. Productivity concerns all managers, but it is especially
Important to operations managers, the people who must oversee the creation of the firm's
goods and services. We define productivity as a measure of output per unit of time per
worker. Hence, if each worker at plant A produces 75 units per day, and each worker at
plant B produces only 70 units per day, the workers at plant A are more productive. If
one bank teller serves 25 customers per hour and another serves 28 per hour, the second
teller is more productive .

PRODUCTIVITY TRENDS

Since the early 1960s, the rate of productivity growth in the United States has fallen
considerably behind those rates in other countries. Although American workers still
produce more than workers in other industrialized countries, our rate productivity growth
is lagging behind the productivity growth rates of such countries as France, Italy, and
Japan.

CAUSES OF PRODUCTIVITY DECLINES

Several factors have been cited as possible causes of the reduction in America's
productivity growth rate. First, in recent years, the United States has experienced major
changes in the composition of its work force. In particular, many women and young
people have entered the work force for the first time. The majority of these new entrants
have relatively little work experience. Therefore, their productivity might be lower than
average. As they develop new skills and experience, their downward influence on
productivity trends should diminish.

There has also been a shift in the ratio of capital investment to labor input in
American industry. During the last decade, many businesses have slowed their rate of
investment in new equipment and technology. As workers have had to use increasingly
outdated equipment, their productivity has naturally declined.

Finally, increased government regulation is frequently cited as a factor affecting
productivity. Federal agencies such as the Occupational Safety and Health
Administration (OSHA) and the Food and Drug Administration (FDA) are increasingly
regulating business practices. The Goodyear Tire & Rubber Company generated 345,000
pages of computer printout weighing 3,200 pounds to comply with one new OSHA
regulation! Furthermore, the company spends over 535 million each year solely to meet
the requirements of six regulatory agencies.

IMPROVING PRODUCTIVITY



Several techniques and strategies have been suggested as possible cures for
downward productivity trends. For example, various government policies that may be
hindering productivity could be eliminated or at least modified. In addition, increased
cooperation between management and labor could improve productivity. When unions
and management work together, quite often the result is improved productivity. In a
related area, many managers believe that increased employee motivation and
participation can enhance productivity.

Still another potential solution to productivity problems is to change the incentives
for work. Many firms simply pay employees for their time, regardless of how much or
how little they produce. By changing the reward system so that people are paid for what
they contribute, rather than for the time they put in, it may be possible to motivate
employees to produce at higher levels.

Exercisel. Answer the following questions:
1. How can CAD, CAM, and CIM help a manufacturer produce products?
2. Discuss the increasing role of computers, robotics, and flexible
manufacturing in the production process.
3. Outline the reasons for recent trends in productivity.
4. How might productivity be measured in a restaurant? In a department store?
In a public school system?

Exercise 2. Read, translate and discuss the following text:
ARTIFICIAL INTELLIGENCE AND SMART ROBOTS

In 1996 programmers at IBM were ecstatic when Deep Blue, a chess-playing
supercomputer that can process 200 million chess moves a second, made history by
winning the first game of a championship match against Garry Kasparov, the world chess
champion from Russia. But when Kasparov, a human who can process only two moves
a second, went on to win the match four games to two, the programmers found
themselves scrambling back to the drawing board to improve Deep Blue's ability to be
less confrontational and to adapt to different opponents' playing styles and strategies. A
year later, the machine won!

Deep Blue is just one of many experiments being conducted to develop robots with
artificial intelligence. The nation's largest robotics research and development center, the
Robotic Manufacturing Science and Engineering Laboratory at the Sandia National
Laboratory in Albuguerque, New Mexico, is focusing on developing "smart" robots with
vision and situation-awareness capabilities. Scientists in Austin, Texas, are developing
"Cyc" software that, they hope, will simulate a human's ability to use common sense and
then be able to reason on its own. Yet another group of scientists in Massachusetts is
trying to create artificial intelligence that simulates the senses of sight, sound, and touch.

Technology for Manufacturing

Many of the robots being developed for use in manufacturing will not replace
human workers. Rather, these "cobots" will collaborate with workers in making their
jobs safer and in preventing accidents. One robot currently in the developmental stage is
a miniature buglike device intended for use in spaces, too small for humans to enter. At
present, robots with artificial "eyes" are being used to check the quality of products as
they are being processed on the assembly line.



Technology for Home

"HelpMate," a box-on-wheels system, is paving the way for affordable home robots.
Some hospitals are now using this robot to deliver medications, meals, x-rays, and
patients' records. When HelpMate is equipped with arms, it will assist patients with baths
and even make the beds. It could be used in the home to do household chores, help the
handicapped, and even provide care for elderly people so they can remain at home
instead of going into a nursing home. Increased demand is expected to lower the cost of
home robots. Eventually, retail prices could be as low as the price of a new car and less
than continued care in a nursing home.

GRAMMAR EXERCISES
APTUKJDb (THE ARTICLE)

B anrmiiicbkiii MOBI Iepe]] IMEHHUKaMU BKUBAETHCSI OCOOJIMBE CIIYyKOOBE CIIOBO —
APTHKJIb. APTUKIIb — CITy>)KOOB€ CJIOBO, SIKE € 03HaYyBa4eM IMEHHUKA.

B anrmiiicekiii MOBI € aBa apThkiI — Heo3HadeHnui (the Indefinite Article) i
o3nauenwuii (the Definite Article). B ykpaincekiii MOBi apTHKIIIB HEMAE.

Heo3Hnauyenmii apTHKIbL Mae 181 Gopmu a (an) i moXoauTh Bijx YKCIiBHUKA (ONE)
O/IMH, TOMY BiH BXXHBA€THCS JIMIIE TEpPe 3JIIyBaHUMH iIMEHHUKaMu B ofHuHI. [lepen
IMEHHUKaMH, 10 TMOYHHAIOTHCS 3 MPUTOJIOCHOTO 3BYKY, HEO3HAUCHHH apTUKIL Mae
dopmy a: a book; mepen iMCHHHUKaMU, 10 TTOYMHAIOTHCS 3 TOJIOCHOTO 3BYKY — an: an
eye.

Heosnauenuit apmuxie @ (an) BXXKUBAETHCS:

1) sxmo ocoda uu mpeamet 3raayerbes Brepire: Suddenly | heard a loud cry. —
PantoM st modyB (UMiiCh) TOJIOCHUIN KPUK.

2) K110 nepea IMEHHUKOM IPH MEepeKIIajil Ha YKpaiHChbKY MOBY MOXHA IIOCTaBUTH
clIoBa “SIKUMCh”, “akuii-HeOyp”, “uniick”, ”Oynb-skuii”: Here is a letter for you. — Bam
JIUCT (SIKUHCB).

3) micns giecnoBa “to be” sk imennoi wactunu npucyaka: He is a doctor.

O3HauyeHuil apTUKJIb the moXoauTe Bij BKa3iBHOrO 3aliMEHHHUKA

that (Toii); BxxuBa€ThCS Iepe IMEHHUKAMU B OJHUHI 1 MHOYKHHI.

Osnauenuti apmukis the BxxuBaeThCS:

1) siK110 31 cUTYaIllii, MOMEePeHBOTO JIOCBITY a00 3 KOHTEKCTY 3p03yM1iJI0, PO SIKUN
IpeaMeT 171e MOBa:

The book you gave me is very interesting.

2) mepe/ Ha3BaMHU YOTUPHOX YacTHH cBiTy: the South, the North, the East, the West;

3) nepen reorpahiYHUMH Ha3BaMM:

a) the United States; the Netherlands, the Philippines;

0) Ha3BaMM OKEaHiB, MOPiB, POTOKIB, 3aTtokiB: the Pacific Ocean, the Black Sea,
the Persian Gulf, the English Channel; sxmio omymieHo cioBa 0cean, Sea o3Ha4YeHHI
apTukib 30epiraetscs: the Pacific, the Baltic; sikmo reorpadivuna Ha3Ba CTaHOBHUTH
CO0O0 CIIOJTyYEHHSI BIIACHOT HAa3BH 3 MOMEPEIHIM 03HAYYBAILHUM CIIOBOM, TO apTHKIIb
He BxkuBaeTbes: South America — [liBnenna Amepuka, Central Asia — LlentpanbHa A3is.

4) nepen HazBamu pivok: the Neva, the Mississippi;




5) nepen Ha3zBamu TipHuX JaHIoris: the Alps, the Urals;

Aute Ha3BU OKpEMUX TiPCHKUX BEPIIUH BKUBaAIOThC 0e3 aptukist: Elbrus, Everest.

6) mepen Ha3BMU rpyn ocTpoBiB: the Azores, the British Isles;

7) mepen Ha3Bamu nesikux MicrieBocteit: the Crimea, the Caucasus;

8) mepen Ha3zBamu cyjeH: the v/s Lermontov;

9) mepen imennukamu: the World — cgiT, the Sun — conme; the Moon — nyHa.

APTHKJIb He B:KHBAECThCH

1) mepen mpi3BUINAMH Ta IMEHAMH JIIOJCH, a TaKOXK IEpel IMPi3BHCHKaMH Ta
iMeHamMu TBapuH 1 nraxiB: Thomas Brown, Victor Pavlenko, Spot.

2) nepen HazBamu mictT: Moscow, Kyiv, ane the Hague;

3) mepe Ha3BaMH MaTEPHKIB, YaCTHH CBiTYy, kpain: England, France, Europe, Asia;

4) 3 Ha3BaMH BYJIHIIb, MaiiganiB. Gorky Street, Red Square;

5) 3 Ha3BaMU CE30HIB, MICSI[IB Ta AHIB THKHS. winter, June, Sunday.

6) 3 abctpakTHIMHU iMeHHUKamMu Ta peuoBuHamu: Gold is more valuable than silver.
Exercise 1. Fill in the blanks with the appropriate article where necessary:

1.1saw___ manin ___ armchair at___ window. He was reading ___ newspaper.

2. boy said that he wanted two candies. 3. Is there anybody else in
waiting-room? -- Yes, __ man wants to speak to you. 4. Where is ___ brief-case? | put
iton __ table. 5. Isthere__ enquiry office at this airport? 6. Could you open
door, please? I see ___ girl knocking. 7. Let's make _ speechat __ reception.

8. advice you gave me helped __ lot. 9.1 liketobein ___ centre of
everything.

10. At __ nightl had ___ terrible headache after | had drunk __ lotof __ wine
in___ evening. 11. Look out! There is ___ dangerous bend in the road. 12. Mrs. Patsy
is___ last person I'd like to meet. 13. Tom's planning to take __ boat to go fishing on
____Sunday. 14. Could you phone later, please? Kate's having ___ bath.

15. The rent is 150 dollars _ month. 16. We often go to theatreandto
cinema, but very rarely to ___ circus. 17. When ___ father came home, they had
dinner and then watched _ TV. They wentto __ bed at 11 p.m.

18. What ___ pity they haven't seen this performance! 19. She can't find
telegram which she received this morning. 20. Are you goingto __ country for
weekend? 21. She usually goes shopping on _ Thursdays, but ___ last Thursday she
didn't do shopping. She hadtogoto ___ dentist's. 22. What ___ lovely song! What
beautiful music! 23. Could you tell me __ time, please? -- It's ___ quarter past six.

24. Do you usuallygoby  trainorin ___ car there?

Exercise 2. Fill in the blanks with the appropriate article where necessary:

A) Geographical names

1. They travelled by car around ___ Europe last month. 2. Great American
Lakesare  Lake Huron,  Lake Superior, __ Lake Ontario, __ Lake Michigan
and __ Lake Erie. 3. northof __ Scotland is known for its wild beauty. 4. Are
___Urals higher or lower than ___ Alps? 5. It was Burns who wrote "My heart's in

___Highlands". 6. Mediterranean Sea washes __ Europe, _ Asia and
___northern coast of ___ Africa. 7. What oceans does ___Panama Canal connect? --



| suppose __ Atlanticand __ Pacific Oceans. 8. _ Seine flows through __ Paris to
____Atlantic Ocean. 9. We get coffee mostly from _ Braziland __ Columbia.

10. Alaska is the biggest and coldest state in _ USA. 11. Where are ___ Canaries
situated? 12.  United Kingdom consists from four parts: __ England, ___ Scotland,
___Walesand __ Northern Ireland, or ___ Ulster. 13.  Himalayas are the highest
mountains in ___ Asia. 14. I wentto __ German Republic last summer, but | haven't
beento _ Netherlands yet. Of course, | would like to see  Hague. 15. _ Thames
Is not the longest river in ___ Great Britain but it is rather wide and navigable.

16.  America consists of two parts, _ South and North America, doesn't it? 17. In
____north there are ___ Cheviots. These are the mountains which separate _ England

from Scotland. 18. Brazil is the largest country of __ South America.
Amazon, the widest river in ___ world, flows there. 19. What city is the capital of
Philippines? 20. Republic of ___ China is the third largest country in

world after _ Russiaand __ Canada.
B) Abstract nouns and names of materials

1. lifeis impossible without water and ___air. 2. You can't swim in the river.
___water isn't warm enough. 3. She hurried in and found ___coffee almost boiled
away. 4. oilislighterthan __ water. 5. He has __ deep knowledge in
mathematics. 6. You can't do any work without _knowledge. 7. lifeis
____complicated matter. 8. Browns lived ___quiet life somewhere in South
Carolina. 9. The Moslems don'teat  pork. 10.  water is short in deserts and can
be found in oases. 11. Thisis __ coffee | am so fond of. | don't think there is ___ better
coffee than this. 12.  coffee is cultivated in the south of the island. 13. It seems to
me Englishmen show __ deep distrust of strangers. 14. He wanted to give his son
___good education. 15. _ air was fresh and cool. 16. Nothing can travel faster than
___light. 17. He can give you ____good piece of ___advice. He is fond of giving
___advice.— But ___advice he gave us did not help. 18. The patient was making
___noticeable progress. 19. You can be satisfied with ___ progress you have made.
20. Our plane ran into ___heavy weather.

C) School, college, etc.

1. He had a headache and didn'tgoto ___ work yesterday. 2. "What did you get in
___literature?" the mother asked her daughter when she came __home from
___school. 3. It was twelve o'clock but Andrew was still in___ bed. 4. Could you give
me a liftto ___ college? 5. In summer they seldomgoto _ college. 6. I like to stay
at ___home on cold evenings. 7. Have you heard anything from John lately? -- Yes, he
graduated from __ Cambridge University. 8. The queen is going to open __ new
hospital in the capital next week. 9. Mom came to ___ school to see my teacher
yesterday. 10. "You must do this exercise at ___school and that one at ___home," said
our teacher in a loud voice. 11. I left my bag in ____hospital when | was visiting Judy.
12. What a strange building! -- It's___ prison. It was built in the last century.

13. When | came to ___prison to see my cousin, | found out that he had escaped two
days before. 14. Look at this man. Can you imagine that he was in ___ prison five
years ago? 15. Let'smeetat _ church. It's on the left of ___ university. 16. | went to



___Church last Sunday but I couldn't pray. There were two many people in ___church.
17. The doctor hoped that the patient would not stay in ___bed for a long time.

18. Look at this ring. What a fine piece of _ work! 19. They called a plumber to
___prison to repair bad taps. 20. The parents were waiting for their children outside
school. 21. Oh, what __ beautiful church! Let's go there to make some photos.

D) Proper names

1. Mall is a wide avenue leading from ___ Trafalgar Square to Buckingham
Palace, the residence of the English kings. 2. The centre of __ City is represented by
three buildings: __ Mansion House, _ Royal Exchange and __ Bank of __ England.
3. When will he arrive at __ Heathrow airport? 4. Bolshoi Theatre is famous for
its ballet performances. 5. Whatisonat ___ "Pushkinsky"? 6.  Princess Diana
stayed at ___ Hilton Hotel. 7. People coming to London often do shopping in
___ Oxford Street. 8. London Zoo is situated in ___Regent Park in London. 9. Are
you are interested in churches and historical places, you should by no means see
____ Westminster Abbey,  Houses of Parliament, ___ St. Paul's Cathedral and
___Tower. 10. __ British Museum is famous for its library, one of the richest in the
world. 11. The English parks -- _ Hyde Park, _ Kensington Gardens and __ Kew
Gardens where you forget that you are in the big city, struck me most of all. 12. Julius
Caesar founded __ Tower of London. 13. Across the road from _ Westminster
Abbey is _ Westminster Palace, the seat of ___ British Parliament. 14. My train
leaves from __ Waterloo Station at 2.10 a.m. 15.  West End is the symbol of a
wealthy and luxurious life. 16. If you like art galleries you should go to __ National
Gallery and __ Tate. 17. Where do you live? -- I live in ___ High Street. 18. On
___Wednesday ___ Financial Times published an article about the situation in
___North Korea. 19. Are you going to stay at ___ St. Marcus Hotel? -- No, at __ Plaza
Hotel. 20. If you want to do shopping, goto _ Oxford Street or _ Bond Street.

E) Nouns denoting parts of the day and names of seasons

1. ltwas ___ evening. 2. Itwas___ warm summer evening. 3. ___evening was
very pleasant. 4. Let's meetin ___evening, I'll be very busy in ___afternoon. 5. It was
___early morning. 6. Itsnowed at ___ night. 7. We started early in___morning.

8. We were shivering though it was __ warm night. 9. They gotup at____dawn. The
sun was shining brightly, there were no clouds in the sky. But they started off late in
___morning. 10. What do you usually do in ___autumn? 11. The Russians like
____hard winter with plenty of ___snow and frost. 12. Nature is so beautiful in
___spring. 13. In this country __ spring is rather wet, _ summer is sometimes hot,
___autumn is windy and muddy, ___ winter is seldom cold and snowy. How can people
live here? | prefer __ summer all the year round. 14. She still remembers __ autumn
when he first told her of his love. 15. Nothing can be more beautiful than green forests
in___early spring. 16. Itwas ___late autumn. 17. _ autumn of 1996 was very warm
and sunny. 18. _ spring and love make people feel young. 19. | am going to France
in___summer. 20. In Great Britain ___ winters are not severely cold, while
____summers are rarely hot.



Exercise 3. Fill in the blanks with the appropriate article where necessary:

1. pine grows in many parts of the world. 2. life would be more difficult
without _ telephone. 3. whaleisin ___ danger of becoming extinct. 4. He prefers
___townto _ country. 5. Canyouplay  violin? 6. Will you play __ draughts
with me? 7. _ tulips and daffodils are my favourite spring flowers. 8. Chinese
invented _ paperand ___ powder. 9. gulden is the currency of __ Dutch.

10. _ _manand ___ woman were created equal. 11. The government should take more
careof _ disabled and __ unemployed. 12. Yesterday we went to the Zoo. We saw
____small bear there. He was like _ Teddy bear. 13. Does polar bear live in
___Arcticorin__Antarctic? 14. He brought her ___ black rose. _black rose is
___veryrare species. 15.  bicycle is one of the main transport means in
____Amsterdam. 16. Was it difficult for you to communicate in ___ Switzerland? -- No,
fortunately 1 met _ Swiss who spoke English very well. He helped us a lot.

17. When did ___man first go into ____space? 18. _ daffodil is the national emblem
of _ Welsh.

Exercise 4 (Revision.) Fill in the blanks with the appropriate article where necessary:

1. Helivesin __ south of __ Australia. 2. In his novels Jack London, __ famous
American writer, described ___life of ___poor. 3. It seemed to him that nothing would
break such __ peaceful silence. Suddenly there was __ scream, then ___ second and
___third. 4. Canyou play __ guitar? 5. He came in one morning when we were
having __ dinneron __ terrace of __ hotel and introduced himself. 6. world tour
costs ___lot of money. 7. Did he fail you? What ___ surprise! 8. | don't believe
you. | think you're telling ___lie. 9. Did you have ___ lovely time in __ Hague? 10. It
was ___early evening but | was feeling sleepy so | decided to have __ nap. 11. He
made __ gross mistake. __economists can't make such __ mistakes. 12. Have
___look at the sky. It looks like _ rain. 13. She'll have __ swim and return in
____quarter of ___hour. 14. I'll have to convince him that I'm telling ___truth. 15. He
wasn't used to drivingon ___left. 16.  Christmas Eve ison ___ 24th of December.
17. Don't worry, we'll get home before _ sunset. 18. I'd like to have __ sandwich
with _ sausage for __ breakfast. 19. My favourite subject at ___ school was

biology. 20. He knows __history of __ French Revolution well. 21. To tell
___truth, I didn't expect to find ____homeless man here. 22. It's ___high time you
stopped being so selfish. 23.  earth goesround _ sun. 24.  Lombard Street in
___ Cityof Londonis ___centre of ___banking in Great Britain. 25. _ Queen
Elizabeth Il won't speak on ___ radio tomorrow. 26. _ English Channel is
between _ Great Britainand ___ France. 27. _ Trafalgar Square is ___geographical
centre of __ London. 28. When ___ student, Jane spent two years in ___ Europe.
29.  Pacificis ___largest ocean on our planet. 30. Have you ever been to
___Museum of ___ Fine Arts? 31. Show me __ Bermudas on this map, please.
32. ___ Mississippiis ___longest river in ____USA. 33. One of my classmates entered
____Moscow State University last year. As for me, | chose _ Higher School of
___Economics. 34.  Urals are old and not very high. 35. We are just taking ___ first
steps into __space. ___universe is still terra incognita for us. 36. _ Russians have
___wonderful folk song tradition. 37. Why don't you eat with ___ knife and ___ fork?



38. They've been waiting to hear from him all ___month. 39. We meton ___ wet
Monday in __ June. 40. Look out! _ catison ___ TV! 41.  Queen Elizabeth had
___dinner with ___ President Clinton. 42. He was elected __ President in 1996.
43. Mr. Smith, ___engineer of Black &Co.», returned from histrip to__ Malta. 44. He
sat to his letter to __ Sun. 45. Mary was talking with __ Dodges who were sitting near
the fire-place. 46. 1 saw ___ beautiful Goya in Milan once. 47. He looked at me from
___headto __ foot. 48. | fought for __ freedom, for the brotherhood of __ man.
49. Heis ___ very sociable man. He always has many invitationsto ___dinner. 50. On
___onehand, __ facts he presented are true, but on ___ other hand, I can't trust them. |
know he often tells __lies. 51. He fell in love with her at ___ first sight. 52. Don't
take my words closeto__heart. 53.  Moscow of _ 1950'sis not __Moscow of
1990's.

Exercise 5. Translate into English:

1. ByabTe nackasBi, nepeganuTe MeHi cinb, 6yab nacka. 2. Beuip 6yB
Bonormn (damp) i npoxonoaHun. 3. byB xonoaHum i BiTpsasHMK (windy)
AeHb. 4. BuHo 3aHaaTo conoake. 5. A nro6nto cyxe BuHo. 6. BoHa 3Hanwna
TaKy xopouwy pob6oty. 7. Noroga noraHa. Hiy 6yna ayxe xonogHa. Al He
XO4Y rynsiTu B TaKy xosnogHy noroay. 8. JlroanHa npupy4unna (domesticate)
cobaky 6arato pokiB Tomy. 9. Lle HecnoagiBaHa HoBuHa. 10. BiH Bonoaie
BeNMMKMMM 3HaHHAMM B obnacti megnumHu. 11. Kinp i ManbTa - Bigomi
TYPUCTUYHI uUeHTpU. 12. BoHa npoxuna Baxke Xutta. 13. Hadty
BUKOPUCTOBYIOTb ANs BUpobHMuTBa (production) 6eH3uHy. 14. LUoTnaHain
- ropucta (mountainous) yactuHa Benuko6puTtaHii. HanBuwa ropa - nik
BeH-HeBic. 15. [le BOHM 3ynnHunucb? - Y roteni «kKoHTUHeHTanb». Lle Ha
Xan-cTpiT.

SAMUMEHHUK (THE PRONOUN)

1 0 Oco0oBi I[ pHc 3B9p0 Hin?
ucJao | coda BiliHi T-HUH WIK-K04i
K
<T0? omy? yun? —os
1107 qyomy? qus’? ceBe cam
KOro? yue?
110?
O 1 I (x) m my myself
a- 2 you e mine yourself
HUHA 3 | (TH, BH) y your himself
he ou yours herself
(BiH) hi his itself
she m his
(BoHA) h her
it (BiH, |er hers
BOHA, BOHO) it it
its




M 1 we us our ourselves
HO- 2 | (Mm) y ours yourselves
KUHA 3 you ou your themselves
(Bm) th yours
they em their
(BOHM) theirs

BxkasiBHi 3aiimennuku (Demonstrative Pronouns)

OmuuHa MHoxHnHa
this — neit, 1, ue these — i
that — toi, ta, Te those — Ti

VY peyeHHI1 BOHM MOKYTh BUKOHYBATH Taki (QyHKII:

1) migmera: This is a test. — I{e xoHTpoJIEHA POOOTA.

2) o3naveHHs: That map is geographical. — I{s mana — reorpadivna.

3aiimenauku that/those BxuBaroThCst 3aMiCTh paHille 3raJlyBaHOTO IMEHHUKA, 00
YHUKHYTH HOTO TMOBTOPEHHS. YKpalHCBKOIO MOBOI Yy TakuxX Bumankax that/those
MEPEKIATAI0THCS:

a) paHille 3raayBaHuM iMeHHHUKOM: SOme properties of air are similar to those of
water. — /lesiki BIaCTUBOCTI MOBITPS MOAI0H1 JJO BIACTUBOCTEH BOJIU.

0) B3araJi He MepeKIagaloThCs.

Heo3naueni 3aiivennuku (Indefinite Pronouns): some, any, no.

Some Tta any 3a3Buyail BU3HAYAIOTh IMCHHHK, YacTO 3aMiHIOIOYN apTHUKIIb. BoHH
BXKMBAIOTHCSA ISl TIO3HAYEHHS HEO3HAYeHOi (HEBEJIMKOi) KUIBKOCTI pPEYOBUHU abo
JEKUTBKOX MPEIMETIB. SOME BKUBAETHCSA, K MPABUIIO, Y CTBEPKYBATLHUX PEUCHHIX
31 3HAYCHHSIM:

1) sikuii-HeOy1b, IeKiNIbKa, IesKi, HebaraTo, skuick: | have some interesting books.
— VYV MeHe € neKlUIbKa [IKaBUX KHUKOK.

2) npubau3HO, 0M3bKO (Tiepes unciaiBHuKaMu): There are some 20 instruments in
this laboratory. — B uiit maboparopii 61u3sko 20 mpumais.

ANy BXHBa€ThCS, K MPABWIO, B MHUTATLHUX PCUCHHSAX 13 3HAYCHHSM: SIKUI-
HeOy b, ckibku-HeOYnb: Are there any interesting articles in this magazine? — Yu € B
[IbOMY KypHaJi (siKi-HeOyb) 1iKaBi CTaTT1?

3aiimMmeHHUKH NO Ta any (HISKHI, HI) BXXKUBAIOTHCS B 3arepeyHoMy pedeHHi (N0 —
P CTBEPIKYBaNIbHIN (DOpMI Ji€CTIOBa, TOMY IIO B aHTIHCHKINA MOB1 MOXe OyTH TUTBKH
OJIHE 3allepeyeHHs B pPEYeHHi, any — mpu 3amnepeuHid ¢opmi mgiecnosa). [licus
3amnepeyeHHs N0 apTUKIIh Tepe]] IMEHHUKaMH HE BXKUBAETHCS:

| have no objections. B wMene Hemae  (HIsSKHX)
3arnepeyvcHsb.
| did not find any interesting 51 He 3HAWIIOB B I[bOMY JKYypHaTI
articles in this magazine. HISIKUX I[IKaBUX CTaTCH.

3aiiMeHHUK any BXKUBA€THCSA Yy CTBEPKYBAJbHUX PEUEHHSX 31 3HAUCHHSIM Oy/b-
KW, YCUTSIKU#, KokHui: Take any magazine. — Bi3pMiTh Oyib-sKUi )KypHAJL.

Exercise 6. Choose the correct form of pronouns in brackets:



1. What colour is the shirt? It is so far that | can't see (it's/its/it) colour. 2. They
rarely drive to (their/them/theirs) office. They live near (it's/it/its). 3. Look at
(me/mine/my) new watch. Do you like (it/them/its)? 4. These books are (her/hers).
Give (them/their/theirs) to (hers/her). 5. Do you like (you/your/yours) new car? — Oh,
(it's/it/its) has never let me down yet. 6. (Theirs/Their/Them) work is much more
difficult than (you/yours/your) or (me/mine/my). 7. Why are (you/your/yours) sitting
here? It is not (you/your/yours) desk, it is (me/mine/my). 8. This tape recorder of
(her/hers/she) is always out of order. — But so is (you/your/yours)! 9. She has not read
a line of (you/your/yours), how can she criticize (you/your/yours) books? 10. The
clock has stopped. Something may be wrong with (it's/it/its) spring.

11. (We/Our/Ours) was the last turn. 12. (Their/Theirs/ Them) knowledge of French is
not much more superior to (we/our/ours). 13. He is a friend of (us/our/ours).
(He/His/Him) house is opposite (us/our/ours). 14. If these gloves are neither
(she/her/hers) nor (you/your/yours), then they should be (me/my/mine). 15. He can
live without (me/my/mine) help but not without (them/their/theirs).

Exercise 7. Translate the sentences into English:

1. XTo Tam? - BiguuHith, 11 5. 2. Miii OyAMHOK Ha MpaBiil CTOPOH1 BYJHII, a iX -
Ha niBiit. 3. IX yoBen Oy mBMAMMIA 32 Ham. 4. Sk 3BaTu Bamry cobaky? - [i 3Byt KBiH.
5. Y oMy paiioHi 30yI0BaHO HOBY JOPOTY. Ii JOBXKHHA MOHA TPHCTA KiIOMETPIB. 6.
Ile - Bamma pyuka, a 11e - ioro, ajue jie >k Mosi? 7. BoHa B3sia MOi KJItO4i 3aMICTh CBOIX. 8.
Haiixpammii tutan - Bamr. 9. Yuto poboty nepeBipsatumyTh (check up) - [xona a6o Ker?
10. Moro aBToMOGi s HEBENHKHMIA, ae MOTOp (ENYINE) Y HOTO MOTYKHHUIL.

Exercise 8. Fill in the blanks with the appropriate reflexive pronouns and translate the
sentences into Ukranian:

1. 1 opened the door and found __ facing a stranger. 2. Go and see it for ___if
you like. 3. The newcomers built the houses . 4. Would you mind keeping your
wordsto _ ? 5. Hehasinjured . 6. During the breaks they amused ___in the bar.
7. We protect __ from the cold with warm things. 8. She settled in the armchair as
comfortably as she could. 9. You can trust him. He is honesty . 10. He cut
___shaving this morning. 11. She burnt ___ironing a dress. 12. Don't blame . Itis
not your fault. 13. Did you cut your hair ___or did you go to the hairdresser's?

14. Aren't you hungry? Help ___ to the meat. It's delicious. 15. How did you enjoy
___? 16. We must discuss everything to find the way out. Pull ___ together. 17. She
dried __ with a blue towel. 18. He felt __ getting angry. 19. They had to excuse
___for their strange behaviour. 20. | want to insure ___against any losses.

Exercise 9. Fill in the blanks with the appropriate reflexive pronouns where necessary:

1. Have a good time. Try to relax and enjoy . 2. She decided to excuse
____his bad behavior. 3. Why don't you want to concentrate __ ? Pull __ together and
start work. 4. She did not know where to hide ____. 5. Though it was rather cold in

the room he felt ___hot. 6. Have you shaved __ today? 7. She found ___inan



awkward situation. 8. Did the children behave  ? 9. We protected __ against
damage. 10. She stopped crying, washed __, and decided to go downstairs.

Exercise 10. Replace the words in bold type by expressions with reflexive pronouns:

1. I saw it with my own eyes. 2. You needn't come in person. 3. He left us
alone. 4. She lives on her own. 5. Did you study English without a teacher? 6. The
girl apologized for her behaviour. 7. We were quite alone in the room. 8. Take the
cake, please. 9. They divided the work between each other. 10. It is your own fault.

Exercise 11. Translate the sentences into English using reflexive pronouns where
necessary:

1. 5 cam pi3Harocs, 4u Kpaile BiH cede mouyBae. 2. Mu He o4iKyBaju, 1110 BiH caM
3poOuTh pobOTy Tak AoOpe. 3. Mu mpoBeau BUXIJIHI 3a MICTOM 1 OJIEp)KaJld BEJIUKE
3aJI0BOJICHHS, 30upatoun rpudu (mushrooms). 4. Bu moBuUHHI B35iTH cebe B PYKHU.
[ToguBiThCa Ha cebe B a3epkaiio. IloromiTbes, TpUIMITE XOJOJAHUNA Y, PO3ITPITHCS
pyumHukoM (towel) 1 moikre, HapewrTi. 5. HapemTi Mu ONMMHWIMCS B MICTI 1 BUPIIIWIIN
Tpoxu po3cyiabutucs. 6. He iy cborogHi B KOy, SKILO TH TOTaHO cede movyBaent. /.
[TonuBiThCA, CKUIBKM cMauHuX pedeil Ha cromi! Ilpuromaiitecs. 8. Moxke , BoHa
MosiCHUTH Bce caMa. 9. Yomy tu xoBaemics? 10. «IloBoabTecs sk ciia!» - cyBopo (strict)
CKa3aB yUHUTEJIb.

Exercise 12. Fill in the blanks with some, any, no:

1. Unfortunately, they have got __money. 2. She wanted __ stamps, but there
were not ___in the machine. 3. Isthere __ salt on the table? — No, there isn't. 4. I'd
like to buy new clothes, but | haven't __money. 5. When would you like to come?
— day would suit me. 6. If you had ___ sense you wouldn't have left your car
unlocked. 7. She did not answer all the letters because she had __ time. 8. Do you
have _ small change? — Hardly . 9. He returned home without ___money.

10. Could you help me? | have __ problems with my research.

Exercise 13. Make sentences interrogative and negative:

1. He lives somewhere near here. 2. Something fell on the floor in the kitchen.
3. Somebody from the Department of Education is here. 4. There is something in what
he says. 5. They knew something about it. 6. There is someone in the room. 7. | want
to tell you something. 8. Someone is knocking at the door. 9. | saw this man
somewhere. 10. Something has happened to her.

Exercise 14. Choose the appropriate pronoun:

1. She was said that (someone/anybody) was waiting for her in the street. 2. He
was standing by the window and was looking (nobody/somewhere) on the right. 3. |
don't remember (someone/anyone) else. 4. Have you read (something/anything) by
Oscar Wilde? 5. Could you give me (something/anything) to eat? 6. If
(someone/anyone) comes, let me know immediately. 7. | haven't heard from her for a



month. | am afraid, (nothing/something) has happened to her. 8. Have you read
(something/anything) about this author? — No, I've read (something/nothing). 9. She
refused to say (something/anything) because she thought she was being treated
unfairly. 10. What's the matter? Why are you crying? Has (anything/something)
happened to your mother? She told me she'd had a heart attack yesterday. 11. Would
you like (something/ anything) to drink? Whisky or gin? 12. She is still
(nowhere/somewhere) abroad. 13. | have (anything/ nothing) to add. 14. The sick man
was able to get up without (someone's/anyone's) help. 15. (Anybody/ Nobody) could
do this work. It's very simple.

Exercise 15. Fill in the blanks with some, any, no making the appropriate compounds if
necessary:

1. Is there __ here who speaks English? 2. Do you have idea where | can borrow
___money here? 3. tells me you have got bad news for me. 4. He had ___idea hat
to do next. 5. 1am sorry, but the practical experience shows that his work is of
___value. 6. Our professor wanted to make up ___exercises to teach the pupils how to
use a dictionary. 7.1 am sorry but there is ___message for you. 8. Hardly
___understood what he meant. 9. We didn't think he'd succeed, but he managed .
10. I can't find my glasses . 11. Ifthereis ___ message for me, please send it to
me. 12. I don't know ___ about it. He said ___about it in his last letter. 13. He is Mr.
Know-All. He can give you ___information you need. 14. Where can | find ___here
who can give me ___advice on this question? 15. | don't like that every evening you go

Exercise 16. Fill in the blanks with the appropriate pronoun:

1. Why are ___ of you talking? Hardly ___is listening to me. 2. No, | have __ to
add. 3. Has _ asked you about this matter? 4.  of them have been there either.
5. You'd better not speak to __of them. 6. Can ___ of you go there? 7.1 am sure they
kept silence. _ of them spoke about this. 8. I did not know that __ of you had
already seen it. 9. Write tous ___interesting, will you? 10. Could __ of you answer
such a difficult question?

Exercise 17. Translate into English:

A 1. I He uyWTaB XOAHOI KHUTH LILOTO MUChbMEHHMKA. 2. SKIIO 110-HEOYAh
TpanuThCes, 11e He Mosi ipoBuHa (fault). 3. Bu moxere kynuTu 1eit sxypHai s mene? S
HiZie oro He Oauy. 4. XTo-HeOynp 1ie npuiiioB? 5. 3nouynHensb (criminal) Hige He
3Moke cxoBarucs (disappear), HIIIO 1 HIXTO HEe HomoMoxe Homy. 6. Kynu mo-ueOyap
noictu, y Hac B XoJoawibHUKY (fridge) Hidoro Hemae. 7. YoMy TH Tak po3cepauBcs?
HixTo He 31aB nipo ioro npwuizz. 8. L{g mroauHa Hikou HiYoro He 60iThes. 9. S 3HalmoB
yutoch manky. 10. MeHi 31a€eThesl, 3 HE1O OCh cTalioch. 11. Bynb-XTo MoXe KynuTH i
kypTku (jacket). Bonn mocuts nemesi. 12. He moBum (keep silent), ckaxwu 1mo-HeOyib.

B 1. Xtoch 3anumuB BiKHO BiguuHeHe. 2. MeHi xTo-HeOyabp 13BoHUB? 3. Bu 1m10-
HeOyIb YUTAJIM PO EKOHOMIKY (economy) 1i€i kpainu? - Maiixe Hidoro. 4. S Hikomy 3
HUX HE TOBOpHB Npo Horo npomnosuiii (offer). 5. Xouere mo-uedynp Bunutu? 6. Bin



Maiike HIKOTO HE 3HaB y MbOMY MicTi. 7. Bac xTo-HeOyab 3 HUX 3alpoIlyBaB Ha IeH
Beuip? 8. Tu 6 X0TiB moixatu Kyau-HeOyap BIITKY? 9. XTOCh 13 HAC MOBUHEH MITH TY/IH.
10. Tomineicpkuii mokazaB MeHi Kibka poTorpadiii, ane s Hikoro He Bmi3HaB. 11. Bin
HIYOTO HE TOBigoMHB TIpo 1ie. 12. SAkmio xTo-HeOy b MOA3BOHUTH, 1 Oyay BIoma o 8
rogudi. 13. Mu BinMoBuiHcs 110-uHeOyap poobutu. 14. Bin 3pobus ne 6e3 Oynb-aKoro
no3Boiy. 15. ToG1 mock MOTpanmio B 0KO?

NPUKMETHUK (THE ADJECTIVE)

CryneHi nOpiBHAHHS.

[TpuKkMETHHKHN B aHTIIIHCHKIM MOBI MaroTh ocHOBHY (hopmy (the Positive Degree),
BUIIMI cTyminb nopiBHsHHA (the Comparative Degree) i naiiBumuii (the Superlative
Degree).

VYci ogHOCKIIAA0BI 1 JIesKi JBOCKIAIOBI (10 3aKiHYYIOThCS Ha -y, -er, -le, -0w)
MPUKMETHUKH YTBOPIOIOTh CTYIICHI TOPIBHSHHSA IUIAXOM JOJaBaHHS IO OCHOBHU
MPUKMETHHKA cy]ikca -er y BUIomy 1 -est y HaiiBuiiomMy cryneni. HaiiBummii cryninb
MPUKMETHHKIB BKUBAETHCS 3 O3HAUCHUM apTukieM the:

cold — colder — the coldest
XOJIOOTHUH — XOJIOAHIIINN — HAHX OO JHIIINN

CryneHi mnopiBHSHHA 0araTOCKIaJ0BUX MPUKMETHHUKIB YTBOPIOTHCS MUISIXOM
JI0JIaBaHHs 10 OCHOBHOI ()OpMH MPUKMETHHUKA CJIOBA MOre (OLIbII) Y BUIIIOMY CTYIICHI
i the most (HaiiOibII) — y HABUIOMY:

beautiful — more beautiful — the most beautiful
KpPacUBHI — KPACUBIIINNA — HAMKPACUBILITUH

OCHOBHHH Buniuii cTyniin HajiBuimumii cTynivb
CTYIiHb shorter — the shortest —
short — KOPOTILUH HANKOPOTIIHIA
KOPOTKHUH bigger — 6inpmmi the biggest — HaiOibIINI
big — Benukui happier — the happiest —
happy — MACTTUBIITHAN HaMIIaCIUBIIITUN
I[ACTTUBHIA more beautiful — the most beautiful —
beautiful — KPaCHUBIIITHIA HaWKpacHBIIHIA
KpacHBUI greener — the greenest —
3CJICHINTNN Hal3eIeHIITNH
green —
3eJICHUH
Buyinsarku:
OcHOBHHI Bunuii cTyniHp HajiBuimumii cTyninb
CTYNiHb better — kparumii the best — naiikparmmii

good — noOpwii

bad — morauwmii

little —
MaJICHbKUM

WOISe — ripIiuii
less — MmeHmmi
Mmore — OuIbIIIEe

the worst — Haiiriprmii
the least — HafimeHIIMIA
the most — naii6inbIIe (Mif)



much/many — farther/further — farthest/furthest —
oararto JAITbIITHH HalJaabIIui
far — manexuit

J1JIs ITOCUIICHHS TOPIBHSJIBHOTO CTYIICHS MTPUKMETHHKIB BYKHBAIOTHCS CI0Ba Much,
far — Oinbire, nabararo, 3uauno: The distance from the Earth to the Sun is much longer
than to the Moon. — Biacrans Bix 3emuti 1o CoHus 3Ha4HO OlIbIa, HiX 10 Micss.

Exercise 18. Put the following into the correct order:

suede / Italian / new / red / soft / shoes
elderly / tall / Englishman

oval / Venetian / ancient / valuable / glass
shiny / large / expensive / brown / leather / case
square / wooden / old / nice / table

modern / stone / large / beautiful / cottage
porcelain / tea / blue / thin / old / cup
young / blonde / handsome / tall / man

old / several / English / beautiful / castles
pretty / French / young / a lot of / girls
dark blue / best / silk / my / shirt

young / many / factory / German / workers

Exercise 19. Choose the right word:

1. I don't like horror films. I think they are (frightening/frightened) and
(boring/bored). 2. Don't look so (surprising/surprised). Of course, it was a
(surprising/surprised) decision but we had no other way out. 3. It was a (tiring/tired)
journey. | wish | hadn't had it. | feel completely (exhausting/exhausted) after it. 4. The
football match was (disappointing/disappointed). Our team lost the game and we left
the stadium quite (disappointing/disappointed). 5. He can't remember his pupils'
names. It seemed funny at first, but now it is rather (embarrassing/embarrassed). 6. So
far as Mrs. Brown was concerned she did not seem to be in the least
(embarrassing/embarrassed). 7. He did not come and she looked rather
(worrying/worried). 8. The rise in crime is (depressing/depressed). 9. The pictures
made a (depressing/depressed) impression on him. 10. She is not (satisfying/satisfied)
with her position.

Exercise 20. Complete the sentences with the words below using the proper degree:

busy, few, famous, convenient, well-read, kind-hearted, straight, hot

1. She is easy to deal with. | think she is ___ than her sister. 2. | suppose the
works of this artist are ___abroad than in his country. 3. This armchairis ___ of all.



4. He knows a lot. He is ___than his schoolmates. 5. Let's take this path. It's .
6. The street you live inis___than mine. 7. Days are getting ____in July. 8. He
made____ mistakes in his class.

Exercise 21. Open the brackets and use the comparative form of the adjectives and
adverbs:

1. This exercise is (simple) than that one. 2. Why are you talking? Please be
(quiet). 3. New districts of Moscow are (beautiful) than the old ones. 4. He is (clever)
than his brother. 5. My (old) sister is 4 years (old) than me. 6. There are (many)
customers on Saturdays than on weekdays. 7. Are expensive things (good) than cheap
ones? 8. Is English grammar (difficult) than Russian grammar? 9. He has made (few)
mistakes than yesterday. 10. She had to give us (far) information though she didn't
want to. 11. Students from Group 3 are (industrious) than those from Group 1.

12. Have you met our new colleagues, Mr Brown, and Mr. Green? The former is an
excellent economist, (late) is a good lawyer. 13. They have got down to business
without any (far) delay. 14. This matter is (urgent) than that one. 15. He plays tennis
(bad) than she. 16. He's got a still (old) edition of this book. 17. Is there a (late) train
passing here? 18. (far) details will be given tomorrow. 19. Sparrows are (common)
than any other birds. 20. Motor-cycles are (noisy) than cars, aren't they?

Exercise 22. Choose the right variant:

1. Martin was the (more talented/most talented) of the two brothers. 2. Of the
three shirts | like the blue one (better/best). 3. My dog is the (prettier/prettiest) of the
two. 4. This summary is the (better/best) of the two presented. 5. There are nine
planets in our solar system and Pluto is the (farther/farthest). 6. Mary is the (tallest/
taller) of the two girls. 7. The boss likes my plan the (better/best) of the two. 8. This is
the (less difficult/ least difficult) of the four cases. 9. This knife is the
(sharpest/sharper) of the two. 10. Mother was the (more/ most) beautiful of seven
daughters.

Exercise 23. Translate into English:

1. X0 3 nux qBOX Kpamuii yueHs? 2. Bona mpumipsiia (try on) cBoi 1Bi CykHi i
oJsiTna HaomaTHiny (Smart). 3. BiH orIsiHyB yci KOMITFOTEpH Ta KYITUB
HalicydacHimmii (modern). 4. XTo HallBUIIIMI y4yeHb B Ki1aci? 5. 3 IBOX irpamiok
XJIOMYUK BUOpaB HaMsCKpaBiILy.

Exercise 24. Make up sentences according to the example:

Example: life/lbecoming/hard — Life is becoming harder and harder.
life/becoming/difficult — Life is becoming more and more difficult.

people/living/long

going abroad/becoming/popular
crime/becoming/common

the light in the rooms/becoming/dim
computers/becoming/expensive



factories/employing/few/workers
his heart/beating/hard
Moscow/becoming/beautiful

his voice/becoming/weak

nights in winter/becoming/long

Exercise 25. Give the superlative form of the adjectives in brackets:

1. The Pan-American Highway is (long) road in the world. 2. The Beatles were
(successful) pop group. 3. Japan has (crowded) railways in the world. 4. This is our
(old) national airline. 5. The Chrysler Building was once (tall) in the world. 6. Is
English (useful) language to learn? 7. This is one of (expensive) stores in the city.

8. The Queen must be (rich) woman in the world. 9. Unfortunately, | haven't heard
(late) news. | think it was very interesting. 10. Is the Mona Lisa (valuable) painting in
the world? 11. His house is (far) in the street. 12. February is (snowy) and (cold)
month of the year here. 13. (dangerous) spider is the black widow, whose bite can Kill
a man in a few minutes. 14. The world's (expensive) perfume costs $550 per bottle.
15. (deep) part of the Pacific Ocean is 11 kilometres below the sea-level. 16. | wonder
what his (near) step is going to be. 17. Who are (old) members of the club? 18. It was
(late) thing I expected of him. 19. The diamond is (hard) mineral in the world.

Exercise 26. Translate into English using the proper degrees of the words in bold type:

1. Bi3pMiTh 110 Bajizy (suitcase), BoHa Jerma Bija Bamoi. 2. B paiioni West End
3HaXOJAThCS HAlAOpoxk4i Marazunu. 3. [1{o tu 30upaenics pooutu aanai? 4. I nymato,
110 BiH CTApPLIMi 32 Bac, ajie MOJIOAIIN 32 MeHe. 5. [{e HalTaIaHOBUTIIIMIA CTYACHT
B Hali rpyni. 6. Xoua y Hac OyJu HaMripmii Miciis, HaM JIy>ke crojgodaiacsi BUCTaBa
(performance). 7. Jle naiidauzk4e momrose BiaiieHHs? 8. OcranHiii moi3x npulOysas
omiBHOYl. 9. OcTaHHi BicTi Oynu 30BciM Hemikapi. 10. Bonu oTpumanu poaaTrkoBi
B1JIOMOCTI 11010 I[bOTO MTUTAHHS.

Exercise 27. Put the adverbs in the right place:
Example: These books are old (very). — These books are very old.

1. I hate travelling by air (really). 2. She trusted him (entirely). 3. | understand
your situation (fully). 4. It is not his fault. He did not want it to happen (at all). 5. The
rain spoiled my day (completely). 6. We did the job quickly (fairly). 7. Though he
tried to persuade her, she believed his story (hard, half). 8. He believes that he is right
(firmly). 9. The prices are cheap at the hotel (reasonably). 10. | was tired to eat (too,
even).

Exercise 28. For each situation put in very, quite or a bit (sometimes you may have two
variants):

Example: Buses run every half an hour there. —Buses run ___ frequently. — Buses run
quite/very frequently.

1. I couldn't sleep. There was ___a lot of noise from the disco. 2. There was
heavy traffic on the road. The road was ___busy. 3. It was only a minute or two after



the scheduled time when the train came. The train was ___late. 4. Someone paid a
great deal of money for the house. The house was ___expensive. 5. There were one or
two small traces of mud on the boots. The boots were _ dirty. 6. We had reasonable
weather. It wasn't ___marvellous, but it didn't rain. The weather was ___good. 7. That
musicis __ tooloud. 8. I __like my new job. It's very interesting and better paid
than the previous one. 9. They have _ a lot of business with our company in
Belgium. 10. She was not ___ satisfied with her new life. There was something
___disappointing but she could not understand what.

Exercise 29. Fill in the blanks with so or such:

1. The weather was ___ nasty that she decided to stay at home. 2. He droveat
a high speed that | got frightened. 3. The show was ___amusing that we couldn't help
laughing. 4. He was __ shocked that he couldn't say a word. 5. There were _ few
participants present that the meeting was cancelled. 6. The girl looked __sick that the
mother called the doctor in. 7. The programme was ____ entertaining that nobody
wanted to miss it. 8. They made ___ brilliant reports that the audience burst out
applauding. 9. There were __many interesting books that he did not know which to
choose. 10. | have been studying for __ a long time that | have got a headache now.

Exercise 30. Complete the following sentences with the adverbs in the comparative and
superlative forms. (You can use the word only once):

Example: | was afraid to go than halfway up the tower. — | was afraid to go higher than
halfway up the tower.

Carefully, easily, frequently, high, late, long, loud, smartly, near, quickly, fast,
well

1. I could have found the place ___if I had had a map. 2. We were tired and we
all envied Mary, for she lived . 3. I like this picture ___ of all. 4. Why are you
wearing these old jeans? You might have dressed . 5. You needn't go away Yet.
You canstayabit . 6. To get to London by nine, we can't leave than seven. It
takes two hours. 7. There are a lot of robberies in our city. They happen ___nowadays
than before. 8. Do itagain ___and you won't make so many mistakes. 9. We can't hear
you well. Could you speak a bit _? 10. We all ran pretty fast, but Andrew ran
___thanme, and Samran .

Exercise 31. Open the brackets and give the comparative or superlative degree of the
following adjectives and adverbs:

1. That is (incredible) story | have ever heard. 2. It is not always (bright) students
who do well in tests. 3. Terylene shirts are (hard) wearing, but cotton shirts are much
(comfortable). 4. Which is (deep), Lake Michigan or Lake Superior? 5. She is far
(self-confident) than she used to be. 6. (tall) man among the guests is a basketball
player. 7. 1 like both of them, but I think Kate is (easy) to talk to. 8. Most people are
(well off) than their parents used to be. 9. She has a lot to be thankful for; but (sad)
thing of all is that she does not realize it. 10. | want to buy a car — (powerful) one



you have. 11. You look a lot (sad) than you did last time | saw you. 12. There is
nothing (irritating) than locking yourself out of your own house. 13. Both roads lead to
the city centre, but the left-hand one is probably a bit (short) and (direct). 14. As | get
(old), I notice the policemen seem to be getting (young). 15. The boys in our school
are much (good-looking) and a lot (good) at football than the boys in other schools in
the town.

Exercise 32. Open the brackets and give the correct forms of the comparative
constructions:

Example: (Much) you read, (well) you will know English. — The more you read, the better
you will know English.

1. (Interesting) the book is, (fast) you read it. 2. (Early) you come, (quickly) we
finish the work. 3. (Hot) the weather is, (bad) | feel. 4. (Soon) he takes the medicine,
(well) he will feel. 5. (Little) she ate, (angry) she was. 6. (Long) the children saw the
film, (frightened) they felt. 7. (Late) you come, (little) you will sleep. 8. (Much) you
study, (clever) you will become. 9. (Cold) the winter is, (hot) the summer will be.

10. (Near) you come up, (well) you will see the picture.

Exercise 33. Translate into English:

1. Yuwm Oisbliie BiH TOBOPUTH, TUM MEHIIIE HOTO CIIyXaioTh. 2. UUM JIOBIIIA HIY, TUM
KOpOTIIMK JeHb. 3. YuM mBHAIIE BU PO3MOYHETE IO pOOOTY, TMM IMIBUAIIEC BH ii
3akiHyute. 4. Uum noBie Bu OyjeTe nepedyBaTH Ha CBIXKOMY MOBITPi, TUM Kparle BU
Oynere cebe mouyBaru. 5. YuMm yBaxkHile Bu OyaeTe poOUTH JTIOMAITHE 3aBAaHHS, TUM
MEHIIIe TTIOMIJIOK BH 3poOuTe. 6. Uum Ounbllie BiH MpaIfoBaB, TUM MEHIIE Yacy BiH
npuninsas (devote) cBoiii cim'i. 7. UuM Oisibinie BiH TpaB, TUM OLNIbIIE BiH MpOrpasas. 8.
Yum nmami Mu Wi, TuM MeHIn 3HaiiomuM (familiar) 3maBaBes sic. 9. Yum crapiie BiH
CTaBaB, TUM OljIbIlIe BiH OyB CXOKHI Ha CBOrO OaThKa.

Exercise 34. Complete the sentences using the constructions as ... as or not so ... as/not as ...
as. Choose the one from the list:

high, poor, beautiful, important, tall, crowded, fast, expensive, big, lazy

1. 1 know that your job is important, but my job is important too. My jobis .
2. The bicycle is fast, but the car is faster. The bicycleis . 3. Her knowledge is
poor, but he knows a bit more. His knowledge is . 4. He is lazy, but his brother is
lazy too. He is ___. 5. Their furniture costs $700, and ours is $870. Their furniture is
___. 6. France is big. Belgium is not a big country. Belgiumis . 7. Her wages are
$200 a week, and mine are $150. My wages are . 8. She is beautiful, but I like her
sister better. I think, sheis . 9. He s tall, but | am taller. He is .
10. Derybasivska and Pushkinska are crowded streets. Derybasivska streetis .

Exercise 35. Complete the sentences with than ... or as ... as or the same ... as:

1. Everybody was shocked. Nobody was more shocked _ Nick. 2. | wish you
were __ pretty  your mother. 3. Heis __age __ my brother. 4. 1earn ___much
money ___ he does. But she earns more __we both. 5. 1 ordered __ drink ___ he did.
6. Your car is much more powerful ___mine, but my small car is__expensive




___yours. 7.1spent ___much money _ hedid. But I didn'tspend ___sum __ Mary
did. I spent much less money __ she. 8. Petrol is more expensive now ___ a few years
ago. 9. Pricesare not ___inthe 1990s. 10. Parisis ___exciting ___ London.

Exercise 36. Translate into English:

1. Bin BUTpaTUB HE Tak OaraTo 4acy Ha Mepekya i€l cTarTi K BU. 2. BoHa 3irpana
CBOIO POJIb CHOTOJHI TaKk camo J100pe, fK 1 1Ba JHI ToMy. 3. Y 1eil neHb Tom Hamnucas
CTUIBKH K JIUCTIB, CKUTbKH 1 BYOpa. 4. L{i HOBUHU He Taki I[iKaBi 5K Ti, K1 MU CIyXalld
MUHYJIOTO THXHSA. 5. BiH oTpuMaB Taky *k ocBiTy sK 1 TH. 6. CbOTOAHI MOPO3 HE TaKUU
CHJILHUI (Severe) sik Buopa. Mu MOXeMO MiTH nmoryisTi. 7. ToBapu B IbOMy Mara3uHi
HE Taki gopori sk B Tomy. 8. PiBens xwutts (living standard) B Pocii He Takuii BUCOKHIA
sk y CILIA. 9. HoBa mammna Maiikia Taka  noTyxHa sk 1 Mosi. 10. Pyx Ha i Bynuii
He Takui iHTeHcuBHUH (heavy) sk B 1ieHTpi.

Exercise 37.
A) Make up sentences according to the example:
Example: Heis (twice/old) she is. — He is twice as old as she is.

1. He is not (half/clever) | thought. 2. It took her (three times/long) she expected.
3. She is not going to marry a man who is (twice/old) she is. 4. He can lift a box (three
times/heavy) that one. 5. The new stadium is (several times/large) the old one. 6. He
does it (two times/ quickly) she does. 7. Petrol is (several times/expensive) it was two
years ago. 8. Her new flat is (three times/ large) her old one. 9. Grapes in autumn are
(several times/ cheap) they are in winter. 10. He spends (twice/much) we do.

B) Change the sentences according to the example:

Example: This book costs 4 dollars and that one costs 2 dollars. — This book costs twice as
much as that one.

1. Nick has 8 discs and | have 24 discs. 2. This TV model costs $700 and that one
$350. 3. It took me 40 minutes and her 10 minutes to get there. 4. | earn $2000 dollars

and she earns $1000. 5. This room is 12 m? and that one is 24 m?.

Exercise 38. Translate into English:

1. Bairre ece (essay) B n1Ba pa3u JoBiie Bij Moro. 2. L{e mepeBo B 1Ba pa3u BHIIE BiJl
toro. 3. Bam nmomo6aeThbes 1ieit sxaket? - Tak, aje BiH B TpU pa3u JOPOKUYUH B TOTO. 4.
CrorojHi B Ba pa3u XOJOAHIIIE HI’K BYOpa. 5. BoHa Burisiiae B Ba pa3u MOJIOIIIIE Bi
CBO€T cecTpu. 6. Bci fioro mpusTeni B Ba pa3u cTaplin 3a HhOT0. 7. Xo4a 11 KBapTupa i
B JIBa pa3u MEHIIA BiJl Ti€i, BOHA MeH1 Oubiie mogobaerbes. 8. Lleit mepexman ynBidi
jgermuii 3a Toro. S BmeBHeHW#, TH 3 HUM Bropaemicsa (cope). 9. Cmimomerp
(speedometer) mokasye, 110 MalIuHa 1€ B IBa pa3u MIBUAIIE, HIX paHimie. 10. Skimo tu
MOT/CIII TTO13/I0M, a HE JIITAKOM, TH J00OEepeIIcs Ty B KIJTbKa pa3iB MOBUIHHIIIIE.

IMEHHUK (THE NOUN)



YTBOpEHHS] MHOKMHY iIMEHHHUKIB

1. IMCHHUKH B aHTJIHCBHKIA MOBI MOAUIAIOTHCSA Ha 3iigyBaHi (countable nouns) i
He3igyBaHi (uncountable nouns).

3mivyBaHi IMEHHHMKH O3HAYalOTh MPEIMETH, SKi MOXKHa moiiumtu: a chair —
CTiNIenb, an engineer — imkeHep, a question — 3anmuTaHHS.

HesniuyBaHi iIMEHHHKHU — 11€ HAa3BU PEUYOBHH 1 OararboX aOCTPaKTHHUX MOHSATH, SIKi
HE miagarThes aiubi: water — Boma, milk — monoko, freedom — ceo6ona, friendship —
npy>k0a Ta iH.

3nivyyBaHi IMCHHHKH BXXUBarOThCs B oHuHI (the singular) i muosxuwi (the plural).
HesniuyBaH1 IMCHHUKM MHOXKHHHU HE MAIOTh.

2. BinpmricTe iIMEHHHKIB y aHTJIIHCHKIA MOBI YTBOPIOIOTH MHOYKHUHY JI0/IaBaHHSIM J10
dbopMu oTHUHY 3aKiHYeHHS -(€)S. 1l 3aKiHYCHHS BUMOBIISIEThCS:

e [S] — micis TITyXUX MPUTOJIOCHUX

e [z] — micys TOJIOCHUX 1 A3BIHKHMX MPHUTOJIOCHUX

o[iz] — micns MHUTUIAYUX 1 CBUCTIYUX

part — parts [ts]
girl - girls [lz]
boy - boys [Z]
inch - inches]iz]

IIpaBujia npaBonycy MHOKUHH iMEHUKIB

3. Ha nuchpMi O1IbIIICTh IMEHHUKIB MAaIOTh Y MHOKHHI 3aKIHUEHHS -S. 3aKIHUCHHS
-€S J10/1a€ThCs, SIKIIO:

a) IMEHHUK B OJHHMHI 3aKiHUY€ThCS Ha -S, -SS, -Sh, -ch, -tch, -X:

a bas — bases

a lunch— lunches

a class — classes

a bush — bushes

a watch — watches
a box — boxes

0) IMGHHUK B OJHMHI 3aKIHYYETHbCS HAa -y 3 MOMNEPEIHBOIO MPUTOJIOCHOI0, MPH
IbOMY Y 3MIHIOEThCS Ha |

a city — cities

a story — stories

B) IMEHHUK B OJTHMHI 3aKIHYY€THCS HA -0 3 TONEPETHBOIO MTPUTOIOCHOIO:
ahero — heroes

a tomato — tomatoes

a piano— pianos

a photo— photos

OxkpeMi BUIIAIKH YTBOPEHHS MHOKHHH iMEHHUKIB

4.V neskux iMEHHHKaX, IO B OJHUHI 3aKiHUyrOThCs Ha -f abo -fe, y muoxuHi f
3MIHIOETBCSL Ha V 3 J0JaBaHHsIM 3akiHueHHs -(e)S. BykBocmonyueHHs — -VeS
BUMOBIISIETHCS SIK [VZ]:

a leaf — leaves




a shelf — shelves

a half — halves

awife — wives

a calf — calves

a knife — knives

a life — lives

awolf — wolves

a roof — roofs

Bunsarku: a chief - chiefs
a safe — safes

5. MHOXWHa JesSKUX IMCHHUKIB YTBOPIOETHCS 3MIHOK KOPEHEBOT'O T'0JIOCHOTO (0€3
JO/TaBaHHS 3aKIHYCHHS ):

aman — men
a woman — women
a foot — feet

a tooth — teeth

a goose— geese

a mouse — mice

a child — children

an ox — oxen

6. Imeanuku sheep, deer, swine, fish Ta Ha3Bu feskux Mopij puO MarOTh OJTHAKOBY
¢bopMy B OHUHI 1 MHOKHHI.

7. Jeski IMEHHHUKH JIATUHCHKOTO 1 TPEIbKOro IMOXOKEHHS 30epiratote (popmu
MHOJKHHH, SIKI BOHM MaJIi B IIMX MOBaX:

a phenomenon — phenomena
a Crisis — crises

a radius — radii

a datum — data

a basis — bases

a nucleus — nuclei

an index — indices

8. Y cknamHux iMeHHUKaxX ()OpMU MHOKMHHU HAOyBa€ JIUIIEC TOJOBHUHN IMEHHUK:

a daughter-in-law  — daughters-in-law

a school-mate — school-mates

SAkio K CKIagHUM IMEHHUK YTBOPEHHMH 3 1HIIMX YaCTHH MOBH, TO 3aKIHUCHHS
MHOXKHHHU JIOJA€THCS B KIHIII CJIOBA:

forget-me-not— forget-me —nots

merry-go-round  — merry-go-rounds

9. B aHrmiiicbKii MOBI, SIK 1 B YKpaiHCBKIN, € IMCHHUKH, 110 BXKUBAIOTHCS TIJILKHU B
OJTHWHI 200 TUTLKU B MHOKHUHI.

Tak, Ha3BM pPEYOBMH, a TaKOX OaraTo IMEHHMKIB, Kl BHPaXarOTh aOCTPaKTHI
MOHSTTS, BXKUBaIOThes TUIbKK B oguuHi: chalk, silver, peace, courage etc.

Jlesski IMEHHMKH B aHTJINACBHKIM MOBI BXKHMBAIOTHCS TUTBKM B oxuHmHI: advice,
knowledge, information, news, progress, money.



Jlo IMEHHUKIB, SIKi B aHTJIICHKIA MOBI BJKMBAIOTHCS JIMIIC B MHOXKHHI, HAJIEXKATh
HA3BH MPEIMETIB, 10 CKIAJAIOTHCS 3 ABOX PIBHUX 200 MOMIOHMX YAaCTUH, HAIIPUKIA:
tongs, spectacles, trousers, scissors etc., a Takoxx goods, clothes, contents, wages.

Exercise 39. Write the plural form of the following:
A) regular nouns

story, play, glass, flag, photo, name, match, knife, bush, chief, page, radio, roof,
prize, set, key, factory, wolf, piano, class, cup, city

B) irregular nouns:

child, goose, man, foot, mouse, woman, sheep, person, deer, tooth, ox

C) nouns of Greek or Latin origin:

criterion, datum, formula, crisis, stimulus, index, phenomenon, medium, oasis,
nucleus, memorandum, basis, radius, analysis, symposium, hypothesis

D) compound nouns:

fellow-worker, merry-go-round, man-of-war, passer-by, sister-in-law, forget-me-
not, room-mate, lily-of-the-valley, ticket-holder, commander-in-chief, governor-
general

Exercise 40. Divide the following words into two columns: countable and uncountable
nouns (you must get 25 uncountable nouns):

furniture, coffee, leaf, food, computer, list, blood, job, work, language, country,
advice, information, money, progress, permit, permission, baggage, luggage, beach,
traffic, weather, window, knowledge, air, water, holiday, damage, accommodation,
scenery, scene, pigeon, bread, mountain, luck, news, accident, laugh, flour, laughter

Exercise 41. Translate the following sentences into Ukrainian paying attention to the
words in bold type:

1. The windows in his car are made of unbreakable glass. 2. He gave me a glass
of water. 3. These are the works of Shakespeare. 4. He is not at home, he is at the
works. He is installing new equipment. 5. His work is rather dull, he thinks. 6. Do
you have scales? | want to weigh this fish. 7. Celsius or Fahrenheit scales are used in
many countries. 8. I spilled the water, give me a cloth, please. 9. Have you bought
cloth for draperies? 10. He's got his car insurance policy. 11. She always criticizes the
government's policy. 12. | need an iron to press my dress. 13. These items are made
of iron. 14. There is neither salt nor pepper on the table. 15. He planted several
peppers in the hothouse. 16. Would you like some chocolate? 17. She took a
chocolate bar out of the box. 18. He meets a lot of people every day. 19. A lot of
different peoples live in Asia. 20. They run a very profitable busines.



Exercise 42. Match the word on the left with its partner on the right:

Example: apiece music — a piece of music

a lump a) lightening
)

a bit b) thunder
)

a flash ¢) clothing
)

a stroke d) air
)

a slice e) salt
)

aclap f) bread
)

asum g) rain
)

an article h) milk
)

a loaf 1) soap
)

a bar J) toothpaste
0)

a spot K) cloth
1)

a carton ) furniture
2)

a tube m) paper
3)

a puff n) cheese
4)

an item 0) money
o)

a sheet p) luck
6)

a strip q) ice
7)

agrain r) sugar
8)

a block s)information
9)

a breath t) smoke
0)




Exercise 43. Change the uncountable nouns in bold type into countable ones in the
sentences using the words from Exercise 42:

Example: Buy some bread on your way home. — Buy a loaf of bread on your way home.

1. I had luck in the casino yesterday. 2. | saw lightening and then heard thunder
in the west. 3. How much luggage have you got with you? 4. Would you like some
more cake? 5. Daddy brought me milk chocolate! 6. He blew smoke out of his pipe
into the open window. 7. How much sugar do you take with your tea? 8. We need to
buy some furniture for our kitchen. 9. Give me please brown shoe polish. 10. He
told us very interesting information last night.

Exercise 44. Write out the nouns which are used only in the plural form (you must get 25
nouns):

athletics, cattle, scissors, taxes, pyjamas, economics, police, news, means, goods,
pants, subjects, billiards, darts, outskirts, premises, mechanics, spectacles, clothes,
stairs, maths, shorts, tights, gymnastics, congratulations, crossroads, patience, scales,
lodgings, foundations, equipment, research, authorities, soap, contents, looks,
countryside, traffic-lights, tongs, toothpaste, headphones, delays, binoculars,
electronics, eyes, trousers

Exercise 45. Complete the following table and give the corresponding singular or plural
form of the nouns, if any. If there is no the corresponding form, put a V. The first two words
arc given as examples:

Singula Plural Singula Plural
r r
means means
\Y scissor
S

means, scissors, pence, Frenchman, Roman, photo, physics, cloth, sheep, halves,
news, sleeves, mice, species, contents, athletics, series, knowledge, feet, phenomena,
clothes, bases, headquarters, Japanese



Exercise 46. Find the odd word in the chain of the nouns:
Example: tea— butter — onions — meat

trousers — spectacles — scales — news

advice — knowledge — contents — progress
phonetics - vacation - goods - information
criteria— datum — oases — radii

mice — men — goats — geese

police — work — weather — furniture
congress — team — government — equipment
water — potato — milk — bread

time — business — stone — bird

means — species — crossroads — wolves
thanks — barracks — congratulations — authorities
diagnoses — roofs — cattle — accommodation
premises — mechanics — darts — laughter
success — research — applause — path
journey — voyage — travel — walk

Exercise 47. Open the brackets and choose the proper form:

1. | feel that the jury already (have/has) thought that you are innocent. 2. The
government (was/were) not able to pursue the policy which had been promised before
the elections. 3. The police (is/are) investigating the case now. 4. The crew of the
plane (consist/consists) of four people. 5. His company (was/were) founded in 1996.
6. The party (was/were) in full swing. The music was playing, the company (was/were)
eating and drinking. 7. My family (is/are) early risers, so at 11 o'clock p.m. the family
(is/are) always in bed. 8. The cattle (is/are) in the field next to it. 9. The committee
(is/are) full of enthusiasm. 10. Such an organization as the board of directors (is/are)
elected by stockholders. 11. The ship turned out to be a good ship, the crew
(was/were) skilled seamen. 12. The government usually (consist/consists) of the prime
minister and several ministers. 13. The average American family (have/has) three
children. 14. The jury (is/are) represented by twelve people. 15. The crops (is/are)
good this summer.

Exercise 48. Fill in the blanks with the appropriate form of the verb to be:

A) 1. The crew... rescued by our boat. 2. Her clothes... very fashionable.
3. Your advice... always welcome. 4. The information he gave us ... very useful. 5. A
little money ... better than nothing. 6. That species of spiders ... commonly seen in
deserts of North Africa. 7. I think her hair ... dyed. 8. No news ... good news.
9. I don't want to work here. The equipment ... too complicated. 10. There ... a lot of
sheep in the field. 11. I think this ... detailed research. 12. Where ... my spectacles?
13. The phenomena ... unusual. 14. Mathematics ... difficult, but physics ... more
difficult to my mind. 15. The cattle ... up the hill.



B) 1. Look out! The stairs ...very old. 2. In my opinion, looks ... very important
for an actor. 3. The police ... responsible for these actions. 4. Criteria ... changing,
you know. 5. The committee ... set up several months ago. 6. The traffic ... very
heavy in this street. Be careful at the corner. When the traffic-lights ... red, don't cross
the street. 7. The working wages ... up. 8. The knowledge she has got at college ...
very deep. 9. The carrots ... delicious. 10. The vacation ... always fun. 11. The
funeral ... usually a sad occasion. 12. The evidence ... against him. 13. The contents
of the letter ... made public. 14. The opera-glasses ... out of focus. 15. The grapes ...
ripe.

Exercise 49. Match the words on the left (1-10) with the appropriate phrases on the right
(a-J) to get 10 sentences.

Your advice are located outside London.
) )

Our she lent us was not enough.
) headquarters )

The money are fit.
) )

The premises IS an important part of the Olympic
) ) Games.

The information are often deceptive.
) )

Best news Is installed in our new shop.
)

New equipment against applying for that job was good.
) )

Athletics was not reliable. It was published in
) ) tabloids.

The scales Is always printed in morning newspapers.
) )

10) Appearances where he worked were in the suburbs.
)

Exercise 50. Find the mistakes in the following sentences and correct them. Some
sentences have more than one mistake:

1. We had such a terrible weather that we left the hotel in the country (we did not
have heatings there) and took an accommodation with a fire place in town instead.
2. Yesterday | got a permission to go there. What about you? Have you got your
permits? 3. | love French impressionists but | would need an advice from a specialist
before | bought any. My knowledges in that area are very poor. 4. Her works are
definitely making great progresses these days. She has done a lot of researches lately.
5. Have you heard that Jack’s lodging is on London, but on the outskirt of the city?
These are interesting news, aren't they? 6. The police is looking for the criminals who
escaped last night. The informations about them were sent to all the police stations of
the district. 7. Political and economic crises is frequent for Africa. 8. How many



luggages are you taking? Oh, | think you won't be able to cope with them. You'll have
to hire a porter. 9. Last week was awful for her. She had two tooth pulled out, her child
got ill and finally her husband lost moneys. 10. The tights is too loose for her.

Exercise 51. Translate the sentences into English:

1. Moro mopanu 3aBx iy OyBaroTh Taki HepeKomIHBi (convincing). YoMy T Hikomu
ix He moTpumyenicsa? 2. Slka morana (nasty) moronma! V Taky J0OIIOBY HOTOJy Kparie
cunitéd BIoMa. 3. Bona poOuth xopomri ycmixu B aHTIidChKid. 4. S 3nquBoBanuit (be
surprised), oo BoHa MOBIpHJIa MM JHBHUM HOBHHAM. borocs, BOHM HETOCTOBipHI. XTO
ix 1if moBimomMuB? 5. MeHi 31a€Thes, 111 Baru 3;imaMadi. 6. Buopa s mokiaB Croau TpoIi.
Jle Bouu? S He MoKy iX 3HaiTU. 7. S BBaXkaro, 110 MPUMIIICHHS JJIsl HAILIOTO Mara3uHy
IITKOM migxosme. 8. MeHni He momo0aroThes Il JHKUHCHA. MEHi 3[a€Thes, Ta Tapa
mkuHCIB kpama. 9. Exinax 0ys rorouii Bukonartu (fulfil) nakas xamitana. 10. Kpurepii
4acTO 3MIHIOIOTHCH.

11. Bamri ToBapu 3po06iieHi ayske nmorano. 12. Hiky HeoOXiIHO 3IIUTH (S€W) HOBI
mTaHu. Y MeHe € rapHa cuHs TkaHuHa. 13. Bin kynuB OyxaHky xi0a, makeT MOJIOKa,
IMATOK MHJIa 1 TIOOUK 3yOHO1 mactu. 14. Indopmaris npo winu ayxe mikasa. 15. Tyt
Hemae cBiTIodopa, 1 mepexpects - ayxe HeOesnedHe Micue. 16. Buau mux pociauH
(plant) HeBinomi. 17. PanToM mo3azy ceGe s modys ronocHuii cmix. 18. Moro 3naHHs 3
MaTteMaTuKH Kpaii 3a Moi. 19. Tu B3aB GiHokIb? - Hi, BiH HaMm He 3Hamo0uThCs. Harri
Micusl B apyromy psay (row). 20. [loxa3u Oynau BakiuBi, 1 BIH BIAYyBaB, IIO CYA
NpUCSHKHUX OyB mpoTu Hboro. 21. B AHrmii 3apmiata poOITHHKaM BHILIAYYETHCS
MOTWKHA. 22. AKTOpiB 3ycTpimm amtogucMeHTamu. 23. Miil TOIWHHUK BiAcTae. 24.
MopkBa 6arara BiTamiHaMu. 25. BoHa BBaXkae, 10 Cy4acHUM OJAT KPACUBUU 1 3pyUHHIA
(convenient).

The Verb be

Exercise 52. Match the sentences on the left with their replies on the right. Pay attention to
the use of the verb to be.

What's wrong with your son? Don't be in a hurry, we've
) ) got enough time.

The Browns are nice people. | am not interested in
) ) politics.

There is nothing to be seen. | am through with it.
) )

| don't think it's difficult. | am sick and tired of his
) You shouldn't give in. ) words.

Have you finished the book? | am against going there.
) )

It is not anybody's fault. He is starting a cold.
) )

| don't like watching the It is a pity you haven't
)  news. ) made up your mind yet.




Why haven't you finished | am for inviting them to
) the work in time? ) dinner.

He comes to see me every The problem is worth
) day ) solving.

and tries to persuade me.

| am trying to choose the Nobody is to blame.
0) topic )

for my essay.

Why are you so rushing Who is responsible for it?
1) about? )

Exercise 53. Give the interrogative and the negative forms of the sentences:

1. They are to meet at 9 o'clock sharp. 2. She was to arrive at five o'clock in the
afternoon. 3. We were to meet under the Big Clock at the station. 4. The luggage is to
be examined at the customs office. 5. The traffic regulations are to be observed. 6. He
is to do the work tomorrow. 7. He is to leave for Washington one of these days.

8. Jack is to speak to the top manager tonight. 9. The delegation is to arrive in Moscow
in a week. 10. Mr. Black is to take part in the talks.

Exercise 54. Choose the right variant:

1. We were to (meet/have met) at 3, but she did not come. 2. | was to (come/have
come) at 3, and | managed not to be late. 3. The train was to (leave/have left) at
midnight, but there was a delay, and we started off at one in the morning. 4. She was
to (phone/have phoned) in the evening. She rang me up in the morning. 5. He was to
(speak/have spoken) to his new manager, and he was excited about it. 6. She was to
(take/have taken) a difficult examination. 7. The prime minister was to (arrive/have
arrived) yesterday. Because of his sudden disease the visit was postponed.

Exercise 55. Translate into English using the verb to be:

1. Tif HanexuTh BUPIMUTH dy’ke Baxkke 3aBaaHHs. 2. 51 He 3HAIO, 1O 5 TOBHHEH
3poburw. 3. Tt choroani Tpeba npoiitu criB6eciny (interview). BoHa mayske XBUITIOEThCS.
4. O xoTpiil roIMHI BOHU MOBUHHI poBecTu neperoopi (talks)? 5. [llo vam podutu? ¥
Hac Hemae rpomieii. 6. [i Tpeba 6yno 3poduTH cepito3Huii Kpok. 7. Mu noBuHHI 6ynu
3YCTPITUCS O ChOMIii, ane BiH 4oMych (for some reason) He mpuiiioB. 8. Meni Tpeba
Oyno Brepuie MOKMHYTU OyAMHOK. 9. S moBuHEH OyB moyaTH poOOTYy Ha MHUHYJIOMY
TWXHI, ane nepeayman. 10. Ham ciin opranizyBatu 3ycTpiy.

Exercise 56. Choose the right variant:

1. You (were being/were) very stupid last night. Why did you behave like this?
2. It (is/is being) very stuffy in here. Let's open the window. 3. He (is/is being) very
generous. It's strange. He is not usually like that. 4. She (was/was being) so nice
towards me. | am expecting an unpleasant surprise. 5. She (is/is being) always so kind



to me. 6. It is so strange he has not made any mistakes. | think he (was/was being) so
careful then. 7. She looks bad. — Yes. She (is/is being) very tired and depressed.
8. He (is/is being) so polite to me at present.

The Verb have

Exercise 57. Give the interrogative and negative forms of the following sentences:

1. He has a lot of experience. 2. She has a bath every day. 3. She has got a lot of
jewelry. 4. They have a lot of rare plants in their garden. 5. She usually has a rest after
dinner. 6. They had late supper tonight. 7. We have got a lot of problems now.

8. They had a pleasant voyage last summer. 9. Her mother has a flat in the High Street.
10. The president has a bad cold.

Exercise 58. Change these sentences into the Present Continuous where possible making
all necessary changes:

Example: They have parties on Sundays. — They are having a party now.

1. She has got long dark hair. 2. They have a lot of friends. 3. She has a shower
every evening. 4. Helen often has a chat with Robert. 5. We usually have a good time
at the weekend. 6. | have less money than before. 7. She has a heart for pets. 8. Does
she have a telephone in her new apartment? 9. He has a swim every evening. 10. We
have a lot of fun after work.

Exercise 59. Give the interrogative and negative forms of the following sentences:

1. They have to go there. 2. Bess has got to stay here till late at night. 3. | often
have to travel on business. 4. They had to buy tickets for the next train. 5. They have
to work a lot to earn money. 6. She has to take another exam. 7. We have got to leave
the party because of our baby. 8. You have to get permission to go there. 9. She has to
go shopping after work. 10. He has to see a dentist tomorrow. 11. We had to change
our plans. 12. He had to revise the rule to write the test well. 13. She has got to work
at the weekend. 14. They had to spend more money on this trip. 15. He has to go by
underground. His car has broken down. 16. She has to keep to a diet.

Exercise 60. Fill in the blanks with the proper form of the verbs to have (to) or to have got

(to):

1. Last month he spent his holiday at the seaside. He ___a room at the top of the
hotel. 2. Mom, don't worry! We __avery good time here. 3. Yesterday | get up
early to catch the train. 4. He gave up teaching. He __ no patience. 5. We __ gotto
finish work at 4 o'clock. 6. She  abath now. 7. alook at this picture! I am sure
it'sa Dali. 8. 1amsure he __ some information to pass on you. 9. He __ got a lot of
work to do. 10. There are two kinds of speeches: there is the speech that a person
makes when he __ something to say and the speech when he __say something.



Exercise 61. Change the following sentences into question tags:

1. She'll have to stay at home these days. 2. He often has to go to the dentist.
3. We have to begin the experiment at five o'clock. 4. They had to lay the fire. 5. You
look a bit tired, you've had a long walk. 6. She has to go there twice a week. 7. As
they understood, he had to stay there for a fortnight. 8. He had to finish work by
Thursday. 9. They never have dinner at home. 10. They had a new car.

Exercise 62. Choose the right variant making all necessary changes:

1. What | (be/have) to do? 2. Not a sound (be/have) to be heard. 3. They were
late, they (be/have) to wait for the bus. 4. According to the plan we (be/have) to finish
the work in two days. 5. A new reader (be/have) to appear in the near future. 6. He
(be/have) to buy a small car because he did not have enough money for a bigger one.

7. She (be/have) to buy the tickets for the next day because all the tickets had been sold
out. 8. A new satellite (be/have) to be launched in June. 9. We (be/have) to hurry
because our friends were waiting for us. 10. The lecture (be/have) to begin at 11
o'clock.

Exercise 63. Translate into English using the verb to have to or to be to:

1. Womy nmoBenerhcs mpamioBaté 3amicth (instead of) mei. 2. Im moBemocs
npauoBaTH aonizHa? 3. S 3mymenuit 3apa3 nitu. MeHe yekaroTh BaXJIMB1 IEPErOBOPU
(talks). 4. Meni He moTpiOHO 3aBTpa mpaioBatu, y MeHe Buxiguuit (day off). 5. Mu
MTOBUHHI OYyJIM 3yCTPITHUCS O S-1i4, @ 4epe3 Te 11O 5 MIT CII3HUTHUCS, MEH1 TI0BENIOCS B3STH
Takci. 6. Bam noBoauThcs Oarato mpalroBaTd Ha KOMI'toTepi, yu He Tak? 7. Bona
nocmimana goaoMmy. [if motpiGHO Oyno MpUTOTyBaTH Bedepro i rocreil. 8. Boma
MOBMHHA OyJia BUOpa 3aTeneoHyBaTH, ajie i JoBenocs TepMiHOBO (urgently) BuixaTu.
9. Bubaute, mo 3ami3HuBCsI. Bam noBenocs noBro uekatu? 10. Meni He Tpeba
MepeKIagaTH Lo CTaTTIo.

The Verb do

Exercise 64. Change the verbs in bold type by the appropriate form of the verb to do:

1. Peter speaks English as well as Ann speaks. 2. He spent as much money as
you spent. 3. She reads as fast as you read. 4. They showed us more sights than our
guide showed. 5. Mary sang much better than Emily usually sings. 6. He likes the
same dishes as you like. 7. She uses the same perfume as | use. 8. He answered more
questions than Pete answered. 9. The new teacher spoke much faster than our old
teacher speaks. 10. She plays the piano as well as a professional plays. 11. We
reached the camp earlier than our friends reached. 12. You know her as well as |
know. 13. She likes to see the same films as he likes.

Exercise 65. Make the sentences more emphatic:

Example: Please sit down. — Do sit down, please.



He went there. — He did go there.

1. He loves her. 2. Say something! Don't keep silent. 3. | want you to believe
me that he is trustworthy. 4. She wanted to get an excellent mark. 5. Listen to her,
it's very important. 6. | wanted to leave. 7. "But | mean it!"" she cried. 8. Treat him
more trustingly, it's your duty! 9. They had to find the way out. 10. Stop playing the
fool, please. 11. At last he received the job he had wanted for such a long time.

12. Come, Ann; Im waiting. | really must ask you to be reasonable and listen to what |
said and say. 13. I want to show you my house today. 14. Life changed for them.

NUTAJUBHI PEYEHH A (QUESTIONS)

B aHrmiicekiii MOB1 iCHy€ YOTHPH BHUIM 3allUTaHb: 3arajibHi, CIeEIialbHI,
aNbTEPHATHUBHI Ta PO3/1I0BI.
|. 3acanvni numannas.
[le nuTaHHS, SIKI BIJHOCSTBCSA O BCHOTO PEYEHHS 1 MOTPEOYIOTh KOPOTKOI
BimoBial “Tak” ado “ai”. 11l muTaHHS 3aBXKIM TOYNHAIOTHCS:

1) HiecmoBamu to be, to have:

Is she a doctor? — Yes, she is.

Have they already translated the article? — No, they haven’t.

2) JIOTIOMI>KHUMH JT1€CTIOBAMMU:

Does he go in for sports? — Yes, he does.

Are you writing a letter. — No, | am not.

3) MopaJlbHUMHU J1€CITIOBAMU:

May | come in? — Yes, you may.

1. Cneuianvni numanns.

Ile muTaHHS, IO BITHOCATHCS 1O SIKOTO-HEOY/b W€HA PEYCHHS 1 MOTPeOyIOTh
MOBHOI KOHKpPETHOI BiAMOBIial. 3a3BUyaii 3a mutaapHUMU cioBamu Who, what, when,
where, why, whose, how many, how much croite gonomixkue aieciaoso: When will
you go to the institute? — I shall go to the Institute at 9 o’clock in the morning.

[Ipu nutanH1 A0 miaMeTa abo 10 WOTo O3HAYEHHS 30€pIiracThCsi MPSMUM TOPSIOK
CJIiB. 3aMICTh IIIMETA CTABUTHCS:

1) MUTaNbHI 3aiiMeHHrKH WhO (xT0), what (110), siki 3a3BH4ail BYKHBAIOTHCS 3
T€CTIOBOM TPETHO1 0COOU OTHUHHU;

2) 31 CIOJIy4CHHSIM MUTAIBHOTO cjioBa 3 miamerom: Whose books are on the
table?

SKI110 HAMPHKIHII CIIEIaTbHOTO MUTaHHS CTOITh MPUUMEHHUK, TO BIH BITHOCUTHCS
1o iuraibHoro ciosa: What is this text about?

II1. Anemepnamueni numanus.

Ile mnwuTaHHS, SKi CKJIQJAalOTBCA 3 JBOX 3arajlbHUX IHTaHb, 00 €IHAHUX
CIIOJIYYHHUKOM OF (a00), 1 MPONOHYIOTh MOXKIIMBICTE BUOOPY: DO you or does your friend
study at the Institute? — | study at the Institute.

IV. Po3oinogi numanus.

L1 nuTaHHs CKIIaIal0ThCs 31 CTBEPKYBAIBHOTO PEYEHHS 1 KOPOTKOTO 3arajbHOro
nutanHsa. KopoTke 3aranpHe MUTaHHS Ma€ MUTAIBHY 3amepedny (Gopmy, SKIIO Tepiina



YacTUHA — CTBEP/KYBaJIbHA, 1 MUTATbHO-CTBEPKYBAJIbHY, SKIIO IEpIla YaCTHHA —
3aIrepeyHa.
VY KpaiHCbKOK MOBOIO PO3/IIJIOBE MMUTAHHS EPEKIAIAE€THCSA CIOBAMU ‘UM HE Tak?”,

29 <6

“Tak, 4u...”, “au He npaBga?’’:

You have a book, haven’t you? VY Bac € kHUTA, YU HE TaK?
You don’t know English well, do Bu He 3HaeTe aHTIIHCHKOT MOBH
you? nobpe, uu He TpaBaa’?

Exercise 66. Form the general questions:

Example: My brother likes skating. — Does my brother like skating?

1. He translates a lot of letters into English. 2. | had an early morning call at
seven o'clock. 3. Little children like to ask many questions. 4. Their classes will last
till four o'clock tomorrow. 5. I've already done this task. 6. She spends a lot of time on
her English. 7. My children are at college. 8. They had supper at 7 o'clock. 9. | am
going to play tennis in the evening. 10. They were writing when | came. 11. She can
play the guitar very well. 12. There are many people in the library now. 13. Brazil
won the football World Cup in 1994.14. He has already read a lot of English books.

15. They have classes at 9 every day.

Exercise 67. Form the alternative questions to the words in bold type:

Example: My brother likes skating (3). — Does your brother like skating or skiing? Does
your or his brother like skating? Does your brother or Pete like skating?

1. The film was exciting (2). 2. Thousands of people visited the exhibition (2).
3. He watches TV every day. (3) 4. They can go to the country on Friday. (3)
5. She has painted the walls. (3)

Exercise 68. Change the general questions into indirect ones. Begin your sentences with Do
you know, | wonder or Tell me:

Example:

Has he seen this movie before? — Do you know if/whether he has seen this movie before?
Tell me please if/whether he has seen this movie before.

I wonder if/whether he has seen this movie before.

1. Is it common to give a waiter a tip? 2. Does he want to come round this
evening? 3. Did you go out last night? 4. Are single-parent families becoming more
common in Russia? 5. Is there anything you are very proud of? 6. Does she live in the
flat above you? 7. Do they watch satellite TV or cable TV? 8. Does Internet influence
our daily lives? 9. Did you go to a nursery school? 10. Have the police questioned a
number of people about the crime? 11. Are trains more reliable than buses? 12. Has
he arranged his meeting for tonight? 13. Are there lots of historical monuments in
Vienna? 14. Is there a great mix of people in Paris? 15. Did he book a room at the
hotel?

Exercise 69. Form the negative questions:



Example: She took part in the performance. — Didn't she take part in the performance? Or
Did she not take part in the performance?

1. I went to the cinema with my friends. 2. They usually go to bed very early.
3. They had finished work by 5 o'clock. 4. She will be studying at this time tomorrow.
5. There was an old bridge here. 6. He came home very late. 7. She understands
Spanish a little. 8. They have a three-room flat. 9. He has been to the USA lately.
10. They lire going to build a new house. 11. Your son loves music. 12. We are going
to the theatre today. 13. There will be a lot of people at the lecture today. 14. We
studied at college together. 15. His friends liked the film very much.

Exercise 70. Form the question tags:

Example: She has already come. — She has already come, hasn't she?

1. They will return in a month. 2. Let's buy a loaf of bread. 3. Open the window.
4. 1 am late. 5. There is a theatre in the centre of the city. 6. She has never been to the
Zoo. 7. lamright. 8. Don't go there. 9. Peter and Ann know English well. 10. He
didn't do his homework. 11. Let's go to the country. 12. There were no mistakes in
his dictation. 13. She won't be playing the piano at twelve. 14. They can't speak
German at all. 15. She knows him.

Exercise 71. Correct the mistakes if any:

1. Don't forget to bring the book, will you? 2. There aren't any apples left, are
they? 3. He is sure to come, doesn't he? 4. Let's come a bit earlier to have better seats,
don't we? 5. Itisn't raining now, is it? 6. You and | talked to him last week, didn't
you? 7. He won't be leaving tomorrow, will he? 8. She has never been afraid of
anything, hasn't she? 9. They have got two children, do they? 10. The boys don't have
classes today, do they? 11.1am to blame, aren't I? 12. We like to swim in the
swimming pool, do we? 13. Nobody has come yet, haven't they? 14. Please turn off
the light, don't you? 15. He has never come back, hasn't he?

Exercise 72. Put the words into the correct order (you must get special questions):

1. time, his, always, who, in, is, lessons, for? 2. going, a, what, her, about, he,
week, is, to, in, write, to? 3. about, did, speak, last, in, what, week, class, you? 4. this,
you, read, how, month, books, have, many? 5. people, the, to, at, prefer, sometimes,
do, study, why, library? 6. many, France, he, been, how, to, times, has? 7. kind, brave,
we, of, call, people, what, do? 8. draws, which, them, well, of? 9. today, have, the,
what, radio, heard, on, news, you? 10. USA, states, in, there, the, many, are, how?

Exercise 73. Correct the mistakes if any:

1. How often you have your English classes? 2. What you do at English lessons?
3. What you prepared for your lesson? 4. Who were absent from the previous lesson?
5. How many points you got for your exam? 6. Who do you usually go home with?



7. What countries the USA borders upon? 8. When did the briefing take place?
9. Who knows this district well? 10. Who did phone yesterday? 11. How long you
have been studying English?

Exercise 74. Form the special questions to the words in bold type (the number of questions
is given in brackets):

Example: He went to the theatre (3). — Who went to the theatre? What did he do? Where
did he go?

1. My working day lasts eight hours. (3) 2. They discussed a lot of articles on
economics last weekend. (6) 3. | have read this book in the original. (3) 4. They
were watching TV when | came. (4) 5. | was absent because | was ill. (2) 6. It took
me two hours to get there. (2) 7. They are going to travel by car. (3) 8. I always
speak English to him. (3) 9. She will do the-work in two days' time. (3) 10. |
taught him to swim. (3)

Exercise 75. Change the special questions into indirect ones. Begin your sentences with Do
you know, | wonder or Tell me please:

Example: What does the boss want? — Do you know what the boss wants? Tell me please
what the boss wants.

1. How long does it take him to get there? 2. When did he meet her for the first
time? 3. Who objects to Sunday work? 4. What is his date of birth? 5. Whose book is
it? 6. When will the next conference take place? 7. How well does she play the piano?
8. Why are they buying a new house? 9. How long will the interview last? 10. What
kind of chocolate tastes best? 11. Where did they spend their vacation? 12. Who does
he know from Group 32? 13. How much does it cost to repair a bicycle? 14. How
long have you known the Browns? 15. Whose bag is on the table?

LESSON 2
TEXTA PEOPLE AND MOTIVATION IN BUSINESS
To achieve its goals, any organization-whether it's Starbucks, IBM, or a local
convenience store-must be sure its employees have more than the right raw materials,
adequate facilities, and equipment that works. The organization must also ensure that its
employees are motivated. To some extent, a high level of employee motivation derives
from effective management practices.

WHAT IS MOTIVATION?

A motive is something that causes a person to act A successful athlete is said to be
"highly motivated.” A student who avoids work is said to be "unmotivated”. We define
motivation as the individual, internal process that energizes, directs and sustains
behavior. It is the personal "force™" that causes you or me to act in particular way. For
example, job rotation may increase your enthusiasm about your work so that you devote
more energy to it, but perhaps it would not have the same effect on me.



Morale is an employee's attitude or feelings about the job, about superiors and
about the firm itself. To achieve organizational goals effectively, employees need more
than the right raw materials, adequate facilities, and equipment that works. High morale
results mainly from the satisfaction of needs on the job or as a result of the job. One need
that might be satisfied on the job is the need to be recognized as an important contributor
to the organization. A need satisfied as result of the job is the need for financial security.
High morale, in turn, leads to the dedication and loyalty in evidence at Japanese auto
plants in the United States, as well as to the desire to do the job well. Low morale can
lead to shoddy work, absenteeism, and high turnover rates as employees leave to seek
more satisfying jobs with other firms.

Motivation, morale, and the satisfaction of employees' needs are thus intertwined.
Along with productivity, they have been the subject of much study since the end of the
nineteenth century. We continue our discussion of motivation by outlining some
landmarks of that early research.

Exercise 1. Put 5 questions to the text.
Exercise 2. Read, translate and discuss the following text:

IS THE WHOLE WORLD WORKING TOO HARD?

In his 1935 essay, "In Praise of Idleness," British philosopher Bertrand Russell
wrote, "I think there is far too much work done in the world and immense harm is caused
by the belief that work is virtuous. " Russell advocated shortening the work day to four
hours. And people all over the world ignored his advice. Although the sweatshops and
fourteen-hour work days are gone in most industrialized countries today, studies reveal
that people in most of these countries believe they are working longer and harder than
ever.

In the United States, the hours available for leisure each week dropped from 24.3
in 1975 to 19.2 in 1995. An associate partner in a U.S. architectural firm reported that
working 70 to 80 hours a week is the norm in her field. In a recent survey of 150 Canadian
executives, 75 percent stated they were working so hard their personal relationships were
suffering. Compaqg Canada's director of channel sales and development says he arrives
at his office by 6:30 AM, leaves after 7:30 PM, and always works at home in the
evenings. According to an International Research Association study, 72 percent of
Brazilians consider work more important than leisure, as do 67 percent of Philippine
workers and 66 percent of workers in VVenezuela.

Many people blame technology for our longer working hours. Instead of giving us
more leisure time as predicted, it seems to tie us more securely to our offices. In the days
before fax, E-mail, and videoconferencing, the office closed. Today we take the office
with us. A British manager, for example, can stay at work until midnight for a conference
with the California branch. Corporate downsizing is another contributor, because
remaining workers have to do the jobs of those who have been laid off. Basically,
however, people just seem to feel they need to work harder. According to Carole
Pemberton, a research consultant with a British management organization, people
worked hard in the 1960s to get ahead; now they feel they must work hard just to stay
where they are.



In the short run, workers may be rewarded for long hours, but experts point out that
ultimately people suffer from exhaustion, stress, and depression. To improve the quality
of their lives, many US. workers are changing jobs and taking salary cuts. Internationally,
organizations are helping workers slow down. When conducting performance reviews,
the Bank of Montreal no longer rewards managers for working interminable hours. In
Japan, Sony encourages staff to take every day of holiday entitlement. In Great Britain a
group launched the "Long Hours Campaign, the slogan of which is "Go Home On Time!
Get a Life”. It remains to be seen if workers around the world will take this advice.

TEXT B HISTORICAL PERSPECTIVES ON MOTIVATION

Researchers often begin a study with some fairly narrow goal in mind. But after
they develop an understanding of their subject, they realize that both their goal and their
research should be broadened. This is exactly what happened when early research into
productivity blossomed into the more modern study of employee motivation

SCIENTIFIC MANAGEMENT

Toward the end of the nineteenth century, Frederick W. Taylor became interested
in improving the efficiency of individual workers. This interest stemmed from his own
experiences in manufacturing plants. It eventually led to scientific management, the
application of scientific principles to management of work and workers.

One of Taylor's first jobs was with the Midvale Steel Company in Philadelphia
where he developed a strong distaste for waste and inefficiency. He also observed a
practice he called "soldiering." Workers soldiered, or worked slowly because they feared
if they worked faster, they would run out of work and lose their jobs. Taylor realized
managers were not aware of this practice because they had no idea what the workers
productivity level should be.

Taylor later left Midvale and spent several years at Bethlehem Steel. It was there
that he made his most significant contribution. In particular, he suggested that each job
should be broken down into separate tasks. Then management should determine (1) the
best way to perform these tasks and (2) the job output to expect when the tasks were
performed properly. Next management should carefully choose the best person for each
job and train that person to do the job properly. Finally, management should cooperate
with workers to ensure that jobs were performed as planned.

Taylor also developed the idea that most people work only to earn money. He
therefore reasoned that pay should be tied directly to output. The more a person
produced, the more he or she should be paid. This gave rise to the piece-rate system,
under which employees are paid a certain amount for each unit of output they produce.
Under Taylor's piece-rate system, each employee was assigned an output quota. Those
exceeding the quota were paid a higher per-unit rate for all units they produced. Today
the piece-rate system is still used by some firms. Lincoln Electric Company in Cleveland,
Ohio, for example, has been using piece-rate compensation as a bonus system since
1934, it now uses the system with 90 percent of its workers. The long-standing success
of the program is attributed to a strong trust between shopfloor employees and
management as well as relatively high wages.

When Taylor’s system was put into practice at Bethlehem Steel, the results were
dramatic. Average earnings per day for steel handlers rose from $1.15 to $1.88. (Don't
let the low wages that prevailed at the time obscure the fact that this was an increase of



better than 60 percent!) The average amount of steel handled per day increased from 16
to 57 tons.

Taylor's revolutionary ideas had a profound impact on management practice.
However, his view of motivation was soon recognized as overly simplistic and narrow.
It is true that most people expect to be paid for their work. But it is also true that people
work for a variety of reasons other than pay. Simply increasing a person's pay may not
increase that person's motivation or productivity.

THE HAWTHORNE STUDIES

Between 1927 and 1932, Elton Mayo conducted two experiments at the Hawthorne
plant of the Western Electric Company in Chicago. The original objective of these
studies, now referred to as the Hawthorne Studies, was to determine the effects of the
work environment on employee productivity. In the first set of experiments, lighting in
the workplace was varied for one group of workers but not for a second group. Then the
productivity of both groups was measured to determinate the effect of the light. To the
amazement of the researchers, productivity increased for both groups. And for the group
whose lighting was varied, productivity remained high until the light was reduced to the
level of moonlight!

The second set of experiments focused on the effectiveness of the piece-rate system
in increasing the output of groups of workers. Researchers expected that output would
increase because faster workers would put pressure on slower workers to produce more.
Again, the results were not as expected. Output remained constant, no matter what
"standard" rates management set.

The researchers came to the conclusion that human factors were responsible for the
results of the two experiments. In the lighting experiments, researchers had given both
groups of workers a sense of involvement in their jobs merely by asking them to
participate in the research. These workers-perhaps for the first time-felt as though they
were an important part of the organization. In the piece-rate experiments, each group of
workers informally set the acceptable rate of output for the group. To gain or retain the
social acceptance of the group, each worker had to produce at that rate. Slower or faster
workers were pressured to maintain the group's pace.

The Hawthorne Studies showed that such human factors are at least as important to
motivation as pay rates. From these and other studies, the human relations movement in
management was born. Its premise was simple: employees who are happy and satisfied
with their work are motivated to perform better. Hence, management would do best to
provide a work environment that maximizes employee satisfaction.

MASLOW’S HIERARCHY OF NEEDS

Abraham Maslow, an American psychologist whose best-known works were
published in the 1960s and 1970s, developed a theory of motivation based on a hierarchy
of needs. A need is a personal requirement. Maslow assumed that humans are "wanting"
beings who seek to fulfill a variety of needs. He observed that these needs can be
arranged according to the importance in a sequence now known as Maslow's hierarchy
of needs.

At the most basic level are physiological needs, the things we require to survive.
They include food and water, clothing, shelter, and sleep. In the employment context,
these needs are usually satisfied through adequate wages.



At the next level are safety needs, the things we require for physical and emotional
security. Safety needs may be satisfied through job security, health insurance, pension
plans, and safe working conditions.

Next are the social needs, the human requirements for love and affection and a
sense of belonging. To an extent, these needs can be satisfied through relationships in
the work environment and the informal organization. But social net- works beyond the
workplace-with family and friends, for example-are usually needed too.

At the level of esteem needs, we require respect and recognition from others and a
sense of our own accomplishment and worth (self-esteem). These needs may be satisfied
through personal accomplishment, promotion to more responsible jobs, various honors
and awards, and other forms of recognition.

At the top of the hierarchy are our self-actualization needs, the needs to grow and
develop and to become all that we are capable of being. These are the most difficult
needs to satisfy, and the means of satisfying them tend to vary with the individual. For
some people, learning a new skill, starting a new career after retirement, or becoming
"the best there is" at some endeavor may be the way to realize self-actualization.

Maslow suggested that people work to satisfy their physiological needs first, then
their safety needs, and so on up the "needs ladder." In general, they are motivated by the
needs at the lowest level that remain unsatisfied. However, needs at one level do not have
to be completely satisfied before needs at the next-higher level come into play. If the
majority of a person's physiological and safety needs are satisfied, that person will be
motivated primarily by social needs. But any physiological and safety needs that remain
unsatisfied will also be important.

Maslow's hierarchy of needs provides a useful way of viewing employee
motivation, as well as a guide for management. By and large, American business has
been able to satisfy workers basic needs, but the higher-order needs present more of a
challenge. These needs are not satisfied in a simple manner, and the means of satisfaction
vary from one employee to another.

HERZBERG's MOTIVATION-HYGIENE THEORY

In the late 1950s, Frederick Herzberg interviewed approximately 200 accountants
and engineers in Pittsburgh. During the interviews, he asked them to think of a time when
they had felt especially good about their jobs and their work. Then he asked them to
describe the factor or factors that had caused them to feel that way. Next he did the same
regarding a time when they had felt especially bad about their work. He was surprised to
find that feeling good and feeling bad resulted from entirely different sets of factors; that
is, low pay might have made a particular person feel bad, but it was not high pay that
had made that person feel good. Instead, it was some completely different factor.

Satisfaction and Dissatisfaction Before Herzberg's interviews, the general
assumption was that employee satisfaction and dissatisfaction lay at opposite ends of the
same scale. People felt satisfied, dissatisfied, or somewhere in between. But Herzberg's
interviews convinced him that satisfaction and dissatisfaction may be different
dimensions altogether. One-dimension might range from satisfaction to no satisfaction,
and the other might range from dissatisfaction to no dissatisfaction. In other words, the
opposite of satisfaction is not dissatisfaction. The idea that satisfaction and
dissatisfaction are separate and distinct dimensions is referred to as the motivation-
hygiene theory. The job factors that Herzberg found most frequently associated with



satisfaction are achievement, recognition, responsibility, advancement, growth, and the
work itself. These factors are generally referred to as motivation factors because their
presence increases motivation. However, their absence does not necessarily result in
feelings of dissatisfaction. When motivation factors are present, they act as satisfiers.

Job factors cited as causing dissatisfaction are supervision, working conditions,
interpersonal relationships, pay, job security, and company policies and administration.
These factors, called hygiene factors, reduce dissatisfaction when they are present to an
acceptable degree. However, they do not necessarily result in high levels of motivation.
When hygiene factors are absent, they act as dissatisfies.

Using Herzberg's Motivation-Hygiene Theory Herzberg provides explicit
guidelines for using the motivation-hygiene theory of employee motivation. He suggests
that the hygiene factors must be present to ensure that a worker can function comfortably.
But he warns that a state of no dissatisfaction never exists. In any situation, people will
always be dissatisfied with something.

According to Herzberg, managers should make hygiene as positive as possible but
should then expect only short-term, not long-term, improvement in motivation.
Managers must instead focus on providing the motivation factors, which will presumably
enhance motivation and long-term effort.

We should note that employee pay has more effect than Herzberg's theory indicates.
He suggests that pay provides only short-term change and not true motivation. Yet in
many organizations, pay constitutes a form of recognition and reward for achievement -
and recognition and achievement are both motivation factors. The effect of pay may
depend on how it is distributed. If a pay increase does not depend on performance (as in
across-the-board or cost-of-living raises), it may not motivate people. However, if pay is
increased as a form of recognition (as in bonuses or incentives), it may play a powerful
role in motivating employees to higher performance.

THEORY X AND THEORY Y

The concept of Theory X and Theory Y were advanced by Douglas McGregor in
his 1960 book The Human Side of Enterprise. They are, in essence, sets of assumptions
that underlie management’s attitudes and beliefs regarding worker behavior.

Theory X is a concept of employee motivation generally consistent with Talor's
scientific management. Theory X assumes that employees dislike work and will function
effectively only in a highly controlled work environment. According to Theory X,

1. People dislike work and try to avoid it.

2. Because people dislike work, managers must coerce, control, and frequently
threaten employees to achieve organizational goals.

3. People generally must be led because they have little ambition and will not seek
responsibility; they are concerned mainly with security.

The logical outcome of such assumptions will be a highly controlled work
environment-one in which managers make all the decisions and employees take all the
orders.

On the other hand, Theory Y is a concept of employee motivation generally
consistent with the ideas of the human relations movement. Theory Y assumes that
employees accept responsibility and work toward organizational goals if by so doing
they also achieve personal rewards. According to Theory Y,



1. People do not naturally dislike work; in fact, work is an important part of their
lives.

2. People will work toward goals to which they are committed.

3. People become committed to goals when it is clear that accomplishing the goals
will bring personal rewards.

4. People often seek out and willingly accept responsibility.

5. Employees have the potential to help accomplish organizational goals.

6. Organizations generally do not make full use of their human resources.

Obviously this view is quite different from-and much more positive than—that of
Theory X. McGregor argued that most managers behave in accordance with Theory X.
But he maintained that Theory Y is more appropriate and effective as a guide for
managerial action.

The human relations movement and Theories X and Y increased manager’s
awareness of the importance of social factors in the workplace. However, human
motivation is a complex and dynamic process to which there is no simple key. Neither
money nor social factors alone can provide the answer. Rather, a variety of factors must
be considered in any attempt to increase motivation.

THEORY Z

In the 1970s, William Ouchi, a management professor at UCLA, began to study
business practices in American and Japanese firms. He concluded that different types of
management systems dominate in these two countries. In Japan, Ouchi found what he
calls Type J firms. They are characterized by lifetime employment for employees,
collective (or group) decision making, collective responsibility for the outcomes of
decisions, slow evaluation and promotion, implied control mechanisms, nonspecialized
career paths, and a holistic concern for employees as people.

American industry is dominated by what Ouchi calls Type A firms, which follow a
different pattern. They emphasize short-term employment, individual decision making,
individual responsibility for the outcomes of decisions, rapid evaluation and promotion,
explicit control mechanisms, specialized career paths, and a segmented concern for
employees only as employees.

A few very successful American firms represent a blend of the Type J and Type A
patterns. These firms, called Type Z organizations, emphasize long-term employment,
collective decision making, individual responsibility for the outcomes of decisions, slow
evaluation and promotion, informal control along with some formalized measures,
moderately specialized career paths, and a holistic concern for employees.

Ouchi's Theory Z is the belief that some middle ground between his Type A and
Type J practices is best for American business. A major part of Theory Z is the emphasis
on participative decision making. The focus is on “we” rather than on "us versus them."
Theory Z employees and managers view the organization as a family. This participative
spirit fosters cooperation and the dissemination of information and organizational values

REINFORCEMENT THEORY

Reinforcement theory is based on the premise that behavior that is rewarded is
likely to be repeated, whereas behavior that is punished is less likely to recur. A
reinforcement is an action that follows directly from a particular behavior. It may be a



pay raise following a particularly large sale to a new customer or a reprimand for coming
to work late.

Reinforcements can take a variety of forms and can be used in a number of ways.
A positive reinforcement is one that strengthens desired behavior by providing a reward.
For example, many employees respond well to praise; recognition from their supervisors
for a job well done increases (strengthens) their willingness to perform well in the future.
A negative reinforcement strengthens desired behavior by eliminating an undesirable
task or situation. Suppose a machine shop must be cleaned thoroughly every month-a
dirty, miserable task. During one particular month when the workers do a less-than-
satisfactory job at their normal work assignments, the boss requires the workers to clean
the factory rather than bringing in the usual private maintenance service. The employees
will be motivated to work harder the next month to avoid the unpleasant cleanup duty
again.

Punishment is an undesired consequence of undesirable behavior. Common forms
of punishment used in organizations include reprimands, reduced pay disciplinary
layoffs, and termination (firing). Punishment often does more harm than good. It tends
to create an unpleasant environment, fosters hostility and resentment, and suppresses
undesirable behavior only until the supervisor's back is turned.

Managers who rely on extinction hope to eliminate undesirable behavior by not
responding to it. The idea is that the behavior will eventually become “extinct." Suppose,
for example, that an employee has the habit of writing memo after memo to his or her
manager about insignificant events. If the manager doesn't respond to any of these
memaos, the employee will probably stop writing them, and the behavior will have been
squelched.

The effectiveness of reinforcement depends on which type is used and how it is
timed. One approach may work best under certain conditions, but some situations lend
themselves to the use of more than one approach. Generally, positive reinforcement is
considered the most effective, and it is recommended when the manager has a choice,

Continual reinforcement can become tedious for both manager and employees,
especially when the same behavior is being reinforced over and over in the same way.
At the start, it may be necessary to reinforce a desired behavior every time it occurs.
However, once a desired behavior has become more or less established, occasional
reinforcement seems to be most effective.

Exercisel. Answer the following questions:

1. How do scientific management and Theory X differ ~ from the human relations
movement and Theory Y?

2. How did the results of the Hawthorne Studies influence researchers' thinking
about employee motivation?

3. What are the five sets of needs in Maslow's hierarchy? How are a person's needs
related to motivation?

4. What are the two dimensions in Herzberg's theory? What kinds of elements affect
each dimension?

5. What is the fundamental premise of reinforcement theory?



Exercise2. Discuss the following questions:

1. How might managers make use of Maslow's hierarchy of needs in motivating
employees? What problems would they encounter?

2. Do the various theories of motivation contradict each other or complement each
other? Explain. 3. Reinforcement theory and behavior modification have been called
demeaning because they tend to treat people " like mice in a maze." Do you agree?

TEXT C CONTEMPORARY VIEWS ON MOTIVATION

Maslow's hierarchy of needs and Herzberg's motivation-hygiene theory are popular
and widely known theories of motivation. Each is also a significant step up from the
relatively narrow views of scientific management and Theories X and Y. But they do
have one weakness: each attempts to specify what motivates people but neither explains
why or how motivation develops or is sustained over time. In recent years, managers
have begun to explore three other models that take a more dynamic view of motivation.
These are equity theory, expectancy theory, and goal-setting theory.

EQUITY THEORY

The equity theory of motivation is based on the premise that people are motivated
to obtain and preserve equitable treatment for themselves. As used here, equity is the
distribution of rewards in direct proportion to the contribution of each employee to the
organization. Everyone need not receive the same rewards but the rewards should be in
accordance with individual contributions.

According to the theory, we tend to implement the idea of equity in the following
way. First, we develop our own input-to-outcome ratio. Inputs are the time, effort, skills,
education, experience, and so on that we contribute to the organization. Outcomes are
the rewards we get from the organization, such as pay, benefits, recognition, and
promotions. Next, we compare this ratio with what we perceive as the input-to-outcome
ratio for some other person. It might be a coworker, a friend who works for another firm,
or even an average of all the people in our organization. This person is called the
"comparison other." Note that our perception of this person's input-to-outcome ratio may
be absolutely correct or completely wrong. However, we believe it is correct.

If the two ratios are roughly the same, we feel that the organization is treating us
equitably. In this case we are motivated to leave things as they are. However, if our ratio
is the higher of the two, we feel under rewarded and are motivated to make changes. We
may (1) decrease our own inputs by not working so hard, (2) try to increase our total
outcome by asking for a raise in pay, (3) try to get the comparison other to increase some
inputs or receive decreased outcomes, leave the work situation, or (5) do a new
comparison with a different comparison other

Equity theory is most relevant to pay as an outcome. Because pay is a very real
measure of a person's worth to the organization, comparisons involving pay are a natural
part of organizational life. Managers can try to avoid problems arising from inequity by
making sure that rewards are distributed on the basis of performance and that everyone
clearly understands the basis for his or her own pay.



EXPECTANCY THEORY

Expectancy Theory developed by Victor Vroom, is a very complex model of
motivation based on deceptively simple assumption. According to expectancy theory
motivation depends on how much we want something and on how likely we think we
are to get it. Consider, for example, the case of three sales representatives who are
candidates for promotion to one sales manager's job. Bill has had a very good sales year
and always gets good performance evaluations. However, he isn't sure he wants the job
because it involves a great deal of travel, long working hours, and much stress and
pressure. Paul wants the job badly but doesn't think he has much chance of getting it. He
has had a terrible sales year and gets only mediocre performance evaluations from his
present boss. Susan wants the job as much as Paul, and she thinks she has a pretty good
shot at it. Her sales have improved significantly this past year, and her evaluations are
the best in the company.

Expectancy theory would predict that Bill and Paul are not very motivated to seek
the promotion. Bill doesn't really want it, and Paul doesn't think he has much of a chance
of getting it. Susan, however, is very motivated to seek the promotion because she wants
it and thinks she can get it.

Expectancy theory is complex because each action we take is likely to lead to
several different outcomes; some we may want and others we may not want. For
example, a person who works hard and puts in many extra hours may get a pay raise, be
promoted, and gain valuable new job skills. But that person may also be forced to spend
less time with his or her family and be forced to cut back on social life.

For one person, the promotion may be paramount, the pay raise and new skills fairly
important, and the loss of family and social life of negligible importance. For someone
else, the family and social life may be the most important, the pay raise of moderate
importance, the new skills unimportant, and the promotion undesirable because of the
additional hours it would require. The first person would be motivated to work hard and
put in the extra hours, whereas the second person would not be at all motivated to do so.
In other words, it is the entire bundle of outcomes-and the individual's evaluation of the
importance of each outcome--that determines motivation.

Expectancy theory is difficult to apply, but it does provide several useful guidelines
for managers. It suggests that managers must recognize that (1) employees work for a
variety of reasons; (2) these reasons, or expected outcomes may change over time; and
(3) it is necessary to clearly show employees how they can attain the outcomes they

desire.
GOAL-SETTING THEORY

Goal-setting theory suggests that employees are motivated to achieve goals they
and their managers establish together. The goal should be very specific, moderately
difficult, and one the employee will be committed to achieve. Rewards should be directly
tied to goal achievement. Using goal-setting theory, a manager can design rewards that
fit employee needs, clarify expectations, maintain equity and provide reinforcement. A
major benefit of this theory is that it provides a good understanding of the goal the
employee is to achieve and the rewards that will accrue to the employee if the goal is
accomplished.



Exercisel. Answer the following questions:

1. According to equity theory, how does an employee determine whether he or she
Is being treated equitably?
2. According to expectancy theory, what two variables determine motivation?

3. Identify and describe the major techniques for motivating employees.
Exercise 2. Developing Critical Thinking Skills

This chapter has described several theories managers can use as guidelines in
motivating employees to do the best job possible for the company. Among these theories
are Maslow's hierarchy of needs, equity theory, expectancy theory, and goal-setting
theory. How effective would each of these theories be in motivating you to be a more
productive employee?

Assignment

1. Identify five job needs that are important to you.

2. Determine which of the theories mentioned above would work best to
satisfy your job needs.

3. Prepare a report explaining how you reached these conclusions.

TEXTD KEY MOTIVATION TECHNIQUES

Today it takes more than a generous salary to motivate employees. Increasingly,
companies are trying to provide motivation by satisfying employees' less tangible needs.
Consider, for example, Richer Sounds, a small, independent retailer of stereo equipment
in England. Julian Richer, founder and chairman, motivates his employees through a
creative and unorthodox reward system. "Sales colleagues,” as Richer refers to his
employees, can earn up to £100 if the store in which they work meets various criteria.
The sales colleague who comes up with an idea that produces the largest increase in sales
or margins is given use of the company's convertible Jaguar XJS or Bentley for a month.
The two who come up with the best suggestions each quarter are rewarded with a ride
on the Orient Express, time at a health farm, or a similar vacation treat. Richer also
motivates his people with a profit-sharing scheme, opportunities to use one of five
holiday flats or homes, and half-price airline tickets to the United States. Evidently, these
methods work, for the company was featured in the Guinness Book of World Records
each year from 1990 to 1996 as having the highest retail sales per square foot in the
world.

MANAGEMENT BY OBJECTIVES

Management by Objectives (MBO) is a motivation technique in which managers
and employees collaborate in setting goals. The primary purpose of MBO is to clarify
the roles employees are expected to play in reaching the organization's goals. By
allowing individuals to participate in goal setting and performance evaluation, MBO
increases their motivation. Most MBO programs consist of a series of five steps.

The first step in setting up an MBO program is to secure the acceptance of top
management. It is essential that top managers endorse and participate in the program if
others in the firm are to accept it. The commitment of top management also provides a



natural starting point for educating employees about the purposes and mechanics of
MBO.

Next, preliminary goals must be established. Top management also plays a major
role in this activity because the preliminary goals reflect the firm's mission and strategy.
The intent of an MBO program is to have these goals filter down through the
organization.

The third step, which actually consists of several smaller steps, is the heart of MBO:

1. The manager explains to each employee that he or she has accepted certain goals
for the group (manager as well as employees) and asks the individual to think about how
he or she can help achieve these goals.

2. The manager later meets with each employee individually. Together, they
establish goals for the employee. Whenever possible, the goals should be measurable and
should specify the time frame for completion (usually one year).

3. The manager and the employee decide what resources the employee will need to
accomplish his or her goals.

As the fourth step, the manager and each employee meet periodically to review the
employee's progress. They may agree to modify certain goals during these meetings if
circumstances have changed. For example, a sales representative may have accepted a
goal of increasing sales by 20 percent. However aggressive competitor may have entered
the marketplace, making this goal unattainable. In light of this circumstance, the goal
may be revised downward to 10 or 15 percent.

The fifth step in the MBO process is evaluation. At the end of the designated time
period, the manager and each employee meet again to determine which of the individual's
goals were met, which were not met, and why. The employee's reward (in the form of a
pay raise, praise, or promotion) is based primarily on the degree of goal attainment.

Like every other management method, MBO has advantages and disadvantages.
MBO can motivate employees by involving them actively in the life of the firm. The
collaboration on goal setting and performance appraisal improves communication and
makes employees feel they are an important part of the organization. Periodic review of
progress also enhances control within an organization. A major problem with MBO is
that it does not work unless the process begins at the top of an organization. In some
cases, MBO results in excessive paperwork. In addition, some managers have difficulty
sitting down and working out goals with their employees and may instead just assign
them goals. Finally, MBO programs prove difficult to implement unless goals are
quantifiable.

MBO has proved to be an effective motivational tool in many organizations.
Tenneco, Black & Decker, Du Pont, General Foods, and General Motors have all
reported success with MBO. Like any management technique, however, it must be
applied with caution and in the right spirit if it is to work.

JOB ENRICHMENT

Job enrichment is a method of motivating employees by providing them with
variety in their tasks while giving them some responsibility for, and control over, their
jobs. At the same time, employees gain new skills and acquire a broader perspective
about how their individual work contributes to the goals of the organization. It has been
noted that Herzberg's motivation-hygiene theory is one rationale for the use of job
enrichment; that is, the added responsibility and control that job enrichment confers on



employees increases their satisfaction and motivation. At times, job enlargement -
expanding a worker's assignments to include additional but similar tasks-can lead to job
enrichment. Job enlargement might mean that a worker on an assembly line who used to
connect three wires to components moving down the line now connects five wires.
Unfortunately, the added tasks are often just as routine as those the worker performed
before the change. In such cases, enlargement may not be effective. AT&T, IBM, and
Maytag Corporation have all experimented with job enlargement.

Whereas job enlargement does not really change the routine and monotonous nature
of jobs, job enrichment does. Job enrichment requires that added tasks give an employee
more responsibility for what he or she does. It provides workers with both more tasks to
do and more control over how they perform them. In particular, job enrichment removes
many controls from jobs, given workers more authority, and assigns work in complete,
natural units. Moreover, employees are frequently given fresh and challenging job
assignments. By blending more planning and decision making into jobs, job enrichment
gives work more depth and complexity. For example, Saturn uses job enrichment to build
challenge and achievement into the jobs of its workers. Each team of Saturn workers
makes its own job assignments, plans its own work, designs its own jobs, performs any
necessary maintenance of its own equipment, controls its own material and inventory
needs, and selects new team members. Employees are given the necessary training and
then the freedom to accomplish their jobs.

Job design is a type of job enrichment in which work is restructured in ways that
cultivate the worker-job match. Job design can be achieved by combining tasks, forming
work groups, or establishing closer customer relationships. Employees are often more
motivated when jobs are combined because the increased variety of tasks presents more
challenge and therefore more rewards. Work groups motivate employees by showing
them how their jobs fit within the organization as a whole and how they contribute to its
success. Establishing client relationships allows employees to interact directly with
customers. Not only does this type of redesign add a personal dimension to employment,
it also provides workers with immediate and relevant feedback about how they are doing
their job.

Among the companies that have used job enrichment successfully are General
Foods, Texas Instruments, and Chevron Corporation. Chevron's program focuses on
employees' career development and on helping them enhance their effectiveness and job
satisfaction. The company's career-enrichment process, now serving as a model for many
other organizations, follows a step-by-step procedure that includes preparation, joint
planning, plan review, implementation, and end-of-period review.

Job enrichment works best when employees seek more challenging work. Of course
not all workers respond positively to job enrichment programs. Employees must desire
personal growth and have the skills and knowledge to perform enriched jobs. Lack of
self-confidence, fear of failure, or distrust of management's intentions are likely to lead
to ineffective performance on enriched jobs. In addition, some workers do not view their
jobs as routine and boring, and others even prefer routine jobs because they find them
satisfying and stress-free. Companies that use job enrichment as an alternative to
specialization also face extra expenses, such as the cost of retraining.

BEHAVIOR MODIFICAION



Behavior modification is a systematic program of reinforcement to encourage
desirable behavior. Behavior modification involves both rewards to encourage desirable
actions and punishments to discourage undesirable actions. However, studies have
shown that rewards, such as compliments and expressions of appreciation, are much
more effective behavior modifiers than punishments, such as reprimands and scorn.

When applied to management, behavior modification strives to encourage desirable
organizational behavior. Use of this technique begins with the identification of a target
behavior-the behavior that is to be changed. (It might be low production levels or a high
rate of absenteeism, for example.) Existing levels of this behavior are then measured.
Next, managers provide positive reinforcement in the form of a reward when employees
exhibit the desired behavior (such as increased production or less absenteeism). The
reward might be praise or a more tangible form of recognition, such as a gift, meal, or
trip. Finally, the levels of the target behavior are measured again to determine whether
the desired changes have been achieved. If they have, the reinforcement is maintained.
However, if the target behavior has not changed significantly in the desired direction, the
reward system must be changed to one that is likely to be more effective. The key is to
devise effective rewards that will not only modify employees' behavior in desired ways
but will also motivate them. To that end, experts suggest that management should reward
quality, loyalty, and productivity.

FLEXTIME

To most people, a work schedule means the standard 9-to-5, forty-hour work-week.
In reality, though, many people have work schedules that are quite different from this.
Police officers, firefighters, restaurant personnel, airline employees, and medical
personnel usually have work schedules that are far from standard. Some manufacturers
also rotate personnel from shift to shift. And many professional people such as managers,
artists, and lawyers-need more than forty hours each week to get their work done.

The needs and lifestyles of today's work force are changing. Dual-income families
make up a much larger share of the work force than ever before, and women are its
fastest-growing sector. In 1963, 38 percent of American women worked outside the
home; by 1993 that number had grown to almost 60 percent. And more employees are
responsible for the care of elderly relatives. Recognizing that these changes increase the
demand for family time, many employers are offering flexible work schedules that not
only help employees manage their time better but also increase employee motivation and
job satisfaction.

Flextime is a system in which employees set their own work hours within limits
determined by employers. Typically, the firm establishes two bands of time: the core
time, when all employees must be at work, and the flexible time, when employees may
choose whether to be at work. The only condition is that when employee must work a
total of eight hours each day. For example, the hours between 9 and 11 A.M. and 1 and
3 P.M. might be core time, and the hours between 6 and 9 A.M., between 11 A.M. and
1 P.M., and between 3 and 6 PM. might be flexible time. This would give employees the
option of coming in early and getting off early, coming in later and leaving later, or
taking an extra-long lunch break. But flextime also ensures that everyone is present at
certain times, when conferences with supervisors and department meetings can be
scheduled. Another type of flextime allows employees to work a forty-hour workweek



in four days instead of five. Workers who put in ten hours a day instead of eight get an
extra day off each week.

The sense of independence and autonomy employees gain from having a say in
what hours they work can be a motivating factor. In addition, employees who have
enough time to deal with nonwork issues often work more productively and with greater
satisfaction when they are on the job. First Tennessee Bank introduced a flextime
program that resulted in a significant reduction in employee turnover; this, in turn, led to
increases in customer satisfaction, customer retention, and profits. Two common
problems associated with utilizing flextime are (1) supervisors sometimes find their jobs
complicated by having employees who come and go at different times, and (2)
employees without flex-time sometimes resent coworkers who have it.

PART-TIME WORK AND JOB SHARING

Part time work is permanent employment in which individuals work less than a
standard workweek. The specific number of hours worked varies, but part-time jobs are
structured so that all responsibilities can be completed in the number of hours an
employee works. Part-time work is of special interest to parents who want more time
with their children and people who simply desire more leisure time. One disadvantage
of part-time work is that it often does not provide the benefits that come with a full-time
position. This is not, however, the case at Star-bucks. Of Starbucks' 15,000 employees,
12,000 work part-time. Along with this large number of part-timers comes some
unconventional thinking. As in noted in Inside Business Starbucks doesn't treat its part-
time employees any differently from its full-time employees; all receive the same
benefits. Perhaps Starbucks' attitude toward part-time workers may influence a change
in corporate culture in general; the company attributes its great success to the fact that it
treats all of its employees right.

Job sharing (sometimes referred to as work sharing) is an arrangement whereby
two people share one full-time position. One job sharer may work from 8 A.M. to noon
and the other from 1 to 5 P.M., or they may alternate workdays. For example, at a
financial institution in Cleveland, two women share the position of manager of corporate
communications. One works Tuesdays and Thursdays, and the other works Mondays,
Wednesdays, and Fridays. By communicating daily through computers, voice mail, and
fax machines, these managers are able to handle a challenging administrative position
and still have time for their families. Job sharing thus combines the security of a full-
time position with the flexibility of a part-time job.

For firms, job sharing provides a unique opportunity to attract highly skilled
employees who might not be available on a full-time basis. In addition, companies can
save on expenses by reducing the cost of benefits and avoiding the disruptions of
employee turnover. For employees, opting for the flexibility of job sharing may mean
giving up some of the benefits received for full-time work. In addition, job sharing is
difficult if tasks aren't easily divisible or if two people do not work or communicate well
with one another.

TELECOMMUTING

A growing number of companies allow telecommuting - working at home all of
the time or for a portion of the workweek. Personal computers, modems, fax machines,
voice mail, cellular phones, and overnight couriers all facilitate the work-at-home trend.



Working at home means individuals can set their own hours and have more time with
their families. Because they spend less time traveling back and forth to a conventional
office and have fewer office distractions many telecommuters report increased
productivity. Among the disadvantages to telecommuting are feelings of isolation,
putting in longer hours, and being distracted by family or house-hold responsibilities .

BellSouth implemented a telecommuting program to save money by reducing the
space its employees require to do their jobs. Employees who telecommute no longer have
their own space in the office. When they do need to come into the building, they call
ahead and reserve one of the workstations set aside for this purpose. This more efficient
use of space translates into tremendous savings for BellSouth.

EMPLOYEE EMPOWERMENT

Many companies are increasing employee motivation through the use of
empowerment. Empowerment means making employees more involved in their jobs
and in the operations of the organization by increasing their participation in decision
making. With empowerment, control no longer flows exclusively from the top levels of
the organization downward; empowered employees have a voice in what they do, and
how and when they do it. In some organizations, employees input is restricted to
individual choices, such as when to take breaks. In other companies, their responsibilities
might encompass more far-reaching issues. Management at Mercedes Benz, located in
Vance, Alabama, believes strongly that empowerment is the key to building better
vehicles. The firm's premise is that setting employees loose in an empowerment zone is
the best way to get the job done. To achieve the firm's goals, managers are encouraged
to engage in free discussion, debate, disagreement, and consensus building with
employees.

For empowerment to work effectively, management must be involved. Managers
should set expectations, communicate standards, institute periodic evaluations, and
guarantee follow-up. Studies have shown that when effectively implemented,
empowerment often leads to increased job satisfaction, improved job performance,
higher-quality output, increased organizational commitment, lower turnover, and
reduced sick leave. Obstacles to empowerment include resistance the part of
management, distrust of management on the part of workers insufficient training, and
poor communication between management and employees

SELF-MANAGED WORK TEAMS

Another method for increasing employee motivation is to introduce self-managed
work teams, groups of employee with the authority and skills to manage themselves.
Experts submit that workers on self-managed teams are more motivated and satisfied
because they have more task variety and more job control. On many work teams,
members rotate through all the jobs for which the team is responsible. Some
organizations cross-train the entire team so that everyone can perform everyone else's
job. In a traditional business structure, management is responsible for hiring and firing
employees, establishing budgets, purchasing supplies, conducting performance reviews,
and disciplining team members. When teams are in place, they take over some or all of
these management functions.

To make the most effective use of teams, organizations must be committed to the
team approach, team objectives must be clear, training and education must be ongoing,



and there must be a system for compensating the accomplishment of team-based goals.
One such compensation system is gain sharing, in which employee bonuses are tied to
achievement of team goals, such as increased sales or productivity or improved customer
satisfaction.

When correctly implemented, use of work teams can lead to higher employee
morale, increased productivity, and often innovation. Both Xerox and Procter & Gamble
have successfully implemented the self-directed team strategy.

Smaller organizations can also benefit. For example, Allina, a company that
operates nonprofit hospitals in Minnesota, has had excellent results since creating
management-union teams. One of these teams saved the company $200,000 annually by
improving the procedure for equipment maintenance.

Although the work-team strategy is increasingly popular, it is not without its
problems. Lack of support from managers and supervisors and insufficient training in
the team approach can minimize or eliminate benefits. In addition, companies must be
prepared for the initial costs of training and implementation.

EMPLOYEE OWNERSHIP

Some organizations are discovering that a highly effective technique for motivating
employees is employee ownership-that is, employees own the company they work for
by virtue of being stockholders. Employee-owned businesses directly reward employees
for success. When the company enjoys increased sales or lower costs, employees benefit
directly. The National Center for Employee Ownership, an organization that studies
employee-owned American businesses, reports that employee stock ownership plans
(ESOPs) provide considerable employee incentive and increase employee involvement
and commitment. In the United States today, about 10 million employees participate in
10,000 ESOPs and stock bonus plans.

Exercisel. Answer the following questions:

1. Describe the steps involved in the MBO process

2. What are the objectives of MBO? What do you think might be its disadvantages?

3. How does employee participation increase motivation?

4. Describe the steps in the process of behavior modification.

5. What are the major benefits and most common problems associated with the use
of self-managed work teams?

6. What combination of motivational techniques do you think would result in the
best overall motivation and reward system?

Exercise2. Improving Communication Skills

Suppose you and a friend went into the auto repair business some years ago. You
had the technical expertise, and he had the business knowledge. Although funds were
tight for the first three years, your customer base grew, and you were able to hire extra
help and expand business hours. Your business is now six years old and very successful.
You have five people working under you. Henry, your most productive employee, wants



to be promoted to a supervisory position. However, two other employees, Jack and Fred,
have seniority over Henry, and you anticipate much dissension and poor morale if you
go ahead and promote Henry. Henry clearly deserves the supervisory position because
of his hard work and superior skills, but you stand to lose the other two employees if you
promote him.

Assignment

1. Analyze the scenario, and answer these questions:

a. Will you promote Henry? If so, why?

b. How can you motivate Jack and Fred to stay with you if you promote Henry?

2. Refer to specific motivational techniques or theories to explain your reasoning
in resolving the situation with Henry, Jack, and Fred.

3. Prepare a report outlining and justifying your decision.

GRAMMAR EXERCISES
The Use of Tenses

3BepHiTH yBary Ha pisHumo y BxkuBanni Present Simple, Present Continuous,
Present Perfect and Present Perfect-Continuous Tenses.

Present Simple Tense (TenepirHiii HEO3HAYCHUI Yac) BKUBAETHCS B TAKUX
BHITAIKAX:

1) Jlns BUpaXKeHHS MOCTIHHUX Jiit abo craHiB: He lives not far from the
supermarket.

2) JIns BUpaKeHHS TIOBTOPIOBAHUX i, 0COOJIMBO SKIO Ha3UBAIOTHCSA 00CTAaBUHU
qacTtotu: We go to the swimming pool twice a week.

3) Komn mMoBa #iie mpo 3arajibHOBiIOMI (pakTH, 3aKOHH TIPUPOH i T. T ..
Chocolate contains cocoa.

4) Kosn moBa iizie ipo poskmaau: The bus arrives at five o'clock.

Present Continuous Tense (TenepitHiii TpuBanuii 4ac) BKUBAETHCS B TAKUX
BUITAJIKAX:

1) Jlns BupaKeHHs [IiHi, 110 BigOyBarOThCSI B MOMEHT MOBJICHHS: They are
dancing now.

2) JInst onucy TumuacoBux curtyariii: My sister is looking for a better job.

3) Konu MoBa #tzie mipo i, 3ariaHoBaHi Ha HaHOJIMK4e MaiOyTHE 1 K1
000BsI3K0BO BiZIOyayThes: They are having a party next Saturday.

Present Perfect Tense (TenepimHiii JoOKOHaHHI Yac) B)KUBAETLCS B TAKUX
BUIIAJKAX:

1) Sxmro ais BigOynacs B HeBU3HAUYCHUH MOMEHT B MuHyJoMy: He has repaired
his car.



2) Slxmio mist 3aKiHYMIIAcs HEaBHO 1 3apa3 € 11 Hacinku :  She has just washed
her hair.

3) 1106 3poOuTH HAroJI0C Ha OCOOUCTOMY JTOCBiAI 200 ocoOucTHX 3miHax: Mary
has lost weight.

4) 1106 3poduTH Haronoc Ha KibkocTi: He has driven eighty kilometres since
morning.

Present Perfect-Continuous Tense (TenepiriHii JOKOHaAHO-TPUBAJIHI Yac)
BXKUBAETHCS B HACTYITHUX BUTAQJIKaX:

1) Sxrio nis moyanacs B MUHYJIOMY, TPUBA€ JCSIKHIA 9ac i B MOMEHT MOBJICHHS I1IE
He 3akinumnacs. We have been watching TV since 5 oclock.

2) {00 migKpecIuTH, 10 Jis TpHUBajla JOCUTh IOBIO 1 3apa3 € BUIAUMUI
pesyneraT: Mike is out of breath. He has been running.

3) o6 migkpeciuTy Yac TpuBajocti aii:  She has been cooking all day long.

3BepHITE yBary!

1) JliecnoBa, siki He BxkuBarOThCsA B Present Continuous Tense (Tenepimabomy
TpPHUBAJIOMYy 4aci) , He BkuBarThes i B Present Perfect-Continuous Tense
(TenepimaboMy noxoHaHO-TpHBasioMy 4aci): | know Nick. We have known each other
for years. (NOT: I'm knowing Nick. We have been knowing each other for years.)

2) Miecosa live, work BxuBaiotecs sik y Present Perfect Tense (Tenepimuasomy
JIOKOHaHOMY 4aci), Tak i B Present Perfect-Continuous Tense (Tenepimabomy
JIOKOHAHO-TPUBAJIOMY uaci) Oe3 pisHuill B 3HaueHHi: We have lived / have been living
in this town for twenty years.

Exercise 1. Complete the sentences with the words from the box using them in the proper
form of the Present Indefinite Tense:

look be
go seem
have rain
start eat
take snow
speak win

1. The child ___ to school every day. His father __ him there in his car. 2. She
always __ lunch at school. 3. Richard's life in Paris is a bit difficult. He ___ only
English. 4. What's the matter? You __ very sad. 5. Liz is good at tennis. She
every game. 6. It quite reasonable. 7. Winter is warm here. It very seldom.
But sometimes it . 8. Helenisonadiet. She __ alittle. 9. He ___inahurry.
10. The exams at school ___in April.

Exercise 2. Open the brackets and use the proper tense:

1. Linda and I (work) for a company, which (produce) automobiles. 2. We both
(work) at an office which (be) just in front of the factory where cars (be made).



3. | (start) work at ten o'clock, and Linda (come) to the office at nine. 4. She (be)
good at typing, she (write) letters and reports every day. 5. She (not know) French
very well, so she often (go) to the sixth floor where | (work). 6. I sometimes (help) her
translate letters, as I (know) French rather well. 7. Linda also (answer) telephone calls,
sometimes she (show) visitors around the factory. 8. She (do) common paperwork, she
(write) memos, (file) reports (answer) letters. 9. She often (arrange) meetings for he
boss and other managers of the company. 10. You (understand) what her job (be)?
Yes, she (be) a secretary. 11. But she (not like) her job and (want) to be a manager.

Exercise 3. Open the brackets and put the verb into the Present Indefinite or the Present
Continuous Tense:

1. Be quiet, please. We (work) at the translation and you (make) a lot of noise.
2. He always (go) for a walk in the evening. 3. Where is Jack? — He (meet) his
girlfriend at the station. She (come) at 12 o'clock. 4. She (cry). Is something wrong?
5. In the morning | (have) little time, so | (take) a shower in the evening. 6. A decade
(describe) a period of ten years. 7. Her brother (work) in Canada at present. 8. She
always (dream) but (do) nothing to realize her dreams. 9. He (be) so suspicious to me
at the moment. | wonder why. 10. Hurry up, Jane! We all (wait) for you. 11. Turn off
the gas. Don't you see the kettle (boil)? 12. The children are still ill but they (get)
better gradually. 13. Don't bother her. She (take) her French lesson: she always (take)
it in the morning. 14. The living standards (change). Every month things (get) more
expensive. 15. Tom and Mary (leave) for the Netherlands tomorrow. 16. | have just
started English courses. | (study) English grammar. 17. Mercury (boil) at 357.25
degrees Centigrade. 18. We must buy new plates. — It's useless. You always (break)
plates. 19. It (surprise) me that they can't sell their flat. 20. A woman who (look) after
other people's children is a nanny.

Exercise 4. Correct the verbs in bold type if the tenses are wrong:

1. The clock is striking, it's time to finish your studies. 2. They are
understanding the problem now. 3. Where is John? — He prepares his lessons; he
usually prepares them at that time. 4. They are glad to know that their son is coming
home next week. 5. The evening is warm, but you are shivering. Is anything the
matter? — Nothing serious, | am feeling cold. 6. Can | see Mr. Green? — | am sorry,
you can't: he has dinner. 7. The soup is tasting delicious. 8. Now | am seeing what
you are driving at. 9. He believes in God and is always going to church on Sundays.
10. I am hating to speak to him. He is always complaining and forgetting what to
do. 11. They are being so nice to me at present. | am feeling they are liking me.

12. He often changes his political views. Now he is belonging to the Conservative
Party. 13. Look! Somebody tries to open your car. 14. Oh, | won't take this dish. It is
smelling awful. 15. How can | recognize him? | haven't met him. — He is wearing a
yellow leather jacket and green jeans. 16. She usually drinks tea in the morning, but
today she drinks coffee. 17. The last train is leaving the station at 11.50. 18. He is
wanting to buy a car, but first he must learn to drive, so he is taking his driving
lessons. 19. | can't stand him. He is liking to mock at people. He is always laughing



at us when we meet. 20. Don't laugh at lessons, you are always laughing too much
and the teachers are usually complaining of you.

Exercise 5. Translate from Ukrainian into English:

1. ITitep 3a3Bu4aii poOUTH TOMAIIIHI 3aBJIaHHS Iepe]T Beuepero. 2. YoMy Tu iaer
Tak MmBUAKO? - 51 Oorocs cmizHUTHCA (MISS) Ha MOi3a. 3a3BHYail I BUXOIKY 3 JIOMY
paHiie 1 Wy moBinbHO. 3. SIKi HOB1 AUCHUILIIHUA CTYJICHTH BUBYAIOTh B ITbOMY POIIi? 4.
YoMy BiH ChOT0/IHI TaKui TypOOoTIMBHIA? J{lUBHO, 3BUYaitHO BiH TOBOAUTHCS MO-1HIIIOMY.
5. MICTep Towmrmicon 3apa3 xuse B Ilpasi. - Ilo BiH Tam po6I/ITL‘7 - Bin Bukiagae
aHTINHCHKY. 6. ChoromHi Hae cHIT. 3a3BUYail 3uMa TYT TeIlIa, 1 CHIT Hae piako. 7. 5 He
MOKY OUIBIIIEe 3 BaMH PO3MOBIIATH. YoMy B 3aBXKIU KPUTHKYETE (Criticize) Bce, Mo o
pobmio? 8. Illo 3 To60r0? Tu myxe Omima. Sk T cebe mouyyBaem? - B MeHE CHIBHO
6otk ronosa. 9. Komu Bonn Bimtitarors B Heto-Hopk? - Ha mactymaoMy TrokHi. 10.
[Ilo T pobum? Hagimo T kiazxem ciab B kaBy? 11. 3apa3 kpusa, 1 I[IHU 3pOCTAIOTh
y>ke mBUAKo. 12. Ik cMauHO naxHe kaBoro! 3poOu MEHi Yalieuky, TITbKU 0e3 IyKpy.

Exercise 6. Open the brackets and give the proper forms of the Past Indefinite Tense:

1. The building of the trade centre (begin) a month ago. 2. It (be) bitterly cold
yesterday. | (put) on my warm coat but | (catch) a cold still. 3. The postman (bring) the
morning mail only at 10 o'clock. 4. I (see) you the other day coming out of the library
with a stack of books. Are you preparing for the exams? 5. We (have) a picnic
yesterday, but the rain (spoil) the whole pleasure. 6. You (go) to the South when you
(be) a child? 7. As soon as | came up, they (get) into a taxi and (go) away. 8. What
sights you (see) when you (be) in Egypt? 9. Every winter Nick (go) to the Swiss Alps
to ski. 10. He (come) in, (take) off his hat, (move) a chair to the table and (join) the
conversation. 11. When he (arrive)? — The plane was delayed and he (come) two hours

later. 12. How much your bag (cost)? — | (pay) $80 for it.

Exercise 7. Read an extract and open the brackets using the proper tenses:

Positano (stand) on the side of a steep hill and is a very picturesque place. In
winter lots of painters, male and female, (crowd) its two or three modest hotels, but if
you (come) there in summer you will have it to yourself. The hotel (be) clean and cool
and there (be) a terrace where you can sit at night and look at the sea. Down on the
quay there (be) a little tavern where they (offer) you macaroni, ham, fresh-caught fish
and cold wine.

One August, tiring of Capri where | had been staying, | (make up) my mind to
spend a few days at Positano, so | (hire) a fishing boat and (row) over. | (arrive) at
Positano in the evening. | (stroll) up the hill to the hotel. | (be surprised) to learn that |
was not its only guest. The waiter, whose name was Guiseppe, (tell) me that an
American signore had been staying there for three months. "Is he a painter or a writer
or something?" I (ask). "No, signore, he (be) a gentleman. You will see the signore at
the tavern. He always (dine) there," (say) Guiseppe.

Exercise 8.



A) Give news about yourself and other people to a friend of yours. Use the words given to
make sentences in the Present Perfect Tense:

Example: My sister/get married. — My sister has got married.

1. I/find/a new job. 2. My father/retire. 3. Jane and Mike/go to work/to Australia.
4. I/buy/a new motorcycle. 5. My niece/start to walk. 6. The Browns/move/to another
town. 7. Jack's Grandpa/die. 8. I/join/another football club. 9. Nick and Rita/divorce.
10. John/receive/ a fortune, he/become/a millionaire.

B) Ask your friend who is in the USA questions about what he or his relatives have seen or
done (use the Present Perfect Tense):

Example: You/have/a good journey? — Have you had a good journey?

1. You/already/see/the Great American Lakes? 2. You/be/to Broadway?
3. Mike/manage to see/the Statue of Liberty? 4. What/new places/your brother/show to
you? 5. Ann/visit/the White House? 6. Your father/get/ promotion?
7. You/receivel/your driving license? 8. Your brother/change/a car? 9. What kind of
house/you/buy?

C) Say what you or your friends have not done yet (this year, month, etc.):

Example: I/not be/to the theatre/this month. — | have not been to the theatre this month.

1. Sue/not read/Gone with the Wind/yet. 2. Jill/not enter/London University/this
year. 3. Larry/not produce/a new film/yet. 4. Peggy and Paul/not move/to another flat
this month. 5. Pete/not finish/his project yet. 6. My cousin/not get married/this month.
7. Mrs. Brown/not recover/yet. 8. They/not go/on business/this week.

Exercise 9. Open the brackets and put the verb into the correct tense, either the Present
Indefinite, the Present Continuous or the Present Perfect:

1. As arule, I (have) porridge for breakfast, but this morning | (order) an omelette.
2. This is the house where | (live). | (live) here since childhood. 3. Stop smoking! The
room (be) full of smoke which (come) from your pipe. Usually nobody (smoke) here as
Mother (not let) it. 4. | (write) letters home once a week, but | (not write) one this
week, so my next letter must be rather long. 5. No wonder she (look) tired after the
strain under which she (be) for a month. 6. Why you (not shave) this morning? — |
(shave) every other day. 7. Research (show) that lots of people (absorb) new
information more efficiently at some times of day than at others. A biological rhythm
(affect) different people in different ways. 8. I just (look) at the barometer and (see)
that it (fall) very quickly. 9. Don't shout so loudly. Father (not finish) work and he
hates if anybody (make a noise) while he (work). 10. I regularly (see) him at the tram
stop, but I (not see) him these two or three days.



Exercise 10. Open the brackets and put the verb into the correct tense, either the Past
Indefinite or the Present Perfect:

1. You (find) the money which you (lose) yesterday? — Yes, | (find) it in the
pocket of my coat when I (come) home. 2. The rain (stop) but a strong wind is still
blowing.

3. You (see) Nick today? — Yes, but he already (leave). 4. We never (see) him.
We don't even know what he looks like. 5. She (meet) them in the Globus theatre last
afternoon. 6. How long you (know) him? —We (meet) in 1996, but we (not see) each
other since last autumn. 7. He (live) in St. Petersburg for two years and then (go) to
Siberia. 8. When he (arrive)? — He (arrive) at 2 o'clock. 9. I (read) this book when |
was at school. 10. I can't go with you because I (not finish) my lessons yet. 11. The
clock is slow. — It isn't slow, it (stop). 12. He (leave) for Canada two years ago and |
(not see) him since. 13. This is the fifth cup of coffee you (have) today! 14. It is the
most beautiful place I ever (visit). 15. 1 (not see) Nick lately. Anything (happen) to
him? — Yes, he (get) into an accident three weeks ago. Since that time he (be) in
hospital. 16. Why you (switch on) the light? It isn't dark yet. 17. He (do) everything
already? — Yes, he (do) his part of work long ago. 18. The last post (come)? — Yes, it
(come) half an hour ago. 19. When you (meet) him last? 20. You ever (be) to Japan? —
Yes, | (be) there the year when there was an earthquake. 21. The discussion already
(begin). Why are you always late? 22. Why you (take) my pen while | was out? You
(break) it. 23. You never (tell) me why you're called Tony when your name is John.
24. Her father (die) when she was a small girl. 25. They (not meet) since they (leave)
school. 26. The rain (stop). Come out, | want to speak with you.

Exercise 11. Match the two halves of these sentences:

He caught a cold all day.
) )

She has been interested in before.
) maths )

They went out since last year.
) )

He has been in love with her when he was SiX.
) )

The Nobel Fund was set up up to now.
) )

He has been engaged at the when he had to wait for the
) plant ) bus.

He hasn't been abroad a few minutes ago.
) )

I've visited seven countries in the first half of the 20™
) ) century.

Mary and Nick have since she began to study it.
) )



never quarrelled like this

10) My son started school for two years.
)
Exercise 12. Choose the correct variant:
1.  ever __ tothismuseum?—Yes,| _ itoncewhen|  ayouth, and the
pictures _ adeep impression on me. Since then | there.

a) did you be, visited, was, made, was not

b) were you, visited, was, have made, was not

c) have you been, have visited, were, have made, have not been

d) have you been, visited, was, made, have not been

2.1 Jack lately. When _ himlast?—1 ___ himtwo daysago. | ___ thathe
____very much.

a) did not see, have you seen, met, thought, changes

b) have not seen, did you see, met, think, changed

¢) have not seen, you saw, met, think, changed

d) do not see, have you seen, have met, thought, would change

3. The Egyptian civilization ___ the oldest which ___ usart. It about five
thousand years ago. The story of Egyptian art ___ three thousand years and the art of
different periods.

a) is, left, began, covers, includes

b) was, leaves, has begun, covered, included

C) is, has left, was began, has covered, has included

d) has been, left, began, covers, included

4. your tennis racket with you? — Yes, | am going to show you how much |
____since last summer. | __ tennis lessons now. Now it foryou to judge if I
any progress.

a) did you bring, improved, take, is, have made

b) have you brought, improved, take, was, have made

¢) did you bring, have improved, am taking, is, made

d) have you brought, have improved, am taking, is, have made

5. lunch already? — No, not yet. The waitress ___ my order fifteen minutes
ago and __ me anything yet.

a) have you, took, has not brought

b) have you had, took, has not brought

¢) did you have, has taken, did not bring

d) have you have, was taken, was not brought

Exercise 13. Translate the following sentences using the Past Indefinite or the Present
Perfect:

1. e mictep Annepcen? - Bin noixas go ['aaru. - Konu? - Kisibka aHiB TOMY.

- A s "ikonu He OyB B Himepnannaax, xoda xouy Tam noOyBaTH Bxe Kilbka pokiB. 2. Bu

konu-HeOyap Oynu B Canra-bap6api? - Tak. - Konu Bu Tam Oynu B octanHii pas? - B

munynomy poui. 3. Jle Auna? Yomy BoHa He mpuiinuia B iHCTUTYT?  ii chOTOAHI HE

0auuB. 3 Hero 1M0-HEOynb Tpamuiocs? - Ta Hi, AHHa TyT. BoHa TiIbKU-HO miNUIa Ha



JIEKIIi10. AJle JICKITiS BXKE Tovanacs, OT)KEe TH HE 3MOJXKEIIl 3apa3 3 HEI MOTOBOPUTH. 4.
Bu 6ynu B Tearpi Ha bpoasei? 1o Bu Tam nuBunucs? Konu Bu Tam Oynu B OCTaHHIN
pa3? 5. OctanHiM 9acoMm s He oTpuMyBaia nucTiB (hear from) Big cBoix 6aThKiB. - Komun
TH OTpHUMaJia OCTaHHBOTO JucTa? - Micsllb TOMy. 3 TUX Mip s BXKE BiANpaBuia iM KiJIbKa
mucTiB. 6. XoaiMo B pectopad obizmatu. - I3 3amoBoneHasM. S e He 00igaB. - A Koiu
Bu cHiganmu? - Ili3HO Bpanii, anme s Bxke AaBHO xouy ictu. 7. Iloroga 3miHuiacs 3
y4OpamHboro gHs. Jyke X0JI0AHO, 1€ CHIT 1 IMe CHIIbHUI BiTep. 8. BoHu Bxke minuin?
- Tak, BOHM BUUIILIM PIBHO O ChOMIN. 9. BoHM mo3HaOMMIKCS MIBPOKY TOMY Y MOE€I
NoJIpyTH, ajie 3 Tux mip He 6aunnuca. 10. A cymyro 3a cBoero cim'ero. MeHi 371a€Thes, 5
He OyB yJioMa BXKe IIUTY BIYHICTh. MO€ BIAPSIKEHHS TpUBA€E Bxke MiBpoKy. 11. Bu Bxke
HaIlucaJid KOHTPoJIbHY poooty? Ilokaxite MeHi ii. 12. /laBHo BM mipuixanu? baunmm
rioro? - 4 mpuixana Buopa. S 6aumnia Horo i roBopuia 3 HUM ChOTOJIHI MIC/IS CHIJIAHKY.
13. Mics1iB 30 Tpu TOMY BiH BUixaB 10 AQpuku. 3 THX Mip BOHU HE 3ycTpidyanucs. 14.
S naBHO npmitnuia croau. S Tyt 3 9-01 ronunu. 15. Y Tebe 3 THX mip TPOXH NOTEMHLIO
BoJioccs. 16. MU TUIbKK-HO TIPOJIalii OCTaHHIN ek3eMIuisip 1i€i kauru. [llkona, mo Bu
HE CKa3zaJld Ham, 110 BoHa Bam noTpiOHa. 17. Konu BiH 3axBopiB? - Tpu nHi Tomy. A 3
HUM 3 y4dopamHboro AHs. 18. S ni3HaBcs Bam TesneoH B A0BIIKOBOMY Oropo (enquiry
office) 1 A3BOHKB BaM KUIbKa pa3iB, aje HIXTO He BianoBigas. 19. Bu nasHo TyT? - Hi, 4
TUIBKU-HO puiIoB. 20. BiH HaBYUMBCA Mi1aBaTH B JUTUHCTBI. BoHM TO1 Oy HA MiBIHI.

Exercise 14. Complete the sentences with the verbs from the box using the Present Perfect
Continuous Tense:

run make
study work
consider do
walk speak
wait paint
snow try
1. He __ for two hours, tell him to rest a little. 2. "1 a long time for you,"

said my friend with a displeased air. 3. They __ anoise since | came here. 4. How
long you __ to get in touch with your friend? 5. Your face is dirty with paint. What
you  ?You___ thehouse? 6. They this problem for more than two hours.

7. 1 ask you to keep to the point. You ___ for fifteen minutes, but the subject of your
report is not clear yet. 8. He is a rather experienced specialist. He ___ his business for
seven years. 9. There is a lot of snow in the street as it since yesterday. 10. How
long your brother _ as a doctor? 11. I've got sore feet. We __ for six hours already.

Exercise 15. Open the brackets and put the verbs into the Present Perfect Continuous
Tense or the Present Perfect Tense:

1. 1 (try) to get into contact with them for a long time, but now I (give) it up as
hopeless. 2. My shortsighted uncle (lose) his spectacles. We (look) for them
everywhere but we can't find them. 3. She (be) of great help to us since she (live) for
such a long time with us. 4. You ever (work) as interpreter? — Yes, that is what | (do)



for the last five months. 5. They (make up) their quarrel? — I don't know. I only know
that they (not be) on speaking terms since September. 6. Our pilot (ask) for permission
to take off for ten minutes already, but he (get) no answer yet. 7. A skilful
photographer (help) me with the development of summer films for two weeks, but we
(develop) only half of them. 8. I (know) them since we met at Ann's party. 9. You
(open) the door at last. I (ring) for an hour at least, it seems to me. 10. Look, the typist
(talk) all the time, she already (miss) several words.

Exercise 16. Open the brackets and put the verbs into the proper tense, either the Present
Continuous or the Present Perfect Continuous Tense:

1. Don't come in. He (take) an exam. He (take) his exam for half an hour already.
2. Where are the children? — They (play volleyball). They (play volleyball) since two
o'clock. 3.1 (learn) to type for a month and can say that my typing (improve). 4. Nick
(come) round to see us tonight. 5. He (stay) at his sister's for six weeks. He (try) to find
a flat to live in. 6. We can't dance as my father (work) in the study. He (prepare) a
report. He (write) it for the whole day. 7. Do you see what the child (do) with your
hat? Take it from him. 8. They still (discuss) the article? But they (do) it since twelve
o'clock! 9. The prices (go up). They (rise) since 1991. 10. What a strong wind (blow)!
It (blow) since yesterday.

Exercise 17. Open the brackets and put the verbs into the proper tense (the Present
Indefinite, the Present Continuous, the Present Perfect Continuous or the Present Perfect
Tense):

1. It (snow) steadily the whole week and it still (snow). 2. We (climb) for six
hours already, but we (not reach) the top of the mountain yet. 3. The pain already (go)
but the child still (cry). 4. The workers (work) very hard these two weeks, they (be)
busy with the interior decoration of the house. 5. He (solve) the crossword puzzle for
an hour and he (say) he (be) about to solve it as he (think) over the last word. 6. He
(work) at the language all the time and (make) great progress. His pronunciation (be)
rather good, only a slight accent (remain). 7. He (finish) the first part of his book and
now he (write) the second. He (work) at his book for two years. 8. Dustin Hoffman,
who (play) the hero, (give) a fine performance. 9. Why your hair (be) wet? You
(swim)? 10. Doctors and scientists (show) recently the benefit of fish in the diet.

Exercise 18. Translate into English:

1. Bin Ham tpenep (trainer) 3 Tux mip, SIK s M0YaB rpaTH B il koMaHdi. 2. Boxu
ke mpuiinsim pimenas (take a decision) 3 mporo nurtanas? - Hi. Bonu Bce 1me
cniepedaroThesi (argue). BoHn 0oOroBOpIOIOTH 1€ MUTAHHS BXE JBI TOAWHU 1 IIIE HE
MPUHIUIN HI JI0 SIKOTO pimeHHs. 3. PaHok OyB COHSYHHMM, ajie 3 OJUHAIINTOI TOToaa
3MiHWIAacs, 1 3apas3 e qoir. 4. Yum Bu 3aliMaeTecs 3 TUX TP, K MU po3nyurncs (part)?
5. Mepi Bxe npuixana? - Tak, BoHa Bke TyT JBa JHi. BoHa mpuixana B m'atHuifo. 6.
CTyneHTH NMUIIYTh KOHTPOJIbHY POOOTY BXke ABI roguHu. IOk TUTbKM NBOE 371U
pobotu. 7. I'po3a (thunderstorm) mpoiiiuia, ajie He0O MOKPUTE TEMHUMHU XMapamH, 1 AMe
CUJIbHUH BiTEp. 8. Bu npounTtanu kaury, siky s BaM gana? 9. Bu norano surisigaere. Bu



OaraTo mpaioBaiy Ha oMY THXKHI? - Tak. S mpairor HaJ IepeKIaoM BikKe IeCATh
AHIB, ane 3poouna Tutbku nosoBuHy. 10. o Tyt pobuth us moauna? - Bin udekae
cekperaps. Bona mie He mpwuiinmia Ha poOoTy.

3BepHiTH yBary Ha BiAMIHHOCTI Y BHUKOPHUCTAHHI MHMHYJIOT0 HEO3HAYEHOIO,
MMHYJIOT0 TPHBAJIOI0, MUHYJIOT0 JOKOHAHOI0 TA MHHYJIOT0 JOKOHAHO- TPUBAJIOI0
yacis.

MuHyJ1uil HEO3HAYEHUH YaC BXKUBAETHCS Y TAKUX BUMAJIKAX:

1) Konu nmist BinOyacs (i 3aBepiiniacs) y IeBHUN MOMEHT y MUHyJIoMy: She
washed her hair half an hour ago.

2) Koy aBi ab0 OisbIire Jiit BigOyJIMCs 0JTHA 3a IHIIOKO MTOCIIIOBHO 1 0€3 BEIMKHIX
iHTepBaiB y yaci: They came into a café, sat down at a table and ordered two cups of
coffee.

3) Jlns onmcy craHiB 1 3BUYOK y MuHYJIoMY: He used to play football/played
football when he was a schoolboy.

3) SIKIIo MPUCYIKOM Y PEUCHHI BUCTYIAIOTh JIIE€CIIOBA, SIKI HE BXKHBAIOTHCS Y
MUHYJIOMY TPUBAJIOMY 4aci, TO BOHU BXXUBAIOTHCA Y MUHYJIOMY HEO3HAaUYE€HOMY Yaci:
We agreed to help her.

MuHyJuii TPUBAJIUM YA€ BXKUBAETHCSA Y TAKUX BUMAJKAX.

1) Kosu mist TpuBaiia y IeBHHI MOMEHT Y MUHYJIoMY: She was washing the
dishes at 6 o'clock yesterday.

2) Konu i abo Oisbiiie aiid TpuBanu ogHodacHo y munyiomy: While she was
washing the dishes, her husband was drying them.

3) Konu oniHa fiist TpuBajia y MUHYJIOMY, a iHINA 11 mepepBana. He was watching
TV when his friend phoned.

MuHy/ i JOKOHAHMH YA€ BXKUBAETHCSA Y TAKUX BUNAJKAX:

1) Sxmro mist 3aBepImiIacs 10 MeBHOro MoMeHTy B muHysIoMy: We had come
home by 8 oclock yesterday.

2) SIkio st 3aBepIIMIIACs JI0 IMOYATKY iHINOI ail y Munyiaomy: They had
returned home before the film began, (nepma nis: they had returned home; npyra mis:
the film began)

[opiBHsiiTE:

We reached the hotel and the rain started. (xii BinOyBarOThCs OCTITOBHO)

We reached the hotel after the rain had started, (mepma gist: the rain had started;
apyra ais. we reached the hotel)

MuHnyJIui JOKOHAHO-TPUBAJIMIA YaC BXKUBAETHCS Y TAKUX BUIA/IKaX.

1) SIkiro aist TpHBaja IKUHCH Yac 10 IEBHOTO MOMEHTa ab0 MOYaTKy 1HIIOI Jil y
munysnomy: We had been walking for forfy minutes before we reached the village.

2) 1100 migKpecIuTH, 0 Jisl TpHMBaja JOCTATHHO JIOBIO Y MUHYJIOMY Ta MaJia
BuauMui pesynbrat: He was confused because he had been solving that problem for
hours.



Exercise 19. Open the brackets and use either the Past Indefinite or the Past Continuous:

1. We (walk) in silence when he suddenly (ask) me to help him. 2. I just (have)
breakfast when the telephone (ring). When | came back to my coffee, it (be) cold.
3. When | (finish) my letter in the hall, a tall beautiful woman with red hair (enter).
A dog (follow) her. 4. Ann (drop) two cups while she (wash up) last night, but neither
of the cups (break). 5. I (walk) along the street watching what (go on) around me. Fast
cars (rush) in both directions and it (be) impossible to cross the street. 6. The old man
who (sit) on the bench beside me (keep) silence. Then suddenly he (turn round) to me
and (begin) to speak. 7. 1 (stand) near the fence when suddenly I (hear) the voices.
8. He well (remember) the day when he first (go) to school. 9. We (talk) about Jim
when he (run) into the room. 10. The day was marvelous: the sun (shine), the birds
(sing) so we (decide) to go for a walk. 11. Miss Brown's telephone (ring) when she
(dress). 12. 1 (light) my pipe and (nod) to him to show that | (listen). 13. When he
(come) into the office the secretary (do) a crosswords puzzle. 14. Why you (not listen)
to me while I (speak)? 15. He (wait) for her, but she never (come).

Exercise 20. Find the mistakes if any. Use the proper tense:

1. When | came, he was having breakfast. 2. When she worked there, she often
made mistakes. 3. When he was phoning, she had a bath. 4. While | was ironing, he
read a newspaper. 5. | cooked supper when | heard this news. 6. He was working in
this company in 1997. 7. | could not answer your call. | worked in the garden then.

8. They wished to stay because they enjoyed themselves. 9. Were you quarreling all
evening? 10. The train was approaching the city when it was raining heavily. 11. The
secretary still typed when the boss came in and was putting some documents on the
table. 12. When he came up to the square, he saw a lot of people: they sang, danced
and shouted. They were celebrating New Year. 13. Just as | was coming into the room,
the students discussed the first report. 14. All the time | was writing, he was annoying
me with silly questions. 15. The children played while the mother put the room in
order.

Exercise 21. Choose the right variant using the Present Perfect, the Past Indefinite or the
Past Continuous Tense:

1. While I (was waiting/waited/have waited) for him to call up, he (had/was
having/have had) a good time in the bar. 2. She (has written/wrote/was writing) this
exercise yesterday at 8 o'clock. 3. He (has invited/was inviting/ invited) me to the
party yesterday. 4. | (passed/have passed/ was passing) my exam in history today.

5. He (read/has read/was reading) a book two days ago. 6. They (have seen/saw/were
seeing) this film last week. 7. She (painted/has painted/was painting) the picture when
| came. 8.1 (made/ have made/was making) my report when you entered the hall.

9. They (learnt/were learning/have learnt) the new words yesterday from three till
seven. 10. It (rained/has rained/was raining) this week. 11. She (was having/had/ has
had) a bath at seven o'clock last night. 12. She (was washing/washed/has washed)



dishes already. 13. They (had/have had/were having) supper when the telephone rang.
14. 1 (didn't meet/haven't met/was not meeting) you for ages. 15. Last summer he (has
gone/was going/ went) to the Caucasus. 16. She was thoughtfully looking at him while
he (read/was reading/has read) a newspaper. 17. While | (swept/was sweeping/has
swept) the floor, Mrs. Parker began cooking. 18. | just (had/have had/was having) a
telegram to say that my poor friend is badly ill again. 19. We (sat/were sitting/have
sat) in silence for a few minutes. He (spoke/was speaking/has spoken) at last.

20. While she (washed/was washing/has washed up), she (was hearing/heard/has heard)
the doorbell, then voices. 21."She (was making/made/has made) tea, let's go to the
dining room™. 22. Only two stars (shone/were shining/ has shone) in the dark blue sky.
23. On glancing at the address, he observed that it (contained/was containing/ has
contained) no name. 24. He just (left/was leaving/has left) the hall when a stranger
(entered/was entering/has entered). 25. | (met/was meeting/have met) Ann at her
father's house twenty years ago and (knew/have known/ was knowing) her ever since.

Exercise 22. Choose the right variant:

1. Higher education in the US ___ in 1636 when the first colonists __ Harvard
Col-lege.

a) has begun, founded

b) began, have founded

¢) began, founded

d) was beginning, have founded

2. Noah Webster _an American Dictionary of the English Language in two
volumes in 1828, and since then it the recognized authority for usage in the United
States.

a) published, became

b) has published, has become

¢) published, was becoming

d) published, has become

3. He __ at Oxford then. He was not the best student, though he __ well known
among the second year students.

a) was studying, became

b) was studying, has become

¢) studied, became

d) has studied, has become

4.0ne daywhenhe  homehe  aboywho  him from the opposite side
of the street.

a) was walking, saw, watched

b) walked, has seen, was watching

c¢) was walking, saw, was watching

d) has walked, has seen, has watched

5. It was midnight. She ___in her lonely room. The shutter driven by the rain ____
against the window.

a) sat, beat

b) was sitting, was beating



¢) has sat, beat
d) has been sitting, has been beating

Exercise 23. Translate into English:

1. 4 Tak 1 He mobaunB Bemwmki o3epa. Komu moTsr mpoi3auB e paitoH, Oyia Hid.
2. Iloku nupekTop BIB Oeciay 3 IpeacTaBHUKaMu (representative) 1HO3eMHHX ¢ipM
(firm), cekperap copTyBasia pankoBy mnomry. 3. Tom Coliep He MIT rpat 31 CBOIMHU
toBapuiamu. Bin papOyBaB mapkan (fence). 4. Bxke cizano coHlie, KoM s mig'ixaB 10
EnunOypry. 5. Bin BiB MalinHy Ha BeJMKiN MBUAKOCTI. 6. BoHM BUILIN, KOJIH 111e 010
BU/JIHO, aJie YOPHI1 XMapH 30upanucs Ha ropu3oHTi (horizon) 1 AyB X0JIOAHUI MIBHIYHHIMA
Bitep. 7. Iit 6yno pyske Baxko *uTH 3 Micic I'pin B ofHiil kKiMHaTi (share a room), ToMy
10 Ta MOCTIHHO ckapkuiacs (complain of) Ha X001 1 Ha Morane oOCIyroByBaHHS. 8.
Bona #inna temHoro Bynuiiero 1 omsiganacs. Xtoch ctexuB (follow) 3a nero. 9. Bin
BUTJIIHYB 3 BiKHA. barato mwogeit ctosuio 61 Oynuuky. 10. Komm s ysilinuia 1o
KiMHaTH, BOHA 1utakana. 11. Mu katanucs Ha auxax, xoua UmoB cHir. 12. Toro nusa y
Hac Oyso 6araTto poOOTH, TOMY IIO BBeUepl MU BiTiXKIxkanu. 13. Mu no3HalloMunucs
(get acquainted), komm ckimaganmu BCTymHI (entrance) icnutu. 14. Byopa BiH OyB
3aitHsATUM, BiH JaroauB (fix) Tenesizop. 15. Bin yBiioB 10 KiMHaTH, TPUBITABCS (greet)
3 ycima 1 ciB 0114 BikHa. 16. Bona rotyBanace a0 icnuriB. 17. Konu roguHHUK poOuB
OJIMHAJIIATY, BIH BCe I1ie mpaiftoBas. 18. Jloiil moyaBcs B TO MOMEHT, KOJIM BOHA BUMIILIA
B cai. 19. Beuopamu BiH MaB 3BUYKY YUTATH BroJioc cBoeMy cuny. 20. Boru npunuHmim
cBaputucs (quarrel), Tomy 110 TOCT1 BXOJWIH JI0 3aTy.

Exercise 24. Open the brackets paying attention to the use of the Past Perfect Tense:

1. He already (go) by the time | (come) to the party. 2. Mother (cook) dinner
before he (come). 3. When | (reach) the front door, | realized that I (lose) the key.
4. The shop (close) by the time | (get) there. 5. The scientists (carry) out many
experiments before they (achieve) satisfactory results. 6. When | (arrive), he (stay) in
the same hotel where we first (meet). 7. By the end of the year he (finish) research.
8. He told me that he (not see) much of her since she (move) to another town. 9. When
| (enter), he already (come) and (sit) near the fireplace looking through a magazine.
10. She said that they (meet) in 1990 for the first time.

Exercise 25. Choose the right variant:

1.1 tothe USA so far.

a) have not been

b) had not been

2. | never __ them when | lived in London.
a) had met



b) have met

3. | came at 2 o'clock. He ___ the work by that time.
a) had done

b) has done

4. | met her on Monday and ____ her since.

a) had not seen

b) have not seen

5. She said in a voice she never ___ about it before.

a) has heard

b) had heard

6. Yes, | know Jim. I __ him for more than ten years.
a) have known

b) had known

7. She tried to concentrate. She  John since 1978. No, he could not have done

a) has known

b) had known

8. He __inabank before he came to our office.
a) had worked

b) has worked

9. We ___ there since we were young.

a) have not been

b) had not been

10. Why __ the window? It is very noisy in the street.
a) had you opened

b) have you opened

Exercise 26. Open the brackets and use the required past tense:

1. It was the poorest room he ever (see). 2. No sooner she (come) to the station
than a fast London train (arrive). 3. I (finish) my work by afternoon and (sit) quietly in
my armchair, thinking of the days that (pass) by. 4. The storm already (die) away, but
very far off the thunder still (mutter). 5. I already (go) into the bed and (fall asleep)
when my mother (knock) at the door and (ask) me to get up. 6. By the time the guests
(come), she still (not be ready). 7. 1 (not listen), so | missed what she (say). 8. By 9
o'clock he (finish) work. He (go) outside. The rain (stop) but it (be) rather cool. 9. By
the time I (come) the shop already (close). 10. Hardly we (leave) when our bicycle
(break) down.

Exercise 27. Complete the sentences with the verbs from the box using the Past Perfect
Continuous Tense:

consider burn
drive hope
quarrel rain

practice write




| work | try |

1. He __ the car for many hours before he came to the crossroads. 2. The pianist
___the passage hour after hour till he mastered it. 3. When | met her, her eyes were
red. She and Mike again . 4. When | came, they ___this question for more than an
hour. 5. It was evening and he was tired because he _ since dawn. 6. He __ to get
her on the phone for 15 minutes before he heard her voice. 7. By 12 o'clock they  a
composition for two hours. 8. The fire __ for some time before a fire brigade came.
9.1 to meet her for ages when | bumped into her by chance. 10. When | left home,
it was raining, and as it ___ since morning, the streets were muddy.

Exercise 28. Open the brackets and use the proper tense:

1. When he (arrive), | (live) in London for a week. 2. We (read) while he (eat).
3. When Jack (phone) me, I (write) a letter. 4. When my friend (come), | (do) an
exercise for an hour. 5. The library (close) by the time I (get) there. 6. | (drive) home
when | (hear) the news on the radio. 7. They always (have) loud parties which (go on)
till the early hours. 8. We (walk) for some hours before we (realize) that we (lose) our
way. 9. No sooner | (complain) that I (not hear) from them for a long time than the
letter (come). 10. The concert was a great success. When the pianist (finish) his part,
the audience (applaud) the orchestra for some minutes.

Exercise 29. Translate into English:

1. Mu noauBUIKCS MECY O TOTO, K 0OroBOpuiIH ii. 2. MU NoauBHIKNCS M'eCy, a
noTimM ooroopuid ii. 3. 51 OyB B JIon0oH1 B MUHYJIOMY potii. Panimie s Tam He OyBaB. 4.
ﬁOMy He Moa00aBCs JIMCT, SIKWKM BIH HaMaraBcs HamucaTd Byke 1Bl roguHu. CioBa
3MaBaIMCs WOMYy HemepekorymBuMmu (unconvincing). 5. Komu Mu npuinuig, BiH yKe
BEPHYBCH 1 IIOCh MHUCAB Y cBOeMY KaOiHeTi (study). 6. Bin 3akiHYMB CBOIO poOOTY B cajy
1 cunaiB Ha Tepaci (terrace). Beuip OyB Terumid, 1 COHLE TUIbBKK-HO 3aiinuio. 7. BoHa
MporpaloBaia 3 HaMu TUIBKU JBa MICSIIl, ajie JOBeJa, 0 BOHA JOCBIAYEHHH FOPHUCT
(lawyer). 8. MmoB myxe CUIbHUIL CHIT, i s He 3Mir posibpatu (make out) HOMepa
TpamBas. Konu s Bxke nmpoixas (cover) KulbKa 3ynHHOK (tram stops), st 3p03yMiB, 11O iXaB
B HENPAaBWIBHOMY HanpsMmKy. 9. Sl n3BoHmia BaMm 3 4-i TOOWHM, aje HE 3MOIJa
IOJ3BOHUTHCS (get): Baia JiHis Oyna Bech yac 3aiiHsTa. 10. J[Ba THkH1 WU qo1mi:
HapelITi TPU JHI TOMY BCTaHOBUJIACH (Set in) XOpollia Mmoroja.

3BepHiTHL yBary Ha BiIMIHHOCTI y BKMBaHHI Mai0OyTHbHOI0O HEO3HAYEHOIO,
Mai0yTHbOI0 TPMBAJIOr0, MA0OYTHHOI0 [JOKOHAHOIO Ta Mall0yTHHOI0 I0KOHAHO-
TPHUBAJIOIO YaCiB.

Maii0yTHii HEO3HAYEHHMM YaC BXKUBAETHCA Y TAKMX BUIAJIKAX.
1) Koau mMu noBigomiisieMo mpo ¢aktu abo il B MaiOyTHHOMY, Ha 3/1IHCHEHHS
SKUX MM He Moxemo BrutuHyTH: It will be Monday tomorrow.



2) Koy Mu moBitoMJIsseMo Tipo Jiii a00 1oIii B MalOyTHROMY, ajie He BIICBHEHI,
110 BOHU BiAOYIyThCs (YU 1€ He mpuiiHsum octaTtoynoro pimmenns): | think 11l buy a
nNew camera.

3) Sxmo mu npuitHIH pinreHHs: B MomeHT MoBiieHHs:  Im tired. I'll 0o to bed
earlier today.

4) Konu Mu BUpa)kaeMo HaJlii, TOOOIOBaHHS, CTPaXH, 3arPO3H, IPOTHO3H
BIJIHOCHO MaiOyTHBOT0, TAEMO OOIISHKY 1 T. 1H. SIK MMpaBuUIIO, B TAKUX BHUIIAJIKaX
BXKHUBAIOTHCA ciioBa hope, believe, think, expect, know, promise, (be) afraid, (be) sure,
perhaps, probably, etc.: Im sure he will help you. He will probably come home late.

Maii0yTHii TPUBAJIMMA YA€ B)KUBAETHCS Y TAKUX BUIAJIKAX.

1) SIkmro aist BigOyBaTUMEThCS Y IIEBHUI MOMEHT y MaiiOyTHpoMy: At this time
next week we will be skiing in the mountains.

2) ko mist 000BSI3KOBO BiIOYAETHCS Y MailOyTHBOMY, TOMY IIIO IISI Tist
MOBCSK/IEHHA a0o € pe3ynpTatoM nonepeanboi fomosienocti: |'ll be speaking to John
tomorrow. (We will definitely meet.)

3) SIk1Io Mu JTy’Ke BBIWIMBO IIKABUMOCS TJIAHAMHM CITIBPO3MOBHHMKIB JUISI TOTO,
100 X PO IIOCh TOMPOCUTH ab0 3aIlPOIIOHyBaTH Iock it Hux 3pooutu: Will you be
going shopping? Can you buy a loaf of bread for me?

MaiiOyTHill TOKOHAHMH Yac BXKUBAETHCSA JJIs1 BUPAKCHHS AiH, KOTpP1
3aBepIaThCs 10 IEBHOIO0 MOMeHTa y MaiioyTHboMy: He will have finished his work by
6 o'clock.

MaiiOyTHill T0KOHAHO-TPUBAJIMI Yac BXXUBAETHCS I BUPKCHHS J1H, KOTpI
B1I0yBaTUMYThCSl 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.

Exercise 30. Here is the forecast of the life in the 21st century. Complete the sentences with
the words from the box:

forbid start

be use

live have

elect work

take replac
over e

1. People __ onthe moon. 2. Children __ school at the age of three.
3. Computers ___ teachers. 4. People 4 hours a day. 5. Houses and factories
solar energy. 6. Americans ____awoman president. 7. Robots __ most jobs.
8. There will be a law, which ___ having more than two children. 9. Six weeks ___ a
normal annual holiday. 10. Great Britain ___ a black Prime Minister.

Exercise 31. Fill in the blanks with shall or will:



1. Tomorrow it __ be cold and wet. 2. He ___ be fifty in June. 3. It's too dark to
go.l __ callataxi. 4. lgiveyoualift? 5. you help me with this bag? 6. I
____beatyouifyoudoitagain. 7. Iclose the window? 8.  you close the
window? 9. There is a car pulling down. — Oh, that ___ be John. 10. I doubt if he
____comesoon. 11.  we go on with our work? 12. Dont worry, | not be late.
13. | suppose you __ be pretty busy tomorrow.

Exercise 32. Open the brackets and use either the Future Indefinite or the Present
Continuous Tense:

1. I've bought a typewriter, | (learn) to type. 2. No, I (not eat) meat any more. |
am a vegetarian. 3. What's wrong? — I've got a flat tyre. — No problem. | (help) you.
4. 1 (punish) you if you continue doing it. 5. The forecast says it (rain). 6. You (air)
the room? — Certainly. 7. Nick, my TV set is again out of order. — O.K. I (fix) it. 8. |
suppose he (come). 9. He (help) you if you ask him. 10. What you (do) this evening?
11. He (be) busy tomorrow. He (service) his car. 12. Lucy (not go) anywhere this
summer. Her son (go) to college. 13. Ann is very angry with him. I am afraid she (not
stay) here another minute. 14. | (give) you another piece of cake? — No, thanks, that
(do). 15. You (help) me with this bag? 16.1 (send) the letter? 17. 1 am afraid, it (be)
difficult for you to stay there so long. 18. Where we (meet)? Victoria Station (be) all
right? 19. In the 21st century people (fly) to Mars and other planets. 20. I (go) to the
country for the weekend. — | (go) with you. 21. You (turn down) the radio, please?

Exercise 33. Open the brackets and put the Future or the Present Indefinite Tense:

1. I (accompany) you with pleasure as soon as | (finish) my report. 2. The
performance (be) a great success if he (play) the leading role. 3. If this time (be)
convenient for you, we (meet) tomorrow. 4. We (not complete) the work this week in
case he (get) ill. 5. We (not start) till he (arrive). 6. Provided he (leave) now, he (miss)
the rush hour. 7. We (not be able) to carry out the experiment unless he (help) us.

8. You may take my dictionary as long as you (give) it back on Friday. 9. As soon as
he (return) from the beach, we (have) dinner. 10. I (phone) you when she (come).

11. Providing that he (work) hard, he will finish his work on Thursday. 12. She has
two keys in her bag in case she (lose) one. 13. Unless he (come), we (not go) to the
country. 14. He (remind) you of you promise in case you (forget) it. 15. As soon as
the lake (get frozen), she (go skating). 16. When you (turn) on the right, you (see) an
old oak. 17. If she (keep) her promise, they (be) rich. 18. Unless you (look) at the
picture at some distance, you (not see) the details. 19. Providing that nothing (happen),
I (return) in two weeks. 20. If the wind (blow) from the west, it (rain). 21. If you (get)
there before me, wait till I (come). 22. Provided all (go) well, I (graduate) in June.

23. He (not go) for a walk until ho (do) his lessons. 24. He (not catch) the train unless
ho (leave) immediately. 25. We (not wait) till he (make up his mind).

Exercise 34. Open the brackets and use the proper tense, either the Future or the Present
Indefinite paying attention to when and if:



1. We'll go swimming if it (be) a nice day tomorrow. 2. | wonder if it (rain)
tomorrow. 3. You'll get wet if you (not take) an umbrella. 4. | don't know when he
(come back). 5. I doubt if he (join) us. He is very busy. 6. She will serve the table
when he (come). 7. I'll be grateful to you if you (lend) me this sum of money. 8. |
am not sure if he (follow) my advice. 9. | wonder if | (solve) this problem without
anybody's help. 10. He supposes that they will buy the house if it (be) in good
condition. 11. I am sure that when he (come) he will apologize for his rudeness.

12. | wonder if you (invite) the Browns if they (be) here on Sunday? 13. It's hard to
say if she (find out) everything. 14. | don't know when she (go) to see them. 15. We
will discuss the terms of the contract when he (come). 16. | will not deal with him if
he (be) so stubborn!

Exercise 35. Choose the right variant:

1.He _ heretillhe __ everything.

a) will stay, doesn't do

b) will stay, does

c) stays, will do

d) stays, will not do

2. In case the weather _ good, they _ fishing.
a) will be, will go

b) is, go

c) will be, go

d) is, will go

3. Unless he , We to the theatre.

a) doesn't come, won't go

b) comes, won't go

c) won't come, don't go

d) doesn't come, don't go

4. | can'tdecideif I __ youtilll __ whenthey .
a) will join, will know, will leave

b) will join, know, will leave

¢) join, will know, leave

d) join, will know, will leave

5.1 __ youthe keys to the car as long as you ___ the speed.
a) will give, won't exceed

b) give, won't exceed

c) will give, don't exceed

d) give, don't exceed

6. | don't know if they _ new people. Ifthey 1 youofit.
a) will hire, will, will inform

b) hire, do, inform

c) hire, will, will inform

d) will hire, do, will inform

7.1 ___ anywhere till my son all his exams.

a) won't go, doesn't take




b) don't go doesn't take

C) won't go, takes

d) won't go, will take

8.I1fshe _ andwe __ athome, ask her when she __ the magazine.
a) phones, are not, will bring

b) will phone, will not be, will bring

¢) phones, will not be, brings

d) will phone, will not be, brings

9.1  thearticlewhenl _ homeand __ youupwhenit _ ready.
a) will translate, will come, will ring, will be

b) will translate, come, will ring, is

c¢) will translate, will come, ring, will be

d) translate, will come, ring, is

10. He _ me the book providing | ___ it not later than Saturday.

a) will give, will return

b) give, return

c) will give, return

d) give, will return

Exercise 36. Translate into English:

1. Bonu OynyTh quBHTHCS (LIBM, K TUIBKU JITH JISKYTh claTH. 2. SIK TIIbKYU BIH
Ipuirae, 1 MoOMy BCE POCKaxy. 3. Sl 3 HAM NOTOBOPIO O TBOIO IPHi3Ay, ajie sl HE
BIIEBHEHUH, UM JJOCIIYXA€ThCS BIH MOiX nopai. 4. S Oyny Bam mpyxe BasuHuil (grateful),
K0 BU mOpoaukTyere (dictate) Meni 1o crarTio. 5. 3 Bamoro Ooky Oyne ayxe
HEPO3yMHO, SIKILIO B HE CKOPHUCTAETECS LI€H0 MOXKIUBICTIO. 6. IToTsr mpubyBae uepes
TOJIMHY. SIKIIO BU MOIAETE HA MAIIMHI, BU 3yCTpiHeTe ii. 7. SIK TIIbKK BU HOTO IMOOaYHTeE,
3amuTaiTe Moro, KOJM BiH i€ 1 4M 3aije BiH JI0 HAC mepen BiaA'i3aom. 8. 3anuTaiite ix,
9yl HE JaJyTh BOHM MeHI muiiococ (vacuum cleaner), sikimio MeHi moTpiOHO Oye
nounctut KuimM. 9. Ocbh BaM MOs ajjpeca Ha TOW BUIMAAOK, SKIIO BU BUPIIIUTE
npuixatu 10 Kuepa. 10. Meni BignpaButu nuct? - Tak. Konu By migeTe 10/10My, KHHBTE
HOTO0 B MOYTOBY CKpUHBKY (mailbox). 11. S BieBHeHU#, BU 1OJIF0OUTE i, SIK TUIBKU BOHA
MOYHE TpairoBaty 3 Bamu. 12. Mu neransHo (in detail) oGroBopumo 11e MUTAHHS 10
TOTO, SIK BiH mpwuiiae. 13. SIkimio BiH He OTpUMAae KHHUIY B HEILIIO, BIH HE 3MOXE
MiArOTyBaTUCA A0 AomnoBiAi. 14. Sl 3 HUM MOTrOBOPIO, KOJIM BiH MpHUiAJe, ajie s HE 3HAIO,
Yy Tpuijie BiH ChOTOHI. 15. Sl He 3Ha, KOJIU 51 OTpUMAal0 BiJl Hel BIAMOBIb, alie K
TUIBKY 5 i1 OTpUMaI0, 5 BiJipasy K Bam 3aresiepoHyIo.

Exercise 37. Put the verbs into the Future Continuous Tense making all necessary
changes:

Example: At 6 o'clock in the morning he always sleeps. — He will be sleeping at 6 o'clock in
the morning tomorrow.

1. Itis 5 o'clock. She is having a music lesson. 2. He is working in the garden
now. 3. Itis eleven o'clock. Ben is lying on the beach. 4. It's 10 o'clock. Nick and



Tom are playing tennis. 5. It's dinnertime. We're standing in the queue to enter the
canteen. 6. She is out. She always goes shopping during the break. 7. It's eight o'clock.
He is speaking with his partner on the telephone. 8. Granny is cooking supper. 9. His
little sister is eating porridge this morning. 10. It's no use inviting Tom for a walk. He
Is watching a football match.

Exercise 38. Open the brackets and use either the Future Indefinite or the Future
Continuous Tense:

1. He has come home from school late today. So he can't go for a walk: he (do) his
homework after dinner. 2. Today is Sunday and it is not raining. We (have) tea out in
the garden. 3. The big stores (have) their summer sales soon. 4. The weather is warm
today. We (have) a walk out in the garden. 5. I'm leaving now, but | suppose | (see)
you in the evening. 6. There is a party at Betsy's house tonight. So | (meet) you in the
evening. 7. It's awful to think I (work) this time next week. 8. Wait a little, | (phone)
for ataxi. 9. I'm very tired. | think I (go) to bed earlier today. 10. We (play) chess in
half an hour. 11. When you come, he still (work) at his report. 12. Tomorrow at this
time we (go) to Scotland. 13. Can you imagine that in five days we (cross) the Atlantic
on our way home. 14. What you (do) if I come at five? — | (watch) TV. 15. If they
arrive at 7, | still (sleep). I usually get up at 8.

Exercise 39. Join the following sentences with if, when, after, while, etc.:
Example: I'll go for a holiday. I'll not be busy. — I'll go for a holiday when | am not busy.

1. He'll be back early in August. His holiday will finish. 2. He'll have a good
time. The sea will be warm. 3. I'll be quite free. I'll graduate from college. 4. He will
come to my birthday party. He will not forget. 5. The German students will be having
their oral test. The English students will be writing their examination paper. 6. He will
not go for a walk. He will not have breakfast. 7. You will be packing our things. I'll be
making arrangements on the phone. 8. We'll come at 2 o'clock. They will be preparing
for the test. 9. You'll phone at 3. I'll be having a long-distance call and the line will be
engaged. 10. They'll see the sights. They'll go home.

Exercise 40. Translate into English:

1.5kmo nmorona Oyzae rapHoOIO, 3aBTpa B 1iei yac BU Oynere neperruHaTtu Jla-
Mamnm. 2. He a3BoHITE MeHi C 3-i 10 5-i. S Oyay npairroBatu. 3. JliBuatka 3apa3
OyInyTh rpaT B BOJIei00I, a XJIOMYuKy - B ¢GyT00:1. 4. Konu Tu npuiigent 10 HbOro, BiH
oyne dpapoysaru ctemo (ceiling). Bin pemonTye (refurbish) keaprupy. 5. borocs, s
Oyny 3aiiHATUH B 11ei yac. Mu OyeMo 3ycTpiuaTu AMoHChKY Aenerailito. 6. Koau mu
MpUIEeMO J01I0MYy, MaMa Bce I1ie 0yjie roTyBaTu 00ia. 7. HeBxke s 3aBTpa Oyy JeTiTH
Ha jiTaky B Amepuky? 8. botocs, konu Bu nipuiifieTe, BOHU OyyTh UTH 3BiACH . 9. Mu
3aBTpa Oynemo 0011aTu o0 TpeTii, a He o apyriit. 10. Bam manrok e Oyze cnaTH, sKIo
S IPUIATY O TPETIiA?

Exercise 41. Complete the sentences with the verbs from the box in the Future Perfect
Tense:



go tidy up
pack learn
type buy
paint receive
cook see

1. She __ an urgent paper for the conference. 2. Bob ___ his room by his mother
coming. 3. He already __ a portrait for the exhibition. 4. Peter ___ dinner by the time
his wife comes. 5. She _ awedding dress by the time her wedding takes place.
6. They by the time we come here. 7. | ___ aletter by the end of the week.
8. The train is to leave at nine o'clock. They __ their suitcase by that time. 9. | _
the film by 9 o'clock. 10. She  the new words for the spelling test, which her
teacher is going to give tomorrow.

Exercise 42. Open the brackets and put the verbs into the Future Indefinite, the Future
Perfect, the Present Indefinite or the Present Perfect Tense:

1. By 8 o'clock they (have) dinner. 2. By the end of the week he (finish) the
translation. 3. Before you (come) I (do) all the work. 4. She (look) through the article
by 12 o'clock. 5. They (receive) our letter by Monday. 6. By the time we (get) to the
forest the rain (stop). 7. | think he (answer) the letter by this time. 8. We (begin) to
work after we (read) all the instructions. 9. We (not do) anything until he (take)
necessary steps. 10. The committee (prepare) the plan by tomorrow. 11. | suppose
when my letter (reach) you I already (return) from my voyage. 12. He (pass) an exam
after he (learn) all the material. 13. |1 am afraid they (not discuss) all the questions by
the time they (come). 14. We (not be able) to start the experiment before we (obtain)
the necessary data. 15. The secretary already (look) through all the papers before the
boss (come). 16. My train (leave) by the time you (come) to the station.

Exercise 43. Translate into English:

1. borocs, Ha TOM Yac, KOJIM BU IPUIAETE 3 TPOIIMMA, BOHHU BXKE BCE PO3NPOAAAYTh.
2. 3arenedoHyiiTe MEHI MICIS TOTO, SIK BU MPOYUTAETE KHUTY. 3. M1 3poOUMO BCi BIIpaBu
710 MO0 MPUXOJy, a MOTIM BCl pa3oM moigemMo Ha kaTok (skating rink). 4. S manumny
oMy miciisg Toro, sik modauycs 3 fioro 6arbkamu. 5. Hamm 3aBoa Bumyctuts (produce)
HOBHI1 aBTOMOOUIb 10 KiHIS poKy. 6. He 3Hato, 4u Hamuie BiH CTATTIO JO MEPIIOTrO
BepecHs. Skio BoHa Oyjie roToBa J0 IILOTO Yacy, MU ii HaJpyKyemo. 7. S Bxke miay B
TearTp, SKIIO BU MpUiJIeTe Tak Mi3HO. 8. borock, BU 3amizHuTech. BoHM Bke 3akiHUYaTh
neperoBopi (talks) mo 5-oi rogunu. 9. Ha xanb, Bu floro He 3actranere. Jlo Toro yacy
BiH BXe Moine Ha Bok3all. 10. [lo Healnl BOHU 3aKiHYATh PEMOHT (repair) 1 mepeigyTh Ha
HOBY KBapTHUDY.

Exercise 44. Open the brackets and use the Future Perfect Continuous Tense:



1. They already (rehearse) for an hour when we come. 2. | (work) in this
company for 10 years next April. 3. By next year he (write) the novel for three years.
4. The thieves are sure that they (drive) for 6 hours when the police discover the
robbery in the morning. 5. They (study) for 3 hours when you come.

Exercise 45. Find and correct the mistakes if any (pay attention to the use of tenses):

1. After graduating from the institute | came to St. Petersburg. | am working here
since then. 2. I have just left the house when you phoned me. 3. By the time | came to
the country cottage my friends have already left. 4. When | came, my friend was
sitting on the sofa and was reading a newspaper. 5. It has rained since morning and |
am afraid, it won't stop by Saturday. 6. He will work at his new book during his
holiday. 7. The woman who speaks with my sister is my neighbour who is living
opposite us. 8. They were looking for the money since morning but they couldn't find
it anywhere. 9. Yesterday when | came to see my friend he was having supper. He has
just come home. 10. After he has finished the picture he will invite his friends to look
at it.

Exercise 46. Choose the right variant:

1.When ___ Annlast?—1___ hersinceshe ___ to another city.

a) have you seen, haven't seen, has moved

b) did you see, didn't see, moved

¢) did you see, haven't seen, moved

d) have you seen, didn't see, has moved

2.0urtrain ___ at8o'clock. Ifyou  at5,we _ our things.

a) leaves, come, will pack

b) will leave, will come, will be packing

c) is leaving, will come, are packing

d) leaves, come, will be packing

3. They _ tobuild a new McDonalds in several days and it by the end of the
year.

a) will start, will finish

b) are starting, will have finished

c) start, will be finishing

d) start, are finishing

4.1 ___ the performance for twenty minutes when my friend ___ at last. His car
____on his way to the theatre.

a) was watching, had come, had broken down

b) had been watching, came, had broken down

c) watched, came, broke down

d) have been watching, had come, has broken

5. Look, what he __ on the blackboard. He __three mistakes.

a) is writing, has made

b) has written, had made

c) has been writing, is making



d) writes, made

6. What ___iftherain __ by evening? It ___ since yesterday. | wonder when it

a) will we do, doesn't stop, is pouring, will stop

b) are we doing, hasn't stopped, had been pouring, stops

c) shall we have done, won't have stopped, was pouring, will be stopping

d) shall we do, hasn't stopped, has been pouring, will stop

7.What ___ whenl ___ ?—-We __ thearticle which Mary just .| to
read it for a long time.

a) did you do, was coming in, were reading, has brought, have wanted

b) were you doing, came in, were reading, had brought, had wanted

¢) had you been doing, came in, read, brought, had been wanting

d) have you done, have come in, have read, has brought, wanted

8. It dark, it's time for the children to go home. They __in the yard for the
whole evening.

a) got, play

b) has got, are playing

C) is getting, have been playing

d) gets, played

9. I haven't heard you come into the room. When __ ?—-1___ long ago. You
and | __ to disturb you.

a) did you come, came, were reading, was not wanting

b) did you come, came, were reading, did not want

¢) have you come, have come, have been reading, don't want

d) were you coming, was coming, read, haven't wanted

10. I till Father . He his key and | will have to wait for him.

a) won't be leaving, will come, had lost

b) won't leave, will come, has lost

d) won't leave, comes, has lost

d) aren't leaving, comes, loses

Exercise 47. Translate into English (revision):

1. BiH cTosB Oiys BiKHa 1 AyMaB Mpo cBo€ MaiOyTHe. 2. S 6auuB iforo naBHo. S
O0auuB iforo HempaBHO. S He OauuB Horo maBHO. 3. lle crasocs g0 TOro, SIK MU TyAH
npuixanu. 4. Boru 3po6unu Bce mokiuBe (00 one's best) no toro, sk npuidIIoB Jikap.
5. cnoniBarocs, TOO1 6yz[e BCE 3p03yM1JIO, KOJIK TH OJIepKuUII aucTa. 6. Jlo 9-o1 ronunam
BiH 3aKiHYMB POOOTY 1 BuiIIOB Ha Byauio. Birep ymryx (fall), ane 6ymo mocuth
Mpox0JIoAHO. BiH MOBUIEHO WIIOB, HAMAralOYUCh Hi MPO 110 He ayMatu. 7. 51 He OauuB
Tebe 1Ty BiuHICTh. SIK crpaBu, siki HoBuHH? §. Bu momwmnucsa. Bu nepenaere mei
cisb, a He Tipunirro (mustard). 9. Mu 3ynmuHUINCS, TOMY IO SIKUHCH YOJIOBIK ITiAXOIUB
1o Hac. 10. S npuiimos, m06 nonpomaTics 3 BaMy. 3aBTpa B L€l Jac st Oyay IUIHCTH
(sail) mo octposa Ilacxu (Easter). 11. Kynu ta nokias kirou? S Hije HE MOXY HOro
3HaiiTi. 12. Bin He GauuB MeHe, 60 miock nucaB. 13. Hapemri s 3poOuB CBOIO
JOMAIITHIO po00Ty 1 Tenep BUIbHMM. 14. XTOCh CTOiITh Ol Hamux JaBepei. MeHi



3a€TheA, BiH miaciayxoBye (overhear). 15. SIkmio BoHa HE OTpUMaE HiSIKMX 3BICTOK BiJl
OpaTa Ha IbOMY TH3KHI, BOHA monuie Teaerpamy. 16. Jlo Toro gacy, KoJiu MU JICTaTUCS
10 OyIWHKY, CHIT TPUIIMHHUBCS, & MICSIb SCKPABO CSsIB HAa TEeMHOMY HeOl. Mmu
BTOMIUIUCS, TOMY IO WIUIM Tpu roguHu. 17. Tu xonu-HeOyab 4yyB, K 100pe BOHA
roBoputh aHrmiiceko0? Kaxyts (they say), Bona BuuTh iforo Bxe Tpu poku. 18. Illo
Oyzaemr poOuTH 3aBTpa O TpeTid roauHi? Skmo Ti Oyaem BUIBHHUM, MU MPHIAEMO 10
Tebe.

IMMACUBHMUI CTAH JAIECJIB (THE PASSIVE VOICE)

ITacuBHMIi cTaH Ai€cyiB B aHTIIIMCHKIM MOBI BXKUBA€ThCA, KOJIHU 1S BaXKJIMBIIIIA,
HDX i1 BUKOHABEIlb; KOJIM BUKOHABELD Jl11 HEBIIOMUI; KOJIM MU 3BEPTAEMO yBary Ha
BUKOHABIIA Aii. Tako)K MacUBHUN CTaH BXXUBAETHCS JJIS MIAKPECICHHS BBIUJIMBOCTI Ta
O(IIAHOCTI CUTYyalii.

Hanpuknan:

The animals on the farm are fed three times a day. (BukonaBenp Jii HeBiOMUI Ta
HEBaXKJIMBUI )

This poem was written by Robert Burns. (3BepTaeMo yBary Ha BUKOHABIIS Ii1)

All the participants will be sent invitation cards. (miakpecaroemo odimidHICTh
CHTYyallii)

JliecioBa y macCMBHOMY CTaHIi B aHTJIIHCHKIN MOB1 BXKUBAIOTHCSl Y HEO3HAUCHUX
yacax (TemepiliHii, MUHYJIUH, MalOyTHIH), TpUBAINX Yacax (TemepiliHii Ta
MUHYJIHI), 3aBEPIICHUX Yacax (TenepiliHiid, MUHYJINH, MalOyTHiH), y CIIOJTY4eHHI 3
MOJAJILHUMM JI1€CJIOBAMHU.

[TacuBHuU cTaH maieciiB Heo3HadeHHUX vaciB (Simple Tenses) yrBoproeThbes
MPHETHAHHSIM JIOIOMIDKHOTO JiieciioBa to be y BiAmoBiTHOMY Yaci 10 OCHOBHOT'O
aiecnoBa y TpeTiit popmi (11 HempaBHIILHUX AI€CTiB) a00 i3 3akiHdeHHAM -ed (ayis
NIPAaBUJIHHHUX).

to be + V3 (Ved)

3anepeyHa Ta nUTabHA (POPMU pEUEHbB 3 JIIECTOBAMU TACUBHOTO CTaHy
YTBOPIOIOTHCS 3 BUKOPHCTAHHSIM BiIMOBIIHUX (OpM JTOTIOMIKHOTO JieciioBa to be.

J171s1 yTBOPEHHSI MACMBHOTO CTAHY Ji€C/IiB TeNnepillHbOr0 HEO3HAYEHOI0 Yacy
(The Present Simple Passive) BxuBaroThcst hopMH TOTOMIKHOTO JieciioBa to be
Tenepimuporo vacy (am/is/are).

| +am+V; (Ved) Am+ 1+ (Ved)?

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

He/she/it +is not (isn't) + V3 (Ved)



Wel/you/they + are not (aren't) + V3 (Ved)

IlacuBHMI CTaH Ai€caiB y TenepiliHbOMY HE0O3HAYEHOMY 4aci BXKHBAEThCH,
AKIIO J1ii € peryasipHUMH, TOBTOPIOIOTHCA a00 MOBa i1 PO 3arajbHOBIAOMI (DaKTH.
XapakTepHi oocraBuHM Yacy . always, usually, often, every day (month, etc.),
sometimes, seldom, rarely, never.

Hanpukian:
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.

ITacuBHUI CTAH Ji€C/IiB Yy MUHYJIOMY HEO3HAUYEHOMY 4YacCi yTBOPIOETHCA 32
J0ITOMOT0r0 (hOPM MHHYJIOTO Yacy JOIMOMiKHOTO aiecioBa to be (was/were).

I/he/she/it + was + V3 (Ved)

You/we/they + were + V3 (Ved)

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

Were + you/we/they + V3 (Ved)?

IlacuBHUMH cTaH Ai€c/TiB y MUHYJIOMY HEO3HAYEHOMY 4acCi BXKUBAETHCS, SKIIO
Ji1 cTanuCs 1 3aBEPIIMIIUCS B IIEBHUN MOMEHT Y MUHYJIOMY 200 WIEThCS PO MOJIT uu
3arajJbHOBIIOMI (paKTH, K1 MaJIM MICII€ Y MUHYJIOMY. XapaKTepHi 0OCTaBUHU Yacy:
yesterday, last day (month, etc.), ago.

Hanpukiian:
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.

IMacuBHMii cTaH giecaiB MaiildyTHLOro Heo3HavyeHoro vacy (The Future Simple
Passive) yTBOpIOEThCS 3a JOMTOMOTOI0 (hOPMH MallOYTHHOTO Yacy JOMOMI>KHOTO
niecinosa to be (will be).

I/you/he/she/it/we/they + will be + V3 (Ved)
I/you/he/she/it/we/they + will not (won't) be + V3 (Ved)
Will + l/you/he/she/it/we/they + be + V3 (Ved)?

IIacuBHMIi cTaH Ai€c/iB Maiil0yTHHOT0 HEO3HAYEHOI0 YaCy BXKUBAETHCS, SKIIO
Ii1 CTaHyThCsI B IEBHUI yac 1 B MailOyTHbOMY. XapaKkTepHi 0OCTaBHHU Yacy :
tomorrow, next day (month, etc.), in an hour (week, etc.).

Hanpukian:
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.



JIist yTBOpEHHSI MACHBHOTO CTAHY Ji€caiB Tenepimuboro Tpusajoro (The
Present Continuous Passive) i munyJsoro Tpusagioro 4acis (The Past Continuous
Passive) BxuBaroThcs (HOpMU TOTIOMIKHOTO JieciioBa to be y TenepimabroMy
(am/is/are) abo muHyOMy 4aci (was/were), mieciaoBo to be i3 3akiHueHHAM -iNg Ta
OCHOBHE JII€CJIOBO Y TpeTii (hopmi (111 HENPABHILHUX JIIECTIB) 200 13 3aKIHICHHSIM -
ed (mnst mpaBmibHUX). [TuTanpHi Ta 3amepeyHi pede-HHs yTBOPIOIOTHCS 33 JOMTOMOTOI0
dbopmMm gieciona to be.

| + am + being + V3 (Ved)
He/shelit + is + being + V3 (Ved)
You/we/they + are + being + V3 (Ved)

Hanpuknan:
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)

Hanpukian:
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?

IlacuBHMH cTaH Ai€c/aiB TenepilIHLOI0 TPHUBAJIOI0 YaCy BXKUBAETHCS, AKIIO Jis
HaJl 00EKTOM BiJI0YBA€ThCS Y MOMEHT MOBJIeHHS. [[acuBHMII CTaH A1€CITIB MUHYJIOTO
TPUBAJIOTO Yacy BXKUBAETHCS ISl BUPAKEHHS [lii, IKa BiOyBajacsa HaJl 00EKTOM B
MEBHUI MOMEHT y MUHYJIOMY 200 YIIPOJIOBX MEBHOTO Yacy y MUHYJIOMY.

JInst yTBOpEHHSI MAaCHBHOTO cTaHy AiecaiB Tenepimnboro (The Present Perfect
Passive), munyJioro (The Past Perfect Passive) Ta maiidoyTHboro nokonanoro (The
Future Perfect Passive) uaciB BxuBaroThcst HGopMHu TOMOMIXKHOTO JieciioBa to have: y
tenepinabomy (have/has), munymomy (had) abo maitbyraromy uaci (will have),
niecnoBo t0 be y Tperiit popmi (been) ta ocHoBHE AiecoBo y TpeTii Ghopmi (st
HETPaBUIIBHUX Ji€CIIB) a00 i3 3aKkiHueHHsM -ed (st mpaBuibHuUX ). [TuTanbHi i
3aIrepeyHi PeUueHHs YTBOPIOIOTHCS 3a JOIMOMOTOI0 BiAMOBIAHUX (hopm Jaieciosa to have.

ITacuBHMI CTaH AI€CTIB TeNEePilIHBOI0 3aBEPIICHOI0 YaCy BKUBAETHCA, AKIIO
Tl HaJT 0OEKTOM HEIIOJaBHO 3aBepImiacs (TOUHUM Yac 3aKiHYSHHS 111 HeB1JOMUM) 1
pe3yJbTaT € B HasIBHOCTI

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



Hanpuknan:
The article has been read by Monday.

The article hasn't been read by Monday.

IMacuBHUIi cTaH aiec/iB MUHYJIOT0 3aBePIIEHOI0 YACy BXKUBAETHCS, SIKIIO i

HaJ 00€KTOM 3aBEpIIMIIACS 10 IEBHOTO MOMEHTY ab0 MOYaTKy 1HIIOT JIii B MUHYJIOMY.

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

Hanpukian:
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?

IHacuBHM# cTaH Ai€c/iB Mail0yTHHOI0 32aBEPIICHOI0 YACY BXKXUBAETHCH, SKILO

Tl HaJl 0OEKTOM 3aBEPIIUTHCS /10 IEBHOTO MOMEHTY B MalOyTHbOMY.

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

Hanpukiian:
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?
Exercise 48. Match the beginning of the sentence on the left with its ending on the right:

The experiment been held recently?
) )
The mail was erected three hundred
) ) years ago.
These machines was being looked for
) ) everywhere.
When can the new equipment will be described in several
) ) journals.
It's a pity the concert are made and contracts are
) ) signed
in this office.
Are the orders Is being designed by several
) )
well-known architects.
If we use the old methods, a were built with very simple
) lot ) tools
of time many years ago.
Something important was not recorded.
) )




No decisions are going to be tested again.
) )
10) This monument have been taken yet.
)
11) Offers was being discussed, so | sat
) down
to listen.
12) Have any interesting may be wasted and very little
exhibitions )
or fairs be achieved.
13) All these little wooden houses always fulfilled in time?
)
14) The future church is usually brought at 9 a.m.
)
15) The lost dog be installed?
)

Exercise 49. Change the following sentences into the Passive Voice:
A) using the Indefinite Tenses (give two forms where possible):

Example: Tom gave her a book. —She was given a book. The book was given to her.

1. He broke my watch. 2. The teacher explained the rule to the students. 3. He
often asks me to help them. 4. They usually do written exercises in class. 5. She will
make a new discovery soon. 6. Steve will make a report at the conference. 7. They
play tennis all year round. 8. His friends never forgave his betrayal. 9. The manager
offers me several jobs. 10. They will promise you much, but don't imagine they will
give you everything. 11. His parents regularly sent him parcels with fruit from their
garden. 12. They will give me a leave in July if there is no urgent work. 13. The
Spanish government offered Columbus three ships. 14. They usually send their
children to camp for summer. 15. The officer charged him with a very important
mission. 16. I'm sure we'll settle the matter easily. 17. The policeman fined the driver
for exceeding the speed limit. 18. Somebody calls her every day. 19. We request the
passengers leaving for London to register. 20. The manager will sign contracts
tomorrow.

B) using the Indefinite Tenses (pay attention to prepositions):

Example: She looks after him well. — He is well looked after (by her).

1. We sent for the police. 2. They speak much about this book. 3. They often
laugh at him. 4. They listened to our conversation very attentively. 5. I think they will
wait for us only in a week. 6. Nobody took notice of his late arrival. 7. We looked
through all the advertisements very attentively. 8. He was a brilliant speaker, and
whenever he spoke, the audience listened to him with great attention. 9. They will look
after him in hospital much better. 10. Everybody looked at her new dress with interest.



11. She sent them for a taxi. 12. People will talk much about the successful
performance of the young actress. 13. They always make fun of him. 14. The teacher
pointed out gross mistakes in the translation. 15. He referred to very interesting plans.
16. They agreed upon Monday as the most suitable day. 17. He did not touch upon this
question unfortunately. 18. They spoke to him about his promotion yesterday.

C) using the Continuous Tenses:

Example: They are solving a difficult problem now. — The problem is being solved now.

1. Don't come in! The professor is examining students. 2. Can | read the article? —
No, the secretary is typing it. 3. We had to hurry. They were waiting for us. 4. It was
noisy. Nobody was listening to him. 5. Does he realize that they are laughing at him?
6. Look at this man. I think he is following us. 7. Listen carefully! He is giving a very
interesting talk. 8. The waiter is serving us rather fast. 9. The secretary was looking
through morning mail. 10. The interpreter is translating their conversation rather well.
11. The briefing is in full swing. The correspondents are interviewing the participants
of the conference. 12. The company was developing a new project. 13. You can't
watch the film now. The mechanic is fixing the TV set.

D) using the Perfect Tenses:

Example: They have already brought the medicine. — The medicine has already been
brought.

1. We have repaired our house lately. 2. When the fire brigade came, the fire had
destroyed the building. 3. The athlete has shown much better results since this coach
trains him. 4. I will have answered all the business letters by noon. 5. The president of
the board has signed the document. 6. Is she washing the floor? — No, she has already
washed it. 7. By his arrival they had repaired his car. 8. He has booked the tickets and
the clerk will have brought them by 2 o'clock. 9. They had painted the house by his
arrival. 10. The police haven't found the reason for the accident yet. 11. Have you
touched anything here? 12. The sociologist has interviewed a lot of students. 13. Have
they tested all the machines? 14. The flood has caused considerable damage. 15. John
will have received the papers by tomorrow.

E) using modal verbs:

Example: He can do this work. —The work can be done (by him).

1. She can find a job easily. 2. The matter is urgent. They should phone her
immediately. 3. The boss wants Mr. Black. You must find him. 4. | can make an
interesting offer to you. 5. He's got a pay rise and now they can buy a new house.

6. You must send the document as quickly as possible. 7. The weather is warm. She
may plant the flowers. 8. The document is of great importance. He must show it to us.
9. He must give back the book on Sunday. 10. Their kitchen is large and they can use



it as a dining room. 11. Ecologists say that we should take care of our planet. 12. You
must send for the doctor immediately. 13. The lecture is over. You may ask questions.
14. You should avoid the center of town during rush hours. 15. They agreed that the
club should raise membership fee.

Exercise 50. Choose the correct grammar form to translate a predicate:

1. Le#t OyanHok OyB MoOya0BaHU B MUHYJIOMY POLIL.
a) was being built

b) has been built

c) was built

2. 3apa3 TyT OyJy€eThCsl HOBHI cynepMapKeT
a) is being built

b) is building

c) is built

3. Ha mpomy THXHI BUKIAga4 MOSCHUB (BUKJIAaJayeM OyB MOSICHEHWUW) HOBHIA
Marepiai.

a) had been explained

b) was explained

c) has been explained

4. HoBy OyJ1BJIIO IHCTUTYTY BK€ MOOYAYBaIu, KOJU 5 MOCTyNUJIa HA €KOJOTTYHUI
(bakynbTerT.

a) was built

b) has been built

¢) had been built

5. CTyneHTIB €K3aMEHYIOTh JIBi4l Ha PIK.
a) are being examined

b) is examined

c) are examined

6. «Bu Oynu HeyBakH1, KOJIM MOSICHIOBAJIOCS i€ TPaBUIIO», - CKa3aB BUKJIAay.
a) was explained

b) had been explained

c) was being explained

7. KBiTH BK€E TTOJINTI.

a) are watered

b) have been watered
c) were watered

8. Taki cTonu poOasSTh 3 IOPOroro JepeBa.
a) are being made



b) have been made
C) are made

9. lle#t (hiTbM HIKOJIM HE TTOKA3YBAJIM TI0 TEJIEBI30DPY.
a) has never been shown
b) was never shown
¢) had never been shown

10. Moto KBapTUPY BIAPEMOHTYIOTh 10 CyOOTH.
a) will be repaired

b) will have been repaired

c) is being repaired

11. Cniucku Bce 1€ JpYKYIOThCS.
a) are typed
b) are being typed

¢) have been typed

12. Ix mie me 3aIpPOCUIIH.
a) were not invited

b) had not been invited
c) have not been invited

13. Bam noBiqoMIIsATh TIPO II€ 3aBTpa.
a) will be informed

b) will have been informed

c) are informed

14. Konu 51 yBIii1110B, 00TOBOpPEHHsI OYJI0 epepBaHo.
a) had been interrupted

b) was interrupted

¢) has been interrupted

15. 3emns Oyna MOKpHUTA CHITOM.
a) was being covered
b) was covered

¢) had been covered

Exercise 51. Open the brackets and use the verb in the appropriate form of the Passive
Voice:

1. The first draft resolution (not discuss) yesterday; it (withdraw) long before the
beginning of the meeting. 2. He is not in town; he (send) on a special mission.
3. Don't come into the compartment; the berth (fix) now. 4. A new underground line
(construct) now. They say one of its stations (build) in my street. 5. He wants to know
when the final decision (take). The activities of the committee and their delays already



much (speak) about. 6. It was three o'clock. We (tell) to hurry up because we (wait).
7. Do you believe that such a problem can (solve)? 8. It must (do) without delays.

9. On September 9, 1850, California (admit) to the Union as the thirty-first state.

10. Don't speak in a loud voice: we (listen) to. 11. The plan (approve)? — No, it
(discuss) now. — How long it (discuss)? 12. By the time he arrives everything (settle).
13. Not all the necessary things (buy) for our trip that's why the departure (postpone).
14. The money (lend) to him two months ago, but it (not give) back yet. 15. The
business day was in high gear: the mail (look) through, documents (type), letters
(answer), talks (hold). 16. Wait a minute. The table (lay). 17. Dynamite (invent) by
Alfred Bernhard Nobel. 18. This exercise may (write) with a pencil. 19. This work
(do) before you went to Moscow? 20. If you (ask) about it, will you be able to answer?

Exercise 52. Find and correct the mistakes if any:

1. Don't bring the article today. It will be being typed only tomorrow. 2. The
South Pole was discovered by Amundsen in 1912. 3. The book which was written last
month is discussing a lot. It has been written a lot of articles about. 4. When | came, an
experiment was been holding in the lab. 5. Do you know that this house was belonged
to Mr. Brown? 6. What new buildings have been built in your town since | was there?
7. The building was collapsed during the earthquake. 8. Have you seen him? Has he
been changed much? 9. Do you know that you are following? 10. I hope this journal
can find at the library.

Exercise 53. Translate into English using the Passive Voice:

1. Ha xab, Ha KOH(epeHIIii Taki TUTaHHS He mopynryBaimucs (touch upon). 2. Xrto
BaM ckazaB, 1o yromga (agreement) mignucana? 3. TyT pO3MOBISIOTH TUTBKH
aHrmiiicekoro. 4. It mo3Bomunm 3aiimatucss croproMm. 5. BinsimysauiB mpuitmaroTh
moaHA. 6. beTTi He MO3BONSAIOTH NMPUXOJAWTH CIOAU. 7. Y JIKapHI 3a HUM JIOTJISIAIH
norano. 8. 3a HUM yke nociano? - Tak, oMy MOA3BOHUIIM 1 BEJIIA IPUNUTH O BOCHMIil.
9. Ha nami#i Bynuui OynyroTh HOBH# kiHOTeaTp. 10. He roBopwu 11e, a To (otherwise) uas
T00010 cMigTUMYThCA. 1 1. MeHi 1ie HidoTro npo 11e He ToBopwin. 12. Mu noinemo 3aBTpa
3a MICTO, sKIIO Oyzae gom? - Tak, My TOBUHHI Ty MOiXaTH, HAC TaM OYIyTh YEKATH.
13. Ls Oyxaisns Oyna TUIbKKM-HO OOyAOBaHa, KOIW MU npuixanu ctogu. 14. /o Bewopa
poOota Oyna 3akiHueHa. 15. Konu mMu moBepHyIuCS, HaM PO3MOBUIM 0araTto IIKaBUX
HOBUH.

HEITPSIMA MOBA (REPORTED SPEECH)

Henpsima moBa (Reported Speech) — me cioBa JwauHu, nepeaaHi iHIIOH
JIIOIMHOI0. Y peYeHHAX 3 HeNMPSMOK MOBOK JIANIKH HE B)KHBAKTHCS, HA BiIMiHY
Bi1 peuenb i3 mpsmoro moBoro (Direct Speech). Ilpu Tpanchopmamii peyenn 3
NPSIMOI0 MOBOIO Y PeYeHHSI 3 HENPSAMOI0 MOBOIO 0CO00BI Ta MPUCBiliHI 3aiiMeHHUKH
3MIHIOIOTHCH BilIOBIIHO 10 3MicTY:



He says, «I need a computer».— He says that he needs a computer. She says, «This
is my dictionary».— She says this is her dictionary. ¥ peuyeHHsIX 3 HempsIMOI0 MOBOIO
BXKMBaIOThCA JAiecjioBa say Ta tell. Say BikuBaeTbcsi, AKIIO MM BKa3yeMo a0o He
BKAa3yEMO JIIOIMHY, 10 sIKOi 3BepTaeMoch. Tell BikmBaeThes TILKH TOI, KOJH MM
BKA3y€MO JIOAUHY, 10 AKO0i 3BEPTAEMOCH:

She said to me, «I have no time».— She said that she had no time. She said to
meltold me that she had no time.

Y JefiIkUX BUNAAKAX BKMBA€EThCs TiIbKM Say aoo tell. 3BepHites yBary nHa
NMPaBUJIa BJKUBAHHSI Ji€ciB say Ta tell 3 nesikumMu cJI0BOCTIOTyYeHHSIMH.

Say BJKHMBA€ThCS y TAKHUX CIOBOCIIONyUYeHHX: Say good morning/afternoon etc., say
something, say one's prayers, say a few words, say so, etc.

Tell BxuBaerhes y Takux cioBocnonyuennusx: tell the truth, tell a lie, tell somebody
the time, tell somebody one's name, tell a story, tell a secret, tell somebody the way, tell
one from another, etc.

Y pedeHHAX 3 HENMPSIMOIO MOBOIO YACTO BXKHBAEThCA croJyuHnk that, ase iforo
MOKHA BUIIYCTUTH:

He said, «I watch TV every evening».— He said that he watched TV every evening.
He said he watched TV every evening.

Exercise 54. Choose the correct item:

1. Diana says/tells that she has already washed the dishes. 2. Can you say/tell
me what time the train departs? 3. The child came up to his mother and said/told,
something in a quiet voice. 4. He said/told «good night» and left the room. 5. Can
you say/tell this girl from her sister? 6. Who said/told you | won a lottery?

7. 1 know Nick very well. He always says/tells the truth. 8. Sue said/told me about
the meeting yesterday.

Exercise 55. Complete the sentences with say or tell in the correct form:

1. Julia's children always ... «good morning» to the neighbours. 2. Everybody
knows that it's very difficult to ... the twins one from another. 3. Little Sarah ... her
prayers and went to bed. 4. What's wrong with Jim? He didn't ... a word yesterday. 5. |
didn't understand what she ... to me. 6. Could you ... me the way to the hospital,
please? 7. 1 promise | will never ... your secret to anybody. 8. Dave didn't hear
what I ... him. 9. «Wash these apples», the woman ... to her daughter. 10. | don't
know that boy. Can you ... me his name?

SKio y cjoBax aBTOpa B peYeHHSIX 3 MPAMOI0 MOBOIO JAi€CJI0BO- MPHUCYAOK
CTOITHh y TelnepiliHbOMY 4aci, TO IICJIs1 IePeTBOPEHHS NMPAMOI MOBH HAa HENpsSIMY
yac xiecyiB He 3MIHIOEThCH:

They say, « We are playing chess».— They say (that) they are playing chess.

She says, «I bought some ice cream».— She says (that) she bought some ice cream.




SKio y cjioBax aBTOpPa B PeYEHHSX i3 MPAMOI0 MOBOIO Ji€CJI0BO- MPHUCYAOK
CTOITH Y MUHYJIOMY 4aci, TO MiCJIsl MePpeTBOPEHHA MPAMOI MOBHM HA HENPAMY 4ac
Ji€cJIiB 3MIiHIOETHCA TAKHM YHHOM:

Direct Speech Reported Speech
Present Simple: Past Simple:
She said, «I get up at seven She said that she got up at
o'clock». seven o'clock.
Present Continuous: Past Continuous:
He said, «I am watching a He said he was watching a
filmy. film.
Past Simple: Past Perfect:
He said, «I got a letter». He said he had got a letter.
Present Perfect: Past Perfect:
She said, «I have cooked She said she had cooked
dinnery. dinner.
Future Simple: Future-in-the-Past:
She said, «I will meet She said she would meet me.
youy.
Present Perfect Past Perfect Continuous:
Continuous:
She said, «I have been She said she had been
working working
for 3 hoursy. for 3 hours.

MonanabHi giecsioBa Ta giecioBo to be 3mMiHIOIOTHCS HA BianmoBiaHi popmu
MuHYJ0ro 4acy (okpim aiecaiB should, could, might). He said, «/ can ride a bike».—
He said he could ride a bike. She said, «I am hungry».— She said she was hungry. The
teacher said, « You should learn the poem by heart».— The teacher said we should learn
the poem by heart.

MuHyauii TPUBAJIMII TAa MHMHYJUH JOKOHAHUI 4YacH, K NMPAaBUJIO, HEe 3Mi-
HIOIOTHCS Yy HEeNpsiMiili MOBI:
They said, « We were dancing».— They said that they were dancing.

Exercise 56. Circle the correct item:

1. Sue says she wants/wanted to go to bed earlier today. 2. Mark said he
will/would pack his rucksack in the morning. 3. The secretary said that the boss is/was
waiting for us. 4. The policeman says that there is/was no parking here. 5. The nurse
said that the injured man have/had just come to. 6. The shop assistant says that he
has/had already packed our purchase. 7. A little boy said that he can/could play
football very well. 8. Jessica says that she will/would be in her room. 9. Tony said that



he has/had been washing his car for twenty minutes. 10. Andy said that his parents
will/would return in a week.

Exercise 57. Report the statements:

1. Vicky says, «l always have a shower in the morning». 2. Tom said, «My
brother trains in the gym three times a week». 3. Jane said, «I'm preparing for my test»
4. Mike says, «l have watched this film twice already». 5. Nick said, «Tim and Peter
are waiting for me at the metro». 6. Victor said, «My brother can't drive very well».
7. The doctor said, «You should take these tablets three times a day after mealsy.

8. The woman said, «My daughter is two years old and she can speak». 9. My father
said, «I have just bought three tickets for the concert». 10. Alice said, «I have been
cleaning your room for two hours, Boby». 11. Granny said to Ben, «Your hands are
very dirty». 12. Max said to Fred, «You can use my calculator». 13. Ella said, «I will
iron your shirt in some minutes, Deny. 14. Brian said, «We didn't meet Phil in the
supermarkety. 15. Cathy said to us, «I'll explain everything a bit later». 16. We said,
«We weren't discussing a new project at that time». 17. Roger said, «My boss wants
me to go to Brussels». 18. Mr Jackson said, «I have bought a new car for my sony.

Exercise 58. Report what the stuff said about their new boss Mr Roberts:

Example: Judy said Mr Roberts was a very strict person.
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SIKI0 B peueHHSX 3 MPSIMOI0 MOBOIO HIETHCS TIPO 3arajJbHOBIIOMI (haKTH, TO
MICTIst IEPETBOPEHHS MPSMOT MOBH Ha HEMPSIMY TPaMaTHUYHUNA Yac JIECITIB HE
3MIiHIOEThCS. The teacher said, « There are seven days in a week».— The teacher said
that there are seven days in a week.

Exercise 59. Report the statements:

1. Sam said, «The Earth moves round the Sun». 2. Molly said, «The cheetah is
the fastest animal in the world». 3. Nick said, «The Pyramids are in Egypt». 4. Greg



said, «Cows eat grass». 5. Den said, «Birds can fly». 6. Ella said, «Ancient Romans
spoke Latin». 7. Ann said, «A man can't live without air». 8. Susan said, «Archimedes
lived in Syracuse». 9. Jack said, «Leonardo Da Vinci painted The Mona Lisay.

10. Olga said, «Ostriches can't fly».

Exercise 60. Rewrite the following sentences in direct speech:

1. Eddy said that he had already made his bed. 2. Helen said that her friend was
speaking on the phone. 3. The teacher said that dolphins are mammals. 4. The woman
said that Nick had just left the house. 5. Nelly told me that she would do the ironing
later. 6. The policeman said that we had to answer some questions. 7. The shop
assistant said that he could wrap our purchase. 8. John said that the Sun is a star.

9. Monica told her mother that she was going to the library. 10. Fred told Betty that he
was busy repairing his bike. 11. The waiter said that he could call a taxi for us.

12. The nurse said that we should wait for the doctor. 13. The secretary told me that
the chief would be free in half an hour. 14. Jane said that it had been snowing for three
hours.

3a 10MOMOro HeNnpsAMOi MOBH TAKO0K MOKHA IMepeIaBaTH HAKA3H, IPOXaHHS,
npono3umnii Tomo. s ix mepeaadi BUKOpHCTOBYIOThCs AiecaoBa (Introductory
Verbs) order, ask, fell, suggest, beg, advise, forbid, warn, insist, promise, agree, refuse,
remind etc., micas SIKUX BXKHBA€TbCs iHQIHITMB a60 repyHaiil. ¥ peyeHHsAX 3
HeNpsIMOI0 MOBOIO He BKHBA€EThCS ¢JI0OBO please:

She said, «Show me your new jeans, please».— She asked me to show her my new
jeans.

He said, «Give me your driving licence!»— He ordered me to give him my driving
licence.

She said, «Don't touch that vase».— She asked not to touch that vase.

He said, «Let's have a glass of juice».— He suggested having a glass of juice.

Exercise 61. Report the statements:

1. Tony said, «Don't switch the light off, Johny. 2. Suzie said to Linda, «Show me
the photos, please». 3. Mother said to Cathy, «Wash the dishes and sweep the floor».
4. Pam said to her husband, «Don't be late for supper». 5. The teacher said to us,
«Keep silent, please». 6. The doctor said to Alan, «Open your mouth and show me
your tonguey». 7. The customs officer said to Dave, «Give me your passport, please».

8. The farmer said to us, «Don't be afraid of the dog». 9. A woman said to her
daughter, «Don't drink cold lemonade». 10. Isabel said to Jerry, «Help me with my
suitcase, please».

Exercise 62. Report the statements, using the verbs:

to promise (2)



to remind (2)
to suggest (2)

1. Wendy said to her brother, «Don't forget to meet Aunt Polly!» 2. A little boy
said to his father, «l really won't tell lies any more!» 3. Ben said to his friends, «Let's
go to the cinemay. 4. Linda said to Roger, «You shouldn't be so rude to your younger
brother». 5. Father said to Peter, «No, | won't lend you my car». 6. Sam said to Jane,
«Help me with my project, please». 7. A little girl said, «Please, please, Mummy, buy
me that doll!» 8. Lucy said, «No, I didn't take your camera, Nick». 9. Vicky said,
«Will you come to my birthday party, Mark?» 10. Betty said, «OK, I'll do the
shopping, Mumy. 11. Granny said to her little granddaughter, «No, Ann, you mustn't
eat sweets before dinner!» 12. Janet said, «Let's have a cup of coffee, Tina». 13. Nick
said to Cindy, «Of course, I'll phone you». 14. The teacher said to the pupils, «Don't
forget to bring your essays!» 15. A man said to the policeman, «No, | didn't see people
in black masks».

Exercise 63. Report what Mrs Lane told her daughter to do. Use appropriate
introductory verbs:

Example: Mrs Lane told her daughter to make the beds. - \

. Make the beds. (=)
. Wash the dishes. )
. Walk the dog. P
. Don't forget to buy bread and sausages. D\ I\ / A
. Send this letter, please. G S
. Remember to buy fresh newspapers. Bl | 0 R
. Don't watch TV all day. A
. Dust the furniture. S
. Don't forget to vacuum the carpet in the living room.
10. Don't open the door to anyone.

O©CooO~NOoO Ol WN -

i1 Toro, mod nepeaaTy HENMPSIMOK MOBOK 3aIIUTAHHS, BUKOPUCTOBYIOTHCS
caoBa ask, wonder, want to know. ¥ nmurajJibHHX pedyeHHSIX i3 HENPAMOI MOBOIO
(3araJibHUX 3aNUTAHHAX) NIAPSAHA Ta TOJOBHA YACTHMHU MOEAHYIOTHCHA 34
nonomororw ciaiB if uym whether i rpamaTnyni yacu 3MiHIOITHCSA BiAMOBiIHO 10
npaBwi. Y MiAPAJHUX PEYEHHSAX TAKOr0 THIIY NOPSAOK CJiB NpAMHUA (K Yy
PO3NOBIIHOMY pe4YeHHi). 3HAK NMUTAHHSA B KiHII pe4YeHb 3 HENPSMOI0 MOBOK He
craButhest. Hanpukaan: Bob said, «Do you have lunch at school, Mike?» — Bob asked
if/ whether Mike had lunch at school.

Kate said, «Did you finish your report, Jane? » — Kate wondered if/ whether Jane
had finished her report.

Exercise 64. Report the questions:

1. Julia said, «Do you know that boy, Nelly?» 2. Colin said to Eddy, «Will you
go on the excursion?» 3. The doctor said to Molly, «Have you taken the temperature?»




4. The teacher said to Peter, «Did you translate the text?» 5. The shop assistant said to
us, «Can | help you?» 6. The child said to his mother, «May | watch the cartoons?»
7. Martin said, «Does your father work in the bank, Bill?» 8. Carol said, «Is Ann
taking a shower, Mummy?» 9. The manager said, «Have you typed the text of that
document, Linda?» 10. Sheila said, «Have you been waiting for a long time, Den?»
11. Tim said, «Were you surfing the Net all day, Henry?» 12. Victor said to me, «Did
you answer all the questions?» 13. Alice said, «Will you help me to move the sofa,
Jack?» 14. Richard said, «Can you play basketball, Ted?» 15. The teacher said, «Are
you disappointed with the results of your test, Bill?» 16. The policeman said to the
driver, «Were you speeding?» 17. Isabel said to her husband, «Have you booked a
room in the hotel?» 18. Gordon said to his sister, «Did you mend my jeans?»

19. Jessica said, «Are the girls still playing in the park?» 20. The boss said to the
secretary, «Have you read my note? »

Exercise 65. What did the customs officer ask Brian about! Report the question:

Can | see your passport, please? .
Have you got anything to declare? [ A= <]
Did you buy anything in the Duty Free ¥ \

shop

o=
(]
o]
0
o]
0
Q{J

. Have you been to our country before?
. Will you stay in the hotel? 1

Do you often travel? o
Is this your hand luggage?
Could you open your suitcase, please? \ \
Is this your camera?
0. May | see your ticket, please?

1
2
3
?
4
5
6
7
8
9
1

Exercise 66. Report the joke:

Last week at a dinner party the hostess asked
Mr Baker to sit next to Mrs Jones. Mrs Jones was
busy eating. Mr Baker tried to make a conversation.

-A nice day, isn't it? — he said.

-No, | don't think so,— the woman answered.

-A new play is coming to «The Globe» soon.
Are you going to see it? — Mr Baker said.

-No,— the woman answered.

-Will you spend your holidays abroad? — Mr

Baker asked.
-No,— the woman answered.
-Do you like travelling? — Mr Baker asked again.
-No,— the woman answered.
-Are you enjoying your dinner? — asked Mr Baker in despair.



-Young man,— said the woman,— if you eat more and talk less, we'll both enjoy our
dinner.

st Toro, mo6 nepeaaTu HENMPSIMOK MOBOIO CHIeliajIbHI 3ANIUTAHHSA, T'0JIOBHA
TAa MiAPAAHA 4YACTMHH PeYeHHS MOEAHYHTHLCS 3a JA0NMOMOIOK BiJINOBIIHOIO
nuTajabHoro ciaosa (when, what, where, which, how), rpamaTuunuii yac y miapsaaniii
YacTHHI 3MIHIOETHCS 32 IPaBUJIAMU. Y NiAPSAIHUX PeYeHHSX TAKOT0 THITY MOPAIOK
CJIiB NpAMHA (K y PO3NOBiIHOMY pedeHHi). 3HAK NUTAHHA B KiHUI peYeHb 3
HENPSAMOI0 MOBOIO HE CTABUTHCH:

Den said, « Where are you going, Nick?» — Den asked where Nick was going.

Ann said, « Why did you buy those flowers, Alex?» — Ann wondered why Alex had
bought those flowers.

Exercise 67. Report the questions:

1. Jack said to me, «Why did you do that?» 2. Janet said, «Where are you going
on Sunday, Kate?» 3. A woman said, «How much does that magazine cost?» 4. Tom
said to his wife, «What will you cook for supper?» 5. Mother said to her daughter,
«What time did the film finish?» 6. Chris said, «<How long have you been working as a
manager, Henry?» 7. The policeman said to me, «What is your name?» 8. The shop
assistant said to the woman, «What size do you wear?» 9. The waiter said to us, «Have
you already read the menu?» 10. The boss said to his secretary, «Why are you late?»
11. The journalist said to an actor, «<How many films have you starred in?» 12. A
tourist said to the guide, «How many countries have you visited?» 13. A girl said to a
doctor, «Why do you like your job?» 14. Ron said, «How many foreign languages can
you speak, Angela?» 15. Janet said, «Where will Olga wait for us, Victor?» 16. Roy
said, «Whose umbrella did you take, Max?» 17. Tina said to the workers, «When will
you finish decorating the living room?» 18. A doctor said to Nick, «How did you hurt
your leg?» 19. Eddy said, «Why are you fixing the old bike, Phil?» 20. Ted said,
«What do you want for dessert, Kate?»

Exercise 68. Report the dialogue:

Mrs Mills:  Can | help you?

Andrew: Well, I'm interested in taking a computer course.

Mrs Mills:  We have a course starting on the 1% of February.

Andrew: That sounds fine. How long is the course?

Mrs Mills: It lasts for three months with classes every Monday and Thursday.
Andrew: And how much does it cost?

Mrs Mills:  It's £250. That includes books and classes.

Andrew: OK. Can I enrol?

Mrs Mills:  Yes, of course. I'll just take your details.

Exercise 69. Students of Professor Higgins were going to have their first English exam and
they asked the Professor a lot of questions about it. Write the exact words of the students:



Brian asked the Professor what time the exam would start. Alice wanted to know
how many questions every exam card included. Nick asked if the students could use
dictionaries during the exam. Sally wondered what rules they should revise before the
exam. Mark wanted to know how much time the students would have to get ready with
the answers. Diana asked if they would know their marks at once. Nigel wondered who
would assist the Professor. Sam wanted to know what would happen if somebody
didn't pass the exam.

Exercise 70. Report the dialogue:

Paul: | really need some advice, Jack. Can you help me?

Jack: Well, what's the problem?

P: I'm thinking of getting a new job. What should | do?

J: First of all, you can look in the job section of the newspapers.

P: That's a good idea. I'll do that.

J: You can also write to companies you want to work for and ask if they need any
staff.

P: That's excellent advise. Thank you, Jack.

O0cTaBUHM MicHsl Ta 4Yacy y pPe4YeHHSIX 3 HeNPSMOI MOBOI 3MiHIOIThCS
TaAaKUM YHUHOM:

here — there;

this — that;

these — those;

now — then, at that time;

today — that day;

tonight — that night;

yesterday — the day before, the previous day;

tomorrow — the next day, the following day;

last week/month, etc.— the week/month before, the previous week/month;

next week/month, etc.— the next week/month, the following week/ month;

an hour ago — an hour before/earlier.

Hanpuxiaan:

Ben said, «I'll phone you tomorrown.— Sen said that he would phone me the
following day/the next day.

Exercise 71. Report the sentences:

1. George said to his business partner, «I'll go to the bank tomorrowy. 2. Patrick
said to Molly, «We may visit aunt Mary tonight». 3. Sam said to Peter, «I didn't see
Ella at the university yesterday». 4. Gordon said to Tim, «l've been very busy these
days». 5. The secretary said, «A bank manager sent us a letter this morning». 6. Nelly
said, «Where did you spend last weekend, Jane?» 7. Alex said to us, «We won't go out
this evening». 8. Laura said to her sister, «I'll get my diploma next week». 9. Monica



said to her husband, «Denny is playing football with his friends now». 10. Jean said to
me, «The performance began half an hour ago».

Exercise 72. Write the exact words of the film star and the journalist:

Last Tuesday a journalist from a popular magazine interviewed the famous film
star Amy. The journalist asked Amy how long she had been a star in the soap opera
«Dangerous Love». Amy said that she had been starring for two years. The journalist
wondered when she had started acting. Amy answered she had started performing
when she had been very young. She added that by the time she had been nine, she
could sing and dance and had had her first job singing in a TV commercial. The
journalist asked if it had been difficult to get the role in «Dangerous Love». Amy said
it had been a real exam for her. The journalist wondered if Amy had any advice for
other young actors and actresses. Amy said that they had to be very determined and
needed a lot of patience. They couldn't expect to get the work immediately. The
journalist wanted to know about Amy's plans for the next year. Amy said she was still
acting in «Dangerous Love» and she was going to have a part in the following Steven
Spielberg movie.

Exercise 73. Find mistakes and correct them:

1. Nick said he is going to the station. 2. Jill asked if had Mark sent a letter to his
uncle. 3. The secretary asked if | could say my name. 4. Pam said that she had got a
parcel this morning. 5. Jane wondered where Henry would go tomorrow. 6. Den asked
where was my friend from. 7. Mary said that she has already fed the cat. 8. The doctor
said | can go out. 9. Sam wanted to know where Nick is going. 10. Dolly asked who
Monica had met yesterday.

Exercise 74. Complete the sentences with say or tell in the correct form:

1. Stuart looked at me but ... nothing. 2. «I'd like to ... you a story about two
brothers», a man ... to children. 3. These children must be twins. | can't ... one boy
from the other. 4. Emily always ... her prayers before the meals. 5. Mike ... me he was
hungry. 6. Betty ... «good morning» to her pupils and started the lesson. 7. Could you
... us the way to the nearest metro station, please? 8. A woman ... to her nephew, «I'm
glad to see you». 9. Can you ... me the time? 10. Would you like to ... a few words to
your aunt?

Exercise 75. Choose the correct item:

1. Peter says that they have/had decided to spend their holidays in the village.
2. Olga asked where we will/would go the following month. 3. Jane said she didn't
finish/hadn't finished her project yet. 4. Pamela said/asked if her parents could give her
a piece of advice. 5. Tom said he had bought the milk yesterday/the day before. 6. The
doctor asks if Ella is/was taking the temperature at the moment. 7. Ron said that his
wife is/was still cooking. 8. Henry asks if you can/could meet him at the airport.



9. Michael said he had got his driving licence two years ago/two years before. 10. The
guide asked if anybody had already visited this/that city before.

Exercise 76. Report the sentences:

1. Dolly said to her teacher, «I have written an essay». 2. Mother said, «Do you
like your new jacket, Den?» 3. Alison said to Den, «Have you ever been to the British
Museum? » 4. The artist said to children, «Don't touch the wet paint». 5. Susan said,
«Did you return the books to the library yesterday, Nick?» 6. The waiter said, «Your
pizza will be ready in ten minutes». 7. The policeman said, «Show me your driving
licence!» 8. Sarah said, «Will you take the children to the swimming pool tomorrow,
Jack?» 9. The teacher said to me, «What are you looking at?» 10. The receptionist
said, «Can I help you, Mr Franks?»

Exercise 77. Mrs Roberts was seeing her son off at the station. Write her exact words:

Mrs Roberts asked Mike to be careful. She said that she had put two warm
sweaters into Mike's suitcase. She reminded her son to ask the conductor to wake him
up at 7 o'clock the next morning. She asked her son to phone her the next day. She
wondered if Mike had taken his camera. She said that Mike's uncle would meet him at
the station. She asked Mike to give her regards to Mike's aunt and uncle.

Exercise 78. Find mistakes and correct them:

1. Susan told me that she needs my help. 2. He said that he wanted to buy this
picture. 3. Alice promised don't to be late for the party. 4. | asked the guide if the hotel
is near the city centre. 5. Peter said that he has washed the car. 6. Amanda asked if
Ron- will give her a lift the next day. 7. Tom said that he had sent the invitations
yesterday. 8. Martin said he lost the key from his flat the day before. 9. Vicky said she
was starting her new job next week. 10. Sheila asked when had the train arrived.

Exercise 79. Translate into English paying attention to the sequence of tenses:

1. 5 3HaB, M0 BOHA IIIe HE MpoyuTaja JucTa. 2. BoHa BBaxasa, 110 aHAHACH
pOCTYTh Ha JepeBax. 3. BiH cka3aB Ham, 10 po3ruiaTHUBCs 3 bopramu (pay one's debts)
OinmbIre Mmicsis Tomy. 4. BoHa ckasana, 1o mwuime mei TBip (COMpPOSition) ke Tpu
roauHu. 5. BoHa He 3Hanma, 4u ycmimHo 3akiHumiacs (be a success) omepaiis. 6. Tom
MO/I3BOHUB B MOJIINIO 1 CKa3aB, 10 BCl Horo peui BkpasneHi. 7. Kamitan Haka3aB BciM
nigaaTrcs Ha 6opt (get aboard). 8. Bonu He 3Hau, 4 OyxyTh OnMyOIiKOBaHI pe3yabTaTh
ix gocmipkeHb. 9. S aymaB, 1m0 BiH mpairoe, 1 He yBiMmoB no kimMHatu. 10. Bin
MONpocuB, 00 BoHa He TypOyBanacs. 11. S He 3Hato, konu BiH npuine B Onecy. 12.
Bonu nomikaBuiucs, 4y OyBaB s KoJu-HeOyAb 32 KopJioHOM (abroad). 13. Bin ckazaB
iM, 1110 BOHHW HE NMOBUHH1 TOBOPHUTH TIpo 11€ 3apa3. 14. Hami rizg (guide) po3moBiB HaMm, 1110
3amoK (castle) 6yB 3Benenuit B XIV cromitti. 15. 4 cnoaiBatocs, 1110 HOBUM MicT Oyje
Mo0y/10BaHO B HACTYITHOMY POIIi.



Exercise 80. Translate into English paying attention to the sequence of tenses in the
clauses of time and condition:

1. 5 3HaB, 1110 KOJIM BOHU IOBEPHYTHCS, BOHU 000B'SI3KOBO MOJI3BOHATH HaMm. 2. Bin
CKa3aB MEHi, [IJ0 BOHU HE MOiyTh Ty1, IOKH HE Ti3HAIOThCA aapecu. 3. BoHa cka3zana,
110 3yCTpija IPHATENs, 3 IKUM BUYMIIacs B 1IKoJIi. 4. BoHa cka3ana MeHi, 110 HaBps 9u
BITI3HA€E paiioH, 00 BiH CHJIBHO 3MiHMBCS. 5. BiH 3anuTas, 110 51 0y1y poOUTH, KOJIH BUILY
Ha TieHciro (retire). 6. Bin ckazaB, M0 SK TUTBKA JOKYMEHTH OyIyTh OTpHUMaHi, iX
HAJIIUTIOTH HaM. 7. MezacecTpa (NUrse) ckasaina, 1o MU 3M0KeMO TTIOTOBOPUTH 3 JIIKapeM
TIJIBKH IIICJIS TOTO, SIK BiH OTJISTHE XBOpOTo (examine a patient). 8. Biu 3amuTaB MeHe, un
€ sKach Hais, 1o s 3MmiHmocs. 9. KopecnoHeHTaM MOBIIOMUIIH, IO TTpodJieMa IIiH I11e
00rOBOPIOETHCA 1 1110, K TUIBKK BOHA OyJie BUpIillleHa, KOHTpaKT Oynae miamucano. 10.
Bin cka3aB, 1110 IpOMIIIIO N'ATh POKIB 3 TUX TIp, sIK BOHM ofpykeHi. 11. BiH Haranas
(remind) MeHi, IO KOJIM MU OYJIM CTYJICHTAMH, MU 3aBXKIH OTIOMArajid OJUH OJHOMY.
12. ITpodecop ckazas, 1100 51 HE MPUXOIUB, TOKA HE BUBYY BECh MaTepia.

LESSON 3
TEXT A HUMAN RESOURSES MANAGEMENT: AN OVERVIEW

The human resource is not only unique and valuable; it is also an organization's
most important resource. It seems logical that an organization would expend a great deal
of effort to acquire and make full use of such a resource, and most organizations do. That
effort is known as human resources management, or HRM. It has also been called staffing
and personnel management .

Human resources management consists of all the activities involved in acquiring,
maintaining, and developing an organization's human resources. As the definition
implies, HRM begins with acquisition-getting people to work for the organization. Next,
steps must be taken to keep these valuable resources. (This is important; after all, they
are the only business resources that can leave the organization at will.) Finally, the human
resources should be developed to their full capacity to contribute to the firm. Each of the
three phases of HRM-acquiring, maintaining, and developing human resources - consists
of a number of related activities. Acquisition, for example, includes planning, as well as
the various activities that lead to hiring new personnel. Altogether, this phase of HRM
includes five separate activities They are:

Human resources planning- determining the firm's future human resources needs .

Job analysis - determining the exact nature of the positions to be filled .

Recruiting - attracting people to apply for positions in the firm.



Selection - choosing and hiring the most qualified applicants.

Orientation - acquainting new employees with the firm .

Maintaining human resources consists primarily of motivating employees to remain
with the firm and to work effectively . The aspects of maintaining human resources:

Employee relations-increasing employee job satisfaction through satisfaction
surveys, employee communication programs, exit interviews, and fair treatment.

Compensation - rewarding employee effort through monetary payments .

Benefits - providing rewards to ensure employee well-being.

The development phase of HRM is concerned with improving employees skills and
expanding their capabilities. The two important activities within this phase are:

Training and development - teaching employees new skills, new jobs, and more
effective ways of doing their present jobs.

Performance appraisal -assessing employees' current and potential performance
levels.

RESPONSIBILITY FOR HRM

In general, human resources management is a shared responsibility of line man-
agers and staff HRM specialists. In very small organizations, the owner is usually both
a line manager and the staff HRM specialist. He or she handles all or most HRM
activities. As the firm grows in size, a human resources manager is generally hired to
take over most of the staff responsibilities. As growth continues, additional staff
positions are needed. In firms as large as, say, Disney, HRM activities tend to be very
highly specialized. There may be separate groups to deal with compensation, added as
training and development programs, and the other staff activities .

Specific HRM activities are assigned to those who are in the best position to
perform them. Human resources planning and job analysis are usually done by staff
specialists, with input from line managers. Similarly, recruiting and selection are
generally handled by staff experts, although line managers are involved in the actual
hiring decisions. Orientation programs are usually devised by staff specialists, and the
orientation itself is carried out by both staff specialists and line managers. Compensation
systems (including benefits) are most often developed and administered by the HRM
staff . However, line managers recommend pay increases and promotions. Training and
development activities are usually the joint responsibility of staff and line managers.
Performance appraisal is the job of the line manager, although HRM staff personnel
design the firm's appraisal system in most organizations.

Exercisel. Answer the following questions:

1. What resource is unique, valuable and the most important resource? Why?

2. List the three main HRM activities and their objectives.

3. In general, on what basis is responsibility for HRM divided between line and
staff managers?

TEXT B HUMAN RESOURSES PLANNING



Human resources planning is the development of strategies to meet the firm's
future human resources needs. The starting point for this planning is the organization’s
overall strategic plan. From this, human resources planners can forecast the firm's future
demand for human resources. Next, the planners must determine whether the needed
human resources will be available; that is, they must anticipate the supply of human
resources within the firm. Finally, they have to take steps to match supply with demand.

FORECASTING HUMAN RESOURCES DEMAND

Planners should base forecasts of the demand for human resources on as much
relevant information as they can gather. The firm's overall strategic plan will provide
information about future business ventures, new products, and projected expansions or
contractions of particular product lines. Information on past staffing levels, evolving
technologies, industry staffing practices, and projected economic trends can also be very
helpful.

HRM staff use all this information to determine both the number of employees the
firm will require and their qualifications-including skills, experience, and knowledge.
Planners use a wide range of methods to forecast specific personnel needs. For example,
with one simple method, personnel requirements are projected to increase or decrease in
the same proportion as sales revenue. Thus, if a 30 percent increase in sales volume is
projected over the next two years, a 30 percent increase in personnel requirements would
be expected for the same period. (This method can be applied to specific positions as
well as to the work force in general. It is not, however, a very precise forecasting
method.) At the other extreme are elaborate, computer-based personnel planning models
used by some large firms such as Exxon Corporation.

FORECASTING HUMAN RESOURCES SUPPLY

The forecast of the supply of human resources must take into account both the
present work force and any changes or movements that may occur within it. For example,
suppose planners project that in five years a firm that currently employs 100 engineers
will need to employ a total of 200 engineers. Planners can not simply assume they will
have to hire 100 engineers over the next five years during that period, some of the firm's
present engineers are likely to be promoted, leave the firm, or move to other jobs within
the firm. Thus, planners might project the supply of engineers in five years at 87, which
means that firm will have to hire a total of 113 (or more) new engineers. When
forecasting supply planners should analyze the organization's existing employees to
determine who can be retrained to perform the required tasks.

Two useful techniques for forecasting human resources supply are the replacement
chart and the skills inventory. A replacement chart is a list of key personnel and their
possible replacements within the firm. The chart is maintained to ensure that top
management positions can be filled fairly quickly in the event of an unexpected death,
resignation, or retirement. Some firms also provide additional training for employees
who might eventually replace top managers.

A skills inventory is a computerized data bank containing information on the skills
and experience of all present employees. It is used to search for candidates to fill new or
newly available positions. For a special project, a manager might be seeking a current
employee with an engineering degree, at least six years of experience, and fluency in
French. The skills inventory can quickly identify employees who possess such



qualifications. A skills inventory is useful when assessing whether a company can do a
specific project. For example, after tripling its sales in the last twelve years, Leading
Lady, a manufacturer of maternity wear based in Beachwood, Ohio, installed a
Piecework Apparel Computer (PAC) system to handle the increase in business. One of
the important features of the system is that it enables Leading Lady to build a skills
inventory of its employees. The company can, for the first time, look at a computer
printout to determine if it can accept and process an order with a given staff. The skills
inventory cuts down on the uncertainty and margin of error that the company had to deal
with in the past.

MATCHING SUPPLY WIH DEMAND

Once they have forecasts of both the demand for personnel and the firm's supply of
personnel, planners can devise a course of action for matching the two. When demand is
predicted to be greater than supply, plans must be made to recruit and select new
employees. The timing of these actions depends on the types of positions to be filled.
Suppose we expect to open another plant in five years. Along with other employees, a
plant manager and twenty-five maintenance workers will be needed. We can probably
wait quite a while before we begin to recruit maintenance personnel. However because
the job of plant manager is so critical, we may start searching for the right person for that
position immediately.

When supply is predicted to be greater than demand, the firm must take steps to
reduce the size of its work force. Several methods are available, although none of them
is especially pleasant for managers or discharged employees. When the oversupply is
expected to be temporary, some employees may be laid off dismissed from the work
force until they are needed again.

Perhaps the most humane method for making personnel cutbacks is through
attrition. Attrition is the normal reduction in the work force that occurs where employees
leave the firm. If these employees are not replaced, the work force eventually shrinks to
the point where supply matches demand. Of course, attrition may be a very slow process-
often too slow to really help the firm.

Early retirement is another option. Under early retirement, people who are within a
few years of retirement are permitted (or encouraged) to retire early work force, may not
reduce the staff enough.

As a last resort, unneeded employees are sometimes simply fired. However,
because of its negative impact, this method is generally used only when absolutely
necessary.

Exercisel. Answer the following questions:

1. What is human resources planning?

2. How is a forecast of human resources demand related to the firm's organizational
planning?

3. What must the forecast of the supply of human resources take into account?

4. How do human resources managers go about matching the firm's supply of
workers with its demand for workers?

5. How accurately managers plan for the future human resources needs?



Exercise2. Developing Critical Thinking Skills:

Suppose you are the manager of the six supervisors described in the following list.
They have all just completed two years of service with you and are eligible for an annual
raise. How will you determine who will receive a raise and how much each will receive?

.Joe Garcia has impressed you by his above-average performance on several
difficult projects. Some of his subordinates, however, do not like the way he assigns jobs.
You are aware that several family crises have left him short of cash.

. Sandy Vance meets her goals, but you feel she could do better. She is single, likes
to socialize, and at times she arrives late for work. Several of her subordinates have low
skill levels, but Sandy feels she has adequately explained their duties to them. You
believe Sandy may care more about her friends than about coaching her subordinates.
Her workers never complain and appear to be satisfied with their jobs.

. Paul Steiberg is not a good performer, and his work group does not feel he is an
effective leader. You also know his group is the toughest one to manage. The work is
hard and dirty. You realize it would be very difficult to replace him, and you therefore
do not want to lose him.

- Anna Chen runs a tight ship. Her subordinates like her and feel she is an excellent
leader. She listens to them and supports them. Recently, her group won the TOP (The
Outstanding Performance) Award. Anna's husband is CEO of a consulting firm, and as
far as you know, she is not in financial need.

. Jill Foster has successfully completed every assignment. You are impressed by
this, particularly since she has a very difficult job. You recently learned that she spends
several hours every week on her own taking classes to improve her skills. Jill seems to
be motivated more by recognition than by money.

.- Fred Hammer is a jolly person who gets along with everyone. His subordinates
like him, but you don't think he is getting the job done to your expectations. He has
missed a critical delivery date twice, and this cost the firm over $5,000 each time. He
recently divorced his wife and is having an extremely difficult time meeting his financial
obligations.

Assignment

1. You have $25,000 available for raises. As you think about how you will
allot the money, consider the following:

a. What criteria will you use in making a fair distribution?

b. Will you distribute the entire $25,000? If not, what will you do with the
remainder?

2. Prepare a four-column table in the following manner:

a. In column 1, write the name of the employee.

b. In column 2, write the amount of the raise.

c. In column 3, write the percentage of the $25,000 the employee will receive.

d. In column 4, list the reasons for your decision.



TEXT C CULTURAL DIVERSITY IN HUMAN RESOURCES

Today's work force is made up of many types of people. Firms can no longer safely
assume that every employee walking in the door has similar beliefs or expectations.
Whereas North American white males may believe in challenging authority, Asians tend
to respect and defer to it. In Hispanic cultures, people often bring music, food, and family
members to work, a custom that US. businesses have traditionally not allowed. A job
applicant who won't make eye contact during an interview may be rejected for being
unapproachable, when according to her culture, she was just being polite.

As a larger number of women, minorities, and immigrants enter the US work force,
the workplace is growing more diverse. It is estimated that by 2005 women had made up
about 48 percent of the US workforce, and African Americans and Hispanics had each
account for about 11 percent. Hispanics continue to be the fastest growing population in
the United States.

Cultural, or workplace, diversity refers to the differences among people in a work
force due to race, ethnicity, and gender. Increasing cultural diversity is forcing managers
to learn to supervise and motivate people with a broader range of value systems. The
flood of women into the work force, combined with a new emphasis on participative
parenting by men, has brought many family-related issues to the workplace. Today's
more educated employees also want greater independence and flexibility. In return for
their efforts, they want both compensation and a better quality of life.

Although cultural diversity presents a challenge, managers should view it as an
opportunity rather than a limitation. When properly managed, cultural diversity can
provide competitive advantages for an organization. A firm that manages diversity
properly can develop cost advantages over firms that do not manage diversity well.
Moreover, organizations that manage diversity creatively are in a much better position
to attract the best personnel. A culturally diverse organization may gain a marketing edge
because it understands different cultural groups. Proper guidance and management of
diversity in an organization can also improve the level of creativity. Workers who bring
fresh viewpoints to problem solving and decision making may enliven these processes
substantially.

Because cultural diversity creates challenges along with these advantages, it is
important for an organization's employees to know how to cope with it. To accomplish
that goal, numerous U.S. firms are taking action to train their managers to respect and
manage diversity, according to one recent study. Diversity training programs may
include recruiting minorities, training minorities to be managers, training managers to
view diversity positively, teaching English as a second language, providing mentoring
programs, and facilitating support groups for immigrants. At Xerox Corporation,
managers are held accountable for the number of minorities employed at every level in
every division. Corning rotates new minorities through different jobs during their first
five years with the firm. Before they are assigned permanent positions at Digital
Equipment Corporation, minorities work at one of DEC's two multicultural plants, which
provide comfortable learning environments. Procter &Gamble uses a mentoring to help



minorities adjust to the corporate environment. Levi Strauss considers an effective
diversity program a common-sense "aspirational” goal, along with teamwork, trust,
recognition, ethics, openness, and empowerment. To show employees the seriousness of
the company's commitment to these goals, managers’ bonus pay, which can be two-thirds
of their compensation, is tied directly to their behavior toward the company's
"aspirational goals.

As is the case with many organizational goals, a diversity program will be
successful only if it is systematic and ongoing and has a strong, sustained commitment
from top leadership. Cultural diversity is here to stay. Its impact in organizations is
widespread and will continue to grow within corporations. Management must learn to
overcome the obstacles and capitalize on the advantages associated with the varying
viewpoints and backgrounds of culturally diverse human resources.

Exercise 1. Answer the following questions:

1. Why is cultural diversity in human resources so important nowadays?
2. What does it mean?

3. How does increasing cultural diversity affect managers ?

4. May a culturally diverse organization gain a marketing edge? Why?
5. When will a diversity program be successful?

Exercise 2. Read, translate and discuss the following text:

Outstanding Diversity Programs

From the Chrysler Corporation to the Central Intelligence Agency, diversity
programs are flourishing in American organizations. According to a recent survey by the
American Management Association, half of all U.S. employers have established some
kind of formal initiative to promote and manage cultural diversity. Although
demographics isn't the only reason for the growth of these programs, it is a compelling
one. By the year 2050, minorities will make up over 50 percent of the American
population. In addition, an increasing number of organizations have come to believe that
diversity, like quality and customer service, is a competitive edge. A more diverse work
force provides a wider range of ideas and perspectives and fosters creativity and
innovation.

Avenues for encouraging diversity include recruiting at historically black colleges
and universities, training and development, mentoring, and revamped promotion review
policies. To get out the message about their commitment to diversity, many organizations
establish diversity councils made up of employees, managers, and executives. Although
many Fortune 500 companies are making diversity part of their strategic planning
process, some programs stand out from the crowd.

At Texas Instruments, strategies for enhancing diversity include an aggressive
recruiting plan, diversity training, mentoring, and an incentive compensation program
that rewards managers for fostering diversity. Each business unit has a diversity manager
who implements these strategies and works closely with the company's Diversity
Network. The network provides a forum for employees to share ideas, solicit support,
and build coalitions.



Convinced that strengthening diversity is a business imperative, Du Pont has
established several programs to achieve that goal. In addition to training workshops and
mentoring, Du Pont has established over 100 multicultural networks through which
employees share work and life experiences and strive to help women and minorities
reach higher levels of leadership and responsibility within the organization. Over half of
Du Pont's new hires for professional and managerial positions are minorities and women.

Disney World's director of diversity wants theme park guests to see themselves
reflected in the diversity of Disney's employees. Working to attract diverse employees,
Disney hopes to convince them that the organization understands, respects, and values
who they are. By holding a variety of diversity celebrations every year including Dr.
Martin Luther King's Birthday, Asian-Pacific American Heritage Month, Hispanic
Heritage Month, Disability Awareness Month, and Native American Heritage Month
Disney opens the door to this kind of understanding.

What do we learn from strong, successful diversity programs such as these, as well
as similar programs at Microsoft, Sara Lee, Xerox, and S.C. Johnson Wax? First, they
can go a long way toward eliminating prejudice in the workplace and removing barriers
to advancement. Second, to be more than just the latest corporate buzzword, diversity
programs require commitment from the top and a culture that supports an inclusive
environment.

Exercise 3. Improving Communication Skills:

Workplaces in the United States are becoming more culturally diverse. Employees
from other countries bring their customs, traditions, values, and language with them to
the workplace. It can be difficult for some employees who have worked in a business for
a long time to adjust to the changes that accompany cultural diversity. The work
environment may become tense and full of distrust and hostility as conflicts erupt among
employees. This appears to be the situation at the Zire Company, which manufactures
fence posts from recycled plastic. As the company's human resources manager, you are
faced with the job of changing this environment into one that encourages cooperation,
trust, and mutual respect among employees.

Assignment

1. Putting yourself in the role of the Zire Company's human resources manager,
address the following questions:

a. What are the issues and problems associated with cultural diversity in your
company?

b. What benefits and opportunities could this diversity have for your company?

c. How can you encourage employees to be more understanding and have greater
empathy toward workers who are different from themselves?

2. On the basis of your answers to these questions, prepare a plan for creating an
environment that will foster cooperation, trust and mutual respect among the employees
of the Zire Company.



TEXT D JOB ANALYSIS

There is no sense in trying to hire people unless we know what we are hiring them
for. In other words, we need to know the exact nature of a job before we can find the
right person to do it.

Job analysis is a systematic procedure for studying jobs various to determine their
elements and requirements. Consider the position of clerk, for example. In a large
corporation, there may be fifty kinds of clerks positions. They all may be called “clerks,"
but each position may differ from the others in the activities to be performed, the level
of proficiency required for each activity, and the particular set of qualifications that the
position demands. These distinctions are the focus of job analysis.

The job analysis for a particular position typically consists of two parts a job
description and a job specification. A job description is a list of the elements that make
up a particular job. It includes the duties the jobholder must perform, the working
conditions under which the job must be performed, the jobholder's responsibilities
(including number and types of subordinates, if any), and the tools and equipment that
must be used on the job.

A job specification is a list of the qualifications required to perform a particular
job. Included are the skills, abilities, education, and experience the jobholder must have.
When attempting to hire the editor of the St. Louis Post-Dispatch, Pulitzer Publishing
Company carefully crafted a job specification so that it would a basis for comparing
candidates. Pulitzer wanted to find an editor who would meet the criteria the company
expected: a person whose background and experiences strongly reflected journalistic
integrity.

The job analysis is not only the basis for recruiting and selecting new employees,
for either existing positions or new ones, it is also used in other areas of human resources
management, including evaluation and the determination of equitable compensation
levels.

Exercise 1. Answer the following questions:

1. Do we need to know the exact nature of a job before we can find the right person
to do it?

2. What is job analysis?

3. Explain the objectives and uses of job analysis.

4. How are a job analysis, job description, and job specification related?

Exercise 2. Building Team Skills:

The New Therapy Company is soliciting a contract to provide five nursing homes
with physical, occupational, speech, and respiratory therapy. The therapists will float
among the five nursing homes. The therapists have not yet been hired, but the nursing
homes expect them to be fully trained and ready to go to work in three months. The
previous therapy company lost its contract because of high staff turnover due to
"burnout™ (a common problem in this type of work), high costs, and low-quality care.



The nursing homes want a plan specifying how the New Therapy Company will meet
staffing needs, keep costs low, and provide high-quality care.

Assignment

1. Working in a group, discuss how the New Therapy Company can meet the three-
month deadline and still ensure that the care its therapists provide is of high quality. Also
discuss the following:

. How many of each type of therapist will the company need?

- How will it prevent therapists from "burning out"?

- How can it retain experienced staff and still limit costs?

. Are promotions available for any of the staff? What is the career ladder?

. How will the company manage therapists at five different locations? How will it
keep in touch with them (computer, voice mail, monthly meetings)? Would it make more
sense to have therapists work permanently at each location rather than rotate among
them?

. How will the company justify the travel costs? What other expenses might it
expect?

2. Prepare a plan for the New Therapy Company to present to the nursing homes.

GRAMMAR EXERCISES
YmogHi peyennst (Conditional Sentences)

YMoBHI peueHHsI BXXKUBAIOTHCS ISl BAPAXKECHHS A1H, K1 BIIOY Iy ThCS UM B1IOYIHCS
0 3a MEBHMX yYMOB. YMOBHI PEYCHHS CKJIAJarOThCSA 3 JBOX 4YacTHH: TrojioBHOI (Main
Clause) ta minpsanoi (If-clause). YMosHi peuenns HynsoBoro tumy (Zero Conditionals)
BUPAXaIOTh peajbHl a00 BIPOTIAHI CUTyallli y TeNnepilmHboMy. Y TaKuX PEUYCHHSX
B)KMBAETHCS TETEPINIHIA HEO3HAUYEHUH Yac SIK y TOJIOBHIM YaCTHHI, TaK 1 B MiAPSAHIN.

Main Clause If-clause
Present Simple Tense Present Simple Tense

Hanpuknan:
If the temperature falls below 0 °C, water turns into ice.

| always take aspirin if | have a headache.

YMmoBHi peuenns nepmoro tumy (First Conditionals) BupaxaroTs peanbHi 4u
BIPOT1/IHI CUTYyallii y MailOyTHOMY. I"'pamMaTH4HI Yacu B TaKUX PEUCHHSX BXKHUBAIOTHCS
TaKUM YHHOM:

Main Clause If-clause

Future Simple Tense Present Simple Tense
Modal wverb + bare
infinitive




Hanpuknan:
He will paint the fence if you buy some paint.

She can give you the dictionary if she doesn't need it.

B yMOBHHX pedeHHSIX HEe 000B'SI3KOBO I'0JIOBHA YAaCTUHA CTOITh NepIIoo. ['oaoBHA
Ta MiIpsIHA YAaCTHHH MOXKYTh MOEAHYBATHCH crioyuHuKamH If (axio), when (komn), till
(mokm), until (moxm we), unless (sxio He), as soon as (sx tineku): We will see him as
soon as the bus arrives. He won't phone us unless he finishes his work.

B yMOBHHUX pedeHHSIX HYJH0BOro Tumy if Ta When BxuBaroTecs 0e3 pi3HUIN Y
3HAYCHHI, aJlc B YMOBHUX PCUCHHSX Mepmioro Tumy If BXXHUBaeThCs ISl BUPAKCHHS
yMOBH, 8 When — ni7ist Bupa>keHHs JTild, siKi BinOynyThes y neBHuit yac. [lopiBHsiiTe:

If/when | have a good mood, | always listen to music. (Axwo/xonu y mene eapnut
Hacmpii, s 3aexcou cayxaro mysuxy.) She will oo shopping if she has time. (Bona mizge
3a MOKYIMKaMH 3a YMOBH, 1o matuMe 4ac.) She will oo shopping when she has time.
(Bona mizae 3a NOKynkaMu TOJI1, KOJIM MaTUME 4Yac.)

Exercise 1. Choose the correct item:

1. You are/will be healthy if you go/will go in for sport. 2. As soon as Fred
finishes/will finish doing his homework, we go/will go to the cinema. 3. When |
grow/will grow up, | become/will become a private detective. 4. If you drink/will drink
so much coffee, you don't/won't sleep well at night. 5. If | don't/won't know a word, |
always consult/will consult a dictionary. 6. Nick leaves/will leave me a note if he
doesn't/won't see me. 7. When we run/will run out of food, we go/will go shopping.
8. Mike has/will have an accident if he drives/will drive so carelessly. 9. Until you
promise/will promise to keep it in secret, | don't/ won't tell you anything. 10. The doctor
doesn't/won't prescribe any medicine until he examines/will examine the patient.

Exercise 2. Match two parts of the sentences:

If you don't understand this rule, you shouldn't eat with dirty
) )  hands.

What colour do you get he'll be late for the meeting.
) )

She always goes to bed early if you give me your phone
) )  number.

If you don't want to have a if she is tired.
) stomachache, )

People wear warm clothes we'll go fishing.
) )

I'll phone you I'll explain it to you.
) )




The baby can't fall asleep iIf you have some free time
) ) tomorrow?

If Nick misses this bus, If you make such a noise.
) )

What will you do when you mix red and yellow?
) )

If my father repairs the boat, when the weather is cold.
0) )

Exercise 3. Put the verbs in brackets into the Present Simple or the Future Simple Tense:

1. We ... (to order) a pizza if Dolly ... (not to cook) supper. 2. If you... (not to be)
careful, you ...(to burn) yourself. 3. When Tony ... (to finish) school, he ... (to continue)
his study at the college. 4. If Mary ... (to have) a toothache, she should go to the dentist.
5. The snow ... (to melt) when the sun ... (to shine). 6. If you .. (not to pay) the electricity
bill, they ... (to cut) it off. 7. Sue .. (not to go) to the mountains until she ... (to pass) her
exams. 8. We ... (to have) lunch when you ... (to be) hungry. 9. Polly .. (to feel) better
if she ... (to keep) to a diet. 10. When Helen ... (to have) any problems, she always ... (to
ask) her mother for help.

Slkmo migpsimae pedenns (If-clause) croiTh mepiiMM, BOHO BiJTOKPEMITIOETHCS
komoro: She will finish the work soon if we help her. If we help her, she will finish the
work soon.

Exercise 4. Rewrite the sentences as in the example:

Example: Granny prepares a cake. We have tea. (if) — If granny prepares a coke, we'll have
tea.

1. Sally is angry. We don't phone her, (if) 2. You feel better. You stop smoking,
(when) 3. Father comes home. We have supper, (as soon as) 4. Brian doesn't buy the
tickets. We don't go to the concert, (if) 5.1 tell you all the news. You phone me
tomorrow morning, (if) 6. We don't know the marks. The teacher checks our tests,
(until) 7. 1don't go to the seaside. Eddy agrees to go with me. (unless) 8. Gordon earns
more money. He gets a promotion, (when) 9. Julia finishes reading a report. She has a
break for lunch, (as soon as) 10. You don't set the alarm. You oversleep, (if)

B yMOBHHX pe4YeHHSIX NMEpPLIOr0 THUIY B MIAPAJHIA YACTHHI TAKO0X MOKYThb
B:XKMBaTHCh TenepimHiii TpuBanuii (The Present Continuous Tense), Tenepimniii
noxonanuii (The Present Perfect Tense) Ta renepimmniii nokonano-TpuBasuii (The
Present Perfect Continuous Tense) yacu, BimoBiHO 10 iX MpaBHJI BJKUBAHHSI Ta
SIKIIO 1bOro BuMarae 3mict peuennsi: If you are still doing your homework, we
won't go to the cinema. If you have done your homework, we'll go to the cinema. If
she has been cleaning the flat for two hours already, we should help her.



Exercise 5. Put the verbs in brackets into the Present Continuous, the Present Perfect or the
Present Perfect Continuous Tense:

1. We'll miss the train if you ... (not to pack) the suitcase yet. 2. If Stuart ... (still
to wait) for me, I'll catch a taxi. 3. If Susan ... (still to sleep), | won't wake her. 4. If
Tony ... (to work) on this project for a week now, we should help him. 5. We can have
dinner if Cindy ... (already to lay) the table. 6. We should stop the boys if they ... (still
to fight). 7. If the taxi ... (not to arrive) yet, I'll wait for it outdoors. 8. Jane should
take a break if she ... (to prepare) for her exam for more than two hours now.
9. Unfortunately, we can't have a picnic if it ... (still to rain). 10. If they ... (not to
repair) your car yet, | can give you a lift.

Unless yacro B:kuBaeTbesi y pedeHHsX 3amicThb if not. ¥ nbomy BuUnmaaky
3amepevyHa JyacTka NOt He MOTPiOHA. AJie He MOKHA BKMBaTH UNIESS y muTajibHHX
peuennsix: We won't have a break unless we finish (if we don't finish) our project.
What will she do if she doesn’t get a diploma? NOT: unless she gets a diploma.

Exercise 6. Complete the sentences with if or unless:

1. ... you promise to return home at eleven o'clock, | won't let you go to the party.
2. They will be able to launch the new medicine, ... they sign this contract. 3. Martin
won't start his own business ... he gets a loan from the bank. 4. 1 won't talk to you again
... you tell me the truth. 5. What will you do ... Max doesn't meet you? 6. ...
| tell you everything, you won't be surprised. 7. Sheila won't go to Rome ... she buys a
plane ticket. 8. You will continue making mistakes ... you learn all the rules. 9. How
will Jerry find information for his project ... the Internet doesn't work? 10. Where will
Sam buy flowers ... all the shops are closed?

Exercise 7. Rewrite the sentences as in the example:

Example: If you don't send a message, we'll worry about you. — Unless you send a message,
we'll worry about you. Unless Dave finishes the picture, he won't exhibit it.— If Dave doesn't finish
the picture, he won't exhibit it. .

1. 1 will feel bored if you don't come to my birthday party. 2. You won't know
anything about the state of his health unless you speak to the doctor. 3. We won't plan
our weekend if we don't watch the weather forecast. 4. Emma will be upset if she doesn't
speak to you. 5.1 won't spend the money unless | buy a new computer. 6. Unless the
police catch the thief, we won't get our jewellery back. 7. We won't go on holiday if we
can't take our dog with us. 8. Margaret won't start her job if she doesn't find a babysitter.



9. I won't go shopping unless you give me money. 10. Andy won't leave the house if he
doesn't find the key.

Exercise 8. Use the sentences to make up a chain story as in the example:

a) Example: If Nick joins a tennis club, he will train a lot. If trains a lot, he...
Nick will join a tennis club

He will train a lot

He will take part in the Wimbledon tournament
He will win a cup

He will become a famous sportsman

He will get a lot of money

He will start his own business

He will become rich

He will marry a beautiful and clever girl

He will buy a big house

He will have many children

He will be happy

b) Use the sentences of part A and write what happens if Nick doesn’t join a tennis club.

¢) Write your own chain stories, using the first sentences: If | enter university..., and If |
don’t enter university...

Exercise 9. Translate into English:

1. Mos 6a0ycs 3aBXAHM FOTY€ IMIOCh CMAayHe; KOJW MU MPUIKIKAEMO BIJIBIAATH ii.
2. Tu macw MeHi AMCK 3 IHMUM (iTBMOM, KO s moauBmocs mei? 3. Bu moxere
3arenedoHyBaTH MEHI, KO y Bac OyAyTh sikich nuTaHHsA. 4. [loku Tom He mooOinae,
oMy He MOXkHa icTU Iykepku. 5. ko ["anHa Bxke Hamucana pedepar, MU 3aIPOCUMO
il miti 3 Hamu y KiHO. 6. [llo T! Oymernn poOUTH, KO HE KYMHI KBUTKH HA MOi3a?
7. SIKIIIO TH 111 TOTYENT BEUEPIO, s OAUBIIOCH HOBUHH T10 TeIeBi30py. 8. Y Tebe OyayTh
mpoOJIeMu 31 3I0POB'SIM, SIKIIIO TH O01AaTHMEII Y pecTopaHaxX MIBUIKOTO Xap4yyBaHHS.
9. Tu monoMoskem MeH1, KOau 3BIabHHUIICI? — Tak, Ko s IBUAKO BHKOHAIO CBOIO
poboty, s nonmomoxy To6i. 10. [Toku BiH HE OTpuMae BUIIY OCBITY, BIH HE 3MOXKeE
pO3MOYaTH BIIACHY CTIPABY.

YMoBHi peuennst apyroro Tumy (Second Conditionals) BxxuBarThCs, SKIIO Jist
HEMOJKJIMBA YW HepeajbHa Yy TENEpilIHbOMY YM MaiOyTHbOMY. I'pamaTuuHi yacu B
TaKUX PEYCHHSX BKUBAIOTHCA TAKUM YHHOM:

Main Clause If-
clause

Would/could/might Past
+ bare infinitive Simple




Hanpurman: We would go to the skating rink if you could skate. (But you can't
skate.) If he had free time, he would visit us. (But he doesn't have free time.)

Exercise 10. Choose the correct item:

1. If the weather were/would be fine, we played/would play a game of tennis in the
court. 2. 1 were/would be very glad if Ted and Mary visited/would visit me today. 3. If
Jim bought/ would buy the tickets, we saw/would see the football match at the stadium.
4. If my mother weren't/wouldn't be so busy, she helped/would help me with my essay.
5. I could read the letter if Annie didn't/wouldn't break my glasses. 6. Helen translated/
would translate this article in time if she had/would have a good dictionary. 7. If Frank
didn't/wouldn't get a bad mark, he might go for a walk with his friends. 8. Nigel
found/would find information about endangered species if he had/would have the
Internet. 9. We arrived/would arrive on time if we weren't/ wouldn't be delayed in a
traffic jam. 10. Tina didn't/wouldn't miss the first lecture if she didn't/wouldn't
oversleep.

Exercise 11. Write down the sentences as in the example, using the rules of the second
conditionals:

Example: Alex has my phone number. He phones me.— If Alex had my phone number, he
would phone me.

1. We don't have to go to school tomorrow. I play computer games all day. 2. John
doesn't phone Carol every day. He doesn't like her. 3. I win the lottery. | travel around
the world. 4. Paul has a camera. He lends it to us. 5. | visit the Eiffel Tower. | go to
France. 6. Betty opens her own restaurant. She is a skilled cook. 7. Ben can drive. We
go to the seaside by car. 8. | wake up half an hour earlier. | watch that TV programme.
9. Sheila has enough money. She buys that pretty dress. 10. | meet Brad Pitt. | ask for
his autograph.

Exercise 12. Put the verbs in brackets into the correct tense. (Use the second conditional):

1. If we ... (not to sell) our cottage house in the village, we ... (to spend) summer
there. 2. Janet ... (to learn) how to type if she ... (to have) time. 3. If I... (to need) your
help, I... (to ask) you for it. 4. If Angela ... (to go) to bed earlier, she ... (not to look) so
tired. 5. They ... (not to have) difficulties getting to our place if it ... (not to snow). 6. If
we ... (to have) enough petrol, the car ... (not to stop) in such a deserted place. 7. Colin
... (to bring) you a present if he ... (to know) about your birthday. 8. We ... (not to order)
a pizza if Dolly ... (not to burn) the meat. 9. If Rosie ... (to get) a good mark, her parents
... (to allow) her to go to the disco. 10. If Sandra ... (to know) Italian, she ... (can) work
as an interpreter.

Exercise 13. Use your ideas to complete the sentences:



1. If | had an opportunity to travel, I... 2. If | were the Minister of Education, I...
3. If  woke up on adesertisland I... 4. If I had my own car, I... 5. If I met an alien from
another planet, I... 6. If I were older, I... 7. If | studied harder, I... 8. If | could travel in
time...

YMOBHi peyeHHsI IPYroro THIY BKHBAIOTHLCS /1151 BUCJIOBJIIOBAHHSI OPa:
If I were you, | would eat more fruit. (Ha sawomy micyi s 6u ie binoue ppyxmis.)
dopma Were BXHBAEThCS IS BCIX 0Ci0 B YMOBHHMX PEUCHHSIX.

Exercise 14. Give your friends advice in the following situations. Start with the words «If 1
Were you...»:

1. My parents don't allow me to go to a disco because they think I'll come home too
late. 2. My granny thinks my clothes look horrible. 3. I haven't enough time for studying
and house chores. 4. My parents don't understand me. 5. My mother doesn't like my
friends. 6. My parents don't give me money to buy the clothes that I like. 7. I'm always
late for school. 8. My parents think I'm too young to ride a motorbike. 9. My parents
think I should study medicine, and | want to become a journalist. 10. | don't have many
friends.

Exercise 15. Match the problems with the solutions and write the sentences to give advice
as in the example:

Example: I'mafraid | will fail my exam.— If | were you. | would study harder.

I'm afraid I will fail my exam. Find a part-time job.
) )

My mother hasn't cooked anything for Exercise more.
)  dinner. )

My jeans are too small for me. Take a taxi.
) )

| don't understand this rule. Study harder.
) )

My parents don't give me enough Take an aspirin.
)  pocket )

money.

My mobile phone is broken. Order a pizza for dinner.
) )

I'm afraid I'll be late for the train. Join computer courses.
) )

I've got a terrible headache. Buy new jeans.
) )

I've put on weight. Save money to buy a
) )  new

mobile phone.




| can't use the Internet. Ask your friend to
0) )  explainit.

Exercise 16. Translate into English:

1. SlkOu y meHe 3apa3 Oymnu rpotiii, 1 61 KynuB MOpo3uBa. 2. Mu 6 He 3ami3HUINCD,
aKOUW 3apa3 mpuiimoB aBroOyc. 3. Ha Bamomy Micii s O crio4aTKy BHCIIyXaB HOTO.
4, SlxOu TH MUTaHyBaB CB1M poOOYMii IeHb, Y TeOE BUCTaUasio O yacy Ha BIJIMOYHUHOK. 5.
ou cdororpadyraB Tebe, sskOu y meHe OyB 3apa3 ¢doroamapar. 6. JJkOu T 3HaB
HIMEIIbKY, TH OU MepeKiIaB HaMm Iie pedeHHs. /. Ha Bamomy wmicui s Ou mopaauBcs 3
O0atpkamu. 8. Ha Bamomy wmicii s 6 He mocrimas i3 BUCHOBKaMu. 9. I Ou mokazas
TOO1, SIK TPaTH B 110 TPy, IKOU y MeHe 3apa3 OyB komm'totep. 10. Ha Bammomy micti st Ou
CKa3aB MpaBy.

YMmoBHi peuennsi Tperboro tumy (Third Conditionals) BxxuBaroTbCs, SAKIIO Iist
OyJla HEMOKJIMBA YM HEpealbHa Y MUHYJIOMY a00 JIJisi TOTO, 11100 BUCIOBUTH CBIN JKaJlb
a00 KpUTHUKY 3 IPUBOAY TOTO, 1110 CTAJIOCh Ta 3MIHUTH BXKE€ HE MOXKHA. [ pamaTHU4H1 yacu
B TAKUX PEUCHHSX BKUBAIOTHCS TAKUM YHHOM:

Main Clause If-clause
Would/could/might Past Perfect or Past
+ have + V; (Ved) Perfect Continuous

Hanpuknan:
We would have done the work on time if he had agreed to help us. (But he didn't

agree to help us and we didn't do the work on time.)
If she had studied harder, she wouldn't have failed her exam. (But she didn't study
hard and failed her exam.)

Exercise 17. Choose the correct item:

1. If you had woken/would have woken up forty minutes earlier, you hadn't
been/wouldn't have been late for your work. 2. We had bought/would have bought new
furniture if Henry had earned/would have earned more money. 3.If Mike had
remembered/would have remembered about Helen's birthday a day earlier, he had
sent/would have sent her a present. 4. Sue hadn't forgotten/wouldn't have forgotten her
key if she hadn't been/wouldn't have been in a hurry. 5. We hadn't waited/ wouldn't have
waited for so long if Steven had called/would have called the taxi beforehand. 6. If |
had known/would have known about the time of your arrival, | had met/would have met
you at the airport. 7. If little Denny had behaved/would have behaved well, his parents
hadn't punished/wouldn't have punished him. 8. Nick had been able/would have been
able to go on holiday if he had saved/would have saved some money. 9. Molly hadn't
got/wouldn't have got wet if she had taken/would have taken her umbrella. 10. Greg
hadn't broken/wouldn't have broken his arm if he had been/would have been more
careful.



Exercise 18. Put the verbs in brackets into the correct tense. (Use the third conditional):

1. We ... (not to get) lost in this city if we ... (to buy) a map. 2.1 ... (to drink) a cup
of coffee in the morning if | ... (to have) time. 3. If you ... (to take) a pain killer, you ...
(to feel) much better. 4. If Jack ... (to drive) carefully, he ... (to avoid) the accident.

5. Linda ... (to win) the competition if she ... (to train) more. 6. If I... (to see) that
film, I... (to describe) you my impressions of it. 7. Sally ... (to join) us in our trip to the
mountains if her parents ... (to allow) her to go with us. 8. If you ... (not to leave) the
meat on the table, the cat ... (not to eat) it. 9. If my friends ... (to have) any problems,
I... (to help) them. 10. If Diana ... (to close) the window, the parrot... (not to fly) away.

Exercise 19. Read the story and rewrite it as in the example, using the third conditional:

Example: If Dave hadn't gone to bed very late, he would have heard the alarm clock. ...

Dave went to bed very late yesterday. He didn't hear the alarm clock in the morning
so he overslept. He didn't have time for breakfast, so he felt very hungry soon. He left
his wallet at home and didn't have money to buy a hamburger. He felt sleepy and didn't
work well. He made some mistakes in his calculations and his chief was very angry with
him. At the end of the working day Dave was exhausted and went straight home. His
girlfriend was very disappointed because Dave didn't meet her after work and they didn't
go to the cinema.

Exercise 20. Translate into English:

1. SIkOu BM BYACHO BHKJIMKAJIM JIIKaps, CUTyallis He OyJia O Takow MOTaHOIo.
2. SlkOu TH TIONIPOCHB MEHE paHille, s OW BXXe KylUB KBUTKHU Ha JiTak. 3. SIkOM Tu He
3QIMIIKUB TTAPacoyibKy Aoma, Mu 0 He HaMok. 4. SxOu Jlinga kynuiia Ty CyKHIO, BOHA
0 oxsrina ii Ha Beuipky. 9. SIkOu beH naB meHi cBiif Homep TenedoHy BUopa, st 6 oMy
3arenedonyBaB. 6.5 Ou Bac 3ycTpiB Ha BOK3ali, SKOM MOS MallMHA HE 3JlaMaiach.
7) Tom Ou He TIpocTaB, SIKOW IOMTPOCUB OaThka po30yauTH ioro. 8. 5 Ou morpas 3 Bamu
B TCHIC y4opa, kO modyBaBcs kpamie. 9. SIkOM Mama 3aimuImiia MeHi Tpoiri, s Ou
KynuB X110 1 Mosoko. 10. SIk6u My mOMITHIIM IIIOCHh HE3BUYAliHE, MU O PO3MOBIIN BaM.

JIns BHCIOBIIOBAaHHS MMO0OaXaHb BHKOPHCTOBYEThCS KOHCTpykiiss | wish 3
JIECTIOBAMH Y TAaKUX TpaMaTUYHUX QopMax:

I'pamaTuynni yac BaxuBaerbes
| wish (if + Past Simple: Komnu tineTnes mpo 6akaHHA
only) | wish/if only | were with you.3miHuTH TenepilHiO CUTYaIlifO.

(S 6u xoTtiB OyTH 3 Bamu. Ha
Kajlb, 51 HE 3 BAMU. )

| wish/if only I had some free
time. (51 Ou XOTIB MaTH TPOXHU




BUTRHOTO yacy. Ha xanb, s He Mato
BUTBHOTO Yacy.)

I wish (if + subject + could + bare Ko HaeTbes po
only) infinitive: OakaHHS, SKI HE  MOXYTh
1 wish/if only she could take peanizyBatuce  uepe3  meBHi
part in the conference. TETIePIIHI 00CTaBHHH,
(1 6u xoTiB, 11100 BOHA B3sJIa [BUCIIOBIIIOETHCS
y4acTh Y KOH(EPEHITii. KaJIb 3 IbOTO TIPUBOY
Ha >xanb, BOHa HE MOXKe
B3SITH Y4acCTh Y KOH(EPEHIIii.)
I wish (if + subject + would + bare Komm BUCJIOBITFOETHCSI
only) infinitive: moOakaHHS 1010 MaHOyTHHOTO.
1 wish/if only we would go on
a holiday. (I 6u xoTiB, 11100 MU
noixajau y Biamyctky. Ha xainb,
MU HE 10iJIEMO Y BIJIITYCTKY.)
I wish (if + Past Perfect: Komm 1791 (SIS po
only) 1 wish/if only 1 had bought  [GaxkaHHs, sSIKi HEMOXJIMBO OYJI0

that camera. (Ha »aub, s He
KyIUB ToM (hoToarmapar.)

peanizyBaTd y MHUHYJIOMY, a0o
BUCJIOBJIIOETBCSL  Kallb 1010
TOTO, 1[0 CTAJOCh YU HE CTAJIOCh

Y MUHYJIOMY.

VY pedeHHsIX TaKoro TUITy WEIre BXKUBAETHCS ISl BCiX OCIO.

Exercise 21. Jane doesn't like her life. Write what she wishes:

Example: I wish my days weren't so busy.

My days are too busy. | don't want to get up so early. My mother makes me eat
porridge for breakfast. | have too many lessons at school. My teachers give me too much
homework. | have to prepare for my exams. | have no time to meet my friends. | want to
have a new computer and the Internet.

Exercise 22. Max wants to change his future life. Write about his wishes:

Example: 1 wish my parents would give me more pocket money.



| want my parents to give me more pocket money. | want my father to teach me to
drive. I don't want my mother to make me tidy my room every week. | don't want to
study Maths. | want to find a job for summer. | want to go to the seaside with my friends.
| want my parents to buy me new jeans and a T-shirt. | want my parents to give me a
puppy for my birthday.

Exercise 23. Andrew regrets some things in his past life. Write about his wishes:

Example: I wish I had studied well at school.

| didn't study at school well. | failed my final exams. | didn't get a higher education.
| found a poorly-paid job. I quarrelled with my best friend. My boss didn't give me a
promotion. My wife left me. | didn't spend much time with my son.

Exercise 24. Match two parts of the sentences:

If we had a lot of money, a) if he had known about our
) problems.
| wish my parents b) I would have told him about
)
the meeting.
You will catch a cold C) we won't start the concert.
)
If I were you, d) as soon as she gets a message
)
from her brother.
If he had called earlier, e) would send me to study abroad.
)
Peter would have offered us his f) hadn't spent so much money.
) help
Ann will tell us everything g) we would buy a house in France.
)
If only I h) when you heat it.
)
If the musicians haven't arrived 1) if you don't put on your warm
) yet,
sweater and a hat.
Chocolate melts J) I would ask the boss for a day off.
0)

Exercise 25. Put the verbs in brackets into the correct tense:

1. If Den manages to buy the tickets, we ... (to go) to the concert tonight. 2. You
wouldn't have broken my cup if you ... (to be) more careful. 3. If I were you, I ... (to



call) the dentist for an appointment. 4. If we lived near the sea, I ... (to go) swimming
every day. 5. If only I... (not to leave) my driving licence in the office yesterday. 6. If
you were famous, people in the streets ... (to recognize) you. 7.1 wish I ... (to be) at
home now. 8. Your parents will be happy if you ... (to get) a scholarship. 9. Jack wishes
he ... (to find) a better job in the near future. 10. Pamela ... (to paint) the shelf if you had
bought paint for it.

Exercise 26. Match two parts of the sentences:

If you keep food in the fridge would tell me what is wrong with
) ) him.
She would have come to dinner he won't find a good job.
) )
Jane would lose weight if we had invited her.
) )
If I were you, | the burglars wouldn't have got in.
) )
| wish Alex he would understand the words off
) ) this song.
Unless Mark graduates from wouldn't travel on my own.
) university )
If you had locked the door, it stays fresh longer.
) )
When the guests arrive, we will greet them at the door.
) )
If he knew English well, if she attended the gym regularly.
) )

Exercise 27. Circle the correct item:

1. 1 will read this article when | have/will have time. 2. Mum worried/would worry
if you didn't call. 3.1f | were you, | didn't/ wouldn't complain. 4. If Dolly didn't
leave/hadn't left in such a hurry, she would have remembered to switch off the light.

5. What will they do if/unless the weather is good tomorrow? 6. If only I
wasn't/hadn't been so rude to her yesterday! 7. If/Unless we pay the bill, they will cut
off the phone. 8. If Jim didn't like his job, he did/would do something else. 9. Jane
will/would walk the dog if she comes home early. 10. | wish I can I could invite all my
friends for my birthday party.

Exercise 28. Put the verbs in brackets into the correct tense:

1. If you touch a hot frying pan, you ... (to burn) your finger. 2. If Jack had closed
the door, the dog ... (not to run) away. 3. Helen could live by herself if she ... (to be)
older. 4. If only my parents ... (to buy) me a new bike for my next birthday. 5. When
water ... (to boil), it produces steam. 6. If | were you, I... (not to drive) a car in such



weather. 7. If Brian ... (to hear) any news, he would have phoned us immediately. 8. If
the bus arrived half an hour earlier, we ... (to be) in time for the seminar. 9. Sam ... (not
to lose) his wallet if he hadn't put it into the pocket. 10. Nora ... (to be) surprised if
Gordon brought her a bouquet of flowers.

Exercise 29. Find mistakes and correct them:

1. If you won't water these flowers, they will fade. 2. They won't start the wedding
party unless the groom and the bride don't arrive. 3. If Tina can skate, we would go to
the skating rink. 4. If Henry wouldn't laugh so loudly, the baby wouldn't wake up. 5. If
I were you, | will consult a lawyer. 6. Den would have bought you that medicine if you
told him about it. 7. What will Frank do unless he doesn't pass his driving test? 8. | wish
Chris will finish building his cottage house next year. 9. She will help us with this project
if she worked in our group. 10. If only my teachers hadn't give us so much homework
to do every day!

Exercise 30. Translate into English:

1. Mu 6 BnamtyBajau MiKHIK, SKOU HaIlll Ipy31 Ipuixanu 3aBTpa. 2. SIkOu y HbOTO
3apa3 Oynu Bcl pakTu, BiH OM 3MIHUB CBOIO TOYKY 30py. 3. BiH Ou Buopa mpueiHaBCs
710 Hac, IKOU MOTO HA4YaJIbHUK JI03BOJIMB HOMY MiTH 3 poboTH panime. 4. [llo tu Oyaem
pobutu, koiu y Tebe 3akiHuaTbes Tpomni? 5. Ha kanb, BOHM HE MPHUiTyTh CHOTOIHI.
6. Ha Bammomy wmicri s Ou He TpojiaBaB 10 MalMHy. /. SIKk O 51 XOTIB YMITH KaTaTUCh
Ha koB3aHax! 8. Illkona, mo Bam He mogobaeThes Taka My3uka. 9. SIkOm BoHa BUOpa
oTpUMaJia Hallle MOBiOMJIEHHS, BOHa O onpa3y mpuixana. 10. Bu 6u He BmizHamu ii,
SKOU 3apa3 ii 3yCTpUIH.

Exercise 31. Use the subjunctive mood in the following sentences:

Example: I will be glad to meet you again. — | would be glad to meet you again.

1. | will apologize to him for being late. 2. Everybody will be glad to go there.
3. I'll eat something sweet. 4. It does not make much difference. 5. | won't go to Egypt
in summer. 6. She will do her best to improve the situation. 7. He will give you a
different answer. 8. Nobody blames them. 9. Do you find it inconvenient? 10. He will
warn you of the danger. 11. A true friend will never fail you. 12. They will accept the
invitation for Sunday. 13. | will never agree to it. 14. A wise man will find a way out
of the situation. 15. It will be interesting to find out who is right.

Exercise 32. Open the brackets and use the subjunctive mood:

Example: Why didn't you tell me? I (close) the window long ago. | would have closed the
window long ago.

1. In your place | (arrange) everything yesterday. 2. At that time he (take) the
necessary steps. 3. Why did you wash up? | (do) it myself. 4. She (buy) the dress, but
she had no money. 5. He (advise) them what to do, but he couldn't get in touch with



them. 6. We (go) to the country rain or shine, but he was busy last weekend. 7. | (come)
to see him last week, but I got ill and had to stay in bed. 8. It (be) important then but not
now. 9. They (take) a taxi, but there was none. 10. Why didn't you ask them to discuss
your problem then? They (not postpone) it.

Exercise 33. Choose the right variant:

1. 1 would (have brought/bring) the book, but you did not tell me you needed it.
2. It would (be/have been) wise of you to consult a dentist twice a year. 3. | think nobody
would (object/have objected) to having a party tomorrow. 4. | did not know that it was
so important for you. | would (do/have done) it long ago. 5. In your place | wouldn't
(argue/have argued) with her yesterday. She is your boss. 6. Last year he wouldn't
(say/have said) so of John. 7. | wouldn't (worry/have worried) about it now. Everything
will clear up soon. 8. We would (stay/have stayed) for an hour, but it is rather late. 9. We
did not know that we would come to the lake. We would (take/ have taken) our rods.
10. I would (go/have gone) to sea, but my father wanted me to be a lawyer.

Mopaanhi giecaoBa (Modal Verbs)

B anrmiiicekiii MOBI € rpyma aiecuis (can, may, must, ought, shall, should, will,
would, need, dare), siki Ha3uBaIOTLCA MOAAJLHUMM. 111 KiecioBa He MO3HAYAIOTH [ii, a
BUPAXAIOTh JIMIIE BIJHOIICHHS JO0 HeEl, TOOTO MOXJIMBICTh, BIPOTIIHICTH abo
HEOOX1AHICTb 3/A1MCHEHHSI /111, MO3HAYEHO1 1HPIHITUBOM.

Ocobausocmi 821CUBAHHA MOOANbHUX OIECTIE

1) He 3MIHIOIOTHCS 32 0CO0AMH Ta YUCIaAMHU;

2) He MalTh 0co00BUX (GopMm mgiecioBa (iH(DiHITHBA, AIENPUKMETHUKA Ta
repyHIis);

3) He MaroTh BCIX BUJI0YACOBUX POPM Ji€CiIOBa (MaHOYTHHOTO Yacy, TPUBAIINX

1 nep(peKTHHUX YaciB);

4) yTBOPIOIOTH MUTANIGHY Ta 3anepeuny Gopmu 6€3 101aTKOBUX JOMOMIMKHHUX

JIECIIIB;

5) 3amepeueHns NOt CTaBUTHCS MIiCIII MOJAIBHHUX HI€CTIB;
6) miciis MOIaIbHUX JI€CITIB OCHOBHE JI€CIOBO BXKHUBAETHCS O€3 4acTKH 10 (3a

BUHSTKOM aieciaoBa ought to).

3HaYeHHS MOJIAJTBLHUX JI€CJIIB.

Can — morTH, BMIiTH, MaTH (Di3UYHY MOXJIMBICTH BUKOHaTh Aito: | can speak
English. — 51 Bmiro po3mMoBIsTH aHTIIHChKO. MUHYIMIA yac nieciioBa can — could: He
could read when he was five years old. — Bin ymiB unTaT Koyt oMy OyJIO 5 pOKIB.
JliecmoBo can He Mae MaOyTHHOTO Yacy. 3aMiTCh CaN BXKUBAEThCS CIOJMydeHHs to be
able to — 6yru cnpomoxuuMm: Perhaps this young man will be able to help you. —
Mo3KIIMBO, IIeH MOJIOTUH YOJIOBIK 3MOKE JOIIOMOI'TH BaM.

May — MorTH, MaTH J103B1JI, TAKOXK BUPaKA€ BIPOT1AHICTH Jii:




He may work here. Bin  moxe  (mae  703BiN)
MPAIIOBATH TYT.
He may be ill. Mo>HBO, BiH XBOPIE.

Munya popma niecmoa may — might: She told him that he might go home. — Borna
cKasana tuomy, wo 6in mooice tumu 00 oomy. sl BUpaKeHHS JTOKOPY, HECXBAJICHHS,
OCy/y TaKOX BiKHBa€eThCs popma might: You might be more attentive. — Tu mie 6u 6ymu
yeaxcuiwum. CrnoBocrionyuennst to be allowed to i to be permitted BxwuBaroThCS
3aMiCTh May CTOCOBHO JIii y MaiiOyTHhOMY 4aci (Takox i y MuHysnoMy vaci): We shall
be allowed to use dictionaries. — Ham dozsonsme kopucmysamucs ClO8HUKAMU.

Must — noBuHeH, MycHTb, 3000B’s13aHui, Tpeda: She must translate this article. —
Bona nosunna nepesecmu yto cmammio. JliecnoBo must mae auie ogay ¢opmy. i,
BHpak€Ha IHPIHITUBOM y CIIOIYYEHHI 3 MUSE, CTOCY€eThCs TENEPIIHBOIO 1 MalOyTHHOTO
gacy: He must be at school now. — 3apas sin mycumos 6ymu 6 wxoni. Jns BUpakeHHs
Heobxionocmi CTOCOBHO MHHYJIOTO 1 MalOyTHBOT'O Yacy BXKHBAEThCS JiecioBo to have
t0 y BIANOBIAHUX YAaCOBUX (pOopMax:

You had to visit your parents To06i mpuHIIIOCS BiBIIATH CBOIX
yesterday. OatbKiB Buopa. (MuHynuii yac).
| shall have to pay him something. Meni JIOBENIETHCS 10Ch

3aIJIaTUTU HOMY.

Would (will) — BxwuBaroThes y mepiiiii 0co0i B CTBEPPKYBAIBHUX 1 3allEPEUHUX
pCUCHHSX I BUPaXCHHS BOJI, OaxaHHs, HaMmipy. Sk MomaiabHe miecioBo Will
BXKHBAETHCS CTOCOBHO TEMEPINIHBOTO 1 MaitOyTHRoro yacy: We will help you. — Mu oxoue
oonomoodicemo eam. B 3amepeunomy pedenni Would Bupaskae BiCYTHICTH OakaHHS
BUKOHaTH mito y muuyimomy: He wouldn’t do it. — Bin e xomis pooumu yvoco. Y
NUTATLHOMY peueHHI BUpaxae nmanooause npoxanns: Would you give me that book? —
aiime meni, 6y0b nacka, yro knuey. (He moenu 6 eu oamu meni yro knHuey?)

Need — sk MopaJibHEe JIECIIOBO BHpaka€ HEOOXIAHICTh BUKOHAHHS Jii CTOCOBHO
TENnepiHbLoro ad0 MaildyTHBROTO 4Yacy 1 BXKMBAETHCA y MUTAIBHUX 1 3alepeyHUX
peuennsx: Need we go there? — Ham mpeba timu myou? You needn 't go there. — Bawm ne
cio (He mpeba) vimu myou.

Hieciosa should i ought to maiike He pi3HATHCSA 3a 3HaUYeHHAM. KokHE 3 HUX Mae
JMIIe OHY Gopmy.

Ought to — Bupakae MmopaibHHI 000B’ 130K, OaskaHicTh: YOU ought to give him a
book. — Bam cnio oamu tiomy Knuey.

Should — Bupaxae MeHIIMA CTymiHb 3000B’sg3aHHS (MOPIBHAHO 3 MUSL),
nepekianaeTbes Ak “‘ciin’, “norpidbno”: You should remember this rule. — Bam cnio
nam’smamu ye npasuno. Takox niecimoBo Should BxuBaeThcs B PUTOPHYHHMX
3aMUTaHHAX 3 MUTAILHUM cJI0BoM WhY niist BupaxkenHs moausy i o0ypenns: Why should
| fill guilty about it? — Yomy s maro nouyeamu cebe sunnum y ybomy?

Shall — sx MonmanbpHe Hi€CIOBO Yy CTBEpPPKYBAJIBHUX 1 3allepPEYHHX PEUCHHSX
BXKUBA€ETHCS y APYTiHl 1 TpETiit ocobax AJid BUPaKEHHs HaKa3y, NONepeKEHHSs, IOr'PO3H,
o6irHKH, iepectoporu: You shall go into the dining room first. — Tu ysiiioew y ioanvmio



nepwioro. Y TMHTANTBHUX PEUYCHHSX MojanbHe miecioBo Shall BxuBaerscs y mepmiit i
TpeTiii oco0ax TpH 3BEpPTaHHI O CHIBPO3MOBHUKA 3 METOI0 OTPHUMATH BiJ HHOTO
po3nopspkenns, BkasziBky: Shall | read? — Meni vumamu?

Dare — MaTu cMUTUBICT a00 3yXBaJIbCTBO 3pOOUTH 1IOCH. BAKUBAETHCS TTEPEBAKHO
B IUTAJBHUX 1 3arepevHux pedeHnsx: How dare you said? — Ak eu cmieme kasamu ye?

ExBiBajeHTH MOJAJbLHUX AI€CITiB.
MopaneHi aieciioBa Must, can, may MaroTh He Bci 4acoBl ¢popmu (Must mae popmy
TUIBKH TEMEPIITHBOIO0 Yacy, a Can i may — TenepiliHboro 1 MUHyI0ro). BiacyTHi 4acoBi

(bopMH BUPAKAIOTHCS X €KBIBAJICHTAMH.

3BeaeHa TA0JANIA MOJAJILHUX AIE€CJIIB TA IX eKBiBAJICHTIB

Mopauan
Hi 1iecioBa Present Past Future
. 3HaYeHHA
Ta ix Tense Tense Tense
eKBiBaJIeHTH
®iznuna /
Cnpg;};l\;?;iin I, you, he, I, you, he, ExBiBaie
Can P : she, it, we, they | she, it, we, they | =t to be able
200 MOXKJIUBICTH
o can read could read to
301MCHOBATHU
bi§120)
. | am able I, we
®diznyna/ I, he, she,
to read. . shall be able
po3ymMoBa it was able to
To be CIPOMO’KHICTh You, we, read. to read,
o they are able You, we,
able to 3I1MCHUTHA You, we,
‘o to read. thev were able they, he, she,
Maﬁé‘ HiOM He, she, it yto b it will be able
T Y | isable to read to read
ExBiBajie
, I, you, he, )
Must 3000B’s13aH she. it. we. the ExsiBaie HT
HS , I, WE, Ihey T had to to have
must read
to
[ToBuHHICT l, we
b SMVILEHICTL I, you, shall have to
To have ' %]aH(JSo we, they have I, you, he, read.
to0 HeOBXLIHICTE 34 to read. she, it, we, they You, we,
A He, she, it | had to read they, he, she,
BI/IMYH_IGHI/IMI/I . i
has to read. it will have to
00CTaBUHAMH)
read.
| am to I, he, she,
[ToBuHneH read. it was to read.
Tobeto | (3ammanom, 3a You, we, You, we,
JIOMOBJICHICTIO) they are to they were to
read. read




He, she, it
Is to read
I, you, he,
Mopaneau | she, it, we, they
Oughtto | i 000B’5130K, should read
Should nopaa, ought to
PEKOMEHIaIlis read
) I, you, I, you, ExBiBan
May (MIQE?BIH he, she, it, we, | he, she, |t We, €HT
they may they might to be
7I03BOJICHO) read read allowed to
| am
allowed to I, he, I, we
read. she, it was shall be
To be Jlo3Bin You, we, | allowed to allowed to
allowed (3pobuTH they are read. read.
o II0Ch Y allowed to You, we, _ I—_Ie, she,
MaliOyTHBLOMY) read. they were it will be
He, she, allowed to allowed to
it is allowed read read
to read

ExBiBaeHT MopmanbHOro giecioBa t0 have tO ykpaiHCBKOIO MOBOIO MOXKE

nepeKIagaTuca — “moBUHEH, TOBOIUTHCH  (3a IIEBHUMHU OOCTaBUHAMU ).
b

| had to stay at the laboratory to complete the experiment. — Meni oosenocs

3anumumucs (s noguner oymu) 8 1abopamopii, wob 3asepuiumu eKkcnepemenmn.

Jliecs1ioB0 10 be B MOTaJILHOMY 3HAYECHHI.

B aHrmiicekii MOBI JJi1 BHUpaXEHHS MOBHHHOCTI, HEOOXIAHOCTI, 3YMOBJIEHOI
MEBHOIO JIOMOBJICHICTIO, MOMEPEAHIM TIIaHOM (pO3KJIaaoM, TpadikoM), HaKa30M TOIIO
BXKUBa€ThCs AiecmoBo to be + Infinitive. [diecioBo t0 be B MomanpHOMY 3HAYEHHI
BXXKHBA€ETHCSA B TEMEPIIIHROMY 1 MHHYJIOMY uacax rpymu Indefinite i mepekiamaerbes
YKpaiHCHKOIO MOBOIO “TIOBHHEH, IPUHIETHCS, MMOTPIOHO Oye (0yio)”:

[ToTsr moBuHEH npuOyTH O 8 TOUHI.
[lotsr moBunen OyB mpudytu o 8
TOJIMHI BUOpA.

The train is to arrive at 8 o’clock.
The train was to arrive at 8 o’clock
yesterday.

Obligation and Likelihood

Must

Exercise 34. Open the brackets and fill in the blanks with the appropriate forms of the verbs
must, have to or be to:



1.You ___ (nottell) him about it. It's a secret. 2. It looks like rain. You ___ (take)
your raincoats. 3. You ___ (nottalk) so loudly here. 4. In his youth he __ (work) from
morning till night to earn his living. 5. He __ (wait) at the station till it stopped raining.
6. The secretary informed us when the manager __ (come). 7. They __ (leave) on
Saturday, but because of the delay with their visas they _ (book) tickets for Monday.
8. They __ (not tell) him anything about it before they get further instructions. 9. He
___ (leave) for London that night. 10. I (do) it all by myself? 11. It was too late to
change their plansand they _ (put up) with it. 12. You ___ (not prepare) all this work,
I will help you. 13. Stay here till she is free. | think you __ (not wait) long. 14. We
___(conduct) a series of experiments this week. 15. Remember that we __ (be) at this
place not later than noon.

Exercise 35. Choose the correct variant:

1. His German is very poor. He must (study/be studying/have studied) very hard.
2. His German is very good, he must (study/be studying/have studied) very hard. 3. His
German has considerably improved, he must (study/be studying/have studied) hard
during his holiday. 4. He must (study/be studying/have been studying) German these
two years, his German is rather rich and fluent. 5. She must (have taken/be taking/have
been taking) a bath at that moment that's why she did not answer your call. 6. She must
(be/be being/have been) at home now, we saw her leaving the office. 7. She must (be/be
being/have been) at home, she can't go away because there is no one to look after her
sick mother. 8. You must always (think/be thinking/have thought) twice before you say
anything. 9. Now he must (think/ be thinking/have thought) of what she has said. 10. He
knows they are coming. They must (write/be writing/ have written) to him of their arrival
in due time. 11. She must (play/be playing/have been playing) the piano now. 12. The
foreigner must (understand/understood/have understood) me, for he nodded his head.
13. Where is Sara? | haven't seen her for a long time. — She must (stay/be staying/have
stayed) at her friends'. She wanted to spend July with them. 14. He must (get/be getting/
have got) all he needed, otherwise he would have come again. 15. We must (meet/have
met/have been meeting) somewhere before.

Exercise 36. Open the brackets and use the proper infinitive after the verb must:

1. Look! All people in the street are going with their umbrellas up. It must (rain).
2. He has changed his job. He must (follow) your advice. 3. He must (fall) ill. Otherwise
he would have come to the party. 4. Where is Michael? He must (be) here by now. He
lives in the country. He must (miss) the train. 5. What a dreadful noise! What is the
matter? Our neighbors must (quarrel) again. 6. Nobody must (notice) that he was not
used to speaking in public. 7. The criminal must (be) very careful. He did not leave any
fingerprints. 8. We are late, | am afraid. Ann must (wait) for us. 9. He must (forget) that
he promised to come. 10. They must (write) a composition for two hours. They must
(be) tired. 11.You must (misunderstand) me, | did not want to hurt your feelings.
12. Nobody must (see) him enter. Everybody startled when he came in. 13.1 hear
someone's steps outside. She must (go). 14. You may find him in the garden. He must
(read). 15. It is impossible to change anything. One must (take) things as they are.



Exercise 37. Paraphrase the following sentences using the verb must:

Example: | am sure they have changed the time. They must have changed the time.

1. They are in Greece. | am sure they are enjoying themselves. 2. She is an
experienced teacher. | am certain she has been working at school for at least twenty years.
3. They have probably finished painting the house. 4. | feel sure she is at home.
5. Probably they have already crossed the frontier. 6. She is sure he is playing cards with
his friends. 7. She is not very young, as she seems to be. | think she is nearly forty. 8. |
think you have visited this place before. 9. He has to do a very urgent task. | feel sure
he is working now. 10. He is so absent-minded. | am sure he left the letter unanswered.
11. You know he is a good tennis player. He is no doubt has won this match. 12. |
shan't bother you any longer; no doubt you feel tired of my talking after a tiring day.
13. It is clear that they are expecting somebody. 14. She was obviously upset by
something; | never saw her so nervous. 15. The youth is probably reading something
funny. He is smiling all the time.

Exercise 38. Choose the right variant:

1. He wants us to obey him. We __ exactly what he says.
a) have to do

b) must to do

c) are to do

2. Mrs. Sparred ___ very beautiful when she was young. She has a fine face.
a) was to be

b) must have been

c) must be

3.You __ so late. You should leave after dinner.

a) are not to stay

b) must not have stayed

C) must not stay

4. Something . He at seven.

a) must happen, must come

b) must have happened, had to come

¢) must have happened, was to have come

5. Yesterday's rain spoiled my shoes completely and _ new ones.
a) had to buy

b) must have bought

c) was to buy

6. Which of them ___ the documents?

a) must have brought

b) have to bring

C) was to bring

7. The only thing he knew for certain was that he __ them.
a) must not meet

b) hasn't to meet

C) is not to meet




8. You can't come in. You ___ a catching disease like that.
a) must not have

b) don't have to have

C) aren't to have

9. There __ agarden once.

a) was to be

b) must have been

c) must be

10. We ____in. The weather is changing.
a) must go

b) must have gone

C) are to go

Exercise 39. Translate into English using the verb must and its equivalents:

1. Bin, ma0OyTb, uyB mpo ne. 2. lleit Oynunok, MmaOyTh, MOOYAOBaHO Ha MOYATKY
cTONTTS. 3. B He MOBMHHI MPUNIUHATH POOOTY, MOKU BU 11 HE 3akiHUKTe. 4. Y HUX,
HMOBIpHO, 3apa3 ypok. 5. He xypwucs, BiH, MaOyTh, 3p0OHB 1ie BUMaAKoBO. 6. BiH,
HMOBIpHO, 3apa3 cruTh. /. S mrykaro el OyIMHOK OCh YK€ MIBIOJIMHU 1 H1JI€ HE MOXKY
fioro 3Haiitu. [leBHO, MaOyTh BOHA Naja MEHI HEMpaBWIbHY anapecy. 8. MeHi He
JoBenocst poouTu 1ie Kpeciennd. 9. BiH, IMOBIpHO, HE BCTUT 3aKiHYMTU POOOTY /0
M'ATHUL 1 OyB 3MYIICHUN BUTPATUTH Ha HEl BCl BUXIAHI, TOMY IO i MOTpiOHO Oyi0
3akiHUMTH a0 moHeniika. 10. Bona, nubonp, He mommiia caa. 3emursl JAyXKe cyxa.
11. Bubopy He Oyno, 1 iM 1oBenocs moroauTuch. 12. Bona, MaOyTh, 4yekae Hac BIOMA.
13. Bona moBMHHa 4ekatu Hac Buoma. 14. [ii, HameBHO, He CKa3anm, O MH BXKE
nosepuynuca. 15. Tit nosenocs BubaunTics, Xxo4a 1e i 6y10 HENPUEMHO.

Need
Exercise 40. Open the brackets and give the correct form of the verb after need:

I. The vegetable garden needs (water). 2. The TV needs to be (fix). 3. They need
(come) here at three o'clock. 4. The cottage needs to be (repair). 5. She needs (prepare)
harder for her exams. 6. The lawn needs (cut). 7. You need (book) a ticket beforehand.
8. Granny needs to be (look after). 9. The walls need to be (paper). 10. | need (get) this
book somewhere.

Exercise 41. Complete the sentences with the words from the box. Pay attention to the use
of the particle to:

Example: Allisagreed and understood between us, so you needn't ___ about it any more. —
All is agreed and understood between us, so you needn't worry about it any more.
You don't need __ there. You don't need to go there.

worry leave

carry come
talk help



tell
ask

phone

90‘

1. You needn't ___ here by yourself. You may send someone else. 2. She doesn't
need  bags by herself: there are porters at the station. 3. You don't need __ about
her; she is quite able to take care of herself. 4. | don'tneed __ you how important it
Is. 5.1 needn't ___ him. He will tell me everything himself. 6. You needn't __ me
again, | never forget my promise. 7. She doesn't need ___ to the library; | have got this
book. 8. They needn't __ for the airport so early; | will give them a lift. 9.1 can do it
by myself. You needn't _ me. 10. You don't need ___ to her. | have already told her
everything.

Exercise 42. Choose the right variant:

1. He says | (mustn't/needn't) do it. He has already done it. 2. You (needn't/mustn’t)
carry your driving license with you. 3.1 can show my student's card, and |
(mustn't/needn't) pay to get in. 4.I've hurt my knee and the doctor says |
(mustn't/needn't) play football for two weeks. 5. Copies (needn't/mustn't) be done
without permission. 6. He is a very discreet person, you (needn't/ mustn't) be afraid of
telling him anything. 7. He (needn't/mustn't) be said twice. 8. You (needn't/mustn't)
answer the question if you don't want to. 9.It's a nonsmoking carriage. You
(needn't/mustn’t) smoke here. 10. She (needn't/mustn't) go to bed so late. Has she
forgotten the doctor's instructions?

Exercise 43. Open the brackets and fill in the blanks with either didn't need (to) or needn’t
have (done):

1.You __ (go) into so many details. The report was too long. 2. She got up late
because she was alone and she _ (cook) breakfast for the whole family. 3. We
(hurry): she wasn't ready yet. 4. He ___ (return) to the office so he took a taxi and went
home. 5.1 _ (take) a bus because Martin gave me a lift. 6. We __ (come) so early.
Now we must wait. 7. She __ (go) shopping so she went straight home. 8. You
(make) this remark. | am sure he felt hurt. 9. She was on holiday and she __ (wake up)
early. 10.He __ (spend) so much money. Does he remember that he's got three
children?

Exercise 44. Translate into English using the verb need:

1. JlapemHo TH cKa3aB Maiiky mpo ue. 2. Moro ne Tpe6a mpo e nurati. 3. MeHi
noTpiOHa Bamia gormomora. 4. JlapeMHO TH BUMB TeKCT Hamam'siTh (by heart); yuurens
Horo He mMUTaB. 5. YBeuepi TeMIiepaTypa Bralia, i BiH BHPIIIUB, 110 HOMY HE TOTPIOHO
Utn o mikaps. 6. Xiba Ty He Oauui, 1o Homy Tpeda miactpurtucsa? 7. JlapeMHo BiH
B1JIMOBMBCS BiJl 3anpolieHHs. 8. Bu Kynuiau MammHy TUTbKH pik Tomy. Hesxke ii Tpeba
¢dapoysatu? 9. Meni Tpeba Hanaroautu (fix) komn'torep. 10. [xony He Tpeba Oyno
ixatu B JIOHZI0H, 1 BiH BUPIIIKB NPOBECTU BUX1HI B bpaliToHI.



Should /Ought

Exercise 45. Match the parts of the sentences:

1) My room is in a mess and my a) He should always turn them on in

friends are coming to visit me tonight. | the dark otherwise he may have an
accident.

2) You haven't paid your monthly b) You ought to go on a diet.
rent yet. Friday is the last day you can
doit.

3) Tom drives the car without c) You should ring her up and
headlights. apologise.

4) Anna's library book is due d) She ought to give up smoking.
today.

5) I've put on weight recently. e) He should go to the dentist's.

6) | am afraid, | was rude to Kate f) You ought to put it in order.
yesterday.

7) I've got urgent work and my g) You should record the film. Have
computer doesn’t work. you got a VCR?

8) He has a bad toothache. h) You ought to go to the bank till

Friday and pay it.

9) | have a test tomorrow but there 1) You should phone Nick. He's got
is a film on TV I've wanted to see so | clever fingers.
much.

10) She has a bad cough but she J) She ought to return her books
goes on smoking. today if she doesn't want to pay a fine.

Exercise 46. Read the situations and write sentences with should (shouldn’t) have or ought
to (ought not to) have:

Example: He had a test this morning. — He didn't do it well. He should have studied more
last night:

1. She didn't take a taxi. She was late for the wedding. 2. | didn't eat at home. Now
I'm hungry. 3. She bought a TV set last month. Now she regrets doing that. Her children
watch it day and night. 4. He signed a contract without reading it thoroughly. Now he
has discovered that he has no right to make any amendments there. 5. Mary sold her
house. That was a mistake because now she spends a lot of money to rent an apartment.
6. | enjoyed the party last night a lot. Why didn't you come? 7. The driver in front of



me stopped suddenly and | smashed into the back of his car. It was not my fault. 8. The
boy went out without the doctor's permission. Now he is much worse. 9. When we
arrived at the hotel there were no free rooms. We hadn't reserved one. 10. It was not a
good idea for Tom and Mary to get married. Now they quarrel all days long.

Exercise 47. Choose the right variant:

1. She looks bad. She should (be/have been) more careful about her health. 2. You
shouldn't (miss/have missed) the chance. It was a brilliant opportunity for you. 3. |
think the policeman was right. She shouldn't (exceed/have exceeded) the speed. 4. |
ought to (bring have taken) the opera glasses. Now | see nothing. 5. It seems to me that
he is a hot-temper person and often flies into a rage because of mere trifles. He should
(control/ have controlled) his temper. 6. They should (clear/have cleared) up the problem
long time ago. 7. | ought not to (stay/have stayed) there long. The party was a failure.
8. You should (shave/have shaved) this beard of yours! 9. She should (be/have been)
more attentive. Didn't she see a car on the right? 10. It's a secret. You ought not to
(reveal/have revealed) it to anybody.

Exercise 48. Choose the right variant:

1. Don't argue with her, you __ her age.

a) need respect

b) have to respect

C) ought to respect

d) are to respect

2.You __itlong ago.

a) must do

b) should have done

¢) needn't have done

d) are to do

3. This is serious; you ___ at it.

a) haven't to laugh

b) should not laugh

c) don't have to laugh

d) must not have laughed

4. There __ an interesting concert last night, but I didn't feel well and __ home.
a) had to be, had to stay

b) should be, was to stay

¢) must be, ought to stay

d) was to be, had to stay

5. According to the rules a football player __ the ball with his hands.
a) must not touch

b) need not touch

¢) don't have to touch

d) must not have touched

6. The situation was dangerous. You ___ frightened.



a) should have got

b) must have got

¢) have to get

d) need have got

7.We __ to write and thank them for their hospitality.
a) must not forget

b) must not have forgotten

¢) shouldn't forget

d) don't have to forget

8. Why | know where he is?
a) should

b) must

C) need

d) ought

9. They _ more polite.

a) need have been

b) should have been

¢) must have been

d) are to have been

10. You ___ so much noise or you'll wake up the baby!
a) must not make

b) must not have made

) needn't have made

d) don't have to make

Exercise 49. Open the brackets and fill in the blanks with must, have to, be to, should, need,
ought to (in some cases you may have several variants):

1.He _ (not go) to court because the case was dismissed. 2. If I'm late, I'll
(take) ataxi. 3. Theyoung  (respect) the old age. 4. The conversation grew awkward.
She felt that something __ (do), or else the party would break up. 5. They  (meet)
tomorrow, so you ___ (not make) an appointment to see him. 6. You ___ (have) a visa
to enter a foreign country. 7. You ___ (try) and be more punctual. 8. Why are you so
late? 1 (change) atyre. 9. You __ (notshout), | am not deaf. 10. They _ (cross)
the English Channel now.

Exercise 50. Translate into English using modal verbs:

1. To6i ciix 6yno 3atenedonyBatu oMy Buopa. 2. Momy He ciin Gyino roBoputh
3 HEI0 TaKUM TOHOM (tone). Moro ToH, MaGyTh, i 06pasus (hurt) ii. 3. Ile moBHHHO 610
crartucs. Beim Bioma ioro 3a0ynaskyBaricts (forgetfulness). 4. Bona moBunHa Oyina
3'sICyBaTU BCE J0 TOTO, SIK MOYMHATH poOoTy. Temep iit moTpiOHO GaraTo mepepoOIsaTH.
5. Tit cmin OyJlI0 MPUHECTH BCl JIOKYMEHTH JIaBHUM JaBHO. Temep 3aHaATO Mi3HO.
6. JliTssM He MOKHA TUBUTHCH (DiTbMU XkaxiB. 7. Meni ix npoBoautH (see 0ff)? — Hi, ne
noTpiOHO. MeHi noBeneThcs 3pobutu 1me camomy. 8.V uyxkiid KpaiHi HeoOXigHO



npuctocoByBatucs (adapt oneself) 10 HoBux ymoB kuTTA. 9. J[apeMHO THU KYIUB 1€
nanbro. 10. Mu, MabyTh, He moMiTUiM ioro B oMy HatoBmi (crowd). 11. Ham He
Tpeba OyJ0 MoCHilaTH, TOMy MU BHUPIIIMINA MITH MKH. 12. Yomy g MOBUHEH IIie
poOuTHn?

Ability, Likelihood and Permission

Can, Could
Exercise 51. Fill in the blanks with can/can’t or be (not) able to in the proper form:

1. He _ speak English rather fluently, but that time he say a word. 2.He has
never _ speak in public. 3. lusedto _ speak German very well. 4. You ___ marry
her, butyou  make her love you. 5.1 __ doiton Friday, butl ___ do it next week.
6. you give me a lift to the station, please? 7.1 used __ eat a kilo of sweets for
supper. 8.1 have never __ ride a bicycle. 9. You __ see him at the meeting. He was
ill. 10.1'd like __ skivery well. 11. Luckilyl _ find ataxi. 12.1 ___ drive when |
was fifteen. 13.1 _ hear somebody running. 14. He did not want to go there, but we
____persuade him. 15. She sighed. | ___ feel her hands shaking.

Exercise 52. Open the brackets with could (expressing a possibility) or could have
(expressing a possibility that did not happen) and make all necessary changes:

1. A car is pulling up. It could (be) Lucy. 2. He could (get) a credit, but he did not
prepare all the documents in time. 3. Why didn't you ask me? | could (do) it for you.
4. He could (be) there tomorrow. 5. They could (be) there yesterday. 6. Why are you so
depressed? He could (tell) a lie. 7. You should have told us about your delay. We could
(cancel) our meeting. 8. He could (do) it if he tries. 9. Somebody has called on you
today. It could (be) a friend of mine. 10. I think he could (commit) a crime, but he's got
an alibi. 11. The train arrives at 11.30. She could (come) at noon. 12. Yesterday | saw

him driving at a very high speed. He could (crash).
Exercise 53. Express your surprise and disbelief using can/could:

A) in interrogative sentences:

Example: He is working now. Can/Could he be working now?

|. He was at the party yesterday. 2. They are in Germany. 3. He has broken his
leg. 4. They were sent to prison. 5. She got married. 6. He studies at Cambridge
University. 7. She has been practicing the violin for five years. 8. He has made an
interesting report. 9. He has won a lot of money in the casino. 10. They will go to the
Canaries next summer. 11. He has passed his English exam. 12. She will be forty in
June. 13. She is stubborn. 14. He was a cruel man.



B) in negative sentences.
Example: He bought a new car. He can't/ couldn't have bought a car.

I. You are mistaken. 2. They forgot about the meeting. 3. He is writing a new
novel now. 4. She has bought a new fur coat. 5. He had an accident. 6. Mary will invite
the Jones to her place for the weekend. 7. They upset our plans. 8. She wastes a lot of
time. 9. Mr. Fox is a reliable person. 10. She is making a cruise now.

Exercise 54. Translate into English:

1. He moxe OyTH, 11100 BiH OyB yJoma BUopa B 1iei yac. 2. Heke BiH cKa3aB BaM
npo 11e? 3. MoXIuBO, BiH 1 3aX0/IUB A0 HUX, Konu OyB y Kuesi. 4. Bin mir 6u 3pobutu
1e, ajie He 3axoTiB. 5. Hewxke BiH BigMoBHBCs ixatu Tyau? 6. He moxe OyTh, 1100 BiH
cnaB 3apa3. 7. He moxe OyTu, o0 BOHM IMOiXaM, HE MOMPOMIABIINCH 3 HaMu. 8. He
Moske OyTH, 1100 BOHa BaM Tak BiamoBiia. 9. Bin mir 6u npuixatu 3aBtpa. 10. He moxe
OyTtu, 1m0 BiH 31TKHYBCS (collide) 3 iHmo mamuHor0. BiH Takuii 06epexHUN BOIM.
11. HaBpsig uu BiH 3a0yB po CBOIO OOIISHKY, 51 HAraayBaia oMy mpo 1ie B4opa. 12. Bin
HE MIT IPOYUTATH 1}0 KHUTY TaK IIBHUJIKO, BOHA 3aHAJTO CKIagHa s Hporo. 13. Bonu
3MOIJIM O MiHATHUCS HAa BEPILIMHY, ajie iM nepemkoauia norojga. 14. HaBpsn uu BoHH
OJIpYKaThCs; BOHU 3aHAATO Pi3HI Joau. 15. Xiba Mir XxTo-HEOyap MOAyMaTH, 110 BiH
BHUI'pae Maty?

May, Might

Exercise 55. Paraphrase the following sentences using the verb may/might:

1. Under the law you are allowed to make one photocopy for your personal use but
you can't make multiple copies. 2. This is possibly the reason why they have refused to
join us. 3. Perhaps | will have to take her to hospital; it is possible she has broken her
arm in the accident. 4. It is possible he did not have her phone number. 5. When the
World Cup was shown on TV, | was allowed to stay up late and watch it. 6. Perhaps
your friend will help you, but I don't believe it. 7. Maybe they did not know that the
problem was so urgent. 8. Would you mind my smoking here? 9. Why didn't you come?
| needed your help badly. 10. Perhaps she has made a 206 mistake, but | am not sure of
it. She is a very punctual person.

Exercise 56. Fill in the blanks with may/might or can could and make all necessary changes:

1.You___ (warn) me about it beforehand. 2. The weather is changing. It (start)
raining. 3. No, he ___ (not hear) your name. We tried to speak in a whisper. 4. He
(not hear) your name. That's why he did not say anything. 5. She __ (not notice) us.
We were .standing too far away. 6.She __ (not notice) us though we were standing

beside her. 7. | use your name as a referee? 8. She __ (not hear) the news, that's
why she looks as if nothing had happened. 9. She __ (not hear) the news, nobody
tell her about it. 10. The professor says that I __ (rewrite) the essay. 11. | use your

phone? 12. He __ (help) them when they were in trouble.
13. ___ he (say) it? No, it's not like him. He is a man of few words.



Exercise 57. Choose the right variant:

1. | don't like the way you study. I think you __ harder!
a) might have worked

b) might work

¢) could work

d) could have worked

2. Let's wait a little. He .

a) may have come

b) could have come

C) may come

d) might have come

3.She _ of the plan herself. Somebody has suggested it to her.
a) can't have thought

b) may not have thought

¢) can't think

d) may not think

4. They _ our telegram, that's why they did not meet us.
a) couldn't have received

b) can't have received

¢) may not have received

d) may not receive

5.She _ my letter! Don't be so angry with her. She it by mistake.
a) may not read, may do

b) cannot read, can do

¢) might not have read, can't have done

d) can't have read, might have done

6. He __ it. | don't believe you.

a) is not able to say

b) might not say

c) can't have said

d) might not have said

Exercise 58. Fill in the blanks with the modal verbs making necessary changes (you may
have several variants):

1. He is in the garden. He ___ (read) a newspaper in the summerhouse. 2. Her son
___ (get) into trouble yesterday. I've seen him today and he looked quite happy and gay.
3. | don't remember him well but it seems to me he __ (be) in charge of the Finance
department last year. 4. He __ already (get) used to driving on the left. He

has been living in London for a year. 5. He __ (receive) an emergency call, that's
why he is out. 6. They _ (not take up) this problem. It has been already solved.
7. Where is Mr. Black? He __ (receive) a foreign delegation. They __ (come) at two
o'clock. 8. Why haven't the Smiths arrived yet? They  (lose) their way. They don't
know the road well. 9. You ___ (introduce) me to your wife long ago. 10. He ___ (buy)
anew car. He is deeply indebt. 11. He __ (buy) a new car, but | am not sure. 12. They



___already (arrive). Look, the windows are open. 13. Where is John? He __ (smoke)
in the corridor. 14. | think for your children's sake you _ (do) it. 15. You __ (buy)
this book for me. You know | have wanted to have it. 16. Awife ___ (obey) her husband,
the Bible says. 17. You ___ (wait) for me, | knew the road well and found my way
myself. 18. Judging by his papers on the writing table he __ (work) for several hours.
19. it (be) Nick? He has changed a lot. 20. They __ (not know) of the plane's delay,
otherwise they did not come at 2 o'clock.

Exercise 59. Find and correct the mistakes if any:

1. I must not dress in my best. When | came, everybody was wearing jeans and T-
shirts. 2. He must have known that she needed his help. 3. He had to have an accident
in the thick fog. 4. You should phone her long ago. | am sure she is looking forward to
your call. 5. With your knowledge of the language you may read the article. 6. | may
not imagine Mary teaching students. She used to be so impatient. You know time
changes people. She is able to become quite different. 7. | am sure you might have done
it much better. You did not try. 8. | was so angry, | must have thrown my boot at him.
9. May you do me a favour, please? 10. May | ask you to do me a favour, please?

Exercise 60. Translate into English using the modal verbs:

1. Ilo Tyt BimOyBaeThcs? He mormm 6 BU ckazaTu, B 4oMy cmupaBa? -- [leBHO,
HOJIIS JIOBUTH HeOe3meyHoro 3ioumHI (Criminal), i ToMy TyT He MOXHa MPOUTH.
2.Bin Mir OM MOSCHUTH MEHI 3 CamMoro MoYaTKy, K Ii¢ BaxkiauBo. 3. Tob1 ciix
nokBanuTucs. Mu Moxkemo 3amizHutuca. 4. SAxuit HynHui ¢ineM s nonuBuBcs! He
BapTO OyJIO XOAUTH B KIHO, S MIT O TIOJUBUTHCS II0-HEOYb TIO TeeBi3opy. 9. Tobi
ciig Oymo 6 cictu Ha jaiety (go on a diet) me miBpoky Tomy. IloauBucs Ha cebe! Tu
nornaamaia (gain) va 3 kinorpamu. ToOi He MoxkHa ictu comoake. 6. Hesxke BoHa
3aryousia Miii Homep Tenedony? 7. Yomy Bin moBuuTh (Keep silence)? -- Moxe OyTH,
BiH HE TOYYB Balle 3anuTanHs. Yn He Morau 6 Bu ioro moBToputH? 8. T MOBHHEH
nmoBaxkaTH (respect) cBoix O0arpkiB. 9. HameBHoO, BiH CbOTOIHI HE MpHiie. YKe BOCbMa
roJHa, a BiH MOBUHEH OyB mpuiiTh o choMiid. 10. HaBpsin uu BOHM Bike OBEPHYIHCH.
BoHnu TaM Briepuie 1 MOXKyTh 3aTpumaTucs (stay long

LESSON 4

TEXT A RECRUTING, SELECTION, AND ORIENTATION

In an organization with jobs waiting to be filed, HRM personnel need to (1) find
candidates for those jobs and (2) match the right: candidate with each job. Three
activities are involved: recruiting, selection, and (for new employees) orientation.

RECRUITING

Recruiting is the process of attracting qualified job applicants. Because it is a vital
link in a costly process (the cost of hiring an employee can be several thousand dollars),
recruiting needs to be a systematic rather than haphazard process. One goal of recruiters
Is to attract the "right number" of applicants, number is enough to allow a good match



between applicants and open positions, but not so many that matching them requires too
much time and effort. For example, if there are five open positions and five applicants,
the firm essential has no choice. It must hire those five applicants (qualified or not), or
the positions will remain open. At the other extreme, if several hundred job seekers apply
for the five positions, HRM personnel will have to spend weeks processing their
applications.

Recruiters may seek applicants outside the firm, within the firm, or both. The source
used depends on the nature of the position, the situation within the firm, and sometimes
the firm's established or traditional recruitment policies.

External Recruiting External recruiting is the attempt to attract job applicants from
outside the organization. Among the means available for external recruiting are Internet
Web sites, newspaper advertising, recruiting on college campuses and in union hiring
halls, using employment agencies, soliciting the recommendations of present employees
and conducting "open houses™ in which potential employees are invited to visit the firm
for a closer look. In addition, many people who are looking for work simply apply at the
firm's employment office.

Clearly, it is best to match the recruiting means with the kind of applicant being
sought. For example, private employment agencies most often handle professional
people, whereas public employment agencies (operated by state or local governments)
are usually more concerned with operations personnel. Hence, we might approach a
private agency if we were looking for a vice president, but we would be more inclined
to contact a public agency if we wanted to hire a machinist.

The primary advantage of external recruiting is that it enables the firm to bring in
people with new perspectives and varied business backgrounds. It may also be the only
way to attract applicants with the required skills and knowledge. A disadvantage of
external recruiting is that it is often expensive, especially private employment agencies
must be used. External recruiting may also provoke resentment among present
employees.

Internal Recruiting Internal recruiting means considering present employees as
applicants for available positions. Generally, current employees are considered for
promotion to higher-level positions. However, employees may also be considered for
transfer from one position to another at the same level.

Promoting from within provides strong motivation for current employees and helps
the firm retain quality personnel. General Electric, Exxon, and Eastman Kodak are
companies dedicated to promoting from within. The practice of job posting, or informing
current employees of upcoming openings, may be a company policy or be required by a
union contract. The primary disadvantage of internal recruiting is that promoting a
current employee leaves another position to be filled. Not only does the firm still incur
recruiting and selection costs, but also it must now train two employees instead of one.

In many situations, it may be impossible to recruit internally. For example, a new
position may be such that no current employee is qualified to fill it. Or the firm may be
growing so rapidly there is no time to go through the reassigning of positions that
promotion or transfer require.

SELECTION
Selection is the process of gathering information about applicants for a position and
then using that information to choose the most appropriate applicant. Note the use of the



word appropriate. In selection, the idea is not to hire the person with the "most”
qualifications but rather to choose the applicant with the qualifications that are most
appropriate for the job. The actual selection of an applicant often is made by one or more
line managers who have responsibility for the position being filled. However, HRM
personnel usually help the selection process by developing a pool of applicants and
expediting the assessment of these applicants. Common means of obtaining information
about applicants' qualifications are employment applications, tests, interviews,
references, and assessment centers.

Employment Applications Just about everyone who applies for anything must
submit an application. You probably filled one out to apply for admission to your
school. An employment application is useful in collecting factual information on a
candidate's education, work experience, and personal history. The data obtained from
applications are usually used for two purposes: to identify applicants who are worthy of
further scrutiny and to familiar interviewers with their backgrounds.

Many job candidates submit resumes to prospective employers, and some firms
require them. A resume is a one or two-page summary of the candidate background and
qualifications. It may include a description of the type of applicant is seeking. A résume
may be sent to a firm to request consideration for the available jobs, or it may be
submitted along with an employment application.

In recent years, HRM experts have developed a technique to determine the relative
importance of information provided on applications and résumés. Current employees are
asked which factors in their own backgrounds most strongly relate to their current jobs.
Then these factors are given extra weight in assessing new applicants' qualifications to
perform similar jobs.

Employment Tests Tests administered to job candidates usually focus on
aptitudes, skills, abilities, or knowledge relevant to the jobs that are to be performed.
Such tests (basic computer skills tests, for example) indicate how well the applicant will
do on the job. Occasionally companies use general intelligence or personality tests, but
these are seldom helpful in predicting specific job performance.

At one time, a number of companies were criticized for using tests that were biased
against members of certain minority groups-in particular, African Americans. The test
results were, to a great extent, unrelated to job performance. Today a firm must be able
to prove that a test is not discriminatory by demonstrating that it accurately measures
one's ability to perform on the job. Applicants who believe they have been discriminated
against through an invalid test may file a complaint with the Equal Employment
Opportunity Commission (EEOC)

Interviews The employment interview is perhaps the most widely used
selection technique. Job candidates are usually interviewed by at least one member of
the HRM staff and by the person for whom they will be working. Candidates for higher-
level jobs may also meet with a department head or vice president and may have several
additional interviews.

Interviews provide an opportunity for the applicant and the firm to learn more about
each other. Interviewers can pose problems to test the candidate's abilities. They can
probe employment history more deeply and learn something about the candidate's
attitudes and motivation. The candidate, meanwhile, has a chance to find out more about
the job and the people with whom he or she would be working.



Unfortunately, interviewing may be the stage at which discrimination enters the
selection process. For example, suppose a female applicant mentions that she is the
mother of small children. Her interviewer may assume she would not be available for
job-related travel even though that may not be the case. In addition, interviewers may be
unduly influenced by such factors as appearance. Or they may ask different questions of
different applicants, so that it becomes impossible to compare candidate’s qualification.

Some of these problems can be solved through better interviewer training and the
use of structured interviews. In a structured interview, the interviewer asks only a
prepared set of job-related questions. The firm may also consider using several different
interviewers for each applicant, but that solution is likely to be a costly one.

References A job candidate is generally asked to furnish the names of references
people who can verify background information and provide personal evaluations of the
candidate. Naturally, applicants tend to list only references who are likely to say good
things about them. Thus, personal evaluations obtained from references may not be of
much value. However, references are often contacted to verify such information as
previous job responsibilities and the reason an applicant chose to leave a former job.

Assessment Centers A newer selection technique is the assessment center, which
Is used primarily to select current employees for promotion to higher-level management
positions. Typically, a group of employees is sent to the center for two or three days.
While there, they participate in activities designed to simulate the management
environment and to predict managerial effectiveness. Trained observers (usually
managers) make recommendations regarding promotion possibilities. Although this
technique is gaining popularity, the expense involved limits its use to larger
organizations.

ORIENTATION

Once all the available information about job candidates has been collected and
analyzed, those involved in the selection decide which candidate they would like to hire.
A job offer is extended to the candidate. If it is accepted, the candidate becomes an
employee and starts to work for the firm.

Soon after a candidate joins the firm, he or she goes through the firm's orientation
program. Orientation is the process of acquainting new employees with the
organization. Orientation topics range from such basic items as the location of the
company cafeteria to concerns about various career paths within the firm. The orientation
itself may consist of a half-hour informal presentation by a human resources manager.
Or it may be an elaborate program involving dozens of people and lasting several days
or weeks.

Exercisel. Answer the following questions:

1. What are the advantages and disadvantages of external recruiting? Of internal
recruiting?

2. In your opinion, what are the two best techniques for gathering information about
job candidates?

3. Why is orientation an important HRM activity?

4. Describe the processes recruiting, employee selection, and orientation.



Exercise 2. Researching Different Careers

A résumé provides a summary of your skills, abilities, and achievements. It may
also include a description of the type of job you want. A well-prepared résumé indicates
you know what your career objectives are, shows that you have given serious thought to
your career, and tells a potential employer what you are qualified to do. The way a
résumé is prepared can make a difference in whether you are considered for a job.

Assignment

1. Prepare a résumé for a job you want.

»  First, determine what your skills are and decide which skills are needed to do
this particular job.

* Decide which type of format—chronological or func-tional—would be most
effective in presenting your skills and experience.

* Keep the résumé to one page, if possible—definitely no more than two pages.
(Portfolio items may be attached for certain types of jobs, such as artwork.)

2. Have several people review the résumé for accuracy.

3. Ask your instructor to comment on your résumé.

TEXT B COMPENSATION AND BENEFITS

An effective employee reward system must (1) enable employees to satisfy their
basic needs, (2) provide rewards comparable to those offered by other firms, (3) be
distributed fairly within the organization, and (4) recognize that different people have
different needs.

The firm's compensation system can be structured to meet the first three of

these requirements. The fourth is more difficult in that it must take into account
many variables among many people. Most firms offer a number of benefits that, taken
together, generally help provide for employees' varying needs.

COMPENSATION DECISIONS

Compensation is the payment employees receive in return for their labor. Its
importance to employees is obvious. And, because compensation may account for up to
80 percent of a firm's operating costs, it is equally important to management. The firm's
compensation system-the policies and strategies that determine employee compensation-
must therefore be carefully designed to provide for employee needs while keeping labor
costs within reasonable limits. For most firms, designing an effective compensation
system requires three separate managements decisions-about wage level, wage structure,
and individual wages.

Wage Level Management must first position the firm's general pay level relative to
pay levels of comparable firms. In other words, will the firm pay its employees less than,
more than, or about the same as similar organizations? Most firms choose a pay level
near the industry average. A firm that is not in good financial shape may pay less than
the going rate. Large, prosperous organizations, by contrast, may pay a little more than
average to attract and retain the most capable employees.

To determine what the average is, the firm may use wage surveys. A wage survey
is a collection of data on prevailing wage rates within an industry or a geographic area.
Such surveys are compiled by industry associations, local governments, personnel
associations, and (occasionally) individual firms.



Wage Structure Next management must decide on relative pay levels for all the
positions within the firm. Will managers be paid more than secretaries? Will secretaries
be paid more than custodians? The result of this set of decisions is often called the firm's
wage structure.

The wage structure is almost always developed on the basis of a job evaluation.
Job evaluation is the process of determining the relative worth of the various jobs within
a firm. Most observers would probably agree that a secretary should make more money
than a custodian, but how much more? Twice as much? One and one-half times as much?
Job evaluation should provide the answers to such questions

A number of techniques may be used to evaluate jobs. The simplest is to rank all
the jobs within the firm according to their value to the firm. Of course, if there are more
than a few jobs, this technique loses its simplicity very quickly. A more frequently used
method is based on the job analysis. Points are allocated to each job for each of its
elements and requirements, as set forth in the job analysis. For example, "college degree
required" might be worth 50 points, whereas the need for a high school education might
count for only 25 points. The more points a job is allocated, the more important it is
presumed to be (and the higher its level in the firm's wage structure).

Individual Wages Finally, the specific payments individual employees will
receive must be determined. Consider the case of two secretaries working side by side.
Job evaluation has been used to determine the relative level of secretarial pay within the
firm's wage structure. However, suppose one secretary has fifteen years of experience
and can accurately type 80 words per minute. The other has two years of experience and
can type only 55 words per minute. In most firms these people would not receive the
same pay. Instead, a wage range would be established for the secretarial position. In this
case, the range might be $7 to $9.50 per hour. The more experienced and proficient
secretary would then be paid an amount near the top of the range (say, $8.90 per hour),
the less experienced secretary would receive an amount that was lower but still within
the range (say, $7.75 per hour).

Two wage decisions actually come into play here. First the employee's initial rate
must be established. It is based on experience, other qualifications, and expected
performance. Later the employee may be given pay increases based on seniority and
performance.

COMPARABLE WORTH

One reason women in the work force are paid less than men may be that a certain
proportion of women occupy female-dominated jobs-nurses, clerk typists, and medical
records analysts, for example-that require education, skills, and training equal to higher-
paid positions but that are undervalued by economic system. Comparable worth is a
concept that seeks equal compensation for jobs that require about the same level of
education, training, and skills. Several states have enacted laws that require equal pay
for comparable work in government positions. Critics of comparable worth argue that
the market has determined the worth of these jobs and that laws should not be enacted to
tamper with the pricing mechanism of the market. The Equal Pay Act does not address
the issue of comparable worth. Critics also argue that artificially inflating salaries for
female-dominated occupations encourages women to keep these jobs rather than to seek
out other higher-paying jobs.



TYPES OF COMPENSATION

Compensation can be paid in a variety of forms. Most forms of compensation fall
into the following categories: hourly wage, weekly or monthly salary, commissions,
incentive payments, lump-sum salary increases, and profit sharing.

Hourly Wage. An hourly wage is a specific amount of money paid for each hour
of work. People who earn wages are paid their hourly wage for the first forty hours
worked in any week. They are then paid one and one-half times their hourly wage for
time worked in excess of forty hours. (That is, they are paid "time and a half" for
overtime.) Workers in retailing and fast-food chains, on assembly lines, and in clerical
positions are usually paid an hourly wage.

Weekly or Monthly Salary A salary is a specific amount of money paid for an
employee's work during a set calendar period, regardless of the actual number of hours
worked. Salaried employees receive no overtime pay, but they do not lose pay when they
are absent from work (within reasonable limits). Most professional and managerial
positions are salaried .

Commissions A commission is a payment that is a percentage of sales revenue.
Sales representatives and sales managers are often paid entirely through commissions or
through a combination of commissions and salary.

Incentive Payments An incentive payment is a payment in addition to wages,
salary, or commissions. Incentive payments are really extra rewards for outstanding job
performance. They may be distributed to all employees or only to certain employees
within the organization. Some firms distribute incentive payments to all employees
annually. The size of the payment depends on the firm's earnings and, at times, on the
particular employee's length of service with the firm. Firms sometimes offer incentives
to employees who exceed specific sales or production goals a practice called gain
sharing.

To avoid yearly across-the-board salary increases some organizations individually
reward outstanding workers through merit pay. This pay-for-performance approach
allows management to control labor costs while encouraging employees to work more
efficiently. An employee's merit pay depends on his or her achievements relative to those
of others.

Lump-Sum Salary Increases In traditional reward systems, an employee who
receives an annual pay increase is given part of the increase in each pay period. For
example, suppose an employee on a monthly salary gets a 10 percent annual pay hike.
He or she actually receives 10 percent of the former monthly salary added to each
month's paycheck for a year. Companies that offer lump-sum salary increases give the
employee the option of taking the entire pay raise in one lump sum at the beginning of
the year. The employee then draws his or her "regular pay for the rest of the year. The
lump-sum payment is typically treated as an interest-free loan that must be repaid if the
employee leaves the firm during the year. B. F. Goodrich, Aetna Life and Casualty, and
Timex have all offered variations of this plan.

Profit Sharing Profit sharing is the distribution of a percentage of the firm's profit
among its employees. The idea is to motivate employees to work effectively by giving
them a stake in the company's financial success. Some firms-including Sears, Roebuck
have linked their profit-sharing plans to employee retirement programs; that is,
employees receive their profit-sharing distributions, with interest, when they retire.



Continental Airlines' success in making one of the fastest turnarounds in corporate
history has been attributed to its Go Forward plan, which is based on profit sharing. With
the philosophy that "everyone wins or nobody wins," the airline sets aside 15 percent of
its pretax income for profit sharing. This successful program has enabled Continental to
Improve operational performance and achieve financial success.

EMPLOYEE BENEFITS

An employee benefit is a reward in addition to regular compensation that is
provided indirectly to employees. Employee benefits consist mainly of services (such as
insurance) that are paid for partially or totally by employers, and employee expenses
(such as college tuition) that are reimbursed by employers. Currently the average cost of
these benefits is 28 percent of an employee's total compensation, which includes wages
plus benefits. Thus, a person who received total compensation of $40,000 a year earned
$28,000 in wages and received an additional $11,200 in benefits.

Types of Benefits Employee benefits take a variety of forms. Pay for time not
worked covers such absences as vacation time, holidays, and sick leave. Insurance
packages may include health, life, and dental insurance for employees and their families.
Some firms pay the entire cost of the insurance package and others share the cost with
the employee. The costs of pension and retirement programs may also be borne entirely
by the firm or shared with the employee.

Some benefits are required by law. For example, employers must maintain workers'
compensation insurance, which pays medical bills for injuries that occur on the job and
provides income for employees who are disabled by job-related injuries. Employers must
also pay for unemployment insurance and contribute to each employee's federal Social
Security account.

Other benefits provided by employers include tuition-reimbursement plans, credit
unions, child care, company cafeterias that sell reduced-price meals, exercise rooms and
other recreational facilities, and broad stock option plans that are available to all
employees, not just top management.

Eddie Bauer, the well-known clothing retailer based in Redmond, Washington,
offers its employees a well-developed generous benefits program. The company's belief
that employees shouldn't confuse having a career with having a life is reflected in its
Working Solutions program. Employees are expected to put in a day's work for a day's
pay, but they are encouraged to do it in a manner that does not cause them to neglect
their families or themselves. In addition to the traditional benefits of sick days, paid
vacations, holidays, and health insurance, the company has a casual dress code, subsidies
for parental leave, alternate transportation options, and flexible work schedules,
including job sharing, a compressed workweek, and telecommuting. The company also
offers a referral service for child and elderly care.

Flexible Benefit Plan Through a flexible benefit plan, an employee receives a
predetermined amount of benefit dollars and may allocate these dollars to various
categories of benefits in the mix that best fits his or her needs.

Some flexible benefit plans offer a broad array of benefit options including health
are, lite insurance, accidental death and dismemberment coverage for worker and
dependents, long-term disability, vacation, retirement savings and dependent care. Other
firms offer limited options, primarily in health and life insurance and retirement plans.



Although the cost of administering flexible plans is high, a number of organizations,
including Quaker Oats and Coca-Cola, have implemented this option for several reasons.
Because employees' needs are so diverse, flexible plans help firms offer benefit packages
that more specifically meet their employees' needs. Flexible plans can, in the long run,
help a company contain costs because a specified amount is allocated to cover the
benefits of each employee. Furthermore, organizations that offer flexible plans with
many choices may be perceived as being employee-friendly. Thus, they are in a better
position to attract and retain qualified employees.

Exercisel. Answer the following questions:

1. Are employee benefits really necessary? Why?

2. Explain how the three wage-related decisions result in a compensation system

3. How is a job analysis used in the process of job evaluation?

4. Discuss the primary elements of employee compensation and benefits

5. Suppose you have just opened a new Ford auto sales showroom and repair

shop. Which of your employees would be paid wages, which would receive salaries, and
which would receive commissions?

TEXT C TRAINING AND DEVELOPMENT

Both training and development are aimed at improving employees' skills and
abilities. However, the two are usually differentiated as either employee training or
management development. Employee training is the process of teaching operations and
technical employees how to do their present jobs more effectively and efficiently.
Management development is the process of preparing managers and other professionals
to assume increased responsibility in both present and future positions. Thus, training
and development differ in who is being taught and the purpose of the teaching. Both are
necessary for personal and organizational growth. Companies that hope to stay
competitive typically make huge commitments to employee training and development.
For example, Motorola spends about $200 million annually on such programs.
Motorola's substantial educational efforts are companywide and range from the basic
three R's to technical training, problem solving, and even interpersonal skills.
Development of a training program usually has three components: analysis of needs,
determination of training and development methods, and creation of an evaluation
system to assess the program's effectiveness.

ANALYSIS OF TRAINING NEEDS

When thinking about developing a training program, managers must first determine
if training is needed and, if so, what types of training needs exist. At times, what at first
appears to be a need for training is actually, upon assessment, a need for motivation.
Training needs can vary considerably. For example, some employees may need training
to improve their technical skills, or they may need training about organizational
procedures. Training might also focus on business ethics, product information, or
customer service. Because training is expensive, it is critical that the correct training
needs be identified.

TRAINING AND DEVELOPMENT METHODS



A variety of methods are available for employee training and management
development. Some of these methods may be more suitable for one or the other, but most
can be applied to both.

On-the-job methods: The trainee learns by doing the work under the supervision of
an experienced employee.

Simulations: The work situation is simulated in a separate area so that learning takes
place away from the day-to-day pressures of work.

Classroom teaching and lectures: You probably already know these methods quite
well.

Conferences and seminars: Experts and learners meet to discuss problems and
exchange ideas.

Role playing: Participants act out the roles of others in the organization for better
understanding of these roles (primarily a management development tool).

EVALUATION OF TRAINING AND DEVELOPMENT

Training and development are very expensive. The training itself costs quite a bit,
and employees are usually not working -or are working at a reduced load and pace-during
training sessions. To ensure that training and development are cost effective, the
managers responsible should evaluate the company's efforts periodically.

The starting point for this evaluation is a set of verifiable objectives that are
developed before the training is undertaken. Suppose a training program is expected to
improve the skills of machinists. The objective of the program might be stated as follows:
"At the end of the training period, each machinist should be able to process thirty parts
per hour with no more than one defective part per ninety parts completed."” This objective
clearly specifies what is expected and how training results may be measured or verified.
Evaluation then consists of measuring machinists' output and the ratio of defective parts
produced after the training.

The results of training evaluations should be made known to all those involved in
the program-including trainees and upper management. For trainees, the results of
evaluations can enhance motivation and learning. For upper management, the results
may be the basis for making decisions about the training program itself.

Another form of evaluation-performance appraisal-is an equally important part of
human resources management.

PERFORMANCE APPRAISAL

Performance appraisal is the evaluation of employees' current and potential levels
of performance to allow managers to make objective human resources decisions. The
process has three main objectives. First, managers use performance appraisals to let
workers know how well they are doing and how they can do better in the future. Second,
a performance appraisal provides an effective basis for distributing rewards, such as pay
raises and promotions. Third, performance appraisal helps the organization monitor its
employee selection, training, and development activities. If large numbers of employees
continually perform below expectations, the firm may need to revise its selection process

or strengthen its training and development activities.
COMMON EVALUATION TECHNIQUES

The various techniques and methods for appraising employee performance either
objective or judgmental in nature.



Objective Methods Objective appraisal methods use some measurable quantity as
the basis for assessing performance. Units of output, dollar volume of sales, number of
defective products, and number of insurance claims processed are all objective,
measurable quantities. Thus, an employee who processes an average of twenty-six
insurance claims per week is given a higher evaluation than one whose average is
nineteen claims per week.

Such objective measures may require some adjustment for the work environment.
Suppose the first of our insurance-claims processors works in New York City and the
second works in rural lowa. Both must visit each client because they are processing
homeowners' insurance claims. The difference in their average weekly output may be
due entirely to the long distances the lowan must travel to visit clients. In this case, the
two workers may very well be equally competent and motivated. Thus, a manager must
take into account circumstances that may be hidden by a purely statistical measurement.

Judgmental Methods Judgmental appraisal methods are used much more
frequently than objective methods. They require that the manager judge or estimate the
employee's performance level. However, judgmental methods are not capricious. These
methods are based on employee ranking or rating scales. When ranking is used, the
manager ranks subordinates from best to worst. This approach has a number of
drawbacks, including the lack of any absolute standard. Rating scales are the most
popular judgmental appraisal technique. A rating scale consists of a number of
statements; each employee is rated on the degree to which the statement applies. For
example, one statement might be, “This employee always does high-quality work." The
supervisor would give the employee a rating, from 5 down to 1, corresponding to
gradations ranging from "strongly agree" to “strongly disagree.” The ratings on all the
statement are added to obtain the employee's total evaluation.

Avoiding appraisal errors Managers must be cautious if they are to avoid making
mistakes when appraising employees. It is common to overuse one portion of an
evaluation instrument, thus overemphasizing some issues and underemphasizing others.
A manager must guard against allowing an employee's poor performance on one activity
to influence his or her judgment of that subordinate's work on other activities. Similarly,
putting too much weight on recent performance distorts an employee's evaluation. For
example, if the employee being rated on performance over the last year, a manager
should not permit last month's disappointing performance to overshadow the quality of
the work done in the first eleven months of the year. Finally, a manager must guard
against discrimination on the basis of race, age, gender, religion, national origin, or
sexual orientation.

PERFORMANCE FEEDBACK

No matter which appraisal technique is used, the results should be with the
employee soon after the evaluation is completed. The manager should explain the basis
for present rewards and should let the employee know what he or she can do to be
recognized as a better performer in the future. The information provided to an employee
in such discussions is called a performance feedback interview.

There are three major approaches to performance feedback interviews: tell-and-sell,
tell-and-listen, and problem-solving. In a tell-and-sell feedback interview, the superior
tells the employee how good or bad the employee's performance has been and then
attempts to persuade the employee to accept this evaluation. Since the employee has no



input into the evaluation, the tell-and-sell interview can lead to defensiveness,
resentment, and frustration on the part of the subordinate. The employee may not accept
the results of the interview and may not be committed to achieving the goals that are set.

With the tell-and-listen approach, the supervisor tells the employee what has been
right and wrong with the employee's performance and then gives the employee a chance
to respond. The subordinate may simply be given an opportunity to react to the
supervisor's statements or may be permitted to offer a full self-appraisal, challenging the
supervisor's assessment.

In the problem-solving approach, employees evaluate their own performances and
set their own goals for future performance. The supervisor is more a colleague than a
judge and offers comments and advice in a noncritical manner. An active and open
dialogue ensues, in which goals for improvement are mutually established. The problem-
solving interview is more likely to result in the employee's commitment to the established
goals.

To avoid some of the problems associated with the tell-and-sell interview, a mixed
approach is sometimes used. The mixed interview uses the tell-and-sell approach to
communicate administrative decisions and the problem-solving approach to discuss
employee development issues and future performance goals.

Finally, it should be noted that many managers find it difficult to discuss the
negative aspects of an appraisal. Unfortunately, they may ignore performance feedback
altogether or provide it in a very weak and ineffectual manner. In truth, though, most
employees have strengths that can be emphasized to soften the discussion of their
weaknesses. An employee may not even be aware of weaknesses and their consequences.
If they are not pointed out through performance feed-back, they cannot possibly be
eliminated. Only through tactful, honest communication can the results of an appraisal
be fully utilized.

Exercise 1. Answer the following questions:

1. What is the difference between the objective of employee training and the
objective of management development?

2. Why is it so important to provide feedback after a performance appraisal?

3. Explain the purposes and techniques employee raining development and
performance appraisal.

4. As a manager, what actions would you take if an operations employee with six
years of experience on the job refused ongoing training and ignored performance

feedback?

Exercise 2. Read, translate and discuss the following article:
PERFORMANCE REVIEW: TOOL FOR SUCCESS?

According to Scott Adams, creator of the comic strip Dilbert the annual
performance review is “one of the most frightening and degrading experiences in every
employee's life”. Adams stories and comic figures poke fun at the workplace, but his
characterization of people's feelings about the annual performance review has its serious
side. Although a recent study of 137 companies indicates that effective annual
performance reviews can help raise profits ,most employees of those companies hate
them.

In theory, annual performance reviews are constructive and positive interactions
between managers and employees working together to attain maximum performance and



strengthen the organization. In reality they often create division, undermine morale and
spark anger and jealousy. Thus, although the object of the annual performance review is
to improve performance, it often has the opposite result. A programmer at a brokerage
firm was stunned to learn at her annual performance review that she was denied a
promotion because she wasn’t a “team player”. What were the data used to make this
judgment? She didn’t smile in the company photo.

Although this story might sound as if it came straight out of Dilbert, it is a true
account, of one woman's experience. By following a few tips and guidelines from
industry analysts, this kind of ordeal can be avoided:

-To end the year with a positive and useful performance review, managers and
employees must start the year by working together to establish clear goals and
expectations.

-1t may be helpful to allow employees to submit a list of people associated with the
company who will be in a good position to assess their performance at the end of the
year, these people may be coworkers, suppliers, or even customers.

-Goals should be measurable but flexible, and everyone should sign off on the plan.

-By checking employees progress at about nine months, managers can give them a
chance to correct mistakes and provide guidance to those who need it before the year is
out.

-When conducting the review, managers should highlight strengths and weaknesses
during the past year and discuss future responsibilities avoiding punishment or blame.

In short when employees leave their performance reviews, they should be focusing
on what they can do better in the year ahead, not worrying about what went into their
files about the past.

TEXT D THE LEGAL ENVIRONMENT OF HRM
Legislation regarding HRM practices has been passed mainly to protect the rights
of employees, to promote job safety, and to eliminate discrimination in the work-place.

NATIONAL LABOR RELATIONS ACT AND LABOR MANAGEMENT RELATIONS ACT

These laws are concerned with dealings between business firms and labor unions.
This general area is, in concept, a part of human resources management. However,
because of its importance, it is often treated as a separate set of activities.

FAIR LABOR STANDARDS ACT

This act, passed in 1938 and amended many times since, applies primarily to wages.
It established minimum wages and overtime pay rates. Many managers and other
professionals, however, are exempt from this law. Managers, for example, seldom get
paid overtime when they work more than forty hours a week.

EQUAL PAY ACT

Passed in 1963, this law overlaps somewhat with Title VII of the Civil Rights Act
(see below). The Equal Pay Act specifies that men and women who are doing equal jobs
must be paid the same wage. Equal jobs are jobs that demand equal effort, skill, and
responsibility and that are performed under the same conditions. Differences in pay are
legal if they can be attributed to differences in seniority, qualifications, or performance.



But women cannot be paid less (or more) for the same work solely because they are
women,

CIVIL RIGHTS ACTS

Title VII of the Civil Rights Act of 1964 applies directly to selection and promotion.
It forbids organizations with fifteen or more employees to discriminate in those areas on
the basis of sex, race, color, religion, or national origin. The purpose of Title VII is to
ensure that employers make personnel decisions on the basis of employee qualifications
only. As a result of this act, discrimination in employment (especially against African
Americans) has been reduced in this country

The Equal Employment Opportunity Commission (EFOC) is charged with
enforcing Title VII. A person who believes he or she has been discriminated against can
file a complaint with the EFOC. The EEOC investigates the complaint, and if it finds
that the person has, in fact, been the victim of discrimination, the commission can take
legal action on his or her behalf.

The Civil Rights Act of 1991 facilitates an employee's suing and collecting punitive
damages for sexual discrimination. Discriminatory promotion and termination decisions
as well as on-the-job issues, such as sexual harassment, are covered by this act.

AGE DISCRIMINATION IN EMPLOYMENT ACT

The general purpose of this act, which was passed in 1967 and amended in 1986, is
the same as that of Title VII-to eliminate discrimination. However, as the name implies,
the Age Discrimination in Employment Act is concerned only with discrimination based
on age. It applies to companies with twenty or more employees. In particular, it outlaws
personnel practices that discriminate against people aged forty or older, (No federal law
forbids discrimination against people younger than forty, but several states have adopted
age-discrimination laws that apply to a variety of age groups.) Also outlawed are
company policies that specify a mandatory retirement age. Employers must base
employment decisions on ability and not on a number.

OCCUPATIONAL SAFETY AND HEALTH ACT

Passed in 1970, this act is concerned mainly with issues of employee health and
safety. For example, the act regulates the degree to which employees can be exposed to
hazardous substances. It also specifies the safety equipment that the employer must
provide.

The Occupational Safety and Health Administration (OSHA) was created to enforce
this act. Inspectors from OSHA investigate employee complaints regarding unsafe
working conditions. They also make spot checks on companies operating in particularly
hazardous industries, such as chemicals and mining, to ensure compliance with the law.
A firm found to be in violation of federal standards can be heavily fined or shut down.

EMPLOYEE RETIREMENT INCOME SECURITY ACT

This act was passed in 1974 to protect the retirement benefits of employees. It does
not require that firms provide a retirement plan. However, it does specify that if a
retirement plan is provided, it must be managed in such a way that the interests of
employees are protected. It also provides federal insurance for retirement plans that go
bankrupt.



AFFIRMATIVE ACTION

Affirmative action is not one act but a series of executive orders, issued by the
president of the United States. These orders established the requirement for affirmative
action in personnel practices. This stipulation applies to all employers with fifty or more
employees holding federal contracts in excess of $50,000. It prescribes that such
employers (1) actively encourage job applications from members of minority groups and
(2) hire qualified employees from minority groups not fully represented in their
organizations. Many firms that do not hold government contracts voluntarily take part in
this affirmative action program.

AMERICANS WITH DISABILITIES ACT

The Americans with Disabilities Act (ADA) prohibits discrimination against
qualified individuals with disabilities in all employment practices-including job
application procedures, hiring, firing, advancement, compensation, training, and other
terms and conditions of employment. All private employers and government agencies
with fifteen or more employees are covered by the ADA. Defining who is a qualified
individual with a disability is, of course, difficult. Depending on how "qualified
individual with a disability" is interpreted, up to 43 million Americans can be included
under this law. This law also mandates that all businesses that serve the public must make
their facilities accessible to people with disabilities.

Not only are individuals with obvious physical disabilities protected under the
ADA,; also safeguarded are those with less visible conditions such as heart disease,
diabetes, epilepsy, cancer, AIDS, and emotional illnesses. Because of this law, many
organizations no longer require job applicants to pass physical examinations as a
condition of employment. Between July 1992 (when this law went into effect) and
October 1996, 72,687 cases were filed with the EEOC, charging discrimination.

Employers are required to provide disabled employees with reasonable
accommodation. Reasonable accommodation is any modification or adjustment to a job
or work environment that will enable a qualified employee with a disability to perform
a central job function. Examples of reasonable accommodation include making existing
facilities readily accessible to and usable by an individual confined to a wheelchair.
Reasonable accommodation might also mean restructuring a job, modifying work
schedules, acquiring or modifying equipment, providing qualified readers or interpreters,
or changing training programs.

Exercise 1. Answer the following questions:

1. Why are there so many laws relating to HRM practices? Which are the most
important laws, in your opinion?

2. Outline the major legislation affecting human resources management.

Exercise 2. Read, translate and discuss the following article:
In the highly competitive software industry, many companies find it difficult to
recruit the best employees. Seattle-based WRQ software attracts them by offering
beautiful surroundings and people-oriented policies rather than stock options. WRQ



employees enjoy participative management time off to do volunteer work and flexible
work schedules. WRQ believes that visiting campuses and using the Internet to advertise
positions helps them reach the type of young employees who, value personal time and a
less hectic work environment

In an industry in which workers routinely put in thirteen-hour work-days and are on
call seven days a week, people who want more time with their children find WRQ an
appealing place to work. And in a world in which profits are often, more important than
people, those who value social responsibility also find WRQ an appealing place to work.
In addition to the time off that employees get to do volunteer work, the company as a
whole is committed to several environmental and community organizations. For
example, WRQ supports the Nature Conservancy, an organization that works with
businesses to preserve threatened animal habitats. The company also supports
Childhaven which provides child care and support services for abused children.

Questions

1. WRQ management believes that the quality of work life plays an important role
in recruiting and keeping employees. Evaluate WRQ management's position regarding
this issue.

2 Does WRQ's support of the Nature Conservancy and Childhaven affect its HRM
efforts?

GRAMMAR EXERCISES

[HOIHITUB (INFINITIVE) TA TEPYH/III (GERUND/ING-FORM)

IndinituB — ne Heoco0oBa ¢opma gieciioBa, sIKa TIIbLKU HA3MBA€ Til0 i
Bi/lMOBiIa€ HA 3aNMTaHHA «IIO0 POOUTH?Y, «1110 3poduTH!»: t0 read, to dance.
I'epynaiiit — ue Heoco0oBa (opma aieciioBa i3 3aKiHYEHHSAM -ing, IO MAae€

BJIACTHUBOCTI Ji€cjioBa Ta iMeHHHMKA. SIK i iH(IHITUB, repyHaiil Ha3uBa€ ail0. Y
peYeHHI repyHaiii BUKOHY€ QyHKUIIl, BJACTUBI AK AI€CI0BY, TaK | IMCHHUKY:

We like dancing. (Mu 1w0oumo TanmoBaTi. A6o: Mu ro6umo Tanmi.) Smoking
Is dangerous for your health. (ITasinns mKixIUBe AJ5 BamIoro 310poB's.)

B ykpaincbkiit MoBI Hemae ¢opmu, sika 0 BiAnoBigajga repyHiirn. 3BepHITh
yBary Ha NpaBWJia B:KUBaHHA iH(QIHITHBA Ta repyHis.

Indinitus 3 gactkoro to (Full Infinitive) BxxuBaeThes y TAKMX BUIAIKAX.

1. Jlna BupakenHs HamipiB: He went to meet me.

2. IMicas xouctpykuini would like, would love, would prefer: 1'd like to buy some
ice cream.

3. [Micns Takux mpukMeTHHUKIB, sk glad, happy, angry, sorry, pleased Tomo: I'm
glad to see you.

4. Ilicns Takux miecris, sk advise, agree, appear, decide, expect, hope, manage,
offer, promise, refuse, seem, want i r.x1.: We decided to catch a taxi.

5. [Ticas nuTanbHUX CIiB, SIKI BUKOHYIOTH (YHKIIiI0 crioinydnuka (Who, how, what,
where, which): We don't know how to get there.

6. 3i caoBamu t00, enough: He is old enough to drive a car.



[adinitus 6e3 wactku to (Bare Infinitive) BxxuBaeThCs y TaKMX BUMAIKAX.

1. ITicas momaneHuX miecaiB: You must help your parents.

2. ITicns miecniB make, let, see, hear, feel + object (momarox): He let me take his
camera. Mother made me clean my room.

3. Iicns crpykryp had better/would rather: We'd better watch TV tonight.

I'epynaiii (Gerund/ing-form) BixuBaeTbesl y TaKUX BUIIAJKAX.

1. Sk imennuk-migmet: Walking is a good exercise.

2. Ilicns pmiecniB love, like, dislike, hate, enjoy (mns BupakeHHS yIOm00aHb
B3araui): She hates being late.

3. Ilicns niecmoBa (O, SKIIO MM MaeMO Ha METI PO3IOBICTH Tpo (I3UYHY
nisieHicTh: He went swimming an hour ago.

4. Tlicns Takux pgiecms, sk Start, begin, stop, finish, avoid, admit, appreciate,
consider, continue, delay, deny, discuss, escape, excuse, forgive, imagine, involve, keep
(= continue), mention, mind, miss, object to, practise, prevent, save, suggest, understand
i T.1.: They continued walking in silence.

5. [Micns Takux BUpasis, sk 1'm busy, it's no use, it's (not) worth, it's (no) good,
what's the use of, can't help, can't stand, look forward to, in addition to, as well as i t.x.:
What's the use of buying a dishwasher?

6. [Ticna npuitmennukis: She left without taking her umbrella. They are interested
in taking this test.

7. IMicas miecniB see, hear, listen, watch, mo6 moBigoMHUTH PO Iif0, SKa IIE HE
3aBepinmiack: She heard somebody speaking.

Exercise 1. Choose the correct item.

1) Tom is skilled enough to do/doing this job. 2) It started to rain/raining an
hour ago. 3) Sue prefers to have/having lunch in a cafeteria. 4) | hope to see/seeing
you tomorrow. 5) Mike suggested to play /playing bowling in a new club. 6) I don't
know where to go/going. 7) To sledge/Sledging in winter is fun. 8) Sam spent hours to
look/looking for these facts. 9) They offered to continue/continuing the experiment in a
modern laboratory. 10) Witty succeeded in to study/studying Biology. 11) | would like
to talk/talking to you. 12) My parents refused to give/giving me pocket money. 13) Little
Johnny is complaining about to have/having a toothache. 14) Molly was happy to
see/seeing her niece again. 15) Jane can't stand to listen/listening to loud music.

Exercise 2. Write the words into the correct column.
Agree, would love, avoid, deny, can, promise, will, mind, offer, may, decide, prefer,

like, hope, would prefer, manage, suggest, let, look forward to, can't help, practise,
refuse, must, prevent, admit, it's worth, want, happy, forgive.



Followed by, Followed by Followed by
Full Bare
Infinitive Gerund/ing Infinitive
-form

Exercise 3. Match two parts of the sentences.

1) Reading detective stories a) learn this poem by heart.
2) The woman was watching b) to help you.
the children c) isgood for your health.
3) You must d) tounderstand it.
4) 1 don't know how e) is her favourite hobby.
5) My brother is keen on f) to see your friend at our
6) Eating lots of fresh fruit party.
7) | don't know why Peter g) wash your hands before
avoids meals.
8) My teacher made me h) collecting car models.
9) I'm sure she is clever enough 1) playing in the sandpit.
10) We'll be happy J) speaking to me.

Exercise 4. Put the verbs in brackets into the correct form.

1) My parents dislike ... (to spend) holidays without me. 2) The Thompsons go...
(to ski) to the mountains every winter. 3)I think you'd better ... (tophone) him in the
evening. 4) Helen refused ... (to answer) my question about her future plans. 5) We saw
Greg ... (to walk) towards the bus stop. 6) Nick promised ... (to return) my MP3 player
in a week. 7) Bob is too angry ... (to listen) to our explanation. 8) Sarah started ... (to
learn) French when she was 7. 9) The doctor advised Kate ... (to keep) to a diet. 10) Don't
bother me. I'm busy ... (to write) an essay about my winter holidays.

Exercise 5 . Put the verbs in brackets into the correct form.

1) Alison wants ... (to take) her little sister with us. 2) Martin is looking forward to
... (to meet) his school friends. 3) Margaret couldn't help ... (to feel) that she had made a
mistake. 4) You couldn't ... (to swim) a year ago. 5) It's no use ... (to talk) to Tony. He is
too obstinate ... (to change) his mind. 6) How did they manage ... (to book) a room in
this hotel? Any room in this hotel is worth ... (to pay) a lot of money. 7) | offered ... (to
help) Ann with the washing-up. 8) My parents let me ... (to use) our cottage house for
the party. 9) Do you mind ... (to wait) outside? 10) | know that your cousin is fond of ...
(to paint). I hope ... (to see) her pictures at my gallery some day.

Exercise 6 . Put the verbs in brackets into the correct form.



Dear Sir/Madam,

| am writing ... (to inquire) about your advertisement in the May edition of «Around
The World» magazine. I am interested in ... (to visit) Italy and would be grateful if you
could ... (to send) me further details.

Your advertisement states that the price includes a return flight from Borispol
Airport. Will the flight... (to leave) in the morning or in the evening? The advertisement
also mentions that the price includes seven nights in a five-star accommodation. Will |
... (to have) my own room or will | have ... (to share)! In addition, ... (to regard) the
meals that the price includes, I'd like ... (to know) if all meals are included in the full cost
or if the price only includes breakfast. Finally, could you ... (to tell) me whether the tour
includes ... (to visit) Vatican and if there will be time to go ... (to shop).

| look forward to ... (to hear) from you. Thank you in advance for your help.

Yours faithfully,

Victor Bondarenko

Exercise 7 . Choose the correct form to complete the sentences.

Millions of people every year visit national parks. 1) ... a national park can 2)... a
wonderful way of 3)... a day, but are these parks worthwhile or do they have too many
drawbacks?

One major advantage of national parks is that they provide an opportunity for wild
animals and other species to be protected and conserved. In addition, national parks make
it possible for animals to have more space and freedom than they can 4)... in zoos and
allow children to see animals 5) ... freely instead of 6)... behind bars.

However, some people object to 7) ... animals in national parks. They believe that
animals should 8) ... in their natural habitats and shouldn't be used as a form of
entertainment for visitors to these parks.

All in all, it would 9) ... that national parks do some advantages, but there are also
several drawbacks to 10) ... animals in them. Perhaps it is time we started 11)... to protect
animals in their natural environments.

a) Tovisit; b) Visit;  c¢) Visiting.
a) to be; b) be; C) being.

a) to spend; b)spend;  c) spending.
a)to have;  b) have; c) having.

a) to wander; b) wander; c) wandering.

a) to live; D) live; c) living.
a) to keep;  b) keep; c) keeping.
a) to live;  b) live; c) living.

a) to appear; b) appear; c) appearing.
a) to keep;  b) keep; c) keeping.
a) worked; b) work;  c) working.

Exercise 8 . Complete the sentences writing true information about you.



1) In my free time | like ... . 2) I hate ... . 3) I'mgood at ... . 4) | don't mind .... 5) |
want ... when | finish school. 6) My friend is interested in .... 7) I'm thinking of ... in my
future.

Iicas piecaiB to begin, to start, to continue, to intend MoOKYTh B:KHBATHCh SIK
inginiTuB, Tak i repynaiii 0e3 pisnuni y 3nauenni: The child began laughing/to
laugh.

Y cnosiydeHHi 3 JdeSIKUMM Ji€CJI0BAMHM B:KMBAHHA IH(QIHITHBA YU repyHaid
3aJIeKMTh BiJ TOro, mo caMe MH X0YeMO BHCJIOBHMTH. 3BEpHITH yBary Ha
BIIMIHHOCTI Yy 3HA4YE€HHI pedYeHb 3aJIe’KHO BiJ BKMBAHHA B HUX IH(QIHITHBA 4H
repyHuis.



Verb + to-infinitive

Verb + ing-form

Remember/forget + to-
infinitive  BXXuBaeTbcst Y
3HAYEHHI «HE 3a0yTN»:

| must remember to take
my notes. It's very important.
(4 wmaro He 3a0yTu B3SATH
3aIHCH.)

Remember/forget + ing-
form BXXHUBA€THCA, AKIIO MH
BHCJIOBJIFOEMO CIioraav IIpo
muHysne: 1 remember taking
my son to the Zoo for the first
time. (51 mam'sitaro (HIKOJIM HE
3a0yy), SIK TIOBIB CBOTO CHHQ|
110 300MapKy BIEPIIIE.)

Regret + to-infinitive
BYKUBAETHCS, KIIO HAM IIIKO/1a
PO IIIOCh TOBOPUTH (TOOTO MU
MaeMO TIOBIJIOMHUTH IIOTaHI
HoBuHK): | regret to tell you
that you have a bad mark in
History. (MeHi mKkoja Ka3arTH,
mo B TeOe moraHa OIIHKA 3
icTOpIi.)

Regret +  ing-form
BXXHUBAa€THCA, SAKITO MH
BHCIIOBJIFOEMO CHiB‘IyTTﬂ 3

[IPUBOAY TOI'0, IO TPAIIUIIOCH
Y MUHYJIOMY:

1 regret telling you about
my plans. Everything has
changed by now. (Illxoxa, 110
si PO3IOBIB IMPO CBOi IUJIaHW,
TOMY L0 BCE 3MIHHJIOCH.)

Stop +  to-infinitive
BXKHMBAETBCS y  3HAYCHHI
(GYIMUHHUTHCH, 11100 3pOoOHTH
moch iHme»: She stopped to
pick up the coin she had
dropped. (Bona 3ynuHumacs,
mo0 migiopatd MOHETY, SKY

BITYCTHJIA.)

Stop + ing-form
BXUBA€THCA y 3HAYEHHI
IIPUIIHHUTH IITOCH pO6I/ITI/I»2

She stopped reading

aloud because her mother
asked her to keep silent. (Bona
[IPUIIMHWJIA YUTATH BIOJIOC,
TOMY 1110 1i MaMa IIoIpocuia ii
MMOMOBYATH.)

Go on + to-infinitive
BJKUBAETbCS Yy  3HAYEHHI
«BUKOHYBATH 1HIITY, HACTYITHY
IO

He made himself a
sandwich and went on to learn
the rules. (Bin 3poOuB co0i
OyrepOpox 1 TOTIM TIIIOB
YUUTH TIPaBUIIA. )

Go on + ing-form
BXKMBAETHCSI Yy  3HAYEHHI
«IPOAOBKYBATU I0Ch
pooUTH:

She asked her son a
question, but he went on
watching TV and didn't hear
her. (Bona 3anuTana cuHa, ajie
B1H MMpOJAOBKYBAB AOHUBHUTUCH
TEJIeBI30p 1 HE UYB ii.)




Try + to-infinitive
BXKUBAETHCSI Yy 3HAYCHHI
«poOUTH BCE MOXKIIUBE,
Hamaratuch»: I'm trying to
find any mistakes in this
work. (s namararocs
3HAWTH SIKICh TOMWJIKH B
11l poOOTI.)

Try +  ing-form
B)KUBAE€THCS Y 3HAYCHHI
«3pOOUTH II0Ch

(cnpoOyBaTu), IO MOXKE
TTOTTOMOTTH BUPIIINTH
pooIeMy»: 1  tried
opening the door, but it was
locked from inside. (A
cripoOyBaB BITYMHUTH
nBepi, aje BOHU OynH
3a4yMHEH] 3CEpEIUHU.)

Be sorry + to

infinitive  BxxuBaeTbcs Y|
3HAUEHHI  «IIKOAa,  Ha
KATIb):

I'm sorry to hear that
you've failed the exam.
(MeHi mIkoga 9yTH, IO TH
HE CKJIaB ICIIUT.)

Be sorry for + ing-
form BXKHUBAETHCA Y|
3HAUYCHHI «BUOauTe»: I'm
sorry for being late.
(Bubaure 3a MOE€
3ari3HEHHS. )

Mean + to-infinitive
BJKUBAETHCSI Y 3HAYEHHI
«MaTH Ha YyBasl», BH
CJIOBIIOBaTH -Hamipu: 1
think you meant to send our
friends invitation cards. (4
rajar, TH Mae€ll Ha yBasi
BiJIMIPaBUTH HAIIIUM

TIPY3SIM 3aITPOIIICHHSI. )

Mean + -ing form
BXKMBAETHCSI Y 3HAYEHHI
«11e o3Haygae»: You have to
feel in this form. It means
writing your personal in-
formation. (Bam TpeOa
3aroBHUTH  aHkery. lLle
O03HAaYa€ HaIMcaTH Barll
0coOHuCTI /TaHi.)

Exercise 9. Choose the correct meaning of the underlined words.

1.

We regret to inform you that there are no tickets left for this train.
a) Sorry to tell such news.
b) Sorry that it happened in the past.
. The children stopped writing and looked at the teacher.
a) Stopped so that they could do something.
b) Finished doing something.
. I'll never forget driving the car without my instructor.
a) Not remember.
b) Memory of the past.
. She is trying to send you an e-mail letter.
a) Is doing her best.
b) Is doing something which may solve the problem.



5. He didn't mean to hurt you.
a) Intention to do something.
b) Involve.
6. | must remember to take my camera.
a) Not to forget.
b) Memory of the past.
7. She went on eating without saying a word.
a) Did the next thing.
b) Continued doing the same thing.

Exercise 10. Choose the correct item.

1) Den stopped to buy/buying a bottle of water as it was boiling hot. 2) The child
stopped to cry/crying and looked at a toy with some sign of interest. 3) Unfortunately, |
forgot to take/taking my umbrella with me. 4) I'll never forget to visit/visiting Asterix
Park in France. 5) After finishing his computer courses Tim went on to study/studying
economy. 6) Ella went on to write/writing without looking up at me. 7) | regret to
tell/telling you that we don't have enough money to pay for the medicine. 8) | regret to
buy/buying this hat. It looks a bit old-fashioned. 9) Jane means to open/opening her own
designer house. 10) Julia's greatest wish is to get a ticket for their concert even if it means
to pay/ paying a lot of money. 11) Try to phone/phoning Jack one more time. Perhaps he
doesn't hear his mobile phone. 12) Peter tried to start/starting the engine, but it didn't
work.

Exercise 11. Put the verbs in brackets into the correct form.

1) Cindy tried ... (to catch) a taxi, but the road was deserted. 2) I'm afraid I forgot
... (to switch) off the light in the room. 3) Why don't you try ... (to exercise)? It may help
you to lose weight. 4) Jack regretted ... (to stay) in that hotel as it was too far from the
centre of the city. 5) Pam stopped ... (to buy) some magazines as she wanted to read
something during her trip. 6) Mike can remember ... (to tell) you about the changes in
our timetable. He told you about it two days ago. 7) Can you stop ... (to play) music so
loudly? I can't hear the news on TV. 8) Nigel made some notes and went on ... (to read)
the report. 9) I'm sorry for ... (to be) unfair to you and your friends. 10) Sarah will never
forget ... (to fly) over the Atlantic Ocean.

Exercise 12. Put the verbs in brackets into the correct form.

1) Ann didn't know what ... (to do) at the weekend until friend phoned her and
suggested ... (to go) to the cinema to watch a new comedy. 2) Do you remember ... (to
try) Japanese food for the first time? 3) Henry stopped ... (to skate) after he had broken
his leg. 4) Pamela isn't slim enough ... (to become.) a fashion model. She tries ... (to keep)
to a diet, but it doesn't help. 5) Yesterday Mary was busy ... (to clean) her flat. After
washing the windows she went on ... (to vacuum) the carpets 6) I'm so sorry for ... (to



miss) that lecture. I'm sure it's no us ... (to ask) if it was interesting. 7) Do you mind ...
(to have lunch with me? | hate ... (to eat) alone. 8) Is Richard good at (to speak) in public?
— Oh, yes! | heard him ... (to make) a speech last week. It was excellent! 9) Amanda
prefers ... (to spend) her summer holidays at the seaside. She enjoys ... (to swim) and ...
(to sunbathe). 10) A little boy stopped ... (to weep) and said, «I'm so sorry! I didn't mean
... (to break) your window».

Exercise 13. Put the verbs in brackets into the correct form.

Dear Nelly,

How are you? I'm writing ... (to tell) you the news. I'm busy ... (toprepare) for my
final exams which are in a week. | feel so tired of ... (to study) that I decided ... (to take)
a break and write you a letter. | can't help ... (to think) of the day when I'll leave school
and become a student of the university! By the way, | want... (to find) a job for summer
because | would like ... (to get) a driving licence and you can't... (to get) one without...
(to attend) driving courses. Our mother decided ... (to redecorate) the living room. She
Is busy ... (to find) wallpapers, new furniture and curtains of the right colour. Dad
continues ... (to work) on his research project. Your friend Molly started her new job last
Monday.... (to work) as a travel agent suits her — she loves ... (to communicate) with
people. She hopes ...(to stay) in this job for a couple of years and then she intends ... (to
start) her own travel agency.

Oh, I almost forgot... (to tell) you that we are going to have a party to celebrate the
end of my school life. I hope you will ... (to join) us.

Write soon and tell all your news, won't you?

Best wishes,

Sheila

Exercise 14. Find mistakes and correct them.

1) Tom ran all the way home without to stop. 2) The teacher made us rewriting our
compositions. 3) Kate couldn't sleep and I suggested her to drink a cup of tea with honey.
4) I'm sorry for interrupting, but I'd like asking you a question. 5) Nick promised giving
me that disc. 6) Mark stopped to eat junk food because it is unhealthy. 7) Henry tried
winning the race. 8) The children couldn't help to speak about their journey. 9) This book
is worth to read. 10) I'm glad knowing that you're fine.

Exercise 15. Translate into English.

1) Bin HeHaBUAWTH BYMTH Bipini Hamam'sTh. 2) BoHa Hamaramacsi 3acrokoiTH
IUTUHY, ajie JIBYMHKA MPOAOBXKYBaJia IIaKaTH, HE KaKy4H Hi cioBa. 3) bob 3ynuHuscs,
00 MOJMBUTHUCH HA TOAMHHUK. 4) S myke paauii MOYyTH Balll TOJOC 1 CHOIBAIOCS
CKOPO 3 BaMU 3yCTpITHCh. 5) MU He 3HaeMo, K BUPIIIUTHU 110 npodiemy. 6) Jlinga
MPOTIOHYE TITH Yy KiHO. By He mpotu npuennartuch 10 Hac? 7) BoHu mouymnu, sik XTOCh



CTyKaB y aBepi. 8) MeHi mkoza, 1o s BATPATUB YC1 rpoiui. MeHi 6 X0Tijiocs Ky-
nutd 1o ¢Gyroonky. 9) S Hikomu He 3a0yay, sK ynepiie KaTaBCs Ha
BenocunieAi. 10) Jxynmiss mpunuHmiIa pizaTd Xiiod 1 YBaXHO MOJUBUJIACH Ha
MeHe. Sl He 3HaB, 110 1l BIJMOBICTH.

Exercise 16. Choose the correct item.

1) Children enjoy to play/playing snowballs in winter. 2) Yesterday | saw Sally to
dance/dancing with a boy at a disco. 3) My parents will be glad to know/knowing that
you are getting better. 4) Den goes to run/running every morning. 5) Helen advised her
husband to speak/speaking to his boss. 6) The child denied to eat/eating all the
chocolates. 7) George offered to give/giving me a lift. 8) My father promised to
teach/teaching me to drive when 1 finish school. 9) Denny is too short to reach/ reaching
a doorbell. 10) What's the use of to go/going to the swimming pool? 11) Has Sue told
you where to meet/meeting Vicky? 12) He entered the room without to knock/knocking
at the door. 13) | would prefer to have/having supper at home. 14) My granny loves to
look/looking at old photos. 15) Alice went to buy/buying some fruit for the children.

Exercise 17. Put the verbs in brackets into the correct form.

1) Jim heard the phone ...(to ring) but it stopped before he could ... (to answer) it.
2) Julia let little Annie ... (to go) to the beach because it was warm enough ... (to swim).
3) Tom's sister loves ... (to look) after children. 4) You'd better ... (to ask) Peter to help
you. He knows how ... (to use) the Internet. 5) It's no use ... (to wait) for a bus. Let's ...
(to catch) a taxi. 6) My mother makes me ... (to tidy) my room twice a week. 7) Pamela
was happy ... (to win) the prize. 8) My Dad refused ... (to lend) me his car. 9) The
newspaper offered ... (to apologise) for the article. 10) She couldn't help ... (to cry) when
she saw a mouse in her room.

Exercise 18. Put the verbs in brackets into the correct form.

1) I don't remember ... (to meet) you in our office before. 2) I'm sorry, | forgot ...
(to phone) you yesterday. 3) The firemen are trying ... (toput) out the fire. 4) Why don't
you try ... (to add) some milk to your coffee? 5) We are sorry for ... (to keep) you waiting.
6) I'm sorry ... (to say) this, but you've failed your exam. 7) Bob stopped ... (to fill) up
his car before continuing his journey to Cracow. 8) The pupils stopped ... (to talk) when
the teacher entered the classroom. 9) Alison regretted ... (to shout) at her younger sister.
10) I regret... (to inform) you that we can't return you the money. 11) The students went
on ... (to write) the test for another hour. 12) The secretary talked on the phone and went
on ... (to type) some documents. 13) Being a teacher means ... (to check) up a lot of
homework. 14) He didn't mean ... (to offend) you.

Exercise 19. Find mistakes and correct them.



1) Ron went to the post office buying some stamps. 2) You must to clean your teeth
twice a day if you want them to be healthy. 3) Wendy hates to listen to rap music. 4)
Fiona regrets to invite Tom to her party. 5) I'll never forget to meet Bruce Willis. 6) The
scientists tried finishing the experiment but theycouldn't. 7) Linda often makes me to
help her about the house. 8) Is this film worth to watch? 9) I'd like seeing the Tower of
London one day. 10) Kate can't stand to watch violent films.

Exercise 20. Translate into English.

1) Manenbki AiTH yKe TIO0IATh TUBUTUCS MYyIbTh1IbMU. 2) By He mpoTH, SKI10
A MpHUeNHAOCh M0 Bac Tpoxu mizHime? 3) Tu He 3a0yB mokiIacTu OpyaHUI OIsT Y
npanbHy MamuHy? 4) S Hikonu He 3a0yfy, sk 3ycTpiB Bac ymepiie. 5) Tom He MIT He
JIyMaTH Tpo nponosuilito meda. BiH He XOTIB BTpayaTH MOKIIUBICTH OTPUMATH TaKy
nocaxy. 6) OneHa He 3anepedyBaia, 1o 0aunna ix y Toi Beuip. Bona 6aunna, ik BOHU
cimanu B mammHy. 7) BoHa >kankyBana, 1mo mpojaia OyAuHOK y cedl, il moao0anoch
MPOBOJIUTA TaM CBOi BHXiJAHI. 8) BuuTenb MPUNUHUB TOBOPUTH 1 IMOJAMBHUBCS Ha
XJIomyuKa. XJIOMYMK OyB 3ailHATUN MalllOBaHHSM 1 HIYOrO He momidaB. 9) Mu
3YyOUHWINCA, 100 CIHUTAaTH JOpOry, TOMY LI0 HE 3Hanmu, Kyau ixatu. 10) Bin 3
HETEpHIHHSAM YEKaB HAa MO€ MOBEpHEHHA. Mu Oynu Ayke paal 3HOBY MOOAYUTH OJIMH
OJTHOTO.

AI€ENPUKMETHUK (THE PARTICIPLE)

JliempukMeTHUK — HeocoboBa (opMa jieciaoBa, IO Ma€e BIACTUBOCTI JI€CIOBA 1
NMpUKMETHHKA. B aHrmichkii MOBI € JBa JIENPUKMETHUKA — JIIEMPUKMETHHUK
tenepinaporo 4acy (Present Participle abo Participle 1) i mienpukMeTHHK MHHYJIOTO
gacy (Past Participle aco Participle II).

HienpukMmetHuk Tenepimuboro dvacy (Participle 1) yrBoproeTscss mnuisxom
noaBaHHs Cy(dikcy -iNQ 10 OCHOBH JII€CIIOBA.

JlienpUKMETHUK MUHYJIOTO 9acy YTBOPIOETHCS:

1) y cranmaptHUX (MIPaBHIBHKX) JI€CTIB — IIISIXOM JIOaBaHHs 3aKiHueHHS -ed
JI0 OCHOBM JieciioBa: solved, asked;

2) 'y HecTaHIapTHUX (HEMPaBWJIBHHX) MIECTIB — MUISXOM 3MIiHCHHS (OpMH
niecioBa: seen, gone, built.

dopmu TicNpPUKMETHHUKA.

®opmu Active

. . Passive Voice
NIEMPUKMETHUKA Voice

Hist




Bupaxae niro, 1o
€ OJHOYACHOIO 3 JII€I0,

Ky BUPAXKEHO

JI1€CTIOBOM-TIPUCYTKOM

Participle |
(Indefinite)

asking being asked

Bupasxae gito, 1o
€ OJHOYACHOIO 3 JII€I0,

SKY BUPQKEHO
JIIECIIOBOM-

MIPUCYJIKOM, a TaKOXK
1110, 6€3B1THOCHY 10

qacy

Participle 11
(Indefinite)

gone, asked

Bupasxae gito, 1o
npeayBana Aii, Ky
BUPAKEHO JI1€CTIOBOM-

IIPUCYIKOM

Perfect
Participle

having
asked

having been
asked

DyHKIHT JIENPUKMETHHUKIB 1 CITIOCOOM IX MepeKJIaay.

DyHKuis \ Hpuxaan \ Cuoci0 nepexkiany
Participle | (Active)
1. O
3HAYCHHS: The man reading a 1) JliempuKMETHUKOM
a) micns | book is our teacher. TENEPIIHROTO  Yacy  aKTHUBHOTO
IMEHHHUKA cTaHy 3 cydikcamu -tou(uit), -tou(a),
'IOLI(G), -y‘-I(PIﬁ), -yq(a), -yq(e), -
sa(uif), -s4(a), -
su(e), -au(uii), -aud(a), -au(e), -
n(uit), -n(a), -n(e).
2) O3HavyaIbHUM
HAPSIAHAM PEYEHHSIM.
JIronuHa, sKa YWTAaE KHWUTY,
HAIll BYUTECIIb.
JlienpuKMETHUKOM
TENEPINIHROTO  Yacy  aKTHUBHOTO
cTaHy 3 cydikcamu —tou(uif), -tou(a),
-tou(e), -
yu(uii), -yu(a), -yu(e), -a4(uit), -si4(a
), -sau(e), -u(mii), -a4(a), -au(e), -
The velocity of the | n(uit), -1(a), -n(e).
0) nepen | flowing water depends [IIBuaKicTh  TEeKy4oi  BOJAHM
IMEHHUKOM 3aJIEKUATH BII. ..

2. (When) translating 1) JlienpuciiBHUKOM
OOcraBuHa the article he consulted | HemokoHaHoro Buay 3 cydikcamu —
JacTime i3 | the dictionary 109H, -y4H, -ST9H, -a4H.
CTHIOJTyYHUKAMHU [lepexmamaroun CTaTTIO, BIiH
(while, when) KOPHCTYBABCS CJIOBHUKOM.




2) OO6cTaBUHHUM
TP AHAM PEUCHHSIM.
Konu BiH mepeknanaB CTaTTio,
BiH KOPHUCTYBABCS CIIOBHUKOM.
3) ImenHUKOM 3
MPUUMEHHUKOM “‘TIpu”.
[Ipu mnepeknaal cTaTTi
KOPHUCTYBABCSl CJIOBHUKOM.

BIH

Participle I (Paissive)

1. The research being O3HavaJIbHUM TIPS THAM
O3HaveHHs carried out is of great | peueHHsIM.
Importance. JlocmimkeHHs, 110
IIPOBOJIMTHCS, MA€ BEJTUKE 3HAUCHHSI.
2. Being used for 1) OO6cTaBUHHUM
OO6craBuHa different purposes, water | migpsgHIM pEeUCHHSM 3i
(uacy, IS very valuable | cmonyuHnkaMu “oCKijIbKH, TaK K.
PUYHHH) substance. OckiJIbKu BOJA
BUKOPHUCTOBYETBCSA  JUIS  PI3HHX
[iJied, BOHA € JyXe I[IHHOIO
PEUOBHHOIO.
Participle 11
1. O3 The installed 1) JlienpuKMEeTHUKOM
HAYCHHS: apparatus will help us in | macuBHOTO cTany 3 cydikcamu -H-, -
a) mepen | our work. €H-, -€H-, -T-.
CIIOBOM Bcranosnene o0JIaTHAHHS
JIOTIOMOE HaM B HaIlIiii poOoTi.
1) JlienpuKMETHUKOM
0) micns Apparatus installed | macuBHorO crany 3 cydikcamu -H-, -
CJIOBA, mo | in our laboratory will | en-, -€H-, -1-.
03HAYYETHCS greately help us in our OOnagHaHHs, BCTAHOBJICHE Y
work. HaIIi gabopaTopii, T0MOMOXKE Ham
y Hali poooTi.
2) [TiapsaaamM
O3HAYaJIbHUM PCUCHHSIM.
OOnaxHaHHA, SIKE
BCTaHOBJIEHO B HaIIn
naboparopii,...
2. When offered to 1) OOcTaBHHHUM
OO6craBuHa work abroad, A. POpoV | miapsaHuM peueHHsM.
(gacto i3 | refused. Komm A. [ToroBy
CTOJTYYHUKAMHU 3allPONIOHYBAIM  TPAIIOBAaTH 34
when, if) KOPJIOHOM, BiH BiJIMOBHUBCSI.
When melt ice 2) IMEHHHKOM 3
turns into the water. NPUAMEHHHKOM “TIpU”.
[Ipn TaHEHHI T

NIEPETBOPIOETHCSI HA BOAY.




Perfect Participle
Bupaskae fito, 1o nepeaye nii, BUpakeHil J1€CIOBOM-TIPUCYKOM.

Active
OOcraBrHa Having finished the 1) JlienpuCITIBHUKOM
work he left the | nokoHaHoro Bumy.
laboratory. 3akiHuMBIIM ~ POOOTY,  BiH
MIIIOB 3 JIabopaTopii.
2) OO6cTaBUHHUM
PSS THAM pEUYCHHAM 13

CIIOJIyYHHKAMU ~ “TICIS  TOTO  SIK,
KOJIH, TaK 5K .

ITicist Toro sK BiH 3aKiHYWB
po0oTYy, BiH MINIOB 3 JIabopaTopii.
Passive
OO6cTtaBuHa Having been given OO6cTaBUHHAM AP THAM
all the instructions the | peueHHsIM i3 CHOIYYHHKAMH ‘TIiCIIS
students were able to | Toro sk, Konu, Tak AK”.
start the experiment. [Ticns TOrO SK CTyACHTaM
Jany BCl BKa3iBKM, BOHU 3MOIJIU
NOYaTH EKCIICPUMEHT.

Exercise 21. Open the brackets and use the correct form of Participle I.

1. That night, (go) up to his room he thought of his unpleasant duty. 2. She smiled
(remember) the joke. 3. A new road will soon be built (connect) the plant with the railway
station. 4. He speaks like a man (take) his opinion of everything. 5. (Not know) that she
could trust them she did not know what to do. 6. And (say) this he threw himself back in
the armchair. 7.1 spent about ten minutes (turn) over the sixteen pages of The Guardian
before | found the main news ana articles. 8. (Be) so far away he still feels himself part
of the community. 9. The boy came out of the water (shake) from top to toe. 10. (Support)
her by the arm he helped her out of the taxi.

Exercise 22. Paraphrase the following using Participle I where it is possible.

Example: The man who is speaking to Mary is a well-known surgeon. — The
man speaking to Mary is a well-known surgeon.

1. The woman who is working in the garden is my sister. 2. The man who made a
report yesterday came back from the USA. 3.1 couldn't ring them up because | did not
know their telephone number. 4. We went to see our friends who had just returned from
a voyage. 5. The sidewalks were crowded with people who were watching the carnival.
6. He had a massive gold watch, which had belonged to his father. 7. He stood at the
counter and hesitated, he did not know what to choose. 8. The conferences, which are
held at the University every year, are devoted to ecological problems. 9. Unable to attend
the conference that took place a month ago, we asked to send the typewritten reports. 10.



I looked at the people who were lying on the beach. 11. The people who are waiting for
the doctor have been sitting here for a long time. 12. The man who phoned you yesterday
IS waiting for you downstairs.

Exercise 23. Open the brackets and use the correct form of Participle I1.

1. She looked at the table. There was a loaf of brown bread (divide) into two halves.
2. There was another pause (break) by a fit of laughing of one of the old men sitting in
the first row. 3. The child (leave) alone in the large room began screaming. 4. The centre
of the cotton industry is Manchester (connect) with Liverpool by a canal. 5. The story
(tell) by the old captain made the young girl cry. 6. He did not doubt that the information
(receive) by morning mail was of great interest for his competitors. 7. The equipment
(install) in the shop is rather sophisticated. 8. We've got a great variety of products, which
are in great demand. Here are some samples (send) to our distributors last month. 9. The
methods (apply) in the building of the new metro stations proved to be efficient. 10. She
warmed over the dinner that she (cook) yesterday.

Exercise 24. Paraphrase the following using Participle I1.

Example: These are only a few of the attempts, which were made to improve
the situation. — These are only a few of the attempts made to improve the situation.

1. The new job, which has been offered to me lately, seems to be very interesting.
2. He could not recognize the square, which was rebuilt, while he was away. 3. The news,
which you've brought to us, is exciting. 4. The things that are left behind by passengers
are usually taken to the Lost Property Office. 5. The animals, which were caught in the
morning, struggled furiously. 6. The answer, which had been so long expected, came at
last. 7. There was a dead silence in the room, which was broken only by his cough. 8.
The sunrays lighted the magnificent house, which was built on the hill. 9. The castle,
which was built many years ago, was in good order. 10. The typewriter that was bought
a few days ago has gone wrong.

Exercise 25. Open the brackets and use participial constructions with the conjunctions
when, while, as if, as though, if, till, unless.

Example: When you cross the street, be careful at the crossroads. — When
crossing the street, be careful at the crossroads.

1. When he was lying he spoke more quickly than when he was telling the truth. 2.
She stood in front of the mirror as if she were speaking to herself. 3. She screamed as
though she had been badly hurt. 4. He is a quiet man. He never hurries unless he is
pressed for time. 5. While | was waiting for you, | was looking through newspapers and
magazines. 6. When he was asked about it, he could say nothing. 7. When the article is
translated, it will be typed. 8. While | was crossing the street yesterday, | saw an accident.
9. A promise accounts so little till it is kept. 10. When he was a student he used to study



at the library. 11. He was hesitating whether to take the step, which if it was mistaken,
could put him to trouble.

Exercise 26. Open the brackets and use the correct form of Participle

1. (see) so little of the country, I am afraid I cannot answer all your questions. 2.
(arrive) two days before the conference he had a lot of time to see Edinburgh. 3.1 felt
very tired (work) the whole day in the sun. 4. (buy) a pair of gloves we moved to the
shoe department. 5. She left (tell) us all she had found out. 6. (get) what he wanted he
took his hat and left. 7. By this time (get used) to the atmosphere of the big city, he no
longer felt a stranger. 8.1 felt refreshed and rested (sleep) for eight hours. 9. (complete)
all our preparations we hired a taxi and hurried off. 10. Never (experience) such
difficulties she was at a loss.

Exercise 27. Open the brackets and fill in with the proper participle.

1. He fell asleep (exhaust) by the journey. 2. She entered the dining room
(accompany) by her husband and her father. 3. A snake (sleep) in the grass will bite if
anyone treads upon it. 4. (Fill) his pockets with apples the boy was about to run away
when he saw the owner of the garden with a stick in his hand. 5. It was a bright Sunday
morning of early summer (promise) heat. 6. When | came home, | found the table (lay).
7. (Judge) by the colour of the sun it should be windy tomorrow. 8. (Arrive) at a big
seaport, | started to look for a job. 9. He had received an urgent message (ask) him to
telephone Sir Matthew. 10. He looked at groups of young girls (walk) arm inarm. 11. In
the wood they sat down on a (fall) tree. 12. (See) from the hill the city looks magnificent.
13. (Not know) where to go he turned to a passer by. 14. (Lock) in her room she threw a
fit. 15. (Address) the parcel, | went out at once to post it. 16. She often took care of my
little sister (give) me a possibility to play with other boys. 17. (Wash) her face in cold
water, she came up to the window and shut it. 18. Paul sat down again, evidently (change)
his mind about going.

Exercise 28. Open the brackets and use the correct form of Participle.

1. (see) so little of the country, | am afraid I cannot answer all your questions. 2.
(arrive) two days before the conference he had a lot of time to see Edinburgh. 3.1 felt
very tired (work) the whole day in the sun. 4. (buy) a pair of gloves we moved to the
shoe department. 5. She left (tell) us all she had found out. 6. (get) what he wanted he
took his hat and left. 7. By this time (get used) to the atmosphere of the big city, he no
longer felt a stranger. 8.1 felt refreshed and rested (sleep) for eight hours. 9. (complete)
all our preparations we hired a taxi and hurried off. 10. Never (experience) such
difficulties she was at a loss.

Exercise 29. Open the brackets and fill in with the proper participle.



1. He fell asleep (exhaust) by the journey. 2. She entered the dining room
(accompany) by her husband and her father. 3. A snake (sleep) in the grass will bite if
anyone treads upon it. 4. (Fill) his pockets with apples the boy was about to run away
when he saw the owner of the garden with a stick in his hand. 5. It was a bright Sunday
morning of early summer (promise) heat. 6. When | came home, | found the table (lay).
7. (Judge) by the colour of the sun it should be windy tomorrow. 8. (Arrive) at a big
seaport, | started to look for a job. 9. He had received an urgent message (ask) him to
telephone Sir Matthew. 10. He looked at groups of young girls (walk) arm in arm. 11. In
the wood they sat down on a (fall) tree. 12. (See) from the hill the city looks magnificent.
13. (Not know) where to go he turned to a passer by. 14. (Lock) in her room she threw a
fit. 15. (Address) the parcel, | went out at once to post it. 16. She often took care of my
little sister (give) me a possibility to play with other boys. 17. (Wash) her face in cold
water, she came up to the window and shut it. 18. Paul sat down again, evidently (change)
his mind about going.

Exercise 30. Choose the right variant.

1. She stayed in her room, _ to come downstairs.
a) having locked, refused
b) locked, refusing
¢) locking, having refused
2. She had a good practical knowledge of French as an interpreter for many
years in France.
a) working
b) having worked
c) worked
3. When we from our day's outing came into the kitchen, we found dinner __.
a) returned, serving
b) having returned, served
C) returning, having served
4. by his elbow, Mary listened to their talk.
a) supported
b) supporting
¢) having supported
5. their meal they went for a stroll in the park.
a) finishing
b) finished
c) having finished
6. fruits in hothouses are not so rich in colour, taste and vitamins as fruits
in natural conditions.
a) having grown, grown
b) grown, growing
C) growing, having grown



7. ___inthe reception room he thought over what he would say when he was asked
into the office.
a) waiting
b) waited
¢) having waited
8. She used to say sharp and words to him.
a) having wounded
b) wounded
¢) wounding
9. I admired the grounds and trees the house.
a) surrounding
b) having surrounded
¢) surrounded
10. She looked at the scene to the innermost of
her heart.
a) shaking
b) shaken
¢) having shaken

Exercise 31. Find and correct the mistakes if any.

1. Felt tired and having nothing more to do till he came, she sat into the armchair at
the window having looked at the mountains lighting by the sun. 2. On the walls there
were some common coloured pictures, framing and glazed. 3. His house was close at
hand, a very pleasant little cottage, painted white, with green blinds. 4. It was the hour
of sunset, having unnoticed in the cities, so beautiful in the country. 5. Finished breakfast,
he stayed for some minutes in the dining room. 6. Mother smiled looking at the children
played in the garden. 7. While reading a book, | came across several interesting
expressions. 8. Some questions having touched upon in the report are worth considering.
9. Leaving our suitcases we went sightseeing. 10. Hearing her come into the house he
went downstairs.

Exercise 32. Translate into English using participles where possible.

1. Bynbre yBaxkHi, Koyu BeaeTe Mamuny. 2. Ha apkymi nanepy 0yIo KiibKa psKiB,
HamnvcaHux oJiBieM. 3. OTpuMaBIIH TeJlerpamy, MOsI CECTpa 0/Ipasy Xk BHixaina B [ masro.
4. 51 ue 3HAO JIOAWHM, KA PO3MOBJIsiE 1o Tenedony. 5. Buixapmm BBeuepi, Mu mpuoymu
B MICTO 0 6-1i1 panky. 6. OTpumaHa 3BICTKa CXBWJIOBajia BCiX. 7. S 3amummna iif
3aMKCKY, HE 3aCTaBIIH 1i BAoMa. 8. BiquyBaiouu BTOMY, BOHU BUPIIIMIIN IEPEHOYUTH. 9.
51 He 3amam’siTaB iM's JIFOIMHM, siKa TenedoHyBaia BaMm Buopa. 10. Mu cuninu Ha Tepaci,
HACOJIO/KYIOUNCh YyJJOBHM BHJIOM Tip, 1[0 OTOYYIOTh HAIll TOTEb.

Exercise 32. (Revision.) Open the brackets and fill in with the proper verbals
(infinitives,gerunds or participles). Use prepositions if necessary.

The Bees



| remember when | was a child (send) (visit) one of our numerous elderly eccentric
aunts. She was mad about bees; the garden was full of bees, (hum) like telegraph poles.
One afternoon she put on an enormous veil and a pair of gloves, locked us all in the
cottage for safety, and went out (try) (get) some honey out of one of the hives. Apparently
she did not stupefy them properly, or whatever it is to do, and when she took the lid off,
the bees poured out and settled on her. We were watching all this through the window.
We didn't know much about bees, so we thought this was all right, until we saw her (fly)
round the garden (make) desperate attempts (avoid) the bees, (get) her veil tangled in the
rosebushes. Eventually she reached the cottage and flung herself at the door. We couldn't
open it because she had the key. We kept (try) (tell) her this, but her screams of agony
and the humming of the bees drowned our voices. It was | believe Leslie who had the
brilliant idea (throw) a bucket of water over her from the bedroom window.
Unfortunately in his enthusiasm he threw the bucket as well. (Drench) with cold water
and then (hit) on the head with a large iron bucket is irritating enough, but (fight off) a
mass of bees at the same time makes the whole thing extremely trying. When we
eventually got her inside she was so swollen as to be almost unrecognizable.
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