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HNPEANCJIOBUE

[Ipaktukym k yueOHuky Profile-3 (kommeHnTapuii ayg mnpenojaBartesneil)
npeaHa3HayeH I NpenojaBaTesneil aHriauiickoro s3bika (akynbrera «busHec-
yIpaBieHUE», MPENoJaIoNIUX CTyIeHTaM 3-4 KypCcOB YPOBHS BJIaJICHUSI aHTJTUHUCKUM
a3pikoM Upper-Intermediate aHeBHON M 3aouHoil popm oOyuenus. Kommenrapuii
COCTOUT M3 HECKOJBKHX Pa3/eioB, KaXJbI U3 KOTOPBHIX MOCBSIIEH ONpPEIeICHHOMY
aCneKkTy ayJIuTOpHOW palbOThl M CaMOCTOSITENILHOW MOATOTOBKH IpernoaaBaTess
(xIr0YM K 3aJlaHusM, rpaMMaTHYE€CKUN  CIPABOYHUK, pa3JIMUHbIE  BHJIbI
METOJMYECKHX PEKOMEHJAlUi, CIUCKA PEKOMEHJIOBAHHOIO MpodecCHOHaIbHO-
OPUEHTHUPOBAHHOTO CJIOBapS).

PekoMeHiaiuu cOCTaBJIEHbl B COOTBETCTBUU C JIEUCTBYIOLIEH Mporpammoi
KypcoB «JlemoBoil aHTIMICKUN SI3bIK» U «AHMIUHUCKUA Mg TpodecCHOHATbHBIX
nenei» U oTBe4aroT TPeOOBAHUSAM KOMMYHUKATHBHOM METOIMKH MpernojaBaHus
AHTJIMHACKOIO SI3bIKA.

PekoMmeHnaniuu Moryt ObITh HUCIOJIB30BaHbI ISl MPOBEACHUS MOAYJIBHOTO U
CEMECTPOBOIO  KOHTPOJIS Y4EeOHBIX JOCTHXKEHUM CTYAEHTOB, a Takxke s

OpraHu3aluvu ux CaMOCTOSITCIILHOU BHCaYHHTOpHOﬁ pa6OTBI.



1. ANSWER KEYS

UNIT 1

Task I

1. target audience 1. nenesas aynuTopus

2. voiceover 2. TOJ0C 33 KaApoM

3. tracking studies 3. OTCeKUBaHMSI UCCIICAOBAHUS
4. come up with 4. npuaymathb

5. endorse 5. noaJiepKUBaTh

6. determine 6. onpeensaTh

7. put across /. IOHECTH

8. tailor 8. crenuagbHO MPUCIOCcabIMBATh
9. upmarket 9. SNUTHBIN

10. score with 10.o11eHKa Ha

11. celebrity 11. 3HAMEHUTOCTH

12. brand conscious 12. pazbupatbcst B OpeHaax

13. speed up 13. yckopsTh (cs)

14. tagline 14, cioran

15. saturate 15, HachIIATh

16. white noise 16. hboHOBBIN LTyM / 3BYK

17. product placement 17. pa3MerieHne mpoIyKTa

18. props 18. pexBU3UT

19. enterprising 19. npennpUurMYKBBII

20. stealth 20. XUTPOCTh, YIOBKa

21. undercover 21. TaliHBIH

22. covert 22. CKpBITHIN

23. copywriter 23. konupaiirep.

24. account manager 24. MmeHeKep 1o paboTe C KIMEHTaMU
25. art director 25. apT-AUPEKTOP

26. media buyer 26. CMU nokynarenb

27. radio spot 27 . paguornepenayda

28. sample 28. obpaserl.

29. commercial 29. pexiama Ha paJiio WIN TEJIEBUICHUU
30. appeal 30. npuBIEKATEIBHOCTh

31. shape 31. dopma.

32. slick 32.CTUNBHBIN

Task II

1.d 2.f 3.a 4.h 6.c 7.3 8e 9.g 10.1
Task II1

1. art directors
appeal

2. account management

6. media buyers 7. aradio spot

3.shape 4. copywriters
8. sample / commercial

6

5. to
9. slick




Task IV

1. b
2. ¢
3. ¢
4. d
5. a
6. c
7. a
8. b
9. a
10.a
Task V
1. exposed 2. filtering 3. hired 4. undercover 5. foster 6. aimed
7. influenced 8. wanting 9. be seen 10. being sponsored
Task VII
Noun Verb Adjective Adverb Participle I | Participle 11
1. stealth steal stealthy stealthily stealing stolen
2. determination | determine indeterminate | determinedly | determining | determined
predetermined
3. celebration celebrate celebratory - celebrating | celebrated
celebrity
4. rival rival - - rivaling rivaled
rivalry
5. establishment | establish - - establishing | established
6. encouragement | encourage - encouragingly | encouraging | encouraged
disencouragement | disencourage
7. enforcement enforce enforceable | -ly enforcing enforced
enforcer
8. fear fear fearful fearfully - -
fearfulness fearsome fearlessly
fearlessness fearless
9. occupation occupy occupational | - occupying | occupied
occupant
occupancy
10. precision - precise precisely - -
imprecision imprecise imprecisely




UNIT 2

Task I

1. insolvent 1 .HemIaTe)KeCcImocoOHBIN, HECOCTOSATCIBHBIN
2. overheads 2. HaKJIAJIHBIE PACXO]IbI

3. premises 3.paboyee moMenIeHne

4. mortgage 4. unioTeka, 3aKjiagHas

5. creditor 5. KpeauTop

6. hire purchase 6. BBIILIATA B pACCPOUKY

7. instalments 7. ouepeTHOM B3HOC

8. cash flow 8. IGHEeXKHBIN TTOTOK

9. assets 9. aKTUBBI, UMYIIECTBO

10. outgoings 10. n3nepxku, pacxozsl

11. overnight success 11. OBICTPBINA, HEOXKHUITAHHBIN yCIeX
12. vulnerable 12. ys13BUMBIT

13. interest rates 13. mpo1ieHTHBIE CTaBKU

14. to get overdrawn 14. npeBBICUTH KPEJIUT B OaHKE

15. a long-term loan 15.10aT0CpOUHBI 3aliM

16. to conceive 16. mocTuraTh, 3aMbIILISATh

17. to succeed 17. noOuThCs ycrnexa

18. to explore opinions 18. M3yuynuTh MHEHUS

19. to stretch one’s brand 19. npoaBuratsh OpeHa

20. to go into partnership 20. yCTaHOBUTH MAPTHEPCKHUE OTHOIICHUS
21. wind up a company 21. TUKBUAUPOBATH KOMITAHUIO

22. to meet one’s liabilities | 22. MOKPBHITH CBOIO 33JJOJIKEHHOCTh
23. to go bankrupt 23.00aHKPOTUTHCS

24. financial commitments 24, ¢punaHCcOBBIC 0053aTEIHCTBA
25. take on 25. npyHUMaTh Ha paboTy

26. to rocket 26. pe3Ko UATH BBEpX (B3JIETATH)
27. to head for 277. B3STh/AepKaTh Kypc Ha

28. to be aware of 28. oco3HaBaTh, OBITH B Kypce

29. to stay loyal 29. ocTaBaThCsi BEPHBIM

30. debt counsellor 30. KOHCYJIBTAHT IO JOJITOBBIM 00513aTeJIbCTBAM
31. to make ends meet 31. cBOJIUTH KOHIIBI C KOHIIAMU

32. to fall behind with 32. oTcTaBath

Task II

1.1 2.¢ 3.a 4g 5e 6.b 7.d 8&f 9.3 10.h

Task II1
1. to be aware of 2. to wind up 3. meets its liabilities 4. go bankrupt
5. take on / rocket 6. are heading for 7. stay loyal 8. debt counselor

9. make ends meet / fall behinds




Task VI

1. vulnerable

6. succeeded
overnight success

Task V
1. had bought
7. were preparing

UNIT 3
Task |

2. interest
7. explore options

2. was doing
8. was sorting out

5. conceived
10. an

3. overdrawn
8. stretch

4. a long-term
9. go into partnership

3. meant 4. signed

9. were giving advice

5. put 6. posted
10. had had

1. time management

|.ynpaBieHue pecypcoM BpeMeHU

2. leisure (hours)

2. 4acel OoCyra

3. prioritize and scheduling
time

3. BBICTpAMBATh IIPHUOPUTCTHI U IINIAHUPOBATH BPCM:A

4. on time

. B CPOK, BOBpEMs

5. feasible

. 11eJIeCO00pa3HbIN, TOAXOASITUN

6. behind timetable

. OTCTaBaHUE OT rpaduka

7. due to (leave)

. Onmaronmaps, u3z-3a

8. miss the deadline

R [QA[N | DN

. HC YJIOKUTHLCA B CPOK

9. postpone 9. OTTIOKUTH Ha 00JIee IO3THUN CPOK

10. routine 10. 3aBeIcHHBIN NOPSIAOK, ONPEIEIICHHBIA PEXKUM

11. further delay 11. nanpHeliee oTIaraTeIbCTBO

12. fall behind with 12. oTcTaBath OT

13. make up for 13. HaBepCTaTh.

14. outstanding 14. HeornayeHHBIN

15. penalty clauses 15. monoxeHue \ TOKyYMEHT O HajoOXeHUU ImTpada \

mTpadHble CAHKIMU

16. go over budgets

16. IpeBBICUTH OFOHKET

17. anticipate 17. o’)xuaTh, IPEIBOCXUIIATD

18. reimburse 18. Bo3MelaTh, HOKPHIBATh, OIIAUYMBATH

19. replacement 19. 3amensTh, 3amMenaTh

20. tight schedule 20. ®eCTKUH, IVIOTHBIN rpaduk

21. hiccup with 21. 3arBo3zika, mpobJemMa

22. snag with 22. HATOJIKHYTBhCSI Ha 3aTPyAHECHHUE, HEOKUIAHHOE
MPENSTCTBUE

23. staggering 23.01IEeJIOMIISIIOIIINI, TOTPSICAIOITUIA

24. meet one’s targets 24. noctTu4b UEIn

25. catch up 25. TorHaTh

26. get on with 26. 1aUTh\ TOTOBAPUBATHCS C

27. put off 27. OTKJIaJIbIBaTh HA TOTOM

28. take on 28. mpuHUMaTh Ha paboTy

9




29. draw up

29. coCTaBJIATH YTO- JINOO MUCHEMEHHO

30. break down

30. pa3OuTh, pa3AenuTh Ha YaCTH

Task II

1.b 2.h 3d 4.1

Task III
1. penalty clauses

2. went over budget

5. 6.¢ 7.f 8&a 9.g 10.c

3. anticipated 4. reimburse

5. replacement 6. tight 7. hiccup 8. snag 9. staggering 10. to meet its
target

Task IV

1. feasible 2. due 3. postpone 4. a matter of routine 5. catch up
6. have broken ... down 7. taking on 8. drawn up 9. getting on with
10. put off

Task V

1. have been drawn up 2.take on 3. have been replacing 4. going to set up

5. be consulting
9. continue

UNIT 4
Task |

6. have considered
10. find / have founded

7. has arrived 8. have done

1. expansion

. paCINpPCHHUC, PACITPOCTPAHCHUC

2. economic outlook

. 9KOHOMHYCCKUC TICPCIICKTHUBBI

3. outstanding potential

. YHI/IKaHBHBIﬁ IIOTCHI A

4. disposable income

. 10X01, OCTAIOIIMICS MOCIE YIUIATHI HAJIOT'OB

5. joint venture

. COBMECTHOE IIPEANPHUITHE

6. economic development
zone

AN N[ |WIN|—

. 30Ha SKOHOMHYCCKOT'O pa3sBUTHUA

7. financial commitment

7. puHaHCOBBIC 0053aTEIIHCTBA

8. exclusive outlet

8. TMEpBOKIACCHBIA Mara3uHoB
TOBapoOB

st QUPMEHHBIX

9. distribution channel

9. KkaHaJ pacnpeeseHus

10. multinational | 10. MHOrOHaIIMOHANILHBIE KOPIIOPAIIUU
corporation

11. production facility 11. mpon3BOICTBEHHBIE MOIITHOCTH

12. downside 12. HegocTaTok

13. decay 13. paznoxeHue, yBsiJlaHHE
14. keep up with the pace | 14. mognep>xuBaTh TEMITbI pOCTa
of growth

15. commodities

15. ToBapsl, MpeIMEThI MOTPEOICHUS

16. susceptible

16. 4yBCTBUTENIBHBIN, TOAIAIOIIUNCS
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17. value added 17. no6aBo4YHAasi CTOUMOCTh

18. benefits 18. 6iyiara, nperMyl1iecTBa, NPUBHIETUU
19. lurk 19. ckpbIBaTHCS, TAUTHCS

20. driving force 20. nBrKynias cuiia

21. reliable 21. HaIe)KHBIN, TOCTOBEPHBIN

22. take advantage of 22. BOCIOJIb30BAThCSl MPEUMYIIECTBOM
23. take the opportunity 23. BOCTIOJIL30BAThCS CIydaeM

24. take down 24. 3anucatb, 3aUKCUPOBATH

25. take over from 25. IpUITH HA CMEHY, 3aMECTHUTD

26. take place 26. mpOU30UTH, UMETh MECTO

27. take care of 27. 3a00TUTHCS, IPUCMATPUBATD

28. take on 28. HaHUMAaTh Ha paboTy

29. take off 29. yBeJIIMUUTHCA, BHIPACTH

30. take up 30. HayaTh, IPUCTPACTUTHCS

31. take part 31. npuHUMATh y4acTHe

Task 11

I.h 2.a 3.3 4f 5d 6b 7.1 8&c 9.g 10.¢

Task II1

1. benefits 2. value added 3. decaying 4. downsize 5. driving force
6. commodities 7. keep up with the pace of growth 8. is lurking 9. susceptible
10. reliable

Task IV

1. taken advantage of 2. took the opportunity 3. to take on 4. had been taken
good care of 5. took place 6. have taken up 7. to take off 8. to take part
9. have taken over from  10. take down

Task V
l.usedto 2.get 3.would 4. used to 5. taking 6. use to 7. will
8. always looking down 9. once in a while 10. rarely

UNIT 5

Task 1

1. authoritarian 1. aBTOpUTApPHBIN

2. self-expression 2. CaMOBBIPAKEHHE

3. hierarchical 3. uepapxudeckui

4. egalitarian 4. ypaBHUTENbHBIN

5. paternalistic 5. OTEYECKHI, MOTCUUTEIbCKUM
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6. conservative 6. KOHCEpBaTHUBHBIN

7. impersonal 7. GecrpuCTpaCTHBIN, OOBEKTUBHBIN / O€3TUKUN

8. mission statement 8. 3asiBJIEHHE O MUCCUU

9. sabbatical 9. TBOpUECKHUH OTITYCK

10. disincentive 10. eMoTUBHPYIOIIUI

11. assignment 11. 3amanue

12. 1D tag 12. GelmKuK

13. confidential 13. noBepUTEIBHBIN, CEKPETHBIN, KOHPUIECHIIUATBHBIN

14. guided missile (culture) | 14. kynbpTypa, OpUEHTUPOBAHHAS Ha paOOTy B KOMaHJIe
WJIM TPOEKTHOM TpyIie

15. the incubator (culture) | 15. unkybaropHas KyiabTypa

16. suffocate 16. 3anpIxatbes

17. work-stations 17. pabouee MecTo (HampuMep, CTON)

18. Eiffel Tower culture 18. KkymbTypa B  CTPOTO  HMEPAPXUUYECKOM U
aBTOPUTAPHON OpraHu3alluu

19. family 19. cembs

20. buy into 20. MpUHATH 32 YUCTYIO MOHETY, COIVIACUTHCA HA 4YTO-
TO

21. engage in 21. BOBIIEKaTH

22. entitlement 22. npaBo

23. premises 23. nomMeleHne

24. morale 24. 60€eBoOii TyX, MOPAIIbHOE COCTOSTHUE

25. available 25. 1OCTYIHBIN

26. ban on 26. 3anper Ha

27. excessive 2'7. n30BITOYHBIN

28. hot-desk 28. paboyee MECTO, HCIOJIB3YEMOE  Ppa3HBIMU
COTPYIHUKAMH, TPUXOIAIIMIMH Ha paboTy B pa3HOE
BpeMsI

29. clock in and out 29.HauMHATh U OKAHYMBATh PabOUnii 1CHb

30. viable 30. xu3HEeCnoCOOHbIN

Task II

l.j 2.a 3.g 4b 51 6.h 7.f 8e 9c¢ 10.d

Task II1
1. guided missile 2. assignment 3. family 4. suffocated 5. Eiffel Tower
culture 6. ID tag 7. work-stations 8. the incubator 9. bought into

10. confidential
Task IV.

1. viable 2. engage in 3. available 4. clock in and out 5. entitlement 6.
hot-desk  7.banon 8. the premises 9. excessive 10. morale
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Task V

1. have to 2. might 3. had to; needn’t 4. gotto; need to

5. mustn’t 6. must 7.

should / ought to 8. would 9. must 10. was able to

UNIT 6

Task 1

1. set the price 1. yCTaHOBUTH IIEHY

2. invaluable 2. HEOIICHUMBIH, OCCIICHHBIMN

3. crude oil 3. cbIpast / HeouHIlleHHAs] HePTh

4. the prices rocketed 4. 1IeHbI B3MBUIN

5. economies of scale 5. 9KoHOMUS, OOyCIOBIEHHas POCTOM MaciiTada

MPOU3BOJICTBA

o)

. break even

6. TIOKPBITH PacXxoJibl / 000UTHUCH O€3 YOBITKOB

]

. variable costs

7. IMCPCMCHHBIC U3OCPIKKH

8. skim the market

8. YCTaHOBHUTbH BBICOKYIO LIEHY Ha HOBBIM TOBap s
U3BJICYEHUS MAKCUMaJIbHOW NPHUOBUIM O TMOSBIICHUSA
KOHKYPEHTOB

9. inflation

9. unduauus

10. price-fixing cartel

10. cornamenue Mexay QUPMaMHU-KOHKYPEHTAMU,
YTOOBI KOHTPOJIUPOBATH LIEHBI

11. predatory

11. rpabUTENbCKUN, XUIITHUIECKUI

12. grey market

12. cepwlil / mapajuiebHbIA PBIHOK

13. peaked 13. moCTUTIIMI CBOETO MUKa

14. fluctuated 14. xonebmomuics

15. captive 15. niIeHHUK, TIJICHHBIN

16. penetration 16. npOHUKHOBEHUE

17. crept 17. nonnon3 / noakpaics / He3aMeTHO MOAOUIEN
18. elasticity 18. 371aCTUYHOCTH

19. steady 19. nocTOsIHHBIN / yCTONYMBBIN / paBHOMEPHBIH
20. fair 20. apmapka

21. commodity

21. ToBap, npeAMET NOTpeOIeHNUs, YI0OCTBO

22. recession

22. cnana

23. monopoly

23. MOHOIIOJINAA

24, supply 24, npeoxKeHue (npomugon. cnpoc), ooecrneyeHue
25. power 25. MOIITHOCTh, CHJIA, CIIOCOOHOCTh, SHEPTHUs

26. tout 26. peKJIaMUpOBaTh, HABSA3bIBATh TOBAP

27. black market 2’7. YepHbIN PHIHOK

28. demand 28. cripoc (npomuson. npeonodxcerue)

29. asking price

29. 3anmpammuBaemMas 1IeHa

30. cut price

30. cCHUXKATh LIEHY

13




Task II

I.f 2.d 3.1 4a 5.g 6.3 7.h 8c 9.b 10.¢

Task II1

1. fair 2. elasticity 3. predatory 4. captive (market) 5. penetration 6. gray
7.steady 8.crept 9. fluctuated 10. peaked

Task IV

1. commodity 2. recession 3. monopoly 4. supplies 5. powered 6. tout
7.black 8. demand 9. asking 10. cut

Task V

1. in spite of 2. even though 3. however 4. despite 5. nevertheless
6. despite 7. nevertheless 8. in spite of 9. although 10. despite
UNIT 7

Task 1

1. complaints 1. 5xao0bI

2. confess 2. CO3HATHCSl, NPU3HATHCS

3. device 3. YCTPOMCTBO

4. confrontation 4. koHppOHTaIKUsl, OYHAs CTaBKa

5. concession S. yCTynKa, KOHCECCHS

6. manipulative 6. MOATACOBBIBAIOIINMA, YMEJO HAMIPaBISIOMUN

7. negotiable 7. IOJIBEP)KEHHBIN 00CYKJICHHUIO

8. persuasive 8. yoequTenbHbII

9. profitable 9. npuOBLILHBIN, TOXOAHBIN

10. proposal 10. npenyioxkenue, miaH

11. dictatorial 11. BnacTHBIN, O€3aneIUISIIMOHHBINA, TUKTATOPCKUN

12. laisser-faire 12. HEeBMEMIATENbCTBO, TOMYCTUTEIHCTBO

13. abdicate 13. oTpekartbcsi, OTKa3bIBaThCS

14. incentive 14. noOy>xJieHHe, MOTUB, CTUMYJI

15. outcome 15. pe3ynbTaT, HCXON

16. take over 16. NIpUHATH pYKOBOJCTBO, MOTJIOTUTh

17. talk into 17. yroBopuTh Ha 4TO-1100

18. beat down 18. couts (11eny)

19. rotate 19. nepemeiath, CMEHATH 110 OYEPEIH

20. overcome objections 20. no60pOTh, MPEOI0JIETh BO3PAKEHUS

21. make a deal 21. 3aKJII0YHUTH CHIETKY

22. close a deal 22. 3aBepIIUTh CACIIKY

23. reassure 23. 3aBepsITh, YOSIKIATh

24. deadlock 24. Tynuk, 6€3BBIXOIHOE MOJI0KECHHE

25. bond 25. CKpeIUIsiTh, CBA3BIBATD

26. congenial 26. noaxonqIun, 61aronpusTHHIN
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27. haggle 277. TOproBaThCsi, CHOPUTH

28. testament 28. CBUACTENLCTBO, JOKA3aTEIHLCTBO

29. lock into 29. 3arHath B, 3a0JJOKUPOBATH

30. work out 30. onpeenuTh, BHIpabOTaTh, YyCTAHOBUTD
Task II

l.e 2.7 3.a 4.1 5b 6.f 7.h 8 g 9.¢ 10.D

Task III.
1. beat him down 2. outcome 3. made a deal 4. rotate 5. take it over 6. close
the deal 7. talked into 8. overcome / objections 9. reassure 10. incentive

Task 1V.
1. complaint 2. confess 3. devices 4. deadlock 5.bond 6. congenial 7.
haggle 8. testament 9. locked into  10. work out

Task V

1. hadn’t agreed; wouldn’t be 2. would have renewed; hadn’t been 3. will accept;
replace 4. pay; will have to 5. agree; won’t go ahead 6. would you say; paid
7. sign; will give 8. would you have paid; ‘d been 9. work; are conducted 10. had
gone; might / may have worked out

UNIT 8

Task 1

1. adapt to 1. amanTupoBaThCs K

2. environment 2. OKpy»Karolas cpena / okpyxeHue / 00CTaHOBKa
3. merger 3. ciusiHue

4. acquisition 4. obpeteHue

5. revitalize 5. O)KUBIIATH

6. flagging brands 6. cnaberonire OpeH bl

7. “killer” invention 7. noTpscaroniee n300peTeHne

8. competitiveness 8. KOHKYPEHTOCIIOCOOHOCTh

9. rivalry 9. conepHUYECTBO

10. breakdown 10. monomka, cOoit

11. high flyer 11. yectonrobel, NTHIIA BHICOKOTO MOJIETA
12. breakthrough 12. npopbIB

13. backfire 13. BCTpeuHbIl OTOHB

14. go like clockwork 14. naTy Kak o mMaciy

15. give smd the sack 15. yBOJABHATH

16. make or break time 16. naH win npomna, pemarmui MOMEHT
17. hot sellers 17. To ke, uto GecTcesuiep

18. suffer 18. cTpanath
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19. launch 19. 3anmyckath, MpeIPUHUMATD, TyCKATh B X0/

20. commitment 20. mocBsiieHUe, NPEJAHHOCTD

21. identify 21.unenTuduurupoBaTh

22. intelligence 22 MHTEIUIEKT, CMBIIIICHOCTb, CBEICHUS

23. strategy 23.cTparerus

24. head hunt 24. OXOTUTbCA 32 BBICOKOKBAIU(UIUPOBAHHBIMU
KaJpamMu

25. challenge 25. 3aymava

26. diversity 26. pazHOOOpa3ue, HECXOJCTBO

27. insight 277. o3apeHue

28. bidding 28. Topru

29. interest 29. unrepec / nonw3a / o

30. joint venture 30. coBMECTHOE NMpEeANpUITHE

Task 11

I.f 2d 3.¢ 43 5h 6.1 7.¢ 8g 9.a 10.b

Task II1

1. challenged 2. to suffer 3. identified 4. diversify 5. to launch

6. intelligence 7. headhunted 8. commitment 9. insight 10. strategy

Task IV

1. bidding 2. interest 3. Joint venture 4. adapted 5. environment

6. revitalize 7. flagging 8. killer 9. competitiveness  10. rivalry

Task V

I.b 2b 3.a 4b 5d 6.a 7.a 8c 9.d 10.c 11.b 12.d 13.a

14.¢c 15.b

UNIT 9

Task 1

1. deplete 1. ype3arh, yMEHbIIIATh KOJTUYECTBO

2. brain drain 2. «yTe4YKa MO3TOB», SMHUrpals CIEIUATINCTOB

3. brain circulation 3. «MuUTpanus MO3roB»

4. address 4. 3aHsTHCA (IPOOIEMOIA)

5. currency S. BAIIOTA

6. a bill of lading 6. TOBapO-TPAHCIIOPTHAS HAKJIagHAs

7. cargo 7. TPY3

8. freight 8. TOBaphl, MPUBO3UMBIC HA3EMHBIM WJIH BO3IYIIHBIM
TPAHCIIOPTOM

9. vessel 9. KpyIHBI MOPCKOW TPAHCHOPT

10. container 10. xoHTEiTHED
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11. letter of credit 11. akKkpeIUTUBHOE MUCHBMO; KPEAUTHOE MUCHMO

12. entitle 12. 00s3bIBaThH

13. consignment 13. maptus ToBapoB

14. commit oneself 14. mpunsTh Ha ceOs 00s3aTeNbCTBA, CBsI3aTh CeOs

00s3aTeIbCTBAMA

15. trust 15. noBepue

16. expatriates 16. ObIBIIIE COTpaXaaHe

17. cutting age 17. nuk, BeICIIEE TOCTUKEHUE, BEPIIMHA
18. for the benefit of 18. panu, ns

19. unload 19. pa3rpy3utsh (TOBap)

20. ship 20. nepeBo3uTh (TPy3)

21. short list 21. OKOHYATEIbHBIN, YTOUHEHHBIN CIUCOK
22. downturn 22. ciag (SKOHOMHYECKUH, IEJTOBON aKTUBHOCTH)
23. money laundering 23. OTMBIBaHHE JICHET

24. facilitate 24. criocoOCTBOBAThH

25. prosecution 25. cyneOHoe npecieoBaHne

26. ceiling 26. MOTOJIOK, BEPXHSIS TIJIAHKA

27. traceable 277. mpocnexnBaeMbIi

28. law-abiding 28. 3aKOHOIMOCITYIIHBIN

29. invoice 29. HaknagHas

30. relocate 30. nepeMeniaTh, NEPECENITh

Task 11

l.i 2.e 3.5 4g 5.b 6.d 7.f 8a 9.h 10.c

Task III

1. letter of credit
6. expatriates

Task IV

1. shortlisted
6. ceiling

Task V

1. was created

4. have been marked

considered

Task VI
I.b 2.a 3.d 4.c

2. entitles
7. cutting age

2. downturn

7. traceable 8. law-abiding

2. 1s going to / will be presented

8. be lowered

5.b 6.c

4. committing 5. trust

10. ship

3. consignment
8. benefit 9. unloading

4. facilitate
10. relocated

3. money laundering 5. prosecution

9. invoice

3. will have been arrested
6. was bullied 7. is being
10. are being questioned

5. were discovered
9. has been played

7.4 8&b 9.d 10.b
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UNIT 10

Task 1

1. to mailshot l. paccbuiaTh pekjgamy IO TI04YT€, 4YTOObI OXBATHUTh
00JIBIII0€ KOJTMYECTBO KIMEHTOB

2. questionnaire 2. BOIIPOCHUK

3. down market 3. (TOBaphbl) MO HU3KOM LIEHE

4. consumer 4. nmorpeOuTenb

5. ambient 5. OKpY>Kaloluii CO BCEX CTOPOH, OOTEKAIOIIHIA

6. a focus group 6. KOHTPOJIbHAs rpynna

7. market research 7. U3y4eHUe pbIHKA

8. perceive 8. IIOHUMAaTh, OCO3HABATh, IOCUUTATH

9. survey 9. onpoc

10. on behalf of 10. oT uMeHH

11. jingle 11. My3BIKQJILHOE CONPOBOXKIEHUE B pEKIaMe

12. gimmick 12. Tprok

13. promotion 13. npoaBuxKeHue

14. campaign 14. kamnaHus

15. token 15. )xeToH

16. voice-over 16. KoMMeEHTapuil TOJIOCOM 32 KaJpOM

17. sample 17. obpazen

18. blind testing 18. MapKeTHHTOBOE TECTUPOBAHHUE BCIEMYIO

19. dustbin survey 19. MeTox MapKETHHTOBOTO KCCJIEIOBaHUs, OCHOBAaHHBIN
Ha y4YeTe KOJMYECTBA YIMAKOBOK MPOAYKTOB, KYIUICHHBIX
OTpeOUTEIIMU

20. attitude 20. OTHOLIEHUE K

21. (to hear) on the |21. ciplmaTs MOJBY / CIIlyXH

grapevine

22. dead-end 22. TynHK

23. work placement 23. mpou3BOICTBEHHAS] IPAKTHKA

24. headhunt 24. OXOTUTHCS 33 BBICOKOKBATM(UITMPOBAHHBIMH KaJIpaMu

25. to pull strings for 25. cOCTaBUTh MPOTEKITUIO

26. to reward 26. BO3HarpaxxJ1atb

27. golden hello 277. (hMHAHCOBBIN CTUMYJ JJIsI HOBOIO pabOTHHKA

28. golden handcuffs 28. JONOJHUTENbHBIA (QPUHAHCOBBIM CTUMYJT YTOOBI
yIepKaTh IIEHHOT'O COTPYTHUKA

29. demanding 29. TpeOytoniuii, TpeOoBaTENbHBIN

30. worthwhile 30. crosmuii, TOCTONHBIN

31. challenging 31. ctumynupyronmn

Task II

l.j 2.g 3.a 4e S5.f 6.h 7.b 81 9.d 10.c
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Task III

1. mailshot 2. questionnaires
6. focus group 7. market research

Task IV.

3. downmarket
8. Perceive

4. consumer 5. ambient
9. survey 10. on behalf of

1. demanding 2. worthwhile / rewarding 3. dead end 4. golden hellos 5. pull

strings for 6. headhunt

10. challenging

Task V.

7. golden handcuffs

8. placement 9. on the grapevine

1. get on with 2. came up with 3. look after 4. fillin 5. pick up 6. make out 7.
make out 8. took off 9. paid off 10. sort out

Task VI.

Noun Verb Adjective
1. image imagine imaginative
imagination
2. insurance insure insuring
3. provider provide providing
4. promotion promote promoting

promoted

5. consumer consume consumed
consumption
consumerism
6. organization organize organized
organizer organizing
7. service serve served
server serving
8. competition complete completed
9. observation observe observed
observer
observatory
10. competitor compete competitive
competition
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2. GRAMMAR REFERENCE

UNIT 1
Habitual behaviour in the present
A The present simple is used for habitual actions or permanent situations in the
present.

1 go for a run twice a week. She lives near the station.
B Frequency adverbs are used to indicate how often an action occurs. They are
usually placed:

1 before the main verb.

I always go to bed before midnight.
2 after the verb to be or an auxiliary verb.

She is very often late for work.

They have rarely been seen together.
3 Usually, normally, frequently, sometimes, (very/quite) often, and occasionally
can also be placed at the beginning of the sentence or clause.

Occasionally we go out to the cinema, but usually we stay in and watch a
video.
NB always, rarely, seldom, hardly ever, and never cannot be used in the same
way.

C Variations

1 The present continuous + al/ways is used to talk about things which occur
frequently and

which the speaker find annoying.

He’s always complaining about something!

2 Adjectives can be used as an alternative to rarely, normally and (not)usually.
It’s rare/ normal/ (un) usual for him to eat meat.

3 Tend to+ infinitive is used to make general statements about the habitual
actions and situations of groups of people or individuals.

British people tend to drink tea rather than coffee.

[ tend not to get up very early on Sundays.

4 Will + infinitive is used to talk about habitual behaviour. Frequency adverbs
can also be added.

She’ll sometimes spend the whole day reading.

5 Keep (on) + gerund is used to talk about repented actions, often annoying
ones.

Peter keeps on hitting me.
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Habitual behaviour in the past
A The past simple is used for regular actions or habitual behaviour in the past, often
with a frequency adverb.
[ hardly ever went away on holiday when [ was young.
B Used to + infinitive is used to refer to past habits and situations which no longer
occur or exist now.
We used to have a cat, but he died last year.
I always used to walk to work until bought a car.
Note the negative and question forms:
1 didn’t use to like cheese. Where did you use to live?
NB use to cannot express present habitual behaviour.
1 usually (not use to) play tennis twice a week.
C Would + infinitive is used to refer to past habits, but not past situations.
Habit: My dad would often read to me when I was a young boy.
Situation: [ used to (not would) haw a bicycle.
Stative verbs such as have (possession), be, live, like, believe, think (= have an
opinion), understand and know are not used with would to refer to the past.

Be used to/Get used to + noun or gerund

Be used to + noun/gerund means “be accustomed to”.
She’s a nurse so she’s used to seeing sick people.
Get used to + noun/gerund means “become accustomed to”
I want to leave Athens; I can’t get used to the head.

UNIT 2
Indirect ways of asking questions
A number of expressions can be used to ask questions in a more indirect way.
Indirect questions can sound more polite than direct once.
Could you tell me what time h is?
Would you mind telling me where he works?
We’d like to know when you first started singing.
When asking indirect questions the same word order is used as when we make
statements. The auxiliary verbs, do, does and did, are omitted.
If or whether is used if there is no question word such as where, what, why, when,
who and how.
Could you tell us if /whether you are married...
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Gerunds and infinitives
A The gerund is used in the following cases:
1 as the subject/object/complement of a clause or sentence.
Subject: Reading in the car makes me feel sick.
Object: 1 find shopping for clothes really boring.
Complement: My favourite sport is swimming.
2 after prepositions.
I’'m not very good at making things.
NB fo is a preposition in the following verbs:
I look forward to hearing from you soon.
I can’t get used to living without her.
3 after certain verbs.
Peter suggested going for a picnic.

B The infinitive with 7o it used.

1 to express purpose.
I’m learning English to help me get a better job.

2 after many adjectives, eg surprised, delighted, disappointed, easy, happy,
important, lucky, necessary, normal, possible, surprised.
I was surprised to hear she had failed the exam

3 after certain verbs.
He offered to give her a lift, but she decided to go by train instead

C Gerunds and infinitives after verbs
1 Verb +gerund
Have you finished cleaning your room?
The following verbs, like finish, are normally followed by the gerund:

a Certain verbs expressing likes and dislikes: adore, detest, dislike, enjoy, don’t

mind, can’t stand

b Other verbs: admit, avoid, can’t help, consider, delay, deny, feel like, forgive,

give up, imagine, involve, keep, mind, miss, postpone, put off, practise, prevent,

resist, risk, suggest.

2 Verb + infinitive with zo
He promised not to tell anyone what she had said.

a The following verbs, like promise, are normally followed by the infinitive with

to: (can’t) afford, agree, appear, arrange, ask, attempt, choose, decide, deserve,

expect, help, hesitate, hope, learn, manage, offer, prepare, pretend, refuse, seem.
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b The infinitive with fo is also used after:
would like, would love, would hate, would prefer.

3 Verb + gerund or infinitive

a Like, love, hate and prefer are usually followed by the gerund. However, the
infinitive is also possible with little, if any, difference in meaning.
I love going/ to go for long walks in the hills.
The infinitive is common for specific situations:
[ hate to interrupt, but we really must be going.
b Begin, start, continue and intend can be followed by the gerund or infinitive
with no change in meaning.
When I arrived it started to rain/ raining
¢ Forget, remember, go on, mean, need, regret, stop and try can be followed by
the gerund or the infinitive, but with a change in meaning.
» remember/forger + gerund = (not) to recall a previous action
I remember coming here when I was young.
I’ll never forget seeing U2 in concert.
remember/forget + infinitive = (not) to remember what you have to do
We must remember to feed the cat before we go.
Don'’t forget to phone me if you need any help.
* go on + gerund = to continue with the same activity
Some footballers go on playing professionally until they're nearly 40.
go on + infinitive = to change to a different activity
After a successful career as a football player, Johan Cruyff went on to become a
respected manager
* mean + gerund = to involve
Dieting usually means giving in things things you enjoy.
mean +infinitive = to intend
I meant to phone the electrician but I forgot
* need + gerund = (passive meaning)
This house needs painting (= needs to be painted)
need + infinitive = (active meaning)
I need to get some new shoes.
* regret + gerund = to be sorry for a previous action
I regret going to see that film: it was so boring
regret + infinitive = to be sorry for what you are going to say (formal use)
We regret to inform you that we are unable to repair your washing machine
* stop + gerund = to stop an activity you are doing

I’'m stopped smoking: it’s too expensive.
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* stop + Infinitive = to stop doing one thing in order to the another

If you're driving long distances, you should stop to have a rest every two hours.
* try + gerund = to experiment in order to see what will happen

Try resting for a while: you might fret better then.
* fly+ infinitive = to make an effort; to attempt to do something

Alan tried to stop the thief as he ran away

UNIT 3
Comparisons. Comparatives and superlatives
1. Regular one-syllable adjectives
a add -er and -est to the adjective
Adjective Comparative  Superlative
cheap cheaper the cheapest
Other examples. clean, dark, light, short, tall, slow
b add -r and -st to adjectives ending in -e:
late  later  the latest
Other examples. large, loose, safe, strange, wise
¢ double the consonant of adjectives ending in a short vowel and a consonant, and
add -er and -est:
thin  thinner  the thinnest
Other examples: fat, sad, wet, red, big, hot, fit

2. Regular adjectives with more than one syllable
a use more and most in front of the adjective:
sincere more sincere the most sincere
Other examples. boring, careful, modern, comfortable
b change -y to -i and add -er and -est to adjectives ending in —y after a consonant:
happy happier the happiest
Other example: dirty, friendly, funny, noisy, tidy, silly
¢ a limited number of two-syllable adjectives can form the comparative and
superlative in two ways:
stupid stupider the stupidest
more stupid the most stupid
Other examples: clever, common, polite, quiet, gentle
d most adverbs form their comparative and superlative with more and most:
quietly more quictly  the most quietly
a limited number have comparative and superlative forms with -er (or -r) and -est
(or-s7)
fast faster the fastest
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Other examples: early, hard, late, long, soon

3 a Irregular forms: adjectives

good better the best

bad worse the worst

far farther/further  the farthest/furthest
old older/elder the oldest/eldest

b Irregular forms: adverbs

well better the best
badly worse the worst
little less the least
much more the most

¢ Irregular forms: determiners

little less the least

few fewer the fewest

much/many  more the most
B. Use

1 To talk about people or things that are different in some way we use:
a Comparative forms of adjectives/adverbs + than.
[ think listening is more difficult than reading.
For small difference use a bit, a little, slightly.
You need to work a little harder.
For big differences use much, a lot, far, significantly.
My new car's much faster than my old one.
b Superlative forms of adjectives/adverbs:
That'’s the nicest thing you've said to me all day.
To emphasize the difference between one person or thing from all the others we
can use by far:
This is by far the best book ['ve ever read.
¢ Less ... than and the least
Rugby is less popular than football here.
That's my least favourite track on the album.
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2A4s...as
a For people or things that are the same in some way we use as + adjective/adverb
+ as.
She's as intelligent as her sister.
Almost, nearly, just, twice, three times, etc can be used to qualify the comparisons.
There were nearly twice as many people at the party as last year.
b So can replace the first as in negative sentences.
It’s not so difficult as I thought it mould be.
Quite and nearly can be used to qualify negative sentences of this type.
Her new film isn't nearly as bad as her last one. (= her new film is much better
than her last one)

He’s not quite so impatient as his brother. (= he’s a little more patient than his
brother)

¢ The same + noun + as
Mu mum's the same age as my dad.

3 The + comparative, the + comparative
We use this structure for things which occur together.
The morn money [ have, the faster I spend it.

Articles
A The definite article (the) is most commonly used:
1 when there is only one of something, either in existence or in a particular context.
1'd like to speak to the manager, please.
2 when something is mentioned again.
“I've read three novels and two plays by Camus”
“What did you think of the plays?”
3 when both listener and speaker know what is being referred to.
Hurry up! The film starts in 10 minutes.
4 when talking about a specific aspect of something, where the noun is followed by
of
We’re studying the history of architecture.
5 to speak generally about certain groups of singular countable nouns.
a Inventions: The mobile phone is thought to pose a serious threat to health.
b Animal species: The whale is still hunted by some countries such as Japan.
6 with adjectives referring to general classes of people, eg the homeless, the blind,
the deaf, the rich, the poor, the old, the young, the French, the Spanish.
Not enough is being done to help the homeless.
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7 with superlatives.
Who is the greatest footballer in the wold?
8 with musical instruments.
1'd love to team to play the piano.
9 with types of transport which have a fixed timetable
Shall we get the bus or take a taxi?
10 with some countries eg the USA, the UK.
11 with oceans, mountain ranges, deserts, rivers, etc, eg the Atlantic. the Pyrenees,
the Sahara, the Thames
12 with some geographical areas.
Were going to the mountains rather than the coast.

B The indefinite article (a/an) is most commonly used:

1 when a singular countable noun is mentioned for the first time.
A man went into a bar with a fish.

2 when referring to any one of several things
It’s quiet in here. Shall I put a record on?

3 when talking about a person's job.
My father is a nuclear scientist

4 with some numbers, eg @ hundred and one Dalmatians, a thousand people, a
minion pounds

5 when it means 'per' in some expressions, eg twice a day, 50 miles an hour, £80 a
week

C No article is used:
1 when referring to nouns in a general sense.
a Plural countable nouns
Do you think computers will replace teachers?
b Abstract nouns
We sang songs of love and peace
¢ Other uncountable nouns
Alan won'’t eat cheese or meat.
2 with most streets, towns, cities and countries.
I went to Bond Street when [ was in London.
3 when a town’s name is used with a bulding, eg Luton Airport, Oxford
University
4 in many common expressions, eg fo go home, to go to
work/school/university/prison/hospital/church/bed, to go on holiday, to be at

home/work/school/university, to be in hospital/church/bed/prisop, to go by
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car/bus/coach/train/plane, to have breakfast/ lunch/dinner (but have a meal), at
night (but in the morning/afternoon/evening)

UNIT 4
Past tenses
A The past simple is used to refer to:
1 completed actions which happened at a specific time.
I went to the cinema last night
2 completed action and situations which happened over a specific period of time.
[ lived and worked in Germany for three years
3 habitual actions or behaviour in the past.
We played football in the street when I was a child.
4 a series of consecutive events in the past.
He kissed her, said goodbye and closed the door.
B The past continuous is used to refer to:
1 temporary activities or situations in progress at a particular moment in the past.
This time last week we were sitting on the beach.
2 a past activity or situation which was already in progress when another action
occurred (the activity or situation in progress may or may not continue).
I was reading to my son when the lights went out.
3 activities or situations occurring at the same time.
Ann was cutting the grass while I was cooking.
4 the background events in a narrative.
It was snowing heavily and a cold wind was blowing.
My brother and I were reading in front of the fire.
Suddenly, there was a knock at the door ...

C The past perfect is used to:

1 show that a past action or situation occurred before another past action or

situation.
When I saw Tim, he had just passed his driving test.

2 We use the continuous form to emphasize the duration of the first past action or
situation.
She had been waiting for over two hours when he phoned to say he couldn’t
come.

D Time linkers
1 The past perfect is often used with time linkers, eg after, before, by the time, as

soon as, once, when, until
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I couldn’t go out until I had done my homework.
2 The past simple can be used if the order of events is clear:
He sold his house before he left the country.
or if the second event occurred as a result of the first.
When [ realized what time it was, I ran outside.
3 After/ afterwards
After 1s used to show the order of two or more events in the same sentence.
After he’d cleaned the house, he went shopping.
Afterwards means after that and can go at the beginning or the end of a clause.
We had lunch and afterwards we went for a walk.
They sent the result slip in the September and I receives the certificate two month
afterwards.
NB after would not be correct in these two sentences.
4 At last/in the end/ at the end
At last suggests that something good happens after a long period of time or more
than one attempt.
I've passed the FCE at last! [ failed twice before!
In the end has a similar meaning and may also suggest there have been one or
more changes or problems. The result may be good or bad.
The car broke down several times on the way but we got there in the end.
NB eventually can also be used in this sentence.
At the end means at the point when something finishes.
Hand in your books at the end of the lesson.
S When/ as/while
These can all be used with the past continuous to introduce an action which was
already in progress when another action occurred.
As/When/While [ was running, I saw a rabbit.
6 During/in/for
These are all used as prepositions when referring to time, and are followed by a
noun. During and in are used to say when something happened.
It rained a lot during/in the night.
For is used to say how long something took or lasted.
We went to Spain for two weeks during the summer.

UNIT 5

Obligation and necessity

A Must/Mustn’t + infinitive without fo
Must 1s used:
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1 for strong obligation imposed by the speaker. The speaker uses must to express
his/her authority.
You must be here by 8§ am. (manager to employee)
2 to give strong advice
It’s a great film. You really must go and see it
3 to tell oneself what is necessary
I must remember to phone Roger.
Must not or mustn’t 1s used:
4 to talk about something that is not permitted.
Passengers must not smoke on the aircraft.
You mustn’t drive without your seatbelt on in Britain.
5 to give strong advice
You mustn’t work too hard. You’ll make yourselfill.

Past form
Must does not have a past form. Had to is therefore used to refer to the past.
We had to write a formal letter in the exam.
Question form
Must 1s possible in question forms:
Must you wear that horrible dress?
although have to 1s more common:
What do we have to do for homework?

B Have to/ Don’t have to
Have to is used to refer to strong obligations imposed by another person rather than
by the speaker or writer.

I have to be at work by 8 o’clock. The boss will get angry if I'm late. (employee to
a friend)

Don’t have to expresses a lack of obligation.

I'm glad I don’t have to wear a suit. It’s so hot today.

C Need to/Don’t need to/ Needn't
Need to is used to express necessity.

Can we go to the baker’s next? I need to get some bread.
Don’t need to/ needn’t express a lack of necessity.

We don’t need to/ needn’t leave yet. It’s only 2 o’clock.
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D Should/Shouldn 't + infinitive without 7o
Should and shouldn 't are used to express obligation or give advice. Qught to can also
be used with the same meaning as should.

You ought to/should see a doctor about your backache.

If you're on a diet you shouldn’t drink beer.

E Be supposed to/ Had better
Be supposed to is used to talk about what you should do because of a rule or because
it is expected.

Come on, it’s 10 o’clock. You're supposed to be in bed!
Had better + infinitive without fo is used to talk about what you should do because
you think it’s a good idea.

You'd better ask your dad before you borrow the car.

Permission
To express permission it is possible to use can, may (more formal) or be allowed to.
In the negative these express lack of permission, or prohibition.

You can order another drink but you can’t have any more chips.

We aren’t allowed to wear trainers to school.

May 1s not possible in the past. Could and be allowed to are possible for general
permission.

In my last job we had flextime so we could arrive more or less when we wanted to.
Could is not used when referring to a particular situation in the past. Only be allowed
to 1s possible.

I was allowed to stay up late last night.

Let and make
Both these verbs are followed by the infinitive without 7o.
Let 1s used to express permission.
My dad never lets me watch that programme.
Let is not normally used in the passive. Be allowed to is used instead.
I wasn’t allowed to go to the party alone.
Make 1s used to express obligation.
The teacher made her do some extra homework.
In the passive, make is followed by the infinitive with zo.
He was made to pay for the window he had broken.
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Causative have: ‘to have something done’
1 The structure have + object + past participle shows that the action is done for the
subject by someone else and not by the subject. The subject cause the action to be
done. Compare the following:
I cut my hair. (=1 did it myself).
I had my hair cut. (= someone did it for me)
All tenses of have are possible, eg:
Weve just had our washing machine repaired.
I’'m having my eyes tested tomorrow.
2 the same structure can also be used for events (usually unpleasant) which are
outside of the speaker’s control.
John had his car stolen last week.
3 Get can be used instead of save in this structure. It is slightly more informal.
Where did you get your photos developed?

UNIT 7
The present perfect
The present perfect links past events and situations with the present.
1 The present perfect is used:
a to give news of recent past events which have some relevance to the present.
Be careful! I've just dropped a glass on the floor.
b to describe something that started in the past and continues to the present.
My wife and I have lived in the same house ever since we got married.
¢ to describe events which occurred at some time between the past and the present.
Exactly when they happened is not known or not important.
I’ve been to Poland three or four times.
d to talk about something which occurred in the past, but in a time period which
includes the present.
Judy’s boyfriend has phoned her three times this morning - and it's not even 11
o'clock!
e after the expression it/this/that is the first/second/ third, etc time
This is the first time I’ve seen this programme.

2 Time expressions
a The present perfect is commonly used with ever, never, just, recently, so far,
still, yet and already when referring to a time period up to now:
They haven't booked their holiday yet:
I've had three cups of coffee so far this morning.

b For is used with periods of time to show how long something has lasted.
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I’ve known Eric for twenty years.
¢ Since 1s used with points in time to show when something started.
I’ve had this watch since 1984.
3 The present perfect continuous can be used:
a to emphasize the duration of a situation or activity.
It’s been snowing all day.
b to suggest that a situation or activity is temporary.
My mum's not well, so I've been looking alter her.
e to suggest a situation or activity is incomplete.
I've been painting the house - that's why it’s in a mess.
d to focus on the repetition of a situation or activity.
He’s been getting into trouble at school a lot recently.

4 The present perfect simple and continuous
a Both simple and continuous forms of the present perfect can be used to talk about
the effects in the present of a past event.
Your new shoes are ruined! You've been playing football in them, haven’t you?
(an activity)
I can't do any sport for a few weeks; ['ve broken my arm. (a single action)
b The continuous form is not used if we talk about the number of things that have
been completed or the number of times a thing has been done.
She's eaten six chocolate biscuits
She’s been easing chocolate biscuits.
¢ Stative verbs such as have (to possess/own), think (to have an opinion), be, like,
believe, understand and know are not normally used in the continuous form.
We’ve known each other for a long time.
We've been knowing each other for a long time.
Contrasting ideas
1 But contrasts two ideas in the same sentence.
The weather was bad but she enjoyed the trip.
2 Although and though (informal) are also used to contrast ideas in the same sentence.
They can go at the beginning of a sentence or in the middle.
Although the weather was bad, she enjoyed the trip.
She enjoyed the trip although the weather was bad.
Even used before though emphasizes the contrast.
They managed to communicate, even though they couldn't speak each other's
language.
3 However contracts idea in two different sentences. It often comes at the beginning

of the second sentence and is followed by a comma.
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The weather was bad. However, she enjoyed the trip.
4 Nevertheless is a more formal alternative to however.
The English aren’t normally very emotional people.
Nevertheless, they get very excited at sporting events.
5 In spite of and despite are both followed by a gerund or a noun. They can go at the
beginning of the sentence or in the middle.
She enjoyed the trip in spite of the bad weather.
Despite the fact that the weather was bad, she enjoyed the trip.
Despite the weather being bad, she enjoyed the trip.
If the subject of the verbs in the two clauses is the same, the gerund can be used
immediately after despite or in spite of without a preceding noun/ pronoun.
She played tennis despite feeling ill.
She paid for the meal despite me/my telling her not to.

6 Whereas and while are used to contract two ideas in the same sentence.
The first photo shows a child having fun whereas/ while the second one shows a
rasher sad won on his own.

UNIT 8
The future
A Predictions and expectations

Will + infinitive without fo can be used to make predictions or talk ahem
expectations for the future. These can be introduced by verbs such as believe, expert,
hope and think. Adverbs such as definitely (almost) certainly and probably may also
be used; they come after will and before won't.

United will probably win the league again this year.

‘Where’s Anne?' ‘I expect she’ll be here soon.'

She definitely won’t pass her exams, she's too lazy.

Alternatives to will
1 The following structures can be used to talk about the probability of something
happening in the future
be (un) likely + infinitive with to
may/might/could well + infinitive without fo

There may/could/might well be a cure for cancer in the future. ( = there will
probably be)

They 're got a map with them so they're unlikely (not likely) to get lost. ( = they
probably won’t get lost)

NB may well is not usual in the negative.
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2 May/might/could + infinitive without 7o can be used to talk about the possibility of
something happening in the future.

We may/might/could see fewer cars in the future.

We may not/might not have time to see the exhibition.
NB could not expresses impossibility; see Unit 9.

B Other future forms
1 In addition to making predictions about the future, wil/ is also used to talk about:
a decisions made at the moment of speaking, including offers and requests.
We’ll babysit for you if you want to go out.
The phone’s ringing. Will you answer it?
b future facts; events which the speaker knows or believes are certain to happen.
Sumner will be here soon.
2 Going to + infinitive is used to talk about:
a predictions based on present evidence.
Look at those clouds —it’s going to rain soon.
b intentions or plans.
I’m going to stay in tonight and read my book.
Modal verbs can be used to express possible intentions.
I may/might go walking in the mountains tomorrow.

3 The present continuous is used to talk about future arrangements which have
already been made. Sue and Alan are getting married on June 21st.
4 The present simple is used:
a to talk about timetabled or scheduled events.
The film starts at 9.15, just after the news.
b to refer to the future after time linkers such as when, before, after, until, by the
time. as soon as
Give me a call as soon as you arrive
5 The future continuous, will +be +- ing, is used to talk about actions or events which
will be in progress at a certain time in the future.
This time next week I’ll be lying on the beach.
6 The future perfect simple, will + have + past participle. is used to talk about actions
and events that will be completed by a certain time in the future.
By the end of today we’ll have driven over 250 kms.
7 The future perfect continuous, will + have + been + -ing, is used to talk about
actions and events which continue to a certain time in the future.

On 21 May I’ll have been living here for exactly 10 years.
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8 Be about to + infinitive/be on the point of +gerund can be used to talk about the
immediate future.
Can I phone you back? I'm just about to have lunch. The police say they are on
the point of solving the crime.

UNIT 9
Modal verbs of speculation
A Certainty
If we are fairly certain about something, must, can and couldn't can be used to
express this.
1 For present situations the modal verbs must, can't and couldn’t followed by the
infinitive without zo.
‘I haven't slept for two days’ ‘You must be exhausted!’
Everyone here is wearing a football scarf, so we can’t be very far from the stadium
The continuous infinitive can also be used.
Why is he wearing his uniform? He couldn't be going to school — it’s Saturday
today.
2 For past situations we use the same modal verbs+ have + past participle.
I can’t find my book. I must have left it or school
This composition isn’t very good. You can’t have spent very long on it.
The continuous form can also he used.
‘And then I lost control of the car.’ ‘You must have ban driving too fast'
NB mustn 't is not normally used when speculating about present or past situations.

B Possibility
If we are not certain about something but think it is possible, we use may (not), might
(not) or could.
1 For present situations these modal verbs are followed by the infinitive without 0.
The continuous infinitive is also possible.

‘Ed’s not answering my emails.” ‘He might be on holiday.’

He could be telling the truth, but it’s hard to believe.
2 For past situations we use the same modal verbs + have + past participle (the
continuous form is possible).

[ think we may have taken the wrong road. This doesn't look familiar.

‘Sean looked a little sad.” ‘He might not have been feeling very well'
NB It is not possible to use can when speculating about present or past situations.

36



UNIT 10

The passive

A Form

The verb fo be + past participle.

Present simple: Goods worth £750 million are stolen from shops each year.
Present continuous: A man is being questioned in connection with the robbery.
Present perfect: Photos of the suspects have been put up around the town
Past simple: He was taken away in a van.

Past continuous: The burglar didn’t realize he was being filmed

Past perfect: Two people had been mugged there on the previous day
Future simple: All footfall supporters will be searched at the airport
Infinitive: He is hoping to be released from prison next week
Gerund: I can’t even remember being hit on the head.

Modal verbs: He should be sentenced to life imprisonment.

B Use

The passive is used to focus attention on the person or thing affected by the action,
rather than on the agent (the 'doer' of the action). If we are interested in the agent, we
use the preposition by:
Sue and Math were brought up by their grandparents.
When we talk about the instrument used by the agent to do the action, we use the
preposition with:
He was hit on the head with a vase.
The agent is not usually included when:
1 it is clear from the context who the agent is.
Colin mu arrested for dangerous driving. (by the police)
2 we don't know who the agent is or was.
My car was stolen yesterday afternoon.
3 when the agent a not important.
Stamps are often sold in supermarkets in England.
4 The passive is also used in formal notices:
Food may not be consumed on the premises.

C Passive constructions with the infinitive
The infinitive can be used after the passive of verbs such as: believe, consider,
expect, know, say think.
The President is expected to arrive at 9.30 am.
The perfect infinitive (have + past participle) is used to refer to the past.

15 people are known to have died in the accident.
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Past necessity

A Needn't have + past participle

This structure is used to talk about an action which was unnecessary. It indicates that
the subject performed the action.

I needn’t have prepared so much food for the party, everyone had eaten before
they come. (I prepared lots of food but I realized afterwards that it wasn't necessary)
B Didn't need to + infinitive
This structure is used to talk about an action which was unnecessary. It usually
indicates that the subject did not perform the action.

I didn’t need to prepare very much food for the party; everyone said they would
bring something to eat. (I didn't prepare lots of food as I knew it wasn't necessary.)

UNIT 11

Conditionals

Conditional sentences contain a conditional clause (introduced by words such as if, as
long as and unless) and a main clause.

If the conditional clause comes before the main clause, a comma is needed (as in this
sentence).

A comma is not needed if the conditional clause comes after the main clause (as in
this sentence).

A Zero conditional

if + present simple or imperative

We use the zero conditional to talk about situations which are always true. If has the
same meaning as when, whenever or every time in such sentences.

Everyday situations: My eyes hurt if spend too long on the computer.
Scientific facts: If you mix blue and yellow, you get green.
Instructions: If you don’t know the answer, make an intelligent guess.

(if + imperative)

B First conditional
if + present simple, wil/ + infinitive without o
We use the first conditional to talk about possible situation and their probable results
in the future.
She’ll be very happy if you phone her.
It can be used for warnings, promises and threats.
I’ll send you too bed if you don’t behave yourself.
If you pass your driving test, I'll take you out for a meal.
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Modal verbs can be used in the main clause in place of will. May, might and could,
for example, introduce possible results if a condition is met.
If I finish my homework early, I might call you.

C Second conditional
if + past simple, would+ infinitive without o
We use the second conditional to talk about imaginary unlikely or impossible
situations in the present or future.

If I knew the answer to number six, I would tell you.

If I had wings, 1'd fly south in winter.
First or second conditional? Notice the difference in meaning between these two
sentences:
First Conditional:

If they give me a pay rise, I'll buy a new car (1 feel there is a real possibility that
they will give me a pay rise)
Second Conditional:

If they gave me a pay rise, I'd buy a new car. (I feel it is less likely that they will
give me a pay rise.) The second conditional can also be used to give advice.

If I were you, 1I'd complain to the manager.
Both was and were are possible in the conditional clause after the subject pronouns
I/he/she/it. Was 1s more common in spoken English.

If he were a little taller, he’d be an exellent goalkeeper.
The modal verbs might and could can be used in the main clause to indicate possible
results.

If you worked a bit harder you might have more success.

D Third conditional
if +past perfect, would/might/could have + past participle.
We use the third conditional to talk about imaginary situations in the past.
If we hadn't taken a map, we would have got lost. (We took a map, so we didn't get
lost)

E Mixed conditional
if + past perfect, would + infinitive without fo
Mixed conditionals are a combination of a second and a third conditional. They can
express an imaginary past event and a possible or probable present result.
If you'd listened to my advice, you would not be in this situation now
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F Alternative words for if
As long as, provided (that), providing (that) and on condition (that) can be used in
place of if to emphasize the condition.

I’ll lend you £10 as long as you give it back tomorrow.

We'll go out in the boat tomorrow afternoon provided the sea isn’t too rough.

So, neither and nor
A Use
To indicate that we have the same feelings, behaviour or abilities as others, we can
use so (positive statements), and neither or nor (negative statements).
B Form
so/neither/nor + (modal) auxiliary verb or the verb to be + subject noun or pronoun
The rules for deciding which verb 's used after so, neither or nor are the same as
those for question tags (Unit 9). The verb is always positive. The clause with so,
neither or nor can appear in the same sentence as the main clause, or it can be said by
a different speaker:

She can’t play a musical instrument and nor can 1.

‘I’ll phone him tonight." So will I

'My mum isn’t working tomorrow' Neither is mine'

C If our feelings. behaviour or abilities are different from those of others, we use the
following structure:
subject + (modal) auxiliary or the verb fo be

He doesn't eat meat but I do.

'We 're allowed to wear jeans to school." We aren’t'

UNIT 12

Direct and reported speech

When reporting what someone has said or written we can use either direct speech or
reported speech. When we use direct speech we report the exact words which
someone has used.

‘I’'m staying here tomorrow,’ said Heather.

When we use reported speech, changes may have to be made to verb tenses, pronouns
and certain words indicating place and time.

Heather said she was staying there the next day

A Reporting statements
1 The following changes are usually made to verbs. In each case the verb ‘moves

back' one tense.
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Direct speech Reported speech

Present simple Past simple
'l work in an office,” he said. He said he worked in an office.
Present continuous Past continuous

‘We are going away on holiday,’ she said. She said they were going away on
holiday
Present perfect Past perfect

‘I've known her for a long time,”’ he said. He said he’d known her for a long
time.
Present perfect cons Past perfect continuous
'He's been playing tennis,’ she said. She said he’d been playing tennis.
Past simple Past perfect

‘I saw Nigel in town,’ he said. He said that he'd seen Nigel in

town.

Past continues Past perfect continuous

‘We were trying to help him,’ she said. She said they'd been help him.

NB the modal verbs will, must, may and can change to would, had to, might and
could.
2 No changes are made in the verb tense:
a if the verb in the direct speech is in the past perfect
'He had never spoken about it before,’ she said.
She said he had never spoken about it before
b if the direct speech contains one of the following modal verbs: would, might, could,
should, ought to
You should go to the doctor’s,” he said
He said I should go to the doctor’s.
c if the statement being reported is still true.
'l like fish,' she said.
She said she likes fish.
d if the reporting verb is in the present
'It’s 40° in Athens at the moment.' (Jeremy to his mother on the phone)
Jeremy says it’s 40°' in Athens at the moment. (Jeremy's mother to her husband)

3 Pronouns in direct speech may have to change when we use reported speech.

‘I’ll see you soon,' said Peter.
Peter said he would see me soon.
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4 The following changes may also need to be made to words indicating place and

time.

Direct speech Reported speech

now then

today that day

this morning that morning

tomorrow the next/following day

next week the next/following week
yesterday the day before, the previous day
two days ago two days before/earlier

last week the week before, the previous week
here here

come go

S This, that, these and those may change to the.
“That book you lent me is really boring.' he said.
He said the book I had lent him was many booing.

B Reporting verbs for statements
1 tell is used with a direct object
He told me (that) he was getting married
2 say and explain are used without a direct object.
She said (that) she was ill. (not She said me...)
They can, however, be used with an indirect object.
I explained to them (that) I'd left my passport at home. (not I explained them...)
3 Some reporting verbs can be used with an infinitive.
a verb + object noun/pronoun + infinitive with fo advise, ask, encourage, invite,
order, persuade, recommend, remind, tell, urge, warn
'Don’t forget to phone Jim,' he told her.
He reminded her to phone Jim.
b verb + infinitive with 7o
offer, promise, refuse. threaten
‘I’ll help you mend the car if you like.'
He offered to help me mend the ear.

4 The following patterns can be used after both recommend and suggest:
He recommended/suggested (that) I (should) eat less sugar.
She recommended/suggested joining a youth club.

The infinitive with fo can only be used after recommend.
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C Reporting questions
When we report questions we make the same changes to verb tenses, pronouns and
words indicating place and time as we do when we report statements. The following
changes are also made:

Auxiliary verbs: auxiliary verbs do, does and did are omitted

Word order: is the same as that of a statement

Punctuation: question marls am nut used

Yes/No questions: if there is no question word (what, where, who etc) in the

direct question, we use if or weather.
‘Does she smoke?’

He asked if/whether she smoked.

Ask and tell
Each of these verbs can be used in two different ways in reported speech.
1 Ask
a Requests (ask + object + infinitive with 70)
'‘Can you help me, please?’
He asked me to help him.
b Questions
‘Can you ride a horse?’
She asked ma if | could ride a horse
2 Tell
a Commands (zell + object + infinitive with 7o)
‘Put your coat on.’
She told him to put his coat on.
b Statement

‘I can’t find my coat.’
He told her (that) he couldn't find his coat.

UNIT 13

Expressing ability

A Can and be able to

Can and be able to are both used to express ability. However, can only has present
tense (can) and past tense (could) forms. If another form of the verb is required, be
able to 1s used.

Present: She can/ is able to speak three languages fluently.
Past: She could/was able to read when she was two.
Infinitive: 1'd like to be able to ski.
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Present perfect:  He's never been able to save money.
Will future: She’ll be able to drive to work when she passes her rest.

B Present ability
We use can or be able to to talk about present ability. Be able to is more formal than
can.

I can not faster than you.

He is able to speak without moving his lips.

The negative form of can is can’t or cannot. To form the negative of be able to, not is
used before able. You can also use be unable to.

I cannot understand why she married him.

Many of my students aren’t able/are unable to pronounce the word 'taught’

correctly.

Be capable of + gerund can also be used to express ability. It means to have the
ability, capacity or potential to do something.

The team has some excellent players and is capable of winning the championship.
The negative form be incapable of + gerund can be used or not can be placed before
capable.

She is incapable/isn’t capable of looking after herself.

C Past ability
1 When we talk about general ability in the past, both could and was/were able to are
possible.

She could sing really well when she was a child.

My grandfather could play the trumpet when he was 90.
Be capable of can also be used in the past.

Joe wasn’t capable of making toast without burning it.
2 When we talk about ability to do something on one occasion in the past, could is
not possible. Instead, was/were able to, managed to + infinitive or succeeded in +
gerund have to be used.

I managed to/was able to speak to Frank last night.

Firefighters succeeded in controlling the flames.
However, could can be used for ability on one occasion when it is used with verbs of
the senses: see, smell, hear, feel, sense, taste.

I knew my wife had arrived; I could smell her perfume.
When we talk about inability to do something on one occasion in the past, couldn t,
weren’t/wasn’t able to, didn’t manage to and didn’t succeed in are all possible.

I couldn’t do the homework; It was too difficult.

1 didn’t manage to/wasn’t able to repair the washing machine.
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Verbs followed by preposition + gerund
1 These verbs can be followed by for + gerund: apologize, arrest, blame, forgive,
praise, punish, tell off, thank
Have you apologized to Jean for breaking her pen?
2 These verbs can be followed by from+ gerund: discourage, prevent, stop
The police prevented him from leaving the country.
3 Congratulate and insist are followed by on + gerund.
He insisted on paying for the meal.
4 Warn can be followed by against + gerund
We tried to warn him against driving in the snow.
Warn can also be used with of or about + noun.
Porters have been put up warning people of the dangers of smoking.

UNIT 14
Hypothetical situations
A Wish and if only
Wish or if only can express how we would like things to be different if we had the
power to change them.
1 Present states
We use wish/if only + past simple to express wishes about present states. Stative
verbs such as be, have, know and understand are used.

I wish I was/were taller.

If only I knew how so play the guitar.
2 Present actions
We use wish/if only+ would when we want something to happen or someone to do
something.
Active verbs (verbs describing actions) are used.

I with you would turn your music down.

If only this wind would stop blowing.
Wish/if only + would 1s used it we want to express irritation at other peoples' actions
or behaviour.

I wish you would stop tapping your foot.
Wish/If only + past simple can also be used if the action occurs habitually.

I wish you didn't (or wouldn’t) smoke so much.
3 Present ability
Wish/If only + would is used for events which are outside of our controls.
Consequently, we do not normally say ‘I wish I would..". Instead, we use 'T wish I
could..: to indicate our inability to change things.

I wish I could remember where I put my keys.
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4 Wishes for the future
Wish/If only +would or could can be used to express wishes for the future. This use of
wish suggests that the action will probably not happen.
I wish I could go on holiday with you in summer. (I know that I can't go with you).
If there is more possibility that the action will happen, we use hope.
I hope I can go on holiday with you in summer. (I don't know if I can or not).
5 Past situations
We use Wish/If only + past perfect to express wishes and regrets about the past.
I wish I hadn'’t left school when I was 16
The following structures can also be used to express wishes and regrets about the
past.
a Third and mixed conditionals (see Unit 11)
If I hadn’t been so tired, this wouldn't have happened.
b should have + past participle
We should have got the train. This traffic’s terrible.

B Would rather
We use would rather + past simple when we want someone else to do something in
the present or future.

1'd rather you went to get some bread now.

He said he'd rather we didn’t arrive too early tomorrow.
If the subject of would rather and the following verb is the same, we usually use the
infinitive without zo (see Unit 7).

We'd rather sit in the garden than go to the beach.

C It’s time
We use it’s (high/about) + post simple when we want something to happen or be done
now. It implies that the action should have been done already.

It’s time you went to bed. Youve got school tomorrow.

UNIT 15
Expressing purpose
There are several different ways of expressing purpose (saying why people do
things).
1 Infinitive with fo
I’'m writing to thank you for the lovely present you sent.
The negative infinitive, not to do something, cannot he used to express purpose.
2 In order (not) to + Infinitive

She wore dark glasses in order not to be recognized
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3 So as (not) to + infinitive
We set off early so as to avoid the traffic.
4 So (that) + clause
a Future meaning: so (that) + van/will/present simple
I’'m going to save some money so I can go away on holiday.
I’ll take an umbrella so that I don’t/won’t get wet
b Past meaning: so (that) + could/would
1 sat near the front so that I could see the board better.

5 In case + clause
If we do something to prepare for a possible situation or problem we use in case +
present simple/past simple.
a Future meaning: in case + present simple
Here are some crisps in case you get hungry later on.
b Past meaning: in case + past simple
He made a copy in case he lost the original.

6 In case and if
Note the difference in meaning between in case and if:

I’ll take my umbrella if it rains. (=I’ll take my umbrella only if it is raining when |
leave the house)

I’ll take my umbrella in case it rains.(= I'll take it as a precaution, even if it isn't
raining when I leave the house.)
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3. INTRODUCING YOURSELF AND YOUR TALK
Greeting, name, position
Good morning. My name’s (...). I'm the new Finance Manager.
Ladies and gentlemen. It’s an honour to have the opportunity to address such a
distinguished audience.
Good morning. Let me start by saying just a few words about my own background. 1
started out in...
Welcome to Standard Electronics. I know I've met some of you, but just for the
benefit of those I haven'’t, my name’s (...).

Title/Subject

1'd like to talk (to you) today about...

I'm going tp present the resent...
explain our position on...
brief you on ....
inform you about ...
describe...

The | subject of my |talk
focus presentation
topic paper (academic)
speech (usually to public audience)

Purpose/Objective

We are here today to decide...
agree...
learn about...

The purpose of this talk is to  update you on...
put you in the picture about ...

give you the background to ...

This talk is designed to | act as a springboard for discussion.

start the ball rolling.

Length
I shall only take (...) minutes of your time.
I plane to be brief.

This should only last (...)minutes.
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Outline/ Main parts
I've divided my presentation into four parts/sections.
They are...
The subject can be looked at under the following headings: ...
We can break this area down into the following fields:
Firstly/ first of all...
Secondly/ then/ next...
Thirdly/ and then we come to...
Finally/lastly/ last of all...

Questions

1'd be glad to answer any questions at the end of my talk.

If you have any questions, please feel free to interrupt.

Please interrupt me if there’s something which needs clarifying. Otherwise, there’ll
be time for discussion at the end.

Reference to the audience

I can see many of you are...

I know you 've all travelled a long way.

You all look as though you 've heard this before.
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TABJULA OLIEHUBAHUS YCTHOM NPE3EHTALIMU

Name Module 1 Control: Presentation Date
L.Introduction | Points | Phrases | IL.Structure Points | III.Time | Points | IV.Fluency | Points | V.Accuracy
manage-
ment
1.Greeting 0,5 I .Introduction I min 1,0 Slow 1,0 * Gram
Name -0,5
2. Topic 0,5 0,2 2.Main Part 1,0 2min 2,0 Illegibly | 1,0
fast
3.Purpose 0,5 0,2 3.Conclusion |0,5 3 min 3.5 Natural 3.0
4.Subtopics 0,5 0,2
5.Time 0,5 10,2 *Voc
allocated -0,5
6.Questions | 0,5 0,2
3.0 1,0 1,5 3.5 3,0 8,0 Total 20
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SOME BASIC GUIDELINES TO WRITING A SUMMARY

Guideline 1. Always read the task carefully and understand, identify the theme of the
text.
Guideline 2 Take note of what or who is the focus and examine the content of what
you are reading.
Guideline 3 Mind that the central problem (the theme) of the piece is stated in the
title, or introduction, or the first paragraph of the article, while the supporting ideas
are presented in the paragraphs that follow.
Guideline 4 Always read the introductory paragraph and look for a thesis statement.
Pay attention to the title and any headings and to the opening and closing lines of
paragraphs.
Guideline 5 Let your reader have all the factual information. Remember to identify
the title, author and source of the publication.
Guideline 6 Review the material to make sure you know it well.
Guideline 7 Take notes: write down the main ideas and important points of the
article.
Guideline 8 Organize and outline ideas. Write down a plan of the article.
Guideline 9 Write your draft of the summary.
Guideline 10 Write the final version of your summary and remember:
- your summary should be about one third of the length of the original article;
- you should focus on the main points of the article and the most important
details;
- you should use your own words: avoid copying phrases and sentences from the
article unless there’re direct quotations.
Guideline 11 Revise your summary. Check if you have indented all the paragraphs.
Avoid writing short sentences. Identify and ensure you have used the appropriate
transitional words and phrases (logical links) to connect ideas.
Guideline 12 A summary should be rigidly structured and include:
- an introduction which sets the theme of the piece. It should not offer your own
opinions or evaluation;
- the body which paraphrases and condenses the contents of the original piece;
- astatement of the conclusions or results.
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VOCABULARY RECOMMENDED FOR SUMMARY WRITING

The article under consideration deals with/focuses on/concentrates on/ is
concerned with/ takes a close look at/ touches upon the issue
The author points out/ outlines/ explains/ consider/ discusses the
He examines/ outlines/concentrates on/focuses on

the issue of

the importance of

explicates/ stresses/ emphasises the vital role of / lists

Minimal statutory requirements

Referring to the first issue

Considering the second theme

In conclusion

With reference to the first issue

The key issue (theme) of the article is

The author provides statistics

is forced to admit that

other issues touched upon include

The author concludes by
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