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ENGLISH 1/1

fall 2010

Introductory information

teacher: Milan Bohacek

floor:

=, office: 707

phone: 3544
e-mail: bohacek@mail.muni.cz, bohacek@econ.muni.cz

office hours: Monday 13 -13.45

Wednesday 13.30 - 14.15

> Course requirements:

v

<

minimum 80% attendance (maximum of 4 unexcused absences per
semester);

handing in two business letters (for details, see below);

active participation in seminars (systematic preparation for seminars and
fulfillment of assignments);

passing the credit test (minimum 60% of the total number of points) in the
last class of the semester, i.e., Thursday, December 16, 2010 or Friday,
December 17, 2010, respectively)

> Electronic sources:

IS MU: BprJ_JniA Jazyk I/1 — Anglictina (interactive syllabus + interactive
syllabi for groups number 14, 23 a 25).

web: http://www.econ.muni.cz/katedry/oddeleni-jazyku-na-esf/

» Primary sources:

Trappe, T., Tullis, G.: Intelligent Business: Coursebook. Upper
Intermediate. Longman, Pearson Education Limited 2006. ISBN-10: 0-582-
84809-1

Pile, L.: Intelligent Business: Workbook. Upper Intermediate.
Longman, Pearson Education Limited 2006. ISBN-10: 0-582-84685-4

Bohacek, M., Brandejska, Z., Trumpesova — Rudolfova, E.: Intelligent
Vocabulary. Glosar k uc¢ebnici Intelligent Business: Upper
Intermediate. Brno, MU, 2007. ISBN 978-80-210-4389-3



> Business letters:

Your seminar work for this semester involves writing up and handing in two business letters.

The deadline for handing in the letters is Friday, October 22, 2010. To meet the
requirements, you have to follow these guidelines:

« first, you have to find another classmate to make a pair because you will be
cooperating on the business letters;

* the letters are intended to be correspondence between two business partners
(i.e. you and your classmate) in the following way: one of you sends a letter — the other
person replies to it — the first one reacts to the reply — the other person replies to the
reply;

» the concrete topics of the letters is up to you but they have to be relevant, i.e. they
have to relate to your business activities (that you choose to perform) — e.g. a business
partner’s complaint about badly performed work/services or a reaction to a supplier’s
offer or a bid from a competing company for cooperation or a letter from a state
authority because of your breaking rules/norms or a claim for a refund because of
low-quality goods/services you delivered, etc.

» each of the letters should consists of 150-200 words including formalities (i.e.
addresses, date, salutation, subject of the letter, closing sentence, your name, position
within the company and signature);

« don’t forget to include your name and university number (UCO);

* hand in your letters as a pair (i.e. 4 letters together) and mark each letter with
an appropriate number according to the logical sequence (first letter = 1, following
letter = 2, next letter = 3, final letter = 4);

e hand in your letters in time (within the deadline), in the required extent and in a
printed form.

Model business letters as well as additional information on how to write a proper and good
business letter are available in a booklet called Intelligent Business: Style guide (it is a
supplement to your Intelligent Business textbook) on pages 16 — 19. Use this source as a
useful way of drawing inspiration for your own seminar work.

Tips and examples (copied from the Style guide, page 16):

Formal business correspondence is usually done by letter as this leaves a written record
which can be kept for reference. Business letters can be of different types with different
purposes: to apply for a job, to inform people of developments, to request action, to make
an enquiry, to complain, etc. To write a successful business letter you need to use the right
tone and to communicate your message to the reader using straightforward language. The
way a letter is written reveals a lot about the person who is writing it and it also sends a
message about the organisation that he or she is working for. It is, therefore, very
important to make sure that the information, layout, style and spelling are all correct before
you send it.

 Language styles

Business letters are usually quite formal in style. A conversational style is therefore not
appropriate and you should avoid contractions, for example. Try to use verbs in the active
and not in the passive form as this will make your letter more dynamic. You should also
avoid writing sentences that are too long and that include complicated or unnecessary
language. A straightforward letter will get your message across more effectively than a long
wordy one. There are certain conventions concerning the correct way to address people
and to close your letter.



* Opening

Letters always start with Deanr ... followed by the correct form of address. If the letter is
going to someone whose name you do not know, it starts with Dear Sir, or Dear
Madam, or Dear Sir or Madam, ... . But if you do know the name, then you can begin
with Dear Mr/Ms Taylor, or Dear Greg Taylor, ... .

* Closing

Letters are usually closed in standard ways. At the end of your letter you should include a
short sentence like I look forward to hearing from you. or Please do not hesitate
to contact me if you need further information. Below that, you should put a closing
phrase:

Yours sincerely, (formal, for letters beginning Dear + name)
Yours faithfully, (formal, for letters beginning Dear Sir/ Madam)
Yours truly, / Best regards, / Best wishes, (less formal)

e Useful phrases and notations

Following our recent telephone conversation ...

I am writing to you to confirm ...

Thank you for taking the time to ...

Regarding the question of ...

I think you will agree that ...

We are sorry for any inconvenience caused.

I am enclosing full contact details.

enc (shows that something is enclosed), cc (copy sent to another person), PS (for
additional sentence(s) included after the signature)

¢ Layout a HPSempra Sysiems inc
Conway Industrial Estate
oy . Hartlepool
When writing a business letter, you HPL 7GN
should follow the standard format. Lnited Kingdom
. ( (+44) 00723 91847
The letter opposite shows where mark@sales/sempra.org
. : b nne Eckhart
the following different components s
should appear on the page. 31 Rue Jules Welter
Sanem
1-4902
Luxembourg
a letterhead / address (but not i Our ref: TS50.001
: 21 May 200
name) of writer Ay 20,
e Dear Ms Eckhart,
b name and address of f TS50 Delivery
reCIplent g Following our recent telephone conversation, | am writing to you to confirm the arrangements for
the delivery of the TS50 test simulator that you ordered through our Brussels office. As |
¢ references mentioned, a team of engineers from our UK and German offices will be attending the
engineering trade show in Hanover from 1-3 July. Our stand at the show will feature a number of
d date new products and test stations, including the first production model of the TS50, which is being
shipped over from the UK especially for the event
e Opening The show closes its doors on the evening of the third, and we will arrange for the simulator to be
dismantled and packed on to a flatbed truck for delivery to you directly. The transportation will be
f b. h d. handled by the same freight company that is looking after the logistics for the show, TransMax
su JeCt ea lng and | am enclosing full contact details with this letter. | have already spoken with their director, Mr
Wolfgang Hartung, and he is awaiting confirmation from your side before proceeding with the
g body of the letter delivery.
. Jane Bradley, the sales engineer who will be in charge of our stand, will be available to travel to
h ClOSlng your plant on the Thursday after the show, and she will provide assistance with the final
installation and configuration of the machine during the following two days
. .
1 SIgnature | will not personally be present at the fair but Ms Bradley will be able to answer any queries you
may have. | know that this is an unusual delivery procedure but | think it is an interesting
j name and Job title opportunity for you to save the cost and time delay of normal delivery from the UK.
| look forward to doing business with you in the future and thank you again for placing one of the
k enclosures first orders for the TS50. | am sure it will give you complete satisfaction
h Yours sincerely,
i Mark Rathbone
j Mark Rathbone

Sales Manager
k enc



Unit 1 — ALLIANCES

Coursebook, page 9, exercise READING e

1. In the text find words or expressions corresponding to the following
definitions:

winter sleep of animals; here: a state of someone’s

1. = inactivity (paragraph 1)
2, = fame; great admiration; being famous (par 1)
3 _ aperiod of sudden growth of investors’ interest in

internet companies (par 1)

a situation when investors are trying to purchase
4. =  quickly e.g. shares that they believe will make them a
lot of money (par 2)

5. = abusiness agreement or arrangement (par 2)

a number representing a particular amount, especially

6. ~  one given in official information (par 2)
_acorporation that controls other corporations through
7 ~ owning shares in them (par 3)
8. = varied or different (par 3)
9. to _  tolose power or strength or energy; to stop growing
' (par 3)
10. = central; main; key (par 3)
u _aset of investments owned by a particular person or
' ~ organization (par 3)
_an offer of a particular amount of money for something
12. = A
which is for sale (par 4)
taking advantage of every chance to achieve success,
13. =  without thinking about the effects of such actions on
other people (par 4)
“. 1o _ to hurry after something in order to catch it; to pursue
4 ~ or follow something (par 4)
15. to = to bring or earn a lot of money (par 4)
a process when a company buys its suppliers and/or its
16. = customers to control all the processes of production
(pars)
17. = extremely important or urgent (par 5)
18. to = here: to process and handle something (par 5)
19. =  asupposition; hypothesis; belief; presupposition (par 5)
20. =  being too much certain of someone’s abilities (par 6)




2. Answer these questions based on the information contained in the text:

1. What information shows us that bosses are “rediscovering their animal spirits”, and
why is this figure so different or unique?

2. Why do the bosses want to acquire new companies?

3. What information do the “widely-quoted” statistics provide, and what are they affected
by?

4. What happened to the concept of a conglomerate in the 1990s, and why did it happen?

5. What did the companies think could create more shareholder value for them? Is
General Electric an example of this new approach? Why?

6. What are the two possible explanations of Brian Robert’s bid for Disney?

1.

2.

7. What will the CEOs be judged for in the end of the acquisition process, and what will
not be so important?

8. What will the assumption connected with acquisitions be?

9. What should CEOs remember if they want to avoid the failures of the 1990s?

10. What explanation is used to define the term herd instinct?

11. What metaphor is used to express the fact that CEOs will have to be very careful in
judging the risk of possible acquisitions?




Coursebook, page 12, exercise LISTENING 2

Fill in the missing words in their correct form in the speech summary:

Part1
: The company has finally begun to make an excellent (1) , which led :
: to the fact that they have been (2) for their (3) . :
I The speaker says that the company had lost a lot of money in the past, and therefore when |
: Wireless Ltd. (4) them with an (5) deal, they :
: considered it as a good solution. They saw the (6) of an :
: )] with Wireless as a way to save the firm. !

I
| However, later on they found out that they had serious problems trying to |

I I
1 (8) their cultures and systems. In the end, Wireless decided that they

:didn’t want the alliance any more. By 2003, the company needed another:

: 9) partner. The only other (10) they saw was to :

I find a (11) bank that would lend them enough money. The speaker is 1

I I

 (12) that the second (13) was possible and they |

: were able to borrow money to keep (14) on their own. :
Part 2

The speaker points out that the alliance had many points of (15)

I
1
:This is not surprising as different companies often have (16) :

approaches to different (17) of doing business. For example they both 1

|
managed (18) and (19) in a completely different ,
way. Because these two factors are the (20) of running a business, it :

created serious problems. Another difficulty were the differences in their!
I

(21) , and they never managed to (22) with these 1
|

; differences.

: Another problematic point was communication — they have always (23)

I

I

I
I their teams to cooperate, but Wireless preferred to (24) separately !
I I
1 with each team. This means that the ways of (25) were very different. |
I I
; Lastly, they didn’t manage to build (26) with the people at Wireless. |
: At present it seems so (27) but they didn’t even think of trying to :
1 (28) the problems. I




REVIEW OF TENSES — additional information

1. Verbs that are not used in the ing form

Continuous tenses are used for actions or happenings; however, some verbs are not “action” verbs
but they are referred to as stative verbs and therefore they are not generally used in continuous
(or progressive) tenses (although there might be some exceptions, of course):

like love hate want need prefer
understand realize suppose mean know believe
remember belong contain consist depend seem

Examples:

I want to drink. 1 am wanting to drink.
She understood you perfectly yesterday. She was understanding you perfectly yesterday.

The building belongs to the university.

Tom and I have known each other for ages. Tem-andFhavebeenknowingeach-otherfor-ages:

Another group of verbs that aren’t usually used in the progressive form are “verbs of sensual
perception”:

see hear smell

Examples:

Do you see the photo? Are you seeing the photo?
I can hear some noise. 1 can be hearing some noise.
The soup smells and tastes good. Thesoup-is-smelling-and-tasting-good-

¢ Exception:

If the verb “to see” is used in the meaning of “to have a meeting with someone”, it can be
used in the progressive form:

I am seeing the sales representative on Tuesday morning.

2. Phrase “this is the first time I have done something”

If you want to express the fact that you did a particular activity for the first time in the recent past,
you can use this phrase — but don’t forget to use present perfect when describing the activity:

This is the first time I've delivered a presentation at a conference.

This is the first time I delivered a presentation at a conference.

3. Actions in the past: used to or would?

USED TO

This verb is used in two contexts:

a) when something happened regularly in the past but no longer happens, i.e. a repeated
action in the past that is over now:

Tused to go to the cinema a lot but I don’t do it very often now.
Susan used to travel a lot when she was younger.

b) when talking about something that was true in the past but is not true any more (this
is NOT a repeated action):

We used to live in this house when I was a child.
I used to think that school wasn’t very good but then I realized the mistake.




Since “used to” refers to past actions, it is used only in the past tense; however, if you want to
use it in a question, you should use “did” and “use to” while a negative sentence contains
“didn’t” and “use to” or less frequently “used not to”:

Did you use to go to the ZOO as a child?
Did Tom and Jim use to wear glasses in the past?

We didn’t use to celebrate some holidays. (OR We used not to celebrate some holidays.)
I didn’t use to study in Liverpool. (OR I used not to study in Liverpool.)

WOULD

Unlike “used to”, this verb is used only in one context when talking about past actions:

a) when something happened regularly in the past but no longer happens, i.e. a repeated
action in the past that is over now; “would” canNOT be used when talking about
something that was true in the past but is not true any more (this context is reserved for
“used to” only):

TIwould always forget my textbook when I was at primary school. (= again and again)
= I always used to forget my textbook when I was at primary school.
Would you go for a walk a lot when you had your first child?
= Did you use to go for a walk a lot when you had your first child?
The university wouldn’t hold a conference every five years in the past.
= The university didn’t use to (OR used not to) hold a conference every five
years in the past.

USED TO X BE USED TO X GET USED TO

“used to” is used as described above, i.e. to talk about events happening repeatedly in the past or
about something that was true in the past but is not true any more; it is used in the past
tense only and followed by a bare infinitive:

All of us used to go to school when we were young.

“be used to” means “to be accustomed to something”, i.e. BYT ZVYKLY NA NECO in Czech; it can
be used in any tense and it is followed by a noun phrase or a gerund (ing form of a
verb) because “to” is a preposition here:

The children are used to their teacher.

We were used to getting up at 7 o’clock a few years ago.

I remember being used to drinking all night when I was young.
We have been used to being sent for beer by my father.

“get used to” is similar to “be used to” but it means “to get accustomed to something”, which
means a change of the state — ZVYKNOUT SI NA NECO in Czech; its grammar is identical
with “be used to0”, i.e. it can be used in any tense and it is followed by a noun phrase or
a gerund (ing form of a verb) because “to” is a preposition here:

Twill get used to the new car but it'll take me some time.

Have you got used to driving on the left side in Britain?

How long did it take you to get used to speaking French in shops?
Did you get used to being known as the minister’s son?




Grammar exercises

1. Look at the graph and read the passage about technology stocks. Complete the text by
putting the verbs in brackets into the correct form of the past simple or present perfect.

European investors (1) have watched (watch) US stock markets nervously

a I‘OCky road for tech stocks BGs the last few months. The problems with US technology and telecomms

stocks (2) (begin) last March, and since then share

Dow Jones European Technology Index

prices at companies like Intel, Apple and Dell (3)

(crash). Over the summer all these giants (4)

(announce) lower than expected profits, and investors fear that demand for
PCs in the highly developed US market (5)
(peak). Now it’s the turn of European stocks. On Monday stocks in companies
like Germany’s SAP and Finland’s Nokia (6)

(fall) sharply. SAP (7) (be) down 3% in Frankfurt, and
Nokia (8) (drop) 7% in Helsinki.
But there was some good news for investors yesterday. Yahoo! (9) (release) figures which
showed that in the last quarter revenues (10) (rise) to $295 million, up from $115 million a
year earlier. Yahoo! relies on online advertising for most of its income, and this year it (11) (gain)
significant market share in Europe and (12) (manage) to achieve the position of top Web-
navigation company.
Analysts believe that the market (13) (not/hit) the bottom yet. Earlier this year investors
(14) (buy) any Internet stocks that were available, creating a stock market bubble. Now it’s
just the opposite. Investors (15) (become) so nervous that they are selling everything, even if

the company is sound and the stock looks cheap.

2. Read this email from Steve, the Purchasing Manager of a UK importer, who is in Poland on a
business trip. Complete the email by choosing the correct alternative from A, B, C or D below.

[ : =———3

[«]»] (]

‘ Previous Next Reply Reply All Forward Delete Attachments Print

From: { Steve McGinlay

[

‘ Sent: [ 18 May ...

To: ’ Mike Evans

Subject: \ Poland Ce:

Message: ‘ Mike

Sorry | haven’t contacted you (1) ..... B last week, but I've been very busy. I've (2) ............ to Katowice in the south-
west of Poland (3) ............ a few days, and I've (4) ............ returned to my hotel in Warsaw, from where I'm sending this
email. | visited several firms when | was in Katowice and one of them looks quite promising. I've (5) ............ seen their

factory, and I've got some product samples to show you.

Unfortunately | haven’t met the guy in charge (6) ............ . He wasn’t there — he's (7) ............ to Gdansk and should be
back next week.

So, the trip has been quite successful (8) ............ . Have you (9) ............ been to Central Europe? Everything is
changing very fast — I've (10) ............ seen so much building work going on. Anyway, I'll email you again later in the

week to let you know what's happening.

Regards, Steve

1 A for B since Cjust D so far
2 A going Bgone C being D been
3 A for B since C already D so far
4 A now B been Cjust D so far
5 A yet B already C been D gone
6 A just B already Cnow D yet

7 A going Bgone C being D been
8 A so far B yet Cjust D now
9 A yet B since Cever D never
10 A yet B since C ever D never

10



3. Complete this article about the magazine Time Out by using words from the list below.
Decide whether to put the verbs into the present simple or present continuous.

oewnr look for move

investigate

rely want provide tryto

Time Out: time to EXPAND

Time Out, the London entertainment magazine, has plans for
expansion. It already (1) owns the monthly magazine Paris Passion,
and now it (2) beyond France to other markets
such as Argentina and Japan. Tony Elliott, Time Out’s founder, says
he (3) local people to initiate and run the
magazines, as Time Out’s London office doesn’t have the cash or
management time. Elliott also has plans for the website,
Timeout.com, which was launched in 1995 and (4)

information about more than 30 cities. It (5) on

advertising revenue and a small amount of money from ticket sales to
survive. But as Time Out changes and expands, Tony Elliott

(6) persuade advertisers in the printed
version to take more space on the Internet site. Also, he
() the possibility of charging visitors to the

site for access to some information. Despite these expansion plans,
Elliot says that a flotation on the stock market is out of the question.
He (8) to keep control of the business he has
built up.

4. Use the verbs in brackets in the correct tense. If it is possible to use past perfect, use it.

1. Recently we

2. The management

nowadays they

3. I’d like to know whether this is the first time your parents

Canada.

4. Our department

(decide) to start selling new types of mobile phones.
(plan) to expand the production a week ago but

(not + be) so sure about it.

(go) to

(deal) a complaint on 5 April, 2010, after we

(release) incorrect information concerning our financial situation.

5. The economy regularly

(expand) and then

(be) known as the business cycle.

(launch) a new advertising campaign?

(shrink), which
6. Is this the first time your rival
7. Nobody

(make) any comments until the CEO

(mention) the future plans at yesterday’s meeting.

8. The students

9. Many firms

situation

10. Our employees

(not + pass) the final exam yet because they

(not + study) enough during the previous semester.

(go) bankrupt in this quarter but experts expect that the
(improve) soon.

(never, be) to Britain.

5. Use the following verbs in the progressive form in the appropriate tense. If it isn’t possible
to use the progressive form, use the simple form.

(stay) in Hilton hotel in New York.

(smell) really nice.”

(really, need) one now.

1. When I was in America, I

2. “Can you smell the flowers?” “Yes, they
3. Do you have any pen left? I

4. IBM

5. Sorry, 1

6.

7. My family

8. Nowadays many young people

(launch) a new advertising strategy in a few weeks.
(not + understand) your ideas. Could you explain it again?
(you, see) the bird on top of that tree? Over there!

(prefer) staying at home now because of the bad weather.

(hate) the idea of not having Internet

connection.
9. Competitors
10. What I

(consider) setting up a joint venture.

is (suggest) this: let’s start producing shoes instead of T-shirts.



6. Decide if you use used to, would, be used to or get used to + the correct form of the verb in
brackets in these sentences. If there are more possibilities, use all of them.

1. As a member of the sales team, I (offer) goods to retailers
for many years.

2. In the past many customers (consider) multinational
companies as evil and hostile corporations.

3. The sales representatives (travel) to all 50 American
states to offer products that could be used in households.

4. I'm moving to L.A. next month. I really don’t know if I
(live) in such a busy city.

5. Surprisingly, my grandparents (use) a computer or
mobile phone recently.

6. Which of you (know) how to send an email when you
were a child?

7. you (stay) in Paris
when you (travel) to France?

8. Now, like other students, Tom (study) for exams at
nights.

9. The managers (think) that unless employees

(work) in hard conditions as quickly as possibly, they

shouldn’t be employed.

10. Dominant companies (dictate) prices to small
competitiors for many years in the past.

7. Translate the following sentences into English.

Tato univerzita pattila po mnoho let k nejlepsim vzdélavacim institucim v zemi, ale jeji studenti si
nikdy nezvykli na obtiznost studia.

Pred patnacti lety manazefi nejezdivali na Skoleni do anglicky mluvicich zemi, protoze firmy
nemohly utratit tolik penéz za vzdélavani.

To je poprvé, co jsem navstivil indickou restauraci. Musim pripustit, Ze vSechna jidla, ktera zde
serviruji, krasné voni a také dobte chutnaji.

Uz pét mésich si pamatuji, Ze se bude$ brzy Zenit. Souziti s manzelkou pro tebe jisté nebude
problém, protoZe jste oba zvykli na to, Ze nezijete sami.

Dva roky zavisel tspéch nasi firmy na schopnostech nasi generalni reditelky, ale po jeji smrti si
budeme muset zvyknout na vyuzivani tymové prace celého managementu.

12



REVIEW TEST

BPJ_JIIA

Intelligent Business: Unit 1 — Alliances

Name:

Teacher:

Number of points (max. 100 points)

TOTAL
(60 points to pass)

MARK

I. Listening: I1I. Grammar:

11. Vocabulary: IV. Translation:

I. Listening: (max. 20 points)

points

II. Vocabulary: (max. 34 points)

points

A. Translate the following expressions into English:

podléhat uzaviené dohodé —

(2 points each)

zvysit podil na trhu —

dovolit si ustoupit do pozad{ —

hladce se pfizpusobit firemnf kultufe —

byt posuzovan za nabidku k pfevzeti —

skoncit obrovskym nedspéchem —

pustit se do obchodnich pifleZitosti —

oznamena fuze a navrhované pievzeti —

B. Write expressions the following definitions refer to:

2. anagreement between two or more organizations to work together:

(2 points each)

7. acompany that is formed to buy shates in other companies which it afterwards controls:

C. Complete the sentence with one of the following phrases; translate the selected phrase. (2 points each)

REVENUES, CEO, CORPORATE ALLIANCES,
COSTS, SHAREHOLDERS, MDO, ANIMAL SPIRITS

7. Whenever two major companies announce a merger, their
look forward to making huge fortunes.

In Csech or Slovak:

2. Once a big company gets into a new market, its becomes

a famous and respected player in the industry.

In Csech or Slovak:

3. Many producers of generic drugs are successful because they have low prices; to achieve
this, they have to keep all low.
In Czech or Slovak:

D. Complete each sentence with a correct form of one of the following verbs; each verb can be used only once: (1 point each)

BUILD - FEATURE IN - TOTAL - DO
CATCH UP - SET UP - CONSTRUCT

7. Have you the meeting for 10 or 11 o’clock tomorrow?
2. Generic drug sales $30 billion in Europe and America last year.
3. It’s clear that companies want portfolios with diverse investments.
E. Complete each sentence with a word made from the word given in brackets. (1 point each)

7. Multicultural teams have to deal with unpleasant
coming from differences in cultures. (UNDERSTAND)

2. Small but successful Czech companies are often bought by big
companies that operate throughout the world. (NATTON)

3. is a key ability for all companies that want to succeed
on the global market. (COMPETE)

4. Many top executives are influenced by the herd instinct.
(POWER)
5. 'The that all big and financially strong companies want to

acquire small ones is simply false. (ASSUME)




ITI. Grammar: (max. 30 points) points
A. Fill in the gaps with a suitable preposition or adverbial, if necessary: (1 point each)
1. There’s been a dramatic increase the number of mergers.

2. Miramax didn’t turn Disney’s offer — and it was a mistake.

3. Have you been articulate enough your proposed action?

4. Many travelers have recently been South America for their vacation.

5. behalf the department I would like to thank you all.

6. I'm afraid we won’t be able to sort the problems soon.

B. Rewrite the sentences so that they mean the same as the sentence above. (3 points each)

1. Temporary staff work in this company. They began to work here 2 months ago.

The temporaty staff 2 months.

2. Coca-Cola earned $100 million here. It was before the year 2004.
By 2004

3. 'The finance director plans to go for a business trip. His schedule says that he is supposed
to meet his business partner on Monday afternoon.

The finance director, who is going for a business trip,

on Monday afternoon.

C. Put the VERBS and other words in brackets into their correct forms, add prepositions, particles or
anxciliary verbs if necessary. Y ou may need to use the passive forms of the verbs: (1 point each)

As you know, Alcott and Eves (BE) the major players in the events

(CALL, 1) an hour ago.

industry. Well, Bev Andrews, their CEO,

I’'m still so surprised as she wants me to join their company. I

(HEAR) about their expansion recently. They (just, MAKE) a

decision to become number one in their field. The company
(EMPLOY) 20 new people eatlier this month because it
(not, BE ABLE) to deal with the administration. But I think I
(probably, REFUSE) the offer because I
(LEAVE) for New York on the 15%. And I
(WANT, STAY) there for three months.

D. Choose a suitable option that can complete each sentence. The number of correct answers is 1—3. (2 points each)

7. 'The shares of car manufacturers for the period of three months.

A:have been risen
C: were rising

B: have been rising
D: are rising

2. We haven’t seen any improvement in the public health care sector

A:yet B: so far
C: by now D: just

3. After my arrival to Paris, I in the Ritz Hotel.

A:am staying
C: will have stayed

B: will be staying
D: will stay

IV. Translation: (max. 16 points) points

Translate the following sentences into English:

Spolec¢nosti rady provozujf akvizice a faze, nebot’ je to jeden z nejjednodussich zpuasobu jak si
zajistit rychly rast, diverzifikovat své investiéni portfolio a ovladat konkurenci. Avsak neni
snadné partnerstvi s jinou firmou dspeésné uzaviit, protoze akcionafi si mohou myslet, Ze se
hodnota jejich akcii timto zpasobem snizi. Dohoda, podepsana obéma generalnimi fediteli,
proto nemusi znamenat konec vyjednavaciho procesu.




Unit 2 — PROJECTS

Coursebook, page 17, exercise READING e

1. In the text find words or expressions corresponding to the following

10.

11.

12.

13.

14.

15.
16.
17.
18.

19.

20.

definitions:

to

to

to

to

to

to

determined beforehand; assigned for a specific use or
purpose (paragraph 1)

to provide what is needed or wanted; to take care of
something (par 1)

to interact or coordinate smoothly (par 2)

complex and using advanced technology (of machines
or methods) (par 2)

the whole series of processes, companies, places, etc. that
are involved in making and selling a product (par 3)

to deal with (a problem or task) in a determined way
(par 3)

a conscientious or concerted effort toward an end; an
earnest attempt (par 3)

the process of arranging for somebody outside a
company to produce goods or provide services for that

company (par 4)
restriction, limitation, regulation (par 4)

a person or company that does part of the work given
to another person or company (par 5)

a reduction in the amount of money a company spends
(par5)

to annoy or bother continually or chronically (par 5)

a minor malfunction, mishap, or technical problem; a
snag (par 6)

to increase (prices) by a large amount (informal)
(par 6)

something that is done in advance in order to prevent
problems or to avoid danger (par 7)

to consider (someone) responsible for something (par 8)
providing services of low or insufficient quality (par 9)

something that encourages effort or action; a motivator
(par9)

carelessness, failure to do things properly and correctly
(par9)

a new, independent company formed from part of an
existing one (par 9)

13




2. Answer these questions based on the information contained in the text:

1.

10.

11.

12,

13.

What features or characteristics will the new Heathrow airport terminal have (based on
its description in paragraph 1)?

Why is the building of an airport a more complicated task than anything else?

What is Tony Douglas’s current job, why was he offered this position, and what did he
do immediately before taking over this position?

Why did BAA approach this project in an untraditional way? What could happen if the
project hadn’t been finished on time?

Why is BAA running the project itself?

Why is most of the construction taking place off-site?

What is the T5 Agreement, and why is it so important?

How do the contractors choose their suppliers, and what do the suppliers often hope
for?

What typically happens when “something goes wrong”?

How has BAA decided to motivate contractors and suppliers to finish everything on
time and within original costs?

What originally happened when it was found out that the parts of the air traffic control
tower hadn’t been engineered correctly, and how did they deal with this problem?

Why are the suppliers motivated to do a good job in this project, and what threat is
reduced if risk is spread on all the suppliers and contractors?

What will the success of the T5 project mean for BAA in the future?

14



Coursebook, page 16, exercise LISTENING 1

Fill in the missing words in their correct form in the speech summary:

! The speaker says that giving golden rules for project management is difficult because the !
I I
1 (D of all projects is (2) , 1.e. it is impossible to |

: (3) exactly what will happen. However, there are (4) :
: that project managers must (5) , as well as a number of :
1(6) to help them. I
The speaker points out that all the (7) of any project are :

(8) , but the two most important ones are (9) :

and planning. The first one is so important because every project should have !
I

I
I
I
I
I
1 (10) (11) . Therefore the questions project 1
I
I
I
I

managers should ask themselves are whether the project is (12) , and :
if it will add (13) . To get the answers, it is necessary to prepare a :
I project (14) , or project (15) , which !
: (16) (17) the (18) as I

I
well as the strategy behind the project.

After doing so, the next phase becomes easier. When planning, project managers have to

I
I

I

I do many things, such as to (19) resources, (20)

I

| costs, prepare a (21) and time (22) , and —
: most importantly — (23) the risk factor.

: Selecting the project team is perhaps (24) important. If the first
I two phases have been prepared well, then (25) should be quite easy,
I

| especially if potential problems are known and if (26) plans have

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
: been developed. :
! If the planning has been done, the project team should be able to:
I

1 (27) the project on time and within the (28)

15



ARTICLES — additional information

1. Expression used with no article

continents Africa, Europe, South America

countries France, Japan, Switzerland, Great Britain

states, regions etc. Texas, Cornwall, Tuscany, England, Central Europe
islands Corsica, Sicily, Bermuda

cities, towns etc. Cairo, New York, Madrid

individual mountains Everest, Etna, Kilimanjaro, Mont Blanc, Mount Everest
lakes Lake Superior, Lake Constance

streets, roads, squares, Union Street, Fifth Avenue, Piccadilly Circus, Hyde Park,
parks, bridges Blackrock Road, Broadway, Times Square, Waterloo Bridge

¢ Exceptions:

COUNTRIES: if a name of a country contains a common noun such as Republic, State(s),
Kingdom, Empire, Union, etc., this nouns requires that they are used with the
definite article:

the United States of America (the USA), the United Kingdom (the UK), the
Dominican Republic, the Slovak Republic (but Slovakia), the Roman Empire, the
Soviet Union

CITIES: the only exception of a city whose name contains the definite article is The Hague

2. Expression used with the definite article

people the Taylors (= the Taylor family), the Simpsons

countries in plural the Netherlands, the Philippines

groups of islands the Canaries (the Canary Islands), the Bahamas, the British Isles
mountain ranges the Rocky Mountains (the Rockies), the Andes, the Alps
oceans, seas the Pacific, the Atlantic (Ocean), the Mediterranean (Sea)
rivers, canals the Amazon, the Loire, the Suez Canal

hotels, restaurants, pubs the Station Hotel, the Bombay Restaurant, the Red Lion (pub)
theatres, cinemas the Palace Theatre, the Odeon Cinema, The Globe

museums, galleries the British Museum, the Tate Gallery

newspapers the Washington Post, the Financial Times, the Economist, the Sun

organizations the European Union, the IMF, the World Bank, the BBC, the UN

d Be careful: The highest mountain in the Alps is Mont Blanc.

MORE ABOUT PLACE AND ORGANIZATION NAMES:
a) if a place name consists of an adjective + common noun, it is used with the definite article:

the Middle East, the Far East, the West End
but NOT the-MiddleAsia because “Asia” is a proper noun and not a common one

16



b) if a place name or an organization name consists of an ‘of-phrase where the first noun is a
common noun, it is used with the definite article too:

the Houses of Parliament, the South of France, the south-east of Spain,
the Bank of England, the Tower of London, the Museum of Modern Art,
the Great Wall of China, the Tropic of Capricorn, the Gulf of Mexico,

the University of London (BUT London University — see above 1),
the University of California (BUT California University)

¢ Be careful about POINTS OF THE COMPASS: if you use it as an adjective in front of a proper
noun, you don’t use the definite article (because you cannot use it with the proper noun);
however, if you use it as a noun in an ‘of-phrase, you must use the definite article (because
points of the compass as nouns require the definite article):

South Moravia (= adjective + noun) BUT the south of Moravia (=noun + of + noun)
northern Sweden (= adjective + noun) BUT the north of Sweden (=noun + of + noun)
south-eastern Rome (= adjective + noun) BUT the south-east of Rome (= noun + of + noun)

Therefore you can say a sentence like:
Sweden is in northern Europe while Spain is in the south.
3. Proper names containing a name of a person or place

Many names (especially names of important buildings and institutions) are two words. The first
word is usually the name of a person or a place. Such names are usually used without ‘the’;
they are used with no article instead (again, there are many exceptions to this rule):

Kennedy Airport, Victoria Station, Buckingham Palace, Masaryk University,
Charles University

Cambridge University, Edinburgh Castle, London Zoo, Westminster Abbey,
Canterbury Cathedral

person name

place name

d However, we say ‘the White House’, ‘the Royal Palace’, because ‘white’ and ‘royal’ are not
proper names like ‘Kennedy’ or ‘Cambridge’. This is only a general rule and there are
exceptions, of course.

¢ Many shops, restaurants, hotels, banks etc. are named after the people who started them. These
names end in -’s or -s. We do not use ‘the’ with these names; the same applies to names of
churches that are often named after saints:

Lloyds Bank (not the Lloyds Bank), McDonalds, Jack’s Guest House,
St John’s Church (not the-StJohr’s-Chureh), St Paul’s Cathedral, Harrods (shop)

4. Articles and possessive case

When showing possession in English, the possessive case —’s for singular or —s’ for plural is used
frequently; sometimes it is necessary to use an article (definite or indefinite) in front of the noun
with the possessive case; however, it is very important to realize that such an article refers to
the noun with the possessive case and NOT to the noun that follows the possessive
case:

an actor’s performances = an refers to actor and not performances (it’s in plural!)
England’s Queen = no article because England is used without any article
the United Nations’ decision = the refers to United Nations and not to decision

We have seen America’s biggest lake. = NOT We-haveseentheAmeriea’s-biggestlake:
Our firm disagrees with some of the EU’s regulations. NOT —some-of EtFsregulations:

d BUT: ma = no possession (—’s), New Zealand functions as an adjective
a Norway weather forecast (= adjective) BUT Norway’s state budget (= possession)
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5. Special uses of definite and no article
+» Besides the situations mentioned above, the definite article is also used in these cases:

 adjectives referring to a group of people: the unemployed, the rich, the poor

» playing musical instruments: to play the piano, to play the guitar

* job & official titles: the Marketing Director, the CEO, the Prime Minister, the President

* some time phrases: in the past, at the moment, in the future (BUT at present), the 1990s,
the 215 century

¢ Job titles and official titles are used with the definite article only if they are not used with the name
of the person; if you use a person’s name with the title, don’t use the definite article:

the Financial Director BUT Financial Director Mike Thomas
the President BUT President Obama
the Professor BUT Professor Johnson

+ Besides the situations mentioned above, no article is also used in these cases:

* names of companies (usually): Accenture, IBM, Fiat, Sony, Kodak, British Airways
» some time phrases: «years, months, days: in 2010, in August, on Monday

+ special times of the year: at Christmas, at Easter

» some parts of the day: at night, at midnight, at sunset

(BUT the morning, the afternoon)
* means of transport (in general): by car, taxi, bus, train, on foot (BUT on the train to Brno)
» meals (in general): to go for lunch, dinner, breakfast (BUT There was a dinner at the show.)
» some prepositional phrases: in/to hospital, prison, bed, class, court; at/to work, school,
university, sea, home

Grammar exercises

1. Put either a/an, the or a dash (—) to show no article.

The Italians have given us g lot of — business.
most people thought that it was very good product.
I like to drink glass of wine in evening.
I wish I could speak English like English.
As soon as Helen gets off plane, ask her to give me call.
smoking is not permitted in this area.
There’s visitor at reception desk.
When I arrived at airport, I had drink and waited for flight.
I want action, not words.
person with MBA usually gets good job.

© ©N o0 p® N

[
= O

. T'll get you coffee from machine.
. Marie comes from France.

Ju—y
N

. His parents’ summer house is either in east of France or east Germany.

[
w

. The decision has been made by Chief Executive Officer McClair and
President O’Neil.

15. Look at picture of New Zealand’s biggest waterfall.

-
N

16. Jim said something about teacher’s books but I have no idea who he was
talking about.

17. alligator is very dangerous Florida’s animal.

18. Marketing Director and Vice-President Jameson are both from
Australia.
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2. Put either a/an or a dash (—) to show no article.

1. — money makes the world go round.

2. Sheila drives French car.

3. Rita worksin insurance agency in Lisbon.

4. health is the most important thing in life.

5. Thisis good time for sales of new cars.

6. This is the number to call for information.

7. I've got colleague who is systems analyst.

8. product knowledge is very important for sales representative.
9. Heis engineer. He studied engineering at university.

10. We produce full sales report four times year.

3. Underline the correct words.

We went to Pisa/the Pisa and saw Leaning Tower/the Leaning Tower.

Crete/The Crete is very beautiful at this time of year.
My son is in hospital/the hospital and can’t go to school/the school.
You can go from Heathrow/the Heathrow by underground/the underground.

Helmut Kohl/The Helmut Kohl was Chancellor/the Chancellor who helped to reunite
Germany/the Germany.

. We flew over Alps/the Alps and saw Mont Blanc/the Mont Blanc.

LA R A

6

7. In near future/the near future videoconferences will replace many meetings.
8. I'm tired! Thank goodness it’s time to go home/to home.

9. New York/The New York is in United States/the United States.

10. I usually have lunch/the lunch at about one.

11. I used to work for Deutsche Bank/the Deutsche Bank in City of London/the City of London at
start/the start of my career.

12. My son wants to go to university/the university after his exams.

13. Do you know Lake Windermere/the Lake Windermere? It’s in Lake District/the Lake District
in north-west/the north-west of England/the England.

14. I bought this suit from Bond Street/the Bond Street.
15. The Government should do more to help the poor/the poor people.

16. On our trip to UK/the UK we toured around south-east/the south-east and visited Canterbury
Cathedral/the Canterbury Cathedral.

17. They wouldn’t pay, so we took them to court/the court.

18. John/The John is at work/the work at moment/the moment.

19. We travelled to Italy/the Italy by car/the car.

20. Danube/The Danube is the main river in Central Europe/the Central Europe.

21. I think Tim studied either at University of Nottingham/The University of Nottingham or
Birmingham University/The Birmingham University.

22, It is believed that a politician’s /the politician’s /politician’s intentions are usually bad and
dishonest.

23. In an era/the era of Roman Empire/the Roman Empire people didn’t know anything about
genetics/the genetics and molecular biology/the molecular biology.

24. We deliver to all countries in Europe/The Europe and Americas/the Americas from our
headquarters in Hague/The Hague in Netherlands/The Netherlands.
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4. Some of these sentences are correct, but some need the (perhaps more than once).
Correct the sentences where necessary. Put ‘RIGHT’ if the sentence is already correct.

Everest was first climbed in 1953. RIGHT

=

Milan is in north of Italy. the north of Italy

Africa is much larger than Europe.

Last Year I visited Mexico and United States.

South of England is warmer than north.

Portugal is in western Europe.

France and Britain are separated by Channel.

Jim has travelled a lot in Middle East.

© ® N oo s v op

Chicago is on Lake Michigan.

=
o

. The highest mountain in Africa is Kilimanjaro (5,895 metres).

-
[

. Next year we are going skiing in Swiss Alps.

-
N

. United Kingdom consists of Great Britain and Northern Ireland.

. Seychelles are a group of islands in Indian Ocean.

[
w

. River Volga flows into Caspian Sea.

-
N

. Johnsons saw Great Wall of China and the Eiffel Tower last year.

[
[9) ]

-
o)

. When you go to New York, stay in Plaza Hotel.

. When you travel around globe, cross Sahara and Suez.

-
~

-
o

. In St Patrick’s Church in south-west of Dublin you can see famous paintings.

. I plan to go to States, particularly the Alaska, to climb Rockies and Longs Peak.

=
O

. The student said that Amazon flows into the Victoria Lake and not into the Atlantic.

N
o

5. Choose the correct form, with or without the.
1. Have you ever been to British- Musewm / the British Museum? (the... is correct)
Hyde Park / The Hyde Park is a very large park in central London.
Another park in central London is St James’s Park / the St James’s Park.
Grand Hotel / The Grand Hotel is in Baker Street / the Baker Street.
We flew to New York from Gatwick Airport / the Gatwick Airport near London.
Frank is a student at Liverpool University / the Liverpool University.
If you're looking for a good clothes shop, I would recommend Harrison’s / the Harrison’s.
If you're looking for a good pub, I would recommend Ship Inn / the Ship Inn.

Statue of Liberty / The Statue of Liberty is at the entrance to New York harbor / the New York
harbor.

© ®N oo kWP

10. You should go to Science Museum / the Science Museum. It’s very interesting.

11. John works for IBM / the IBM now. He used to work for British Telecom / the British Telecom.
12. ‘Which cinema are you going to this evening?’ ‘Classic / The Classic.’

13. I'd like to go to China and see Great Wall / the Great Wall.

14. Which newspaper shall I buy — Independent / the Independent or Herald / the Herald?

15. This book is published by Cambridge University Press / the Cambridge University Press.
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6. Underline the correct words.

1. Where’s a/the fax they sent this morning? I can’t find it.

2. T have an/the appointment at a/the bank.

3. Ihad a/the very good holiday. A/The weather was marvellous.

4. T've been working so hard that I need a/the break.

5. They are a/the largest manufacturer of light bulbs in a/the world.
6. A/The presentation was a/the great success.

7. Can I give you a/the lift to the station?

8. Ithink I need a/the new pair of glasses.

9. We need to reach a/the decision as soon as possible.

10. There must be an/the answer to a/the problem.

11. Mike is an/the accountant. He works on another/the other side of town.
12. His office is a/the biggest one in a/the building.

13. Where is a/the document that we were looking at just now?

14. The Portuguese/The Portuguese people are very good negotiators.

7. Complete this article with either a/an, the or a dash (-) to show no article.

HOW CLEAN IS THEIR MONEY?

‘Money laundering’ is (1) the name given to one of

(2)
money that has been obtained illegally into (3)

world’s biggest financial problems: moving

foreign bank accounts so that (4) people do not

know where it has come from. Putting (5) value

on money laundering is of course very difficult, but the
International Monetary Fund estimate that it is huge —

perhaps $1 trillion (6) year, equivalent to about

4% of gross world product.

(7)
(8) globalization, and particularly with (9)

problem has grown hand-in-hand with

lifting of capital controls and (10)
of (11)

allow money to be moved in (12)

development

international payment systems. These
seconds

between banks in different parts of the world who know

international
stability of the

world’s financial markets, but it also provides (15)

very little about each other. (13)

payment system is crucial to (14)

opportunity for criminals to hide their money.
(16)

laundering channel. Clients of these banks are wealthy

Private banking is best-known

people who want their affairs handled with discretion,

especially because they want to minimize (17)
amount of (18) tax they pay. In these banks

culture of ‘don’t ask; don’t tell’.

there is (19)

And (20) _ biggest problem within (21) _
private banking is offshore banks. There are around
5,000 offshore banks controlling about $5 trillion in
assets, and some have no physical presence in any

location.
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REVIEW TEST
BP]_JI1A
Intelligent Business: Unit 2 — Projects

Name:

Teacher: TOTAL

MARK

Number of points (max. 100 points) (60 points to pass)

I. Listening: I1I. Grammar:

11. Vocabulary: IV. Translation:

I. Listening: (max. 20 points) points

II. Vocabulary: (max. 34 points) points

A. Translate the following expressions into English: (2 points each)

maximalizovat zajist ovaci sumu —

pfedpovidat naklady spusténého projektu —

obvitiovat subdodavatele ze zavad a zpozdéni —

vypracovat proveditelny plan pro mimotfadné udalosti —

odvratit selhani zaloznich zafizeni —

schvéleni predlozenych pozadavka na pracovnf silu —

navthnout a uskute¢nit t¢inné omezeni —

dostate¢né zhodnotit casové narocné vybérové fizenf —

B. Write expressions the following definitions refer to: (2 points each)

7. a person or group of people who are considered to be an important part of an
organization because they have responsibility within it or receive advantages from it:

2. the process of arranging for somebody outside a company to produce goods or provide
services for that company:

C. Complete the sentence with one of the following phrases; translate the selected phrase.

ENDEAVOUR, DEADLINES, PROPOSALS,
KEY FEATURES, ENCOUNTER, SERIES

of a well-managed project is its detailed

(2 points each)

7. One of the
and perfect organization.

In Csech or Slovak:

2. 'The last public of the two CEOs took place at
the engineering trade fair in Vienna, and it was very informal.

In Csech or Slovak:

3. The project team has to predict any difficulties and its members have to be prepared to
solve a of complex tasks.

In Czech or Slovak:

D. Complete each sentence with a correct form of one of the following verbs; each verb can be used only once: (1 point each)

COST — PAY — PASS - STAY
MOVE - FIX - HIT - BUMP UP

1. the objectives means setting final goals that need to be achieved.

2. Have you ever been unfair and risk to somebody else?

3. Its estimated that human errors
economy €30 billion last year.

the European

E. Complete each sentence with a word made from the word given in brackets. (1 point each)

7. The management’s over the future development is so
big that they haven’t been able to reach any conclusion at all. (AGREE)

2. Ifyou really want to save some money, consider
some of your less important business activities. (SOURCE)

3. A new market research will show our company what the
to our major difficulty is. (SOLVE)

4. 'The project has to be finished with all no later than

next Friday. (DELIVER)

5. Do all of you think that the project of the new robot is ?
(DO)




ITI. Grammar: (max. 30 points) points
A. Fill in the gaps with a suitable preposition or adverbial, if necessary: (1 point each)
7. The CEO’s concern the future development is gone now.

2. Bob has been chosen to oversee the pilot project.

3. Our company took 5 new construction engineers last month!

4. Fortunately, corner-cutting is not peculiar many companies here.

5. Although this supplier isn’t very reliable, we have decided to get with them.

6. The development points more sophisticated electronic systems.

B. Rewrite the sentences so that they mean the same as the sentence above. (3 points each)

7. Sarah got a job in a factory. Five years later the factory closed down.

At the time the factory Sarah
there for five years.

2. When they left college, Mary and Sue started making films together. They still make films.

Mary and Sue since they

3. Last year Jane travelled around Europe. It took her 5 months and it was during university
studies of her best friend.

Last year Jane for 5 months

while her best friend at university.

C. Fill the gaps with the definite article the, indefinite article a(n) or no article: (1 point each)

Well, as you know, last year we made decision to move our operations to

Cambridge, because it’s very important for biotechnology companies to recruit

scientists from best universities. We’re in very competitive jobs

market here in Cambridge and we motivate our employees by offering them
excellent working conditions. We’ve built up

excellent team, and we’re doing some

very important research in field of gene therapy.

D. Choose a suitable option that can complete each sentence. The number of correct answers is 1—3. (2 points each)

7. OperaHouse is located on Fourth Avenuein __ Denver.
A:The ... the ... o B:o..o..
C:o..the ..o D:The ..o ..0
2. President of IMF and Prime Minister Gordon Brown came
to Masaryk University on foot.

A:o..the..o..the..o
C:The..the..o..0..0

B:The ..0..0..the.. 0o
D:o...0 .. the ... the ... the

3. Harry Potter goes to school in Hogwarts, goes thetre by train
and reads Daily Prophet.
A:the .. o ... the ... the B:o .. the..o..the
C:o..the..the..o D:o..o..0..the
IV. Translation: (max. 16 points) points

Translate the following sentences into English:

Vybrany projektovy tym se musi ujistit, ze zdroje byly spravné rozdéleny a ze naklady nejsou
navysovany, protoze pokud by stavba nebyla pfeddna vc¢as a v ramci rozpoc¢tu, mohlo by to
finan¢ne zruinovat cely projekt. Dalsi moznosti je poskytnout dodavatelim finanéni pobidky,
které by vedly ke kvalitni praci. Pokud vsak v piifpadé problémut odmitne investor prodlouzit
koneé¢ny termin, budou stavebni firmy muset zaplatit za zpozdéni.




Unit 3 — TEAMWORKING

Coursebook, page 25, exercise READING e

1. In the text find words or expressions corresponding to the following
definitions:

1. = successively, consecutively (paragraph 1)

to accomplish something successfully; to gain
something with effort (par 2)

to present, arrange, or display; to intend; to begin an

3. to =

undertaking (par 2)
_anumber representing a particular amount, especially
4 ~ one given in official information (par 2)
_ without showing off or boasting; showing a moderate
o ~ estimation of one’s own talents or abilities (par 3)
acting directly to produce an effect; working or
6. = producing effectively without wasting effort, energy, or
money (par 3)
7.  to = to bear or endure without complaint (par 3)
3 _aproduct of thinking; ideas typical of a particular time
) ~ orplace (par 3)
9. = an end result; a conclusion (par 3)
10. =  boring, tiresome and uninteresting (par 3)
_ametaphor describing the act of monopolizing the
11. to = . . .
speaking time during an event (par 3)
_ tospeak, plead, or argue in favor of something; to
12. to = .
support something (par 4)
) _anarrative or record of events; a report or description
3 ~ of what happened (par 4)
_agroup problem-solving technique in which members
14. = . .
spontaneously share ideas and solutions (par 4)
- 1o _ to produce, provide, propose or suggest something
o ~ (such as an idea) (par 4)
16 _ademanding or stimulating situation; a call to engage
) ~  in a contest or fight (par 4)
17. to =  to shape, create or form something (par 5)
_ touse, consume, spend, or expend thoughtlessly or
18. to =
carelessly (par 5)
19. to =  to construct; to put into words; formulate (par 5)
20. to =  to gain or obtain (someone’s help or support) (par 5)
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2. Answer these questions based on the information contained in the text:

1.

10.

11.

Why are meetings considered as important for company bosses?

What statistics did Synectics company produce regarding meetings?

What does the text say about the skill of running a meeting, and how are Synectics’
meetings characterized?

Where do many small informal meetings happen, and how are they described?

What do people who try to improve meetings say about the problems of big meetings?

What are the two basic purposes of holding a meeting?

What three phases should problem-solving include?

Why is it wise to ask people to say only what they liked about a meeting and not what
they find bad or negative?

What is especially important about meetings for companies?

What example of time-wasting does Professor Bradford present, and how should this
issue have been solved?

Why is it important to frame a good question?
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Workbook, page 15, exercise LISTENING 2

Fill in the missing words in their correct form in the interview summary:

! Professor O’Driscoll started his talk by mentioning Professor Belbin’s (1)
I
| of team roles. He says the way companies view team has started to (2)

: Belbin defined a team as a (3) made up of individuals who perform

: their roles.

I His (4) is (5) as it helps people
:understand themselves as well as other team members. It also increases the team’s
: (6) knowledge of how it is (7) . However, :
: (8) teamworking (9) from a combination of :
I individual and collective (10) , or abilities. I

I I
I People generally think of teams as a group of highly competent individuals who ,
I

: (11) to (12) as a team. The task is, however, :
I' to develop teams of individuals who perform (13) . Therefore their !
: (14) looked at competences that were required to bring about:
: (15) (16) _ :
: The study (17) many differences between teams regarding their :
I structure and (18) . Business teams tend to be ad hoc!
: (19) formed to (20) short-term needs. But :
: even these short-lived teams share generic (21) with :
: (22) ones. An example describes jazz musicians: although :
1(23) might not be expected to be significant in such !
: (24) teams, it was found out that the musicians tried to establish a :

: level of social (25)

I
I
I the (27) of a team as a collective. It takes into (28)

Professor O’'Driscoll’s team also developed a model used for (26)

I
; the relationships between the people and identifies sixteen (29)

:competencies necessary for high team performance. They divided them into four

: (30) , OT groups.

I Finally, it can be said that when using the new (31) , it is possible
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MODALS I (PRESENT TENSE) — additional information

1. Modals in other forms and tenses

be able to can’t = cannot = not to be able to

We were able to do it. = NEMOCI

We have been able to do it. I can’t (= cannot) do it.
We will be able to do it. I am not able to do it.

needn’t = need not = not to have to
have to = not to need to

I had to do it. = NEMUSET

I have had to do it. I needn’t (= need not) do it.
I will have to do it. I don’t have to do it.

I don’t need to do it.

mustn’t = must not = may not =
be allowed to not to be allowed to

T was allowed to (= might) do it. = NESMET

I have been allowed to do it. I mustn’t (= must not) do it.
T will be allowed to do it. I may not do it.
I am not allowed to do it.

NEED

As you can see from the table, the verb “need” + not means “not to have to”; in other words, this
verb can have two functions in a sentence:

1. as a full-meaning verb (= POTREBOVAT):

I need to go shopping. I don’t need to go shopping. I will need to go to school. I haven't
needed to go to the doctor yet.

2. asan auxiliary verb — only in the negative form (= NEMUSET):

I needn’t get up. I didn’t need (= have) to get up yesterday. I need not get up.

2. Difference between must and have to in the present tense

Must is personal. We use this verb when we give our personal feelings.

You must do something. = ‘I (the speaker) say it is necessary’:
She’s a really nice person. You must meet her. (= I say this is necessary)
I haven’t phoned Ann for ages. I must phone her tonight.

Have to is impersonal. We use it for facts, not for our personal feelings.

You have to do something because of a rule or the situation:

You can’t turn right here. You have to turn left. (because of the traffic system)
My eyesight isn’t very good. I have to wear glasses for reading.
George can’t come out with us this evening. He has to work.

d Compare:

I must get up early tomorrow. There are a lot of things I want to do.
I have to get up early tomorrow. I'm going away and my train leaves at 7.30.
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3. Should X had better X would rather

SHOULD = OUGHT TO

The meaning of this verb is “I advise you (not) to do something”, i.e. (NE)MEL BYS in Czech:

Mary and Tom should (= ought to) stop making the noise since it’s quite late.
We shouldn’t (= oughtn’t to) be watching the horror movie, we won't be able to fall asleep.

HAD BETTER

This expression is mostly used in its short form “’d better” (be careful, the abbreviated form ‘d
does NOT mean “would” but “had”) and its meaning is “I am strongly advised (not) to do
something”, i.e. OPRAVDU BYCH (NE)MEL in Czech; as you can see, this expression is more
urgent than “should” (or “ought to”); it is followed by a bare infinitive (without to0):

The secretary had better phone the CEO and tell him about the strike.
You had better not miss the meeting as your career depends on it.
I had better be checking my luggage more carefully.

WOULD RATHER

This expression is mostly used in its short form “I’d rather” and it means the same as “I'd prefer
to do something”, i.e. RADEJT BYCH in Czech; however, although they are identical in meaning,
there is a difference in the form of words that follow these two expressions:

I would rather + bare infinitive without to (+ than + another bare infinitive)
I would prefer + infinitive with to (OR a noun phrase)

I’'d rather sleep than do my homework. I’d prefer to sleep.
I’'d rather be reading a book than washing the dishes. I’d prefer to be reading a book.
I’'d rather choose a cup of tea. I’'d prefer a cup of tea.

¢ Be careful:
If you use the verb “prefer” without “would”, it is followed by a gerund, i.e. ing form (or a
noun phrase; moreover, when comparing two preferences, you can also use preposition
to + another gerund (or a noun phrase):

My mother prefers reading detective stories to watching detective movies.
I have always preferred summer to winter.
People generally prefer being seen as hard-working to being perceived as lazy.

Grammar exercises I

1. Complete the sentences using can or (be) able to. Use can if possible; otherwise use

(be) able to.
1. George has travelled a lot. He speak four languages.
2. Thaven’t sleep very well recently.
3. Sandra drive but she hasn’t got a car.
4. Ican’t understand Martin. I've never understand him.
5. T usedto stand on my head but I can’t do it now.
6. Ican’t see you on Friday but I meet you on Saturday morning.
7. Ask Catherine about your problem. She might help you.
8. Susan will go to France with us because she has saved some money.
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2. Complete the sentences with can / can’t / could / couldn’t + one of these verbs.

come eat hear run sleep wait
1. I'm afraid I to your party next week.
2. When Tim was 16, he was a fast runner. He 100 metres in 11 seconds.
3. ‘Areyouin a hurry?’ ‘No, I've got plenty of time. I
4. I'was feeling sick yesterday. I anything.
5. Can you speak up a bit? I you very well.
6. ‘Youlook tired.” Yes, I last night.’

3. Complete the sentences with the verb in the brackets in its correct form.

1. ‘Where’s Bob?’ ‘T'm not sure. He might be having lunch.’ (have)

2. ‘Who is that man with Ann?’ ‘T’'m not sure. It might her brother.” (be)

3. The application form must by the applicant herself. (complete)

4. ‘What are all the students doing at the moment?’ ‘T'm not sure. They might a
test.” (take)

5. The song must by the singer right now — I can him sing!
(record; sing)

6. ‘Why are those people waiting in the street?’ ‘I don’t know. They might for a
bus.” (wait)

7. ‘Shall I buy this book for Tim?’ ‘You’d better not. He might already it.” (have)

8. Ithink Jack must now because it’s 2 a.m. and he has to get up early. (sleep)

9. Sandra, you really should for tomorrow’s test or you’ll fail it. (study)

10. We shouldn’t in this place by anyone or we’ll get into trouble. (see)

11. He must the doorbell for 15 minutes or so! Open the door. (ring)

12. The gardener can’t guilty! He wasn’t here when Jim was killed. (find)

4. Complete these sentences with the English equivalents of Czech ‘“nesmét” or
“nemuset”. If there are more possibilities, write down all of them.

1. Idon’t want anyone to know. You tell anyone.

2. He wear a suit to work but he usually does.

3. 1 change my job in the past two years, which is very good for me.

4. Ican stay in bed tomorrow morning because I go to work.

5. My children go to the cinema with us tonight because they're
too young.

6. Whatever you do, you touch that switch. It’s very dangerous.

7. There’s a lift in the building, so we climb the stairs.

8. You forget what I told you. It’s very important.

9. Sue get up early. She gets up early because she wants to.

10. Jack move out of his flat until last year when he decided to
move to London.

11. Don’t make so much noise. We wake the baby.

12. 1 eat too much. I'm supposed to be on a diet.

13. You be a good player to enjoy a game of tennis.
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5. Complete the sentences using might be able to or might have to + a suitable verb.

1. Ican’t help you but why don’t you ask Jill? She might be able to help you.

2. I can’t meet you this evening but I you tomorrow evening.
3. I'm not working on Saturday but I on Sunday.
4. Georgeisn’t well. He to hospital for an operation.

6. Complete these sentences with must or have to (in the correct form). Sometimes it
is possible to use either; sometimes only have to is possible.

1. It’slater than I thought. I must OR have to go now.

2. Jack left before the end of the meeting. He go home early.

3. In Britain many children wear uniform when they go to school.
4. When you come to London again, you come and see us.

5. Last night Don became ill suddenly. We call a doctor.

6. Youreally work harder if you want to pass the examination.

7. I'm afraid I can’t come tomorrow. I work late.

8. I'msorry I couldn’t come yesterday. I work late.

9. Paul doesn’t like his new job. Sometimes he work at weekends.
10. Caroline may go away next week.

11. We couldn’t repair the car ourselves. We take it to a garage.

12. Julia wears glasses. She wear glasses since she was very young.

7. Complete the sentences using either ought to (should) or had better or would
rather (’d rather) plus the verb in the bracket in its correct form. If you decide to
use would rather, write down also the possibility with would prefer (’d prefer).

1. My parents (go) England than stay at home but I think they
(go) to Spain instead because it isn’t so cold there in the fall.

2. Tell your children that they (keep) away from my garden or
otherwise you’ll have to pay for the damage they will cause.

3. I'd say you (enjoy) your holiday now rather than answering
emails.

4. My advice is that Tim (start) working as a painter but his
mother says (be) an economist or he won’t repay all his debts.

5. Unless you want to fail the entrance exam tomorrow, you (go
through) the textbook once again.

6. 1 (listen) to Mozart than Beethoven at this moment.

7. European countries (carry out) a wise fiscal policy in order to
keep their budgets balanced although some politicians (spend)
more than suggested.

8. 1 (lie) on the beach than doing my English homework now.
Look, Mary (wear) a helmet when riding her bike because she
can get hurt really badly.
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MODALS II (PAST TENSE) — additional information

1. Modals and past infinitives

this form indicates that the speaker is convinced that something
happened (in the past) in a certain way although it needn’t be true:

I must have left the bag in the shop.
— I think I left it there but maybe it’s wrong.

this form indicates that the speaker is convinced that something didn’t
happen (in the past) in a certain way although it needn’t be true:

CAN’T / COULDN’T
+ HAVE ...-ED I can’t/couldn’t have left the bag in the shop.

— I think I didn’t leave it there but maybe it’s wrong.
this form indicates that the speaker had an opportunity to do
something (in the past) but he/she didn’t use it:

Why did you stay in a hotel? You could have stayed with us.

— You had the opportunity to stay with us but you didn’t use it.
this form indicates that someone advised the speaker to do something
(in the past) but the speaker didn’t do it:

I think you should (OR ought to) have left an hour earlier.

SHOULD / OUGHT TO
+ HAVE ...-ED
— I think it would have been good if you had left an hour earlier
but you didn’t.

the form indicates that there was a 50% chance (or probability) that
something happened in a certain way, but the speaker doesn’t know if
MAY / MIGHT it really happened in the way mentioned:

+ HAVE ...-ED

Tim was in a bad mood last night. He may/might have been ill.
— There is a chance that Tim was ill but I'm not sure about it.
the form indicates that it was not necessary for the speaker to do

something but since he/she didn’t know that he/she didn’t have to do
it, he/she did it:

I thought it was going to rain so I took an umbrella with me. But it
didn’t rain so I needn’t have taken it.

NEEDN’T
+ HAVE ...-ED

— It wasn’t necessary for me to take the umbrella but because I
didn’t know it, I took it.

¢ Additional notes:

MUST HAVE ...-ED X HAD TO

As mentioned above, “must have ...-ed” means that the speaker is convinced that something
happened (in the past) in a certain way although it needn’t be true:

I must have lost my keys. = I can’t find them so I think I lost them although it needn’t be true.

However, “had to” refers to an obligation or necessity that had to be fulfilled; it doesn’t describe the
speaker’s personal feelings or attitudes; in other words, someone was obliged to do something:

I had to leave at five in order to catch the bus. = I had no other choice if I wanted to catch the bus.
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COULD

This verb can be found in three grammatical contexts:
a) in conditional clauses with the meaning of “would be able to”, i.e. MOHL By in Czech:

We could go to the cinema if we came home from work in time.
If I were ten years younger, I could apply for this job.

b) past tense of “can”, which means the same as “was/were able to”, i.e. MOHL (JSEM/JSI) in Czech:

Tom couldn’t come to the meeting because his flight was delayed.
They could spend so much money since they had won a lottery.

¢) could (not) + have ...-ed — see above for the meaning:

Why did you go by bus? You could have taken my car.
I don’t believe I failed the exam. I couldn’t have had so many bad answers.

Since the alternative form of “can/could” is “be able to”, it can be used with a past infinitive as well:
could (not) have —ed = would (not) have been able to

We could have started studying German but we decided not to.
We would have been able to start studying German but we decided not to.

MAY/MIGHT X COULD

Sometimes “could” has a similar meaning to “may” and “might”:

The phone’s ringing. It could be Tim. (= it may/might be Tim)
You could have left your bag in the shop. (= you may/might have leftit...)

But “couldn’t” (negative) is different from “may not” and “might not”. Compare:

She was too far away, so she couldn’t have seen you. (= it is not possible that she saw you)
A: Twonder why she didn’t say hello.
B: She might not have seen you. (= perhaps she didn’t see you; perhaps she did)

DIDN’T NEED TO X NEEDN’T HAVE ...-ED

I didn’t need to... = it was not necessary for me to... and I knew this at the time; it’s the
same as “I didn’t have to”:

I didn’t need to get up early, so I didn't.
I didn’t need to get up early, but it was a lovely morning, so I did.

‘I needn’t have ...-ed’ = I did something but now I know that it was not necessary:

I got up very early because I had to get ready to go away. But in fact it didn’t take me long to
get ready. So, I needn’t have got up so early. I could have stayed in bed longer.

Grammar exercises I1
1. Read the situations and make sentences firom the words in brackets. In each case use a
modal verb too (in some cases the modal verb is negative).

1. Ican’t find George anywhere. I wonder where he is.

(he / go / shopping) He may have gone shopping.

(he / play / tennis) He might be playing tennis.
2. Why did you stay at home last night?

(you / not / stay / at home)

(you / go / cinema)
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10.

11.

12.

13.

14.

15.

16.

Why didn’t you come earlier? There are no front seats left now.
(you / come earlier / to get front seats)

(you / not / get / any front seats now)

I think Tim didn’t hear the phone otherwise he would have answered it.

(he / not / hear / the phone)
(he / be / in the garden)

It wasn’t necessary for you to come to the meeting.

(you / come / to the meeting)

(you / stay / at home)

I can’t find my wallet! I'm sure I left it at school.
(I /leave / it / at school)

(I / worry / as I know where it is)

It would have been better if the opera house had been finished a month earlier.

(the opera house / finish / a month earlier)

(it / not / take / so long to build it)

It is possible that Jack has left for Brazil so perhaps he isn’t in his office.
(Jack / leave / for Brazil)

(he / not / be sitting / in his office)

None of our students are allowed to take the placement test as they didn’t apply for it.
(they / not / take / the test)

(they / apply / for taking the test)

It hasn’t been necessary to wash the dishes. It was possible for us to do it later.
(the dishes / not / wash)

(we / do / it / later)

It would have been better if you had saved some of your money for a new car.

(you / save / the money / for a new car)

(all the money / not / spend / by your wife)

Was it possible for you to come to the party? It wasn’t necessary to wait for an invitation.
(you / come / to the party / ?)

(you / not / wait / for an invitation)

Do you think it hasn’t been a good idea to watch the horror movie?
(I / not / watch / the horror movie/ ?)

(I / not / fall asleep easily / now)

Susan left her glasses at home.

(she / not / see / the video / properly)

(she / go / home / and pick them up)

Do you know where the teacher has left her keys?
(she / not / leave / them / in her office / ?)

(they / fall / behind her desk)

I told her not to be lying in the sun for two hours. Look, she got burned.
(she / not / be lying / in the sun for so long)

(she / not / get burned / and / be burned now)
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2. Complete the sentences with either “had to” + present infinitive or “must” + past
infinitive of the verb in the brackets.

1. Mary (hurry) because her boss needed the figures. However, there
are some obvious mistakes so she (forget) to check them.
2. 50% of the students (pass) the exam otherwise the teacher

wouldn’t have been so happy.

3. During the interrogation I (sit) on that chair for two hours and the

policemen kept asking me questions. And then one of them

(leave) because he had some other duties.

Mary (wake up) before me because she made breakfast.

(Jennifer, go) to Argentina, or was it her own idea?

6. The work on that project (finish) one week earlier because the

customer would have finished our cooperation otherwise.

7. The child (sleep) for the whole night because we didn’t hear any
crying.

8. The thief (see) by someone because the police got his detailed
description.

9. The evidence shows that the actor (kill) between 4 a.m. and 6 a.m.
But why (he, die)?

10. 1 (go) to Las Vegas to see that musical!

3. Complete the sentences with either “could” + present infinitive or “could” + past
infinitive of the verb in the brackets.

1. If Tom had more money, he (take) us for an exotic holiday.

2. None of the students (pass) the test because they didn’t study
properly.

3. Why didn’t you tell me you were going to Birmingham? You (stay)
with my sister there.

4. Itold you that you (hear) the music better if you had been sitting
in the front.

5. Yes, our company (sell) our goods to Cuba and therefore we used
this opportunity.

6. Yes, our company (sell) our goods to Cuba but we didn’t want to

support its political regime, so we didn’t sell.

7. If you wanted to travel abroad, you (buy) our insurance.

8. All her children (study) at Harvard but she wanted them to study
at Princeton.

9. Which of you (use) a computer when you were five years old?

10. I know we (come) to see you last week but we had other business
to do.
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4. Complete the sentences using “might not” or “couldn’t”.

1. A: Do you think she saw you?

B: No, she was too far away. She couldn’t have seen me.
2. A:Iwonder why she didn’t say hello. Perhaps she didn’t see me.
B: That’s possible.
3. A: Iwonder why Ann didn’t come to the party. Perhaps she wasn’t invited.
B: Yes, it’s possible. She

4. A: Tom loves parties. I'm sure he would have come to the party if he’d been invited.

B: I agree. He

5. A: I'wonder how the fire started. Do you think it was an accident?

B: No, the police say it

6. A: How did the fire start? I suppose it was an accident.
B: Well, the police aren’t sure. They say it

5. Complete the sentences with either “didn’t need to” + present infinitive or “needn’t”
+ past infinitive of the verb in the brackets.

1. Tom (buy) two tickets because Susan decided not to go.

2. Jack (kill) Josh because he would have died in a car accident
anyway.

3. Our company (take over) our biggest rival because we had found

out that they were planning to leave the Czech market.

4. The students (read) the book for two hours to get ready for a test
because the teacher fell ill and the test was cancelled.

5. Our members knew they (take) the foreign-language test but most
of them took it anyway.

6. The CEO (fly) to Nicaragua because no deal was made there.

7. The managers (take) the English classes for several months but

they did because they had expected that such training could be useful.

8. ITknewl (stay) at work until 9 p.m. but I wanted to get all my
work done.
9. You (stay) in that expensive hotel for two weeks because there

way a cheaper one just round the corner.

10. My parents (buy) another car because but they wanted to invest

their money in this way.
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Past Modals: Interpretation

vysvétleni a interpretace jednotlivych vazeb moddlnich sloves s minulym infinitivem, vietné rozliseni od
vazeb, které jsou zde uvedenym strukturdm podobné

© MUST + HAVE ...-ED

OBECNE PLATNA INTERPRETACE ,,MUST HAVE ...-ED“: ,néco se podle mého ndzoru muselo stat” = ja

jsem presvédceny, Ze k né¢emu nutné doslo (muselo dojit), ale ve skutecnosti viibec netusim,
jestli se to opravdu stalo nebo ne

* Jane bought a new house. She must have won in a lottery.

= ve skutecnosti viibec nevim, jestli vyhrdla, nebo ne, ale vzhledem k tomu, Ze si koupila
novy dum (a pritom je vécné bez penéz), jsem dosel k zavéru, Ze prosté musela vyhrdt
v loterii (protoZe odkud by jinak ty penize méla?)

rozdil mezi HAD TO DO something a MUST HAVE DONE something:

OBECNE PLATNA INTERPRETACE ,,HAD TO“: ,byl(a) jsem nucen(a) néco udélat” = byl jsem pfFinucen
okolnostmi / predpisy / lidmi kolem mé / svym vlastnim pfesvédéenim / svym nutkanim /
situaci /... néco udélat — a to bez jakéhokoliv dal$iho vyvozovani (jestli se to skuteéné stalo,
nebo ne — to mé viibec v tomto pripadé nezajima, to vibec neresim)

* Jennifer must have left before I came to the meeting.

= ve skutecnosti netusim, kdy presné odesla, ale vzhledem k tomu, Ze jsem ji na té schuzi
nepotkal, domnivam se, Ze musela odejit drive, neZ jsem ja prisel (a pritom skutec¢nost
mohla byt takovd, Ze se na schizi ani nedostavila, ale ja to nevim)

* Jennifer had to leave before I came to the meeting.

= Jennifer byla nucena odejit (napr. proto, Ze méla jinou schiizku nebo potrebovala odejit
k léekari, jel ji vlak, shanél se po ni $éf,...) a stalo se to jesté pred tim, neZ jd jsem na tuto
schizi dorazil

@ CAN’T/COULDN’T + HAVE ...-ED

OBECNE PLATNA INTERPRETACE ,,CAN’T/COULDN’T HAVE ...-ED“: ,nebylo mozné, aby se néco podle
mého ndzoru stalo (mohlo stdt)” = ja jsem presvédceny, Ze k néemu zkratka nedoslo
(nemohlo dojit), ale ve skutecnosti vilbec netusim, jestli se to opravdu nestalo, nebo jestli to
celé nebylo néjak jinak

* Mike is an honest man. He can’t/couldn’t have stolen your wallet.

= ve skutecnosti vibec nevim, jestli Mike tu penéZenku ukradl nebo ne, ale vzhledem
k tomu, Ze o ném vim, Ze je to Cestny clovék, zda se mi zkrdtka nemozné, aby to byl on,
kdo to ukradl (coZ ale nevylu¢uje moznost, Ze pfede mnou si na slusného jen hraje a ve
skutecnosti nemd problém néco ukrdst)
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rozdil mezi COULDN’T DO something a COULDN’T HAVE DONE something:

OBECNE PLATNA INTERPRETACE ,,COULDN’T DO“: ,neexistovala moznost néco udélat = existovaly
néjaké vnéjsi okolnosti / predpisy / lidé kolem mé / mé vlastni presvédéeni / mé nutkani /
situace / ..., které znemozZiiovaly néco udélat — a to bez jakéhokoliv dalSiho vyvozovani (jestli
je to tak spravné ci Spatné atp.)

* Jennifer couldn’t have left before I came to the meeting.

= ve skutecnosti netusim, kdy presné odesla, ale vzhledem k tomu, Ze ji zndm a vim, Ze se
se mnou chtéla setkat, domnivam se, Ze prosté neni mozné, aby z té schiize odesla drive,
neZ jsem ja prisel (a pritom skutecnost mohla byt takovd, Ze opravdu odesla driv,
pfipadné se na schizi ani nedostavila, ale jd to nevim)

* Jennifer couldn’t leave before I came to the meeting.

= Jennifer nebylo umozZnéno odejit pred tim, neZ jsem ja na schizi dorazil (napr. proto, Ze ji
to tak prikdzal séf, nebo byla jedind, kdo mél klice, a proto musela odchdzet jako
posledni, aby zamkla,...)

© MAY/MIGHT/COULD + HAVE ...-ED

OBECNE PLATNA INTERPRETACE ,,MAY/MIGHT/COULD HAVE ...-ED“: ,moznd, Ze se néco v minulosti
stalo” = mluvdi pfipousti moznost, Ze se néco stalo, pricemzZ nevyjadiuje své preference, jestli si

vvvvvvvv

(tzn. pravdépodobnost je 50 na 50)

* Lucy doesn’t have her textbook now. She may/might/could have left it at school.

= vim o tom, Ze Lucy nyni postradd svou ucebnici; ovSem ja jsem s ni dnes nikde nebyl,
takZe naprosto netusim, kam se jeji kniha podéla, tedy pouze pripoustim mozZnost, Ze ji
nechala ve skole (protoZe vim akordt to, Ze dnes ve Skole byla, ale stejné tak nevylucuji
jiné moZnosti — napf. ji tu ucebnici nékdo mohl ukrdst a podobné)

Opacna interpretace plati také pro MAY NOT HAVE ...-ED a MIGHT NOT HAVE ...-ED, tedy Ze mluvci
pripousti mozZnost, Ze se néco nestalo, ale nevyjadfuje své preference v mife pravdépodobnosti.
Toto ovSem neplati pro COULD NOT HAVE ...-ED:

rozdil mezi COULDN’T HAVE DONE something a MAY/MIGHT NOT HAVE DONE st:

OBECNE PLATNA INTERPRETACE ,,COULDN’T HAVE DONE“: ,nebylo mozné, aby se néco podle mého
ndzoru stalo (mohlo stat)” = ja jsem presvédceny, Ze k néemu zkratka nedoslo (nemohlo
dojit), ale ve skutecnosti vibec netusim, jestli se to opravdu nestalo, nebo jestli to celé
nebylo néjak jinak (viz M bod ¢islo @)

* Jennifer couldn’t have left before I came to the meeting.

= ve skutecCnosti netusim, kdy presné odesla, ale vzhledem k tomu, Ze ji znam a vim, Ze se
se mnou chtéla setkat, domnivam se, Ze prosté neni mozné, aby z té schiize odesla drive,
neZ jsem ja prisel (a pritom skutecnost mohla byt takovd, Ze opravdu odesla driv,
pfipadné se na schizi ani nedostavila, ale jd to nevim)
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* Jennifer might not have left before I came to the meeting.

= vubec nevim, jestli Jennifer odesla pred tim, neZ jsem ja na schizi dorazil, pouze rikam,
Ze je mozZné, Ze neodesla (ale stejné tak je mozné, Ze odesla); osobné se neklonim ani k
jedné z téchto moZnosti (protoZe k tomu nemdm dost informaci), a proto je podle mého
ndzoru 50% sance, Ze neodesla, a stejné i 50% Sance, Ze odesla

O SHouLD (NOT)/OUGHT (NOT) TO + HAVE ...-ED

OBECNE PLATNA INTERPRETACE ,,SHOULD (NOT) / OUGHT (NOT) TO HAVE ...-ED“: ,néco se mélo
stat (néco mélo byt udéldno), ale ve skutecnosti se to nestalo (nebylo to udéldno), nebo naopak,
tedy néco se nemélo stat (nemélo byt udéldno), ale ve skutecnosti se to stalo (bylo to udéldno)“ =
mluvdi je presvédceny o tom, Ze mélo k nécemu dojit, ale ve skutecnosti k tomu vibec nedoslo,
jak ndsledné vyslo najevo

* Jeffis a very bad student. He oughtn’t to / shouldn’t have studied medicine.

= vzhledem k tomu, Ze vim, Ze Jeff je mizerny student, jsem toho ndzoru, Ze nikdy nemél
studovat medicinu (protoZe vim, jak tézky obor to je); na druhou stranu ale také vim, Ze
Jeff medicinu studoval (i kdyZ podle mé nemél)

© NEEDN’T + HAVE ...-ED

OBECNE PLATNA INTERPRETACE ,,NEEDN'T HAVE ...-ED“: ,néco se nemuselo stdt, ale ve skutenosti se
to stalo” = mluvci tvrdi, Ze se néco nemuselo uskutecnit, ale ve skutecnosti se to uskutecnilo,
protoZze v okamZiku rozhodovani nemél ten dany subjekt k dispozici informaci o tom, Ze
danou véc délat nemusi, respektive Ze se muzZe rozhodnout také jinak

* | thought my mother will ask me for help so I went home soon. But in the end she didn’t
ask me for help so I needn’t have gone home soon.

= plvodné jsem si myslel, Ze mé pomoci bude potreba, a proto jsem Sel brzy domu; pak se
ale ukdzalo, Ze nebudu muset pomdhat (coZ jsem ale plvodné nevédél), a proto mizu
nyni Fict, Ze jsem nemusel chodit brzy domi (a mohl jsem zustat s kamarddy venku)

rozdil mezi DIDN’T NEED/HAVE TO DO something a NEEDN'T HAVE DONE something:

OBECNE PLATNA INTERPRETACE ,,DIDN’T NEED/HAVE TO“: ,nebylo nutné, aby se néco stalo (tzn. néco se
nemuselo stdt)” = vim o tom, Ze jsem mél dvé moznosti — abych néco udélal, nebo neudélal — a
bylo Cisté na mém rozhodnuti, jestli to udélam nebo ne, tedy ,I| didn’t have/need to do it”
znamena, Ze jsem néco nemusel udélat (nebylo nutné, abych to udélal), pficemzZ ja jsem dobre
védél, Ze neni nutné, abych to udélal

* Tom has a bottle of expensive wine at home and he didn’t need/have to pay for it.

= nebylo nutné, aby Tom za to vino platil (i kdyZ on byl pfipraven zaplatit), protoZe to napr.
za néj zaplatil nékdo jiny, nebo ho tfeba dostal od prodavace darem

* Tom has a bottle of expensive wine at home and he needn’t have paid for it.

= Tom za tu ldhev vina v obchodé zaplatil, ale teprve pozdéji zjistil, Ze za ni platit nemusel,
protoZe to vino napfr. chtél misto ného zaplatit nékdo jiny, nebo mu ho chtél prodavac
darovat, ale neZ k tomu mohlo dojit, Tom uz vino zaplatil
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REVIEW TEST
BP]_JI1A
Intelligent Business: Unit 3 — Teamworking

Name:

Teacher: TOTAL

MARK

Number of points (max. 100 points) (60 points to pass)

I. Listening: I1I. Grammar:

11. Vocabulary: IV. Translation:

I. Listening: (max. 20 points) points

II. Vocabulary: (max. 34 points) points

A. Translate the following expressions into English: (2 points each)

pfesna (jednoznatnd) zpétna vazba ohledné soucasnych projektt —

pozorovan{ typt osobnosti zakofenéna v 60. letech —

portadat schuze, aby se sdilely informace —

vénovat fadnou pozornost zavadén{ feseni do praxe —

prekazka znacné ovliviujici nase skolenf —
zadat dalsf kroky nové pfijatym zaméstnancam (7 skwo) —

poskytovat tymu pravidelné aktualizace a zdroje informaci —

chvalit a podporovat pracovniky za praci pfescas —

B. Write expressions the following definitions refer to: (2 points each)

1. a person who helps somebody or a group of people to do something more easily or reach
an agreement about something by discussing problems, giving advice, etc. rather than by
telling them what to do:

2. to organize all the different parts of something to ensure an effective operation:

C. Complete the sentence with one of the following phrases; translate the selected phrase.

COVERAGE, MORALE, SPIRITS, CLUSTER,
AGENDA, EGG-TIMER, POLICY, VENUE

(2 points each)

1. We’ve been very successful in our projects recently so the team’s
is very high.

In Csech or Slovak:

2. “Before we start our today’s meeting, Bill, can you review the
first?”’

In Csech or Slovak:

3. I'm afraid this hotel is not a very suitable for
our conference.

In Czech or Slovak:

D. Complete each sentence with a correct form of one of the following verbs; each verb can be used only once: (1 point each)

EMERGE FROM — AGREE — REFLECT — DISPATCH
RESEARCH — ADVOCATE — TAKE ON — CONDUCT

1. Jack developing a completely new strategy at the
last meeting.

2. Unfortunately I can’t
be here.

on your proposal because I won’t

3. We the idea of holding store meetings for more
than a year.

4. Team members a series of personality tests a month ago.

E. Complete each sentence with a word made from the word given in brackets. (1 point each)

7. Our laboratory wants to carry out a new study.
(BENCH)

2. 'The employees will get a special bonus this year.
(FORTUNE)

3. It’s our to recommend the best solution.

(OBLIGE)

4. They have the knowledge and
your team-building. (EXPERT)

to help you with




ITI. Grammar: (max. 30 points) points

A. Fill in the gaps with a suitable preposition or adverbial, if necessary: (1 point each)

7. This incentive has presented me an opportunity to find more information.
I like working in a team — a small one particular.
Have you given us updates the progress of your latest project?
Meetings hardly achieve what they are set to do.

The company will invest the production of laptop computers.

o R wN

I'm not going to do this work these circumstances!

B. Rewrite the sentences so that they mean the same as the sentence above; use modal verbs. (3 points each)
1. Helen passed me without saying hello. However, she told me she wanted to talk to me.

I think the only possible explanation is that she you.

2. Maggie wanted to come to the party but her parents didn’t let her go.

Maggie to the party.

3. It was my choice to decide whether to eat the food or not.

I the food but I ate it.

C. Fill the gaps with the correct form of the VERBS and other wotds in brackets:: (1 point each)
We’ve been preparing hard for the new competitor so 1 think we
(SHOULD, SUCCEED) when they start their operations here. It’s true that it wasn’t

(NEEDN'T,

necessary to hire new staff and also, we
INTRODUCE) the three-shift system. But we said to ourselves: “We
(MUSTN’T, UNDERESTIMATE) the new company!” and I
(MIGHT, even, EXPAND,) to

think we didn’t. We

other countries in the future to become stronger but in my opinion we

(NEEDN’T, DO, it this year. Unfortunately, we
(HAVE TO, DISMISS) some office workers soon. Probably we
(MIGHT, TELL) them some time ago that their positions are
(CAN, OFFER) them

not certain I guess. But we

really good leaving conditions. They

(MIGHT, BE ABLE, GET) some paid days off too.

D. Choose a suitable option that can complete each sentence. The number of correct answers is 1—3. (2 points each)

1. listening to our conversation?

A:Should they have been
C: Ought to have they been

B: Ought they to have been
D: Should have they been

2. I’msorry but I a year ago that the demand would be so high.

B: couldn’t have known
D: can have known

A: cannot know
C: can’t have known

3. My subordinates leave their workplace now.

B: are not able to
D: mustn’t

A: are not allowed to
C: can’t have left

IV. Translation: (max. 16 points) points

Translate the following sentences into English:

Musim pfipustit, ze nase spole¢né rozhodnuti nebude pfedlozeno vedeni firmy, protoze by
urcité odmitli prodlouzit konecny termin, a vSechny davérné zaleZitosti, které hraji klicovou
roli v nasem vyzkumu, by byly prozrazeny. Kromé toho nasemu tymu nemohl dominovat
uspéch zavisejici pouze na vhodném rozhodovacim procesu, vykonném pfedsedajicim,
kladném pfistupu k zadanym ukolim a nepiitomnosti problémovych clent nasi skupiny.




Unit 4 — INFORMATION

Coursebook, page 35, exercise READING e

1. In the text find words or expressions corresponding to the following
definitions:

to blame someone for something; make a claim of

1. to = wrongdoing or misbehavior against someone
(paragraph 1)
o _ excessive in degree or nature; compulsive; unwilling to
) ~ give up some goal (par 2)
3. = the act of searching for something (par 2)
_acomputer program for manipulating figures,
4 ~  displaying data in rows and columns (par 3)
5. = very important or essential (par 3)
to involve oneself in a situation, esp. to prevent
6. to = . .
conflict; to interfere (par 3)
_ the work of keeping an accurate record of the accounts
7 ~  ofabusiness (par 3)
3 _ the dimension, quantity, or capacity determined by
' "~ measuring (par 4)
_ the difference between the cost of buying or producing
9- ~ something and the price that it is sold for (par 4)
10. to =  tonotify of approaching danger or action; to warn (par 4)
1 _ physical or mental energy needed to do something; a
’ ~ determined attempt to do something (par 5)
12. =  without any delay; immediately (par 5)
13. = the state of being satisfied; satisfaction (par 6)
L _circulation or steady and smooth exchange of data or
4- ~ news (par6)
L _ an excessive burden; an amount that exceeds a
5 ~ bearable limit (par 7)
to modify to achieve maximum efficiency; to make as
16. to = . .
perfect or effective as possible (par 7)
17. to =  to make (a manufacturing process) automatic (par 7)
to a metaphor meaning that something is predicting the
18. .
= end of something else (par 8)
19. =  activity, operation, running of something (par 8)
20 _  tending to vary often or widely; inclined to a sudden

change (par 8)
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2. Answer these questions based on the information contained in the text:

1. What is the generally accepted image of GE in America?

2. What does the process of computerizing involve, and how else is it called?

3. What is the main aim of GE?

4. How is the “digital dashboard” described?

5. What does the dashboard that all GE’s senior managers have do?

6. How is the digitization process reflected in financial terms for GE?

7. What do experts predict in terms of changing businesses’ behavior?

8. How will the economy be changed if many firms become real-time enterprises?

9. Which metaphor is used to express the current behavior of firms, and how can you
explain it?

10. How can companies use the newly obtained information about products and services,
and what danger is mentioned in connection with the amount of information?

11. What impact will real-time economy have on companies and whole economies?

12. What happened in 1987, and what was it caused by?
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Coursebook, page 38, exercise LISTENING 3

Fill in the missing words in their correct form in the interview summary:

When talking about the difference between business intelligence (BI) and industrial :

espionage (IE), Gérard Desmarest points out that the first is (1) legal 1
while the second is not. BI uses any legal or open (2) , such as:
(3) publications, business magazines, government organizations, !
(4) (5) sources, the internet, and even through :
(6) (7 . IE, however, is about !
(8) information by (9) methods, e.g. electronic :
(10) or by (11) human agents inside businesses. !

There are two areas where companies are particularly (12) . The :

first one includes their information systems. Businesses don’t use proper protection, and !
I
they might not even know that (13) files have been (14) |

with. That is why it is important to protect the information, including how it is:
(15) and (16) . On the other hand, people

represent the other danger because they are not always (17) and they :

may be ready to (18) (19) information in |

exchange for something they want. For example, a competitor can try to influence or :

(20) a(21) member of your (22) 1
This means that there are many reasons for business to install systems to :
(23) employees’ activities because information is too i
(24) nowadays. :
Making employees aware of the danger of espionage is firstly a question of |
(25) . Most employees do not know the (26) that :
(27) can use to (28) information. Competitors I
can get much (29) information by asking the right questions at the :
right time, but employees may not even (30) that they are being |
(31) . :
Gérard Desmarest also says he has been (32) in cases when a'l
company had been the (33) of IE. His job was to :
(34) and (35) the installed systems. These |
mostly include quite (36) electronic (37) which :
1(38) telephone conversations, monitored meetings, and !
: (39) this information to (40) . So one part of :
I their task was to (41) a full security (42) . After |
: that they (43) the company’s information managers on what to do to :
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QUESTIONS — review & additional information

1. Closed (yes/no) and open (wh-) questions and answers

Do you speak French? Yes, I do. / No, I don’t.
Are you staying at the Metropole? Yes, I am. / No, I'm not.
CLOSED  Were you living in Rome at the time? Yes, Iwas. / No,  wasn’t.
(YES/NO) Had you already left when I phoned? Yes, I had. / No, I hadn’t.
Can you speak French? Yes, I can. / No, I can’t.
May I come for dinner? Yes, you may. / No, you may not.

When do you usually leave work?

Whose car did you borrow?

Where were you living at the time?

How much research had you done before the product launch?
How often do you travel abroad on business?

Why have you decided to cut back on investment this year?
What languages can you speak?

Which projects are you working on at the moment?

Which of the proposals did you accept?

Which one did you accept?

WHICH X WHAT

As you can see from the table, both “what” and “which” can be followed by a noun phrase; the
difference between them lies in the possibility of answering such a question: if you start with
“which”, you imply only a limited number of possible choices; on the other hand, starting
with “what” means that the number of possible choices is unlimited:

Which color do you like, red or blue? = the answer is restricted to two possibilities
What color do you like? = it can be any color, the choice is unlimited

2. Who/what/which questions: asking about the object and subject

”» 43

Open questions beginning with “who”, “what” or “which” can take two grammatical forms: the
question can ask about the object of a sentence, OR it can ask about the subject; when asking
about the object, the word order is as mentioned above while subject questions don’t use any
further auxiliaries (like do, does, did) and the question word, i.e. the questioned subject, is

followed by a verb immediately:

What city does your brother like most?
What do you hate?

Which does Helen prefer, coffee or tea?
Which of these bags are you missing?
Who(m) did we meet at the conference?
Who(m) have they borrowed the book from?

OBJECT

What will happen tomorrow?

What subject is important for you?

Which American presidents of the 20t century were Republicans?
Which of these bags is yours?

Who stole the book from the library? (NOT Who-did-steal-the-beok?)
Who looks like the famous actress? (NOT Who-doestooklike the-aetress?)

SUBJECT

¢ Be careful: You can use the form “whom” or “who” when asking about the object but only
“who” when asking about the subject:

Who/Whom have you seen? BUT Who is the man? (NOT Whentris-the-man?)
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3. Indirect (embedded) questions

When a question becomes part of a complex sentence (i.e. it is embedded in a sentence), its word
order changes; it does not have a word order of a question any more but of a statement;
when embedding open (wh-) questions, you don’t need any special conjunction because
these questions begin with words like “who”, “what”, “where”, “how”, etc. that function as
conjunctions; however, since closed (yes/no) questions lack such words, you have to insert “if”
or “whether” in front of them:

What time is it? Do you know what time it is?

Who is that woman? I don’t know who that woman is.

Where can I find Linda? Can you tell me where I can find Linda?

How much will it cost? Have you got any idea how much it will cost?

Are you at home? Id like to ask if/whether you are at home.

Have they seen the latest film? I wonder jf/whether they have seen the latest film.
Will Mary come for dinner? Does he know if/whether Mary will come for dinner?

¢ Be careful with do/does/did questions:

What time does the film begin? - Do you know what time the film begins?
NOT }

What do you mean? Please explain what you mean.

Why did Ann leave early? I wonder why Ann left early.

4. Prepositions in questions

As mentioned above, some open (wh-) questions ask about the object of a sentence; however, in
some cases this object can be preceded by a preposition, which has to be kept in a question (you
cannot simply delete it from the question); the most common place for such a preposition is — like
in a statement — after the verb, which is frequently at the end of a question; placing a
preposition at the very front of a question is also possible though very formal:

Who(m) are you waiting for? For whom are you waiting? (EXTREMELY FORMAL)
Where do you come from? From where do you come? (FORMAL)

What are you talking about? About what are you talking? (FORMAL)

Which car are you looking at? At which car are you looking? (FORMAL)

¢ Be careful: whenever you use “who” after a preposition, you have to use it in the form of
13 »
whom”:

For whom are you waiting here? NOT Ferwhe-areyouwaiting-here?
Against whom did they protest yesterday? NOT Ageainstwhe-did they protestyesterday?

Sometimes it is possible to shorten a question to the use of a wh- word followed by a preposition:

Let’s go to the square and protest. What against?
I think we should go to the concert. Who with?

5. Question tags

Mary will be here soon, won’t she?
There was a lot of traffic, wasn’t there?
Jim should pass the exam, shouldn’t he?

The children won’t be late, will they?
Tony and I don’t like maths, do we?
There haven’t been any free samples at the show, have there?

¢ Be careful: if the intonation on the tag is falling, you are not really asking a question, you
are just inviting the listener to agree with you; however, if the intonation is rising, it is a real
question:

A: It will be very hot and sunny tomorrow, woint it? B: Yes, I know, it'll be terribly hot.
A: It will be very hot and sunny tomorrow, won't i? B:You don’t know? Yes, it will.




e After Let’s... the question tag is ...shall we?, and after the imperative (Do... / Don’t do...
etc.), the tag is usually ...will you?:

Let’s go for a walk, shall we? Open the door, will you?
Don’t be late, will you?

* Note that we say ...aren’t I? (= am I not?) or ...ain’t I in colloquial English:

I'm late, aren’t I? I'm late, ain’t I?

* In order to express surprise or interest, you can use a positive sentence with a positive
question tag (with rising intonation):

The Johnsons are leaving for Australia, are they?

Grammar exercises

1. Make a new sentence from the question in brackets.

1. (Where has Tom gone?) Do you know where Tom has gone?

i

(Where is the post office?) Could you tell me where

(What’s the time?) I wonder

(What does this word mean?) I want to know

(What time did they leave?) Do you know

(Where does Carol live?) Have you any idea

. (Where did I park the car?) I can’t remember

3
4
5
6. (Is Sue going out tonight?) I don’t know
7
8
9

(Is there a bank near here?) Can you tell me

10. (What do you want?) Tell me

11. (Why didn’t Kay come to the party?) I don’t know

12. (Do you have to pay to park here?) Do you know

13. (Who is that woman?) I've no idea

14. (Did Ann receive my letter?) Do you know

15. (How far is it to the airport?) Can you tell me
16. (What happened last night?) I wonder
17. (Who has taken the textbook?) I'd like to know

18. (Might she have seen you there?) I wonder

19. (Should Tom and Jim have visited Luke?) Tell me

20. (Whom have you heard on the radio?) She doesn’t want to say

21. (Needn’t she have got up so early?) Does she know

22. (What will be going on next weekend?) I don’t know

23. (Who has the house been built for?) I'll ask them

24. (Which month do you like most?) I have no idea

25. (What color did Mary choose for her dress?) I wonder
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2. Make questions and ask about the underlined information.

1.

I've been working in this company for 15 years.

I was trying to avoid my boss at the party last night.

So many new things happened when you were on vacation.

Both Lucy and Tom will refuse to accept the prize next week.

Austrians have protested against nuclear power stations.

We should have agreed on a common solution.

The new shopping center is being built by Skanska.

They were looking at the mountains in the distance.

3. Fill the gaps with “what”, “which”, “who”, “whom” or “whose”.

12.

13.

company have you been working for?
Jim, car did you borrow when you went for the business trip?
To have you given the roses?
of you, students, have seen the latest movie by Woody Allen?
drink would you like — whisky or brandy?
On property do they want to build the new apartment complex?
will I see at the conference in Vienna?
book are you going to read?
have you agreed on?
children did you meet at school?
of the Czech advertising agencies works for you?
students who attend your friend’s course come from abroad?
For did you bake the cake?

4. Make questions and ask about the underlined information. Each of the questions
should be written in two variants — common English and formal English.

1.

2.

I will have a look at the problem as soon as I return from France.

COMMON ENGLISH: What will you have a look at as soon as you return from France?

FORMAL ENGLISH: At what will yvou have a look as soon as you return from France?

Many local people protest against the mass murderer who killed six women.

COMMON ENGLISH:

FORMAL ENGLISH:
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3. The nice smell is coming out of my neighbor’s window.
COMMON ENGLISH:

FORMAL ENGLISH:

4. The firm focused on some market segments during the economic recession.
COMMON ENGLISH:

FORMAL ENGLISH:

5. The research is pointing to mass-market consumption of entertainment.

COMMON ENGLISH:

FORMAL ENGLISH:

6. We failed to meet the quarterly targets because of Tom.
COMMON ENGLISH:

FORMAL ENGLISH:

7. None of us wants to invest in shares of Greek companies.

COMMON ENGLISH:

FORMAL ENGLISH:

8. The taxi driver will be waiting for you for twenty minutes in front of your house.

COMMON ENGLISH:
FORMAL ENGLISH:
5. Put a question tag on the end of these sentences. /
Tom won’t be late, ? || No, he’s never late.
You're tired, ? || Yes, a little.
You've got a camera, ? || Yes, why? Do you want to
borrow it?
You weren’t listening, ? || Yes, I was!
Sue doesn’t know Ann, ? || No, they’'ve never met.
Jack’s on holiday, ? || Yes, he’s in Portugal.
Ann’s applied for the job, ? || Yes, but she won’t get it.
You can speak German, ? || Yes, but not very fluently.
He won’t mind if I use his phone, ? || No, of course he won’t.
There are a lot of people here, ? || Yes, more than I expected.
Let’s go out tonight, ? || Yes, let’s.
This isn’t very interesting, ? || No, not very.
I'm too impatient, ? || Yes, you are sometimes.
You wouldn’t tell anyone, ? || No, of course not.
Listen, ? || OK, I'm listening.
I shouldn’t have lost my temper, ? || No, but never mind.
Don’t drop that vase, ? || No, don’t worry.
He’d never met her before, ? || No, that was the first time.

—_—
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10.

11.

12.

13.

14.

15.

Translate the following sentences into English.
NemiiZu ti Fict, pro¢ bude zitra v praci malo zameéstnanci.

O ¢em jste véera s Janou tak dlouho hovorili?

Jakému népoji davas prednost, kaveé nebo caji?

Ré&d bych védél, jestli bude letos tuha zima.

Ten dopis jesté nedorazil, ze?

Kolik predmétii jsi uz absolvovala?

Kdo ti ukradl ty hodinky, nové auto a penézenku?

ME€I jsem se vCera ucit na ten test, Ze ano?

S kolika lidmi jste véera vecer vecereli?

Marie si nemusela piij¢ovat tu knihu v knihovné, protoze ji méla doma, ze?

Co ti bylo v posledni dobé ukradeno z auta?

Jakym druhem dopravy jste se sem dostali?

Mary a Luke jesté neprisli na vecirek, ze?

Tvoje mladsi sestra nesmi chodit spat prilis pozdé€, Ze ne?

Proti které nadnarodni organizaci protestujes?
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REVIEW TEST
BP]_JI1A
Intelligent Business: Unit 4 — Information

Name:

Teacher: TOTAL

Number of points (max. 100 points) (60 points to pass)

MARK

I. Listening: I1I. Grammar:

11. Vocabulary: IV. Translation:

I. Listening: (max. 20 points)

points

II. Vocabulary: (max. 34 points)

points

A. Translate the following expressions into English:

urychlit informacni tok —

(2 points each)

shromazd'ovat informace a vkladat je do systému —

data pfedstavujici novou obchodni pfileZitost —

analyzovat a optimalizovat dodavatelsky fetézec —

sledovat nestalé finan¢ni trthy —

podniknout kroky proti pfedznamenanému krachu na burze —

odrazovat uzivatele od psani poznamek rukou —

vyzradit davérné dokumenty pramyslové Spionazi —

B. Write expressions the following definitions refer to:

providing access to data to help enterprise users make better business decisions:

is often used to work out sales, taxes, profits and other financial information:

(2 points each)

1. abroad category of applications and technologies for gathering, storing, analyzing, and

2. acomputer program that can show rows of figures and perform calculations with them; it

C. Complete the sentence with one of the following phrases; translate the selected phrase:

BLOG, GADGET, DASHBOARD, QUEST,
CREDIBILITY, SURVEILLANCE, ENTERPRISE

(2 points each)

7. Electronic is sometimes used to obtain information about a

company.

In Czech or Slovak:

2. The awarded prize has contributed to his as a business analyst.

In Csech or Slovak:

3. 'This
In Csech or Slovak:

is a clever electronic device for detecting sounds around you.

D. Complete each sentence with a correct form of one of the following verbs; each verb can be used only once: (1 point each)

HEAD — TERMINATE - ACCUSE - SPEED UP
OVERLOAD — ADOPT — COUNSEL — CONTRADICT

7. Could you your employees of being lazy and inefficient?

2. I think that new computer systems will raise our
efficiency.

3. Career is an important part of the services our company
provides.

4. you ever a multinational company with hundreds of
employees?

E. Complete each sentence with a word made from the word given in brackets. (1 point each)

1. The benefit is that I can get the information
(INSTANT)

2. Please complete this and return it asap.

(QUESTION)

3. Do you have any idea when the will be finished?

(MODIFY)

4. Where does your come from? (ANNOY)




D. Choose a suitable option that can complete each sentence. The number of correct answers is 1—3. (2 points each)

ITI. Grammar: (max. 30 points) points ,
7. 'That Michael, ?
A. Fill in the gaps with a suitable preposition or adverbial, if necessary: 1 point each
b s 4 7 (12 ) A: couldn’t have been ... could it B:can’t be ... can he
7. 1 disagree with the practice of spying staff. C:couldn’t have been ... could he D:is ... is it
2. “So, let’s move to the next point on our agenda.” 2 what film have you been talking with Josh ?
3. We'll have to confront Jack the fact that the files are missing. A— . — . about ... — Brabout ... — . — . —
4. Ihave to concede your argument that the inflation is low now. C:—..about .. — .. — D:=...— .. - ... about
5. They’ve decided to opine openly their financial problems. 3. Your brother a lot of contacts to famous people, he?
6. These back-up systems are critical our operations! A:has ... hasn’t B: hasn’t ... does
C: has got ... hasn’t D: has ... doesn’t
B. Ask questions about the underlined part of each sentence. (3 points each)
1. Bookkeeping has been managed by this program for five years. . ) )
IV. Translation: (max. 16 points) points
I wonder
Translate the following sentences into English:
2. Tom wants to know: “Has that terrible HR manager already been fired?” Reditelka pro informacni technologie odmitla zasahovat do zavadéni pocitacd na ucetni
: oddéleni, protoze automatizované vedeni uUcetnich knih vzdy bylo nasim hlavnim cilem a
Could you tell him p)

3. Unfortunately, an unknown man stole all my luggage at the airport an hour ago.

All of us would like to know

C. Fill the gaps with the correct form of the VERBS and other words in brackets:: (1 point each)

A: “Please, don’t ask me why (I, LEAVE) my last job last week.

Could you imagine (it, BE, hard, how) to cooperate

with my boss? Impossible!”

B: “What (your colleagues, DO) in the future?
(BE PLANNING, they, also) to terminate their contracts like
your”
A: “No, (they, verb + not). What

(they, WOULD, DO, it, for)? They don’t have such problems.”

B: “But you are not leaving the country. (question tag)? And

(COME, who) to your position?”

A:“I don’t know and I don’t care. Let’s go home, (question tag)?”

vlozili jsme do néj mnoho usilf. Kromé toho se vyhyba poskytovani podrobnosti o pramyslové
$pionazi a sledovani, protoze nikdo nevi, jestli si je konkurence védoma moznych
bezpecnostnich rizik, a nenf tak dévod, pro¢ by mély byt tyto davérné informace sdileny.




Unit 5 — TECHNOLOGY

Coursebook, page 44, exercise READING e

1. In the text find words or expressions corresponding to the following

=

o ® DN

o

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.
20.

definitions:

to

to

to

a newly founded company (paragraph 1)

to attach something to something else (par 1)
surprisingly impressive; impressive; amazing (par 1)
to speak of yourself in superlatives; to show off (par 1)
broadly or extravagantly humorous; absurd (par 2)

a person or thing that suffers harm or death; a person
who is tricked or swindled (par 2)

a machine or tool used for the purpose of sharing or
passing information (par 2)

electronic equipment intended for everyday use, most
often used in entertainment, communications and
office productivity (par 2)

the owner of a business who attempts to make money
by risk and initiative; businessman (par 2)

in an uncontrolled manner; in a highly excited way
with strong emotion or frustration (par 3)

someone who contracts to receive and pay for a service
or a certain number of issues of a publication (par 3)

not yet used or exploited; not utilized (par 3)

the pursuit (of a person or animal) by following tracks
or marks they left behind (par 3)

an electronic device which accomplishes some routine
housekeeping task, which includes purposes such as
cooking, food preservation, or cleaning (par 3)

the occurrence of two or more things coming together;
the act of coming closer (par 4)

the percentage of persons reached by a medium of
communication, such as TV or a newspaper (par 4)

unable to hold or contain more; full (par 5)

to transmit (data) in real time, especially over the
Internet (par 5)

the human race; human beings collectively (par 5)

a wish or longing; a request (par 5)
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2. Answer these questions based on the information contained in the text:

1. How does the text describe the new PetsCell mobile phone?

2. What does Pets Mobility say was the reason for introducing the PetsCell?

3. What does it mean that “the mobile-telecoms industry has become a victim of its own
success”?

4. What is said about mobile telecoms markets in China and Africa?

5. What statistic is no longer true due to the expansion of mobile phones?

6. Why is the mobile phone industry looking for new sources of growth?

7. What are the other three untapped markets for mobile phones, mentioned in the text?

1.

2.

3.

8. What are MyMo and i-Kids?

9. What does DoCoMo estimate?

10. What is the important feature of third-generation networks, and what will their
introduction probably result in?

11. Why is mobile coverage being extended, where is it available now, and where will it be
available soon?

12. What future plans of using mobile communication are mentioned in the text?
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Coursebook, page 47, exercise LISTENING 2

Fill in the missing words in their correct form in the speech summary:

: The speaker starts by saying that what they need to (1) is the :
: (2) of a corporate website. Such a website is — as the speaker says — :
lan (3) (4) and marketing !
: (5) . They need to begin by asking their information technology :
: (6) several questions. The answers that the company needs from :
: its IT (7) €)) the hardware and the
I time necessary to spend (9) the (10)

While waiting for the answers, the speaker suggests that the (11)

(12) starts with the preparations of product (13) ,
and (14) an online (15) . It should be
modeled on the (16) used for the last market (17)

In the end, the communications departments should organize (18)

meetings to keep everyone (19) and (20)
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RELATIVE CLAUSES — review & additional information

1. Prepositions in relative clauses

Placing prepositions in a relative clause is basically the same as in questions (see unit 4); this
means that a prepositions is usually placed after the verb (which is usually at the end of a
sentence); however, it is also possible to place a preposition in front of a relative pronoun (i.e.
at the beginning of a relative clause), which makes the clause very formal but there are two
rules that must be obeyed:

a) like in questions, if a preposition is placed in front of “who”, it takes the form of “whom”:

That’s the man who I'm waiting for. OR That'’s the man for whom I'm waiting. (FORMAL)
but NOT Fhatsthe-manforwhe mwaiting-

b) you can never place a preposition in front of “that”; if you want to use this relative
pronoun, you have to place the preposition after the verb, or if you want to keep the
preposition at the front, you have to replace “that” with “which” or “whom”:

This-isthe bookfor-thatLve-beenlooking: — This is the book that I've been looking for. OR
This is the book for which I've been looking. OR This is the book which I've been looking for.

3,

2. Translation of Czech “coz”

There is a special type of non-defining relative clauses whose meaning does not refer to one noun or
nominal phrase (like in such cases as “..the technician, who...” or “...the salad, which...”) but it refers

to the whole main clause. Such a clause is always introduced with ¢, which” and it is translated into
Czech as “coz”:

The shoppers had to pay more money for the goods, which made them angry.
The Sun started to shine, which pleased the children very much.
Thousands of people have fallen ill recently, which represents a serious problem.

3. Some of whom; many of which, etc.

Sometimes you talk about more things or people and you also want to say something closer about
some (or all or none...) of them; to do that, you can use a relative clause with an of-phrase:

all / some / none (for more than two) /
PEOPLE neither (for two) / both / any / every / ... whom

five / hundreds / a few / most / ... Of .
THINGS (the office / the sister / the components / ...) which

Mary has three brothers. All of them are married.
— Mary has three brothers, all of whom are married.

They asked me a lot of questions. I couldn't answer most of them.
— They asked me a lot of questions, most of which I couldn't answer.

Tom tried on three jackets, none of which fitted him.

Two men, neither of whom I had ever seen before, came into my office.
They've got three cars, two of which they never use.

Sue has a lot of friends, many of whom she was at school with.

¢ This of-phrase is used mostly with pronouns and numerals; it is also possible to use it with

noun phrases, however, it is much more common and natural to use possession with
“whose” in such cases:

This is the new machine, the components of which were made in Germany.
— This is the new machine, whose components were made in Germany.

This is my classmate, parents of whom are in jail.
— This is my classmate, whose parents are in jail.
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4. Summary

1. Defining relative clauses:

the information provided is necessary and cannot be omitted

it is never separated with commas

The woman who lives next door is a doctor.
We met some people whose car had broken down.

the used relative pronoun can be — among others — that
Rick sold the house that his grandfather built.
if the relative clause has its own subject, the relative pronoun can be left out:

We stayed at the hotel (that/which) Ann recommended to us.
Your brother is the person (who(m)/that) I met yesterday.

the preposition in the relative clause can be put either after the verb,
I brought you the book (that/which) I told you about.

or before the relative pronoun (BUT it can never be that!)
I brought you the book about which I told you.

This is the man about whom I told you.

. Non-defining relative clauses:

the information provided is supplementary and can be omitted

it is separated with commas

My brother Jim, who is a doctor, lives in London.
Colin told me about his new job, which he’s enjoying very much.

that cannot be used as a relative pronoun here
We stayed at the Grand Hotel, which Ann recommended to us.
relative pronouns in non-defining clauses cannot be left out
We stayed at the Grand Hotel, which Ann recommended to us.
We stayed-at-the Grand HotelL Annrecommended-tous:
the preposition in the relative clause can be put either after the verb,
Mr Gray, who you spoke to yesterday, is our Personnel Manager.
or before the relative pronoun
Mr Gray, to whom you spoke yesterday, is our Personnel Manager.

Defining Non-defining

Important information \/ x

Separated with commas X

that can be used /

. v/ if itisn’t the subject
Pronoun can be omitted
X if it is the subject

It is possible to make
shortened sentences from \/
them (with -ing / -ed)

v
x
x
v
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Used in a defining clause

Used in a non-defining
clause

Used after a preposition

Can be omitted in a
defining relative clause if
it is not a subject

Grammar exercises

1. Complete the sentences with who, whom, whose, which or that. If there are more
options, list them all.
1. The customer company I visited is phoning this afternoon.
2. The manual they sent explains everything.
3. Let me introduce Tim O’Brien, will work as a new marketing director here.
4. It’s difficult to say this fax was sent by.
5. The candidates CVs Ilooked at this morning were all very good.
6. Idon’t remember I spoke to when I called yesterday.
7. Your colleague, I met this morning, had a different opinion.
8. Those students have failed the final exam will have to re-take it.
9. Toyota is a manufacturer reputation is excellent all over the world.
10. The contract you showed me before was different to this one.
11. I can’t remember I invited to the meeting.
12. Do you know Catherine works for?
13. The consultant, seems very young, is speaking to Martin Sommer.
14. The man is reading the newspaper is my husband.
15. They promoted the manager sales team was most successful.

2. Put a bracket around the relative pronoun if you can leave it out. Put a tick (v) at

© ©N o p® b

the end if you must keep the relative pronoun.

The book that you lent me about e-commerce is really interesting.

The company which is our main competitor is Apollo.

The name which they chose for the new model is Prima.

The meeting room, which wasn’t very large, became hot and stuffy.

In the end, the sales campaign was the best that we’d ever had.

These are the people whose names appear on the database.

The people who attended the presentation found it very useful.

The supplier who we visited last week had better quality than this one.
Look at the building whose owner is the multi-millionaire from Africa.

10. Richard Branson, who started with almost nothing, is a typical entrepreneur.

11. Newsweek is the English-language magazine that I read most often.
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3. Read the information and complete the sentences. Use a relative clause. Sometimes the

1.

clause is defining and sometimes it is non-defining. Use commmas where necessary.

There’s a woman living next door. She’s a doctor.
The woman who lives next door is a doctor.

I've got a brother called Jim. He lives in London. He’s a doctor.
My brother Jim

There was a strike at the car factory. It lasted ten days. It is now over.
The strike at the car factory

I was looking for a book this morning. I've found it now.
I've found

London was once the largest city in the world, but the population is now falling.
The population of London

A job was advertised. A lot of people applied for it. Few of them had the necessary qualifications.
Few of

Margaret has a son. She showed me a photograph of him. He’s a policeman.
Margaret showed me

4. Combine each pair of sentences by including the word given in brackets.

1.

Last year we introduced a new line. It’s aimed at the youth market. (that)
The new line that we introduced last year is aimed at the youth market.

I'd like you to meet a colleague. He could be a useful contact for you. (who)
I'd like you to meet a colleague

A candidate’s CV is on your desk. She deserves an interview. (whose)
The candidate deserves an interview.

A visitor is coming next week. She’s from our Paris office. (who)
The visitor is from our Paris office.

Tom took me to a restaurant. It was called ‘Noodle Heaven’. (that)
The restaurant was called ‘Noodle Heaven’.

I heard a man’s presentation. He was an investment banker. (whose)
The man was an investment banker.

Here is a mobile phone. I was telling you about it. (that)
Here is the mobile phone

Over there is a site. They’re going to build a new factory. (where)
The site is over there.

5. Complete the sentences using one of the following verbs in the correct form.

N oo p N F

blow call invite live offer read ring sit study work

I was woken up by a bell ringing.

A lot of the people to the party cannot come.

Life must be very unpleasant for people near busy airports.

A few days after the interview, I received a letter me the job.

Somebody Jack phoned while you were out.

There was a tree down in the storm last night.

When I entered the waiting room it was empty except for a young man by
the window a magazine.

Ian has got a brother in a bank in London and a sister

economics at university in Manchester.
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6. Put in that or what. If the sentence is complete with or without that, write (that) —
in brackets.

=
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13.

I gave her all the money (that) I had.

. They give their children everything they want.
Tell me you want and I’ll try to get it for you.
Why do you blame me for everything goes wrong?
I won’t be able to do much but I'll do the best I can.
I regret to say so but we have to insist on was agreed earlier.
I regret to say so but we have to insist on the procedure was agreed earlier.
I can only lend you ten pounds. It’s all I've got.
Lucy can’t be held responsible for other people do.
. Lucy can’t be held responsible for anything other people do.
. Lucy can’t be held responsible for anything happens.
. I don’t agree with you've just said.
I don’t trust him. I don’t believe anything he says.

7. Complete each sentence using who/whom/whose/where.

1.

N oo kN

What'’s the name of the man car you borrowed?

A cemetery is a place people are buried.

A pacifist is a person believes that all wars are wrong.

An orphan is a child parents are dead.

The place we spent our holidays was really beautiful.

This school is only for children first language is not English.

I don’t know the name of the woman to I spoke on the phone.

8. Join the two sentences to use a relative clause. Each of the relative clauses should
be written in two variants — common English and formal English.

The report was sent to our CEO an hour ago. You had focused on it.

CoMMON ENGLISH: The report (which/that) you had focused on was sent to our CEO an hour ago.
FORMAL ENGLISH: The report on which yvou had focused was sent to our CEO an hour ago.

Mr. McDunlop has been married three times. We talked about him yesterday.
COMMON ENGLISH:
FORMAL ENGLISH:

I've never met Jim. His business trip has been approved of by his boss.
COMMON ENGLISH:
FORMAL ENGLISH:

I want to buy the new model of Swatch. I'll wait for it until December.
COMMON ENGLISH:
FORMAL ENGLISH:

This is Professor Brown. Mary complained about him.
COMMON ENGLISH:
FORMAL ENGLISH:

61



9. Join the two sentences in the way shown to make relative clauses.
1. These are my books. All of them were bought in England.

These are my books, all of which were bought in England.

2. My boss has two secretaries. Only one of them can speak English.

My boss has two secretaries,

3. Wehad to cut down the trees. Some of them were too old and could fall.
We had to cut down the trees,

4. Joe has two nephews. Neither of them knows how to drive a car.

Joe has two nephews,

5. My family owns two houses in Nottingham. They are both for sale.

My family owns two houses in Nottingham,

6. Here are graves of American soldiers. They were all killed in the Vietnam war.

Here are graves of American soldiers,

10. Translate the following sentences into English.
1. Chtél bych potkat kazdého, kdo je tvym pritelem.

2. Pracujeme ve spolecnosti, jejiz vedeni bylo loni znovu zvoleno.

3. Tato fuze byla Spatné zorganizovand, coz meé velmi rozéililo.

4. Vidéla jsem nové laptopy, s nimiz budeme pracovat.

5. Misto, kde jsme se minule setkali, je na druhém btehu feky.

6. Mam tfi bratry, z nichZ jeden pracuje jako tcetni v bance.

7. Pisnicka, kterou obvykle posloucham, je uz 10 let stara.

8. Na Velikonoce pojedeme do Parize, ktera bude urcité nddherna.

9. Tvoje auto, které je zaparkované u hotelu, bylo velmi Spinavé.

10. Dostavam vic prace, s ¢imz absolutné nesouhlasim.

11. Generalni reditel ma dve sekretarky, z nichz ani jedna neumi anglicky.

12. Generalni feditel ma tfi auta, z nichz ani jedno nejezdi.
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REVIEW TEST
BP]_JI1A
Intelligent Business. Unit 5 — Technology

Name:

Teacher: TOTAL

MARK

Number of points (max. 100 points) (60 points to pass)

I. Listening: I1I. Grammar:

11. Vocabulary: IV. Translation:

I. Listening: (max. 20 points) points

II. Vocabulary: (max. 34 points) points

A. Translate the following expressions into English: (2 points each)

podobat se vyrobkim spotiebni elektroniky —

vydavat (o automatn) pevny disk velikosti zapalovace —

podnikatelé pasobicf na nenasyceném trhu —

rozsifit pokryt{ mobilnimi telefony —

zafizeni s vestavénym satelitnim sledovanim —

spustit strategii zaméfenou na piedplatitele —

naladit stanici bezdratovym pfenosnym radiem —

nadbytecny doplnck (adévn) pfipevnény na feminku —

B. Write expressions the following definitions refer to: (2 points each)

1. the activity of presenting, advertising and selling a company’s products in the best possible

way:

2. to move computer software or information from one computing device to another
especially from a local computer to a central server or network:

C. Complete the sentence with one of the following phrases; translate the selected phrase.

CONVERGENCE, TRIUMPH, APPLIANCE, HYPE,
VENDORS, VISUAL AIDS, RESEARCHER, CLAMSHELLS

(2 points each)

1. Thope the components from different
problems.

In Csech or Slovak:

will cooperate without

2. Fortunately, the
moving away.

In Csech or Slovak:

about the technology’s prospects is now

3. I’d describe this car as the

In Csech or Slovak:

of ecology and manufacturing.

D. Complete each sentence with a correct form of one of the following verbs; each verb can be used only once: (1 point each)

LACK - DOWNLOAD - OMIT - INTEND
POSTPONE — EXAGGERATE - SHRINK - ACCREDIT

7. Claims about WiMax strongly

2. The launch of the new model on to the market will have to

3. The product has to by a standards body.

4. Is it true that profits of many companies recently?

E. Complete each sentence with a word made from the word given in brackets. (1 point each)

7. If the networks are
(TAP)

why should we run them?

2. The new generation of mobile phones was a real !
(BREAK)

3. Idon’t think your invention can be
(MARKET)

4.  We sell communications devices as well as devices.

(COMPUTE)




ITI. Grammar: (max. 30 points) points

A. Fill in the gaps with a suitable preposition or adverbial, if necessary: (1 point each)

7. Adults shouldn’t prevent children using mobiles.

2. We have decided to subscribe this new Internet setrvice.

3. I'm sure some of the new technologies are already the horizon.
4. Nokia wants to take part the tender.

5. Your mobile can be clipped a bag!

6.

The store introduced a limit the number of items you can buy there.

B. Join the sentences to make relative clauses. (3 points each)

7. 1 have one brother. His wife is a teacher. He is older than me.

My brother

D. Choose a suitable option that can complete each sentence. The number of correct answers is 1—3. (2 points each)
7. This is the prison

A: from which ... —
C: that ... from

we managed to escape

B:— ... from
D: from that ... —

2. We live on the Earth is the third planet of the solar system.

A:which B: that
C:, which D:—
3. Mobiles from our warehouse have been found.

B: which were stolen ... —
D: | that were stolen ... ,

A:, which were stolen ... ,
C: stolen ... —

IV. Translation: (max. 16 points) points

2. I met your mother an hour ago. We spoke about her yesterday.

I met your mother

3. I'was born in a city. My best friend was also born in that city.

I was born in a city

C. Fill the gaps with the correct form of relative pronouns, commas and prepositions if necessary: (1 point each)

We want to carry out an online survey should help us with determining

consumers’ needs. It asks questions about the field we focus

The designed questionnaire completion is voluntary will serve as a source

of information for us. The customers we hope to address will have a

chance to win a coupon for 1,000 CZK. When the survey is finished, we’ll be processing the

information can take us several months. We want to find a service with
our customers are most satisfied. We also plan to reconstruct our
webpage offers our products and services. The staff

provides the services should be more involved in this activity, i.e. they should try to give the

customers visit them as much information as they can.

Translate the following sentences into English:

Telekomunikacni spole¢nosti podporuji vétsi vyuzivani datovych sluzeb pfes mobilni telefony.
Proto rozsifuji pokryti signalem nebo nabizeji nové sluzby, jako naptiklad stahovani hudby a
soubort do mobilu z pocitace, piistup k internetu, sledovani videa, posilani fotografii nebo
¢ten emailovych zprav. Dalsim moznym piistupem je povzbuzovat lidi, aby vyuzivali své
stavajici telefony nebo nové telefony v sitich tfeti generace, nabizejicich spoustu kapacity navic
stejné jako dalsi komunikacni sluzby.




Unit 6 — ADVERTISING

Coursebook, page 51, exercise READING e

1. In the text find words or expressions corresponding to the following

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

definitions:

to

to

to

to

to

to

the total amount of money allocated for a specific
purpose during a specified period (paragraph 1)

quantifiable; having dimensions or size that can be
determined (par 1)

a metaphor meaning that something is thrown away or
wasted (par 1)

difference; variety or heterogeneity (par 2)

to vary within specified limits; to vary between one
point and another (par 3)

a business or a person that sells goods directly to the
public (par 3)

giving the best possible profit or benefits for the money
that is spent (par 4)

a business or service authorized to act for others in
using methods and activities to establish and promote
a favorable relationship with the public (par 4)

to put (a new product) on the market (par 4)
having a smooth, shiny, lustrous surface (par 4)

to spend money extravagantly or wastefully (par 4)
a paid advertisement on television or radio (par 4)

a company or a person that promotes a product or a
service (par 5)

a type of product sold using a particular name, which is
often the name of the company that produces it (par 5)

to constitute the governing or primary factor in
something; to represent (par 5)

extremely small (par 5)

here: a whole that can be shared; a metaphor referring
to a market (par 5)

having or showing certainty; marked by confidence in
oneself; self-assured (par 6)

to put forward; present; represent; to create or be (a
problem, threat, etc.) (par 6)

steadily and persistently; without signs of tiredness
(par 6)
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2. Answer these questions based on the information contained in the text:

1. What fact has the more precise measurability of advertising effects revealed?

2. Why is the advertising industry experiencing a difficult period?

3. Why have some of the traditional advertising methods become ineffective?

4. What development of advertising spending is expected “this year”, according to the
text?

5. What alternative advertising methods are mentioned, ranging from public relations to
direct mail?

6. What is the core issue of the current advertising industry, and what example regarding
TV advertising is given?

7. How has the behavior of people changed in terms of spending their leisure time?

8. What do some advertisers predict as far as the internet as an advertising medium is
concerned?

9. What are the weak points of the internet as an advertising medium?

10. What was the original common belief that Rupert Howell denied?

11. How will the advertising industry deal with the challenges brought by new media?
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Workbook, page 27, exercise LISTENING 2

Fill in the missing words in their correct form in the speech summary:

Procter and Gamble, a company that helped to find a new way to (1)

goods, is now looking again for (2) ways to reach (3)

In the past, it set up an (4) whose purpose was to (5)

an army of thousands of teenagers. They should discuss ideas about new products and help

(6) marketing (7) . In return, the teenagers can use

new things before their (8)

Getting (9) to buy new products to influence a (10)

market is not a new idea. So-called ‘early (11) " are used by consumer

electronics companies to give their products a successful start. There is also a wider group,

which (12) sometimes call ‘prosumers’, meaning (13)
consumers. Some specialists think that this group is the most (14) of all.

Euro RSCG is (15) a study of prosumers, which can represent
(16) or so of any (17) group. They are everywhere,
at the (18) of (19) , and what they tell their friends
about (20) and products tends to become (21) 6-18
months later. They also (22) by category.

This type of people generally (23) traditional ads, and :
(24) use the internet to (25) new products and !
their prices. Half of them (26) companies and products not found on :
the internet. If they want to (27) prosumers, companies must be open :
about (28) information. !

69



GERUNDS & INFINITIVES — additional information

1. Verbs of perception

This is a special group of verbs: they aren’t usually used in the continuous form, i.e. the ing form
(see grammar for unit 1), and they are followed by an object plus either a gerund or a bare
infinitive (without to), influencing the meaning of the verb; these verbs include:

see hear smell taste

feel listen to notice watch

+ If we see or hear only part of the action, or it continues, we use the ing form.

» If we see or hear the whole action from beginning to end, we use the bare infinitive
without to:

I saw her giving her presentation. = I saw part of the presentation
I saw her give her presentation. I saw the whole presentation

I heard the machine making a strange noise. I heard the noise and it continued
I heard the machine make a strange noise. = I heard the noise and it stopped

Pve listened to him playing the violin. = I've listened to part of his performance
Pve listened to him play the violin. = I've listened to the whole performance

2. Bare infinitive with make and let

A bare infinitive, i.e. an infinitive without to, is not used only with verbs of perception; there are
other verbs that require this type of infinitive — such as “make” and “let”:

I made them check everything very carefully. (NOT Hmade-themto-cheek...)
They let us have all these free samples. (NOT Fheyletustohave...)

¢ Be careful: However, if the verb “make” is used in the passive (“be made”), it is followed by
an infinitive with to:

Iwas made to check everything very carefully. (NOT Fwasmadecheek...)

3. Passive forms in gerund and infinitive

Gerunds or infinitives that follow other verbs are usually in the active voice:

She has avoided doing her homework.
Luke will refuse to participate in the contest next week.

However, even such gerunds or infinitives can be in the passive voice form; the forms are as
follows:

ACTIVE PASSIVE

verb + in verb + being + past participle
GERUND o g ) ,p P P
avoid seeing avoid being seen

verb + infinitive with to verb + to be + past participle
INFINITIVE
refuse to make refuse to be made

If the share price falls any more we risk being taken over by a larger company.
I think I deserve to be given a pay rise.
Lucy has chosen to be trained by Mark since she has considered being sent to the contest.
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4. Gerund or infinitive: change in meaning

Some verbs can be followed by ing or to + infinitive and the meaning of the verb changes:

REMEMBER & FORGET

We use “remember/forget doing” for memories of the past (the action happens before the
remembering). However, we use “remember/forget to do” for actions someone is/was
supposed to do (the remembering happens before the action):

I definitely remember posting the letter = PAMATUUJI SI, ZE JSEM NECO UDELAL
I must remember to post the letter = NESMIM ZAPOMENOUT NECO UDELAT

I'll never forget flying into Taipei airport. = NEZAPOMENU, JAK SE NECO STALO
Sorry, I forgot to turn off the lights. = ZAPOMNEL JSEM NECO UDELAT

REGRET

We use “regret doing” when we are sorry about something that happened in the past while we
use “regret to inform/to tell” when we are giving bad news:

I regret saying no to the job in Paris. = LITUJI, ZE JSEM NECO UDELAL
I regret to inform you that we are unable to... =S LITOSTI VAM OZNAMUJI, ZE...

STOP

We use “stop doing” when we end an action while we use “stop to do” when we give the reason
for stopping:

We stopped buying from that supplier. = PRESTAT NECO DELAT
I stopped to buy something for my wife. = PRESTAT S NEJAKOU CINNOSTI, ABY SE NECO
JINEHO (NE)STALO

MEAN

We use “mean doing” when one thing results in or involves another. We use “mean to do” to
express an intention:

Globalization means being active in every major market. = ZNAMENAT NECO
I meant to phone you, but I forgot. = MIT V UMYSLU NECO UDELAT

GO ON

We use “go on doing” when we continue doing something. We use “go on to do” when we move
on to do something else:

We went on trading even though we were nearly bankrupt. = POKRACOVAT V TOMTEZ

After leaving IBM he went on to start his own company. = POKRACOVAT DALE NECIM JINYM

Grammar exercises

1. Complete the sentences with being or to be.

1. Ienjoy taken out for expensive meals.

2. The Minister denied given a bribe.

3. The Minister refused questioned about the bribe.

4. Texpect asked some tough questions after my presentation.

5. Do you mind picked up at the airport by a taxi?

6. How awful! Imagine asked to give a presentation on a topic like that!

71



2. Fill the gap with the correct form of the verb in brackets.

1. Ithink I'll ask Jim to (stop) (buy) that perfume because I can’t stand it.

2. Cleaning your room means (put) all your toys into the box, Tom.

3. I've been listening to Sarah (play) the guitar for an hour and then I had to leave.

4. Unfortunately our company was made (pay) damages to the customer.

5. After five years in IT I think I'll go on (start) my own business in telecommunications.

6. Ifelt the ball (hit) my head and then I passed out.

7. Sorry, I regret (send) the email to your wife. I didn’t mean it.

8. The whole room was watching the team (play) at the championship.

9. The teacher won’t let you (sign up) for his class for the second time.

10. Read the first part, answer the question and go on (read) the text again.

11. Nobody has noticed him (paint) the wall although it took him so long.

12. All of us saw her (leave) the room but nobody remembers when it was.

13. I've almost forgotten (visit) the concert last year but I clearly remember
(talk) to the singer.

14. Did you hear Tom (shoot) the gun last night? I did.

15. Our plan is (make) our suppliers (cut) their prices through negotiations.

16. I didn’t forget (finish) (write) the letter, don’t worry. I mean
(send) it tomorrow.

17. Madam, I regret (tell) you that your son has failed the entrance exam.

18. After an hour of singing the singer stopped (refresh) herself and then went on

(sing).

19. My brother will let us both (use) his computer, I'm sure.

20. Hey, I can smell the cake (bake) now!

21. The rebels were made (give up) and hand over all their weapons.

22, I listened to Mary (whisper) the first word and then I stopped (listen)
further.

23. I hope I didn’t forget (start) (record) the movie on TV.

24. I think I’ll see the car (crash) if the driver doesn’t stop (drive) like an
idiot.

25. Getting the money back means (make) the debtors (pay) with no
mercy.

26. I've heard the dog (bark) once and then there was complete silence out there.

27. OK, will you go on (study) math or do you want to keep (study)
English?

28. Five people noticed the thief (jump) out of the window and then he disappeared.

29. Please remember (sign) the documents because last time you forgot
(do) it.

30. Our prices will make our competitors (provide) discounts, which means that they
will be made (make) less profit.

31. None of them wanted (stop) (buy) something to eat but it wasn’t
possible to drive all night without eating anything.

32. Dad, please let me (watch) them (finish) (play) the match.

33. My grandmother can easily forget (take) her pills in the morning but she will never
forget (meet) Winston Churchill.

34. Yes, Lucy has seen Tom (make) his dog (sit down).
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3.

Complete these sentences with the verbs from the list below. Choose either the -ing

Jorm or to + infinitive.

give write fly receive make recognize advertise help think speak

1. They agreed us thirty more days to pay the invoice.
2. He pretended me, but I don’t think he knew who I was.
3. There’s no point this brand on TV, it would cost too much.
4. We're expecting some more stock early next week.
5. T’ll join you later. I need to finish this report.
6. Ilearnt Portuguese when I worked in Brazil.
7. Iwork in public relations. My job involves contact with the media.
8. Ican’t help that something is going to go wrong.
9. Ican’t afford business class all the time.
10. I can’t promise you with this problem, but I'll do my best.
4. Complete the following sentences with verbs from the list below. Include an object in

=

N ok N

every case.

advise remind persuade expect help encourage force
I’'m sorry I missed work yesterday. The doctor stay in bed.
I tried to come with us tonight, but he said he was busy.
Could you call Head Office later? I might forget.
If you employ a secretary, it will deal with all the paperwork.
She hasn’t called yet, but I contact me some time today.
I didn’t feel very confident, but she apply for the job.
The fall in demand has make some of our best workers redundant.

5. Put the verb into the correct form, -ing or to... . Sometimes either form is possible.

1. They denied the money. (steal)

2. Idon’t enjoy very much. (drive)

3. Idon’t want out tonight. I'm too tired. (go)

4. Ican’t afford out tonight. I haven’t got enough money. (go)

5. Has it stopped yet? (rain)

6. Can you remind me some coffee when we go out? (buy)

7. Why do you keep me questions? Can’t you leave me alone? (ask)

8. Please stop me questions! (ask)

9. Irefuse any more questions. (answer)

10. One of the boys admitted the window. (break)

11. The boy’s father promised for the window to be repaired. (pay)

12. Ann was having dinner when the phone rang. She didn’t answer the phone; she just carried on
. (eat)

13. ‘How did the thief get into the house?’ ‘I forgot the window.” (shut)

14. I've enjoyed you. (meet) I hope you again soon. (see)

15. The baby began in the middle of the night. (cry)

16. Julia has been ill but now she’s beginning better. (get)
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6. Complete the sentences using the verb in brackets. In some cases you have to use a
preposition after the first verb.

1.

a
b

C

T A0 T Y AT T

We wanted

the building. (leave)

We weren’t allowed

the building. (leave)

We were prevented

the building. (leave)

Fred failed

the problem. (solve)

Amy succeeded

the problem. (solve)

I’'m thinking

away next week. (go)

I'm hoping

away next week. (go)

I'm looking forward

away next week. (go)

I'd like

Mary wanted

away next week. (go)

me a drink. (buy)

Mary promised

me a drink. (buy)

Mary insisted

me a drink. (buy)

Mary wouldn’t dream

The team focused

me a drink. (buy)

the report for the meeting. (prepare)

The team complained

The team wasn’t interested

Luke is looking forward

Luke has objected

the report for the meeting. (prepare)

the report for the meeting. (prepare)

for a business trip to Spain. (go)

for a business trip to Spain. (go)

Luke will have to get used
The sales team will concentrate
Even the sales team will participate

The sales team will attempt

for a business trip to Spain. (go)

the quarterly requirements. (meet)

the quarterly requirements. (meet)

the quarterly requirements. (meet)

My mother used

a month in Austria when she was a child. (spend)

My mother proposed

My mother says it isn’t worth

a month in Austria. (spend)

a month in Austria. (spend)

7. Complete the sentences using only one word each time.

1.

I R - T N

Jane had to get used to driving on the left.

We used to

Tom used to

in a small village but now we live in London.

a lot of coffee. Now he prefers tea.

I feel very full after that meal. I'm not used to
I wouldn'’t like to share an office. I'm used to

I used to

When we were children, we used to

There used to

so much.

my own office.

a car but I sold it a few months ago.

swimming every day.

a cinema here but it was knocked down a few years ago.

I'm the boss here! I'm not used to

told what to do.
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8.

AN S e

Whrite these sentences in another way, beginning as shown.

It’s difficult to understand him. He is difficult to understand.
It’s quite easy to use this machine. This machine is

It was very difficult to open the window. The window

It’s impossible to translate some words. Some words

It’s not safe to stand on that chair. That chair

It’s expensive to maintain a car. A

9. Fill the gaps with the correct form of the verb in brackets. Sometimes you will have to

&

use it in the passive form.

Many people deny (give) a pay rise even though others know about it.
Experts recommend (use) Mozilla instead of Internet Explorer.

Five employees have agreed (dismiss) and in return they will receive a big
bonus.

The whole country was watching Ms. Percy (award) Nobel Prize for chemistry.
Jane prefers (study) at home.

I've listened to the song (sing) by Madonna and I really enjoyed

(listen) to it.

Not many people like (see) (try) difficult things.

Mr. Samuel has objected (fire) for incompetence but he didn’t succeed.

10. Translate the following sentences into English. Use expressions with gerunds and

infinitives.

Vidél jsem Toma prichézet, a proto jsem ho ptimél, aby ziistal venku pred barem.

Cignik nam doporuéil, abychom se vyhnuli piti tohoto druhu alkoholu.

Vsichni méli ndmitky (7 word) proti odmitani placeni dani.

Nikdo z nés si nepamatuje, jak byl opily na vAno¢nim vecirku.

Prestanu koufit, az Mary slibi, Ze odlozi stehovani do nové kancelare.

Jack m4 v amyslu jet na sluzebni cestu, kde si uzije nav§tévovani neznamych mist.

Neni diivod chodit do prace, protoZze zaméstnavatel nAm dovolil pokracovat (keep) v praci
doma.

Nenéavidim predstavovat si, jak chodim o Vanocich nakupovat.

Tésim se na to, azZ mi bude dano sluzebni auto, ale nemtizu si zvyknout na navstévovani toho
vycvikového kurzu.

10. Nechali nés vyspat v jejich postelich a my jsme zacali usinat velmi brzy.
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REVIEW TEST
BP]_JI1A
Intelligent Business. Unit 6 — Advertising

Name:

Teacher: TOTAL

MARK

Number of points (max. 100 points) (60 points to pass)

I. Listening: I1I. Grammar:

11. Vocabulary: IV. Translation:

I. Listening: (max. 20 points) points

II. Vocabulary: (max. 34 points) points

A. Translate the following expressions into English: (2 points each)

pfitahnout pozornost k pfedvedeni vjrobku —

matouci, ale vynalézavé agresivni prodejni techniky —

davat na odiv obecné vzity nazor —

pfesvédcovat maloobchodniky o zvyseni dodavek —

pfedstavovat velkou vizvu v obdobf krize —

podléhat akénimu snizen{ ceny —

poukazat na méfitelny cisty obrat —

vytvofit povédomi o rafinované znacce (vyrobku) —

B. Write expressions the following definitions refer to: (2 points each)

7. when the maker of a product arranges for it to appear or be used in a film or television

programme, as a form of advertising:

2. the act of making a company, a product or a service known to the public; the notices,
pictures, and short films that a company uses to tell people about itself and its products:

C. Complete the sentence with one of the following phrases; translate the selected phrase:

DIRECT MAIL, INTRUSIVENESS, IN-STORE DISPLAYS,
POP-UPS, SHARE, FINDINGS, PRODUCT PLACEMENT

(2 points each)

1. There’s been a thorough study on the of advertising,
In Czech or Slovak:
2. 'The of this advertising medium accounts for 4% of the total
advertising pie.
In Cgech or Slovak:
3. Our will soon be transformed into a full value report.
In Csech or Slovak:

D. Complete each sentence with a correct form of one of the following verbs; each verb can be used only once: (1 point each)

TURN OUT - TARGET — RUN — ANTICIPATE

LIAISE — ENDORSE — ACCUSE - PUBLICISE
1. The company the new advertisement in a local
newspaper recently.

2. We are going to the campaign with one of our celebrities.

3. out products in all media is our main objective.

4. 'The commercial
than expected.

a different type of audience last month

E. Complete each sentence with a word made from the word given in brackets. (1 point each)

7.  Some think that the commercial won’t be

successful.

(AD)

2. Internet as an advertising medium has several
(WEAK)
3. Advertising is an

(SEPARATE)

part of marketing.

4. The “distribution effect” can lead to sales.
(ADD)




ITI. Grammar: (max. 30 points) points

A. Fill in the gaps with a suitable preposition or adverbial, if necessary: (1 point each)

7. The management has been exposed a series of unpleasant questions.
This advertisement has very little relevance me.

Have you seen the newest ad Vodafone services?
Spending product promotion will go up this year.

I hope that the return our investment will be really high.

o R wN

They say that none of them is liable the goods they sell.

B. Rewrite the sentences with the given words so that they mean the same as the original sentences; make

sentences with infinitives or gerunds of the underlined verbs: (3 points each)
7. Itis useless to mention the fact that we’ll miss the deadline.
There’s no point
2. Jeff stopped because he wanted to promise us that he wouldn’t lie any more.
Jeff stopped any more.

3. Do you remember how you proposed that you would be used as the “famous face?

Do you remember as the “famous face”?

C. Put the VERBS and other words in brackets into their correct forms, add prepositions, particles or

anxiliary verbs if necessary. Y ou may need to use the passive forms of the verbs: (1 point each)
Many employees in our company (recent,
ADMIT, AVOID, SPEND) most of their working time by (FULFILL)

assigned tasks. The management

(PERMIT, they, TAKE)

a break every four hours but their attempt

(MAKE, the working environment, LOOK) more friendly has failed. However, if the staff

(CONTINUE, FINISH, WORK) soonet than

allowed, the CEO will not (OBJECT,

POSTPONE, PAY) financial benefits to the staff. They have to

(GET USED, SUPERVISE) by their bosses. They will

(WARN, CARRY OUT] their duties responsibly because it
wouldn’t (BE, easy, LET, they, DO) what they want.

D. Choose a suitable option that can complete each sentence. The number of correct answers is 1—3. (2 points each)

7. Why didn’t you ask us the behavior of consumers?

A:help monitoring
C: to help to monitor

B: to help monitor
D: helping to monitor

2. We used to home often before we got used to without parents.
A:go ... live B: going ... live
C: go ... living D: going ... living

3. She didn’t even bother the piano although I asked her for it.

A: to continue playing
C: continuing playing

B: in continuing to play
D: to continue to play

IV. Translation: (max. 16 points) points

Translate the following sentences into English:

Nedavna studie Deutsche Bank zkoumala efektivnost televizn{ reklamy na desitkach novych a
zavedenych znacek baleného zbozi a zjistila, ze mladsi publikum odmita tradiéni média a
obraci se k internetu. Ackoliv je podil internetu na trhu stale docela maly, zacal jiz rast. Proto
se mnoho firem rozhodlo vyuzit PR agenturu, ktera by méla pozvat novinafe na spusténi nové
internetové reklamni kampané a presvédcit je, aby o jejich virobku nebo sluzbé napsali ¢lanek,
protoze to povazuji za vice nakladové efektivni.




Unit 7 — LAW

Coursebook, page 61, exercise READING e

1. In the text find words or expressions corresponding to the following
definitions:

1. = aperson or company to whom money is owed
2. = aperson involved in a lawsuit
_acrash or conflict; a conflict of opposed ideas or
3 ~ wishes (paragraph 1)
_ (plural) chances or opportunities for future success;
4 ~  expectation, or something anticipated (par 1)
5. = looking backward or reviewing the past (par 1)
6 _ausually serious mistake typically caused by ignorance
) ~  or confusion (par 1)
to _ move unsteadily, with a rocking motion; to walk or
7 ~ move unsteadily or unsurely (par 2)
8. to =  to follow in an effort to overtake or capture; chase (par 2)
_ the amount of money that a company or a person
9 ~ owes; debts (par 2)
10 _acertificate of debt issued especially by a state in order
) ~ toraise funds (par 2)
u _aperson or institution against whom an action is
) ~ brought in a court of law (par 2)
12. = alegal action taken against someone; lawsuit (par 3)
L _ intangible property that is the result of creativity (such
3 ~  as patents or trademarks or copyrights) (par 3)
the fact of one’s commitments required or expected in
14. = apreviously concluded contract not being done or not
happening (par 3)
the act of adjusting or determining the dealings or
15. = disputes between persons without pursuing the matter
through a trial (par 3)
16 _any event that sets a course of action in motion or that
) "~ activates something else (par 4)
) to _ to cause (an action); to bring about; to motivate or
7 ~ cause someone to do something (par 4)
18 _ something that encourages effort or action; a positive
) ~ motivational influence (par 5)
19 _ abody of citizens sworn to give a true verdict according

to the evidence presented in a court of law (par 5)
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20.

21.

22,

23.

24.

25.

to

to

to

(plural) monetary compensation awarded to an
injured party that goes beyond that which is necessary
to compensate the individual for losses and that is
intended to punish the wrongdoer (par 5)

to decide (a legal dispute) by agreement without court
action (par 6)

a large amount of money that is given to somebody
(par 6)

a request for a review of a lower court’s decision by a
higher court (par 7)

to decide authoritatively (par 7)

to connect, fasten, or put together two or more pieces
(par?y)

2. Answer these questions based on the information contained in the text:

1.

What is Sealed Air, and what does its economic situation look like?

What was the blunder that this company made?

What is the current situation of W.R. Grace?

What caused Sealed Air’s shares and bonds to lose value?

What six types of litigation are the most frequent financial disaster for companies?

What has changed in the six above-mentioned types of suits?

How do financial markets react to speculations about litigations, and what effect does it

have for the companies concerned?

What connection between a share price and litigation is mentioned?
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9. What don’t plaintiffs or jury take into account when requiring or awarding huge
compensations?

10. What data about litigations and compensations do courts provide?

11. What types of data do federal agencies collect, and for what reason?

12. What important decision did the Supreme Court make, and what was the reason for it?

Workbook, page 31, exercise LISTENING

Fill in the missing words in their correct form in the speech summary:

I Bernie Ebbers is a former boss of WorldCom, who steered the company through an $11 4
I

| billion (1) (2) and into the (3) ,
: (1) . In one (5) respect, he now seems to be :
I remarkably (6) — he refuses to use email. The lack of'!
: (7 (8 slowed the work of government :
: (9) . This week, WorldCom’s former (10) :
: (11) pleaded (12) to his role in the whole:
I situation. As a result, Mr Ebbers was (13) indicted. Developments at |
: WorldCom (14) those at Enron. There, a federal (15) :
: indicted the company’s former (16) (17) :

8o



PASSIVE — additional information

1. Passive in continuous tenses

The passive voice isn’t used only in simple tenses (to be + past participle) but it can be used
even in continuous tenses (to be + being + past participle):

The children are painting the wall now. - The wall is being painted by the children now.
They were building a house. - A house was being built (by them).
Tom has been washing the dishes. - The dishes have been being washed (by Tom).
We will be playing with the dog. - The dog will be being played with.

2, Phrase have something done

We use “have something done” to say that we arrange for somebody else to do something
for us; the Czech translation is usually NECHAT ST NECO (NEKYM) UDELAT:

Jill repaired the roof. = she repaired it herself
Jill had the roof repaired. = she arranged for somebody else to repair it for her

¢ Be careful with word order. The past participle (repaired) is after the object (the roof):

have + object + past participle

Where did you have your hair cut?

Your hair looks nice. Have you had it cut?

Julia has just had central heating installed in her house.
We are having the house painted at the moment.

I think I should have that coat cleaned soon.

3. Passive with get

Sometimes you can use “get” instead of “be” in the passive; you can use “get” to say that
something happens to somebody or something, especially if this is unplanned or unexpected;
we use “get” mainly in informal spoken English while “be” can be used in all situations:

There was a fight at the party but nobody got hurt. = nobody was hurt

I don’t often get invited to parties. = I’m not often invited

Our dog got run over by a car. = our dog was run over

I'm surprised Ann didn’t get offered the job. = ...Ann wasn’t offered the job

d “Get” is used only when things happen or change. For example, you cannot use “get” in these
sentences:

Jill is liked by everybody. (not gets liked — this is not a ‘happening’)
He was a mystery man. Nothing was known about him. (not got known)

You can also say “get something done” instead of “have something done” (mainly in informal
spoken English):

When are you going to get the roof repaired? = have the roof repaired
I think you should get your hair cut. = have your hair cut

4. Verbs with two objects

Some verbs, like give, lend, offer, promise, sell, send, take, etc., have two objects; in active
sentences we can use these verbs in two ways:

ABB gave a large order to us last year. (with to)
ABB gave us a large order last year. (without to; this form is more usual)
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Each way can be made passive. One of the objects becomes the subject of the passive
sentence, the other stays as an object:

ABB gave us a large order last year.
- A large order was given to us by ABB last year. (with to)
- We were given a large order by ABB last year. (without to; again this is more usual)

5. Phrase it is said that

There is a group of so-called reporting verbs that introduce a sentence and EXPRESS A GENERAL
BELIEF, CONVICTION, EXPECTATION OR FACT THAT SOMETHING HAPPENED (or happens or will happen)
IN A CERTAIN WAY:

said thought believed considered
reported known expected alleged
understood and many others...

Cathy works very hard. It is said that she works 16 hours a day. OR She is said to work 16
hours a day.

The police are looking for a missing boy. It is believed that the boy is wearing a white pullover
and blue jeans. OR The boy is believed to be wearing a white pullover and blue jeans.

The strike started three weeks ago. It is expected that it will end soon. OR The strike is
expected to end soon.

Those two houses belong to the same family. It is said that there is a secret tunnel between
them. OR There is said to be a secret tunnel between them.

As you can see, there are two ways of using this structure:

a. you either start with “It is said/believed/thought/... that” and continue with a regular
sentence, or

b. you start with the subject of the sentence (e.g. “the boy”), then use the passive of the
reporting verb in the appropriate tense (e.g. “is expected”, “was known”, “will be believed”,
etc.) followed by the infinitive of the main verb (e.g. “to work”, “to be wearing”, etc.) from
the original sentence; note that you must keep the progressive form in the infinitive too.

¢ However, even the main verb can be used in various tenses; therefore if this verb refers to the
present or future (present and future tenses), we use “present infinitive” as in the
examples above whereas if the main verb refers to the past (past, past perfect or present perfect
tenses), we use “past infinitive” (= to + have + past participle):

VERB FROM THE MAIN CLAUSE INFINITIVE FORM

PRESENTOR | Simple: makes / will make - to make

FUTURE

continuous: is making / will be making . to be making

simple: made / had made / has made _ to have made

continuous: was making / had been making /  _, to have been
has been making making

It is said that Tom reads / will read the book. - Tom is said to read the book.
It is said that Tom is / will be reading the book. - Tom is said to be reading the book.
It is said that Tom read / has/had read the book. - Tom is said to have read the book.
It is said that Tom was / had been / has been reading the book.

- Tom is said to have been reading the book.
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d Of course you can combine tenses of the main verb in the sentence with tenses of the
reporting verb:

TENSE OF THE VERB IN THE MAIN CLAUSE
PRESENT INFINITIVE PAST INFINITIVE

A /i ; ; 2 i /) / )€, . . . . . . .
It is suid tbﬂ.t Tim .MLMMZ. L .“ . Z. - It is said that Tim [iped/was living in Paris.
will be living in Paris.

Tim is said to live in Paris.
Tim is said to be living in Paris.
= RIKA SE, ZE ZIJE

Tim is said to have lived in Paris.
Tim is said to have been living in Paris.
= RIKA SE, ZE ZIL (TEHDY V MINULOSTI)

15 W ;bdl.‘ Wiz MMMM 1z will be known that Tim studied/was studving arts.

5z S arts.
Tim will be known to have studied arts.

Tim will be known to have been studying
arts.

= BUDE ZNAM TIM, ZE STUDOVAL (TEHDY)

Tim will be known to study arts.
Tim will be known to be studying arts.

= BUDE ZNAM TIM, ZE STUDUJE (ZE BUDE
STUDOVAT)

1t was expected that Tim reads/is reading/ will 1t was expected that Tim read/was reading it.

d/ will be reading it. . .
Lead, vy oe Teaqing Tim was expected to have read it.

Tim was expected fo read it. Tim was expected to have been reading it.
Tim was expected to be reading it. = OCEKAVALO SE, ZE TO (PRE)CETL JESTE
= OCEKAVALO SE, ZE TO TEHDY (PRE)CTE DRIVE V MINULOSTI

TENSE OF THE REPORTING VERB

1t has been said that Tim paints/is painting/ will It has been said that Tim painted/was painting this.
paint/ will be painting this. . . . .

has beern D .

ST Tim has been said to have painted this

Tim has been said to paint this. Tim has been said to have been painting
PERFECT . . . L. . 5
Tim has been said to be painting this. this.

= RIKALO SE, ZE TO NATRE (NATIRA) = RIKALO SE, ZE TO NATREL (NATIRAL)

Grammar exercises

1. Make sentences from the words in brackets. Sometimes the verb is active,
sometimes passive.
There’s somebody behind us. (I think / we / follow) I think we’re being followed.

This room looks different. (you / paint?) Have you painted it?

My car has disappeared. (it / steal!) It

My umbrella has disappeared. (somebody / take) Somebody

Tom gets a higher salary now. (he / promote)

Ann can’t use her office at the moment. (it / redecorate)

N o p N

The photocopier broke down yesterday, but now it’s OK. (it / work / again; it / repair)

8. The police have found the people they were looking for. (two people / arrest / last night)

9. A tree was lying across the road. (it / blow down / in the storm)

10. The man next door disappeared six months ago. (nobody / see / since then)

11. I was mugged on my way home a few nights ago. (you / ever / mug?)
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2. Write these sentences in another way, beginning in the way shown.

1.

2.

10.

11.

12.

13.

14.

15.

16.

They didn’t give me the money. I wasn’t given the money.
They asked me some difficult questions at the interview.
I

Janet’s colleagues gave her a present when she retired.

Janet

Tim and Tom are painting the old house in this street.
The old house

The experts were examining the paintings very long last night.

The paintings

Nobody told me that George was ill.

Iwasn’t

The supplier will be unloading the truck tomorrow afternoon.
The truck

How much will they pay you?

How much will you

The students should be using the computers for the final exam.

The computers

I think they should have offered Tom the job.
I think Tom

The police officers have been investigating the murderer for four hours.

The murderer

Somebody must have seen the thief.
The thief

All students may not have read the book although it was their homework.
The book

You ought to post the notice on your website as soon as possible.

The notice

You might be feeling the pain for another 2 hours before it goes away.

The pain

Has anybody shown you what to do?

Have you

3. Complete the sentences using being + one of these verbs.

=

AN S

ask attack give invite keep pay

Mr Miller doesn’t like waiting.

They went to the party without

Most people like presents.

It’s a dangerous city. People won’t go out after dark because they are afraid of

I don’t like stupid questions.

Few people are prepared to work without
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4. Rewrite these sentences using “have something done”.

1.

10.

11.

12.

13.

14.

George’s nose was broken in a fight.

What happened to George? He had his nose broken in a fight.

My friend wants an improved internet connection.
My friend
It is expected that reports of all students will be signed by parents.

All students are expected

Sarah’s bag was stolen on a train.
What happened to Sarah? She
Will the Petersons’ neighbor be arrested if he breaks into their house again?

the Petersons

Our neighbor was watering our flowers while we were in Argentina.
We

My grandmother wants to avoid the reconstruction of her house before she dies.

My grandmother wants to avoid

The writer has decided that one of his novels will be published in London.

The writer

Jane’s brother will bring her car in front of the hotel.
Jane

Susan’s pool used to be regularly cleaned when she lived in her own house.

Susan

The CEO proposed that all investments should be checked by a financial specialist.
The CEO proposed
The firm you have suggested is now painting our house.
We

Diane’s passport was taken away from her by the police.
What happened to Diane?
A subcontractor was developing a new computer system for IBM for a year.
IBM

5. Complete the sentences using get (in the correct form) + the correct form of the
verb in brackets. If it isn’t possible to use get, use be (in the correct form) instead.

© ©N o0 p M F

[ S
N = O

[
w

There was a fight at the party but nobody (hurt).
Ted (sting) by a bee while he was sitting in the garden.
Have you ever your homework (do) by somebody else?
How did that window (break)?
This music (admire) by many people for its simplicity and beauty.
These tennis courts don’t (use) very often. Not many people want to play.
I used to have a bicycle but it (steal).
Mary said she will never her portfolio (manage) by GDS bank.
How much information (know) about the new Canadian actor next week?
. Last night I (stop) by the police as I was driving home.
. Please pack these things very carefully. I don’t want them to (damage).
. Tesco is considering its hypermarkets (rebuild) to look more modern.
. People often want to know what my job is. I often (ask) that question.
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6. Write these sentences in another way, beginning as shown. Use the underlined
word(s) in your sentence.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

It is expected that the strike will end soon. The strike is expected to end soon.

It is believed that the thieves got in through the kitchen window.

The thieves

It has not been understood that Jim will be participating in the session on Tuesday.

Jim

It is reported that many people are homeless after the floods.
Many people

It can’t be believed that this house is being built without any problems.
This house
It is thought that the prisoner escaped by climbing over a wall.

The prisoner

It may not be reported that the marketing department has been delayed by some obstacles.
The marketing department

It will be believed that the Prime Minister knew about the last year’s scandal.
The Prime Minister

It is alleged that the man drove through the town at 9o miles an hour.
The man

Tom said it had been expected that animals were losing their fear of people.
Tom said that animals

It might have been thought that solar energy will replace nuclear energy.
Solar energy

It is reported that the building has been badly damaged by fire.
The building
It will be announced that the data are being processed expressly.

The data

It will not be thought that you have been the most successful CEO here.

You

It is said that the company is losing a lot of money.
The company

It was not considered that the managers were abusing their powers.
The managers

It has been alleged that Hypex was taken over by Minix.
Hypex

It is not believed that the company lost a lot of money last year.
The company

It has been understood that the new highway will be being built for three years.
The new highway

It should be reported that the economic crisis was overcome by cooperation.

The economic crisis

It is expected that the company will lose money this year.
The company

It is known that the new highway was being built for three years.
The new highway
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