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WORD ORDER

TASK:

1. There must be a solution which is environmentally friendly.

2. It is very difficult to find a good job.

3. It will be increasingly difficult to get staple food.

4. Is it possible for children to see the film?

5. There are products which may be interesting for the 

construction industry.

6. It is prohibited to eat in the shop floor.

7. It wasn't so difficult to come here using a map.

8. There will be lectures that analyze different leadership styles.

9. It is very difficult for a tourist to find the exit.

10. It won't be easy to find time for our conversation.

11. It is important for parents to praise their children.

12. Unfortunately there are a lot of problems with the computer 

system.

13. It is very interesting to see the rapid development of the city.

14. It was urgent to buy the tickets as soon as possible.

15. It will be wonderful to see them again.

16. There were problems that the governing party didn't address.

17. It wasn't difficult to understand the Scottish lecturer.

18. It was terrible to hear her shouting.

19. It was sad to see poverty in a place which used to flourish.

20. It was exciting to have so many challenges in a task like that.

21. There should be selective waste containers all over the factory 
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22. There are leaders who still find it difficult to delegate tasks.

23. It is not always easy to speak about problems but it is never too 

late.

24. Is it enough to buy one map or shall we buy one for everyone?

25. It is very exciting for me to try different nations' cuisine.

26. Is it polite in Hungary to open a gift immediately?

27. It was difficult to persuade them but finally we succeeded.

28. There were some business cards in the table and I picked up 

one.

29. We offer tailor made services, there is nothing we couldn't 

adjust to the customers' demand.

30. It is better to outsource logistics tasks if they do not belong to 

the core activity.

QUESTIONS

1. TASK

1. How much are two tickets?  Why are they Ł20? Are they sold at 

a discount?

2. Where are you driving? Why are you driving on  M5? How 

many accidents are there on  M5?

3. Who is suitable to represent the company? What level is he 

suitable to represent the company at? What is the new manager 

suitable to represent?

4. What was sold quickly? When was the problem solved? Why 

was the problem solved quickly?

5. Whose mobile phone is expensive? Why is his mobile phone 



expensive? What model is his mobile phone?

6. Is there a good hotel near the airport?

7. What are you talking about?

8. Why is it the most important project now?

9. Were there many people at the meeting?

10. Was it your idea?

11. Why are you so anxious?

12. Are the Japanese visitors here?

13. Is this food good for vegetarians?

14. What is the purpose of the meeting?

15. Is everybody here?

2.Mi a segédige?

1. do

2. does

3. does

4. did

5. do

2. TASK

1. How much money do they spend on education?  Why do they 

spend so much money on education? What do they spend much 

money on?

2. What kind of job does Peter have? What does he have to do? 

What kind of department does he have to leave?

3. How many people can you hire? When can you hire more 

people? When does the new packaging line arrive?

4. Where would you like to work? Why would you like to work 
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for this company? What kind of career would you like to make?

5. When did the auditors check the documents? What did they 

find? What did the auditors do with the documents?

6. How long does the journey to the plant take?

7. Why are you sending him as he doesn't have any experience?

8. What can we do to improve the situation?

9. Do you have to do a lot of overtime?

10. Why does the company want to buy a new machine line?

11. Does it meet the requirements?

12. What kind of changes will the government introduce?

13. How could we relocate the production to China?

14. How often does the French boss come here?

15. When do companies have to pay tax in Hungary?

3. TASK 1

1. What does the company deal with?

2. Who do I have to discuss this problem with?

3. Who are you waiting for?

4. Who shall I turn to now?

5. What is the presentation about?

TASK 2

1. Who organizes the programmes?

2. Who bought this machine line?

3. What causes the problem?

4. Who paid the money?

5. Who wants to come?
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TASK 3

1. Which do you think is the longest river in the world?

2. Where do you think I am now?

3. How much do you think the managing director earns?

4. How long do you think we worked on it?

5. Who do you think will make a presentation?

TASK: 50 questions

1. Where did you go to university?

2. Why would you like to work for us?

3. When could we meet?

4. What kind of technology is used in this factory?

5. Which is the finest wine?

6. How much did you drink?

7. When do you want to build the new restaurant?

8. Are there problems with the suppliers?

9. How many people does the company employ?

10. Where do I have to check in for the flight to Paris?

11. Why didn't you bring your girlfriend with you?

12. How can we get to the city centre?

13. Why are these documents on my desk?

14. Do I have to sign them?

15. Who do I have to work with?

16. When do you have to start the harvest?

17. Who is responsible for sales?

18. Why did you hand in your notice?

19. What would you like to do at the weekend?
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20. How many people can you listen to today?

21. Why does the director have a separate parking place?

22. Are the salaries better at a multinational company?

23. What did you major in at university?

24. How many visitors did you have to show around the 

company?

25. Are there good entertainment facilities?

26. How many people can you accommodate at the hotel?

27. What can we see in this room?

28. Would you like to apply for this job?

29. Do you know the new boss?

30. How much is a machine like this?

31. How can I apply?

32. When will the first class start?

33. How many jobs have you had?

34. Why do you have to go to the doctor so often?

35. How could the local government develop the region?

36. How often are there Spanish guests here?

37. Why would tourists come here?

38. Who should I discuss it with?

39. What did you talk about?

40. How did trade develop?

41. Why do you want to travel to London?

42. What kind of festivals does the city organize in summer?

43. Do you have a seat reservation?

44. Will the machine be repaired free?

45. Where were you on Friday afternoon?
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46. Why were there so few people at the performance?

47. Who shall I contact if I lose my passport?

48. Who shall I show my boarding card to?

49. Why does the company want to acquire this Slovenian 

factory?

50. Why should I speak about my private life at a job interview?

MODAL AUXILIARIES

TASK CAN

1. The results cannot be seen now but they will be available in a 

few days. 

2. Do you think you can solve it alone?

3. I cannot explain why but in this period the number of accidents 

always grow significantly.

4. Can we make an appointment now?

5. We can expect a slight growth in the future.

TASK COULD

1. Could you show the Japanese visitors around the plant?

2. I couldn't call him back so I left a message on his voicemail.

3. I could finish it if you didn't come up with new ideas again and 

again.

4. Could you give me a lift to the airport?

5. It could be arranged sooner if you bribed them.
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TASK WOULD

1. I wouldn't say that the situation is deteriorating but it has been 

levelling off for a while.

2. I would like to call your attention to a very important fact.

3. We would never  harm  our clients.

4. If we won the application, we would immediately refurbish the 

shop-floor.

5. There wouldn't be so many unsold products in the warehouse if 

we had launched this advertising campaign in spring.

TASK HAVE TO

1. Do we have to be aware of the effects of the financial crisis?

2. You do not have to hand in your notice. You will be fired 

anyway.

3. When do you have to hand in your tax return in Hungary?

4. A good leader has to be able to make quick decisions and work 

under pressure.

5. We had to sell the company because we couldn't avoid 

bankruptcy any other way.

TASK SHOULD

1. I do not think we should speak about the salary first.

2. Do you think we should involve the police or shall we handle 

the matter internally? 

3. First we should concentrate on the main issues then we will get 

onto this topic.

4. Should we outsource all the non core activities?
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5. Today the main point on the agenda is: How should we handle 

complaints more effectively?

TASK MAY

1. It can be used for a while but it may cause problems later. 

2. You may not know it but our company donates huge sums to 

charity.

3. May I check my emails? I think the quotation has already been 

sent.

4. He may know their address but I cannot reach them.

5. It may not be the most important question but we have to 

address it.

TASK MIGHT

1. He might approve it today.

2. It might cause problems but I think everything will go 

smoothly.

3. He doesn't feel good at home, he might leave the country.

4. We might get there on time but we are more likely to be late.

5. He announced that they might sell the company to the Chinese.

TASK MUST

1. You must read this book, it is fantastic.

2. You must be tired after that long flight. 

3. We must do something to curb crime in our city.

4. You must start early tomorrow; I hope you have understood it.

5. It must be a very difficult situation for a service providing 

company.
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TASK MUSTN'T/NEEDN'T

1. You mustn't get to the point right away if you are negotiating 

with Arab businessmen.

2. You needn't repeat it; I know that you are not willing to give 

further concessions.

3. Passengers mustn't take knives and scissors onboard.

4. I am afraid you mustn't turn on your mobile phone after takeoff.

5. You needn't fasten the seatbelt; the pilot will make an 

announcement before landing.

TASK SHALL

1. Shall I call them to cancel your meeting?

2. What shall we do with the receptionist? He has come to work 

drunk again.

3. Shall we go to the hotel so that you can freshen up a bit or can 

we go straight to the office?

4. Where shall we meet? Or shall I pick you up after work?

5. Shall I speak about the latest investments or is it enough if I 

only mention the sales figures?

TASK WILL

1. Don't worry; I will buy the motorway sticker.

2. You cannot miss it, it will be signposted. 

3. Will you please come to my office after lunch?

4. It will be the HR manager. Don't stand up, please, I will answer 

the door.
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5. First the CEO will make a speech, then they will discuss last 

year and after that they will announce the downsizing.

TASK ALL

1. May I go over this afternoon to see the flat?

2. It may be a difficult question but I think you will be able to 

answer it.

3. Shall I book a room?

4. I cannot go; I should write a letter in English.

5. I would like to drink a cold beer. What is on draught?

6. What do you have to do if somebody is involved in an accident 

with a rented car?

7. You mustn't put sugar in it; it will spoil the taste.

8. How did you get into the house? I  had the keys. 

9. How much should I pay for the small room?

10. I wouldn't like to eat soup; I only want to have the second 

course. 

11. He must be the new boss.

12. I didn't have to make a coffee for him as he couldn't come in.

13. Shall I speak to her now?

14. He may know it better than I do.

15. He cannot be an employee of the company; he is not wearing a 

uniform.

16. You should apply for this job.

17. The employees mustn't speak about the company's things.

18. I wouldn't do it if I didn't have to.

19. Could you give me a map of the city?
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20. It must be a very successful company.

21. I may not go to the party, I have to work overtime.

22. You must be Mr. Wagner from the Kiev office.

23. I was unable to remember where I had put the contract.

24. I am afraid we have to call off the skiing trip.

25. Can I get you a drink?

26. Shall I apply for this job?

27. I think you should be more careful with the calculations.

28. We must do something to accelerate the process.

29. To get the job you must have a driving licence and experience. 

30. The lecture cannot be exciting if half of the audience is asleep.

31. You do not have to send back this invoice.

32. Could you inform them about the change?

33. Do I have to buy a sticker for the motorway?

34. You needn't make a copy; it is enough if you have a back-up.

35. You may not understand everything but you are on the right 

track.

TASK HAVE+V3

1. What I can see is a wreck, it must have crashed.

2. We could have sold the company but we did not do it, it is a 

family business.

3. We should have started the marketing campaign earlier.

4. I couldn't have given the right answer.

5. The photo may have been taken in an Arab country because 

there is desert around the plane and the people are wearing 

traditional clothes.
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6. This product transfer must have taken a lot of work.

7. The cockpit seems to be empty; the pilot might have jumped 

out with a parachute.

8. We shouldn't have taken a hasty decision.

9. The security guards are frisking some passengers now. They 

may have said something suspicious or may have behaved 

suspiciously.

10. The security guards cannot have found anything because they 

let the passengers go. They might even have apologized.

11. I wouldn't have sacked him. He was one of the best experts.

12. More precautions should have been taken to guarantee 

security.

13. The mechanics cannot have examined the machine 

thoroughly; the mistake must have been caused by human error.

14. You could have helped them.

15. We should have hired the other candidate.

 PREPOSITIONS

TASK 1

1. We do not deal with it on a regular basis.

2. I would like to get an insight into the operation of the company; 

after all I want to buy it.

3. This is not an answer to my question; why is our operation in 

danger?

4. Access to confidential information is a key to success.

5. I graduated from the Cambridge University and with the 
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exception of IT I got excellent marks for everything.

6. Now we are concentrating on the acquisition and do not 

participate in trade fairs at the moment. 

7. It deters a lot of people from starting a business, as many people 

prefer a fixed salary to insecurity. 

8. From what I heard I conclude that I will even have to work  at 

Christmas

9. You must be cautious in business; what seems to be good at first 

sight is not always so.

10. Do not make a decision under pressure!

11. I think you are familiar with this process but if you have any 

questions I am happy to answer them. 

12. I would like to remind you of the meeting tomorrow. I am on 

my way home but when I arrive I will give you a call.

13. We had a very good impression on their plant; the engineers 

are almost obsessed with the new technology.

14. We must stick to the budget and be aware of our limits.

15. We have to take care of our customers' needs and ensure their 

satisfaction.

TASK 2

1. in

2. –

3. of

4. -

5. to

6. in
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7. in

8. about on

9. on

10. at

11. –

12. by

13. to

14. in

15. for

TENSES

TASK PRESENT

1. Why are you looking at me like that? I do not know anything 

about it.

2. Have you done all of them? I haven't finished it yet, I am bored 

of it because I have been doing it all morning.

3. They argue a lot but anyway they are good colleagues.

4. What are you waiting for? You should go home.

5. We go home late in the evening because we always have a lot of 

work.

6. I have never been here before but I love the place.

7. I have been an accountant for years but I have never seen such 

stupid laws.

8. I am waiting for you so please hang up and come here!

9. I am writing the report now.

10. I haven't seen him for a long time.
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11. I don't talk to him.

12. He has been shouting all day.

13. I have done it many times.

14. How long have you been preparing this chart?

15. I do not normally eat fruit.

16. How many sandwiches have you prepared?

17. The costs of living have been rising in Hungary for many 

years.

18. Our company is developing dynamically.

19. By now warehousing costs have halved.

20. Every year the debt of companies grows by 5-6%.

21. The tax burdens on companies have increased significantly.

22. The chances of SMEs have been continuously deteriorating 

on the international market.

23. The price of petrol is decreasing.

24. The company's image has improved a lot.

25. The amount of the available bonus grows every year.

TASK PAST

1. Last December it snowed a lot.

2. We used to have a totally different system.

3. I was sitting in my office when the director entered.

4. Fortunately I had made the report when he called me.

5. When we were on a factory tour we could observe that they 

were using  more developed technology than us.

6. The German visitor said that she had been waiting for me for 

half an hour.

22



7. At school we were not encouraged to think on our feet, we 

simply had to swot up on  the facts.

8. A few hours ago we got the news that something had happened 

in one of our plants.

9. We had had a lot of financial difficulties before the Germans 

took over the company.

10. We were sitting in the garden when it started to rain.

11. I took my final exam and then I went to a university but I didn't 

finish it.

12. I was standing at the bus stop and was waiting for the bus.

13. It was raining cats and dogs.

14. When we travelled to Spain I had already read a lot of books 

on the country's history.

15. They came home yesterday and told us what they had done 

during their holiday.

16. The tap was running but nobody closed it.

17. It had been snowing for days; still we ventured out from the 

hut and started going downhill.

18. People used to spend more time with their families.

19. When I arrived in the morning somebody had already put a 

pile of paper on my desk.

20. The police found the burglar a few weeks ago and arrested 

him.

21. The baby was crying but I couldn't go upstairs as I was 

speaking in the phone.

22. We didn't use to outsource everything.

23. I was introduced to her but I didn't say that we had met many 
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times before.

24. I didn't understand why so many people were waiting outside 

the department store.

25. They had been discussing the budget all day so by the 

afternoon everybody was exhausted.

TASK FUTURE

1. I will do my best to pass the exam.

2. The employers are meeting the strikers tomorrow.

3. Why did you bring your camera? Are you going to take photos?

4. Don't you know? I will go around and show it to you.

5. Next week we are going to the mountains. How wonderful! The 

wild flowers will be coming up then.

6. You will get wet if you go out without an umbrella.

7. Where are you going on holiday? We haven't decided yet. We 

will probably go to Spain.

8. I hope the roads will have been repaired by the end of the 

summer.

9. I will call you as soon as I have arrived.

10. I wonder what I will be doing this time next summer.

11. I have heard that you bought a new house. Yes, we are going to 

move in next week.

12. According to our agreement this company is going to supply 

the components to us.

13. I promise I will do it but I don't have time now.

14. I am sure he will forget to turn off the gas.

15. You cannot go to the company party in jeans; everybody will 
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be wearing elegant clothes.

16. Will he ever get the Noble Prize?

17. If we win the trial we will get millions of pounds in 

compensation.

18. Tomorrow I will try to get in touch with him.

19. I have bought a pile of bricks because I am going to build a 

new garage.

20. We are going to buy a new packaging line and rebuild the 

warehouse.

21. By this time tomorrow you will have received your 

promotion.

22. I think we will start late as just few people have come.

23. This time tomorrow I will be negotiating with the Japanese.

24. I think the company will not be able to survive the crisis.

25. Now the CEO is going to hold a presentation.

PASSIVE VOICE

TASK 1

1, was built, was rebuilt, was used, can be seen, are exhibited, are 

organized, will be held, can be found, 

2, is advertised, are collected, are selected and invited, are carried 

out, are shortlisted, are invited, is given, is signed

TASK 2

1. The machine has been repaired

2. This house is being built

3. The curtains are going to be washed
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4. Something should be done about crime

5. The environment must be protected

6. The hotel bookings will be arranged.

7. The money should be given to him. He should be given the 

money.

8. The table was being laid when we arrived.

9. The documents had been prepared by the time the auditors 

arrived.

10. How many people will be invited?

11. The emails couldn't be sent.

12. Several films had been made by him.

13. It wouldn't be done if I weren't here.

14. Deforestation can be stopped.

15. New people will be hired.

16. Salaries are transferred on the 10th.

17. The pedestrian precinct was closed by the police.

18. This new product is going to be offered at a discount.

19. Recycled products should be used by everybody.

20. The Highway Code must be kept.

21. 3000fts will be charged for the delivery costs.

22. The single currency can be used in EU countries.

23.  Some new candidates are being interviewed.

24. The documents are kept here.

25. The new colleagues have to be trained.
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TASK 3

1. It was founded in 1000.

2. They are given marks.

3. Because it is theory oriented and the students have to swot up 

on a lot of unnecessary things.

4. Fines must be imposed on companies that pollute and the 

population must be educated.

5. It was established in 1998

6. More than 500 people are employed here.

7. It was replaced 3 years ago.

8. They are advertised on the company's website.

9. Permission must be requested and protective clothing must be 

worn.

10. It is paid in May.

TASK 4

1. All the books have been sold.

2. The education system will be reorganized.

3. A new colleague has been hired.

4. I have never been operated on.

5. When was it invented?

6. Many people have been invited from the ministry.

7. The instructions couldn't be read.

8. It is done differently in different cultures.

9. The prototype has just been made.

10. Many customers were asked their opinion and the results  

published?
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TASK 5

1. Which computer is switched on?

2. The director didn't make a speech.

3. Many people came and voiced their opinion.

4. This regulation cannot be found anywhere.

5. Students also participated in the meeting.

6. The tests haven't been corrected, yet.

7. Let me know if there is something wrong with the new project.

8. These ampoules were wrongly labelled.

9. A man has been killed.

10. Four people suffered an accident.

11. The castle was built in 1340 but since then it has been 

renovated many times.

12. The mayor is going to lead the negotiations.

13. It used to be made by hand.

14. We do it in a different way.

15. I do not agree with you.

16. Nobody suffered an accident in the factory.

17. Three people have been found dead in one of the rooms.

18. The screen cannot be seen properly.

19. The meeting is cancelled, the CEO cannot come.

20. I will report the accident prone places to the head of HSE.

21. We are going to serve coffee and refreshments to the guests.

22. The building caught fire but the fire brigade managed to put it 

out within a few hours.

23. The new director is found suitable to represent the company at 

an international level.
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24. The lorry braked suddenly but could not avoid the collision.

25. Hazardous and toxic material has been discharged into the 

River Danube; the damage runs into millions of forints.

TASK 6

P=passive, A=active

1. P, used to

2. P present perfect 

 3. P, be going to

4. A, simple future

5. P, present continuous

6. A, past continuous

7. A, simple present

8. A, present perfect continuous

9. A, used to

10. P, simple past

11. A, present continuous

12. P, simple present

13. A, be going to

14. A, simple past

15. P, simple future

16. P, past perfect (A, simple past)

17. P, past continuous (A, simple past)

18. A, present perfect

19. A, past perfect continuous (A simple past)

20. A, past perfect (A, past simple)
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TASK 7

1. I have never seen this.

2. Who will be appointed department head?

3. Before we introduced this system we had had a lot of problems.

4. The solution hasn't been found, yet.

5. The new packaging line is just being assembled.

6. The management is going to reorganize the hierarchical 

structure.

7. He used to be a totally different person.

8. Companies do not normally pay in advance.

9. Rescue teams have been looking for possible survivors since 

Monday.

10. We were coming down the mountain when the car skidded.

11. We bought the machines in 2002 and this was when we signed 

the contract.

12. This food is eaten by hand in the Middle East.

13. I do not know who will make a speech.

14. Components used to be made differently.

15. Many people had been fired from the ministry by the time I 

became the minister.

16. We are discussing the details now.

17. We were not informed about it at the afternoon meeting.

18. The new centre is going to be built by next spring.

19. It was interesting to see as the components were being 

assembled.

20. How are you going to take these big pieces of furniture?
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REPORTED SPEECH

TASK 1

Minute book about the meeting on the budget of training on 09. 

14. 2017. 

Mr Johnson opened the meeting by greeting everybody and he 

congratulated Ms Meridor on her performance in the first month 

and on how quickly she had adapted to the company's culture. He 

also expressed his regrets that one of the colleagues could not 

participate in the meeting as he had been called out to settle an 

issue with one of the Indian agents.

Then he announced that the training budget would decrease by 20 

% this year and that the company would not use the services of an 

external training firm any more. He added that a thorough 

analysis of the demand would precede future training courses.

Mr. Peterson was the first to speak saying that the company 

should sign a contract with a smaller firm which offers much 

lower prices. Ms. Meridor was of the opinion that although 

smaller companies might be cheaper they would not be able to 

guarantee the efficient usage of resources. She also added that she 

would be willing to process the suggestions and requests related 

to the topic.

Mr. Andrews expressed his worries concerning computer 

training. He pointed out that his whole department had signed up 

31



for that type of course and he did not know what would happen to 

the course advertised.

Ms. Meridor admitted that it was an important training course but 

she confirmed that the new training company would provide that 

kind of training.

Mr. Andrews was disappointed and he did not like the idea that the 

whole department would have to do the whole enrolment 

procedure again.

Mr. Johnson asked Ms. Meridor if she had prepared a list of the 

available online training and he asked the department heads to 

make a detailed survey about the demand. We agreed that the 

following week we would hold a similar meeting to discuss the 

cost cutting in more detail.

TASK 2

1. they had to fire...

2. how long I had been waiting.

3. that the company would go bankrupt.

4. if I would like to do…

5. that there were road works...

6. that they were going to transfer my salary the following week.

7. to hand in my notice.

8. that I hadn't sent...

9. that they couldn't stop that tendency.
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10. not to go to the post office as the service provider hadn't sent 

the…

11. that if she had similar problems, she would ask for help.

12. if they should tell him the truth.

13. to switch off my mobile phone.

14. that they were all waiting for me.

15. that he didn't know how they would be able to solve the 

problem.

CONJUNCTIONS

AND

1. All of my colleagues and me are working to satisfy even the 

highest expectations.

2. The difference between the two systems doesn't only mean that 

one of them is hierarchical and the other isn't but also whether the 

information flows or not.

3. We produce steel products both for the machine and the 

construction industry.

4. Apart from quality we pay close attention to reliable delivery 

and correct handling of complaints. 

5. Besides the free fence posts we are now giving you a free DVD 

where you can see a 20-minute video about the installation.

BUT

1. Despite all of the effort that we put in this project the result was 

worse than expected.
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2. Although our sales figures have improved slightly it won't be 

enough to make a profit.

3. In spite of the fact that it is not a first class product it should not 

fall apart after two weeks' normal use.

4. I know this sport is not really popular among women, however 

more and more men tend to choose this to get rid of their excess 

energy.

5. While advertisement deals with the popularization of the 

product, marketing strives to create a brand image.

6. In England many people stopped smoking as a result of 

campaigns; contrary to this the number of Irish smokers 

continues to grow.

BECAUSE

1. Knowing that in Hungary a biology teacher does not have many 

opportunities I decided to apply for a job at a marine research 

centre in San Diego.

2. As we do not work with the most advanced technology it is 

small wonder that the amount of waste is so high.

3. Due to their diverse cultural backgrounds all the employees can 

somehow contribute to the success of the company.

4. This explosion happened because of human error and not 

because of a technical problem.

5. He handed in his notice since he felt personally responsible that 

the company's image was endangered.
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SO

1. Hazardous waste is a by-product of manufacturing therefore 

we have to get special licences from the authorities.

2. Everybody has a different cultural background that's why we 

have to learn to work in a team.

3. There is a fierce competition in the Eastern European market; 

consequently we have to come up with something if we want to 

preserve our position.

4. We have been working on innovative solutions and as a result 

we could make the production processes significantly more 

efficient and economical.

INFINITIVE GERUND

TASK GERUND

1. Try to translate it without using a dictionary.

2. I am used to getting up early.

3. Acquiring new customers is our main aim.

4. We are very proud of being the market leader in the region.

5. The company is famous for providing high quality services.

6. Sorry for keeping you waiting.

7. I am looking forward to meeting you personally.

8. Not having enough opportunities is the biggest problem for 

young people.

9. It is not about making a profit, it is about surviving.

10. Drinking coffee is part of the country's culture. 

11. We are interested in working together with your company.
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12. We succeeded in persuading them to pay the transportation 

cost. 

13. Living here is like living in Paradise.

14. I am very good at handling conflicts.

15. The boss is not really happy about losing customers.

16. He is accused of bribing politicians.

17. Moving abroad is not a viable option for us.

18. You can benefit a lot from being in the right place at the right 

time.

 19. I would like to apologize for not spending enough time with 

you.

20. Signing the contract is just the first step.

21. My boss always tells me off for not keeping deadlines.

22. You had better delegate the tasks instead of wanting to do 

everything by yourself.

TASK INFINITIVE

1. sneezing, sitting

2. listening, hearing

3. to offend, annoying

4. working, spending

5. repeat, to make sure

6. to sit, to get out

7. getting, climbing

8. doing, doing

9. consult, deciding, to buy

10. to avoid, being
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11. go, promise, not to tell

12. to inform

13. looking back, being followed

14. paying

15. earn, scrubbing, making, blackmailing

16. trying, to persuade

17. to explain, having

18. to get, to finance

19. writing, making

20. to buy, to pay

TASK 3

1. I don't mind him living here.

2. I promised to wait for him in the doorway when he came.

3. Do you feel like going somewhere?

4. He admitted taking the money.

5. He is used to working at night.

6. I often forget to sign the cheques.

7. It wasn't easy to refuse the invitation.

8. She made an attempt to stand up.

9. I tried to get tickets but failed.

10. They agreed to share the profit equally.

11. I suggested postponing the meeting but he insisted on starting 

at 8.

12. If you become an entrepreneur you will risk losing 

everything.

13. I would rather go to a less noisy place.
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14. Helen is very excited about going abroad to study and she is 

looking forward to being informed of the starting date. 

15. I am always the last to hear the office gossip. 

16. He didn't manage to make a good impression; he was too shy 

to get a managerial position.

17. I distinctly remember setting the alarm clock before going to 

bed.

18. We cannot afford to replace the whole fleet of cars.

19. I expect my colleagues to do their best.

20. They hoped to agree a good price.

TASK 4

1. This is considered to be the most prestigious medical 

conference in the world.

2. The president is said to be aware of the nuclear danger.

3. He is rumoured to have agreed with the Russian President.

4. Nuclear power is considered to be the cheapest source of 

energy.

5. The engineers are reported to have started the construction.

6. This hospital is said to have the best equipped obstetrics.

7. This procedure is known to be the most modern available in 

Hungary.

8. The patient is known to have survived the accident and is being 

operated on now.

9. His leg is said to have been put in plaster.

10. He is considered to be the best candidate as he has worked 

abroad many times.
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11. He is believed to have saved her life.

12. Both candidates are considered to have a good chance.

13. The new boss is said to be difficult to get on with.

14. This venue is thought to be ideal for organizing conferences.

15. The secret formula is rumoured to have been stolen.

CONDITIONAL SENTENCES

TASK

 1. type

1. If we do not train the employees properly, they will produce a 

lot of scrap.

2. If we cannot sell the goods piling up in the warehouse, there 

will be no space for the new products.

3. If we take this step, the employees will go on strike.

4. If we cannot place the archives here, we will have to find a new 

place for them.

5. If you have an excellent track record you won't have a problem 

at the job interview.

6. If you do not hand in the feasibility study, you will be fired.

2. type

1. If we had time, I would show you the processing plant.

2. If I didn't come in tomorrow, could you stand in for me?

3. If the kangaroo were an endangered animal, it wouldn't be on 

the menu.

4. If I didn't know it, I wouldn't be here.
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5. If the chairman approved it, I would lead the negotiations.

6. If I didn't have a key, we couldn't come in.

3. type

1. If we had been able to persuade the trade union to accept this 

offer, we wouldn't have had to face the strike.

2. If we had given a discount earlier, the stock would have run out 

sooner.

3. We would have involved the police if we had thought it made 

sense.

4. I wouldn't have fired him if he had been able to come up with at 

least one argument to support his decision.

5. If we had spent more time on R&D, we could have become a 

market leader.

6. I would have appreciated it if somebody had come to meet me 

at the airport.

TASK 2

1. If you hadn't exceeded the speed limit, the police wouldn't have 

fined you.

2. If you paid the cheques in time, no interest would be charged.

3. If everybody bought recycled paper, there wouldn't be 

deforestation.

4. We will let you know if you have to come to the interview.

5. If we do not keep the rules, the authority will fine us.

6. If I had given you my credit card, you would have spent all my 

money.
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7. If the company offers fringe benefits, I will accept the job.

8. If toxic materials hadn't been discharged into the river, the fish 

wouldn't have died.

9. I wouldn't open a current account here if it weren't obligatory.

10. If we get the information, we will let you know.

11. If the motorway had been built, the city would have developed 

more quickly.

12. The hole in the ozone layer will disappear completely if there 

are no more aerosols.

13. I would do it if I had time.

14. I would have paid the tuition fee if I had got my salary.

15. If you had attended a better school, you would have got a job 

in the ministry.

WHICH? THAT? WHAT?

TASK 1

1. that which

2. ,which

3. for which that…for

4. who

5. whose

6. that which

7. , who

8. who that -

9. which

10. ,which
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11. ,who

12. that which

13. who that -…from from whom

14. ,whose

15. ,which

16. who that - whom

17. ,who

18. that which -

19. that -, which…on on which

20. ,whom who

TASK: KÜLÖNBSÉG

1. Az elsőben csak azok mentek más úton, akik tudtak az árvízről, 

a másodikban mindenki.

2. Az első mondatban csak egy fia van, a másodikban 

valószínűleg több és arról a fiáról beszél aki Manchesterben él.

3. Az elsőben csak azok a politikusok megvetendők, akik 

hazudnak, a második mondatban minden politikus hazudik és így 

mindegyik megvetendő.

4. Az elsőben az volt a szokatlan, hogy koktélt ittam mert 

egyébként utálom a koktélt, a másodikban pedig egy furcsa 

koktélt ittam.

5. Az első mondatban csak az a bor ment tönkre ami a pincében 

volt, a másodikban minden bor ott volt és ezért mindegyik tönkre 

is ment.
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TASK: FORDÍTÁS

1. Children who wanted to play football were disappointed 

because of the rain.

2. My boss, who is a good-hearted man, lent me some money.

3. My camera that I bought in Germany still works.

4. The girls whose dog I looked after lives next door.

5. Peter, who didn't believe that it would be so hard, wanted to 

give up halfway.

6. Tom, with whom I played tennis on Sunday, was in better shape 

than I.

7. The 8.15 train, which is usually very punctual, was half an hour 

late today.

8. He said he had money, which was not true.

9. His patience, which he was famous for, has now disappeared.

10. The cars whose engines are produced by us are reliable.

COMPARISON

TASK

It is quite difficult to make a decision. The French subsidiary may 

be cheaper, but it will be more difficult to find workers there. The 

truth is, however, that it is closer to our headquarters. I think the 

best solution is to buy up the company in Budapest. Try to get as 

much information as you can.

I think it is better for you to go to Greece than to Italy. In Greece 

the people are much friendlier and the sea is cleaner than you 
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would think. The cities are not as crowded as in Italy. Although I 

think this place is as expensive as all the other Mediterranean 

countries.

If we compare Great Britain with other European countries, we 

can see that they are in by far the worst situation. The teenage 

pregnancy rate is very high, higher than in Italy or Greece. The 

number of abortions is almost as high as in Hungary and Britain 

has the highest number of burglaries, too. The social situation is 

often represented as the most terrible in Europe. A committee has 

been set up that is responsible for such research. They have 

carried out several surveys. The results were much more 

surprising than we could imagine. For instance, the average 

salary is much lower than in many Western European countries.

TASK 2

1. This film is about a man who suffers an accident on an oil rig 

and the women who takes care of him.

2. It is quite similar to a Spanish film, which I saw two years ago.

3. The whole thing is like a depressing dream – very depressive 

and mysterious.

4. It was so terrible that my colleague couldn't watch it to the end.

5. The main character looks like Susan Sarandon.

6. At the beginning it looks as if it were a love story but it is more 

of a drama.

7. Mum is such a wonderful person.

8. She works as much as she can and still she is so cheerful.
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9. I take after her, I am like her in every aspect.

10. She is a woman who finds the positive side of every situation.

11. This is such a new invention that even I do not know it.

12. It is like a DVD but it isn't really.

13. Watching a film at home is not like going to the cinema.

14. It is not as exciting as a real journey but it is similar.

15. It has the same function as a nursery but here children are 

looked after even in the evening.

16. It is a machine, the washing time of which can be set.

ALL BOTH NEITHER EITHER NONE ANY

TASK

1. Some data was missing from one of the invoices and the other 

was not perfect either.

2. None of the companies pay in advance for services.

3. All of our new colleagues have  high qualifications.

4. The boss has to sign both invoices.

5. You can find the report on my desk, either in the green or the 

blue folder.

6. I haven't met the American colleague. Neither have I.

7. Neither this plant nor the factory in Szombathely were 

profitable last year.

8. Why are you asking me? I think any of the colleagues could do 

that.

9. Both applicants would be suitable for the position.

10. Either you or Kate has to go to the airport to meet the 
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Americans, only you can speak good English.

11. How many of you came to the training from the Finance 

Department? None of us.

12. I do not know who I spoke to, it was either the secretary or the 

receptionist.

13. My husband and me both think that I had better find a better 

paid job.

14. All of us feel that our superiors do not praise us enough.

15. I have lost my badge and now my colleague cannot find his 

either.

16. If we have a look at any of the sales figures we can see that 

these have been rising since the beginning.

UNREAL PAST

TASK

1. I wish Hungary had a better healthcare system.

2. I would rather the hospital had better equipment.

3. It is time that somebody took drastic measures.

4. I wish I had stayed in Szeged.

5. The boss acts as if we had the best workplace in the world.

6. I would rather he gave me a pay rise and rationalized the duty 

system.

7. It is time somebody did something concerning gratuity 

payments.

 8. If only this system hadn't been created and there was no 

corruption in Hungary.
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9. It looks as if the system was viable.

10. I would rather the eastern and western systems appeared 

together in a reasonable combination.

CAUSATIVE CONSTRUCTION

TASK

1. I will have an interior designer do the sitting room.

2. I think you shouldn't have the whole house rebuilt.

3. The company makes its employees hand in their notice.

4. I will have my tonsils removed.

5. Voluntary work makes me feel useful.

6. I will get my mum to prepare my favourite dinner.

7. I will get somebody to help with book-keeping.

8. Please, make the children eat as many vegetables as possible.

9. We have this company do the reconstruction works.

10. The local government had an incinerator built, which upset 

everybody.

11. We make every new applicant write an IQ test. 

12. The company will have somebody reorganize the firm.

13. What makes you think that?

14. Greenpeace got volunteers to collect the rubbish on the coast.

15. I cannot make employees work more than eight hours because 

I would have to pay them the overtime.

16. Such cases make people think that death penalty should be 

restored.

17. I had the curtains and carpets cleaned for the new office.
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18. I will have my hair cut and have some good photos taken, 

which I will send to the agency.

19. I will try to get him to write a reference.

20. Celebrities have others do everything for them so they do not 

enjoy the fruit of creative work.

21. This makes people feel appreciated.

22. We should have the furniture made, it is cheaper.

23. You should have the tyres changed.

24. It will make you feel better.

25. I will have the new surgeon operate on my liver.

COUNTABLE UNCOUNTABLE

TASK

1. My hair is too long, I should go to the hairdresser.

2. Get some knives out for the fish.

3. Ladies can find the toilet on the right.

4. Can I have some more bread?

5. How much wine can I pour?

6. These phenomena are frequent in society.

7. Take off your shoes and wash your hands.

8. Knowledge is important but experience is even more so.

9. I have got several pieces of advice from him.

10. There is little hope that they will get the information in time.

11. Where can I collect my luggage?

12. The police found some hairs, from which they took a DNA 

sample.
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13. You mustn't take scissors onboard.

14. There is a lot of news that is not reliable.

15. These pieces of furniture were made from wood.

PARTICIPLES

TASK

1. The trips organized by the travel agency were always cheaper.

2. Not knowing his address we gave him a call.

3. The girls dancing all go to my school.

4. Having packed the suitcases we called a taxi.

5. Knowing that with this qualification I had little chance to make 

a career, I enrolled in a course to get a second degree.

6. A special exhibition of paintings made by Gyula Benczur has 

opened at the Museum of Fine Arts.

7. Not having enough money we could not sign up for the 

sightseeing tour.

8. The tables booked for the participants of the congress were in a 

separate hall.

9. Having realized that he was lost, he finally stopped in a parking 

bay and looked at the map. 

10. Built in the XVII century it shows signs of the Baroque style.

11. Being in a terrible situation we decided to take pot luck and go 

abroad.

12. Having found his place in the city he did not want to move 

away.

13. Signed by both parties the contract becomes effective.
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14. Having lost everything I had nothing to tie me to that place.

15. Having interviewed all the candidates the HR colleagues 

discussed their experience.
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