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I. a) Write the Past Simple of the given verbs and put them into the correct column.

to try, to provide, to stop, to prefer, to travel, to reply, to stay, to fix, to admit, to like, to close, to plan, to regret, to complete, to study, to enjoy
	- ed
	-d
	- ied
	double consonant + - ed

	provided
	closed
	tried
	stopped

	stayed
	completed
	replied
	preferred

	fixed
	
	studied
	travelled

	liked
	
	
	admitted

	enjoyed
	
	
	planned

	
	
	
	regretted




b) Complete the table with missing irregular verbs.

	The Infinitive
	The Past Simple
	The Infinitive
	The Past Simple

	to write
	wrote 
	to see
	saw

	to get
	got
	to make
	made

	to take
	took
	to bring
	brought

	to hear
	heard
	to be
	was/were

	to go
	went
	to find
	found

	to pay
	paid
	to leave
	left

	to begin
	began
	speak
	spoke



П. Complete the sentences using the correct Past Simple Tense form (affirmative or negative) of the verbs given in brackets ( ).
1. Her assistant made (to make) a mistake in the monthly report yesterday.
2. She  was not  (not to be) at work on Wednesday.
3. Our accountant did not  complete (not to complete) the weekly report on time last week.
4. At first my supervisor did not understand (not to understand) what kind of recommendations to develop.
5. Three employees did not attend (not to attend) the staff meeting last Friday.
6. He had (to have) a lot of problems to deal with last week.
7. The Government  worked out  (to work out) a new program two months ago.
8. At the training session, our personnel managers learned (to learn) how to assess employees’ progress.
9. I thought (to think) you was (to be) interested in this job.	
10. They did not have (not to have) a staff meeting yesterday.


[bookmark: bookmark1]Ш. Make up sentences using the Past Simple Tense.
1.	We / to speak / to our supervisor / yesterday.
	We   spoke to our supervisor yesterday
2.	He / not to agree / to help / me.
	He did not  agree  to help  me
3.	The Head of the Division / to sign / the documents / last week?
	Did  Head of the Division   sign  the documents  last week?
4.	to be / you / in the office / all day yesterday ?
	Was you in the office all day yesterday ?
5.	I / not to take part in / the follow-up / discussion.
	I did not to take part in  the follow-up  discussion
6.	you / attend / the staff meeting / yesterday?
	Did you  attend  the staff meeting  yesterday
7.	I / to be І really / busy / last month.
	I was really  busy  last month
8.	Anna / get / the position / of a Deputy Head / last year.
	Anna got the position  of a Deputy Head last year

[bookmark: bookmark2]IV. Make up special questions using the correct tense form(s) (Present Simple or Past Simple).

1. He worked for the Ministry of Education and Science 3 years ago.
Example: When did he work for the Ministry of Education and Science?
a) Who did work for the Ministry of Education and Science 3 years ago ?
b) Where did he work 3 years ago ?

2. He usually arranges a staff meeting twice a week.
c) What  does he usually arranged  twice a week ?
d) How often does he arrange a staff meeting?

3. Our secretary sent you the e-mail letter yesterday afternoon.
     e) What  did secretary sent you yesterday afternoon ?
     d) When did secretary sent you the e-mail letter?

4. I met with my research supervisor yesterday.
      g) Who did you meet  yesterday ?
      h) Who did  meet research supervisor yesterday?

5. We interviewed two applicants for two hours last Friday.
      i) How many did  we interviewe applicants last Friday?
      j) How long did we interviewe last Friday?

6. They were late because of the traffic jam.
      k) Why did they late?
			
7. We usually summarize the results of Department’s work at the end of each month.
       l) When do we usually summarize the results of Department’s work?
       m) What do we summarize at the end of each month?
        n) Who do summarize the results of Department’s work at the end of each month?		

V. Complete the sentences. Use the words in the box.

	ago          last           when             year                  yesterday



1. I had a lot of work to do yesterday afternoon.
2. They were busy last week.
3. Did she phone me five minutes ago?
4. I stayed at home last night.
5. He graduated from university three years  ago.
6. He moved to Kyiv when he changed jobs.
7. Helen took a training course last year.
8. My colleagues made a presentation when they were at the international conference.


VI. Complete the sentences using the Present Simple or the Past Simple Tense forms of the verbs given in brackets ().

1. From time to time our supervisor  delegates (to delegate) his responsibilities to his subordinates.
2. Last week I replaced  (to replace) the Head of the Department because he was (to be) on a business trip to the Head office.
3. When my boss  arrived  (to arrive) last Monday, I  submitted (to submit) a report to him.
4. Our employees had (to have) staff meetings on Tuesday. Last week our boss conducted  (to conduct) a staff meeting on Friday as he was (to be) busy all week.
5. We updated (to update) our software last time in October. Who usually update (to update) the computer data base in your division? Who did  update (to update) the computer data base last time?
[bookmark: _GoBack]6. Some of our employees took  (to take) a training course last year. They attended  (to attend) seminars and classes for two weeks. They to  work (to work) hard and to learn (to learn) a lot. Now we often to consult  (to consult) with them on difficult problems.
