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Unit 1 | You and your company

1.1 People in business

Grammar Present simple
The verb be
Vocabulary Daily activities
Communication skills Introductions
Pronunciation Alphabet
L Listening Lorella Braglia is a designer. She lives in the North of Italy between Milan and

Bologna. Her company makes clothes, which sell all over the world.

€ Two journalists are talking about Lorella. Listen and write down the information.

NAME <ovorrrsas s GOTENA BIAGIA | oeeeeeeeeeeeeeeeeereessesseesesssesssees s esessnseseneessees

NAHONALtY . TTBAR | oooeeeeeeeeeeeeeeeeeeeeeeeeseeseesessesseeesssesesssssssmsessssssssses

Home , :

BANBIAPES wuucunsissssvusstassiesssninismiossivmiva et s s s s stsnaas

@ Listen again. Complete these sentences.

1 Her name ............. Lorella Braglia.
2 S ammeses in Reggio Emilia.
3 She............. adesigner.
4. She i for Dielle.
5 Her husband ............. the Marketing Director.
6 They ............. Italian.

Lorella Braglia 7 They .cvunne English and Italian.
8 They cousmessens together.

B | Speaking o Ask a partner these three questions. Write down the answers. Then ask other

people.

NAME v
NGHOMAIEY wssiscasammsrsssssssinssssisinanssnnsnseasasasss
JOb sisumismsanissnsns

© Now tell the class about the people you talked to.
e.g. Her name is Gabrielle. She is French. She is a teacher.

6  You and your company



LANGUAGE NOTE The verb be

1 The verb be is irregular and is often contracted. We use it to talk about age,
nationality, job, and status. '

I'm (I am) Italian. She’s (she is) married.
You're (you are) my line manager. They're (they are) German.
He’s (he is) thirty. We're (we are) both engineers.

2 To make a question with the verb be we invert the subject and the verb.

Are you married? Yes, I am.
Is she American? No, she isn't.
What is his job and where is he from?  He is a designer. He's from Greece.

[4 Reading © Look at the article about Lorella Braglia. Complete the article using the verbs in
the box. The first letter of each verb is given.

B i

makes designs employs eat live works  do |

produces  travel presents plays uses are play is |

Lorella Braglia .&...ccoovunereeeenes 1 the founder of Dielle, and also
the main designer. Her husband, Danilo, #......... - 2 for the

collections every year and .Pu.....ccuuesisencn 4 them at fashion
shows in London, Paris, and New York.

very modern equipment in its workshops. The company
...................... 7 the services of seventy workshops in and around
Reggio Emilia. It .f....cccocevvneeenn. 8 100,000 units per year. Lorella
and her husband .l.......ccoveenneee. 2 in a house in the centre of Reggio Emilia, not far
from the office. They .A........eeeuee. 10 not often there, because they both

o v 11 3 lot. How do they relax? ‘| ..4........cceunen. 22 yoga and Danilo

Brrrerrrresseennneen 23 golf,’ says Lorella. At the weekends they .R......ccueeeuenns 14 golf
together and .%.........c......... 19 out at local restaurants with their children.

=] € Listen to the first part of the passage (up to 8). How is the final s of the verbs
pronounced - /s/, /z/, or /iz/ %

S/ S EIN KBS i iwemsncansuns vonsuapss soves vesihs sk somsanions s odsss sy ias o4 b A o AR RS s s S
B A8 AL PUARS i oo B sy o s SRR S o P A R s e s

T2/ A ATY HISOF s s S o e s e e s v s e R res e e P i

€ Listen again and check. Read the passage aloud, paying particular attention to
the pronunciation of the verb endings.

You and your company 7



LANGUAGE NOTE The present simple
1 When we talk about regular actions or permanent states we use the present
simple tense.
I work for Dielle. We speak English and French.
You live in London. They travel a lot.
2 We add s to the end of the verb in the third person singular (he, she, or it).

He plays golf. It takes two hours to get to work.
She works at home. She knows a lot about computers.

[J Pronunciation [Z] @ Listen to the alphabet in English. Write the letters in the correct sound groups,
as in the examples.

fel/ /i:/ fe/ fav/ /at/ /u; a
A 8 = O r & R
H c L

Listen again and check your answers. Practise saying the letters aloud.

o0

Work with a partner. Spell your company’s or school’s name, your town, and
your address.

> Now say the following. What do the letters stand for?

e e MBA - [Rg
var UM CEO) UK

I3 Listening =] Listen to the following dialogues and write the letters you hear.
1 .84 R CR— - J—

2 soaumes . LR — O soiios 8 i

4 Speaking @ Listen to this interview and complete the notes below.

DIRTIE o univimssnovsnsvsmsins sasmsi s amk s
EOMPANY ovivossimimmssissimsasimioao
Job st
NatoRAtY it
| 2167 ¢ (= PO o e s W)

[35] @ Listen to the following questions and reply.
e.g. What is your job? I'ma...

8  You and your company



LANGUAGE NOTE Meeting someone for the first time

1 Introducing yourself

Let me introduce myself. My name’s ... How do you do? Pleased to meet you.
Hello. I'm ... Nice to meet you.

2 Introducing another person

Let me introduce you to ... How do you do? or Nice / Pleased to
This is my colleague ... meet you.
Nice to meet you. Nice to meet you too.

3 Other guestions

Where are you from? I'm from ... (but I work in ...)
What do you do? I'm a ... What about you?
Who do you work for? I work for ... And you?

[A Listening £l

€ sally Kent is the editor of Business Monthly magazine. She introduces Simon
Hastings to two other people. Listen and fill in the gaps in the table below.

A B C D

Sally Kent Simon Hastings Alessandra Boni Akiko Takajima
American British LoLtalkan 30 S
editor vt | ipnsmesssoneresumnnaeri® || cxnmmessovasvessussnnnt
Business MONEALY  woveeeevevvceeeeni? e BAF 5 i B

€ What expressions do A, B, C, D use to make introductions? Listen again and fill
in the gaps.
Al ATESSARATDE, sz ! you to my colleague, Simon Hastings.

: HOW woverererees ceevevensene veneenensenns ?2 Pleased to .....ou..... 3 you.

5 (o], Ao —— 24

: Do you work here, Alessandra?

No, I work for SAP. I'm a consultant. ......ccccc. ceeernenee > my colleague Akiko

Takajima.

3 NICE cevrvsuorass secssesersnss sosessssnsyen hy

. 7, Akiko. Where are you from?

: I'm from Osaka, in Japan.

Where do you work?

: I work for SAP in Frankfurt. 'm a ....cccecoees vevereneee. .3 And you?

1 B ? here at Business Monthly. Sally’s

my boss.

£330 Yo
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1.2 Talking about your company

Grammar Present simple question forms
Present simple negative forms
Vocabulary Nationalities
Word families
Pronunciation Word stress

i Nokia across the Globe '

d factories in 10 countries
L

w employs 50,000 worldwide

r customers in 130 countries

-

AUSTRALASIA

T
I} Vocabulary Here is some information about Nokia, the Finnish telecommunications company.
Complete the sentences with the words below. Use the pictures to help you.

competitors  product employees factories
markets customers sales head office

The ....ccceeesurerennnen.. Of Nokia is in Helsinki.

Europe is one of the company’s major .........coccceueuiuinns
serssereenmnennes i China are very high.

Ericsson is one of the main ....ccocevvcviinninne

They have .............cc........ in ten different countries.

The company has more than 50,000 ......................... in the world.
The Nokia 9100 is a very successful ..........oocevcvvennes

Nokia has ...........ccceunuee.. in at least 130 countries.

N U e W N —

[J Listening EZ] @ Simon Hastings has an interview with a senior manager at Nokia. Listen and
complete the information below.

COMPANY .. NEEEG.....ooooeeeoeoeereeressseeessesessssseees s
Head office. vaiiaumimismmininismaiansimiioiaiiss:
Research/centte: JAMPENR. . .. .vucissiossiasisisisssussvisss
EMPIOYEES ...oviviiriiicinisiinininissssinisssssisssisssssssanes
LaAnBuages i e e s
Major Matkets v uunmnaninusanssaaniia s
Main competitors ......ccceereneent

AVETTISING ovireveireriisins ceeessessessiss s seesss s ssss s

10 You and your company



€ Listen to the interview again. Complete the questions below.

b WA cssvaanmmisnsmmimsimis savnsvnise ?

It produces and sells mobile telephones.

B U T ?
The head office is in Helsinki.

B s your biggest markets?

China.

. R TATIY ssvsssuassasnsonssnovanes sevrssanovssasmmmssoss ?
About 53,000.

B! INREE v in the company?
Finnish. And English, of course.
6 e do you ...cveerieee ?
On TV, in magazines, and on buses.
LANGUAGE NOTE Present simple questions and negatives
1 To make questions and negative sentences we use the auxilary do / does.
Where do you live? I live in Paris. I don't (do not) live in Milan.
When do they finish work? They finish work at 12.00.
They don't (do not) work in the afternoon.
Do you live here? No, I don't.
Do you speak English? Yes, I do.

2 We use does for the third person (he, she, or it).

What languages does she speak?  She speaks Finnish and English.
She doesn't (does not) speak Spanish.

Does he smoke? Yes, he does.
Does she work with them? No, she doesn't.
4 Speaking €& Work in pairs. Student A, look at File I on page 151. Student B, turn to File O on

page 152. Ask your partner questions and complete the table below. Guess the
name of your partner’s company.

ACEIVITY || cisisssunmis s R S R s
EMPLOVEEE |  cocmcereiiiismimersammiir e S S e AT e e AR e s s
(o T 1 o o OSSPSR USSP
PROBUEES | svemsivemorssimmmissaiamsssisesses s v s e i s s e AR SR S e Re SRS

€ Ask your partner the same questions about the company where he or she works.
Write a short description of this company. Then report back to the rest of the
class.

You and your company 11



[ Vocabulary

I3 Pronunciation

12 You and your company

€ Here are some facts about Nokia. Complete the sentences with the correct words.

o0

@

1 Nokia ......c...eceeueeene. 0N buses in China.
Nokia has ...................... on buses in China.
2 Nokia .......cceeveeeeee.. the 9100,
The 9100 is one of Nokia’s .......ccceeveeveneen -
3 Nokia i a lot of telephones in China.
Nokia has large ...................... in China.
4 There are 53,000 ......ccovsivirarinns X
The company .......ccceeuuenne 53,000 people.
5 Ericsson is one of Nokia’s ......ccccceuruuee.
Nokia ..........c........... with Ericsson in the mobile

phone market.

6 Texas Instruments is one of Nokia’s .....ccccceeeevrnnas

Texas Instruments .........oovveeurnes Nokia with parts

for mobile phones.

advertisements / advertises
products / produces

sales / sells

employees / employs

competitors / competes

suppliers / supplies

Write similar sentences about a company you know using the words in ).

Complete the table of word families.

. Verb - Noun Person
sell sales
' compete ' 2 competitor
___“__- ; adverti_siné | advertiser
.......... e | o ertisement | o
employ employment | e
...% | employer
' produce ‘ product ' prdd&er

productivity

Expressions

....... | sales figures

competitive prices

advertising
~ | campaign

....... 5 self-employed

. productivity bonus

Look at the table below. The items in the first column are typical of a particular
country. Complete the table with the correct countries and nationalities, as in

the example.

Champagne

-----------------------------------

Carnival |
Pastd | cossecsssmasssnsissey
The Great Wall

Part ] sesssssvasssivseasasens
Kangaroos

BMW car

Sony

O 00 ~N O U W N e

Paella

—
o

Tequila

Nationality

...................................



€ Now listen and check your answers. Pay attention to the pronunciation. Listen
again and put the words in the correct column according to the stress pattern.

@ oC oe 00 slel ] 000
France: uiavaiis Brazil Lfar‘y ............. Brazilian

.................................................................

@ Listening © Later on in his interview, the manager talks about his spare time. Listen and
complete questions 1-5 below.
0 Listen again and write down the answers.

1 What / weekends?
[ OfTEN covierecreereerrecreereerressesesresreersessesseesaereessessensesseersensensenseenes T1€AT Lake Pukkala.

b

What / there?
L nensessresasnestianasssiinasansitnssiniianessiarinssnds Ol e e ap s s S ST R A S e

3 Who / with?

4 Where / swim?

5 What / evenings?

T osnssssmsnsammisvinmioanisainsins asnsmssipissminrames OO o aa e s s e A S R S G s RS R

© Ask a partner similar questions using the words below and the question words
What? Where? Who? Why? When?
L VB RKBINAS suscvuiuassvinsonha i aess s sasanyupin se oo sasiesi i shai s S s VR S R
T EVEIES vusvuvuasunssauvodss e suas sva sy oo s R0 v oR T oS SV S T OR R SRR AN SR SOV
B OB ROIIAAY <oivninsiossinicimstnsossiies o R A i ST R Nt

[3 Speaking @ Work with a partner. Take it in turns to talk for 60 seconds. Talk about your
name, your town, your job, your company, your hobbies. Use the expressions
below to help you.

MY DEMEIS corerrasmmmanermssimasimensmariimsms

Tam i

811G 1, SR ———

IS @ ovvcrreeiniiveesssisesesniieeees tOWN / city in the north / south / east / west of ...
LA s s

T WOrle fOF siiisnaainmmsmiisisiovasnmsms

In the evenings / at weekends I .....ocvcvvvecricnnenninninnienne

@ Now tell the class what you know about your partner.

e.g. His / her nameis ...
He / she’s ...

You and your company 13



1.3 Company facts and figures

Grammar Present simple - all forms
Vocabulary Large numbers
Communication skills Presentations 1
Pronunciation Weak forms of do and does
(A Vocabulary €@ Say these numbers. Then try to match them
with items 1-5 below.

Ut
e 305,602 Yreshly ad s.

26,896,000
1280 75,000,000

]

}

1 the price in dollars of The Portrait of
Dr Gachet by Vincent Van Gogh

2 the average daily sales of The Times
(UK newspaper)

3 the length in metres of the Golden Gate
Bridge in San Francisco

4 the population of Tokyo in 1998

5 the number of Metro stations in Paris

o Here are some facts about Pizza Hut (UK).
Use the words in the box to complete the sentences.

turnover employs market share  located

products  subsidiary competitors outlets
1 The headquarters of Pizza Hut (UK) is ...............c......... in London.
2 Their range of .........c.cceeur...... includes pizza, pasta, salads, and desserts.
3 The company .........cccceuvreneene. 16,000 people.
4 Pizza Hut (UK)'S ..cccovviiivcnennnnnas is OVer £300m.
5 Their main ........c.c.coueueeen.. are Pizza Express and Ask.
6 They have ............ccceveeene. in Most large towns in Britain.
7 Pizza Hut (UK) is a .......cecevveueneeene. Of Tricon Global Restaurants.
8 Their .....cccevvevrenenee. at the moment is 6%.
[l Listening @ Listen to the short presentation on Pizza Hut (UK). Are these statements true
(T) or false (F)?

1 The talk is in four parts. .......

Tricon Global Restaurants is a subsidiary of Pizza Hut. .......
Jon Prinsell is the President of Pizza Hut (UK). .......
British people do not eat many pizzas. .......

Pizza Hut wants to expand. .......

(%1 I = VA
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@ In the talk what do these numbers refer to? Listen again and match the numbers
with the correct information on the right.

st Select yoo,
BASE

1

2

>

n

LANGUAGE NOTE

1 300,000,000 a number of pizzas the company delivers

2 400 b number of employees

3 16,000 ¢ future market share

4 80% d present market share

5 75,000,000 e total sales

6 6% f number of outlets

7 10% g percentage of the population who eat at Pizza

Hut at least once a year

€ Listen to these extracts from the presentation again and fill in the gaps.

My name is Sarah James and I'm ........cccocceevererees 10 IVE @ covrrrierinnannsinnnes
presentation on the ........cccoceeevevnnns
D, cssosoumonsnsmsonmun: mmumassssssssm of my presentation is about the company
structure of Pizza Hut (UK). The second part ........ccoeurviiurnee.

.. the present activity of the company in the UK and in the

saissiiie ] WANE G s St OUT
future plans.
ver s The STTUCTUTE. wovvvvicvicrevieressises svaereseesesensenenennee. With the parent
company.
MNOW, assimssminin: samsimmmnviim e OUE DIESENtACtIvItY;
D0 YO any ?

Giving a talk
1 Presenting the structure of a talk

I am here to talk about / give a presentation on ...
The subject of my talk is ...
The talk is in three parts.

The first
second part looks at / is about ...
last

2 Introducing each point

Right / first / now / finally ...
Let’s start with / let’s look at / let’s talk about ...

3 Ending

Do you have any questions?
Thank you.

You and your company 15



(| Reading o Look at these notes on Swiss watch manufacturers the Swatch Group.

2 Swatch - Quartz mechanism - only 5| parts (mos+

___ other watches more than [50)

3 The chairwan and founder - Nicolas G Hayek Senior

4 New collection with more +han 150 watches in four

ranges tuice a year.

5 B0 production centres - in __Eampef:_ France, Suitzerand,

Waly, Germany - in Asia: Thalland, China, Malaysia

7 _Plans - components for telecommaunications industry in

Luture

8 The group - sell - 25% of +he world’s watches
1 Swatch - cheap, from $35

10 Companies in group imclude Omeqa, Tissot, Calvin Klein,

Swatch, and Flik Flak - watches and watch components

Il HeadQuarters - Biel, Switzerand

12 Future plans - components for entire Suwiss watch

industry and companies outside Switzedand
|3 Annual sales - (18 000 000 watches
14 Omeqa - luxury watches, Tissot and calvin Klein - middle
of the range, Suatch and Fik Flak - basic watches

O Now organize the information under the appropriate headings, as in the examples.

| Organization / Location / | Products Sales Future plans
' Structure  Distribution
| |

| | Swatch Group -
group otf & |

atch co. les
‘ B Ppase | fwice a year

| ¢ New colleciion
| of 180 watches
n ¢+ ranges

© Put your notes into complete sentences. Use the verbs in the box to help you.

e.g. The Swatch Group is a group of sixteen watch companies.
The Swatch has a quartz mechanism with only fifty-one parts. Most other
watches have more than one hundred and fifty.

be plan produce  manufacture |
sell present make have

16  You and your company



LANGUAGE NOTE

4]

Make a short presentation on the Swatch Group using this information and the
language from the Language Note below.

Presenting a company

1 Structure and location

The company / group is called ...

It is a (French) company, based in (Paris).

It has factories / production centres / subsidiaries in ...
The Chairman / CEQ / founder / owner is ...

It employs (200) people / It has (200) employees.

2 Products and customers
Their main activity is ...
The main products / customers are ... and ...

3 Results and future plans

The annual turnover is ($30 million) with profits of ($2 million).
The company is successful because ...
We plan to ...

[J Pronunciation [EX] € Inspoken English, the most important words in a sentence are stressed more

I3 Speaking

(2]

@0

than the others. In sentences 1-3 below, the stressed words are underlined.
Listen, then underline the stressed words in sentences 4—6.

1 Where do you work? 4 He doesn’t speak English.
2 How much does he earn? 5 Does she work here now? Yes, she does.
3 What does she do? 6 Do you use a PC? Yes, I do.

Listen again and check. Notice how the pronunciation of do and does changes
when they are unstressed: — do /du:/ becomes /da/, and does /daz/ becomes /daz/.

Listen and repeat. Pay attention to stress and to the sound of do and does.

Listen to the questions about your company and reply. If you don’t work, choose a
company you know well. If you are not sure of the answer, say Sorry, I don’t know.

e.g. What’s the company called?  It’s called ...

Now prepare a short presentation on your company or a company you know.
Use the expressions in the Language Note and the headings below to help you.

INAITIE 1ovviveirreraerenraesaesesseesasbassserasbaeae et et e b en e e st erba b eebaebaesae s e baesre b er b e banreerrersarsanranrs
0 ] e PR e
1] ) o T
Products ..o mintniiemmr s i i R e e e R

ProdUciOn ..vevevicriisinmeiiiirississssisesssisssss s sss s sssasssssssssssesssssssssssssassssesssnssssssses
FULDEE PUIIIS voxcnonsussusnsmssossmsmsmvsoneussnierssvesssenstsns sassass so4 s S esdoms s samas A4 AR ARSI OANNS
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Preparing a trip

2.1 Choosing a hotel

Grammar
Vocabulary

Communication skills

Pronunciation

I Vocabulary

There is / there are

Hotel facilities and services
Booking a hotel

Making requests

The sound th

@ Can you identify these hotel services? Match a word from A with a word from B.
Then label the pictures below, as in the example.

A B
shuttle safe
car pool
swimming centre |
business rooms |
electronic bus
conference park
© What other hotel services can you think of?
Read this fax and Sylvie Dutertre’s note to her secretary. Then answer the
questions below.
To: Date: 5 September | "
Subject: HOTEL INFORMATION : '
T .Fd m *fl? *'O W \
wathalie 7 £ s tor
es of tws 1o
Dear Sir or Madam, Please send <P
I would be grateful if you could send me some CENTURY PARK
information about your hotel facilities. Could you Fax: 00 @ 334455&&
also let me know Fhe price for a éingle room with HOTAL PRINCESS
a bath for four nights at the beginning of November. 1894 79)
Qﬁa&:oo o e
I look forward to hearing from you. QRS

Yours fai

thfully

S)rlvie, Dutertre

[ Reading
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1 Who does Sylvie Dutertre want her secretary to send this fax to?
2 Why is she sending the fax? What does she want?
a to ask for information b to reserve a room

3 What type of room does she want?

¢ to change a reservation



[# Speaking

@ You need information about a hotel. What questions can you ask about the
following? Use the Language Note below to help you.

I business centre 2 conference rooms 3 shuttle bus to the airport
LANGUAGE NOTE There is and there are

1 Singular
Is there a swimming pool in the hotel? Yes, there is.
Is there a health club? No, there isn't.

2 Plural
Are there any restaurants? Yes, there are.
Are there any conference rooms? No, there aren't.
How many rooms are there? (There are) 200.

© Work in pairs. Student A, look at the information below about the Century Park
hotel. Student B, turn to File C on page 150 and read about the Royal Princess
hotel. Take it in turns to ask and answer questions about your hotels. Use the
Language Note to help you.

B T L L & Ll
e el

| M W

e.g. How many rooms are there? There are 170.
Is there a TV in every room? Yes, there is.

Century Park Hotel

Guestrooms e hairdryer e fitness centre

338 rooms all with: e shaver outlet 110/220 V ® s3una

e refrigerator and mini bar e beauty salon

e radio Other facilities e florist shop

e television with satellite channels @ two restaurants and a coffee e business centre

¢ |DD (International Direct Dial) shop e internet and email service

telephone e 24-hour room service ¢ conference rooms
e safe e health club e shuttle bus to airport
e separate bath / shower e outdoor swimming pool
[J Listening E] @ somebody phones the Royal Princess Hotel to reserve a room. Listen, and
complete the information about the caller.

Name T P it Datetofariivat * L i
EOMPARY IS Gicsovosinssoonsiameesanins Date of departure ........ccveciuenrnnicnes
Type oFonmIRE . L et Confirmationibyy .o o e

€ Who asks these questions, the hotel receptionist (R) or the caller (C)?

1 Could I reserve a room for next week? .......

ra

May [ have your name, please? .......

L]

Can you confirm your reservation in writing? .......

e

Can [ fax you tomorrow? .......

wn

Could you tell me your fax number? .......

© Listen again. How does the other person respond to the questions in 1, 3, and 47
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LANGUAGE NOTE Polite requests

1 If you want to ask to do something, use could I? or may I? (more formal), or
can I? (less formal).

Excuse me ... (to get someone’s attention)

Could I have a room for two nights? Certainly, sir.
May I open the window? Yes, of course.
Can I leave the meeting early? I'm sorry, but ...

2 If you want another person to do something, use could you? (more formal) or
can you? (less formal).

Could you confirm this in writing? Yes, of course.
Can you do that by tomorrow? I'm afraid I can't, because ...
I3 Speaking @ Look at these two conversations between Chris Sutton (S) and a receptionist (R)

Use the expressions in the Language Note above to help you fill in the gaps. Use
only one word for each space.
1 Si coeeeee cveneen - Is this Mr Maleta’s office?
R: Yes, it iS. ceverreees veveeennenna” help you?
S: Yes, I'm Chris Sutton. I have an appointment to see Mr Maleta.
R serneenee” he’s in another meeting at the moment, Mr Sutton.
cerereeenes Wait a few minutes?

NS unns vandiany

S
2 S: Hello ..o oeee.? speak to Mario Maleta, please? It’s Chris Sutton here.
R: Hello, Mr Sutton. .......cc.e eceveneens’ , but Mr Maleta isn’t here today.
S: OK, it doesn’t matter ............ .couen..nn.® ask him to call me back?
R: Yes, ..ccccveursrsasnnennss . Can I have your number?

B8] @ Which conversation is on the telephone? And which one is face-to-face? Listen
and check your answers.

In pairs, practise asking and answering questions. Use the verb in brackets.
e.g. In a restaurant, you want the menu. (bring)

A: Could you bring me the menu, please?

B: Yes, of course, here you are.

It’s very hot and all the windows are closed. (open)

You want a cigarette. (smoke)

You want to know the time. (tell)

You're in a taxi with a colleague. You don’t have your mobile phone. (use)
In a restaurant, you want a glass of water. (have)

Ask someone to phone you tomorrow morning. (call)

You want to read a colleague’s newspaper. (look at)

You want a coffee. Ask your colleague. (bring)
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[d Pronunciation [] @ The letters th can be pronounced in two different ways 0 (as in think), and

[3 Writing

1] Vocabulary

0 (as in the). Listen to these words and put them in the correct row.

| think  the bath  thank this theatre
‘ that other month  three there thirty
O | BAL....ooeeeeee s SRR

Listen to these sentences and repeat.

1 Is that the theatre?
2 It's not this month, it’s the other month.
3 1 think there are three rooms with a bath.

Look again at Sylvie Dutertre’s fax in [} and answer the following questions.

1 When we know the name of the person we are writing to, we start a letter
with Dear Mr ... or Ms ... plus name, and finish with Yours sincerely.
How does Sylvie Dutertre start and finish the fax? Why?

2 To make a request, Sylvie says Could you also ...? What other expression does
she use to make a request?

3 Which expression means ‘I hope to receive your answer soon?’

You have an appointment at the Compaq Computer Corporation in Houston on
Friday 13 June. Write a fax to Mrs Martina Glens at Compagq and ask her for:

1 A road map of Houston (you want to come by car)
2 Confirmation of the exact time of the meeting

The word chain above shows what you do when yeu stay in a hotel.
e.g. You make a reservation, you arrive at the hotel and park in the car park,
then you check in at reception, etc.

What happens after you check in and before you go to bed? Use the words in the
box to complete the chain.

shower  restaurant Lift phone call key
room satellite TV suitcase fitness room

Match the nouns in your completed chain with a verb from the list below. You
can use some of the verbs more than once.

use collect take watch unpack
make eat in go to park in check in at
| ===
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2.2 Flying out

Grammar Saying the time
Distance and frequency
Vocabulary Plane travel
Communication skills Reserving a flight
Pronunciation Cardinal numbers
£} Speaking Odil Tunali is at London Heathrow airport. Her plane to Budapest leaves in less

than two hours. Look at the pictures and answer the questions below.

1345
Bat 8. 21.25 5 < Check It
are local tir~s. Budapost Is one hour ahcad of |-

T

.I ikn‘-\ Ay ol
L :!Ei'___;' B

ading Hours
Closing

st v

Look at Odil’s watch. What time is it now? And what day?

Look at the flight timetable. Which is her flight?

How long does the flight take? (Be careful, there’s a time difference.)
Odil wants to go shopping. Are the shops open?

Where can you see the following times?

a quarter to five in the afternoon

b nine twenty-five p.m.

¢ nineteen thirty-five

L e S
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LANGUAGE NOTE Telling the time

There are three different ways of saying the time:

1 In conversation, we use past (or in American English after) and to (or in
American English of).

D W W @

five past seven quarter past seven twenty past seven half past seven

@ @ @ O

twenty to six quarter to six ten to six six o’clock
2 Sometimes we use the figures only. Say the figures in the order you see them.
5.05  five oh five 5.35  five thirty-five 5.30 five thirty

5.15  five fifteen 5.45  five forty-five 5.55  five fifty-five
5.20  five twenty 5.50 five fifty

With this form, we often say a.m. for the morning and p.m. for the afternoon
and evening.
The office closes at 5.30 p.m.  Breakfast is served between 7.00 and 9.00 a.m.

3 In Britain and the USA, we usually use the 24-hour clock only to talk about
travel timetables.

17.20 seventeen twenty  22.45 twenty-two forty-five

[3 Listening @ How can you say the times in the box below? Use the Language Note to help you.
© Now listen to three short extracts, and circle the times you hear.

10.00 04.15 09.20 09.30 03.45 09.50
19.00 15.15 19.20 17.30 14.45 22.50

© What time do you do these things? Complete the table for yourself, then ask a
partner.

You Your partner

get up (on work days) N UTIURNUTUR T
get up (on Sundays) siiesiasisisresesnnitnseaissins | esswsssasesssssssessesisssassiasss
have lunch RIS | GRS e
have dinner RRTETEEY | S g R G
finish work

watch the news

go to bed

3 Speaking Work in pairs. Student A, you want to fly to Warsaw. You want to arrive in
Budapest in the early afternoon or late evening. Go to your travel agent (Student
B) to reserve a flight. Begin like this:
Good morning. Can I have some information about flights?
Student B, you are the travel agent. Turn to File P on page 152.
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[ Listening

EZ] @ Listen to this conversation between two colleagues about travel and shopping in
Warsaw, Complete the notes.

|
— City centre to airport: ..o km
7
—  Airport shuttle bus = £AKES .eeesrenses
minntes to qet to city centre.
LY
— |t leaves every ..o .
Cat weekends) from ..o AM
tD ........... L- P (¥
6
— PBanks open At sassssssain
2

10
At ceeieeens
© Match the questions on the left with the answers on the right. Then listen again
to check.
1 How long does it take to get there? a usually from eight to six
2 How often does the bus go? b every half hour
3 When are the shops open? ¢ about ten kilometres
4 What time do the banks open? d about twenty-five minutes
5 How far is the city centre from e at eight or nine in the
the airport? morning
LANGUAGE NOTE Time, distance, and frequency
How far is it? It's fifty miles away.
How long does it take? It takes about two hours by plane / train, etc.

How often does it ... (go)? Every hour / week / month, etc.

Once / twice / three times a day / week, etc.
When is it open? (adjective) It's open from ten to six.
When does it open? (verb) It opens at 8.00 a.m.
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@ Speaking

[# Pronunciation

Speaking

Ask your partner questions about his or her company and work schedule (or
school and study schedule) and complete the form below. Use the question
words in the box to help you.

When ...?  How often ...? How far ...? What time ...? How long ...?

Distance from your home to your company

Time from your home to your company

Reception hours from coeecceeininns (o O
Closed for holidays from ........ to ...

Your usual working hours from ... B sccsiveivanissicanaiamasovan disound
Work after 6 pm every day / once or twice a week / three or four times a week
Work at weekends always / sometimes / never

© These numbers are often confused. How do you pronounce them?

Yt - \C107 4 én\'gé- ﬁéﬂeﬁ

Now listen and answer these questions. There is a number or time in each answer.

How many rooms are there? .............
How far is it from the airport? ...........
What time is the plane? .............

How many companies are there? .............
How long does it take by road? .............
How many people are there? .............
How often does the bus come? .............

L R S

~ O Un

Work with a partner. An American colleague wants to visit your company or
school from Saturday evening to Wednesday evening. S/he will have meetings all
day on Monday and Tuesday — but is free the rest of the time. What can you tell
your colleague about the following?

— nearest international airport

— travel from airport to your home town or company
— shopping hours

~ tourist attractions and opening hours

~ banks — opening and closing times, cashpoints?

~ transport in the town / city

~ places to eat

~ any other points of interest
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2.3 Arnving

Grammar Countable and uncountable nouns 1
Much and many
Have and have got

Vocabulary Airport procedures
Mind maps

I Vocabulary

| s
e

=

© Here is a list of things you do when you travel by plane to another country.
Match each phrase with one of the pictures above.

land ....... f buy duty-free .......

go to the arrivals hall ....... wait in the departure lounge .......
go to the baggage claim ....... go through customs .......

get on / board the plane ....... check in .......

take off ....... go through passport control .......

o A0 o
“—-v—‘:—.(m

© Now cover the phrases in @, and look only at the pictures. Can you remember
the phrases?

[J Listening @ Olivier Miras is on a business trip. Listen to two conversations at the airport.
Where exactly in the airport is he in each conversation?
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€ Now listen again, and complete these questions.

| - (1 J——— days are you here forz 3 How ............. luggage do you have?
2 How .cvreee. money do you have 4 How ............. bottles do you have?
with you?

When do we use how much and when do we use how many?

@0

[3 Reading Customs regulations around the world are very different. Complete the
questions below, using much or many.
HOW ..:0e00e0000s DoOttles of 5 HOW sisssvvensass fishing rods
perfume can you take into can you take with you to
Japan? Iceland?
How ...... beer can you 6 HOW +.uvueviens.. potatoes can
lmport Into Bahm’ln‘? j %’u take'lhto Great Britain?
uu
How . &8¥...iaue duty—free gifts 7 HOW 00ssisives .« jewellery can
or souvenirs can you take into you carry with you into
Argentina? Algeria?
HOW ....cvneesees butter can 8 HoWi ..vusnens <+ Wine can you
you import into Andorra? import into France?
© Now turn to File D on page 150 and match the answers with the questions.
LANGUAGE NOTE Countable and uncountable

1 Countable [C] nouns have a singular and a plural form. They are usually
physical objects which you can count, e.g. camera(s), gift(s), cigarette(s).

Question Affirmative / negative

Singular: Do you have a book? Yes, I do (have a book).
No, I don't (have a book) but I have
a travel magazine.

Plural: Do you have any cigars?  Yes, I do (have some cigars).
No I don't have any cigars — or any
cigarettes.

How many suitcases are there? Three.

2 Uncountable [U] nouns only have one (singular) form. They refer to things
which are difficult to count because they are in a mass - e.g. wine, perfume,
sugar. They also refer to more abstract things which are not physical objects -
e.g. information, advice.

Question Affirmative / negative
Do you have any wine or spirits?  Yes I do. I have some whisky.
No, I don't have any wine or spirits.
Do you have any advice for me? I can give you some advice about travelling.
How much whisky do you have?  Two litres.
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D] Vocabulary

6 bottle .......

A Listening

LANGUAGE NOTE

] Speaking

28 Preparing a trip

=

@ Are these words countable [C] or uncountable [U]?

5 souvenir .......

7 money ....... 10 milk .......

O Now complete the spaces with some, any, or a.

1 I'm sorry, but we don’t have ............. rooms free tonight.

2 Do you have ............. information about trains to Stockholm?

3 Ihave............. good news — our sales are up by 20% this month.

4 Ihave ............. suitcase here, and ............. other luggage in the taxi

5 Ihaven’t got ............. money. When do the banks open?

6 Do you have.............. bottle of 1996 Chateau Margaux?

7 Wedon't have ............ milk for our coffee. Is there ............. shop open near here?
8 [ want to buy ............. souvenirs before I go home.

Olivier Miras arrives at a hotel. Listen and answer the following questions.

1 Does he have a reservation?
2 What type of room does he take?

Listen again and complete these extracts from the conversation.

Ai ecieeee YOU ..., @ TeSETVation, sir?

B: No,I.oervienn s

B: .ccvieen It ciireienn. @ shower?

A: Yes, it .oooevennen, SIE Its ..., @ shower and a bath.

Have and have got

In British English, we often use the construction have got as an alternative to
have in the present tense. In this construction, have changes in form. Got stays
the same.

I have a car. I've got a Harley Davidson.

He has a new job. She’s (she has) got a new laptop.

You don't have much time. You haven't (have not) got much money.
Do they have any money? Have they got any information?

Does she have a company car? Has he got a computer?

You are at an international business conference. On the first night vou go to the
hotel bar for a drink. You start talking to a colleague. Look at the examples:

A: Have you got any custoners in England?

B: Yes, we have. We've got two or three big customers.
A: How many employees does your company have?
B: It has 300.



{4 Vocabulary

reservations

to reserve a room
or flight

reservation

Now expand the notes below to make questions with have or have got. Then take
it in turns to ask and answer the questions with a partner. Talk about yourself
and your own company, or a company you know well.

1 any customers in the USA? ..........cciiiciiinnioniiiesiinisiensisiisessssiesiesmatssssssens
2 how many employees / your COMPANY? .......cccsusisirsssessasesessssssessssnssnsasssssssssssssssnsess
3 ‘any staff'in’ other COMNIIEST i iodsiais
4 your company / factories abroad? ...
5 how many staff / the head OFRCeT iummmissinmisssaiiraismmsmsasssmiaiins
6 many competitors? ... e

7 your company / a big market share?

8 research deparbilienill vuviiinimiciinsnis s Sasi oo R AT

The diagram below shows some of the words you have learnt in Unit 2, organized
in logical groups. Where in the diagram would you put the following words?

1 ARRANGING A TRIP

tﬂ go ssssssssnsasntsan

cathedral
museums
parks

to go shopping

supermarkets
souvenir / gift shops

[l Speaking

4 FREE TIME

department stores departure lounge confirm land
sightseeing conference room car park shower
Before the flight
check-in desk
.................. During the flight
duty-free shop to take off
L0 srenwsessvansssses
2 AIRPORT
' After the flight
baggage claim
: customs
3 HOTEL
Room
bath
Other services satellite TV
Business centre slectranic safe
swimming pool

fitness room (gym)

foreign newspapers
translation service
personal computer (PC)

© What other words from Unit 2 can you add in each category? Make a similar

diagram for the words you learnt in Unit 1.

Work with a partner. Choose a word or phrase from the mind map, e.g. bath.
Make a sentence with the word in it. Say the sentence to your partner, but don’t
say the word, say ‘fizz’ Your partner has to guess what the word is.

e.g. A: Can I have a room with a fizz, not with a shower?

B: A room with a bath?
A: That’s right.
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3.1 Finding your way

Unit 3 | Away on business

:;ambm: Uses of the imperative
cabulary Prepositions
Cc:*n;munication skills Giving directions o1,
Writing i : g ’
Formal and informal letters § W e g %
: 3
g W3sST §
I} Readin i
g (1] \\{/\?rnon Linkblatter has a meeting at Glick and m— R
arburg in New York. Look at this letter from his 'rtﬂ
contact Leanne Sands and answer these questions. " |
1 When is the meeting?
2 How is he going from the station to the i
company — by car, by taxi, or on foot? 2
3 Follow the route that Leanne describes on the =T
map f‘lbove. Mark the position of the entrance L)
to Glick and Warburg. H
© Read the letter again. Underline all the expressions é — g
that are used to describe position or give directions : :
! - W28 ST g

e.g. come out of, turn left, etc.

wWarsT

GLICK AND WARBURG

Realtars » Sth Ave and 34th St, New York

To: Vernon Linkblatter

FAX MESSAGE
From: Leanne Sands

Date: 9th June

Dear Vernon,
As you requested, here are instructions on how to get to us on

Friday 13th June.

When you come out of Penn station, walk up West 31st Street. Turn
left and walk up Seventh Avenue. Take the third right onto West
34th Street. You'll see Macy’s department store on your left when
you turn. Go straight on down the street, past Macy’s. At Herald
Square, cross Broadway and then the Avenue of the Americas.
Continue straight on down East 34th Street, and our building is on
the next corner on the left, just across from the Empire State
Building. The main entrance is on Fifth Avenue.

Give me a call if you have any problems on the way. Have a safe
journey, and we look forward to seeing you again on the 13th.

Best regards,

Leannt



[ Vocabulary © Study the Language Note below about describing position. Use the information
to answer these questions.

1 Where is the office? Is it in building A, B, or C? Describe the position of the
other two.

-
===

< E38ST
E EJ7TST
f PIERPONT -
o E E35ST
E 2 Which diagram shows the correct position of the restaurant? Describe the
Cane - S other two diagrams.
EasT A " /

E32ST
g EnsT

3 g |

; E30ST ,

= MARBLE !

COLLEGIAT
g mﬁ . E2eST g

L v;ﬁ § east

» E Ez7sT |

| 3 Which diagram shows the correct position of the car? Describe the other two
— ey diagrams.
e — PR,
A B c
LANGUAGE NOTE Prepositions

1 Describing position
The office is near the station. (It's only two minutes on foot.)
~ It’s in / on Liberty Avenue, on the corner, on the left.
~ It's next to the post office. (They are side by side.)
~ And it's opposite / across from the bank. (On the other side of the road.)

The restaurant is on the second floor.

: ~ The business centre is gbove the restaurant, on the third floor.
~ Reception is below the restaurant, on the first floor.

I can't move my car, because it's between two other vehicles.

~ There’s a lorry parked in front of me, so I cant go forward.

- And there's a bus behind me, so I can't go back.
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LANGUAGE NOTE

4 Listening

[ Writing

32 Away on business

|

2]
(3]

o

Prepositions

2 Giving directions
Come out of the General Post Office on Eighth Avenue,
- turn left into / onto Eighth Avenue,
- go along / up / down Eighth Avenue,
- and take the first right onto West 33rd Street.
Walk past Madison Square Garden and Penn Station,
- go across Seventh Avenue, Avenue of the Americas, and Broadway,
- go into the last building on the left,
- and take the lift (US elevator) to the 102nd floor.

Now look at Part Two of the Language Note above. Trace the route on the map
in LY. Where are you at the end?

Work with a partner. Cover the Language Note, but look at the map. Take it in
turns to describe the route you took in €. Then describe how to get back to the
General Post Office from where you are.

Vernon Linkblatter is in New York, but he can’t find Glick and Warburg. He calls
Leanne on his mobile. Listen and answer these questions.

1  Where is Vernon exactly?

2 Which floor is Glick and Warburg on?

3 Mark the position of Glick and Warburg on this floor plan.

Leisure and
Fitness Center

€
&

Conference
Center

You work in an office on the fourteenth floor. Decide where it is on the floor
plan above, but don’t tell your partner. Give your partner directions from one of
the four lifts / elevators. Your partner must say which office it is.

Look again at the letter in Y. Leanne knows Vernon quite well, so she uses an
informal style of language. Look at the formal phrases below, and find the
corresponding informal expressions in the letter in A, as in the example.

Formal Informal

1 Dear Mr Linkblatter Dear, VErnon .......vvcceesverieirenenans
2 I am writing to give you instructions

3 Please do not hesitate to call me vererrreeeeas .
4.'We:hope yourhave a safe joUrney | .. uueuciensmviisissmissistsdiing
5 Yours sincerely

Now write a letter to a client or colleague to give directions on how to get to
your company or school on foot from the nearest station or bus stop. Draw a
map if necessary. You can use a formal or an informal style.



I3 Pronunciation © The short /t/ and the long /i:/ sound are often confused. Listen and repeat.

n thirty it live sit this
fi:/ thirteen eat leave seat these

O Now say these sentences.

1 There are thirty names, but only thirteen people are here.
2 It’s time to eat.

3 He lives in London, and he leaves home at eight.

4 A: Can I sit down?

B: Yes. Please take a seat.

This is my book, and these are yours.

N

LANGUAGE NOTE The imperative

1 The imperative form of the verb is like the infinitive. It is used for:
Instructions and directions

Turn left, then take the first right. Sit down and listen carefully.

Advice

Wear comfortable clothes. Buy a good road map.

Offers

Have another biscuit, (Please) help yourself to coffee.

2 To form the negative, use don't (do not).

Don't turn left, turn right. Don'’t drink any alcohol before you drive.

I3 Reading Travelling long distances by air can be stressful and very tiring. Here are some

ideas for making long-distance air travel easier. Circle the appropriate form of
each verb, as in the example.

Plan / Don’t plan your journey in advance. If you can

choose, fly west and not east — some experts say it is less tiring.

Do / Don’t do some sport in the days before your flight.

Check / Don't check that you have all your travel and business documents
several days before your departure.

Go / Don’t go to bed late the day before your flight.

Leave / Don't leave for the airport early.

Wear / Don’t wear comfortable clothes, like T-shirts and jeans.

Drink / Don’t drink a lot of water — the air in the plane is very dry.

Drink / Don't drink a lot of alcohol — experts say alcohol has a very negative
effect on your body at high altitude.

Stand up / Don’t stand up every two hours, walk up and down the plane or
do some simple exercises.

if you have a stopover*, stay / don’t stay on the plane if possible.

Go for a walk in the airport, or take a shower (some airports

have them).

* when your plane stops to refuel or to take on more passengers
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3.2 Going out

Grammar Like and would like
Vocabulary Free-time activities
Communication skills Telephoning: getting through
Inviting
Pronunciation Linking sounds
¥ Vocabulary

column, as in the examples.

tennis  golf the cinema  cycling  squash a meal in a restaurant
skiing  DIY sightseeing football shopping a drink after work
sailing karate the theatre jogging the gym  the opera

play go have go to do

tennis skiing

@ Which verb do we generally use for:
1 eating or drinking?
2 activities with -ing?
3 sports with a ball?
4 places where we do activities?

© Ask some other people in the class what they like doing in their free time.
Try and find out as much information as you can.

e.g. A: What do you like doing in your free time?
B: I like skiing.
A: Where / When do you go? / Who do you go skiing with?
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LANGUAGE NOTE

1 Speaking

[# Listening

2=

Like and would like

1 To talk about your interests in general, use (ike + ing.
I like going to the cinema. He likes watching sport on TV.
Do you like playing squash? Does she like walking?

2 To talk about what you want to do at a specific time, and to make invitations,
use would like to + verb.

I'd like (I would like) to go to the cinema this weekend.
They'd like to come to the football match on Saturday.
Would you like to play squash this evening?

Would your colleague (ike to come with us?

© Look at this dialogue. Which question asks about general interests? And which
question is an invitation?
A: Do you like volleyball?
B: Yes, I do.
A: Would you like to play this evening?
B: That would be very nice. / Thank you, but I'm afraid I'm not free.

9 Now have similar conversations with a partner. You can accept or refuse your
partner’s invitations. Use these prompts: opera, films, football, sightseeing.

@ Monique Dumont works for Execo in France. She wants to speak to David
Payton, a customer in Sydney. Listen and complete the message below.

Monigue. Dumont called

T e e e e T e Vs R e S
Can (E7E e e -
B S e T e G e

" re = 'regarding’ or ‘about’

@ Match the sentences in column A with the correct response from column B.

A B

1 Could I speak to David Payton,  a Thank you for your help. Goodbye.
please?
Who's calling, please? b Certainly. Hold on one moment, please.
Can I take a message? ¢ This is Monique Dumont from Execo.

Could you tell me your number? | d Yes, could you ask him to call me back?

I'll give him the message. e It's 33 - that's the code for France -
then 2 51 25 89 74.

v WM

© Now listen again to check.
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LANGUAGE NOTE

[} Speaking

Telephone language 1
C = Caller R = Receiver of the call
Identifying the caller

R: Who's calling, please? C: This is Monique Dumont.

C: Is that David? C: Yes, speaking.

Giving a reason for the call

C: I'm calling about my visit. C: It's about your trip next week.

Asking the caller to wait
R: Hold on a moment, please. R: One moment, please

Giving reasons for absence
R: I'm afraid he’s in a meeting / at lunch / on holiday.

Leaving a message

R: Can I take a message? C: Could you ask him / her to call me back?
C: Could you tell him / her that ... R: I'll give him / her the message.

Closing

C: Thank you for your help. R: Thank you for calling.

@ David Payton returns Monique’s call. He speaks to her assistant. Work with a
partner and use the prompts below to help you have the conversation.

David Payton Assistant

Ask to speak to Monique Dumont. 2 Ask who the caller is.

Give your name. 4 Ask caller to wait. Say sorry —

Monique is absent. Give a reason.

Ask if Monique can call you back.
Give a reason for the call (trip to
France).

6 Ask for the caller's phone number.

8 Repeat the number.
Ask the caller to spell his / her
name.

Give your number.

10 Repeat the spelling. Say you
will give Monique the message.

Spell your name.

AUAGAARAY

11 Say thank you and goodbye. * 12 Say thank you and goodbye.

I3 Pronunciation [Z£

36 Away on business

@ Now change roles. Repeat the same dialogue, but use your own names.

In spoken English, a word beginning with a vowel sound is usually linked in
pronunciation with a word ending in a consonant before it.
e.g.anopera  Lookat this.

Mark the linked words in these sentences. Then listen and check.

1 Could I have your name? 4 Could you ask Ellen to call me back?
2 Can I leave a message? 5 I'm afraid she’s not in the office at the
3 Hold on a moment. moment.



Visit the Renaissance Chiteau du Clos-Lucé. Fly in a hot air balloon ever magnificent chateauy
This castle was the home of Leonardo da Vinci and sleepy villages. After your 11/, hour flight,
in his final vears. See an exhibition of models drink champagne and take time to enjoy the
of da Vinei's machines, reproduced by IBM from beauty of the French countryside.
his original drawings. Enjoy a Renaissance Do our classic car rally. Visit chateaux, vineyards,
dinner with traditional music and menu. and other places of interest in a classic Cadillac

Visit the wine-tasting school at Saumur. Learn (with chauffeur), and ask questions as you go.
the secrets of sparkling ‘champagne method’ Have fun and learn about the region at the same
winemaking, and taste it for yourself. time.

[# Reading @ Monique Dumont wants to invite David Payton to the Loire valley in France.
Read the text above and discuss with a partner the different activities that you
can do there.

e.g. You can go wine-tasting; you can have dinner in a chdteau.

€ You are going to the Loire Valley this weekend. Which of the activities listed
above would / wouldn’t you like to do and why? Ask some other students.
e.g. What would you like to do?
I'd like to learn about winemaking; I'm very interested in wine.
I wouldn’t like to visit the chateau because I don’t like museums.

[d Listening =] @ Monique calls David again. Listen, and answer these questions.

1 Does she want to invite him:
a to dinner in a restaurant?
b to a conference?
¢ for a weekend of sightseeing?
2 Why does David refuse the first time?
3 What activities from the text in [#l does she mention?

© Listen again and complete David’s three responses to Monique’s invitations.

1 Well, that’s . cervenesnennsesannense 3 DUL T e
I have a fhght hack to England
2 That e DO VO oo
3 WELL W8S it qrasmaimms
[l Speaking Work in pairs. An important client is visiting you. Make a list of things to do

and places to visit in your town or area. Then phone his / her hotel, and suggest
things to do this weekend. Give explanations where necessary. Your partner can
accept or refuse your invitations.
e.g. Would you like to visit the Schonbrunn? It’s a beautiful castle in Vienna.

That would be very nice /| That’s very kind of you, but ...
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3.3 Eating out

Grammar Countable and uncountable nouns 2
Vocabulary Food and restaurants
Communication skills Ordering in a restaurant
Recommending and suggesting
(A Reading @ Look at the menu below. Can you identify the nine countries?

e.g. Nachos with guacamole is a Mexican dish. It comes from Mexico.

GLOBAL VILLAGE RESTAURANT

Nine dishes from nine countries. Our menu changes every day. We welcome your suggestions.

Nachos with guacamole

Tortilla chips served with a spicy sauce made with avocado, tomato, lemon juice, and onion

Sushi roll

A rice roll filled with raw fish, seaweed, and cucumber, served with soy sauce

Onion soup
Onions cooked in white wine, topped with slices of bread and grated cheese

Paella

Rice cooked with fish, shellfish, chicken, and Vegetab]es

Lasagne al forno -
Strips of pasta cooked in beef and tomato and creamy béchamel sauce

Green curry

Chicken cooked ina fish and coconut sauce wnl'r oriental spices. Served with rice

i DESSERTS
Apple Strudel
Pastry filled with slices of apple and raisins -

Kulfi

Ice cream made with almonds and plstachsos HE e

Strawberries and cream _ _
The traditional fruit of Wimbledon, toppgd with t_hick Deyqnghire‘cream

After your meal, why not try our delicious Turkish, Brazilian, or Irish coffees?

e m ——— . r \— e T
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[J Listening

LANGUAGE NOTE

-2

© Here are some words from the menu. Add some words to each group.

Use words from the menu and any other words that you know.

1: ‘Totnato] JEHIEE . nnunnmmnnsmnsms s e
2 lemon, StraWherry uisisaimiinsiiaia s
3 FICE; Pt csmiimin s R TR ST
4 CHEESE, CTRAIM ..viiririerieiesonseseesiessas e s e st st e b e aa et s b e b e b bt e s b s ae s e s b e aae st esaserasnasassas
5 ChICKEI, DEES .eviviiiciir ettt bbb e e sssassas st s snassssrnsmnsnnsnssnnins

For each sentence, circle the ending which isn’t possible, as in the example.

1 The dish is made with ... onions / chicken ! rice.

2 The tomato is filled with ...  cream / coconuts / sauce / spices.

3 The pastry is topped with ... cheese / red wine / cream / chocolate sauce,

4 It’s cooked ... in wine / under the grill / in the oven / in lettuce.
5 It'sserved ... in the oven / with a salad / raw / with bread.

Think of three typical dishes from your country or region. You are in a
restaurant with a client who doesn’t know these dishes. Describe them, using
these phrases.

It’s made with ...

It’s filled with ...

It’s topped with ...

It’s cooked in / under ...

It’s served in / with ...

Listen to two people discussing the menu at the Global Village restaurant.
What do they decide to order?

Look at the Language Note below, then listen again. Which expressions do you
hear?

Restaurant language

1 Recommending and suggesting

What do you recommend? I recommend the sushi.
What do you suggest? I suggest you try the lasagne.
2 Ordering
What would you like? I'd like the onion soup.
What will you have ...
- as a starter / to start? I'll have the guacamole.
- as a main course / to follow?  I'd like the paella.
— for dessert / to finish? I think I'll have strawberries and cream.

3 Asking for things
Could you bring me / Could I have some water / another glass / the bill, please?

© Now you are in the Global Village restaurant with two of your colleagues. Have a

conversation about what you want to order.
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[3 Vocabulary @ Look at the picture. What can you see? Identify the items, and indicate if they
are countable [C] or uncountable [U]. Sometimes there is more than one
possibility, e.g. water [U], or jug [C] of water.

9 You're in a restaurant and you don’t have some of these things. Ask the waiter
for them.
e.g. Could you bring me some water, please?
Could I have a jug of water, please?

[J Listening @ It’s the end of the meal. Match a sentence on the left with the response on the
right. Then, write who you think is speaking in each case — the waiter (W), the
host (H), or the guest (G)?

1 Would you like some more coffee? ....... ....... a Yes, we do.

2 Could I have a receipt? ....... ....... b I'm pleased you like it.
3 Do you accept credit cards? ....... ....... ¢ You're very welcome.
4 Please, let me get this. ... ceuce. d Yes, certainly.

5 Thank you for inviting me. ....... ....... e No, thanks.

6 Could you bring me the bill, please? ....... ....... f Yes, of course.

7 It's an excellent restaurant ....... ....... g No, you're my guest.

This is on me.

© Now listen to the complete dialogue and check your answers.

I3 Speaking Work in threes. You are inviting a customer to a restaurant. Toss a coin to move.
Heads: move one square. Tails: move two squares. Follow the instructions on
each square and start a conversation. The first person to finish is the winner.
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Phone the
restaurant.
Reserve a table.

customer.
Invite him / her
for dinner.

MOVE BACK
ONE SPACE.

What would
your guest like
to drink with
the meal?

HAVE
ANOTHER
TURN.

-

Your guest
loved his / her

Your guest
doesn’t have
a serviette.

TIMETO
GO HOME

Ask your
guest about his /
her home town.

MOVE
FORWARD
ONE
SPACE.

Recommend
a dessert.
Describe it.

You don't *
have enough
cash to pay
the bill.

MOVE
FORWARD
WO
SPACES.

Ask your
guest what
type of food
he / she likes.

Ask your
guest what he /
she would like
to eat.

HAVE
ANOTHER
TURN.

Your guest
asks if you come
here often.

You're in the
restaurant. Ask
for the menu.

Offer your
guest a drink
before dinner.

MOVE
FORWARD
TWo
SPACES.

Recommend
a starter.
Describe it.

MISS
A TURN.

GO HOME

START

MOVE BACK
ONE SPACE.

You're n the
restaurant¥ou invites you for
ONWWI'IIDQ dinner. Refuse
copy of themenu.  the invitation.

A friend

Phone your
customer. Tell
him / her where
the restaurant is.

You're in
the restaurant.
Offer to take
your guest’s
coat.

MOVE BACK
ONE SPACE.

MOVE
FORWARD
WO
SPACES.

TIMETO
GO HOME

MOVE
FORWARD
ONE
SPACE.

Your guest
thanks you.

Your guest
wants to pay.

TIMETO

&P
Q'
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Unit 4 | Visiting a company

4.1 Meeting people

-
Grammar

Vocabulary
Communication skills
Pronunciation

I3 Listening

1 Speaking

Pronunciation

42 \Visiting a company

Past simple: regular forms
Past simple of be

Time expressions
Welcoming visitors

Weak forms

Final -ed

Martin Kellermann has just returned from Argentina, where he was on a course.
He phones his colleague, Thomas Hart. Listen and answer these questions.

1 Where was Thomas yesterday evening?

2 Where was his wife Angela?

3 Where were their children?

Put these time expressions in chronological order.

yesterday morning last week at 9 o'clock last night
on Tuesday in 1984 at 6 o’clock this morning

Ask a partner questions using Where ...7 and the time expressions in € above.

e.g. Where were you last night? I was at the cinema.
Where were you in 19847 I was at university in Seattle.

Listen to these conversations. Underline the stressed words. How does the
pronunciation of was and were change when they are not stressed?

1 A: Where were you? I called but there was
no answer on this number.
B: I was in Paris from Thursday to Saturday.
A: Were you?
C: There were three of us at the conference.
D: Was Christian there?
: Yes, he was.

: It was interesting, but by eight we were all very tired.

€

3 E: How was the conference?

F
E: 'm sure you were.



LANGUAGE NOTE Simple past of be and regular verbs

1 Be
Where were you last week? I was in Paris, and Jan and Bob were on holiday.
Where was Rosa? She was in New York.
Was he here yesterday? No, he wasn't (was not).

Were you at the meeting? No, we weren't (were not).

2 Regular verbs
To form the simple past of a reqular verb, add ed.
To make a question, use the auxiliary did + infinitive.

What did you do? I visited Milan last week, but Nick stayed here.
When did she phone? She phoned me last Monday.
Where did you live before?  We lived in Beirut for a few years.
Where did they move to? They moved to Rio de Janeiro.
] Listening € Martin Kellerman is talking about his management course at the University of

Buenos Aires. Listen to these questions and answers. If the answer is positive, put
a tick (v/) in the space provided. If it is negative, put a cross (X). Listen to the
example.

Did you enjoy the course?
V' Yes, I did. It was really interesting,
1 Did you improve your English?

Did you attend any Spanish classes?

(]

3 Did you do any sport?
4 Did you live on the university campus?
5 Did you like the city?

6 Did you pass all your exams?

Now listen again and check your answers. Write down the
full answers in the space provided under the questions.

Now work in pairs. Think about a course you did.

Take it in turns to ask and answer questions. Use the
questions in &P for ideas, and add some more questions
of your own.
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© The regular past simple ending -ed has three possible pronunciations, Ad/, /t/, or
/d/. Listen to the sentences in € again and put the verbs in the answers in the
correct column. Then add two verbs to each column.

I/ /d/ 1d/
improved .
I3 Speaking Work in pairs. Student A, you work at the head office of a large company in

London. Student B is one of your salesmen.You are checking the expenses for
last week. Look at the notes below and ask questions to find out more
information. Student B, turn to File H on page 151.

MONDAY  Travel. Birmingham to  How? (travel
= = Manchester )
— ____cost — £200 I |
~ TUESDAY Hotel — Liverpool __M_’\siny)__ gl
cost — £150 .
N— Telephone — £50 who? (telephone) |
WEDNESDAY No information Whexre? (be)
THURSDAY  Visits — £250 _ Whe? (usit)
FRIDAY Golf £85 — whe? (pla;r}

(Important customer)

[d Reading @ Yuji Ishiguro visits Paco Reverte in Madrid. Paco meets him at his hotel. Put the
conversation in the right order, as in the example.

Yes, that’s right. You must be Paco Reverte. Thanks for coming. .......

By car. [ parked just outside the hotel. This way. .......

Ye5 it isi i

[= T ST - .

Oh I'm sorry to hear that. Did you sleep well? .......

About midnight. My plane was late. .......

Yes, thanks, I did. What time is our meeting? .......

That would be nice. Do we get to the centre by car or on foot? .......

o'oa thoo

What time did you arrive? .......
Excuse me. Are you Yuji Ishiguro? .......
At 10.00. Shall we go? We can have a coffee in the city centre. .......

Sty e

k No problem. Is this your first visit here? .......
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[@ Listening B

Listen to the dialogue and check your answers.
Yuji Ishiguro is visiting you in your town. Practise the dialogue in pairs.

You are visiting one of your customers in Rome. Listen and reply to his
questions.

© 000

Now listen again and match each question with one of the responses below, as in
the example.

1] Speaking € Work in pairs. Student A, you are meeting a visitor at your office. Student B, you
are the visitor. Have a conversation using the prompts below.
A B
Respond.
Respond. ——

»

y 4
u‘ﬁ%o Respond (negative reply).

P

mﬁ’ Respond. 2D

~

€ Now change roles and repeat. This time try and continue the conversation.
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4.2 Reporting on a trip

Grammar

Vocabulary
Communication skills

¥ Vocabulary

[ Reading

Receipt No: 938124

<AXS §RoM OULLES.

WEDNESDAY 19

Fly to Washington

Dep. 1215 = Af. o

Tax

@ THURSDAY 20

09.00 Vist Training Cc»fr‘? - Isagac
12.30 Lunch at s
Traimng Manager (Prisclla Weined)
1430 Meeting ag Citibank
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BOOLCA = iisnsisisinn
1900 Meet Isaac Cady at Hotel

Past simple: irregular forms
Questions and answers

Verb and noun collocations
Writing an e-mail of thanks

Work in pairs. Take it in turns to ask and answer these questions.
1 What is the day today?

2 What is the time?

3 What was the day before yesterday?
4 What is the day tomorrow?

5 When was your last lesson?

6 What time was it?
7 Were you busy last week?
8 Every day?
9 What did you do?
10 What did you do at the weekend?

Piera Macaluso works for Credito Reggio, an Italian bank. Below is her diary for

one week last year. Use the information in the documents to help vou fill in the
blanks in the diary.

o BRITISH AIRWAYS owecrsae 11MAY

| ORGMOESTIATION

W\H\' \9q ENDORSEMENTS RESTRICTIONS
| PRGEENCER NANE ———————————— NN TRANSFERARLE
. || [PIERA MACALUSO - i =
y FROM FLIGHT T DATE T TINE —— NOT VALD BEFDRE
« . _LONDON BAZ17 | 19MAY| DEP 12.15 | 19MAY
WASHINGTON | ARR 15.20

FRIDAY 21
07.15 Flight to Baltmore

09.30 Sales C@ﬂ/ﬂf:ﬂc& N
The Ferd Centre

345 We
1830 Flight sack ¢» Washngton
2030 D’”ﬂa o Krﬂt}?ﬂdd’s 2 covars $37.50
(Sally & Harry) e
2 SATURDAY 22 Total: ik s O -
ult 10.30 Vist to .’ (Sara) mey 28 . ?fi...‘f-;:’_f-; ------
YOU leave the /700 F”ighf 8,4 2lé bact to Thank you and ccag ag
London Dep. IS.10 ~ e
Art. London 07.25 (11011 MADISON HOTEL
Single room 3 nights
2 SUNDAY 23 afrival May lggh
2 Hotet OFS50 Flght BA 2570 departure May 22 $450.00
Arc Milan 1035, Telephone $35.00
Wrte oot #+ S
Total $485.00

with 3 :

Bl 'oylorian Theatre Washington =
©Z £! THE THREE SISTERS |

w § = i by Chekhov |

L 4% at 8.00p.m. on May 20 |
= eat 14

:"=- fxl ol ' 2 Ticket No: 28726565 |

- = & = :_ : =y



€ Answer the questions below using the verbs indicated.

Regular verbs Irregular verbs

The Past simple ends in -ed. Look at page 157 for irregular forms.

1 What did she do on Wednesday morning?  fly

She flew Te Washingion

2 What time did she leave London? leave ..o
3 How did she get to her hotel? [ ——
4 Where did she stay? BRI oo
5 What did she visit on Thursday? | e R
6 Where did she have lunch on Thursday? have ...
7 Where did she go on Friday morning? R R Rt e o P
8 How did she get to Baltimore? fly e
9 What did she do on Sunday morning? R ——
10 When did she write her report? write

Now make questions for the answers 1-8 below, as in the example. Use the words in
the box to help you. Use each word or phrase at least once.

Where have dinner  with?

Who meet on Wednesday evening?
Why visit on Wednesday morning?
What go with Sally and Harry?
Which airline  did  she fly to Baltimore?

When do with Priscilla Weiner?
What time have lunch the White House?

1 She flew to Washington.
What Adid she do on Wednesday morning’

2 British Airways.
6 For a sales conference.
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Listening

@ A colleague phones Piera on the Monday after her trip. He asks her about it.

Look at her answers, and suggest the questions he asks, as in the example.
1 Fine thanks.

2 I got home on Sunday morning.

3 It was very long, We didn't finish until six, but it was a good meeting.
4 Yes, I went out on Thursday evening  to the theatre.

. lstayeda”heMadlson

6 Yes, 1 bought some perfume and some shoes.

7 In the afternoon I wrote my report, and in the evening I answered my e-mail.

B3] @ Now listen and check your answers.

LANGUAGE NOTE

[ Writing

48

Visiting a company

Simple past irregular verbs

Many of the most common verbs in English are irregular. Some of the irregular verbs
from this unit are given below. For a full list, see page 157.

buy bought leave left
fly flew meet met
go went take took
have had write wrote

@ On Sunday, Piera writes an e-mail to Isaac Cady. Put the sentences in the correct

order, as in the example.

0 B8
To: | | 1saac Cady Date: || 23 May
From: i Piera Macaluso Subject: I Thanks
Piera

| also enjoyed the meals and the trip to the theatre.

Dear Isaac,’

When you come to Italy next month do not hesitate to contact me.
| had a very good three days and | think the meetings were useful.
Kindest regards

Thanks again.

Many thanks for your warm welcome in Washington.?

o

of [ =

€ Now write a similar e-mail. Use the information below.

You went to the USA for a conference. It took place in Los Angeles. You had a day-
trip to San Francisco. Your host was Lorraine Zimmermann. On the last night she
invited you to a barbecue at her house. Her next trip to your country is in August.




3 Vocabulary

€ The two lists below contain words that are often used together. Match a verb
from column A with a noun from column B to make seven common
expressions, as in the example.

A B

send a report
take a meeting
write a customer
make a trip

go on an e-mail
meet a phone-call

attend a train

€) Make one sentence for each collocation using the simple past tense.

e.g. This morning I sent an e-mail to my boss in Hong Kong.

[# Speaking (1)

Work in pairs. You are going to compare what you did last week. Student A, turn
to File K on page 151 to find out what you did. Student B, turn to File W on

page 153. Ask your partner questions to complete the diary below with his / her
information.

e.g. Where did you go on Monday? Where did you travel from? How did you travel?

€ When and where did you nearly meet? You can ask up to ten questions.

February
Week &

February

Friday 9

5 Monday

8 Thursday
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4.3 Describing company structure

D S - e S P

Vocabulary Jobs
Company structure
Communication skills Presentations 2
I3 Listening B4 @ Isaac Cady is on a visit to Milan. Piera Macaluso introduces him to some

colleagues. Listen to the dialogues and write down what jobs they do.

Pl William Bernstein b BRELELUEREL:EI C Carla Dendena

EIITE  ETETE ST mm
LOLV ,_;’\‘72 >’;Z(z§‘ /.CJ(RV’uz

............................ f@é*su:a{

. KI:S"@?“L'.}

@ Work in pairs. Introduce yourself to the person sitting on your naht Then,
together, introduce yourselves to other pairs.

[ Vocabulary Match the jobs in the box with the descriptions below.

| managing director  personal assistant sales representative  training officer

purchasing manager laboratory techmman quality contruL manager 5
(’{" {ﬂ g i Vol {‘4 & . [ Ll M€ & I

r o«

I organize trammg courses for members of staff — languages computers, etc.
I set up the equipment and do experiments and tests.

I am the senior executive.

I check that products are made to the right standards.

I visit customers and try and increase business. .

I work with the Managing Director. I am responsible for his diary, organize
his travel, and take calls for him.

7 1 buy everything the company needs, from raw material to stationery.

= W oo

[ WY |
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I3 Reading

b o SiXty-Seven .. P ks 2 b

J produclng b1|||ons of litres of bottled water. The main
JEeS& AR 6 of the Nestlé Group is

. o Lausanne and there is 3 network of seventeen

o other centres on four continents employing 2,500

@ Read the text below about the French company Perrier Vittel and fill in the az’lps al
Use the words in the box. |

:\,1‘

,1 )

| -

product  takeover
division  brands

N

L b |
subsu:hary market leader  research centre  turnover
customers  market share  production sites acqmsmon |

1 A ¥

| iy ——-.--—-—-- .___(L |
- T T It T T
= e N O e e . . g b
S - e ool P Y
A~ S SN, At J . i‘- 1 4 J n J > gl

Perrier Vittel is a .50

. of the Nestlé Group. It has
1 millions of ..&............u.conien?

all over the world,

of the group and has many
famous ..&.5.. 000G such
as San Pellegrino, Contrex,

Panna and Aquarei There are.

. staff. This resgarch helps produce safe and

4 atiordable water for everybody.

J  Arecentpew .B.L0. 0

~ Perrier, Nestlé Pure Life ) § Frits van Dijk

--.I'J‘J._,H_' Ll

.7 is Nestlé Pure Life.

It is the water .4...L.. 003

The company bottles this water locally in developing
countries such as Pakistan and Brazil.

Nestlé’s interest in water began in 1969 with the
WROD A TR 8 of 30% of Vittel. After the
J"} ...... ? of Perrier in 1992 the new
company Perrier-Vittel became a major part of the
Nestlé Group. Today water sales represent 8.8% of
the group’s .. L4 LAY L0, The
group is the international ..#.0..0...
Al nag M for bottled water vnth a
15% wmptil Sa.. G2
A new CEO, Frlts van Dn}k took
over in 2000 and he aims to
keep Perrier-Vittel at the
front of the bottled
water market in both
sales and technology.

"N J i vl “J_
et s e

@ Look at this organization chart. Use the information from the text above to
complete the missing information. The first is done for you.

1 Parent company
Nestlé

e A

Perrier-Vittel S.A. :

s |

e S R North America,
E{lrope, Asia, South America ‘

© Try and draw a similar chart for your company or a company you know.

Describe it to a partner.
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[ Vocabulary
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: -Suppﬁer invoice date

f yes please forward 10 5

o

o0

OVAL FORM

Carter Powell Management Services of Fri
; . f Frith Road Lanc
Lancashire (hereinafter called ‘CPMS’) of the o(r):: Pa?tﬂtasrer

* Penrith Cumbria (bereinafter called
as follows:

25 /1072000 o
Gross amount —
€459
invoice number 3

023
VAT 5000
157
alaries |_C_ g

Most large companies have different departments. Look at the extracts from the
documents above and match them with the appropriate department. There is

one for each department.
1 Research and Development ....... 4 Legal ...
2 Sales and Marketing .......

3 Financial .......

5 Human Resources

6 Communications .......

Can you think of any other departments?
Where do these people usually work?

Accountants work in the ........cccceevuennn.. department.

Scientists Often WOTK ..cuiicisesscscssusissasissusassasnssnssansosassasss o
Sales PEOPIE .uurrcrerrereesnnnnsessasissssssnsinsasssinsasannes +
LaAWYEIS .covevriserencncsesesisssnnsssassnnssssssasnsnsassnsase o

220 T-7¢) ) (O

(= T Y I

Training Managers ........eoeeesseenssesessesussussssussasusasssanss «



3 Listening B5=]) @ Atabudget meeting four managers talk about their departments. Listen and
complete the grid below.

Department Human Reseurces

Staff ( ;427\

Office | tar .a, epen-plan
L |office- ground floor |

Activity software research |

Other information .

© Listen again and complete these sentences.

1 W ccinmessnmemsrisnscsis @ ssiomssrssirarsssivossos WILHL weassssscsnsssscossnises COMpPanies in the
USA, SO WE vovverrveriesirnssrsness @ JOT OF OUT wovviieecriceeriaeees O eeerveeecrraeeevernnees
2 We are .....cceeenmnsmsnsases fOF wonsusnsisrasssoneusssess purchases, raw material,

components, and other .......c.ccccceiiinne
3 i e S vums s s T LR E

department, plus the Director.
4 W AIE c.cuvveernnersencesesss sossasersassassssaserssss ssersensasensasssensenens L1tEINAl and external

communications and public relations.

LANGUAGE NOTE Describing your department

1 Describing the activity of a department

My department deals with / is responsible for marketing / administration, etc.
We organize tests / studies / research.
We work with customers / suppliers / subsidiaries / other companies in the

group.
2 Describing the staffing of a department

There are ... people in the department.
Pierre Ducros is in charge of the department.
I am one of the managers / technicians / secretaries / engineers.

3 Describing the equipment / premises of a department

We have a large office / three laboratories / a small building.
We use computers / fax / e-mail a lot.
We have a well-equipped laboratory / a lot of technical equipment.

[# Speaking Think about your department or a department you would like to work in. Draw
an organization chart for it like the one in [# on page 51. Use the language from
the Language Note above to give a short presentation about your department.
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New developments

5.1 Current activities

Grammar Present continuous

Present simple vs continuous
Vocabulary Company activities
Communication skills Describing company projects
Pronunciation Weak forms

I3 Speaking

@ What are the people in the photos doing? Complete the sentences with
these verbs and match them to the pictures, as in the example.

train design assemble build do |
1 They ..20¢..64¢/4u19. . a house
2. They . Lsvmbinnd dbided G LLEY market research.
¥ SBhe cnimmnnssinniites new employees.
O T a new product.
5 They @15 L25440¢ dars
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LANGUAGE NOTE

[J Vocabulary

© Where are you now? What are you doing? What is your teacher doing?
© Talk about your job or your studies. What are you working on at the moment?

What are your projects for this month?

e.g. We are &yorking on a European project, so I'm travelling a lot. I'm preparing

the ?ij'cf?gw:l".w"‘2 )

The present continuous

1 The present continuous tense is formed using the verb be and the main verb

with an -ing ending.

He's (he is) working at home They aren't (are not) designing any
today. new products this year.

I'm (I am) learning to play Are you leaving now, or are you staying
the piano. for lunch?

2 We use the present continuous to talk about:
- actions happening now, at this moment

I'm reading this sentence. The teacher’s writing on the board.

- actions happening over a longer period of time, including now
My company’s building a factory ~ She’s travelling a lot at the moment.

in Venezuela.

We aren’t working on any new I'm reading a good book.

projects just now.

@ | Match the verbs in A with the phrases in B, as in the example.

1 to design / to manufacture

2 to open / to reorganize -~

f
A

3 to introduce / to improve
. \_:,E i, :II"{’{‘- "‘.I:I" o
4 to recruit / to lay off

5 to look for / to enter

' b staff

- a a system or service

a new market
a new product

a factory or office '

2 Which verb in A means:

to bring something into use?
to make something better?
to find new employees?

to make people unemployed?
to try to find? v Loo o €07

(8 T G SO N

4, (O

© Work with a partner. Ask and answer questions about your company’s present

projects. Use the phrases in @ to help you.

e.g. A: Are you recruiting any staff at the moment?

B: No, we aren’t.

A: And are you introducing any new systems?

B: Yes, we are. We're introducing the ISO 9002 quality standard.
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LANGUAGE NOTE

Present simple or present continuous?

1 The present simple is used for permanent or regular actions.

She often calls the USA.
We don't have lessons on Saturdays.
Does Microsoft sell software?

2 The present continuous is used for temporary, present actions.
At the moment she’s calling a client in Lima.

This week we're not having any lessons.

Are you selling a lot of products in Asia this year?

[@ Listening

|

@ Listen and answer these questions.

B S

wn

Alicia Gonzalez of Repsol YPF, the Spanish oil company, meets Jan Petersen at a
conference. He asks her about her job.

What are her company’s main products?
Which department does she work in?
What is the company doing in Spain? 2 .
In which country is the company’s South American headquarters?
Why is the company introducing a specialized training programme?

s

€ Here is a shorter version of Alicia’s and Jan’s conversation.

1 Expand the notes to make complete sentences, using the present simple or

present continuous tense.

2 Practise the conversation in pairs. Then listen again to check.

Jan

Which company / you / with?

What job / you / do?

The company / expand / very quickly?

Where in Latin America / Repsol /
operate?

What / you / work on / at the
moment?

Alicia

I / work / Repsol YPF
The company / also / manufacture /
distribute / gas / electricity

I / train / new employees
We / invest / a lot / money /
training / at the moment

Yes / Repsol YPF / develop /
activity / Latin America

In Spain / we / build / new technology
centre

Company / have / new headquarters /
Buenos Aires

We / organize / specialized training
programmes
Company / introduce / a lot of new
technology

[} Reading @ Complete the text opposite with an appropriate form of the verbs below —
present simple or present continuous.
‘ own expand ', sponsor/U specialize™ research
helpe.  have produce grow ¢ sell be
| .
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Repsol .................| its operations in Latin America YPF .................5 its petrol in a network of about
at the moment. 3,300 service stations in Argentina, compared with
800 before. Sales 7 usually very high in
these stations, and the Argentinian petrol market
cereenneeenenes 8 VETY quickly, so the prospects for
further expansion are very good.

Following a takeover in 1999, Repsol now
seaeneeenee YPF, the biggest industrial company in

Argentina. YPF .................> and sells oil and gas in

seven South American countries, Indonesia and the

USA. Repsol also has a 67.86% share in the Currently, Repsol YPF .................~ Latin America

Argentinian oil company Astra C.A.P.S.A., which to discover its cultural history. It ................."% a

% in oil exploration and production. special community programme which

A «.... 1! the traditional music of ’

Latin America from the 16 to the

19t century.

The new Repsol YPF company .................°> @
worldwide production capacity of 1.2 million barrels
of oil per day, of which 364,000 barrels are
produced in Argentina. As for distribution, Repsol

© What big foreign companies operate in your country?
What do these companies do? What are they doing at the moment?
I3 Pronunciation [t can be difficult to hear small words in a sentence — such as prepositions
(for, of, to), conjunctions (and, but), and auxilaries (do, does, are) — because they
are usually unstressed.
When unstressed, the vowel sound in these words is normally pronounced /a/.

7]/ @ Listen to the dialogue below and complete the missing words, as in the example.

A: So, what company ....47€... you with?

B: I work ............. a company called ATC.

A: And what ............. ATC do?

B: We sell perfumes ............. beauty products.

A: And where ............. you work?

B: In our head office, in the centre ............. Stockholm.

A: So where ............. you travelling today?

B: I'm flying ............. Brussels.

A: Oh really. My mother comes ............. Belgium, so I know the country well.
B: Really? Please excuse me. I have to go. My flight’s ............. two o’clock.

© Listen again and repeat each sentence. Make sure you stress the correct words.
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Grammar
Vocabulary
Communication skills

Pronunciation

I Vocabulary

LANGUAGE NOTE
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5.2 Company developments

Present continuous vs past simple

Describing trends

Presentations 3: referring to
visual aids

Word stress
50 —
USA
40 — . 1999
. 1998
30 —
20 [~ ™ China Asia Latin Japan  Others
Pacific America
10

0

Look at the information about the American company Motorola. Are these
sentences true (T) or false (F)? If they are false, correct them. Use the Language
Note below to help you.

1

=

Between 1998 and 1999, the percentage of sales went down in three sales
regions. .......

Sales rose in two regions. .......

In three regions, sales remained stable. .......

Sales in other regions fell by 1%. .......

Sales to Asia Pacific went up by 3%. .......

Total sales outside the USA decreased by 4%. .......

Now look again at the Motorola figures and complete these sentences with an
appropriate verb.

L S

Sales in the USA ............... by 4%, but they didn’t ............... in any other region.
Sales in EUrope .....cccovves wevevvennnn at 21%.

The percentage of sales to all Asian countries ........ccco.e weverreennns , €XCept for
Asia Pacific, where sales ............... by 3%.

Sales to other countries ............... from 6% to 7%.

Desca:i%i?g Jrends

1 to riée / to go up / to increase

Sales rose / went up / increased from March to September last year.
Prices are rising / going up / increasing this year.

2 To fall / to go down / to decrease

Sales fell / went down / decreased between 1998 and 2000.
Exports are falling / going down / decreasing at the moment.

3 To remain stable

Sales remained stable last month.

4 By, from, and to

Our market share rose by 2%, from 7% to 9%.



[ Reading © Find these numbers in the text below and write them in words.

L2900 vevvireeereccinrnsressssesssssssaeesssassarssssassessessrasassssessasasssssssansessesessasssessesasassarnrnsessensrarane

L O
[
wn
O

© Now work with a partner. How do you say the other numbers in the text?

(@) Complete the text with:
"1 the correct form of the verb in brackets: past simple or present continuous
2 the correct preposition: by, from, or to.

-

“ﬂ o .-;-:::F PO o e
=
Social

Between 1984 and 1996, the number of new marriages
(fall) ..............." by 19.78%, from / by 395,800 to

i 317,500. In the same period, the number of divorces (go
Trenas » i s misssosssn
y Living alone
i n t h Now more and more people (decide) ............... 3 to live
alone. The percentage of one-person homes (rise)
i from 10% in 1984 to / by 12% in 1995. The
U K averaged@la’size (also / fall) .1.5.43...5 at the

moment. In 1984 it was 2.59 people per household,
but now it is less than 2.4.

An ageing population

.. Currently, the number of retired people (increase) ' * '’
TN e I 1994, life expectancy (go up) ML AT
from / to 73.9 years for men, and 79.2 years for women.
Between 1984 and 1997, the number of people over 75
years of age (increase) ...............3 by / from 14.3%, and
this number (continue)™t.....5 5.2 to rise now.

,’g allin

Currently, the number of children (also / fall) 1%
ceerensereeneenna ' 0, From 1984 to 1997, the number of new
births (go down) ................"1 by / from 3.8% to
725,800.

= %

Source: Office for National Statistics

© Now talk about present trends in your country. If you can, give figures and / or
suggest reasons for the trend.

— the number of marriages / divorces

— the birth rate (the number of children born)

— the number of people living in towns and cities
— the number of foreign tourists

- the cost of living (food, clothes, housing)

— the price of computers and telecommunications
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Speaking

[J Listening

60 New developments

Work in pairs. Student A, use the information below. Student B, turn to File M
on page 152.

You work for a small company in England which sells skis. Describe your sales
figures for last year, then ask your partner to guess what kind of products you
sell. Start like this:

In January we had sales of £50,000. In February they rose by £5,000 to £55,000.
60,000 —
50,000 — *
40,000 — 3 .
30,000 {— »

20,000 [— :

10,000 — L e

0 i i i L L L L :

J F M A M J J A S 0 N D

Now listen to your partner’s description of a company in the USA. Mark the
sales results on this graph.

3.5m —
3m —
2.5m —
2m l—
1.5m —

Im —

0 i L i i — ik 5 4

J F M A M J J A S 0 N D

What do you think your partner sells? Is it:

— sun cream
— children’s toys
— Christmas decorations?

Look at the two diagrams opposite. Which one is a table and which one is a pie
chart?

On which diagram(s) can you see:
1 segments

2 columns

3 figures?

A business consultant is speaking to a group of export managers about
e-commerce in Asia-Pacific. Listen and complete the missing information on the
table and pie charts.

Listen again and complete these extracts from the presentation.

Let’s ....oceuvvees werererruses seenennnnns @t this first slide. Can everybody ............. 7

2 On the third line, you have the figures for Asia-Pacific. ............. ceceuuevee.. the
number of Internet users is rising rapidly.
I'd like 10 ....cccceeue wersercenens srvseneeennns t0 the white and green segments.

4 S0 it csnsrasenies esssssseses s » CONSUMPption is increasing dramatically

in all Asia-Pacific countries.



World market Internet
users and E-Commerce

Internet users | Increase E-commerce sales

(in millions) , | (in billions)

1997 - 2002 - 2002 |
USA 38.7 | 135.9 251% | $268.8
Western Europe 16.8 82.0 389% | $§55.5 |
Asia-Pacific (not Japan) | 3.8 B | ssse 1 $ s 2
Japan 4.9 22.1 352% $ e 3
Rest of world 4.5 43.0 852% . $40.8

Source: International Data Corporation

Estimated number 1997 200

of families with
Internet connection
in Asia-Pacific market

No Internet
connection

Developing
countries

Highly
developed
countries

Source: Strategis group

LANGUAGE NOTE Referring to visual aids

1 Introducing visual aids
Let’s have a look at the first slide / this pie chart / the next diagram.
This pie chart / table / graph / slide / diagram shows ...
Can everybody see that?
2 Indicating important details
Notice that the number of users is rising.
1'd like to draw your attention to the figures for Asia-Pacific.
As you can see, consumption is increasing.

I3 Pronunciation 3 @ Where is the stress in these words? Listen and put them into the correct column,
as in the example.

recruitment  India figures remain period diagram
Japan compare consumer  segment percentage  column
L&) oe 00 00
woTnda, . recrudiment

© Now listen again and check. Practise saying the words. Do you have three words
in each column? If not, listen again.
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5.3 Personal developments

I = &
Vocabulary Descriptive adjectives
Communication skills Exchanging personal news

Talking about a trip

¥ Listening @ Match the questions on the left with the responses on the right.
1 How do you do? a Fine, thanks.
2 How are you? b I'm looking for a new job.
3 How’s the family? ¢ How do you do?
4 What do you do? d They're all fine.
5 What are you doing at the moment? e [ work for Pinel.

©® Which questions above do you ask when you meet someone for the first time?
Which questions do you ask when you already know the other person?

© Listen to these two conversations in a lift, and match them to the photos below.

1 What do you think is the relationship between the speakers in each case?
2 In which conversation, A or B, do the speakers:

use first names?

use surnames?

talk about the weather?

talk about families?

give short answers?
give more detailed answers?

e T =W o W )
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@ Look at the Language Note below. Which expressions did you hear in the two
dialogues? Listen again to check.

LANGUAGE NOTE

1

=

Meeting People

1

Meeting someone for the first time

How do you do?
Pleased to meet you.

How do you do?
Nice to meet you too.

2 Meeting someone you know
How's your wife / family etc.? Very well / Fine, thank you.
How are things? Not so bad / Pretty good.
How's business / the job? Not very good, I'm afraid
3 Responding to news
Good news I'm (very) pleased / glad / happy to hear that.
That's great news!
Bad news I'm (very) sorry to hear that.
Surprising news That's incredible! Really?

How’s your family?

a They're all well.

b Fine, thanks.

¢ She’s well, thank you.

How are you?

a Pleased to meet you.
b Not so bad.

¢ Fine, thanks.

How’s business?

a So-so.

b Pretty good, thanks.
¢ Yes,itis.

a Speaking @ Choose two possible responses for each remark.

4 I really like my new job.
a I'm sorry to hear that.
b That’s great news.
¢ I'm glad to hear that.

5 Sheisn’t very well, 'm afraid.
a I'm sorry to hear that.
b Really? I am sorry.
¢ I'm happy to hear that.

6 What about you?
a I'm fine, too.
b I'm very well, too.
¢ I'm sorry to hear that.

© Here are some answers. What are the questions?

e.g. Not very well. I was ill for several days last week.
Question: How are you?

T R O R

5

He’s fine, thanks, and the children are well too.

We’re having an excellent year — lots of new contracts.
She’s very well — she’s studying at business school now.
Fine, thank you. I really like my new boss.

Not so bad.

© You meet your partner for the first time in three months. Ask and answer
questions about the following:

— your companies

— your jobs

— vyour families

— vyour English course

You can tell the truth or invent your answers. Start like this:
(Peter), great to see you again. What a surprise! How are you?
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Listening @\'1 0\ Danuta is speaking to a colleague about a trip to New York. Listen to the
~ conversation. Was Danuta’s trip generally a positive or negative experience?

a Listen again, and complete the questions in column A.

......................................................

......................................................

Frieadly peeple. She made twe
or threé useful contacts

€ Can you remember Danuta’s answers to the questions in A? Write them in
column B above. Listen again if necessary.

LANGUAGE NOTE What is |/ was it like?
We use the construction What...like? to ask for a general description.
1 Present
What's (what is) the weather like today? It's sunny / cloudy, etc.
What are the teachers like? They are very friendly / interesting, etc.
2 Past
What was the food like at the conference? It was very good / fantastic.
What were the presentations like? They were very long / boring, etc.
[ Vocabulary ) o Match the adjectives in A with their opposites in B, as in the example.
~ Which adjectives are generally positive and which ones are negative?
A Adjectives B Opposites
1 6 friendly a dirty f expensive
2 cheap 7 fantastic b short g interesting -
3 small 8 useful c large h unfriendly
4 boring 9 clean d  useless i)
5 convenient 10 long | | e inconvenient ' j terrible

@ For each category in A below, circle the adjective in B which can’t be used. Add
~ two or three adjectives in C which are possible, as in the example.

A B C
‘ Towns noisy_{lzgar_yfgﬁulv‘/ s;r_tall-f-- _ | large [ quietl (medeln. .. ...
‘ The weather | tiring / changﬁa?’lg_/_ll\ot Jfrendly | T e
People friendly /iinconvenient'/ boring / quiet | .eeeceeereeee e
Hotels | convenient / dirty / old-fashioned / BIFACULED | et
II Business meetings and trips long / difficult / clean / dudl e et

‘ Presentations | terrible / large// short / useful - | iR R e
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3 Speaking You and your partner have just returned from business trips. Ask questions
about each other’s trip e.g. What was your trip like? Which airline did you fly
with? Where did you stay? What was the hotel like? etc. You can invent as many
extra details about your trip as you like.

Student A, your information is below. Student B, turn to File BB on page 154.

- You went to visit a new supplier in Portugal. Your experience was very
positive.

- You flew to Lisbon - the flight was short and you arrived early.

- The weather was hot and sunny. Your hotel was luxurious.

- You visited the factory, and had meetings with a number of the staff. It
was very interesting. ;

- You attended three technical presentations. They were very informative.

- The Managing Director showed you Lisbon by night.

- You ate out in an excellent restaurant. The seafood was delicious.

F | Reading 43 Match tHe sentences with the cartoons below.
1 Did you have a good weekend? 4 Good luck!
2 Cheers! 5 Have a safe journey.
3 See you on Monday. 6 Speak to you soon.

/

© What alternatives can you think of for the expressions in @ ?

e.g. See you on Monday.
See you later / tomorrow / on the 20th / soon.
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Unit 6 | Arrangements

6.1 Dates and schedules

Grammar Present continuous for future
Vocabulary Dates
Pronunciation Ordinal numbers
(A Listening José Bordas and Isabella Romero are organizing a conference in Rio de Janeiro.

The programme is not finished. Listen to the conversation and complete the
missing information.

8 Wednesday 27th July 3
= 8.00pm. Welcome Dinner @®
P ing From? Time: =
Hqi ﬂ”‘w”ggo:e /7 Wig MS.Z Guest Speaker. who? 9_,._
g simgle/ Doublé’ o
o Thursday 28th July a
g = 9.00 a.m. Professor Timothy Railton _'_1
o Airport Design =
Q. —
2 1.00 p.m. Lunch — Garden Room =
—
© Time? p.m. Professor Patricia Lingwood m
: eaz?/ecf-’ 9'_'
o 4.00 p.m. Poster Presentations —
- ‘ S
= 7.00 p.m. Cocktail Party A
"5' 8.30 p.m. Gala Dinner =
ik o
g —
C Friday 29th July e
= o
o 9.00 a.m. Round Table Discussions =
E Pro¥ Dewnier? o
= 10.00 a.m. Jaime Gallado _ o
<8} Underground train systems in =
'E the 21st century 8
T — _—
LANGUAGE NOTE The present continuous for future

When we have a fixed plan for the future we use the present continuous. Usually
there is a date or a time in the sentence, or the date or time is understood.

What are you doing this evening? I'm going to a concert.
When is she arriving? She’s coming on Wednesday.
Where is he staying tonight? He isn’t (is not) staying here.
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[} Reading Look at the conference programme in Y again. Use the words in the boxes
below to make questions for the answers provided. Take one word or phrase
from each box, as in the example.

When staying?
Where is she arriving?
Who are they coming with?
How long Elizabeth Cortes speaking about?
What Patricia Lingwood arriving from?
What time

1 Whaﬂﬁﬁghz-ﬁb?—*hC"’""”ﬁ”’f-"—ﬂﬁ’ On Wednesday.

2 From Boston.

3 At midday.

B o ELEE Nusbanid.

5 At the Ramada.

6 One night.

7 Trans-European road networks.

[3 Speaking Work in pairs. You are arranging the arrivals and transfers of the guests coming.
to the conference. You do not have all the information. Ask questions to
complete your table.

Student A, turn to File E on page 151.
Student B, turn to File Q on page 153.

[J Listening © Jaime Gallado is attending the conference next week. Read this fax from his
personal assistant, Andrea Kraler.

_— e e e e e e e e e e e o e e e e e e e e e e e e e e m— — e — — — — —

To: Jaime Gallado

From: Andrea Kraler |

_________________________________________________________________________ i

Re FUTURE OF TRANSPORT CONFERENCE |
|

Dear Jaime, i

Best of luck at the conference. Just to confirm the details. Your travel
arrangements are as follows:

26th July — Vienna-Rio — Flight number: 08121 Dep: 07.25

30th July — Rio-Vienna — Flight number: LH507 Dep: 14.30

Hotel: Sheraton — 4 nights.

You are speaking on Friday 29th at 10.00 a.m. The title of your talk is
‘Underground Train Systems in the 21st century’. Don’t forget your
appointment with Thérése Blanc on Thursday 28th at 7.30 p.m. at your hotel.
You are not booked for the cocktail party.

Best wishes

Andrea

@5 @ Youare Jaime. A colleague calls you with some questions. Listen and use the
information in the fax to help you answer his questions.
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I3 Pronunciation

LANGUAGE NOTE

I3 Speaking

68 Arrangements

© Listen again and check your answers.

@ Listen and circle the number you hear.

16th / 60th | 18th// 80th 12th / 20th 13th / 30th |
10th /22th  1st/3rd> 31st / 33rd 15th / 50th |

@ Listen again and check your answers. Practise saying the pairs of numbers aloud.

© Complete these sentences. Listen to check your answers, then read aloud.

1 May is the ............. month of the year.

2 12.5%:isone L.imtenses

3 The last day of April is the ..............

4 The person who finishes ............. gets a gold medal.

5 October-December is the ............. quarter of the year.
Dates

1 In spoken British English we use ordinal numbers for dates. We usually say
and write the day, then the month, then the year. We also usually say the
before the day and of before the month.

e.g.
We say: the eleventh of February, two thousand and one
We write: 11 (or 11th) February 2001 or 11/02/01

We say: the thirtieth of August, two thousand and five

We write: 30 (or 30th) August 2005 or 30/08/05

2 In American English, we usually say and write the month, then the day, then
the year. We don't use of and the.

e.g.
We say: January tenth, nineteen ninety-seven

We write: January 10 (or 10th) 1997 or 01/10/97
We say: October twenty-first, two thousand three

We write:  October 21 (or 21st) 2003 or 10/21/03

@ Put these dates in chronological order, as in the examples.

| 11/09/99 (UK)
1] 11723189 (USA)
| September 22nd 1998
(2] twenty-first of September nineteen ninety-eight
1 09/08/00 (USA)
; Christmas Day 2000
| 21/12/99 (UK)
23 September 1999
L 01/01/01
. 10/10/00
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[A Listening

€ Read the dates aloud.

e

= O

©

Work in pairs. Ask your partner for the following information.

his or her birthday

a date on an official document in his or her wallet
start date with present employer or school

expiry date on bank card

the date of the next lesson

a famous date in history

L S Y

h

Here are some more famous dates. Do you know why are they famous? Discuss
with a partner.

15th April 1912 1st January 2000 1st June 1953
11th November 1918 21st May 1932 12th July 1998

Now match the dates with the appropriate headlines below. Then listen to check
your answers.

o |

Mount Everest

GRE AT f}?n?‘uetrifi for
WAR ‘e:_s ime

Which months of the year are missing from the box in € ? Can you think of an
important date for each of them?
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6.2 Getting connected

Vocabulary Telephone expressions
Communication Skills Telephoning: taking messages
Pronunciation Contractions

1 Listening 8] @ Jordi Marrero wants to visit Diana Wong in Hong Kong. He telephones her four
times. Listen to the four conversations. What is the problem each time?
IMAREEUE T oucuivosssinsauiins s s i S B S S B s e
Dialogue 2 v

D A ORI B i o T S s o s s SR e PR memng e
Dialogue 4

€ Listen again and answer the following questions.

I  Who does Diana work for?

What is her mobile number?
Which department is she in?
When is she due back in the office?
When does Jordi want to meet?
What is his direct line?

O U e W b

© Listen again. Which dialogues do these lines come from?

Speaking. ...%.

o o

How can I help? .......

I’'m sorry, sir, but there is no reply from her office. .......
You've got the wrong extension. .......

No thanks. I'll call later. .......

Hold the line. I'll transfer you. .......

Thanks for calling. .......

Would you like to hold? .......

I'll put you through. .......

S0 o oA N

j Can [ take a message? .......
k Could you transfer me to her? .......
| Is that Diana? .......
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I3 Reading

Match sentences 1-9 with responses a~i.

1 Could I speak to Diana Wong, please? a G-I-N-S.

2 Can I take a message? b My name is Phillip Nevill.

3 I'm afraid you've got the wrong number. / ¢ Yes I'm here all day.

4 Can she call you back? .d About 4 o'clock.

5 Could you spell that, please? e No thanks. I'll call back.

6 Would you like to hold the line? f Speaking.

7 When are you expecting her back? g Yes, please. Tell her Tom called.
8 Who's calling? h That’s OK. I'll hold.

9 I'm sorry, the line is busy. i Oh, no. Sorry.

Speaking

Work in pairs. Make up a dialogue using these prompts. Take one route through

Answer the phone for
Patricia Lopez.

Ask to speak to Patricia.

Ask who is calling.

Give your name.

Offer to transfer the call.

Say thank you.

Carry on the conversation.

the flow chart. Then change roles and choose another route.

Ask the caller to wait.
Say that the line is busy.
Ask the caller if he / she
wants to wait.

Agree to wait.

Say that the line is still
busy. Ask the caller if he /
she would like Patricia to
ring her back.

Say no politely and
ask for Patricia’s mobile
number.

Give her mobile number
to the caller.

Say thank you and
end the call.

Ask the caller to wait.
Apologize and say that
she is not there.

Say why.

Ask about her return,

Say when. Offer to take
a message.

Agree and leave a
message / phone
number.

Repeat the message /
number back to the caller.

Say that the message is
correct. End the call.
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I Pronunciation

@ In spoken English many words are contracted. Look at the sentences below and
decide which words to contract.

1

I am arriving in Hong Kong on Friday.
Lm arriving in tHong [Keng on FILAAY.  ..oooeeeeeeesssseoeeessssssnene
Where is he staying?

When is she due back?

You are welcome.

No thanks. I will call back later.

I am afraid she is out this afternoon.

He is in a meeting this morning.

He has got a meeting this morning.

€ Listen and check your answers. Repeat the sentences.

Diana Wong receives a lot of messages. Listen to her voice mail and write down
as much information as you can for each message. Use the message pads below.

HK 0Oil and Gas
MESSAGE PAD

O

To: || Diana Wong

Subject: | [ Message

o |
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I3 Speaking € Diana calls Jordi back at the Royal Garden Hotel. Work in groups of three. Make
the conversation between the receptionist (R), Diana (D), and Jordi (]), by
choosing one expression from each row, as in the example.

© Finish the conversation. Confirm the time and the place for dinner.
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6.3 Arranging to meet

o e e R A a1 Ia S
Vocabulary Time expressions
Appointments and meetings
Communication Skills Making and changing appointments

A Reading @ Natasha Hall works for a pharmaceutical company. It is 7.30 p.m. on Monday
the third of April. Answer the following questions.

1 What was the time half an hour ago? i

2 What was the date a week ago? '

3 What is the date tomorrow?

4 What day was it yesterday?

5 What is the day after tomorrow?

6 What was the date the day before yesterday?

7 What was the date last Thursday?

8 What day is it in four days’ time?
Monday 27 [3] 10 17 24 1
Tuesday 28 4 11 18 25 2
Wednesday 29 5 12 19 26 3
Thursday 30 6 13 20 27 4
Friday 31 7 14 21 28
Saturday 1 8 15 22 29 6
Sunday 2 9 16 23 30 7

@ Now complete this table.

0 today

© Read this information and complete the diary opposite.

On Friday she is flying to Washington,, 4.+~

Last Friday she attended a trade fair in Boston.

Tomorrow morning she’s going to a sales meeting.

She flew to New Orleans yesterday.

She’s spending the weekend with friends in Baltimore.

On Wednesday afternoon she’s meeting Jack Rogers at 4.00 p.m. and Yuki
Aoki two hours later.

She spent the day before yesterday in New York.

She was on holiday from Monday to Thursday.

(=2 JLY ) I S SU I S

~

cc
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[] Listening

Natasha is at the HTO conference. She wants to meet a number of people.

Listen to her four telephone calls and write down the appointments in her
diary. Remember that it's now 7.30 p.m. on Monday the third of April.

fonday April 3

HTO Conference starts

9.00 - (2.00

Mee -hnc] E.00 Dinner

2.00 ?W;e. sentation
or JCY432

Nednesday April 5

.00 - 12.00 ﬂ"Tr‘arr\mql
Presentation o

2.00

600  Yeki Aoki

new Of‘qanrzahc-n

Jack 'Qoqz.r‘s

.00 Dmner
1000 daz=z concert

9.00 - |2.00 fTT":emmq A

12.30

ga!urday}april 1

LANGUAGE NOTE

fay April 7

9.00 -{1.00

Sunday April 2 “Saturday April 8

P A0 scuvvamavensuiavans

Making arrangements

More formal expressions

1 Asking about availability
Would it be possible to meet?

When would be convenient?

2 Suggesting dates / times / places
Would Friday after dinner suit you?
Shall we meet in the lobby at 7.00?
Shall we say 8.30?

Are you doing anything on Tuesday?

3 Accepting and refusing
That stits'me.

(I'm afraid) I'm not free.
(I'm afraid) I have another
engagement.

4 Confirming
So that’s 7 o'clock on Wednesday, then.
I look forward to meeting you.

Tour of New Orleans

SundayApril9

Less formal expressions

Do you want to meet up?
When are you free?

How about Friday evening after dinner?
How about (meeting in) the lobby at 7.00?
Would 8.30 be OK?

That would be nice / fine (with me).
(I'm sorry) I can't make it then.
(I'm sorry) I've got something else on.

See you on Thursday, then.
Great. I look forward to it.
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Speaking

[J Listening

LANGUAGE NOTE

76  Arrangements

|

Work in pairs. You are at a conference in Spain and you want to meet an old
friend for coftee. Look at your diary for tomorrow and call him or her to find a
time when you are both free. You will need half an hour.

Student A, go to File F on page 151, Student B, go to File N on page 152.

Natasha Hall telephones Mikael Stefansson again. Listen to the conversation and
choose the best answer.

1 Shewantsto  a confirm the appointment. L
b cancel the appointment.
¢ change the appointment. S TS &

2 She suggests a the next day. COE...ocismiciioiini
b two hours earlier.
‘ ¢ two days later. eevavenennaressranssernnnasaarnsss §

| 3 He says a 5 o'clock is fine. B.ocleckl Lm........

I b heis free. e

¢ he has another engagement.

4 She wants a to postpone it to Thursday. = SOUM......cceveuruererenenee.
b to bring it forward to Friday. | .coccovevriiiiiiiiiiiiincieiiiaa,
¢ to postpone it to Friday. snarshisa B senerarasies &
5 She suggests a Thursday. How. Q6o ...
: b Friday.
¢ Saturday. Tk
6 They agreeto = a at 6 on the 8th. Bl avansonmnenats
fiEeE b at 8 on the 6th.

¢ at 9 on the 6th.

Now listen again and complete the expressions that are used.
Changing appointments

We can change an appointment in three ways.

gl e L e | e

We can bring it forward to an earlier date. |24 |25 (26 |27 |28
rull.T"-‘ 1 ,_,_‘_...":-_—:L

Or we can postpone it to a later date. 124 |25 3 127) |28
Or we can cancel it completely. E E ' E 2—_3

We had an appointment for Wednesday 16 January at 7.00 p.m. First we brought
it forward an hour. Then we moved it to the same time the following day. Then
we postponed it for a week. Finally we brought it forward again by two days.

She telephoned me to suggest the following day and one hour later. I was an
hour late and she arrived half an hour after me. What time and date did we
finally meet?



@ Work with a partner. Look again at your information in File F on page 151 and
File N on page 152.

Student A, phone Student B to change the time of your meeting. You can both
change or cancel one other appointment in the day, if necessary.

@ Reading Read these e-mails and put them in the order they were sent.

aE'_"' - _ oE
To... || Heinz

Dear Heinz, Dear Heinz,

I'm sorry, I'm afraid | got my dates wrong! | am not sure if you remember me. We met in Oslo
My German course starts a week later on Monday last year at the HTO conference.

26th. Are you there that week? I'm coming to Germany next month on a German
Best wistias course. Would you like to meet up?

Tina Best wishes

Dear Tina, | Dear Heinz,

That's fine with me. It will be nice to see you
again and to meet your colleague.

Dear Heinz, I'm arriving on Saturday 17th and I'm
;I staying until Saturday 24th. Would it be possible

t kend?
See vou st ihe airport. to meet that first weekend

Best wishes

Dear Tina, Dear Tina,

It would be really nice to see you, but |! 'J{r}__ai;aid Of course | remember you! How nice to hear from
I'm away on the 17th and 18th. Pérhaps we could you again. ?Vhen are you coming? Please send
meet up in the week. me more details.

Kind regards Kind rega;'ds

h
To... || Tina |
[ Dear Tina, -
Thanks for your kind offer. I'm now coming with . Yes, | am. Would you like me to meet you at the
a colleague. | hope that's OK. We're arriving on airport? Please send flight details.
Saturday 24th at 17.30. Can we all go out for Regards

dinner that evening?

See you soon
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Describing and comparing

7.1 Comparisons and contrasts

Grammar Comparative forms
Superlative forms
Vocabulary Descriptive adjectives
Pronunciation Weak forms
¥ Reading

Richard: I drive to work every
day. I leave at 5.30 a.m. to
avoid the traffic. Parking in
= London is expensive, but I
prefer going by car. It's more

Virginia: I take the subway. I live near the
end of the line, so I always have a seaton
the train. The journey takes about thirty-five
minutes. I read a newspaper or watch other
passengers. It's cheaper and quicker than
taking your car, and it's much safer too.

relaxing than taking the train
because I always arrive on
time. The train is often late, or
sometimes doesn’t come at all.

—

@ Read what Richard and Virginia say about travelling to work. What reasons do
they give for travelling this way?

© Howdo you travel to work or school?
- How long does it take?
—  What do you do during the journey?
- Why do you travel this way?

[ Vocabulary @ How many types of transport can you think of? Continue this list:

car, subway (British English = underground), bus ...

€ Complete the table with words which mean the opposite, as in the example.

A - | B )

fast / quick IO oo
cheap 4 S ST
healthy < T
relaxing 2L AN, ] Teereersenees
interesting BB
easy s
good for the environment / your health | .%............... environment / your health

© Which adjectives in € would you use to describe the following?
a travelling to work by car b learning English ¢ smoking
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Speaking

LANGUAGE NOTE

[J Pronunciation [

@ Think about travelling to work in your own town or city. Make three sentences,

using the language below.

quicker / slower .
Travelling by car is § more relaxing / more tiring than travelling by train because ... |
safer / more dangerous ’

All the adjectives in @ are in the comparative form.

We add -er to the end of the adjective, e.g. quicker, slower.

or We put more before the adjective, e.g. more relaxing, more tiring.
Can you say what the rule is?

How do you prefer to travel generally? Using the adjectives below, write
sentences comparing different forms of transport.

CRVEAD wovsasnananesssmvasiomussasuassamrasssssiss e i sws s FUFRH T ST RS S VRS SRS AT
FaSt s A S S T T R e
a1 e
contfortabile s sn s e e e

Compare your sentences with a partner. Ask extra questions if necessary.
e.g. Travelling by bus is more relaxing than travelling by car.

Why do you think travelling by car is more stressful?

Because it’s very slow — it takes me 45 minutes to drive 5 kilometres.

Comparative forms

1 We use the comparative form to compare two things.
e.g. London is more expensive / cheaper than Tokyo.

Category Example Comparative
One-syllable adjectives cheap cheaper

big bigger
Two syllables ending -y easy easier
Two or more syllables expensive more (less) expensive
Irreqular adjectives good better

bad worse

2 When we want to talk about things being the same, we use as ... as.
Paris is as expensive as London.  Madrid is not as big as Paris.

Words in a sentence sometimes sound different when they are unstressed. Vowel
sounds are often replaced by the sound /2/. Listen to a sentence and repeat. Now
read sentences 2-5 aloud. Then listen and check.
=) fal [l
The car’s quicker than the bus.
The train’s more tiring than the car.
The bus is slower than the train.
The train’s more dangerous than the car.
The country isn’t as stressful as the town.

(5, T O SV S
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A Listening @ Look at the photos of three different cities. In which
do you think houses and apartments are:
— most expensive
— biggest?

. New York

BZ] @ Now listen to three people talking about housing in the cities where they live.
Complete the table below.

Country Average living area = Average rent
| (in m?) per person
h ...................................................................................... than New York / Paris
‘ 2 s S || eSS ReRIR RS v tNAN TOKYO, / PaTIs
P treresseseeseenesneenseenne | sessessereens eenessennens £NAN New York .....oooooiieiieiene.... than Tokyo

© Complete the sentences below, using the adjectives given in brackets, as in the

example.

1 The USA has ...... 42 6i99¢57........ living area per person. (big)
2 Japan has easianissianmienis living area per person. (small)
3 NewNork I8 cusmmammsunssnsss city to live in. (cheap)

4 TOKYO IS wovvruiriiiinicnininnininnnins city to live in. (expensive)

© In your country, which is:

1 the biggest city?
2 the highest building?
3 the most popular tourist attraction?

LANGUAGE NOTE Superlative forms

We use the superlative form to compare three or more things.
Munich is the most expensive / the cheapest of the six cities.

Category Example Superlative
One-syllable adjectives cheap (the) cheapest
small (the) smallest
Two syllables ending -y easy (the) easiest
Two or more syllables expensive (the) most expensive
Irreqular adjectives good (the) best
bad (the) worst
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i3 Reading ) Complete the questions with the superlative form of the adjective indicated, as
in the example.

1 What's the .227...cmPel¥an7.  thing in your life? (important)

2 What's the .........cocoeeienerenennn. thing in your life? (stressful)

3 What's the .......ccocoeeiniininnneene. time you start work in the morning? (early)

4 What's the ......cc.cceuvvvirernreenenen. time you finish work in the evening? (late)

5 What Is YOUT ...coverereerisessesennnnnne. Meal of the day? (big)

6 When 15 the wisasens time of day to have a meeting with colleagues? (good)
7 What's the .......cccoviiirinnccinnnen. time to call you for business? (bad)

8 On holiday, what’s the ...........c.cceeuuee..... thing to take with you? (important)

€ Match 1-8 in € with A-H below to complete the questionnaire, as in the
example. Then choose your own answer to each question.

© Compare your answers with a partner. Now look at File S on Page 153 and
calculate vour score. Are you working too hard?

A Question £ ) E Question 3
a  After 6 p.m. when the telephone Wi SAChont inshie eveni
stops ringing. b Phone me when you want. If it's
b In the morning. important, | want to know.
4 In the afternoon. > At weekends.
d  1don't have time for meetings. d  When I'm on holiday.
B Question @ : a‘;i?rinopnuter. (D
a  6am.or earlier. b My mobile phone.
b  Between7 and 8 a.m. ¢ Sun cream and sunglasses.
¢  Between8and9am. d  Some paperwork from the office.
d 9a.m.orlater.
G Question ( )
C  Question a 6 p.m. or earlier.
a  Myjob. b  Between 7 and 8 p.m.
b My company. ¢  between 8 and 9 p.m.
C My family and/or friends. d  9p.m.or later.
d My health.
D Question ( ) : Sut:::fion @
a  Family holidays. b Dinner.
b Not enough time to do my job well. & Dokt
¢ Travelling to work. d 1don't have a big meal. | have little
d  Learning English. snacks when | have time.
[A Listening EX Listen to these sentences and say if you agree or disagree. If you disagree, say why.
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7.2 Describing products and services

¥ Speaking

Communication skills

The present simple passive
Sequence linkers

Customer service

Describing technical processes

When there’s a problem with your computer system at work or your washing
machine at home, you probably call a customer service number to ask for help.

@ Look at this list of customer service promises. Which points are important to
you as a customer? Give examples from your experience of really good (or bad)
customer service.

==——— S - i = e

1 When you phone us, you speak to a real person, not a 4
machine.

2 OQur staff are polite and friendly at all times.
3 We send you a technician within 24 hours.

4 If we say we're coming on Tuesday morning, we come on
Tuesday morning.

5 Our technicians explain the problem simply and resolve it in
the quickest possible time.

Service with a smile

[J Reading

82

€ Does your company have a customer service department? What services do you
offer to your customers?

@ Read this text about customer service at North West Energy, and answer these
questions:
1 Which words in the text mean:
a to complete or do? ¢ changed or improved?
b aplan or timetable of work?  d permits or makes it possible?

[3%]

How many jobs do North West Energy technicians do every day, on average?
What are the advantages of the new improved system?

L8]

Bringing Power to the People

Here at NorthWest Energy we carry out 12,500 maintenance jobs every day.

We have developed an automated system, the Work Finder, which arranges
work schedules for our 2,500 technicians. Our new updated rijroc'e:]st uses an
! ing’. This allows us to send you the right perso
rocess called ‘power planning’. This a
?or the job in the quickest possible time. Now our schedules are arranged up

to five days in advance.



€ Look at this diagram which shows how the Work Finder works. Then read the
description of the process below. Put the sentences in the correct order, as in the

example.

......... A This is the new intelligent part of the sy B
system. It monitors the work of the
technicians.
B The Work Finder gives the technicians their ~  F

schedules by telephone or computer.

C The Customer Service Department
receives a request for help. G

D The Work Finder passes the details of
the call to the Power Planner.

It always knows where they are, what
their speciality is, and when they will
be free.

It sends the customer request to the Work
Finder — that's the central part of the
system.

The Power Planner arranges the work
schedule, and sends the information back
to the Work Finder.

LANGUAGE NOTE The present passive

1 We use the passive form when we don't know, or it is unimportant, who has
performed an action. The passive is often used to describe technical
processes, where we are more interested in the process itself than who or

what is responsible for it.

2 The present simple passive is formed with the present of the verb be and
the past participle. (For a list of irregular past participles, see page 157.)

Active

The company carries out 12,500
Jobs every day.

We use a system called

‘power planning:

We arrange schedules up to

4 days in advance.

Passive

12,500 jobs are carried out every
day.

A system called ‘power planning’
is used.

Schedules are arranged up to four
days in advance.

3 If we want to mention who or what has done something, we use by.
The maintenance work is carried out by our team of technicians.
Schedules are arranged by the Work Finder.
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[3 Writing Your boss has asked you to write a technical report on how the Work Finder
system works. Expand these notes to make complete sentences. Use the present
passive.

1 A request for help / receive / Customer Service department

A, request for help. is. received by the Customer, Service. department
2 This request / send / Work Finder
3 The details of the call / pass / Power Planner

4 The work of the technicians / monitor / Power Planner

The work schedule / arrange / and / the information / send back / Work
Finder

u

6 The technicians / give / their schedules / Work Finder

[] Listening & You are going to hear a description of another new automated system called
‘Veggie Vision, for identifying food items in supermarkets. Before you listen,
check the meaning of these words. Use the pictures below to help you.

— ascanner
— a checkout

— a cashier

— size and shape

— aselection of items
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[¢
©

1
2
3
<

What does Veggie Vision do?
Who is it used by?

Listen to the first part and answer these questions.

What is the main advantage of the system?
How is it better than present supermarket scanners?

€) Now listen to the second part. Using the pictures opposite, make notes on how
Veggie Vision works. What happens when it can’t identify the item correctly?

) Listen to part two again. Which phrases are used to introduce the different steps
in the process?

I

(37

i

First of all ...

) Now combine words and phases from A and B to describe how Veggie Vision
works. Use the phrases you found in €3 to introduce the different steps.

e.g. First of all the product is scanned by the cashier.

A

a photo
the cashier
information about size & shape

select
compare with the database
show a picture

the correct item scan
the choice take
the product confirm
the product details record
I3 Speaking Work with a partner. Take it in turns to make true sentences, using words from

each box. Use the passive form of the verb. For some sentences you can use more
than one verb.

A

Microsoft software
Bordeaux wine

rice

Italian

50% of banks

steak

the Coca-Cola company
38 million banknotes

the US Open tennis
championships

B C

grow rare, medium, or well done
produce on a Friday

rob at Flushing Meadow

eat in the USA every day

speak in Atlanta

use in parts of Switzerland

play in China

base in the south-west of France
print in 85% of the world's computers
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7.3 Evaluating products

Vocabulary Dimensions and specifications
Communication skills Exchanging opinions
I3 Vocabulary o —  meEl [
73mm *
A
107 mm
plastic
Y

142 mm

SRS —
o, e

C.\ Look at the photo and complete these sentences with words from columns A, B,

”~

! '/ C, and D.
1 I¥s142 mnvinSan sl , 107 mm in ..[.5. . ............ ,and 73 mm in
2 It’s about 670 grammes in ./..o..... PR
3 It's made of .. I =5 0% Ve S M ,and
4 It’s more or less .....[. .7 ... D shape.
5 It’s black and .2, n 50 ... ;
— _ -
A B C D
width glass square green
| height plastic rectangular blue
| clength® metal round yellow
depth wood cylindrical white
weight leather oval grey
diameter rubber conical red
thickness multi-coloured

86 Describing and comparing



LANGUAGE NOTE

[1 Listening

€ Now use the words in columns A-D to describe the following.

adesk a golf ball aTV rémoté con?oi _a so_f_t drﬁk ca: :

© Did you need any other words? Add them to the table in €.

Product characteristics

1 Size and dimension

Noun Adjective

What's the ... ? How ... is it?

It’s (50) cm in ... length It’s (50)cm ... long
height high
width wide
depth deep
thickness thick
diameter

2 Weight
How much does it weigh? It weighs 50 kg.

3 Materials and function
It's made of ... + material. It's made of glass, plastic, metal, etc.
It's used for ... + -ing. It's used for changing channels on the TV.

€) Use the Language Note to complete these questions. You can’t use the same word

twice.

1 What's the .l....................... of the Great Wall of China?

2 How.A....cccoouuuunnn. is the Empire State Building in New York?
3 How much does a human brain %..............c..c.....?

4 What's the average A..oooccovvcsrennn. of the Atlantic Ocean?

5 What's the maximum .............c....... of the Grand Canyon?

6 What's the 4................... of the holes on a golf course?

7 How .Jooocooiscevece. is @ surfboard?

Now match the questions with the answers below.

432.3 metres Between 7 and 10 cm 3,926 metres 1.4 kg :
Over 6,400 km About 29 km 10.3 cm '

You can check your answers in File B on page 150.

Listen to descriptions of three familiar products from the late twentieth century.
Every time you hear a tone, try to guess what the product is. You will hear the
answer at the end.

L
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4 Speaking Work in pairs to complete this crossword. Give your partner clues for the words

you have. Student A, your word list is in File ] on page 151. Student B, turn to
File V on page 153.
e.g. A: What'’s 2 across?

B: It’s cylindrical. It's made of metal. It’s about 15 cm high. It’s used for

storing and preserving food.
A: Isitacan?
B: Yes, it is. What's 1 down?

1
2 3 4
T. 5 il
7
8
9 10 |
)

[ Listening A breakfast cereal company is launching a new muesli product. It is intended for
adults who want a healthy diet. To maximize sales, the company is considering
three promotional gifts.

i € Work with a partner. Look at the three gifts. Which one would you choose to
. promote the new cereal, and why?
’ @ Three managers — Carmen, Anna, and Ned — are discussing the gifts. Listen.

Which one do they choose?

The Calorie Counter

A booklet of recipes (with calorie values)
for people who want to lose weight.

Free in every packet of cereal.

A pedometer
For people who go running or jogging.
Measures speed and distance.

Free when you send the coupons from
12 packets of cereal.

The ‘Relax-Max CD’

An audio CD with relaxing music and
audio instructions for yoga exercises
Free when you send the coupons from
6 packets of cereal.
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LANGUAGE NOTE

I3 Speaking

AGENDA

1

2

Target customer?

Dimensions?
Wrappings?
Product name?
Price?

Launch date?

Advertising?

«€) What advantages and disadvantages do they mention for each gift? Listen again
and check.

Advantages Disadvantages

€} Listen again. Which expressions from the Language Note below do you hear?
Which words do the speakers stress?

Giving opinions

1 Giving an opinion

I think / I don't think ...  If you ask me ... In my view ...
2 Asking for an opinion

What do you think? What's your view on this? How about you?
3 Agreeing / disagreeing

I think so too / I agree / You're right. I'm not sure.

I don’t agree / I disagree. Yes, I do / No, I don't.

Work in threes. You all work for an American company which wants to launch a
new low-calorie chocolate bar in your country or countries. Hold a meeting to
discuss the points on the agenda below, and make a decision for each one.

i i 1 Fu, .‘*'“'ﬁ'u..,-.,.,. -
Marketing planning meeting 3,;%5?“;;”;4%&55_;
| Low-calorie Chocolate bar | '
- Age
—= [Sex

— 10emx4cmx3cm
— 15cm x 3cm x 3 ¢cm
— 8cmx8ctmx3cm

— sporty
- classic
— young / sexy

— Choc'lite
— Athlete's Friend
— Fantasy

— same as other chocolate bars
— higher than usual
— lower then usual

- June
- November
-~ January

— A famous personality to promote it
~ Aslogan for the advertising campaign
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Life stories

8.1 Success stories

Grammar Past simple revision
Time expressions
Past passive

Vocabulary Word families

Communication skills

I3 Vocabulary

Checking information

@ Think of words to do with travelling by air. Look at the definitions below and

find the words. The first letter is given.

1 Heathrow, JFK, Charles de Gaulle arperis. ...
2 KLM, Air France, United s rasa sy
3 Boeing 707, Jumbo, Concorde S s s
4 Rome, Paris, New York, Moscow K S———
5 the people who pay to take a plane W < RU————
6 a two-way ticket e
7 ajourney by air . SE—
8 to reserve a seat é
9 Economy, Business, First R
f.

10 to leave the ground in an aeroplane

[} Reading

.

Juan Trippe was one of the
pioneers of modern air travel. His
company — Pan American Airways
- was one of the first to offer
cheap air travel round the world.
Trippe was born in New

e

f .

American Airways the following year.

At first, Pan Am offered flights across
the Caribbean and South America. This
was so successful that Trippe started
to offer flights to Asia eight years
later. At the end of the thirties he introduced
the first transatlantic flights. Immediately_after
the Second World War, Trippe decided to offer
cheap transatlantic flights. Other airlines objected ~
they wanted to keep prices high, and earn

Jersey in_1899. After - -
oot G " UGN . o e
first on Wall Street, and then as a flying taxi T"nne engine. This would make
pilot. From 1924 to 1926 he worked for "~ it possible for planes to fly
Colonial Air Transport, and founded Pan Ploneer longer distances at higher

of the
Jet Age

@ Can you think of five more words associated with flying?
Look at this brief history of Juan Trippe, then answer the questions that follow.

maximum profits. For several years,
many airports in Europe refused to
accept Pan Am flights. The other
airlines only finally agreed to
offer economy flights in 1952.

Trippe started on his next

speeds. He commissioned Boeing to
build passenger jet planes for Pan Am. The
first Pan Am jet - a Boeing 707 — flew from
New York to Paris in 1958.

In the sixties, Trippe commissioned Boeing to
build an even bigger jet, which could camry more
passengers. This was the 747, nicknamed the Jumbo jet.
Unfortunately, Trippe ordered too many 747s and put
Pan Am into finandial difficulties. In 1968 he resigned
from the company. Thirteen years later he died.




© In what ways was Trippe important in the history of flight?

© Answer the following questions.

Where did he do his studies?

Where was his first job?

When did he found his own airline?

When did he offer the first passenger flights to Europe?
Why did other airlines not want to offer economy flights?
Why was the passenger jet a great invention?

What was the advantage of the Boeing 7477

Why did he resign?

B B R e R

oo

© Look at the article again and match the underlined expressions with the
expressions below. Use each expression once only. The first is done for you.

1 in 1981 o Thirteen years later

]

for three years
in 1945

six vears later

(Y SN Y]

wn

about forty vears ago
in 1927

for a number of years

~

over 100 years ago
in 1935

o oo

LANGUAGE NOTE Time expressions

1 Ago is used with the simple past tense. It relates actions in the past to now.
He was born about one hundred years ago.  The flight left ten minutes ago.

2 We use these expressions to talk about actions and events in the past.

in 1981 He died in 1981.
for two / three / four years He studied at Yale for three years.
two / three / four years later  He started a new job two years later.
the following year He founded his own company the following year.
from (1924) to (1926) From 1924 to 1926 he worked for Colonial
Air Transport. '
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[@ Listening B @ Goisanother airline which tries to offer cheap travel. Listen to this news story
about Go and put the events below in order.

Barbara Cassani announced the start of a new airline.

The first flights started.

Robert Ayling decided to create a low-cost airline.

Go had thirteen aircraft in operation.

She chose Stansted Airport as a base.

o B

»

She chose the name ‘Go
Barbara Cassani presented her business plan to the BA board.

g oo oon

€@ Now match these time expressions with the correctly ordered events.

1 in December 5 by 1999

2 the following month ............. 6 six months later R
3 in March 1997 7 inMay1998 =
4 in November ...

D Listening A journalist wants to interview Barbara Cassani. Before the interview she
telephones Barbara’s secretary to get some background information.

@ Listen to the conversation and complete the journalist’s notes below.

WAL AN

B BIRTH W casscumamammamsnnmn
[

8 LDUCATION oo

HUOSBAND oo

» /98! First vacation Job

. First post abroad (with Coopers
and Lybfana’)

7 A e
Bk L
RO —— General Manager
of BA in New Yort
& i CEO BF 86

@ Listen to these sentences again and complete the gaps.

1 . cercsvenemneeee Dere by Coopers and Lybrand in 1986.
2 . . .. the job of General Manager in New York.
3 .. ——— 6! QR L A
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LANGUAGE NOTE

@ Writing

@ Speaking

The past passive

1 The past passive is formed with was / were (the simple past of the verb be)
and the past participle.

2 We use the past passive when:
We don't know, or it is unimportant, who performed an action.
When was she appointed? She was appointed in Apnl.

We are more interested in the result of the action than who did it.
The system wasn’t properly installed. The offices were painted bright red!

3 If we want to say who performed the action, we use the preposition by.
The company was taken over by a large multinational last year.
The accounts were audited by Coopers and Lybrand.

Use the information in [ to write a brief life-story of Barbara Cassani. Use the
dates and verbs below to help you.

1960 1987 be born have a baby

1981 1992 work be appointed

1984 1997 be transferred start working
| 1986 join

Look at the table below. For each item make a question using a word from each
column, as in the example. Use each verb only once.

he telephone built?

were the Channel Tunnel founded?
the Titanic formed?
Sony launched?
penicillin discovered?

the Beatles

Work in pairs. Take it in turns to ask and answer the questions. Find the answers
in the box below. Ask where each event happened, as well as when.
e.g. When was the telephone invented?  The telephone was invented in ...

Where was it invented? It was invented in ...

1946 1994 Liverpool 40 metres under the seabed
1912 1928 the US London
1962 1875 Tokyo Belfast

Now think about who was responsible for these events. Work with a partner and
take it in turns to ask and answer questions using Who ... by? Find the answers
in the box below.

e.g. Who was the telephone invented by? The telephone was invented by ...

Alexander Fleming Akio Morita Alexander Graham Bell
Cammells Shipyard Eurotunnel John Lennon and Paul McCartney
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8.2 Making money

Vocabulary Financial vocabulary
Deducing from context
Collocations

Communication skills Dealing with numbers

Pronunciation Numbers

¥ Vocabulary © Sometimes you can understand a new word by looking at the context (the other
words in the sentence where it appears). Look at the sentences in the text below.

Complete them using one of the words in the box. The first one is done for you.

Leed g€t A L G (LT a JCA7e ":"'__Ilflr-(‘-,,z FEFRL 2tz lat
shares  shareholders worth,  invested = < stake spend  eamn

Slife gorne ¢ j v s 3t OEE Al e AQG MW £ ket e i T
owe borrowed save dividend ~ - lent tax pay

In the latest in our series on tips for new
investors, John Graham describes how he
manages his investments

hen | was eighteen |

inherited £1000 from my
grandmother. | .ivested. ! half
of the money on the Stock
Market and the rest | put in the
bank. | bought £./.2.5£3.2 in three
different companies and each one
pays me a ALULIEYS every year.
| also have a 20% Qs[ﬁ.*?.‘.?....“ ina

small company started by a friend
of mine. There are four other
................. 3 in the company. | have
a small house inﬂlTondon. Itis
probably L4.5%..1..6 £250,000
now. | 2224447 £100,000 from
the bank when | bought it. | work
as an accountant and .................
a reasonable salary, but | have to

pay alotof Lo X.5..0 My
father .................'0 me quite a lot
of money for my studies and | still
ermeassennnnnee || him about £5,000.

e B .. 12 him back about
£100 a month. | ................"0 a
lot of money on my favourite
sport, skiing, but | also like to try
and J.8Y=....." for my old age.

© Read the article again. Are these statements true (T) or false (F)?

He owes his grandmother £1,000.

He sold his house in London. ....... oL

He has shares in four companies. /......

He lent the bank money to buy the house. .......
He is a lawyer. B

He pays a lot of tax. ol _

His father gives him £100 a month. .......

o0 =1 Oy W e W b

He spends a lot of money on his hobby.
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[ Reading © Work in pairs. Read the first four sentences below and decide how many shares
each person had in 1999. Then complete the pie chart.

DY 200 shares, e B i B

A founded the company in 1994. There were 1,000 shares.

In 1995 he sold 20% of the shares to B and C. B bought /4 and C bought '/4 .
In 1996 D borrowed £10,000 from the bank to buy 25% of A’s shares.

In 1998 E spent £15,000. She bought half of B’s shares.

In 1999 the company made a profit of £50,000. The dividend was £20 per share.
In 2000 the accounts showed the company was worth £200,000.

L e

[o WS ) INT N

€ Now read the rest of the sentences in €, and calculate the answers to these
questions. Check your answers in File A on page 150.

What was the dividend of each shareholder in 19997
Did D make a good investment?

Who is the majority shareholder?

What is E’s stake worth?

= W o =

[@ Pronunciation ] @ Listen to these sentences and write down the year you hear.
@ Listen again and write down the amount.

0 Listen again and check your answers.

1 In........ Michael Jordan earned ...............

2 In........... a bottle of Coca-Cola cost ............. .

3 In.......... Russia sold Alaska to the USA for ...............

4 The first American millionaire was Cornelius Vanderbuilt who left .............
when he died in ..............

5 In.......... the company secretary of Glaxo wrote a cheque for ...............

6 In....... Dr Ronald Dante earned ............. for a 2-day lecture course.
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1 'Reading Look at this article and answer the questions below.

rince Alwaleed is a member of He studied at university in San Francisco
the Saudi royal family. He is and got his Masters from Syracuse
also Chairman of Kingdom Holdings.  University. He made his first fortune in

This company has investments all the eighties investing in real estate in
over the world, totalling over $I5 Saudi Arabia. He also worked as a local
billion. It is a major shareholder in partner for Korean companies in the
country. By 1988 he was

Disneyland Paris, where

it holds a 25% stake. = worth over $I billion.
It also owns the Four rlnce Luckily for him there is

Seasons hotel group, no income tax in Saudi

has a 5% shareholding nl I n Arabia!

in Citicorp, owns 5% of wa ee In 1991 he made the best
Apple Computers, and = investment of his life.
in addition has stakes in hln Talal He bought shares for
many other companies $890 million in Citicorp,
such as TWA, Netscape, America’s largest bank
Daewoo, and Motorola. at that time. That stake is now worth
Prince Alwaleed is one of the most $5.5 billion. His latest project is to build

successful investors in the world. the highest skyscraper in Riyadh. Riyadh
Chairman of his first company at the is continuing to grow as the commercial

age of fourteen, Prince Alwaleed was capital of Saudi Arabia, and it looks as
brought up in Beirut before returning to  if the $350 m Kingdom Centre will be
Saudi Arabia to attend military school.  yet another profitable investment.

©  Choose the correct answer to these questions.
1 Kingdom Holdings ... a is a subsidiary of Citicorp.
b) has a stake in Citicorp.
borrows money at 5% from Citicorp.

LS
2 When he was fourteen he ... a studied in San Francisco.
b ran his first company.
¢ bought shares in Disneyland Paris.
3 In the eighties he ... a invested in property in Saudi Arabia.
b worked in Korea.

lost over $1 billion.
4 His stake in Citicorp ... @ is worth $890 million.
b has increased by $890 million.
cost $890 million.
5 Kingdom Holdings ... a owns a quarter of the shares in Disneyland
Paris.
b has a small stake in Disnevland Paris.
is the majority shareholder in Disneyland
Paris.

i

i

€ Find these numbers in the text. What do they refer to?

a five e eight hundred and ninety million
b 14 f one billion

¢ twenty-five g five point five billion

d nineteen ninety-one h three hundred and fifty million
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@ Listening @ Look at these headlines from the financial press. Listen to the financial news
stories and match them with the headlines.

a * ltalian investor

Shares fall as takes 30% stake |

Interest rates rise in hotel group

"~ German giant STAFF RECEIVE
buys French DAY'S INCOME

Insurance company

€@ Listen again and answer the following questions.

(=)

How much did Mr Vieri pay for his stake?

What was the share price at the end of the day?
What nationality is the furniture company?

Why was the money given to the staff?

How much was the base rate increased by?

What was the effect on share prices?

Is AGF buying Allianz, or is Allianz buying AGF?
Where will the headquarters of the new company be?

VYN

00 ~] Ohn W

I# Speaking Work with a partner. Find ways of completing these sentences.

—

My company spends too much on ...

My company does not spend enough on ...
[ owe money to ...

I am paid ...

It’s best to borrow from ...

I spend a lot on ...

My best ever investment was ...

Money is ...

I can’t afford ...

10 A new car costs ...

O~ O U e Wk

D

[ Vocabulary A good way to remember vocabulary is by collocations, words which often
appear together. Look back through the section and find words which can go
with these key words, as in the examples.

spend rent

MONEY PAY
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8.3 Company history

Grammar Question making

Vocabulary Word families

Communication skills Presenting company history
N Speaking

swissairﬂ HONDA

&~

OQ/@ GREENPEACE”

+ British Red Cross

© Look at these logos and answer the following questions.

1 Whose logos are they?

LT L SN SV S

Why are logos important?

What products or services are they associated with?
Are they well-known in your country?
Which logos are the most famous in your country?

€© McDonald’s is one of the most famous brands in the world. Do this quiz with a
partner to test how much you know about the company.

il (Y (" A B c i

1 | The first McDonald's was opened in lllinois in ... 1955 1965 1975

2 | The Big Mac™ was invented in ... 1968 1978 1988

3 | The 25,000th McDonald’s was opened in ... 1959 1979 1999

4 | Ronald McDonald appeared on TV for the first time in ... 1963 1983 1993

5 | At McDonald’s a client is served in ... 90 secs 105 secs 120 secs

6 | The company was floated on Wall Street in ... 1956 1965 1985

7 | A new McDonald’s is opened every ... 5 hours 5 days 5 weeks

8 | The number of customers served daily is ... 400,000 4,000,000 40,000,000
9 | The Happy Meal™ was introduced in ... 1979 1990 1997
10 | By 1996 McDonald's had opened in ... countries 50 75 100
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] Listening Fi @ Listen to this talk about McDonald’s and check your answers to the quiz in AR
€ Listen again and complete the gaps below with the appropriate verb. Which

verbs are in the passive form?

1955  Ray Kroc .......cocerveennenen. his first restaurant in Illinois. He ..oveviiniicninnns
the name from two brothers called McDonald.

1963  Ronald McDonald ....................... in the first television advertising for
McDonald’s.

1965 The company ..........eceveueen... ON Wall Street. 100 shares .......cvveveinncne
$2,250. Today those shares are worth $2.5 million!

1967  Kroc .....c.cccuceee..ee. hiis first restaurants outside the USA in Puerto Rico
and Canada.

1968  The Big Mac™ .....coveevvnreruns

1979 The Happy Meal™ .......cccoussrsrraees o

1984  Ray Kroc died.

1990  McDonald’s Restaurants ..........c.ceeneenn in Moscow and Beijing.

1995  Burghy, the Number 1 in Italian fast food ...............c....... . Within one
month the company’s turnover ..............cceeee... by 50%.

1996  Belarus became the 100th country in the world with a McDonald’s.

1999  The 25,000th McDonald’s ............c.e.ce.... in Chicago.

LANGUAGE NOTE Active and passive questions
The past simple passive question form is different from the active form.

1 Active questions use did and infinitive of the verb (without to).

When did Ray Croc buy the name?
Where did they open their restaurant?

2 Passive questions use was / were and the past participle of the verb.

When was the company founded?
Where were the first restaurants located?

© Make questions for these answers. Sometimes you need the passive form of the
questions, and sometimes the active, as in the example.

| When 4d. Ray, crec. open his. first. restaurant?. 1955,

D UNITEIY oo sasussavamsnonsananspsnssenstsnsssosassssmssessysaasansagensnsss s sanasassnnn i LID

3 WREM ettt eaesse e s sesseneesenssanensens © 1965,

4 HOWHTHEH smamamimsasmmisassimisismarmn 5 §25000.

5 WHeEN wanvanannssmnnmisssm st T90B:

6 WHEN cisamammiiimimsrsnssmmmimsmasd 1979

T When - isammitnsmmrin s naisamas 1984;

8 WHRETE ..oviriisrecrcssresesessssssasssssssesssssssssenssessesssssasenenes ¢ MOSCOW and Beijing.
9 WHREN et senssasasseseesesssssneees ¢ 1993,

10 WHEEE siisssssinsmsisconssiamsissssssismnssissssassssassnassanssississioss 5 GICAPIO:
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Speaking

[ Vocabulary

100 Life stories

Work in pairs. Ask each other questions about two famous companies to fill in
the grid below. Then try to guess the name of your partner’s company. Student
A, your information is in File G on page 151. Student B, turn to File T on

page 153.
| Company A - Company B
Founded
| Founder
Location
- Activity
Famous products
Key date
I Company name
Complete this table.
Verb Noun(s) Example
........................ | founder / SONY Was .....ceeevenenianennens. by AkiO
- foundation Morita.
| ssissismasmaniing ' acquisition AOL isssansimsinin Time Warner in
2000.
INCTRASE | eevvveeeeeeverrrenenns Inflation ...cvveeeeeiiireeneennns by 2% last
year.
laumch 0 | cessssscsssamimensesis The: official «.conssmasenmsasinnsases of the
' product took place in Rome.
eoate = | sesensevens | The cOMPany Was ......cceeeereservnnenns in
| | 1955,
|| sssssmessamemms introduction | The iMac was ....ccceeeevrrrennnnnaes onto
i | ' the market in 1999.
| open: | sisiieeesiasienii | There are new .......ccccevvvveennnees in the
‘ Asian market - that's why we have a
sales team there.
[ expansion | The company has no plans for

........................ at the present time.




I3 Speaking b Prepare a short presentation on Henry Ford and Ford Motors based on this file.

1863
1879-1902
1903
1908
1913

1918
1941
1947
1999

Henry Ford ﬁ%‘

worked in various workshops building cars and engines
founds Ford Motors
launches Model T-Ford

introduces the car assembly line — makes it possible to produce
more cars more quickly

Candidate for US Senate — loses election T
allows unions at Ford for the first time

dies :
William Clay Ford Junior (great grandson) becomes Chairman of Ford o ;

© Choose a company you know and prepare a short presentation on its history.
Use the grid on the opposite page.

© Look at these other famous brands, buildings, and products. Work with a
partner and try and guess when they were launched, built, or opened. Then
match another piece of information from column B. Check your answers in File
L on page 152.

A B
Concorde 1931 It offers the best view of London.
Eiffel Tower 1979 There is now one in New York, Bilbao,

Venice, and Berlin.

Walkman 1891 It was originally designed as a
fairground attraction.

Guggenheim museum 1890 They were originally made for cowboys
and gold prospectors.

London Eye 1958 It was originally called the Soundabout.
Empire State Building 1969 It was the original plastic money.
Escalator 1999 It was built to celebrate the 100th

anniversary of the French Revolution.
American Express Card 1889 It was featured in King Kong.

Levis 1959 It was the first supersonic passenger plane.
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Dealing with problems

9.1 Making decisions

N —— ___ - S S

Grammar Will or present continuous
Shall I....7

Communication skills Arranging a schedule

Pronunciation Future tense contractions

I3 Listenin i '
g @ Rosalind Butcher is Personal Assistant to Tony Ralph. On Monday morning she

opens this letter. Read the letter and answer the questions below.

Autospark Gmbbh

Autospark GmbH, Bahnhofstrasse 7, 52538 Gangelt, Deutschland

Mr Tony Ralph

Regional Director

Autospark Distribution UK

24 Binsey Lane

Manchester M18 23P 13 February 2001

Dear Mr Ralph

The President of Autospark group, Frau Astrid
Kohnen, is coming to London FTOM averviessaens 1O

e Maten for & BAS—
During her trip, she would also like to take the ‘

opportunity to visit you and some of the key £ L
rmvseseeesst in Manchester, and meet one or LWO of our
EngliSh .eccoversees’

I would be grateful if you could arrange &
schedule of visits and appointments for Frau
Kéhnen on the afternoon OFf  wveeeesseenees 7 March and
the morning of . 7 8 March. She is planning
to arrive in Manchester at ADOUL cerrsserssite: Dol

Please let me know if you require any further
information. I look forward to hearing from you.

Yours sincerely

Katya Muster

Assistant to Astrid Kdhnen

1 Where is the head office of the com i
sl _ pany — in the UK or G ?
B 2 Who is the letter from? =

3 What does Tony Ralph have to do?
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© Now listen to Rosalind and Tony discussing Frau Kéhnen’s visit. Complete the
missing information in the letter.

9 Listen again and complete these sentences from the conversation.

Rosalind:  Astrid Kéhnen ............. ............. to England next month.

Tony: How long ............. she ............. with us?

Tony: sevesssesesse SH€ wiureeceen. the night here in Manchester?

Rosalind: ~ All I know is that ............. ............. here at about one in the
afternoon.

58] @) In the second part of their conversation, Tony and Rosalind begin to plan the visit.
Rosalind makes notes on the memo pad below. Listen, and complete her notes.

JICCCCOPCCLAMMERERN

THINGS TO Do

Phon€ Karya HMusrer.

o T= S NCCCESASY T O csiiiiivivivivisiviiviiavive L

v 45K @bour Frou KOARER'S eeeesrisnssnss -
RS Yk SR e N O et W o

SOWARY TIME diimiiaibivsanisine 1

¥ necessary, call Palace Hore/ 7o

ASK. TOSLRH 1D wusisiissisivssiiisasiomisivns

© Rosalind makes a lot of decisions. Which form of the verb does she use?

I phone / I'll phone / I'm phoning Katya Muster in Germany.

I see / I'll see / I'm seeing if we need to reserve a hotel room.

Listen again. What other examples of the same tense do you hear in the
conversation?

LANGUAGE NOTE Will and present continuous

1 To talk about definite arrangements ~ meetings, appointments, visits, etc. -
we use the present continuous.
She's (She is) coming to England next month.
When's (When is) he arriving?
They aren’t (are not) staying for the weekend.

2 When we make a decision at the time of speaking, we use I'll (I will) or
we'll (we will) + the infinitive of the verb without to.
I don’t know his travel arrangements. I'll phone him and ask.
It’s 11 o’ clock and I'm tired. I think I'll go to bed.
I'm not sure if we're free then. We'll let you know on Friday.
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[l Speaking

[ Pronunciation = ©

[J Vocabulary

You are flying to England next Tuesday to visit Tony Ralph at Autospark. You
have some problems. Make a decision in each case, using I'll, as in the example.

1 You want to stay at the Palace Hotel in Manchester, but it’s fully booked.
I'll stay at the Hilton instead.

~ N U e W kD

Manchester left 15 minutes ago.

sssssnasssarsannae

sasrsssnsassanaanean

1
2
3
5
6
7

give her a call.

.. giving an answer?

arriving on the 5.50 train.

coming to see us next week.

. see you at 2.00 p.m. on Thursday.
.. staying at the Palace Hotel.

.. meeting her on the first day.

There aren’t any more Business class seats on your flight.
You remember that it’s your wedding anniversary next Tuesday.
You hear that your airline is going on strike next Tuesday.
Now you hear that the taxi drivers in Manchester are going on strike.
It's Monday. Tony’s assistant Rosalind calls to say that Tony is ill.

It’s Tuesday. You wake up and look at your alarm clock. Your plane to

Listen to these sentences, and complete the missing words.

@ Now repeat the sentences. Pay particular attention to the pronunciation of

contractions.

@ Here are some notes about things to do when planning a big conference.
Complete the sentences using verbs from the box below. Use each verb once

only.
send check ask remind make
hire book print order take
Time in months
i -
' CONFERENCE
|
I - hotel 3 Lomerisens 7T SO S v
and conference guest speakers quest speakers | students to for conference
rooms. to send a to send their work as lunches and
0 o o summary of summary! conference dinners. g Eseaal
guest speakers. their talk. officials. that all audio-visual
equipment (overhead
6 Prepare and projectors,
............... microphones, etc.)
conference is working.
programme, 10
7 last-minute changes
............. {o the programme.
conference
programme to 11 creceeereennen. GUEST
all participants. speakers at the airport.
guest speakers
to their hotel.
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@ Listening

LANGUAGE NOTE

E4

(2

Find three words or phrases that can follow each verb below, as in the example.

to check .an imeice [ a bill [ that everything is OK

to order
to hire
to send

to invite
Two people are planning a conference. Listen and complete the missing words.

A: So what about the hotel rooms? ............. you book them or ............. Iz
B: ............. vou do that? You're good at negotiating prices.

A: Sure. How about the guest speakers? ............. I invite them?

B: No, ............. do that. I have all their addresses.

A: Great. And ............. you ask them to send a summary of their talk?

B

: Yes, of course.

Which expression in @) means Do you want me to ... ?
Now repeat the conversation with a partner.

Shall I ...?

We use shall I + infinitive (without to) when we offer to do something for
somebody.

That looks heavy. Shall I cary it for you?

You look busy. Shall I do the post?

The phone’s ringing. Shall I answer it ?

Now continue the conversation in € in the same way. Use the checklist of
points in Exercise . To decide who’s going to be responsible for each point,
read the following information.

Person A

- is good at negotiating prices

— has contacts at the university
- knows a cheap printing firm
— worked in catering before

— hasacar

Person B

— has the addresses of all the guest speakers
- is good at planning

— understands how machines work

— is a quick thinker

~ hasacar
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9.2 Thinking ahead

Grammar Will for predictions
Conditional sentences

Vocabulary Advertising and marketing

Pronunciation Contractions of auxiliaries

I3 Vocabulary @ Put these terms into the correct column below, as in the example.

department-steres  newspapers heardings (USA: billboards)

the general public ~ mail order the 20-30 age group
direct mailing companies shopping centres (USA: shopping malls)
specialist shops supermarkets TV and radio adverts
| business people retired people specialist magazines
Customers Distribution / sales Advertising
outlets
depariment stores oardings ...

€ What other words can you add to each list?

©® Think about the companies which produce the clothes you are wearing or the
objects you have with you — e.g. your briefcase, your mobile phone, your watch.

— What type of customers do they attract?
— How do they distribute or sell their products?
— Where do they advertise?
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[ Listening Look at the picture of the DBCV501 and read the product description below.

Product Features

— Voice record, playback

— World time: 24 time zones

— 50 pages of Telememo: 8 letters and 12 numerals per page
- Calculator

— Stopwatch

-~ 5 multi-function alarms

— Auto-calendar (pre-programmed until the year 2039)

€ Here are some of the benefits of its special features. Which feature does each
sentence describe?

You can see how long your international phone call lasted. 4. stepwalch.
You can see what the time is in Rome when you're in TOKYO. .....oveeuvirrisiaverenne
You can leave a message for yourself and listen to it later.

You can check that the figures on an invoice are correct.

L =L S R

Think about the other features. What are the possible benefits?

(5] @ Maria Jarvis exports electronic goods. She is in Madrid to present some new
products to Juan Carlos Almirez, a Spanish distributor. Listen to them discussing
sales strategy for the DBCV501, and make notes under these headings.

Types of customer Sales outlets Advertising |

— R A T e e -

© Listen again, and complete these extracts from the conversation. Do you agree
with their analysis?
M: Well, I think ...............e0..... have more success with men in the twenty to
thirty-five age group. The product has a younger high-tech image. Older men
veeenneenne DE Interested.

J: How about sales outlets? ................c.e...... supermarkets buy it?

M: No, they ......ccccurvuvinuennen. . It’s too specialized.

J: But I'm sure ..........cceeuenenene. have customers in airport shopping centres.
M: Yes, absolutely.

© Match the two halves of the sentences. Listen again to check if necessary.
1 You'll get a lot of sales a ... it'll be necessary to do some direct
mailing.
2 If we want to sell by mail order, b ... you wont have another chance later.
3 If you don’t decide now, ¢ ...if you advertise in business magazines.

—  Which tense do we use in the half of the sentence with if?
— Which tense do we use in the other part?
— When do we use a comma?
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LANGUAGE NOTE Other uses of will

1 We use will when we want to make predictions about the future.
I think we will sell a lot in Europe.
The product will be very popular with young children.

2 Will often contracts to 1 after personal pronouns.
Will not abbreviates to won't.
You'll / We'll / They'll have customers in shopping centres.
Older men won't be interested.

3 Notice the construction in first conditional sentences with if:
If + present simple + will / won't or Will / won't + if + present simple
If you don't buy it now, you'll have problems later.
You won't have enough time if you wait until tomorrow.

Speaking © A big banking group is thinking of closing its smaller branches, and opening
new branches in big shopping centres. What do you think will be the advantages
of this?

€ The President of the bank has made some notes on the possible consequences of
the new strategy. Work with a partner. How many sentences with if can you
make? Look at the examples and continue.
e.g. If we open new branches in shopping centres, we’ll have more contact with
customers. If we have more contact with customers, we ...

have more contact, sell more Incuue
with customers ...'banldnguwl ..'»w )
..( r 2 LR e e o
new branches close less not costs
mpﬂﬂﬂ o.oo»l |“pwﬁmocoa ﬂ;ﬁﬂlﬂ' Ho..c’-m
e g e W - -,.-‘. - A— — el S T _______,.._,..‘
..
need staff all day unions not accept/ *MW
smlw ..:..»f*ctlt‘ ) ....' W )
! AN e R 2o Yy o e e S 1
[J Pronunciation © Look at these phrases. Which ones can be contracted? Which ones have two

different contracted forms? Write the contracted forms, then say them.
e.g. I am not— I'm not

A B
1 I am not caaamanasas I have Aot got ciiisiasGavaiiis
2 She is not thirty..cceeeeevireeneenn. She has got thirty .ooeeereirirecenerieeeeenn,
3 I want to sell cccovvveveeeciinnnnnnns I will not sell conannanmn
4 WhoWill WOtk ..ooivreesesssisenanensy Who is working ......cccevermemmeeennnnnennn.
5 We Will:BUy s issvmvavnsnnnss: | WE Bl cvsvmissemsanisresarsonsioisssasenss
6 I liked ucsamaiapniimas I would like ...........
7 Would you Like ..cevevevecriirinnennnn DO you Lk wuveeeeeiiiiiiiieciinniiiceeneaans
8 They are Mot .uiinisiiiin Thereate not i

€© Now listen. Which phrase do you hear, A or B?
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I3 Reading

Match these predictions with the expert comments given in 1-8 below.

‘e In the future, we will grow
vegetables and cereals in space.

__a In the middle of the 21st century,
it will be possible to forecast the
weather 10 years in advance.

b Very soon, we will be
able to replace any part
of the human body.

_?_ In 30 years,
there will be
no banks, and

only one world g
y f | 40 years from

currency.
now, passengers

_ will fly in planes

d In the without pilots.

next century,

temperatures

will rise by 3°C. /9| We will soon

Sea levels will find a clean and

rise by 95 cm. easy way to dispose

of toxic waste.

h 20 years from
now, 80% of office
workers will spend all day
in front of a computer.

to forecast: to predict
cereals: corn, maize, rice, etc.
currency:  dollar, yen, euro, etc.

to dispose of: to destroy / to throw away.

toxic waste:  dangerous chemicals produced from industrial processes
solar energy:  powered by the sun

Pilotless planes are already used in different countries 6 This will almost certainly come true. Doctors can
for military purposes. There are also experiments with already transplant many internal organs from

unmanned planes running on solar energy. None of
these carry passengers, however, and it's difficult to
imagine that this situation will change.

This is the most pessimistic estimate. The lowest
figures given are 1.6°C and 15 cm.

The USA is already experimenting with this. With
the support of NASA, scientists are developing
equipment to enable plants to grow on the Space
Shuttle and the International Space Station.

It's very possible that this will come true. At the
moment, for example, the figure is already 48%
for the UK, and 67 % for the USA.

Yes, this is possible. Scientists have discovered a
bacterium called deinococcus radioducans, which
can be modified to ‘eat’ toxic waste; it can also
absorb nuclear radiation.

one person to another. There is also great
potential for ‘growing’ parts of the body by
genetic engineering.

More and more people are buying things by credit
card in shops or on the Internet. We are using less
and less cash. If we don't need cash, we won't
need currencies. And if we don't need currencies,
we won't need banks!

Yes and no. Research by scientists at Oxford
University shows that it is possible to predict the
weather by looking at the activity of the sea.
However, this will only be useful for general
weather trends. We might be able to predict that
the summer of 2010 will be hot, but it's impossible
to know if 6 June 2010 will be a good day for a
barbecue!
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9.3 Complaining and apologizing

Grammar Ill... and Shall I..?
Vocabulary Customer problems and solutions
Communication skills Complaints and apologies

Spoken versus written complaints

I3 Vocabulary Look at the eight people in this office.

OUR (OMPUTER ORDER 1023 /K, U OVERCHARGED
SEmeKE DowN DIDNYT ﬁRR,lVL'{ 9 7’ht‘?h“, BY 300 EUR®S.

-

ur EQG; NEER, ] WANT To PLACE @ YOUR FAX

Yo AN ORDER BUT THE !
SILLEG|BLE
DIDN'T GET BACK LINE IS hLWA‘ZS : l
ENGAGED.

OF YOUR
PAYMENT.

© Which person ...

has received a bill which is too high? .......

is waiting for a delivery? .......

has received the wrong quantity of goods? .......
wants to buy something, but can’t? .......
would like to receive a cheque? .......

has an IT problem? .......

is waiting for a call? .......

can’t read a document? .......

00 ~1 O U e W b

© Now match the responses below to the complaints in the picture.

I'm sorry about that. I'll check with the transporter. .......

I do apologize. I'll dispatch the missing items today. .......

One moment, please. I'll connect you to the Accounts Department. .......
Sorry about that. I'll send it again. .......

Yes, I'm afraid there's only one person there today. Would you like to fax the
details? .......

I'm sorry to hear that. I'll inform the IT support department immediately. .......
I do apologize. I'll send you a credit note for the difference. .......

I'm sorry about that. I'll ask him to call you immediately. .......

o AN o

-~

= oq
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3L stem'ng BE @ A customer calls Stephanie Rowe at Benn Distribution. Listen to the first part
and complete the memo.

BENN DISTRIBUTION LTD H*

Customer Service department B E N N

Complaint Form

Caller ..moniimanianimmams COMPARY 5o
Order NO. sninsimiviiminssim
Description of g00dS ........cvisiiisisiesavarans R

PrOBIBINR ccvinviasmsismmssmmimniimmssmsmmnss

ACHON s iosnsouimisossassssmbmmssivs s s e

BB @ In the second part, Stephanie Rowe calls back. Listen. Where are the instruction
manuals? What does she offer to do?

© Complete these extracts from the two dialogues. Who says each sentence:
Stephanie (S), or the customer (C)? Listen again if necessary.

I'm very sorry

.............

my order.

ooooooooooooo

............. the problem?

'

" P call you ....cueeeee.
. in ten to fifteen minutes.

once again.
we found them here in
our factory.
5.
LANGUAGE NOTE Responding to complaints
1 Giving bad news 3 Promising to do something
I'm sorry, but we found the missing I'll look into the problem.
items here in our factory. I'll dispatch the missing items today.
I id we can’t send them
% o it 4 Offering to do something
immediately. ; ;
Would you like me to send it by
2 Saying sorry express mail?
I'm very sorry about that. Shall I send it today?
I do apologize for the mistake.
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Speaking Discuss these problems on the telephone with a partner. Student A, use the
information below. Student B, turn to File Y on page 154.

© You are Gloria Powell, Accounts Manager at SIMCO.

1 A client phones you about an invoice. Ask for the invoice number and date.
Promise to look into the problem, and ask when you can call back.

2 Call back. Apologize — the invoice is for $800, not $900. Promise to send a
new invoice.

@ You are John Miller-Jones. You are still waiting for an order of 150 champagne
glasses from Funglass Inc.

1 Call Angelica Geraldo, Sales Manager of Funglass Inc. Explain the problem.
Offer to send a copy of your order form.

2 Ms Geraldo phones you back. Your address is 149 East River Drive, Trenton,
New Jersey. Ask if it’s possible to deliver tomorrow.

[] Reading @ Read this e-mail. What is the problem? What does Ms Shining want Ms Geraldo
to do?
0= @B

from: | [ Hambelin Business Services

Dear Ms Geraldo,

| tried to phone you all morning, but your line was constantly engaged.
Yesterday evening we took delivery of 350 champagne glasses from
your company. However, when we opened the boxes, at least a third
of them were broken. As our conference on stress management starts
tomorrow, | would be grateful if you could send some replacement
glasses today.

Please give this matter your immediate attention.

| look forward to hearing from you.

Diana Shining
ot [ B
— = —

€@ Look at the phrases on the left from the telephone dialogue in [l . Which
phrases in the e-mail are used to say the same thing in more formal language?
Telephone dialogue E-mail
They arrived
Can you send ...?
Can you look into the problem?
Speak to you soon.

© Now change these sentences from letters into more informal telephone language.

1 We would like to apoiogize for the delay.
Sorry ... R R T T R T
2 Ilook forward to rneetmg you on 23 Ianuar}'
S8 sainnn R R
3 regret to inform you that your order will be three days late.
41 wlll be pleased to send you some more 1nf0rmat10n, 1f you require it.
5 1 hope you wxll have a pleasant tnp to the USA
Have .
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@ Ms Shining isn’t answering her phone, and it is impossible to speak to her. Write
an e-mail in reply to hers. Use the formal letter phrases in € to help you.

I3 Speaking Work in pairs. In this game, you have to try to complete a row of four squares —

horizontal, vertical, or diagonal — before your partner does. To ‘win’ a square you
have to make a sentence or question.
1 Take it in turns to choose a square. @ squares are telephone conversations.
UL squares are face-to-face conversations.
. 7 . . . 'y .
2 Ifitisa '.[} square, look at the corresponding question in the t[) list below.
Ifitisa [J{] square, look at the corresponding question in the list.

3 To answer the question, use one of these structures.
Shalll...? Canyou...? [Ill... Presentcontinuous (I'm...-ing...)
Would you like me to... ?  Could you ... ?

4 If your answer is correct, you win the square. Write your initials in it.

/" SQUARES

1] SQUARES

A

if it’s necessary to confirm
your reservation by fax.

You are calling someone. 1 2

He's not in the office this (

morning. What do you say? ( J J
You're calling a hotel. Ask

A caller wants to speak to

Mario. He's not there. Offer
to do something.
Someone suggests a meeting

on Tuesday. It’s not possible.
Say why.
The line’s engaged. Ask if the 5 E

caller can wait. 6
A customer asks when you

can send a brochure. What

do you say?

You're on a business trip.
Ask a colleague to fax you
this month’s sales figures.

You are arranging to meet a 7 = 2

colleague in your town, but

where! In his / her office, or J J
in yours? Ask your colleague.

You or your colleague have to C You need to make 200 F You're in a restaurant. Order
meet Mr Andros at the airport. photocopies of a document. Ask your meal.

Who's going to do it? Ask your a colleague to do it. G Talk about three appointments
colleague. D Ask a friend about his plans for or meetings you have next week.
You're meeting a friend at the this weekend. H You need to wash your hands
airport. Her suitcase looks very ~ E Your visitor says it is hot in your before dinner. Ask your visitor
heavy. What do you say? office. Offer to do something. to excuse you for a minute.
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Unit 10 | People at work

10.1 Suggesting and recommending

Vocabulary Managing a small business
Communication skills Making suggestions
Giving advice

EN Vocabulary Use the definitions below to complete the word square. The first letter of each
word is given.

to send by post (often in large numbers)

a special reduced price offered to good customers

to change the location of your business (or home)

a regular payment for the use of a building

the total sales of a company

the people who work for a company

buildings and / or land used by a business

a contract to use a building and / or land for a fixed period of time
other companies who are trying to sell the same goods as you

to promote or publicize a company or product

10

S O 00 N DN U e W

b

| P

W 0 ~N O U1 B W N —
~

C

[ Reading € Look at this extract from a business magazine. Owners of small businesses write to
Dr Biz to ask for advice. Read the first two letters and answer the questions below.

1  What kind of small business does the writer of each letter have?
2 What decision does the writer of letter A have to make next month?
3 What does the writer of letter B want to do?
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Dear Dr Biz
Dear Dr Biz

| am the owner of a restaurant in Cambridge where
I serve traditional English food. During the day we
get a lot of business from coach parties of tourists.
We are very busy, but our prices are low because
there’s a lot of competition for the lunchtime
market. In the evening it’s very quiet. The
restaurant has a cellar downstairs which is not used.
| pay a high rent because we are in the centre of
town. Next month | have to decide if | want to

renew my lease. Do you think we should move to
cheaper premises further from the town centre?

.

SRSt EREENERERERIRREREERERRERRRERRES

Francis Beaney
Cambridge, England .

I e e e T T r

R R R R R R RN R

A N T N E R R R RN N

Dear Dr Biz

My husband and | run a translation agency.
We work from our home, which is outside
Essen (Germany). We have a staff of three
translators — one for English, French, and
Russian. Some weeks we are very busy and
other weeks we have little work. Our turnover
goes up and down. When business is bad, we
advertise in local newspapers, and we mail
companies in Essen once a year. Unfortunately,
the response to our advertising isn’t good, and
we can't afford to spend any more. How can
we get more business?

Astrid Heiner
Essen, Germany

R N T TN
AR SR BN RN E ARSI REE SRR

IR R R R R N R N R RN RN RN NN

R R N

Dear Mr Beaney,

| would advise you to introduce some changes
to your menus. Then you can increase your
prices. How about offering more European
food and not just English dishes? | don’t think
you should move because town centres are
always popular. Perhaps you should use your
cellar for private parties and offer discounts to
local firms. Why don‘t you mail some local
companies and see what they say?

€ Now read Dr Biz’s advice to Francis Beaney. Do
you agree with what he says? Underline the
structures that he uses to give advice, e.g. How
about? Which ideas does he strongly
recommend, and which are just suggestions?

EE R R RN NN

€ Work with a partner. Use the same expressions
to give advice to Astrid Heiner and her

Dr Biz husband in Germany.

R R R

Srsssss s REsERENSASRRREREREES

SeRsseRRRERE RS
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Listening

LANGUAGE NOTE

116 People at work

Dr Biz also has a radio phone-in programme, where he answers people who
have written to him. He is speaking to Astrid Heiner, the writer of the second
letter in EJ.

@ Dr Biz makes five suggestions. Listen, and complete the left-hand column below,
as in the example.

Suggestions Responses

1 Lfhink gou should T oo that's
use your present customers more. the susmamisa
advertising your agency on the about that.
Internet?

3 ooty sreereeresresbees shesresrrertenent | sessesressaerseree 3 sesressesrearaanss OUE OF
offer language training courses in 1< R———
their companies?

& e st | s j Phat®a commenans

veeeeneere. OFfEr more unusual

languages.

e exeesmsmresssnsnis TRBESI A, caninmaiinas s oinsed

looking for specialist translators
on the Internet?

€ Listen again, and complete Astrid Heiner’s responses to each suggestion.
What reasons does she give for each response?

© Number the responses in the right-hand column from the most positive (1) to
the most negative (5).

Making suggestions

1 For making strong recommendations we use these expressions.
You should / you shouldn't recruit any more staff.
I think / don’t think you should advertise on the Internet.
I would advise you to offer other languages.

2 To suggest other possibilities we use these expressions.
What about starting a language school?
How about looking on the Internet?
Why don’t you mail some companies?

3 To respond to suggestions we use these expressions.
That's a good idea. That's out of the question.
That's a possibility. I don't think that’s the answer.
I'm not sure about that.



[J Speaking € You and your partner are managers in the same company. You have a number of
problems. One solution is suggested for each problem. Think of some more.

Problem Solution Other ideas

Your best salesman has Offer him more money.
an interesting job offer
from your competitor.

You spend a lot on Reduce your prices.
advertising without
increasing sales.

If you introduce a Let her leave.
no-smoking policy,

your financial director

will leave.

Your biggest customer Just say ‘no’.
wants a 5% discount,

and your company has

a no-discount policy.

The boss is seventy-two Arrange a party to
and has been in charge celebrate X number
for too long. of years.

€ Now discuss each problem following these guidelines. Use the language from the
Language Note.

A B
Explain the problem. i Suggest a solution.
Alan wants to leave. ' " Why don’t we offer him a new car?
Reject the idea gnd give a reason.
I don't think that's the answer,
because...
Offer an alternative solution. i Accept the idea.
What about offering him ...? - Yes, that's a good idea.
or
Reject the idea and give a reason.
Give an alternative
solution.
I'm not sure about that.
How about ...
E | Speaking Work in pairs. Both of you have some business problems. Take it in turns to tell

each other about your problems and to offer advice. Use the expressions in the
Language Note to give advice. Student A, turn to File U on page 152 to find out
about your problems. Student B, look at File Z on page 154.
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- 10.2 Responsibilities and regulation

AT T | LT
Grammar Modals of obligation
Asking and giving permission
Vocabulary Company regulations
A Reading € Listen to two people describing their jobs. After each sentence try and decide
what jobs are being described.
JObl nsmumsvissmrnsisssitinaiam
JOb2 asnusniesrnsini

€ Roger Penn does both these jobs. Read this article about his company, Lloyds
TSB, and answer these questions.

Why do banks have to be open 24 hours a day?

What does this mean for the staff?

What are the advantages for Roger Penn?

What are the advantages for Mr and Mrs Cox?

L S

Banks
IN Britain

and all over the world have a new

problem — how to have enough staff
present at the times customers want
them. Banks now have to stay open
all day and all night to deal with
customers calling them by phone or
conducting their business directly via
the Internet. Many banks now offer
flexible working hours to all their
staff at all levels.

Roger Penn is a deputy manager. He day. All personnel at Lloyds can ask to
works part-time for Lloyds TSB. He took reduce or change their contract.

a 50% cut in salary but now he can be Chris Cox is a Lloyds TSB manager in
free for his second job — he is a rugby Reading (UK). He works four days a week

referee. ‘| can leave work at 1.00 and be from 8.00 a.m. to 7.00 p.m. This allows
on the rugby pitch by 2.00," he says. He him to look after his children three days a
can also travel more without worrying week, while his wife Julie can continue
about doing a full day’'s work the next her career as a manager in a leisure club.
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[ Listening @ Listen to this interview with Roger Penn. What expressions does he use which
mean the following?

1

(5]

It is necessary for me to be at the bank for twenty hours.

It is possible for me to train or referee in the afternoon.

It isn’t necessary to be there in the afternoon.

Tidon’t Bave 10 i wisammmiciimmammsss iR
It is necessary not to be too friendly.

€ What is the difference between Roger Penn’s customers and the players he
referees?

[@ Speaking @ What are the advantages of working part-time? Make sentences using can and
don’t have to and the ideas below.

1

= o

o0 N Oy W

spend time with your family y’“w"ff"”d””mhmmﬂ‘w“"ﬁ’mfj

Monday to Friday Jou don? have to werk Monday to Friday.
continue your studies
have more time to relax

always work eight hours a day
have two different jobs
develop a hobby

choose one employer for life
work with the same people all
the time

€ Can you add any disadvantages? Use can’t and have to.

LANGUAGE NOTE

Permission and obligation

1 To ask for and give permission we can use can or the more formal be allowed to.
You can vote in the UK when you're eighteen. We can’t smoke here.

Can I go early? No, you can't.
We're allowed to work at home. I'm not allowed to smoke at work.
Am I allowed to have a holiday in July? No, you're not.

2 To talk about obligation we generally use have to.
Do you have to go the meeting? She doesn't have to work late.
Do I have to wear this uniform? No, you don't.

3 For very strong obligation, we use must or mustn't.

You must stop at the red light.
You must switch off your mobile phone on a plane.
You mustn't argue with the referee.
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] Speaking @ Think about your own job. Work with a partner and take it in turns to describe
your job to each other, using the expressions below. Talk about, hours, dress,
customers, smoking, company cars, and languages.

Ican I'm allowed to I have to
Ican't I'm not allowed to I don’t have to

© Look at the photos a—f below. Match them with these jobs.

1 pilot 4 architect
2 waiter 5 receptionist
3 teacher 6 journalist

What are the advantages and disadvantages of each job?
e.g. Pilot — He can travel a lot and visit interesting places.
— He has to be away from his family a lot.

€ What are the advantages and disadvantages of your own job? Tell your partner.

I3 Reading € Match the words in 1-9 with their definitions, as in the example.

1 pick up (the phone) a the way you look

2 punctuality b your desk and computer

3 break ¢ matching jacket and trousers / skirt
4 absence d abeard or moustache

5 appearance e being on time

6 facial hair f time off for a coffee

7 suit g end a phone conversation

8 work station h answer

9 hangup i time away from work
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€ Gregorio is a company which distributes office stationery. Read the company’s
regulations for its employees and see how many are similar to your company.
Would you like to work in a company with these regulations?

\ll phones are to be answered within three rings.
Sound interested and happy to speak to the customer
Introduce voursell.

Use the customer’s name as often as possible

Promise something before you hang up

Appearance No facial hair.
Smart dress means a smart mind.

Office lidy desks al the end of the day.
No food or drink in the office.
No smoking

A\ shorl break is a good break.
No personal photos.

No personal telephone calls

Absence i5s bad news for vou and vour cuslomers.

B ©® Anemployee at Gregorio is helping a colleague to understand all the regulations.
Listen and complete her explanations.

YOul RaVE i aninaaiivisciai Bivsiisvsssssr s i e s ses s e
VO LESE sovivesvira s s e ey
T RIVE z i mmmrnn R R R S G i

YOU AVE c.vveeeeeeeeeeeseieeeteseseeisesseseseesassssessnssssessnssssesssssnsessessassessssnssssessnssssessessnseersnene

THAVE .eeoeveieerveersissessissessssssssssssssensensenes

U = W )

WWE FEIE c.vecriieirieievessesssesessssessssessssasabasseba s e s s asassaesbassessessnsserssenssssnsssaesssnenransennns

I3 Speaking € Work in pairs. Explain the other regulations relating to personal appearance and
to the office to each other. Make sure you use the verbs have to, can, be allowed
to, and must correctly. When you have finished, exchange your ideas with other
students. Then explain the rules of your own organization.

@ You and your partner are taking over a company. What ten rules will you
introduce immediately? Discuss your ideas and write them down.

[A Reading Look at these signs. What do they mean? Where would you see them?

ot I@ ¢ —
N |
| | zs
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10.3 Checking and correcting information

Vocabulary Ordering and supplying
Communication skills Clarifying information
Letter writing

Pronunciation Contrastive stress

I Listening € Stephanie Strahl is a lawyer in Geneva. She wants some new furniture for her
office. She phones Laporta, a furniture company in London. Note her details on

DORRDR)D JI¥ the pad below.
habdddad € The next day the brochure was sent with an accompanying letter. Read the letter
Contact name: and find three errors.

Stephanie Stranl

Name of company: LAPORTA

24 Southwark Street London SE

Address:
Ms Stephanie Strahl 14 October 2001
STRAHL & FIRONI

Telephone: 30, Avenue de Frontenex

................................................ CA-1207 Geneva

Action

Dear Ms Strahl

Following our conversation please find enclosed our latest
brochure.

You will see we have a full range of office furniture to suit all
budgets. You will find the Literatura range on pages 23-25.

Thank you for choosing our company. We look forward to
being of service to you.

Yours sincerely

Antonio Laporta

Antonio Laporta

€ Answer the following questions.
1 Why does Antonio Laporta write Ms Strahl and not Mrs Strahl? Why Yours
sincerely and not Yours faithfully?
2 Which expressions in the letter mean the following?
a lam sending ......cccoominnmincinnnnennnnnnen,
b a'wide selBction .vimiianiinsmaissiae
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{1 Speaking € Stephanie wants to compare products and prices before she places an order, so
she asks her colleague to phone some other furniture companies. Complete the
dialogue below with the following expressions. Then listen and check.

Sorry, that's Go ahead. That's right. Have you got that?
I've got that.  Go on. I didn't catch ...  Can I read that back to you?

: Would it be possible to send me a brochure?

: Yes of course. Let me take your details.

: Ready?

YR s ivusvaumssvaisismaber et o

: My name’s Daniel Aubert.

SRR, s st s JOIE JASE DATHE;

: Aubert.

: Daniel Albert.

: No, it’s Aubert: A-U-B-E-R-T.

(2 1 S e SN, . SR S
: And my phone number’s 00 41 22 78 ...

s e 0041 B2

3 T8 D TS ovisinssssii s S o R T

2 Ve T HRIRK §0 uussnnmsianais s i s S S Bl SO
...................................... 7720041 22 78 24 60 94.

A: 54,

B: Sorry, 54.

W > W > WP O ®E > O > O >

€ Now have similar conversations with a partner. Take it in turns to give:

— your name and telephone number
— acredit card or identity card number with expiry date or issue date
— the make of your car and the registration number.

LANGUAGE NOTE
Correcting and checking information

1 Here are some expressions we use on the telephone when we are noting

information.

Person giving information Person noting information
Ready? Go ahead.

Have you got that? I've got that. Go on.

That's right. I'm sorry, I didn't catch that.
That's all. Can I read that back to you?

2 When we want to correct someone, we stress the word or part of a word
we are correcting.
You work for IBM, don't you? No, I work for Compagq, actually.
You were born in 1958. No, in fact I was born in fifty-seven.
She’s German, isn't she? No she isn't, she's Dutch.

3 To show you have understood, use these expressions.
OK. I've got that. Right.
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[d Reading € Stephanie receives a quote from Laporta.

1 What items of furniture does she want?

2 What is the total price of these items?

3 What does she have to decide about them?

4 If she accepts the quote what does she have to do?

Furniture

Customer: Strahl & Sironi

By Fax
Quote

Items | x Literatura desk £690
1800mm x 1500mm

| x Two drawer filing cabinet £310
Available in beech or cherry

Sub-total £1000

VAT £175
Transport £90

Grand total £1265

Delivery time 4—6 weeks.

We hope this offer suits you and we look forward to processing
your order. Please confirm in writing.

© Work in pairs. Take it in turns to read the following information aloud and
correct each other, if necessary. When correcting, don’t forget to stress the
information you change.

Stephanie is a doctor. .2, SheS, 4 lawgel actually. ..o
She lives in MUnieh suunnmmnsisaaimmmaaauiimmmsese s
She wants to buy Some SEAHONETY: skttt
L T Y, e et e S e R T
RGBSR COET ST, vocusuensmenvpornsemsms oo s AR S RS SR AN
TE: 1§ OTIE TNELEE SIEET. wvossisssmmsuemssenssnssuiansusmeasiossansssisdonsisdisussassasssuossosissssnsssssniniosonsos
The filing cabinet' costs §310. uinimnnininmasiuamainiaiassissssiiiiiads

Lo = T L L o

It has oL AEAWETS: s s S e s S v Seaa e

124 People at work



[J Listening

@ Writing

@ Speaking

2]

Stephanie calls Laporta back. Listen and answer the following questions.
How much of a discount does Stephanie get?

Why does she decide to order a chair?

Why does Laporta say he can’t give her a discount for the transport?
When does she have to pay?

How will Stephanie confirm the order?

o =

L Y S V]

Stephanie sends Laporta an e-mail. Read it and put the sentences in the right
order.

O

2=

from: [ Stephanie Strahl to: IrAntonio Laporta
subject: [ Furniture order I I

O oo~ WwWh =

e
o

Stephanie Strahl.

Thank you once again for improving your quote, and

Dear Mr Laporta,

and payment at thirty days from today.

I look forward to receiving the goods in due course.

The price agreed was £1000 (ex VAT), with transport costs of £90
You promised delivery within thirty days.

Yours sincerely

| am writing to confirm my order for one Literatura table (180cm), a two
drawer filing cabinet in cherry and one Clio chair.

Following our phone conversation today,

©

Work in pairs. Student A use the sentences below. Student B turn to File AA on
page 154. Take it in turns to read your sentences to each other, and correct any
information you hear which is wrong. Make sure you stress the information you
are correcting. Use the expressions in the Language Note on page 123.

The legal age for voting in most countries is eighty.
New York is the capital of the USA.

There are 60,000 people in the UK.

Ferrari is a famous French company.

The President of the USA lives in a greenhouse.

L S S
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11.1 Recruitment processes

Grammar Verb + -ing
Vocabulary Personal qualities
Communication skills Talking about likes and dislikes
(A Speaking @ Write these verb phrases in the correct place in the diagram below.

I don't really like I dont mind I really enjoy Ihate I quite like

i_

© Read what the five people below think about their jobs. Match the sentences 1-5
with the pictures a—e.

1 1 hate telling clients they need to invest in new hardware. My job is to find
software solutions, but it’s not always possible.

2 1 really enjoy working with figures, so this job is perfect for me.

3 1 don’t mind driving long distances. It’s tiring, but if I don’t visit customers
regularly, our competitors will.

4 I don’t really like working at nights. On some nights I have three or four calls.

5 I quite like receiving visitors. I usually only speak to them for a few seconds
on the phone, so it’s nice to meet them in person.

© Look at the expressions in italics above. Each one is followed by another verb.
What form is it in?
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LANGUAGE NOTE Verb + -ing

Verbs used to talk about general preferences are usually followed by another verb
ending -ing.

I hate working late at night.

He enjoys meeting young people.

They don’t mind travelling long distances.

@ Now think about your own job. Make similar sentences about aspects of your
job that you like and don’t like. Exchange information with a partner.

[ Vocabulary © Here are three extracts from job advertisements. Which jobs in N are they
describing?

a b

—  We are looking for outgoing and

persuasive young people who are good Do you like working with
with words. The post requires long hours ideas? We are looking for
of travel away from the office, so you creative people with a good
must be energetic and independent. knowledge of database
management systems. You

\ must be able to work well

Are you good with & independently or as part of a

figures, patient and team on large projects.

attentive to detail?

You will start as a junior clerk,
but we offer you the
opportunity to make quick
progress in our firm.

S 4

© Now match the definitions (1-10) with the correct adjectives or phrases (a—j), as
in the example.

1 wants to get to the top a sensitive

2 thinks of other people’s feelings b outgoing

3 doesn’t get angry or irritated quickly ¢ independent

4 can work alone d attentive to detail
5 open and friendly e energetic

6 doesn’t mind changing his / her habits f ambitious

7 doesn’t get tired easily g adaptable

8 can change people’s opinions h patient

9 can produce new ideas i creative

10 regularly checks the quality of his / her work j persuasive

© Write a short description of someone you like (or hate!) in your personal or
professional life.

e.g. My last boss was very energetic. He worked about 12 hours a day.
He was a patient man, who always had time to talk to us if we had a problem.
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Listening = @ Piet Smout works for a company which finds jobs for English-speaking people
who want to work in other countries. Listen to the first part of an interview with
him, and answer the questions.

1 In which parts of the world does the company find jobs?

2 What kind of jobs does it find? Give three examples.

3 What does Piet Smout’s job consist of?

4 Why is it important to spend a long time in each company?

Now listen to the second part, and complete this table.

| What he likes about What he dislikes about Necessary qualities for
his job his job working abroad

® Do you agree with the qualities that Piet Smout mentions? Can you think of
any other qualities necessary for someone working abroad? Look again at the

listin .

[ Reading @ Look at this advertisement from a jobs website and answer the questions.

What job is it for?

Is it well-paid?

Where will the person work?

What qualifications, experience, and personal qualities will the person need?
If you're interested in the position, what do you have to do?

L T S ]

jObS execnet.com

~ European Sales Director  Salary: $90-110k + stock options
Ref: B112 Location: Lyon, France
Age range: 35-50
Qualifications: Qualified doctor preferred
J Degree in Business Administration or similar
Good level in three European languages, including English

Are you ambitious, energetic and adaptable? Based in Philadelphia, we are a leading American
manufacturer of medical equipment. We are looking for someone with wide experience

in the medical or pharmaceutical industry to manage our new European sales operation.You should
have at least 10 years in the medical or pharmaceutical industry, of which five years in management.
Please e-mail CV and covering letter to jobs@execnet.com.
AR o 21K (ot | K /swo, Ssecsremamion) il =] e Dt I Sl

€© Now write a similar advertisement for your own job. If you don’t work at the
moment, choose a job you would like to do.
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[ Vocabulary @ Here is a description of a typical procedure for recruiting a new manager.
Complete the gaps in the flowchart with the phrases below.

invites 12 candidates for interview attends the interview
makes a final selection applies for the post
resigns from his / her present job makes a shortlist

— : ” 7 invites four
1 advertises 3 sm:tst. e LS el | [l PEm—— 2 candidates for a
the post applications IR e | DI ivaviiesieanssias second interview

.""(2 .................. J--o'. .."‘0’- (5 .................. )..0'. "
oeef 10 Offers post to Qe Jd 9 eoiniinnnnens
.~ chosen candidate | = | .oorirriiiiiiinnnens

13 joins his / el A8 s oo 11 accepts the *e .0 | 8 attends the
her new company post second interview
@ Complete the word-building table with words from the box below, as in the example.
In the ‘person’ column, you will sometimes need two words, sometimes none.

.
LT

W

Candidate m Candidate

employer  -interview- —interview applicant  shortlist ~employment
application  advertise ~ employee advertiser shortlist ~ advertisement
-interviewer-  apply for  resignation  resign employ —ihterviewee-

Verb _ Noun ' Person

inferview inferview inferviewer [/ inferviewee

© Which words in the list in @ would you use to complete these sentences?
Sometimes you will need to change the form.
1 We have received ............ccouuu...... fOr this job from 3,000 people.
2 Isaw the ......covueueeee.. fOr this post in the Sunday Times.
3 OK, I think we've said enough about Mr Downing. Can you call the next

4 When she was offered the new job, she sent a letter of ............ceeeuu.ee. to her
old oo
5 WETE YOU .cuisnunsssssssssinsssss O the job?

No, I didn’t even get a first .........ccccevucurenee .
6 Nobody in the company ..............c.......... for the job, so they had to
sveeeenene the post in the newspaper.
7 His recent history of ..........c..euue..... 15 Very strange. He had six jobs between
1990 and 2000, and he ..............cc.c....... from all of them.
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11.2 Applying for a job

Grammar Present perfect and past simple
Finished and unfinished actions
Vocabulary CVs and covering letters
Communication skills Talking about professional experience
EX Reading Luis Anténio de Oliveira is applying for the job advertised on page 128. Read his
letter of application below. In what ways is he a good candidate for the post?

O B8

To: I ' jobs@execnet.com From: ” Luis Antonio de Oliveira
Subject: | | Job application: your reference B112 | |

Dear Sir or Madam,

| am writing to apply for the post of European Sales Director advertised on your ‘Execnet’ website,
| am 48 years old, Brazilian, with a medical degree from the University of Sao Paolo (1982), and a
Masters in Business Administration from the University of Los Angeles (1988).

| joined my present company, AVRC Pharmaceuticals, in 1997. After two years as Marketing
Manager for South America, | moved to Madrid to take up my present position as Regional -
Director for Southern Europe. g

Before joining AVRC | was in charge of clinical trials for new drugs at Medilab, where | spent five years. | !
also have four years’ experience as a research scientist for new drugs, first with Schering Plough g
(1988-91), then with Merck (1991-92). My professional experience also includes four years as a doctor i
working for a medical charity in Peru, before leaving to start my two-year MBA course. A

Concerning my language ability, | am fluent in English and Spanish, and | am currently following an I
intensive course in French. | am hard-working, creative, and ambitious, and after a number of years with !
the same company, | would appreciate the opportunity of a new challenge.

| look forward to hearing from you
Yours faithfully
Luis Anténio de Oliveira

= | _ EF‘T_]_Z

[1 Speaking © Look again at Luis’s letter and take turns with a partner to describe his career.
Complete the time line below with details of his professional experience.

.................. AVRC
Marketing
Manager

8 8 8 87 88 89 90 91 92 93 94 95 96 97 98 99 Now

....................................
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€© Complete Luis’s remarks about his career, then answer the questions using the
same structures.

Past simple + in or ago

I graduated from medical
4 'When did he leave Peru?

= _ _ sehopl iivieniss 11982

5 How long ago did he resign
from Schering Plough? -

6 When did he move to I started my MBA ............. 2
Europe? Flsasrsaasiiis 3in 1997 years ago.

Past simple + for or from ... to Tiied o Marek

4 How long did he work for ! year.
ehering Flought R 2 at the

5 How long was he in charge
of clinical trials?
6 How long did he live in I was a research scientist ~_ from 1986 to 1988.

Pt @000 Qe i 3 years.

University of Los Angeles

© Read the Language Note and then:

1 Complete sentences 1-3 below with the verb indicated, and for or since.
2 Answer questions 4-6 with complete sentences.

LANGUAGE NOTE The present perfect

1 The present perfect is formed with the present simple of the verb have, and
the past participle of the main verb. For a list of irregular past participles,
see page 157. For regular verbs, the past participle is the same as the past
simple form.

e.g. to work — he worked — he has worked.

2 We use the present perfect to talk about an action or a situation which
started in the past, and is not finished now.
He's (he has) lived in Europe since 1999. (And he lives there now.)
I've worked for this company for five years. (And I still work there now.)
They've been married since 1985. (And they're still married now.)

3 We use since with a moment in time, and for with a period of time.
since 1992, since June, since two o clock
for seven years, for a month, for half an hour

T Heomin a qualified
T many Present perfect + for or since
_years. (bf"}__ 2 He ............ his 4 How long has he lived in Europe?
MBA qualification ............. : 5 How long has he been Regional Director for Southern
S i for AVRC (have) . Europe?

6 How long has he worked in the pharmaceutical
industry?
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[ Listening

] Speaking

132 Getting a job

= o

2]

Luis Antonio de Oliveira meets an old friend at Madrid airport. Listen to their
conversation. How do they know each other?

What do we learn about Bill Pitt? Complete these notes. Listen again if
necessary.

Present employer ........cc.ccceiiniinnns SINE@ wasizssasw

Married to ...coocvvniiineirieinn.. SINCE eviinennans

Rt met Nis wife soaasismaivaies

LIVES 1N cevrviriicieeeeeeenannnnn Moved there in ..cccceeeeeceeeiiiennnee.

The present perfect tense is used to make a connection between the past and the
present. We sometimes use different verbs to talk about when an action began
(past simple tense) and its duration (present perfect tense).

Complete the missing sentences using the verb indicated, as in the example.

Past simple Present perfect

I got married in 1987. I've been married since 1987. (be)
She joined AVRC in 1999. teereesrensessrestensansansansaarsassasasanses (WOTK)
verreereess (MOVE) They've lived here for 10 years.
He met his wife three years ago. | .vvcvcvccnrvcciscscnssinsnsnssesesaes (know)
s (start) I've had this job since January.

We arrived here about an hour ago. TGSt (D)

Now answer these questions.

1 How long have you lived in your present home, and when did you move
there?

2 How long have you known your English teacher, and when did you first meet
him / her?

3 How long have you been in this classroom, and what time did you arrive?

Work in pairs. You're going exchange information to complete the CV
(curriculum vitae) of another candidate for the post of European Sales Director.

1 Make a list of questions you have to ask to complete the missing information,
e.g. When was she born?
2 Ask your partner your questions and answer his or her questions. When
you've finished, discuss the following:
a What similarities are there between Luis Anténio’s and Andrea’s
professional experience?
b Who do you think is the better candidate for the job? Look again at the
job advertisement on page 128.

Student A, look at the CV opposite. Student B, look at File CC on page 155.



CURRICULUM VITAE

Name: Andrea Paganini

P GRBIfE: — cisssasussemsese

Nationality: British / ltalian

Marital status: Married

1987 Obtained Degree in Pharmacology, University of London

1994 Obrained Diploma in Marketing Studies — London Institute
of Marketing
(... — year correspondence course)

PROFESSIONAL EXPERIENCE

19 ... - 1989 University of London Hospital
Research scientist in Pharmacology unit

1989 — 1991 European Commission, Brussels
Participated in European Community Drug Development
Programme, co-ordinating and financing projects between
hospitals and European pharmaceutical companies.

1991 — 1998 AVRC Pharmaceuticals, Milan, Italy
As Head of Research ( ........ years), | was responsible for
the development of a new range of anti-depressant drugs.
| then worked as Marketing Manager for Italy (4 years).

1998 — present Pharmaline, Paris
Pharmaline sells pharmaceutical products over the Internet.
| joined the company as a product consultant. Since
weveeenene | have been Marketing Manager for Europe.

English / Italian (native speaker)
ceevrenneeen (fluent)
INTERESTS Skiing, tennis, Modern European literature, architecture
I3 Writing Write a short CV for yourself. Use Andrea Paganini’s CV as a model.
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11.3 Staff profiles

Grammar

Vocabulary
Communication skills

I3 Vocabulary

AVE you BJER
THHouam of TAKING
E“ﬁﬁ RE‘nRGW\? ¢

PEACOCIK

[ Listening (]

134 Getting a job

Present perfect and past simple
Finished and unfinished time
Staff movements

Expressing preferences

Match 1-7 with a~g to make seven sentences.

1 You can sometimes take early a ... to another part of the same
retirement .., company.

2 You resign from your job ... b ... byanew company.

3 You are transferred ... ¢ ... if your job no longer exists.

4 You are dismissed ... d ... between 60 and 65.

5 You usually retire ... e ... to take up a position in another

company.

You are made redundant ... f ... between 50 and 60.

7 You are taken on ... g ... if your job performance hasn’t

been satisfactory.

@ The administrative department of a company is trying to reduce its staff by 10%
this year. The Personnel Manager is discussing the new staffing figures with the
Head of Administration. Listen and complete the table. Have they achieved their
objective of a 10% reduction?

Last year This year

Total at start of year 564 600
New employees 60
Transfers to other divisions

Resignations 5

Redundancies

Dismissals 2 0

Early retirement
Retirement 7 12

Total at end of year 600

© Listen to the first part again and complete this extract.

Well, the number of new employees ......ccccoce ceceiuenanes ! dramatically this year.
LASE VAT WE wuvuiconuassd vavidudinibas 2 sixty people, but this year we've only
............. 3 on sixteen. We .............~ all new recruitment six months ago.

1 Which tense do we use when the time mentioned (last year / six months ago)
is finished?
2 Which tense do we use when the time mentioned is not finished (this year)?



© Now describe the other changes between last year and this year. Continue as in
the example.

Last year the company transferred ... This year they have ...

LANGUAGE NOTE Present perfect and past simple

1 We also use the present perfect when the time of reference is not finished,
even if the action itself is finished.
We've taken on sixteen people this year. (But we're only in August.)
He’s written three letters today. (It's only 4 p.m. now.)
In my professional career, I've worked in three foreign countries.
(I'm only forty now, so my career is not finished.)

2 Compare the time expressions used with the present perfect and past simple.

Present perfect Past simple
I've worked ... I worked ...
this year / month / week last year / month / week
today yesterday
since 1997 in 1997
in the last ten years ten years ago
recently a long time ago
Speaking © A candidate is attending a job interview. Match questions 1-4 below with his /

her answers.

Have you ever had a difficult boss?

Have you worked abroad in the last five years?

Have you ever managed a team?

Have you studied any other languages apart from English?

e W o =

a Yes, I have. I was in
charge of ten
technicians when I
worked for Olivetti.

b ‘No, I haven't. But I
lived in Spain for a
year, so I can speak
Spanish quite well!

¢ ‘Yes. I spent six
months on a
construction project
in Delhi.

d ‘Yes. In fact that's
why I resigned from
my first job after
only six months.

© Which tense is used for the questions? Which tense is used for the candidate’s
answers?
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Unit 12| The world of work

12.1 Changing careers

Grammar Revision of tenses
Vocabulary Work
Pronunciation Word stress

I3 Reading

—_—

have no job

monthly pay

[l =i s AT A S PR SO

o

Twenty years ago...

most people have started / started' work around
the age of twenty and retired / have retired” at the
age of sixty-five. Normally they worked for the
same company all their life. In the last twenty
years things are changing / have changed®. Today
people often work / are working* for different
employers, many are self-employed and many,
unfortunately, are unemployed. Companies
employ fewer people and many processes
computerize / are computerized>.

PeorLe change jobs for different reasons. 'l was forty,
says Jurgen Klimmer, an IT engineer. 'l liked my job, but the
prospects weren't good, and there was very little chance of
promotion. | read the papers and wrote one or two letters.
One day | got a telephone call and an offer from Lufthansa.
| said immediately, /'l / 1% take it'. The job offered a better
salary and excellent prospects, but | had to move which
was a problem for my family.’ Jirgen took the job and is /
has been” with the company for the last three years.

138 The world of work

@ Find words in the text below which have these meanings.

stop working at the end of your career
work for yourself

lose your job usually for economic reasons

a move to a better-paid or more important job in the same company
opportunities to make progress and improve your position

a meeting between a candidate and a potential employer

a company which finds jobs for people and people for jobs
an arrangement for two companies to join together

, an accountant in Milan, was less
fortunate. 'l am / was® made redundant six months ago. |
am over fifty and it is hard to get another job. People think |
am too old. | read the papers every day. | have written /
write? a lot of letters of application in the last few weeks.
Next week | will go / I'm going'® to Turin for an interview but
| am not confident. If they offer me the job | will / would'!
take it but the salary is not really high enough.’

lives in Madrid. She is a secretary with a

pharmaceutical company, but she is looking / looks'? for
another job. She has registered at a recruitment agency. 'l
like my job but there was a merger between my company
and another one last year. | am employed by a large multi-
national now, instead of a small Spanish firm.There are too
many people in my department now, and I'll / | would'3
probably leave quite soon.'

lives in Prague where he works for himself. ‘|
waorked / have worked'* for a car manufacturing company
for six years. | liked my job, but | had a bad relationship with
my boss and | wanted to be more independent. In 1995 | left
to start my own business. It is very stressful, but | like it. At
least | know that | am responsible for my own future.'



€ Read the article opposite and choose the correct form of the verbs in italics.
© Look at the text again and answer these questions.
1  Which of the people in the text is:
a unemployed
b employed
¢ self-employed?

2 Why did Jiirgen change companies?

3 Why is Sergio looking for a new job?
4 What is Patricia’s problem?

5 Why did Karel start his own business?

[J Speaking @ Complete the table below with an example sentence from the text.
Active form Use Example from text
Present simple Regular repeated

actions or situations Patricia lives in Madrid.

Present continuous Present actions

Future arrangements
Future with will Predicting

Stating a condition

Decision
Past simple Finished actions
Present perfect Unfinished action or time

period begun in the past

Passive form

Present simple passive | Situations where who

Past simple passive is / was responsible
is unknown or
unimportant
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€@ Work in pairs. Use the information in the text to ask and answer the following
questions about Jiirgen, Patricia, Sergio, and Karel.

1 What / do / Patricia? What s Fatricia dai.nﬁ?

T I8 £ another job.
2 WAt QA0 TPEENIT ororrsusnsvniossesomusrsnsvrssessenssmmtsesssins s sasessssansammmeianssh speysesses
............................................................................................................... Lufthansa.
3 Where / g0 / Sergio next Week? .........oooimiicuciiinininicesseccsisssssi s
...................................................................................................................... Turin
4 HOW 10NGT it ess i s srommresios e e edeaiasdssmsonh
.......................................................................................................... for six vears.
5 How 10N suimismsim i drsii i
....................................................................................................... for three years.
6 WHBTRL cousucuvisass sonasuiassssvorsosa st saassiass Foovdsvae oS ARS4TR8
................................................................................................................... 1n 1995
e NV EHAET: s ivvimonnioomssvusaomeerssiren s sas s a5 A0 5345 SO S A P A R Eo R
....................................................................................................... a lot of letters.
8 WHRETE? .ottt bbb
........................................................................................ at a recruitment agency.
9 Who / Patricia / employ / DY? ....ccvevirerssnsssrirsirmsisisssisssisesisssmsmssisssssesssssssssasass
........................................................................................... a large multi-national.
10 When / make redundant /' SErgio? ....umiisniiissaisiiisssismissisisssusssssnsssossisssises
...................................................................................................... six months ago.
[ Listening @ Sergio Laguardia is looking for another job. He is interviewed by a business

magazine about the problems of being unemployed. Look at the interviewer’s
notes and predict her questions.
n NN R AR
\ {1 \ !l,\ 1"- oA 4 & W
LAl baamnd

seRG/O

-

age’ ——
Professton
Married?
wire | work?

where?

How long”
How//os"?JOb'?
tow lomwg 4WEMP

LA =174 RO/A

loyed?

@ Now listen. How does Sergio answer the questions? Make some notes.
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[J Speaking

I3 Pronunciation

@ Here is some advice for someone who is unemployed and looking for a new job.

Look at these ideas and say if you agree or disagree. Can you think of any other
advice?

N

I #isa 1dea +o 5 Stay in contact with
dﬁd Forz\ex c.ollecgues
2 Yol nusl'be.prapwe.d 6 Use a recruitment
to move. agency.
3 }au should take the 7 Read the
wst ou are every day.
i3 s 7
" 8 Il..eam a r;:w skl
4 You should or ke ish or usi
hows a loak?va)’ a PC...E'?' v

€ In the second part of the interview Sergio talks about his experience of

N

o

unemployment. Listen and tick (v) the things in the list above that Sergio
himself is doing to find a job.

Look at some of the vocabulary from this unit section. Put the words in the
correct column according to the stress pattern, as in the example.

unemployed accountant manufactured company
recruitment optimistic pharmaceutical psychology
—interview— redundant psychological responsible
information secretary fortunate confident
0@
OO MTGLYEGH .oeoeeseseevesssssssssssns s ssssssssamsssssss s ssssssssssssssssnns
200
OO0
000
OO0

Listen and check your answers.

Mini-dictation. Write down these sentences. Then read them aloud with the
correct stress,
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12.2 Work environments

Too and not enough
Computers

Grammar
Vocabulary

[N Listening

142 The world of work

@ Rebecca Long is a market analyst. Johann Koops does the same job. They are
both being interviewed by a business magazine. Listen to the interviews and
complete the table below.

Rebecca Johann
Place of work
Type of office ceestrescenssnsevessuseressasasns | erssssserssesssrasenssnsevasansss
Hours cesReeETeRAST s Ron s R v eunsaen | [svupesiavsTE s EsEs s SEES
Lunch GRS | e e e A S
Equipment SRR | AR R Ea

After-work activities | .oiiiiiiieereerere i

© In pairs look at these remarks. Who makes them? Mark them (J) Johann or
(R) Rebecca.

WO 00~ v U e W —

In fact sometimes there is too much information. .......

My wife thinks it’s too late! .......

This gives me enough time to go and pick up the children. .......

If you don’t arrive early enough you don'’t get the best places. .......
It’s not really big enough for me and all my equipment. .......
Sometimes it’s too quiet in my office. .......

When I have enough data I write my reports. .......

Because in an office there are too many distractions. .......

My doctor says I spend too much time in front of a screen. .......

0 Look at the sentences again.

1
%

FaA

Where do we put enough? Before or after a noun? What about adjectives?
What kind of words can we put after too?



LANGUAGE NOTE

[ Speaking

Too / not enough

Too

1 Too means ‘more than necessary”. It is used in front of adjectives and adverbs.

He didn't take the job because the salary was too low.

She couldn't do the job well because she worked too slowly.

2 Too is also used in front of much / many when the quantity is larger than is

wanted.

There were too many people on the first day so I went back the next day.
I didn't get the job because I asked for too much money.

Enough

1 Enough means the ‘right amount. Not enough means ‘less than necessary’ It is

used after adjectives and adverbs.
She wasn't old enough to vote.

He didn’t work hard enough so he failed his exams.

2 Not ... enough is also used with nouns. Enough goes before the noun.
I don’t have enough money to buy a new car.
There's not enough space in this office for more people.

@ We can say the same thing in different ways. Say these sentences in different
ways using the prompts provided, as in the example.

I don’t earn enough.
My office isn’t large enough.

o P =

She is too busy to see you.

He was too tense at the

e

interview,
He wasn’t young enough.
My computer is too slow.

He made too many mistakes.

0 ~1 Oy Wn

He laughs too much.

€@ In pairs talk about your own working or study conditions. What aspects are you

My salary .48, 700, 0%, oo
[ dOn't have ...oovieiceiieicisecre e
SHE NSttt e s reesre s s e sesnseaans

He Wasi'l cmaniismssmistsaiimanisims
| e o T
It dOESIt haVe ....ccovevrrriieeeeise e sesseesas
FRES BRRHSh oo mmmamscnmmmnonsssomsissamsmmis
HE v sasnis

not happy about? Use the ideas below to help you.

A

Travel

Hours worked

Length of day

Office - size, number of people
Responsibility

Salary

Boss

Homework
Exams
Class size
Social life
Teachers
Money

© Write down some sentences about your partner and tell the rest of the class.

The world of work 143



Vocabulary In Business Basics we have shown you a number of ways to learn, record, and
revise vocabulary.

@ You can draw a picture. Look at the picture below and label it correctly using the
words in the box.

keyboard  printer central unit  screen
scanner socket mouse mat mouse

© You can make a word chain or flowchart.

Rebecca has to write a weekly article, and then send it to her editor with an
e-mail message. Complete this flow chart using the expressions below.

send to editor connect modem e
shutdows aitacaasing save document
check spelling write article open application

write e-mail message disconnect modem SR SR Lem Rt

1 switch on computer

v

10 coreeeireereeenes 9 atta_t_:h_a_rticie_ (8 ......................... :
111 ...................... 4) 12 shut down |
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€ You can record collocations and compounds as well as individual words.
Add to the lists using the words in the box, as in the example. Some words can
be used more than once.

open paste copy enter word-processing
database rename attach print spreadsheet

1 a Mweld-processind. application 3 10 .coveoeemrescsssssiisseense tEXt

2 A mnmmanenas aodocament 4 10 seusmsnssnsmas, afolder

© You can record words in the same family. Complete the table below.

Verb | copy print v | AACK | s e
Noun | copy, COpier | ... | SCANNET | .cvevrerene. connection | computer

6 You can write example sentences.

The table below shows some words from exercises 1-4. Complete the missing
words for 2 and 3. Then write your own example sentences for 4, 5, and 6.

1 computerize .our. language. tests. are computerized se fhey....

e, €ASLE TO MATK. oo
2 e We. have the. recerds. of . all our. customers. on.a.
E R e e LI, AoCument. Yo my e-mail

and, Then senl ...

4 printer R RS S ST R N A BT R AR SRS SR RV T
D OBEAN 0 e e i e e e e AR S e

6 spreadshest i e e s e

© You can do a mind map. Look back at page 29 for an example.
Close your books and try and do one for COMPUTER.

COMPUTER

hardware software

monitor floppy disk
keyboard document
file

.............

.............
.............

..........................
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12.3 Saying goodbye

Grammar Functions review
Communication skills Saying goodbye
I3 Listening Listen to these dialogues and match them to the situation described below, as in

the example.

the end of a presentation .......

ending negotiations .......

the end of a meal with a client at a restaurant .......

saying goodbye at the end of a sales visit .......

saying goodbye to colleagues at the end of the day .......

saying goodbye to colleagues on an intensive language course .......

- o0 o N

[J Speaking © Complete the dialogues below using these words.

thank  thanks speak see soon calling been  coming

‘OK. Thank you very much for 1 Mr Jones!
‘Well thank you for asking me. When will you decide?”
‘We’ll send you a letter within a week.

2 you for your time. See you again, maybe?’
“Yes of course. Goodbye.

‘I think that brings us to

the end of the agenda.
Thank you all for coming’ # very much for your 4 Ima'l‘ksd‘few much. It's
ovely day’

‘It's been a good day. 2 . :
......... .3 you all next Not at all. Thanks for ‘Thanks for coming. Drive safely. See you

‘0K .everaeeseesss® t0 yOU SOON.
Bye! ‘Good bye.”
‘Bye.

€ Match each dialogue with one of the pictures above.
© Practise the dialogues in pairs.
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LANGUAGE NOTE

Speaking Work in pairs. Practise saying goodbye and thank you in the following situations.

[ Listening B3 @ Listen to these prompts and reply in a natural way.
e.g. Thanks for coming. Thanks for the invitation.

BB @ Now listen to the completed dialogues and compare the replies with your own
answers.
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I3 Speaking

Your English is now good enough to go around the world! Play in teams or pairs.
Use dice or toss a coin to move forward. Each square asks you to make a sentence in
English; (T) means ‘on the telephone’. If the expression is in italics you have to reply

P Introduce Say where you _
(' yourself. are from. You lose your Give your
4 passport. Go back phone number. :
. T “" T 'i' to the start. B
« = ‘ A
&
L m
Complain Ask the hotel to Ask the caller to He’s out. Would
about the meat in a call you a taxi. repeat. (T) _you like to leave a
restaurant. ‘ _ ' - message?
e &
I’'ve got a Ask for m Sorry to keep Ask to speak »
headache. directions you waiting. to Nathalie ”
to Leaning m Azoulai. (T)
Tower of §
Pisa. lﬂ]
d
Say goodbye b Would you Check if ‘
at the end o like a the caller Are you married? 3
of the < cigarette? said 30 N2 .
day to a 8- or 13.(T) :
colleague. Yy oo i
A '
]
Ask about Offer to " A Cheers! Your car’s
availability in pay for parked in
a hotel. dinner. of someone's
1 \ garage.
> Apologize.
@ ®
7, Thanks for Ask to sit _‘_-W@nkwu ¥ % Have we
| your help. down next to to yom'w ', met before?
z S v § someone on after a dinner = Q ’ _
” i a bus. party. p 2
= . - —‘
e /@ N '
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to what is written. If your answer is perfect you can throw again. If it is average you
can stay on the square, but if it is inappropriate you must go back to where you came
from! Your opponents will judge your answers, so speak and listen carefully.

Count from

Count backwards
from 101 to 94.

Thanks for
coming.

The caller is
speaking too
quickly. (T)

Ask a caller
to wait. (T)

Ask about the

price of a one-way

, ticket from
" Wellington
to Sydney.

Ask

'l\l\\ -

birth.
I

Ask politely
for a coffee.

uiw
1

Invite a
friend to
dinner.

How are you?

Offer to
answer the
telephone.

Ask to receive a
brochure. (T)

Your bed is

~-not long

enough. Tell
reception.

L

Compare the USA
to the UK.

How do you do?

Bagaat™

& > Use since

‘ ' o yqsterday in

i‘ !eﬁﬂmce

Ask a friend
about their
plans for
tomorrow.

Use for
three
years in a
sentence.

Say alphabet
from F to S.
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Information files

File A page 95 '

&) In 1999 A had 600 shares = 60%.
B had 75 shares = 7.5%. C had 50 shares = 5%.
D had 200 shares = 20%. E had 75 shares = 7.5%.

€1 A£12,000 B£1,500 C£1,000 D £4,000
E £1,500
2 Yes. D received £4,000 in dividends and his stake
is now worth £40,000. He has to repay the bank.
3 A, with 60% of the shares.
4 £15,000

File B page 150

Over 6,400 km
432.3 metres
1.4 kg

3,926 m
About 29 km
10.3 cm

7-10 cm

N YU e W e

File C page 19

IN THE CENTRE OF OLD BANGKOK

Royal Princess Hotel

150 Files

The answers are not in the same order as the questions.
Can you match them?

a You can’t take any alcohol if you are a Moslem. Non-
Moslems can take six bottles.

b You can’t take any plants or vegetables — they carry
viruses.

¢ 1 kg. This country wants to protect agriculture, its
main industry.

d As many as you want, but they must be disinfected.

e Two litres, if you live outside the European
Community. If you travel from a country inside the
EU, you can take up to 90 litres.

f If your personal jewellery weighs more than 100g
you must leave it at customs until you leave the
country or complete a temporary importation form.

g As many as you want, but the total value must not be
more than US $300.

h One bottle of 57 ml.

170 roomo all with:
safe
minibar and refrigerator
© air conditioning
. TV (cable and satellite channels)
IDD (International Direct Dial) telephone.

Other facilities:

© Meeting and conference rooms
Business centre with computers, mobile
phones, fax machines

+ Outdoor swimming pool

« Fitness centre

- Garden
Specialty shops

Restaurants and cafés:

Mikado — Japanese restaurant

Piccolo — Italian cuisine

The Empress — Cantonese cuisine

Princess Cafe — Thai and continental cuisine



File E page 67

Name Arrive | Stay LFrom Time Hotel
Jack Scott 26.07 N . Seattle 21.30 Sheraton
Thérése Blanc 27.07 4 nights | Paris 20.30 Ramada
Giovanni Costa 27.07 3 nights Rome 18.30 Sheraton
Michel Lenoir 27.07 " 3 nights Geneva 20.30 | seeeeeeressesessenn
Yoshi Omura 26.07 gmights: | assesesee || s Holiday Inn
Patricia Lingwood —  ......... 2 nights Boston | 22.30 Ramada
File F page 76 File I page 11
PICCOCOCOOLPLIP MM v 2™
& ' Employees: 230,929
THURSDAY 16TH JULY Location: headquarters in Switzerland, branches
2.00-10.00 am. Breakfast meeting all over the world
030-1200 pm. Presentation - Products: Nescafé coffee, Perrier mineral water,
1.0CG-2.00 F-.:n‘.‘ LiUneh with Mr L_‘_‘a':?{)g Pelaserra Kit Kats
2 .:'L{ pam. F"Ilfl.lljrl"u_i! fCIf wrth new ;ﬂ..fft' Compan}y name: Nestlé
chernt(s)
5.50-7.0C ‘F}Tv r-"ét’f’i"rﬂg wrth the Chairman
15 pm Taxi o the airport (15 File J page 88
mnietes)
.00 pm. Plane to Rome Here are the ‘down’ words for the crossword. Make
A | ! (0 these vords Lo give your partne
1 envelope 4 window
File G page 100 2 coin 5 plate
— T — 3 snow 6 car
Company A Estée Lauder
po e
e 49
Founder An American woman ped
Location New York This is what you did last week. Answer Student B’s
Activity Cosmetics questions, and ask questions to complete his / her diary
Famous products  Clinique, Aramis on page 49.
Key date 1948 First counter at Saks

department store on 5th
Avenue New York

File H page 44

Use the information below to help you answer

Student A’s questions.

— On Monday you were late, so you travelled to
Manchester by taxi.

— You stayed in a luxury suite at the Royal Hotel.

— You telephoned your girlfriend / boyfriend.

— On Wednesday you were tired so you stayed at
home. (You worked at home.)

— On Thursday you visited a customer near your
girlfriend / boyfriend. (S/he lives in Scotland.).

— You played golf at St Andrews with a good

February ween & 1001

1001 February

5 Monaay

Tran from London to Paris
Hotel Concorde
Dinner at Pizza Pine

Fnday 9

Buy presents for
the / ﬂﬁh/y

6".;1:\:!:_-

Visit Versalles
Tran to London
Home.

T Weanesday

Teams - Wimbledon

Sunday 11

B Trursaar

Intecview OO am. at
Trafalgar House
Mr Jores

friend (an important future customer).
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File L page 101 '

Concorde 1969
Eiffel Tower 1889
Walkman 1979
Guggenheim 1959
London Eye 1999
Empire State Building 1931
Escalator 1891
American Express Card 1958
Levis 1890

It was the first supersonic passenger plane.

It was built to celebrate the 100th anniversary of the French Revolution.
It was originally called the Soundabout.

There is now one in New York, Bilbao, Venice and Berlin.

It offers the best view of London.

It was featured in King Kong.

It was originally designed as a fairground attraction.

It was the original plastic money.

They were originally made for cowboys and gold prospectors.

File M page 60

@ Your partner works for a small
company in the UK. Listen to a
description of sales for last year, and
mark them on this graph. What do
your think your partner sells. Is it:

- skis
—  sun cream
—  Christmas decorations?

3 You work for a company in the
USA which sells children’s toys.
Your partner doesn’t know this.
Describe your sales figures for last
year, then ask your partner to guess
your product. Start like this:

In January we had sales of $1 million.

Sales remained stable in February

LICCCCCCC OO PO

THURSDAY 16TH JULY

60,000 —
50,000 —
40,000 —
30,000 —
20,000 —
10,000 —

0 L L —

3 F M A M J 31 A s 0 N 0D
3.5m —
3m —
2.5m —
2m —
1.5m —
im —

0

J F M A M J J A S 0 N D

File P page 23

You are a travel agent. Look at the information below
about flights to Warsaw. Ask your customer when he /

she wants to travel, and give the plane times. When the

9.00-11.00 a.m, Sales meeting o : .
130 am~—12.30 pm. Tanis customer makes a decision, note the reservation details
12.30-1.30 pm. Lunch with Awita Chang (flight time and day, customer name and telephone
2.30-3.30 p.m. Video conference number).
3.45-530 p.m. Marketing meeting
6.00 p.m. Tai to the divport LONDON HEATHROW TO WARSAW
9.30 p.m, Departure for London
e —— Deily:Mgheschackile
File 0 page 11 Departure | Armval | Flight No. | Airline
Activity: cars, planes, engines 07:05 10:30 BA4454 LOT - Polish Airlines
Employees: 428,000 10:35 14:00 | BA4450  LOT - Polish Airlines
Location: headquarters in Stuttgart T
: 15:0 BA850 B h A
(Germatiy) and Anbirn Fills (USK) 11:40 . 5:00 A85 ritish Airways
Products: Mercedes Benz, Eurofighter 17:30 20:55 | BA4452 LOT - Polish Airlines
Typhoon, Dodge Pickup 18:35 21:55 | BA852 British Airways
Company name: Daimler Chrysler
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File Q page 67

Name - Arrive Stay From Time Hotel

Jack Scott 26.07 4 nights Seattle 21.30 Sheraton
Thérese Blanc 27.07 4 nights Paris 20.30 Ramada
Giovanni Costa 27.07 3 nights Rome 18.30 Sheraton
Michel Lenoir 3 nights Geneva 20.30 Ramada
Yoshi Omura 26.07 Tokyo 17.30 | SHa==
Patricia Lingwood 27.07 ZOgIS | s | ssesses | Ramada

File R page 137 File U page 117

1 train (the others read the same backwards as forwards) ~ You run your own small business. These are your
2 ¢ (Indonesia) problems.
311-4X3+9+5=6 1 Your staff want a salary rise of 10%.
4 personal 2 Your turnover is down 20%.
5 no 3 Your company car is five years old!
6] 4 Your best customer wants a 5% discount,
7L 5 You work seven days a week.
8 increase 6 You cannot relax.
9 his son (the speaker is male)
Here are the ‘across’ words for the crossword. Make
Use the table to calculate your score. clues for these words to give your partner.
Ql a=3 b=4 c=0 d=1 2 can
Q a=4 b=2 c=2 d=1 5 peicl
Q3 a=4 b=3 c=2 d=1 7 wine
Q4 a= b=2 c=3 d=4 8 doot
Q5 a=0 b=3 c=2 d=4 g e
Q6 a=3 b=0 c=0 d=4 10 watch
Q7 a=0 b=4 c=0 d=0
o 4=k BF Em g
What was your score? This is what you did last week. Answer Student A’s
Less than 10 You have a nice relaxed life — at questions, and ask questions to complete his / her diary
home and at work. on page 49.
10-18 You work hard, but you know
when to stop.
19-27 Be careful. If you take on more e 2l F":’i':';
work, you'll be very stressed. Plavie. Foaii Bavliiks Pavis
28-32 Oh dear! Time to take a long Hotel Bristol
holiday — now! Dinner at Mqr\{’y)s vestaurant

& Tuesday
File T page 100 Visit Fontamebleau

Plane to London

Company B ; Sony Diwier af Hard Rock Café
Founded | 1946 T
Founder Two Japanese men Visit British museum
Location Tokyo
Activity Electronics FEv—
Famous products Walkman Interview 1200 pm. at
Key date 1970 first Japanese firm on Tra‘raljar House..

New York Stock Exchange Mr. Jones
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File X page 136

Use these ideas to ask Student A questions, e.g. Have you ever done a part-time or holiday job?

When?

T~ do a part-time or holiday job

Where?

g

play any team sports
interview someone for a job
see any good films

take your holidays abroad
have a car accident

/

What?

File Y page 112

€D You are Pierre Crenn, Chief Accountant at EMN.
You received an invoice from SIMCO for $900. You
are sure this is too high.

1 Phone Simco and ask to speak to Mrs Powell, the
Accounts Manager. Explain the problem. The invoice
number is 6748, and it is dated the 23rd of February.

2 Mrs Powell phones you back. When she has finished,
offer to send back the original invoice.

€3 You are Ms Geraldo, Sales Manager of Funglass Inc.

1 You receive a call from John Miller-Jones. He has a
problem with an order of champagne glasses.
Promise to look into the problem and call back.

2 Call back. Apologize — the order was sent to the
wrong address, and returned to the factory this
morning. Ask for the correct address. If he asks about
delivery, tell him it will take 3 days.

File Z page 117

You are the Sales Director of a small business founded
by your father. These are your problems.

1 Your father is 72, and still CEO of the company.

2 The staff never want to have a drink with you after
work.

3 You don't like the colour of your new BMW,

4 You cannot choose between Florida and Hawaii for
your next holiday.

5 You work five days a week, but would like longer
weekends.

6 An American firm wants to buy the businesss for
$1,000,000 but your father wants more.
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buy a computer

File AA page 125

1 In most countries you stop working around the age
of seventeen.

The best football team in the world is Iceland.
BMX is a famous German car company.

In the UK people eat a lot of fish and ships.

The River Danube flows through Paris.

File BB page 65

You went on a sales trip to London. Your experience
wasn'’t very positive.

= W o

n

Your journey was long and tiring, and your flight

was late.

- The weather was cold and windy, your hotel was
clean and modern but cold and a long way from
the centre.

- You visited three new clients. They were difficult
meetings.

- You went to a presentation of the Millennium Dome
given for foreign businessmen at the Chamber of
Commerce. The cocktail party after was very nice.

- At the weekend you took a boat trip on the River
Thames to see the sights of London and went on
the London Eye. The view was spectacular.

- You ate out in a restaurant. It wasn't very good.

The food was dull and you didn't like it much.



File CC page 132

CURRICULUM VITAE

Name: Andrea Paganini
Date of birth: Ist June 1963
Nationality:
Marital status: Married

1987 Obtained Degree in Pharmacology, University of London

|- F. Obtained Diploma in Marketing Studies — London Institute
of Marketing
(2—year correspondence course)

PROFESSIONAL EXPERIENCE

1987 — 1989 University of London Hospital
Research scientist in Pharmacology unit

[989:= 1990, =000 ettt s i
Participated in European Community Drug Development
Programme, co-ordinating and financing projects between
hospitals and European pharmaceutical companies.

1991 — 1998 AVRC Pharmaceuticals, Milan, Italy
As Head of Research (3 years), | was responsible for the
development of a new range of anti-depressant drugs.
| then worked as Marketing Manager for ltaly ( ........ years).

......... ... — oW Pharmaline, Paris
Pharmaline sells pharmaceutical products over the Internet. |
joined the company as a product consultant. Since 2000 |
have DEEN ......oceeeiieciic e for Europe.

m English / ltalian (native speaker)

French (fluent)

INTERESTS Skiing, tennis, Modern European literature, architecture
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Comparison of adjectives

Category of Adjective Adjective Comparative Superlative
‘ One syllable old older ' the oldest
Ending in -y easy easier the easiest
- Two syllables or more expensive more expensive the most expensive
less expensive the least expensive
Irregular forms good better the best
bad worse the worst

far further the furthest

Comparing two things

The ferry is cheaper than the plane. = The ferry isn’t as expensive as the plane.
English is easier than Chinese. = English isn’t as difficult as Chinese.

Your handwriting is better than mine. = Your handwriting isn’t as bad as mine.

Countable and uncountable nouns

| Countable nouns [(] Uncountable nouns [U]
I| @ Countable nouns have a singular and a plural form. €} Uncountable nouns have only one form. They take
singular:  a book, a cigarette. a singular verb, but they cannot be used with the
There is a book on the table. indefinite article a / an. The article we use with
‘ plural:  some books, some cigarettes uncountable nouns is sorne.
| There are some books on the table. some money, some information, some water
There is some money on the table.
| ) In the plural form, we usually use any in negative €3 We usually use any in negative sentences and in
sentences and in questions. questions.
There aren’t any faxes from Tokyo. There isn’t any news from Tokyo.
Have you got any cigarettes? I don’t have any flight information.
Are there any faxes from Tokyo? Has he got any money?
Is there any news from Tokyo?
€ We use many to express quantity. € We use much to express quantity.
How many weeks do we have? Not many. How much time do we have? Not much
I don’t have many suitcases. I don’t have much luggage.

Countable nouns [C] and uncountable [U] nouns
€) We use some (and not any) to ask ‘questions’ that are really offers or requests.

Offer: Would you like some coffee [U] / some biscuits [C] ?
Request: Could I have some information [U] / some advice [U] / some magazines [C] to read?

€ In spoken English a lot often replaces much and many in simple positive and negative statements.

I have a lot of books. I don’t have a lot of suitcases. (instead of many)
He has a lot of experience. I don’t have a lot of luggage. (instead of much)
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The future with will is used for: making predictions about the future / making decisions at the time of speaking.
For talking about our fixed plans, we don’t use will, we use the present continuous (see page 160).

Affirmative* Negative* Question

Il work. I won't work. will 1 work?
You'll You you

He'll He he

She’ll She she

We'll We we

They’ll They they

*In the affirmative and negative form, we generally use the contraction (I'll = I will; we’ll = we will; he won’t = he will
not, etc.) in both spoken and informal written English.

Irregular verbs

P

stem
be
become
begin
break

bring

build
buy
catch
choose
come
cost

past tense
was/were
became
began
broke
brought
built
bought
caught
chose
came
cost
cut
dealt
did
drew
drank
drove
ate

fell

felt
found
flew
forbade
forgot
got
gave
went
grew
had
heard
hit
held
kept
knew
laid

led

lent
learnt
left

past participle
been
become
begun
broken
brought
built
bought
caught
chosen
come
cost

cut

dealt
done
drawn
drunk
driven
eaten
fallen
felt
found
flown
forbidden
forgotten
got (US gotten)
given
gone
grown
had
heard

hit

held
kept
known
laid

led

lent
learnt
left

A
L}

stem
lend
let
lose
make
mean
meet
pay
quit
read
ride
ring
rise
run
say
see
sell
send
set
show
shut
sing
sit
sleep
speak
spend
spread
stand
steal
swim
take
teach
tell
think
throw
understand
wear
win
write

K ¢

A LA

past tense
lent

let

lost
made
meant
met
paid
quit
read
rode
rang
rose
ran
said
saw
sold
sent

set
showed
shut
sang
sat
slept
spoke
spent
spread
stood
stole
swam
took
taught
told
thought
threw
understood
wore

past participle
lent

let

lost
made
meant
met
paid
quit
read
ridden
r ung
risen
run
said
seen
sold
sent

set
shown
shut
sung
sat
slept
spoken
spent
spread
stood
stolen
swum
taken
taught
told
thought
thrown
understood
worn
won
written
WD :_,/ o In
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Letter-writing expressions

We use different expressions for formal letters (e.g. to companies or to people we haven’t met) and informal letters,
faxes or e-mails to friends or business acquaintances.

Opening
Saying thank you
Reason for writing

Asking for help

Offering help
Enclosed documents
Closing remark

Finishing

Formal

Dear Sir / Madam
Dear Mr / Ms Jones

Thank you for ...

I am writing to inform you that ...
I am writing to ask you about /

apologize for ...

Please could you ...?
I would be grateful if

you could ...

We will be pleased /
happy to (send you) ...

I enclose ...

Informal

Dear Maria

Thanks for ...

I'm writing to tell you ...
I'm writing to say sorry for ...

Could you ...?
Can you ...?

I'll (send you) ...

I'm sending you ...

Please find enclosed (my CV) ...

1 look forward to hearing from you /
meeting you / seeing you.

Yours faithfully* (UK)
Yours sincerely”
Sincerely yours (US)

(I'm) looking forward to hearing from you /
seeing you again.

Best wishes
Best regards
Yours

*In British English, Yours faithfully is used for letters which begin Dear Sir / Dear Madam. Yours sincerely is used
when the letter begins Dear Mr / Ms (Jones).

Modal verbs

Verb

have to / must
mustn’t

don’t have to
can (can't)

may
could (couldn’t)
should (shouldn’t)
shall

would

158 Language file

Use / Meaning

obligation / necessity

not permitted

not necessary

possibility

ability

permission

request

permission

request

recommending / advising

suggesting
offering
offering

Example

I have to work 5 days a week.

I must leave at 4 o’clock to catch my train.
You mustn’t smoke here — it’s a non-smoking office.
I don’t have to work on Sundays.

I can meet you next week.

I can’t swim.

Can [ leave early?

Can you help me, please?

May I smoke?

Could you tell me the address?

I think we should accept the proposal.

You shouldn’t do that, it’s not a good idea.
Shall we finish now and go for coffee?
Shall I do that?

Would you like some coffee?

Would you like me to help you?



Cardinal Ordinal numbers Cardinal Ordinal numbers
numbers (e.g. for dates) numbers
1 one Ist  first 21 twenty-one 21st  twenty-first
2 two 2nd  second 22 twenty-two 22nd  twenty-second
3  three 3rd  third 30 thirty 30th  thirtieth
4 four 4th  fourth 31  thirty-one 31st  thirty-first
5 five 5th  fifth 40  forty 40th  fortieth
6  six 6th  sixth 50  fifty 50th  fiftieth
7  seven 7th  seventh 60  sixty 60th  sixtieth
8 eight 8th  eighth 70 seventy 70th  seventieth
9 nine 9th  ninth 80  eighty 80th  eightieth
10 ten 10th  tenth 90  ninety 90th  ninetieth
11  eleven 11th  eleventh 100  a hundred 100th  hundredth
12 twelve 12th  twelfth
13 thirteen 13th  thirteenth 110 a hundred and ten
14  fourteen 14th  fourteenth 1,000 a thousand
15 fifteen 15th fifteenth 5,342 five thousand three hundred and
16  sixteen 16th  sixteenth forty-two
17  seventeen 17th  seventeenth 100,000 a hundred thousand
18  eighteen 18th  eighteenth 1,000,000 (1m) a million
19  nineteen 19th  nineteenth 1,000,000,000  a billion
20 twenty 20th  twentieth

@ The past simple is used for talking about past actions which have no relation to now.

Affirmative~ Negative Question

I worked. I didn’t work. Did | work?
You You you

He He he

She She she

We We we

They They they

*Regular verbs all finish in -ed in the affirmative past simple form (for past simple irregular forms see Irregular
verbs).

€ The passive form of the past simple is often used to describe the history of people, companies or products.
It is formed with the verb to be and the past participle.

Affirmative Negative Question
It was introduced in 1970. It wasn’t introduced. Was it introduced?
They were They weren’t Were they
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Prepositions

€ Prepositions of place
Prepositions of place are often used with the verb be.

The report is on my desk, under the red file.
It’s on the left, opposite the bank.

I T

€3 Prepositions of movement

Prepositions of movement are normally used with
verbs of movement.

Come out of the office, and walk along the street.
Go out of the front door and down the steps.

¢ l 3

in front of behind above below T c
down across
i J 3T ‘i\ '
under near next to
into out of along
¢ ‘. 11 Te B ¢ B B
on the left between on the right opposite past around
Present continuous

The present continuous is used for talking about: actions happening now, at this moment; present projects; fixed

plans and appointments in the future.

Affirmative* Negative

I'm working I'm not working.
You're You aren’t

He’s He isn’t

She’s She

It’s It |

We're We aren’t

They’re | They

Question
Am I working?
Are you
Is he
she
it
Are | we
Are they

*In the affirmative form, we generally use the contraction (I'm = I am; we’re = we are, etc.) in both spoken and

informal written English.

Present perfect

The present perfect is used for talking about actions which started in the past and are continuing now: I've lived here
for ten years; past actions which may have finished, but where the time of reference is not finished: I've worked on

three different projects this year.

The present perfect is formed with the verb have plus a past participle (for irregular past participles see Irregular verbs).

Affirmative* Negative Question

I've gone I haven’t gone. Have I gone?
You've You you

He’s He hasn’t Has he

She’s She she

It’s It it

We've We haven’t Have we

They’ve They they

*In the affirmative form, we generally use the contraction (I've = I have; he’s = he has; she’s = she has etc.) in both

spoken and informal written English.
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€ The present simple is used for talking about permanent states or regular actions.

Affirmative Negative*

I work. I don’t
You You

He works. He doesn’t
She She

It It

We work. We don’t
They They

Question
work. Do I work?

you

Does he
she
it

Do C owe |
they

*In the negative form, we generally use the contraction (I don’t = I do not; he doesn’t = he does not) in both spoken

and informal written English.

€ The passive form of the present simple is often used to describe systems and processes.

Affirmative Negative Question
It’s made in England. It isn’t made ... Is it made ...?
They're They aren’t Are they ‘

Pronouns and determiners

Subject pronouns
Object pronouns
Possessive pronouns
Possessive determiners

o N w >

Introducing

I'm Mr / Ms ... How do you do?
Greeting

How are you?

How’s business?

Offering

Would you like some coffee?
Please take a seat. / Have a biscuit.
Would you like me to send it today?
Shall I phone the hotel?

Making a request

Can I leave early?

May I smoke?

Could you help me for a minute?
Apologizing

I'm sorry I'm late.

I'm afraid I can’t come.

Thanking
Thank you very much (for ...)
Thanks for inviting me / looking after me / etc.

I live in Paris. She works here.

I see him every week. Give it to her.
Wheose car is that? It’s mine.

It’s my book. It’s their idea.

A B C D
I me mine | my
you you yours your
he him his his
. she her ' hers her
it it s ts
we us " ours our |
they | them ! theirs | their

How do you do? / Pleased to meet you. My name’s ...

Fine, thank you. (And you?)
Not so bad, thank you. / Pretty good.

Yes, please. / No, thank you.

Thank you. / No, thank you.

Yes, please. / That’s very kind of you.

No, that’s OK. / No, thank you, it’s not necessary.

Yes, of course.
No, I'm afraid ... (this is a no-smoking area).
Yes of course. / I'm afraid I can’t because ...

That’s OK. / Never mind. / It doesn’t matter.

You're welcome. / It’s a pleasure. / Don’t mention it. / Not at all.
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Telephone Expressions

Asking to speak to someone

Identifying yourself
Identifying the caller

Asking the caller to wait

Explaining absence
Leaving a message

Taking a message

Dealing with problems

Could 1/ I'd like to speak to Lisa, please.
Can you put me through to Diana Carter?
Hello, is that Mr. Mancini?

This is Mario Kantel (speaking).

Mario Kantel here.

Who’s calling / speaking please?

Could you give me your name, please?
Hold on, please / Hold the line, please

I'm trying to connect you / I'll transfer you.
Could you call back later?

Can Ms Lee call you back?

I'm sorry but / I'm afraid he’s in a meeting / with a client / off sick / on holiday.
Could you take a message?

Could / Can I leave a message?

Can I take a message?

Would you like to leave a message?

I’ll give him/her the message.

I'll pass on the message.

I think you've got the wrong number / extension.
Could you speak up please, it’s a bad line.
Could you speak more slowly, please?

I’'m sorry, I didn’t catch that.

Time and date expressions

€ Describing a point in time

on Sunday, Monday

Sunday morning, Tuesday afternoon, Monday evening
in the morning / the afternoon / the evening

January, February
1970, 1985

at 3 o’clock, half past five

Easter / Christmas
night

— this morning, next Tuesday, next year

last month, last week
every day, every year

€) Describing duration
7 a.m. ago 10 a.m. The train left three hours ago.
g e cme e, )
(the train left) (the time now)
from for to / until We spoke from 3 to / until 5 p.m.
RSt S
3 p.m. 5 p.m. We spoke for two hours.
since for Tuesday I've been here since Sunday / for two days.
Sunday (today)
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A: Her name is Lorella Braglia.

B: OK. Where does she live?

A: She lives in Italy. In Reggio

Emilia.

Who does she work for?

She has her own company.

Really? What's the name?

Dielle. D-1-E-double L-E.

And what does this company do?

They produce knitwear, you

know pullovers, etc. She’s the

main designer.

Oh, and does she speak English?

: Yes. She and her husband speak
excellent English.

B: Her husband?

A: Yes. He's the Marketing Director.

B: So they work together?

A: That's right.

B: How old are they?

A: 1 think they're both about thirty.

i R

o

(|
=

Lorella Braglia is the founder of
Dielle, and also the main designer.
Her husband, Danilo, works for the
company as Marketing Director.
Lorella designs two collections
every year, and presents them at
fashion shows in London, Paris, and
New York. Dielle makes everything
in Italy, and uses very modern
equipment in its workshops. The
company employs the services of 70
workshops in and around Reggio
Emilia. [t produces 100,000 units
per year.

BCDEFGHIJKLM
OPQRSTUVWXYZ
]

1 A: Who do you work for?
B: BA. That’s British Airways.
2 B: What about you?
A: GM - General Motors, the
American car company.
3 C: What does HP stand for?
D: It stands for Hewlett Packard.
4 E: What is BASF?
F: It's a German chemical
company.
G: What is your name?
H: Sanz. That's 5-A-N-Z.
G: And your initial?
H: E for Enrique.
6 I: What does AOL mean?
J: America Online.
7 K: What kind of a qualification is
a BA?
L: 1t stands for Bachelor of Arts.
It's a university degree.
8 M: So you work for the FBI.
What does that mean?
N: Well, the FBI is the Federal
Bureau of Investigation.

u

|

A: What's your name?

B: Gonzague Lepoutre.

A: Could you spell that, please?

B: Sure. G-O-N-Z-A-G-U-E, new
word, L-E-P-O-U-T-R-E.

A: Mmhm.Where do vou work?

B: I work in London.

A: Who do vou work for?

B: [ work for UBS.

A: Mm. What is your job?

B: I'm a Human Resources
Manager.

A: And where are you from?

B: I'm from France but [ live in
England, near Oxford.

=
What is your job?

Where do vou work?

Are you married?

Where do you live?

Do you live in a house or a flat?
What do you do in your free time?

= LY R

L]

A: Alessandra, let me introduce you
to my colleague, Simon Hastings.

B: How do you do? Pleased to meet
you.

C: How do you do?

B: Do you work here, Alessandra?

C: No, I work for SAP.I'm a
consultant. This is my colleague
Akiko Takajima.

D: Nice to meet you.

B: Nice to meet you, too, Akiko.
Where are you from?

D: I'm from Osaka. In Japan,

B: Where do you work?

D: 1 work for SAP in Frankfurt. I'm
a software engineer. And you?

B: I'm a journalist. | work here at
Business Monthly. Sally’s my boss.

A

A: Can you begin by telling us a bit
about Nokia? What does the
company do?

B: Nokia mainly produces and sells
mobile telephones. We also build
base stations — they transmit the
signals.

A: And where are you based?

B: The Head Office is in Helsinki.
We also have a research centre in
Tampere. That's about 150
kilometres north of Helsinki. We
have research centres in other
countries as well.

A: [ see, How many people do you
employ?

B: About 53,000 worldwide. We
have factories in about ten
countries and offices in many
more.

A: What languages do you speak in
the company?

B: Finnish. And English, of course.

A: What are your biggest markets?

B: China. We sell a lot of telephones

in China. I go there a lot. The US
is also a big market and Europe
too. There’s a lot of competition.

A: Who are the competitors?

B: Motorola and Ericsson.

A: Where do you advertise?

B: On TV, in magazines, and on
buses. We also sponsor sports
events.

L

France, French
Brazil, Brazilian
Italy, Italian

China, Chinese
Portugal, Portuguese
Australia, Australian
Germany, German
Japan, Japanese
Spain, Spanish
Mexico, Mexican
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A: What do you do at the
weekends?

B: I often go to my cabin near Lake
Pukkala.

A: What do you do there?

B: I swim or play tennis.

A: Who do vou play with?

B: My sons.

A: And where do you swim?

B: In the lake. It's very cold but very
refreshing.

A: What do you do in the evenings?

B: 1 listen to music or take a sauna.

A: Thank you.

Good morning, ladies and
gentlemen, thank you for coming.
My name is Sarah James, and I'm
here to give a brief presentation on
the company. My talk is very short
so please keep your questions for
the end.

The first part of my presentation is
about the company structure of
Pizza Hut (UK). The second part
looks at the present activity of the
company in the UK, and in the last
part I want to talk about our future
plans. First, the structure. Let’s start
with the parent company. As you
know, Pizza Hut (UK) is a subsidiary
of Tricon Global Restaurants. There
are other brands in the group, such
as KFC and Taco Bell. The President
of Pizza Hut (UK) is Jon Prinsell.

Now, let’s look at our present
activity. Business is very good.
People in Britain like pizza! We
have sales of over £300 million
from 400 outlets. We employ about
16,000 people. In Britain our brand
is very well-known. 80% of the
population eat at Pizza Hut at least
once a vear. On top of that, we
deliver 75,000,000 pizzas to people’s
homes. Pizzas are our main

product, but we also sell a lot of
pasta, salads, desserts, and drinks.

Finally, the future, In the next ten
years we plan to open at least
another hundred restaurants, At the
moment, our market share of all
meals in restaurants in Britain is
6%. We would like to increase that
number to 10% in the next ten
vears. With our customers and our
staff, that aim is possible. Thank
you for listening. Do you have any
questions?

1 My name is Sarah James, and I'm

here to give a brief presentation

on the company.

The first part of my presentation

is about the company structure

of Pizza Hut (UK). The second

part looks at the present activity

of the company in the UK, and

in the last part [ want to talk

about our future plans.

3 First, the structure. Let’s start
with the parent company.

4 Now, let's look at our present
activity.

5 Do you have any questions?

EEW

1 Where do you work?

2 How much does he earn?
3 What does she do?
4
5

(3]

He doesn’t speak English.
A: Does she work here now?
B: Yes, she does.

6 A: Do you use a PC?
B: Yes, 1 do.

0z

What's the company called?
Could you spell that?

Is it a private company?
What's the turnover?
Where is it based?

Who are the competitors?
How many people does it
employ?

Who's the Managing Director?
What does the company
produce?

¥

A: Royal Princess hotel. Good
morning.

B: Good morning, Could [ reserve a
room for next week, for three
nights, from Monday the first of
November?

A: Certainly, sir. Three nights from
Monday the first, you say?

B: Yes, that's right,

A: Single or double room, sir?

B: Single, please.

A: OK. Let me check. Yes, we have a
room free. May I have your
name, please?

e = R e

L= ]
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B: It's Gervais. That's G-E-R-V-A-1-S.

A: Sorry, that's G-E-R ...

B: ... V-A-1-S. But the reservation is
in the name of my company,
Cambridge Management
Consulting, That's CMC.

A: OK. I've got that. Can you
confirm your reservation in
writing please, sir?

B: I'm afraid I'm not in my office
today. Can [ fax you tomorrow?

A: Yes, of course. That's fine.

B: Could you tell me your fax number?

A Yes, it's 662-238-1999.

B: OK. Thanks. Goodbye.

A: Goodbye.

g

1 S: Excuse me. Is this Mr Maleta’s

office?

R: Yes it is. Can I help you?

S: Yes, I'm Chris Sutton. I have an
appointment to see Mr Maleta.

R: I'm afraid he’s in another
meeting at the moment, Mr
Sutton. Could you wait a few
minutes?

S: Yes, of course.

2 S: Hello, could I speak to Mario
Maleta, please? It's Chris
Sutton here.

R: Hello, Mr Sutton. I'm sorry,
but Mr Maleta isn't here today.

S: OK, it doesn’t matter. Could
vou ask him to call me back?

R: Yes, certainly. Can | have your

number?
5]
think thank
that three
the this
other there
bath theatre
month thirty

EL)

1 Is that the theatre?

2 It's not this month, it’s the other
month.

3 1 think there are three rooms
with a bath.

ELN

1 A: Do you have the time, please?
B: Yes, it's quarter past three.
A: What time does the meeting
start this afternoon?
B: At half past five. And it
finishes at seven o'clock.

2 C: Oh no! It's time to go. It’s
already twenty past nine.
D: What time’s your train?
C: At ten to ten.

3 E: This is the last call for flight
Number LO 532 to Warsaw,
leaving at fourteen forty-five,
All passengers for the fourteen
forty-five flight to Warsaw,
flight number LO 532, please
go to Gate 25.

6g

A: How far is it from the city centre
to the airport?
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B: Not far. About ten kilometres, [
think.

A: And what’s the best way to get to
the centre?

B: Well, airport taxis are quite
expensive, so [ always take the
airport shuttle bus. It’s cheap and
quick,

A: How long does it take to get there?

B: About twenty-five minutes.

A: And how often does the bus go?
My flight's on a Sunday.

B: I think there are buses every half
an hour at weekends. And they
run all day, from about half past
five in the morning to eleven at

night.

A: OK, I'll take the bus, then. I also
want to go shopping in Warsaw,
if I've got time. When are the
shops and banks open?

B: The banks open at eight or nine
in the morning. Shops are
usually open from eight to six.

A: From eight o'clock. That's good
— I can shop early in the
morning, before my meetings.

B: Yes, but be careful. Some
specialist boutiques open late, at
about eleven in the morning.
And if you're there on Saturday,
most shops close at two.

A: Right, I'll remember that.
Thanks for all your help. I'll send
you a postcard.

1 There are seventy rooms in the
hotel.

2 It’s eighteen kilometres from the

airport.

My plane is at three fifteen.

We have thirty companies in the

group.

It takes fourteen hours by road.

There are ninety people at the

conference.

7 The bus comes every sixteen
minutes.

0]
1 A: Good afternoon. Could | see
your passport, please?
B: Yes, of course.
A: Thank you. Are you here on
business?
B: Yes, [ am.
A: How many days are you here
for?
B: Just three.
A: And how much money do you
have with you?
B: Uhm ... about $500.
A: OK, thank you. Enjoy your
stay.
B: Thank you.

e

oW

2 A: Could you come here, sir?

B: Yes, sure.

A: How much luggage do you have?

B: Just this one bag.

A: Do you have any perfume,
cigarettes, tobacco?

B: No, I have some duty-free
wine. That’s all.

A: How many bottles do you have?

B: Two.

A: Thank you, sir. Could you just
open your suitcase for me?

20

A: Good afternoon, sir.

B: Good afternoon. I'd like a single
room for tonight, please, if you
have one.

A: Have you got a reservation, sir?

B: No, I haven't.

A: Just one moment. Let me check.
Yes, we have a single room.

B: Does it have a shower?

A: Yes, it does, sir. It's got a shower
and a bath.

B: That's fine. I'll take it.

A: Very good, sir. Could I have your
credit card, please?

@

L: Leanne Sands. How can [ help you?

V: Hi, Leanne. This is Vernon.

L: Vernon. Where are you?

V: I'm in your building. | have a
great view of the Empire State
Building. But I can't find your
offices.

L: Are you on the fourteenth floor?

V: No, I'm on the fourth. In

reception they told me to go the

fourth.

No, we're on the fourteenth,

Vernon. Are you near an

elevator?

V: Yes, there's one just next to me.
it's Elevator ... D.

L: Elevator D, OK. So take the
elevator to the fourteenth floor.
When you come out of the
elevator, turn left. You'll see the
Conference Center in front of
vou. Then take the first right.

V: One second. So that's left at the
elevator, then first right.

L: Yeah. Go along the corridor, past
the Conference Center. At the
end of the corridor you come to
a small escalator. Go up the
escalator, and Glick and Warburg
is immediately on the right, just
opposite the Business Center.

V: So that's along the corridor, up
the escalator, and vou're on the
right.

L: Yeah — just opposite the Business
Center. It’s easy to find. There are
signs everywhere.

V: OK, thanks Leanne. I'll be with
you in a moment. Bye.

L: Good luck, Vernon!

7
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B: Hello.

A: Hello. Could I speak to David
Payton, please?

B: Certainly. Who's calling, please?

A: This is Monique Dumont, from
Execo.

B: Hold on one moment, please ...
Hello, I'm afraid David's in a
meeting at the moment. Can [
take a message?

A: Yes, could you ask him to call me
back? It's about his trip to
France.

B: Yes, of course. Could you tell me
your number?

A: Yes, it's 33 — that's the code for
France - then 2-51-25-89-74.

B: 89-74. OK. I'll give him the
message.

A: Thank you for your help.
Goodbyve.

24 |

1 Could I have vour name?

2 Can | leave a message?

3 Hold on a moment.

4 Could you ask Ellen to call me
back?

5 I'm afraid she’s not in the office
at the moment.

25 |
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A: Hello. Is that David?

B: Yes, speaking. Is that Monique?

A: Yes. Hello David. How are you?

B: I'm fine.

A: It's about your trip to France
next week.

B: Yes?

A: Would you like to stay on for the
weekend — as a guest of Execo, of
course?

B: Well, that's very kind of you, but
I'm afraid [ have a flight to
England on Friday evening.

A: Can you change it?

B: Uhm, yes, I'm sure that'’s
possible. I don't have any
meetings at the weekend.

A: Because we'd like to take you to
the Loire valley. What do vou
think?

B: Well, that would be very nice.

A: We can have dinner in a chiteau,
we can go wine-tasting, and ...
would you like to go ballooning?

B: I'm sorry?

A: The best way to go sightseeing in
the Loire is in a hot-air balloon,
David.

B: Well, ves, I'd love to.

A: OK. I'll make all the reservations
and I'll call you back.

B: Yes, but ...

o

A: What would you like, Katrin?

B: I can't decide. What do you
recommend?

A: Well, it's difficult to say. There's a
different menu every day, but it’s
always good. I'll have the green
curry myself. I really like Thai
food. Do you like spicy dishes?

B: No, not really.

A: Then I suggest you try the
lasagne as a main course. [talian
dishes are always very good
here.

B: OK, I'll have that. Ah, just a
second ... there’s paella on the
menu. That's my favourite. Yes,
I'll have the paella.

A: OK, good. And what will you

have to start?

: Well, um, the Japanese and
Mexican dishes look very spicy.
So 1 think I'd like the onion
soup. What about you?

o



A: Well, sushi’s very nice, but that’s
rice again. So I'll have the
guacamole.

B: Great, so are we ready to order?

A: Yes, [ think so. Excuse me, could
we order please?

More coffee, madam?

No, thank you.

Would you like some more

coffee, sir?

No, thanks. Could you bring me

the bill, please?

Certainly, sir.

Please, let me get this.

No, you're my guest! This is on

me.

That's very kind of you. Um,

thank you for inviting me.

: You're very welcome.

: It's an excellent restaurant. Good
food and friendly service.

A: I'm pleased you like it.

C: Here's your bill, sir.

A: Thank you. Do you accept credit

cards?

C: Yes, we do.

A: And could I have a receipt?

C: Yes, of course.

28
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A: Thomas Hart.

B: Hi, Thomas. This is Martin.

A: Martin! Welcome back. How was
your course?

B: Really good. I called yesterday
evening, but there was no
answer, Were you all out?

At Actually, yes. I was in a
restaurant with a client. [ wasn't
home until midnight.

B: Was Angela with you?

A: No she was at a friend’s house, |
think. The children were at the
cinema with friends.

B: Right. Well, are you free now?
Can [ come and see you?

A: Yes, of course.

|29
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1 A: Where were you? [ called but
there was no answer on this
number.

B: I was in Paris from Thursday
to Saturday.
A: Were you?

2 C: There were three of us at the
conference.
D: Was Christian there?
C: Yes, he was.

3 E: How was the conference?
F: It was interesting, but by eight
we were all very tired.
E: I'm sure you were.

30
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Example
A: Did you enjoy the course?
B: Yes, I did. It was really
interesting.
1 A: Did you improve your English?
B: Yes I did — and | improved my
Spanish too!

2 A: Did you attend any Spanish
classes?

B: Yes, I did to start with. |
attended classes for two weeks.
After that | learned Spanish
from my friends.

3 A: Did you do any sport?

B: No, I didn't do any sport, but |
started to learn the tango.

4 A: Really! Did you live on the
university campus?

B; No, I didn't. [ lived in a flat in
the city.

5 A: And did you like the city?

B: Yes, [ did. I really liked the
people.

A: And did you pass all vour exams?

B: Mm, no. I failed my statistics
exam the first time. But I
passed it the second time.

EiN|

A: Excuse me. Are you Yuji
Ishiguro?

B: Yes, that's right. You must be
Paco Reverte. Thanks for
coming.

A: No problem. Is this your first
visit here?

B: Yes it is.

A: What time did you arrive?

B: About midnight. My plane was
late.

A: Oh I'm sorry to hear that. Did
you sleep well?

B: Yes, thanks, I did. What time is
our meeting?

A: At ten. Shall we go? We can have
a coffee in the city centre.

B: That would be nice. Do we get to
the centre by car or on foot?

A: By car. ] parked just outside the
hotel. This way.

132

Do you smoke?

Did you have a good journey?
How's the hotel?

Would you like a coffee?

Here you are.

Thank you for coming.

I'm afraid that a lot of people
are away today.

§ Would you like a quick tour?
9 Is this your first visit?

10 We are very happy with your
company’s work.

o5

A: Hi Piera, this is Charles. How are
you?

B: Fine, thanks.

A: When did you get back from
Washington?

B: I got home on Sunday morning.

A: How was the meeting at
Citibank?

B: Oh, it was very long. We didn’t
finish until six, but it was a good
meeting.

A: Did you go out in the evening?

B: Yes, | went out on Thursday
evening — to the theatre.

A: Where did you stay?

B: I stayed at the Madison.

A: Did you go shopping?

B: Yes, | bought some perfume and
some shoes.

DU e s b

A: What did you do yesterday?

B: Oh, I was at the office. In the
afternoon I wrote my report and
in the evening I answered my
e-mail.

15|

1 PM: Hello, William. Could 1
introduce you to Isaac Cady
from Washington? This is
William Bernstein. He's an
accountant.

WB: Nice to meet you, Isaac.
Do you know Marianna
Tardelliz She’s our Marketing
Director.

MT: How do you do.

IC: How do you do.

(=]

PM: Hello, Carla. Meet Isaac
Cady. This is Carla Dendena.
Carla’s in charge of Human
Resources.

IC: Nice to meet you, Carla. Are
you busy at the moment?

CD: Very.

3 PM: Isaac. I'd like you to meet
Gianni Baresi, our company
lawyer, and Daniel Jones,
our Sales Director, who [
think you met last year.

GB: Nice to meet you.

IC: Nice to see you again,

PM: Oh and this is Erika Chang.
She’s Daniel’s Personal
Assistant.

EC: How do you do.

4 PM: Can [ introduce you to
Frank Jensch? Frank here is
our Head of Research,

IC: A very important job,
Pleased to meet you.

FJ: Pleased to meet you. Come
and see my laboratory if
you have time.

IC: Thank you. I'd like to.

=)

1 Thank you very much. I would
like to talk about the Research
Department. As you know there
are four scientists in the
department plus ten technicians.
Our main activity is software
research. We have a well-
equipped laboratory and four
offices. We are not in the main
building. We work a lot with
computer companies in the USA,
so we spend a lot of our budget
on travel.

['am in charge of the Purchasing
Department. There are five
managers in the team and seven
administrative staff. We are
responsible for all purchases, raw
material, components, and other
supplies. We travel a lot to China,
the Philippines, and Korea. We
have a large open-plan office on
the second floor and two more
offices on the top floor. We use
fax and e-mail a lot.

(]

3 My department is the Human

Resources Department. We are
on the first floor of the main
building. We are responsible for

recruitment and training. As you
know, we spend a lot of our
budget on computer and
language training. There are six
of us in the department, plus the
Director.

4 Hello. I am the Head of the
Communications Department.
It’s very small. There are three of
us in one large open-plan office
on the ground floor. We are in
charge of internal and external
communications and public
relations. Our main projects are
the company newsletter, which
we produce four times a year, and
we are also responsible for the
publication of the annual report.

We work a lot with computer

companies in the USA, so we

spend a lot of our budget on
travel.

2 We are responsible for all
purchases, raw material,
components, and other supplies.

3 There are six of us in the
department, plus the Director.

4 We are in charge of internal and
external communications and
public relations.

A: Which company are you with,
Alicia?

B: I work for Repsol YPF.

A: So you're in the oil business?

B: Yes, that's right. Oil and petrol
are our main products. But the
company also manufactures and
distributes gas, petrochemicals,
and electricity.

A: And what job do you do at Repsol?

B: I work in the training
department. | train new
employees. We're investing a lot
of money in training at the
moment.

A: Is the company expanding very
quickly, then?

B: Yes, it is. Repsol YPF is
developing its activity in Latin
America. And in Spain, we're
building a big technology centre
for all our research and
development work.

A: Really? Where in Latin America

does Repsol operate, then?

Well, mostly in Argentina.

Recently, Repsol bought the

Argentinian company YPF, and

the company has a new South

American headquarters in

Buenos Aires.

A: Sounds exciting. And what are
you working on at the moment?

B: Well, we're organizing
specialized training programmes
because the company’s
introducing a lot of new
technology and computer tools.

A:l see.
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A: So, What company are you with?
B: I work for a company called ATC.
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4: And what does ATC do?

B: We sell perfumes and beauty
products.

A: And where do you work?

B: In our head office, in the centre
of Stockholm.

A: So where are you travelling
today?

B: I'm flying to Brussels.

A: Oh really. My mother comes
from Belgium, so I know the
country well.

B: Really? Uhm, please excuse me. |
have to go. My flight’s at two
o'clock.

[E2) .

Good morning, ladies and
gentlemen. I am here to tell you
how the Internet can help you to do
business in the Asia-Pacific region.
Let’s have a look at this first slide.
Can everybody see? Good.

This table shows the number of
Internet users in different parts of
the world. On the third line, you
have the figures for Asia-Pacific.
Notice that the number of Internet
users is rising rapidly, an increase of
878% — yes, 878 — in the five-year
period. What does that mean for e-
commerce in Asia Pacific? The
column on the right shows the

estimated revenue for e-commerce

in 2002. For Asia-Pacific, the figure (}
is 34.5 billion dollars. Not bad,

when you compare with Western
Europe at 55.5 billion, and Japan at

26 billion.

Let's look at my next slide. This pie
chart compares the number of
Internet users in 1997 and 2001.
These figures are only for Asia-
Pacific. I'd like to draw your
attention to the white and green
segments. Can everybody see?
These show the percentage of
Internet users in the region. In .
1997, only 19% of the population
had an Internet connection. For
2001 the figure is 35%. That's 28%
in the highly-developed countries —
Australia, Hong Kong and so on —
and 7% in the developing countries
like Malaysia and Thailand.

So, as you can see, consumption is
increasing dramatically in all Asia-
Pacific countries. There is a big
market in Asia-Pacific, ladies and
gentlemen, and it's waiting for you.

recruitment ﬁgures Lconn Lo T
diagram compare

percentage regmjz ed i RO
India consufmer

Japan period

column segment
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1 A: Good morning.
B: Good morning, Mrs Turner.
Which floor?
A: The third, please.
B: And how are you?
A: Very well, thank you, Mr
Trenton. And you?

.
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B: Very well too. It’s a beautiful
day, isn't it?

A: Yes, it is. It's nice to see the sun. @z] e
B: Yes, it is — particularly in 8o wiede near]y ready
!EEI?.IarY. And how's your new B: Right. Let’s just check the
A: Jl?' % hank I e programme.
: ill:?\::n: ankyou..: M cnjoying A: Who's the Guest Speaker for the
. - ?
B: I'm pleased to hear that ... B: gle:gg:; IC’;’;':::-
Ah, I think this is my floor. z\.' How do you spell tha!’
A: Goodbye, Mr Trenton. Have B: C-O-R-T-E-S.
B: ‘arnu:e day. A: When is she arrl'\nng?
$165,YOU.190, B: She’s flying in from Boston on

2 C: Hello, Brigitte.

D: Igor, what a surprise! Great to

see you again. How are you? A
C: Not so bad. B
D: And are you still working for

MVC?

C: Yes, for the moment. A

D: And how are things?
C: Well, not very good, I'm

afraid. Business is very, slpw 2 4R

There’s a lot of compe titiog/ * A: What is she talking about?

: T-E-R-N. Trans European Road

these days. o B
D: Sorry to hear that, Igor. These
seem to be difficult times for
everyone. But how’s the A
family?
C: Fine, thanks. Oleg is starting
university this year.
D: Really? Is he eighteen already?
L C: Yes, he is,

D: That's incredible. So, what are A

you doing here at Sema? A: Hello Jaime. This is Tim Railton.

C: Well, I'm looking for a new

job. And I think Sema wants Al
to offer me one, I'm going to A
see the head of IT this Al
morning. Az

D: Are you 7 Well, that's great

news, lgor. I'm really happy to As 5 ‘
A: That’s interesting. Are you going

hear that. 1 ...
C: Ah, I think this is my floor.
D: Well very good luck for today,

Wednesday morning. Miguel is
meeting her at the airport at
midday.

: Where is she staying?
: At the Ramada. She’s leaving on

Thursday. She and her husband
are only staying one night.

: What about Professor Lingwood?

What time is she speakmg on
Thursday?
She's starting at two Lhmv

Networks. It'll be very
interesting.

: What about Professor Denier?
B: He's not coming this year. He'’s

too busy.

(&

Is that Jaime?

Are you going to the conference?
When are you going?

How long are you staying?
Where are you staying?

: I'm staying at the Ramada. Are

you speaking at the conference?
What are you speaking about?

to the cocktail party?

A: What are you doing on Thursday

Igor! evening?
C: Thanks Brigitte! &8)
1] A: Is that Jaime?

A: Danuta, hi. Welcome back. Did . Bt > L ’
(% A: Hello, Jaime. This is Tim Railton.

you have a good trip? ¢ 4
B: Yes, thanks, [ did. It was great. = '
A: So what was New York like? B
B: Very noisy, but it's an ext.mng

A: Yes, everybody says that. W'hat
was your hotel like? . .. A
B: Well, my room was quite il B
but the hotel itselfayas very . .»
clean. And really convenient — A

conference centre. A
A: How was the conference?

B: I loved it. People were really B:

friendly, and | made two or three A

very useful contacts. I'll tell you B: Underground train systems.

A: That's interesting. Are you going

about them later.
A: And what were the presentations

like? B:
B: Well, actually, the talks that I , ¢+ A

went to were a little boriig. Tfell

Speaking.

Are you going to the conference?

: Yes, [ am.
A: When are you going?

city to visit. * B:I'm going on the twenty-sixth of

July.

: How long are you staying?
: Four nights. I'm leaving on

Saturday.

: Where are you staying?
only two minutes’ walk from the B: At the Sheraton.
: 'm staying at the Ramada. Are

you speaking at the conference?
Yes. On Friday morning.
What are you speaking about?

to the cocktail party?

No, I'm not free.

What are you doing on Thursday
evening?

asleep in one of them. B: I'm meeting Thérese Blanc.
A: You didn't! —_
B: Yes, I did. But that was the only A2

negative thing. Generally, it wasa  sixtieth twentieth 4 »

fantastic visit. I'd love to go again. twelfth twenty-first '
A: No! Next time, [ want to go! You eighteenth  thirteenth

can stay here! third fifteenth

lunite ____________ JEC)

1 May is the fifth month of the year.

2 Twelve point five per cent is one
eighth.

3 The last day of April is the
thirtieth.

4 The person who finishes first gets
a gold medal.

5 October to December is the
fourth quarter of the year.

&=l

1 The film Titanic starring

Leonardo di Caprio last night won

ten Oscars, The film is based on

the true story of the ship which

sank on April the fifteenth 1912

A: So, how did you see in the
Millennium? Can you
remember?

B: Of course I can! We were up
in the mountains in
Switzerland drinking
champagne. We had a great
time! What did you do?

3 Here is the news. It is eight
o'clock on June the second 1953.
The first two men to climb
Mount Everest arrived at the
summit vesterday. Edmund
Hilary and Sherpa Tensing sent a
radio message today to confirm
their achievement.

4 Many countries have one

minute’s silence at eleven o'clock

on the eleventh day of the
eleventh month to celebrate the
end of the First World War.

This is the news on WKLG.

Amelia Earhart today became the

first woman to fly the Atlantic

solo. This day, the twenty-first of

May 1932 will become famous in

the history of flight.

6 There is a full moon over Paris. It
is July the twelfth 1998 and
President Chirac hands the World
Cup to Didier Deschamps. France
are World Champions of
Football.
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1 A: HK Oil & Gas. How can | help
you?
B: Could [ speak to Diana Wong,
please?
A: I'm sorry, sir, but the line is
busy. Would you like to hold?
B: Yes, please.
HK Oil ¢~ Gas. Hold the line
please. We're trying to connect
you.
A: HK Oil & Gas. How can |
help?
B: I wanted to speak to Diana
Wong.
A: Her line is busy. Would you
like to hold?
B: No thanks. I'll call later.

(]
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A: HK Oil & Gas. How can I help
you?

B: Could I speak to Diana Wong,
please? .

A Ccf?;hb'. I'll put you through.

(pause)

I’'m sorry, sir, but there is no

reply from her office.



B: Oh, do you have her mobile
number, by any chance?

A: Yes. | think we do. Let me see,
it’s 04345 then 4631,

B: Thanks very much.

L

C: Hello. Sales Department.
Diana Wong's phone.

B: Is that you Diana?

C: Sorry but Diana’s out of the
office today.

B: When are you expecting her
back?

C: Tomorrow. Can | take a
message?

B: Yes, please. Could you tell her
Jordi Marrero rang? I'd like to
see her on Friday. My direct
line is 663—4562.

C: OK. I'll give her the message.
Thanks for calling.

B Thanks for your help. Bye.

C: Bye.

4 B: Hello. Is that Diana Wong?

D: I'm sorry. You've got the
wrong extension. She’s in the
Sales Department.

B: Could you transfer me to her?

D: Yes, of course. Hold the line.
I'll transfer you.

E: Hello.

B: Is that Diana?

E: Speaking.

B: Hi it’s Jordi Marrero ...

| &7

I'm arriving in Hong Kong on
Friday.

Where's he staying?

When's she due back?

You're welcome.

No thanks. I'll call back later.
I'm afraid she’s out this
afternoon.

7 He's in a meeting this morning,
8 He's got a meeting this morning.
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1 This is a message for Ms Diana

Wong. It is May the twenty-sixth

at seven thirty. This is Suntours

Travel. Your ticket for Manila is

ready. We'll put it in the mail for

YOUu tOmorrow.

Mrs Wong. This is Patricia

Lopez. I am calling to cancel our

dinner on the ninth of June. I

have to go to Australia that week.

My apologies.

Hello Diana, this is James Lee.

Could you call me back this

afternoon. It's now three p.m. on

the twenty-seventh of May. My
number is 452-98577. Bye.

4 Hi Diana. This is Jordi Marrero. |
am at the Royal Garden hotel.
Please call me today, Friday May
the twenty-seventh, before nine
p-m. My number is 453-49823.

(]
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1 A: Hello, Erika, this is Natasha.
B: Natasha, what a surprise! I
didn't think you were coming
this vear. How are you?
A: I'm fine. What about you?
When did you get here?

B: Oh, about an hour ago. It
would be great to see you —
can we meet up?

A: Well, let me see, are you free
tomorrow evening?

B: Er, well, I'm going to the
dinner.

A: OK, well are you doing
anything afterwards? We could
meet up then.

B: Yes, that would be nice.

A: What time do you think you'll
be free? -

B: Um, is ten thirty OK?

A: Sounds good. Let's meet at the
restaurant at ten thirty.

B: OK, ten thirty tomorrow,
then. I'll look forward to it. Bye.

C: Hello. Mikael Stefansson
speaking.

A: Hello, Mr Stefansson. My
name is Natasha Hall. [ work
for Roche.

C: Oh yes, Ms Hall. | know your
work. What can [ do for you?

A: I'm working on a project
which might interest you.
Would it be possible to meet ?

C: Certainly. When would be
convenient?

A: Wednesday would suit nié.

C: I'm afraid I'm giving a paper
on Wednesday morning.

A: What about the evenini?]

C: I'm going to the jazz concert
at ten. Could we make it
before dinner?

A: Yes. Is seven all right?

C: That sounds fine. So that's

seven o'clock on Wednesday. 3~

Shall we meet in the lobby?

At That's fine with me. [ look
forward to meeting you.

C: I look forward to meeting you
too. Thank you for calling.

3 D: Hello?

A: Hello. Could I speak to Dr
Jung, please?

D: Speaking.

A: This is Natasha Hall. I don't
know if you remember me —
we met last year.

D: Oh, yes. Of course |
remember, It was in Berlin,
wasn't it? [ can’t believe that
was a year ago! So, how are
things with you?

A: Everything is fine. I was
wondering if you would like to
meet up?

D: That would be nice. Are you
doing anything tomorrow
evening?

A: I'm sorry, I've got something
else on tomorrow. Are you free
this evening?

D: Yes I am. Is nine o'clock OK?

A: That's fine. Downstairs in the
bar at nine. It'll be nice to see
you again.

D: Lovely. See vou then. Thanks
for calling.

A: Hello. Is that Ms Aoki?

E: Speaking.

A: This is Natasha Hall. I'm
calling to confirm our

appointment on Wednesday.

E: Oh, I'm glad you called. I have
a problem on Wednesday. |
have another engagement.
Could we cancel our meeting?
Could we meet at another
time?

A: Of course. When would be
convenient for you?

E: I'm free on Thursday at
lunchtime.

A: Could we have lunch
together?

E: That would be nice. Shall we
meet in the restaurant at
twelve thirty?

A: That's fine. So that’s Thursday
the sixth at twelve thirty. |
look forward to meeting you.

E: Thank you for calling. Bye.

A: Bye.

EX]

A: Hello Mr Stefansson. This is
Natasha Hall again.

C: Hello, Ms Hall. What can [ do
foryou? .

A: We have an dppointment
tomorrow at seven. Would it be
possible to change it?

C: Yes, I think so. What time would
suit you?

A: Could we bring it forward a
couple of hours?

C: Five o'clock? I'm afraid I'm busy.

A: Could we pbstpone it to Friday?

C: I'm going on the tour of New
Orleans in the morning. Are you
doing anything in the afternoon?

A: I'm afraid I'm leaving for

/Washington at three. How about

© Manother day? Are you free on

Thursday?

C: On Thursday morning, yes.

A: I am free before nine. How about
breakfast?

C: That would be fine. Eight o’clock
in the coffee shop?

A: Fine. So that's eight o'clock on
the sixth, then.
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The car’s quicker than the bus.

2 The train’s more tiring than the
car.

3 The bus is slower than the train.

4 The train's more dangerous than

the car.

The country isn’t as stressful as

the town.

7]

I Here in Japan, we live in very
small apartments. The average
living area is just thirty-one
square metres per person. And
it's particularly expensive to live
in Tokyo. The average rent here is
higher than in New York and
Paris.

2 As vou know, the USA is a very
big country. Space is very
important for us. The average
American has a living area of
fifty-nine square metres. And
prices are not always high, even

in big cities. Renting an
apartment in New York, for
example, is cheaper than in
Tokyo or Paris.

3 TI've lived in Tokyo and New
York, but now [ live in Paris.
Flats in Paris are more expensive
than in New York, but cheaper
than in Tokyo. And we have
more space than in Japan. In
France our average living area is
thirty-seven square metres per
person.

R:3

Travelling by train is less tiring

than driving.

2 Renting a flat is cheaper than
buying.

3 [ think the most important thing
in life is money.

4 Learning English is difficult, but
it's easier than learning Japanese.

5 The biggest problem in the world
today is pollution.

6 Life is more stressful than fifty
years ago.

7 The best holiday is one where

you do nothing for two weeks.
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A: So what is ‘Veggie Vision?

B: It's a computerized scanner
system for supermarkets. It’s
used to identify fruit and
vegetables and to give the price.

A: Ah! [s it used by customers or by
cashiers?

B: By cashiers at the checkout. So
when a customer is buying some
apples or some tomatoes, the
cashier uses the Veggie Vision
scanner to identify the items.

A: So, the main advantage here is

speed, | suppose.

: Yes, absolutely. Veggie Vision can
identify fruit and vegetables
faster than the cashier.

A: And how is it different from the
supermarket scanners we see
today?

B: It’s an intelligent system. It learns
all the time, just like you or me.

)

A: So how does Veggie Vision work
exactly?

B: Well, let’s take this melon. First
of all the product is scanned by
the cashier. A photo of the
product is taken, and then
information about the melon’s
size, shape, and colour is
recorded.

A: What happens then?

B: Next, the product details are
compared with the database.
That's the database of all the fruit
and vegetables in the
supermarket.

A: OK. I'm with you.

B: After this, Veggie Vision selects
the correct item on the database.
Then the cashier is shown a
picture of the melon with the
price.

A: And finally, the cashier confirms
the choice.

=
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B: Yes, she pushes this button.

A: Mm. Does Veggie Vision make
mistakes sometimes?

B: No, but sometimes it finds it
difficult to identify the item. This
can happen when two types of
fruit or vegetable are very similar
in shape and size. Like a
grapefruit and an orange, for
example.

A: What happens in that case?

B: Veggie Vision shows the cashier
the two different fruits, and she
chooses the right one, This is
how it ‘learns’ Next time it
identifies the correct fruit
immediately.

£

1 It's rectangular.
It's made of plastic.
It’s eight centimetres long and
five centimetres in width.
It's about one millimetre thick.
It weighs about five grams.
It's multicoloured.
It's used for calling people.
(beep)
It's a phone card.
2 It’s round.
It's made of metal.
It's about seventy centimetres in
diameter.
It's about eight kilograms in
weight.
It’s often white. }

5 bl
Maybe you have one on the roof

of your house.

It’s used for receiving TV
programmes.

(beep)

It's a satellite dish.

3 It's more or less rectangular.

It's made of plastic.

It's about ten centimetres in

length and seven centimetres
wide.

It weighs about one hundred grams.

It's usually grey.

It has a little round ball inside.

It's used for working on a
computer.

(beep)

It's a mouse.

()

At Let's discuss the promotional
gift. As you know, the marketing
department have suggested three
different products: the
pedometer, the calorie counter,
and the Relax Max CD. Anna,
would you like to start?

B: Yes, | think the calorie counter is
the best. It's cheap, and there’s
lots of interesting information in
it. It also doesn't weigh much, so
it's a good product to put in the
cereal packet.

A: What do you think, Ned?

C: I don't agree with Anna. [ don’t
like the calorie counter. I think
it’s a product that only interests
women. Men want to be healthy,
but they don’t want to count
calories.

A: Mm, yes, I think you're right,
Ned. So which product do you
prefer?
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C: Well, in my view, the pedometer
is the best. It’s very original as a
promotional gift, and it’s very
useful for men — and women —
who go running.

B: Sorry, Ned, but [ disagree. [ think
cost is a problem here. It's
original, that's true. But if a lot of
people want it, it will be very
expensive for us. Don't you
agree, Carmen?

A: Yes, | do. And [ don’t think 1t
gives the right image. This cereal
1sn't only for people who do
sport, it’s for people who want a
healthy diet.

B: Yes, | agree.

C: OK. I see you both disagree with
me. So, how about the Relax Max
CD? It's not very expensive.

B: And it interests both men and
women.

A: Yes, I think so too. And it's not
just a sports product.

C: Yes, You can imagine people
eating our breakfast cereal, then
sitting down to listen to the CD.

B: And doing their relaxation
exercises!

A: Good. So do we all agree?

B: C: Yes.

N e R |
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““ In March 1997 Robert Ayling, the

Chairman of British Airways,
decided to create a low-cost airline.
He asked Barbara Cassani to run it.
Six months later she presented her
business plan to the board of BA,
who agreed to invest $25,000,000 in
the project. In November 1997, she
announced the start of a new
airline, but it still had no name. In
December, she chose Stansted
Airport in South East England as
the base for the new airline, and the
following month she chose the
name ‘Go The first passengers took
off in May 1998, and by 1999, Go
had thirteen aircraft in the air.

A: Well, first of all, where was she
born?

B: In the US - in 1960, I think.

A: What about her studies?

B: She got her first degree at a
college in Massachusetts, and her
Masters at Princeton.

A: What about her husband? He's
British, isn't he?

B: Yes he is. She met him at
Princeton.

A: OK. Now, what was her first job?

B: I believe she worked for a US
senator when she was still a
student, So that was in 1981. But
her first real job was in 1984
when she was a consultant with
Coopers and Lybrand - you
know, the Management
Consultants.

A: So when did she move to England?

B: She was transferred here by
Coopers and Lybrand in 1986,
and then joined British Airways
the following year.

A:In 87,

B: Mm, that's right. She worked in
Sales and Marketing for five
years and then had her first baby
in 1992,

A: And then?

B: The following year she was
offered the job of General
Manager in New York.

A: And from there she moved to
Go, right?

B: That’s right. In a way she was
Go's first employee. She was
appointed CEO in 1997.
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1 She was transferred here by
Coopers and Lybrand in 1986.

2 She was offered the job of
General Manager in New York.

3 She was appointed CEQO in 1997.

In 1977 Michael Jordan earned

$78,300,000.

In 1899 a bottle of Coca Cola

cost 5 cents.

3 In 1867 Russia sold Alaska to the
USA for $7,000,000.

4 The first American millionaire
was Cornelius Vanderbilt who
left $100,000,000 when he died
in 1877.

5 In 1995 the company secretary of
Glaxo wrote a cheque for
£2,474,655,000.

6 In 1986 Dr Ronald Dante earned

$3,080,000 for a 2-day lecture

course.

—
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1 The Starbird Group received
good news this morning. The
company, which owns over a
hundred hotels in Great Britain,
has agreed to sell 30% of its
shares to Italian entrepreneur
Luigi Vieri. The shares were
valued at £70 million. Shares in
the group rose on the London
Stock Exchange. They closed at
£3.50.

The Swedish furniture company

IKEA has a new way of paying its

employees their annual bonus.

The money from all of today’s

sales will be shared between the

staff.

3 The Bank of England today
announced an increase of a
quarter of one per cent in its
base rate. Banks immediately
announced increases in interest
rates. Shares fell as a result of this
news.

4 It was announced today that AGF,
France's second largest insurance
company, will be taken over by
Allianz to create a large pan-
European insurance company.
The headquarters of the new
group will be in Germany.

&
Good morning everybody. I'd like
to look at brands this morning and
as an example I have chosen
McDonald’s. McDonald’s is famous

(=]

all over the world. It serves forty
million customers every day. A new
McDonald’s opens somewhere in
the world every five hours. The
restaurants look the same, the
menus are the same and the clients
get the same service. A McDonald's
customer is always served in no
more than ninety seconds.

It all started in 1955 when a man
called Ray Kroc opened his first
restaurant in Illinois. He bought the
name from two brothers called
McDonald. To increase sales he
started advertising on TV in 1963
and a clown called Ronald
McDonald appeared in the first ads.
The clown was friendly and helpful
and gave good advice to children.
To raise more money for expansion,
the company was floated on Wall
Street in 1965. Incidentally 100
shares cost $2,250. They are now
worth $2.5 million.

In 1967 Kroc opened his first
restaurants outside the US in
Canada and Puerto Rico and in
1968 his most famous product, the
Big Mac™ was launched. By the end
of the seventies they were ready for
a new idea. The ‘Happy Meal’ a
special menu for children, was
introduced in 1979.

Five years later, the founder Ray
Kroc died at the age of 82. At the
start of the nineties McDonald’s
opened in Beijing and Moscow. In
1995, Burghy, the Italian fast food
chain, was acquired and within one
month turnover increased by 50%.
In 1996, Belarus became the
hundredth country to have a
McDonald's, and three years later,
the twenty five thousandth
McDonald’s was opened in
Chicago.

[

A: Hello Rosalind. Any mail this
morning?

B: Good morning, Tony. Yes, there
is — a letter from our head office
in Germany. Astrid Kohnen is
coming to England next month.

A: What? To see us?

B: Well, she's coming for a sales
conference in London, but she
also wants to visit us here in
Manchester. She would like to
meet the key staff in the
Manchester office, and one or
two of our British clients.

A: When's she arriving?

B: On the fourth of March. And
she’s staying all week until the
eleventh.

A: But that's in two or three weeks.
That doesn’t give us much time.
Um, how long is she staying with
us?

B: Just a day. The afternoon of the
Wednesday, then Thursday
morning.

A: Is she spending the night here in
Manchester?



B: I don't know. All [ know is that
she's arriving here at about one
in the afternoon.
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A: Rosalind, can [ ask you to
organize Frau Kohnen's visit?

B: Yes, of course. I'll phone Katyva
Muster in Germany first of all.
I'll see if we need to reserve a
hotel room. And I'll ask her
about Frau Kohnen's travel
arrangements.

A: Yes, and can you offer to meet

her at the station or airport?

Yes, sure.

: Great. And we also need to know
what time she’s leaving on
Thursday.

B: OK, I'll check that. Then I'll
reserve a room for her at the
Palace Hotel, if necessary.

A: Good. And what about the visit
schedule? Can you ask Joseph to
do that?

B: Yes, he’s good at organizing these
things. I'll ask him to prepare a
provisional schedule for the end
of this week.

A: Thanks Rosalind. We'll talk
about this again on Friday.

> o
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1 I'll give her a call.

2 She’s arriving on the five fifty
train.

3 They aren't coming to see us next
week.

4 We'll see you at two p.m. on
Thursday.

5 You're staying at the Palace Hotel

6 He's not meeting her on the first

day.

When's he giving an answer?

W

A: So what about the hotel rooms?
Can you book them or shall I?

B: Can you do that ? You're good at

negotiating prices.

: Sure. How about the guest

speakers? Shall [ invite them?

B: No, I'll do that. [ have all their
addresses.

A: Great. And can you ask them to
send a summary of their talk?

B: Yes, of course.

-
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A: How about this watch, the
DBCV501?

B: I like it. But I'm not sure about
the market. Who'll buy it?
Business people, I suppose.

A: Yes, particularly business people
who travel a lot. It has some
great features, like the world time
indicator, and the memo
function.

B: Any particular type of business
person?

A: Well, I think you'll have more
success with men in the twenty
to thirty-five age group. The
product has a younger high-tech
image. Older men won't be
interested.

B: OK, so that’s business men under
forty. How about sales outlets?
Will supermarkets buy it?

A: No, they won't. It's too
specialized.

B: But I'm sure we'll have customers
in airport shopping centres.

A: Yes, absolutely.

B: And by mail order?

A: Yes, [ think you'll probably have
your best sales by mail order.

B: What about advertising, then?

A: [ would say the specialist press.
You'll get a lot of sales if you
advertise in business magazines,
for example.

B: And if we want to sell by mail
order, it'll be necessary to do
some direct mailing.

A: Yes, of course. We have some
very useful customer lists on
computer. We can send them to
you.

B: That would be great. So when do
I have to make a decision?

A: Very quickly, I'm afraid. My
client wants a distributor as soon
as possible. If you don't decide
now, you won't have another
chance later.

B: Give me a week.

A: Fine.
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I haven’t got any children.
She’s not thirty, but forty.

I won't sell many in Europe.
Who'll work in the head office?
We buy all our products from
one supplier.

I'd like this model.

Would you like coffee or tea?
They're not very expensive.

=

A: Customer Service. Stephanie
Rowe speaking.

B: Hello. This is Steve Meehan of
TPS.

At Sorry, [ didn't catch your name.

B: Steve Meehan. That’s M-double
E-H-A-N. From TPS.

A: Mr Meehan. Sorry, I didn't
recognize your voice. What can |
do for vou?

B: I'm calling about my order for
the calculators, the model RK
529.

A: Yes, we sent them two days ago, [
think. Did you receive them?

B: Yes, they arrived yesterday
evening. But there were no
instruction manuals in the
boxes.

A: No instruction manuals. That's
very strange. I'm very sorry
about that.

B: Can you look into the problem?

A: Yes, of course. Can you give me
the order number?

B: Yes, it's 4189 / JG.

A: 4189/ ]G. And it was twenty
calculators, model RK 529.

B: That’s right.

A: OK, Mr Meehan. I'll look into it,
and I'll call you back in ten to
fifteen minutes.

A: Thanks. Speak to you soon.

L S
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A: Hello, is that Mr Meechan?

B: Yes, speaking.

A: This is Stephanie Rowe again.
I'm calling about your
instruction manuals. I'm sorry,
but we found them here in our
factory.

B: So you have them. Can you send
them today?

A: Yes, of course. Shall I send them
by express mail?

B: Yes, please, if you could.

A: OK, I'll do that. And | do
apologize once again for the
mistake.

B: That's OK. Goodbye.

T EL s
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A: Our next caller is Astrid Heiner,
who has a translation agency in
Essen in Germany. Her letter is
on page thirty-five of this week's
magazine. Hello, Frau Heiner.

B: Hello, Dr Biz.

A: Now, just to remind everybody,
vour problem is that you don’t
have enough work all year
round, but vou don’t have much
money for advertising.

B: Yes, that's right.

A: Well, first, I think you should use
vour present customers more.
Ask them to tell other companies
about the good work you do.

B: Well, we ask our clients to do
that now, but I don't think they
have the time, or they forget. So |
don’t think that's the answer.

A: Then how about advertising your
agency on the Internet? It's not
so expensive, and maybe it’s a
good way to find new business in
other parts of Germany.

B: Well, I'm not sure about that.
Some translator friends of ours
have an Internet website, and
they say the response isn't so
good. I think we really need to
offer other services to our
present customers.

A: OK. Why don't you offer
language training in their
companies? Lessons, | mean.

B: No, that's out of the question. As
vou know we work from home,
and we live about eighty
kilometres from Essen. Most of
our customers are in Essen, and
it’s just too far.

At Yes, | can understand that. You
only offer translation in three
languages, is that right?

B: Yes.

A: That's not very many. I'd advise
vou to offer more unusual
languages, like Chinese or
Japanese, for example.

B: Ah, ves, that's a possibility. But
we can't afford to employ any
more people.

A: No, but many translators work
for themselves. It's not always
necessary to employ them. What
about looking for specialist
translators on the Internet? I'm

sure many of them advertise
their services on the Net, like
your friends.

B: Yes, that's a good idea. Mm. A
very good idea. [ think U'll try
that.

A: Well let us know what happens,
Frau Heiner. Good luck, and
goodbye.

B: Goodbye, and thank you.

A: OK. Can we have our next caller?

1 I wear a suit and tie.

I work for a large company
with branches in nearly every
town in Britain.

The public visit us every day.

Customers come inside, or use
the machines outside our
premises.

If they want to borrow money
they make an appointment to
see us.

I am in charge of about seventy
people.

I use a computer for my work.

2 [ wear shorts for my job.
[ travel to different places.
Each job lasts about two hours.
The public watch me doing my

job.

People often shout at me.
I am in charge of thirty men.
I use a whistle for my work.

A: So, Roger, you are a bank
manager and a rugby referee.

B: That’s right. In fact I am deputy
manager of two branches of
Lloyds TSB.

A: How do you organize your time?

B: I have to do twenty hours per
week for the bank and then the
rest of the time is free, so I can
referee or train most afternoons.

A: Do you work long days?

B: Well, I have to be in the office by
eight most days, but I don’t have
to work after lunch or at
weekends.

A: And which is more difficult,
managing a bank, or refereeing ?

B: They're both great jobs. In both
you have to be polite, friendly,
and firm.

A: But you can't be too friendly, 1
suppose.

B: No, that’s true, but you must be
fair. I suppose players have to do
what [ say but customers can
decide for themselves.

A: These regulations are not all that
clear to me. Could you explain
them to me?

B: Sure, Dino. The first one means
that you have to answer the
phone immediately. Three rings
maximum. This gives the caller a
good impression.

A: OK. That’s clear. What about the
next one?

B: ‘Sound interested?’ Well, this
means you must never sound
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bored or angry, even if the caller
is difficult.

A: 1 see. And 1 have to introduce
myself to every caller.

B: Yes. At the start of every call you
have to give your name. So you
say ‘Good Morning. Gregorio.
Sophie speaking. Or ‘Dino
speaking' in your case.

A: And I have to call the customer
by name too?

B: Yes, that's right. It's more
personal, and more polite.

A: Mm, and this last one. What do
we have to promise, exactly?

B: At Gregorio we aren't allowed to
end a call without promising to
do something. So you say ‘I'll
send you the catalogue today, for
example. Or ‘T'll see what I can
do, and I'll call you back!

A: see.
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A: Good Morning, Laporta. How
can | help you?

B: Hello. My name is Stephanie
Strahl. I'm calling from Geneva. |
understand you distribute
furniture made by a Swedish
company called Literatura.

A: In fact it's a Spanish company.
But we are the distributors.

B: Oh, OK. Could you send me a
brochure, please?

A: Yes, of course. Could 1 have your
name again, please?

B: Strahl. Stephanie. Strahl is S-T-R-
A-H-L.

A: OK. I've got that. And the name
of the company?

B: STRAHL and SIRONI. That's 5-
I-R-O-N-1.

A: One moment, please. R-O-N-1.
OK, I've got that. Could I have a
phone number?

B: 022-787 ...

A: ... 022-787. Go on.

B: 0540.

A: 0540. Right, And, can [ have your
address, please?

B: Mm. 13, Avenue de Frontenex,
CH 1207, Geneva.

A: Sorry, I didn't catch that,

B: 13, Avenue de = D-E - Frontenex
- F-R-O-N-T-E-N-E-X.

A: Geneva.

B: That's right. And the postcode is
CH 1207.

A: Fine. I'll put the brochure in the
post today.

B: Thank you very much. Goodbye.

=]

C: Would it be possible to send me
a brochure?

D: Yes, of course. Let me take your
details.

C: Ready?

D: Yes. Go ahead.

C: My name'’s Daniel Aubert.

D: Sorry. [ didn't catch your last
name.

C: Aubert.

D: Daniel Albert.

C: No, it's Aubert — A-U-B-E-R-T.

D: OK. I've got that. Go on.

C: And my phone number’s 00 41
2278 ...
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D: Sorry, that's 00 41 22 ...

C: ... 78 24 60 54. Have you got
that?

D: Yes, I think so. Can I read that
back to you? 00 41 22 78 24 60
94.

C: 54.

D: Sorry, 54.

C: That’s right.
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A: Good morning. Laporta.

B: Mr Laporta? This is Stephanie
Strahl. Thank you very much for
vour quote for the Literatura
furniture. I'd like to place an
order, but | find it a bit
expensive. Is that your best price?

A: For two items, yes, I'm afraid it is.

B: Aha. What about three items?
Could you perhaps offer me a
discount on a desk, a filing
cabinet and a chair to go with
the desk?

A: I think I could give vou 15%.

B: So. 15% off £1000 makes £300.

A: No, that's not quite right.
Actually, I said 15% not 20% —
So I make that £850.

B: Oh, yes, sorry. You're right. 15%
off each item. And the chair?

A: I have a very nice one in stock at
£150, Leather and chrome.

B: OK, that sounds good. What
about the transport? Is there any
chance of a discount on that?

A: I'm afraid I can’t reduce that
because it's another company
which does the delivery.

B: Ah, and the delivery time of
eight weeks?

A: Well, we have everything in
stock, so if you order today 1 can
get everything to you within
thirty days.

B: Oh, excellent. Payment thirty
days after delivery?

A: Oh, [ think thirty days after the
order would be better.

B: Mm. Fine. I'll send an e-mail to
confirm.

A: Thank you, Ms, Strahl. I look
forward to receiving your
confirmation,

Unit 11
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A: Where do you send people? All
over the world?

B: No, not exactly. Most of our
contacts are in Europe,
particularly southern Europe.
But we're also now developing an
activity in South-east Asia,
particularly in Japan, Thailand,
and China.

At And do you specialize in
particular types of jobs?

B: No, we don’t. You see, we always
work with big companies, who
need new staff in many different
areas. So we recruit computer
technicians, teachers,
construction workers, project
managers, engineers. We've even
recruited a personal bodyguard
for the President of a European
company.

A: That's quite a range. Now, tell me
about the work vou do.

B: Well, like all the consultants in
my firm, I specialize in one
particular country. I'm working
in Thailand at the moment, one
of our new markets. | go there
regularly, visit companies, and
listen to their needs. | spend at
least three days in each company
- that's an important point.

A: Why's that?

B: Because we provide a very
personalized service. We have to
know the company well, and the
person who's going to work
there. We don't want to recruit
someone for Thailand who then
leaves after two weeks because
he's not happy.
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A: ] can see you enjoy your job.

B: Yes, very much. I really enjoy
learning about new cultures,
when 1 visit companies abroad. |
also really like interviewing
people for jobs, particularly
younger people.

A: Why's that?

B: Because younger people are
generally very interested in the
country, not only the job, and
that’s very important.

: Mm.What about the travelling?

Well, I love visiting new

countries, but I don’t really like

taking the plane.

A: You don't like flying. Isn't that
rather difficult for someone who
works in Thailand?

B: Yes, a little.

A: Is there anything else you don't
like?

B: Yes, I hate telling people we can’t
help them. Sometimes we say no
because we feel a person doesn't
have the right personal qualities
to work in a certain country.

A: What qualities do you think are
necessary for someone working
abroad?

B: I think there are three. First, they
have to be adaptable, ready to
change their working habits and
their living habits. Secondly, they
have to be sensitive people. That
means they have to respect the
culture of the country they are
in. Finally, it's better if they are
outgoing. Outgoing people will
make friends easily, and learn the
local language more quickly.
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A: Hey, Luis Antonio!

B: Bill Pitt. I don't believe it! Bill,
how are you?

A: Just fine. You're looking good,
Luis.

B: You too, Bill. It's been a long
time.

A: Yes, it has. When did we finish in
LA?

B: In 1988. You went to Washington
and I went back to Rio.

A: That's right.

B: So what are you doing now, Bill?

A: Well, I'm a Project Director with

Sun Microsystems in Silicon
Valley.

B: Sun Microsystems. That's great!
How long have you worked
there?

A: Since 97.

B: And where do you live?

At In San Francisco. We moved
there in 1994.

B: And | guess you are married
now.

A: Yes, with three beautiful
children. Two sons and a
daughter.

B: So where did you meet your
wife?

A: Well, Luis, do you remember a
girl on our MBA course in Los
Angeles? Her name was Melissa
Norton. She always had the best
grades.

B: Melissa Norton. Of course I
remember.

A: Well, we got married in [991.

B: Well, congratulations, Bill.

A: Thanks. What about you? Do
you have a family now?

B: Well, it’s a long story. Do you
have time for a drink before your
flight?

@

A: Can we talk about staffing levels
now? Our objective was to
reduce our staff by ten per cent.
How are we doing for the
moment?

B: Well, the number of new
employees has fallen dramatically
this year. Last year we took on
sixty people, but this year we've
only taken on sixteen. We
stopped all new recruitment six
months ago.

A: Mm, what about the number of
transfers?

B: Transfers have gone up too. This
year we've transferred thirteen
people to other divisions of the
company. Last year it was only
four. But the number of
resignations is down. Last year
five people left the company, but
this year only two have resigned.

B: Have we managed to persuade
more people to take early
retirement?

A: Yes, that's been a success. Twenty
employees have taken early
retirement this year; that's
fourteen more than last vear.

B: But we've had some
redundancies.

A: Yes, unfortunately. But it could
be worse. We've made six people
redundant this year. I hope there
won't be any more.

B: Well, let’s add up the figures and
see.

el

Let's start with men’s view of male
bosses. You will notice that the
number of men who prefer to have
a male boss has gone down since
1982. But let's look at the figures in
detail. Between 1982 and 1993, the
number fell by 7% to reach 33%.
What is interesting is that since



1993, the number has risen again by

2%. How does this compare with
men’s opinions of female bosses? In
1982, only 9% of men preferred a
woman boss. In 1993, the number
rose by 7% to 16%, but in the last
few years it has decreased by 4%,
back to 12%. As you can see, in
recent years, there has been some
kind of reaction against the idea of
female bosses. The best news is
perhaps that we now have a small

majority of men — that's 52% — who

have no preference. The numbers
have increased by 6% since 1982.

T5a
[——]

A: Sergio. Thank you for agreeing
to this interview. How old are
vou?

B: Um, I'm fifty-one.

A: And what is your profession?

B: I'm an accountant.

A: Are you married?

B: Yes, I am.

A: Does your wife work?

B: Yes, luckily. She's a teacher.

A: Could you tell me about your
last job? Who did you work for?

B: Um, I worked for a chemical
company near Milan.

A: How long did you work there?

B: Um, for fourteen years.

A: How did you lose your job?

B: The company was taken over by
a Swedish firm and [ was made
redundant.

A: So, how long have you been
unemployed?

B: Um, for about six months.

E

A: S0, Sergio. It must be difficult
being unemployed at your age.

B: Of course. Many people don't
want to employ someone over
fifty.

A: So how do vou spend your days?

B: I get the newspaper every day
and look at the job
advertisements. When I see
something interesting I apply.

A: Any luck so far?

B: Yes, [ was offered something last
month, but the job was not very
interesting.

A: Do you meet other unemployed
people?

B: Not really. Um, | prefer to stay at
home and work on my PC.I'm
also studying psychology.

A: That's an interesting idea. What

else do you do?

: I have lunch with my former
colleagues about once a month.
They often hear about jobs and
so on. They often have useful
information.

A: Have you registered with a

recruitment agency?

=)

B: No, I haven't. I think they already
have too many people on their
books.

A: So how much time do you spend
looking for a job?

B: Oh, about ten, fifteen hours per
week. The rest of the time | do
the housework and other things.

A: Are you optimistic?

B: Yes, But I really don't want to
leave Milan.

A: I see. Thank you.

2

unemployed interview
accountant redundant
manufactured  psychological
company responsible
recruitment information
optimistic secretary
pharmaceutical fortunate
psychology confident
=

1 She was made redundant by a
pharmaceutical company.

2 I'm confident about the
interview.

3 Who's responsible for
recruitment?

4 I'm the company accountant’s
secretary.

5 This information makes me
more optimistic.

g

1 A: So, what is your job exactly?

B: [ write market reports about
the chemical industry.

A: How do vou do that?

B: 1 1alk to people in the industry.
[ read articles and obviously 1
follow the markets.

A: What sort of equipment do
you use?

B: Well, there are some good
Internet sites which give a lot
of information. In fact
sometimes there is too much
information. And | also use
teletext on my TV. My doctor
says | spend too much time in
front of a screen, but I don't
really have a choice.

A: Where do you work?

B: I work at home near Oxford.
When [ lived in France I had
an office in Paris, but I moved
to England two years ago, and
found I could do the job from
home. I have a very small
office with my fax, my phone,
and my PC. In fact, it’s not
really big enough for me and
all my equipment, but [
manage somehow.

A: And do you work normal
office hours?

B: Yes. I start at about nine and
work until three thirty. This
gives me enough time to go
and pick up the children.

A: S0 no business lunches?

B: No, unfortunately. It's usually
a quick sandwich in the
kitchen, then back upstairs. It
was nice before to have lunch
with contacts or colleagues,
but now I waste less time. Now,
I only speak to colleagues on
the phone. Sometimes it's too
quiet in my office.

A: So do you prefer the
traditional way of working?

B: It depends. I feel I work more
efficiently at home because in
an office there are too many
distractions, but I do miss the
contact with colleagues.

B: Thank you.

2 A:You are a market analyst [

believe.

C: That's right. I work in Brussels
and I analyse the petroleum
market.

A: What sort of office do you
have?

C: It's a very modern open-plan
office. It has work-stations for
about twenty people in one
large area.

A: Surely that’s too many people?

C: Not really. In the morning
there are usually about fifteen
people, but after lunch there
are fewer. When you arrive
vou take a space that is free. If
you don't arrive early enough,
you don't get the best places -
next to the window!

A: Isn't it very noisy?

C: Not really. And anyway it is
good to hear other
conversations. It helps you to
know what's happening on
different markets and with
different customers.

A: What about lunch?

C: We usually take customers and
contacts to lunch. It’s a good
way of getting information.
When I have enough data |
write my reports.

A: What sort of equipment do
you have?

C: Computer screens with direct
online data from the markets.
Everyone has a lap-top and a
phone. That way they can
work anywhere.

A: So what are your normal hours?

C: I start really early at about
seven, and I finish at about
seven p.m. And then [ go fora
drink with my colleagues. I get
home at about nine, which my
wife thinks is too late!

]
1 A: That was very nice. I'll get the
bill.
B: No, this is on me. You can pay
next time.

(] e R e
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A: Oh, that's very kind of you.
It's been a very pleasant
evening.

B: I enjoyed it too.

2 C: See you tomorrow!

D: Yes. Have a nice evening.

3 E: OK. I've really enjoyed

studying with you.

F: Me too. See you next year,
maybe.

E: I hope so. Anyway, have a safe
journey back.

F: You too. Bye.

E: Bve.

4 G: Thank you very much for

coming,. It was very interesting,
H: Thank you for giving me the

time. Shall I call you next week?
G: No, that’s OK. Just send the

price list. I'll get back to you.

5 I: So, is that your best offer?

J: I'm sorry, I can’t go any lower.

I: In that case, we accept your
terms.

J: Thank you. I'll write to confirm
everything.

6 K: So that brings me to the end

of what I have to say. Now,
does anybody have any
questions?

Thanks for coming.
Goodnight. See you tomorrow.
1 hope to see you next week.
Thanks for everything.

Have a safe journey.

See you on Monday.

It's been a lovely evening.

This is on me.

E

: Thanks for coming.

Thanks for the invitation.

: Goodnight. See you
Lomorrow.

: Yes. Sleep well.
I hope to see you next week.
1 hope so too.

: Thanks for everything,.

: It was a pleasure.
Have a safe journey!
Thanks.

: See you on Monday.

: Yes. Have a nice weekend.

O% >
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7 M:It’s been a lovely evening,

N: Thank you. It was nice to see
you again.

8 O: This is on me.

P: That's very kind of you.

Tapescript 171



Glossary

(abbrev) abbreviation (adv) adverb (Brit) British English
(adj)  adjective (Am) American English (n)  noun
an accountant (n) pers 4.3 the end of the flight, you collect your

/a'kauntant/ a person who keeps
or checks the financial records of
a business. Also an accounts
department (n)

to acquire (vb) 8.3 /2 kwaia(r)/ to
buy another company, e.g.
Vodafone acquired Mannesmann in
2000. Also an acquisition

advertising (n) 1.2 /edva taizin/
information used to sell a
product or service. Also to
advertise (vb) an advertisement /
advert / ad (n)

to afford (vb) 8.2 /2'f2:d/ to be able
to do something because you
have enough money, e.g. I can’t
afford to go on holiday this year.

age group (1) 9.2 /'e1ds gru:p/
people of the same age, e.g. the
18-25 age group

an agenda (n) 7.3 /a'dsenda/ a list
of points to be discussed at a
meeting

to agree (vb) 7.3 /2'gri:/to have the
same opinion, e.g. I agree with
you. Do you agree? I don’t agree.

an analyst (n) 11.1 /@nalist/ a
person who examines something
in detail to learn something about
it, e.g. a systems / market analyst

to apologize (1) 6.3 /a'poladzaiz/ to
say sorry. Also an apology (n)
e.g. to make an apology

an application (n) 12.2 / ®pli'’kerfn/
a computer program, e.g. @ word-
processing application

to apply for (vb) 11.1 /a'plar fa:(r)/
to ask formally in writing, e.g. to
apply for a job. Also an
application (n) an applicant (n)

TS

to appoint (vb) 8.1 /a pamnt/ to
choose a person for a job. Also
an appointment (n), e.g.
Congratulations on your new
appointment.

an appointment (1) 2.1
/a'pamtmant/ a meeting at an
agreed time and place, e.g. I have
an appointment with my bank
manager.

an arrangement (n) 6.1
/a'remdsmant/ an agreed plan.
Also to arrange (vh), e.g. We
arranged to meet at 6 p.m.

to attend (vb) 4.1 /a'tend/ to be
present at, e.g. to attend a
meeting / conference, etc.

attractions (n pl) 2.2 /a'trek[nz/
the places of interest in a city,
region or country, e.g. tourist
attractions

baggage (n) [U] 2.3 /'bagids/
suitcases, travel bags, etc., e.g. At
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suitcase from the baggage claim.

to be based (vb) 1.3 /'beist/ where
an organization (or person) has
its main office, e.g. The company
is based in Geneva.

a bill (n) 3.3 /bil/ (in a restaurant,
hotel, etc.) the piece of paper
which shows the price to pay

to board (vb) 2.3 /ba:d/ to geton a
plane. Also a boarding card (1)

to book (vb) 4.1 /buk/ to reserve a
flight, hotel, etc. Also booked
(adj), e.g. This hotel is fully booked.

to borrow (vb) 8.2 /'borau/ to take
something for a short time and
give it back later, e.g. Can I borrow
your pen for a minute?

a branch (n) 9.2 /bra:ntf/ an office,
shop etc. which is part of a larger
organization, e.g. We have
branches in 30 cities.

abrand (n) 8.3 /bre&nd/ a commercial
name used by a company for itself
or its products, e.g. Nescafé is a
famous brand of coffee.

a break (n) 10.2 /breik/ a pause or
interruption in an activity, e.g.
We have a 15-minute coffee break
every morning.

to bring forward (vb) 6.3 / briy
‘fa:wad/ to change a meeting, etc.
to an earlier time or date

a brochure (1) 10.3 /'bravfair)y a
document of several pages with
illustrations, used to advertise a
company’s products or services

to build (vb) 5.1 /bild/ to construct
a house, factory, etc. Also a
building (n)

a business centre (1) 2.1 /'biznis
;senta(r)/ a special room, often in a
hotel, equipped with fax machines,
computers, telephones, etc.

busy (adj) 4.2 /'bizi/ not free (for a
person or telephone line)

to cancel (vb) 6.3 /'kansl/ to
decide that something you have
arranged will not happen, e.g. We
have to cancel the meeting. Also a
cancellation (1)

a candidate () pers 11.1 /'keendidav/
a person who applies for a job

a career (1) 10.2 /ka ria(r)/ the
development and progress of
your professional life

to carry out (vb) 7.2 / keert'aut/ to
do (a job or task), e.g. We carried
out a market study.

cash (n) [U] 9.2 /k[/ money in
notes and coins, e.g. Payment in
cash only. No cheques or credit cards.

a cashier (n) pers 7.2 /ka'[1a(r)/ the
person who receives your payment
in a shop or supermarket

(npl) plural noun

(n) pers noun to describe a person

a cashpoint (1) 2.2 /'kaefpomnt/ an
automatic machine, usually
outside a bank, for giving or
receiving money

catering (n) [U] 9.1 /'kentarm/ the
business of serving food, e.g.
McDaonald's is a catering business.

a central unit (1) 12.2/ sentral
ju:nit/ the main part of a
computer which processes
information

charge (n) 4.3 /tffa:ds/ responsibility
for, e.g. He's in charge of the
Personnel Department.

to check (vb) 3.1 /fek/ to look at
something to see if it is correct,
e.g. I'll check the reservation
details on the computer.

to check in (vb) 2.1 /ffek 'm/ to
arrive and register at a hotel,
airport, etc. Also to check out
(vb), e.g. You pay your hotel bill
when you check out.

a checkout (n) 7.2 /'dekavt the
place in a shop or supermarket
where you pay

a competitor (n) 1.2 /kam petita(r)/
another company which sells the
same products or services as you.
Also to compete (vb) competitive
(adj) a competition (1)

to complain (vh) 9.3 /kam plemn/ to
say you are not happy with
something. Also a complaint (n),
e.g. to make a complaint

a component (n) 1.3 /kam paunant
a basic part or element of a
machine

to computerize (vh) 12.1
/kam pjuiteraiz/ to make a
process automatic with the help
of computers

a conference (n) 2.1 /'konfarans/ a
special meeting where a lot of
people discuss their work or
interests, e.g. an annual sales
conference

to confirm (vb) 2.1 /kan'fa:m/ to
say again that you agree with a
date, meeting, reservation, etc.
Also confirmation (n).e.g. o
letter of confirmation

consumption (n) [U] 5.2
kan'samp(n/ the quantity of
products used, e.g. Consumption
of wine is decreasing in France.
Also 2 consumer () pers
to consume (vb)

a contract (n) 5.3 /'kontraekt a
written legal agreement between
two people or companies, e.g. g
work / sales contract

convenient {adj) 6.3 /kan viniant
easy or suitable, e.g. Is Thursday
convenient for a meeting?

(n) [U] uncountable noun
(vh) verb

to co-ordinate (vb) 11.2
/kau's:dmert to manage all the
different parts of a task and the
people doing them

acost (n) 5.2 /kost/ the amount of
money you pay for something,
e.g. the cost of living. Also to cost
{vb), e.g. The ticket costs £35.

a course (n) 4.3 /ka:s/ a series of
lessons, e.g. @ management
training course

a covering letter (1) 11.1 / kavarip
leta(r)/ a letter, usually
handwritten, that you send with
your CV when you apply for a job

to create (vb) 8.3 /kri'ent/ to make
something new, e.g. He created
the company in 1988. Also
creative (adj), e.g. A writer has to
be creative.

a credit note (1) 9.3 /'krednit naut/
a document you send to a
customer when they have paid
too much, as an alternative to
paying the money back

a currency (n) 9.2 /'karansi/ the
money of a country, e.g. The
dollar is the currency of the USA.

a customer (n) pers 1.2
['kastama(r)/ a person or
company who buys your
products or services, e.g. @
customer service department

customs (n) [U] 2.3 /'kastamz/ the
place in an airport, port, etc.
where your luggage is sometimes
checked, e.g. He's a customs
officer at JFK Airport.

CV (abbrev) 11.2 / si: vii/ a
curriculum vitae - a document
with information about your
education and work experience,
used when applying for a job

2 database (1) 7.2 /'dent2 beis/ an
organized list of information
(names, addresses, etc.) on a
computer

to deal with (vb) 10.2 /'di:l wid/ to
do what is necessary to resolve a
problem, complaint, etc.

to decrease (vb) 5.2 /drkn:s/ to go
down, e.g. Our turover decreased
from 3m to 2m laost year. Also a
decrease (1) / dikri:s

a degree (n) 11.1 /di'gri:/ an
official diploma from a
university or similar institute,
e.g.an MBA / a Law degree

to deliver (vb) 1.3 /di'liva(r)/ to
take or send goods to a
particular place, e.g. We will
deliver the new machine on 13th
August. Also a delivery (n)

a department (n) 4.3 /di' pa:tmant/
a part of a company which has a



particular function, e.g. the sales /
personnel department

2 department store (1) 2.3
/di'pa:tmant sta:(r)/ a big shop
which sells many different kinds
of goods

departure (n) [U] 2.3 /di pa:tfa(r)/
the action or time of leaving, e.g.
Our departure time will be 2.30
p.m. Also a departure gate /
lounge (in an airport) (n)

to design (vb) 1.1 /di'zam/ to draw
plans for something, e.g. An
architect designs new houses. Also
a designer () pers

a dessert (n) 3.3 /diza:t/ a sweet
dish or course in a meal, usually
served last

to develop (vb) 5.1 /dr'velap/ to
change something to make it
better or larger, e.g. We are
developing faster and more
efficient machines. Also
development ()

direct mailing (n) [U] 9.2 / darekt
‘metlin/ a form of advertising
where you send information by
post to specific people or
companies

to disagree (vb) 7.3 / disa'gri/ to
have a different opinion, e.g. [
disagree with you.

a discount (n) 10.1 /'diskaunt/ an
amount of money taken off the
normal price, e.g. We can give you
a discount of 20%.

to discover (vb) 8.1 /di'skava(r)/ to
find something new, often by
accident, e.g. Columbus discovered
America.

a dish (n) 3.3 /dif/ a particular
kind of food, prepared in a
certain way, e.g. Paella is a
Spanish dish.

to dismiss (vb) 11.3 /dis'mis/ to
tell someone they can no longer
keep their job, e.g. The company
dismissed him for bad results.

to dispatch (vb) 9.3 /di'sp=tf/ to
send something to a destination

a distributor (1) pers 9.2
/dr'stribjata(r)/ a person or
company who transports or sells
the goods (usually of another
company) Also to distribute (vh)
distribution (n)

a dividend (n) 8.2 /'dividend/ a
part of a company's profits paid
to shareholders, usually once or
twice a year

a division (n) 4.3 /dr vizn/ a part
of a company that is responsible
for a certain product, service or
area, e.g. the telecommunications /
Asia Pacific division

due (adj) 6.2 /dju:/ expected (ata
particular time), e.g. He's due
back in the office at 2 pm. The
train is due at 11.37.

early (adj) 7.1 /'3:1i/ before the
agreed time, e.g. There was no
traffic on the road, so he arrived
15 minutes early.

to earn (vb) 8.2 /3:n/ to receive
money for work or in payment
for a loan, e.g. to earn a salary /
interest

an elevator (n) 3.1 / eliventa(r)/
{Am) an apparatus in a building
that carries you from one floor
to another ( Brit = lift)

an employee (1) pers 1.2 /im 'ploni:/
a person who works for a
company. Also to employ (vb) an
employer (n) pers

engaged (adj) 9.1 /in'geidsd/ busy,
not free (on the telephone), e.g.
I'm afraid the line’s engaged.

to enjoy (vh) 3.2 /in dgai/ to take
pleasure in something, e.g. I
enjoy playing tennis at weekends.

to enter (1) (vb) 5.1 /'enta(r)/ to
start selling products (in a
market), e.g. We want to enter the
South American market. (2) (vb) to
put information on a computer,
e.g. to enter text / data

an estimate (n) 9.2 /'estimat/ a
calculation of cost,
measurement, etc. Also to
estimate (vb) /'estimert/

an executive (n) 4.3 /ig zekjativ/ a
person in a management
position in a company, e.g. a
senior executive

to expand (vb)1.3 /1k 'spend/ to get
bigger, e.g. Our market in Eastern
Europe is expanding. Also
expansion (n)

to expect (vb) 6.2 /1k 'spekt/ to
believe / think that something
will happen, e.g. We expect him to
be back by 3.00.

experience (n) [U] 11.1
/1k'sprarians/ knowledge and
skills obtained by practice of an
activity, e.g. He has a lot of
experience of sales.

express (adj) 9.3 /1k 'spres/
delivered quickly, e.g. We sent the
letter by express mail.

an extension (n) 6.2 /ik'sten[n/ a
telephone number in a person’s
office, e.g. Can I have extension
243, please?

facilities (n pl) 2.1 /fa'silitiz/
buildings, equipment, etc. for a
particular function, e.g. hotel /
conference / sports facilities

a factory (n) 1.2 /'fektor/ a
building with machines where
goods are made

to fail (vb) 4.1 /fe1l/ to be
unsuccessful, not to obtain what
was wanted, e.g. to fail an exam /
test

to fall (vb) 5.2 /f2:/ to go down,
e.g. Sales fell from 3m to 2 m last
vear. Also a fall (n)

a figure (1) 5.2 /'figa(r)/ a number
in a table, graph, etc., e.g. sales /
production figures

a filing cabinet (n) 10.3 /'failin
kabmat/ a piece of furniture
with drawers used for keeping
documents organized

a fitness room (n) 2.1 /'fitnas
ru:m/ a small gymnasium,
usually in a hotel, with
equipment for taking exercise

flexible (adj) 10.2 /'fleksibl/ (of
schedules, etc.) can be changed
easily, e.g. flexible working hours

a flight (n) 2.2 /flait/ a journey by
plane. Also to fly (vb)

a floor (n) 3.1 /fla:(r)/ a level in a
building, e.g. My office is on the
ground / first floor.

fluent (adj) 11.2 /'flu:ant/ able to
speak easily and without
hesitation, e.g. a fluent English
speaker

to forecast (vh) 9.2 /' fa:ka:st/ to
predict, usually based on
experience or scientific study.
Also a forecast (n)

a founder (n) pers 1.1 /'fausnda(r)/
the person who creates a
company or organization. Also to
found (vh)

friendly (adj) 5.3 /'frendli/
pleasant, ready to help, e.g. The
staff in the hotel are very friendly.

the general public (n) [U] 9.2
/ dsenral 'pablik/ ordinary
people who are not members of
a special group, e.g. We sell to the
general public.

to get back (vb) 4.2 /get'bak/to
return (to your starting point) , e.g.
I got back to my house at 11 p.m.

to graduate (vb) 8.1 /'greedsu en/
to finish your studies at
university, e.g. He graduated from
Harvard in 1988. Also a graduate
(n) pers /'gredsuat/

a graph (n) 5.2 /gra:f/ a diagram
showing the relationship
between two changing
quantities, e.g. This graph shows
our sales month by month last year.

a guest (1) (n) pers 3.3 /gest/
someone you have invited to
your house for a meal, etc.

(2) (n) persa person staying in a
hotel

to hang up (vb) 10.2 /hen'ap/ to
put the phone down at the end
of a call

the head office (n) 1.2 / hed ofis/
the main office of a company.
Also headquarters (n)

hire (vb) 9.1 /'haia/ to pay money
for something or someone for a
short time, e.g. to hire a car /
temporary staff

a hoarding (n) 9.2 /'ho:din/ (Brit) a
large board, usually in the street,
used for displaying
advertisements ( Am = billboard)

illegible (adj) 9.3 /i'ledsabl/ (of a
letter or document) impossible
to read

to improve (vb) 4.1 /im'pru:v/ to
get better or make something
better, e.g. He wants to improve his
English. Also an improvement (n)

an income (1) 8.2 /'inkam/ the
money you earn from all sources

(not just salary), e.g. annual
income / income tax

to increase (vh) 5.2 /m'kri:s/ to go
up, e.g. Inflation increased from
1% to 1.5% last year. Also an
increase (n) /'mkri:s/

an interview (n) 1.1 /'mtavju:/ a
meeting where someone has to
answer questions, e.g. a job /
radio interview. Also to interview
(vb) an interviewer (n) pers

to introduce (1) (vb) 1.1
/ ntra'dju:s/ (when people meet,
etc.) to tell each person the
name of the others, e.g. Can I
introduce you to my boss? (2)
(vb) to bring something into use
for the first time, e.g. We
introduced this product on the
market last year. Also an
introduction (n)

to invent (vh) 8.3 /in'vent/ to plan
or make something new, e.g. Akio
Morita invented the Sony Walkman.

to invest (vb) 8.2 /in'vest/ to spend
money in order to make a profit,
e.g. to invest in the stock market /
new machines for the factory. Also
an investment (n) an investor (n)
pers

to invite (vb) 3.2 /in'vait/ to ask
someone to come somewhere or
to do something, e.g. She invited
me for dinner. Also an invitation
(n)

an invoice (n) 9.2 /'mvais/ a bill,
usually between two companies,
showing the goods sold and the
price to be paid

IT (abbrev) 9.3 /a1 'ti:/ information
technology - relating to
computers, e.g. He's the IT
Manager, he's responsible for the IT
department.

an item (1) 9.3 /'artom/ one in a
list of things, e.g. an item on an
order form / invoice / agenda

to join (vb) 8.1 /dgoin/ to start
working (for a company), e.g.
She joined Compaq in 1995.

a journey (n) 3.1 /'ds3:ni/ the act of
going from one place to another,
e.g. The journey took three hours
by car.

a keyboard (n) 12.2 /'ki:ba:d/ the
part of the computer you use to
type words and numbers

to land (vb) 2.3 /l&nd/ (of a plane)
to arrive at your destination

late (adj/ adv) 7.1 [lent/ after the
expected or usual time, e.g. They
arrived late, so they missed the
meeting.

to launch (vb) 7.3 /la:ntf/ to start
selling (a new product or
service). Also a launch (n), e.g.
the launch of a new product

a lawyer (n) pers 4.3 ['lagja(r)/
someone whose job is to help
people with legal problems

a lease (n) 10.1 /li:s/ a written
agreement to rent land or
property (factory, house, etc.)
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to lend (vb) 8.2 /lend/ to give for a
short time, e.g. Can you lend me
£5, and I'll give it back to you next
week?

a lift (1) (n) 2.1 /bft/ an apparatus
in a building that carries you
from one floor to another (Am =
elevator) (2) (n) transport of a
person in another person’s car,
e.g. I'll give you a lift to the airport.

to be located (v&) 1.3 /lav 'keiud/
where a building or company is,
e.g. Our factory is located near
London. Also a location (n)

to look for (vb) 5.1 /'luk fa:(r)/ to
try to find, e.g. He's looking for a
new job.

to look into (vb) 9.3 / luk'inta/ to
investigate or make a study of
something, e.g. I'l look into the
problem.

luggage (n) [U] 2.3 /'lagids/
suitcases, travel bags, etc.

mail order (n) [U] 9.2 / meil
“s:da(r)/ the buying of goods
(often from a catalogue) which
are delivered by post

a main course(n) 3.3 /memn ka:s/
the principal part of a meal,
usually with meat or fish

to manage (1) (vb) 6.3 /'menids/
to be free (for a meeting or
appointment), e.g. I can’t manage
Monday. (2) (vb) to be in charge
of a company, department, etc.

the Managing Director (1) pers4.3
/ menidsim dai'rekta(r)/ a top
manager in a company, just
under the Chairman or President

(Am = CEO [Chief Executive
Officer])

amanual (n) 9.3 /'manjual/ a book
that tells you how something
works, e.g. an instruction manual

to manufacture (vb) 1.3
/ menju'fakya(r)/ to make
something in large quantities
using machines, e.g. We
manufacture cars. Also a
manufacturer (n) pers

amarket (n) 1.2 /'ma:kit/ a
geographical area, or section of
the population, where you can
sell products, e.g. We operate in
the Asian / export / under-25s
market.

a market share (n) 1.3 / ma:knt
'[ea(r)/ a percentage of the total
sales of a product obtained by
one company, e.g. We have a 20%
share of the PC market in Europe.

marketing (n) [U] 1.1 /'ma:kmn/
the theory and practice of selling
(in large quantities)

a meal (n) 3.2 /mi:l/ food that you
eat at a certain time of day, e.g.
Breakfast, lunch and dinner are
meals.

a meeting (n) 2.1 /'mi:un/ an
occasion when two or more
people come together to discuss
something, Also to meet (vb)

amenu (n) 3.3 /'menju:/ a list of
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things to eat in a restaurant,
hotel, etc.

a mouse (n) 12.2 /maus/ part of
the computer you use to select
an operation without using the
keyboard

to move (vb)10.1 /mu:v/ to change
your house, business address, etc.,
e.g. The company moved to Seattle
in 1979.

aneed (n) 11.3 /ni:d/ what a
company / person wants, e.g. You
have to listen to meet the needs of
your customers. Also to need (vh),
e.g. We need some more photocopy
paper.

to notice (vh) 5.2 /'navtis/ to see
or observe, e.g. I noticed that his
car wasn't in the car park.

open-plan (adj) 4.3 / aupan plan/
(of an office building) having no
walls between individual offices

to operate (vb) 5.1 / pparent/ to do
business, e.g. ICL operates in three
different markets.

to order (vb) 3.3 /'2:dair)/ to make
a request for goods, e.g. to order
a meal in a restaurant / something
from a company. Also an order (1)

an outlet (n) 1.3 /'autlat/ a place
where goods can be sold, e.g. a
sales / distribution outlet

to overcharge (vb) 9.3 / suva ta:ds/
to ask a price which is too high,
e.g. They overcharged me for the
wine.

an overhead projector (n) 9.1
/ auvahed pra'dsekia(r)/ an
apparatus for projecting images,
text, etc. on the wall at
presentations (abbrev = OHP)

to owe (vb) 8.2 /au/to beina
situation where you have to pay
(back) money to someone, e.g.
We owe our suppliers $3,000.

to own (vb) 5.1 /aun/ to have
something which is yours, e.g. Do
you own your house, or do you rent
it? Also an owner (1) pers

to park (vh) 2.3 /pa:k/ to put or
leave your car, lorry, etc.
somewhere for a time.

a parent company (n) 1.3 /'pearant
Jkampani/ the head company in
a group

to participate (vb) 11.2
/pa:'usipert/ to play a part or role
in something, e.g. He participated
in the meeting.

to pass (vb) 4.1 /pa:s/ to be
successful, e.g. to pass an exam /
test

a Personal Assistant (n) pers 4.3
/,pa:sanl a'sistant/ the secretary
of a manager in a company.
(abbrev = PA)

pessimistic (adj) 9.2 / pesi mustik/
believing that the worst possible
thing will happen, e.g. She's
pessimistic about the future of the
company.

to pick up (1) (vb) 10.2 /pik 'ap/ to
take hold of and lift something,

e.g. to pick up the phone when it
rings. (2) (vb) 12.2 to collect a
person from a place in your car,
e.g. I picked up my wife at the
station.

a pie chart (n) 5.2 /'pa1 tfa:t/ a
circle divided into sections
showing the percentage of
different activities, figures, etc.

a pioneer (n) pers 8.1 / paa'mia(r)/
the first person (or company) to
begin a new area of study, invent
a new product, etc., e.g. Alexander
Graham Bell was the pioneer of the
telephone.

to place (vh) 9.3 /plers/ to make
(an order for something), e.g. I'd
like to place an order for 300
machine parts.

a plan (n) 1.3 /plen/ an idea or
arrangement for the future. Also
to plan (vb)

to postpone (vb) 6.3 /pa'spaun/ to
change to a later date, e.g. He
postponed the meeting from the
13th to the 15th.

PR (abbrev) 4.3 /pi: 'a:(r)/ public
relations — official
communication between a
company and the media / public,
in order to present the best image

to predict (vh) 9.2 /pri'dikt/ to say
what you think will happen in
the future. Also 2 prediction (n)

premises (n pl) 10.1 /'premisiz/ the
land and buildings occupied by a
company

to present (vb) 1.1 /prizent/ to
show or talk about something in
an organized way, e.g. They
presented their new sales strategy
at the sales conference. Also a
presentation (n)

the President (n) pers 1.3
/'prezidant/ (Am) the highest
position in a company, above the
CEO (Brit = Chairman)

to print (vb) 9.1 /print/ to make a
COpY on paper, e.g. He wrote the
letter on the computer, then
printed it. Also a (laser / inkjet)
printer (n) a printer (n) pers

to produce (vb) 1.1 /pra'djus/ to
make something (to sell later),
e.g. We produce shirts for the
European market. Also a product
(1) production (n) [U] producer
(n) pers

a project (n) 4.3 /'prodsekt/ a plan,
e.g. They have a new construction
project in Argentina.

punctuality (n) [U] 10.2
/ panktfu'®lsti/ being on time,
e.g. Punctuality is important at
work. Also punctual (ad))

purchasing (1) 4.3 / pa:tfisin/ the
act of buying goods; the
department in a company which
does this. Also to purchase (vb)

to put through (vb ) 6.2 /put fru:/
(on the telephone) to connect
someone to another person in
the same company

e.g. I'll put you through to the sales
department.

a qualification (n ) 11.]

/ kwolift'keifn/ a certificate,
diploma, etc. that you receive as
a result of successfully
completing a course or passing
an exam. Also qualified (ad)),
e.g. to be well gualified

quality (1) (n) 4.3 / kwolati/ how
good something is, e.g. The
quality of our service is improving
all the time. (2) (n) 11.1
something that is special about a
person or thing, e.g. His personal
qualities include patience and
adaptability.

a quotation (1) 10.3 /kwau teifn/
an estimate of cost for a product
or service. Also a quote (n) to
quote (vb)

arange (n) 1.3 /reinds/ a group of
products sold by one company,
e.g. our new product range

a rate (n) 5.2 /rent/ the level of
something, or how fast
something happens, e.g. bank
interest rates, the rate of inflation

a raw material (n) 4.3 / r>: ma taral/
the basic products you need to
make or manufacture something,
e.g. Rubber is a raw material for
tyres.

a receipt (n) 3.3 /ri'si:t/ a paper
you receive to confirm that you
have paid for something

to recommend (vb) 3.3 / reka mend/
to suggest or give advice, e.g. (an
you recommend a good restaurant?

to record (vb) 7.2 /mka:d/ to
make a note of something, e.g.
He recorded the details on the
computer. Also a record ()
/'reka:d/, e.g. to keep a record of
all transactions

recruitment (n) [U] 4.3
/rr kru:tmant/ the process of
finding new employees. Also to
recruit (vb)

to reduce (vb) 10.1 /ri'dju:s/ to
make smaller in size or number,
e.g. We have reduced our workforce
from 30 to 25 people. Also a
reduction (n)

redundant (adj) 11.3 /n’'dandant/
no longer having a job because
there is no more work available,
e.g. The company made him
redundant. Also a redundancy (n),
e.g. a redundancy payment

a regulation (n) 10.2 / regju leifn/
a rule to be followed (for a
company or organization)

to remember (vb) 6.3 /n'memba(r)/
to keep something in your mind;
not forget

to remind (vb) 9.1 /ri' mamd/ to tell
somebody not to forget
something. Also a reminder (1),
e.g. He received o reminder to pay
the last month’s bill.

the rent (1) 7.1 /rent/ the money
paid to use something. Also to



rent ( vb) an office, car, etc.

areply (#n) 6.2 /ri'plat/ a written or
spoken answer, e.g. There’s no
reply. (on the phone) Thank you
for your guick reply. (in a letter)
Also to reply (vb)

3 report (n1) 4.2 /i pa:t/ a written
or spoken statement about an
event, meeting, etc.

a representative (1) pers 4.3
/ reprizentatrv/ a person who
promotes an organization or sells
its products, e.g. a sales
representative (abbrev = rep)

a request (n) 2.1 /r kwest/
something you ask for, e.g. @
request for information

Also to request (vb)

research (n) [U] 4.3 /nsa:tf/ a
careful and detailed study of
something, e.g. the research and
development department (abbrev =
R & D ). Also to research (vb)

to reserve (vb) 2.1 /ri'zs:v/ to ask
(and pay for) a hotel room, travel
ticket, etc. Also a reservation (n),
e.g. to make a reservation

to resign (vb) 8.1 /ri'zan/ to leave
orgiveupajobora
responsibilty, e.g. He resigned
from the company. Also a
resignation (n)

to resolve (vb) 7.2 /ri zolv/ to find
a solution to a problem

responsible (adj) 4.3 /ri sponsibl/
in charge of something, e.g. She’s
responsible for sales. Also a
responsibility (n) [U] e.g. to
have responsibility for something

retired (adj) 9.2 /r1'ta1ad/ no longer
working because you are old.
Also to retire (vb) retirement (n),
e.g. to take early retirement

return (n) 8.1 act of going and
coming back, e.g. a return ticket /
Journey. Also to return (vb)

to rise (vb) 5.2 /raiz/ to go up, e.g.
Our market share rose from 5% to
7% last year. Also a rise (n)

to run (vb) 8.2 /ran/ to manage (a
company)

safe (adj) 7.1 /seif/ not dangerous,
e.g. Have a safe journey. Also
safety (n) (U]

a salary (n) 11.1 /'selari/ the
money vou earn from vour job
sales (n pl) 1.2 /'seilz/ the number
of products sold by a company, or

the total value of products sold,
e.g. We have sales of £3 million.

to save (1) (vb) 8.2 /serv/ to keep
money (e.g. in a bank) to buy
something later, e.g. I'm saving
money for my next holiday. (2)
(vb) to find ways not to spend
money, e.g. We save money by
travelling Economy Class on fiights.

a scanner (n) 7.2 /'sk&na(r)/ a

machine which photographs
images, text, etc. to be copied on
a computer

a schedule (n) 2.2 / fedju:l/ a plan
of work, a visit, etc., with times
and dates

self-employed (adj) 12.1 / self
mm 'plord/ working for vourself
(not for a company or
organization)

to serve (1) (vb) 3.3 /'s3:v/ to put
on the table, e.g. This dish is
served with bread. (2) (vb) to help
customers in a shop. Also service
(n) [U], e.g. good / bad service

a server (n) 9.3 /'sa:va(r)/ the
central unit of a computer
system which links the different
PC’s in an organization

a share (n) 5.1 /fea(r)/ part of the
capital of a company, e.g. to buy
shares in a company. Also a
shareholder () pers

a shopping centre (1) 9.2 / fopm
;senta(r)/ a group of shops in the
same building or area

a short list (n) 11.1 / [a:thst/ a list
of candidates for a job selected
from a longer list. Also to
shortlist (vb), e.g. to shortlist
candidates

sightseeing (1) [U] 2.3 /'sait sian/
visiting places of interest, e.g. to
go sightseeing in Venice

single (1) (ady) 2.1 / simal/ for one
person, e.g. a single room. (2)
(adj) not married, e.g. a young,
single woman. (3) (n) a one-way
ticket for a journey, e.g. Can I
have a single to Boston, please?

a skill (n) 12.1 /skil/ knowledge or
ability in something, e.g.
computer language skills

a slide (n) 5.2 /slaid/ a film you
put in a projector to show an
image on a wall or screen

software (n) [U] 4.3 /'softwea(r)/
programmes you use in a
computer

to sort (vb) 11.1 /so:t/ to put
things in groups

to spend (1) (vb) 6.3 /spend/ to
pay money for something, e.g.
We spent $0.5 m on advertising.
(2) (vh) to give time to an
activity [U] etc., e.g. I spent the
weekend at my holiday home.

a sponsor (n) 1.2 /'sponsa(r)/ a
company which gives money in
return for advertising a product.
Also to sponsor (vb)

a spreadsheet (1) 12.2 /' spred]i:t/
a computer program which
organizes and calculates
numbers, such as accounts

stable (adj) 5.2 /'steibl/ at the
same level, e.g. Sales remained
stable at 3 million.

a stake (n) 8.2 /steik/ a percentage
of the capital of a company, e.g.
They have a 20% stake in YPF.

a starter (1) 3.3 /'sta:ta(r)/ the first
dish or course of a meal

stationery (n) [U] 4.3 /'steifanri/
paper, pens, and other things for
writing

to stay (vb) 4.2 /ster/ to remain or
continue in the same place, e.g.
to stay in a hotel

a stock (n) 10.3 /stok/ finished
goods that you are keeping to
sell, e.g. We keep a large stock.

a stock market (1) 8.2 /'stok
ma:kit/ the place where company
shares are bought and sold (Brit
= stock exchange)

a strike (n) 9.1 /straik/ a time
when people refuse to work,
because they aren't happy with
their working conditions, e.g. to
go / be on strike. Also to strike
(vb)

a subsidiary (n) 1.3 /sab'sidiari/ a
company that is owned by
another company

successful (adj) 8.1 /sak sesfl/
having good results, e.g. a
successful product / company /
person. Also a success (n), e.g.
The project was a great success.

to suggest (vh) 3.3 /sa dsest/ to say
what you think can or should be
done, e.g. He suggested going to
the new Indian restaurant. Also a
suggestion (n), e.g. to make a
suggestion

asuit (1) (n) 10.2 /su:t/ a jacket
with trousers (or a skirt) of the
same colour and material. (2)
(vb) 6.3 to be convenient, e.g.
Does Thursday suit you for the
meeting?

a supplier (n) 1.2 /sa'plaia(r)/ a
company which sells goods to
another. Also to supply (vb)

a table (1) 5.2 /'teibl/ an organized
list of information

to take off (vb) 2.3 / teik 'of/ (of a
plane) to leave the ground. Also
take-off (1) /'teikof/, e.g. Take-off
is at 11.30.

to take on (vb) 11.3 /teik 'on/ to
accept responsibility for
something, e.g. to take on a new
project

a takeover (n) 4.3 ['tertkauva(r)/
the buying of one company by
another. Also to take over (vh)

/ teik ‘avva(r)/

terms (n pl) 12.3 /tazmz/
conditions (of payment, of a
contract, etc.)

a timetable (n) 2.2 /'taimteibl/ a
list of times for trains, planes, etc.

a tour (n) 4.1 /toar/, /to:(r)/ a visit
- usually guided - to a company,

town, etc., e.g. to go on a tour of
New York

training (n) (U] 4.3 /'tremin/
learning / teaching of new skills
at work, e.g. a training manager /
course. Also to train (vb)

to transfer (vh) 6.2 /trans'f3:(r)/
(on the phone) to connect the
caller to another number

a translator (n) pers 10.1
[/trans'lenta(r)/ a person who
gives the meaning of words in
another language, spoken or
written. Also to translate (vb) a
translation (n)

a transporter (n) 9.3 /traens'pa:ta(r)/
a company which takes goods by
road, air, or boat from one place
to another

atrend (n) 5.2 /trend/ a general
direction or tendency, e.g. The
trend in prices is upward.

atrip (n) 1.2 /trip/ a journey from
one place to another, usually
including the return, e.g. How
was your business trip to Paris?

a turnover (n) 1.3 /"ta:navva(r)/
the total sales of a company, e.g.
Our annual turnover is $70 million.

unemployed (adj) 12.1 /anim'plord/
not having a job, e.g. He's
unemployed. Also unemployment
(n) [U]

a union (n) 9.2 /'ju:nian/ short for
trade union — organization
which represents the interests of
employees

to update (vb) 7.2 /ap'dert/ to add
the most recent information, e.g.
We have updated our address list
with this year's new customers.

a view (n) 7.3 /vju:/ an opinion
about something, e.g. What's your
view on this? In my view, it’s ...

waste (n) (U] 9.2 /weist/ things
that you throw away because
they are not useful, e.g. toxic /
nuclear / industrial waste

wide (1) (adj) 7.3 /ward/
measurement from side to side,
e.g. The road is about 4 m wide.
(2) (adj) big, e.g. a wide range of
products

word processing (n) [U] 12.2
[ wad ‘prausesi/ the writing of
text on a computer, e.g. a word-
processing program

a workshop (n) 1.1 /'wa:kfop/ a
place where you make things,
usually by hand

a work-station (n) 10.2
['wak steifn/ a desk with a
computer in a company office

worth (adj) 8.2 /wa:0/ to have a
value of, e.g. This painting is
worth £2m.
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