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Communication GÍammaÍ
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Welcome

1 List€n to |o€ and cláiíe me€ting at
the offl(es of ZY.

claite |]a||o' 'n c la iÍ €  l ! ' laÍt in '
,oe |] '  'm ]oo K €nt.  Nice to meet you'
ClajÍe Nic'r to rneet you'

|oe We|.omc to ZY systeíns'
c la iÍe Thanks'

PÍactise the conversalion in páiÍs. Change Íoles.

2 t isten and f i l l  in the gáps.

nice hi I m thanks welcome

l.n l|ol la.1 / i ,  an FieLd.

Sal ly '1 .  l ln Sal ly Winters.
|an r to me € t  you' sa||y'  4

lo NL'w York.

Sal ly 5

Introdu.t|ons Atohab€tÁ-z

'Q !a 3 Pno uNc|ÁÍ|on say the alPhab €t.
|'isten and r€peat.

ABCDTFGHIJKIM

NOPORSTUVWXYI

Work with a partn€r. stud€nt A says a l€ttéÍ
stud€nt B points to it. Take |t in turns.

which lettors hav€ th€ sam€ sounds? Fill in
the chart.

A B

L

t l

t l

I Q

Y t./

4 Listen. Put the companles In the
oídeí vou heaí them. wr|te l-10 |n the box€s.

!a á}TDK

@
@

D

c

l

I l  )

L]

@
@ crc

. IFK Cargo

d vocabulaÍy practice .-' Page 94, Exercise 1.
n 1\nor I nlllAuto



E"

4 List€n again. Píactisé saying the
(ompany name5.

Think of mor€ (ompani€s that use letters for
thek names. Student A says the companles
and student B wÍites then. change Íoles.

5 Listen to |o€ intÍodüCing claire to
the team et ZY. Fill in the gaps.

Wetcome 1

GÍammaí píactice ..' Page 94' Ex€ícise 2.

Practisé introductions. ljse th€ photos.

This is ... . He's/Shel from ... .

commun|cat|on pÍa(t|c€ 1 ..' Pag€ 78. wot|t
|n groupg of thíeé'

Jv|e.t other students in th€ 8roup and
lntrodu(e students.
Hello/Hi. I'm ... . Nice to meet you.
This is ... . He's/She's from ... .

UsEFUL LANGUÁGE

b

loé He||o everyone. This is claiíe Martin.
I s-r.ls from lBL'1. Claire, this is
Paul Sampson. 'z
Communicat ions.

Paul Hel lo Claire.
loé And this is Anne Pol and David Tam.

] fíom zY Desjgn'
oavld Nice to meet you.
Ann. Hel lo.
sam And a Sam Pick and this is

Lata (ay' '  fíom lY Ho|dings'
so, o fíom New Yoík, claire?

c|ik. Yes. Nice to meet you, eveÍyone.

Hello/Hi.
Nice to meet you.
Welcome to ... .
Thanks.
|'m sue Tayloí |'m from TP software'
This is Peter Elton. He's from LMS.

lam (l'm) you a.e (youle)
he is (he'd she is (sh€o
we are (We re) they aíe (they'le)

-ah"'t 
-"'r" ,h"-q

Paul Sampson - ZYCommuni.ations



.J
Questions with wherc ond ba

WheÍe are you/they from?
wheÍe's he/she from?
(WheÍ€'s = Where i5)

Are you fÍom London?
ls he from London?

d Glammar practice ..' Pa8e 94, ExeÍclse 3.

!a 6 listen to the conv€lsation. Fill in
tne gaps.

2 Nans Schwartz
3 Jan Grabowskl
4 ívlaÍia Gon2ales
5 Shen Lln

6 Nathal ie Lemalre

7 Pedro da Si lva
I Al ison Smith

á Bra, i l
b  Ch i na

d GeÍmany
€  Po|and
f Spain

8 th €  tJK
h th €  UsA

ftc',; li,n Li//,.

8 l

! a Work with a oaltner. can you gu€ss whéí€
the peopl€ aÍe from?

1 Brad carÍington

7 List€n and check youí answers'

work with a pattn6r. Take it in tuÍns to a.k
questions about th€ people in 2a.
A Where.s Brad caíington from?
B He's frorn the tlSA.

8 PnoNuNc|ÁÍ|ot{ List€n to the
countries in 2a. Write them in the chart.

c Answer the qu€stions.

1 Where's David from?
2 Where's PauL fÍom?
3 Where's claire fÍom?
4 WheÍe aÍe you fÍom?

David 5o, wip e 1e uob 1 
/r,rtt  ,  r  anp.

cláiíe New YoÍk'
David 'z .  The Big Applel
c la irc Yesl And you, David? Are l

David No' 'm fÍom Li l le. ZY Design' in Li l le '
clairc a . And !,rhere s Paul from?

ls e from London?
oavid Yes.

b Practise thé conveÍsation in Pairs. o Oo oO oOO oOOO



Welcome 1

! a Where are the cities? Fitl in the gaps.

I r"uh ."*h "* *"., *"*

the

the

the

5 r n
s i n
l s  i n

1 Toulo n
2 l\rlad rid
3 Belt ing
4 Ch-"ster

of Franc € ,  neaí I\4a 15 e i ||e '

o f  S p d  n .
-  of  ch lna.

of  the UK, near ]v]anchel t € r '

Communicat ion pract ice 2.-t
Page 78. work with a PaÍtner

Do any cit iés ol í €g ions in youÍ
countíy hav€ a different name or
píonUnciat ion in Engti5h? Write
and say their Engl ish names.

Talk to oth€l stud€nts in the
gÍoup. Find out where theyte

C H I N A

US EFLJ L LANGUAGE

b 9 Listen and check your answeÍs.

c Vocabulary pra(t ice -.) Page 94, Exeícis €  4.

d Ask questions about cities in youÍ coÜntíy oí in otheÍ countries.
Test your partner!

B |t 's lI  th €  north/south/east/$] €5t ot ' ' .  (neaÍ ' ' '  ) '

e Work with a paítneÍ. stud€nt Á chooses a city fÍom 3a.
Student B asks questions. Take it in turns.

A WheÍe aÍe you from?
B Toulon.
A To!lon? WheÍe'5 that?
B t 's in the soL]th oÍ France, neal íMaÍs € iL le '

l\4aca u? WheÍe'5 that?
|t 's ln china, neaÍ Hong Kong'

Where are yolr from?
|.m fÍom BÍemen' in the noÍth of
Germany.

Countries
BÍa2iI china France Germany
Poland Spaln the UK the USA

\'I

E R A N C E

l e



! a w.it" tt'" d.ints (a.f) undeí the pictules on th€ m€nu.

a apple j l ice b coffee c iced tea d maneralwater e orangeiuice f tea

t '''\

5tres5 marks.

1 0 0

2 0 0

Put the díinks und€Í the coírect

o4

.tt!!!!:

o  5Oo

I  O o o

1 0 l



WeLcome 1

(a-Í) from 1a do they ask for?

1m 2f l  r ! 4! E"

l0 Now list€n to six Deoole. What drinks communication píactice 3 ..' Page 78.
work with a pártn€l.

How many drinks do you know in Enstish?
wíite th€m in the cháÍt.

E.

5!  6 f l

10 Listen again. Write the drinks in
the chaít.

Drinks

-/Íi

an

Grammaí píáct ice.. '  Page 94' Exercis €  5.

lt list€n to the conveÍsation. fitt in
th €  gaps.

'o €  ,  ! !q, l/ you l ike a dl ink'  cLaire?

c|aire , ,  pleáse' could I have a
tea?

loe Yes. lvlilk? Sugar?
Claire With mi lk, r .  No sugar.
loe 0K. And Anne?

have an oÍange juice'

Drinks

b what's your favourite drink? Ask otheí stud€nts.

USEFUL LANGUAGE

c

please?

|oe suÍe'

12 PRo|{U||.|AÍ|oN How do you say
d and o' in these sentences? List€n ánd
íePeat.

1 cou|d I have a cofíee, please?

2 Could I have an orange iuice?
/.n/

Píactis€ saying the sentences.

vocabutary practice -.' Page 94, ExeÍcise 6.

Would you |ike a dÍink?
Yes, please. / No, thanks.
coLrld I have a/an '.., p|éase?
Yes. / Sure.
lMilk? sugaí?
With milk, please. No sugar.
No sugar.

Drinks
coffee tea (mineral) wateí
oÉnge juice app|e iuice iced tea
,vote: Mínelal water con be stilI
orsparkUng.
couId lhave mineÍaI water' please?
sti l l  oí spalkl ing?

Use a before consonants: a coÍÍee
Use at before vowels: an orcnge
'urce



Numbers

E" 13 list€n and reD€at th€ numbers. !a
012345
678910

b write the numbeÍs in th€ corÍect boxes.

eight fiv€ fout nine on€ seven
six thlee two 2€Íoloh

12 1

14 Llsten to four conversations.
comPlete the telephone nÜmbeís.

1

n  1*A  10

\ ' r
lFl( Cargo
T E L :  1 2  3 t  4  5 . . )

Sussn Tqylor

Tell 0 632 7 49



NumbeÍs 2

b

C

PÍadise say|ng the tetephone numbers In 2a'

'..;: :t# rnoxutctlrto L|st€n .nd Íepeat.
Thén pra.üsé the conveísatíons ín pairs.
I A What's your number?

-',
B Nly phone numbeÍ?
A YEs.

2 A l\,ly phone numberl two one two .,.

vo.abulary plactice -.' P.ge 94, ExeÍ.|se 1.

say the nümbers on the büsiness .aÍd |n 3a'
The telephone number's ... .
The mobile phone numbeds....
The fax number's .., .

Grámmal p].dice ..) Pat. 95' ExéÍc|se 2.

3A
B

B

sory?
Two  one  two , . ,

Five eight?
No, d!! eight.
Right.
so, two one two, six three seven' fouÍ
eight five nine,

That's right.

PÍa.t|se say|ít the ena|l addresses ln 4a.

commun|catlon practl.o 4' stÜd€nt A -.'
P.ge 78. stüdént B ..) Pagé 88.

Talk to otheÍ students. Rnd out the|r €mall
addrcsseg.

USEFUL LANGUAGE

345
three four five
910

ntne len

lf}m !kt.n to a teléphoíe Conve6ation
.nd wr|te the numbeÍs.

Nunbets 0-10
o12

zeroloh on€ two
678

slx seven elght

Telephone nunbers
578956 five seven elght nlne flve six
44 four four or double four
60 slx zero or six oh
te|ephone numb€r or phone number

enail addrcsses
. 00t
- dash
_ underscore
@at

What's your phone / fax/ mobile phone
numbe|?
What's your emall address?

orange Design' 25 wood stréet
N4anchester, N4U29 6DL

Telephone: 0l6l
Mobile phone:

E a ...']?'tl !|steí a|rd natch the palrs'
1 r.cane@ \ 5 ccs.fÍ
2 service@ \ b east.ip
3 k-suzuki@ 

\ . cnv.de
4 f_carlton@ \d orange'design.com
5 pÍince-l@

ó smirnov@
e u.matl.ru
í netgate.co.uk

Questlons wlth whrti my ond Wll

l{hdr ,..? - What ls ...?
What! youÍ phone number?
'ily phone numb€fs 01236 868943.
liy phone numb.Íl . w phone
nunbar It

Notet You can say gh or 'rio fot 0 ln
phone nilmbers,

email address: r.cane@orange-design.com

l 1 l



E" lE Listen and íep€at the nümbers.

11 72 13 1.4 1.5 76
L7 18 19 20 30 40
50 51

19 PRoNuNC|ÁTloN L isten and lepeal .

Practise saying the numbeí..

E" Match the paiís.

'13

15

l 0
40

50

1 09.00

2  I 2 .OO

I ' , l5.00

4 19.00

5  21 . 00
ó 00'00
7 13.00

8 05.00

27
r€peat.

d

f

h

seven pm / seven o'c lock
in the evening
thÍe €  pm / three o.c|ock in

eleven pm / eleven o'c lock
at night
nine anr / nin €  o 'c|ock in
lne moínIng
mldnlght
midday/noon
fiVe aÍn / f iVe o'cIock in
lne moÍn ng

one pm / one o'c lock ln
the afteÍnoon

c

o

vocabulary practice.-t Page 95, Exercise 3.

work with a partner. student A says á number
(11-59) and Student B writes it. Take it in tutns.

20 List€n to the airpoÍt ónnouncements.
Filt in the Ílight times.

Chicago O'Hare - Terminal 5
Departures

LH 9]SB FRAIiKFURT 14AIH 14:13
R0t'l8

BA Be9z LrtHooN HEATHRT]TJ ;
I'lx tBlz HEXTL0 CITg

check your answeÍs. List€n and

a"

Í.B ?á13 t,lADllIÜ

AA 1955 T|]RÚllTo PEA|1s|]N ó

Work with a paítner student A says a time, then
stud€nt B says the flight. change roles.

A Fourteen thirteen.
B The f| ight to FíankfuÍt.

A That '5 Íight.

.h
' q l



. Mátch the times to the clocks. wÍite a-e in
th€ boxes.

1 l  |t 's quart € r  pnsl c levcn'

2 l t  s ten prsl  twclvo.

] l 's í lve lo e ghl

4 l 's qÜ.r lcr lo l ivo'

5  I s  ha l i  p a s r  n  f c .

22 Listen and repeat the
and the t imes.

what üm€ ...?

qu €sÚons

Numbers 2

C GÍammar pract ice . .) Page 95, Exercise 5.

TIMETABLE

O'Hare Airport - Train Departures

l 0 : O O  l 0 : 0 8  1 0 r 1 5  l 0 : 2 1  l 0 r l 0
l 0 :  l U  l 0 : 1 5  l 0 : 5 1

1 1 0 0  l l : 0 8  1 1 : 1 5  1 1 : 2 1  l l : 1 0
1 l  r l 8  l l : 4 !  1 1 : !  l
1 ) r 0 0  1 2 : 0 8  1 1 1 5  1 2 r 2 1  1 l : 1 0
1 l :  l B  L  2 : 4 !  1 2 r t l

l : 0 0  L : 0 8  l : l t  1 r 2 l  1 : 1 0
l : 1 8  l : 4 5  l : t l

work With a paÍtn€l' Look át the tim€table
Íor o'Haíé Aiípoít station. Píáctise the
conversation fíom 5a. ljse these times.

1  7A . t A  2  ) . ) \  l  J . 10  4  4 . 05
5  4 . 40  6  4 . 50

USEFUT LANGUAGE

E.

What t ime is i t?
What's the t ime? (= What is lhe t ime?)

e Vocabulary pÍact i .e.. ')  Pag €  95' Exeícis €  4.

Communicat ion pract i(e 5 . .) Page 79. Work

s xteen seventeen erghteen

20 l0 40 50
twentv lh]Íty fo(V f l f ty

Nunbers 11 59
' t r  12  13  14  15

eleven twe|Ve thir leen fourteen ílfteen

't6 I 7 18 't9

nineteen

51

What t ime is l l? / Whafs lhe t ime?

What t imes the next train? / When's the
next train?
It's at fouÍteen thiÍty.

in the moÍning/afternoon/evening

23 Listen to this Conv €ísat ion át o'HaÍ €
AirpoÍt station.

a Excuse me, what's the time?
B lts qLrarter past tar i ,
Á when's the next tÍain?
B |t 's at ten twenty lhÍe!.
A OK. Thanks.

Píactise th€ ConveÍsation in paiÍ5.

I  when, . , ?

whén's...? : When i5.' '?

at night

1 5



E" 24 Listen and íepéat thé numbers.

60 70 80 90 100
vocabulary practlce -t Paga 95, Exerclaa 6.

work with a partnel student A says . numb€r
(t-100) and student B wr|t€s |t. Take it in turns.

whst's the cÚrÍency |n yoÚí coÚntry? How do
you say it in Engllsh?

How much is a B|g Mac |í youÍ coüntÍy?

25 Llsten to the prl..s. filt In the gaps
In the Blg iiia. Inder.

CaftÉ

@"
DuÍgeÍ
Itottlog

Chips

Big M.( pri(€

Sonduiches
Beef
Solod
Cheese
ond Tomoto
€99
Tuno
Chichen

Country

USA

BÍaz I

China

Germany

nary

Spain

swaEe and

U(

Big MaC pÍi(e
in do||aÍs

s2.51
,s 1,65
Í1.20

12-52

12.37

t2.16

$1.28

Í2'09

.Í

Í3.00

Í2'51

Íea|2.95

yuan 9.90

€2.55

€,2.32

t294

zloty 5.50

e2.25

5íÍ 5'm

E a wí|te the food fÍom the menu |n the cha.L

b 26 pRo u crlirora Llsten and ffll ln
thé ch.rt w|th the woÍds ÍÍom 3a.

tf

work w|th a parlneÍ. Take |t |n tlrns to a.k
questlons about the prlaes of Big Macs.
Aísw€Í in doltars.
A How much i5 a Big ívlac in Geímany?
B |t5 two dollars thiÍty seven.

Big Mac index

' l



Numbers 2

28 Listen and repeat thes€ phrases
from the conveísations.
How much is that?
Anything else?

29 Pio urrcr^TroN How do you say
the s sounds? Listen and repeat. Fi l l  in
the chart.

singular (a/an) Plural (t!,vo, thÍee)

!.

t  hotdog
2 buÍger
3 sandwich
4 Salad
5  dÍ |nk

7 t €a
I 0range )urce

holdogs

buÍgers
sand!! iches
salads
drinks

teas
orange lurces

i / i  i t r  I

V'
l . l
!u
n!
t]!
t l!
t ln
!n

l
L ]

rl
L]
l l
l t

27 list€n to peopl€ buying snacks
and drinks. F|lt |n th€ gaps.
1 A CoLrld haveat h/t1-,t,! , please?

I Anyth ing e lse?
A l ]m ' . '  y €5 ,  and a 2

B Thal 's  fouí eUro! 1

d GÍammaÍ pract ice.- '  Page 95, Ex € rc is €  7.

e Pract ise lhe conversat ions in 4a in pairs,

communi(at ion pÍa(t ice 6 -.> Page 79. woÍk
with a pa|tneí

USEFUL LANGUAGE

please,

Thanks.B

B

B

] A

B

B

Yes, please. And two ó
much is that?
lJm .. .  e ight 7

oK' eight dol|aÍs 3

Anylhing else?
No, thanks.
OK .  Tha l ' s ' 1

, please. And

pounds

60 to 80
sixty seventy eighty

90 1OO

ninety a/one hundí €d

$ = dol lat €  = euío
€  = pound

Buying food
Could I have two coffees and
hotdogs, please?

Anything else?
No, thanks.
How Ínuch js that?
TWelVe euÍo5 síxty, please'

a sandwi(h ) two sandwiches
a coffee ) thíee coffees

ln



Jl á Match th€ words to the ohotos 1-6'

Faltory rrorcr * *." *","no*" .noo

tl

-l*;f'l l-x+

accountant per5onalassistant engineer manageÍ receptionist
salesassistant technic ian designeí

30 t isten and í €peet the iobs in 1b.

VocabulaÍy pract ice.- '  Page 95, Exercise 1.

7

ft, Í'"-"lrI

5 6

b Mat(h the iobs to the woíkplaces in th€ chart. some iobs match to moÍe than on€ woíkplace.

c

o



e 31 Listen to two people talking about
their tobs. Fill in the chart.

Work

32 PRoNUNc|AT|ol{ How do you sáy
doyou in these quest ions? Listen and í €pea|.
Íh €n pract ise saying the quest ions in 2a.
1 What do yolr do?

t l i r
2 Where do you Woík?

3

I l iv. in London.
I work foÍ BDA'

Questions
Where do you woÍk?
Do you liv€ in Palis?

d Glammar pÍact ice . . '  Page 95, Exercise 2'

conmUnicat ion pÍact ice 7. studenl A '- '
Page 79. Sludent B -.r Page 88.

Talk to oth€r students' Ask them about th€ir
iob and company.

USEFIJL LANGLJAGEf comPlete the sentenc€s 50 th€y aÍe true
for you. Th€n pra.tis€ saying them.
l I work Íor
2  Im  a / an
I work in a/a n
4  |  l i v e  i n

tt a matcn the qu€stions and answers flom the
conversátion in le. writ€ a-d in the botes.
r [ ']  whar rto you dot

2 . What coÍnpany do you woÍk Íor?

3 l  ] WheÍe do you Work]

I [ ] oo you l ive in Boston?

a ]Íex ch €micaIs '
b  Im  an  a r coun t an t .

d n a íactory in Boston-

]1 LÍst€n again and check your answ€ís.

| 'm a manageíreceptionist/technic ian.
l 'm an áccountan|/a55istant/en8ineeí.

What company do you work for?
I work foí Wi|son Partners.

WheÍe do you work?
IWoÍk in Bi lbao, Ín spáin.
I woÍk in a factory/hoteVlab/shop'
Wheíe do you l ive?
I live in Tokyo.

l l e



krs€nt s|mple! pos|t|ve and q!ésl|ons (h.lshe llt lÍ.e Jth.y)

H|th nÚmbeÍs' de.ln.ls BÚs|ness Y€Íbs .nd nouns

! a n""d th" 
".d.le 

about Gor.n Tat|é. A.e thes€
génten.és tÍue (o or f.ls€ (F)?

1 GoÍan Tatie com€s from Germany'
2 He owns all of the orion Group.
3 He has 5o,ooo employ €es'
4 orion compani€s buy steel fíom

supp|ieÍs in Westeln Euíope.
They sell steelto customeí5 in Wegteln
Europe.
They make steel a|| ovel the WoÍld.

!
!

!

!
!

b vocabulaíy pÍactic€ -.' Pag€ 96, Ex€r(is€ 3.

Réad th. art|.le about Goraí Tat|é ata|n. Then
fflt |n the t.ps w|th the CorÍect nÚmbers.

on€ two three flve six thlrty
hundred thousand million blllion

fifty
polnt

dol laÍs

Orion companies have
people.
oíion companies sell

tonnes oÍ stee| a year'
5 Goran Tatia and lames Bernard own

Goran Tatió

Multi nillionail€ GoBn tbtió
bjwf 38 y€arc old. He come3
from spüt in croatia' but today
he live6 in Viclorie, Awtr3lia
and ha8 Áu8halian naiionality'
Mr 1b'tiT ole'Ú ha]f of the orion
omup. (Hb colleague, Jsmes
BeÍneÍd. ownr th€ other 50%)'
ofion címpanies have tob'l

!a
Ealm of about $3 billion a year, and about 50,000 people
work |oÍ the 8roup'

orion Group companies buy st€el fÍom 3uPpii€rs in Bussia'
Eastern Burope and Korea and sell it a over th€ world,
They buy and sell 2'5 mil]ion tonnffi a yeal' Th€y also
make 8téel in a numbel of fá.|orie8 in Russia'

d

Golan Tatii is ''.tlú:t.u '''..'
y €ars old'
Total sales are
a year

peícent of oíion.

33 L|sten and Ch€ck yo|,r answ€ls.

vocabulary practice .-, Page 9ó, Exorcise 4.

,4 l|sten and rcpeal Practls€ say|Íg
th€ numbers wlth a paítn€í.

400 850 65,000 270,000 3.2 mil l ion
ó.8 bi lI ion

z o l



Work 3

E" 35 Listen and repeat the sentenc€s in
thé grammaí box'

GrammaÍ pÍactic€ -.' Page 9ó, Exercise 5.

36 Pno Ut|c|ÁT|o L|sten and r€peat
the vérbs. Th€n í|ll |n the chaÍt'

lives works has buys sells
makes owns

List.n again. wÍlte the numbeÍs you hear.
tonnes of steel
products
7o olsa|es are in Geímany

I
2
1

37 Listen again. underline th€ coÍÍe.t woÍds
|n the questions fÍom th€ conv€rsation.
1 Where do/does your sÍee| comefcones f|om?
2 whete doldoes we bur'lbuys iI?
3 DolDoes ft comefcones ftom Getmany?
4 Whele do/doés you se//Aells your products?

38 PRot|Ut|c|AT|oÍ| Llsten aÍd í€peat the
questions in 4c. How do we say do aÍd does?

!. 37 ,an€ Ross' fÍom centro Pumps uK,
is visiting MetaLln, a supplier in Hamburg.
Listen to her conveísat|on with Frank AÍzt'
Metal|n,s factory manager. Are thes€
senteí.es true (Í) or false (F)?

Metal in buys steel i rom a suppl ieÍ.

Metal in has a factory in China.
MetaLin has customeÍ5 in a number

€ Grammar píactic€ ..' Page 96, ExeÍcise 6.

wolk wlth a partn€í Ask and answer
questions about Goran Tatla.
Where ' ' . come from? Wheíe... l ive?
What company,,. own?

communication píactice 8. student Á -.'
Pagé 79. stud€nt B ..' Page 88.

USEFUL LANGUAGE

!
!

!

My colleague comes from Germany.
They buy steel from suppliers in Russia.
They have factories in China.
We sell this pÍoduct all over the world.
He owns the company.
1hey make comput€r software.

High nunbers and decinals
25o = two hundÍed and fifty
12, ooo = twelve thousand
5o,ooo = fifty thousand
2.5 mil l ion = two point f ive mil l jon
3 bi l l ion = three bi l l ion

Present sinple: positive

They own the company.
He owns fifty percent of the company.
The verb have is irregular:
They hava factoies in Russia.
He has AustÍaljan nationality.

Prcsent símple: questions

What do you selt?
Do they have customels in Chlna?
Where doe! she aoma from?
Doés he own the company?



E" 39 Listen. Match a-g to the photos. b woík with a partner. Talk about the peopl€ in
the photos.

have lunch b
have breakfast
f inish woÍk f

have dinner
d have a break

staÍt work g get up

A What t ime does he/she get up? When do €s
he/she have breakfast?

B He/She gets up / has breakfast at . . .

Vocabutary practice -.t Page 96, Exercige 7.

woÍk with a Paítneí Tatk about youí daily routine.
A What t ime / When do you get up?
B I get up at 7.10.

40 List€n to this conversation about daily
routines. Are th€se sentences true (D oÍ false (É)?

1 lt's 8.10 am. trl
2 The rnan is f lve minutes late. n
I The man has a coffee. t ]
4 The man 5taÍt5 n]ork at 1o'oo am. |]
5 The boss f inishes at 4.oo prn. l l

c

d

! E"
7.10 am

-,-!F
12 . 10  pm

40 Listen again. Filt in the gaps in theae
polite phrases.

I  Good

2 soÍry |'m
3 ploo|eÍn'

6 . 15  am

9.00 im

1.00 pnr 5.10 prn

7 .3O prn

, I



MeattÍme?

Look at thes€ sentences from the
conversation. Filt in the gapa with
negaüves,

I lou.rt, aona i*a 
"r"*trsnl

Work 3

WoÍk with a oartn€í. Read the article about mealtimes.
Which two statements aíe not tíu€?

1 - i

E"

1 lt  / i/ ,7 late.
2  Im  a  mo rn rng  pe r son .

t We work la lc,
4 We evening p €op|e'

5 íMy bo55 a moíning p €Ísol l '

6 H €  have lunch'

4t List €n and ch €ck yoUl
an.w€Ís. PÍactise saying the s€ntences

42 PRol{Uí{c|ÁT|ol| Listen to the
Woíds. oo they have one syllable (o) oí
two (oo) ?

lt ,s noon GreenWich M €antjmp: 12.o0 jn the
U(, 7.00 am on the US east coast and 5.30 pm in Indja.
But is j t  lunchtime jn London' bleakíast t jme in 8o'ton
and dinneÍ t ime in DeLhj? l4eatt imes aroUnd the worro dte
as d ffp'pnt as Japaap\p rusl ' i  and rwiss cr.epsp.

USEFUL LANGUAGE

Peopt €  jn spain have dinner [dte'  They eat at about
nine ottock or ten ottock in the €Vening.
People in the UK hdve a bjg breakfdst '  w]th bacon énd
eqq5, and then th €y don,t edt lunch'
Workers jn FÍance hdve a tong lunch break. They have
between one drd two hours to eat.
In the L]sA, . l  lot of people jult  have hatí an hoL]Í
foÍ Unch, énd ent a sandw]ch in the off ico-
In switzeíLand' people staít woÍk a| 7'00 am and have
breakfast in the office.
And ]n Japan, a lot of manaqeu have dinn € l  jn the
evening,.nd !h €  go back to tho off]co'

43 Now (ist€n to six peopLe talking about
mealt im €s and routines in their countr ie5. ch €Ck your

Tatk about rout ines in youÍ country and any oth € l
countries you know well.
What l iÍ]e do peopLe st ir l  WoÍk? Do they st.rt €ar ly.

What t lme do they havc lun.h?
Do they havc coÍfee bÍoi lks?
What t lme do they f inish work? Do people work la le?
\ryhát t ime do p €opIe have dinner?

o
11)

t
L]
L

oo
1 not
2 aren't

3 rsnl

5 don't

Present simple: negative

DE

I 'm not a morning person,
You aren't late,
He lsnt late.

Other verbs

f  Grammar pra(t ice.-> Page 96,
Exercise 8,

commUnicat ion píact ice 9.. ')
work with a paÍtn€r'

What t ime do you starvíinish work?
What t ime do you have bÍeakfast/ lunch/dinneÍ?

get up eaÍly. |start WoÍk at / '45.
I don't work late. | f in ish at 5.00.
We don't have coffee breaks.

Jan starts work at 2.00 pm. She stans after lunch.
A|an f inishes woÍk at 10.]0 am' He f injshe5 before Iunch'

They don't work late.
she do€sn't staÍt eaíly.

Page 79.

2 )



Information

b

E" 44 NeiL Leeman phones Tina car€y,
a colleague. Listen to the conversation and

know mean spel l  stand foí think
understand

El a Read the article. what is Netlingo?

answer the quest ions.

1 What's Nei l 's pÍobl €m?

2 Where can Nei l  i]nd the answeÍ?

b 44 Listen again. Fill in the gaps in the
sentences.

' t  a o r '  , , t , , / , t  ' t , t , , /  dn  dob  " . i ,  I  on  o -
page six.

2 l t l  sales jargon. What does i t

I Good quest ion. don't

hal docs t l)e 'e 'stancl l i )r iD emil i l  ?

Whal does com'rncanlWhat doe.
'WWw'stanCl Íbr, l  l fyou don't undclstand 1hc

lan8uasc ol .thc IntcÍl)ct and e.busjness, the

answers are at net ltngo,coln,

'Ihe Netl , ingo website has an onl ine dict ionary

With tlrousands oflvords' fronr ú' to Zip.

4 Does B
5 I'm not sure, but

netLingo dot com.
6 How do you

'business'?

i t s

'net l lngo'?

. vocabÜlaty pÍaCtiCe ' ' '> Page 96, Ex €Í( ise l .



work with a partneí Ask and answer
quest ions about th €  woÍd5 and abbreviat ions
at the top of the aíticle.

A  Wha t  doe s . . .  mean?
B (| think) ' . .  m €ans.. '  (but 'm not sure).
A What does ' ' .  stand foí?
B don't know / t stands for.. .  .

4t Listen to lieil Leeman speaking
to á Customer on the t€lephon€. compl€te
the foíÍn.

co'npUt€r/|nleÍnet wods

Information 4

E.
d Grammaí píact ice. ' ' )  Page 97' Exercise 2.

Communic.t ion pract ice 10. Student A .,
Page 80. Student B .> Page 88.

Do€s youÍ languag€ u9e English words?
Writ€ some woíds in the chart.

E"
B Customer

l
Namot Lnrl,r

Company:

45 List€n again and complete the
conv€ísation. what questions do€s N€il ask
to g€t th€ customer infolmation Íight?
(ustomer My ndrp! | , 'J . ,  <, ir ,n. \on A_d l i

kom Hugh €s nr!r. l l .c.
e i l  s oÍ r y ? l

CustoneÍ Linda sammeÍson. s A doubIe ]M E R
S  O ,N .

tustom€l soÍry' s.A doubl€ l'4 E R s o N-
I t e i l  SAdoub l eM .E .R . S . o .N .
custom€r That,s r ight '  And | 'rn írom Hughes

nsuíance'
t le i l  Hughes? r

c u s t om € r  HUGHES .
l{el l  H'U.G.H-E S.
cuslomer Thát 's r ight '
Ne|l  0K' We||. l l .dn|\ vPly r. '  Ío| yo-.

cal l .  ' l l  check .. .

46 Listen and r€peat the questions
fíom th€ conversation.

Discuss your wolds with a partn € r .  How do
you say them in youÍ |anguage? How do you
say them in Engl ish?

USEFUL LANGUAGE

Wha t  doe s 'web 'mean7
It means.InteÍnet ' .
Wha t  doe s . e ' s l a nd  f oÍ?
It stands for 'e lectronic ' .
How do you spel l  .InteÍnet '?

ldon't understand. What does this mean?
I don't know / | 'm not suÍe' / |think i t
mean s , . . .

soÍry? could yoU say thát ágain?
Could you speak slowly, please?

could you spell that, p|eáse?

I z,;



E" 47 Listen to the peopl€ talking about
€mail at work' Fitl in the gaps.

read íeceive send WÍite

subjectI EngIish tíaining couÍse

Two peop]e froÍn cc soÍtwaÍe ta|y wou|d |ike lo go
to lhe'Wíle Eng|ish'train ng couÍse. They are s i|Via
Lard . an assislant at ouf ofÍice in Ív]i|an' and Anton o
Amato the manageí of |he Rome oÍíce

Besl Íegards

Human Resources |Manager - cc softwaÍe ta|y

m'loÍo@cc.s.it
TeL: +39 02449690791, extension 22

oÜ B

Sa

t .s,u,t ten to Íifteen emails a day, to
col leagues and friends.

2 | about thiÍty oÍ forty messages
a day, fÍom colleagues and customeÍs.

3 | don't messages in English.
4 | ernails in English. I understand

about 50%.

WoÍk with a paítneí. Ta(k about emails in youí
iob, using the veÍbs in la.

woík in paiÍs. Read the emails. who would like
to go to th€ hainin8 couíse and what aÍe their
t€lephone numbers?

vocabulary practice .-' Page 97, Exeícise 3.

Read the emaik and undeÍl|ne all the
poss€ssiv€ adiectives from the box'

I J ! t J

o8 B
ootr
os B

To: a]lmanageÍs and assistánls
From: susann€ FoÍe TÍaining N,'|anager- cc
softwaÍe Inl€ÍnaIiona| (Geneva)

subj€ct: Eng|ish train ng course

Do you send and íeceive ema s ]n Éng ish?
Do you read and wíite íeports in Eng|ish?
.Wrle Eng|ish, s a tía ning course Íor cc
Softwáre's manageÍs and !]]9i! assistanls.
The couíse s at oUí head oÍfice in Geneva'

To| |v]aÍ o ToÍo

Frcm: Sl]sanne F|oÍe

subjeciI emaiI addresses and extension nUmbeís

DeaÍ N4Í ToÍo

Thank you foryo!Í message' s |Via LaÍdiand
Antonio Amato are we|coíne on ihe couÍse
cou]d you send their eí'rái| addÍesses and
exlension n!mbers?

Besl regaíds

Trainlng |ManageÍ- cc soilware Internationa

s,íoÍe@cc.s'ch
Telr +41 2290887250, extenslon 165

E]



Information 4

Possessive 's ond oÍ

Subjectremar laddresses and extens on numbers

DeaÍ susanne

SiVa LaÍd s ema address s ard @cc s |1 Her
phone number s +39 02449690791. ex lens on 34

Ar lo. io A.r ' | |o 's  1 ld.e\s is  á1|oaio ' '  n ' ||ocD'  . \

ldon t  have h is  ex lens ion number bLr l  the nunrber
oÍ lhe Romo off|ce s +39 06049509267

Regards

4a List€n and Í€peat
the gíammaÍ box.

Wher€'s Andíew's office?
Wháfs Tom's number?
(Use 's with people.)

He's the manager oÍ the Rome omce.
What's the numbeÍ of the London
office?

luse of with ploces.)

to WÍite/s €nd a messa8e to (som€on € )

to read/Íeceive a message from (son]eone)

Writinq enoils or Íaxes
Dear ['lí[,ls smith'
(]ohn smith = [4Íi J i|| srnith = [4s)
Regards, / Best íegaÍd5,
Cou l d  you  s end . . .  ?

comptete 1-5. lJse ,5 or of Refeí to the
emai ls '  ií n €céssaÍy.

1, +)9 02449690791, extensron l4
\ , t h  t  '  1 4 ,  , , .  t t , ' , , t | " '

2 antor io.anJlo@cc s. I

3 +39 a6049|]o9)ó/
Th i  i 5

4 |aÍdi@cc s '  l
T l  i  i 5

5 +41 ?29088/r!0. extension 165

Grammar PÍact ice.-) Page 97' Exercise 4.

Wolk with a páÍtn € l .  Ask qu €st ions ábout
the emaits.
W l  " l -  . . .  .  p h o  r L . l  p  p \ l p - - i o ,  n L . b p ,

communical ion pÍactice 11' student A '. ')
Page 80. Student B .-) Page 89.

USEFUL LANGUAGE

the sent €nc €s  in

Possessive odjectives

lWork here. This is my off ice.
Where do you work? Where's yoor
offlce?
Tom works here. This is hls offlce.
Diana \aorks here' This i5 her otÍice'
The company has i ts omce in Berl in.
We work here. This is our omce.
They Work heÍe. This i5 the|í off]ce.

I

t t,/



E a Talk to a paÍtneÍ;
Do you read a lot of books?
Where do you buy them?
What soÍt of music do you like?
Where do you buy your CDs?

Where do you book youÍ
holidays/flights?

Read about the websltes. 0o you
use these websites?

R€ad about the companies aga|n,
and ffll In the gap5. Use a
dictlonary to help you.

computer coPY download
files print save softwate
book

You read e.books on a
t!at!l1a!t!!: .
Adobe Reader is
customeE , ' Íl usic from
itunes.
lTunes doesn't sel l songs on CDs.
The songs are computer

lf you download a f l le, you
it on yout computer's

haÍd dl ive'
iTunes customers .....
musjc fÍom theiÍ computers to
CDs.
iTunes sells c0 covers to
download and ...... on
papeí

833
@ @ !ry949 91o.r9.o,-5!rE!!:!!1!,

amazoncouk
AnrizoIl se||s books and hundÍ6ds of
other products. You pay by cr€dit ca|d
and Amazon sends your pÍoducts by
marl. You can also download
's.books.to read on your compuléÍ
(with Adobe Rsader softwaÍe)'

Q l  . . r l l  l  í ]ad .  hook . j  I  t |on l

h rv .  Adobc  R.nr l . r  l l ow

r i L r . l r  r s  l ' l  W l i { r r 0 . J l

A: Adobe Readoí.s free' You can down|oad
the softwar€ Írom the Amazon or

Ú,'"".'..".
At rfuri(,s you can download music,
The sile has 700,000 songs. You can
save lhe music on yourcomputoi or copy
the Í|es to a cD' And customerc can down|oad

8 You can easyJet flights

and píint cD coverc'

Q: c . l l l  I  n l .kc  lwo TÍ t | ] l cc  cop i ( ]s  o l  cDs?

A: |f th€ cDs aré for you, yes. But you can't give or Be|l
copies to other people.

YoU can book an €asyJel Í|ight at easyjci .on]' You pay by
cÍgdilcard. You can a|so book by phone' but if you do lt on
th€ |nteínet you save €14.

Q Do ú1r ' iV .  t ry  p] . | ] ( ]  ( i ckets  by  rná i ]?

A: No. easyJet doesn't have tickets. You jusl get
a reference number.by phone or online.

49 Listen and check youÍ
answers.

vocabulaÍy píactice -.) Pagé 97l
ExeÍCise 5.

28 1



E a Réad the text again. |JndeÍliné the coííect words
in the sentences.

7 yo\r 9!|I/can,t buy books fíom Amazon.
2 yo\r con/.an't |ead e.books With Adobe softWaÍe.
3 you poy/don't pay foí Adobe Readeí
4 \ou con/con't buy sgngs frorn itunes.
5 You can/con't buy cDs fÍom iTunes'
6 easylet flights a/e/orert free on the Internet.
7 easy)el pints/doesn't prlnf tickets.

b GÍammaÍ pra(tice -' Page 97' tx€ÍCise 6'

a 50 listen to this conversatlon about booking
tÍa|n tick€ts online. what's the webs|te address?

You aan buy books from Amazon.
customérs can download music from
iTunes.

Negotive
He can't read the file.
You carft copy CDs,

Que5fiors
Can you buy products from the website?
What Can customeÍ5 buy?
v.lheíe c.n l buy cDs?

.t* t

Information 4

50 Listen again and answeí the
questions.

1 What's the name of the train company?
2 What country is the company in?
3 Can you read the website in English?
4 cán you pay for tickets by cÍedit cáÍd?
5 can you íeceive tickets by mail jn the UK?

51 PRot|Ut|c|ÁI|oN Listen and repeat
th€se phrases fÍom the conversation. How
do you say ía' and can't in the sentencés'
I You can book on the Internet.

2 And can.you pay by cíedit card?
/krnjut

3 You can't receive tickets... .
/katnt/

commUn|cation pract|ce 12. stud€nt A .'
Pagé a0. student B ..' Page 89.

Thlík about a web9|té you know. Make
notes about what you can use it for. Talk
to youl páÍtn€Í about it. Ask youÍ partner
quest|ons about a website théy use.

\ISETUL LNNGUNGE

E

I
r>
al v,)
E
E
F
tr.ü

I can open the nle, but I can't
read it,

This computer has French and
German softwarc,

You can save photos on the
computet

You can print documents and
photos on papeÍ.

I copy all flles onto a CD.

You can download the software
from the lnternet.

fl

, "'t

t ,g



Places
Business faci l i t i €5

I

Mátch th€se woíds fíom the afti(le to the photos.
lJse a dictionary to heLp you.

chair fax machine laptop meeting Íoom
phone photocopier photocopy
power socket pr inteÍ table f l ip chaÍt

rne Emirates
Towers Hotel
means business

ná

( íf-.

!a
room ar tho hotc lTAre
there tabl .s  rnd.haiBT
We need r photocopy

photocrp ierT Can we
use the fax machineT
lneed to makc a phone
call. Are thcre power

There ar€ a thousand

hotels. At th€ Emirates

Towe6 Holc l in Dubai ,
theres iustoneanswer:

The tmirates ' lowe6 i !

where 'Yeí isn ' t juí a

strateily ( We don t say

bus ine$ la( i l i t ies are
the.e atthe Emi.ates
ToweB? The answer is,
the hote ldoesn t just
haw business facilities

it Úa business faci|ity

52 check youí answeÍs. l isten and
ÍePeat.

R €ad the adcle and answ €r  the quest ions.

1 What are.business fac] l i t ies '? Give oxaÍnpIe5'

2 Where is the Ern]rates To' leÍs Note|?

3 what group is the hotel f?

4 What is the group's bu5ine55 5tÍategy?
5 Does the hotcl  have good business iaclL it ies?

(



d vocabulary pract ice.-) Page 97, Ex €íc is €  1.

Places 5

d GÍammaí pract ice.- '  Page 98' Exercise 2'

E" 53 Lis len lo the conversat ion between
a Customer and a receptionist at the HoÍizon
Hotel. can the man send and r€ceive emáils
at the hotel?

E" Make verbs flom th€ undeÍlined nouns and fitl
in the gaps in As sentences. Use a dictionary
to help you.

1 A 1 need to l,h.trirl'!/ Íhis' cou|d I Use
th €  photocopier?

B Yes,
2 A need to my ássistant '  can

make a phone cal| fÍom here?
B Yes,

]  A  I n e € d  t o this to my off lce.
Could use the fax machine?

B Yes,

this Íl le. can send

the boxes,

1 me € t]ng roo rn5
2 Photocopier
] tax mdcir ll €

t  p hones

53 List€n again. what faciLities are
theÍe in the hotel bu5ine55 centre? TiCk ('/)

/ )

ernai15 from this compLrteÍ]
B YES,

5  A  n r p I o  J ' o p / o  h i \  f l ' .
| 5  t he r e  a  pÍ i n t e r  I c an  Use?

B Yes,

55 Now l isten and f i l l  in B's rept i € s .

Practis€ th€ conveÍsation5 in 3a.

i n€ed (to)

( need+ to+ye rb )

need to photocopy this.

lneed + noun)
I need a copy of this.

d Grammar practice -.t Page 98, Exercise 3.

communi(at ion pract i .e 1]. stÜd €nt A . . ' )
Page 80. Student B .-) Page 89.

USEFUL LANGUAGE

I need to make a phone cal l .  Can I use
the phone in the meeting room?
|s thele a power socket lor Íny laptop?
I need to píint this page' Do you have
a pÍinter?

I need to photocopy this. |5 theÍe a
photocopieÍ heÍe?
You can fax i t .  We have a fax machine.

D

C

54 PRot{ul|c lATloN l ist €n and Íep €at '

There ar €  mect in8 rooms.

There s a photocopicr.

Are ther €  power 50.keis?

s there a phone sock € t?

i there is/aÍ€

Singular: There's a photocopier in my
office. (There's = There is)

Plural: Ther€ are two píinteís in
the office.

QuesÍlorls] |s thele a fax machine
here? Are there computers
at the hotel?

/V€gotivej There isnt/arent phones in
the meeting rooms.

l I



tr

a work with a partn€.' can you .ompl€t € the
Ía.ts & Flg{,res about the Petronas Towers with
th€se nUmbers?

2 76 765 1,8oo 32,ooo

E a Mat.h the woíds to th€ buttons |n th€ tlft.

basement fifth fiíst fouíth
ground s€cond sixth thild

in the air) at levek 4l and 42.

There are j windows
in the building.
There are a flishts of

Thc buildins has 5 lifis.

The senior mrnrrgement oÍtlces
jre on lcvel 8ó o|the bui lding'
Thercrrcr 2 cntrances/
cxitsr onc ol1 thc Sround noor
one on the Íirst floor
There tlre 88 Íloors in th.
buildins above ground levcl.
The basement hrs íour levels.
There is i lky bridge' ('r corridor

57 check your answeÍs. L|sten and rep.al

|.ook at the fa.& & FÍgu|es a$aht.. F|tt |n th€ gaps in
these sentences.

The entrances to the Petronas Toweís ale on the
' t!!11',,,,t a^d ' floors.

A.sky bíidge' l inks the two towers on the
foÍty-] and forty.4 floors'

PeÍonasl s€nior manageÍs have their offices on
the eighty't floor,

Odinol nunbeB

1st = fií9t
2nd = second
3rd = third

5th = llfth 9th = ninth
6th = sixth 10th = tenth
7th = seventh 11th = eleventh

4th = fouÍh

6
5
4

2
í

'6 list€n and check vouÍ answeís.
8th = eishth 12th = twelfrh ...



0 vocabulary pract ice.-) Page 98, ExeÍcise 4.
b

. . .  f loors. Our off ice is

, , .  f loor
r f r ( s ) .

on the r ight '  ]u5( af leí the l i f t .
t 's oveÍ there' Th €  f i lst door on the Íight '
t 's just past th €  st3irs '  The third dooÍ on
the r ight.
Go thíough the doors at the end' and
thcyle on the r ighl.
Go to the end of lhe coÍridor '  through th €
doo15, and tuÍn left '

óo Listen and check youÍ answ€ts.

vocabulary pÍact ice. ' . '  Page 98, txer. ise 5.

ó1 Listen and r€p€at the dilections.
1 Thcyte on th€ right'
2 l t  s iust past lhe s lairs.
] Go through the dooís.
4 Go to the end of lho .orr idor

work v.ith a paítneí Take it in turns to ask
and answ €Í th €  qu €st ions in ]d.

Ptaces 5

GrammaÍ pract ice ' ' . '  Page 98' Exercise ó.

Talk about your office.
The of i ic €  btr i ld ing has

Th €  entran. €  i5 on thc
Th €Íe\ a / TheÍe ale ' ' .

! a Match the words to th€ signs.

litt stairs
Í

fl a,.r'

MtrEtr
1 l,li 2 ) 4

'8 Ask where 1-4 ar€. Listen and
repeat the questions.

59 Listen to the p€ople asking for
dií€ctions. li\lhat aÍe they looking for?
1  ' r / 7  3

Look at thé offic€ Plan. can you mat(h the
qu.stions ánd answeÍs? WÍit€ a.€ in
the boxés.

I L
t l

. -Jl
I

U a

commUnitat ion píact ice 14. student A. ' . '
Page a1. Student B . ) Page 89.

USEFUL LANGUAGE

Excuse me. Where's ,,.?
|tl on the gíound/fiÍst^econd ''. floor'
|t's ovel theíe'
|t l  just past the l i f t ,  on the íight '
Go to the end of the coíidot
Go throuBh the doors.
TuÍn right/left.

1 Excus €  me. WheÍe's (he l]ft?

2 Excuse me. Where are the stalrs?

3 Where's the compuleÍ loom?

4 Wheíe's the dr]nks rna.hine?

5 WheÍe are the toi le l5 '  pIease?

I/,)

l l
L]

Go thíough the dooí5. Tum right '

I l l



! a wlere are the PropeÍties in the two adverts?

12 apartmenG, centralsydn€y' studio, 1' 2
and 3 bedrcoms' Top two í100.s (24th and
25th)oí new block '

PÍice5 f.om s480,0oo'

Gold Coast near Brisbane
lsumm€Í 3o.c, winter20.'c)' 19th cent!ry

hous€' 6 bedÍooms,2 bathÍooms (upía|ís

and downstair', large livinq íoom 165 m1,

modeln kllchen' 9ála9e Galden 3'l00 m. Ú|tn

swrmm,nq pool BeaurrlLrlvrew or Tasman sea

$1.6 mittion.

,.J, It
po

wl
mt
po
cll
tha
PK

tn

Fol
a !
pr(

Íind words ií the advert9 to match the
photos 1-8. U5€ á d|ct|onary to help you.

62 check youí answers. Listen and
repeat,

vocabulaÍy pÍa(tice.-, Page 98, txeÍcise 7.

7

F|nd adiectives in thé adveíts w|th a sim|lar
meanlng.

2  0 rg

I Adiectives! a Read th€ adverts aga|n. |Jnderline the CoíÍe.t
adiectives in 1-€.
1 The apaÍtment block is modern/old.
2 The ápár1ménts aíe in d low high bJi|a ng'
3 lhe house is old/new.
4 The living rooín in the house is b/g/smol/.
5 The kitchen in Íhe house is old/new'
6 Íhe|e's a nice/horrible View fÍom the

gaÍden of the house.
7 |Í's hot/cold in B|isbane.
a Ihe house is cheop/expensive.

The apanment is bi8.
It's a big apartment.
The Íooms in the house aré small.
The house has small rooms,

s\{sl
\.

---1

! \  *"-

IN

c vo(abulary pract ice..) Page 98. Ex € lc ise 8'



Places 5

! a rool 
"t 

tt'" titt" of the article. What does
'hot property'mean?

b Read the article and answer the questions.

1 HoW many p €opIe l ive in Au5tÍa|]a?
2 Where do most people l ive?
3 Where is property qUlte €xp €n5iV €?
4 Where ar €  property píices Very |o!\r?

(

!l has 36'000 km oí coagt. There aÍe 7.6 mi||ion
l l km2 oÍ |and. AustÍa||a |s big' very b|g. But tne
popu|at|on of18 m||||on |5 vely sma||foÍ a cont|nent.

w||hJus| two peop|e pel squa|e ki|ometÍe' does this
móan Austlalian p|opeÍty is cheap? Not exact|y. A |alge
póÍcen|age of Austla|ians Iive.n a sma|| numbel of blg
c||les on the south.east coast' The |a€e popu|ation
|heÍe means homes arc qu|te expensive (the lea||y hot
pDpeÍty is in sydney)'

|n paíts of western AustíaIia. the opposite is tíue.
Avely sma|| popu|aÜon means very |ow ptopeíty pt ices'
Fot|he pt|ce oí a square mett€ in sydney you can buy
ásquaíe k||ometre n€ar the GÍeat Victoria Deselt. Hot
plopeny of a diff €rent kind!

1 The house i5 qtrlte,eÍy snall/big
2 Th€ gaÍden is quite/very smau/big'
I The house is quite/yery rld/modem.
4 Propetty is quite/vety cheap/expensive

b GÍammdl pla( l i(e ' . ' )  Page 99 txeÍl ise 9'

63 List€n to a mán talking to a
cotleágue about his home. lJnderline the

communicat ion pÍact ice 15' student A
Page 81.student B .. .) Page 90.

E"

llow discuss these questions with a partner.

1 What do .m' and .krn'stand foÍ?
2 Wh. doP. || F // i  ó nPdn by '| o| p|op"1y

of a dif fer €nt k lnd'?

work with a partner. Talk about €ach other's

WheÍe.. '  L ive? . ' '  hou5 € /apaÍtment? ' ' .  big?
. ' '  gaÍage/garden?

Talk about pÍopeíty Plices in youÍ country.

Ar €  propeÍty pr ices high?
In What c it ies/regions is píoperty
expenslve/cheap?
In what parts of youÍ town/Íegion is pÍopeíty
exp €nsiVe/cheap?

USEFUL LANGUAGE

I l ive in a house / an apartment in . . .  .
It 's, . ,  k i lometres from .. . .  ,
The house/apaftment is quite/very
big/large/small. lt! ... square metres.
It's oLd/modern. lt's quite/very nice.
|t has '.. bedrooms- |t has a big/sÍnall
gaíden.

Is píoperty expensive in youÍ country?
ln ' ' .  píices aíe quite/VeÍy high, but in -. .

@a

.-+r
!tí (*- hn

quitelv.ry + adiective

It's very big. li's quite big.
It's quite smatl. lt's very smalt.

l r t



Action

d Vocabulary pract ice.-t Page 99, Exercise 1.

Ia Label the photos (a-e) with the woÍd. in
the box.

Discuss th€se questions With a paÍtnel.

Do you go to confeÍences?

Do you have a lot of meetingsa

Do you g]Ve ples €ntat ions/

Do you go on business tí ips?

Do you go to trade fairs?

64 Listen to five peoPl€ talking about
thek jobs. Match the p €ople you hear lo the
photos. wíite 1-5 in the box€s.

a!

lgo to conferences
pÍe5entat ions

go on business tr ips
have meetings give
go to tÍade fai15

l

[]Jt , ,
>t

He often goes to the head omce.
They?e always late for meetings.

a|ways usually ot|eí sonel|nes don't ohen nevel

I t,,, , . , , , , ,t;,:,t.

36



I a Look at the adveÍbs of fÍequency in the grammar box. Then compLete the sentences
so Inev aí€ Üue ÍoÍ vou.

1 g ve presentalons.

2 go on bu5ine55 lÍips'

] Work ln the €Vening'

b ó5 Listen to an interview with veronica stephens, a t€levision pÍoduceÍ.
How often do€s she do these things? Tick (/) the boxes.

always

1 works tOÍ tc lcv s on .ompanies n Japan f

2 Works W]lh p lesenteÍ! |ÍoÍn ] ipJn t  l

3 nakes pro3ramme5 ]|  EngL]í]

4 works w rh a rerm from lapan ]

t  works wlrh r  te im fronr rhe uK t  ]

ó  8oes to ]apJn or bU! |cs9

work with a paÍtneí. Mák€ sentences about

5he usLra l ly  wor(s with te lcv ls ion companies
n Japan.

ó6 Listen to stuart compton talking
to a coLleague about work' Are the sent€nc€s
tÍUe (T) or fatse (0?

1 He doesn'l have ir ol of meetings. V
2 He travels a lot or buslness. L

] Writ €  ernai|s in EngLsh.

I work at home.

Action 6

5

V)
n
L]
L]
L]
l l

L]
I
I

L]
L]

L] L
t

tt

Ea

3 He doesn, l  Ínake a |ot oÍ phon €  .aLLs
4 He 5end5 a lot oí emn]ls '

i 
a lot (of) / lots (of)

67 pRoNUNc|AT|oN Listen and Íepeat.
How do you say o/ in the sentences?

1 | havc a |ol oÍ meet ngs'
2 | don't g Vc a Iot oÍ presentat ions'

] Do you go lo a |ol oÍ conferences?

Gíammar pract ice -.) Page 99' Exercise 2.

commünicat ion pÍact ice 1ó . ' '  Page 8l.
Work with a partner

USEFUL LANGUAGE

Do you often tÍavel on bu5iness?
ldon't often go abroad on buslness tr ips.
Ioften send emai ls to foÍeign colLeagues.
I nrake a Iot of inteÍnationaI phone caI15'
I sometimes go to Íade fairs and

I never give presentat ions in EngLish.
I go to a lot of me € t ings in Engl ish'

a Lot ofllots of + roun
We have a lot of customers in France.
We hav€ lots of custor.eís in |taly too
(a lot of l  lots of = a large nLrmbe,

verb + a lol
lgo abroad a lot. (: often)

137



!a 68 Listen to thé .onv€rsation in
the m€eting. Fill in the 8aP5.

having phoning working
now moment this today

."",""!
l im

Emma
lam
Emma

Chs

Emma

Chs

l im

Emma. l 'm t /t,r/ ir l  a rneet ing
at the'z with Lau ra
and chÍis '
Right.
You?e on the |oud speakeÍ'
OK. Hi everyone.
HelLo, Emma.
Are you having a good t ime in
lstanbuL?
Oh. i t 's great. Real ly good. Thi]
on|y pÍoblem is '  | 'm r ]
|]n 5uÍc you aren't woíking a||
th €  t ime]
Emína, wete 4 about
your proiect, Can we ask yol l
one oÍ two quest ions?

Emma Sure. Go ahead.
||m 0K' chíis?
Chí|s Yeah. What'5 YouÍ teaÍn doing

t ,  Emma?
Enma We||, they aíen't Working at the

ó . They?e having
tuncn.

chíis No' mean on the proiect '  What
aíe they woÍking on /

Enma Oh, r ight. Um ...  Wel l ,
3 wele,, ,ro.king on
instal lat ion number s ix. Wete
just f ln lshing the test ing on that

thal 's the lasl  iob.. .

b Vocabulary pract ice.. ')  Pag €  99,
ExeÍcise 3'

c what ale | im, Laura, chÍis and Emma doing at th €  moment?
WÍite the CorÍect form of the v€Íb. ReÍel to the conv€rsation
in 1a agaln, if nec€ssary.

1 l im' LauÍa and chÍis nre in the off i . €  th i5 morn]ng'
I/t,L1l,  /atn11 a meeting. (hoye)

2 Emma isn't in the offce this week.
on a project in lstarbrl. (wak)

I Ernma's in ls lanbul.
4 Emma's at Work at the moÍnent'

a phone caLl.  andke,
5 Emma's co||eagues aÍe haVing lun.h'

the moínent '  ( ' r l  WorkJ
ó Laura's n a Íneeting' She

a good t imc'  (áaye]

a t

lunch al the
moment, (not ioveJ

7 J im, chris and LauÍa are ta|klng' Emma
quest]ons..ásk)

8 Emma nnd hel co|Leagues ar €  on thc |.51 job'
thc test ing' l ' 'Á lr)

l8  l



Action 6

Present continuous

70 Llsten to the telephone
conveEations. what are thé Peopte do|ng?
comolete the s€nten.es.

l'm woÍk|ng on the leport now.
she's maklng a phone call.
They'rc havlng lunch at the moment.

Negotive
|'iÍ íot havlíg a coffee at the moment.
He lsnt maklng a phone call.
OR
He's not making a phone call.
We .ren\ woídng today.
OR
We'íe not wolking today.
Both Íons of the negative are in @mnon use.

Questions
whafg she do|Í8? (WháÍs = What ís)
What aÉ you doltlg?
15 he hav|ng a méeting?
AÍ€ they worklÍt on the proiect?

1 Steve's
2 Olivia's
3 Colin's
4 Nadia's

5 Paolo's
ó sylvia's

lnvnn Ltrlr

ó9 PRo|{Ut{C|AÍ|ol{ L|sten and r€peat
the séntences. How do you say ./'9?

1 I 'm having a meeting.
2 What's she doing?
3 she isn't  woÍking today'
4 Wete al l  WoÍking on the project '

5 AÍe they having lunch now?

6 What aíe you doing?

Gíammar practic€ ..' Page 99, Exercise 4.

commUnicat ion pÍáct ic €  17. student Á -. '
Page 81. Student B -.t  Page 90.

Talk to a partneL what aíe you working on
at th€ moment?

USEFUL LANGUAGE

Het in a meeting this morning.
Theyle having a coffee at the moment.
What are you doing now?
I'm not in the office today.
We're working on the new project thig week.

Irn



sooÍts aÍd leisuÍe act|v|tIes

Ea Read the text. Can you btly For Dunnies book.s
in your country?

Answ€r thé qu€stions.

1 What is.spaÍe tiíne,?
2 Why do peopLe buy For Dummies books?
3 What kind of people buy For Dummles books?
4 ls lhe For Dunmies series successfuL?

What do you do ín yoÚ sparc time?
Nol a |ot? AíeYou |ooking 10Í a new
hobby? |Íyo! aíe,then a qood p|ace to
sla( is the For Dlrmmies book s. The
booksteach yoU hoWto do h!ndÍeds oÍ
things' Írom AÍner can íootba||to chines €
cookin!' For DÜrnmies bo ok s €xp]a n a I
th €  basics in s impIe láng age' so they're
peÍJect íor ábsoIUte beqinneís' The b ack
and y6||oW books now have hundreds oí
t i t| € s  in 39 |angUages' W th ]00 miI ion
copies in pr int '  i t ,s obvioUslhatíreet ime
is big business.

Match the words to the activitiés in the
pictures.

aerobics basketball chess cycling
flshing footbatl guitar running ski ing
swimming walking weight kaining

WINE

'.:!:YÉ

A e.b.7,;|",,hí::, 
ú u"

40 1

1 2



Action 6

!a

7l PRo Ut{c|AT|oN ch €ck your
answeís. Listen and repeát. AÍe any of the
wolds |he same or s imi lar in your languag €?
|s theiÍ pronUn.iat ion differ €nt in Engl ish?

72 Listen to two colleagues talking
about leisuÍe. Which activiti €s fíom 1c do
they talk about?

72 Listen again. Complete this extrart
fÍom the conversation.

A Don't you | ik €  1 |
B  l h a t e ,
A 0h' love ]] '  |t '5 goíJd fo| yolr '

B  No t  i f y ou  c . n t a  l
A No, that 's truel

till in the gaps. Then make fouÍ sentences
that are tíu€ foÍ you.

l ike don t l ike love hate
L

( ( - r )  r  |  / .  1 ,  s . i i r r

\ ' . I W i | ( n 8

\ J '  
I  c w  I n  n  r q .

/-
( . . : )  4  Í U l  l | i | | c |

hate walking
l ike skÍin8.

d G armdr prar l i .c  .  )  Pdgp qo.  Exer.  iqp s.

Look al lhe photos. Can you guess what the
people do in thei lspaÍe t ime?

73 Now l isten to the people and f l l l  in
the gaps.

l g o

2 p lay

go

r p L i y
I p l d y  t h €

g o

go/play/do

| 3o + nouns with -ing

I play + sports, ganes, musical

ldo + aerobics, weight training

VocabUlary pÍact ice ' . ' )  Page 99, ExeÍci5 €  ó .

Communicat ion pract ice 18.-) Page 82.
WoÍk with a partner.

IJSEFI]L LANGUAGE

What do you do in your spaÍe t ime?
r go cyclng,
l do  ae r ob i c s ,
I play footbalL/the guitar.

I Love/Like/hate swimming.

t"'



Meeting

Planner

JÁNUARY
MT WT

456

11  12  13

18 19 20

25 26 27

Ea

7

2

l 6

30

3

10

17

24

31

F

1

22

29

FEBRUARY

MT WT

1234

8  9  10  11
't5 16 t7 18

22 23 24 25

MARCH

MT W

123

8  9  l 0

15  16  t 7

22 23 24

29 30 3l

T F  S

456

1 t  12  13

l8  19  20

ÁPRlL

MT  W

567

12  13  14

19  20  2 l

26 27 2u

FS

56
't2 t3
't9 20

26 27

TF
' t 2

l l  9
' t5 16

22 23

29 30

ss
34

10  11

17  1a

24 25

s
7

21

28

s
7
'14

2 l

28

28

74 Listen to four short conveÍsation..
when do th€ peoPl€ arÍan8e to meet? Maík
th€ foul dat€s on the calendar.

75 list€n end Í€p€at the months.

lanuaíy tebíuaÍy ivlaÍch ApÍ l lt4ay June
JU|y Augusl septembeÍ oclobeÍ NoVernber
DecembeÍ

c 7' PRoí{Ut|c|Al|oN List€n again and fill in
the chart.

Dates

We write:
ÍMay uth
11th ívlay

We say:

the eleventh of May



Meeting 7

b GÍammaí píact ice . . '  Page 100' ExeÍcise 2.vocábUlaly pÍá(t i(e ' . ' )  Page 100. Exetcise 1'

76 Li.ten. Wíite the days in th€ oíder
you heaÍ them.

Monday Tuesday Wednesday
Thursday Friday Saturday Sunday

| !t ' t , l tusJna 5
26
37

vocabulary pract ice. ' ' )  Pag €  100. Exercis €  ] .

Work with a partner. student Á points to one
of the phrases and Student B asks a
quéstion. Take it in turns.

B AÍe you fÍee on Friday?

. Ine morntng

. middle of DecembeÍ

. August 10th

. the evening

78 PRoNUNC|AÍ|on Listen and rep €at '
How do you say .Íl' at the €nd of the
numbeÍs?

1 What about the twenty-eighth?
2 |.m fÍee on the fourth of February'
r Fr iday the twelfth?
4 Yes, the seventeenth of ÍMay is f ine'

5 No, can't make it  on FÍiday the thirteenth
6 so, túonday th €  f i f teenth'

d

!a

77 Listen and repeat. Practise saying
the days of the we€k.

Work with a paÍtner. Look at the calendaÍ.
You say a date and your partner says the
day' chang€ roles.
A The twelfth of January
B Tuesday.

74 Listen to the conversations in la
again. filt in the gaps in the sentences with
at, in oÍ on'

1 |'m fÍee . '/ the end of]anuary'
Yes, I can make it the twenty.eighth.

2 |'m Íree FebruaÍy'
| 'm busy the beginning of FeblUáry'

3 AÍe you fÍee the midd|e of ivlaích?
No, I can't make it Friday.

the morning?
nine o'clock?

Prepositions with times ond dotes

Communicat ion pract ice 19. Student A .-t
Page 82. Student B -.> Page 90.

USEFI.]L LANGUAGE

on Tuesday

)uly gth (dates)

ín Maích (manrhs)

summer (Seosonsl

t he  m idd l e  o f . . .
the moÍning/afternoon/
evening

at ten o'clock (tines)

the beginning/end of
nrgnl
the weekend
Christmas

When can we meet?
When are you rÍee?
what about the tenth of lune?
That's fine.
No, l 'm busy on the tenth,
I can/cant make lt at the end of lune.
I'm free at the beginning of lul l
I 'm busy in the middle of July.
What about the first week in August?

l 4 r



Present continüou5: Íuture aÍían8em€nts

Tíavel language

Ea 79 Listen to Gary lipton talking to a
Col l €ague about hi5 plans for a busin €ss tr ip.
Fi l t  in the gaps in his diaÍy.

!.á

)

)

May

Paris London Cf i .uSo fonaon

F|ib^Í|LA 9.at ('," )
/\r.ivL A/LL, Yq^ S.7S pl
Na' :  Yrr^ C.tS ; ,n t

|,!LLt;rt " 
-i 

.-,'Í-

r. .75 cn
7'.k-.) 1.ao Gtu

üLLr jh -  suL,R.L, l , \c\  j .TT G' ,
l|LLriri - J.-,,Lr t]d/kLt) t.3Tp,t1
Tra,n (Eurt: tat\  ta )  (p,r1\
HÖt L| a';TG)' //'

R€ad GáÍy's diary again and answer the questions.

1 ls Gary leaving LA on TLrcsday?
2 Where's h €  .h i lngl l lg Ílghts on thc Way

] |5 he taki j)g Ih €  l Ia in lo PaÍls on W€dIcsdiy?
4 In Pdris, wh ch hoteL s he slaying at?
5 ls he coming bick to London on Saturd.yl
6 |5 he aÍriVing i  chicago n the moming.

In the sentences Gary Lipton describes his tíavel
plans. Fi l l  in the gaps.

I * 
"rr,u" 

.n"na")

)

)

|:/,?,t|LÖnaóA 43s p,+, :
' 7 .oo Pi^ c^,e.Ü"
ta.ts p,\ )

) LA t?.25 6,h

t iu ht n1 Los Angeles on Monday.
2 the tíain the EuroslaÍ'
3 Then in PaÍis for thÍec nights.
4 back to London on lhc tÍain.
5 in LA in the middle of the

night.
6  The . '  o .  I h "  Í  g . |  |  on " '  i n

Chicago.



Meeting 7

Present continuous: future aíangements Who ...? Why...?

79 Listen a8ain and check yoÜí answers.

é vocabulary practice ...' Page 100' ExeíCise 4.

GÍammaÍ píacticé ..) Pag€ 100, Exercise 5.

can you .omplete thes€ questions fíom Gaíy's
(onveísat|on |n 1a?

How When Wheíe Who Why

|'m f,y|ng to London on l/|oÍday'
Sheb meetlng a collea8ue thls afrernoon.
Theyl€ 8rí|v|n8 tonorow'
wei! hrvlnt a meeting at Íour o'clock.

Who aÍe you wolking with?
I'm working with lohn.
Who's Soing to the meeting?
Anne, Peter and Ken.

Why are you going to Hamburg?
I'm going to a meeting.
Why! he takins the train?
Because he doesn't like flying.

Work with a partneL look back at Gary's
diary. Ask and answer questlons about
his tr ip.

A When's Gary leaving/arÍiving in ' ' .?

B He's leaving/arr iv ing at .- . .

A Whafs he doing on...?
B He's f ly lng/meeting/going...  .

A WheÍe's he.. '? / Who's he ' ' '? / Why.s he
...? / How's he...?

We €k?

2
)

t

aíe you going to EuÍope' GaÍy? Next

aíe you going? To the London off]ce?
áíe you meeting? Tanya Dolan again?

aÍe you going to Pari5? on bUsiness?

aÍe you l fave|| ing to Pár is? Are you communication oractic €  20. student A .-,
Page 82' stud€nt B -.) Page 90.drivinB?

79 Look at the tíanscíipt on page 121 and
listen to Gary's conversat|on again. ch€ck your

Eo PRol{Utic|ÁT|ot{ Liston and r€peat' How
do you say the und€Ílined words?

1 Who\ 5h €  meeting?

2 Who aÍe you traveIl ing With?

3 Who's coming lo the meeting?

4 Why are you leaving eaí|y?

5 why's he golng lo London?
ó why aÍe lhey slaying jn that hotel?

Talk to other students. Flnd out what
aííangem€nts they have Íoí th|s week.

USEFUL LANGUAGE

wheíe are you goin8?
Why are you going to lvl i lan?
WhenAVhat t ime are you leaving?
Who are you meeting?
How are you travelling?
I'm leaving London on Tuesday.
|'m aííiving/changing in Paris'
she5 staying foÍ a week.
He! flying.
Theyte taking the tÍain'

145



TIM E
ouT

E a Talk to other stud€íts about tÍain travel.
HoW often do you travel by tÍain?
Do you l ike tíain lÍave|?
Do you Usual ly Íeserve a seat?

b Gary L|pton i5 büying a tick€t foí th€ EuÍostar.
Read the conveÍsation. titl in the gaps.

Assistaít Hello'
Gaty Hi. ld l ike to book two seats to

Paris, p|ease. FoÍ tomoíow
Assistant At I i,liti tine7
GaÍy At ábout 5'00 pm' I don. l  have

á t imetab|e.

Gáíy Righl.  oK' 4 \ í lne'
Assistant Would you l ike to travel f l rst c lass

oÍ standard C|ass?
Gary Stándaíd'
Assis lant And would you 5

a sing|e or a retuÍn t icket?
A round.tÍip, plea5e.
When wouLd you l lke to 6

back?
Iwánt to ÍetuÍn on satuÍday' but
don't know Whát 7

I t r
t ime .

'5 a tÍain at 17.15'
in Paris at 20.55. local

is the standaÍd

Gaíy

Gáry

Assis lant Do Vou want lo bool. lhe relurn t lp

|f Íeserve a seal,3
I change the leseÍVation?
With a standard fare, you can
change or canceL the booking. yes,

Gaíy

Gary

till in 1-9 W|th woÍds ÍÍom th€ conversation
in 1a.

1 a one way ticket (US) : a .v;ril' (UK)

2 a roJnd l  rp l ,  kel (J5) '  d (J\ l

3 a l ist of t imes (of trains) = a
4 the t ime at the dest inát ion =

5 to come back = to
ó to l)ook = to
7 a booking = a
6 a t i(ke| pÍice = a
9 normal (t icket, c lass) :

82 chéck youí answeís. Listen and
repeat.

vocabulaÍy pÍa(t ice..) Pag €  100, ExeÍcise ó.

0K. How e
fare, then?
0ne moÍnent'

a1 Llsten and check vour answers.



z^

Meeting 7

84 L|sten to th|s custom€Í book|ng .
train t|cket. complete th€ lnfoÍmat|on (1-8).

Destination7

2 icket (singletetun,
3 Leavin9 on (day)l
4 Leaving at. (time)l
5 Returning on (doy):
6 Retuming at ftner:
7 Class:
8 Fare:

E:| PRol{u|{c|AT|ot| How do you say Ío
In these sentences? Llsten and rapeat,

1 I 'd l ike to book a seat.
2 When would you l ike to come back?
3 | want to return on Saturday.
4 Do you want to book the return trip now?

w.ntto + inÍinitive / would [ké to +
inqnitive

I'd llke to book a seat.
l waÍt to book a seat.

When woutd you llke to teave?
When do you want to l€ave?

lvoÍej Would ljke to 13 more fornal/polite
tton want to.

Work w|th a partneÍ. Look at the thnscípt
for 2a on page 122 and praatlse the
converSatlon,

communication píactice 21. stud €nt A ..)
Page 82. studént B ..' Page 91.

USEFUL LANGUAGE

I'd like a return to (Birmingham), please.
Would you |ik€ to boo|ílesewe a seat?
When do you want to l€ave / come back?
Do you want to travel fiEt class or
5econd/standaÍd/€conomy cla55?
How much js thé standard fare?
can I change my booking/res€rvation?

Tickets
a single ti(ket (UK) / a one-way ticket (US)
réturn ticket (UK) / round.tÍip ticket (Us)

n Gíammar pÍactic€ ..' Page 101, ExeíCise 7.
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Reporting

Ea

=.JL
85 Listen to Hanna Day taLking to

a colLeagu€ about a tláde fair she visited in
India. |lndeÍlin€ th€ corí€ct woÍds.

1 The trade Íai was yesletday/lasl week.
2 The trdde fair W.]s qUlíelvery good.

] TheÍe WeÍe about 100/400 companies at the

4  l ' n n 'úo \  nC '  J |  ' / ' ' ,
a g0 ,

5 The trade faiÍ in CaLcutta |vdslwdsn't Very big'

o  Fa  a  
"  

d  hP '  '  o  Lpdg .p \  l 4P jP  úPJ '  ' | . /  i | |  | ! r .

can you Comptete these qu€stions fÍom 1a?
Fill in th€ gaps.

trT L$"

l - was many were

1

3

5

d E6 PRo U c|AT|oN List €n and repeat '
How do you say wos(n't) aÍd were(n,t)in
these s€ntences?
1 Were you at the trdde fairT

2 Where was it?

3 l t  !!as brg,

IWasn,t there |ast yeaÍ.

TheÍe Were thousands of peopIe'

We weren't in the sane holel .

be: past sÍnple

The confeÍence was good last Week.

They were in the same hotel.

Questions
HoW may people wer€ theíe?
waslohn theÍe?

The big coÍnpanies weÍent at the trade faiÍ.

The presentation wasnt very good.

you at the tÍade fair |ast we €k?

was it? Delhl?
was it? 0K?
it blg?

cornpanles were there7

( 85 tisten again and check your answeís. e GÍamma' pÍaCti(e . ' .)  Page lo1. txe|( ise l .



woÍk with a partner. Talk about where you w€re:

. yesleroay even ng

. last SatuÍday

Tine references to the past

Reporting 8

communication pÍa(tice 22. slud €nt A .. ')
Page 83' stud €nt B.. ') Pag €  91'

Look asain at your information from
commÜnication practic€ 22. Write an €mail
tetlin8 youí boss about the Gonfer€nce/
training course you went to. Use the emaiL
in Exeícise 2 to help yolj.

Ea

Tu €sday
ivlarch

sunmeÍ

Tor ..,

Subject l

Deár ' ' . .

chí.stma5

two days
thíee months ago

Vocabulary practice ..t Page 101,

Make s€ntences. use the words in
and past time expr€ssions.

1 Today is Thursday' rMo'dáy)
íÍln.l'l't1 ttlt'' 1ll LL .l,l1.' .t,1',

2 lt.s November íoclobe,

) Íhis yea|' (2aa1)

4 |Í'5 F|iday. (last Friday)

5 TodaY i5 ThuÍsday' (Wednesday)

ó This month' (^,'ay)

USETUL LANGUAGE
t
h

Exeícise 2.

bíackets
How was the trade fair last week?
It was/wasn't very good.
Thele weÍe a Iot of people there.
TheÍe weÍen't a lot of new products.
Wheíe was it?
Who was theÍe?
Was the neeting long?
How many people were at the meeting?

Time references to the past
yesterday, last FÍiday, 1a9t week, last
month, last year, thíee days ago

R€ed this email from Hanna Day to heí mánag€r, Luke Roscoe. fill in th€ gaps with the corí€ct foím oÍ öe.

BOO

Io: Luke Roscoe
Fromr Hanna Day
subjectI trade íair Í€por|

Dear L!ke,
I rn now back in Vancolver afler my típ to De hi' The lrade fáir 1 l1l'\ Very good t
'? a big event thefe r about 400 compan es There 4 onty
two new producls ál lhe show so there ! a |o l  oÍ b ig sa es pÍesentatons Bul there
6 a very good p.esentation. by l4ercury Consu ling. on new lechno]ogy t,m wnling
a íeport aboul it al the moment' I cán send you a copy |áler lhis week'

business asl week? 3

RegaÍds.

PS Edw n Palmere
l 4e



!a t7 ListeÍ to MartiÍ Berg 8iviÍg an update to
his manager, Hanna Day, about his bus|ness tÍip last
week was it a good trip?

87 Listen again. Are thesé sentencés true (Í)

or talse (Í)?

1 lMartin travelled to lllexico on Thursday A
2 He Worked all day on FÍiday. n

3 He stayed in a hotel neaí the offjce. !

4 Ívlartin! pÍesentation started at 9.oo. !
5 The presentation flnished at 9.3o. !
6 This morning, ívliguel phoned |Vlartin. !

87 Llsten agaln. Underllne the correct
words in thése senten.es about íÚlartin.

I He presented / didnl present tl'e b,rsiness

Plan.
2 Be tolked obout / didn\ talk about lhe

cost of materials.
3 He discussed / didn't dis.lss suppliers

with lMiguel.
4 He visited / didn\ visit the factory.
5 He looked at / didn't /ook ot the new

production l ine.

88 Listen and check youÍ answers.
PÍact|se saying the s€nten.es.

vocabulaÍy practice ..) Page 101, Exercise 3.



i Post simple: regulaÍ verbs

Pasitive (inÍinÍtive + .ed)

IpÍesented the business p|an last Week.
she emai| €d the report ye5terday'

Questians (did + subiect + innniúve)
oid you recc|ve my email yesteÍday?
What did they discuss at the meeting
last week?

Negative (didn\ + inÍjnitive)
I didnl talk to lenny.
she didnl Phon € .

Can you complete these quest ions that
Hanna asks?

1 whcf / VoLr / ,rnive l
t lhtt, l i , l .y,ur,utn t ?

2 !^/hcíe / yolr / st ly 1

] yot] / ln|( nbo1]l lh €  .osI oÍ m.lar i l |\ ]

4 vou / vrs i l  rhf 1r( tory ?

89 check youÍ answers'  L isten and
Íepeat'

Make sentences about Malt in 's tÍip. Pract ise
saylng the sentences with a paÍner.

Reporting 8

90 ppoNUNCta or{ L isten and repea.
th€se veÍbs in the past simpte. How do we
say th €  'ed ending? f i lL  in th €  chart '

phoned taIked pÍesented receiVed
looked vis i ted emai led needed
d.scussed woíked stayed staÍted
f inished travel led

f ^'' l

Communication practice
Pag€ 83. student B ..)

Talk to a paÍtner. when

.  usc a ldx ntn.hine?

USEFI]L LANGI]AGE

2]. student Á .. '
Page 91.

did you tast:

]\ ,4. l l in  . idn. l  work oI lh l tÍ!dny '

I  r\1.r t in /  v/ork ,/  ThLrrs( l , ry

2 ho /  r r r ivo /  ovL ' f ing

I hc /  la lk  . rbr) l ] l  /  p l rn

4 Pedro /  r r lk  , r  lor
'  he /  V is i l  /  Í. .1ory

6 look at  /  l ) r()( l ! . t ion L ino
/ , ,1 i ry /  So.oro l lote

8  M i s r e l i  p h o I c  h i m  t  V c \ t . d . r y

l lalked to Ken and Gloria at the meeting

We talked about the business plan.
Did you discuss the taígets?
I pÍesented the new product at the
meeting.
We didn't look at the new price l ist.

Gíámmar píact ice.. '  Page 1o1, ExeÍcise 4'

1 5 1



TIME
OUT

Ea Match th€ groups of words to th€ photos from
a holiday bÍo.huÍe. Use a dictionary to h€lp you.
wÍite 1-5 in the boxes.

1 plana lelrt !u! coach

2 bcach pool sunbathc

] boÍs ] ÍestouÍonts ] di'.os

4 apartm€nt hote| c.mpsit€

5 rent a car. travelaround go siOhtseeing

fTTt'r''s.i" d"l

9l listen to Hanna oay tatklng to her
colleagué' steven croft, about h|s hoüday on
the Greek island of crete. Tick (/) the coÍíe.t
answeÍ: a' b, or both.

1 He travelled to Crete by...
a plane. p I ferry [

2 on cret€, h€ stayed ín '''
a a hotel. ! b an apartment. !

3 TheÍe Were |ots of.. '
a bars. ! b restaurants. !

4 He travelled around by...
a  ca r !  t  uus . !

Vo(abulaíy pra(l iCe.' ') Page l0l '  El € r( ise 5'

92 PRot{U C|ÁÍ|oI L|sten and mat(h
th. woÍds to the coríect stress marks. Then
lllten a8aln and repeat.

i:."ffiN:
4 sightseeing
5 hotel

d

t i t t  b

h

Ooo
oO
Oo
oOo
oooOo

I

lr

E" 9' L|stén to sentences from the
conv.rsation In 1b. Match th€ senten.es (1-l2)
to th€ irÍegular verbs you hear (a-l).

1A 5!  e !
, !  6 !  to !
3!  7n t t !
a !  8 !  t t !

a ate b bought c cáme d cost e drank
f drove g flew h had i left , saw
k took I went

b can you writ€ the infinitives of the verbs in a-l?

d
g

i

Past s|hPle: |]regül.Í véÍbs

Holiday and travel language

sr l



The past s imple form of some verbs
i5 iÍegular You need to learn them'
see 1he l ist of iÍegu|ar Verbs on
page 115.

.  G Í a m m d l  p I a ( l | ' P  ' ' )  P d g e  | ( , / '  | } P I l  \ P  t l

Look al the íeceipts and Papeís Íom steven's
triP. fuk and answeÍ question. with a partn€l.

A Wh €n / What / Where / HoW (ml]ch) did he ' ' '?
B  He . . .  .

Past sinple: irregular verbs

commUn i c a I i on  p r a c t i ( e  24 .  s t ! d € n l  A . ' . )
Page 8] '  student B ' . ' )  Pag €  91.

Talk about past holidays with a paítnel'

Where / What / How did.. .?

USEFUL LANGUAGE

Did you f ly oÍ did you take the ferry?
I rented a car, and tÍave|led around'
We went s ightseeing.
I had a week relaxing and sunbalhlng on
the b €ach'
We didn't stay at a hotel.  We were on
a caÍn p5ite '

What Was the night l i fe l ik €?  W €r €  th €  bars
and r €5taurants oK?

13  27
07 00
l2 50

96 AA

se.4B

Bi l lNo. tu/4,1loom N(I 0s
Nanrer \r.vL,rr ( r(,1I llllliqUliq.f .u.rit.rI
Arrrval dare: l\ry (, D$!t!ture date: ,\j.ry N

Toíonlo PeaíSon (0N)
FrankíuÍt (FRA)
Athens (ATH)
FrankÍur| (FRÁ)
Toronto P€arson (0N)

|V]áy 5
It4ay 5
It4ay 6
May 2n
May 2

06r00
17  15
09 05

D)
1
l

99.28
T0ÍAL:

|tö. ?

rlIsnIIÍilts

Sara frsnuraY ,

rrn cn r.r a on qi)

Ácl36
^c672
tc9206
ac920l
4c873

Vancouver (8C)
Toíon|o Pearson (0N)
FÍankíurt (FRA)
Alhens (ATH)
FrankíLlrl (FRA)

,.-*-m^**",,.
cHlcK€N sANDUlcH

lflERAL UAÍÉR

Reporting 8

Sightseeing Tours

Tour date: lllay |4

t1*v S i 3g

vÁq nTH .9 '1B P ' l . l ' 9DUR 1]R0ÉR: |  5 r



Communication

can you match the words to the do.üments?

a
] agenda baÍ chart gÍaph minutes

pi €  chart sChedule table

t ln rh,rl 2 )
4 5 6
7

94 ch€ck your answ€rs. Lísten and repeat.

Warehouse - Sticks -

Document5 and attachments

Ea vo(abulary pract ice.-) Page 102, Exercise l .

Read the emai ls and answeÍ the qu €st ions.

1 Why is .aíla lcndlIg docuÍncnts to T m?

2 l low mirny aocuments .rre attached n
ca r l a s  ena i l ?

] Does TiÍi l  hnv €  .  copv oÍ the m]nut €s i

4  Who  ha5 . o ! l c s  oÍ  l h e  s . h cdu l €  f oÍ  t h c
n €W W.rehou5e?

Warehouse Zone
Design Phase

LDesign
lConsultation

lRevisions
Final desrgn

5 Feb Mar Apr May

o{

Points to djscqss at the

r) Wareho!se Zone 5

meetr!gl

2) s lock tr]íoímaton

27 000

' i1:]:ÍTi;::;':".'" ...,
-...p^6,1" r,ouij"-', ' '' ffii?::i;:T".:Hij::,

Stock (by product Code)

tcP 38%sP 1570

Total

5 4



DearTm,

P|ease íind attached the agenda for the
meeting nextTuesday. I a so allach other
nÍorma|on you need for  th €  meet ing:a pe
chaÍtof products a baÍ chart of stocks in lhe
WaÍehouse. a gfaph of stocks for |ast month.
and a tabe oÍ customeís,

A]ex W|ole lhe m nutes íoÍ lhe |ast meeting
lhink he sent them to you.
Bul iÍ you donl  have lhenr.  just  ask h im
lo eÍna you a copy'

Besl regards.

Cat a

t !9

Dear Carla,

Ma.y thanks ío l  the iníormaton'  ]íead a the
altachments lhis morning I saw A ex
yesterday and h€ gave me |he r. nu|es But I
dont have a copy of the schedu e
foÍ lh€ new Warehouse A|ex tod me he
lhought you had lhe schedLrle Could you send

T m

Tim,

|.m aÍrad Idon.t  have lhe schedu e But I
spoke |o A ce Drapef,lhe píojeci eng ne€Í
and she sa id shes br inging copes lo the
meel nq for a|| oí us she wants to give a
presenlation aboul the protect, and shed ke
l0 talk about lhe schedu e then But f you
need a copy beíore the meeting you can
contact her Her ema laddress is
dr ape r@bc- structu re s con

Cara

Ea

Look at the slammaí box. Then Íead the phíases 1-7
and f]nd them in th€ emails (h|ght|ghted). who or
what do th€ undellined woíd. lefeí to? choose fÍom
th€se people oí things.

Communication 9

Alex Tim
the schedule

Alice the minutes

1 .. .  he sent them to yoo. ( lhen = t/h t, i|rLs )
2 . . .  ask him to emai l  you a copy. (him = )
L.. ask him to emal lyou a copy. (you = )
4 ' ' '  he gave rn €  th €  mlnutes. (me : )
5 Could you send it  to me? ( l t: )
ó ' ' '  she's br inging copie5 to the meeting for aLL of L]5'

(us = and
l

7 . . .  you can contdct her. (her = )

Grammar practice ..' Pag€ 102, ExeíCise 2.

Read th€ emails again. Find th€ past simple form of
these irregular verbs,
I gve !!t!t! 6 sencl
2 have 7 speak
] Íead 8 telL
4  s a y  9  t h i n k
5 see 10 !!Ílte

95 check youl ánsweís. Listen and repeat.

IJSEFI]L LANGUAGE

c Grammar pract i(e..> Page 102, Ex € lc ise 3.

communication píactice 25 -.) Page 84' Wolk with
a paímeí.

attach the minutes of the meeting.
Please f ind attached my report of the tr ip.
can't Íead the attachment.

Could you send me the schedule?
[4any thanks for your message.

Object pronouns

He sent her five docurnents. She read them.

| ) me you ) you he ) him she ) her
it ) it we ) us they ) them

i  55



!a

d

Do you or your colleagües sp€ak Engllsh on the telephone?
who do yoü speak to?

complete the questionnaiÍe. Íck (/) the boxes.

work wlth a paÍtnér. Talk about your answérs.

9ó L|sten to . woman phoÍ|nt th.
re.€pt|on at APc ltd. Answel thé quest|oÍs.

1 Does the Íeceptionjst take a messa8e?

2 Does he take thé woman,s name?

3 Does he take heÍ phone number?

4 Does he ask her to call back?

96 L|stén aga|n' complete the messagé.

MESSAGE

f Q 4.'''4J!,' p'4. É'''r.ha|1 E :

97 L|steÍ to thre€ teléphon. .atls.
Are these s€nten.és tÍue (Í) or Íatsé (F)?

Call l 1 Louise is out of the office.
2 Rob says he'll call Louise back,

Call2 3 Rob leaves a message.
4 Rob leaves his phone numbeí.

Call3 5 Louise phones Rob's extension.
6 Rob thanks Louise for her cal l .

b Flt( In the gaps to comptete the telephone catls.

!a

tr
!
!
!
!

afÍaid busy calling coutd hold
moment back speaking who's

Gll 1
Réc€pt|on Hello. camden ll''larketin g'

Rob

Rob
Rec€ption
Rob
Rcceptlon
Rob
Receptlon

He||o. í. .cnua'.. Ispeak to Louise
Miller, please?

calling, please?
Rob Sears.
Her l ine's 3............. .. at the moment.
0h, right. Um ... OK. I'll call back later.
oK.
Bye.
Bye.



Communication 9

Call 2

Rob

Rob

Réception

Rob

Rob

ca me

Ea complété these s€ntences from th€
conveí.ations in 2b.

1(; i*a

c"rrz(t  
' -  

r" '  to - i r  vou@'L/-

heí the íressage
as soon as possible.

Hel lo- camden Íüalket ing.
Hel lo. Louise [ '1 i l leÍ, plea5e'
|t l  Rob SeaÍs'
Onea , please. l 'm
5 she's st i l l  on the
phone. Would you l ike
6 1

t]m ' . .  could you ask heÍ to

Calt

back?

Ye5,

she has my numbeí
could take your narne again?
Yeah. Rob s €a15' s-E-A.R.s'
oK. | '|| ask heÍ to ca|| you

99 Listen and repeat the sent€nces
in ta.

w||| 'pontaneous decisions and offeÍs

|'l[ give heí the message.
She'll cau you back.
(l ' l l  = | wil l)

Note: we use the short Íorm(ll) when

Rob |t\ quite uÍgent.
Re. €pt ion oK. | '|| give heÍ the message as

soon as possible.

Rob O(. Thanks very much. Bye.
R €c €pt ion Bye'

CalL 3
Rob HeLlo.
Loü|se Hel|o. |5 that Rob?
Rob Yes, 3

Louisé Hi, Rob. |t '5 Loui5c'
Rob 0h hi,  Louise. Thanks for 9

Lo0is €  YoUt €  weIcome' What can do [or

97 List€n to thé teléphon€ calls a8a|n'
check your answ€ís.

98 Listen and rép€at the sentences'
Íh€n, in paits' practise the conveÍsations
in 2b.

1 Who's cal l ing, please?

2 Her l ine's busy at the moment.
I one moment. please.

4 Would you l lke to hold?
5  A  s t h a tRob ?

B Yes, speaklng.
6 Thanks for cal l lng back.

vorabulaIy praCti(e ' . ' )  Páge 102. ExeÍ(ise 4.

Grammar pÍa(t ice.. ')  Page 102, EteÍcise

communicat ion pra(t ice 26. stud €nt A .- '
Page 84. Student I - ) Page 92.

USEFUL LANGI]AGE

t .

Who's cal l ing, please?
]t.s Eíic Blanc.
ls that Tom?
Yes, speaking.
could Ispeak to Ann, pl €ase?
Sorry I'm afraid she's out.
Can l/ Couid you take a message?
I' l l  give him the messaSe.
Could you ask her to cal l me (baak)?
I'll call back latel
Could I take your name?
Her l ineb busy at the moment.
Would you l ike to hold?

157



TIME
OUT

R€ad the emails (a-c) from three colteagoes
what subi€cts do they wíit€ about?

Read the emails again. |J5€ a dictionary to helP
you. on€ p€rson tves in Manila, one lives |n
Milan and one lives in Moscow. Which person
is fíom wh|Ch City?

r is fÍoír Máni|a'
2 is fÍoÍn Mi lan.

3 is koÍn Moscow

Look at the pictur€s oÍ d|fferent typ€s of
weather. Find words in the emails to filt in
the gaps.

lvloscow

EtrE
Dear Ce ia and Alex

I hope you had a qood weekend. I wanled to take
the kds |o lhe paík' bul the wealher was
ín serabe' It \''Jas co]d (|wo degrees)and íoggy a
day on satuÍday. then it rained a||day on sunday
Typca|Weatheí ÍoÍ lhe season'  And now Im back
at woÍk i l ' s  a beaul fU|sUnny day|

What.s the weatheÍ |ike \^,ith you? Are you bo|h oK
foí the coníeíence ca|| |atel |oday'

Seb

9eE

Hr Seb

Yes.  .m oK íol  the ca| | tsco(rdyhere lh isnrornng.
and i l s  ra in ing a b i l  i tsveryhol
and huín d' lhough || |ooks |ike we || gel
a lh(rndérs|ornr ].m act!a||y peased (o be in
a coo|oÍfce with a ií  condi lon ngI The system
in my apaítment isn't Woíking,

Celia

!o9

I don l |.avF a ..o1d|t'o.'nq al |.oÍre e|tl.eÍ ce |d'
Bul it s minus 18 degrees here al the moment, so it s
no| a prob|eml |l's quite windy as we||' so it Íee s
even colder Seb, you said it was cold on Saturday
(two degrees)' Her€' when the l €mperaluíe.s abolt
zeío and l .s  snowing. peop|e say i ts 'warm !  guess
tlvo degíees is .abso|ule|y Íreez]ng íoí you' ce ia!

ook ÍoMard lo lhe conieÍence cá|||áter

Ea

-*?_=s-

4  t s  s

5  f S f 6  l t sw

7  l t ' s  f  8  a t

100 check youí answeÍs. Listén and
Íepeat'

58

2 lt 's r



|{ow frnd words in the emails with the sám€
meaning as 1-5.

1 'leÍy n:]ce = b|' !tt;l/

2  ho rÍ  b | e  =  m

I qlr le lrot - w

5 one beLow zero = m one

l0l check your answers. L isten and Íepeat '

Vocabulary pract ice.-) Page 101. Exercise 6.

Present continuous
It's raining at the moment.

It rains a lot in winter

|t íained yesteíday'

d Grammar practic€ .'' Page 103, Exeíc|se 7.

Communicat ion pract ice 27.-t Page 84.
work with a PaÍtn€r.

Communication 9

102 List€n to th€ conveísation again
and check youí answeÍs.

Review oÍ Dresent and Dast tenses

102 Ni8el Baker is on a business tÍip in
Fran.e. He's having lunch with his col l €aguÉ,
ol iv ier M €naÍd. Listen to th € i r  conve'sat ion,
then answeí the qu €st ions.

1 Whafs th €  n] € ; l ther Like loday?
2 What c ity are the col ledgues in?
I Whnfs the Mislr . lT

4 WhJt 's the !!.alheÍ l ike in London todJy]

compLete these sentences from the conveÍsation.
Put th€ v€rbs in the coÍléCt tensé.

I l  l i l ) l i l  ncaÍly eV € ry dnV |.1st W €ek'  1r. 'n)
You sornel mcs one oÍ lwo wet
days. fgel)
Th €  sun todiry '  that 's the m. n
lhing. í5h',d
The Wa]leÍ wi lh our bol l|c of

here onc €  before' abolI two

Before, when I Lived in P.r ls,  aln'ay!

Talk about the w €ather in youÍ Country/
r€g|on.

What.s the Wealh €Í |ike today?
What Was it l ike yest € rd.y?
Wllal .s the Wcnlheí us|]d||y I ike in:
j . lnunry? ADÍ L? AUgusl]

Talk about your past experiences of extreme

very hot wcalher
vcry colo wcalncr

5tÍong W Ids

USEFUL LANGUAGE

It Íains a lot in the UK in Apri l .
|t'5 oflen foggy in NoVembeí.

It's freezing.
It 's snowing.

fhe weathet in the past

|t faíned last night '
It was windy yesterday.

Ea

E"

1

I

/
8

a cold W nd' sorn € t imes' .ge'
App.rent ly, i t ther €  at the

l t 9



10 Progress

In the 20th Üen|tl ly. pIil||l]lj g0i |)itl!]cl. i lI it l

Í|eW íastct. furll]0|, a|]d hIqh()|' Btlt t0(lay. a
new worcl is in th(] ílir: cheapol' ' Wh'11 d0es

th i s  n lean ÍoI  p|anes  in  th( ]  21St  0 t ] l l t t | |y '  i l n ( l
for tlre tw0 biq c0rnl)iLni(-'1j thar Inak('l lt0tl l:

A i rbLrs  aI i i  Boe inq '2

0n paper' an easy Way to make the cost oÍ Í|ying |ower is t0
build bigger planes. one large plane with, say, 400 seats, is
ess expensiv€ 1o Í|y than t\]vo sma||eÍones !'lilh 200 seats'
This Was Why. in 1969' Boeinq bLri|l ts fiíst 747 J!mbo Jet.
Íor 400 passengeís' Boeinq.s more modeín Jumbo.lhe 747'
400, sti l lhas good sales today. Bul is iteconomicalto buid a

The BIG question
p|ane biggeíthan lhe 747?This is a more ditficu|t question'
Because oÍ lhe hioh cosls'the deve|opmentoí new p|anes is
a danoeíous b|]siness'

Aiíbuslhinks bigqer is better, and is spending bi||ions of
eurcs on lts newA3B0 supeí Jumbo. with 550 seats' But
Boeing thinks its 747 stillhas a flture, and doesn twantl0
spend bl||ions oÍ do||aÍs on a new' larqer mode|' Laíge p|anes
are a biq pelcentaoe oí both ÍiÍms. business, A1píesenl, each
company has about 5090 oí the Wor|d marketÍ0í passenger
p|ánes' |ftheA3B0 is saíe. íe]iab|e and more economlca|1han
lhe 747'lhenAirbus can become the malket |eadet Bll iÍ the
íiÍstA380 has serious technica| píob|ems or, Worse' saÍely
pÍob|ems. then the Íulure of lhe super Jumbo - and the
futuíe oíAirbus _ s in quesl]on'

!a Read the article. use a dictionaíy io h€lp you.

Then und€Íliné the coÍíect words so that the
sentences aíe lÍué.

1 The Ajrbus Al80 is a very largelsnoll plane.

2 Today, the f|Ís| 747s aÍe qúi|e madenlo1d'

3 The A380 proiect is cheaplexpensive

4 Boejng / ' isn,t bui lding a neW supeÍ Jumbo'

5 Aib:s nas hal|o thnd oÍ the woÍ'd na||et '

Fitt in the gaps with the adlectives.

dangerou5 diíficult economical easy
expensive cheap low Íeliable safe

1 Airl ines want Lrt ' costs and passengers

want t ickets.

concoÍde Was Very fast, but cost a lot to
fly. lt wasn't very

Plane cÍashes are lare f ly ing is a Very
way to travel.

]n the air,  technicaI problems aÍe

PassengeÍs Want to aÍive on t ime'they

NeW p|anes aÍe . They cost
bi l l ions of dol lars to develoP.

8 (orÍpuLe.c l .eIp lo 'ná|.e a lot oÍ'ob. qLi(e
for pi lots.

Vocabulary pÍactice -.' Page 103, Exeícise 1.

to land when it 's



E a Fitl in th€ gaPs. choose from these words.

cheaper easieÍ larg €í
more/less dangerous
moÍe/less economical
moÍe/less dif f icuIt
more/less expensive

1 |t 's |e55 expensiv € '  =

2 ts bigger = lt 's
3 The cost is higher. : l t 's

4 lt's safel : lt!
5 t 's less dif f lcult .  = lts
ó |t costs less to use' = t '5

103 check your ansv.éís. List€n
and íePeat.

wrlte the lrregular compalatives for th€se
adiectives. You can f|nd them ln th€ text.

PÍogress 1o

Make sent€nces using comParativ€s.

1 the Airbus Al80 / large / the Boeing /42 .
/ / 1,, t ti L ui, t..,\t) i, /, t.,J., / l t, a! t l l !, 8,,, i,,, 1 7. t t

2 the 747.4ao l  nodeÍn l  |he ||í5I747 '

3 modern pLanes / economicaL / otder ones .

4 air travel/ 5afe / íodd lrave| '

5 f ly ing a p|áne / dif f icu|t / dÍivins a car .

ó because of complters. modeÍn planes / easy / f|y '

8 work with a Partneí. compaÍe the5€ products'

1 (+) rar
I (+) bad

104
r€p€aÍ.

z 1+r gooo

check youí answ€rs. Listen and pa 105
List€n to
what aíe

she|ley spears woíks for th€ aiÍline |€tÍtét.
her giving a pÍesentatlon to héí cotleagües.
th€ advantag€s and disadvantages of
class? wlake notes in the chart.

0lsadvantag€sShort adiect ives
cheap ) cheaper
fast ) fast€í

(+) difficult ) more difficult
(-) expensive ) less expensive

lrÍeEular adjectives
good ) better

fa| ) fürt]her

t||an
The Airbu5 A380 js b|g8eí than
Boeing I47.

the

can yo! add anymor€ advantag€s/disadvantates to
the Ch6ít?

commUni(al ion pÍact i(e 2a. ' ' )  Page 85. WoÍk With

USEFUL LANGUAGE

Planes aÍe 5afer noW than they weíe'
The new model is more economical,  but l think
it 's less reLiable.
Ticket saLes are betteÍ/Woíse than |ast year
The disadvantage is the higheÍ cost '
The advantage is that i t !  cheaper.

e GlammaI pÍac| i (e ' ' ' )  Paqe l0 ' t '  Ixe l( isP 2.

1 6 1



E" Read thé articl €. circle th€ coíÍect

I Ryanair is:
a a laÍge air| ine

Cb) a low cost air l ine.
2 Wheres there mosl competit ion

between air l ines?
a long f l ights
b shoÍl t l ights

I What's an advantage of Low.cost
air l ines?
a cheap faÍes
b big meals

4 some people prefeÍ high.speed train5
0ecau5e (ney are:
a cheap
b convcnicnt

5 Seats in TGV lrains are:
a comÍortJble
b srnal l

b completé the sent€nces with
supéíLatives. ljse the aniclé to help

1 Tl]. n,i''| Way to tÍaveL s
by pLane. (safeJ

2 The TGV is tíair l
in EuÍope' (/áJtJ

] AiÍ FÍance KLM ]s
aií l ine in Europe' í/.1rgeJ

4 PeopLe of len want lo buy
t ickets. {cheapl

5 soÍne people Want
WAV IO

|fbig P|anes aré the sáf€st wáy to trave|, big air|ines arc not lhe
safest busin€sses. In Europé, the |áÍgest companies, Áir France.
KLM' Br it ish Airwáys and LL]fthansa, aíe ílnding it  di f f icuh to make
money from shorter í|ights. The prob|em is competition
in the air,  and on the ground.

Low.cost air ines, such as Ryana r and easyjet, are winnrng more
and rnore customers on short European routes. Most f l ights n
Eurooe aÍe |ess than ] 'ooo km' so there,s a |ot oi business to W n -
and ose' LoW.cost air ines oíten don't f ly to the nearest airPorts to
b g cit ies, but their passengeís are happy to trave| furtheí out of
town to gei the cheapest fafes. And when they pay peanuts for the,

106 List€n end chéCk youí answers.

Superlatives

I|a'!e|. (convenÍent)

Low.cost a]Íl ines of len have
fares.

seal5 aÍe
in flÍ5t cLa55' (goodJ

Short adie.tives
the cheapest
Ú|e fastest

Lonq ocljectives
lhe nost expensive
lhe least convenient

kre9ulaÍ odjectives
good ) the best
bad ) the worst

d Grammaí plact ice.-) Page 103' Exer. ise ].



t ickets, c l , lstomeís are aIso happy to have a quick
snack from a Packet '  oí no food at a|| '  instead of an
in.ílight mea|'

There's competitior on the ground, too. People who
wantthe most convenient jouíney' Íátherthan the | €ast
e)(pensive fare' often find high'speed íeins are the best
weyto tÍave|' Euíope'5 fastest train' the French TcV is
thequickestway to get from city centre to city centre
on many.outes- Ther €  are now intelnat iona|T6V I ines
bétween Paris, London, Bít]sse|s and co|ogne, and there
.Í€p|ars for new íoutes and fasteí l nes' comPared
vith most P|anes, the TGV a|so has b gger' nroÍe
comfortab|e seats - b€tter foí Working, ol watching
(ows go past at loo km/h.

,a

E a lo7 |'isten to two businessp€ople
talking on a plane. Theyte discrissing ways
of tÍavelllng fÍom Paris to Frankf0tt. Do théy
a8íee (A) or disagre€ (D)? write A or D in
the boxes.

Progress 10

lm Listen and rePeat th€se sentenCes
fiom th€ conv€ísat|on'

1 Flying is always the fastesl .
2 The train is the most convenient.
3 Th €  train i5 the cheapest.
4 DÍiving is the woÍst '

1 agree.
2 That 's lÍUe'
3 'm not so sure.
4 ] pÍefer to f|y'
5 Youte righl.
6 | think i t .s lhe woÍst Wáy to tÍav € l '

c vocabülaíy pÍa.t|ce.-' Pag€ 103' Exerc|s€ 4.

commun|cation pract|.e 29 ..' Pa8€ 85.
wolk with a partn€Í.

compare tÍavelling by plene' tÍain and car.
what ar€ the advantages and disadvantages?
Giv€ your opinion fol éach of these
situations.
. a one day business tÍip to another city
. a week at á conÍeÍenc €  in anotheÍ ci ly
. a holiday abroad

USEFUL LANGUAGE

Ithink this is the best way to travel.
Yes, I agree.
Ithink youte íight.
|'m not so suíe.
I pÍ € fer to 8o by train.
This is the cheapest option.
Yes, that's true.
What do you thínk?

u7
t l
t lu



TIM E
our

Ia

-e I
I
3
L

É

É

Look at the airPoÍt scr€en. complet€ the
sent€nces with words fíom the scr€en.

I The f l ights to ,! ,r , '  ) , 'L
and

alen't late. They'r €
2 The f l ight to is late.

|t 's by ]0 Ínlnut €s '

I  You can check ln now for the f l ight lo
. The check in ls

You can't check in for the f l lght to
. The check in is

5 TheÍe's no f| ight to
It's

6 FoÍ the f l isht to
D10

11o Listen to a passen8€r ch€cking in for a flight'
Answ€í the question..

1 What ]denti f icat ion does the Ínan have?

2 Does he get a window seat?

3 Why ls the plane fuLl?

4 s the f l ight on t imel

5 Does the man have any luggage to check in?

6 Which gate does he need lo go to?

7 Whele aÍe the shops?

t o
, g o

7 The passengeÍs are gett ing on the
plane to

1o9 Listen and chéck your

,  .  r , :  t l. r!. I r-
,  . l -  l .  .  ] -

r ,  a r  r r  - -r - r  !  -. i,, r. r. ---

-

+=
-r--

Ea



Progress 10

b FitL in th€ gaps in the travel vocabÜlaíy.

Í  i d e | | i | y  n  1 {

l";
hand

."rlboáíding bÍief card
seát

Ouestiors: any
Do you have any information about the
flight?

Po si tive se nte n ces : some
Th€re are some passengels at the
check-in.

Negotive sentences:
no oí negotlve verb + any
I have no hand luggage.
I dont have any hand luggage.

)

5  Su i t
6

5eaÍ
luggage

pass

lto Listen to th€ Conveí.ation in 2a
again and check youí answéís. Then Practi5€
saying th€ words in 1-7.

vocabulary practi(e.. ') Page 104, Exeí(ise 5'

work w|th a partner. can you count thes€
thin8s or not? Writ€ the words in th€ chaít.

d

é g Glammaí píactice..' Pa8e 104, Exerc|se 6'

suitcase luggage t icket identi f icat ion
identitycard infoÍmation

I counurre
l 

ory oluÍál - somo

communication practice 30. stud €nt A ..)
Page 85.student B .. '  Pa8 €  92.

/:tt:LL,t:

f lto Listen to th€ conversation again.
l'|nd€rl|ne the woÍds you hear in these
lent€nces.

7 Da you have some/anylno identiflcation?
2 |'m afÍaid th€Íe are 50ne/ony/no window

! €ats Iett '

3 Do you have sonelony/no llrggage'l

4 50 you have somelory/no luggage Ia

5 No, I don't have some/any/no othet bags.
6 ^Íe |heÍe sone/ony/no shops after th€

secuÍity check?
7 lhe|e aÍe some/any/no shops over ther€'

Talk about your bad ol funny €xperi€nces o|
tÍavetting by plane.

.  cancel la l ions

.  lost  luggage

. mis l ing a f l ight

.  iorgett ing your t icke l  oÍ pa5spoÍl

USEFUL LANGUAGE

ls  the f l ight on t ime?
N0, i t 's delayed. l t 's 40 minutes late.
Theíe's no flight to Jakarta today. |t'5
canael led.
The flight is boárding now, at gate 89.
Would you | ike an ais le seat oÍ a window
seat?
Do you have any luggáge to check in?
Only hand luggage.
HeÍe'5 your boarding pass.

UncountabL
son€ (no ptuÍa|)

l o r



r, Plans
s €quencIn8 and di5cussIng Prior|t ies

Ea l11 Kíist i  (oít land is phoning h €í
Coll €águ€, Akio soga, in Tokyo. List€n to th€ií
conv€Ísation and filL in th€ gaps.

KÍist i  so'  where shal l  We rneet?
Akio Um '. .  Wel l '  can come to youÍ off l .e '

or you can cornc herc,
KÍist| WeL|'  you tame her €  |ast I im € '  5o

Akio Yes. oK' Yedh' then you can Íneet ouT
neW design manag € t

KÍist i  oh' y €5 '  Good id €a '  oK, so r
a tn Tokyo.

Akio oK' Hon] many days do We n €ed7
Kdst i  Hmm ...  good quest on.
Akio '  th €  me € t ing'

f i rst? Then n] €  can decide n'hen to rneei
ano now long we n €eo ' ' '

Kr is l i  Yes, OK.
Ákio wrote a I i5t, this morning' oÍ the things

ld l ike to look at with you.
KÍist i  Right '  Good'
Akio So, um .. .  weLl,  /

i t  to you? Then you .an
can taLk la ler.

KÍist i  Yes, 0K, good idea.9
10 thal.

3

look  a t  l l ,  and we

Akio l ' l l  send l l  now And ' l l  calL back, !rn .
When ,,  rz you?

Kristi rl

Akio 0K, f ine. Bye.

fDill

112 Listen and Íep €at the sentences'

1 5ha|| we plan the íneeting?
2 WhcÍc 5hal l  We Íncet?

I Shal l  come lo Tokyo?

4 When sh. lL I caLl you?

5 Let s ralk again.
6 Let 's do lhal.

i Making suggestions

sha|| + |lw. + inÍinitive
Shal l  we meet next month?
shal l  IcalI tomoÍrow?
WheÍe shall we meet?
When shal l  ] phone you?

L€t! go now.
Letls meet next week.
(Let's = Let us)

a g a r n  I n  a n

c GÍammar pÍact ice.-) Page 104, lxeÍcise 1'



Ea

woÍk with a partn€r. Make suggestions about
these things:
. go for lunch

. discuss this now

. decide lateí

. put on (he agenda

113 List€n to Kr|st| and Akio plann|ng their
m€eting. Put lhe |obs in the correct ordel wíite
1-5 in the box€s.

!otr

Ptans 11

Put the words in oÍdeí l|ak€ sentences. Then
put the sentences in the coÍíect oÍdeí wr|te
1-4 in the box€s.

everybody / email / f inal ly / detaiLs / to / the .

f) Fn'r//11, t,,,,ri/ /lr ,l, t,rik t,, , ',,,11,,,,1,1.
ÍÍeeting / book / then / a / rooín .

ll
|he l of l aÍÍange l a l a|| / f irst/ date /
meeting / for.

u
that / áfteÍ / agenda / prepaÍe / the.

!
l15 List€n and ch€ck your answ€í!.

vocabulary Plactice ..) Pag€ 104, Exeícise 2.

116 Listen to p€opl€ agreein8 and
disagre€ing. Fill in the gaps. Íhen practise the
.onversations with a partn€L

1 A |tt very impoÍtant to check the dates'
B \es, I t , l '11

2 A The design of the bÍochure is a smal l  iob.

E a Start work on the sales brochure

{

O b Check the prices.

+

! c Choose the photos.

I

D d Talk aboul new products.

Ü

fJ e Look at lhe website design.

1

tl' Listen again. AÍe these sentences
tru€ (Í) or false (F)?

1 |t! imponant to Work on the bÍochure- E
2 choosing the photos i5 quite uÍgent' !
3 The website design is a small iob. t l
4 Ta|king about new pÍoducts is very urgent. !

l14 PRollUNC|AÍ|o|{ Listen and r€Peal.
Underline the stressed word in each sent€nc€.

1 fs urgent,
2 |t 's qUite uÍgent'
3 |t's Very uÍsent'
4 lts important.
5 ]t\ quite impoÍtant.
ó |t '5 very impo(ant.

f

B  Imno t about that.

agree.
3 A I think you?e the best person for the job.

B Im so r ry  ,
4 A shal l  We caL| to f ind out the la lest f iguÍes?

B That's a good

communicat ion PÍact ic €  ] l  - . '  Page 86. Wolk
with a partneÍ.

USEFUT LANGUAGE

First, let 's talk about the pholos.
Then, we can dlscuss the design.
Next, we can talk about the website.
AfteÍ that, |et's discuss neW pÍoducts.
shallwe check the bíochuÍe befole
the prices?
The most important/uígent iob is
the brochuíe.



Future with 9oir9 to

obiectiv€s

-l

I 'm going to discuss the plan.
He3 8oing to talk áboUt the píoject.
They're toing to call the supplier.

Questions
What are you golng to talk about at the
meeting?
Are you golng to discuss the website?

No, We aren't / We'r€ not 8o|ng to taLk
about the website.

Ea 117 Listen to Kristi Cortland tatking to
h €Í manaseÍ' s imon Mit ls.  They.re disCUssing
Kristi's plans. Are these senten(es true (f) or
false (F)?

1 Krlsr 's going to neet Akio n Tokyo

2 Theyte going to vrork on lhc tnglsh

I  K r i s t i !  g o l ng  t o  change  l h c  wcbs i t e

4 5he'5 going to havc the !,]cbsit €  ready

t  Sh c s  go i ng  l o  s cnd  S lmon  a  s . hedu l e .

can you complete the s€nten(es from the
conversation? use the coííect folm of be
+ going to.

L YoUi1. l , ,úLt |r rn €et Akio'

2 l talk to Akio next week.
look nt the wcbslto.

d erammar pÍact ice . ' .> Page 104' Exercise ].

117 List €n to la again. Fi l l  in the gaps in
the extÍacts.

ExtÍact 1
Krist i  Er ' ' .  We}o 8oing to |ook at thc Websit € '

S imon Right. w.nted to ask you aboul lhar
What's thc l  / , l ' l  for the l^, €bs ite.

Kr ist i  Wel l '  wanl to changc lh €  d € s  g| '  Uín ..
Simon Cornpletely?
Kíist i  I think We need to make some b]g

changes, yes.
s imon Why? \ryh.t '5 th €  ' ' '  What's the

Kíist i  Wel l '  We need to makc i t  easier to u9e'
Llm...  thit 's lhe main l

Simon Right.

Extract 2
Simon OK, good. When are you going to have I

ready? Whót 's your a dat €?

Ea

I

L]
l

L
I

'  Whe| you hav €

118 Check your answers. L isten and
íepeat.

s ite onLine this year ' ' '  befoíe (he end oí
lhe year. . . .  Thats our 6

Look at the tÍanscript for 1a on page 125 aíd
check youí answers.

!



!a

c vocabuLary practice ..' Pag€ 105, Exercise 4.

Plans 11

b R€ad the €mails again. Then maké sentencés about
Kristi's plans. tls. 4orr9 to.

1 KÍist i  / at Narita aiÍport.
Kristil:yn,q L, irrivt it Nnntn Ait L,rt.

2 She / to the hotel.

I She / at the New Empire Hotel.

4 krcL ano Akro / on Wednesoay eveni"g.

5 They / din neí

ó They / their ideas.

7 Akio / a tab|e at the |estauíant '

I They / at the hotel at 7.30.

Whát aÍe your plans for next we€k? wr|te five things
you?e going to do.

Read the emails' wh€re and wh€n are Kristi
and Ak|o going to m€et?

os B

HiAkio,
| |ook foíward to séeing you .n Tokyo next
week' My f|ight arrives at Narita AirpoÍt at
17r10 on Wednesday. I 'm going to take a
taxi to the hotel (l m staying at the New
Empire). lthink lhe kip takes about half an
houl so if you like, we can meel in the
even]ng. sha|| wé have dinner?
llhink it's better if we start discussing lhe
websi|e beíoíe we 9o into the office on
Thursday. lt's oflen easier to have ideas
ou|side the oífice'
Regards,
Kíisti

pa

E

HiKrist i,
Yes I agree. Lets have dinner on Wednesday
and discuss our ideas. I know a good
restaurant near lhe New Empire, so I can
book a tab|e theíe, sha|| | meet you al the
holelal 7.30?

Work ln paks. Ask about your partner's plan5 for
next w€ek. Take it in turns.

A What are you going to do next week?
B  0n . . .  I 'm  go ing  1o . . .  .

communication practice 32 ..' Page 86' woÍk with
a partner,

USEFUL LANGUAGE

e0!
oÜ B

We'Íe going to discusg the pÍoject next week.
What's the plan/objective?
oUí aim/taígevgoal is to finish the Woík
today.

Deaí Akio
OK, f ine. See you al7.30.
Kristi



TIME
OUT

Da 11. Listen to Kristi Cortland checking c "' listen again to the conversation.
into a hotel in Tokyo. Fill In the gaps with What does KristJ need to write on the form?
numbers.

Kristi is staying for 3 nights., She's in room

3 Breakfast is from d Now look at the transcript on page 126. (anam.
you change 1-5 to make sentences from the

4 The number for room service is
conversation? Use have got

5 Akio Soga is coming at pm.
1 I have a reservation.

b "' listen again. Are these sentences rV1'!pd cl r(...n·vtifi~n,
true (T) or false (F)? 2 Do you have a pen?

1 Kristi is in a double room. [£]
2 She fills in a form. 0 3 I don't have the number.

3 She knows the account number. 0
She needs to sign the form. 0 4 We have 24-hour room service,

4

5 The assistant gives her a key. 0 5 You have a message from Mr Soga.
6 She wants a wake·up call. 0 -- --

e 120 Check your answers. listen and
repeat.

.. ,



Plans 11

We havent got a íeseNátion.
She hasn't got a key.

Questions
Have you got his numbeÍ?
Has the hotel got a restauÍant?

vocabUIary prac l ice. . ' )  Pagp r05.  ExeÍ( ise 6 '

122 PRoNUt|c|AT|oN L ist €n  and Íepeat.
Try to use the aame intonation.

-J
1 Could you f l l l  in this form, please?

-.',
2 Would you l ik €  a Wak €  up cal|?

.í
I Could check out, please?

-í
4 can I pay by credit caÍd?

Píactise the conv€Ísation fíom 2a in pairs.
chang€ Íoles.

communicat ion pract ice l l .  Student A . .>

Page 86. Student B.-) Page 92.

Talk about your best and worst exPeÍience.
of staying in hotels. Why were th€y good
oÍ bad?

USEFUL LANGUAGE

Checking into o hotel
| 'Ve got a reseÍVat]on.

srngle
A double Íoom.

twin

couId you f i|| in thi5 foÍm, please?

Can you sign this?
Put your s ignature heíe'
Here's the key for your Íoom'
Would you l ike a wake-up cal l?

Checking aut of a hotel
Could lcheck out, pLease?

l\r ly company's paying the bi l l .
I iust have to pay the extÍas'
I had some oíange juice f iom the minibar.

can I pay by cÍedit caíd?

f Grammar pract ice -. '  Page 1o5, ExeÍcise 5.

!a 121 Kíisti i. at the hotel íeception d€sk.
Listen to her conveÍsation and fiLl in the gaps.

Kl ist i  '^4oÍning. could checkr . , l ,/
please?

Reception certain|y'  Room thÍee one f iVe'
Kr ist i  My company's paying the

I just have to pay the

R €Ception oK' So' one phone a

Krist i  Yes, And some orange juice from
the  5

Réception Yes' That's all. oK. So ó

one thousand f iVe hundíed and f i f ty
yen, please.

Krist i  Can I pay by 7 cardl
Re.eption 0f course.
Krist i  a you are.
Reception Thank you.

I've got a credit card.
He's got a message.

|  , '



Sales

Toreador Sports
Third quarter results 'on track'
The sports clothing end equipment store, Toreador,
reported good third quarter results today.
The company's profit increased by 38/. on the second
quarten Mervin Clay, the chiefexecutive, said Tore{rdor
is 'on the right track'.

MR CLAY SAID, 'When I
came here two years ago, I
had  one  ob j e c t i v e  -  s t op
l nahing l lpniLtE monoy and
start making a 2prol i t  l loss.
My first goal was to improvc
busincss in the stores wc had.
we  s t opp € d  open i  ng  now
s to r e s ,  we  wo r ked  hu rd
to j 'n.rc. l| .  /í/e.r". ls.  sa lcs
and  cu t  c o s t s .  And  we
d i d  t ha t  qu i c k l y .  Toduv .  we
have  t h i gh t I l oua r  c , , s t s ,
shith(t l l ,)u'et sol(,s, anrl  .r
(grxldlóaíl proÍit malgin' Woic
',loÁl,Igli.)si'lÁ, money a!..tin'

Now  we  c an  t h i n k  abou t
open i ng  new  s t o r c s .  A t  t he
momen t ,  wc  hav c  no  Í ' i n a l
targct. Our aim is to opon one
new storc at a timc' It's bett€r
to pr1)gress sbwly and makc a
sptof i !  l loss, lhan srow fast
and',t l taÁl,/ lr- 'sc money.

Munaso r s  makc  t he  i r
bisscst mistakes whcn things
a|o goinÍ] wol|. l'm not saying
wc ' r e  do i  s  we l l  n ow .  Bu t
wo'ro ot doins badly. Wc're
on tho r iÍ]ht tmck, lnd wo're
aiming to stay on thc r ight
track' Wo,ro not soinÍ] to try to
run bafora wo can walk.'

!a Read th€ fiÍst patagÍaph of the art|c(é. Answer
the questions.

1 What does ToÍeador 5e||?
2 Are the compány's results better or woíse

than before?

can you complete the text? |Jnd€íline the
Coílect words in the eÍticte (1-9). t|s€ a
dict|oÍary to h€lp you.

123 Now listén to Mervin chy speaking
at a pÍess conf€íence and Ch€ck youÍ answers.

7 2

t
I



1  Smon th s=a  l i l t t t n l
2 to make Ínoney = to maKe a

I t0 lose money = to make a

4 how much a company sel ls =

5 What a company spenos :

ó to g € t  better = to
7 o/o pÍoflt = profit

8  t o  g o  up :  l o

9 to go down = to

l24 check your answers. List€n and
rep€at'

f vocabulary pÍactite.. '  Pag €  105, ExeÍcise 1.

Match th€ words from the article to the
definitions (1-9).

Costs decrease impíove increas€ lo55
margin profit quanel sal€s

Sales 12

work |n pairs. Discuss th€se s€ntences.
Aíe they kué for you?

I Work haÍd every day.
] píef€r to woÍk slowly and qujet|y.
lwork well in a team.
I so|Ve pÍobIems quickLy.

126 Listen to two store managers
fÍom ÍoreadoÍ 5poít5 talking at a company
conf€rence. They're d|scussing how bUsiness
is going. Ar€ th€se sentences true (T) or
false (F)?

1 At the Vienna store, business is
getting belter. lZ

2 Lasl year, business was very good. l ]
3 Last year, the pÍofit margin was |ow l]
4 Last yeaÍ' both stoíes lost money. t l
5 This yeaÍ' costs aÍe incíeasing. | l

127 Pno U c|AÍ|oÍ Listen and íepeat
the pa|rs of words. Are th€ und€.lined sounds
the same or d|ffer€nt?

diffeÍent

14
n
L]
L]
r-l
L]

Ea

!a Make true sentenceg about Toíeadol spoÍts'
Undér ne the corr€ct adveíbs'

l  At the moment, ToreadoÍ i5 doing quite
bodly/well.

2 After MÍ c|ay joined the company, his peop|e
wotked badly/hard.

3 After iv lr  Clay ioined the company. business
ifi pÍ aved s low ly/qu i c kly'

4 [ '1Í clay thlnks i t 's bett € l  for businesses to
gÍow slowly/Íost'

125 L|sten and (héck your answers.
Pract|se say|ng the adveÍbs in 2a.

1 lose Lost

2 money company

3 impÍove cost

4 píof it  product

5 SIOW SOld

6 dorng gorng

Communication practice
Páge 87' student B .- '

the same

!
l l
lt
l l
r-l
L]

]4' stud €nt A - ')
Page 92.

I Adverbs of nanner
Talk to a paítneí. How's business at youÍ
company, oÍ another company you know?

USEFUL LANGUAGE
Most adverbs oÍ nanner end in .ltr

quick ) quickty

These adverbs of nanner ore iÍreqular:

Sood ) well
haÍd > haíd (no change)
ÍasÍ , Íasl' (no change)

How's businessT
We?e doing welVbadly at the moment.
Sales are increasing slowly/quickly/fast.
We made a profit/loss in the last quarter.
w €  made/lost $5 mil l ion.
Things aíe improving / getting woÍse.

c GrammaÍ pÍact ice.. '  Pag €  10' ,  Exer( ise 2.

173



!a Read the artl.le and answeÍ the quest|ons. use
a d|.t|ot|ary to h€lp you.

l Why aÍe profit maígins |ow jn supermaÍkets?
2 Why do supeímaftets earn a lot of interest?
I Why can big supermarkets sel l goods

.heaply?

Filt |n the g.ps w|th th€ge woÍds fÍom
the artlate.

compete competitlon competitive
competitoÍs demand dis.ount goods

1 Wete not the only company in the maÍket.
we have thr€e L!D|,|tit,rs

2 A |ot of p €op|e aÍe buying the product'
There's a lot of for it.

3 A lot of companies sel l this product, so
th€í€5 a lot of

4 Therc aÍe a lot of companies in the maÍket'
It's very

5 We sel l the same products as them, We
with them.

ó oJí supp|ieí 8'ves Ls a t09" i 'we
buy 2'0o0 píoducts'

7 | don't know their products. What sort of
do they sel l?

128 ch€ck youÍ answ€ís. L|sten and
Íepeat

PRo||u|{c|AÍ|o|| F|ll in the chaít w|th the woÍds
from lb.

o
Oo

o{,

oooo

ooOo

e vocabuhry practice -' Page 105, Éxercis€ 3.

D|5.u55 the qu.stions in th€ last paragr.ph
of the artlcle. Whafs your oplnion?

Demand isn, l  a prob|em fol supeímarke|s. Peop|e
always need groceries. Bul slronEdemand means
íronE comP € l i t ion' And when youl compeIiIors 5eI
Ihe same loods as you' theíes on|yonéway |o
compete:sel lcheaply.

Low prices m €an supermalkéls on|y eaín a sma
maríin on a |otof lhe Eoods they se|| '  But they have
anolhe. s lralely Íol makin! money - they se|| prod

And supermalkels háve anolher advantage compaÍed

b € 'oÍelhey payforIhem. Money from sa|es can €aÍn
lnleÍesl in the bank fol we €ks, some|imes months'
before slores pay Iheh supp|iérs.

with sma||érshops' Because they older IargeqUanl i t i
from suppl ie ls, lhey can neEotiale biE discounls.
solhe biggesl supeímarkets can se||al lhe mosl

Bulare supéímarke|s rea||y superma'k€ls? Ar€ slronl
compel i l ion, big s lores and big discounts always good
forcustoméís. ánd fol the le laiIbusiness?



Sa les  12

much/manyr que5tlors

?

We use fiany with things we can coun[

HoW many stoíes/prodUcts/competitols

We rse much with things we con l
count (uncaun(oble nauns).
HoW much deÍnand/competit ion/di9count
is there?

Note: We Llse mLrch/many i l  ql]csíion5
and neqa ve senten(es.

129 Listen to a manageÍ and a buyer
from ToÍeador sport5 discussing an oÍd € r  for
some T-shirts. complete the infoímation'

1  N ! l r ' b I l  o l  p t o . L l . l s  o Í d o f t ' d :  )  r L ' t ]

2  N t l l r ' x ' l  ( j |  \ | 1 ) í ( , !  1 0  1 . s I  l l r ( , D r o ( ] t ' ( | :

I  S . r l f \  t ) r l ( r '  i f  s l o r (  \ :

4  P r o l  I n r . | l J t  |  0 r  t h |  o r ( l c r :  ' / ,

5 í! , l . Ix i | l r t r l l l  ( ] i t (  () t|| l1 ()  l  b iq o|dcÍs:

L isten again and complet €  the quest ions f rom
the conversation. Use nuchlnony.

1 \o '  ha\| ,]  j , ] , l I t t I  T th r ts  d id W..  orí]{.Í/

2 B I l \  i '  l ' cW prodt]ct '  so ! ' r €  \ |/ant Io lc ! t

A 5u( ' .  l lour stores i re
wo s.LL in!t  l l ' !nr  ina

I B I s r ( h ( rr I ) P r o ( I u . L

A l lmm. Ar.  wc m,rk lns pro l l l

4  A l ld Wh. l  nbouI b igger orders? Hoú]
d s.o! f l  can we get l

5  B  l h  n k  W e . n |  g c t  á  m a x i m u m  2 l r %
discoUnt on rea||y b]g ordeÍs '

C' inrnraI pra.t i(e ' ' ' )  l , i rgc 10ó'  tx l|Íci! .4-

Con rmun i . d l i o n  p r a . t i . e  15 .  S l ud cn l  4 . . )
P i r ge  a7 .  5 l uden l  8  . . )  P age  91 .

Ta|k about a market/ indUstry ÍÍom the bol
(or one you know wel l) .

food soft dr inks mobi le
clothes/iashion

W l r . r l s  l h c  b i gg . s l  ( o r r | , I r V  i r  1h , '  n r , | | k r l ]
W l r o  . r c  t h .  . o f r pn l l y  l  (  o r r t ! ' 1 i 1 r )  \ l
!  l l r f  rr , l l  (c l  vfry .ofrt! l  I  vr, l
\  d cn r . r d  i n c r c . r s i f t  o r  ( 1 . . r ( , i r s  r l l l

USEFI]L LANGUAGE

How much coÍnpel i t ion i5 there? |s the
rnarket V € ry comp € t i t iv l]?
Whal companies do you .ompcle w lh?
Do you have many competitors?
5 l heÍe  much  d €mand  a l  t h e  momcn l ?

Ho!.v many products did we order?
When dld we oíder the goods?

How mu.h discount is there?
What's the prof l t  margin? How much do
W€ earn on th €  píoduct?rnomcnt? Thafs thc quest ion. Do

p €op c Want to buy T 5h rts
l n  W ln l cÍ?

129 List €n again and check your answeís.



E a Dbcuss thes€ questioÍs.

Do you have sales in youl country? When aÍe they?

In your opjnion, What aíe the advantages/disadvantages of
shopping in the sales?

b fitl in the gaps 1-7,

THAtiK :JoU F0R sHÜPPING
UITH US,

PLEASE KEEP gDUR
s

13o check your answers. L|sten and Íep€at.

woÍk with a partner. can you fill in the gaps in
the sentences?

cash change cheque extra medium
numbeÍ tÍy

|n a shop. you can pay With a credit caÍd, With
a d1qlL!. , oÍ wi|h

Lf something costs €15, and you pay with
a €20 note, you get €5

When you pay by cíedit caÍd, you sign youÍ
name oÍ put in a pin

sizes of T.shirts aíe srnall, ' Larg€
and |aíge'

People often on clothes and
shoes beíoÍe they buy them.

131 Check Your answers. Listen and
Íepeat.

vocabutary practice ..' Page 10ó, Exeícise 5.

o

We accept atl
major credit

z

SPECIAL OFFER

76 1



!a 132 List€n to five conversations b€tw€en
customers and shop assistants. ciÍCl€ th€ corr€ct

1 The price of the T-shift  is
a f3.oo aDf13.oo c f3o.oo

2 The UK shoe size is
a 9 l  b 10  c  t o l

3 The píic €  of the Watch i5
a f95'50 b Í95'9a c Í99'5a

4 Íhe .Ustomer choo5e5
a blLre b pink c yel low

5 The custorner gives a
a signatuÍe b pin nuÍnbe| c bank note

l32 L|st€n again. Étt |n th€ gaps with il',s,
thot, these or those.

1 A Do you need any help?
B Yes, how much is l t l i  T.shi(? | can't f ind

the pr ice on it .
A EÍ .. '  Let 's have a look' 5 i t ,  there?

2 A Excuse Íne. | 'Ín just |ookin8 at shoes.
| 'm a 5i, €  45' EuÍopean slze'  What's
in a UK size?

I a . . .  ld l ike to look al a walch, i f  I can, please.

B suÍe'
A t 's one there. at the back.
8 one heÍe?

4 A Hel lo. Could I have one of ,  please?
B one of ,  here? The bíacelels?

5 A Can pay with credi l  cardT
B Yes' ./v €  d(,Ppl '  T 'afs f i .e '

Look at th€ transcript for 2a oí page 127. ch€ck your

th|s/th€se' thevthose

Sales 12

133 Píactise 'aying the seÍtences
in th€ 8rarnmar box. Listen and rePeal

6íammaí practice -., Page 106,
Exeíclse 6.

Communication praatice 36 -.t Page 87.
wotk with a paÍtner.

13{ Listen to two p€ople g|ving
the|r opin|ons about shopping. Answeí
the qlestions,

P€rson 1
1 How often does she go shopping for

clothes?
2 Does she buy muth on 5hopping tÍ.ps?
3 When doesn't she l ike shopping?

PeÍson 2
4 Does she l ike shopping?
5 Does she spend a lot of money on

clothes?
6 Does she buy clothes and never weaT

them?

Whlch of the two peopte is most llke
you?

Talk about your shopplng hablts,
What do/don't you Like about shoppingT
Do you prefer shopping alone or with
S0meone?
WheÍe do you l ike to go shopping (local
shops, big shopping centres, out.of-town
stoÍe5' maÍkets)?

USEFIJL LANGUAGE

pa

Things that arc very near you, or ín your hand:
Sfugulai How much is thls shirt?
Plural: Ate these jeans in th€ sale?

Things that a|e fufther fÍom you, that you
potnt at:
Singular I like that mobile phone.
Plutal: Could I have one of those

sandwiches, please?

Id |ike to look at those bracel€ts.
What3 that in a lJK siz€?
I'm a size forty, European size.
Could ltry it/them on?
I'll have a red/blue one, please.
Can I pay with this credit card?

1 7 7



Communication practice

student A: w€lcom€ student B to your comPany.
Then introd uce stud €nt Bto studentc. change
íoles.

stÜdént A
Name: John/lane Costas
Company: AMK

Student B
Name: Mi.haevMiche||e PaÍkeÍ
Company: IST

stldent C
Name: christophelrch stin€ lrlay
Company: EID

Tak€ it in tuÍns to offer and ask for drinks.

A Would you |ike a díink?
B Yes, please. Could I have... ?

Take |t ln tuÍns to ask and answ€Í wh€re youl€ from.
Use the c|t|es on th€ maps.

A Wheíe are you flom?
B  l 'm , . , .
A Where3 ...?
B lt3 an ,.., near ... .

hd

stud€nt A
Erahange numbers wlth Student B. Write the
numbe15.

A What! youÍ ... number?
B  t t3 . . .  .
A Sorry?
B lt's ... .
A So, ... .
B Thatl right.

-l
' l
rV'

$:'
.rg'

StudentA
Tel: 0579 4367544
Mobilet 0634459A771
Fax: 0579 6670035
email: p.james@ddk.uk

stÚd€nt B

Mobile:

emarl:



communication Dracti€e

Take it  in türns to ask foÍ and say the t ime. Student A
Ask and answer quest ions. Fi l l  in the chart.

Where ... come from / live? What company ... own?

Pract ise buying snácks and drinks in a café. fake i t
in lurns to be the CuslomeÍ and lhe as5is lan

A Could I have .. . ,  please.
B Anything else?
Á No, thanks. / Yes, ..' .
B € ..', please.

Look at the examPle. Then make similaí convelsations
for 1-5. Use negatives for undeíLin €d wolds.

I get up / 6.00,
l/early. l / 8.00.

A I get up at six o'clock.
B l don't get up éarly. | 8et up at ei8ht.

1 We / cotre€ bleak / 10.00.
We / cofEe breaks. The omce / have / coffee
machlne!

Company

Hán5 Bauer Beí|.n

sandy coh€n

cIaife GaÍnie. Zurkh

El€ctrina

| / moínin8 pe6on.
l/ morning pe6on.

People start work early / this country
They / staít eaíly / my Country But / wo* lat€.
People work |ate / this country. We / év€llins
people!
We / morling peodel

My boss / finish / 8.00 pm.
ly boss / work l4te. She finish / 5.00.

sorry / lat€.
Late? You / late.
l/5minuteslate.
No pfoblem.

3nlckt

€gg sanow|cn

burger
hotdog

Ddnk3

oransejuic6

€3./lo
€3.Go
e3.to
€3.ao
€a.lo
€&'o
€l..o

€í 'eo
€l.ao
€l.eo
€í..o

Student A
Ask and answeÍ qUestions. Fj lt in the Chalt.

Where ... l ive? What ... do? What company ...
WoÍk foí? Wh€r€ ... work? How do you spel| that?

Ííom€ ,oö Company Place

manager CTT factory
2

3 Berl in technlc ian Be(kmann lao

a
t Paris receptionistindigo Trade hotel
6



Student A
Read this pa8e froÍÍ a Íeport about busin€ss on the
Internet. Á5k youí pa rtneÍ qüestions. Find out what
the woÍds in hight|ght stand for/m€an end complete
the note9. Answ€íyouÍ paÍtner's questIons.

... mean? ... stand for? ... spell ...?

.., say that aSain? ... speak slowly?

Page
3 Business onl ine

f--

7 what i5' €.busin€ss') = tl.ctlo|ti. bu9iig5'
R-=_:_!gih.tt or t[, lit n t

A náme fol youl URL =

B2Bk.---------=- búi\.''.tr.b4'ir/,''
- business connections

l7 The w.bmastél

20 Buy the ri8ht Pt__j-pcrsonaiconrpl|tcr

Student A
Write an email to youí paítner (on paper). Askfor
his/h €r phone nUmber.

YoUÍ partner w|l( send you an email. wíte a reply.

stud€nt A
Read about zetton softwaÍe's website, then answ€Í
your partneÍ's questIon5.

o5c

zo|ton software se||s soílware on its website,
at www.zelton-software.com. The company
has two products: ZL Photo l\,'lanager and
ZL Video Manageí
customérs can buy software on the w€bsite
and pay by credit card. They can buy
software on CD-RO|\4 (Zelton sends the
CD-ROl\4s to customers by mail), or thoy can
down|oad soítware from th€ websi|e (but if
lhey down|oad' they can't copy th€ softwáre
to CD-ROM).

I t

l 3
Now askyouí paítnerthese qUestions about Tíavel
T|(ket central's websit€. complete the answeí5.

Yes/t'lo
Y€s^lo
Yes^o

... book Í|i8hts at the website?

.., buy tnin tickets?

.., pay by credit card?
HoW ... íeceive tick€ts?
... down|oad tickets + pÍint?
'.. website addr€ss?

By
Yes/No
Website:

Student A
You n€ €d to hav€. 'neetlntw|th some Cotl€agu€s
at a hot€l In New York' Phone the statesman Hotel
and ask your paÍtneÍ foÍ |nfoÍÍnat|on about the
business facillties.

. The meetin8 is for 12 peopl € .

. You need 2 meeting rooms. Each room needs
to have:
- a tab|e and chairs for ó people
- power sockets foí |aptops
- an Intenet connection (phone socket) - to send
and receive emails.

. You need to make DhotocoDies and send fax€s'

. fuk What facilities there ar€ fol drinks and sna



Communication Dractice

Take it in turns to ask and an9weÍ q lestions. Find
olt how oft€n your paÍtn€r do.s these things and
fit l  in the chart,

Student A
YoU aíe a visitoÍ at a comPany. YoU al€ at th€
rec€ption desk. Ask your partner for diíéCtions to
thes€ Íooms.

. the meetin8 íoom . the mail room

. the interuiew Íoom . the call cenke

chan8e íole5. Answer yoUr partner'5 qU€stions.
G|ve d|íect|oís fíom the rec €Dtion d €sk.

s\\s
!

!

I

2

5
6
7

send eÍnaiIs
make international
phone cal ls
go on Dusrness
trips abroad
have meetings with
foreign colleagues
gave presentations
go to kade fairs
go to conferences

!

!

!

!

!
!
!
!

D!

!!

!!

!!!
!!!
!!!
!!!

Student A
Phon €  youí paítn €í and ask to sp €akto th €se people.
what are th€y doing? l/|ake notes.

B Hello.
A Hello. |s... there,... ?
B No, he's/she! ,.. .
A 0h, r ight. 0K. Thanks.

Student A
Imagin€ you livé in th€ proPerty below. Talk to yo|'|í
p.ítner ebout yoüí home.

. Toronto . apaítment . 35th floor

. veÍy mod€Ín . 180m, . 3 bedrooms

l{ow ask your partneí about his/heí hom€'
complete th €  information.

location: .... .... . km from
house/apartment

0e0rooms
floors

garden: m2
swimming pool: big/small

Lta:

Pierre:
Nicolel

l.iow answeí th€ phone and tell your paítn.rwhat these
people are doing.

George: work at home today
KaÍen: visit supplierl fuctory today
Fíank: pÍoiect in japan
Helena: Hambuíg offce this week

staiís



Student A
Imagine you áí €  going on a bUsin €ss tr iP next
week. complete the information about youÍ tr ip.

I go/play/do ... .
I love/hate ... .
Ate yotJ Petson !21314?

Destination:
TÍansport:
Departure date:
Departure time:
AÍivalt ime:
Meeting with:
Return date:
Departure time:
Arrival time:

D €5tination:
Tlan5poít:
Departure date:
Departure time:
Aíival tlme:
ivleeting with:
Return date:
Depanure timer
Aíivalt ime:

Youí paÍtner i5 also 8oing on a bu5iness tr ip next
week. Ask your partn €Í quest ion5 about his/hel tí ip
and mak €  notes.

what do you think th €se p €opl €  do in their 5Pare
time? choose three oÍ four activiti €s íoÍ €ach
person' Imaginé you are on €  of the people. Talk
about your léisuíe act iv it jes - what you l ike/don't
l lke. Your partneÍ gÚe55e5 which peíson you are'
Change roles.

Student A
Alíange to meet yo|lí paítn€r next month. Aííange
a date and t im € '  You aÍe busy on the highLighted
dát€s.

Are you fÍee//busy .'. ?
can you Ínak €  i t  . ' .  ?

l low answ€ l  yoüÍ PaÍtner's questions about your
busine55 tíip.

Student A
YouÍ paÍ|ner works at a t iCket oÍíice. Use this
iníoÍmation and buy a t la in t icket. write down
the faíe.

I Destination: london
2 Ticket: letuÍn
3 L€aving on: W€dnesday (n€xt week)
4 leaving at: 08.10
5 Retulning on: Thursday (next we€k)
6 Retulnjng at: 16.55
7 Class: standard
a Fare: f

M TW T
1234
I  910  11

15 16 17 18
22 23 24 25
29 30 31

5
72
79



change roles. YouÍ partneÍwants to buy a tick€t.

1 Destinátion:
2 Íicket (single/leturn):
3 Leaving on (day):
4 L€aving at (time):
s Retuning on (day):
6 Retuming at (tlme):
7 c|ass (fiÍ5vstandard):
8 Fare:

Communication practice

l{owyour partnéÍ is your menager. last w€ek! you
visited a suppl|eÍ's ÍactoÍy in stuttgart. Answer
yoUr manager's questIons aboüt the bü5in€ss trip.
lJse thls lnformation.

Trip: good
Companyr Klettbeton AG
Travel: bv olane
Hote|: Hotel Átpenb|ick / c|ty centre
Factoly; very mod€rn' w|th new walehouse
Talk€d to| Dletel Mann (sales Mánager) Karl
SprinBer (Productlon Lnanager)
Dlscuss€d: fuctory and píoduction process

Student A
Last month'your partn€Í went on hot|day.Ask him/
h€r al .Íány q uestions asyou can about |t.

Where .,.? When ...? How ...? What ...?
Did vou.,.? Was/Were .,.?
Last month' you wént on hot|day. Answeryour
panner'5 qüestIons. |Js€ thIs InformatIon.

Destination: New Zealand, South lsland
Transpon: fllght
D€parture: 9th (ast month)
Retumr 28th (last month)
Accommodation: camping - rented a car, travelled
A.livitles: sightseeing, watking, swimming
Good holiday? v€ry good

834.50

stüdent A
Last week, your paÍtner was on a tÍaiÍr Ing cou rse.
Alk qu €stIons about It. complete the InformatIon.

Course (name):

Loaatlon:
Number of p€opIeI
TÍaineí (name)|

last week, you wer€ at a conference. Answeryouí
pannert questions about |t. U5e thls InfoÍmal|on.

|nteÍnational Finance conf€Í€n.e
In zudch
ó00 peopl€
(ey speakel: ProfessoÍ Werner schm|dt
Very good

Student A
Yoü areyour partnerb manag€Í. Last week, he/shé
Y|sit.d a customér in liveÍpool. Ask qUestlons
.boot the business trip' Íl|ake not€s.

,.. Good trip?
What company ... visit?
How ,.. travel?
Where ... stay?
Who ... talk to?
... dlscuss ... new products?
... customer... like the products?



EEE

|tt Monday moÍning. Íive minut €s ago' you received
this email from a col league.

You and your partner each choose a city (1-10),
Ask quest ions aboutthe weatheÍto Workout
whi(h city youl Partneí is in. Take it  in tuÍns to
choo5e anotheí city.

A What's the weather like?
B lt's ... .
A |s it very/quit€ hovcold?
B Yes. / No. lt's very/quite ... .

Dea r . . . . . . . , ,  ,
Ale we having a téam meeting this
week? lf we are, do you know when
and where? Also. I don't have lhe
minutes of the last meeting.
R€gards,
Nicola

I

|n pairs, wÍite a leply. Use this information.
. Say you are sorry she didn't receive the

information.
. Meetlng next Tuesday aftehoon / 2 pm / your

office.
. Ask hel to phon €  ol send an emai| ií thele is

a prcotem.
. Attach: minutes (meetin8 last we€k) / a8€nda

(meeting this week).

Ex.hante youí ema|l with anotheí paií ofstud €nts.
wÍ|te a íeply to the|Í email and ask thém a question.
Exchange íepli€s.

Student A
You are sam/samantha Gray from ImPor €x. Your
phoÍe number |5 05ó75 2900928.
Mak €  th|s phone (al l:

Tel€phone Evelest consulting. Ask to speak to
Tony Davey. lf he isn't in the omce, ask if he can call
you oacK.

sit back.to.ba(k w|th youÍ paÍtneí. staít the.al l .
l{ow, you aíe,ohn/|ane spencer. YoU work for connex'
Answ€rthe phon €  when yoor paltnercal ls you.

London, IJK Beii ing, China

Helsinki,  F inland

200c

@

Berlin, Germany

Auckland, New zealandJakarta, Indonesia



communication oÍactice

wolk with a partneí Make comparisons and di5cuss
the advantages and disadvantages of each type of
transport '  D €c ide with your partner the be5t way
to tÍavel in the sjtuat ions.

.,, is more/less .,. than ,,. .
one advantage/disadvantage is ... .

Ita
\

b foÍ tÍavel in a

nolorblle blle

c foÍ a journey to woík

foÍ company executive traveI

You and youÍ partner both woík foÍ á comPany in
Paíis. Next month, youte going on a business tr ip
to tÍankfuÍt. U5e thi5 information to f ind th €  best
way to tÍaveL. Find a compromise betwe €n sp € €d ,
cost and convenience.

I t h i nk . . . .
Yes, I agÍee.
Im not sure.
I pÍefeÍ '.. .

Trip: Paris t

/ Yes, that's true.

think?

Fíankfurt

city

lransporl íetuÍí fáre ioumey tim€

Plane

Plane

Tíáin

Car

Í2)

€64o
peI peíson

e2óo
pef person

per peÍ5on

€850

1h 15 (díÍect)

lh 30
(one stop)

6h l0 (direct)

óh 00

^/ot9sj ]ourney times by plane are ailport.to-ainoí,
and by train, station.to-station.
co5t5 foÍ caÍ tÍavel incIude fuel and motorway tol l5.

Student A
Yo|'| á l €  án a5sistant at an air l ine check. in d €5k'
YouÍ paítner is a passenger who wants to check in.
Have a conveísat ion' lJse this information to ask
and answer quest ions.

. t0?

. seat positíon?

. Luggage?

. Give the passengeÍ his/her boardin8 pass'

.  Gate 87.

. Departure = 15 mins late.

Now you are a passenger. Check in for your flight.
You have a smal l  br iefcase and a large suitcase.
Ask iÍ the f l ight i5 on t ime.

8s  L l



Now telt anotheÍ paií oÍstudents about your p(ans.
ExPlain the reasons forthe oíd €r ofyour plans.

FiÍst / Then / After that ... .
Wete going to ... because ... .
Our aim/obiective is to ... .

l{ext noíth, some Br|tish colteagu€s are comingto
yoür company (|n youÍ home town) foÍ a meeting.
Th €y}e arriving at 5.00 pm on the 15th and th €yle
leaving afteÍthe m€ € t ingon th €  16th.

conveEaüon r

Make plans for the meeting. Discuss these points
with your partneí.

Whavwhere shall we ...? Shall we ...? Let's... .
. Which hotel?
. Dinner on r5th - where?
. Lunch on 16th - where?

conveÍsation z
Now look at th €  l|st ofthe aíÍang €ments you need
to mak€. what aíé the most ulg€nt iobs? oiscuss
withyouÍ partn €Íend putthem in ordeí

First,.... Th €n,. ' . '  Befor € /Aftel that,.... Fina|ly' ' . ' .

Student A
Your name |! Mr/|v|s Garn €r. Youte goingto.tay
at th€ Elm Hotel. Your partn€l |s the íec€ptionIst.
check in - say you've got a í€s€Ívation, and th€n
an5wer the receptionist's questions. lJse this
informatlon,

Type of room: UU
Nights: 3
You need to get up eaÍly jn the morning
at ó'30.

Now you'Íe the rec €pt ion|5t. Your partn €r is 8oin8
to check out. us €  this informat|on.

T
!
I
I
I

Book the lestauíant.

Book the hotel.

Check how many are coming.

Arange tlansport to and from th€ airyort.

Send a schedule of the trip to colleagues.

You work for a larg€ |nternational company. Next
yeaí' youí Company wants to hold a conf€r €nce for
some of its managers, You and your partner have to
or8anise the.onf €íence'
Íalk ebout this l|st ofiobs you have to do. Put them
in ord6r, from most to least ulgént.

133

!t
2

Room number:

Type of room:

NiShtsl

€130 per ni8ht X 2 nights = €260

ExtÍas:
Phone Calls: 1 €8

lv1inibat: 1 minelal watel €2

Totat €xtÍas € 10

Totrt bllL €260 + €'0 ' €270
jvotes.. Guest! compant lTS, paying bill. Guest
payrng extras.I

!
I
!

!

I
I

lilake a list of people wé'r€ 8oing to invite.

Aían8e thé timing: numb€r of days, dates.

Choose a location: country and city.

Choose accommodationi hotel? confurence
centre?

Plan the events at the conference:
pr €sentations, meetings'..

Send invitations.

wíite a bíochur€ giving information about
the confer€nce.



Communication practice

Student A
Look at yoUÍ company's resUlts for the last two
quaÍte15. Talk to youÍ paÍtneÍ. DescÍibe hoW
well/ badly business is doing. Say jf  things are
iÍnpÍoVing' and hoW quickly '

Supplier: Tempora
Produ.t: ChallenSer' watch

Resulrs

2nd quarter

'tI

l r 3

Now ask your partner how business is. Show
youte inteÍested in what he/she says.

Product cost (fu|| price): €,
Numb€r oí Products in stock:
Discountr %
Pri€e in store: $
Products sold last week:
Profit írom |ast w€ek $

Take it  in tuÍns to Íole play a custom€Í and a shop
assistanl.  The customer wants to took at and buy
the  t h  i n  g s  i n  t he  pho t o s .

How much .. .? Could | . . .? Can I pay by...?
0[ touÍse. sure' No problem' '|| 

8o and 8el ' ' '

€10'000 €79

c85

Student A
You and yoUr partner work foÍ ToreadoÍ spoÍ|s'
You are bUyeÍs' U5e the iníormatjon to an5w €r
yoUÍ paÍlneÍ's quest ions aboUt the prodUct íÍom
Montego AtcessoÍies'  Then, a5k yoUr parlner
aboUt the product from TempoÍa, and complet €

How much/many...?

Suppller; l'"loncego Accessories
Product: '| .í is lra| '  baseba|| cap

Product cost (íU|| Price): €|0'00
Number oíProdu.ts in stock 5'000
Di icouni l0%
Pric€ in store: $ | ó.00
Products sold last week: 3,260 products

PÍofit Írom |ast w€ek $40.ó85 € 1 5

A7



Student B
Exchange numbers with student A. writ €  the
numbers.

A Whatl youÍ . '. number?
B lt's ... .
A soíry?
B lt's ... .
A so, ... .
B That's right.

Student B
Ask and answer que5tion5. Filt in the chaÍt.

Where .'' come fÍom / live? What company ..' own?

Student B
R€ad thi5 page from a repolt about bus|ness on the
Intern € t . Ask your partner qu €st ions' Find out what
the words in hightight stand foí/meaÍ and complete
th€ notes. An5weÍ youí Paítneí,. que.tions.

... mean? ..' stand loí? '.. spell ''.? '.. say that
again? ,.. speak slowly?

student B stud€nt A
Tel| 1883 0345ó680 Tel:
Mobile:0545223090 lvlobi le:
Fax: 1883 05339178 Faxl
emaiLi_carr@gpv.com email:

Student B
A5k and answer questions. f it l  In the chart. Student B
5taÍts.

Where.., l ive? What... do? What compan, ...
work roÍ? Whele '.' work? HoW do you spell that?

Home lob Company Plác€

I

2 IMadrid accountantTop ívledia office

3

,ondon shop
assistant

Maxis Home 5al €5 shop

5

ó íMilan engtneer EIectÍina

Page
3 Busin €ss onIine

7 What s'e.busrness' l =
(---------

l'] A náme foryour URL = ltrnítarnf.*auneLacatar
< 0'^tbsífu a7h$'

13 82 B *------------=*

business connect ions

]7 The Webmaster = l',óeb'ite

Llves

BaÍceIona

Hars Bauer

Sandy Cohen Noval ink

Clairc Garnier

Pratue

20 Buythe right PF =

naLusl



Communication oractice

Student B
wÍ|te an email to your paítn€í (on pap€r). Ask foí
the address of hi5/her offic€.

Youí paítneí will send you an email. Write a íeply.

Faci|ities in th€ meetin8 rooms:
chails and tables
pow€r sockets (no phone sockets)

Facilities in reception:
a photocopaer
a fux machine
a computeÍ with Internet connection
a drinks machine

There's a bar and restaurant at the hotel.

Student B
A9k youÍ partneÍ these questions about z € |ton
software'5 web5ite. comDl€t € th€ answeís. Student B

YoU aíe at the recept|on desk ofyouí.omPany.
Youí partn€r |s e visitoÍ. An.wer youÍ paítneí's
questions. Giv €  diíections fíom the íeception desk.

,.. buy software from
the website?
What softWaÍe ..' buy?
.'. pay by cÍedit caÍd?
... download software?
'.' copy soíiwale/cD?
... buy software/CD?
,.. website address?

Software:
Yes/No
Yes/No
Yes/No
Yes/No
Websitel

ilow íead about Travel Ticket central's website, th€n
answeÍ your paítne/s que5tions.

matn
ofÍiceocc

At TravelTicket Centrals website (wwvrtravel
lickelcentÉ|.com) customers can buy pIane
lickels (but not lrain tickets). Customers pay
by credit card on the website. Travel Ticket
Central sends cuslomers lheir tickets by mail
(customers can t download and print tickets).

Copy íoom

o lSurot'
I
reception

change íotes. Ask youí paítn€Í for direction5 to
thes€ Íooms:

. the buyer's office . the copy room

. the main office . the mana8€rl office
Student B
You work at th€ statesman Hotel in Néw Yoík.
student Á phon €s to ask about youÍ business
faci l l t ies. Use this information to answerthe
questions:

Facilities in the hotel business centre:
6 meeting rooms:
3 rooms for 4-6 people
2 íooms for 10 12 people
1 room for 15-20 people



Student B
Ask yoür paítn €r about his/héÍ homé. compléte the
information.

house/apartment
floor

quite/very old/modeín

Student B
ÁÍ16n8e to meet your Partn€r n€xt month. Arrange
a date ánd time. You are busy on the hightighted
dates.

Are you free/busy ... ?
can you mak €  it. ' .  ?

M  TW T  F
12345
8  910  11  12

15 16 17 18 19
22 23 24 25 26
29 30 31

bedroom (s)

Now imagine you live in th€ property below. Talk to
your partn€I about your home.

. 30 km from Madrid . house

.6bed rooms  . 3 f l oo l s

. small swimming pool . garden: 3,500 m2

Student B
Answeí the phone and tel l youÍ PaÍtneÍ what these
p €opl €  áre doing.

B Hello.
A Hello. ls ... there, ... ?
B No, he's/she's ... .
A Oh, right. OK. Thanks.

Anna: lunch at the moment
tia: me €t ing this molning
PielÍe: off this Week
Nicole: project abÍoad

Phon €  youl paltneíánd ask to speakto these peoPle.
whát aíé they doing? Ív|ak €  notes.

Student B
Imagine you are going on a business tÍip next
week. comPl € t €  the information about your tr iP.

George:
Karen:
Frank:
Helena: n. ( r in : r i^n.

Destination:
Transport:
Departure date:
Departure t ime:
AÍivalt ime:
Meetang with:
RetuÍn date:
DepaÍtule t.m € l
Aíivalt ime:

l{ow answer youl partneíl questions about youí
busin €s5 tr ip.

Your Partn €r i5 al5o goin8on a busine55triP n €rt
week. Ask your panner quest|on5 about his/heÍ
tÍiP and make notes'

Transport:
Departure date:
DepartuÍe time:
Aíival time:
Meeting wath:
Return date:
DepartLÍe time;
Arrivalt ime:



Student B
You woÍk at a ticket office' Your partneI wants to buy
a tíain t icket. comPlete the information.

Communication oractice

Student B
Last we6k, yoU visited á customeí in Liveípool. Youí
partner is youí manager. Answeí his/heí quéstions
about the visit. use this information.

Trip: very good
Company:stone and Sons
TraV€|: by train
Hot €|: small hotel near customer's omce
Talked to: Tom Fellows (manager) and lane Lark
(buyer)
Discuss€d: yol, pÍesented youí n€w píoducts
Customerl opinion; l iked products

Now you are youÍ paÍtneí's manag €Í. Last week.
he/she visit €d a supplier! factory in stuttgaÍt. Ask
questions about the business tr ip. Make notes.

I Destination:
2 Ticket (single/return)l
3 Leaving on (day):
4 Leaving at (tim€):
5 RetuÍnin8 on (day):
6 RetuÍning at (tjÍne):
7 class (firsvstandaíd):
8 Fare:

change rotes. tJse this infoÍmátion ánd buy a t icket
fÍom youí partneí. writé down the faíé.

r Destination: Cambridge
2 Ticket: return
3 Leaving on: Monday (n€xt week)
4 Leaving at; 07.45
5 Returning on: Monday (next week)
6 Returning at: 18.20
7 Class: standard
I Farer f

Student B
[ast week, you were on 6 tíáinin5 couÍse. Answer
youI partnert q0estions ábout it. tJs €  this
informátion.

Course: lvlaking Presentations
Héad office
26 people
Tíainer: Rita Davies - sales manager
Quite good, but very long

Last we €k, youl paltnéÍ was at a Conf € lence. Ask
questions about it. compl € te th €  infoímation.

!19,60

... Sood trip?
What company ... visit?
How ,., travel?
Where ... stay?
'.' íactoÍy good?
Who ... talk to?
What ... talk about?

Student B
last month, you w €nt on hol iday. An.weí your
paltner! quest ions. U! €  this infoímation.

conference (name):
Good?
Locataon:
Number of people:
Key speakeÍ (name):

Destination: Bermuda - packaSe tour
TranspoÍt: flight
Departule: 5th (|ast ÍÍonth)
Return: 21st (last month)
Accommodation: hotel 100 metres fÍom beach
Activities: swimming, golf' sightseeing (r€nted a car)
6ood holiday? very good

Lást month, your paltneÍ went on hoLiday. Ask
him/h €Í as meny qÚ €st ions as you Cán aboÚt it.

WheÍe '..? When .''? How ..'? What .'.?
Did you '..? Was^vére ...?



Student B
You 6Íe chÍis/chÍistina Black. You work foÍ Everest
consult ing. sit backto backwith yoür partnel
AnsweÍ the phonewhen he/she Calls you.

Now, you aíe carl/carla wil(an from Pantek. Youí
phone number is 1878910338799.

Make this phone cal l:

Telephone Connex. Ask to speak to Betty Colley.
lf she isn't in the office, or the line is busy, ask if
she can cal l you back.

staít the catl.

Student B
Youte a receptionist at the Elm Hotel. Your partner
i5 a guest who is goingto chéck in. t|se the
infoímation on the íeservations card.

ReseíVations: G
Last name: Garner

Type of íoom: uu
Nights: 2

Room number: 421

GardneÍ Gastor

üfi
Geigeí

fifi
2

Student B
You are a Passenger. YouÍ paítneÍ is an assistant
at an a|Íline check.in desk. check in for youl f l ight.
You have one laíge bag With you. Ask ifth€ flight i5
on time.
Now yoU are an assistant at th€ check.in desk'
Your paítner is a passenger who wants to check in.
Have a conversation. Use this information to agk
and answer questions,

. t0?

. Seat posit ion?

. Luggage?

. Give the passenger his/her boarding pass.

. Gate C12.

. No delays.

Information/Question9 foí guests

Breakfast: 7.00 - 9.00
Wake-up cal l?

Now you ar€ e gu€st at th€ Elm |lotel. You aÍe
ch €cking out. Your company (|Ís) i5 paying the b|l l .
You hav€ to pay the extras.

Room number 113
,1,|Vpe or room: !Í

Nights: 2

ExtÍas: one phone ca|l+ a mineral Water from
thé minjbaí

Student B
A5k youÍ paÍtneí how business is. show you're
inteíested in what he/she says.

Now look at the re5ult5 foryouÍ company foí th€ lest
two quarters. Descrlbe how well/bádty business i5
doing. say ifthings aíe impÍoving, end how quickly.

3
109 125 158

50 100Results

I st quarter

2nd quarter



Communication Dractice

sfud€nt B
YoU and yoür partner woÍk for Toreador sports.
YoU are buyels. fukyour partner about the pÍodlct
fíom Mont€8o Acc€ssories and.omptete th€
InfoÍmation. Th€n. use the informatIon to answer
your partneÍ's quést|ons about th€ prodUct fÍom
TempoÍa.

How much/manv ...?

suppIi€f:
Prlduct:

TemDorá
'Challenger' wetch

t&n
f

Product coit (fu|| pf|C.} €.{8.0o
Numbér of Flductr |n Íoc|c 300
Dlr.ount! l5%
PrlcG In .torc: $60.00
PÍoduct. so|d |..t wr€k 75 Píoducts
PÍoí|t íÍom |.5t wt.|c 32. | |5

Suppllar! MontoSo Accessorles
Pfoduci .M|rra|' bas€ba|| caP

Product co.t (íu|| p?|ce): €
Numb.r oí prcduct. |n íoc|c
Dls.ounc ......................X
PrlcG In .torr! S......................
Ptlductt to|d |.tt w€6k! ''''''....'''''''....' PíoducB
Proílt í'om |stt wrGkl $



Grammar and vocabulary practice
3 Birmingham is in the c of the

4

5

Valencia is in the e of S

Bonn is in the w of G
Fi l l  in the mis5ing lettéís to complete the

PáÚl 1|/ i .  | ,m Paul canning.
Kate 2H _ I _ _ Paul. I'm Kate Brown.
Pau l  3  e  t om € e t y ou . 4  l  m -

Chacago.
Ka t e  5 ___nk_ .

Fi l l  in th €  gepswith thecorrectfolm of l 'e.

1 I'm Paul Reed and this is iulia Bell. l-l:!t!:
form zap Productions.

2 This is Diana Edison' . ' ' ' ' ' ' ' ' ' '  ' ' '  fÍom ccc
3 This is Alan Parker and this is Alan Dale.

from NorthNet.
Íhis is Geor8e carter.
I'm David Claft. from safeguard.

! nut tne woras in oÍdeÍ' Make questions and

l she / fíom / wher€l ?
Whtr\ sln htrt]

Beiiing / from / she's .

2 ílom / lim / London / is ?

Manchester/ f iom / no/ he's

3 from / they / are / where ?

Montp€lljer / in / fíom / France / theyle .

4 are / WheÍe / fíom / you ?

Badajo, / in / I 'm / from / Spain .

' you / Germany / aÍe / fíom ?

flom / |'m / no / AusÜia .

is 0208 8062757.
5 llly is dkp@yt-line.com

17 QruIch Roa4 trndon N89 9BT

Tel 0208 8062345 Mobile 07762149411

Fa* 0208 8062757 emáil dkp@-|inacom
!t riLt in ttr" s"tt.

I

2
i\'larseille is in the sd.r/.r o[ F

from B-Line.

ri l l  in the gapswith aoíon.

1 Wou|d you like 'aí coffee?
2 cou|d l have ,''. mineíal water, please?

3 iced tea, please.
4 A Would you like a drink?

B Yes, .. orange iuice, please.
5 Would you l ike ... tea?
6 could I have .. dÍink, please?

Put the conveísation in ord €r. Write 1-5 in
the boxes.

! Sugar, please. No milk.

E Yes. Would you like milk and sugar?

E OK. A coffee with sugar.

! Would you l ike a dÍink?

! Yes, p|ease. cou|d I hav€ a coff€e?

Thi5 is youí busine55 card. Fit l in th €  8aps.
t M,t1 tiLtrtbttt+:J]utt!+:t.: is 0208 8062345.
2 My ' ' '  js 17' chuÍch Road.
3 My ........... is 07762748477.

cdansk is in the n ......... of P



GrammaÍ and vocabulary pradice

Put th. words in ordeÍ. Make sénteÍtes. ! match tne numbers to th€ words.
1 telephon €  / what! / numbeÍ / your ?

L.Lbn !!:!.p t.ttlep hz q e- t u tr b " 
n ......

1 100 --.. a sixty-two

2  70  !b  a  hundred
2 what's / address / your / email ?

3 the / fux / what's / number ?

362

480

s94

?49

891

4 mobile / your / what3 / phone / number ?

5 ema|| / this / addÍ€ss / my / is .

d €i8hty.nine

€ nInery.one

f ninety-four

g eiShty

h sgventy-three

wí|t€ th€ t|més as words'

I 11.20
...' l ll:c t tÍg,u.'t st''rlt rlt t',

3 8.30

4 12,40

5 7.O5

E write the Pturals foÍthege words.

...t!tnfk1...

9 phonenumber .__...................
to email address

wí|te the numbers.
1 fourteen ..1J
2 thidy .......
3 twenty-one ..__.... 7
4 flfry.on€

7 12.00

forty.s€ven '''''',.
e|ev€n ''....''
fifty ...
thirty-nine..

1 snack
2  dnk
3 dollar
4 éuro
5 clty
6tux
7 student
8 compány

a 9.25

at what when! itb whatt exclse

F|lt In the missín8 tetters to make iobs and
workplaces.

7  l ' f i dna f  ! ! 4 z tq4 l ,  lwo rk  l n  an
9 - -__e ,
He !  an  e______I .  He  works  In  a
Í_ - - - - y .
She's al___ ! _ __ _ !, She works in a
.L- B.
I 'm  a !___s  O -______ i .  two rk  j n
a5__p .
sh € 3  a I__ -  - -  -  -  !  -  - ! .  she  wo  s  i n
ab___L

}|ake questions for th€5e answers.

I l.!-ltq.re.dp.!!p.q !i.u,e?
Dublin.

ICT Chemicals.

9 11.35

ro 12.50

It ritt tn ttre saps.

I Flr.{"í'{ me..- .....' '''''.. time is it?
A .....-.-'''''... ' thé time?
B .____ ...... .... half past two.
...--''.......-. ''.. the néXt tlain to Brussels?
The next train is .._...... ..... three o'clock. In the head office, in Dublin.

4 __.. ..........__.... _.........___.... ................._................ ?
|'m a sa|es manageÍ.



!t ritt in tt'e saps.

5

6

hav€ buy sell make own come fÍom

1 south|and companies s4/ products foÍ

! Make seven sentences.

I

2

1

5

6
7

We sell (he píoduct.

l 'm an engineer,

the office.
350 mil l ion customers
each year.

lames and Ross MilbuÍn
Group.

their products

the Southland

lames and Ross Milbuín the UsA.
They 32 factories.
They 48 djfferent products in theiÍ
factoíies.

t !,tt !!' n( zOO nb,.

5!c lt,t l,,*úli# qÍ Zl5,t,t'

! write the numbers a5 woÍds'

! Write the correct form ofthe veÍb.

1 David Thomas .hr, i  a smal l  company.

ó The factories
(to nake)

Chicago. (to cone

mobi le phones.

! f itt in the sals in the que.tions with do or does. !  r i t t in  t t re  saos.
1 wheíe lí'l1\ Eva Bianchi live?

She l ives in Rome.
2 James Bernard own 50% of orion?

Yes. he owns 50olo,
3 Where GoÍan Tatit  come íÍom?

He comes from Croatia.
southland fá(toÍie5 ínake off ice

products?
Yes, they nake office píoducts.

you sel l products on the lnternet?
Yes, we seIl ploducts on the InteÍnet.

7 735
2 400
3 ó'900
4 35,000
5 7.5
6 2,000,000

7 8.2 bi l l ion
8 50,000,000

Make negative sentences.

1 [4y company has a cafeteÍia'
Mu lnnun J,, , 'y i t  hal t ,t  L,thÍl"t '

2 Alan is in ihe office.

3 | have the phone number.

4 sharon works in the ivlelbouÍne ofi]ce

2 They

3 l

5 saÍah Taylol

píoducts foÍ the home. (to se/'
fiom suppliers in Getmany. (to buy)

two factories in F'ance. (to have)

stand

1 How do you .rpl,// 'information'?

2 A What does this ?
B  l don ' t
A I think'82B' means'business'to-business' .
B Are you ?
A What does IJPS fot?
B lJnited Parcel Service.
A Do you this emai l  in Engl ish?
B Yes,

I

She
ne

f in ish
stan
have

bÍeakfast

up
a bÍeak
d i nneÍ

5.30 pm

7 .15 af i

9.00 am
12 .15  pm

7.00 am
11.00 am
8-00 am



Put the words in order Make sentences.
I you / could / that / say / again ?

.lnj 4!l' 5n tl!']t nnú;]]

repeat / your / you / could / please / name ?

me / Write / could / for / numbeÍ / the / you ?

Grammar and vocabulary practice

software (x2) print save copy files
music

\ 
" 

d"aLrre"t l

F"-"1"";l<

Put th€ words in order. Mak€ sentences.
1  buy/  p roduc t s /wherc  l l  l c an  l t he  ?

Wlttl:t.t:r.tl 1 t!!,,/ t!r.!ttt\t!!!:t:?
2 CDs/ / how / the / can / copy ?

3 the / can't / read / l/  f l le

! r i l t in gaps in ttre computeÍ expÍessions.

Plantet

Your telephone

website / this / yoJ / down|oad / can.( / fÍom /
m l s i c .

5

6

Fil l  in the missing letters to complete the
sentence5.
1  You  can  use  ou r l 4 I  m  ____e tosend

a message.
2 You can use the hotel p e _ _ _ _I

to make copies,
3 We can't plug in the laptop because there are

nop___ - t I  ___s .
4 Each computeÍ jn the room has a p - - - - !.
5  Canyoubookam ___g - l  ! 0  Fo r

tomorrow at 10 am?
ó | can draw a diagram on theÍ- - p e !.

2 speu / you / that / could ?

I could / slowly / more / speak / you ?
_ . ,,,n,,,-,
lomouter (

E Fi l l  in the gaPs in th €  €mai|.

o9Q

Tor Nick Planter

J you for your 4

dear manageí message Ml regards
s €nd thank

Could you 5

number?

Best 6

Ed Fisher

Human Resources 7

my ! youl his of hel our theiÍ

5

youl / have / emai| / can / addÍess / | ?

Internet / on / buy / can / books / where / we
/ the?

! ritt in ttr" s"pr.

1

2
lohn and Rita are in tlEi!. office.
MÍ Evans is the sales manager. This is

........ . pnone nLrmDer,
I have l,'ls Wadel email address, but I don't
have .''''''''',. fax numbeí
We make the pÍoducts at ' ''''''', factory

I have a mobile phone. ....... number is
0589 198273801.
a Do you have a fax?
B YES.

a What's .... fax number?
What's the number ......... the Paris
office7
What! ]án . emai| address?



@ make sentences ur|ng impeÍatives.

í|8ht past the lifr to the end ofthe.oíridor
left through the doors

L{l' n,," leli.

[F'
J-,!L,tl.--ü l
)- l-TI ,T,-T.,P

---l I I

6?
7 /
ar t

4 he / need / mobile phon€ .
_4

_.......__........._.. Q2hd) and

1 l/ need / use / photocopier.
I t,.1,t tn rcr n lh.'ttro i r

2 -she / ne€d / phone / the officé .

3 l/ need / new computer .

5 they / need / meet / the custom€r

E w.|te the ordlnat nümbels .s woÍd..
1 Hls office ís on the ''''.!,li!l...-- 6tn\ noot.
2 The l|ft |s at the.'''.'.. '''. ' (10ú) noor.
3 Re(eption ls on the . ... ..... (tst) noor.
4 The zantek omc€s are on the ...'''''''-'''''''...-.

Fill |n thé gaPs w|th the @|.ecl Ío''m o| theÍe lsloÍe.
1 ? ...'.....!;.!Itt:rt.'''''... a drinks machine h€Íe?
2 { ''...''''....'''..'''' a photocopi€r in th€ ofice.
3 t .......... .........,.. two messaSes for you.
4 , .................................... a fax machine here.
5 ? ................_...... two power sockets in

the room?
.... ....................... a phone lcan use?
.......... ''''''''..'''''..'''' 20 stor€s In thi5 country

. . lwo manageG at
the hctory

! Make sentences.

6 Thele are m€eting rooms on the ''' '''.'. '' (7t')
f,ooÍ.

1  l f l ve  i n  a  two- room aD, r / t r , t . r l .
2 His b - _ _ e ls in the clty centre.
3 We have Tvs in th€ l - - -- _ ! and in ine

- L - - - - g  r oom.
The  p lopeÍy  | s  b |8 .  | thas  f iVe  b - - -  - - - !
and  two  h__b____  9 .
There! a swimming pool lnthe g____!.

o8tl') flooÍs.
5 Thele3 a very good v|ew fÍom my office on the E Hom.s. flll In th. mlssing l.tters.

nice
cheap
high
small

^-.''......'''''. Q3 rd) Í|oo|'

! rltt In ttt" saps.

B

turn where! on over through wherc
end excuse past pl€ase

B

B

...Err:rst-... me,
Yes?
.. ........ ...... the lift, please?
The lift? lt! ... ....... . there, just
the staiís.

@ write tne opposIt€s ofthe adiectives.
hot

2 ^ '' .'''''.. are the toil €ts, '''''.. ' ?
B Go to the . ....... ... ofthe coÍidor and

li8Í|t.

..---,.... ... the doors?
Yes, and it's the second door ......... your
left.



Make sentenc€5. Use y€Íy oí quite anil the
adiectives.

1 The house has nine bedíooms and three

Mak €  sentences. lJse the present Continuou5.

1 he / have / coífee at the monent '

Grammar and vocabutary practice

Ht k havih!' ai;€ 't 'thr '!2!!2he' lt ' ''''bathrooms. (b/O)
Tltt. h c..u;t t ; v c ry. b E,

2 The building has stx floots. (high)

3 My apartment has one bedroom and a living
|ooÍn' (snall)

4 i\4y kitchen is 40 n2, (large)

5 fhe cofiidot is 7 n. (long)

2 she / not / work / at home today .

3 you / leave / now ?

4 where / you / go ?

5 | / not / read / the repoít now .

6  wha t / y ou / do ?

7 he / have / lunch at the moment ?

8 they / not / have / a meetin8 this moínin€.

! ritt in tne gaps.

conferenae trips meetings fairs
presentations

l Do you go on business ái 's ?
2 | sometimes go to trad€
3 | usually have in my officé.
4 | sometimes give .................... to larye groups.
5 | 8o to our company ...................... every year.

Add the words in bíackets to th€ sentences.
7 | get lp at ó.30, (usually)

l.!n!!!!!!!.1!f t..tq!.1!t6.."1p."................
2 | take work home. fneyerJ

3 I don't send faxes. (often)

4 Do you go to trade fuisl (sonetines)

5 | have lunch at home. (oiwoys)

6 | go to meetings. fo lot of)

7 | don't go to confeÍences (o /o'

t i l l  in th €  mi55ing lettets to make .pr € sent t ime'

1 What are you doin8 aÍ lhe \ !,!1 r !! B
2 Wete working in the office n
3 Are they having the €onference ! - week?
4 I 'm working at home ! ___.

E Undertin€ the coíl€ct form of th€ veíbs.
7 | lole swin/Sljnnjng. I go every mohing.
2 | like wdtch/wotching football, but I can't

play/pldying very well.
3 | hate run/runninq. | fittch ptefet cycle/cycling.
4 What do you |ike do/doing in youÍ spaíe

time?
5 | can,t 'ky'skiinq véry We|l. |t's Véry dimcult'
6 | don't like ploy/playlng chess. lt's boring.

tlll in thé geps with cotrectÍoÍm oÍ go,ploy oÍ tlo,
1 | ......-t2.. runnins.
2 0o you ..... .._ football?
3 He - .. weight training,
4 She ...._ ..... aerobics after work.
5 | ...... cycling in the morning.
6 He ................ the guitar in a band.
7 They.. ____ fishing.



! ritt in ttre saps.

dí|vlng alÍ|vinB chan8in8 fly|ng
comlng stayang

These are your arÍangem€nts foÍ next week.
oescr ibe what you are doing.

Mon I
F, 1.ó E,d.kIu.l L]r7o8 - t.zT
t\4L.t,nt ?.3O H6.s Btu^dl.

Íues 2
T f6;4 > cÓl%4L t,oo'
D;.aL. a;1'Á TÓ.'Í dt ,rtú

weó 3

Thu 4
-Úd. tT F/6.l<Íu/t 1.3o

r'9 ,ó^L LH2T1 - €,3€

Fri 5
Givz P.LsL.tdtir4 

- 2.37

Fj !, e/, |'.1.;4u O,t^ Í'l)

wíit€ th€ dates as words.

| $.05 M,,u th hath
2 74.07 . ... .. ...

l tI'. ha'th L,ÍM',

3 03.12
4 05.11
5 01.04 ...... ..1
6 22.01 ... ...................1

Fi l l  in the gaps with /rt, o', oÍ ot.
t I can make it ....rn.... the frfteenth.
2 Can we meet the beSlnning of the

month?
3 I'm going to the Toronto office the last week

March.
4 our n €xt m €eting is ' ' ' ' '  the end ofApli l .
5 Vlckie can see you ........ Thursday.
6 what about a meetin8 ' th€ nineteenth?
7 | can phone you ........ the afternoon.
8 The pÍesentation i5 .. ' thlee o'clock.

Sat 6

! ritt In ttt" eaps.

1

4
5
ó

Sun 7

büsv meet free make fine about

t trt! M!'!'!l!ry !'L,t!!!!!!t, l'"' Jluu,t.1.,.f',',/,fu tWhen can we .....r,r.,.,1.... ?
When are you ...................... ?
what the fifth of june?

Yes, I can ' ' ' ' ' ' ' ' ' . ' ' ' ' ' ' ' ' ' . ' '  i t on the tenth oíAp l '
No, I 'm on the thirtieth.
Ten o'clock? Yes, thatl ..... ..........

A where aíe you ,,Í!r1"|ti!'!,'' in Aviínon?
B At the hotel lbis.
A AÍe you ' to Barc€lona?
B Yes, with Lufthansa.
A When are you ...................... in London?
B At 20.30.
A When arc you '''''''''''.'.'''''''' back fÍom zu ch'
B On ivlonday evenang.
I'm ...................... to Bologna this time. ltl only
two hours by car.
A Are you flyin8 diíect to Hon8 Kon8?
B No, I'm ..... ... in Amsterdam.

Buying a train t icket. Fitt in thegaps.
t asil!l|t'''.''' ol a retum tick€t?
2 | don't know the times of trains. Do you have

a t  ?
3 What t ime does the train a.............. in London?
4 Can I r.... ............... a seat, please?
5 A first or secoíd c.'''..''''''''''''' ' ticket?
6 How much is th€ f' ...' from London

to Paíis?



! comp|ete the questions to metch Ih €  answers.
1 ^ ||hü:.. Would you like to 8o?

B I'd l ike to go to Milan.
2 A .........._ do you want to pay?

B I want to pay by credit card.
3 A ''' you like a sin8le oÍ a leturn?

B ld l ike a single, please.
4 A .... do you want to come back?

B I want to come back on l\'londay.
a ..................._ you like to book a seat now?
B Yes, ld l ike to book a seat now
A ....... you want to travel second class?
B No, I want to travel first class, please.

! titt in ttt" gap. *ilh wos,wosn't,were ot weren't.
1 A WheÍe .. í171l '.. you yesteÍday?

B We ................... in a meeting.
2 A .......... you at the conference in Paris last

month?
B Yes, | .. in Paris.

3 A ' . ]ulia at the tlade fair last yeaÍ?
B No, she ................. there.

4 A ... ... they at the presentation
yesterday?

B No, they ................ there. They... ........... ...
on  a t r i p .

! ritt in tne saps.

y€sterday weeks a8o moÍning last
night

He was in NeW YoÍk ten days ''''''' ,,
Today is lMonday so, .................. was Sunday.
I was in Austral ia . month.
The trade fair was three
They weíe in the office this
There was a problem at the factory last

Match th €  pai15to make 5 €ntences. Write a-e in
the boxes.

r ! she presented
z ! we aidn't tatk
3 ! They discussed
+ ! tvisited the factory
5 ! we didn't took

GrammaÍ and vocabulary practice

a at the new ofÍice.
b about work over lunch,
c the new project at the ples€ntation.
d prices at the meeting
€  to see the new production l ine'

Make sentences in the pagt simple.
1 he / pÍesent / sales repoÍt / last Friday .

t h' 1r.^t'Ltl^d.Ihr. *th ,' ,,7utt .laa!.Ftil*y1.
2 we / not discuss / pÍices / y€sterday .

3 she / phone Gavin / last week ?

4 they / email you / yesterday ?

5 | / phone Alan / last lMonday .

6 she / talk to sally / yestérday .

Match th€ paiís to make 5€ntences. wr|te a-i
in the boxes.

r @ Last year

2 ! We travelled by ferry from

3 ! We travelled around by

I ! we stayed

5 ! our accommodation

e ! We went sightseeing

z ! Every afternoon we

8 ! Íhe nightlife was

9 ! There wer€ lots of good

ago,

Was neaÍ the beach.
discos and Íestaulants.
every morninS.
we went to Spain on holidat
relaxed by th€ pool'
at a small hotel.
cat.
very good.
P|ymouth to santandeí



write th€ past simple foím ofth€ verbs.
! We llep back lasr nisht. lttv)
2 | ...................... this CD on my holiday. (buy)
3 I . ....... ....... home last Friday. (.ofte.)
4 We a ferry to the island. ftoke)
5 we '' a week in Fían.e last yeaí

(hove)
6 They ...... ... on |ÍiAy 5th' 1eove)
7 We .....-'-',''...''''''. at a 8ood r€staulant last

night. (edr,
I Tom .... . to China last year. (9o)
9 | a .offee at the airpoít' (d'.n/d

10 The ticket .... ....... ..... e395, (cost)
11 We .... . lots of interesting things.

(seel
12 We ..._ .... . from London to Barcelona.

(d ve)

till in the gaps with the past 5imPte foím of the
irregulaíverb5.
t | ' ,Í?'((: '' to Roberto yesteÍday. (speol,)
2 | ..---. . . ]ohn about th€ meetin8' (Íe1,
3 Scott ...-- .....- me a copy ofthe schedute

at the last meeting, (g/ve,
4 sarah phoned. sh€ .. ''''''',,,''''''''. she needs to

speak to you. (soy.)
5 | '' c|aire at the confeíence last

week. (see,
6 We Sam! presentation was very

int€r €stin8. Gh,'k)
7 He '''..'''''','......''' my report after the m€etin8.

(rcod)
8 We .. ... a p|anning méeting lást

Ftiday (hove)
9 Tom ... . me an emailthis mornlng.

(send)
10 | a leport on the píoiect last

month. (t"r'te)

F|lt In th€ 8aps in the ie lep ho n e .o nversat|on.
A could Il ,'l'.*J&'''' to Nathali€, pl€ase?

B Who's z .... , please?
A 3.......... . .... 's lessica Keen.
B lust a 4.................... . , please. Would you like

to5  ?
Yes, pléas€.
solry |'m ó'''.. she! not in hel omce'
OK, I'll (all her 7 . later.

! r|tt in tt'" s"o. *ith the corr.(t obi€.t pÍonouns.

me you hlm her lt us them

1 | don't have the agenda. Could you send
........1. .... to me?

2 There's a messa8€ for ''''''' . can yo-
phone Trevor before 3 pm?

lulia wants to see your report. can you send
. ....... ...... a copy?
I'm sending four attachments. I hope you can
open ............... .
lllr lohnson phoned. Can you contact

. .. today, please?
We don't hav€ the new schedule. can you
€mail it to -'''',.... ?
could you s€nd the minut€s for
the last meeting? | don't have a copy.

Make ofÍers and dec|s|ons Using,' l l .
I send / you / infomation ,

/'ll stul uou tht nlÍirnftiou.

2 8iv€ / Tom / messa8e .

3 phone / you / later .

4 ask / manager / about / order .

5 email / Tina / this moíning .

! m"t.h th" do.u'ents to theIr d € f|nItIons.

bar chart

schedule
aEenoa
pie chart
mtnute5

a the record of a meeting

b the plan for a meeting

c a circle showing data

d informatlon in columns

e the timetable for
a project

6 call / back / aft€r / meetin8 .



t |s it warm theíe? - Yes, it! fr€ezins.

2 lfs hot and sunny here.
3 lfs windy and ctoudy in the offce this

mornlng.
It3 freezlng this molning. lt's mlnus
ten deSrees.
Íhe weathefs m|serable here. |tl fog8y
and .o ld ,
A What3 the Weathér like there?

sense (s) oÍ nonsense ( )? wí|t€ s or t{ in thé
box€s.

Grammar and vocabulary practice

l/laka aomparlsoÍs,
1 planesÁíains (+ fos'

P'' Ion a ac..fnsÍu.tha n. ka h s.....
Feí| aislFo|ds (- eco no n lcdU
F.*rmkan.lcss.eanorukplltnu.F.pr'h,...........
dÍiving líyin9 G dongercus)

4 modeín iets/older planes (+ sofe)

5 AÍbLls 3a0Boelng 747 (+ big)

6 p|anes/high.5peed trains (- íeliable)

1 flylng / safe way to tnvel .
E fu ig. is.Íl t' x fu ; I. tv' tE'ta' Ír' an L''''..''

2 a h|gh.sp€ed tla|n / conv€nlent way to tEvel .

3 what / good way / get to the airport ?

4 which / expenslve airllne ?

5 a low-cost alrllne / cheap option .

E
!

!

!

!

!B There's a thunderstorm.

clrc[ethe.oÍr.cttense.
r lt . ..... every dáy last month |n Moscol^'

E ''ak€ sup.rtatlves.
a is snowlng @snowed c snows
It ofren .. .. in Aprll.
a íains b rained c is lalnln8
The sun ..--........... now
a shone b shine c is shinint
We ----........... a thunde6torm last ni8ht.
a have b had c arc having
It ............... two days a8o.
a is fogty b was foggy
It .....''''''''.. at the momént.
e is wlndy b was windy

E wrlterhe opposites.

small bad safe néar old cheap
difficult hlgh

1 expens|ve' ' ' 'ú.?'/.. ' '

laÍge
oan8eíou5
€asy
mooetn
far
gooo

2

4

6
7
I

! rltt In ttre sans.

sur€ right agree th|nk true prefer

1 A A ti.ket on the Euíostál costs 20o eulos.
B Yes, yo!\e .. ii11t......

2 A I think tralns are the most convén|ent way
to tíavel'

B Oh, | .... ....... to drive.
3 Á Flyin8 is the best option.

B Yes | ....__ .__ .
| . ....... . drlvlng is the most dan8erous way
to get ftom A to B.
A Thele ar€ no h|gh.speéd trains in En8land.
B Oh, I'm not so .................._... . What about the

Intercity?
6 A on short ioumeys the TGV is fastér than

Rying.
B Yes, that! ....



p ritt in the sar in the conveÍsation at check.in.

gat€ aisle luggage briefcas€
boaÍding delay€d hand time
passpoít caíd suitcase

stewardess Hello, can I see youl ticket and yoL]Í
I rr,r.r'Lt r/l . olease?
Yes, herel my ticket and I have an
identity'z ls that OK?
That's f ine, no problem. would you
like an '- oÍ a Window seat?
A window seat, please. ls the flight on

sotry no. |,m afÍaid it's 5
about 40 minutes. Do you have any
6............... .... to check in?
Only one 7

Stewardess

Pa5sengef

stéwarde5s

Stewardess

Passenger
st€wa|des5

! Putthe words in oíde( Make sentences.
1 agenda / shall/ the / this / we / afternoon /

discuss ?
5 Iu[ I t tt ii": c u s s. t I t c. r EtL t r! t t lt * tfit n tu?

2 him / | / the / an / email/ send / shall/ about
/ price / new / l ist ?

3 meeting / shall/ where / have / we / the?

4 a8ain / let'g / on / FÍiday / afteÍnoon / talk

shall/ when / visit / the / we / factory ?

co lby /|o l l 'rcin lÍhe l let 's / conference.

Yes, that's fine. OX, here's your
1o............ ... ... pass.

Passenger Thank you.
st€watdess Boalding stafts in 30 minutes'

And do you have any 3
luggage?
0nly my t...................... .

42 B.

I'm sony there aren't

that we can discuss work. LetS talk about the
new office plan, that's the most t..................... job,
and 4',,,, ''''''',',, '''' we can discu9s the neW ofÍjce

PassenteÍ oK, thank you.
stewaÍde5s You're welcome.

Fill in the gaps with some,ony ot no-
1 | have '^r4l'í:'' identification - here! ny

passpoÍt'

Iook at suppliers and píices foí the fulnitule.
ó' ' ' ' ' ' ' ' ' ' ' .  ' ' ' ' ' ' '  , we need to alÍange a meeting with
the suppliers we choose.'

2
3

5

aisle seats left.

! Make sentences with golng to.
1 where / they / meet ?

M\ll jx] ll,úr.n,'i]'l h' Iuil ?
2 What / she / presént / at the confelence ?

r he / fly / to lvloscow / on Frjday .

4 we / have dinner / at the hotel .

5 you / woÍk / late / toni8ht ?

6 | / not book / the t ickets / on the lnternet

I have hand luggage - a br iefcase
No, I have
There aren't shops after the security

luggage.

check.
There are ,....''''',,...''' shops and a café ovel
there.
|'m soíy' I have '''''''..'''''''...'' otheÍ identification
with me.
Yes, there's .. information about flights
on the scteen over there.

! ritt in ttt" s"1..

first after ursent next finally then

't Ftrl let's have a coffee and 2

furniture. The t thing to do is to



! rnt rn ttresans.

signature double room exhas bill
wake servlce check uD In minlbar

Grammar and vocabulary practice

Fill in lhe gaps so that the second sent€nc. in
ea.h paiÍ has a s|mIlaÍ m€aningto th €  Rrst.

loss quartel |ncreased pÍofit improved
costs

We €amed a lot of money.
We nl.ade a biA ..pt!2/it
Here are fi8uíes for the last three months.
HeÍe ale ff8ures for the last ''''''... ''''''.' .
We spent less money.
We cut

rill in th€ m|ss|nglétters to complété the
sent€nces.
1 What are your p la! 4 é for next w€ek?
2 What's your rnain a _ _ ?
3 ouí 9 - i- - - is to mak€ th€ website

easieí to use.
4 Ourl_ _ _ _l date is the end of the year.
5 Our g _ _ _ is to finish the proiect in two

monthS.

Íl|ak€ sentences with the correct íoÍm of
hove got.

1 Do you have the bill?
Í1rtvr''ut,'u qat Íll biIl?

2 We have a ÍeseNation fol two n|8hts.

3 Mr so8a doesn't have a m|n|baÍ in his room.

4 They don't have theií keys'

5 The receptlonlst has a messa8e for you.

ó | don,t have vour extension numbel.

sales grcW by looÁ.
sal€s .....'''' ' by 1o%.
We lost money last year.
we made a '''''',,....'''',..... Iast yeóí
our bus|ness 8ot b€tter.
Our business .....................- .

2
Two people need a ir!lt/.,. rcom at ahotel.
When you ariv€ at a hotel you '''',,, ''''''',,,,.

chante the s€nten.es. |Jse adv€Íbs'
1 The train i5 slow.

The train i5 t6ve||in8 '.!á'rú
It was a quick meeting.
The meeting went ..............
We had a good hollday.
our hollday went . ...
It's hard work.
Wele worklng ....................
It was a bad project.
The protect went
she! a Ía5t wo*el.
she woÍks

Match th. pa|Ís ofsentences w|th s|mll6r
meanin8s. wÍ|te a-€ |Í the box€s.

r ! A lot of companies sell the same
produats as us.

2 ! Lot5 of people want to buy this.
: ! You can buy this product a bit cheaper.
4 ! We have a large stock of products.

5 ! We provide thé same s€Níce as them.

a You can get a small discount.
b We hav€ lots of 8ood5 in our warehouse.
c We hav€ lots of Competitors.
d We compete with them.
e There! a blg demand for it.

4
You write your ......... . on a cheque.
The hotel glves you a . when you
leave.
|f you want a méa| in youl Íoom, phone

You ask for a call, if you
need to Bet up early.
Phon€ calls alen't included in the pÍice of a
hoteI room. They aíe '''.'''''''',...'''''' '
There3 a in youÍ Íoom, lf you want
a drink.



|l|.k. qÚ.í|oE Ü|t|t ,'r,.i oÍ ,r'd''.
t how / products / arc on sale ?

Hop fiery?nlAás dE o,, s,l.?

2 aÍE / stoÍes / mak|nt a proít ?

3 how / prollt / dld you make ?

4 was there / demand / for snacks and drlnks ?

5 how / d|scount / d|d you !€t ?

6 aÍ€ / supplleE / sell|ng thls product ?

! m tn ttrc rrrr.

2
3
4

pln .handnt ofr Credlt ré.e|pt
salé 5|26 on

1 Theyre hav|nE a ....Ád1......... . Eveíyth|n8 |s
half prlce.
Theyre half prlce. TheÍ€! 50%
Thé -'.*.... rooíls |ust ovér therc.
lfs loo snall. 0o you have ll ln a blgger

^ can I pay by -.--- CaÍd' please?
B Yes' of cours9. can you put ln youÍ

...-.....-..... nurnber, please?
A ls lt the rlght slze?
B I donrt know. I'lltry lt ,.....-.........._. .
I'll put your .-......*...... In the bag.

F|lt |n th. ttpE w|th .á,'' thot,th.'. o. tho'a.
1 CalJ. I try on -!he'- 9hoe5 over theÍ€?
2 How ÍIu.h is *...._- T.sh|Ít ln the shop

wlndow?
t A Do you llke --..-....._ shlrt?

8 \ts' |t looks g!€at on you
ó Mmm| ''...-'''.....-''. sandw|.hes are de||c|ous|
5 Excuse me. Arc ...............-.... ieans over there In

the sale?
6 A lle &t _......_..... llttle present for you.

Here you are. Happy blÉhdayt
B Oh, thankl



Grammar reference
BE: PRESEI{TSIMPLE
. The verb be is irregular.

Positave
long forn
l am

he ts
she t5
it is

they aíe

N€gatives
long form
I am not
you are not
he í5 not
she as not
it is not

they are not

Questions

Is hé '.. ?

l s  she . . .  ?

ls it ... ?

Are they ... ?

We use the short form in conversations, Be has two
negative short forms. They are both commor

! suoyrcr rnorour,rs

sln$|taÍ
llyo\rhelshe (to tolk about people)
it (to tolk about things and oninols)
Pluról
welyou (to tolk obout people)
they (to talk obout people, oninols
and things)

. We use ptonouns to teplace nouns,
tohn is in the o[fce. ) H. is in the omce.
sallyond l oíe in London' , we oíe in

Don ond Fergol are at the sales
conÍe|ence. , Íhey ore at the soles

. The pronoun / always has a capital l €tter.
Ton and I are ftom Boston.

. fou is singular and plural,

loe, ore wu ríon New Yo*?
Ann ond Nick, aÍe wu Fom New Yo|k?

Thele ale two indefinite aÍticles: o and on.
w€ use o or o|' with a singular noun.

We use a befoíe consonants:
o coffee, o conpany, a tea

We use on befoÍe the vowel sounds:
dn opple juice, on iced tea, on emoil, an
oÍfce, on unbrella

fm

he's
Sne s
at's

they'Íe

Imno t
you aren't / youte not
he isn't / he3 not
she isn't / she's not
it isn't / it's not
we aren't / we?e not
they aren't / they're not

Short answers

Yes, I am.

Yes, he is.

Yes, she is.

Yes, it is.

Yes' they aÍe.

nega!ve
No, I 'm not.
(one foftn)

No, he isn't /
he's not,
No, she isn't /
5h€'5 not.
No, it isn't /
its not.
No, we aíen't /

No, they aÍen't /
they?e n0t.

! ornrm mrrclr' rrlr
. Theíe is only one gendeí fot nouns in

English, so there is only one definite
anicle: the.
He is in lhe London office,
St. PeteRburg is in the nofth of Russia.

. we use the With singular and pluÍa| nouns'
wherc's the office?
Where orc the offrces?

. We use the when we are talking about a
particular thing.
Close the door

! Norrnrt lnrrcLElz AIA



. Some words begin with u, but it is not a vowel
sound: o university.
H is a consonant, bL]t some woÍds begin With
a silent t;
o l,otel (consonant)
on hour (silenl h)

Ther€ ar€ some irregulaí p|wa|s (nan ) men,
wonan ) women, child ) children).

Wh€n there are two words, only the second
wold ends in .5 in thé plural.
phone number > phone nunbe5 (NOI Bhoaea

. We use these question woíds to ask aboul:
Wheíe ''.?
Whot ,,.?
When ,,.? I Whot tine ...?

i"
I

I
L,",

! rossessvr mlrcrvrs
Use th€se adiectives to ta|k about possessions'

Sin&tar
my/your/his/herlts

PluÍ.l
ou r,o u í^h e ir

The form ls the same before a sin8ular or
plurat noun.
What's hls mobile nunber?
Where ore hls tickets?

We use ál'tef foí people. We use its for thin8s
and animals.
Morje is the moíketing nanoger. This is heÍ
enail oddress.
FJK is o biq conpony, lts heod ofÍce is in
Edinburgh,

! eursnor wonos

places:
things:
time:

People: Who ...?
method/way: How...7
píce:
number: How many ,,.?
r€ason: why .?

wh.re arc you fíon? _ Diion.
whdtl the oddíess? - lt's 52, King strcet.
wh.nl / wh.t tlneb the Ílight to Beijing? -
At seven ÍÍfteen,
WhoS the Troining Manoger? - Matthet/r
Crowfotd.
How do you spell youÍ nane? - c.H.R.l.s.s.Y.
How much is o coÍÍee?. TWo euros.
How many people wotk in your omce? - Níne

Why isn't )enny here? - She,s ot the Milan
offrce this week.

(Whot's - What is, When,s - When is, Whdt
tine's - What tine is, Who's - Who is)
(See also questions with much/nany,
Grammar reference 34.)

tt rossrssrvr snro or
. Use the possessive ! with peopl€! names.

Whot's Sallyb phone nunbei
(NoT Whot3 Í}€-p*eF€.r?dfié€É.{&i{á

. Use the possessive olwhen you talk about
places.
What,s the phone nunbeí or the Íactory?
(NoÍ what's 1he+é+e4'?heee-echbeI.)

PtURAI.S
. We ug €  a p|ulal noun to talk about two

(or more) persons or things.
Íwo hotdogs, please'
The foxes orc on your desk.
zY hove ofÍice' in Íive count es.

. Nouns ending in "ch, -sh, -x ot .s
sondwich ) sandwiches

odclress , addresses

. Nouns ending in consonant + ,J/
country ) countrles
compantt ) conpanies

p rnrsrlrsrurlr

Positiv€

he/she/it

N€gative
Itou/we/they don't work
he/she/it doesÍt work

. we use the pl€sent simp|e to ta|k about
routines, r€8ulal activiti €s and thin85 that ale
generally true.
Helen wotks in Monchester,
I go to wo* by troin.



Grammar reference

Question5 Short answers

Do l/you/we/ Yes, l/you/we/they do.
they work? No, l/you/we/they don't.

Do€s h€/she/ Yes, he/shelt does.
it work? No' he/shé/it doesÍt

(don't - do not, doesn't = does not)

For most regular v€rbs, add an 's to the
infinitive to make thé thhd peíson singular.
Add -es to do, 9o, and verbs ending in -clr,
-st, -s ot -x.

For verbs ending in consonant +.y, change -/
to -fus,

lnfinitlve
live
8o
do
watch
fax
supply
study

hé/she/|t
lrves
SOeS
does
watche5
fax€5
supplles
studles

@ mlrcnvrs

@) rnrar s/nnr

tor company nam€s w€ can use the third
peíson sin8ulaí oÍ th€ thhd pergon p|ural'
Metolin salusalls products oll over the world.

w€ us€ do to make quest|ons ln the plesent
simp|e, but do is also an ordinaÍy verb.
What do you do? - I'n an accountont.
She doas iudo at an evening class.

Nomally w€ us€ the short forms (ne8ative) in
conversalton.
He d@sn't wo* in dn office.

Adjectlves go before the noun they describe
(oí afreí the veíb be).
It's o new aomputer.
Íhis computer is n.w.

Adj€ctiv€s hav€ only one form for g|ngu|ar
and pluíal.
It's a bl| house with d snoll goden,
They orc blg houses with snoll gaídens,

We use quile and vely befol€ an adj€ctive to
describe something in more detail.

v€ry bi8'
quite big.

His office is not very big.
qLrite small.
very sma .

W€ can also us€ reolly and foil', in this Way.
This neeting is r.olly inpoftant, (- very)
It's f.bly expensive, (- quite)\l!e use thete is/ore to say if something exists

or how many exist.

therc's / there is + sinPrrlat notln
Íh.íel d coí pdík ot the roctory' (there,s -
therc ís)
k therc a cafeterio? - No, th.rc knt.

|iere ole + pluíal noun
Íherc oft lve conputeR |h the omce.
Aíe theft powe| sockets in the roon? - No,
thee orcn't.

The past sjmple of Íhere is/orc is there
was/weÍe.

@ nrrtmnvr
We us€ th€ imperative to give directjons,
orders and instructions.

FoÍ the positive it i5 the same a5 the
infrnitive. The negative form is:
Oofr'a + infinitive.
60 to the end of the corridor fuÍn leÍt/Íight.
oot,| use thot computeÍ - it isn,t wo*inq.

In English people mainly use the impeÍalive
foí diíections. |t can be very impolite in oth €r
situations. For example, it is much more
polite to say 'Could I have a coffee, pleose?'
lhan ,Give me o coÍÍee, pleose,'

@ rnrrosrrors
Location:
. Use in and neor for location of a town/cit,.

Mddid is ln Spoin, ln the centte.
canton is neÚ Hong kong.

Time:
Use Íl'€ ... olwith dates:
the tenth of iune

use on for a specifrc day or date:
on sotu|doy l New Yeo!'s Doy l 15th Maích

'!og'



lJse ir for a period of time:
ln )une l the Íirst quafter l 2006

lJse ot with clock times and parts of weeks
or months:
at ten o,.lock l the end oÍ June l the weekend
B|JÍ: in the niddle of Apil

For parts of the day we say:
l n th e n o rn i h 9 l ofte ín oonleve n i ng
BUT: ot night

@a,
. We use car to ask permission and make

r€quests.

Permission:
B NEED (ro)

Can I use your phone?

Requestsl
Con ygu photocopy this, please?

(See also aouid for pemission and requests,
crammar reference 15)

We also use .4n to talk about possibility and
ability.

Possibility:
You con't buy it in the shops, but you can
order it on the lnteinet.

Abillty:
He con spedk Chinese, but he con't write it.

Thele is only one form of this verb foí al|
pel5onS.

Positive: subiect + cdn + infrnitive
l con open this Íile'
N€8at|Ve: subiect + .an't + infrnitive
She cont use o computer.

Questions: Co, + subiect + infinitive
can we pay by credit cdíd?

short answeÍs: YeslNo + s|Jbje.I + canlEan't
Yes, you conlNo, you aon't.

ln the negative there is also long form
(cornor. Normally, we use the short fom
(con,'. The long form is VeÍy formal.

We use You .or ... to mean 'people in
generar'.
You con book yout ticket online.

@l couto
. We use could to ask peÍmission and make

pollte rcquests. lt is more polite than cor.

Peímissíon:
Could I use your phone?

Requ€sts:
Could yot! photocopy this, pleose?

. There is only one form of this verb for all
pe6ons. In questions the form is:

Could+ subiect + infinitive
Colrld you say that oqoin, please?
(NoI €€rac-yeuse-sey+he+ag€i ?)

. We use need in two different ways, to talk
about thin8s which are necessaíy.

need + to i infinitive
l need to rcad the report beÍorc the meetinq.
neéd + noun
He n.eds 20 copie' oÍ the report.

@ mvrnss or rnreurrcv
we use adverbs of ftequency (o/?er,
sonetines, never, etc.) With veÍbs to say
how often people do things.

Adverbs of frequency geneÍally 8o beforc the
main verb, but afreÍ the v€Íb be.
l olwoF go to the soles conÍerence '
We nevq glve presentdtions.
our proÍits oft usuolly very good.

Wé also use d /ot/Íots to rnean often.
He ttuvels abrcod a lot.

PREsEÍ{T co T|Í{Uol,s (foR THE PREsE1{T)
. We us€ this t€ns€ to describe things that arc

happening now / at the moment.
whete's Nick? - Heb hdvlng lunch at the

They|c vlsltlng our new Íoctory this week
lrn irorralng at hone todoy.

. The foÍm of th€ present contjnuous is:
be + ye|b +.íng.



Posltlve
I'm
he's/shev it's
youle/we're/ thefre

Nagatlve
I'm not working

8orn8.

GrammaÍ Íeference

PRESEilTCOilTIilUOUS: TUTURE
ARRANGEÍltEl{Ts
. We use the present continuous to talk about

definite arran8ements foÍ the futur€.
Shelp,E aralrg the new product on Fiddy.
lln golng to Milon next week.
(se€ GrammaÍ rcfeÍence 18, for the form.)

he/she/it isn t / 's not
aren't / le not

gorng,

Questlons
Am l
ls he/she/lt

5hort answeÍs
positive
Yes, I am.
Yes, he/she it ls.

negatlve
No, I'm not.
No, he/she/it lsn't / 3 not.

aren't / te not.

golng?

are.

|fthe |nfnit|ve of the verb ends |n .e, remov€
the -. before addlnt ',n9,

nokc , naklng
phone , phontng
havc , havlrtg

Wlth some verbs you double the last
consonant.
run , nrnning
swln , swimming
trcvel ) truvelling

@ woutouxrrc
We use would like to to ask polite questlons.
|t is mor€ polite than lva'f fo. The ne8at|ve
ÍoÍn oÍ would is wouldn,t.
arfurld vou llketo resetue d seat? -
Yes, t wt ld. / No, I voaldnl.

The pos|t|ve form is 'Íould Úke to + infinitive
We normally use the shottlofi ol would ('d)
wnen we speaK.
ll llk to truvel second class, please,
(. l wou|d líke to)

@ crnuno
. We use a verb + .lr9 (or an ordinary noun)

aftet veÉs of like and dis|ike (for example,
l l ke/l o ve/h al e/p te Íe r/d o n, t n i n d)
I love swlnmlrrg.
He llkes trtwlllng but he doesn't like
long flighE.

@ ae msrsturu
Posltlve
l/le/5helt was

Negatlve
Vh€/she/|t wasn't
you/we/they weren't

Questlons
Was íh€lshe/t ...?
Were you/we/they ...?

shoít answers
positlve
Yes, l/he/she/it was.
Yes, you/we/they were.
negotve
No, l/he/she/it wasn't.
No, yoÚw€/they wer€n't.

Wasn't and weren't arc short forms for wos
not and were not. \lle nonnally use the short
foms of th€ ne8at|ve |n conversat|on.

w|th bé, no auxiliary verb is needed in the
past simpl€:
Was he lote?
NoT glé#.''q€-k*e3



@ msrsrmrr
The form foÍ the past simple is the same for
a|l peÍsons. Most legular v€rbs fol|ow the
same paneín.

Positive: subiect + infinitive + .€d

He tolked to Ben yesterdoy.

Negative: subiect + didr't + infinitive
They dldn't dlscuss the report,

Question: o/d + sLrbiect + infinitive
old you tolk obout the tíip to china?

shon answeE: Yes/No + qrbject did/didn't.
Yes,I dld. / No, Idldn't,

For verbs ending in 'e, just add -d, to make
the positive form.

phone
I phoned him, but he was in a meeting.
receiva
We received your otdet lost Mondoy,

For verbs ending in consonant + -y, chanSe
-y lo -ied.

supply
Lost yeor we supplled oll theh stoíes.
study
She studled German for two yeats.

MIL SPONTANEOUS DECISIONS AND
OFTERS
. Use Mli when you offer or quickly decide to

do something:
Con I give you the number? - Yes, I'll write it

Antonio's having lunch. - oK, I'lI call back
later.
The photocopier isn't wo*ing, - Riqht, ve'U
send soneone to repok it,

. The shon form of Mll is ' (l' = I will,
you'll - you wi , etc.) Always use the short
foÍm wh€n you speak, fol ofers and decisions'

@ oalrcr rnorouris
. we use obiect pÍonouns when we don't want

to íepeat the names of people or thin8s.
object píonouns 8o afr€r the main verb or
afreí a pleposition.
I con speok to Ms Jones. I'm seeing het
todoy.
Do you hove the agenda? - Yes, I have lt,
iin ond Rosa are here. l'm wo*ing with
them.

. In English there is no difference between
dilect obiect and indiÍect object pronoun5
PeteL could you send me the schedule?
(indirect object = to ne)
I sent lt lost week. (direct obiect)
He needs the frle. Can you send it to hlm?
(indirect obtect)
can you check the frqurcs ond send them to
l(e1?y7 (direct object)

@ comrmrrrvrs
When you compaíe two things use the
compalative form + Íhon.
Modeh plones ore blggarthon older ones.
Business closs is morc expenslve than
economy closs.

There are two different ways to make the
positive comparative form of regular
adjectives:
- adj€ctiv€ + .€r
- mole + adlective
The fom you use depends on the numbeÍ of
syl lables ln the adjective.

For one.syllable adiectives ending in a
consonant' add 'eÍ:

snoll , smolle| cheop , cheapeí
Íost , Íoste|
(some short adj€ctives double the fina|
conso(\anl big , bigget)

If a one.syllab|e adjective already ends in .€,
you just add -r:

soÍ. ) sofe| nice ) nicef lorge , lorge|

If a two.syl|abte adj€ctive ends in 'y' take
away the -y and add -Er

busy, busler eosy, edsler

lf a two-syllable adjective ends in a
consonant, use morc + adiective:
mooer,| , more mooeÍn
ÍoÍmol ) morc Íormal

With long adjectiv€s of thleé or more
syllables, use nore { adiéctive:
expenslve , moíe expenslve
e|onomical ) moft econotuicol



Grammar Íeference

There i5 only one ne8ative comparative foÍm
less + ad;ective:
Iess cheop less busy less modern
less expensive
TheÍe is no pattern to irrcgular adiectives. You
hav€ to learn the diffeÍent foms of the
comparative. (See Unit 10.1.)

@ sonrlmvyno
(see countable/uncountable noun5, Gíammar
refeÍence 33J

. LJse ory with ulcountable or plural nouns
in questions.
Do you have ony identifcation/luggage?
Are there ony shops / window seots?
Use ony with uncountable or plural nouns in
negatjVe sentenc €s '
I donl hove ony luggoge.
I don'l hove orry bags.

tJse son €  with uncountable or plural nouns
in posative sentences.
l have sone identiÍcotion/luggage'
There ore sofie shops/suitcoses therc.

lJse no with uncountable or plural nouns to
say that you don't have something.
I hove no luggoge,
I hove no bogs,

5UGGE5T|o1{5: 5líÁll l/wE...? LET'S'.
. We use stoll and latt to mafe suggestions.

Theil foÍm is|
Sholl + lL^/e + infinilive?
letS + infinitive

. Use shoÍ / '..? wh€n you offeÍ to do
something or suSSest doing something.
0fier:
Sholl I do the photocopies?
Suggestion:
sholl l wÍite the Íeport now?

. lJse Shol/ rye ...? when you want to suggest
doing something with someone else.
Sholl ve meet next week?
ShoL we tolk obout the design?

. lJse lef3 ... . when you want to sus8est
doing something with someone else.
Lets catch the ten o,clock tÍdin'
Letl 90 to the Berlin trade loir
aetb is the short lorm of lef !s, Always use
the short form - th€ |ong lorm i5 L]ncommon'

@ surrnurrvrs
There are two different ways to make the
superlative form of regular adiectivesl
- tl,e . adjective + .est
- the + moreless + adieclive
As for the comparative, the form you uge
depends on the numbel oí syl labl €s in the
adiective.

FoÍ one.syllable adjectives endin8 in a
consonant, add -est :
small , the snollest chedp ) the cheapest
Íast , the fost.st
(some short adjectiv€s doub|e the finaI
consonant: b/9 ) b/99ésÍ)

lf a one-syllable adjective already ends in -e,
you iust add -st:

soÍe > the safest nice , the nicest
lorge ) the lorgest

lf a two.syllable adjective ends in -y, take
away the .y and add 'iest:

busy, the busLst eosy ) the eoslest

lf a two-syl lable adjective ends in a
consonant, use |á€ most + adjective:
modem , the most modern
Íornal > the nost formal

With lonS adjectives of thrce or more
syllables, use the rrost + adjectiv€:
exp€nsiv€ ) the moí expensive
economical ) the mo5t economical

Thele is only one ne8ative compaÍative ÍoímI
the ieost + adiective:
the leost cheop the leost busy
the leost modern the least expensive

There is no patteÍn to jíe8ulal adiectives'
You have to l€arn the diffeÍent forms of the
superlative. (See Unit 10.2.)

@ rurune wrx cortc ro
We use 9on9 to to talk about plans and
intentions.

Íhe ÍoÍn is.. be + going to + infinitive.



l! rovrnas or mrrHrn
We use adverbs of manner to desc be actions
(how people do things).
She tolks very qukkly,
He wod<s hard.
(see Unit 12'1 Íor the Íorm oÍ regulor ond
iftegular adveíbs')

Adverbs of manner usually come after
the verb.
It's lolling qulckly,
It increosed slowly.

form and you can count them).
o conputet , two conputeR
on emoil ) sone enails

Some nouns are uncountable (they do not
hav€ a plura| fom).
(so úe) in fornot i o n/Iug gage/newico mpe tition
(NoT €'-rifé#r€{b')
Use a singular v€rb W|th uncountabl€ nouns'
Thereb sone lnfotndtlon obout Íliqhts on the
screen,
(See also sone/any/no, and questlons with
much/mony, Gíamma| íeference 28 and 34J

Positiv€
I m

He's/Shevlt's
Yo u're^ve,ré/th ey}e

Negative
I'm not
He/She/lt isn't

Questlons

ls he/she/it

Short answers
positive
Yes, I am,
Yes, he/she/it is.
Yes, you/we/they are.

. we doÍft use hoye 9ol with m€als/drinks/
snacks oí shower/bath.
I usually have breokfost dt seven o'clock.
(NoÍ r#-a5a€ll|3ot+íca*F*-a{.éleyer
e+le*.)

going to

going to

going to

start early.

start early.

staít eaí|y?

ne9attve
No, I 'm not.
No, he/shelt isn't.
No, you/we/they aren't,

couI{TABLE AliD UÍicou]{TABLE ]{oUNs
. Most nouns are countable (they have á pluÍal

@ nnvr eor
. |n Bitish Eníjsh hoye 90Í is a very common

vaíiant of the velb l'ov€ (when it í€furs to
possession). |t is used v€ry ofren when people
sp€ak. Usually people use the shon foím - the
long form is uncommon.
She! got a new job.
We hlvadl 6ot time to discuss it now
Hrvo you tot calolíne's email addless?

PosIt|v€
l've/You/Ve/We'Ve/rheyve 8ot a new addíess.
H€'s/sh€'í|tl 8ot a new addre55.

Negatlve
l/You/We/they haven't got a new address.
He/she/|t hasn't got a new addíess.

Questlons
Have |/you/we/th€y got a new address?
Has he/shelt got a new address?

Short answers

Yes, l/yo u/we/they have.
Yés' h€/she/it has.
negative
No, l/yo u/we/they haven't.
No, he/she/it hasn't.

@ Qursrtols wtÍH h|UcH/ A Y
. We use tow nual, and how mory in questions

about quantity and numb€Í.

. We uie mL/ah with uncountable nouns to ask
about quantity.
ls there much demond ÍoÍ this product?

. W€ also use 'oW /'uch to ask about price.
How nuch is a honbuíqee - Two pounds fÍy'

. We use mony with countable nouns to talk
about number.
How motry competitoE do you hove? - About
fve or six for this norket,
(se€ also countable and uncountab|e nouns,
Grammar r€ference 33.)



G]amma] refeÍence

@l rntslrus4rutrlrnosr
We usé t'li/t'ese to tatk about thin8s which
are V€íy néal ol in our hands.
ls thk your pen?

we use fhof/Í,ose to talk about thlngs which
are not near or which we point at.
fhott ny car, over there
I 
.like 

those brdcelets in the shop window,

IhislÚ,of refeí to s|ngula| nouns. The'elThose
refer to pluÉl nouns.

We sometim€s us€ ll''blthat to talk about
peoprc.
Who's thot?
Mdftln, thls ls ny colleague, lenny.

IRREGUTARVERBS

Inflnlt|vé
be
b €come
b€gln
break
bring
build
buy
catcn
choose
come
cost
cut
do
dráW
drink

eat
fall
feel
find
fly
forget

give
go
have
hear
keep

Past s|mpté

became
began
orcKe
brought
built
bouSht
cáught
chos €
came
cost
cut
did

dlank
drove
ate
fell
felt
found

forgot
got
Eave

nao
heard /h3:d/
kept

lnflnltlve
lealn
leave
losé
make
meet
pay
put
read
ring
run
say

sell
send
srnS

speák
spend
stand

take
teach
telt
think
throw
understand
wake

write

Past slmple
learned/learnt
left
lost
made
met
pard
put
l€ad /red/
ranS
ran
sat0

sol0
sent
sang
slept
spoke
spent
stood

took

t0ld
thought

understood



Transcripts
1 UPS 2 IBIM 3 AOL 4 RNXAuto 5 TDK 6 ZY
Systems 7 VW 8 GEc 9 ]FK caÍgo 10 snack HQ

7
1 |'m BÍad carÍington' |'Ín from the UsA.
2 H€llo. |'m Hans schwaÍtz. |'m froÍn GeÍmany.
3 Hi. lan Grabowski,  from Poland.
4 I'm Maria Gonzales and l'm from Spain.
5 I 'm Shen Lin, from China. Nice to meet you.
6 |'m Nathalie Lemaiíe' |'m fÍoÍn France.
7 Hi' |,m Pedlo da silva. |'m flom BÍazil.
8 Hello. |'m Alison smith, fíom the |JK'

t0
1 A coffeP, please.
2 An orange juice, please.
3 Could I have an iced tea, please?
4 An apple juice, please.
5 lJm ,,, a tea, please,
6 could I have a mineÉl watel, please?

t !

|oe Wou|d you l ike a díink, c la iÍe?
Claire Yes, please. could I have a tea?
|oe Yes' lvlilk? su8aÍ?
Claire With milk, please. No sugar.
loe OK. And Anne?
Anne Could I have an orange jujce, please?
|oe suÍe'

1l
zero, one, two, thíee, fouí, fiV€, six, seven, eight, nine, ten

t4
1 A Whatl your telephone number?

B zeÍo two eight six, one z€ro four, four nine thíee'
A zÉÍo two eight six' one zeÍo four, four nine three?
I That! r i8ht.

2 A lMy phone number's two one two .,.
B soÍry?
A Two one tvJo,
B Right.
A Six three seven, four eight five njne.
B So, two one two, sjx three seven, four eight five

A That\ Íight.

3 A so, your phone numbeÍ is oh one six thÍee two,
seven five four, nine double six,

B Yes,
A OK.

B

B

A What's your number?
B /Vly phone number?

B Oh seven n ine e ight . . .
A Five eight?
B No, nfie eight.
A Ríght.

A Sorry?

A Right.
B Three seven four six.
A OK, So, oh seven nine ejght, two f ive one, three

A That's right.

ló
My phone numbeí's oh one s;X one' nine three eight '

zeÍo one six one, nine three eight, fout five two seven'
That 's Íight '  And my mobjle numbeI is oh doub|e seven,
nine one, double oh, three fouí six '
zeÍo seven seven' nine ore leío leío, lhÍee fouÍ six. '''
And your fax number?
Um.'.  |t ,5 oh one six on € ,  nine three nine, eight doubLe

zelo one, s ix one, nine three nine, eight, two two thÍee'
Thatl right.
OK. Thanks, R;chard.
No plobleÍn.

1 r dot cane at orange dash design dot com
2 seÍVice at c c 5 dot í I
3 k dash suzuki at east dot j  p
4 f undelscoÍe car|ton at net8ate dot co dot u k
5 píince undeEcoÍe one at c n V dot d e
6 smihov at u dash mai l  dot r u

18
e|even, twelve, thjneen, fouíteen, fifteen, sixteen,
seventeen, eighteen, ninete€n, twenty, thiÍty' foíty' fifty'

t9
thirteen, thirty

m
l  lhe founeen l| iíeel Íl igh| |o FralkÍUr| l^ain is now

ready for boaíding .'.
2 The fourteen twenty departuÍe, flight AÁ one one one

to Rome í5 .'.
3 Brjtish Airways, flight zero zeío nine seven, depaÍting at

fourteen thiny.flve to London Heathíow is '.'
4 '.. flight to lvexico cjty, due to depart at fourt€en foÍty.

eight, wi l l  now depan at 15.30...



' The fifteen twelve d€partuÍe to ÍMadrid, fright numbeÍ
|B sev€n six one thíee is now Íeady '..

6 The fifreen eighteen depanure to Toronto Pearson,
f l ight number AA...

21
1 nine am / nine o'c lock in the molníng
2 midday/noon
3 thíee pm / thÍee o'clock in the afternoon
4 seven pm / seven o'clock in the evening
5 eleven pm / eleven o'clock at night
ó midni8ht
7 one pm / one o'clock in the afteÍnoon
I five am / five o'clock in the morning

t2
I a What! the time?

B ltl quaner past eleven.

2 A What time is it?
B |t's ten pást twe|Ve'

3 A Whót3 the time?
B |t! íive to ei8ht.

4 A What t ime is l t?
B |t's quarteÍ to Íive.

t A Excuse me. What's the time?
B lt!  half  past nine.

A
!|xty seventy el8hty ninety á hundred

23
|n Brazil, a Big Mac is one dollar sixty-Íive.
A How much js a Big íMac in FÍanc€?
B Two euros €j8hty.two'
A Big Mac is two dollaís seventy.ei8ht in lapan'
ln Switzerland, a Big lvac is three dollats fony_ei8ht.
A How much is a Big Mac jn the uK?
B In pounds?
A Yeah.
B One pound ninety.

TranscriPts

3 A Two tuna sandwiches, please. And a cheese

B Anything else?
A No, thanks.
B Ol(. That! seven pounds eighty.

31
t A So, youle here on business?

B Yeah. I woÍk foí á consulting company.
Santia Partners.

A And what do you do?
B |'m an accountaít.
A Ríght'
B I Wolk at the office in íMexlco clty.
A OK. So is it an International company, Santia?

2 B So, what company do you work for?
A |Íex chemica|s. |'m an Én8ineer'
B oK. And whele do you woÍk?
A |n a fáctory jn Boston'
B Right. And do you live in Boston?
A Yes' | |ive near the coast, not faÍ froín .'.

34
four hundrcd, ei8ht hundled and fifty' sjxty.frV€ thousand,
two hundíed and seventy thousand' three po.nt two
million, six point eight billion

tránk At lhis factory we make stee| products. And at the
otheÍ factory in íMunich, they make prcducts from
al!mlnium.

lan€ Right. where does youí steel come fÍom?
trank WhéÍe do we buy it?
tane Yeah.
rlank FÍom a supp|iel heÍe, in HambuÍg.
tane Right' And does it come fÍom Gemany7
FÍank No' |t comes fíom china. 0uí supplier j5 an

,ane

importeí
0K.
We buy about two hundÍed and fifry tonnes a year
so We?e only a small buyer But ''' wÍth two
hundled and fifty tonnes oÍ steel, we make twelve
thousand products.
Ri8ht. so you make twelv€ lhousand ploducts
a year at this factory wherc do you sell your
píoduds?
we sell fifteen percent of them in Germany, and .
the otheÍ eighty.five pelcent .'. a|| oveÍ th€ world.
We have customeE in .,. twenty.two countries
Huh, 0K.
In the UK, we sell a lot of equipment to a company
in . . .

tráík

2é
tomato, sa|ad, chjps, beel chicken, hotdog' bulgeÍ' tuna,
egg, cheese

21
1 A could I have a burgeÍ, please?

B Anything else?
a lJm .., yes, and a tea, please.
B That3 four euros sixty.frve, please.
A Foul.'. sixty.fiv€.
B Thanks.

2 A Two hotdogs' pl€ase.
I Two?
A Yes, please. And two coffees. How much is that?
B Um ... eight seventy.
A oK, eight do||aÍs seventy.

FÍank

|  " , '
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3a
Where does youl steel come fÍom?
Where do we buy it?
Does it come froÍn Gemany?
WheÍe do you sel lyouÍ píoducts?

39
A What t ime do you g € t  up in the morning?
B Quarter past six.
I hav€ bíeakfast at half past seven.
A What time do you staÍt woÍk?
B At nine o'clock.
I have lunch at twelve thiíty'
A Do you hav€ a break in the aftemoon?
B Yes, we have a break at thrce o'clock.
A What t ime do you f inish work?
B finish at five thirt!
A wh€n do you have dinner?
B At about half past seven.

N
Good morning.
Molning. Sorry I'm late.
oh' you1e not |ate' |t's only fiV€ past eight'
F ive minutes late.
No pÍoblem. Would you like a cofÍee?
oh, yPs p|ease. FiVe past eight' |t jsn't |ate foÍ me'
it's ea y!
what time do you staÍt WoÍk !hen?
Nine o'c lock. I 'm not a morning personl
We start at seven thirty.
sev€n thifty|
But We don't WoÍk |áte '.. . We aren't evening peop|e!
My boss isn't a motring peÍson oÍ an eV€ning personI
He starts at nine and f inishes at four,. , .  But he doesn't
have lunch.
Right. He doesn't have t imel
No!

43
|n spain, We have dinnet at nine oÍ ten o'c lock in the
evening. When my colleagues come here from other
countries, they say we eat late, Theyte quite surprised,
In hotels in the UK, they serve bacon and eggs for
bÍeakfast, so a lot of peop|e fÍoÍn othel countries think
that's the norma| English bÍeakfast. But, in fact, at
home, most British people don't have bacon and eggs
in the morning. They iust have cereal or toast ... just
a light breakfust' And then they have Iunch at tw€lve

|n Fíance, we have an hout an houí and a half, two
houís fol lunch. |t depends on the company you Wolk
for. BLrt people like to have a ... a good break at
lunchtime. Lunch is an important meal in France.
In the lJnited States, we don't have long lunch breaks.
A lot of people just stop work for half an hour and
have a sandwich in the office. People prefeÍ to have
a shon break at lunchtime, and frnish WoÍk early.
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5 Heíe in S\'\j:lleÍland' pÉop|P staÍt WoÍk at .'. halÍ pasl
seven, eight o'clock. And we like to have a good
br€akfast befoíe we go to woÍk, so we get up, um.'.
qu|Íe eany'

6 |r |apan' a lot oÍ manageÍs |ave dinner in the evenirg'
then they go back to the office and wolk until nine oÍ...
or ten o'clock. Or later, sometimes.

u
Neil Hello Tina, it's Neil.
Tina Hi, Nei l .
Néil  Tina' have a quest ion'

Ne|l |t's about the sales íepoít' I don't understand an
abbÍeviation on page sjx. t says .We need to invest
in the B2B maÍket ' '

Tina B2B?
Neil Y€ah |etter B, number two, lettel B' |t's sales

jaÍgon. What does it mean?
Tina B2B .. .  Good quest ion. I don't know Ef . . .  ls i t ,  um .. .

Does B stand foÍ.busine55,? Does i t  Ínean .business.

to-business'?
Ne|l oh, 50 the .two'meáns .to' .  Yeah . ' .  maybe ' . '
Tlna Do you know, um ... NetLingo? The website?
Nel l  No.
T|na |t has a dictionary of '.' InteÍnet business jargon, ''.
Ne|l oh, right' what! the áddÍess?
Tlna I 'rn not sure, but I thjnk jt 's net l ingo dot com.
Nel l  How do you speLl 'net l ingo'?

Tina N'E-T-L- -N-G-0.
Nei l  Net l;ngo dot com' 0K, thanks Veíy much Tina'
Tina No pÍobLem'

45
customeÍ My namel Lindá saÍnmeÍson. And | 'm from

Hughes Insuíance'
Nell Sorry? CouLd you say that again?
customef Linda sammerson. S-A doub| €  1\,1.E-R's.o'N'
N€il cou|d you speak moíe slowly. please?
Customer Sorry S-A double M-E-R-S-O-N.
Itei l  S-A-doubleM-E-R.S.O.N.
Customer That's right. And I'm from Hughes Insurance.
N€il Hughes? could you spell that, please?
Customer H-U-G-H'E-S.
N € i l  H-U-G-H'E.S.
customer That's Íight.
Ne|l oK. Wel l '  thanks Very much foÍ your ca||. I l|

50
Sue Stephan?
Stephan Yeah?
sue can I buy train tickets íor France here in the lJK]
stephan Yeah' You can book on th€ |ntelnet'
Sue Right.
Stephan At SNCF dot com.

B

B

B

I



sue sNcF - that! the French tÍajn company?
Stephan Yeah. Do you need to book a ticket?
sÚ€ |'m not sure. Possibly. so i5 this website iust in

French, or is it ...?
stéphán No, you can choose En8lish'
sué And can you pay by credit cald?
stéphán Yeah' and they send the tickéts by ma.|.
5u€ To youÍ home address?
stéphan Yeah.
sue You can't receive tickets if you live in the uK,

thouSh .,.
Stephan Yes, you can. They send tickets to different

countries.
sU€ oh' íi8ht. 5o sNcF dot com, then.
stcphan That! Íight.
su€ oK, thanks.
stéphán No problem.

5t
(Rec - ReceptionisÜ
custom.r so, thele are meeting íooms at th€ hotel.

Yes, we have a business centrc with fout
rcoms.

customeÍ Right. so foÍ a m€eting with thl€e peop|e,

Réc oh yes, that's no prob|em. There aÍe six chairs
In each toom, so ., ,

cÚstomel 0(. That's Í]ne, then.
R.. Then in reception there! a photocopier, lfyou

need to make copies,
cuslomeÍ Ri8ht.
R€c Thele's a fax máchine, um '.' a dÍinlG macn|ne

... Do you need a telephone?
cüstom€r Er. no.
Rec 0X. lt! iust we don't have phones in the

rooms. Most people have mobiles, so .,.
Customer Of course, yeah. No, that's no problem. Er...

lust a questlon about computers. lJm ...
R€c We don't have ComputéÍs' |'m aftaio'
cus|omeí No, no' that! o(' |t's iust l have a laptop.

TranscÍipts

1 A I need to photocopy this. Could I use the
photocopieÍ?

B Yes, sure,
2 A I need to phone my assistant. Can I make a phone

call fiom here?
B Yes, go ahead.

3 A I need to Íax this to my offce' could I use the fux
mach.né?

B Yes, of course.
4 A I need to emai| this file. can l send émalls from thls

computeÉ
B Yes, no problem.

5 A I need to pÍint a copy of this ffle. |5 thel€ a pÍint€l
I can use?

B Yes, sure.

58
l where! th€ lift, p|ease?
2 Where are the staks, please?
3 Excuse me. Where! the exit?
4 Excuse me. Where are the toilets?

B

B

59
Excuse me, wh€l €! thé exjt?

Yeah,
It! iust over there. Go to the end ofthe corridor.
then tum left ...

A Are theÍe toi|ets on this Íloor?
B Yes. They?e |n the coí|dor |f you 8o out of the

R€c
cÚstomer
Rec
customeÍ

Rec

3A
B

2A
B

3A
B

B

Um ...
0h, I see.
Are there power sockets?

GÍeat' Ánd is there a phoné socket' fol an
Internet connection? So I can send emails,
lJm ... We don't have phone sockets in the
meetrng rooms, so .,. no, llm ,..

office, throlgh ..,
ls therc a llft?
5orry?
ls there a lifr?
Yes' thele is. |t3 iust past thé stalrs '.'
Ate you lost?
llm '.' yes. Whele aÍe the stajrs?
Théy?e just thlough the doo6' |í you go thlou8h
thosé '..

a
Excuse me. Where's the llft?
It! over there. The filst door on the right.
Excus€ me' wh€Íe are the staiís?
on the right, iust afteÍ the |ift.
OK. Thanks.
Whele's the computeÍ Íoom?
ltl just Past the sta|ls. The thiÍd door on the Íi8ht.
0h íght. Thanks.
Wheíe3 the dÍinks machine?
Go to the end of the coÍidor' thÍou8h the doors,
and turn left.

5 A Where aÍe the tojlets, p|eá9e?
B Go through the doors at the end, and they're on

the right.
a o(.

cüstomeÍ well, no. |t's not a problem. l can connefi to
the phone socket in the bedÍoom.

Rec oh' yes. The b€díooms all hav€ phones,

custom€t oK. That's Íine then. t',m .'. oK, so can I

I 'q
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1 house 2 apartment 3 kitchen 4 bedíoom
5 living room 6 bathÍoom 7 gaÍden
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A so, do you liv€ near the office?
B Yeah. W house is about ... six, aeven kilometres

flom heí€.
A oh, so you live in a house. Not an apaítment.
B Yeah' |t\ quite small' lust two bedíooms.
A Yeah.
B But, you know, it3 neal the centíe of town, so .'.
A Yeah, that's good. ooes it have a garden?
B  l Jm . . .

B There i5 a garden, but it's, um ... very small. lt's about
twenty'Íive 5quare metres|

Veroni(a Um ... it depends. We sometimes work lvith
a team from lapan, sometimes it's a team
fÍom the UK. |t depends on the TV channe|.
But the presenter is always lapanese.

Interviewer And do you often go to lapan, on business?
veronica llm '.' sometimes, yeah. FoÍ big proglamme9,

befoíe We start píoduction. I go to Tokyo,
and ... and I have meetings with co||ea8u€s '.'
at the TV (ompanies. But I don't go very
often. Um .,. we sometimes talk on the
phone, but '.' but not a lot, íeally. The
problem with phone cal ls js the t ime
difference. You know, if it's lunchtime in the
lJK, i t !  ten o'c lock in the €venjng in ]apan'
So .., we send a lot of emails.
And do you travel a lot in the UK?
oh' yeah' Yéáh. | 80 all over the country
so what subjects are the progÍammes abou|?
You sáy .|ife in the lJ(''

v€Íoni.a Y€ah. um '.' theíe aíe |ots of subjects. EÍ '..
London buses, the Loch Ness Mons|eí' el .''
mus|c' pÍopenl eí '.'
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Jacky Good meetlng, Stuart?
stuaÍt Yeah, oK. But a b|t long' Five houÍs|

stu.Ít Yeah' I don't have a |ot of Íneetin8s, but when I do

B

B

Right.
TheÍel just a bin|
oK.
Itl quite an old property, but, um... itl OK, you know
The píoblem heíe is ploperty prices aÍe cíazy.
Expensjve?
0h' yeah' Very ovel the |ast '.' fouÍ, five yeaís .

6
1 | have a lot of meetin8s' Um ... they'Íe usually here in

th€ ofiic€. Not bi8 meetings. There aÍe Usually .'. four,
five, six people.

2 | don't ofren give bi8 píesentations, um .'. to laÍge
numbeÍs of people' They'Íe oftén just to small 8íoups.

] oul company has a confeíence every yeaí' lJm .'. so I
always go to that' But that's the only confuíence Igo to.

4 | nevef go to trade fails in other countfies. But I go to
two or three in this country

5 We have a branch in Brussels, so I sometimes go to the
office theÍe' Um '.' tha(! all, really. I don't go on a lot of
business tÍip5.

6t
Inteív|€wéí so, you're a television píoduceí? |s that right?
veÍonl.a Um '.' Whatl my iob tit|e? Thát3 a good

questjon!
IntéÍv|€WéÍ You make w pÍogrammes, basically.
veronIca Yeah, I U5ual ly Wo'k foí te|evis ion companies

in lapan - for lapanese TV channels. And I
make programmes about '.' the UK' Ábout life
in the uK.

|nteívl€w€| so you |ive and work heÍe in the UK, and you

lacky
Sluart
tacky
Stuart

tacky
Stuart

fo
I A Hello. ls Steve there, please?

B No, he! havang lunch at the moment.
A o(, no pÍoblem. I can Call back |atet

They'rc long.
Yeah.
Do you have a lot of meetings at head ofiice?
No, I don't often go to head office, now I don't
travel a |ot, rea||y I neve| go abíoad on business'
No?
No. I don't need to. With the new iob, it's ... it!
jusl  phone cal ls and emai ls. A lot of phone cal ls l

make al lyour programmes here.
Thatt Íight.
And aíe the pío8lamm€s in lapanese?
Yes' The w píesenteís aÍe álways fÍom ]apan.
Um ..' The plosíammes are neveí in English'
And the product ion team? The cameranan
and . , .

Hel lo.
Hel lo, Ol iv ia, l t !  Rick,
Hi' Rick' can I phone you |ateÍ? |'m driving'
Yes, OK.

Could I speak to Colin, please?
He's having a meetin8 this moíning.
Oh, right.

Hi' it\ Mitch. |5 Nadia theÍe?
No' she's not heÍe' Mitch' she\ visiting a customeÍ
this week in Australia.

B Australia!

5 Hel lo, this is Paolo Constantine3 extension. I 'm not in
the office at present' |'m woíkjng on a project ab'oad'
Pleas€ send me an emai| if you need to contact me
urgently. Thank you.

B

B

3Á
B

B
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6 A could I sp€ak to sy|via ]awis' p|ease?
B She isn't in the office today. She! wo ing at home.
A Oh.
B shel héle on iMonday.
A Right. OK, I can call on lMonday, then. Thanks.
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A Th€l €l a nice swimmin8 pool heí€.
B Here at the hotel?
A Yeah. In the basement. lt's quite big.
I 0h. Well I'm not going in il.
Á Don't you llke swimming?
I I hate swamming!
Á 0h' I love swimming. |t! good for you, as well.
I Not if you can't swlml
A No' that's tíue!
B Do you ofren go?
A Swimming?
I Yeah.
A Quite often, yeah. I go running qulte a lot as wel l .

I don't like it, though!
8 No' I doÍt't like íunning.
A Do you go?
B No. No' I don't |ike sports. | 8o wa|king' sométimes.

Oh, and I l lke ski ing,
A Yeah?
B Yeah. I don't 8o very often. lust ..., you know, on

holiday.
A so, aÍe you 8ood?
B Yeah, l'm quite good.
A |'Íh ..' not very 8ood at skiin8 '..

?t
I A So, what do you do when youle not at work?

B lJm ... I p|áy basketball'
A Basketball?
I Yeah, l'm in a local team.
A Ri8ht.
B I do aerobics, as well. llm ... What about you?
A I go cycling sometimes.
B Oh, I go cycl ing as wrl l .
A Right.
I Yeah. Where do you go?
A EÍ . ' .

Transcripts

B lgo running.

B What about you?
A um ... ,  wel l . . .

74
1 A So, we need to have a meeting about thjs new

pío|ect'
B Yeah.
A When can we meet? l'm free at the end of lanuary
B The erd ofjanuary? lJm ... yeah.
A What about the twenty'eighth?
B lJm ... Yes, I can make it on the twenty-eighth.
A oK' The twenty.eighth ofJanuaíy, thén.

2A

3A

|'m fíee ln F€bruary can we visit the factory then?
|.m busy at th€ begiíning oÍ February What about
the last week in February?
Yeah.
Monday the twenty.second?
Yes, that! fine.

so, for our next meetin8, um '.' aíe you fiee in

so, you pláy football?
I play footba||. Ido wei8ht training two oí tríee
times a week, I go fishing ...
What son of fish do you catch?
Big onesl I have some photos I can show you ,. ,

3 A so' what do you do in youí spale t ime?
B lJm ... I play chess, um ... I play the guitar.
Á oh. Ar€ you good?
B At chess or the gujtar? Well, actually I'm not very
good at eitheÍ, so ...
A Right!

the mlddle of March?
B What date?
A What about the twelfth?
B Í day th€ twe|fth?

B No, l can't make |t on Fíday. What about the
íllonday afr€É Monday the fifteenth?

A Yes, 0(.
B Rlght. so' Monday the flft €enth.

4 A We need to arrange a date foÍ the meeting'
B Yes. Um .,.
A cán you make it on the fifth ofApÍi|?
B Yes. I'm free on the fifrh. What time?
A |n thé moíning?
B Yeah.
A At nane o'clock?
B oK' Yes, thatt í|ne.
A oK' so the f i f th ofApÍi lat nine am.

,ó
1 | can't make lt on Wednesday morning,
2 The meeting! on Monday.
3 Are you he€ on Tuesday?
4 |,m not heÍe on Fíday afteÍnoon'
5 l'm going cycling on Sunday.
6 |,m busy on Thuísday.
7 |,m wo*ing on satuday moÍning.

v,
L|lly wh€n are you going to EuÍope, Gary? Next week?
G.íy Yes. |'m l€aving Los Angeles on Monday.
Lllly Whele aÍe you 8oing? To the London offlce?
Gaíy Yes.
L|l|y |Jhuh. Who aÍe you meeting? Tanya oolan again?
GaÍy Yes' |'m WoÍking with Tanya on Íuesday. Then |,m

meeting su€ Redmán and |ames Barker on
Wednesday' then |'m going to PáÍis.

2A
B

B



Lilly Really? why are you going to Paris? 0n business?
Gaíy No' |'m taking a break. |'m having two days off'
Lilly Good idea. so, how are you travelling to Paris? AÍe

You driving?
Gaíy No' |'m taking the iÍain the Eurostar'
Lilly oh, Íisht.
Gary Then |."n s|aying;n PaÍis Íor l 'Íee nigh|s'
Lilly Great. so aÍe you flying back to LA fiom Pa s? oí '.'
Gary No. I 'm coming back to London on the train. Then

|1n flying hoÍne on satulday afteínoon.
Li l ly OK.
Gary | 'Ín aÍiving jn LA in the Íniddle of the njght. ]ust

after midnight.
Lilly ÍMmm' so, js it just one flight between LA and

London?
GaÍy No. |'m not flying direct. |,m going LA, New YoÍk'

London. Then, on the f l ight home, I 'm changing in
Chicago.
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Assistant Hello.
GaÍy Hi' |'d |jke to book two 5eat5 to Paris, please.

For tomorrow
Asslstant At what t ime?
Gary At about flve pm. I don't have a timetable.
Asslstánt Thele's a train at seventeen fifteen. |t aÍrives in

Paris at twenty flfty.flve, local time.
Gary Right. OK, that! f ine.
Ass|stant Would you like to travel first c|ass ol standaÍd

customel The day after. July the thirty-fiÍst. on the last
train. I don't know what time it leaves.

Assistánt The last Íain's at ... twenty fifteen'
customer OK. On the twenty fifteen, then.
Assistant FiÍst oÍ second class?
Customer Second,please,
assistant That's .,. seventy-three pounds, please.
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colteague Were you at the tlade faií last week, Hanna?

ln lndia?

Wheíe was it? Delhi?
Yeah.
How was it? OK?
t was very good, yeah.
Was it bjg?
Yeah. There were thousands of people.
How many companies Were theÍe?
Um... about four hundred, l think.
Really?
Yeah, it Was big. I was suÍplised. Wasn't thel€
|ast yeaÍ' I was thele two yeals ago,
in calcutta, ánd um '.' thele wercn't a lot of
companies theíe' or ly about a hundÍed'
so this wasn't youl fiíst Vjsit to ndia, then?

Right. weíe you the on|y peíson theÍe, fíom
the company?

Col league

Col leatue
Hanna
Col learue

coI leagu €

colléagu€

Col league

Colteague

GaÍy

GaÍy

GaÍy

class?
standáÍd'
And wou|d you l ike a sing|e oÍ a íetuín ticket?
A rcund.trip, please.
when would you like to come back?
I want to íetuín on satuíday, but I don't kno\,!
what time,

Hanna No. |n8Íid Wene| was thele, fíom the Flankfurt
office' And Rafa€| and Marja, you knoW from,
um. , .

colleatue 0h, flom BaíceIona?
Hanna Yeah.
co|league WeÍe you al l  in the same hote|?
Hánná We W€r €n ' t  in the same hotel,  no. Um . ' .  but i t

Was a good tÍip. Long' though.

a7
Hanna íMaftin' ale you free for five minutes? can We taLk

aboLrt your trip to lvlexico?
MaÍtin Yeah, sule.
Hanna So, ho\4 was it?
MaÍtin t Was oK'
Hanna When did you arr ive?
Má in Last Tuesday. Tuesday evening' | stayed Tuesday

night, worked al l  day Wednesday and then
tÍavelled back Wedne5day evening'

Hanna Right' so wheÍe did you stay? What hotel weÍe
You in?

Maftin The socorÍo Hotel. NeaÍ the office.
Hanna Oh, yeah. l t 's good there.
Martin Yeah. lJm ... Yes, so I presented the business plan

on Wednesday morning.
Hanná Right. was Pedlo happy?
MaÍtin Well .'. I wasn't sure at first. He didn1 ta|k a |ot

afteí the píesentation' we started at njne, I talked
about the plan for thiny minutes, and .. .  that was
it. There were no questjons, We finished at half
past nrne,

Assistant Do you Want to book the r € turn t| ip now?
Gary |f l reserve a s€at, can I change the reservation?
Asslstant With a standard fare, you can change or cancel

the booking, yes.
Gary OK. How much is the standard fare, then?
Asslstant One moment.

&r
1as j ng l e  2  a l e t uÍn  3  a t ime t ab l e  4 l o ca l t ime
5 to return 6 to reserve 7 a reservation 8 a fare
9 standard
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custom€r Id l ike to book a t icket to BiÍmingham' p|ease'

A ÍetuÍn.
Assistant When do you want to leave?
cUstomer ]uly the thiítjeth.
Assistant Thethirt ieth?
customeÍ Yes.
Assistant At What tiÍne?
customer on the nine fifteen.
Assistant In the morníng?

Assistant And when are you coming back?



Hanna Oh,
Martln Hmm ... I think he wanted to lool at the figurcs in

the repon.
Hanna Hmm,
Mart|n He needed time to Íead it. Anyway, he phoned

yesteÍday, with one or two questions. Just sma|l
points. And, er... he's happy. No problems.

tlanna 0K. That! fine, then. And did you talk about the
cost of mateÍials?

MaÍtin Yes. I talked to Miguel afteÍ the meeting. We
discuss€d süppliers, as well, um ... He's now
talking to two n€w companies. I received an email
thls morning, saying he has a meeting with one
company today, and one next Friday, so ,..

Henna OK. ThatS good. And did you visit the fuctory?
Martln No, There was no time, So I didn't look at the new

production line.
Hanna Well, youle going again next month,
Manln Yeah, that! Íi8ht' I can see it then'
Hanna OK. So, a good tr ip, then?
Ma ln Yeah. So, how was your tr ip to Delhi?

88
I He presented the business plan,
2 He talked about the cost of mate als.
3 He discussed suppliels with MiSuel.
4 He didnt visit the factory
5 He didn,t |ook at the new pÍoduct ion l ine'

89
1 when did you aÍlve?
2 Wheíe did you stay?
3 Did you talk about the cost of mateíials?
4 Did you Visit the factoíy?

9l
uanna Hi Steven.
steven oh hl' Hanná' How aÍe you?
Hanna OK thanks. And you?
st€v€n Not too bad' Thé fiÍst day back is neveí ea.y, but...
Hánná oh, of couÍse, you'íe iust back from holiday' I bet

it Was quiet ln the omce last \'!eÉk - | was ln
|ndia, Martin was in Mexico, you werc '.. whéíé did
you go?

Steven Greece. Crete,
llanna Crete, 0K. So how was jt?
st€v€n Fantastic. We rea|ly enjoyed it. we had two days in

Athens, as well,
Hanna Right. So your flight was to Athens?
stev€n Yeah. We fl €w to Athens' We stayed in a hote|

theÍe foÍ... just one night. Then we took a ferry to
CrPte.

Hanna The fefry left from Athens, then.
steven Yeah. |t Went diíect to chania in creté, which was

the town wheíe we stayed, so ...
Hanna And did you stay in a hotel?

TranscÍipts

stéven No' we rented an apanment - noth.ng specia|.
We didn't spend a lot of time in it, really. We ate
out every night. The nightlife was good - lots of
restaurants and bars| and' eÍ .'. the food was
geneÍally good ... and it cost very little foÍ a good

Hanna Ivmm. so you enjoy€d the food' and drank Greek
w|ne' áno .. .

Steven Yeah. lt was ... all very relaxing.
Hanna And ho\'! much of the island did you see? Did you

travel aíound?
stev€n Yeah. We saw quite a few diffelent p|aces'
Hanna so you íented a cal and dlove around' then . ' .
st.ven No' no. We ..' we went on Coach tíjps - organised

tÍips - on a couple of days. And we tlavelled
around by bus as wel l .  You know on...  just on
pub|ic buses. I don't speak a word of GÍeek, but
... you iust bought youÍ ticket and ... it was no

Hanna Sounds 8ood.
st€ven We came back on Fíiday. so I hád the weekend at

home. And now ..' back to woík| so how was youl
tlíp?

t3
I We had two days in Athens, as well.
2 We flew to Athens.
3 Then we took a ferry to Crete.
4 The feÍry left from Athens, then'
5 |t went dilect to chaniá in cÍete.
6 We ate out every night.
7 |t cost very |ittle foÍ a good meal'
8 so you enioyed the food, and dÍank GÍeek wine .'' .
9 We saw quite a few difféÍent p|aces.

10 so you Íented a caÍ and drove alound, then.
11 You just bought youí ticket and .'. it was no pÍoblem.
12 we came ba(k on Ííday.
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1 gave 2 hád 3 íeád 4 sáid 5 saw 6 sent
7 spoke a told 9 thought 10 wíote
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A Hello, APC Limited.
B Hel lo '  cou|d I sPeak to André Thomas' please. i
A No, |'m afraid he's not heÍe today.
B Oh.
A He! back tomoÍow. can I take a message?
B lJm ... yes. Could you ask him to call me?
A Surc.
B My name3 leanne |Maiíe. ].E.A double N.E.
A soíry could you say that again? |'m iust .'. 8etting

a pen.
B Yeah. J-E-A double N-E.
A l.É.A double N.E' Yeah.
B Íhen Maire js íM.Ai.R-E'
A lM-Al-R-E. Right. And does he have your number?
B Well, I'll give it to you. lt's oh double one seven

eight . . .
A Oh one one seven eight, 0K.
B Double two s €ven six seven fouÍ one. 
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A Two two seven six seven four one.
B That's Íight.
A oK. |'ll give him the Ínessage'
B Thanks very much. Bye.
A Bye.
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1 I'll call back later
2 | ' l l  ask heÍ to cal l  you back.
3 |'1l give heÍ the message a5 soon a5 possib|e.

t00
I lt's sunny. 2 lt's raining. 3 ltl cloudy.
4 lt's snowing. 5 lt's fteezing. 6 lt's windy.
7 |t's foggy. 8 a thunderstoÍm

101
1 beautifLrl 2 Íniseíable 3 walÍn 4 coo|
5 minus one
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Ni8el Well, it's a beautiful day.
olivier Yeah' lt's nice to see the sun' |t rained neaÍly

eveÍy day Last W€ €k'
Nitel Really?
olivier Yeah' Not a Very 8ood sta to the summeÍ'
Ni8 € l  Does i t  nolmal ly Íain much heÍe' in ]u|y?
olivier No' You sometimes get one oí two Wet days.

ol thundeEtoíms, sometímes. But, um '.' anywaÍ
the sun's shining today, thafs the main thing.

|i|gel Yes. Ah .'. Íhe WaiteÍ! coming With our bottle of

o|lv ieÍ Thank you' Wou|d you l ike some?
Nigel Yes, pLease.
olivieÍ so' is thi5 your fiÍst Visit to Marseille?
Nig€l No. I came here once befoÍe, about two years ago.

|n WinteÍ' |t was .'. it Was quite WaÍm, actually'
otivieí Yeah, WinteÍs aÍ€ gÍeat h€Íe' BefoÍe' when | |ived

in Pa|is, IaLways hated Wintel But h €Íe, i t\ ,  um ' . '
i f  theÍe's no Wind, and the sun\ out, you can weaÍ
a T.shiít. We get a cold wind' sometimes, called
the MjsÍal' |t b|ows down fÍoÍn the mountáins .'.
fÍom the Alps' But, um ''. if it's sunry, and thele's
no Wind' then it 's . ' .  i t l  qujte WaÍm'

Nlgel Well, my boss phoned me, ftom the UK ofiice, half
an houÍ ago. Apparently, it's raining there at the

ol iv ieÍ 0h dear.
Nigel so, heÍe! to ouÍ col leagues in London|
otivieí Yes. cheersI
Nigel cheeÍs!

t04
1 funher 2 better 3 worse
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we al l  know that today companies want to spend less
on business travel. That means more businesspeople afe
flying economy class. The advantage of econoÍny c|ass,
obviously, is the |oweÍ cost. The disadvantage i5, you have
a smaller seat' |f you want to WoÍk, it.s not easy youÍ
tablel Very small, so you can't put papeÍs on it. |t's
ditrcult to use a laptop, etc.

So, we asked the quest ion'How can we make economy
class bettel for our bu5ine55 custom€r5?,. And We think
we have the solution. So, that! what I'm going to talk

106
1 The safest way to íavel js by plane'
2 The TGV is the fastest tÍajn in Eulope.
3 Ajl France.KLM i5 the |aÍgest ak|ine jn Europe.
4 People ofren want to buy the cheapest tickets,
5 some people Want the most conv €n ient Way to trave|'
6 Low.cost aiÍlines ofren have the least expensive faÍes'
7 The best seats are in first class.
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A what time do we get to Frankfurt? Quarter past?
B lJm ... yes. Yes, wete on time, I think. The last ijme

Itook this f l ight jt  was about an hour late.
A Yeah? | don't usually fly. I normally go to Frankfurt on

the train,
B From Paris?
A Yeah. l t  takes . . .  s ix and a half hours.
B  Hmm.
A |t 's not a high.speed tÍain'
8 No' I dÍove last year, fÍom Paris to Flankfurt. |t took fte

. ' .  s ix houÍs' Ithink.
a Right.
B No, the fastest way! by plane. Definitely.
A oh yeah, I agÍee' I think the tíain's the most convenienl

way, though, Thefe's mofe space, so you can work, You
arrive right in the city centíe.

B oh, 'm not 50 sure' For me the Ínost convenient Way's
the fastest ,,!ay. I prefer to fly.

A Well, I suppose, for me, it's a question of cost, reaLly,
Íhe train,s cheaper'

B How much is it to Frankfun?
A FÍom PaÍis? |t's about, um .'. a hundred and eighty

B Yeah. Youte right' And that's cheap€Í than going by caL
With fueLand Íunning costs '

A HÍnm' I don't like driving' I think it's the woÍst way to
tÍavel' FoÍ longel distances'

8 Yes, that's Íue' When I díove to Fíankfuít, I a|íived at
about , , ,

109
1 Th€ flights to New YoÍk' London and Los Angel€s aÍen't

late' TheyÍe on time'
2 The Right to Tokyo is late. t's delayed by thiny minutes.
3 You can check in now foÍ the flight to Los Angeles' The

check' in is open.
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4 You can't check in foÍ the flight to London. The check'in
is closed.

5 lheíe.s no flight to singapoíe' |l's (an(elled'
6 For the flight to Los Angeles, go to gate D ten.
7 The passengers are getting on the plane to New York

noW Theyte boaÍdjng.
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st€wardess Hello.
Passeng€r Hello. Wheíe did put ny ticket? Ah. Theíe it

is' HeÍe you arc'
st€wardess Thank you. Do you have any |D?
Pass€ngel sorry?
stewald€ss Do you have any identjfication? YouÍ passpoÍt

or an identity card ,.,
Passenger Oh yes. Nly passport, There you are.
stewa|dess Thanks. |'m afraid theÍe are no wjndow 5eat5

left. 15 an aisle seat OK?
Passenger Yes, that's fine.
Stewardess The plane! quite full. The last fljght was

cancelled.
Passenger Right. So is this Rlght on t ime?
stewaÍd€ss lJm ..' it! delayed about ten minutes' Do you

Transcripts

KÍisti Yes' 0K, good idea. Let3 do that'
Akio l , l l  send it  now And | '|| caLl back, uÍn . ' .  When sha||

I call you?
KÍisti Let! ialk again jn an hour.
Akio OK, fine. Bye.
Kristi Bye.

t1t
Aklo The most important iob js the brochure - to start

work on the sales bíochure'
KÍ|st| Yes' I agree. I think We need to do that fríst' |Jm '.'

but then' I think' before \,ve Che(k the pÍces. we
need to choose the photos for the brochure. Hmm
.., I think that's more important.

Akio Yes, youte right. That is urgent. The marketing
people need those photos quickly.
Yes. So, I think that ...
And aftet that We can check the pÍices.

so that! allwe n€ed to do on the blochuÍe' Um '.'
Then, befoíe We talk about new prcducts, it's bettel
if we Look aÍ the !'JebsiLe desig1, because t''eÍe.s a
lot of work to do on that.
Hmm. 0l(. Then, finally, we can talk about newhave any luggage?

lust one case,
A suitcase?
No, it! iust a bliefcase. |'ll táke lt as hand
luggage.

KÍist i

KÍist i

KÍist i

Pass €nteÍ
stewaÍde5s
PassenteÍ

Kristi

(risti

Kr lst i

KÍisti

stewardess 0K. So you have no luggage to check in.
Passeng.r No, ] don,t have any otheÍ bags'
stewardess 0K, flne. Here's your boarding pass,
Pass€ngeí Thank you'
stewaídess Wete boardin8 in ''. thiny.five mjnutes. Gate

twelve B.
Passen8eí Right. Um .'. are there any shops, after the

security check?
Stewardess No. There are some shops over there. Before

you go thÍough secuÍity'
Passent€r oh' I see' oK' thank you.
steward€ss You?e we|come.

It!
Kílst| so, Where sha|l We meet?
Akio Um '.' well' I can come to your olÍlce, or you can

K|isti W€ll' you came here last tiÍne, so ... sha|l I come to

Akio Yes, OK. Yeah, then you can meet our new design
manageÍ'
oh' yes. Good idea. oK' so let\ m€et in Tokyo.
OK. How many days do we need?
Hmm ,.,  good quest ion.
shall We plan the meeting, fiÍst? Then We can
decide when to reet. and how lolg we need,,,
Yes, 0K.
I wrote a |ist, thjs moíning' of the things |d like to
look at with you.
Right. Good.
So, um ... well, shall I email it to you? Then you can
look at it, and we can talk later

píoducts'
xrlsti Mmm, yes, if we have tjme. Lefs do that last. lt!

not that urg €nt '
Aklo Yes, OK.
Krlstl So, how much time do we need to do all that?
Aklo W€||' if We start quite early and Woík all day on the

tt5
1 FiÍst of a||, alÍange a date fot the Íneeting.
2 Then book a meeting ÍooÍn.
3 After that, prepare the agenda.
4 Finally, email the details to everybody.

1t6
1 A |t's very impoítánt to check the dates'

B Yes, á8lee'
2 A The desi8n ofthe bÍochule is a smal|job.

B I'm not sure about that.
3 A Ithink you]e the best peÍson Íol lhe job'

B I'm sorry | don't agree,
4 A shall We ca|| to find out the latest fi8uíes?

B Thai! a good idea.
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simon so' when aÍ€ you leaving for Tokyo?
Kristi lJm ... next Wednesday. I'm leaving on Wednesday,

coÍning back on satulday.
Simon Right. And you?e gojng to meet Akio.
Kllsti Yes' We?e going to woÍk on the sales bíochuíe'

The Japanese brochure.
Simon OK.
KÍisti Er.'. We}e going to look at the Website' as Well.
Simon Right. I wanted to ask you about that. What\ the

plan for the website, exactly?
Kíisti Well, I want to change the design. Um .



Simon Completely?
Kístl I think we need to make some bi8 changes, yes.
Simon Why? Whatl the ... whatb the aim?
Kístl Well, we ne€d to make it easieí to use. tjm ..'

that's the main objective.
Simon Right.
Krlstl And I n'ant to improve the look, as well.
simon HÍÍm. Aíe you going to show me the new site?

Befoíe you put it online?
Xristi Oh yes, sure.
s|mon oK, good. When aÍe you going to have it ready?

what's youí táíget date?
xí|sti well, our aim i5 to have the new sile on|ine this

year .'. before the end of the yeaí That's our goal'
But, um ... I'm going to talk to Akio next week, and
plan the pioiect in detail. So I can send you a
copy of th€ schedule afteÍ the meeting, if you

s|mon Yes' 0K, great. Right, we|l, have a 8ood (Íp.
KíIst| Thank5.

tt8
1 You?e going to meet Akio.
2 I'm going to talk to Akio next week.
3 Wel€ going to look át the w€bsite'
4 AÍe you go.ng to show me the new slte?
5 when ale you goin8 to have it íeady?

1lt
(Rec = Receptionlst)
KÍ|sti Hello. |,ve 8ot a leservation. KÍisti cortland'
Rec |Ms conland .'. a single íoom, foÍ three nights?
KÍ|stI Thatl Íi8ht.
Rec OK. Could you fill in this form, please?
Krlstl Sure, Have you got a pen?
Rec Yes. Here you aÍe.
Kt|stl Thanks' Um ''' |t says .company account numbeÍ'.

I haven't got the number. My company made the
reseNation, but, um, I don't .,.

Rec lt doesn't matter You don't need to write that. lust
pul your name, address. passpoít nUmbel, and
signature. That's fine.

l(rlsti 0(.
R€c This is the cald for your room.
Xristi To opén the door?
R€c Yes' You iust insert the card, and the door opens

automatically.
Kristi Ri8ht. OK.
Réc |t! Íoom thrce one fiv€, on the third floor
KÍ|sti Right'
Rec |n the moÍning, bÍeakfast is fÍom .ix{hi(y to ten.
Kt|sti FÍom six.thint Right.
Rec The djning room's just oveÍ thete.
Krlsti OK.
Rec We,ve got twenty.four.houl Íoom seNice. |ust dial

nine from your room,
Kíisti Right.
Rec Would you like a wake-up call?
Kristi um ... no. No, thanks.

ReC oK. And youve got a ínessate ftom MÍ soga. He
says he's coming to the hotel at seven forty-ffve,

Kflsti Seven forty-five. Right. OK, thanks very much.
Rec Youte welcome, Have a nice stay.
Krlst i  Thanks,

120
l |'ve got a Íeseívatíon.
2 Have you got a pen?
3 | havenl got the numbeí
4 We've 8ot twenty.fouÍ.houl room seNice.
5 Youle got a message from ivr Soga,
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(Rec = Receptionist)
Kl|stl .ÍMoíning' could l ch€ck out, please?
Rac Cenainly. Room three one flve.
Kí|stl My @mpany's paying thé bi||. I just have to pay the

extras,
Re. OK. So, one phone call.
Kr|st| Yes. And some oran8€ iuice from the minlbat.
Rec Yes. That's all. O(. So that's one thousand five

hundred and fifty yen, please.
Krlsti Can I pay by credit card?
Rec Of course,
Kr|st| HeÍe you are.
Réc Thank you.

12'
When | (ame heíe two years ago, I had one objective -
stop losing money and start making a pÍofit. My fiÍst 8oal
was to improve business jn the stores we had. We stopped
openin8 new stor€s| we wolked hald to incÍéase sales and
cut cos|s. And we did that quick|y' Today' w€ have |oweí
costs' highel salesl and a 8ood píofit maÍgin. We?e making
money again.

Now, we can thlnk about opening new stores. At the
moment, We have no final tar8et. ouÍ aim is to open one
new stoíe at a tím€. |tl betteí to pÍo8rcss slo!\'ly and
make a pÍofit, thán glow fast and lose money.

Mana8€15 make theiÍ bi8gest mistakes when things are
going well. I'm not saying we?e doing well now. But wele
not doing badly. We}€ on the right tíack, and We'Íe aiming
to stay on the right track. We?e not going to try to run
b€foÍe we can walk.

12'
l  At the moment, ToreadoÍ is doin8 quite we|' .
2 After Mr clay ioined the compány' his peop|e worked

nato.
3 After Mr c|ay joined the company' business impíoved

quickly.
4 Ml clay thinks it's better for businesses to 8Íow slowlt

B
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so, how\ business in vienná?
Um '.' impÍovin8'
Yeah?
Yeah, slowly. |t\ um .'. it3 easier than |ast y€ar'



A we had exáct|y lhe same si luation in Dub|in.
B Last yeaÍ?
A Yeah. We made a profit - iust.
B We lost money,
A Did you?
B Yeah. Not too much, but, um ...
A But this year, you're doing OK?
B Yeah, wete making money.
A Íhat! good. We aÍe. The 8ood thing i5, co5t5 are lowel

th|s yeaÍ, with the stlongel euío.
B That! tlue, yeah. Aíd they?e getting lower' of couÍse,

yoLr?e In the euro zone, in lreland.
A That's í|8ht.
B 50, do you just manage one store?
A Yeah, the Dublln b6nch. There is another one, in ...

1A'
A So how many T-shirts did we order?
B lJm .,. two thousand flve hundred.
A Rlght, So it's quite a small order, then.
B Yeah. |t! a new pÍoduct, so we want to test lt first'
A suíe. How many stores are we selliog them in?
B FIVE.
A R|ght. And do you know the sellií8 price?
B They?e on sale at nlne eurcs, ln the stores, lt's a cheap

prooucr.
A Hmm. Ate we making much pÍoflt on them?
B 0n this old€l foíty peíCent.
A And what about bigger oÍdets? HoW much discount can

we get?
B Ten ol frfreen peícent mo|e.
A So we can make a flfty, fifty.five percent proflt margln

on them?
B Yeah. Ánd more, ií they sel| well' I think we can 8et a

maximum twenty peÍcent discount on rcally big olders.
A ls there much demand at the moment? That! the

question. Do many people want to buy T-shins in winter?
B Well, people buy them to wear under sweaters and

5h|íts ...

,t2
I
Asslstant Do you need any help?
customeÍ Yes, how much js this Í.sh.n? | Can't frnd the

price on it.
Assistant Er... Let's have a look. ... ls that it, there? Yes.

Thirteen pounds.
custom€Í oh right. o(. Thank you.

Transcripts

Assistant Yes, I'll go and get you a pair.
custom€Í Thanks'

3
Ass|st8nt can I h€lp you?
cÚstoméÍ Yes, |'d like to look at a Watch, if I can, please.
Assl5tant Sure.
clstom€r lt's that one there, at the back.
Asslstant This one heÍe?
cuslomeÍ Yes, that! it.
Asslstant There you are.
custom€Í Thanks. so it's ninety.nine fifry?
Assl5tant Nlnety.nine pounds fifry, that's right.

Guaíarrteed foÍ two yea15'

Asslstant Hello.
cÚstom€Í Hello. could I have one of thosé, please?
Ass|stant one of these, heÍe? Th€ brac€| €ts?
customar Yes,
Ass|stant What colour would you like? Theíe3 b|ue, p|nk

... yellow lJm ... I think we've got them in
gíeen| as wel|.

CustoDer Um ...
Asslst.nt ls it a present?
Customer Yeah, lt'9 not for mel
Asslstant That's what they all sayl
Customer lt! for my daughter. She! thirteen. LJm ...
Ass|stant The p|nk ones are Í|ce.
customer |'ll have a piÍ|k one, then, p|ea9e' Thank you.

5
Asllst.nt Thatl thiny.nine pounds ninety, please.
customér can I pay W|th this cíed|t caÍd?
Asllstant Yes, we accept those. That3 fine.
customeí Here you ale'
Als|stant Thanks. |fyou cou|d jusl sign héle' .'. Thanks.

tt4

Yeah.
W€ had a hald yeal' |ast year.
Low sales?
Well, Wé sold a lot of ploducts. But, um ... nearly al|
low.maÍ8in goods.

don,t ofr€n go shopping fol clothes but when I go,
buy qulte a lot. Iusually know what I want befoíe
go. so I iust buy what I need, and coÍne back as soon

as I have everything. And I try to go when it! quiet.
I hate shopping when it! busy.

2 | |ove shoppin8 ... especially foÍ cloth€s. Ev€n |f it!
only window shopping. I don't think I spend too mLrch
on clothes. ldon't buy lots ofthings and then never
wear them, like some people. But I can undeEtand
why people do that.

z
Customer

Assistant
Customer

Ercuse me. I'm just looking at these shoes.
|,m a size foÍty"fivé, Eulopean slze' What's that
in a tJK siz€? Do you know?
lJK size, thatl a .'. ten.and.a.halí
Right' could I try them in a t€n.and.a.half
then, please?
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