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Learner information
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Classroom language

Try to use English all the time in class. Here are some useful expressions.

i

ey, Ddor

What dowss excellent mean?

¢ o you spell networking?

N-E-T-W-O-R-K-I-N-G

¥
L unetrsianmcl

I FAERNFR INFORMATION
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m 8
proagr SN

" Sure, no problam.



Work it out

‘These boxes have questions to help you work out the grammar rules, using examples from the

STl T (. <

reading and listening texts,

PR Y e R e o g T —

B ke Cuds ™ it

| THFA

WORK IT OUT

1
A
B
A
B

Read the questions and answers.
What's Dublin like ot this time of year?
Well, it's warmer than here.

What was Helsinki like in July?

Ie was very sunpny and warm,

A Doyoulike Dublin at this time of pear?
B VYes, Ido. It's nice.

A Did you like Helvinki?

B Yes, I did. It was lovely.

Complete the sentences with verb and prepasition.
8 Doyou like Dublin? In this sentence, like iz a
b What's Dublir lke? In this sentence, ke is a

LEARNER INFORMATION 7



01

Seven secomils i the average
length of time you have fo
muke a first ivpreasion,

If yorurr first imprextion

i nod good, pou wen 't get
danather chance woith thef
potential dlient.

Ly Ramsey, Thie Sclerced

What iz the first question
you ask when you meet
SOMEDTE NEW?

R

Learning objectives:
Unit 1

Businees communication skills
Greetings and introductione
Boleplay: [ntroducing yoursell
and making small 1alk;
Talking abeat Ggures and
mumbers; Spelling rames and
abbrevisticns

Roading Valuable brands;
Young billionaknes

Listening Grestings and
imtroductions; Numbers;
Zpelling narmes

Phrase bank Greetings,
mewting and asking about
people

Vocabulary Grestings,
Coumtries and rationalivies,
.-;F"'"""‘:ﬂ

Grammar The verl to b,
Subject profoians

01 WwHn ARE YOI

Who are you?

1

2 Complete the phirases in the conversations.

1] 20 30 «O
2 Tl -

A J

n

v-  1.01=1.04 Listen tothe conversations, Match the photos (A-D) to
the conversations (1-4),

Conversation 1

A

B
A

B
A

B
A

Excuse me, (3}

. Mr Jensen?
Yes, | am. Are you from Nicdorf?
Yes, (b} Saskia Slater,
Pleased to mest you.
Mice to meet you oo,
() very tired
after your flight?
A little, but (d) —
Good. My car's outside,

fareie,

Conversation 2

A
B

=

Hello. Are you one of the organizers?
o, (el _ ]
I'm a delegate = Jeff Simpson, from CMG,
Oh, I'm sorry. Pleazed to mest you

And (f)
from OT Incarporated,

Yes, but how .7

Your badge, Where {g) -
__from? France?
Mo, (hl —

,]an:]l.wh. Laclark,

Belgian, actually,

Conversation 3
A Hellp, Enrigue. How (i)
5
B I'm fine, thanks. And you?

A Yes, I'm fine too. (f)
— alone?

B Yes (k) :
A (D) I ¢+
Would you like to join me?
B Okay, thanks
Conversation 4
A Good afternoon. (m)
from LPG.
B Ahl, yes. Mr Poulson,
A No, {n)
Mr Poulson. My surname is Leeman.

B Sorryabour that. And your first
name?

k=1

Peter.

B Thank you, Mr Leemnan. Right,
(o) — _ In room 303,
Here's your key.

A Thank vou,

B (p)

weloome

1.01-1.04 Listen again and check your answers.



BUSINESS COMMUNICATION

4 Complete the tahle,

| Contraction | Negative | Contraction
I'm Belgian. I'am not Belgian, (3 — Bslgman.
You are Eelgian, i Belgian, | You are not Belgian. | You aren't / (¢) —— Belgian,
We're Belgian, We are not Balgian. | (e) / We're not Belgian,

5 Work with a partner. Make a simple name badge or a business card for yourself,
Uzse the prompts to practise the conversations,

a A Excuse/ you (namel? ¢ A Helle (name) / How / you?
B Yes/you from (company)? B fine/you?
A Yes [ (name) / Pleased / mesat A fine f too / alone?
B Nice / meet / too B Ye:
b A Hello/ you (wrong mame)? A join?
B Mo/ (name)/ from [company) B Okay/ Thank
A Sorry / Pleased / meet / | {name) d A afternoon ! from [company)?
B Where / from? B Yes/you (name}?
A 1/ (country) A Mo /l(name)
B Right / Sorry M key
Numbers
1 & 108 Minety or nineteen? Listen and underline the number you hear.
a 13 30 e 15 50 e 17 T g 18 ad
b 14 44 d 16 1] f 18 80
2 How doyou say these numbers? Linderline the part of the word that is stressed.
a eighteen  eighty b thirteen thirty € sixteen  sixty
3 Underling the correct form of the numbers.
a 200 e hundred [ rws hundreds
b 350 three ndred and fifty / three hundred five zero
¢ 4,335 four thousand, three hundred and thirty-five £ fowr thowsand and three hundred
ard thirty-five
d 4,035  fourtheusand, chirny and five ¢ four thousand and thirty-five
a 25 two point five / two dot five
f 2568 Fwn point five hundred and sixty-eight £ twa point five six sight
B 6005  sixpoint seve zero five £ six point five
h 3.09 three zoro nine  three point zero mine
4 & 106 Write the numbers in words. Then listen and check your answers.
Practise saying them aloud.
a 333
b 3.33
e 8,008
d B.088 —
a 412
f 6107
5 & 107 Howdo you zay the following? Listen and repeat.
a 3lém C €365 e 60 E €16.60 i E480m
b £1.40 d 20p f £9.90 h 5.6m Swiss francs

6 @ 1.08-1.11 Listen to the conversations and write down the numbers you hear.

Conversation 1: £ Conversation 3: €
Conversation 2: 3 Conversation 4 €

01 WHO ARE YOU? 9



Brand value

Interbrand BEST GLOBAL BRANDS

Interbrand is a branding consultancy with 42 offices in 28 countrics. It is the publisher of an annual report
on the (2l e mast valunble brands in the world.

In the latest seport, the top brand is Apple. The estimated value of the Apple brand s (b) — billion
doillags. It is a brand which i recognized all aver the woeld, with 72 million Mac computers in 1se and more than
50 hillion downloads from the iTunes App Store.

The second most valuahle brand is Google. Ttisworth () — billion dollars, according to Imerbrand.
The top {d) —————— brands in the lisrare all American.

The situation is different in another of Interbrand’s repons — the best green brands in the world. These are brands which
are profitable, but the companies also work hard to have a pesitive effect on people and the environment. The top brand
in this list is Toyota, the Japanete car company. It is also number ten in the global ranking of top brands. In the top

) —— _ green hrands, five are American, five are German, five are Japaness and two are French, The other
brands in the list = Mealé, Samsung and Hokia = are from Switerlnd, South Korea and Finland,

1 & 112 Complete the text above with the numbers in the box. Then listen to a
conversation about Interbrand and check your answers.

sever  SE38 100 20 532

2 The text is about the value of brands. Find four other words in the text which are
related to money.

3 w! 1.13 Complete the conversation with the correct form of the verb to be.
Listen and check your answers,

A Coca-Colafa) — the top green brand in the world.
B Mo, it(h) — . Toyotais,

A The brand value of Honda (¢) 18,4 billion dollars,
B Yes, that's right.

A Volkswagen and Siemens (d) — French brands

B Mo, theyiel _ They're German.

4 Waork with a partner or with your teacher. Look at the table. Student A make six
statements about the information — three correct and three incorrect. Student B confirm
the information or correct it, as in 3. Then swap roles.

| BEST GLOBAL GHEEN BRANDS

ICurn iy ity Brasd vakie (50 ‘Habal tenk

1 Toyota -apan 353 10
2 Ford Linited States 1 | 42
| Honda Japan 18.4 =0
4 Panasonic Japan 5.8 68
[ Migsan Japan 6.2 65
[ Johnson & Johnson Uribed States 4.7 Bt
T Wolkswagen Germany 111 34
a Danona France T4 i
9 Miakia Finland T4 57
10 Dhal Linited Statas G.8 &1
11 Sony Jogan 8.4 46
12 Havedatt-Fackand Unnitad States 25.8 15
13 MY Giesrnarmy 3B 12
14 Pasiia Swilzedand 7.5 56
15 Adidas Gerrmamy 75 55
16 Samsung South Korea 30.6 B

17 Meroedes-Banz Geqmanmy 3.8 1
18 Sismens (Gesrmiarmy 8.5 45
19 Coca-Cola Lirdad States 7H.2 a

10 01 WHO ARE YOU? 20 L'Crdal France 9.8 aa



BUSINESS COMMUNICATION

Thia

TEN YOUNGEST
' BILLIONAIRES

it thi weard

Young billionaires

1 Read the text and answer the questions.
8 According to the text, how many billionaires are there in the world?
b How old is the youngest billionaire?

2 ¥ 1.14 Listen to the conversation about one of the people on a list of the ten
youngest hillionaires and complete the questions below.

ig he worth?
business is he in?

a is number one on the list?
b is he?

c i5 he from?

d _ married?

@2

f

3 @ 114 Listen again and make a note of the answers to the questions,

4 Work with a partner or your teacher. Ask and answer questions about the people on
a list of the ten youngest billionaires. Student A lock at page 136. Student B look at page
140,

5 Complete the text with the correct form of the verb to be,

ramous family susivesses

kany famous companies around theworbd ta) _____ family businesses.
Forexample, Walmart () — a wall-known chain of discount
dapartrment stones in the LISA with 1.3 milkon stalff. Rob Walton ()

the present chairman of the comparny. He (d thve 561 of the founder,
Sam Walton,

Iy South Korea, mesmbers of the Koo famdy (8) the owners of

the LG Group. The company ) B0 years oid. Bon-Moo Koo, tha
curman| chairman and CEC of LS, g) the grandson of the first
chairmnan of the comparny,

Caredour, tha first hypermiarkat chain in Europe, employs maone than 350,000
peopke. The gon of co-founder Denie Defforey (h) a sharehoider
arwd other family mambers [ on the board of direclons,

Rdary other famiy businessas [ household names, e R,

Samsung, BMW and Bosch. Togethar, they (k) resonsithes for
over T0R of thewoed's GOP

6 Complete the table.

Affirmative | Contraction Megative | Contraction
“He is the owner, | He's the owner. He is not the cwner (a) / He's not the owner,

She is the owner. b} the cwner. |l the owner, | She isn't / (d] - the owner.
I is the owner. {e] _ the cwmer, It is not the owner. i S It's not the cwmer.
{-] S They're the owners. They are not the owners. They aren’t / (] —— the
the owners, OWIErS,

Complete each sentence with a contraction,

Faat €% an ltalian company.

Mark Zuckerberg the founder of Facebook.

Coca-Cola and Pepsi multinational drinks companies.

Mike — averywell-known brand of clothing.

fifty-five million suros a lot of money!

Anpgela Markel omne of the most important politicians in Europe.

-0 G0 T w
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Spelling
1 & 1.5 Listen to how the following abbreviations are pronounced.

a MBA c Usa e UM g HTML I UK K AGM
b asap d GDP f EU h PDE j VAT I aka

2 What do the abbreviations in 1 stand for? Check your answers on page 137.
Are they the same in your language?

3& 11s Listers and ynderline the letters you hear.
a AfH/JIK ¢ F/X/M/N e G/D/T/V & I/Y/R/O
b E/C/D/P d wW/Q/U f S/Z/L

Now work with a partner. Say a letter from each group (a-g). Your partner points to the
correct letter.

4 Work with a partner. Write down the names of five cities. Spell them to your partner
as fast as you can.

D & 1.17 Listen to the phone conversation and complete the details on the company
message form,

GHR SYSTEMS

Cave; Mvsd

2 y
Time i —

MESSAGE FOR: — =

Callar’s narne:

Calber's company: —

Wessage: ==

B & 1.17 Put the lines of the conversation in the correct order. The first one has been
done for you. Then listen again and check your answers.

GHR Systems. Can [ help you?

It's Guillermo Moleda from Promax Electronica,

Thank you. Goodbye.

Yes, please. Could you ask him to call me back?

Yes. Can | speak to John Evans, please?

Yeg, itz Guillermo, G-U-[-double L-E-R-M-0, Meoleda, M-0-L-E-D-A. And Promax
iz B-B-0-M-A-X

Hold the line, pleage ... I'm sorry, Mr Moleda - there's no answer, Can T take a message:
Certainly. Could you spell your name, please?

Thank you, Mr Moleda. I'll give Mr Evans your message.

|:| Who's calling, please?

L0000

Ll

7 Work with a partner or your teacher to practise the conversation in 6. Use your own
name and company or invent them.

12 D1 OWHO ARF YOLI?



01 Who are you?

|
|

1
1

a

Phrase bank: Greetings, meeting and asking about people

Excuse me. Are you .7

Az Hli, mor mame 48 .. Be Bice to meet you. I'm ...
A: Hello, ['me...
A: How are you?
Haw old iz she/he?

ts shie/he married?

Where i she/lve from?

What kind of businezs is she/Te in'?

B: Pleased to meet yow. I'm
B: I'mi fine, thanks. And you?

Vocabulary

Greetings

Underline the correct reply.

A How are you?

B a Hello, pleased to meet you.
b ['m fine, thanks. And vou?
¢ Good morming.

Pleased to meet you,

a Hello, thank you.

b How are you?

m e

®m B

B >

- - - R - -

¢ Mice to meet you too,

This is Joanne,

a Hello, pleased to meet you
b Goodbye, Joamne.

¢ Thank you, Joanne.
Where are you from?
a Austrian.
b Austria.
¢ In Austria.

2 Complete the questions and answers with the words
in the box and the correct form of the verb to be.

email sddress.  fistname job married
phone number  surnams

What your Sy 7
Baker.
What WOuE i
David
What WO ?
| a business manager.
you . 7
Yee, |
What your 7
| - 021 463 4839,
What YOur = |
It — davidb@euskalnet.com.

Countries and nationalities
3 Where are the people and things from? Complete the table

Meun Adjective
a pammesan cheese | &k fravn Ml % ffenlvirs,
b the Rolling Stones
¢ Sebashan Vetiel
d IKEA

e the tango

f Swaich watches

g Shend Sandberg

4 Complete the sentences with @ or an, an adjective and

the words in the box.
ea¥  cheese ity company  footballer singer team

A BMW ig L fegriman caty
Ajax is
Lionel Messi is
Mokiais
Edarm iz
Adele iz

Seoul ia

Spelling

5 Complets the tahle with the letters 4, LL U L V., G
ard 5.

[ T - T T - ]

fer! Sl lef | fars faud [LTH) faz!
—s B F r =L 0 Q R
H c e | Y W
e D M .
K S M
P X i
T z
| |
| |
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Grammar

The verb to be Practice 2

Affirmative Rewrite the sentences using contractions.

a Itis Monday today,
I B, AEs Mpwealiag iy
You b Sheis not married.
We | are
They English. ¢ [am the production manager.
He
She |is d You ave late.
It
@8 Weare from the head office.
Intervoganve q
Am 11 I f ‘Theyare not colleagues.
A
you o E We are not at the conference.
Are | we gre | we =
they | English? | Where they | from? :
- Practice 3
he he
R e is lihe Rewrite the statements a8 questions.
it it a He's an accountant.
fs i e dgcmienbaent?
b He's Portuguese,
Negative By
I 'm not ./ am not ¢ They're the manufacturers of the product.
You |, ; v —
we | ™ m:::t B d She's the manager of this department.
They ity English, —_
He 8 3he's happy in her new job.
She "s mot / isn't =
oo [ f Anitais pood with computers.

: g We're late for the meeting,
Short answers

| am, | 'm not.
Subject pronouns
Yo you
we | are. we | 'remnet/ arent. Practice 4
Yes, | they Mo, | they Complete the sentences with the correct pronouns.
Le he a The Rothschilds are famous for banking, but &rgr hav
she |5 she | 'smot/ isa't many different businesses.
it it b Carmen is from Spain. iz Spanish.
& Hiscaris German, — iz an Opel,
d Johann is Swiss. — 15 from Lausanne.
Practice 1 @ “Whatshisname?'_  isEBrik’
Complete the sentences with the correct form of the f =y Frédéric Lemond. I'm f":”"_F'“““'
verh ko B 5. ove o @, g The fackory is in Portugal, but __faa

His name & George. German company.

h Rinaand Paolo ave Italian, but _
i the USA.
Taay A from Rome.

aren't

a

b

¢ Pord — _____ an American company.

d 1 thehead of marketing.

e We________ lare for the meeting

f she__ theboss of Hewlett-Packard.
E Ourproducts — world fammous.

h Mrand Mrs Baker — here.

14 Nl WA ARE VIR



Anytime, anywhere

Mobile phone etiquette

1 Read the quiz below and answer the questions. Keep a note of your answers.

Swierriplore omers wke their s

devices meore far email than R RN
ﬁrmﬂﬁgﬁmr il Your mobile is the slimmest, most sophisticated mabile phone on the market,

s " You can talk to your friends and family at any time, and in any place. But do you
Fiutg © use'it wall? Or do you annoy other people with your bad mobile phone habits?

Do the quiz to find cut,

Whea, and why, doyou 1 You're at a restaurant. You start your soup, 4 You go to the cinema with
turn off your mobile phone? but then the phone rings. Do you: mmﬁm&:rﬂfrhﬂ
e & turn off the phone without answering¥ :’ f J"' ,:"ﬁ"'hl.ltﬂlﬂ'hl
Learning objectives: b asﬁr the c:.‘l: ar;ld thenigs»'k if you can call M:lhfﬂuﬂmj |?|
Unit 2 ck later, after the meal? bmﬂ the film
g d Whﬂ before
Bushness communsation ¢ answer the call and have a long mmmaﬁﬂmhtm:m
skl Asking and apswering [ conversation? Wﬂﬂff
aesbicns; LHIcusqmg opinbng
Enfpshl:r.? use: Roleplay [ € mm&m Mbnﬂm:-
Reading Mobde phore a: MMMM mﬂmﬂ
tiguette, Smartphone addict
i..,;:j":iuk X T Bodces h Mww%m mwm
Liztening kobile pho important 5 You' rowded train.
comrerstions i lﬂ-ng.rq;!uqu—nﬂh }ﬂuﬂlﬂ-wl Do ;:-unl'l- s 1 |
Phrass bank Using mobile
phones - 4 a::l'i';Ef calls but not make
calls?

Vocabulary Uzing 2 mobibs
Grammar Presene Simople

b make one call home to say
'I'rn on the train” and to say
whin you expect to arrive?

& pass the time calling friends

3 You go shopping at the supermarket.
Do you:
& do your shopping with your phone
switched off?

ga— 1]

o

and sharing details of your
b guickly call your pariner to ask what personal life with other
1o buy for dinmer? passengers?

¢ call your mother to ask which brand of
washing powder to buy and then chat for

25 minutas? See page 142 far the results.

e T W
WORK IT OUT

2 Complete the rule about making questions with regular verbs
in the Present Simple form,

To make questions in the second person singular, you use

-

15
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3 Work with a partner. Compare your answers to the quiz in 1 using Do you .7

g 7 1.18-1.21 Listen to four situations from the quiz in 1. Masch the situations to
the photos.

Situation 1:
Siteation 21—
Situation 3:
Situation 4

5 & 1.18-1.21 Listen again and complete the sentences.
Situation 1
a Oh, dear.

b Alan, I'm fne. Listen, I'm at lunch, Can [
later?

¢ All right, Jake,

d Sorry

Situation 2

& Hello, Della, . Chris -

f Chris. — 7

g Yes, but

b Thanlks. :

documents ready, Bye
Situation 3
i  When vou finish your exercise class, canyou
F

Hello?

later, then

It can wait till tomorrow.
romorrow. | have all the

Situation 4
i Hi, darling,
Kk Canyou — : =

the 6.30. There was a delay.

707 [ can get a taxi

B Warl with a partmer. Speaker A call Speaker B. Speaker B explain why you cannot talk
Then swap roles. Make as many calls as possible! Use the phrases below to help you

Speaker A Speaker B

Hi, it ... Hellp. Look, I'm indat ...
Of course Cart Lo callftext ..
Mo prodlem .. Sorry about that,
Speak ... later Bye.

eay ... Bye.



BUSINESS COMMUNICATION

Connected or addicted?

1 underline the regular verbs in the Present Simple form in the text balow. Which verbs
are in the third person plural and which are in the third person singular?

‘Gen ¥ or Generation Y refers to young pecple batween 18 and
30 years old. Cmco publishes an annual repoert on technology
u=e in the world — the Cisco Connected World Technology Report. Par of this
report looks at how Gen Y people use their smariphones in 18 diffarent caunirias.
Many Gen Y people are smanphone addicts.
Saly-Anng is a smariphone addict. This means:
She checks tor emals, texts or social media updates evary 30 minutes,
She looks & her smarphone as part of e early moming routine. Sha gets up -
then checks har smanphone and gots dressad - then chacks her smanphons
and eals breakiast — then checks her smartphone,
Sha takes her smariphone to Ded,
She doesn't leave her smariphone behind when she goes into the bathroom.
She sends text messages while driving.
She regularly uses smariphone apps n her caly e,
Does the smanphons acddct engoy ihe? Padaps not = two oul of fve users say
they fest anxdous without a smarphone 1o check.

= = = —— — = ———— ==

e WORK IT OUT

f_'ump]m thie rules about regular verbs in the Present Simple form.
For the third person singular of the Present Simple (he, she and it), you usually
add — ____ tothe end of the verb.

b To form the negative in the third person singular, youput 4+ mor
before the verb {without 5). This is often contracted to

¢ To form questions in the third person singular, youuse 4 the
subject + verb (without ).

3 Match the verbs in the box to the definitions,

follow share shop spend ©rust  tweet update  upload

a buy things

1 [ believe that something is safe

c add new information to something

d write a short message on Twitter

¢ — use(time)

f —— dowhataperson tells you to do

g send files from your PC to a website

h let other people use something that is yours
il

Complete the text with the correct form of the verbs in 3,

Social networking

As g typical Gan Y smanphong addict, Sallv-Anne fi— her email address with websites 1o

T, her Facebook page at lsast once & day.  get discounts and receie information, but she dossn’t
Shelbd ___ alotof ime with herfriends online.  égh__ Intamet sies to keep her data safie,
Fhelg — photos and videos to share or store,  Finally, at work she doasn't (h) — rules aboud
She adeo has a Twitter accountandshefdi __ using company computers for personal activilies.

af beast cnce & day. She le) —— ondine and she

02 ANYTIME, ANYWHMERE 17



5 Work with a partner. Practise asking and answering questions about Sally-Anne using
the prompts.

a update / Facebook page / every week? - update / every day
A Deoes she update her Facebook page every week?

B Np, she dessn’t. She updates it every doy.

spend time / meeting friends? - spend time / friends anline
upload music / share? - uploads / photos / videos

tweet [ every week? = tweet [ every day

share [ email address / shopping websites? - Yes

trust / Internet sites / keep data safe? - No

follow / rules / company computers? - No

= a9 00 0

6 Mow ask your partner similar questions to 5 using Do you ...7

Smartphones and tablets

1 Look at the graphs on the left and answer the questions.

a Doyouuse a smartphone or tablet for work, pleasure or both?

b Which activities in the graphs do you do with your phone or tablet?
¢ Which activities don't you do? Whiy?

d Does your phone or tablet have any apps or features that you don't use? Why?
2 Work with a partner. Ask and answer the questions in 1.

3 Read the statements. Do you agree? Discuss them with a partner.

a A tablet is a nice thing to have but not useful at wark. ]

b It is possible to use a tablet for most things. D

¢ You need a big screen for working en long decuments. ]

d 1t's difficult to type long documents on a touch screen. |:|

@ Recharging a laptop is a problem when you travel. ]

4 Fead two entries from a technology blog at the bottom of the page. Which of the
writers agrees with cach statoment in 37

5 Complete the sentences with words in beld from the blog.

Heavy luggage is a problem when you travel, so | make sure my bags are

I have a very maobile phone; it doesn't have apps.

It's mot impartant to me to look ~ 1 just want technology that works well
My office has space, $0 we can't have big meetings there.

The IT department is very - they fix computer problems quickly.

I meed a very computer because [ use special software for my work.

-3 a0 TS

B Are the sentences in 3 true for you?

1 Why | want a tablet

light and easy to cary around. It feels comfortable to hold a web
page in your hands and on a tablet you can see the whole page, not
just a mobibe site on the small screen of a smartphone. Tablats are
fantastic as a-readers for the same A tablet is ready when
wunwdit.htﬂa!-mlm:iuhwtnslmi gets hot on your kap.
A1 work, @ tablat is good for basic things like checking emails.
Tablets are perfect for watching movies o playing games when
you're bored on a business trip.
The battery on a tablet lasts all day, but a laptop battery needs

iif you are away from your desk for a few hours.
That's why | want a tablet.

THE GIZMO

A tablet fils the gap between a laplop and a smariphone. Teblets are

2 Tablet? Not for me!

| hawve & smartphonae and & laptop, so do | really nes
tablet? The screen on a tabiet is oo smai for worki
long documents. Also, it's not efficient 1o type a lor
on a touch keyboard, Ancther problem is that fablel
a limited memory for sicning documents. A lapdop o
most of the things a dasktop PC does, but a tablst
very powerful, 50 you can't use programs like Phot
M tablet iz easy to camy — but it doesn't fit in your pe
lika a smartphona, S0 you need anofher bag. A tabl
cool and nice 1o have, bul it doesn't replace a laptc
a smartphone. It's just one mor plece of equipmer
carmy anound.




02 Anytime, anywhere

Phrase bank: Using mobile phonas
Turn/Switch off your phane.

Leave your phone off

It’s Diella hre. / This is Dolia hare,

I'm gorry. Whe is that?

Iz that Jim?

Can I call you back later?

Can you text it to me?

Yocabulary

Using a mobile

1 Pput the verbs in the bex into the correct row to make
collecations. Some verbs can go in more than one row.

answer  call make phone  switch off
ke text  turnom  use

your mobile

TP TR

a call

a eolleague

2 Complete the conversations with the phrases in the box,

fih, that's better. You cutout.  Ah, wrong number. Sorry.
Conyouhearmensw?  ['min the office.

Ho, I'mafraid itisn't.  Nopreblem. Speak to you later,
O, 30 am I, See you in a minuete, then.

Pedro, I'm in a mesting. Can I call you back?

Yes, the signal isn't very good here.

4 A Hello. Hello?

H i .|=||'| JRT |rFJ'. T ST IO

John, this is Pedro here.

Hi, Marta. This is David. Where are you?

Hello. Is thar Jack?

Le
=0 DD F PO >0

3 Complete the text with the pairs of words in the box.

help + pumbers  hospatals # allow  keep + brief
make--eall  meeting + conversations  public ¢ exit
send 4 receive  furning + off

Mobile phone ethuette
epht easy tpe

a Think of the people around you when you make
or take calls in public. Be palite — ask if it is okay
bo ke or take a ol

n Iwcru med 1o use your mobile phans whiles in
or at a restaurant, keave the
room. For some people, these
Are Armoying.
u Use your phone's silent vibrate feature in
—  places, such as cinemas and
restaurants, H you axpect an important call,

&it naar an to reduce intermuiptions,
n Remember that sometimes ____________ vour

phone may be the best sclution.
B Lise the messagng featureto

and ________ text messages without saying

a word.

— your conversations quict and

n Llse your mogile phone to others.
More than 100,000 calls a day are made to

Emergency o report cnmas and
SMBTGRNCHES

n Foliow the rules for mobile phone use, Some
places, such as or airplanes, don't

the use of mobile phones.

Grammar
Present Simple
Affirmanve | niErrogaiive
| [
You %+ |pe [¥0 ke
We (T we TR
They they
He he
She | works® | Does | she | work?
It it (NOT warks#)
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Nug.trirr

|

You | don't &

We |({domot) |

They

He 7

she [90%80% | ok (NOT works)
It | docs not)

Short answers

1 S|

Yes, [ [do. [N |7 |doni
we we
thiey they
he he

Yes, |she |does. | Mo, |she |docsnt
it it

* Spelling of the third person singrular

For most verbs, you add -5

* qoork works
* fite . Tives
= By + bieys
For verbs ending in =g, -sh, =ch, you add -ex
* R -+ HHsEs
= soadeh . conifeles
* gerreh - searches

For verbs ending in a consonant followed by -y, you change
the =y to -fex:

- Ay Jiles

* sty - SHTTES
D, geand bawe ane irregular:

= s " does

= o . poes

= huve - hent
Practice 1

Complete the sentences with the verbs in the box in the
correct form,

drive fly pgo listen live send study use
a We— English with a very good teacher.
b He_____ in Barcelona.
¢ My new BMW fast, but it is very safe.

d I tomusicin the evening to relax.

e Jacques is a pilot. He all over the warld.
f He_ acomputer for most things at work.
g She about 20 emails a day.

h John an Audi,

Mifi AamMVTIAIE AMViRIESDE

Practice 2
Lawok at the information in the table.

Juan Ana
work in a city? yes [ no
drive to work? yEs | yes
have children? no | yos
work in sales? yes | na
Ive in the country? na | yes
study in the evening? yas [ no
play gali? no no
spesk Chingse? no no

Read the answers and write questions about Ana and Juan,
a Does Aug bave olvifdren?
Yes, she does. She has two,

Mo, e doesn’t. He lives in a fat in the dty.

Yes, he does. He sells computers.

Mo, she doesn't. But she speaks Japanese,

Yes, they do.
Practice 3

Write short answers for the questions.

a Does Juan drive to work?
Yes B davs,

b Does Ana work in a city?

¢ Does Juan have children?

d Doce Ana stady in the evening?

@ Do they play golf?

Practice 4

Complete the sentences about Juan and Ana.

8 Juanand Ana o work.

b She childremn.

c Ana in the country and Juan lives
in the eity.

d Ana. in sales = she works in
ACCARLS.

& Ana in the evening.

f They golf.

E Juan Chinese.



A ehild remirds wr that

playtime is an essential part
of eur daily rontine.

3 Daily routine

Raih Waida Emerson

Do you do some things at
the sume time every day,
or is every day different?

s

Learning objectives:

Unit 3

Business communication
il ,.'I,;k'.l:ﬁ; abssi wl]{:ﬁ'l}l-
gonditsony; Fhuency: Talkdng
shaut perecnal space at work;
Asding about people’s datly
roErd: ﬂlil'uﬂll'ln OpaNaine
am einall

Reading Hot-deskdng: Daily
eoiting; Bimall use

Listening Shating affice space
Phraes bank Routines
Vecabudary Callccations, Woed
|;.\vq.,||:||r|sI ?rl_'ln,niﬁ-\:lnlu
E'-r.:mrn.nr F‘?\r;nl! 5.1|ni|!.-

g, Achves ba af .":rqunl:l ¥

= In Company interviews
Unizg 1-3

1 Read the article below from a business magazine. Say if the following sentences are
Ervie ar {;t].-:q.-.

a In[BM, all of the staff share desks,

Hot-desking is the same as job-sharing.

In [BM, employees reserve their desk the day before.

The article says that sharing desks redices costs,

The study says that some people are less productive when they have their osm desks,

HOT-DESKING

a

& & 8O 5

Do you start work and leave the office at the same time avery day
or do you work flexible hours? Do you have your own desk?

In many companies these days, employees share
office space and work flexible hours. In 1BM,
for example, $0% of the staff "hot-desk’,
or share their desks. Employees clear their
desks before leaving work so they become =
free for other colleagues to use. In other
companies, employees reserve their wa
space in advance for the next
day. The companies say these
systems are more flexible, save
space and cut costs.

However, many workers find
desk-sharing more stressful
than traditional office
organization. They prefer

to have their own parsonal
space and feel uncomfortable
about sharing. A recent study
clairms that daily routine and
office rituals help to create a
happy working atmosphere.
For example, some

pecple like to drink from

a favourite cup and put

their name on personal affice
equipment. The study, by the racrui
firm Office Angels, says that some
office workers are more productive
with regular working hours and a
personalized work space.

’ I 1.24 A recruitmeént firm phon eople bo ask thern abowut how
2 22-1.24 A firm phoned peopl k them about h
they work. Listen to three conversations and complete the table with « or X,

Conversation 1 | Conversation 2 | Conversation 3

shares a desk |
works flexble howrs
has own coffee cup

03 DAILY ROUTINE 21



e e

3 & 1.22-1.24 Put the words in the correct order to make questions, Then listen again
to the conversations in 2 and check your answers,
a work/ do/ Aexitime /pou /7
D yuoss sk fleitione?
b have / do /your fown / you [/ coffee £ cup /7

¢ regular fwork [ do / you / hours [ 7

d you/plastic / do / use / cups / 7

@ have / desk/ your / at / work / do / you / own / personal / 7

4 workin groups. Ask other students in the class the questions in 3. Then complete the
report for the whole class.

Inourclass, thereare (a) _ students. (b} —— % of the people
‘hot-desk’, or share their desks, at work. (¢} — % of the people in our survey
say they work regular hours and (d) % work Hexitime. (e} o
have their ovwn coffee cup. (f) % use plastic cups.

5 Do you work better when you have your own space and personal things near you?
Or do you like to have a new place to work each day? Tell your partner. Use the words
in the box and the phrases below.

fexible hours  hot-desking  personalized work space  regular working hours
reserveadesk  routine  stresaful

['like / don't like ... Ithink..is... thinkit’sagoodideato ...

A day in your life

1 Match the words and phrases (a-j) to the photes (1-10).

28 turnonacomputer [ ] f leave wack L]
b gotowork B g scefriends and family ]
¢ take acall O h gotobed L]
d getup L] i run ]
e O j ]

hawe breakfast make a presentation

Ay, [\

ﬂliw

uu_i (0 IIH

- "- ---'—ruiﬁl




BUSINESS COMMUNICATION

2 Complete the text with the verbs in the box in the correct form.

begin  enjoy  getup  inwvelve  leave  like
listern  make read run  take umon

OUR Jodie Lawson, Young Businessperson of the Year, is the
TWEN I ! i F managing director of roundpegsquare.com, an Internet-

IM THE LIFE OF based recruitment agency. Herday(a) ___ at

HOURS JODIE LAWSON 7.5 when the alarm goes off. But she doesn'toften . _
B straight away. She lies in bed and

[fh—  tothe news on the radio.
She usually goes to work by bus, but she sometimes
()} — . She likes running and finds it relaxing.
Itfe) —— her about 35 minutes to get to work —
about the same as the bus.
When she gets to the office, she (f) ———— the
computer, (g) —_ her emails and has breakfast -

a bowl of cereal. Her momingalways(h) —
meetings, taking calls from clients and dealing with
emails. Most days, she has lunch at her desk, but
sometimes she goes out with a client, or (i)

a lunchtime presentation.

In the afternoon, she is usually out of the office visiting
clients. She (j) —___ work around seven, but
quite often goes to an evening meeting. To relax; she

(k) ———— to see her friends and family, and

M —— goingaway at the weekend and getting
out of the city. She goes to bed between 11 and midnight.

' 1.25 Listen to an interview with Jodie Lawson and check your answers to 2,

3
4 Complete the questions (a-k) for the answers from the Jodie Lawson interview.
a8 What time g gef o 7

My day begins at 7.15 when my alarm goes off, but [ don't often get up then.

b for breakfast?
I have a bowl of cereal when | get to work,
[ work?
I usually take the bus,
d How take?
It takee about 35 minutes.
&  What's the first thing when
work? ;
| turn the computer on, read my emails and eat.breakfast,
1 a typical morning imeolve?
We always have meetings in the moming, and [ also take dients” calls and deal with emails.,
g Where lunch?
I wsually have it at my desk.
h What — afternoon?
I am usually out of the office. I visit di=nes.
i — you go home?
I leave work around seven, but [ often go to an evening meeting.
j How ¥
Apart from runming, | ke to see my friends and family
k What — bek?

Usually between 11 and midnight.

5 7 1.25 Listen to the interview again and check your answers to 4.

03 DALY ROUTINE 23



G o R ST T s SR S AT

6 7 125 Listen again and complete the senfences.

a My day begins at 7.15 when my alarm goes off, but [ don't — get up then,

| b 1 _take the bus, but [ do a lot of running - 1 run marathons - so
| 1 . run te work.

€ We—— have meetings in the morning.

d 1 — hawe lunch with a dient.

@ Tam___ outoftheoffice.

f 1 leave work around seven, but | £0 to an evening meeting,

7 Which of the sentences {(a—d) are corvect?

a Shesometimes runs to work.

b Sherun: sometimes to work,

¢ Sheis usually out of the office in the afternoon.
d She usually is out of the office in the afternoon.

WORK IT OUT

8 Complete the rules with before and after.

Aheays, usually, sometimes, often and never are adverbs of frequency. The normal
place for an adverb of frequency is (a) the main verb, but you put
ity — theverbrobe

9 Look at Frank Bauer's schedule for a typical week. Underling the word or phrase which
best completes each sentence,

"~ FREE oL R SRR

2 Frank ahways / usially arnives at work at 5.00.
b He usually / sometimes has department meetings in the morning,
¢ He often vizits / doesnt ofter visit clients in the morning.
d He wsually [ rever has lunch at worke.
@ He sometimes [ always plays golf.
F He never / always plays golf on Thursday afternoons,
g Heis never £ sometimes in the office in the evening.
| =
Arrive at wark Arrive at work Arrive at work Burive at work
. Department ; it
Visit chierls meeling Wisit clients Vigit
|
1
Lurich ot Lunch at work Lunch at work Lunch at work
Meeting Play golf Meeting Leave work
At home In the office At homme At home



BUSINESS COMMUNICATION

10 Tella partner about the following:
a something you never eat
b a friend you don't often sec
C a restaurant you sometimes o to
d a TV programme you often watch
@ the drink you usually ask for in a coffee shop or restawrant
f something you always do in the summer.

How many, how often?

1 Answerthe questions,

8 How many emails do you send in your work?
b How many emails do you receive?

I send absue 20 amails an hour / a day /o week.

2 Decide if the statements are truc or false,

a8 Electronic mail is fast and easy to use,

b Most email communication is unnecessary.

£ People wha spend a lot of time on email do less work.

3 Complete the text with the words in the box.

apgwer. arpive do  end  fnd  teceive replies
reply  replying  send switch.  writes

The advantage of tha traditional letter is that people know
whentalal — the comespondence. For example,

A —— _ 1o B weith A request for infarmation,
Bilg)— Awries back to B 1o say thank you
End of story,

Thie problem with email is that 1t 5 toa fast and 100 easy,
The communication nevar ands. You (d)
gl youroffice anc{al 00 yOUr compuiar

= Woulfl 40 new emails. You start
gl — totham. Othar pedpha i
your answers and reply to tham. By tha tirma you aré raady
tofi— off yourlast reply, there are another 40
emaiiz 1o read and reply to. It never stops.

Peopla think that you need to () — 1o all emails
in the same way that you (k) all phana calls.
Probably around 3% of emails are unnecessary, Electronic
mail is & wonderful inventian, but in fact it means you never
W amy work. It's Impossible with 50 marny
emars to answarl

4 Does the writer agree with your answers to 27

5 Work with a partner. Ask and answer questions using the words in the tables.

pany InerErwe

1-3

make e calls Once | an hiowr.
lext messages s E .
How often | do yau | write b aEes |, Three times | @ week,
at Every
e lettars ‘ |
read
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03 Daily routine

Phrase bank: Routines
What time do you (start werk)?
Do you work flexitime?

Haw often do you have meetings?
Haow dio you relax?

[ usually leave early on Friday.

He iz always late for work:

Collocations

1 Match the words and phrases (1-11) to the verbs (a-k).
a clear 1 alanguage
b travel L] 2 television
€ speak | 3 your desk
d eat L] 4 breakfast

& play L] 5 tenniz
fosee ] 6 abroad

g watch B 7 acomputer
h read [ B8 friends

i ocut ] 9 an email

j turnom [] 10 costs

k spend ] 11 time

2 Complete the sentences with the word partnerships

from 1 in the correct form.

a Please remember to _oorr your st before won Leave
the office.

b Howmany — doyou__ — apart
from English?

e I allthe [getheforeldelete
them.

d Idon'toften bt I enjoy
S0TNE SPOFLS PrOFrAMINes,

& He all his in Framt of his
computer,

f In abalanced diet, it's important to
a good

E Whenl , 1 always fy with
British Airways.

h Tomake money, you needto  production

i Tusually my on Friday
night when we go out together.

il with my boss on
Thursdays and he always wins.

kI my as spon as [ get to the
office in the morning.

AT o AdiTIME

Word building

3 Complete the table with the missing words.
Adjective Moun

a flexibility

b sirass

¢ | traditional

d | routine _—

a production

f | organized

Prepositions

4 Complete the sentences with a preposition: in, at, on,
for, with, o ar by.

1leave the office =i

Shelies —— bed untl 7.30.
Shegoestowork — bus.

It takes 45 minutes toget — work.
lThave eggs — breakfast

He plays squash — Tuesdays.
Shehasmeetings —___ suppliers every day.
They check the stock — the morning,

= = 5 4o o0 oo

Grammar

Present Simple questions

What I have for lunch®
Where d youL L
When - they :‘m ; Lo
Why S ave mectings?
. take the bus?
What time he P
Wha
does | she | kmow there?
Haow =
How often L B wron
Practice 1
Match the questions (a-h) to the answers (1-8).
a  Whar time do you get up? 3]
b Where does he work? O
€ Why do you like your job? ]
d How do they go to work? J':
g8 When does she phone clients? M|
f What do you do in the evening? L]
g Who doyou see at the weekends? [ ]
h Where do you go en holidays? ]
1 BMost of them take the train.
2 MMy family and friends.
3 At half past six.
4 Because it's interesting,
5 Inanoffice.
6 I'watch TV and listen to music,
7 'The Costa Brava.
8 Usuallyin the afternoon.



Practice 2
put the words in the correct order to make questions.
a meetings / what / start / time / do / the /[ ?

Lol B ol fne nepcfings sfond?
b to/ how /station S do / get f you / the £ ?

¢ Saturday /on/work/do/why/you/?

d lunch / what / have / you / do / for / ¥

g boss / does £ zee ! her / when / she / ¥

f see/do/you/ train/ the / who/on/?

g make/ presentations / where / do / they / the /?

h relax / she £ how / the £ does £ evening fin /7

Practice 3

Read the text about Jeffrey Roberts. Write questions for
the answees (a-).

Jeffrey Roberts is @ hospial menager. Ha works in o lange
hospital in Monchesier, in the nodh of England,

He geis up af half past seven every doy, and hos eggs ond
foast for breakfost. Then he walks 1o the hospital because it is
very close o his home. He storts work of elght o'clock At 11
hi stops work for o ler-minule cofles break.

He ahways has lunch ol the hospital. In The aftemoon, he has
meelings with doclors, He finshes work of six o'clock.

On Tuesdays and Thursdays, he phiys lennis inthe evening.
He usually goas away for the weakend with his wile.

A e dves Do geprkd

In a hospltal.

At 730,

Eggs and toosr.

He walles,

Because it is very close to his home.

To have a coffee braals.

At the hospital.

Dactors.

On Tuesdays and Thursdays.

He 'L1!.|.'|.1|hr Boes away with his wife.

Adverbs of frequency

These normmally go before the main verb:

= I'afeoays fisren fo the radio in the rav.

* He usnally has a ersissant for breakfast.

* She often arrrves faie for werk

* They sommetimes have lunch together on Friday.

* They don'toften fake time aff.

* WE never give customers @ refimd
The verb fo #e is an exception. Adverbs of frequency po after
I;|1.|: rcrlh- fo e,

* {am always ai werk by nine ook,

 The job is sometimes guite difficuilt.
Alsoay: and wvally are slightly different. They express how
aften something happens, but only at a particular time and
nat in a general way, Loolk at the sentences below:

* He sometimes playr fermis.

» He atways plays tenmis after work. (NOT Headsvaps

Pl deariis )
* W& gften go o the dineria,
= Wi wmally go to the cinema on Surdays. (NOT e aisanily
So-tntherinenta |

You ask questions about frequency of actions with
How offen ... #

* Fow gffen 1 she fate for works

* How aften do you ree folni
T answer, vou use sveryor @ day, @ week, an bowr, e,
|1'}'|1|| do not know exactly, you use aband,

* She ir late evuery day.

v Bke ir lafe Mofee a toeek

* 1 see bim abowd fwice a month

Practice 4

Put the sentences in the correct order.
a often/ he / plane / by £ travels
i offeer frvels fr ploeg,
b out/ friends /[ / go / usually / Friday / on / with
1
& office / boss / out / my /s / of / often [ the
My
d always / at / have / Christmas / an /we / office / party
Wea
¢ days/don't/ théy / faxes / these / often / send
They
f morning /abways /fin 1/ the / am [ tired

| —

g have /in/ doesn't / lunch / usually / she / office / the
She
h in/1/on/ holiday / Avgust / never / go
|
i every/he/ Friday / work [ late / iz [ for
He

j once/cinema/ [/ month / go /thefa/ to

03 DAILY ROUTINE 27



oA buesivens furch is part meal,
part meering, Itk informal,
fruet af the sanie tivne theves

a domgz list of umoritten rules
thiaf can't be Broden.

nnshorer ERal, Micriolt

Is it better to have a
meeting in an office, or in
& restanrant?

Learning objectives:
Unit 4

Survival shills Discussing
brsiness lanches; Diescribing
favourite food; Eoleplay:
Making conversation ina
restanirant

Raading Tips for a succesfial
buziness lunch

Listening Converssions ina

realaurant

Eating out

Discuss the questions,

How often do you have business lunches - never, occasionally, quite often or often?
[ you enjoy them?

What is your favourite type of food for a business lunch?

d Are you usually the host, or the guest?

0 O B

2 Read the text from a business magazine. Complete the tips with the pairs of verbs
in the box

ask + order
signal + pay

book + plan  dleoese-staak

ralk + relax

et +walt  put o+ turn

I Don't up to say hello to
other acquaintances q the rastaurant
until the end of the meal

| The place: Chwese somewhara
that isn't cheap But 12n't tod
pxpensive. Look  for sarmewhens
guial, wiith tables that are not 100
chose 1ogathar, Dot any pRapers on tha

tabla, at beast until the end of the meal,

> Tha menu = for and _ off your mobile
different starters you can sharne, e
folleaved by a Sght second courss.
Skip the dessert and » Dot - about politics or
coffee. pErscnal maters unless you know the
person welll, bul = 100
 The time: — @ tabie miuch formality creates distance and

for betwoen 1.00 and 1.30.

; 1o finish withén two
hours {excapt on Fridayl. As the
host, arrive & fely mMnubEs aadhy

coldnass.

the end of the meal by
asking for the bifl, with &
cradit cand

- " .



Is everything all right?

1 Look at the photos. What are these things in English?

Match the photos (L-6) to the descrigtions (a—f).

I like it black with ne sugar. l:l
It comes from the sea, but it isn't a fish, ]
We have it as a first course or a side dish. ]
They usually grill it in restaurants and sometimes it comes with a sauce, ||
They serve it rare, medium or wall-done. [l
It comes from a local spring. D

- m oo oEm Ry

3 Work with a partner. Describe some of your own favourite food without saying
the name. Can your partner guess what you are talking about?

4 What problems can you have when you eat out in a restaurant? Think about the
items in 1 and add your own ideas. Make a list. Use the words in the box to help you.

For example: The meat is tough,
ecld dry  hot overdonme tough  underconked

5 & 1.26-1,28 Listen to three conversations in a restaurant. In each case there is a
problem. Are any of the problems on your list from 47

6 ¥ 1.25-1.28 Listen to the conversations again. Complete the problems with the
words in the box. Then match them to the correct conversation.

fish meat squid

Problem | Conversation
a_The guestisalergicto . |
b The guestdoesn'teat =

WL L e P — P

7 & 126128 Listen again and complete the phrases from the conversations where the
speaker is refusing politely.

a Hmm, I'm want, Oh, what's this?

B I'm But I'm gat
meat. I'm a vegetarian, "

c Mo, I eat fish.

d I'msormry before,

g Oh, dear. I'm fish. [ can't eat it.

f Mo, dom't worry. or something.

8 Write your own conversation using the prompts. Then practise the conversation with
a partmner,

A fantastic meal / Thank you

B dessert?

A Mo, thanks / full

B Can/ order / coffee? £ do / wonderful Italian espresso
A Do they? / sounds good / Thank

B Okay/ Waiter / two coffees

g & 129 Listenand compare your conversation with the recording,
04 EATING OUT 28



WORKPLACE [Eraeaaieroia Wi dr i L St e i 1 5 S8, M ¥ |

A Show me the ropes

1 Do you remember your first day in your current job?
Work with a partner. Use the ideas in the map to tafk
about what you remember,

fegdings

show someone

the ropes

to show someons how to do
something, especially a job
On your first day w3 new
job, you need someane to

N

showe you the ropes.

tour of the
building

hm E 2 Mailready Selutions is a company that sells specialist office equipment. Today is Hannah
Katima's first day at the company. Watch video Al and underline the correct answars.
1 What Is Hannah's new job title? 2 Whois ill today?
Learning 8 Operations Manager a Sonali
objectives: b Customer Relations Manager b Jackie
Workplace ¢ Sales Manager ¢ Alan
Scenario A

Buginess comemdnkcstion
Sk [rscrssing your firkt
day at work; Roleplay
Showing a new emphoyee
aroand the office

Reading Wel:oming Why isn't Alan in the office?
eployess What is Henry's job?
= In Comipany in action

Al A now eraployes:
AZ: Shivw mo the ropes

B aHAW ME THE ROBES

i o fa B0 TN L

employees the same as yours in 47

What time iz Hannah's appointment?
Where are Bob and Jackie at the momont?

Watch the video again and answer the questions,

Work with a partner and discuss the questions.

How do you think Hannah feels? Why?
What do you think a company sheuld do to welcome a new employes?

Read the extract from a web papge for managers below. Are the ideas for welcoming

GETTING PEOPLE STARTED

Seeing the boss

A5 the mansger it's impartant that
yOU greet 3 new warker when they
arvive for the first time. Show them to
their desk and have a short mesting
ta explain the first steps and schedule
fior the day.

Thae practical stuff

it ks mot a good sign if people amive
an their first day and 1hings are nol
reudy. Make sure that a desk, PC
office supplies, pastwaosds, phone and
access cands are all prepared.

Studies show that employees who make a good start in 2 new job are more
likely to stay with the company for a long time. The first day in a new job
affects the rest of the employes’s time at the workplace. Here are four tips for
getting people started in the best possible way.

A halping hand

All new pmiployess need to be told about their
tasks and how 1o do them. Some companies
have schernes whene experienced co-workers
act a5 ‘buddiss! & buddy is an experlenced
member of stafl who helips a new starter
during the first day af work. Chotse someone
yiou rust 0o act as a baeddy for the new worker,

Feedback

Be there at the end of the first work day to
ask how things went. Again, at the end of the
first week, make some Hme to get the new
started’s ideas and feedback




WORKPLACE SCEMNARIO

6 ‘The extract in 5 mentions a ‘buddy’ system. What kind of things do you think a buddy
does on the first day to help a new starter? Work with a partner and add your ideas to the
list in colummn A.

A What a buddy does B What a buddy says

1 Show the new starter around the office. Tiie krtclreer &5 over fhere

2 Explain basic tasks.

3 Introduce the new starter to other colieagues.

4 Take the new starter to hench,

7 Look at the things a buddy says and add them in the correct place in column B in 6.

Cam introduee ... B youd

Enter your username here and then your password.

Il shiw you whre the photocopier is.

Let’s go and have some lunch,

S0 you put your card in here and then type in your e
This i ..., hesehe's starting today.

Why don't we have lunch in the canteen?

8 For each new task you added to column A in 6, try to write what the buddy says in
colurnn B,

mc;r:.ﬁuﬂ El 9 At 11 o'clock, Bob and Jackie arrive back at the office. Watch video A2, Which of the

buddy tasks from & does Jackie do?

10 A buddy is talking to a new employee on their first day. Work with a partner and
roleplay the conversation.

Speaker A: Turn to page 137.
Speaker B: Turn to page 142,

11 Evaluate your performance using the form on page 146.
A SHOW ME THE ROPES 31
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Your meighis e cabile o comalnet

a Videoronferemoe wink key
fruexiness partmers, bt e it
COMMES £G MEEIINE Nl CONETrs
aeal picking a e fleas,
reai-fffe burimess conferemoes
arre alifficudt fo beat.

sy Brackuny

Are telephone conferences
and videsconlerences
better than face-to-face
meclings in some
situations?

The conference

1 Read the text and answer the questions.

Hundreds of hotels and resorts add the words ‘conference centre’ to their name, but anly
just over 300 meet the strict criteria of the International Assodiation of Conference
Centres = JACC, The TACC includes conference centres around the world = in Australia,
Europe, Asiz and North America. The TACC website provides information about
conference centres, with photes and links to the members” homepages.

What is the IACC?

In your opinion, what are the three most important features of a good conference centee?
well-equipped meeting rooms

beautiful surroundings

# g relaxing atmosphere

a
b

L L

a convenient location
comfortable accommodation
Iuceury food and drink

2 ‘The company you work for plans to organize a conference in Sweden. Read the text
below. Which of the things in the photos are mentioned?

Learning objectives:
Unit 5

Busingss communication
wkills Discussieg the features of
a conference cenire; Comparing
defferent confesence centres;
Roleplay: Making enguairies
aboal a conference centire;
[escribing your breakefast
Reading Conference centre;
Business trip; Eating a gocd
breakfast

Listaning Conference centoe
fwcilities

Phrase bank Discussing
ArsangerEnta

Vocabulary Confesemes cenitres,
Sevuling ap ematl

Grammmar there i 7 there are,

| P gt

Location Siotishoim ks stuated on the island of hMuskd, it ik 40

| Slnttshﬂlm

MMM'IHEMII«HMHM

kornetmes south of Stockihalm and 106 klometres from Stockholm
Artands Aspon.

Meeting rcoms We have meeting rooms of diffenent smes. We
hawve one arge mesting room suitabie for 25 to 40 partspants,
depending on 1he seating arrangement. Thens are also six small
maating roome for eight 10 12 people. Qur Business Ceantre has
computers for guests’ use and the whole holel has Wi-F

Accommodation The castie ofiers comfortabia, racilional
accommodation. There are 0 sindghs rOOmMS and nae OCLIDE Aom:s,
All tha rooms have a television, a rafigerator and a bathroom with a
wiatli-n Shorarar,

Leisure facilities The hotel has two iounges with log fres and
viers over the Baltic Sea, On the top floor thine @ o Mnoss centra
and a coffes shop. The ground floor has & oames room and & TV
with sateliie channals. Thera ane also nubber boots and
raincoats to bomow for waking inowet wealber.

Catering Our kowny dining room séats 76 peopla, We sene
both tradifional Scandinaian cusne and modem
Eurgpean dshes, made rom high-gualty
ngrediants from local supplens,

Wel;zﬁmes to




BUSINESS COMMUNICATION

3 Answer the questions.
a How far iz the conference centre from Stockhalm Arlanda Airport?

b Isit near the sea?

¢ How many meeting rooms does it have?

d Is there a mesting room big enough for 100 people?

e What kind of accommodation does it have?

f Does the centre have Internet connections for conference participants?

g Does it have dining facilities?

h Are there any places for relaxing?

4 & 130 Listen to two people talking about another conference venue and complete
the information.

a Mame:

b Location:

¢ Meeting roomas:

d Conference services
and equipment;

e Accommedation:
Restaurants and cafis:

g Leisure facilities:

WORK IT OUT

B Look at the two sentences and the rule. Answer the questions.

It has 20 mesting rooms.

It’s got a peol and a fitress cemtre.

¥ou use two ways to express the zame idea: havehas and have/fhas got.
a Which form do you usually use when you speak?

b Which form do you usually use in written Englizh?

6 Complete the table,

Affrmative Megative interrogative
4 H: i o =
It has — Ifah — hawe ;E::umz:::lrse i) it hawe a garden?
ini lps?
Wefgh | MO INING FOOMS. |y pocm got kg roone:. |0 ifgon | S o ke
There's a pool. There (el |agolfcourse. |fl— there | a garden?
: , any small E
Theredgl | two dining rooms. | There aren't meeling rooms. ) e there | any round tables!

05 THE CONFERENCE 33



7 Rewrite the sentences using the words in brackets.
a8 Docs it have a big meeting room? (got)

b Ithas 20 meeting rooms. (there]

¢ [ suppose they have all the usual services and equipment. (got)

d Does it have a restaurant? {got)

¢ It has a dining room which seacs up to S00. {there}

. f It has a separate restaurant as well. {got)

E [t hasn't got a spa. (there)

8 ™ 1.30 Listen to the conversation in 4 again and check your answers.

9 Read the description of the conference centre in 2 again. Complete the sentences
below. Use different words to describe the features and facilities,

a ftsgr! meeting rooms of different sizes.

b alsa gix small meeting rooms for eight to 12 peaple.
| ¢ Thecastle____ 40 single rooms and nine double rooms.

d . a television in every room.

& The hotel a fitness centre and a coffee shop on the

top floor.

10 work with a partner. You and your partner are looking for a conference centre which i
cloge to Stockholm and has room for 250 participants, including a place to eat.

Speaker A: Look at the information on page 136.
Speaker B: Look at the information on page 140,

Choose the best conference centre.

A conference trip

1 Put the emails on page 35 in the correct order,

Find words and phrases in the emails in 1 which mean the same as phrases a=-e.
the flight from Paris to Stockholm
the flight from Steckholm te Paris
Send my good wishes to Sam.
Please reserve the fights.

Enjoy your jourmey.

Ly @ B0 T B R

Underline the different ways of making requests in the emails in 1.
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Stockholm conference

To: Ross McoKenzie
From: Sarah James
Subject: Stockholm conference

Daar Ross,

Re your trip to Stockholm — | need to organize
avarything. Can you let me know if you need anything
special for your presentation? There's a good hobel next
tor the conferance centre. Do you want to stay there?
Best wishes,

Ra;: Stockholm conference

To: Sarah James

From: Ross Mckenzie

Subject Re: Stockholm conferance
Thanks for everything.

Rioas

Re: Stockholm conference

To: Ross MoKenzie
Frown: Sarah James
Subject: Re: Stockhalm confarance

Ross,
The new brochure looks great - pdf attached, Stefan

5y the conference cantre has got the projecton you
need, Here are the details of your flight:

May dth: Pars CDG 9.45 -
Stockhoim Arlanda Airport 12,15 (AF1262)

May Sth: Stockholm Ardanda Airport 1.00 =
Paris CDG 3.40 (AF1263)

Please confirm that this is okay.
Give my regards to Sam,
Sarah

D

Re: Stockholm conference

To: Sarah James
From: Ross Mekenzia
Bubject: Re: Stockholm confarence

There's a problem with the outward flight. It arrives at
12.15 and the presentation is at 1.30. There are often
delays at the airport and | don't want to be late. Could
¥ou see if there's a flight at 9.007 The return flight is
chay,

By the way, Sam says hallo.
Ross

BUSINESS COMMUNICATION

Re: Stockholm conference

To: Sarah James

Frome Ross Mckenzie

Subject: Re: Stockholm conferance

Hi Sarah,

Good ta hear from you, Gan you find out i the
conferance cenire has a projector with an HDMI
cennaction for my laptop? The hotel sownds fine,
Would vou mind sending me a copy of the new
brochure when it's ready?

Rass

Re: Stockholm conference

To: Ross McKanzie
From: Sarah Jarmes
Subject: Re: Stockholm conference

Ross,

I'm afraid there isn't a flight bafore 8.45. Do you

want to fiy the day before? There's a flight at 4.05
that arives at 5.35. That way you get an evening in
Stockhalm = lucky you! Is that okay? Please get back
Lo e asap.

Sarah

Re: Stackholm canfersncs

To: Rosa McKenzie
From: Sarah James
Subject: Re: Stockholm conferance

Hoss,

The flights ane booked. Thera's a link at the bottom of
this email for you to print your boarding cards. Have a
good trip. All the best.

Sarah

> ;

Re: Stockholm conferdnce

To: Sarah James

From: Ross MoKenzia

Subject: Re: Stockholm conference

Sarah,

Yeg, that’s fine. Go ahead and book the fights.
Roas

e,

05 THE CONFERENCE
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Checking the details

1 Your company is planning a conference. Before you make the boaking, your boss has
asked you to email the hotel to check on some details. Complete the email below.

conferance uJ'll::|uil'}'

Good moming,

W are interested in booking your hatel for a conference in Octobes
These gre some details | would like to chack:

What room layout options (a) 7
Doesyourhotel(b) — Wi-Fi?

{6l —— focilities for disabled delegates?

() —— & car park?

e} aprojector with an HDMI connection?
Wea look forward to hadring from you.

Yours,

2 Work with a partner or your teacher.

Speaker A: You have not received a reply to your email, so you decide to phone the
conference centre and get answers to your questions in 1.

Speaker B: You work at the conference centre. See page 144.

Conference breakfast

1 Answer the questions,

a What kind of breakfast do you normally have?

b Do you have a different kind of breakfast if you're away from home?
¢ Which of the things in the photos do you like for breakfast?

2 Work with a partner. Discuss the questions. Then read the article to see what
an expert says.

a Why do people have problems concentrating when they don't eat breakfast?
b Why do pecple whe don't have breakfast semetimes put on weight?

c  What kinds of food are healthy breakfast foods? Make a list.

EAT A GOOD BREAKFAST

T moet the demands af 8 busy day. the body and mind noed Authends and enangy.
A wali-haianced breakiast provides thase. Peopie who don't Bat breakfast have
fow anargy iBvels fater in the rmiarring.

mﬁmﬂﬁﬂm mtmmm If you get
oL Mﬁ"!" : misals, chooss
wwm mwmhw;




05 The conference

Phrase bank: Discussing arrangements
Maes the hotel have a hig reEting roarm?
[s there a projector?

The hotel has got a car park.

There's & gym in the hotel.

Give my regards to ..

All the beat.

Good to hear from o,

Go ahead and book the fights,

Can you let me know if .7

Please confirm thar this is okay.

Could you see if .7

Bleage get back to me asap.

Canyou And out if ...¥

Would you mind .7

Conference centres
1 Complete the text with the words in the box,

beds cities concerts faclities  internariomal

reslauranis Lransport

What does Madrid offer?

Madrid is a friendly and open city. It is a first-class
tourist destination and has all the (a)
of an ideal conferance vanle,

Madrid's airpon handses 901 (D) e, BITHELS 8
wees from B84 cities around the world and 203 domestic
armvats from 29 Spanish cites. i & the cantra of all road
eh— in Spain: sis motonaays connact it wih
tha rest of the colntry, Frve hundred and besanby-gight
Erane froom the ten mast impartant (d)

in Spain arkee in Madid eveny week,

Madrid has two large purpose-built conferancs cenfras,
For trade fairs, it has an exdhibition centrg, as well as a
sraller venue located in La Casa de Campo',

Thara are 56,000 hoted (a)
them in four- and five-star hotels,

. 28,500 of

Madrd has some of the world's mast mportant displans
of paintings, housed in the Musso del Prado, Muses
Thiyssen and Cantro ce Al Aena Scfa. Thems ane

alzo another 73 more museums in the city, and a

waried cultural programme throughout the year with

i e Ehibitions, balat and flamanco,

Macdrid offers a varied and delicous gastronomy and has
hundneds of (g) . pavement cafés, bars
and clubs, Its tapas bars ane workd-famous.

Sending an email

2 Complete the email extracts with the words and phrases
in the ha.

best wishez  bytheway details  hope you ans well
mafraid re

a
b

Here are the of your Hight next week.
Thank you for offering to pick me up at the airport.
my fight number is [B345,

- Lean't help you because | am on holiday
that week, Sorry about that,
— the date of the meeting next month,
what about the 10th?
I look forvard to secing you again. Have a good trip.

, Jamal
Dear Alexds, | and that business is good.
Thiz email is to ask for some information abowt your
product range.

Grammar

there is / there are

Afhrmative

There

MNegative

is a television in every room.

are same smaller rooms available.

There

isn't 2 swimming pool in the hotel.

aren't any sports facilities.

Intervogative

Is

an Internet connection in the room?

there
| any messages for me?

Shortanswers

Yes, there is. Mo, there isn't.
Yes, there are. Mo, there aren't.
Practice 1
Complete the senbences with is, are, isn't or aren’t,
a8 There 2 48 rooms in the hotel.
b There Wi-Fiin all the bedrooms.
& There air conditioning in the rooms,
I'm afraid.
d ‘There two hueury hotels in the city.
8 There a fitness centre in the hotel,
but there is a swimming pool.
f There two swimming poals in the hotel
grounds.
g There a flight until eight o'dack,
g0 [ usually go by train.
h  You're lucky. There one seat left on

the flight.
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Practice 2
Put the words in the correct order to make questions.
a centre/is / conference / there / in / restaurant / a /
the /7
Ix thee o restaurnt i the ﬂgﬁ'gn o spefies
b in/there/a/is/building / the /life /?

¢ showers / the / are / there / in / bathrooms /7

d hotel / there /a fthe /is /in / gym /7

8 airport / the / there / tasis / are fat /7

{ centre / thers / the / hotel / in / business / a /is /7

have got

Adfirmative

1

You a problem,

We e got harve got) some good contacts.
They

I h 4 SAuni

ihc sgot(hasgot) |,
Megative

1

tou haven't a boss.

We ;

1 mobile phone.

They ot

H 4 restaurant,

s Ny Meeting moms,

She | hasa't

It

Interropative

Have 7" a good job?
they | got any good CDs?
i car pirk?
Has ::: any sports facilities?
it

How many rooms has the hotel got?

Short ansowers

Yes, lyou/we/they huve. Mo, I'you/we/they haven':.
Yee, hefshefit has. Mo, he/shefit hasn't.

NE THE FANFERFNCE

Practice 3

Rewrite the sentences using fave got. Use contractions,
a@ He hasan Audi.

Hie's gt o Ausl =- 1
b They have an office in London.

¢ Dwoes she have a company car?

d He has a well-paid job in the city.

& [don't have a mobile phone.

f Do you have broadband?

E [Itdoesn’t have a restaurant.

h Do they have a web page?

i She has three different email addresses.

Practice 4

Look at the information about the hotels and correct the
mistakes in the sentences. Each sentence has one mistake,

Concord Hotel Regent Hotal
FOOMS 45 78
restanrant i YEZ
swamming pool yes no
car park YES5 o
business centre no Yes

a The Concord Hotel have 46 rooms,

b The Regent Hotel have got 78 rooms.

¢ The Regent Hotel not got a restaurant.

d The Concord Hotel isa't have a restaurant,

8 There have a swimming pool in the Concord Hotel.

f The Regent Hotel haven't a swimming pool.

g The Concord Hotel are have a car park.

b The Regent Hotel doesn't got a car park.

| ‘The Regent Hotel there are a business centre.

] TheConcord Hotel there haven't a business centre.




Whart goals do you have?

: Learning objectives:

Unit &

| Business comemunication

sldlls Talking abous abdlities;

| Discussiog wllio you cn o
eamnat trusr; Desoribing whar

y periil ted aned ot pesmitied;

Flueney: Mecussing identity

thedlt; ';'.I'u'l.lhg_. Job applications

Reading Trusting corparate

bodies; Mentity theft

Listering Job interview;

Oiinkons on corporate Bosses;

Adrport tansport

Phrase bank Abilicy,

permizsion and possibility:

bupiness cormeapondance

| Vocabulary At the alrpore, The

e

Grammar san/can'e

. 6 Can you or can't you?

A job interview

1

&ia Sally Bale goes to an interview for a job as an office assistant. Listen to the

interview and answer the questions.

N = O 0O O o

Can she use a computer?

Can she make web pages?

Can she uge social media?

Can she touch-type (bype with all her fingers, without loaking at the keyboard)?
Can she speak French?

&1a Complete the sentences with can, cen't and the verbs in the box. One verh is

needed twice. Listen again and check your answers.

build make type use
a 1 all the usual office programs.
b Good, but you wieh pages?
¢ We're hoping you a website for our company.
d Okay, so you do that. o social media?
& I'mafraidl .
f Mol bur 1 with two fingers.
3 Work with a partner. Ask and answer questions about the shills in 1.
A Can you speak French?
B Yes, 'can. / No, [ can't.

4

A computer can do mamny things, but it needs a person too! What are your skills with

your computer? Ticl the tasks you ean do and add any others to the list.

- @ 0O 0 oo

write documents (] g editvideos L]
send and receive emails [ ] b downlead films []
make weh pages [0 i move money between bank accounts ||
make telephone calls |:| j shoponline ata supermarket u
scan documents |:| k create financial documents D
edit photos |:| | make slides for a presentation |:|
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Who do you trust?
1

08 CAN ¥YOU OR CAN'T YOU?Y

2

Read the text and answer the questions.

What are "fat cats"?

Why don't people trust the bosses of big companies?

Which people are less worried about how much executives earn?

Why do young people have more faith in company bosses?

£ the directors of large
Ly companies eam too
) I~ miuch? Can we trust tham ta tell
ﬁ “ ug the truth? Well, according to a
é" q"-‘;-} recent British survey, we can't.
~ The survay shows that two out of
three pecple think that you can't

believe what our business leaders

say. Four out of five think big company
boszses - fat cats - get too much money
for what they do. Many pecple also

believe you can't trust employers because

they might not pay your pension when

you retire.

The findings show the impact of corporate
scandals like Lehman Brothers and JP
Morgan, However, your level of trust depends
on who you are. Naturally, rich pecple are less
wormied about high executive earnings than

the poor. Surprisingly, young people have more
faith in the honesty of big business bosses than
any other age group. Perhaps this is because

the under-25s have little experience of life and
baisiness. As a result, they believe they can trust

their employars.
N

1.32-1.34 Listen to three conversations and complete the table with o or X.

Conversation 1 | Conversation 2 | Conversation 3

Corporate bosses earn too much.
You can frust business leaders.

3
a
b
[H
d
@
;

1.32-1.34 Listen again and complete the sentences.

_ Lask you some T

Well, 1 0,
they get too much money?

vou think?
s,

Do they deserve their high salaries, in your —?

4 Who can you really trast? Use the language in 3 and ask your partner about the followin

politicians & jourmalists *  car mechanics

union leaders * zalespeople *  huflders



BUSINESS COMMUMICATION

Can | wear jeans?

1 Work with a partner. Think of questions that you can ask in an interview or on the first
day in a new job about what is permitted and not permitted. Use Can I7

Can Dwear jeans in the office?

2 Make sentences about things that are permitted or not permitted in your company,
using You can and You can't.

a park/in the company car park

b make personal calls f on the company phone

¢ listen to music / on headphones

d complain about / your job

@ sleep /in the office

f eatand drink / at your desk

g say what you think / to the boss

h play computer games / at your desk

3 Are your partner’s answers for 2 the same as yours? Compare your answers.
A [ can't park in the company car park. Can pou?
B Yes [can. # No, [ ean't.

What can you do?

1 # 1.8 Listen to 2 radio advert for the Hong Kong Airport Express and underline

the correct answers,
B. : 1 It takes 24 minutes to get from
_5 a your hotel to the station.
. B3 b the centre to the airport.
- — € your hetel to the airport.
2 It's possible to get a free shutthe bus
B a from the airport to the plane.
- b from your hotel to the airport.
Q & from your hotel to the station.
(D g Trains depart .
a every five minutes, from 10,00 until midnight.

b every Bve minutes, from 5.00 until midnight.
€ every ten minutes, from 5.00 until midaight.

B ——
4 [It's possible to check in
@ a atyour hotel.
L F b at the airport.
. @ ¢ at the station and at the airport.

‘l
O

G 3 2 Look at the icons showing services at Hong Kong International Airport. Match them
i to the words in the box;
A |
-."é:_.'r'f' bus carpark information medical money post  sleep  faxi

= Br
i @ 3 Work with a partner. Discuss what it is possible to da at the airport using You can.
¥iue can park pour car.
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|dentity theft

fraud 1
thicf

rulbhbish

mailbes

cash dispenser / ATM
install

shined

prevent &

Tk e OO O D s
b - LT UL

Match the words (a=h) to the definitions (1-8).

a machine where you use a card to get money

a place where you can collect your letters

stop something from happening

[UL & PIOEFAM ONTO & COMpter

getting money by saying things that are not true

cut into small péeces

things people throw away because they're old or not useful
sameones who steals

2 Read the first paragraph of the article to find out what identity theft is. Then work
with a partner and discuss your answers to the questions.

a How is it possible for someone to get private information about you?
b If a person has your private information, what problems can you have?

I.T. Identity theft is when someone uses your name, social
‘ D E N T ‘ \ f security number or credit card number to commit

- fraud or other crimes. ldentity theft is serious. Over

= nine million people in the USA are viclims every year.

How do identity thieves get your information?
» They can look through your rubbish for documenits with
parsonal information.

Unfortunately,

» They can use false websites (1o look like an onfing bank] 1o many Consumers

et you 1o give them your persenal infonmation,

don't realize what

* They can get your personal data from employeas of financial is happening until it

institutions or eephone companies,

What can thieves do with a stolen identity?

= They can open a new credit canrd account or
fake cut & bank loan in your name.

+  They can use your debit card at cash
dispensers to emply your bank accounts,

» They can use your social security number to get
govamment benafis,

What can you do to protect yourself?

# You can shred private documants befone you put
tham in the recycling bin,

+ You can change your loging and passwonds regularhy,

s You can install special software on your computer to

prevant thigves from getting your infarmation.

3 Bead the whole article, Does

is too late and they
can't do anything
about it.

the author mention your ideas from 27

4 The article is about identity theft in the USA. Is it possible for this to happen in your

country? Why 5 Why not?

WORK IT ouT

5 Match the sentences (a-c) to the functions (1-3).

a They can lock through your rubbish for documents 1 permission
with personal information. 2 possibilicy

b She can type with two fingers. 3 ability

¢ Youcan use my parking space when lam en holiday.

NAR can Yol oR CANT YOU?



BUSINESS COMMUNICATION

Applying for a job
Laak at the emails below. In each case, the second email is more formal and more

appropriate for a job application. Complete the second email with the phrases in the box
#0 it means the same as the first.

advertisedon  altached dooument  Bestregards.  Could you please
do not hesitate ta. Furtherto  1look forward to. 1 regret to say
Twould ke to.  I'mafraidyon Pleasefind  Reganding

take this opportunity to thank  With regard

- - Job application

Hi thera, Mr Walls. | was browsing your website the
other day and saw the ad for a sales rep. | thowgh
I"d like to apply. It sounds great and |'d lowve to work

for such a cool company. I'm sending you my GV,
I'm yourg and full of energy. | hope you give me

an opportunity, Anyway, plesss reply soon. All tha
best, Ana.

Dear Mr Watts,

(a) — apply far the post of sales
representative (bl your website. The job
geems very interesling and your company has a

very good reputation. o —__ my C\V as an
) —— . lam adynamic young person and

| amn vary keen to show that | can make the most of
any opportunity | am offered.

8 — . hearing from you.
Yours sinceraly,

Ana Hudsan
.

Re: Job apphcation

Helle Ana, | got your apalication for the sales rep
pab, Is there aryone who can give you a raferance?
It doesn't say anything on your CW

Jahn Watls

Dear Ms Hudson,

Thank you for your application for the post of sales
representative. () to your GV, it does not
include your refarses. (g) — supply me with
the names and email addresses of two peopla who can
provide an up-to-date reference for you?

Best regards,
J M Walts

" = R Job applicaton

Hi than, Mr Watts. | gat your email about mmy
references. Here's the information about my réferees,
It's in an atfached document. Tell me if you need more
details. Catch you later. Bye for now, Ana

Dmar Mr Watts,

) —— our previous comespondence, please
find the attached document with information about my
referens. Please (i) contect me if you
nead maore detalls.

| o to hear fram you soon,

Re: Job application

Hallo, Ana. I've thought about your application,

bt | can't offer you work. You haven't got the right
qualifications or enough axpenonco really, Somy about
that. Thanks anyway and good luck finding a job
somewheng alse,

Mr Watts,

Dear Mz Hudson,

K your request for work,
() e that | am unable to consider your
application. jm) dao not have the

necessary quelifications or sufficient experience.
Pleaseletme(n) — wou for your intares!
in aur company and wish You every Success in your

] search for amployment,
Ana Hudson Best wishes,
J b Watts
e b J

06 CAN YOU OR CAN'T YOU?
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06 Can you or can’t you?

Phrase bank: Ability, permission and
possibility; business correspondence
Can you type?

| cam use all the usual office programs.

Can [ ask you some questions?

You can beave your car in the car park.

You can't trust them.

[ would like to apply for the post.

[look forward te hearing from you,

Could you please sigpply me with ..

Further to our previous correspondence .

Flease do not hesitate to contact me.

At the airport

1 complete the text with the words in the box.

airport card earn  email  Hight nelax  trip

When youare waiting foryourfa)
at London Heathrow, there are some great facilities at the
(B} — o help you pass the time. You can look

at the large selection of shops; there are brand-name fashion
and beauty stores both before and after the security check.
In fact, Heathrow Airport haz more shops than many high
streers] It's ideal for purchasing the things you forgot to
pack, or for gifts and souvenirs from a holiday or business
& —
i you register for Heathrow Rewards, you can

) —_ ‘points on items purchased at the airport,
including parking and travel on the Heathrow Express train,
It's a (2) that helps you save money — you
€an save your points and exchange them for £5 shopping.
wouchers, which are accepted at hundrads of stores, Or you
can wse your points for Instant Rewards, o pay far your
purchases at the airport.

Some people prefer o (f) _—___ while they wait
for take-cff and the Heathrow Rewards card ghves you 90
minutes” free Wi-Fi, soyou cansendanig)
ar surf the web until your fight is called.

Pick up a form for Heathrow Reward: when you are next 3t
the airport, or register online now.

The interview
2 Complete the sentences with the words in the box
applying  fnanclal  programe  sldlls gpeak  train

a lam for the job of office assistant.
b Do you have any computer L7

¢ Which standard office computer CAI YOl
use?

d Wecan you o make a web page.

8 Canyou without looking at the keyboard?

f How many languages can you fuently?

g Dovouunderstand — - docurments?

44 06 CAN YOU OR CAN'T YOU?

Collocations

3 Match the verbs (a-h) to the words and phrases (1-8).
a tell 1l jeans

b do 2 television

€ stan 3 the truth

d listen to 4 documents

g watch 5 alanguage

f learn 6 music

E wiar T money

h earn 8 the shopping

Gramimar

can/can't
You use can to talk about abilicy:
= Cirn you éyped
= I'eant wse social media,
You also use can to tlk about possibility:
* Tdemtity thictes e steal your personal dta,
* You can’t frost business leaders.
Your use o 1o ask for permission and o say if you have
pErmisgion ar mot
* Can I zit berel
= You ean use rny pbane.
= Fm sorry, you sarcf park there.
The negative of aen is canner or can's. You uwsually use can’
when speaking, as cannst is very formal.,

Afhirmsrive Intermogative

1 |
You | Vol
He he
She |cando |ir Can |she | help?
It ir
We we
They they
:‘HL':'.“I'- =

1

Tou

He

She | can'tmake | the rea,

It

We

They

H h O1T ANSWETS

Yes, Ifyou'he/she/iv'we/they can.
Mo, Ifyou'hefshe/iv'wethey can't,



Practice 1

Rewrite the sentences using can or can't.
a He is able to type with his feet.

g e fagre sl s fed,
b Sheis able to see you now.

¢ Weare not able to trust politicians.

d s it possible for me to leave my bag here?

& It's not pozsible for her to finish the report on time.

i ‘_:'nu're: not allewed to park here.

g Themachine iz able to produce 250 units a minute.

h I'm afraid we are unahble to give you a refund,

i It's impossible for them to stay,

Practice 2

Look at the information in the table and complete the
senténdes.

Jorge |Diana | Alain Yoko
touch-type X o X v
speak German 1.-"' X X v
drive v W X W
use social media X X o ¥
make web pages o X 4 s
play gotf v v o ¢
a Diana can drive, but she couf gpead German,
b Both Diana and Alain
& Jorge can speak German, but he
- or
d The only person who
is Alain,
& Yoko everything,
I The only person who
is Diamna.
E Everyone
b Two people = German, but
the other two

Practice 3

Complete the ssntences with can, has, have, do, does, is and
are or their negative forms.

a [ gota problem with my car.

b He__  know the answer.

& You__ takea train from Berlin to Hamburg
- it's very fast.

d She a nkce house in the country and she
goes there At weekends,

e Where my documents?

f Thers abottle of water on the table.

& The price - imclude VAT.

h | givevyoua lift to the airport if you like.

i We o lmowwhat time the plane arrives.

Practice 4

Read the text about Digital Download Day and answer the
questions using three words for each answer.

Dicteber 3rd is Digital Download Day, DOD is the idea
of Peter Gabrial and his company OD2. Participating
record companies include Sony and EMIL On DDD,
music fans can complete an online form to get free
‘access to music. They can then download songs worth
upto £5. In return, the record companies get valuable
marketing information, DOD shows & change in the
record industry’s attitude to digital music. Nowadays,
censumars often have a chance to sample new albums.
beafore they buy. Record companies realize that the
internet can be a friend as wall as an enemy and that
not all people who download music are pirates or
criminals, In fact, many people don't know that thare:
are legitiriate ways of cbtaining music on the Interet.
DDD is an ity to show that it is possible to
download music legally. lllegal file-sharing can be
difficult and the quality of the tracks is often poor.

The key is to make paid-for services easy to use and to
provide @ wide selection. In retum; the record ndustry
can take advantage of the Internet as a marketing tool.
They can get infarmation about cansumer preferences
and use email to advertise their products.

ls October 3rd Digital Download Day?

Yes. o i

Is DDD the idea of EMI?

Is Sony participating in DDD?

Can fans complete a form?

Do they pay anything?

—

Do the record companies get anything?

Are all people who download music criminals?

Are there any problems with file-sharing?

I5 it possible to use the Internet for marketing?

06 CAN YOU OR CANT YOUF 485



A entrepreneur fewds to
dite aff a littie maore than be
can chee baping be ll quickly
learn bezp to chew i,

Ry Ash, cofounder of Liston
Imglustraes

Whar skills does an

entreprencur need?

Learning objectives:
Unit 7

Buginess communication
sl Tallting abowt the past;
Fluency: Asking and answering
questions about a compary s
history

Reading Body Shap
enftrepreneur, Dame Anita
Roddick; Company kistories of
Starbucks and [kea

Listening Asking about past
avents; A company’s histoey
Phrase bank Compary
hdstaries

Vocabulary Paris of speech
Grammar was/eere, Past
Simple regular verhs

Iz In Company Interviews
Unfits 5-T

FEFT e F P RO

1 & 1.36 Listen and match the conversations to
the photos.

2 & 136 Listen again and complete the conversations.
Conversation 1
A Iz John on holiday today?
B Yes, heis.
A Hmm. (a}
B Yes, he(b)
Comversation 2
A What time is the sales meeting today?
B Itsatspm.
A Really? That's wery late. What time (c)
the meeting last month?
B It(d) at 9 am. [t {e) —
a breakfast meeting!
Conversation 3
A Stella? Where are you? You aren’t at the conference.
B HNo, I'm not. 'm too busy. Are Jacques and Pedro there?
A Mo, And they (f) there yesterday, either, Yesterday they said they
(&
B Oh(h)

he on holiday last week too?

T busy!
. the organizer angry that we (i)

there?

3 What tense are the words you wrote in the gaps?

4 Complete the tables with the Past Simple forms of the verb to be.

Affirmative
I/He She ;] p— = .
on holiday last week.
YouWe They W= &
Megative
I HeyShe M Ic) ;
on holiday last week.
YouWe They ()
Interrogative
fo) —— | l/hesshet at the conference
lﬁ] | youswesthey yesterday?
R |the conference yesterday?
Where 7
| your coleagues yesterday?

5 Complete the sentences with was or were.

a Where . you on 1st January 20007

b When — your last holiday?

€ o youat work last week?

d  Whae day of the week your last birthday on?
& What vour first ever job?

" it difficult to park your car today?

g What on television last night?

h you a good student ar school?

6 Work with a partner. Ask and answer the questions in 5.



The Body Shop

Match the words and phrases (a-e) to the definitions (1-5).

L~ I TR - N - O v T~ R ™ |

Fury 1
childhood 2
trek 3
source of income 4
acological -

BUSINESS COMMUNICATION

way of making money

working to protecting the environment
popular name for business expert or leader
period of life when you are a child

long journey {on foot or by horse}

Read the introduction below to the article on page 48 and answer the questions,

Who was Anita Roddiel?
Why was she well-known?

WORK IT OUT

DAME ANITA
RODDICK

3 Lookat the examples of regular verbs in bold in the introduction. Complete

the rules,

To make the Past Simple form of a regular verb, you usually add -ed. The examples
trelow show how the spelling sometimes changes.

a FPorweork, add -
For deseribe, add 5

b
¢ For travel, double the final consonant and add
d For remarry, changs the p to { and add

07 ENTREPREMEURS 47



4 Complete the rest of the article with the verbs in the boxes in the Past Simple form.
They are all regular verhs,

help marry offer open

Sheda) [ | Gordon Roddick in 1970, and they (b)

a restaurant and a hotel in their home town, In 1975, her husband () [ |
Anita to establich a shop as a source of income for herself and their two baby daughters:
while he was away on a trek in South America. The first branch of The Body Shop was basic

andfd) [ lonly 15 product lines,
comtinge . mecognize  talks  want

Roddick was a pioneer in ‘green’ business. She realized that mary people

fe) — [ |tobuynatural, ecological products. Sheffl — [ |
about fair trade’ long before it was fashionable. Throughout her career, Roddick
gl [ ]tocampaign against environmental and social wiongs around
the workd. In 2003, the Queen ([ | Roddick's work with a knighthood,
naming her Dame Anita Roddick,

cause  purchase  best

Three years fater, L'OréalGl | | The Body Shop for £652.3 million.
The takeover () [ | some controversy because of an accusation that
LOéal(k) | its products on animals.

announce | die  start

In February 2007, Dame Anta ([ |that she was il with the Hepatitis C
virus, which she got from a blogd transfusion in 1971. Dame Anita immediately
im_— [ |acampaign to highlight the problems of Hepatitis C. Tragically, she
had a stroke and i) [ | a few months later.

call  campaign  imspire

! In a fribute to Anita Roddick, Prime Minister Gordon Brownfol [ heran
‘inepiration’ to businesswomen, saying that ‘She (p) [ ]for green issues for
many years before it became fashionable todosoand gl [ | milfions to the
cause by bringing sustamable products to a mass market.!

5 :5:" 1.37 There are three ways to pronounce the -ed ending of Past Simple verbs,

Listen and repeat.
1 |2 | 3
it it Jidf
e worked arrested
loved liked waited
discovered | stopped creatad

6 ¥ 1.38 Write 1, 2 or 3 in the box after each verb in the article in 4 according to the
pronunciation. Listen to the text and check your answers,
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BUSINESS COMMURMNICATION

WORK IT OUT

7 Read the sentences and complete the rules with did and didn’t.
Did Anita Roddick train as a pilot?

Mo, she didn't, She trained as a teacher,

Did her husband travel to Sowth America? Yes, ke did

He didn’t work in the shop.

8 Youuse ____ +subject + infinitive to make questions in the Past Simple.
b Youusesuhject+ 4+ infinitive to make negative statements in the
Past Simple.

8 & 1.39 Workwitha partner. Ask and answer questions about Anita Roddick.
Then listen and compare.

She worked for the Werld Health Organization.

Dvid she work for the World Haalth Organtzation?

Mo, she didn’t. She worked for the United Nations.

Her parents divorced when she was 16.

Her husband helped her write a book.

The first branch of The Body Shop offered 100 product lines.
People wanted to buy expensive produces.

She campaigned against big supermarlets.

She died in a car accident.

m ™o Q0 o0 E e

9 Anita Roddick is associated with 'fair trade’ and other ‘green’ issues in business.
Do you buy fair trade products? Does your company have any ‘preen’ policies?

Company history
Waork with a partner. Discuss the questions.

Do you like coffee? What other kinds of drink do you like?
Is there a chain of coffee shops in your country? Do you ever go to a branch?
What chains are successful in your country?

Match the words (a—d) to the definitions (1-4).
supply 1 one of several shops, banks or offices owned by a company

join 2 become part of
brand 3 provide gooda for other businesses
branch 4 the name and image of a product

Complete the questions with the words from 2. Then answer them

B L) B0 DR D TR e

Didyou_ your company when you finished your education?

Does your company havea —___ in Mew York?

¢ Does vour company —__ other companies with goods or services?

d What is Four :nmpnn}r': most important ¥
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WORK IT OUT

4 Read two questions from an interview about the history of Starbucks and
complete the rule with before and after,

5o, when did the first branch of Starbucks opon?

How many branchas did Sterbucks spen in 159877

To make a question in the Past Simple form using a verb that is not to be, you
normally use did (a) __ the question word (who / where / why  what /
wiiern / fowe / how mrany f howe mechl and (0] — the subject.

5 ' 1.40 You are going to hear an interview about the history of Starbucks, Write
questions the interviewer can ask, Then listen to the gquestions and check your answers,
8 When ! Howard Schultz / join / company?

b Where/ Schulez / visit / 19837 _

¢ How much / share price fdropin 20077 R —
d

L]

i

What / Starbucks / celebrate £ 20117 -
How many / locations / Starbucks / reach / 20127
When / Starbucks 7 offer / pay more corporation bax?

6 7 141 Listen to the interview and complete the missing information (a-o) in the text

The first branch of Starbucks apens in Seattle’s Fike Place. it isn't a coffee
L but supplies coffee heans 1o restaurants and cafés.

Howsard Schidtz joins the companyas theid) — director.

Schultzwisits (e} on a busingss trip, He loves the lralisn
coffee bars. He decides to copy thee idea in Seantbe,

Schultz stants the || Giomale company with caffe bars That Serve espeeisn -
coffee made with Starbucks’ coffee beans.

Schultr changes the name of the company from il Glamale to Starbucks
Corporation. Branches open i Chicage and Vancouver. By the end of the
yoarn, there ane (g}

1,177 new branches open and Starbucks is a familisr ghobal brand, There are,
5,285 branches in 12 different countries araund the world,

Aslpwing econoey and rising materlal prices affect Starbuchs’ performance.
Average transactions per store go down by ([ %, The share
pricedropsi) — asaresult

The company closes (k) IS stoees and reduces staff by 600.

Starbucks celebrates i (1) anniversary. The company
diversifies into other products including fruit jufee and smoothiss.

but Starbucks reaches a total of

Growth slows down in [}
A} e locations worldwide.

.m_@mwwmm;mnnmm




BUSINESS COMMUNICATION

IKEA

1 Work with a partner. Read the text about IKEA from an online encyclopaedia.

Discuss the questions,

a What does IKEA sell? What kind of business iz it? Whe ovwns the stores?

b ‘Flat-pack’ furniture is furniture you assemble yourself at home. Do you have any
furniture like this?

¢ Iz there an IKEA store in your area?

d TKEAis a very successful franchise. Why do you think this is?

2 Student A read the instructions below. Student B read the instructions on page 138,

Here is some information about the history of the IKEA Group. Some of the information

is missing.

8 Write the guestions you need to ask to get the information to complete the gaps.
Wher did Ingvar Kamprad establish IREA?

b Ask and answer questions with Student B,

A BRIEF COMPANY HISTORY

1)

Ingvar Kamprad establishes IKEA at the age of 17. His business sells pens, wallets, watches,
Jeweslery and mylon stockings. Anything to meet needs, with products at a recuced price.

1845 mmmm.nmwm.%gﬂmmMasmplemurdumm

1848 | IKEA introduces (c) inlo s range _qf products,

St Ammpunantmummnmmmmtmmémm:mm&m ihe company produces its

firgt catalogue. -

1956 The compary designs (a) for sall-assemiph. —

1958 The first IKEA stong opends in Almbwit -U;lﬁfﬂﬂﬁt funiture display In Sweden,

1863 IKEA arrives in Norway — the first store culside Sweden opens in () .— ——

1984 IKEA prints 45 milion copies of its catalogus, in nine anguages,

1888 Ingvar Kamprad refires, ) mﬂal:ﬁsrhﬂaspmadmtwcﬁﬂ
T IKEA estabishes its own indusirial grou of sawmills and factories 1o produce wood-based fumiture,

18907 mmmmmhmﬂﬂl = ==
2000 | IKEA ofters e-shopping to cusiomers in Sweden and Denmark. Other countries soon follow.

2004 Tha 200th IKEA Group store opens, in the (m)
g 2012 Sanes for umﬁﬁmarmmmaahatutajqfez?l:n The group includes 253 stores in 24 countries.
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07 Entrepreneurs

Phraze hank: Company histories
They affered only 15 product lines.

The Body Shep franchize included 100 shops,
The first branch opened in 1971.

Why did the share price drop?

[d she train as a teacher?

How many stares closed?

When did he join the company?

Where did the fret branch open?

Viocabulary

Parts of speech
1 Write the correct part of speech next to each word.
N = R v = verh adj = adjective
adi  ecological franchise establish
inspire _ fashionable —____ branch
—— industrial —— catalogue join
affect — brand CORLrOversy

2 Complete the sentences with the words in 1, Change the
virbs to the corvect form.

a The label says that the soap is soological,
He —  _ the business ina garage.
Mowadays, most retailers have an online
as well as a printed one.

HEM zellscheap, _ clothes,
Thereisalotof — about nuclear power.
Thereisa_ of IKEAin most European cities,
Benetton is an example of a successful dothes shop

a o

m o o

h The report says that — output fellby 1% in
the last quarter.
i There iz an online application form for peaple who want

to— the company.
| The poor performance of a company usually
its shave price.
K Heis a fantastic leader who —— everyone.

| Most people have a favourite —_ of car.

Grammar

was/were

Affiemative

1

He
She
It

Yo
We | were | at the meeting yesterday.
They

was | in Madrid last weel.

07 ENTREPRENEURS

Megative

|

He ) .. !
wasnt (was not) in the office this mom ing.

She

It

You

We | weren't {were not) | here last year.,

They

Interrogative

1
he
hijs the
Whese it | yesterday?
you
were | we
they
Yea Mo quEstions
[
he
Was | ahe
it InteTEsTing?
yoal
Were | o
they

Short answers

Yes, Ifhefshe/it was. s, vou'we/they were.
Mo, Ifhefshefit wasnt.  No, yow'we/they weren't.
Practice 1

Complete the sentences with was, were, wasn't or weren't.
a .=z in Paris in June and the weather was wonderful.

b Where ____________ vou yesterday? There
am important meeting and you
there,
¢ There ___________ only three of us at the conference,
soft—__ 3 prealsuccess.
d Jom___ atwork vesterday because he
—ilf
e Ammold Schwarzenegger ______ an actor before
he & politician.
f  Hicolas Sarkosy and JacquesChirac __ hath
presidents of Franoe.
€ HenryFord ___________ English, he
American,
h IBM__________ thefirst company 1o produce a PC.



past Simple regular verbs

Affirmative
T worked.
SShedTe wanted.
e ]i“::ic. {the same form
You il for all persons)
We ri'ln::l:'r]:l:&.'
They studied."™

Spclling rules

¥ endsin - -+ add -4

* pivds in consemant + vowel + consonant —

double the final consonant and wdd -«

*=* ¢nds in consonant + y -+ change y to ¢ and add -edf
MWegartive (didt + infinitive for all persons)

e

I
HeShe/Tr

didn't start | on time,
g (did mor) | come | o the office.
We
They
Inrerrogative Yes/MNo questions
| 1
he he
ghe she
Where | did | it go | vesterday? id | i help?
you you
WE e
rhr_:.' | Ii‘ll:j'

Short answers

Yes, I/he/shefit did.
Yes, youwe/they did.

Mo, I'hef/shesit didn't,
Mo, vow'we/they dida't.

Practice 2

Complete the text with the verbz in the boox in the Past
Simple form.

change close contiue expand  join
serve  slow  ostart supply

open (I)

Thia first branch of Starbucks opened in Saattie’s Pike Placa
in 1971 1t wasn't 8 coffes bar, but it (al catfes
bedns o restaurants and cafés. in 1582, Howard Schubiz
My thecompary as the marketing direcior,

In 1985, ha (o} the [l Giomale chain of coffes
bars Theyidl —_ aspresso coffes made with
Slatbucks’ coffes beans. In 1987 Schulz (e)

the name of the company 1o Starbudes Corpomtion.

il branches in Chicogo and Vancouser,

#nd by theend of the year there were 17

The compary (gl ausickiy and in 2002 it

{1} 1,177 new branches, However, in 2007
the edanomy 0 dovwm and, a5 a result,
Starbucks 100 LS stores in 2008,

Thi comparny (K 1o grone outside the LS and

R0, thers wiare mone than 20,000 stares worldwide:

Practice 3

Bewrite the sentences in the negative form.
8 1 received your ematl,

Ll':lu.l'.-r't FECENVT e e

b The story appeared in The Tines.

¢ The plane arrived on time.

d He closed the door.

@ She answered all the questions,

f  Westudied at the same university.

£ The machine worked very well.

h ‘They agreed with the proposal.

Practice 4

Write questions for the answers.

a What adad fu Le'fd.ﬂr_g'.a_!n'rlr'n';'.w'{l.l i
He studied engineering at university.

b Why I
tarie stopped working because she had a baby,

c When i}
They finished the job on Wednesday.,

d Who ?
He played golf with Mr Evans

& Where ?
Alex and Sean staved at the Continental.

f What ?
The prezentation started at 3.30.

g How 7
Dick visited the client every month.

h How i
They waited three hours for the plane,

Practice 5

Complete the sentences with the words in the bosx.
wn did do ddes have has

a Lo you help me with this?

b My new car ot air conditioning,
thank goodnesst

€ — it rainalot where you live?

d What time _______ you finish yesterday?

& How many days” holiday vou have in your
company’?

f _ vourtripto Germany last week
successful?

E Wherse they when the customers arrived?

h — _ you got the time?

wWaz went

07 ENTREPRENEURS 53



ErrEEEEr T ——E— -

The great advantage of a

08

botel is that itk a greaf refuge

from bome life.

Geoge Bemant Shaw

I a hotel room better
than your own bedroom
at home?

Learning objectives:

Unit 8

Survival skillls Qnlering food in
a hatel diming raom; Releplay:
Making & complaint in a hotel
Listening Convertations st a

| baotel recepticn

54
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Hotels

Things go wrong

1 @ 1.42-1.44 Listen to three conversations. In one of them, there is a profblem,
Which one? What is the problem?

Conversation

2 @ 142114 Complete the conversations with the words in the boxes. Then listen
again and check your answers,

Comversation 1

agood stay  awake-upcall double Doyouneed floor registration form  served

Good evening.

Hello. My name iz Schmidt. [ have a reservation.

Certainly, Mr Schmidt. Can [ ask you to 6l in the (a) ?
Sure,

Thank you. Do vou need (b) temOorTew?

Mo, thanks.

PO P 0P @D

Eight. It's a {c} reom on the fourth (d)
Here's the leey.

Thanks.

Ths lifts are just behind you. (e}
Mo, that's olay.

Brealdast is {f) in the restaurant from seven until ten.
Have (g)
B Thanks. Good night.
Conversation 2

bookedand paid  brealfast check  creditcard doesm'tsay  key  twonights

_ any help with your luggage?

= m s m

What's your name, madam?
Robson.

Yes, here it is. For (h)
Yes, that's right. Thank you.

Can | have your (i) . please?

Yes, here you are,
Thank yow. The room is E150 a night, including (j)
Fine. | think my company (k) for the room.

D0 D> MO

has been paid for.
by, well. Hot to worry, Tl {m)

m

=

B Thank pow

Er, I'll just confirm that. Mo, the system (1) - that the room

it with head office when 1 get hoame
Here's your {(n) It's room 305, an the third flocr. Enjoy your stay



Conversation 3

all

A
B
A
B
A
B
A
B
A
B
A
3
i

right bookatable getsomeone passport  reservation  that's fine

Good afternoon. Lhavea (o) —_ Just a minute. Here are the details.
Thank you. Can [ see your (p) ——___, please?

Er, yes, Here you are.

Thank you,

Canl{gl _—___ for dinner tonight?

Certainly. What time?

Eight o'dock. For two people, please.

We're very busy this evening. We have a table at 8.15. Is that (f) 7
Yes, (5]

This is your key card Pll{) _—_ to help you with your bags.

Thank you.

Wark with a partner. Practise the conversations in 2.

@ 145 Ahotel guest arrivesin the dining reom for breakfast. Listen to the comversation.

Undegline the words and phrazes which are different in the comersation bebow,

D=0 EeD =D

e

5

Good morning. Would you like to sit over here?

Thank you.

Would you like some orange juice?

Mo, thanks, bue I'd love a coffes. And have you got any cereal?
Yies, sir, we've got muesli, corn fakes or Rice Krispies.
Muesli, please. Oh, and some toast.

Certainly, sie. Which delegation are you with?

I'm with Price and Whitney.

Thank you.

Waork with a partner and act out similar conversations. Change the underlined words

so that the conversations are different.

Complaining

1

ENNENEEEE

2

nn‘uu

4

Put the lines of the conversation in the correct order.
Reception. Can [ help you?
It's my television. Tt doesn't work.
Thartk you. How long will it take?
That's okay. Goodbye.
Goodbye,
It won't be long. I'm really sorry about this.
Oh, dear. I'm sorry to hear that. What's the marter?
Yes. I'm in room 206, I'm afraid | have a small problem.
Right, I see. I'll ask someone to come up straight away.

. 4 1.46 Listen to the conversation, Check your answers to 1.

Match the prompts (a~f) to the pictures (1-6),

ome of the towels / dirty LI} d window / not close properly [ ]
pillows / not encugh [l & heating / too hot

Wi-Fi / not available ] {  air conditioning /broken [

Work with a partner. Practise having similar conversations to the one in 2.

Think of a different problem each time. Use the prompts in 3.

08 HOTELS &S5



WORKPLACE

SCENARIO

put your heads
together

to think about a proddem or
to plan something together
with other people

If we put our heads
togather, we can find the
ANSWear.

Learning objectives:
Waorkplace

Scenario B

Buginese cormmunication
skille Froblems with
costomers; Roleplay: A
meetng to discuss a problam
Reading Tips for renning a
successful meeting

k= In Company in action
B1: A Jost arder:

B Puttiag our heads
!l:ip"l'_ﬂrr

bn Campary
in action

Put your heads togeth¢

1 Here are some typical problems that can happen when supplying products to
customers. Match the customer complaints (1-4) to the problems (a=d).

T‘l‘our omail zaid you would deliver it on Monday,

[ will 1 hem 3 ]
When will you get more of them in stock | This isn't what 1 ordered.

? pressed all of the buttons, but nothing happens.

RN

The company deliversd the wrong product
The product is faulty.

The product is sold out,

The delivery of the product is late.

B 6 o

M

Sonali works for Mailveady Solutions, She is talking to a customer on the phone.
Watch video B1 and decide if the statements are true (T) or false (Fl.

a Mr Stevenson is an important customer, T/F

b Mr Stevenson called to make a new order. T/F

¢ Sonalimade a mistake with Mr Stevenson’s last order. T/F

Watch video B1 again and answer the questions.

How many machines did Mr Stevenzon's company order?
What is the pmhlﬂm with the order?

What does Sonali think happened to the order?

What does Mr Stevenson want Sonali to do this afternoon?

Work with a partner and put these events in the cornect order. Watch video B1 again
check your answers,

The machines did not arrive.

Brian took an order for 20 machines.

Mr Seevenson asked for a2 20% discount.

Mr Stevenson called Sonali,

Brian forget to put the order in the system.
Sonali couldn't find the order on the system.

|
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WORKPLACE SCENARIO

5 Hannah callsa mecting to discuss the Internex UK problem. Read the tips for running
a successiul meeting and complete them with the words in the box,

agenda alm  chance  decizion  time Limit

TIPS FOR RUNMING A SUCCESSFUL MEETING:
1 Makethe ___ of the mweting clear at the beginning.
2 Seta _5opeophe don't speak for too long.

3 pAnke sure thateveryonehesa — tocpeak,
Don't let one perscn do all the talking.

4 “Stay in control and keep 1o the
5 Make sure everybody wnderstands and agrees on the final

" m E 6 Watch the meeting between Hannah, Sonali and Bob in video B2 and underling the
COFTECT ANSWETS,
a8 Bob thinks Internex is a difficult customer £ an important customer | d REW CUSLOMET.
b The touchsereen shredder machines will defiritely / will net / will possibly arrive from
Germany in four weeks.
¢ They decide tooffer Internex some faster / cheaper / smaller machines,
d Theydecide to offer Internex o 10% discount £ a 20% discount ( a 4% discount.
2 Hannah, Bob and Sonali will have another meeting this evening / this week / next monzh,

7 Watch video B2 again and tick the phrases Hannah uses,

a s everybody ready to start? .,_l
b We only have a short time for this meeting. j
¢ That's my opinion, what do you think? s L1
d The reason we are here is to discuss our optionsfand to decide on the best one. ':
& Can we keep to the agenda, please? :_,
f Sonali, what do you think? I—
E Weneed to finish soom. ]
h Is everybody clear on this? L]

B Match each phrase Hannah used to a tip (1-5) from 5.
Tip1 [ ] Tip2 [ ] Tip3 [} Tip4 [_] Tips [_]

9 Mailready Solutions has another problem with an important customer and Hannah
needs to have a meeting with Bob to discuss it. Work with a partner and roleplay their

conversation.
Speaker A: Turn to page 143
Speaker B: Tum to page 137.

10 Evaluate your performance using the form on page 145,
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Happry aceidernts make pood
inventions. Spills, explasions,
adld chemeical reactions

and plain old forgetfisiness
produced some of todayh mort
frractical products,

Dred Knulten, Businesspandit

Can you name iy
products that were
invented by accident?

Learning objectives:

Unit 9

Business communication
akills Talking abouwt the past;
Roleplay: Talking about your
day; Talking about what you
did yesterday; Talking ahout
popular products; Discossing
yomir past eduscation

Roading Fopular products
Listening A couple deie rihlr.s
thieis oA A faan |Ei:-:||al\.':||g hig
el R1E0R

Phrase bank Talking abouar
the past

'Fn.:-hulurr Cullecat Sopas,
Prepositions

Grammar Past Slmple freegular
werks

| 58 09 WHAT HAPPENED?

What happened?

Yesterday

1 Match the verbs (a-g) to the phrases (1-7).

a tidy 1 after the baby

b make 2 amillion-dollar deal

¢ have 3 the house

d go 4 shopping

e cook 9 furniture for the new office

f look & the dinner

g buy 7 lunch in Maxims

2 & 1.47 Listen to a conversation and answer the questions.
a What time of the day i it?

-2

What did the woman do?

¢ What did the man de?

3 7 1.47 Many common verbs in Englizh have an irregular Past Simple form.
Listen to the conversation again. What is the Past Simple form of the verbs in 17
Which verbs are irregular?

4 Work with a partner. Use the ideas in the table and have conversations like the
one below, Add two ideas of your own.

Good day

arrive on time for work
havie a lot of time

g0 out for a nice lunch
meet an interesting person
leave work on time

Bad day

have problems with the car
have a lot of wark

not have time for lunch

be alone in the office all day
work late

A DNd you have a good day or o bad day (vesterday / say which day)?
B Agoodday.

A Why was it good?

B Well, T didn’t have problems with the car. [ arrived an time for work.




5 Complete the table with the verbs in the box in the Past Simple form.

BUSINESS COMMUNICATION

get go have leave mest  see
[ — ] a film
hame the boss
dressed 3 custamer
to waork friends
b harme a customer
to work a colleague
shopping breakfast
to bed lunch
[ homa a shower
wiork a bath
the office
6 &' 1.48 Listen and complete the conversations,
a A Whattime did you get up yesterday?
B 1 at six. And you?
A 1got up at half past seven and at nine.
b A Didvou Harry yesterday?
B Mo, Ididnt. 7
A Yes, I | with him.
7 Work with a partner. Have similar conversations. Use the verbs in 5.

Education

1
a

b
2
a
b
¢
d
8
f

E

5

- 1.48 Listen to the conversation and underline the eorrect answers.
Jeff went to seven / tent different schoals,
Jeff went to a boarding school for one vear / twe years.

& 1.49 Listen again and answer the questions.

Where did Jeff po to schoal?

What type of school was his last school?

Did he like it?

Where did he go to university?
What did he get a degree in? =

Did he enjoy university?
Why didn't he become an engineer?
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60 09 WHAT HAPPENED?

3 Workwitha partner. Ask and answer questions using the prompts helow.

Make a note of the answers.
a Where / schoal?

Hhene i |]'.r| A e fio sl
b What type / school / go 107

¢ like school?

d Where / go / university/college?

e What / study / there?

1 enjoy/ university?

g How hard / work?

h get/agood degres/qualification?

4 Swap partners. Ask and answer the questions in 3 about your previous partner.

Where did Pedro go to school?

Product history

begin
male
get
become
think

A 080 O 8

Gatorade

3 Complete the article with the products in 2.

In 1945, engineer and inventor Percy Spencer stood
in fromt of & magnetren, an electrical part of a redar
system, He noticed a chocolate bar in his pocket
E=gan to go soft. This made him curous about the
heat, 20 he then gota bag of com and watched

it change into popeom nixt 1o the magnetron.

The (3] wias bioan. In 1967,
& smaller household product, costing 5495, became
availabie,

In 1968, Dr Spencer Sibver from the company
3M acchdenitally made a gloe that was not very
sticky. He t it would be good for sticking

ternporary notices on bulletin boards, but nobody
in the compary was interested in the idea,

Then another employes, Art Fry, realized that
Siéver's ghue was perfect for keeping bookmarks
in his bible, Fry presented the bookmark ides 1o
management and within five years, 3M Launched
1]

In 1953, thiee scientists at San Diega’s Rocket
Chemical Company tried to develop a chemical
fior preventing damage to rockets by displacing
water — making the waler move to another place,
They finally swcceeded after 40 different trials. Thay

microwave ovenn  Post-limotes  Velcro

Scan the article in 3 and find the irregular Past Simple form of the verbs (a-1).
f omes

g catch
h find

take

What do you know about the products in the box? Do you know how they were invented?

WD-40

named it "Water Disphecer - S0nh Attempt. Mone
than 15 years later; Rochet company executive khn
5, Barry made the product a hoasehald name -
[[4]

In the early 19605, University of Florida Gators
foothall coach Ray Graves saw how his players

ot tired in the tropical heat. He asked his team
doctor for help. The doctor and his team created &
mixture of water, salt, sugar, kemon juice, potassiunm
and phosphate. The University of Florida st
receies payments for (d)
which Lyter became a tep-sefing energy drink all
over the wodld,

In 1981, after a hunting trip. a Swiss engineer,
Geange de Mestral, noticed that he and his dog
were both covered in seeds fram planis. De Mestral
examined some of the seeds under a microscope,
He zaw that hooks on the seeds caught in loops in
fur, halr or clothes, making them sticky De Mestral
found a way to make these hooks and loops from
mylon. Tan years after making his discovery, he
obitained a Swiss patent for his idea, although it
bk e over ten years to
become a popular product.




BUSINESS COMMUMICATION

4 Make questions about the products in the article in 3 for the answers (a=i). Uze the
words in the table to help you. Use sach word or phrase at least once.

Dr Spencer Saver feave in his pocket?
Which company Aurt Fry crezte avadable?
Whao the scientists become | for?
How many substantes Velcro present | the bookmark idea to?
Why did | Ray Graves' research team try before they produced WD-40?
What George de Mestral get tired?
Haw bong Percy Spencer notice )
When ihe Florida football players work the seeds on his clothes?
the first domestic microwave oven | take to become & popular product!

8 ¥t i Perew El:ﬂ[ﬁ::fﬁ!ﬁiﬂﬁﬁ“ﬂﬂ‘{d?
A bar of chocolate.

b sar gl of clpargedae e rag

In 1967,

3M.

The management of 3.

Forty.

Because of the tropical heat.

Gatorade = an energy drink.

ffter a hunting trip.

More than ten years.

D Work with a partner, Talk about the last time you used one of the products in 2
{or a similar product},
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09 What happened?

Prepositions
Phrase bank: Talking about tha past
DHd your have a good day? 3 Complete the sentences with a preposition: on, in, at,
What did you do? for, fram, about, after, over, with or to.
1 didn't make a million-dollar deal, a When Iwaz 19, | moved {2 Detroit.
1 ate a sandwich at home. b Did you arrive the office time?
Where did you go to school? € Ask each other questions the story.
What type of school was it? d 1visited clients all the country:
I went to a bearding/comprehensive/private/state school. & Wholooks thie acooints in the othe
Evrent oo usiversity/college in London,/Batin. f Hehad a problem the car his way to work.
1 studied f:cnnf:lrni.ts."'hi.d-ngr. - & Wa don't vork Friday E
Epsta dugrme bk boiumitulb it h She bought furniture her new office.
i David went Switzerland March.
Vocabulary j Theflight Heathrow JFK took about
six hours,
Collocations k _ the meeting, we went out ameal.
1 Match the words (a—i) to their collocations (1-9). || When cilyoulint gp-——hetled
a  million-dollar 1 team
o ety 2 hew
¢ bulletin 3 drinks
d tropical 4 executives Past Simple irregular verbs
&  encrgy 5 deal Practice 1
f  company 6 products : :
§ chocolate 7 b Complete the crossword wl_r_'h the uregﬂnr_Phst Simple
b hoveckid 8 de form of the verbs. Use the irregular verbs list on page 134
e to help you.
i research 9 board
2 Complete the sentences with the collocations from 1.
a They bought the company in a st dollar deal |
b Theyadvertised the post internally on the company

c The_______ categoryls one of the fastest growing
sectors in the beverage industry.

d Energy consumption increased because people used air

conditioning in the :

Move and more peoplebuy _______ online instead

a
of going to the supermarket.
f InMorway d4%ef ___ are women.
g§ Thecompanys —_____ invented the new
machine,
h Hestudiedforhiz _ at Harvard.
I John Cadburycreateda_ from cocoa and
sugar in the 19th century.
1 buy 14 leave 1 become 16 go
2 pive 15 grow 3 find 17 beg
6 write 19 spend 4 fall 18 com
7 drnk 21 take 5 cut 19 sell
B lose 22 read 9 swim 20 cost
12 understand 23 sit 10 build
13 have 11 forget

62 089 WHAT HAPPEMNED?



Practice 2

Complete the text with verbs from Practice 1.

Henry Ford, the son of a farmer, was born in Greenfield,
Michigan on July 30th, 1863, He (a0 school
at 15 to work on his father's farm. but in 1879, he moved
{r Detroit, where he (B an apprentice in a
machine shop. He retumned to Greenfield after his father
gave him some Land to start his own farm. He hated farming
and relurned to Detroit 1o work as an engineer for the
Edison Iluminating Company. He fch —_______his
apars time Irying to build & peirol-driven moter car. In 1896,
g (dh ——— his first car in the garden. He named
the car Tin Lizzie” and it le) 0o PeVerse gear
or brakes, Ford started two companies that ended In failure,
Finally, in June 1903, he () 12 paople ready
to st 328,000 in 3 new company. Helg) —
production of the Model Acar. Thecarthl
wall and by 1707, the profils reached $1.100.000. In 1909,
Ford decided to manufaciure only one type of car. the Model
T A1 first. it4i) 14 hours te assemble a Madel
T car: Ford reduced this to one hour 33 minutes. This (j)

the averall eost of each car, and betwesn
1708 and 1914, the price of the Madal T (k)
from 51,000 ta $340. In the 1520s, the Ford Motor Company
M rapidly and in 1725 Ford produced
0% of America’s total output of cars. Henry Ford died on
Tth April 1957,

Practice 3

Complete the guestions for the answers,
a T.'lj'h}- Jﬂllul'll"'!ﬂ!rq' nqhulrﬂ'ﬂn".h".lrlu el

Ta work on his father's farm.
b What
Some land to start his own farm.
¢ When

In 1896.
d When

In 1907,
B What

To manufacture only one type of car.
f Howlong

Fourteen hours.
E How much

From $1,000 to $360.
h When

Om 7th April 1947,

Practice 4

Correct the sentences about Henry Ford.

a

His father was an engineer.

M e et ¥ v enadneers fie s farmee

In 1879, he became a manager.
i _-"i.l_r_[:'Jf.n'I_'LA'_'ﬁ L
He hated engineering.

if mitgrigtaers e fosane a ST eire o

I 1596, he built his first bicycle.

In 1503, he began production of the Modal T.

e —

The Model A zold badly.

At first, it took 15 hours to produce 2 Model T

The price fell from £2,000 to $500,

In the 1920s, the company grew slowly.

Practice 5
Complete the conversation with the verbs in the beu in the
Past Simple form.

do find pet have(x2) lose ~make

notthink spend  take tell  write

A Hello. When (a) WO
back from the conference?

B This morning. (b) e
any problems while [ was away?

A HNo, not really. We (<) a small problem
with one of the machines on Wednesday.

B Oh, noone (d) me about that,

A Well wa(e) < itwasvery important. We
only (£} ' about 30 minutes of production.

B What (g you about it?

A The technicians (h) the problem almost
immediately.

B How long (i) they to fix it?

A They () —— — a temporary repair and when the
shift was over, they (k) the night working
on it

B 5ot was okay the next day?

A Yes, it was fine. The head of maintenance
M areport for you. [t's over there.

08 WHAT HAPPENED? &3



10

Thase wbo travel light,
sravel bappy.

What i=s the miost
important thing to pack

for a business trip?

B4

Learning objectives:

Unit 10

Business communication
skills Deecribing what you are
wearing: Talking abeur what
£ alos o o business trip;
Disoassing types of hggapge;
Heleplay: ..ﬂ.-:k.Lng abeut e
mashop
Reading Gulde to bundle
wrapping chothes

Listening How to prepare for
a basimess trip; Conversations
in a shop
Phrase bank Talking about
travel

Viocabidary Business travel
Grammar Countabls newns,
Uneeuntable mouns, sene in
effirs and requests

10 TRAVELLING LIGHT

Travelling light

1 Look at the two lists of words below and then mark the statements 1 or 2.
1 2

POREY dollar

information detail

luggage suitcase

work job

accommodation TG

You can add -5 to these words to make the plural.
You can't put & number before these words,

You can put a or an before these words,

These words are countahble,

These words are uncountable,

OO0O0OR

Complete the sentences with a, some or any.

Havewougot — lupgage?

Incedtopget —__ dollars before | go to New Yaork.
Havewouget  information about flights to Berlin®
Doyeuhave —___ details about the conference?

lTuswallyde — work on the train when [ travel into the office,
You're lucky tohave —______job!

I'm sorry, we haven'tgot —_ rooms available tonight,
Theycan'tfind__ accommadation for us in the city.

M| ™ a2 Q0 oL p o0 CD

WORK IT OUT

3 Complete the rules with &, some and any.

8 Youuse ________ before singular countable nouns.

b Youuse before plural countable nouns and before uncountable
nouns,

¢ Youusuallyuse_in questions and negative statements about
uncountable nouns and plural nouns.



BUSINESS COMMUNICATION

Clothes and travel items

1 & 150 Liseento eight sentences, For each one, write down the article of elothing in
the box which is mentioned.

blouse jacket pairofshoe:  zocks  pairof tousers
scarf  shirt  cldrt  suit  sweater  tie

a puairof shoes

[} ==
b f
€ 8
d h

2 Imagine you are going to meet someone who doesn't know you ar an airport or
station where there are a lot of people. You need to describe your appearance by phone
so they can recopnize you, Holeplay the conversation with your teacher or a partner.
Begin like this:

Hello, U here. I'm over by the car hire desks. P wearing a blue ...

3 What clothes do you take when you go on a business trip? What other things do you
take? Look at the photos and write things in each category.

travel

10 TRAVELLING LIGHT &5
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DEO0rP 00> 000D 7 M

1.51 Complete the conversation with muech or mary. Then listen and check
LT ANEWETE,

So, when arve vou off?

I about ten minutes.

Everything ready?
"‘l':':s, I !:u:r]:m 0.

How (a) —_ bags have you got?
Just this one and my laptop.

Is that all?

It's only a short trip and | don't nead () clothes. Just a couple of shirts.
And something warm, | hope, [t's quite cold there at this time of year,

How () money do you think [ need?

Mot{d) — Youecan useacredit card in most places,
That’s what | thought. I've got some cash, anyway.

Right. Well, have a good time.
Thanks. See vou when | get back,

WORK IT OUT

5 Complete the rules.

a You use many with THOWMS.

b You use much with THLng.

'E- '|:|:I'|'|'.|p..'l.rl" the list you madein 3 witha partner. Ask how miuch/m AN he ar she takes
of each thing,

How mary shivis do you take? How marry pairs of shoes do you take?

How much morney do pou take? How marry bags do you take?

Check it in or carry it on?

- g = A0 DTE R OO0 e

3

Answer the questions.
When you travel by air, how many bags do you take?
Do you chech in your luggage or do you take it on the plane with you as hand luggage?

Mark the phrases {a=i) to show if they apply to hand luggage (H) or checked luggage (C).
easily carry everything vourself

tip porters S

chieck in just before your flight leaves —

use the automated check-in

reduce your jowmey time S

avoid luggage problems if you miss a connection et

wait for your luggage at the carousel when you arrive T

catch a bus or train, instead of having to pay more to take a taxi ==

find a trolley B

Waork with a partner. Talk about the advantages of only having hand luggage.

Use the ideas from 2 and You can ..
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Packing

1 Read the article and instructions about how to “bundle wrap’ and look at the pictures.
The pictures are in the correct order. Put the instructions (a—g) in the correct order to
match the pictures,

Uj*é BUNDLE WRAPPING | |

FOR BEGINNERS —

For the business traveller, it's important to arrive at your
destination looking good. That means your clothes have
creases where you want them and not where you don't

want them. This depends on how you pack your clothes.

Clathing is like paper. |f you fold paper, it leaves a mark, but if you wrap
paper around a cylinder, you can straighten it out again and there are
no creases. Most people fold their clathes and put them one on top of
the other. This is the worst thing you can do. The solution is to ‘bundla
wrap’. Here's how you do it. (3)

%

a Tiethe bundle op (o siop it falling apart

=

Lay the other clothes on top (going from farge to small, &g, jacket. skirtdress, long-steeved shirt, short-
sleaved shirf, troveers, sweater, sheris) in alternating directions to make a pife with uniform thickness.

Put the ‘cora” on top to farm the centre of ke bandle.

d Put the bundle in your suitcase

m

Put your largest ilem (wsually a j2cketh on a Mat surface like the botlom of your bag or a bed

I Wrap the top item of clothing amand the ‘core’. Then wrap the next ibem down anawnd thal, and S0 6.

Fill 3 small bag with soft items like socks and underwear to Torm the “core’ for the bundie

2 Do you think ‘bundle wrapping' is a geod way to pack? Are there any disadvantages?
How do you pack?
10 TRAVELLING LIGHT 87



3& 152 an expert gives advice on how to prepare for a business trip. Read the
questions, What do you think are her answers? Listen and see if you are right.
1 Why is packing so important?
a It's good mental preparation for your trip.
b [t's important to have light luggage, but also to lock good when you go to meetings.
¢ Your luggage is part of a good image.
| 2 What is the secret of good packing?
a Planning.
| b Strength.
€ A good suitcase.
3 How many sets of underwear do you need?
a One.
b One for each day.
¢ Three.
4 How can you make sure you look different every day?
a Take one outhit for each day.
b Combine your clothes in different ways.
¢ Take a selection of ties.
5 What is the most important thing to think about when you choose the size of your bag?
a How much you need to take.
b The choice between taking hand luggage and checking your luggage in.
¢  The weight limit on luggage for each passenger.

Emergency shopping

1 ﬁ 1.53-1.55 Sometimes you forget things when you pack, or you can have minor
*accidents”. Listen to three conversations. What causes the problem in each situation?

Conversation 1:

Conversation 2:
Conversation 3:

2 @ 153155 Listen again and complete the sentences.
a Hello. There's
{Conwersation 1)
b I o L.
{Conversation 1)
¢ Ineed on my
laptop charger. [ . at home,
{Conversation 2}
d Thats — . Thanks.

meeting?

(Conversation 2)
e Hawve yvou
phone? ] _ e,
{Conversation 3)
f It's not the same brand, but
{Conversation 3)

€ Okay, then. 2
{Converzation 3)

! 3 workwitha partner. One of you is a traveller. Have similar conversations to the
ones in 2, The problems ave:
*  You have some grease on your trousers.

| = Youneed a USE cable to connect your laptop o a projector.

*  You forgot to pack your mouse.

2w

PRSI ISP

B8 10 TRAVELLING LIGHT



10 Travelling light

Phrase bank: Talking about travel
[ need ko get some US dallars,

Have you got any hoppage?

Homw many bags have you got?

Heow miuch money do you feed?

I'm wearing a blue suit.

[ spilt some ... o6 ...

I need it for this afrernaeon,

Can 1 give it back to you after .7

Business travel

Read the article and find words and phrazes which mean
the same as phrases a-1

a make progress in your working life

Dl e cameer

—

b ajourney related to your work

¢ going from place to place for work reasons

d usea computer to connect to

@ results

f informal

g the place you travel to

e —_—

h azks you to come

i aprediction about the weather

J  adifficult or stimulating situation

k finalize an important business agreement

I rules about what to wear

B —_—

What to wear
when you travel

for business

Business travel i= a great way to build your career but can be a
el ehallenge whien it comes 1o packing. If you go somewher:
new cm a basiness np, the first question is whal to wear,

O course, you wamn 1o make a good mmpression, pamicalady
if you have a mesting witl & new clisnt o you want 1o olose a
higg deal. O the other hand, you alse want to fit in® with the
locals without packing vour entire elothing oollection, 5o how
o your do it ?

First of all, find oun ehout the weather an vour destinalion.
Log on to www.weather.com and type in the postcode or

ity msome of the place you ingend io visit. I gives a gen-day
wenther forecast and gives vou a good idea of what 10 expect,

The mext stegs is b nsb; shout the dress code, Remember that
ilress eodes can clange a kot from city to sity and megion to
risgiom, Always agk before you go becouse if you gel it wiong,
it can have disastrous consequences. This is particulary roe
in intematsonal business trvel. Get as moch information as
paczibde. If your hostess invites you to dinner at La Maison de
Snal and tells you the dress code is ‘casual’, find out exsctly
whal iznsual means to her, Shorts and fip fops® A skird and
blouse? What?

Grammar

Countable nouns

Countable nouns have a singular and a phural form. You can
use them with adan, seme, any, one and other numbers.
Affirmative
Singular (with 2 or an)

* I have a folat @A engineering comparny.

* Dpyen bote g dranch in e eapital?
Plural {with some or 3 number)

= Bbe bas some friends in Seville

= Hle awuvis Bhree sars,
Megative
Singrular (with o or an)

* They haven't gor an offce there,

* HHE dond farve g geevetary ar (e moment,
Plural {with ary)

= Wi cart find arry customers for this produc,
Interrogative
Singular (with a oran)

* ffrve you gor an apartment or @ Songef
Plural (with gy or Sew many)

* Are there any tickess for the concert?

* How muany fricnds Bave you gof in Madrid?

10 TRAVELLING LIGHT 69
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Uncountable nouns

Unecountable nouns do net have a plural form. You can use
them with geme or any, but not a, au or a number.

Affirmative
{with seme)
» f-ﬂlﬁivnm:'nﬁrmnﬁenﬁrpu.
Megative
{with amy)
* I'w sorry, there fors any wine feft.
Interrogative
{with any or boww much)
» Have you gor any mineal siater?
* How much time bave you got?

some in offers and requests

In questions where you offer or ask for things, you use rene
with both countable and uncountable nouns:

* Wosdd you like some milk in your eoffec?

= Do you wans some grapef

* Can you give me some change for the machine?
* Can I have some batteries for a calenfator?

Practice 1

Complete the sentences with a, an, some o any.
a [haven't got a4y money on me. Can vou lend me
2

b Have you got brathers or sisters?

¢ Hewanted to see if there wers ermails
for him.

d Tneed tobuy toothpaste before [ leave,

e [don't normally have lunch, but today

Thad — sandwich.
f Do youwant milk in your coffes? There's

in this jug,

g You've got preat music in your CD
collection!

h  1like skiing, but this weekend there wasn't
1.

I 1found cockroach in my salad, so we left

the restaurant.

] I=zaw advertisement for a great new job.

10 TRAVFILLING LIGHT

Practice 2

Complete the sentences with some or any and the words
in the box,

Bights  Information ink  juice  news
people  petrol  presentations  tabless

a Ican't go on until Monday because there aren't
gy flighiés until then.

b Thereisn't left in the cartridge.
Can you buy a new one? [ need to print out the report.

¢ [Dvepot for you. I'm the
new department boss
d hate flying, but 1 usually enjoy it.
2 Would you like with your
breakfast?

f ‘They can't give me about the new
product line until next week.

g There were - interesting
at the conference.

h [ need to stop to buy
is nearly empty.

| If you go to the shop, can you buy =
['we got a headache.

Practice 3

Complete the questions with much or many
a How sl time have you got at the moment?

___The tank

b How traing are there to Basle every day?

¢ How shirts do vou take when you go away
for a week?

d How iz a coffee?

8 How_____ peopledo you work with?

f How —_ kilometres do you run each week?

g How_ children has ghe got?

h How________ holiday do you pet?

i How— waork do you do at the weekend?

Practice 4

Match the answers {1-9) to the questions (a-i) in Practice 3.
Mot muach, I'm very busy at the moment

Twa weeks in August and a week at Christmas.
Seven; one for each day of the week.

Twao; a boy and a girl.

That depends; Last Saturday about six howrs.
Ome earo fifty.

There are 20 of us.

There are two expresses.
Mot many, [ don't have time. Abourt 25.

W o = ;W b e
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Weather watch

11

1 Answer the questions,
8 Does bad weather make you feel unhappy? Do you feel happy when iv's sunny?
b

Kraere woeatber has been What kind of weather do you really like? And dislike?
revealed as the fop oanse ¢ Which of the businesses and industries in the box are affected by the weather? How?
#ﬁif’rﬂﬁm I‘af!:m'ﬁ construction  electronics  energy  engineering
R EneRes OO i farming  insurance publishing  tourism
12 mianths, bt managers
appear fe comfinine fo = .
wmderestimate i as a threat. 2 Match the words {a-f) to the definitions (1-6},
- a profits 1 business agreement
Chalinor, Personnel
i e b insurance 2 not very eold, but not warm
¢ mild 3 the overall speed of the wind during a day
What businesses dowell d revenue 4 the moneya company earns, minus costs
Wceally I.H.i.li.:lrrl:::llv e deal (n) 5 money coming into a business
good weather? ; f  average wind speed 6 fnancial protection against risks
| 3 Read the article and answer the questions.
| Learning objectives: a How can companies protect their businesses against the effects of the weather?
| Unit 11 b How can you measure the weather?
Bualness communication i

whills Discussizig bow the Why is it difficult to predict the weather in some countries?

weather sfects us; Fluency:
Consparing weather conditions

e | Never mind the weather

Reading Insurance for bad
Enu_r 5 i Lt Bad weather can make you unhappy, but what about its effects on company profits?
o :::L:m’:;m; o It's difficult to sell ice cream when it's cold. Skiers don’t want to go to a ski resort

' ! mumnhmmminﬂhdmuﬁnﬁmmﬂ-wm!

bcdiday

Phrase bank The weather
Vocahulary The weathar,
Compound words, like
Grammar Cosnparative and
saperlative siliectives

i In Company interviews
Unins 9-11

T FrmyeTE e P
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11 WEATHER WATCH

4 Write down words and expressions in the article which match the weather
aymhbals balow.

e b,
| !
—

u:gf—};;'

g wvindl gy b

©
©

5 15 insurance against bad weather a good idea for your business or country?

d e

Comparing the weather

1 You use adjectives a~d to describe the weather. What are the opposites?
The first letter of each has been given to help youw.

a hot [T —
b cool W

¢ dry W,

d boiling £

2 @ 1.56-1.58 Listen to three conversations. Where is each person travelling to?

3  1.356-1.58 Listen again and complete the conversations,

Conversation 1

A Hello, Mr Donegan?

B Yes, how do you do?

A Did you have a good fight?

B Yes, thank you. Brer. s Frankfurt alwaysse(a) 7
A Yes, I'm afraid February is always quite (b)

B Its(c)— thmeoollte(dy !

A What's Dublin like at this time of year?

B well its{e) —— than here, We get a lot of rain, of course,
A Ahvyes. Isn'titoneofthe (f) —______ cities in Europe?

B HNo, [ don't think so. It's just very ... changeable.
Conversation 2

A You're off travelling next week, Sue?

B That's right. Frankfurt and then Helsinki.

A That's nice. Take some warm clothes,

B Mo itsmotig) — this time of year.

A Is that so?

B Yes, Finland is sometimes (h)
than Londen in July.

A Really?

B Yes, [was there last year and it was great, [t was
the Ifi"_! — summer in 20 years, though.
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Conversation 3

Where to, sir?

Heathrow Airport, please,

Whre are you off to, then?

Spain.

Spain? Mot (j} — enough for you here, then?

Mo, it's business, not piea SHTEe.

Oh, right. Well, anyway, itcantbe (k) — than here. They say it's the
{1 SUMMEr on record.

Yes, [ heard that as well.

Thirty-seven degeees at Heathrow yesterday!

[5 that right?

Yeah, And it's terrible for the parden. They sayits{m) — than 2006,

=D @D rE@X>

= m X m

4 Find examples of comparatives using adjective +-er + than in the conversations in 3.

5 Find examples of superlatives using the + adjective + -est in the conversations in 3.

6 Work with a partner. Use the information in the table to practise comparing
the weather.

Im January, it's colder in Helsinki thar in Frankfurt.

Im Juma, it's hotter in Frankfure than in Dublin.

Frankfurt iz wettey than Helsinki in February,

Frankfurt is drieyr than Dublin in October,

Average temparature [°C) Average rainfall (mm)
| Frankfurt | Dublin | Helsinki Frankfurt | Dublin | Helginki

Jani 1 53 -f.1 Jan 45.7 63.5 45.7
Febh |2 5.6 -6l Feb 1406 50.8 355
March |6 6.7 1.9 March | 53.3 50.8 5.5
April | 8.5 8.1 33 Apeil | 5B.4 48.2 1
May |135 106 [100 |May |61.0 558  [431
June | 17 133|142 June: | 73.7 55.8 45.7
July 19 15.6 16.4 July | 610 B6.0 (0.9
Pug 185 15.0 14,7 fug | 73.7 76.2 736
Sep 155 13.1 8.7 Sep | 533 63.5 66.0
Dct 10 103 |50 Ot A9 136 E8.5
Mow |45 7.5 {00 Moy | B84 685 B6.0
Dec |2 6.1 {-3.9 Dec | 559 68.5 55.8

7 Using the information in the tables, say what thl:: hettest, coldest, driest and wettest
cities are this month. Compare the places to where }l‘ﬂu live.

Fﬂ*—w T S e

= e ] S

=

T -
- - e i-d
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8 Work with a partner, Discuss which are the hottest, coldest, driest and wettest of the
cities in the lists a and b. Use this example to help you

A What do you think iz the coldest city in Burope?
B [ thirk it's Moscow.
A [agree / don't agree. [ chink Stockholm iz colder than Moscow,

a Europe b Asia

: Athens Banghok
Berlin Beijing

i Istanbul Hong Kong

| London Jakaria
Madnd Seoul
Mascaw Singapore
Rome Taipei
Stockholm Tokyo

| 9 Work with a partner. Speaker A look at the information on page 143, Speaker B look at
i the information on page 139. Share information and check your answers to 8

[ 10 Discuss the statements. Which ones are true for you? Why?

[ a Holidays are more stressfal than work.

| b A fast Internet connection is more important than a comfortable office.
| ¢ A 35-hour week iz move productive than a 40-hour week,

11 How do you make comparisons with longer adjectives?

12 Make comparisons using the prompts. There is a mixture of short and long adjectives.
Use the correct form in each case,
8 video conference [ fice-to-face meetings {cheap / productive / convenient)
Video conferences ave cheaper than face-to-face mestings.
Face-to-fdee meetings are more productive than video conferences.
b travelling by train / travelling by car (guick / safe / comfortalble)
¢ email / the telephone (easy to use / expensive / useful)
d working at home [ working in an office (efficient / lonely / relaxing)
e TV advertising / Internet advertising (effective / costly / entertaining)
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BUSINESS COMMUNICATION

i
Lad

Complete the sentences so they are true for you.

The most difficalt thing about my job is —
Thi most exciting thing I did last year was
The most stressful thing in my life is
For me, the most relaxing time of day is
The earliest time | started work last week was
Tha latest time | finiched work was
The mest successful meeting | had last yearwas
The most interesting person | knowis
The best thing about my journey to work is

= | ™ e a0 o p

14 Work with a partner. Ask and answer questions about the things in 13.
What's the most difficult thing about your job?

What’s it like?
WORK IT OUT

1 Read the questions and answers.
A What's Dubilin ike at this time of yeer? A Doyou like Dublin at this time of year?
B Well, it's warmer than here. B Yes, Ido. It's nice.
A What was Helsinkf Hice fn Jely? A Did you like Helsinki?
B

B It was very sunmy and warm. Yes. I did. It was lovely

Complete the senténces with verb and preposition
a Do you hke Dublin? In this sentence, ike iz a
b What's Dublin Hke? In this sentence, fikeis a —

2 George is talking to his colleague, Tina, about his holiday. Here are his answers to her
questions. Write Tina's questions using like as a verb or a preposition.

a A

B Itwas great, thanks, Tina,
b A

B Perfect. Hot and dry during the day, and cool at night.
c A

B Yes. It was big - there were more than 200 rooms - but it was very comfortable.
d A

B Yes, it was delicious.
L e e —

B They are very polite and friendly. We didn't have any problems
3 1.59 Listen and check your answers, :

4 Ask your partner about their last holiday.
When did you go en your lnst holiday? Where did you go? What was it like? Did you like the ...7




T8

11 Weather watch

Phrase bank: The weather
‘What's [[rublin] like at this time of pear?
‘What was the weather like?

It’s one of the wettest clties in Burepe.
Take some warm clothes with you.

A mild winter affects the energy sestor,
It's freezing!

It's colder/hotter in ... thanin ...

1z ... always so cold/hotfwet?

Wi get a lot of rain.

| Vocabulary 2
The weather

1 Complete the text with the words in the box.

changeable  coldest ool drer higher  highest
hot maximum rainfall sunny warm  warmer

A RECORD-BREAKING A/ /CLST?

The UK expansnced an exceptional perod of hot
waather in August this vear. The heatwove loshed
from the 3rd 1o the 1110 I remained genernally

@y and dry uniil 1he 27th, Then the
end of the month waos cocland (b)) —
S0 how (c) wios the monih as o whole

and cid the high tempseratues break any reconds?

The overall cveroge lempenature fo the monihin
Englond wos 183°C.Thiswasthe (dy
since 1997, In the lost 100 yeors, thene werne onty four
&) —— Augusts = 1947, 1975, 1995 ond
1987 Tempenaturas in the offernoons wers 3 fo 3.5°C
M than nomal in parts of southam,
central and aastarn Englond. It wos holier than 30°C
somewhens in the Counfry eveny day from ke 3rd fo
the 12th. A () of 38.1°C at Grovesand
on the 10th established o new UK recond - the
highest femperoture since reconds began. Howevear,
the last few dovs were unusually (W)

Al Busdan, a maxmum of 1172 on the 28th made i
e () August doy since 1986 Onihe
315t on Bodmin Moo the termperalure of night fell
o =1%C.

(i —— over England and Wales was

77% balow the avenage for August since 1971,
During the lost 100 years, only nmee Augusts

ware (k) — it wos, of course. a very
By maonth, Sunshine over Englond and
Wales tofoliad 210 hours, which was 19% obove tha
overage for the month.

11 WEATHER WATCH

Compound words

2 Combine 2 word from box A with a word from box Bio
complete each sentence.

A 4
company  energy  exchanpge peak sk weather

forecast  profits rate  sesest  sector period

a The shirset
was a lot of snow,

b [tis easier to export goods when the
makes them cheap to buy for

had a very good winter because there

the customer,
¢ The
all day.
d July and August is the

for the tourist industry.

was good, but in fact it rained

of the year

¢ [nmycountry, just twe electricity companies dominate
the

f fell becanse of a problem with a
faulty product.

like

Match the questions (a-h) to the replies (1-2]
What's your new boss like?

Do you like your new bozs?

What was your hollday like?

Did you like the film?

Would you like a cup of tea®

What's Rome like as a place to live?

What do you like about your job?

What's the salary like?

———

She's very nice.

Meeting new people and working with a compurer,
It was great, we had a lovely time,

Very good; it's over 50,000 a year,

Mot much. He's not very nice.

Yes, I did. Julia Roberts was fantastic,

Mo, thanks, but ['d like & coffes.

[t's a great city, but it can get a bit hot.

B =i O N B L ha e =M = a0 o O O o Lad
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Comparative and superlative adjectives

Comparative

Adjective

Ohe-nplladle adfectives
small smaller
1..'|I'|.' =:.ﬁ-:
hot hotter”
big bigmer®
Adfectives ending in —y
casy CAGHET
lazy lazier
happy happier

Superlative

the smallest
the safest
the hottest

the biggest

the easiest
the laziest
the happiest

Adfectives unih feoo or mare spdaiie

the most expensive
the most beautiful
the most intelligent

cxpensive
beautiful

MORE EXPEnSIvE
more beautiful
intelligent
Trreular adfectives

mre intellypent

good Berter the best
bad WOrse the worst
far further the furthess

* acjectives ending in one vowel and one consonant —
double the consonant

than and she
The comparative form uses shan after the adjective when you
compare two things.
The superlative form uses the before the adjective.
* Berfin i farger than Hambury,
=I5 Sotter foday tham yerferday,
¢ A bike 25 more ecomemical thar a dar.
* Girl are uswally better students than boys,
= HWka dr the rickest pernsn irt e goorddy
= [k the worst accoumtont § fnow
« The LIEA = the nrast powverfhf counrry in the werld
* Rio de Janeire is goe of the most beautified cities in
tilre warld

Practice 1

Write the oppesites of the comparative adjectives,
easier g it
quirter
dirtier =
uglier

heavier

nearer

WArmeT

wider

happier

faster

MOrE EXPETSIVE
gafer e
M younger

= ™ s O 5 e

Practice 2

Write the comparative and superlative forms of the
adjectives,

Adjective Comparative
quiet arideter ()

economical

comfortable
qukk

TROASY — : —

Superlative
e Jl:J-h:.".fl'\I

clever

exciting

dull
Practice 3

Look at the information about three mimivans. Complete
the sentences with the comparative or superlative form of
the adjective in brackets and the name of the vamn.

Fm ko a0 oW

Ford Mazda Toyota
Weight sl | 4,283 3.682 3,932
Length (in} 200.9 | 187.0 194.1
Width (in) _?5.2 T2l 734
“Height in) | 68.2 68.7 66.9
Engine [Wres) | 3.8 i 30
Max power | 200 160 210
[har sepower]
Fuel economy | 19.4 mpg 18.4 mpg 205 mpg
Guarantes 36,000 miles | 50,000 miles | 36,000 miles
Price 534,110 526,095 528,916

a The Juels iz fenvir than the Mazda. (heavy)

b The i5 than the Toyota.
(long)

& The ____  igthe______ (wide)

d The is than the Ford and
the Tevata. (high)

& The van with the engine is the

(big)

t The is the
(powerful)

E The is than
the Ford. (economical)

h The. —* has the guirartes.
(good) =

I The is the —
(expensive)

11 WEATHER WATCH 77
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Drriving a bire cav is rarcly
it prlpasure,

Wik Jormes, pournaist

o you only use hire cars
when travelling on
business, or do you also
uge them for holidays?

Learning objectives:

Unit 12

Survival skilts Disoussing the I
sdvantages and disadvantages

uf hiring a car; Roleplay:
Disseribing problem: with a hive

cas and firuling solutions

Reading Advice about hiring

& CAF

Listening Converaation at & |
car hise deak; Probleres with a

hire car

78

On the road

Picking up a hire car

1

Do you ever hire cars? Imagine that ona trip to the UK youw want to visit several differemn

cities in south-east England. What are the advantages and disadvantages of hiring a car?

2

& 201 Acustomer arrives at the car hire desk in an airpart to pick up a car.

Listan to the conversation and answer the questions.

a

M &5 0 o

5 o

EOODOOO0DECOOO00E

4

How did Mr Larson make his reservation?

Doeg be gat the car he reserved?

Does he get a good deal?

If he has an accident, how much does he need to pay?
Where is the car?

-n?I 2.01 Put the lines of the conversation in the correct order. Then listen again and

eck your answers,

Hello.

Hello. | have a reservation in the aame of Larson,

A Ford Focus. Is that all right?

Mo, the price is the same. Can [ check your driving licence?

Thank you. Do you want excess insurance cover?

How much is it?

Here you are,

Crleay. W don't actually have the car you requested, so we ame offering you an upgrade,
Ma, that's fine. I'll visl it.

Just one moment. Mr 5 Larson?

Yes. It was an Internet booking.

An extra £13 a day, Otherwise you pay the first £500 if there is any damage.
What car isit?

Yes, that's fine. Do | need to pay any more?

Right. Please sign here, Here are your keys, You'll find the car park on the right when
you go out. Here's the number to use at the barrier when you leave. Have a good trip.

Fead the information from a web page giving customers advice about hiring a car.

Complete the web page with the words in the box.

breakdown cover  drivinglicence  fines  insurance  petrol  serarches  speedlimitz @

CAR HIRE ADVICE SREvoU SAVE A SMOOTH IOURNEY.

& Check you have your{a) before woul leave »  Before you drive away, check for any damage. If you spot
home = car hire comipanies do not accept photocoples. any (e) or denits. make sure the company
In some countries (especially non-EU), you need an knows about them so you're not blamed for them when
International Driving Permit vou return the car,

e (b} ispenerally notincluded in the s Respect(f)——_ andtrafficlaws and don't

booking price and you return the vehicle with the same think that you are anomymous. If you break the [aw, the
armount of fuel asat the stare of vour rental, IFyou need hire company gives your details to the police and you

oo returm with a full {c)

check where need to pay the (g)

the nearest petrol station to the return point islocated. Keep the car hire company’s contact details with

Soume car hire companies will sell you a tank of petral, vou in case of emergencies. Check if there is any
butit is usually cheaper at a petrol station. {h) or whe to call if you have a problem.
s Excess (d) cover can be expensve but

may be worth it Make sure you: understand how much

you have to pay if you damage the car. |-

120N THE ROAD



BROOMS CAR HIRE - VEHICLE INSPECTION FORM

2

What do you think is the most difficult thing about driving in a foreign country in a

hire car?

Problems

1

Discuss with a partner or your teacher, What things can go wrong when you hire a car?

The car breaks dawn.

2

'v"! 2.02 Lizten to a phone call where a customer calls a car hire company abouta

problem. Answer the questions.

a
b
G
d
3

What is the problem = an accident, a flat tyre or a stolen car?
Where is the customer now?

Where is the car?

What does the customer plan to do tomorrow?

& 203 Whatdo you think is the solution 1o the problem? Listen to the conversation

when the hire company calls back. Were you right? Is it a good solution?

4

==l

=]

=

E
5

& 20 Complete the comversation. Then listen again and check your answers.

Hello. Mr Larson?

Yes.

Can you take the car to CuickFix in Halston Road? 1t's about a mile from the hotel,
Oh, | suppose so. It's (a) [ hope it doesn't
take long.

Mo, (b) — If you leave now,
they can {c)
Cleay, then. Thank you very much.

{d) give you
directions?

Mo, it's okay. I cam use the sat naw.
Right. If you have any preblems, (e)
Goodbye.

Bye.

Work with a partmer, Look at the picture and think of as many words as you can for the

parts of a car or the things that can go wrong with a car. Write them in the correct place
on the picture,

Caondition of vahiche

~amEFFI T

6 Workwitha partner or your teacher. Student A is a eustomer and Student B waorks for
a company. Roleplay a conversation like the one in 2.

Student A look at page 144. Student B look at page 143,

12 ON THEROAD 79



WORKPLACE DRt NRsan B S I e e e st oF. |

SCENARIO

you can't miss it
used for saying that
something is very easy
to find

Our office is the big builging
next fo the station — you
can't miss i

Learning objectives:
Workplace
Scenario C

Business communication
shills Civing directions;
Hedeplay: Asking for and
Hl:l.'i.'arl direcHons

Reading Email ziviag
dirpetians

& In Company In action
C1: You cam't mis it
CE: A change of plan

"oee

BO C YOU CAN'T MISS IT

Yo can't iss it

. L ] ¢ L ]

1 Use the maps and the words in the box to complete the sentences.

nextto  on the corner. on the left

Y

; 2 =]
= e .
a8 Thecabéis the bank.
b The station is the post office
¢ The office building is
d The hotel is
2 Match the pictures {(1-4) to the directions {a—d).
1 g B BB 4 4
I =—i

Go straight on at the traffic lights.
Turn ri.ghl at the T—juul.‘!i.u:l;.

Take the second road on the left.

Go down the road and it's on the left,

IO

a a8 oo

Hannah has an appointment to visit a customer, but she canmnot find the building.
Watch video €1 and underline the correct answers.
1 Where is Hannah at the morment?

a Atthe station

b Inhercar.

¢ Opposite the post office.
2 What is the bad news that Alan has for Hannah?

a8 He can't help her

b He doesn’t know where she ia.

¢ Sheis in the wrong part of town.



WORKPLACE SCENARIO

8 Look at these two maps. With a partner, decide which map gives directions from
Barnfeld Station to the Afexis office. Watch video C1 again ta check your answer,

3 .\.1'. 1" ‘ \" .\1. h 3
[ SN ‘fﬁ. B\ %Y

N, kY 5
b % L R e
b WL \ 0 &N
'._ \' I'\. '_. b
\ H A L 0, W
! L1 LY
b .-' P .'-._' x_‘-. L =
"'H. '\ _.'I A o A ] il
\.

# E,"h., e fﬁ’. 1\' '-Tjt';-%‘:"f“”

D Person A is asking for directions, Match their questions with Person Bs answers,
Then practise the conversation with a partner,

A B
a | Excuse me! L | Sure, it's opposite the train station,
b | Can you tell me where the post office is, | 2 | Mo problem.
please?
¢ | Where is that? 3 | Yes, how can | help?
d | Thanks for your help. 4 | Go down this road and take the first left -
yiou cant miss it

B Read the email and look at the map. Mark the position of the restaurant on the map.

To: All staff

From: Henry

,
B
o

=
8|
b
&
£
[=]

Subject: Jackie's birthday party on Friday

Il|,.':|l||r|| i3 !.

Jackio asked me to book a table at Antonko's for her birthday party. It's a naw
restaurant and it doesn't have a website yet, so | can't send you a link.

it's near the centre of town, just a short walk from Growe Park train station, As
you come out of the station, turn right down Jellico Street and go straight on at
the traffic lights, Then take the next left down Filbert Street and cammy on until you
get to the end of the street, Antonio's is on the right, at the comer of Filbert Strast
and Hardwick Avenue.

1| e to bell them how many people are coming, so et me know!

.Q-:
3 1

H

—poo

i

- i “;ﬁ u 7 Alan and Henry are getting ready to go home. Watch video C2 and decide if these

staterments are true {(T) or false (F).

a Hannah was late for the meeting, but it wasn't a problem. T/ F
b There is a party tomorrow for Jackie's birthday at Antonio’s restaurant. T/F
¢ There is a bank on the same street a5 the Chinese restaurant. T/F

B Mark the position of the Chinese restaurant on the rap in 6. Watch video 2 again to
check your answer.

9 Practise asking for and giving directions with a partner.
Speaker A: Turn to page 133,
Speaker B: Turn to page 146,

10 Evaluate your performance uging the form on page 142,

C You CAN'TMISS T 81




13 Getting there

1 2.04 [mten to the conversation. Put the waords in the order vou bear them.
explanation [_| animals [_| afraid [ | leaves(x3) [ ] late [ |

Ench year if seewis fo fiiee (e .

::n'l'l'f .I'-'.'I .hll' AFFOsi f‘l"h' ArFTR 2 ¥ Em [.I:‘h'l.t']] -Igﬂlrl -IJ'II.I. ACESWET 1E|.|.' LIIJI'h'l[IJJ'I:"h'.

anid tongrer fo drive fo woork, a Where are the speakers?

b Are they happy? Why / Why not?

Would you like ra live

nearey to your workplace?

skills CHecusiing comenuting

by rail; Talking about rail and
s seevices; Fluency: Talking
ahout how SR ol 1.'|:.-'|r4| |‘::|i-||::

3
Learning objectives: r
Unit 13 o
Business commundeation c
d
4

cliffr e tllil.@'«
H'-m Croanamuting s
LaEmiil ing, and time

Listening My journey 1o work
Commuting experbences
Phirase bank Getting o work
Yocabilary Tramsport,
Expressions with get
Grammar Verbs and
prepositions of movement

OFFICIAL -

COMMUTING IS
BAD FOR YOU

Work with a partner. Discuss the questions

How does rail travel sometimes canse health problems?
Why are these problems dangerous?

Why do passengers in trains get angry?

Why don’t rail companies provide longer trains?

Read the article. According to the writer, what are the answers to the questions in 37

Millions of rall passangers have haalth problems Decause they travel’
on overcrowded trains. A recent study by the Ral Passengers Council
mzasured the heart rate and blood pressure of commiters'on trains
which were crowded. As a result of the poor conditions of thair journey
to work, they were stressed even before they armived at the office,

Ancther problem is that trains ame often detayed or cancelled without
waming, The combiration of uncomfortable trains and unnaliable
services can cause a level of tension which is dangerous. Regular
commuters can suffer from hagh blood pressurg, anxiety or even fatal
heart conditions &s a resull. On top of all this, their season lickets are
not cheap, They pay high prices for a poor senvice and this makas
COMIMUIETs very angry.

For the rail companies, it is cheaper to pay fines than to provide longes |
trains. Putting on an extra carrage'is not profitable for a train compsanys
It's not waorth making the passengers! lives more comfortable. Most of

the companies prefer 1o pay a small fine for cvercrowding, |




BUSINESS COMMUMNICATION

B Find words and phrages in the article which match the definitions {a=f).

a8 with too many people R

b the speed at which your heart works

& a person who travels to work and back home again every day =——

d youcan't rely on it

& tickets which are valid for an extended period of time

f  afinancial penalty s -

6 Complete the sentences with the words from 5. Are the sentences true for you?

@ [am always angry when Igetaparking

b Your_ increases when you are scared, stressed or when you do exercise.

¢ [ drive to work because public transport in my countryis — and in my job,
it’s important to arrive on thme.

d Ouroffice is and there isn't enough space to work comfortably.

e My company helpsus tobuyour __ for the bus or train with loans and
subsidies.

f lama — and I spend at least two hours on the train every day.

Timetables

1 Lockat the timetable of 2 cormuter train route into Boston and say if the statements
are true or false, If they ave false, corvect the information.

The first train leaves Needharm Heights at ten past six.

The last train arrives at South Station at 13 minutes to ten,

In the early morming, there is less than an hour between trains,

Train 606 takes 40 minutes.

The 5.35 from Needham Heights has five stops before South Station.

Seventeen traing stop at Rugples in the moming.

g After 8 pm, if you miss a train, you need to wait at least an hour for the next ene.

= o oo oo

2 Write questions for the answers in 1.
What time daes the first train leave Needham Heights?

3 Write three more questions about the timetable. Ask your questions to your partner
or teacher

4 Tell your partner or teacher about commuter train or bus services in your area.

Tradn Mumbsor
b begepi vl

- - - m - m [z
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Tell me about your journey

1 What different types of transport can you see in the photos?

B

13 GETTING THERE

2 The tables show different ways of talking about getting to work. Complete the tables
with the words in the boce.

by drive on’ oride take walk

a bus car
Al = a fram bus
a tax & train
- 2 bike o work go to work hika
- a matorbike miotarbdke
[ acar | [l fook
o fe—

3 Label the diagrams with prepositions of movement: inte, out af, an, off, te, fram,

i &

- [N

4 Look at the table. How many combinations can you make?

get towark, get into a car, get on a bus

Varb + Preposition + Place
Eo ta wirk
-;.:aﬁc into a car
drive = __u@_l’['_qi -:rii_e_nfﬁce
ride oo |abus
get off towm

5 s 2,06 Listen to someone describing their journey to work. Which of the words
from 4 do you hear?



BUSINESS COMMURNICATION

6 e 2,05 Complete the text with prepositions. Then listen again and check
VOUT ANSWETS,

My journey to work takes about an hour and a half, That's three hours a day there and
back. At 6.30 1 walk (a) —— of the house, get (b} the car and drive
) —— the station. [t's a ten-minute drive and at that time of the morning

it's usually easy toparke. Tpet () ofthecarandwalk(e) —_____ the
station just in time because the 6.45 is normally very punctual. T get (f)

the train and sit down and try to sleep. Sometimes 1 stand because there are no seats.

The train arrives at 730 [get{g) ______ the train at Lime Street and uswally walk
(h) —— . the station (i) _ the office. If ] go on foot, it's a half-hour
walk, g0 [ get {j) _ waork at eight or just after, If it's raining or I'm late, | get a

bus or take a taxi.

Pros and cons

1 Complete the table with the words and phrases in the box, Add vour own ideas,

comfortable  dangerous  difficulevo park ecological  expensive  fast
healthy  hot and sweary  Inconvenient  possible to Heten to theradle  possible to readfwork
private  safe slow tiring uncomfortable  unreliable

+ -

car
_brom
bicycle

2 ' 2,06 Listen and complete the conversation.

A What are {a) a bike to go
to work?

B The (b} that it's cheap.

A Yes, but (c) it can be
dangerous,

B Well, (d) there's a lot of traffic.

A Thai's true;

B The (e} 2 is that you can get a bit hot and sweaty.

3 Discuss the car and the train in the same way as the conversation in 2. Use the ideas
in 1 and the prompts below to help you. Add your ovwn ideas.

It depends & ...

thera's a kot of traffic the senice is good you [ive near the station
your office iz near a station YOl Can drve you have a comgany car
there's a shower in the office there's an office car park there are a lot of hils

it rains a lot you need 1o ook good at work | 'S a long way

4 e 2.07-2.11 Listen to five people talk about their commuting experiences,
Write down all the different types of transport they mention.

Martin Janssen:
Jane Stevens:
Sally Somerfisld:
Diawe Smart: o=
Treasa Chaytor:

13 GETTING THERE 85



5 & 207-2.11 Listen again and complete the table about each person's journey to werk,

Speaker | Transport type | Journey time | Advantages Disadvantages

Mﬂﬂ]ﬂ- r|:|r.|'.|.l';ﬂln';‘;|r 28 srrerapedios Illl,l_lu'.l' A f |'J?.i.r.|r J'-"‘rl.ull"l; vzl |I:"|'|' 7 ] ;l'::ll"l'-\.'.lu.'nl.:lu_l-
Janssen Lagwd dfrivers)

Jane 3
Stevens

Saty
Somerfield

Crave
Smart

Treasa

Chaytor
B Put the words in the correct order to make questions. Ask your partner the questions,
2 do/go/how to/ work S you /¥

b it/ long/ does [ how / take / you / ?

¢ pgood/what/ things / are / about / the /it / ?

d disadvantages / ave / what / the /¥

7 Read the text and label the graphs Europe, North America and Japan.

COMMUTING AND TIME

The Japanese spend more time commuting Comparison of international commuung times (one way, in minutes)
than Europeans and, especially, Morth
Americans. One out of four North
Americans spends ten minutes or less
commuting and far tea thirds, the journey 5%
to work takes less than 30 minutes. Only
24% of Naorth American commuters spand
maore than 30 minutes going to wark and 58
| anly 8% spend more than one hour. The

|
majority of Europeans aleo live within 30 20% & _
minutes of their workplace or school. The  qes | |
nurber of commuters who spend between
30 and 0 minutes travelling to work, 0% b i
however, is 33% in Europe - higher than c4
inMNorth America. In any case, very few . ..
Europeans or Morth Americans commute 10°30 80 120 10 30 60 120
for miore than one hour, 1 i :

8 How much time do you spend doing different things? Look at the table and add seven
I miore things to ask about. Ask and answer questions with a partner.
A How much time do pou spend getting to work?
B Aboutan howrond a halfa day. How much time do you spend sleeping?
A Seven hours a riight. How about studying English?
B [ spend about three howrs a week.
How much time do you spend ...7

getting th work studying English Sleeping
talking on the phone sending emails EOEE 10 meetings
watching TV workmg relaxing

eating getting exercise socializing

on the internet downloading music
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LANGUAGE LINKS

| 13 Getting there

_—

Phrase bank: Getting to work

My joarney to work takes an hour, The worst thing about the usderground is the dirt.
| go home by bus, The main advantage of .. is ...

v depends if there's a lot of traffic. [ spend an lour & day on the Interoet.

What are the advantages of ...7 Honw much time do you spewd in meetings?

The good thing about . ks ..

Transport 2 Compleze the text with the words in the box.
1 Complete the crossword using the clues. bus  commuters crowded  drivers
journey minutes  seat  travel

Across
2 They_ the train and dida't say anything.

Everyone waited, but the train didn't come. How do the Japanese commute?
§ The isoneof the safest forms of transpart. o e e s el
7 lwanttobethereintimeto — the plane.

10 Ome advantage of a bike is that it is

11 The underground in London is called the

14 The service into the capital is not very

16 SorrylI'mlate. Therewasa__ jam.

17 Onthis there iz a bus every five minutes.
Dowmn
1 Excuseme,areyoua_ ordoyou work for
the rail company?

3 The flight was late and [ missed the

4 My train was so | was late for the
meeting,

6 The. — was full, o [ had to stand for the
whole journey.

8 A isaperson who travels to work and
back every day,

9 A isfast, but sometimes not very safe.
12 lean't — 3o lhaven't got acar. Expressions with get
13 They —__ angry when they can't sit down.

3 Match the sentence beginnings (a=h] to their endings
{1-8).

Johan gets to
Please get out .
Celina got on
He's late because he got

| had to stand - it was impossible to get
How did he get into

There were no taxis, so ! got

O the high-speed train you can get

15 You can get on a train, a plane or a

OOO00000]

the office without his keys?

of the car:

a bus to the hotel.

the bus and then realized it was the wrong one.
work at 7.30.

to Berlin in one howr.

off the train at the wrong station.

a seat because the train was very crowded.

G = 3 A b e = RS QDD
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Grammar

Verbs and prepositions of movement

How you move
In Englizh there are different ways to express how you move:

1 pofrome + where + hiow
o] t WoTk an foot
cOme 1o the office by car

o school by hilee
home by bus

* He goes ta the office on foor.
= It quicker if you come (Bere) by v

2 hows where
walk o work
drive 1o the office
cyele to schoal
gt home
catch a bus
take o iaxi
get 2 plane

= He walles fo flve u'ﬂ'ir.p.

* Its quicker if you drive (here)

o [anae rired s I took @ taxd bome.
In (1) YOU use Phrqs: oS3y how VOHI ITIGVE — -a.u"_ffmr,
iy g, g
Im {2) you use a verk of movement to say how you move -
iriee, wwalk, ra, /iy, cpele, etc or an expression like sabefatol”
gt Sucframsslane.

Dhirection
verh of movement + |!rl:_|:lu!5timl - where
podgetddrivewalk tod from the aifice
work
walkfmun intoout of the starion
the reom
gofdrive/ride into/'our of oW
the centre
et into/out of the car
a raxi
gt o/ off a bus
a plane

13 GETTING THERE

Practice 1

Rewrite the sentences 5o that the second sentence means
the same as the first.

a8 [gotowork by .

1 alrive f sk,

b In Japan, few people drive to work.

In Car.
€ Johan goes to work by bicypcle.
Johan wark,
d Yesterday, [ went from here to the centre on foot.
the centre yesterday,
e Normally, [ take the bus to work.
by bus normaly,
F The best thing is to come into town by taxi,
The best thing is
into bawr.

g Alot of peaple take the train from Oxford to London
every day.
— by train every day.

Practice 2
Complete the sentences with the pairs of words in the box,

from + to  into+ mesting  into s rain btessa
on+rides outeintp be+on Lo+ brain
ook + inte  trains + o

@ lvwas St sol took a taxi S the airport,

b Simon travels work with his bike
the train every morning and then ...
€ ... atlunchtime, he gets his bike and
home.
d Lindsay flew Lyon
Stansted ...
8 .. and then the train
London
f She gt the car to escape the
E Jean walked the room just as the
finizhed.
h Wegot . of the taxi and ran -
the airport terminal.

| There are high-speed _ that go from Tokyo
— Csaka in two hours 30 minutes.

| Only 16% of company workers in the USA go
work by bus or



Trends

Disruptive technology

(e of the most consistent disruptive
stertis i brusiness is the (a0} mterrupting something or stopping it from continuing as usual

fisifure af feading comparics

g sty af the o of thair

industries when technologies 1a disruptive technology is a new idea that completely changes how a production

or nrarkets change, process and business works. Look at the examples below. What other examples can you

think of?

Joteah L. Bower & Clayton M. b

Ohiistensen, Harvard Business *  bottled water (changed the soft drinks marlket)

R *  digital media (changed the entertainment market)

2 ‘The use of 3D printers is another example of a disruptive technology. Read the article

Do you like change or do and answer the questions,

you like things to stay the 8 What materials do 3D printers use to make objects?

AT
b How are companies using 30 printers now?

€& What are the advantages of 3D printers in the production process?

Learning ohjectives:
Unit 14

| Business communication ekills
Talkicp bodat Yok Srremnl
gitiatian; F|I\.H"'||1':.l: :JI!.v:'u':!:iF‘:\R
soctal, buriness, techmalogy and
faskion trends
Reading 3D printers; How

| peopls use their time; Social i
I.'Nr..d.i:l.rl. Britain These U-E!."E..E'JWE REIERN
Listening Conversations about about 30 ;;_nl'l‘..E'I'E. "-_5 one of the
wehat's happening now Fratbest topacs in buaness and
Phirase bank Temporary G WG B CNANGING Ieas
situarbons, describing change aboud industnal production in
Vocabulary Dhaily activities the fulimne.

Grawmmar Fresent Consinuoas, -
Prinpnt Cantinnens ¥4 Pretemt 3D F:!'ﬂ'ﬂm qf}.‘l' ot bits of meadal

Simgple o plastic i mwch 1he: Same wary L e 1 ‘ - ) s -
——— i irikcjiat pirinter Spits Gut ‘= . -
inic. They use lasers to melt the plastic or matal and siowly tiakes four fa five months, When they usa 30 printers Lo create
builcd L objects kayer by layer. mT Hﬂmﬂﬂmﬁ Ford can reduce productian. S

There i3 a kot of exciterment bout the potential impact of this . :

new production process, but how ara firms using it now? Pﬂwmm,ﬁmﬂgmmw
Thers ans Twio Man ways. shapos. Rosparchers ot GE ara usang 30 printers to

; complicated jet engine parts. They ane getting results

The first i the craation of prototyres. Ford engnears ang which e moe precise than with traditional methods. The
gparimenting with A0 printers to produce prototypes of car advantages of A0 printars an beft ‘ Sitank
parts in less time than the comentionall mathod, Traditionalh: weight lor both). The pr e alciart i i
angineers creale a model for each piece of an Bngine. This m-:msamalbmfmmmmmr&.

=" How are

3D printers

=
. -

14 TREMDS B9




WORK IT OUT

3 Readsentences1and 2.

1 Traditionally, engineers create a maodal for each piece of an engine.
2 Ford engireers are experimenting with 3D prirbers.

Martl the sentences I or 2.

& oo e

change experiment  reduce  use

a.  Thiz is true over a long period of time.

Thiz is the situation at this moment.

The verb is in the Prezent Simple form.

The verb is in the Present Continuous form.
The verb form is to be + -ing.

LI

I

|
el

4 Complete the sentences with the verbs in the box in the Present Simple or the Prosent
Continuous form. Are the sentences true for pou?

a At the weekend, 1 my free time to study
b The Internet —  the way my company does business.
| ¢ In mybusiness area, companies often with new technologies.
d At work we costs at the moment to improve our results,
l D Work with a partner. Think of three things that are changing in your life or work at the
moment and tell 2 partner or your teacher about them.
I 1 am travelling more. Caer market is getting bigger.

R

Conversation 1

Conversation 2
Conversabion 3
Conversation 4
Conversation 5

i Conversation &

What are you doing?

1 ¥ 212-2.17 Listen to six conversations. Match the topics to the conversations.

- o o o o

order enguiry
sending an email
health enguiry
help needed

in a restaurant

job enguiry




BUSINESS COMMUNICATION

2 & 212207 Complete the conversations with the verb in brackets in the correct

form. Then listen again and chieck your answers

Conversation 1

A Hi, Jake. How !;..,l] _ I:EI:EJ} 1.!.'Id.'1}'-:'

B Alotbetter, thanks. [ (b) (zake} these new vitamin pills.
They help a lot

A That's good. Right, sée you later.

B Bye

Conversation 2

€ Sonia, can you help me with these fipures?

D I'm sorry, Frank. I'm a bit busy right now. | ey — _ (fmish)
this report. How about this afternoon?

& Okay. Thanks.

D Right. See you after lunch,

Conversation 3
E Order despatch department. Can [ help you?

F Yes [0dy ___(phone) from the Lyons office about our special
order. When can we expect delivery?

E I'm sorry, who (g) . . I:.tp{'.!m ta? It that
Jacques?

F Yes, that's right. I {f}
Conversation 4

{call) about arder reference 5948,

G Hello, 1{g) (call) to ask il you have any job vacancies.
H Mo, I'm sorry, we (h) 3 — {mot recruit)
at the moment.
G Oh, | see. What time of the year do you recruit?
H Weusually have vacancies in July. Get hack in contact then
G Ohay, thanks very much.
Conversation 5
1 What {1} — {dal?
4 1 _ {send) an email to the printers,

I Oh, it's better to phone. They never answer emails.

4 Don't they? Oh, all right.

Conversation &

Excuse me, we (k) = _ (weait) for the kill.
I'm so sorry, sir. Here you are.

Thank you. We're in a bit of a hurry, you see.

Ma problem. I quite understand.

W rFrErF=x

Practise the conversations in 2 with a partner.




24 hours

1 Lookatthe graph and complete the text with the phrases in the bosx,

activities occupy over half the day, People spand
arounid & third of the day slesping. The stanstics
look af & snapshot of each hour of a 24-hour day so
wie can imaging that it is that particular time ‘now’”.
They show the percentage of the population daing
ane of six activities at diffarant tmes - slaaping:
amployment and study; traval; housdawork; eating
and parsonal cang; and free ime.

are cating  are having a shower  are sleeping  are working
How do peopls in the UK spend their time? For axampie.
According to Mational Statistics Onling, the answer B am Onweekdays, T7% of adults are awake and out of bed by
it gleaping, working and watching talevision, These B am. They (a) having breakfast or gaing o |

work. Some are already working or doing tha housewsark

11 am Forty-five par cent [b) or studying.
They continue to work unbl at least 3 pm.

6 pm The mapority of pacple (c) or daing the
housework or things ke watching TV, or are onling.

12 midnight Eigly-oneper cent of aduls (d) . wihiilg

12% are still enjoying free time and 4% are working or
travelling.

THE WAY WE USE OURTIME

8z

Parcontage of respondorts.

&
2

;

10 pm
12 am
2 Bm

o =+
s Tima of day

2 According to the information in 1, say what people in the UK are doing right now.
Absur 20 per cont are ... Most people are ...

Do you think it iz sirnilar in your eountry?

Ner many paople are ..

Match the guestions (a=f) to the answers (1-8).
What do you da?

What are you doing mow?

What are you thinking about?

What do you think about on your journey to work?
Whete are you sitting?

Where do you sit in the office?

L0000

My holidays last summer

I work in a transpoTt agency.

Next to Johan, oppesite the teacher who is on the other side of the table.
I'm writing a letter.

About all the things | need to do that day.

Mt my desk in the corner by the window.

Work with a partner. Ask and answer questions a-fin 3.
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BUSINESS COMMUNICATION

Is life improving?
1 Complete the text with the words in the box.

are buying  arechanging aredying aregetting  areliving  are recycling
are spending  areworking  isgetdng  lspoing  isimpreving s rising

3ocial trends

an aver before. Lite in Britain
ar as a result. The Olifice
haatth, wealth and lite :
The latest report indicates:

jve lenger th
but people are not happl

cs publishes figures -
statistics P sociol Trends'-

Britons are heatthier and |

{ﬂ} J'n.'{iﬂﬂf_.m'n!
of National
safistaction In their report

* The populction (B} poorer on averoge becouse of the
recession and unemployment. However, compared to 20 years ago,
people are twice s rich.

People(c) — mone of their ime onfine for communication,
shopping and entertainment,

People (d) — longer and the population is gatting oldar.
Fewerpeople(e) — from heart disease and strokes.

Partneships () peopls live together, but there one fiewear
marmiages and mone children are bom oufside maonicge.

Mona people ars iving in fiats. not houses. The
numbzer of people wiho live on thedr own

(9) —— ond domestic anergy
consumplion(h) — up as a resulf.

* home women (I The differences
between men and womean ()
srmaller.

* Households (k) — __ mome of their
rubbish, but peopla shill find it difficult to ive
more scclogically,

* People (1) nexarly all thedr
music online.

2 Workwitha partner or your teacher. Discuss the questions.

a Are the sodal trends described in 1 the same in your own country?

b How is your country different from Britain? What other social trends are there?
¢ ‘What are the trends in other areas like business and technology?

3 A company wants to make business investments in your country. It needs information
about the social conditions. Use 1 as a model to write a short report.
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Short answers
Phraze bank: Temporary situations, . = 1 Vo s
describing change
F.ngunu,'tr; are experimenting with 3D printens yuord bl e ot/
What are vou doing? o bl foics 8 bt ([T
How are you feeling today? tes, | they Mo, | they
I'm finishing this report he he |, ;
T

I'm calling abowr .. she | is. she _5 I!.'I:

.
Excuse me, we'te whaiting for the bill it it -
At 11 am, 45% of the pnpul.\l::nn are working or StLI.l'J'I.'hHﬂ. Sl ook
Life im Bretain is improving, R r

most verbs — add =g

verhs ending 15 ¢ — remove the -#and add ~THg

[ Vocabulry._______4 R S S

z m‘ Fh' wride -» WrEfng ke —» making
DHI'}' s o *** werbs with one vowel and one conzonant — double the
Match the verbs (a=h) to the phrases (1-8), consonant and add =iy
a #ea 1 towork * SR Hl"."l;rllg gl —» peiting
b watch 2 an email rIih —e ruARiNg i = firting
c go 3 afilm Yo use the Present Continuous form o talk abour
d have & - bisalfazr * activities happening at the moment of speaking.
8 ftake 5 television It prlvarrinnge afont fhe advert in dhe paper.
f call 6 anpill * activities or sibeaticons Jou see as temporary,
g send 7 afriend Hebworldng from bere this woeek,
h study 8 English * sinzations which are changing.

The conapany s growing (.l.-u'f.'s'."]'

Present Continuous vs Present Simple

* When be poes fo Eurich, e stays in the Hoted Badmbafl

' Present Continuous (habitual situation)

* Helstaying or the airpert borel. (now = on this ip)

the trains are on strike.

1 want to change my reservation.
the product has a fault.

of the demand at this time of year,
their preject iz behind schedule

Affirmarive Interrogative * She wworks for o marketing agency s Franfir,
[ am Aan | ] {always trus)
I You yvie + Sherworking i the Paris sffice fhir ek
We  lare -y (temporary situation)
They working.™ they |sirtings™ Practice 1
_F_ir: - he Match the sentence beginnings (a=h} to their endings (1~}
She [is Is ?~'|l=' a I'mphoning the hotel becausa |:|
It B b He's working at home because =
& Wa're modifying the design becausa ::l
Negative d He's running because L]
| A (LT & We're increasing production because ]
f Yo {  They're working at the weekends because [ |
We | aren't / re not (are not) g The company is losing money becanse [ ]
They coming.’” b She's living in a hotel because =]
He 1 our costs are too high.
She |isnt/'s not (isnot) 2 he's late for the meating,
I 2 she hasn’t got a hoose in this country.
4
5
B
7
8
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Practice 2

Write the -ing form of the verbs,

a enjoy SQAend g learn

b play h organize s
¢ stop i buy

d zell : = j szmoke

g odreive kK wuse —
f drink —— I

Practice 3

Underling the correct forms to complete the sentences,

a
b

I'm happy teday. Everything goes / is golng well

Just a minute, 1 can't heay you. I'm listening / [ listen to
the radio. Let me turn it off,

Saskia werks / b5 working with me —we both joined the
cOmpany ten Years apo.

What are you doing [ do you dz in the office at this time
of night?

I'm leaking / I look for Jack. Do you know where he is?
Are you likdng / Do you like the new design?

A lot of people speak / are speaking English there, so you
can ask someone for directions to the hotel,

h It's Mr Bradley an the phone; he's asking / he asks about

the mesting.

Practice 4

Complete the sentences with am/is/are or do/does/don’t/

daesn't.

8 A Canlspeak to Jill De Grouchy?

B I'msorry, she —  work here any longer.

b A Where_____ vou going?

Bl - just going outside for a walk.

c A I lookingfor Pierre Leblanc,

vou know where he 157
B Mo, Imsorry, | —  new here,
l— know him:

d A Bememberthat Jeanne — eat meat.
= — they serve vegetarian food at the
restaurant?

B I know Canyouring and find sut?
¢ A What____ happening at your office
these days?
B HMothing special W working with
A T 5|..|pp]itr in E:nngand.
A I know them?
B Mol thinkso.

Practice 5

Complete the sentences with the verbs in brackets in the
correct form.

a8 How much YOk (earn)?
b That's Johnoverthere. He _____ {stand) by the
IBM stand.
& A Canlspeakto Mr Crue?
B T'mserry, Mr Crus {weark) from home,
ol — (want) biz home
phone number?
d 1 (live) in a Aat because |
{like) l'wmg in the city centre
@ you - (use) the computer?
Can [ twmn it off?
f A Hey!Thetelephene__ {ring) next door.
Can you answer it?
B Mo, Ican't.| _ {da) something really
i.rnp-u:'ra:nt_
E A Who ________ wyou — italk) to?
B InsMark. He {phone) from the
adrport.
h A What newspaper Yo
(read)?

B ElPais, but [ only buy it on Sunday.,

Practice 6
Correct the mistakes. Each sentence has one mistake.
a Where vou work?

‘I.l.'l.T' '..".I' LT

b Hew hard do Pedro work?

¢ We no have a 3D printer at work.

d What you deing after work?

@ Sorry, you can't speak to Encarna. She's talk to a client

f Jos'san IT consultant. He's work from home.

g Right now, Joe doesn't working. He's on holiday for a
month,

h I'm enjoy my job & lot at the moment. It's very
interesting.

14 TRENDS 95



15

Tirne s generally the best
doctor,

Is it better to stay at home
when you are sick, or better
to go to work if you can?

Learning objectives:
Unit 15

Businets communbeatian
sklils Discussing absentesism;
Deciding hose (o réduce
absemteeism; Raleplay
Lzcussing problsms and
peaaible salutions

Reading Absentesissn; The
:ﬂ'ﬂnl.tr_- af Iu-rinﬂ.'! maather
Listening Fhomdng in sick
Phrace bank Waork and kealth,
making decisions
Vecabulary Health
Gramemar going to « verh,
Subject guestions

= In Comparny interviews
Unite 13-15

WORK AND HEALTH

Work and health

Phoning in sick
1 e 2.18 Listen to the conversation and answer the queéstions.
a What is wrong with Daeid?

b Do you think Mr Savage believes him?

2 @ 218 Listen again and complete the sentences.,

@ In fact, | think I've got flu. I
at home.

b1 for an appointment
srraight after thiz call.

¢ Yes. i something and
g0 to bed.

3 Underline the correct answers,
The words you wrote in 2 ...

a are about the past / prasent / future.
b show that David decided / didn't decide what to do before he called Mr Savape,




BUSINESS COMMUNICATION

4 write questions for the answers using fo be + going to + verb.

a Where 7
I'm going to have dinner at home tonight.

b What time 7
We're gaing to leave worl at 5.00.

¢ Who 7
My partner iz going to make the dinner temight.

d What ?
I'm geing to buy a new car.

8 When Y
We're going to have a holiday in July.

f When Y
I'm going to retive wien 1'm &0,

g What 7

My company is going to open a mew fa-:tu:-rp' next year.

5 Workwitha partner. Use the questions in 4 to make short conversations,
A Where are vou going to have dinner tonight?
B Ar home. What about pou?
A I'm peing to meet some friends in & restaurant.
6 ﬂ 2.19 Listen to another employee who phones Mr Savage with a problem,
Answer the questions.
2 The employee ashs for permission to do something, What is it? What words does
he use?
b What problem does the employee have? What is he going to do about it?
€ The employee apologizes. What doss Mr Savage say in reply?
7 Mow practise the conversation with a partner using the prompts.
A Hello.
B Hello, Mr Savage?
A s/ John?
B Yes /Mr Savape / matter / come [ late?
A Well/ depends. What / problem?
B toothache / 1/ ring / dentist / appeintment
A see
B 1/sorry
A can't/ helped / worry / later
B Yes/ Goodbye
8 Work with a partner. Practise similar conversations with the problems and decistons
in the table. ;
Problem Decision

a | son is sick take him to the doctor

b | train strike - no rans drive in to work

¢ | problem with water in the kitchen phone someane 1o f it

d | has headache lig o

a | someone took car phone the police

f | a%arm clock didn't work take & tad

g | problem at daughter’s school speak to her teacher
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Sick leave and business

Match the health problems (a-h) to the photos (1-8),
backache sl e toothache ]
acold i) headache L]
] L
| L]

f
flu [] g stress
stomach upset | h abroken ankle

B 0 O e
o

S

2 Discuss the questions,

8 Who takes more time off? Underline the correct answers,
1 men under 40
0T
women under 40

2 employees who work for private companies
or
employees who work in public services

3  workers who belong to unlons
or
workers who don't belong to unions

b Workers give different reasons for taking time off. What is the most common reason?

¢ Which is a bigger problem for business: people who are off work for leng perieds or
people who are off for just a day or two?
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BUSINESS COMMUNICATION

3 Read the article. What are the answers to the questions in 2, according to the article?

: k CAUSES OF ABSENCE
]_C neSS - The repart also compares what
b 11’1 managers think are the top five
1.15 eSS causes of absence and what the
emplovees actually say:
ACCORDING TO A RECENT SURVEY, British employees had m:ﬁ:‘:}*ﬂﬂ report absence
an average of 6.5 days off work for illness last year, That is a total
of 190 million days or 3.5% of total working time. The average cost 2. stomach problems/ food
of this absence per emplovee is £760. For the whale workforce, this 3 ﬁidmﬁuimwnﬂ
represents a tofal of £17 billion for British businiss. AT TR
More than nine out of ten absences (95% in the private sector and 5 stress ( emotional problems [

2% in the public sector) were classed as short term, but long-term
absence has a greater effect. It causes 32% of total working time lost.
An examination of the data reveals some interesting Facts:

personal problams

In managers’ own gpinion

1 colds / fu
+ There is a big difference in absenteeism from employer to 2 stress [ emotional problems /
emplover — from 4.5 days per employes in the small organizations, personal problams

to &1 days in the largest. Sometimes this is because of the hype of
work, but company policy on absence is important as well.

+ Wen under 40 have half the absence rate of women under 40.

3 Monday moming blues / extending
the weekend

4 low morale { boring job
5 childcare problems [ family

+ Public sector emplovees phone in sick more (average 8.1 days) sickness
than private sector employees (average 5.9 days). If the managers are right, it shows us
+ Trade union members report sick more often than non-union where employers need to focus their
workers. efforts to reduce absentessm.

4 Match the words (a-f) to the nouns (1-6). Check your answers by finding the

collocations in the text.

a trade 1 rate

b company 2 term

¢ pulilic 3 sector

d absence 4 com

e short 5 policy

f average 6 union

5 Complete the sentences with the collocations from 4. Are the sentences true for you?

a Ihbelongtoa

b The of a cup of coffee in my country is $1.50.

¢ Workers in the have better working conditions than
people in the private sector. ;

d In my company, the . is higher in the winter because many
people get fu.

@ My next summer holiday? [ don’t kmow. I enly plan
f  Wealways travel economy cliss on business trips — it's

B The last sentence of the article in 3 is:

If the managers are right, it shows us where emplopers need o facus their efforts to reduce
absenteeicsm,

Wark in small groups. You are the managers of a company with problems with the amount
of time employees take off. You want to improve the situation.

Decide what new company policies to introduce, If you need some ideas, look at the list on
page 145

Tell other groups what your decisions are. You can use these verbs: introduce, try, build,
start and other verbs that vou know.

We're going to introduce more flexible working hours,
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Who are you going to call?

1 Combine the verbs in box A with the words and phrazes in box B, How many
combinations can you make?

tobe tofee]l tophomein tostay otake  fowrite

asicknots  athome (0 sick  timeaff  seell

2 Read the text and answer the questions.
a When you felt ill a5 a child, what was good about having a mather?

b Why is it difficult to decide to phone in sick?

c

Why are bosses and colleagues spmetimes suspicious of people phoning in sick?

hen you ane not fealing one hundred per cent, you realize just how importam
mathers are. When you were at school, who decided you were too sick to go
that day? Mum. Who decided vou were well enough to go again? Mum, Whe

phioned the: tegeher or wiote the sick note? Mum,

Well, now you are older ond work, who takes these difficult decisions? You, of coursa, Wi
i phoning in sick such a problem? You feel a bit ill and the doubts starl., Are you really i
or is it perhaps you just don’t want 1o work? Exactly how ill do you feel? If you are really
sick, its sensible to sty at home. But do you risk the suspicions of your boss and your
hard-weorking colleagess? Also, vou know thist while vou stay at home, work is Duibdi
up in the office for when you get back, On the other hand, if vou go in, does it S-h:ﬂ:

i (& commitment to vour work, or mre you imesponsible for infecting your worimates?®

1_ > In the end, you finally decide to toke time off, After a day or two, yoo begin o
; feel better. But are you better enough i go in again, or do you need another day (o
':;ilb make sure?

I never realized how wonderful having a mother wis until 1 started to take responsib
fior myselfl

_ o
-: _ =g

“ADVANTAGE

of havinga

#
A -'_*l HEALTH
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In Company internws

BUSINESS COMMUNICATION

WORK IT OUT

3 Look at the sentence and answer the questions.
Your mother phoned the teacher.

a What is the subject of the sentence?

b What is the object of the sentence?

4 Read the questions and complete the sentences with 1 or 2.

1 Who phoned the teacher? (your mother)

2 Who did your mother phone? (the teacher)

8 Inguestion —__ whe is the subject.

b Inquestion_ whois the object.

¢ The form of question — — i85 who + auxiliary + subject + verb,

d Inquestion________ there is no auxiliary and who is the subject of the sentence.

Underine more examples of subject guestions (like question 1) in the text in 2.

D Read this sentence.
Jon phoned Coral, then Coral phoned Alex, Alex phoned Armu and finally Arnu phoned Martin,

Work with a parmer. Ask and answer questions like this:
Who did Jon phone?

Coral.

Whe phoned Alex?

Coral.

Write questions for the answers using who.
Sl o grows sear fiued
I wrark for Techne Graphic S4.

Ha i optuir fros
Mr Savage is my boss,

R mmWmE

o

My company pays my travel expenges,

My company makes car parts for General Motors.

Our most important clients are banks.
f — —
Yesterday | saw the president.

The managing director phoned me this merning.

My secretary tells me all the office gossip,

I phone Mr Savage when I'm sick,

7 Work witha partner. Ask and answer the questions in &.
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15 Work and health

Phrase bank: Work and health,
making decisions

Does it matter if | come in a bit late today?

I"m {not) going to come in to work today.

I'm afraid T don't feel very well

['ve got toothache / a headsche / 2 stomach ache.
[ think I've got flu / a cold.

Wheo did you phone this morning?

‘Whe phoned you this morning?

Vocabulary

Health

1 Putthe words and expressions in the box into the
correct row to make collocations.

acold anappointment  anaspirin & headache
athome apill atemperatore  backache  better
Ba il inbed inzide iteasy okay  sick
something for it vitaming:  well

have [l

feal il

take Jlin':lrf

stay it

2 Complete the sentences with collocations from 1 in the
carrect form.

a8 [I.had aheadache, sol took e dgwii

b I'mnot well, 50 I'm going to
in bed.
¢ Ifyoudon't tomorrow, call me.
d Dovou At — with the doctor?
8 He's not going to be at work tomorrow - he says he
gick and can't et out of hed
f I'msorry, I'm not coming into work. L have a
of 40 degrees,
g If youareill, it is better to. at home.
h Inever a cold because | take these

going to + verb
Adfirmative and nEEaiive
am {'m)
I :
___ |am not {'m not)
Yot
are (re)
b are not (arent) | going to study ronight.
They :
He is )
She |,
It is ror {isn't)

102
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Intertogative
Am |I

o

Are | we
they
he
she

going to zee John tomorsow?

Shiort answers

| am, I "o Nt

¥ ol

WE | ArE. we |aren't/ renot
Yes, | they Mo, | they

e he

she |is. she | ism't /s mot,

i it

You use going fo + verb to talk about plans or dedsions:
* I'm going to phone the airport abous the fiipht.
* Hek going to see the bots thic aftermasn.
» The company ir going fo creafe o new divivon.

Practice 1

Respond to each statement with a question using going to.
Use the promipts.
a A Canyouanswer the phone while I'm out?

B What/ do?
4t 4RI Lt _lr;.a"ﬂl_._@-_fﬂ;‘
[ lost my job last weele.
laok for / new job?

b A

We've pot 2 special meseting tomorrow.
Who [ come?

I'm on the conference programme as a speaker,
What / talk about?

I've got a trip to Asia next weeb,
Which atrline [ fly with?

My fight leaves at three o'clock.
B someone, take / afrport?




Practice 2
Respond to the sentences in the past with a negative
sentence about the future.

a [bought a new car last year.

d.l'_:nl FiyAf aurr'a.lﬂ fat l!uir_l iF RS (R AN f‘_r.l.'-..'n

Subject questions

There are two ways of forming questions in Enplizh:
Qestions with auxiliarics

b She went to Zurich on business last month.

¢ |took the bus last time.

d He wore jeans to the last training course.

e | made the coffes for everyone yesterday.

f  We saw Jean last weekend.

g The company gave you a pay rise last year.

I Wewere there last week,

i lworked a 14-hour day in my last job.

Practice 3

Complete the sentences with am, is, are, do, does or did.
a D6 you play golf last Friday?

b you waiting for me?

¢ What time Mr Latimer usually arrive?

d How often you have meetings?

@ What ___ Mr Lacunza going to do when
he retires?

f We . going to watch the foothall tonight.

g you watch the match last night?

h [ late? I'm vary sorry.

i She_ phoning about the advertisement
in the paper.

Practice 4

Write answers to the questions so they are true for you.

a4 Do you drive to work?
l'_r"ltd\. .'.l‘:- .-",'\."’l J aliranF.

b Have you got a holiday house?

¢ Did youuse a computer yesterday?

d Do you work in a bank?

& Are you going te have a holiday this month?

f Iz your boss studying English with you?

g Does your teacher wear a suit?

h  Areyou enjoving this exercise?

Cuestion word | Auxilinry verb | Subject | Verb

Where do they live now?

Whar is she doing | here?

What time did yoa et up#

Who did you biee there?
Questions without auxiliaries

Ouestion word | Verb

Who telephoned | this morning?

Who TS yOur company?

What h1|1-|1|:|1n:d?

How many people | work

for the company?

Cluestions without suxiliaries are sometimes called subjpec
questions because the question word (normally whe) i3
the subject.

Practice 5

Write three different questions for each of the sentences.
Joaguin wrote the report on Friday aftermoon.

a When did fosgudn grite frg rppyet 1
b What ]
¢ Wha 7

Mr Evans phoned the hotel to make a reservation.
d Whodid

g Who

f Why

Dario is going to visit the factory in Poland.

g Where = —
h Whe

i What

The boss is going meet the Chinese delegation termormow.

i’ Whois going T]
kK Whois the e
I When ?
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Before we started an wirline,
I alsofutefy boted it -
yinge twas fust o miserabis
EXPErIEnie.

15 fying fun, rightening
or boring?

Learning objectives:
Unit 16

Survivad skilis Flaency: Talking
abnil comumon air travel
probleme; Flaendy: Disosssing
airpert facilities; Raleplay:
Di:nﬂ::n:nj a pmb\![m ar tha
alrport

Reading Prablome with 5 new
aleport termaing

Listening Alrport
announcements; Complabnes
aborut alr travel

Up In the air

1 &

2.20 You are a pazsenger on Hight BAL46, Listen to the airport announcement
and answer the questions.

a What is the problem?

b What do you think ‘weather conditions’ means?

¢ What kind of "alternative flight arrangements’ do airlines offer in these situations?

2 What kind of things can go wrong when you travel by air? What sort of problems do
vou think people complain about most? Make a list with a partner.

< Lookat the information on page 141, Were your ideas in 2 correct?

4 & 221-2.95 Listen to five situations. Match the situations to the kinds

of complaint.

Situation 1 L_ Sirwation 2[_| Situation 3[ | Situation4[ | Siruation 5[]
a Baggage

b Cancellations and delays
¢ Reservations

d Customer service

g Owverbooking

5 Lookat the groups of words and phrases. Which situation in 4 did you hear them in?
a bag/hand luggage / check-in / regulations ]
b aisle seat / bad knee / when you checked in / ask someone

¢ vegret [ engaged / call back / patience

d announcement J air trathe controllers / vourher / not your fault

& reservation / refund / meeting (]
6 ¥ 2.21-2.25 Listen again and check your answers.

7 Which of the situations have happened to you before? Diiscuss with a partner.

Airports

1 What things about an airport are important to you? Read the list of fearures babow,
Decide on the three most important and the three least important. Does your partner or
teacher ag'ree?

= pasy and cheap to park * clean toilets and facilities

*  good shops *  information displays which are easy
¢ short, fast queaes to rezd and understand

* clear aigns and directions * short distances to walk

# polite and efficient pround scaff = close to major city

» comfortable places to sit down and relax * comfortable temperature and climate

comntrol

* good restavrant and café facilities at
a reasonable price

» gpectacular architecture
*  DAnNOTAmic VIEws



—_ SURVIVAL SKILLS

2 Read the text about some problems with Terminal 5 at Heathrow Airport
Answer the gquestions,

a2 When did the problams at Terminal 5 happen?

b What was the main cause of the delays and cancellations to flights?

¢ What advice did British Airways give to passengers?

d  How long did people wait for their luggape?

= TERMINAL 5

¥ LAUNCH DISASTER
\ 4 brings holiday chaos

Amnmlm: failure of the baggage system

has collapsed Heathrow's new £4.3 hillion
termminal onits first day of eperation. Huge erowds
of passengers were stranded at Terminal 5 last
night, after British Airways cancelled ar least 54
flights. BA, the oaly aidine operating our of the
new terminal, sropped baggage check-in shorthy
before 5 pm. As a result, dozens of flights departed
half-empry, carrying only those passengers with no
leggage to check in.

More than an hour after suspending baggage
check-in, BA started advising passengers 1o tum
up with only hand loggage. By then, thonsands

of peaple were already at the terminal with large
cases they could neither check in nor leave behind.
The problems forced many outgoing travellers

to give up and head for home or look for hotel
accommaodation. Meanwhile, passengers on
arnving flights waited up to four hours for bags 1o
be unloaded,

3 The problem in the article in 2 happened to a new terminal, Do you think that this
kind of problem is nermal with something new?

4 ‘Work with a partner. You are bath passengers in the situation described in the article
in 2. Roleplay a conversation using the prompts.
A Excuse / what / happening?

B computer system

A What / the problem?

B notworking / not check in

A M

B ANl flights / cancelled

A there/ noone / ask / typical

B What / disaster! / not believe this!

A what /do?

B noldea / Wait / see / happens / suppose

. 226 Listen tothe recording and compare the conversation with WALITS,
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I WORKPLACE SIS s e ||

= On top of things

on top of things

mn control of what 15
hapaening

When iy boss is on holiday
fie calfs the office avery day,
to keep on top of things,

1 Look at the things a manager says to a staff member. Are these examples of feedback

Learning objectives: positive or negative? Work with a pariner and put the phrases in the correct category.
:ﬂrkpl'.“; I noticed some problems with your work,
cenario s I'mi very impressed with your work.
Business communication Keep up the good work
shills Talkisg shout : e :
Hexithe ard |1|'|;||rw-||rh|:|.$, This work isn't the usual standard.
Rl.ﬂl‘]'r!.ij". F|:'|||.|I|.R solullans mill Thh'lk F-lu'm I'Il‘ihfl'lg s,md Pmm
to preoblems al wark Wa need to make sure this doesn't happen again.
Reading Fledtme and
Tll:gszw — Positive feedback | Negative feedback
D A bad repart; |
¥ On top of things

In Comparny
in acBon h 2 Bab and Jackie want to talk to Alan about his waork., Watch vides D1 and answer
the questions.

1 What iz w:'ﬂ:'lg w'tl;]'l !11:: Fl:n.gnn;iﬂ :rr|;||;;|rt that .'U;l:n qutc?

-

& There are too many details. m
| b The information is not very (mportant. :}
i ¢ There are a lot of mistakes, iy
2 Why iz Alan stressed at the moment? Choose two Correct answers,
a Heisvery tired. J_
b Hedoesn't get any phone calls. 3
& He doesi't ltl!Lr'I.‘-' what L£8] 1]:,:. :l
| d He doesn’t have enough time to do his work. ]
& He doesn't like concentrating. ]
I f Hisfinancial report was mizssing -_.I
| 3 Witha partner, decide who says each of these phrases: Bob, Jackie or Alan.

Watch video D1 again to check your answers.

g ‘e want fo speak ko you obout someihing
‘| don't know what to suggest.’
Wi need your financial neports to be sccunte,”
i "We need to make sure this doesn’t happen again
“You're a valued member of the team.’
! m fecing a Dt siessed of the moment
L Alan

“iow don't usually make mistakes ke this.’

—_—

: W's hard to concentrate on my own work.”
| '‘But you didn't say anything.”
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WORKPLACE SCENARIO

4 Read this management guide. With a parmer, mark the statements to show if they
apply to flexitime (F), homeworking (H) or both (B).

a2 Staff members chooge the hours they work. F/H/B
b ‘Thereare ‘core hours' when everyone is in the office. F/H/B
¢ Staff members don't need to go to the office. F/H/B
d It's easier for staff to focus on their work. F/HIBE
& It's good for the environment. FE/H/B
f It makes it casier to commute to work. E/H/E

FLEXITIME | HOMEWORKING

In a flexitime system, the staff members | With today’s technology, workers can access the company’s
choose which hours they work, as long cormputer systems and communicate with colleagues - by

as the hours add up to the same fixed ermail, phone and videoconferencing — when they are working
number every week. It ugnally includes fromn & lzptop or their home computer. This means they don't
game ‘core hours' when everyone is in need to go into the effice every day This saves money and
the office, for example 10 am to 4 pm. also helps the environment

Many siaff members are happy with Sarne workers find it easier to do their job when they are

a fesitime system because it makes it lone = free from internuptons from colleagues. They can
easier for them to commiute jno mush choose to start work earlier and they feel happier because
hour traffic), or take their children o they den't start the day with a long train or car journsy.
school before they go towork. Plus, They can work in a way that suits them - for example, they
autside the core hours, the office isoften | can listen to music while they work, However, it's important
guieter, so it's easier for staff to foous that staff working frorm hore have 8 workspace to use whene
on their work. But be careful: flexitime they have no distractions from friends and farnily, and that
can be difficult to control. [Us important they stay in contact during office hours. Some homeworiers
b make sure that everyone is doing the find it hard to switch the earmputer an in the morning when
correct nurmber of hours, there is o one then: to chieck that they are staring work,

Which way of working do you prefer? Why? Discuss with your partner.
Commuting to the office every day, with regular working hours.
Commuting te the office every day, with flexdtime.

Homeworking.

- R

6 Bob and Jackie are having another meeting with Alan, Watch video D2. Which ways of
working in 5 do they supgest?

7 Work with a partner and complete the sml:tn:d‘é from the video, Watch video D2 again
to check your answers,
a Wethinkthat — problem is your commute,
b Se working flexitimae?
¢ That — _____ pood.
d Also, we're
a weaek
8 With no interruptions. How td
f 1 think that would really help me. It'sa

e to work from home one day

8 A manageris talking to an employee about problems with their work. Roleplay their
conversation with a partner.

Speaker A: Turn to page 147,
Speaker B: Turn to page 144,

9 Evaluate your performance using the form on page 137.
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What is your biggest

achievement?®

Learning objectives:
Unit 17
Business communicaticn

sKills Disaussing someone

emi admive; Talking about
experienies: Comparing tablets
and |.15|H|,|Fl._ :ll_-lh;ri:'lin_s -rlu.l:@r:
in cormpany leges; Fluency
T-I.:Illl.nﬁ abaur |i|'rr'|‘|ﬂr||:;r1:
Talking about A company’s
performanee

Reading Cambridpe Satchel
Compary; The use of tublets in
Business; Balance sheat
Listening Corversations about
redent evints

Phrase bank Talking about
ERpETIERCE, hewd, redenl events
JrHI.IIIJ.'lH'I'

Vocabulary The reeall trade
Grammar Present Perfecr,
Present Perfect va Fasz Simple

i
L

s =8

Success and change

From simple beginnings

1

You are poing to read about a company which makes satchels. First, discuss the questions,

A ‘satchel is the leather bag which children traditionally used to carry their books to
school. Why de you think they became fashionable? Can you think of any other examples
of this kind of trend?

The feunder of the company was not very ambitious at the beginning. Is this typical of
business people who are rich and successful?

Mow read the article. What do you think the title of the article means?

'Thﬁﬁﬁy'kdﬂ&myhumtﬂmmm’ﬂm
(£12.7m) to break into China — only five years after it was stared by a mother
two in her kitchen. |

Julie Deane and hee mother Freda Thomas set up the company in cheir
Cambridgeshire home in 2008 wich a budget of anly £600. Deane was reading
hee children the Harry Pocrer bowks at the time and couldn't find high-qualicy
satchels like the one owned by Harry. i

Cambridge Satchel Company has grown quickly because the bags are popula
with celebrities and fashion designers. The satchels have appeared in hic TV
shiows, and the brand has also worked with fashion label Comme des Gargons,
Lase Oktobr, Cambridge Satchel Company launchied a line designed by
Vivienne Wesrwood.

The growth means the company is expecred to have sales of more than £15
this year and London-based venture capizal firm Index Venrures s investing
mm{m.?m} o help the expansion,

Dreane, 47, said the investment would allow the firm o increase the staff ac i
Leicester factory from 50 to 100 within the nexr 12 months. All the company’

Deanie, who has been in talks with poential investors for two vears, said -f
Veatares' digital expertise was 2 key to the deal. ‘Online growth is the backbon
nfﬂtquw.lmdﬂlﬁwﬁ]mnldmn:.

British Prime Minister David Cameron invited Deane tm accompary him o
aerade visit to China last month alongside representatives from firms such as
Palls-ovee and BB, She sys the aip hs given her the confideros o tadkde the
‘miarker. 'Before that visit, the Chinese market seemed o complicated, 1 feel nos
we underssand how to do it properdy”

. Glmweﬁmm-ﬁ:mdnmdpwmulﬂndu‘nmmmﬂnd i
Sarchel Company ‘one of Extrape’s most exciting entrepreneurial stores,

(™ WORK IT OUT
3 Look at the sentences and complete statements a—e with 1 or 2,

1 Julie Deane started her business ar kome with £600.
2 She has recoived an inmveitment of $21m to help sell her baps worldwide,

a Sentence ___is in the Present Perfect form.

b Sentence — isin the Past & |r.|"|p|e"' Ferrm.

¢ Sentence_ s formed with havechas + past participle,

d Youcan add in 2008 tosentence — because you are thinking
about a specific event.

e Youcan'taddin 2014 to sentence —— because vou are not

thinking about a specific event,

-



4 Find and underline examples of the Present Perfect in the article in 2.

S Complete the sentences with the verbs from the box in the Present Perfect or the Past
Simple form.

become  decide  prow  have  inwvite  sell  start  use

What systems or processes in your company ar 7
Howdoyou _ problems in your job?

a JulieDeane __ £600 to start her company with.

b She  ________ the company in her kitchen.

€ She_______ tomake satchels like thie ones in the Harry Potter books.
d Simce the beginning, Julie _ waorkers in the UK to make the bags.
@ At thebeginning, she o the satchels through a website,

t Thesatchels  popular with celebrities.

£ 'The British prime minister —___ Julie to visit China with him.

h ‘Thecompany . quickly.

6 Find words and phrazes in the article in 2 which mean the same as the following:
a started

b began to sell

& deal with

d diffecult to da

7 Complete the guestions with your answers from 6.

a Who__ the business where you work?

b Hisvourcompany__ anynew products or services recently?

L

d

8 Workwitha partmer. Ask and answer the questionsin 7,

9 Which business personality do you admire? Why? What has he or she done?

What's happened?

1 :ﬂ 2.27-2.32 Listen to six conversations and macch them to the situations.

a somegoodnews || d late for the train ]

b ntroductions B a8 mnotin the office []

¢ agood film [] t  wisit to the company B

2 & 2.27-2.32 Listen again and complete the sentences,

a Clive, ; Alan Jones?

b Pedro mie & lot about you.

& It's twenty past five and Ty train.

d I'm afraid Mr Harper = He leaves early on Friday,
& Yes, it. [t's good.

f Very good, T thought. T such a good film for ages.
E Mr Leclerk, Ms Ugalde

h  Am [7 Well, that's because some good mews.

i Deoyouremember that course [ applied for? me.
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e WORK IT OUT

3 Match the labels (a-d) to the lines of the conversation. Which tense do you use
to talk about specific details of actions in the past?

| A Where have you been this year? j
B [went to Gormany i May. :|
A Why did you go? On business? :l
B Mo, it was a holiday. | ]
a afollow-up question in the Past Simple form
b agquestion in the Present Perfect form
¢ an answer in the Past Simple form
d ayesirmo answer and then details in the Past Simple form

& & 2.33 Put the lines of the conversation in the correct order. Then listen and check,
[ ] How many messages did you have?

|:| Hawve you used your computer today?

|:| Mo, | haven't.

|:| Yes, I looked at my email this morming,

L| About ten. Have you used your computer today?

5 Work with a partner. Ask and answer questions, using the same structure as the
conversation in 4, Use the words and phrases in the table to help you

seen the bass
fravelled | abroad this marning
been on holday this aftemoon
written an emai this yaar
Have you | read a book this rmanth ?
eaten anything thirs wesek
talked to a customer today
wiorked with figures recernthy
used the telephone

How the tablet is changing our lives

1 Work with a partner. Discuss the questions about tablets.
@ How is the tabler changing the habits of business people when they travel?
b What are the advantages and disadvantages of a tablet over a laptop when you travel?

2 Read the article on page 111. Were your answers to the questions in 1 correct?

3 The arricle describes how tablets are changing the habits of business travellers. Complets
the table with phrases from the article. What tense do you use to describe changes?

Before MNow
Travellers used laptops. Travellers leave laptops at home. | (2] fypfap se dias decreasss
Fites and data were stored on | Tablets are used to access data | (b) this dhas created @ meed
laptops, aaling, for Betder H-Fi
Seventyfive per cent preferred | Fifty per cent prefer laptops and | (c) many people
laptops for streaming videos. | filty per cent tablets. R —
Companies did not use cloud. | Companies are using cloud b (g} cormpanss

store data. -
Confidential data on laptops or | Data in cloud with restricted (e} cloud computing
memory shcks, ACCESS, - .[ - -
Laptop was an exfra piece of | Tabled ifs in carry-on bag. 1 (] problerms
hand luggage. |
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HOW THE TABLET
HAS CHANGED
THE WORLD
OF BUSINESS

CCORDING to a recant suneey
by hiote! Wh-Fi provicer iBahn,
travellers are leaving their laptops at
heme and using tablets instead For
the first time in histary, laptop use has
decreasad,

The data frem iBahn shows that mone
and more travallers ame usng tablets,
and this has created a need for batter
Wi-F with more banchwidth. When the
company surveyed travellars last year,
75% zaid they prefermad their laptops
for streaming videos. Howaver, they
askerd the same question in this year's
survey and found that many people
have changed their minds, with a 50-50

BUSINESS COMMUMICATION

Ax wiell 3z waiching movies in their hoted rooms,
busingss travellers are using their tablets for work
A= companies have adopted cloud storage, wsers
hawve access to all of their important documents
and files. They no longer need disk drives or
memody sticks (o mose dale between cevices
From & company’s paint of view, claud computing
has made data mare secure, as emplovees can't
lose laptops with confidential cata stored on
them. Of course, this means that a good Wi-Fi
connaction has become essential, but this is not
usually'a problem.

With business travellers now taking their tablets
on the plane, problems with hand luggage
restrictions heve dissppeared. You can aasily put &
tablat in your carmy-an bag, or even hold it in your

split batween laptops and tablats: hand while boarding a plane.

4 Do you have a laptop or a tablet, or both? Which do you prefer to use for
entertainment? Which do you prefer to use for work? In what other ways has the use of
smartphones and tablets changed our lives?

Logos

Work with a partner or your teacher. Describe the
changes in the logos for BE Use the phrases below.
It's got bigger / smallar

They've simplifted it

They we made it bgger / smaller /£ more eolowrful /
mmire gitractive £ more modern.

Life goes on

1 Lookat the information about a businessman in the table. Use the prompts to talk
about the changes in his life. Use the irregular verbs list on page 134 to help yow

He's set up his own business.

Five years ago Mow Changes in his life
a | worked for a company wiwks for himself set up / business
b | Opel Asira Audi A4 buy / new car
¢ | Manchester Winchester move [/ house
d | =ngle marmied gel married
& | no children one daughter become / father
f | £1,000 in hank £10m in bank make / lot / money
g | jogged every day MEVET jOgS stop / do / sport
h | weighed 85 kg = | weighs 95 kg put an / kilos
I | moforeign languages speaks some German learn / German

2 Workwitha partner. Talk about the changes in your life over:

a thelast vear b the last five years ¢ the last tem years

The balance sheet

1 with large numbers, you can vse expressions to give the nearest round number -

a number that ends in 0. Match the numbers {a=b} to the sentences {1=4). Some sentences
can be used for both numbers.
a 3893

b 4137

1 It's just under four thousand.
2 [It's around four thousand.

3 It's about fiour thouzand.

4 It's just over four thousand.
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2 Usethe expressions in 1 to simplify the numbers and figures.

operating noes [ ) 3 the money that a company owes to banks and other compani

assets
liabilities

the interest and other expenses that companies pay to bogm
] maoney from banks

a €4,879

b 398

¢ £5023

d ¥5.1m

a %5123

f €105

g £4.00 - = ==,

3 Match the words (a-f) to the definitions (1-6).

SRR ] 1 the things that a company ovns and money which it is owee
b Frinoe sodts _::| 2 the money that a povernment eollects from people and
¢ iraton :| companies

d

8

f

5 the money which comes into a company through sales
6 the day-to-day costs of running a business, such as for
marketing and administration

4 Look at the income statement and balance sheet of a company below, Say if statements
a~f are true or false according to the figures,

a The company’s results have improved.
b The company has eut its costs,
¢ The level of taxation has stayed about the same.
d Finance costs have increazed.
& Both current and non-current liabilitics have gone down.
f The total value of the company has gone up.
INCOME STATEMENT BALANCE SHEET
Thig year; Previous year: This yvear: Previous year
52 weeks 52 weeks 52 weeks 52 weeks
1o 28 March to 28 March to 28 Marnch to 28 March
£m £m £ firn
Revenue 7o7.4 744 Agsets
Cost of sales -344.9 -357.9 MNon-current assets 373 266.6
Gross profit 402.5 3761 Current assets 2054 199
Operating expenses -301.5 -282.6 Total assats 5781 £65.6
Crperating profit 101 93.5 Liabllities
Finance costs -13.5 =14 Currant liabilities ~136.1 ~14dd.1
Finance incarme 27 14 Mon-current liabilities  =2203 =Mad
Profit befors tax 202 &0A Total liakilities =356.4 3625
Taxation -26.2 -23.5 Het assets 2217 2031
Frofit atter tax 64 574
Earnings per share 28.3p 25.8p

5 Do you think the company's shareholders will be happy about the figures? Practise
talking about the company's performance. Use the verbs and expressions in the box.

fall. godown goup increase remain stable  rise  stay the same

The company’s revenue has increased by over 50 million.
Profits have gone up by around five per cent.
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17 Success and change

Phrase bank: Talking about experience,
news, recent events and change

Pedra has told me a lot about vou.

I've prissed my train.

U'm afraid the manager has gone home,

Your visitor has arrived.

He has never appeared on television
The use of laptops has decreased by 5% in the past year.

It's got bigger and they've made it more attractive.

The retail trade

What does it refer to in sentences a-h? Choose from the
wards in the box.

abudget  acompany  a trade visit

awebzite  thebrand  the investment

&  Julie Deane started it in her kitchen.
.r.:'..lrjﬂ_ ulrl_sf

b Itwas the amount of money that she needed to set up
i COTPany.

& 5Sheused it to sell her products at the beginning.

d [thelped her to understand the Chinese market.

e It will allow the company to increase the number of
staff,

f Itis now global.

Present Perfect

Afhrmative Megative
"I. BN 1
You b You | haven't
We [0 We | (have not)
They worked.* They lefe.™
He He
hasn't (has
]Shn: hias ]5-|'l{‘ i
4 [

Elll.l.'! IErJ'_::“i'I'L' 5111.111 A IEYSTS

1 |
have [T ™ have,
we we
Where they | been? Yes, | they
he he
has | zhe she | hias.
| it
I 1
visia S haven't
Hawve |- ’ (have
e L not),
lhl-T_'u' finished? Mo, r|!'|-|."_|.-
he he hasn't
Has | zhe she | (has
it i not).

You make the Present Pectect with Aevefar + the past
participle of the verh.
* Regular past participles are the same ae the past form and
end in -ad epered, stopped, friad,
G h“[:l.n:,rwﬂw have irrcgu[.'lr past |,1:|.rti.|,'ip-|,q'.-.'.'|g:mr. knen,
aught,
You use the Present Perfect to talk about events sometime in
the past, but you don't say any specific ime.
Lifetime achicvemenis:

* Hek started two successfid companies (Tr bis i)

* She’s awritten six Sestielfing novels fin ber fife).
General past experience:

* Hekmet ber (Fefore).

= Do been o Berlin taoice |"'.£'¢:."'ar¢'_.|.
Changes from past to present:

* e prices bave pone wp (compared fo fart pear),

* T conmpanry b expanded (and it 70% bigger fhan before).

Present Perfect vs Past Simple

[ you want o malk about events at a specific time in the past,
¥ use the P;hl Ei:mp]l: form. For this TCas i, YoM Car Lll'l!]'
use titne expressions like fase paar or three doys ago with the
Past Simple and nor with the Present Perfect form:

s Frnep b i 1985, (NOT Dhamemarbimin-l 0850

* Mr Smith phoned five minutes age. (NOT Me-Swwih-bas-

=é5q : ; Ei.. ‘"‘Fl F HE,}
* [When did yon see bimf (NOT Hibsn-bameu-seen-finf)
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Practice 1

Complete the table with the correct verb forms. Which
weerhs are regular?

g Did analysts criticize Beaos?

h  Did Bezos cut costs?

EREL S Past particle i Haveprofits continued to grow?
set set {a)
() bought fc) | Has he proved e was right?
Fove moved {d)
:::m [;:t S Practice 4
rriake ig) i Write questions for the answers about Amazon and
stop stopped i Jeff 1,.5:3“'&-.* ‘ - o -J
[ib ] x'ruEn a E'I'l_r_ﬁ;iﬁt-..-l_'.‘i‘.'jﬂﬂ'-’:r & e prnisnrsiti ;
put (] put In 1986,
G learneddeamt i b Who i
Bankers Trust Company.
Practice 2 ¢ Where o
In Seattle.
R ine the correct verb fo
ead about Jeff Bezos and underline the co U How quickly :
HMbmwdﬂmﬂnnﬂwd Incredibly fast.
e Wha il s
Fimancial analysts.
f What 2
Costs.
g Who 2
Other retailers,
h What _ — P
He wae right.
Practice 5

Practice 3

Complets the sentences with the verbs in the box in the
Prezent Perfect form.

become  buy  change ge  grow  hear

a8 The share price fizs gewe up by $4.

b They the factary from Ouxford to Swindon

¢ They the computer system and it doesn't
work any langer.

d John a mew motorbike; so L hope he

doesn't have an accident with it

& Siobhan jobs. She's a sales rep in
Write short answers to the questions about Jeff Bezos and B R, ;
e f Jorge the company. [ don't know where
8 Did Amazon make a profit at first? he wozks now.
N it aliir's E The chain a new store in Lisbon, It's the
I first one there.
b Di bridge U T
et Reson go e Plmbricae Ramest h We___ the news, This means we need to
change the preduction schedule,
¢ Didbe geta degree? i Katherine Japanese.
: : j Thecompany and is now one of the
d Did he set up Amazon in New York? largest in the world.
: e s k Her business is a success and she
@ Did Amazon grow fast at the beginning? extremely rich.

114

Was Amazon a doteom start-up?
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If tire anetormalnile had

Sfollowed the same

develapmnert cycle as the
compairer, @ Roillr-Royoe
would foday cost $100, et a
mrillion mtles per palion aul
explode once a year, killing
ETErpae frrriide,

Hobert X Cringely, Infolorkd
MAgATng

What is the future of
the compuier?

Learning objectives:
Unit 18

Business communication
skills Discusing predictlons
aboet the future; Talking

ahout attinsdes 1o technology;
Flaency: Discussing possible
hature ecomomic situations
Reading Predictions about

the futnme; The fatune of the
[ntemeat

Listoning People discussing
predictions; Usdng the Internet
to el products

Phrase bank Talking about the
I-1|:|.|r|’_\unr! fm'lli:l!l"ln
Vocabulary Computers and the
EFTTIE

Grammar s, Conditdonal
EORTETR

It won’t work

The future of the world

1 A group of experts has made predictions about the world over the next 20 years.
What kind of I.]1'i;|1g$ do you think l]]E}' ]:rE\dir.I.Ed'-':' Use the words in the box for ideas,

bealn  cars  cloud  consamers  economy food  illoesses  robots

ERErgy space
2 Read the article and com plete it with the words in 1
Forecasts from

THE FUTURIS®

magazrne

e 1985, the editor
5 I:I'n.ugh[_F 3

1 Medical speciakists wall be able o b
predect what you'll do before you deo
They wall look at how blood fows in
the (3) —tosee what you
are: thinking, They will design improved
artificial arms and legs that wiers wall
contml directly from the brain. ?

The {f} will become more
mntelligent Ie won't past be a place 1o store
data. It will prowvide analyss and advice,
For example, it will design vour family’s
weekly menu based on their health and
fitness necds.

More advanced apps will torce businesses
2 Future vehicles will produce power to work hard to mamtun their reputations,

xs well 2 consume it Parked electric (@ ———— will rate services and
(b wrill e baneries o products, and the data will be linked to

- - - jud £ Lo 1 .
comvert ydrogen into smore electricaty, (3PS information syitemd. A customer

The owners will 121l the energy their in the strect, deciding between two
vehicles produce restavrants, will make a choice basged on

the reviews of 2 smartphone app.

) — will become as good
at lifting sack patients and old people as
humans. Their ares ane Fﬂ'l.wrﬁ.ll buit not
very semsitive. Engineers will give them
sensors so they can lift patients more
genthy

3 People wall keep a tank of fish in B
their kitchens to recyele their (c)
— waste. They walluse what
they don't eat to feed the fich and then
they will use the fish waste for growing
vepetables.

b The [{31] wonl T provice 9
as maty jobs, but there wall be plenty of
work for people. Tomormow's workers
will find ot what people want or need
andd then work s providing thag, without
having a formal job.

W will use noise vibrations ansd ather
forms of (i) fream the
ErVITONIIMEnt (o power our gdgets

I esearchers are developing technigques for
wsing vibrations produced on roads and
airport runways as sources of power.

Mew gadgets will help doctors o digmose
0 Patienits will breatiie
mito 3 handheld padpet wikich wses sensor
chips to detect chermscals that show
diseases or infections.

18 IT WONT WORK 1158

B Private commercial projects will replace 10
the US{e) —— shutde
program. They vwill use low orbit” craft
tos take pasengers from one side of the
world to the other within hours.



3 Read the article in 2 again and complete the rules.
a Tomake predictions about the future, youuse__ » the infinitive.
b The negative is. + the infinitive,

4 7 234 Listen to two people talking about one of the predictions in 2. Which one do

they discuss?
5 & 234 Complete the conversation. Then listen again and check your answers.
A I(a) people will recycle food waste with fish tanks.
B Why not?
A Nobody(b) —_ want to have a fish tank in the kitchen. There
(g} — be enough space.
B ldontagree It{d) —______ be easier for people to recycle than now,
A Perhaps they (&) —___ have gardens to grow vegetables in.
B (f). mast houses will have gardens,

E Work with a partner. Tallk about the other |:rer_Ei.El.i|.'u1s in the article in 2.
Use the phrases below.

Yes, I agree with number ome. [ think medical spedafists will understand how the Brain warks.
I don't think peopls will warnt o menn from the eloud,
[ don’t agree with that. Robots won''t work in hospitals,

How good is your technology?

1 Answerthe questicons.
a Do vou use technology in your work? What for? Make sentences using the prompts.

send emails,
a computer surf the Internet.
a tablet write letters,
a laplop calculate figures.
| use
S asmartphone | to | get the news.
the radug check on the stock market.
the television find information.
A NEWSpApEr relax,
keap in contact with the affice.
b Think abaut the technological equipment in a. Do you ever change |

the set-up of vour equipment, or downlead and install new
programs? Does this ever cause problems?




BUSINESS COMMUNICATION

2 Read the article and answer the questions.
a Who is Jonathan Zittrain?

b What dees Zittrain think about the future of the PC (personal computer)?

¢ What iz one of the disadvantages of the ‘freedom’ which a PC offers?

d What doesn't Zittrain like about smartphone apps?

& What is the problem with cloud-based services?

tf  According to Zittrain, what do users and developers need to do?

— 4

and ' _- RN .. i‘"‘iu

Cyberlaw expert Jonathan Zithain soys thot e traditional PC is bought {and s your propey) is Tocked down’ - in ofbier words, i
diead. He befieves thot 0s users chonge to smarphones and tablels.  will anly accept the soffware thaf they appeove.You canngd program
ihve personal compiter will lose its place in our lives and this s the device or downlood thind-party apps fo insball. if's safer’, but the
o bad thing becouse we will lose the freedom fhot the PC has suppliers hove lolal confol. If they don't wond you fo use o servica or
given us. Power will balong fo the big companies who contred the see something they don’t like, you won't, it also limits the creativity
openaing sysiems. and innavation of the develpers who credla iha 'opas’.

The PC is o fanbastic irvention, i is easy b corfigune and you Wa are cleo gaining redichality bat losing our freadom in onother

ore free ho install the programs you wanl. When connected 1o ha wary. Mone and mone, both componkes and privale individuals depend
Infernet, you con downlood the media ond soffware you choose, on the cloud-bosed sarvices provided by the big operolors, and nal
The moker of the operating system does nof confrol whof you can progroms installed on o PC. The supplier con ecsily monitor ond
do.This con have some unforfunate consequences because you control fhese opplicafions fram o cenfial source. They con chocse fo
oon downhoad hod” setbware with viruses and mabsare which will elirminabe sendcas or shart charging for them withow any warning.
dumage your system. However, Ziltrain says the aftemalive oltered  zinrgin soys that tis situotion is worrying because it means

by the makers of smoriphones and MBIgls 13 werse. that there will b less innovation on the Inteme!, Bosh users and
Thie “opps” which you con downlood from onling stores are confrolled developers need fo demand mare freedom, and not let the big
by ihe manufiochurers. They make sure thal fhe product you have ployers diclate the fulure of the Intermet,

3 Complete the table with words from the article in 2.

Moun Adjective | Verb
configuration configured {a) =
e innawatnee mnovate
nstallation mnskalled {ci —
1 — controlied control

approval approved &)

{7} relighle redy

gl creative create

program programmed {hl —

i) — developed | develop
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4 Complete the sentences with words from the table in 3. Are the sentences true for you?

a Iwantafastamd _  eomputer that never goes wrong and always works.

b Ineverchangethe — onmy PC because it's too complicated,

& [Inour company, the IT department _____ the computer network and you can't
do anything without their permission.

d [ never download anything withoutthe _ of an IT expert because [ don't

want any problems.

& In my work, the Internet is very important for — because it's a source of
new ideas,

f lalways — the latest software updates on my PC and smariphone.

Using the Internet to sell

1 & 235 The presenter of a radio programme, Business Teday, interviews an expert
about using the Internet to sell products. They talk about the topics below. Listen to the
interview and number the topics in the order they are mentionad.

delivering the goods D € after-sales service D
Google m I enquiries I
customer invelvement 1 E pape design E]

brand ]

e 2.35 Listen again and answer the questions.

According to the interviewer, what two things are really important for the customer
when buying on the Internet?

o Ry B0 O

b If you don't have a brand or lots of money to create one, what da you need to de?

¢ What is the koy feature of a good web page?

d How do Amazon.com help customers to choase what to buy?

@ What iz the best way to answer enguiries?

f What is the main thing that you want the customer to do?

WORK IT OUT

3 The sentence below is an example of the zero conditional. Complete the rules
with aheays, present, conditional, when and resulf.

If you make your customers happy, they come back and buy more.

o clouze : by clause
If + present tense ool tense
You uze the zero conditional to refer to a situation thatis(d) — true,

You can replace if with (e} —__ and the meaning is the same.

4 & 23 Complete the sentences from the interview in 1. They have a similar
structure. Use if where necessary and the verbs in the box in the correct form. Then listen
again and check.

be go | have lnow realice  spread
a Ifyou— aname like Carrefour or Corte Inglés, people

whao you are.
b youhave the technical knowledge, this —________ possible,
€ e customers see this feedback, they ——— they are not alone.
d Ifsomething — _ wrong, thebadnews — very quickly.
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BUSINESS COMMURNICATION

5 The sentences in 4 illustrate situations which are always true. Make similar sentences
by matching the situations {a-h) to the phrases which say what happens as a result (1-8).

a 1f my boss iz in a bad mood, 1 Bcallinsick.

b If my company has financial problems, 2 1always say sorry.

¢ If a meeting is boring, 3 they are more productive,

d I T'm tired, 4 |takea taxiso | don't get wet.
8 Ifworkers are happy, 5 [make mistakes,

f If1 have a temperature of 38°C or more, 6 [ look out of the window.

g If the weather iz bad, 7 1avaid him/her.

h IfIdo something wrong, B it reduces costs,

Do you agred with the sentences? If not, rewrite the result part of the sentence so that
it is true for you,

WORK IT OUT

6 The sentence below is an example of the first conditional. Complete the rules with
cannot, depends, future, conditional and result,

If pou deliver late to o mew customer, that customer will go to another supplier next time.
(a) — clause . by elause

If + present tense ) tense

You use the first conditional to refer to a future event which {(d)

an other things happening.
Youle) — replaceif with whenwithout changing the meaning.

7 Make each pair of sentences into two conditional sentences — one showing a positive
result and one showing a negative result. The first one has been done for you
a Weaoffera discount.
We zell more products. We have lower profits,
s offer o discosot, sl sell more prodects,
Imm&.r"luf W deay Bverer prrsiis
b Weincrease our prices.
We lose some customers. We make more profit on each product.

¢ Weadvertizse more.
Crur eosts increase, More peaple know our brand,

d Weuse a courier company.
Customers get ovders quicker. We need to charge more for delivery.

8 What is the economic situation in your country¥ight now? How might things change
in the future? Complete the first conditional sentences with your own ideas.

If the banks cut interest rates, & will cause inflation

If companies cut costs now,
If our currency gets weaker,
If the unions demand big pay increases,
If our government invests more in education, —
If the dollar pets stranger,
If people think positively about the economy,
If demand for energy goes up,

Work with a partner or your teacher. Ask and answer questions.
Wit do you chink will happen if the banks rafse fnterest Fetes next menth?
I ehirek it will reduce inflation.

B Tm 0o o0 0o
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18 It won't work

Diown
Phrase bank: Talking about the future and 2 The amount of | receive increases daily. (5)
conditions 3 All my files are storedinthe 50 lcan
People will lkeep a tank of fish in their kitchens, always access them, (5}
The economy won't provide g many johs. 5 People say the secret of Apple's success is constant
[ don't think the share price will rise. {10
1agree/ don't agree with that. 7 Sometimes you need to pay somebody to put a
I o make your customers happy, they come hack. to your site on their web page. (4)
If you debiver goods late, vou will lose customers. 8 My new tabletis realljr ~it breaks. (&)
10 Inthe future, peoplewilluse _ and tablets
Vocabelary to access the Internet - the PC is dead. (11}
—— 12 The company rules say you can't — anything
Computers and the Internet e sompucer. {5) %
: eoperating . is protected so you can't
Eunurnnﬂt:eﬂ:?:ﬁqmrﬂ using the cloes. All the words are ke any changes or do any damage. ()
3 14 People areveryworriedabour_ when they

use a credit card online. (81

will
Affirmanve ?\':Ha[ifﬂ
I I
You You
We We :
’ ; | won't ;
Ef:m' will | work. 'IT-Ih':_'r iwill mot) | 16V
e e
She She
It It
Interragative Short answers
I I
you TR
We we
When |will | they | leave? Yes, |they |will
1 Some people are worrled about giving their credit card = "
i {E} sh she
4  izapropram which modifies a computer's p % ;
operating system in a bad way, (7) = I
6 AniPhoneis safer for some people because, unlike a PC, I I
youcantchange howits {9 you you
9 DMd you know that you can damage your PC with a we we b
just by visiting some web pages? (3) Will | they | be thers? Mo, | they m nik]
11— are the people who create programs, (10) he he
15 Mowadays, most hotels offer | - she she
— access to the Internet. (2-2) i it
16 lliketotakemy_— with hen [ travel
he:a.u::jt'sg;nn}rd for mlmvﬁeﬂ:;‘; i You use twillfwen’t + infinitive to make predictions about
17 Ifyouwamkbo _ this program on your PC, e mm\.ﬁ: . i ;
you need to pay for it. (7) [ * Shopprng eniffine will become mave smiriane,
18 [useacomputer for work mainly = I never have time to * Computers wont "Hﬂﬁm_ﬁk' el
just— the Web. (4) You usually say £ aon't ehing it wilf. .. not F fhimé i wonl ...
19 Theold versionofthe —____ doesn't work on v Fido’t think it woill rain this afternoon. (NO'T Hebink it

the new operating system. (8) CRENTL R T R
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Conditional sentences

Conditional sentences have rwe clauses: an i clavse which
CAPICSSCS the cund.i:lidn and a clanse which c:'.'prl:ﬁﬂuﬁ the
result of that condition.

Fero conditionals

You use the zero conditional to refer 1o a situarion that is
always true. The zere conditional uses the Present Simple
{orm in both the f:f["..‘ll;l.'l.ll; and in the result clause;
condition result

I eoalk r wark

they are ma-rr‘,*:lr'ﬁr.llﬂ.r:’.rfi'."'.

[ T have time,

I yous fosk after your staff;
First conditionals

You use the first conditional to refer o a fumure event which
depends on other things happening. The first conditional
uzes the Present Hi|11!:||-t form in the :':llrd aee and ol e
in the result clouse:

furure condition furure resule

I T bave time, L aoell phone you.
If be warks bard, e awill et @ promatian,
Practice 1

Complete the sentences with the verbs in brackets in the
correct form, Use the Present Simple form to make the zero
conditional or will + infinitive to make the first conditional.
If both are possible, use the Present Simple form.

a Ifyou heat water to 100 degrees centigrade, it Lot (bail).

b If they improve the contract, | — (3igm) it.

¢ If the weather gets better next month, we
(sell) more ice cream.

d Ifit's a hot summer, we always (zell) more
ice Crearm.

e They (close) down the factory if the prices
drop any further.

f Generally, the price (go) up if demand
IMETEASES.

g [f we make another mistake with thiz order, the
customer __{go) alsewhere.

h If products are damaged in transpoct, we
(replace) them free of charge.

Practice 2

Match the sentence beginnings (a-f) to their endings (1-6).
By 2017, Chinese will

Maobile phones will

Multimedia on the Internet will
The way we shop will

Airlines will

Companies like Microzoft will |

00000

bacome the way most people access the Internat.,
control the world's communication systems.

be the most important language on the World Wide Web.
change and we will order products enline and then
collect them from a shop.

disappear because of video conferencing.

6 replace television as family entertainment.

e D M= =@ OO oW

LANGUAGE LINKS

Practice 3

Complets the sentences with do, have, Frxs, 15, ave, cam or will,
a Do you think it will rain? Yes, I e,
b Do you think it will be sunny? Yes, [ think it

¢ — youinvited anyone | know to the party?
you know what will happen?
find the hotel without

How
& Don't worry, you
any problems.

f  If you want, you use my phone.
£ He et you before, o he will know who
you are at the airport.

h What time you phone me tomorrow?
i  When you going to phone him?

J What day — he going to come?
Practice 4

Complete the interview with a politician. Use the correct
form of will and the verbs in brackets.
A Mr Fernandez, many people believe that you will
be your country's next president. Do you think you
(a) ill it (win) the next election?

B Yes, I am sure we (b) . The people
[ (vote) for my party because we have
the best ideas.

A The other parties say you (d) {increase)
Lases.

B [Bo, that's not true, but with my party in power, public
services (g) {improve).

A How are you going to do that?

B [It's quite simple, there (f)
waste. We are going to be more efficient.

A Very interesting. What are you going to do about
education?

(be) 50 much

B Education is one of our highest priorities. More young

people (g} —— (go) to university as a result of
our policies.
A But(h) - [people / have) to pay for

university in the futire or () _ (it / be) free?

B Well, I think everyone understands that students
) (have) to pay something for their
studies.

A What are your plans for pensions? (k)

{there / be) any pénsions in the future?

B Yes, of course there (1) . The population
is getting older and there (m) . (be) more
retired people, buk we are going to take the right
measures to puarantes the pension systam.

A How do you see the economic situation in the future?

B Well, with the right policies, I think the situation
{n) —— (get) better and unemployment
(o) (fall),

A Mr Fernandez, thank you for your time.

B Notatall My pleasure.
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Phone calls ave an

oot Pty bo comimrnricale
apith patential amd current
ensfovmers. Develafing
effective phone skills is
exseuntial to your fusiness
INECETE,

eHow

Do you prefer speaking
about business on the
phone, or face to face?

Learning objectives:
Unit 19

Buinsss communication
skills [Msoussing phoae calls
and stress; Answering questions
alsout phone ase; Roleplay:
Checking and confirming
Information; Wiriting Emeadla
after phone messages

Reading Survey slaut
hr'!;-phnml;' T

Listening A ielephenis:
|‘IE:{|‘|‘|I|’..‘|$EII’"I' jﬂl!‘l: !l‘ttl'l"bm'u"'
nambssrs; Lesving messkpes
Phrase bank Reporting what
people say, using the phone
Vocabudary Telephone phrases,
Clarifying, Adjectives
Gramemar say and fell, will lor
premmlses and predictions

& In Company nterviews
Uinkts 17-19

Who's calling?

I'm really stressed!

1 Work with a partner. Answer the questions.

a What type of phone do vou have at work? Can vou see who is calling? Does it have 3
headset 50 your hands are free?

Do vou have a direct line or an extension?

How many callz do vou get each day?

Wheo calls you? What do they call vou about?

Some people love chatting on the phone. Do you?

What is the worst thing about the phone for you?

- oo e

2 e 2.38 Listen to a conversation with Maria Cabrera. Complete the summary with
the words in the box.

ealls  complaining fish' fvehundred  hamg responsible
rings  stress  suppliers © switchboard  telephonist turnoff

Maria works as a (a) in customer services. Her workspace is a cubidle
with a computer and a telephone (b) . 5he answers (€}

all day. She gets them from customers, but also from (d) — about orders
and deliveries, On o normal day, she can get over (e) — calls, The worst
thing is that people think she is () . for everything, People are always

(gl — about things and shouting at her. One man wanted her to tell him how
to cook a (h) | Of course, she can't (i) wp. She thinks that, in
the end, she'll give up her job because she suffers from (j) . When the phone
(k) e at home, she jumps. She wants to (1) the phone, but hee

hushand uses it for his wark.

3 Workwitha partner. Discuss the questions.
a4 Do you think the phone causes stress in your wark?
b Do you know anyone who has a job like Maria's?




BUSINESS COMMUNICATION

How we use the telephone

1 Match the words and phrases (a—f) to the definitions (1-6).
a ring 1 not take any notice
b ignore 2 become irritated
¢ hang up the phone 3 not be upset by something
d  get annoped 4 make a sound
@ turn off the phone 5 endaphonea call
f notmind € stop the phone from working
2 Underline the best answer a—d to complete the statements so they are true for you
1 If the telephone rings in someone else's office and they are not there, [
answer it
a always b usually ¢ sometimes d mever
2 1 tum the phone off.
a often b sometimes & don't often d never
3 If the phone rings during dinner, 1.
a feelangry b feel annoyed ¢ don't mind d feel happy
4 if the phone rings in the middle of the night, 1
a fgnoreit b get nervous ¢ feel fripghtened d getangry
5 1 _hang up on people when they annoy me.
a often b don't often ¢ always d never

3 Read the article below. It includes the results of a
survey about telephone use. What did the people who took
part in the survey say about the things in 27

Does the

rule your life”?

Most people will answer a ringing phone. Usually, you don't know who is
phoning or if the call is important, so a ringing phone is difficult to ignore.
In one experiment, an investigator called public phones in stations and
airports. Someone nearly always answered. When he asked why, people
usually said, ‘Because it rang.’

Imagine you'ne at work and the phone is ninging in someone else’s office.

Do you answer it or not? In one survey on telephone use, 51% of participants
told researchars that they did. We can't ignore the phone and, for that reason,
it intrucles into our kves. It interrupts what we are doing and, on top of that, the
caller is often someona we don’t really want to talk to.

In the sunvey, 58% said they naver turned the phone off and B7% didn't mind if
someone called during a television programime. For 44% & wasn't a problem it
someona rang during a mesl, while only 28% were annoyed or upset. If someone
phoned in the middie of the night, 40% told researchers that ihey Got NENVoUS or
frightened, while around 30% gol angry.

Of course, when someons is really annoying, you can choose to hang up on
thern. This is in fact one of the rudest things you can do on the phone, but 9%
said they were prepared to do it in some cases. Only 8% lold ressarchers they
never hung ug on peope.

19 wHO'S CALLING? 123
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& Undedine the words said and told in the article in 3.

5 Which of the sentences {a-t) are correct?

a8 She said that she was angry, d Wetold you that we were busy,
b He =zaid John he felt nervous. @ [ told that you were late.
¢ They told the boss they were leaving,
WORK IT OUT
6 Complete the table with said or told.
She shi was annoyed.
P L e ) | he never answered the phone.
I b yiou ithat) he was out.
They hem {theat) they didn't mind.

7 Do a gurvey. Find out how other students in the class completed the statements in 2.
Report the results of your survey like this:

Three out of four students said that they never hung up on people.
T cut of four told me that they sometimes turned off the phone.

Taking calls

1 :-F 2.37 Listen and write down the telephone numbers yvou hear.

a _ d
b 8
[

2 Work witha partner. Write down five telephone numbers that vou know and dictate
them to your partner as fast as you can. Then write dovn your partner’s numbers. Check
that you wrote them down correctly.

3 ™ 2.38-2.40 Listen to three telephone calls. A caller is trying to contact Ana Coutelle
in the company Alphatech. Match the conversations to the summaries (a=c).

a Conversation — The person who answers tries to put the call through to
Ms Coutelle, but she is not there.
Conversation - The caller gets through to Ms Coutelle.

¢ Conversation —: The person who answers knows that Ms Coutelle is
not in the office and takes a meszage,




BUSINESS COMMUNICATION

4 & 22 Complete the first conversation with the phrases in the box. Then listen
again and check your answers,

howcanThelp  izthat  one moment spesking Who'scalling

A Alphatech.

B Hello, (a) Alphatech Research?
A Yes, (b) you?

B Canl speak to Ana Coutelle, please?

A Yez {c) 'l try hier mumber. () . — Pleaze?
B George Miller from Bryce and Watts in London.

A Right, Mr Muller.

B Mo, it's Miller, M-l-double L-E-R.

A Oh, sorry.

C Hello?

B Ana Coutells?

C Yes, (2

5 & 2.39 Put the lines of the second conversation in the correct order. Then listen
apgain and check your answers.

Alphatech Research. Good morning,

Thank you ... I'm afraid there's no answer. Can [ ask her to call you back?
Thank vou. Goodbye,

Sorry, what company did you say?

I'm sorry, 08733 ...

Good morning. Can [ speak to Ana Coutelle, please?

George Miller fram Bryce and Watts in London.

217 480, Okay, Mr Miller, I'll tell Ms Coutelle.

Bryce and Wartts — that's Bryce with a Y. Londen,

Yes, please. She has my number, but just in case, it's 08733 217 480,
Yes, one moment. 'l try her line, Who's calling, please?

217 4890,

Goodbye.

DEIOUOOROOOC0OR

6 e 2.40 Complate the third conversation. Then listen again and check your answers.
Alphatech Research. Good morming.

{a) Ana Coutelle, please?
I'm afraid she's out of the office. (b) 7
Goorpe Miller from Bryce and Watts in London.

She's due back this afternoon, (£)
telephone number?

Er, na, don't worry, but can you tell her [ called? (d) n
sometime this week.

= m e m X

Of eourse, It was Mr ...

Miller. George Miller from Bryce and Watts. {e) She
Right. Mr Miller from ...

Eryce, B-B-Y-C-F and Watts, W-A-double T-5.

(3] Mr Miller,
Goodhbye,

Goodbye,

D >0 >D>ODD
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WORK IT OUT

7 Look at the sentences from the conversations in 3.

Olkery, Mr Miller, FII tall Ms Coutelle,
I'll phrne again sometine this week.

Mow complete the sentences,
a [Mlis the contracted form of Twill /1 call.
b Ineach sentence; the speaker ts making a prediction / a promise.

Match the sentences (a-d) to the responses (1-4).

I don't like ather people driving my car,

Did you phone Mr Evans?

Look, it's really important David gets the information.
| need that document by this afternoon!

000

Don't worry! I tell him as soon az he gets back.
Felax! T'll send it to you by email right now.

Mo, 1 didn't have time. I'll phone him this afternoon.
Yes, | know. ['ll be really careful,

BWMNE LD D o8

What did you say?

1 2.41-2.42 Underline the best question words, Listen and chec.

a This is Mr Olot from Pharmatech 54,

I'm sorry. What / What company £ Who / When / What time did you say?
Mr Olot.

Thiz k2 Mr Olat from Pharmatech SA.

I'm sorry. What / What company / Who [ When [ What time did you say?
Pharmatech SA.

A

2 Write questions with ... did you say? to get the other person to repeat the information
utrderlined.

@ The Hamburg trade fair is March 13th-15th,
I'.rll' AL rJ-'!FJH' |II;'r.I|r'* |I‘:l'| |I‘J|'.'||'I '-:'I'_l:‘ |1
b Mr Sullivan gets back from his holiday on Tuesday.

¢ Mr Healey wants you to call after five o'clock.

d Someone called Paula Leon phoned.

¢ Helle, this is Donna Rivers from OTC Digital.

{  Theareacode is 1852 and then the number is 653 218,

E Tf pou dial extension 4012, it's a direct line.

h There'sa problem with our order. The refercnoe number is ABGSOD,

3 Work with a partner. Speaker A follow the instructions on page 139, Speaker B follow
the instructions on page 141.
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Urgent messages

1 & za3za7 People often leave a spoken message on an anawerphone and then
fallaw it up with an email, Listen to five messages and match the emails to the messages
{the puncruation has been removed?).

¢ Message |:|

hi john | have just left you a i

meassage asking if it will be
possible for us o meal tomomow
at 1130 instead of at 1100 i'm
afraid it's difficult for me to get
there by 1100 I'm out of the

a Message| | b Message[ |

dear elena in case you didn't dear frances I'm writing to
recaive my phone message this confirm the details in my

marning i wousd be grateful if you message regarding the price of
could confirm the reservations tha new XTR3 our revised quote
for throe double rooms in tha ig €1,335, not including vat our
hatel excelsior and two in the stocks ara quite low 5o could you

Chuntbe

plaza if there are any queries let me know as soon as possible office all afterncon so perhaps
please do not hesitate to contact if you would like to place an you could you send ma a text or
me leonando order best regards halen leeman an emall best regards jun
N . ke " . o
d Message[ | e Message| |

dear sandra | cafled you but got
yaur voicemal unfortunately mr

jacques did you get the vohcarmail
| left eadier | need to speak to

leavy has got the wrong files for you urgently reganding the RCH
his pregentation if you ses this contract because we have a
before three o'clock please sand problem with one of the dates
ma the cormact files by email as please phane ma on my mobike
5000 a5 possible thanks ywonne a5 3000 as vou get this the
number is 067 TS 521348 peter
) salisbury

2 Rewrlte the emalls in 1 with the correct punctuation.
a

o -
EI bn Comipanry mterviews
Linkts 17/=1%
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19 Who's calling?

Adjectives for feelings
Phrase bank: Reporting what people say,
using the phone 3 Complete the sentences with the adjectives in the box

She told me (that} John was ina meeting. IR i i [T

She said (that) John was in a mesting. il 1 Ry ;

Can [ speak vo ., please? :

One moment, I'll try her extension. a Today [ worked 11 hours without a break, I'm really finad
I'm afraid she's out, Who's calling, please? b It's eight o'dleck, he hasn't arrved and he hasn't

Can [ ask her to call you back? F]!Iﬂt'l-ﬁd- I'mm a bit

TNl call back later. € [I've met my sales target for this month and it's only the
I'm sorry, WhioWhen/ Where did you =ay? 15th, 50 ['m ql.l-;itlt

d If a mobile phone rings during a meeting, it makes me

Vocabulary

@ lwasso___ tohear about your father, Is he

Telephone phrases mtill oy hospitali . o
f lgetreally — onlong journeys, especially if

1 Put the lines of the conversation in the correct order. 1 don't have anything to read.
[T] JTF Training Ltd. Can [ help you? g Wewerevery —_ inyour presentation. It was
[ ] I'msorry, Mr Bartok, her extension is engaged at the excellent.

moment. Do you want to hald? h If | meet friends after work, 1 feel more

Hello? Mz Felton's lime is free now, but there's na when | get home.

answer. Can | take 3 message?

Wha's calling, please?

Mo, thanks, I'll try again tomorrow.
Hello, could I speak to Didi Felton?
Yes, 'l hold

Dave Bartok from Lexmans.

Just one moment, My Bartole Il see if she's in her
office.

Thanks,
What did you say?

2 Complete the questions with the words in the box and
cid wour sy,

colour  cempany  date  day  kind  time when who

O 000000 O

a This iz Andrej Kulakov from BCI.
Sorry, what cemyieey el e sy ?
b The conference starts at nine.
I'm sorry, what —t
& He drives an Audi,
Sorry,what —__ofcar 'y
d The meeting is on Thursday.
I'm sorry, what —_— "
& We open the new factory on May 4th.
Sorry, what 7
f Do you have any yellow paper left in the cupbeard?
Sorry, what T
g Mr Eline called to say he will be lage,
I'm scrry, ?
h  The delivery is supposed to arrive this afternoon,
Sorry, 7
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Grammar

say and tell

There s an important difference between the verbs say
and 2l

sy + phrase

tell + meBinefes, eic + phrase

He he was® tired.

gaid (thar)

She she liked® the new office.
|-]1: told me ( we had” a ]:l.ml::-]:m-
She them she wanted” 1o see you

* verbs in the past tense
* He taid the meeting war interesting, (NOT Hosoidme
R T L
* He rold her their fuggage twar missing, {(NOT Hessld
Practice 1

Complete the sentences with sayp/said or tell/tald,

a She that she was at home when
we phoned.

b John me he was going to buy a new
laptop.

¢ What time did Anita she planned to
arrive?

d Didl vou that [ had a new job?

& Shedidn't me her phone number.

f  Half the people they had two phones
at home.

E Jeff me that the conference was a
disaster.

h Why did you Jim I was late yesterday?

i Pietvaw - it was cold in Moscow this time
of pear.

J What did Melizsa you about the meeting?

k  You haven't me your new mobile number.

will for making promises

In Unir 18, vou sy how you use coiff for making Flrr::li.l.'l’i-:mﬁ-

You also use wilf for making promises:
= Can you lend mee 3107 TN pay you back this afternoen,
= Lm sorry you've bad a prodlens woith the atiechrent.
Ll send ir to yous apain.

Practice 2

Complete the sentences with the correct form of willfwon'

and the verbs in the box

check forget give help

pay  phone  take el

a Don't worry, | Wfelp you with the figures this
afternoon.

b Don't WOTTY, |
late today,

e I
the affice.

d TI'm sorry there's no one there to meet you. Please tabe a

Teave

—— Mz Myers that you were

him the message when he comes into

taxt and we for it, of course.

8 [know you need these figures, | until
[ have finished them.

t Don't worry about getting to the airport.
e il

E | ——— vouwhen I'get to the hotel. Okay?
h [don't have that information right mow, but
| it for you and phone you back.

I You go home. [ to lock the office when
I leave.

Promise or prediction?
Practice 3

Mark the sentences PM for promises or FD for predictions.

I can't talk now, T'll see you after the meeting,

Unemployment will go down in the last quarter.

He'll give you a call later, I'm sure. R

We'll publish the results of the survey nectweeb,

My company will meet the full costof the repairs.

We'll sign the contract and send it to you

by courier,

£ The share price will rise and you'll make a lot
of money.

b These investment deals can be tricky so I'll help
you, but not right now:

= 4 & 0 o

——
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Albout gre in three fravellers
Bas either become ilf or
irgfured, or has bod a burdmes

associale beconte ill ar infured,

while travelling overseas.

Ll I aes . Presadent of Medax

wica Servares The Shrest

Have you ever beenill in
a foreign country?

Learning objectives:
Unit 20

Survival shiflls l.'.,:ir_n.g adideg
ber travellers wo pour country;
Fule s I_ZIﬂ.an,r&ugi.'m.\'lrh
|:-1'-:'||||rm1 and affering advice
Raading Health insurance for
bsisiness ceave]

Listening Comwersations aboat
healih problems

130 9N ACCIMENTS Will HAPPEN

Accidents will happen

Before you leave

1

]

o F

Kead the article and answer the questions.

Why do people need money when they have a health problem in some countries?
Do insurance policies cover every kind of health problem?

What should business travellers check before they go abroad?

:A ﬁnfnm s‘imﬂ‘m. says H'muli Hudlr, m-rlurling nml whﬂc
relations manager for Medex travel insurance and emergency
assistance. She tells the story of a man travelling in Mexico who left
his sick wife with the hotel docter while he and the doctor's brother
want to withdraw 51,800 to pay for the treatment,

In many countries, foreigners are expected to pay for healthcare
before treatment. This means you need cash or a credit card, as most
insurance companies only pay out after you return home. And many
health insurance policies cover ‘emergencies and urgent care only’.
Does this include an emergency helicopter (usually $100,000 or
mare]? An X-ray?

It doesn’t matter whether you are in a jungle or a boardroom -
when you are sick, you don't want to worry about the cost. So if
you're planning a business or leisure trip, you need to check what
your insurance covers.

2 Do you have any experience of this kind of problem or know someone who has?

3 What advice would you give to someone travelling to your country?



That looks nasty

1 Maech the photos to the words.

[ ] pills [] bandage
|:i chemist g medicing
|:| préscnption u X-ray

2 @& za82m Lisven to four conversations. Where do they take place? Match the
conversations to the places (a—c).

i hospital emergency department (1]

b chemist

¢ hotel reception o R

3 I-;‘? 2.48-2.51 Complete the phrases, Then listén again and check your answers.
a Dowou . for a doctor?

b1 = ankle when [ was jogging ...

£ ...l'dlike someone to it

d Does — here?

g We'll put om, but you should rest it for a conple of days.
I My suitcage got lost and were inside,

£ T'msorry, but you need to get this medicine.

h ... there’s near here.

4 Complete the summaries of the two problems described in the conversations in 2.
Use the phrases in the bosx.

a prescription from a doctor  anX-ray  hospital treatment
hurt his ankle  losther luggage  somepills  the chemést

& businessman working overseas has (a) and has preblems walking,
The hotel receptionist suggests he has some (b) The doctor he sees
says that perhaps he will need {c)
A busimesswoman has flown to another country and has a problem, The airline

id) , including a sultcase contakning (e) -
She needs (f) s0 that she can get some more because
(gl can't sell her any without one.

5 Work with a partner ar with your teacher. Student A is a hotel guest with a problem.
Student B is the hotel recepiionist.

Student A: Explain your problem to the receptionist. Use these phrases and others
that you know:

Do you hrave the mumber for a doctor?
I've hurt my ... 1'd like sameone to look at it

Idon't have my ...
#

Student B: Oifer to help or give the guest some advice, Use these phrases and others
that you know,

Cen [ help pou?

Wiould you like me to coll @ doceor for pou?

Dha pour have insierance?

Perhaps you should go to the ..

Do yoir want me to ... 7

There'sa ... near here,
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Take the plunge

SCENARIO

take the plunge
to fnally do something
imiportant, dfficult or
dangerous after Hunking
about it

She took the plonge and

applied for the promotion,

Learning objectives:
Workplace

Scenario E

Butinets commaunication
skillls Disoussing fieelings
alsaut rmaking presentations;
Heleplay: Making
presentitions

Reading Tips for making
preseptations

i bn Company n action
El: Take the plungs;

[2: A presentation

i Company BT

122 T TAKE THE Pl IINGF

1

Do you make prezentations in your job? How you feel about making presentations?

Work with a partner and discuss the questions,

2 a0 e R

f
E

3

Look at the things a presenter does (a-g) and match each cne to a phrase (1-7).

SUTMArize 1 Are there any questions?

link between parts of the presentation 2 My name is ... and I'm from ...
end the presentation 3 Acgyoucansee..

introduce yourself &4 Tosumup, ...

introduce the subject of your 5 That brings me to the end of my
presentation presentation.

talk about a visual 6 Today, I'd like to talk about ...
invite questions 7 PFirstofall ..., Secondly ...

Put a-e in the correct order that they happen in a presentation. What is different

about fand g?

4
1

G M e 0 OB LN

Sonali is talking to Hannah. Watch video E1 and answer the questions.
What was Hannah's first job?

4 Customer Relations Manager

b 3ales Representative

€ Sales Assistant

What was Hannah nervous about in her first job?

# wvisiting customers

b making presentations

¢ giving feedback

What does Hanmah say about Sonali? Choose two correct answers.
a8 She knows about the produces,

b 5heis sometimes nervous.,

¢ Sheis professional,

d She knows the customers,

With a partner, discuss these questions. Watch video E1 again to check your answers.

What did Sonali ask for ar her appraisal?

What does Hannah offer to do?

Wha usés these phrases? Mark H for Hannah and S for Sonali.

4 I've gotan idea,

5 It'sadeall

6 That sounds perfect.

Can T ask you something? —
Why do vou ask?
That makes sense



In Company
in action

WORKPLACE SCENARIO

6 Look at the web page Hannah sends to Sonali, giving tips on making presentations.
Put the words in the box in the correct place.

audicnce:  keywords  link  poinks  scopt  structure subject

Before the presentation:

During the presantaticn:

1 Plan the (a). and 5 Use ‘signposting’ phrases to
prepare any visuals, (d} the different
2 Write (b) s parts of the presentation.

6 Don'tread from a
(&) = it will make
you sound boring,

to help you remember what you
want ta say.

7 Speak clearly but not too quickly.

At the start of the presentation: At the end of the presentation:

3 Introduce yourself and your 8 Summarize the key
COmparny. it}

4 Say clearly what the 8 Thank the (g) far
(3] of your listening,
presentation is and how it is z 7
arqanized, 10 Ask if there are any questions.

o

h‘ 7 Sonali is making her presentation to Hannah. Warch video E2 and decide which of the
tips in 6 she uses,

8 wWatch video E2 again and tick the phrases in 2 that you hear.

9 What feedback do you think Hannah gives to Sonali after the presentation? Which of
the tips in 6 did she pof wse? Discuss with a partner.

ID Work with a partner and take turns maki.l'lg presentations.
Speaker A: Turn to page 147,
Speaker B: Turn to page 145,

11 Evaluate your performance wsing the form on page 143,
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Irregular verb list

Verb Past Simple Past Participle Varb Past Simple Past Participle
anise arpse anzen flee fled fed

be was, ware been iy flew figrem

bear bore bome forhid forbade forbidden
beat beat beaten loracast forecast forecast
beciome became become forget forgot forgotten
bigin began begun forgive forgave forgiven
bend bent bent freeze fraze frozen

bet bet bet get got got/golten
bid bid bid e gave given

D bound bound go wenlt gone

bite bit bkt it grind ground ground
bleed bled bled grow grew Erown

bilow blew blcswm hang humg hang

break broke braken have had had

breed bred bred hear hieard heard

bring brought brought hide hid hidden
broadeast broadcast broadcast hit hit hat

build bt buitt hold hieled held

burn burnt/burmed burnf burned hurt huark harrt

burst burst burst keep keqt kept

by bought bought kneel kneitkneeled kneltykneeled
catch canght caught kniow K kmoam
choose chose chosen lay laid l2id

come came come lead led led

cost cost cost lean leantdeaned leaniAeaned
creep crapt crept leap leapt/leaped leaptdeaped
cut cut cut learn learnt deamed learnt/learned
deal dealt daalt leave liaft left

dg dug dug “tend lent lent

da did doine lat liak let

draw draw drawn ] lay ladn

dream dreamt/dreamed | dreamt/dreamed light littighted Itighted
drink drank drunk kse lost lost

drive drove driven make made made

eat ate eaten mean meant meant

fll fedl fallen | meet gt met

feed fed fed mislead mished misled

feel felt felt | misspeld misspett/misspeliad | misspelt/misspeled
fight fought fought misundersiand misunderstood misindarsiood
find fourd found OVEMCOmE Overcame CVErCome

134 IRREGULAR VERE LIST




IRREGULAR VERB LIST

Verb Past Simple Past Participle Verb Past Simple Past Participle
overhear overheard owerheard SpANg Sprang sSprung
overspend overspent owverspent stand stood stood
overtake overtook overtaken steal stole stolen
paEy paid peaicd stick stuck stuck
prove proved proven,proved sting stung siung
put put put sirike struck struck
quit ik quit swBar SWOrE SWOm
read read ead SWEER swept swept
ride rode riddien SWim SWam Sium
nng rang rung SWiNg SWNE SWUng
risg rose risen taka | took taken
(1] ran fun teach taugi taughl
say said said tear | tore torn
see saw e kel tald told
seak sought sought thnk thought f thought
sell sokd sold thrcw | threw throwm
send sent sent understand understond understood
5ot ot set wake | woke woken
W sewad SR W | whora worm
chake shook shaken WEED wegt wepl
shine shone shone win won wor
shoot shot shot wind woLnd waound
show shiowed shown withetraw withdine withdrawn
shrink shrank shrunk withhold withhald withiheld
shut shut shut write wroke writtan
sing sang sung Mote: where two alternative forms are given, the second
it sat =3t form is used in American Enplish.

sleep slept skept

shde shd shd :

smell smelt/smelled smalt/smelled -

speak spoke spoken

speed sped/speeded sped/speeded

spell spedt/spelled speltspelled

spend spent spent

spill spilt/spibad spift/spiied

spin pin Spuan

spit spat spat

split plit split

spoil spoilt/spoited spoilt/spoiled

spread spread spread

IRREGULAR YERB LIST 135



—

Additional material

01 Who are you?
Young billionaires (pll, ex4)

Student A

Ask Student B about the people who are number 1, 3, 5, 7 and 9 on this list of the ten
youngest billionaires. Answer Student B's gquestions using the information in the table.
You start; Whe is number ana on the list?

| Name Year of birth Country Marital status | Net worth [$B) | Business
2 | Mark Zuckerberg | 1984 LiEA marnied 513.3bn technology
4 |Edvardo Savern | 1984 Brazil single 52.2bn technology N
& | Huryan Yang 1582 China marmed 55,700 real astate
8 | Marie Besnier 1981 France married 41.5bn food
Beawsalot
10 | Ayman Hariri 1979 Lebanon married £1.35bn construction
05 The conference
(p34, ex10)
Student A
Ask questions using have / have got and are/is there to complete the missing information in
the chart below. Student B starts. Continue like this;
A What abour mosber 27
B [It's the Nygirden Conference Cenire,
A How do you spell that?
B ..
A Hasit got / Is theve a restawrant big encugh for 250 people?
MName of 1 2 3 4
confarence Blawik Gronskog Corference Centre
TS Konferens
Location On the istand of Lidingd, 10 minites from Stockhelm
10 kilometres from Arlanda Airport and
Stockholm 35 kiloredres north of
Stockholm
Meeting rooms | |2 maeting rooms with 25 rooms, with 2 suitable for
seating for 8 to 100; 9 rooms up to 220 people
suitabde for up to 100 people;
plus 4 rooms for §
Services and | Fyj range, including LCD ISDN, TV and video projector
equipment progechorn, video monitors, in all meeting rooms;
computer connections, computer centre / Internet
Irternet and ISDN Enes
Dining and Restaurant with seating for 3 dinng reoms, seating
entertainment 120 people 20-200
Accommodation | 48 raams, including 8 suites; 175 recently refurnished
total of 96 beds hotel moms ;
Leisure facilities | indoor pocl, jogzing, Outdoors: waking,
boat trips, fishing, gold, jopging, tennis, boats and
adventure actities, teambuilding actiities
teambuilding Indaoes: table tennis and a
srmall gym
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01 Who are you?
Spelling (pl12, ex2)

a MBa " baster of Business Administration
b asap = &5 soon as possible

c USA - United States of America

d GDP = Gross Domestic Product

e UN = United Nations

f EU = European Union

g HTML = HyperText Markup Languape
h PDF = Portable Document Format

i UK = United Kingdom

j VAT = value added tax

k AGM - Annual General Meeting

| aka = also known as

Scenario A Show me the

ropes

(p31, ex10)

Speaker A

You are an experienced staff member in your company

and yeu are acting as a buddy to a new emplayes

starting work today.

You can use your own company as an example, or make

one up,

* Show them around the office and introduce them to
ether colleagues.

* You can also explain basic tasks and tell them more
about the company.

*  The managing director has his own office and there
is alzo a meeting room.

» The toilets are next to the lift,

# ‘There is small kitchen and there is a café next door
where most people pet their lunch.

Here are some useful phrases to help you:

I'll be looking after you today.

Can Lintroduce you to .7

This i where you'Il e working.

o 1§ 0r Wb mamager.

All you reed to dois ...

Ask ... if you need any help with ...

Let me show you around,

The ... s this weay. Follow me,

ADDITIOMAL MATERIAL

Scenario B Put your heads
together

(P57, ex9)

Speaker B

Bob Summers, managing director

Hannah Karima wants to have a meeting with you to

talk about a problem with an important customer,

Frampton Boyce Ltd. You do not know what the

problem is, but you are not happy with this customer

at the moment because:

*  They often take a long time to make a payment.

# They ask for big discounts, but you do not want to
give them more than 5% discount.

Have a meeting with Hannah and make sure that you

discuss these peints with her.

Try to use some of the phrases below.

What's ehe problem?

What do they want?

The prafilem wich Frampion Boyee s ...

There's no way we carn ...

I chirtk e should ..

I agrae,

Scenario D On top of things
(pl07, ex9)

FEEDBACK: Self-assesament

1  How did the roleplay go?
Wall / Okay / Badby

2 a Didyoufind a solution to the problem?

Yes / Mo/ Almost

b If no, wivy not?

3  How many useful phrases did you use?

4 If you could have the conversation again, what
{if anything) would you do differently?
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07 Entrepreneurs

IKEA [p51, ex2)
Student B
Here is some information about the history of the IKEA Group. Some of the information is missing,
a Write the guestions you nead to ask to get the information te complete the gaps.
What did Ingvar Kamprad start in 19452
b Ask and answer questions with Student A

A BRIEF COMPANY HISTORY

1943 Ingnear Kamprad 55131341-5!.33-.5 IKEA a.'r.the ageof 17, His bq.fs'a'l.{:ss selis pens, wallets, watchas,
envaliery and nydon stockings. Armyhing to meat needs, with products at a reduced prce,
1945 Ilib?mptfal:l advertises in local Newspapens 10 incraass demand and stars
18438 IKEA introduces furnitura into its range of products.
1951 :;l mponant moment in the development of thea IKEA concapt - the company producas ]
1955 The company designs the fisst flat-pack furniture for self-assembly.
1858 The firat IKEA ators opans (f — e largast fumibure display in Sweden.
1863 IKEA amivas in Nonway = the first store outside Sweden opens in Oslo.
1984 IKEA. prinds (h) coplas of its catalogue, in ning languages.
186 -I_n_m-ar Kamprad retires. Anders Moberg replaces him as president and CEQ.
i - | IKEA estabiizhes its own industrial group of sawmills and factones to produce wood-basad furniture
- 1997 The company launches wew JKea,Com,
2000 IKEA, offars ([) 10 customers in Sweden and Denmark, Other countries
oo fioliow
2004 The 200th IKEA Group store opens, in the LISA
2012 Sales for the IKEA Growp reach a total of €27bn, Tha group mcludes (n)
n 24 colntrias.
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11 Weather watch

Comparing the weather (p74, ex9)
Student B

City Average Average rainfall
temperature (*C) | (mm)

Bangkok 284 124.4

Beifing 11.8 482

Hong Kong | 22.9 182.0

Jakarta 212 160.6

Seoul 116 1137

Singapore 26.7 165.6

Taipei 22.3 175.4

Tokyn 15.6 117.2

19 Who's calling?

What did you say? (p126, ex3)

Student A

You work for LAT Industries. Answer the phone and
complete the message forms below for two calls from your
partner. In both cases, the person your pariner wants is
not available,

Call 1

Date

Time
o

Campany

Call 2
Date

Tima
Measage far
Caller's name
Company
Telephone number

Now change roles. This time you call your partner.

You male bwo calls,

Call 1

Your name is Melanie Heintzen, You work for Cahill
PhoteDestgn Inc. Your phone number is 00 345 5476 834
546. Phone Unistat Ltd. You want to speak to Mari Volker.
Call 2

Your name is Kim Vilahur. You work for SAITECH Inc.
Your phone number is 04 355 7577 546 734. Phone
Unistat Ltd. You want to speak to Philip Ladbrook.

Scenario C You can't miss it

(p81, ex9)

Speaker &

You have an important meeting in a building called
Stanford House, but you don’t know how to get there.
You are at the station. Ask your partner how to get to
Stanford House, Listen to their directions and use the
map ta help you. Mark Stanford House on the map and
then check with your partner's map,

Try to use some of these phrases:

Bxcuse me

Can you help me?

Do you krow where .., is7

Can you tell me how to get to .7

Iz it near the .7

Didd you say turn left or right?

Mow, swap roles, Your partner will ask you for
directions. Listen to their questions and use the same
map to help you give directions to the place they are
looking for

Try to use some of these phrases:

Gro straight down ...

Turr left/right at the cormeraf ...

o straipht an at the traffic lights.

Take the first/secand/ third road on the left/right.

It's on ehe leftright.

Youu can's miss i

Hardwick Avenuse
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01 Who are you?
Young billionaires (pl11, ex4)

Student B

Ask Student A about the people who are number 2, 4, 6, 8 and 10 on this list of the

ten youngest billionaires. Answer Student A's questions using the information in the table,

Student A starts.
Name Year of birth Country Marital status Met worth (SB) | Business
1 Dustin Moskowitz | 1984 LIsa engaged 53.8hn | techmnology
Albertven Thurn | 1984 Garmarry single 51.5bn real estale
und Taxis
5 Scoit Duncan 1983 LISA single 55.1bn oil and gas
7 Fahd Hariri 1881 Lebanon miarried 51,350 construction
9 Sean Parker 1980 LsA engaged S2hn | technokogy
05 The conference
(p34, ex10)
Student B
Ask questions using have / hawe got and are/iz thers to complete the missing information
in the chart below. You start:
B What about number 17
A It's the Blavik Konferens,
B How do you spell that?
. M
B Has it got/ Is there a restaurant big enough for 250 people?
MName of 1 2 4
conference centre Mygdnden Vitaberg Gird
Corference Cenfre
Location 24 kilometres from 15 minutes to Stockhalm
Stockholm Arlanda Airport dovwntawn area and 45
minutes to Stockholm
Arlanda Airpor
Meeating roems B rooms with seating for 4 main conference
10=250 rooms; one audiorm
that seats 140
Services and Full range, including Full range including LCD
equipment projectors, video projector, viden monitors,
monitors, computer wireless computer
conne tion, nternet connection
[eredd card terrminal)
Dining and 2 dning rooms seating up The restauwant seats 240,
entertainment to 200; function room for private functions in the
up to 300 guests bafroom that seafs 125
Accommodation 89 rooms mcluding 65 B& rooms includng 16
singles and 20 doubles doubles, 38 singles and
iand family rooms 2 suites
Lefsure facilites Saunas, jopging and golf Sauna and fMnass centre;
nearby beautiful surroundings for
outdoor exercise
ADDITIONAL MATERIAL
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16 Up in the air

(pl04, ex3)

The USA's Department of Transportation publishes lists of
the most common problems that passengers experience.
1 Cancellations and delays
The airline cancels your flight without any warning or
axplanation, or it iz late for some reason.
Z Reservations
You want to book a Right, but the airline's phone lines
are all engaged and their online booking system isn't
working.
34 Customer service
The ground staff or the flight attendants are unhelpful
or rude. The in-Hight food is poor.
4 Baggage
Your checked-in luggage gets lost or damaged, or for
some reason you can't carry one of your bags as hand
lugpape.
5 Refunds
You can't get your money back when you miss your
flight or don't use your ticket for some reasomn.
B Fares
The airline gives you information about prices and
conditions that iz not corvect. For example, they don't
tell you about extra charges.
7 Disability
There are not adequate facilities provided for
passengers with disabilities.
£ Overbooking
You have a reservation for a flight, but when you arrive
at check-in, they tell you that there are no seats left on
the plane. This is becawse the airline sells more tickets
than there are seats.
5 Other
Problems with Frequent Flyer benefits, smoking,
AUTPoTt SECUriLy, et
10 Advertising
The information in the airline’s publiclty is unfair
oF Not true.
11 Digcrimination
You get treated badly because of your race or
nationality.
12 Animals
Your pet iguana is injured or killed during a flight.

19 Who's calling?

What did you say? (p126, ex3)
Student B

You make two phone calls.

Call 1

Your name is Ricardo Montoya. You work for CAPS
Logistics. Your phone number is 00 44 1847 473 483
Fhone LAT Industries. You want to speak to Helmut
Kriete.

Call 2

Your name is Sophia Ellis. You work for Infowave Co.
Your phone number iz 00 377 3982 475 372. Phone LAT
Industries. You want to speak to Laura Coromina,

Mow change roles. You work for Unistat Ltd. Answer the
phone and complete the messape forms below for two calls
from your partner. [n both cases, the person your partner
wants is not available.

Call 1
Diate

Time
Maeszane for
Caller's name

Company
Telephone number

Call 2
Date
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02 Anytime, anywhere Scenario C You can't miss it
Mobile phone etiquette (p15, ex1) (p81, ex10}

For each answer, score like this:

a~-1point, b~ 2 points, c - 3 points FEEDBACK: Self-assessmant

5-T points 1 How did the roleplay go?

If you don't answer your mobile phone, why have one in Well / Okay / Badly

the first place? Remember: a mobile phone is a convenient 2 a Didboth peopha find the place they needed on
communications toal if you use it properly. the map?

8-11 points Yag / Mo / Almost

b I no, why not?

3 How many useful phrases did you usa?

4 If you could have the conversation again, what
(if anything) would vou do diffesently?

Congratulations, You have the right balance between
respect for other people and making the most of your
mobile phone.

12-15 points

You really need etiquette training! Mot everyone sitting
mear you wants to hear the intimate details of your office
romance or visit to the therapist. Be considerate of those
around you, and keep conversations short and to the
point, And please, no calls at the cinemal

Scenario A Show me the

ropes

(p31, ex10)

Speaker B

Today 15 your first day at a new company. Speaker A Is

your buddy and they will show you the ropes.

Introduce yourself to Speaker A.

* Ask Speaker A about the office and your tasks.

*  When Spc.nh-'rﬂ ntraduces you ko a new person,
ask what their job is.

* Askif there is a canteen for lumch

# Ask where you can get coffee and tea.

Here are some useful phrases to help vou;

Today is my first day.

Cart pou tell mre how to uze the .7

Where is the ...7

Is therea,,.?

Who should [ ask about .7

Whint's your job?

To be honest, I'rm o stre about ...

Is there anything else [ need to know?
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11 Weather watch
Comparing the weather (p74, ex9)
Student A

City Average Awerage rainfall
temperatura [*C) {rrm)
Athens 17.6 326
Berlin 9.7 48.6
[stanbul 14.1 ER.0
London 9.6 B2.7
Madmd 14.3 326
Moscow 4.9 ave
Rome 155 G62.2
Stockholm | B.5 43.6

Scenario B Put your heads
together

(P57, ex9)

Speaker A

Hannah Eatima, customer relations manager

The problem: An important customer, Frampton

Boyce Ltd, called you thiz morning. They are not happy

because their last three orders all arrived late. They

want a 10% discount on all orders in the future, or they

will uze another supplier.

Possible solutions

* Change the delivery company and promise a better
service in future,

*  (OHfer a 5% discount on all future orders.

Hawe a meeting with Bob Summers, the managing

director, and make sure that you stick to the agenda.

Try to use some of the phrases below,

The reazon we are here iz to discuss ...

Let'’s focus on the marn problem.

What do you think?

I'think it's a good fden fa ...

Another option iz to...

Zo, are we clesr on this?

ADDITIONAL MATERIAL

12 On the road

Problems (p79, ex6)
Student B

Take the call and listen to Student A describe the problem

with the hive car. Offer a solution - for example;

* ask the customer to take the car to a garage for repair

* ask the customer to bring the car back fora
replacement

* goffer to deliver a mew car to the customer's hotel

*  tell the customer how to fix the problem

»  pffer to send someone to meet the customer and help
them with the problem

Scenario E Take the plunge
(p133, ex11)

FEEDBACK: Self-assessment

1 How did the presentation go?
Wall / Okay  Badly

2 What tips from the web page in 6 did you use?

3  How many useful phrases did you use?

4 How many questions did you answer when you
presentad to your parinar?

§ How many questions did you ask when you listened
to your partne:’s presentation?

& If you could make the presentation again, what
{if amything) would you do differently?
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05 The conference 12 On the road

Checking the details (p36, ex2) Problems (p79, ex6)

Student B Student A

You wark at the confersnce centre, You haven't received Think of a problem you have with a hire car. For example:
an email from the ealler'’s company. Answer the call and * aflat battery

explain this. Answer the caller’s questions using the = aflat tyre

information below. *  the brakes not workidng

# [ifferent room layouts for seminars, workshops or i

the alarm keeps going off

# the air conditioning won't switch off

*  the key is locked inside the boot

Decide where you are and what you need the car hire
company to do, Phone Student B.

presentations

#  Free Wi-Fi for all guests

+  Facilities for disabled delegates indluding wheelchair
access to all parts of the building

*  (Carpark with 30 spaces

*  Modern projector with different connections, including
HDMI

Scenario D On top of things
(p107, ex8)
Speaker B

You work at a small eompany. You are talking to your
manager.

Your job iz very difficult at the moment because a
colleague left the company last month and now you
have to do their job as well as your own. You don't have
enough time to do pour work properly and you feel
stressed, You think you need am assistant to help you do
the extra work.

Explain this to your manager and listen to their ideas,
Try to use some of the phrases below.

Can [ just say, I'm sorrp about ...

I'm fealing really streszed at the moment.

1 think the problem is ...

I dart'e have enough time to do my work

That sounds pood,

[ thirk that would really help me.

P sure it will heip,
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Scenario B Put your heads
together
(p57, ex10)

FEEDBACK: Self-assessment

1 How did the roleplay go?
Wl / Okay / Badty

2 a [idthe person playing Hannah successfully
managa the meating?
Yes [ Mo/ Almost
b If yes, or almost, which tips from 5 did you usa?
If mow, wivy not?
3 [Did yvou reach an agresment?
Yes / No / Almost
if mo, why not?
4 How many useful phrases did you usa?
5 If you could have the conversation again, what
fif anything) would you do differently?

15 Work and health
Sick leave and business (p99, ex6)

fexible working hours
*  teamwork
*  on-site counselling
*  working from home
* 3 shorter working weak
*  fitness programmes
* job swapping
#  sports factlities
*  massage seTvice
* workplace criches
= 3 psycholopist
*  relavation areas
*  homis schemes

Scenario E Take the plunge

(p133, ex10)

Speaker B

Presentation 1

Listen to your partner’s presentation. Make sure you
understand and try to ask two or three questions,
Try to use some of these phrases:

Can I ask a question?

I have a question.

Dioes that mean .7

Can you explain .7

I s,

Presentation 2

Choose one of the topics and make a short presentation
to your partner. Use the tips in 6.

Topics

* myjob

*  my company

*  my home town

* my hobhby

*  vour own idea

Try to use some of these phrases:

I'd like to talk about ...

Firstof all, ...

Secondly, ...

Are there any guestions? / Any questions so far?
Thank you for listening.

Your partner will ask you some questions,
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Scenario A Show me the ropes [gcenario C You can't miss it

(p31, ex11) (p81, ex9)
Speaker B

Your partner will ask you for directions. Listen to their
questions and use the map to help give directions to the

FEEDBACK: Salf-assassment
1 How did the roleplay go?

Well / Okay / Badly
5 & DS i ully Show 1 new worker place they are lnoking for.
the mpasl? Try to use some of these phrases:
Yes / No / Almost Go straight down ... Street/Avenue/Road.
b ¥ yes, or almost, what buddy tasks from the table Tern left/right at the corner of ...
in 6 did Speaker & do? Go straight on at the traffic lights.
1f mo, why not? Take the first/sacond/third road on the lefe/right.
3 How many useful phrases did you use? It's am the left/right.

4 I you could have the conversalion again, What

You can't miss it!
{if anything) would you do differently? AL G-

Mow, swap roles, You are going to a conference at the
Post House Hotel, but you don't know how to get there,
Yo are at the station. Ask your partner how (o get to
the hatel. Listen to their directions and use the same
map to help you. Mark the Post House Hotel on the
map and then check with your partner’s map.

Try to use some of these phrases.

Excuse me.

Cart you help na?

Do you know where ... 657

Can you tell me how to get to .7

Is it mear the ...7

Iid you say turn left or rght?

Hardwick Avenyue

poed Horary
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Scenario D On top of things
(p107, ex8)
Speaker A

¥ou are the manager of a small company. You are
talking to an employes. This employee is usnally very
good and reliable but at the moment there are some
problems:

* They often make mistakes.

*  They sometimes miss important meetings.

Talk ta your employee. You need to identify the
problem, show them your support and suggest some
solutions, Hers are some ideas to help them get hack
on their feet;

#  They can work flexitime.

*  They can work from home.

Try to use some of the phrazes below.

There are some prablems with your werk.

You're usually very good at your job.

Yoar're a valued member of the team.

I'want to help pou keep on top of things.

I'think that part of the problem is ...

Hew about ...

I happy for you to ...,

Scenario E Take the plunge

(p133, ex10)

Speaker A

Presentation 1

Choose ene of the topics and make a short presentation
to your partner. Use the tps in 6.

Topica

* myjob

*  my company

* my home fown

* my hobby

*  yaur own idea

Try to use same of these phrases:

I'd like to talk about ...

Firstofall, ...

Secomdly, ...

Are there any questions? / Any questions so far?
Thark you for Hatenirg.

Your partner will ask you some questions.
Presentation 2

Listen to your partner’s presentation, Make sure you
understand and try to ask two or three questions,
Try touse some of these phrases:

Can [ ask a question?

I have a question,

Dioes that mean .7

Can you explain ...7

I s,
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Listening scripts

01 WHO ARE YOU?

& 10

Conversation 1

Excuse me, are you Mr Jenzen?
Yes, | am. Are you from Nicdorf?
Yes, I'm Saskia Slater. Pleazed to
meet you,

Mice to meet you oo,

Are you very tired after your flight?
A little, but I'm fine,

Good. My car's outside,

& 1.02

Converzation 2

A Hello, Are you one of the
oFganizers?

Mo, I'm not. I'm a delegate — Jeff
Simpg-r,m, from CMG.

Oh, I'm sorry, Pleased to meet you.
And you're ... Jaogues Leclerk, from
OT Incorporated,

Yes, but how .7

Your badge. Where are you from?
France?

Mo, I'm Belgian, actually.

& 103

Conversation 3

Hells, Enrique. How are you?

I'm fine, thanks. And you?

Yes, I'm fine too, Are you alone?
Yes, lam.

[ am too, Would you hiks to join me?
Akay, thanks.

P 1.04

Conversation 4

Good afternoon. I'm from LPG.
Ah, yes. Mr Poulson,

Mo, I'm not Mr Poulson. My
surnarme 15 Leeman,

Sorry about that. And your first
name?

Peter,

Thank you, Mr Leeman, Right, you're
in room 303, Here's vour key.

Thank you.

You e welcome.

& 1.05

It takes 30 days.

Thee Hight is 14 hours,

The meeting starts in L5 minutes,
She's 60 years ald.

It's at pumber 17,

That's 80 pence, please.

There are 19 peaple here.

m > | m O I oDExD0DB=DTI= = m = I = 2@ =@ PmE
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& 1.06

a three hundred and thirty-three
b three point three three

¢ oipht thousand and eight

d eight thousand and eighty-eight
@ four hundred and twelve

f  six thousand, one hundred and

gEEVEN

& 1.07

aizteen million dellars

one pound forty

three hundred and sixty-five euros
twenty pence

sixty cents

nine pounds ningty

sixteen euros sixty

five point six million Swiss francs

four hundred and -ni.ni!t}' million
[ Fkeely

& 1.08

Conmversation 1

A That's thres pounds fifty, please.
B Here you are.

A Thank you. Goodbye.

& 1.09

Conversation 2
A Excusze me, how mueh ks this?

=OTm "o oo oo

B It's sixty dollars and forty-five cents.

A  Sixty dollars, forty-five?
B Yes
A Oh, | see. Thanks,

& 110

Conversation 3

A How much 15 a coffee here?
B [think it's €2.50.

A That's expensivel

111

Conwversation 4

What's the salary?
Sorry?

The salary of the new job.
Cth, about 30,000 3 pear.
Pounds?

Mo, eurns.

& 112

Here's the latest Interbrand report.
What's Interbrand?

It'sa branding consultancy. Their
annual report is a list of the top
hundred plebal brands,

What's the top brand?

It’s ... Apple.

DEOD>ODD
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And how miuch is it worth?
According to Interbrand, 98.38
billion dallars.

And number twot

Goagle, with an estimated value of
93.2 billisn dollars.

Are they all American brands?

The top seven are American, There's
also a ranking of the top green
brands. In the top 20 there are five
American brands, but 15 are from
other countries.

1.13
Coca-Cola i the top green brand in
the world.
Ma, it isn't. Toyotra is.
The brand value of Honda is 184
billion dollars.
Yes, that's right.
Volkswagen and Siemens are French
brands,

Mo, they aren't. They're German.
1.14

Who is number one on the lise?
It's Dustin Moskovitz,

How old is Be?

He's 30,

Where iz he from?

He's American.

Is he married?

Mo, he's engaged.

Huw much is he worth?

He's worth 3.8 billion dollars.
What kind of business is he in?
Technology.

1.1%
MEA
asap
USA
GDF

Lun

EU
HTMIL
FOF
UE
VAT
AGM
aka
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1.17

GHR Systemns. Can [ help you?

Yes. Can | speak to John Evans,

pleasa?

Who's calling, please?

It's Guillermo Moleda from Promax

Electronica,

Hold the line, please ... I'm sorry,

Mr Moleda - there's no answer,

Can | take a message?

Yoz, please. Could you ask him o

call me back?

A  Certainly. Could you spell your
namse, please?

B Yes, it's Guillermo, G-U-I-double
L-E-F:M-0 Meleda, M-O-L-E-D-A.
And Promax is P-R-0-M-A-X.

A Thank yeu, Mr Maoleda. Il give
Mr Evans your message.

B  Thank vou. Goodbye.

02 ANYTIME, ANYWHERE
& 118

Situation 1

A Mmm: This leoks good, Do you want
to try somer

Yes, pleaze. Oh, dear, Just a
moment. Hello?

C  Jake, Alan here. How are wout

B Alan, P'm fine, Listen, I'm at lunch.
Can [ eall you back later?

€ All right, Jake. Speak to you later,

B

A

I m = ﬂh&ﬂﬂ'ﬁu#wmlﬂ

then. Bye for now.
Bye, ... Sorry about that.
That's okay - doa’ t worry,

A

B Hello, Della. It's Chris hepe.

A Chris. Where are you?

B I'm out with some friends. | just

wanted to check something with

PO

Ch, | see.

The film iz about to start and | don't

want to leave my phone on. | know

you phoned me earlier. Was it about

the ATL deal? -

A Yes, but don’t worry. To can walt till
tomoerrow,

B Are you sure?

A Yes, enjoy the Rlm.

m >

B Thanks. Speak to you tomorrow, |
hawve all the docurments ready. By

A Bye

& 120

Situation 3

Hi, Jane. Why is your phone always
turned off? Look, it’s 8.20 and I'm on
ry way to the alrport. T don't have Mr
Hockley's address in Paris. When you
finish your exercise class, can vou text it
to me? Thanks, See you when 1 get hack.

& 121

Situation 4

A Hella.

B Hi, darling, I'm on the &30, There
was adelay.

A Oh, no. Not again!

B Yes, it's awful Listen, we get in at
about 8,15, Can you pick me up? Or
l can get a taxi.

A Mo, don't worry. See you at the
station.

B Lovely. Thanks. Bye,

A Bye

03 DAILY ROUTINE

& 122

Conversation 1

A Hello. This is Tracey Brown fram
Office Helper, the recrultment
agency, Do you have time to answer
acouple of questions? [t's a survey
about use of office space.

Ch, all right, go on.,

Do you have your own desk at work?
Yes, [ do.

Do you share it with anyone else?
Mo, | don'e.

Da you work fexitime?

Mo, don'e. It's more or less a nine-
to-five job.

Ome more question, Do wou have
your own coffec cup?

Oh, no, we have dispasable plastic
anes.

Oikay, that's it. Thank you for your
time.

B Okay. Bye. then

212

Conversation 2

A The first question is this, Do yoo
have your own personal desk?

B Well, 1 generally work at the same
desk, but other people use it a5 well,
I'm out of the office a lot.

A Do you work regular hours?

B Mo, it depends on the work. We
have a flexible system.

A Isee. By the way, do you use plastic
cups?

@ » DPODEo@
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Mo, [ don's. [ den’t lilee plastic cups,
30 L keep my own cup in the offics
kivchen,

Thanks very much.

You're welcome.

&12s
Conversation 3

A

m =
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Just one or two quick questions.
For example, do you have your own
personal desk at work?

Mo, [ don't. We share desks here,

[ usually work in the same place, but
we clear our desks when we finish.
Iz that a problem?

Yes, it is. W argue about it a lot
and someone always messes up the
coanputer.

Do you work flexivime?

Yes, but if you want a good desk,
yoil arrive sarly.

Right, last question. Do you have
your own coffes cup?

I did hawe ane, but someone took it
Oh, dear. Well, thanlks very much.
Goodbye,

Jodie Lawson is the mAnAging
director of roundpegsquare.com,
an Internet-bassd recruitment
consultancy which provides
companies with talented university
graduates. Jodie, tell us about your
day. What time doveu get up?

My day begins at 7.15 when my
alarm goes off, but [ don't often get
up then, [ Lie there and lizten to the
radio, and catch up with the news.
What do you have for breakfast?

1 have a bowl of cereal when [ get
o work.

How do you get to work?

I wsually take the bus, but I do a
lot of running - I run marathons -
g0 | sometimes run to worl,

How long does it take?

[t takes about 35 minutes - about
the same time as the bus.

What's the first thing you do when
§ou get to work?

I'turn the computer on, read my
emails and eat breakfast,

What dees a typical moming
imvolve?

We always have meetings in the
morning, and | also take clients”
calls and deal with emails,

Where do you have lunch?

1 usually have it at my desk. 1
sommetimes have lunch with a
client, or make a lunchtime client
presemtation.
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What do you do in the afterncon?

1 am usually out of the affior. [ visit
clients.

What time do yeu gn home?

[ leave work around seven, but 1
often go to an evening meeting.

How do you relax?

Apart from running, I like to see my
friends and family, and | enjoy golng
away at the weekend and getting out
of the city,

What time do you go to bed?
Dsually between 11 and midnight.
Jedie, thank you very much.

04 EATING OUT

m > m > m =
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2 1.26

Conversation 1

A Canl order vou some squid?

B Squid? That sounds, ex ...
interesting.

A Yes, it's our local speciality. [t comes

in a black sauce made from the

squid's ink.

Does it Hmm, I'm not gure what

I want. Oh, what's this?

Beef Meonaoise? That's just a steak.

Can [ have that?

Of course, if that's what you want,

. BPEOPE m

1.27

Convarsation 2

A What do you want to eat? They do
an excellent steak here,

B Oh, steak? I'm really sorry, but
I'm afraid T don't cat meat. I'm a
vegetarian,

A Areyou? Oh, | do apologize -

I didn"t realize, Would you like to
go somewhere elie?

B Mg, it's really not a problem. [ eat
fish. I'm sorry [ didn't say anything
before.

A Right, well, the fish is good here as
well. Try this, It's fried in olive oil
with garhic.

B It zounds delicious,

1

1.28
Conversation 3
This is one of my favourite
restaurants.
Yes, it’s a nice place.
Their speciality is fish.
Fish?
Yes, they do it really well,

D> m =
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Oh, dear. I'm afraid I'm allergic to
fish. [ can't eat it

Ah ... I'm sorry.

Mo, don't worry, [ can have a salad
or something.

What about a chicken dish?

That sounds geed.

& 1.29

What a fantastic meal. Thank you
very much.

What about a dessert?

Mo, thanks. I'm full,

Can [ arder you a coffee? They doa
wonder{ul Italian espresso here.
Do they? That sounds geod. Thank
you.

Cikay, then. Waiter, two coffess,
pleass,

05 THE CONFERENCE
& 1.30
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What's the first hotel on the list?
It's called Blommagird,

How do you spell that?
BeL-Odouble M-A-G-A-R-T1

Where is it?

1t in the centre of Sweden,
between Steckholm and
Gothenburg,

o it's not very close to Stockholm,
then, Has it got a big mecting roam?
Leet's gee. There are 20 mecting
rooms with space for 10 to 1,200
peaple.

Oimie thousand, twe hundred! 1
suppase they've got all the usual
services and equipment.

(h, yes, there are projectors and
video and Internet connections in
all the meeting rooms.

What about accommodation?
There are 210 guest rooms.

Has it got a restaurant?

Ok, yes, there's a dining room which
seats up to SO0, It's got a separate
restaurant as well.

Are there any other leisure facilities?
There isn't a spa, but there's a golf
course and a fitniess centre, [ts got a
pool too,

Himm. Sounds good, but it's a bit far
from Stockholm.

06 CAN YOU OR CAN'T YOU?
2 1.31
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Good morning, Ms Bale, Flease sit
down,

Thank you.

Maow, you're applying for a post as
an office assistant,

Wes, that's right.

Mo, you have computer skills, 1 see.
Yaz [ can use all the usual office
PrOgrams,

Good, but can you make web pages?
We're hoping you can bullda
wiehsite for our company.

Er, no, I can't. But | can learn if you
train ma.

Ok, 20 you can't do that. Can you
use social media?

Do you mean Twitter and Facebook?
I'm afraid I can’t.

Hmm. Can you type?

Type? Do you mean rouch-type?
Yes - you know, use all your fingers
without looking.

e, [ can’t, but [ can type with two
fingers. I'm pretty fast.

&0, you can't type. Can you speak
French?

Ma, Lcan'e ...

1.32

Conversation 1

A

According to a new report, people
den't trust eur corparate leaders.
We're here today in the streets of
Southampton to see if it's true,
Excuse me, madam, ['m Julie
Simmons from the programme
Buginess Today. Can [ ask you some
questions?

I don’t know much about business,
I'm afraid.

‘That's all right, The question is this:
Do you balieve what the tap bosses
in British industry say?

M, you ean’t trust politicians at all
Mo, not politicians = top executives,
fat cazs.

Oh, them. Well, T don't know. §
suppose so. Why not?

The second question is: Do you
think they get too much money?
Definitely. Yes. It's a disgrace. All
those golden handshabes when they
retire.

Right, thank you very much.
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Conversation 2

A Excuse me, sir. According te a recent
survey, most people think our
companies pay thelr top executives
too much. What do you think?

¢ Well, most of them work very hard
and do a good job, 2o they probably
deserve it

A And ean we trust them to tell us the
truth?

C 1don't think so, no. Mot the anes
wheo make a mess of things and then
leave the company. Look at all thoze
scandals with the banks.

A Ohay. Very interesting. Thanks very

much.

L34

Conversation 3

A  And what do younger people think?
How old are you, sir?

D I'm13,

A And whae do you do?

D I'mastudent.

A Wall, we're asking people their

opinion about fat cats in British

industry.

Go on, then,

Can we trust theze people to tell us

the truth abeut their companies and

activities?

D Yes I think ao. In this country.
They have to be homest or they get
into trouble.

A Do they deserve their high salaries,
in your gpinion?

D well, it's the law of supply and
demand. They can ask for high
salaries because they are worth it,
like good foothall players.

A  Right. Thanks for your time.

D You're welcome.

& 135

The next time you Ay from Hong Kong
International Alrpart, make life casier

= take the Hong Kong Airport Express.
You can get from the centre of Hong
Fong to the airport in just 24 minutes

- and, gven better, vou can get a free
shuttle bug from vour hotel directly to
the station.

Our fast, comfortable trains depart
every ten minutes, from five in the
morning until midnighe. At the station,
you can check in your leggage and we'll
take it to the airport for you, all the way
to the plane. If you choose to check in at
the airpart, you can use our free porter
service to help you with yvour lupgage.

0

But why not check inat the station
and get your boarding pass one full
day ahiead of your Aight, s0 you can
just relax on your last day in Hong
Kong? Or you can spend your last day
on last-minute shopping, pack all your
purchases and check in at the station

just %0 minutes before your fight.
For mare information, go to the Hong
Kong Airport Express website,

07 ENTREPRENEURS

136

Conversation 1

A s John on holidag?

B Yes, heis,

A Hrmm. Was he on holiday last week
tood

B Yes, hewas

Conwversation 2

A What tima is the sales meeting
today?

B Itsat5pm.

A Really? That's very late. What time
was the meeting lase month?

B Irwasar9am. It was a broakéast
meeting!

Conversation 3

A Stella? Where are you? You aren't at
the conferance.

B No, I'm not. I'm too busy. Are
Jacques and Pedro there?

A Ho. And they weren't there
yesterday, either. Yesterday they
said they were too busy

B Oh. Was the organizer angry that

we weren't thore?

& 1137

1

livved, loved, discovered
2

worked, liked, stopped
3

arrested, waited, created

138

Entrepreneur and guru of ‘new age'
business management, for many years
Anita Boddick was the mest famous
British businesswoman, At its height
im 2011, the franchige network of The
Body Shop included 2,100 shops in 55
countries and Roddick was one of the
richest women in Britain,

Anita Roddick was borm in
Littlehampton in 1942, Her parents
divorced when she was nine, but her
mother remarried and she always
described har childhood as a very happy
one, As a young woman she trained az a
teacher, worked for the United Mations
and travelled extensively.

LISTENING SCRIPTS

She married Gordon Roddick in 1970,
and they opened a restaurant and a
hotel in their home town. In 1975, her
hushand helped Anita to establish o
shop as a sousce of income for herself
and their two baby daughters while he
was away on a trek in South America.
The first branch of The Body Shop was
basic and offered only 15 product lines.
Roddick was a pioneer in ‘green’
business. She realized that many
people wanted to buy natuzal,
ecological products. She talked

about ‘fair trade’ long before it was
fazhionable, Throughout her career,
Roddick contineed to campaign against
environmental and social wrongs
around the world. In 3003, the Queen
recognized Roddick’s werk with a
knighthood, naming her Dame Anita
Roddick.

Three years laver, L'Oréal purchased
The Bady Shop for £652.3 million. The
takeover caused some controversy
because of an accusation that L'Créal
bested its products on animals.

In February 2007, Dame Anita
announced that she was ill with the
Hepatitis C virus, which she got from a
bleod transfusion in 1971, Dame Anita
immediately started a campaign to
highlight the problems of Hepatitis C.
Tragically, she had a stroke and died 2
few months later,

In a tribute to Andta Roddick, Prime
Minizster Gordon Brown called her

an ‘inspiration’ to businesswomen,
saying that She campaigned for green
izgues for many years before it became
fashicnable to do 20 and inspired
millions to the cause by bringing
sustainahble products to a mass market”

o139

8 Did she work for the World Health
Organization?
Mo, she didn't. She worked for the
United Nations.

b Did her parents divares when she

was 167

Mo, they didn't, They divorced when

she was nine,

¢ [Hd her husband help her write a
book?
Ne, he didn’t. He helped her
establish a shop.

d Did the first branch of The Body
Shop offer 100 product lines?
He, it didn’t. It offered 15 product
lines,

i
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[id people want to buy expensive
products?

Mo, they didn't. They wanted to buy
matural, ecological products,

Did she campaign against big
supermarkers?

Mo, she didn't. She campaigned
against environmental and social
Wrangs,

Did she die in a car accident?

Mo, she didn't. She died of a stroke.

1.40
When did Howard Schultz join the
company?
Where did Schultz visit in 19837
How much did the share price drop
im 2007
What did Starbucks celebrate in
20117
How many locations did Starbucks
reach in 20127
When did Starbucks offer to pay
more corporation tax?

141

So, when did the first branch of
Starbucks open?

The first branch opened in 1371, in
Seattle's Pike Place, but it wasn'ta
coffee shop. It supplied coffee beans
to restaurants and cafés.

And when did Howard Schultz join
the company?

He joined the company in 1982, as
the marketing director.

Where did Schulez visit in 19837

He visited Milan on a business (rip.
He loved the [talian coffee bars and
decided to copy the idea.

What did he start in 19857

He started Il Giornale, a chain of
coffer bars serving espresso coffes
made with Starbucks’ coffee beans.
How many branches did Starbucks
open in 19877

It opened 17 branches, But in 2002,
Starbucks opened 1,177 branches -
making it a global brand, with 5,886
branches in 32 countries.

But things changed in 2007, How
much did transactions per store go
down?

They went down by 1%,

How much did the share price drop?
It dropped 47% as a result of the
poor performance,

How many branches eloged in 20087
The company closed 100 U5 stores
and cut 600 staff,

What did Starbucks celebrate in
20117

It celebrated its fortieth
aAnniversary,
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Where did growth slow down in
20132

[t slowed down in the US,

When did Starbucks reach a total of
17 400 locations worldwide?

In 20012,

When did Starbucks offer to pay
Mo cOFporition tax?

That was in 2003, after a scandal in
the UK.

08 HOTELS
& 142

Conversation 1
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Good evening.

Hella. My name is Schmidt. [ have
a regervatlon.

Certainly, Mr Schmid:. Can Lask
you to fill in the regiztration form?
Sure,

Thank vou. Do you need a wake-up
call tomorrow?

Mo, thanks,

Right. [t's a double room on the
fourth Aoor. Here's the key.

Thanks,

The lifts are just behind you. Do you
need any help with your lupgage?
Mo, that's okay

Breakfast is served in the restaurant
from seven until ten. Have a good
stay.

Thanks. Good night.

What's your name, madam?
Raobson.

Yes, here it is, For two nights.

Yes, that’s right. Thank you.

Can | have your credit card, please?
Yes, here you are,

Thank you, The roomis £150 a
night, including breakfast,

Eine. I think my company boaked
and paid for the room,

Er, I'll just confirm that. No, the
system doesn't say that the room
has been paid for.

Oh, well. Mot to worry, Ul check it
with head office when 1 get home.
Hisre's your key. It's room 305, an
the third Aoor. Enjoy your stay.
Thank you.

& 1.4

Conversation 3
A Good afternoon. [ havea

reservation. Just a minute. Here are

the details,
B Thank you. Can | zee pour passport,
please?
A Er, yes, Here you are.
B Thankyou.
A Can | book a table for dinner
tonlghe?
Cettainly. What time?

Eight o'clock. For two people, please,

We're very busy this evening, We

have a table at 8,15, Is that all right?

This is your key card. ['ll get

someone to help you with your bags.

B
A
B
A Yes, that's fine.
A
B

Thank you.
&145

over hore?

Thank you.

Would you like some coffee?

Mo, thanks, but I'd love some tea.
And have yeu got any eppa?

fried eggs.

Scrambled eggs. please, Oh, and
some tomatoes.
Certainly, sir. What's your room
nurmber, please?

S08,

Thank you.

& 1.46

Reception. Can [ help you?
Yes. I'm in room 206, I'm afraid 1
have a small problem.

Oh, dear. I'm sorry to hear that.
What's the matter?

It's my television. [t doesn't work.
Right, [ see, I'll ask someond to
come up straight away,

Thank yow. How long will it take?
It won't be long. I'm really sorvy
about this.

That's okay. Goadbye.

Goodbye,

= m = m = m = m =
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Good merning, Would you like to sit

Yes, sir, we've got scrambled eggs or
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Did you have a good day, dear?

Yes, thanks, It was fantastic.

What did you do?

Waell, thiz morning [ made a million-
dollar deal.

Really?

Yes, and then we went to Maxims te
celebrate, We had lunch there,

That womderful restaurant? Was it
good?

Excellent. Then, this aftermoon |
bought the furniture for my new
affice,

h, was that fun?

Yez, it waz. What about you?

Me? | didn't make a milion-dallar
deal: I tdied the house.

Well done!

Yes, and then, I didn’t have lunch

in a posh restaurant, [ ate a
sandwich at home.

What abeut this afternoon?

1 loaked after the baby and went
shopping. but T didn't buy furniture,
Ma? Mever mind.

Then, of course, | cooked the dinner.
Right. S, was it a good day or a had
day?

& 148

A What time did you get up
yesterday?

B 1 gotup at six. And you?

I got up at half past seven and
ot to work at nine,

Did you see Harry yesterday?
Mo, [ didn't. Did you?

¥es, I did. | had lunch with him.
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Jeff, where did you go to school ?
Ah. That's a good question.
Why's that?

Well, iy dad was in the army =
so when [ was a kid, we lived in
different places all over the world
and [ went to several schools,
How many schools did you go to,
then?

B Tenin total [n the end, when [ got

» TPOPFPED>

older, [ went to a boarding school,
$0 | didn’t see my family much.
Really. Did you like it?

Yes, it wasn't bad.

How long did you stay there?

Two years, until [ went to uni.

And where did you go to university?
I went to Hull, in the north of
England.

What did you study?

A
B

I did a degres in engineering.

Oh, so why didn't you become an
enginesr?

Well, I had a good time at university
and worked hard, but [ didn't really
like engineering

Oh, dear.

And that's why I'm here today.

10 TRAVELLING LIGHT
& 150
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That's a nice-looking pair of shoos!
[ usually wear a dark suit at work.
On Fridays, no one wears a tiz in
the office.

I den't really like this skirt, bat it's
part of the uniform,

Ok, no! I've got coffee on my shirt.
Great jacket! Whaere did you pet ie?
2o you like this blouse? | gotit in
the sales,

Hey, you've got different socks onf

F 15
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3o, when are you off?

In about ten minutes.

Everything ready?

Yes, [ hope so.

How many bags have you got?

Just this one and my laptop.

Is that all?

It's anly a short trip and [ don't
need many clothes. Just a couple of
shirts,

And something warm, [ hope. It's
quite cold thers at this time of year.
How much money do you think |
need?

Mat much. You can wse a credit card
in most places,

That's what 1 thought. 've got some
cash, anyway,

Right. Well, have a good time.
Thanks, See you when | get back,

& 152

A

Today in our basiness travel spot we
talk to Susana Jones. Susana s an
expert on packing, She has packed
and unpacked cver 4,000 times. In
her recently published book, Packing
for Business Travel, she gives advice
to business people on how bo pack
efficiently. Suzana, why is packing so
important?

Well, it sounds strange, but

good packing can be the key toa
successiul business trip. Your image
iz important, and you need bo arrive
at a meeting feeling comfortahle

and well dressed. At the same time,
you want to travel lightly bo your
destination and save your energy for
business.

A
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5o, what's the secret?

Planning. basically, Start planning a
week in advance. Think about where
you're going, who you're golng to
zee and how long you're poing o
stay.

Yes, but are there any specific things
vou can do?

It's simple, really. Take as little as
posaible and your bag will be lighter,
Find ways to take the smallest
amount you need to be well dressed,
That's easy to say, but how do you
do it?

Well, for example, some people
think that for a two-week trip you
need fourteen sets of underwear,
but you don't. You can travel round
the: world on just three, Al you
really need ts a pair to wear, a pair to
wash and a spare pair for when you
don’t have time to wash,

Okay, that makes sense, but what
about the clothes themselves?
Again, it's planning. You have to
take just a few different things you
can combine in different ways to
make different outfies. | probably
have a smaller wardrobe than
anyorne | know, but I can mabe a big
variety of outhts,

That's fins for men, of course. They
can just wear suits and change shirts
and ties.

That's true, but you still need some
casual clothes. At some after-work
social events, a suit can look too
formal,

Okay, you plan what you need and
choose your clothes, but how do
you carey it? Do you have any advice
about the type of bag?

That depends. You want something
large enough to get sverything

im, but small enough ot to be a
nuisance. The bottom line is: carry it
on or check it in? For carry-on travel
there ix a limit on the size of hand
luggage. For many situations it's
sufficlent and there are lots of sther
advantages.

Yes, but on the other hand ..

& 153
Conversation 1
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Good morning.

Hello. There's a staln on this jacket.
Oh, yes.

1 spilt some coffee on it.

Drom't worry. We can clean that.

[ need it for this afternooen. Can you
de it by then?

Yes, no problem.

Thanks.
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Conversation 2

A
B

Are you all right?
Er, not really. | need an adapter for

the plug on my laptop charger, [ left
it at home.

A Oh, I think I've got one. Hang ona
mitnute, Here it is,

B Oh, that’s perfect. Thanks. Can [ give
it back to you after the meeting?

A Of course, Good luck with the
presentation.

e 185

Conwversation 3

A Can | help you?

B [ hopeso. Have you got a charger for
this phonie? | forgot to pack mine.

A Yes, [ think so. Here you are.

B Okay Yes, it looks like the right
conmector.,

A It's not the same brand, but it will
work.

B Are you sure?

A Yoz, [ have one for my phone,

B Okay, then. How much iz it?

11 WEATHER WATCH

& 156

Conversation 1

A Hello. Mr Donegan?

B Yoz, how do you do?

A Did you have a pood fighe?

B Yes, thank you. Brrr. [s Frankfurt
abways so cold?

A Yes, I'm afraid February is always
quite copl.

B It'z colder than cool. [£'s froezing!

A What's Dublin like at this time of
vear?

B Well, it's warmer than here. We get a
lot of rain, of course.

A Ahoyes. Isn't it one of the wettest
cities in Burope?

B Mo, I don't think so. 1t's just very ...
changeable.

& 157
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You're off travelling next week, Sue?
That’s right. Frankfurt and then
Helsink:,

That's nice, Take some warm
clothes.

Mo, it's not cold this time of year,
Iz that =a?

Yes, Finland is sometimes warmer
than London in July.

Realky?

Yes, | was there last year and it was

great. It was the hottest sammer
in 20 years, though.
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& 1.58

Conversation 3

Where to, sir?

Heathrow Airport, please.

Where are vou off to, then?

Spain.

Spain? Mot hot enough for you here,
then?

Mo, it's business, not pleasure,
Oh, right. Well, anyway, it can't be
hotter than here. They say it's the
driest surnmer on recard,

Yes, [ heard that as well,
Thirty-seven deprees at Heathrow
yesterday!

Is that right?

Yeah, And it's terrible for the
garden. They say it's drier than
2006,
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It was great, thanks, Tina,
Where did you go?
Wewent to Morocco.

Oh, really? What was the weather
like?

and cool ak night.

[¥d you like the hotel?

Yoz It was big - there were more
than 200 rooms — but It was very
comforiable.

And did you like the food?

Yes, it was delicious,

What did you do?

We went to the beach mostly. In
the afterncons we did a bit of
sightseeing,

What are the people like?

B They are very polite and friendly,
We didn't have any problems.,

12 ON THE ROAD
=
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2.01
Hella,

Hello, [ have a reservation in the
name of Larson.

Just one moment. Mr 5 Larson?
Y. It was an Internet booling.

2@ e m

you requested, so we are offering
you an upgrade.

What caris it?

Al Ford Focus, Is that all right?

mare?

Mo, the price is the same. Can 1
chieek your driving licenze?
Heme you are,

= » @mrPrm

What was your holiday like, George?

Perfoct, Hot and dry during the day,

Ccay. We don't actually have the car

Yes, that's fine. Do | need to pay any

Ly

A
B
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Thank you. Do you want excess
insurance cover?

How much is it?

An extra £13 a day, Otherwise you
pay the first E500 if there i any
damage.

Mo, that's fine. ['ll rigk it.

Right. Please sign here, Here are
your keys. You'll find the car park
on the right when you go out. Here's
tha number to use at the barrler
when you leave, Have a good trip.

2.02
Brooms Car Hire. Can [ help you?
Yesz, [ have a problem. [ have a flat
tyre.
Can you give me your reference
nurnber?
Er, yes. Hang on. Here it is.
It's SABS4TIS.
Oy ... Me Larson. Where are you?
I'm at the hotel. T changed the
whenl, but the puncture needs
repairing. | have a long drive
EOMOEFOW.
Ve, olkay, Which hotel are yow at?
I'm at the Welcome Innin
Chichester.
And i3 the car in the car park?
Yes,
Right. Just a minute. I have your
mobile number. Can [ call you back?
Yes, okay,
Thank yow. Bye for now.

2.03
Hello, Mr Larson?
Yes.
Can you take the car to QuickFix in
Halston Road? It's about a mile from
the hotel.
Oh, [ suppose so. It's not very
conwenient. [ hope it doesn’t take
long.
Ho, they are expecting you, If
you leave now, they can do it
immadiately.
Oleay, then, Thank vou very much,
Do yoa weant mee to give you
directions?
Ma, it's okay. [ can use the sat nav.
Righe, [f you have any problems,
please call back. Goodbye.

Bye.



13 GETTING THERE

= 2.04

Late again,

Yes, 'm afraid we are.

Twenty minutes without moving.
Twenty? More like 30,

Hu -c.rplmzl'_'inn.

Mo, none at all. Probably leaves.
Leaves?

You know, leaves an the line - from
the trees,

Oh, right.

Thare's always some excuse, Last
month it was snow - the wrong kind
of snow they said!

And here we are. Like sardines.
Cattle.

Sorry?

More like animals than people,
Absalute misery.

Better to stay at home,

Absolutely.

~ 2.05

My journey to work takes about an
hour and & half. That's three hours

a day there and back. At 6.30 [ walk
out of the house, get into the car and
drive to the station. It's a ten-minute
drive and at that time of the morming
it's usually easy to park. I get out of
the car and walk into the station just
in time because the §.45 is normally
very punctual. | get on the teain and
sit down and try to slesp. Sometimes

I stand because there are no seats. The
train areives at 7.30. | get off the train
at Lime Styeet and usually walk from
the station to the office, I£ | go on foot,
it's a half-hour walk, so | get to work at
eight or just after. If it's raining or I'm
late, I ger a bus or take a taod.

2,06

What are the advantages of using a
bike to go to work?

The best thing is that it's cheap.
Yes, but one problem is that it can
be dangerous,

Well, it depends if there's a lot of
traffic.

That's true.

Thie worst thing is that you can geta
bit hat and sweaty.
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Martin Janssen

A Martin Janssen is a graphic artst
from Amaterdam who lives and
works in Rome. He goes to work by
matarbike,

B The best thing about a motorbike is
it’s fast and easy to park. The only
problem is bad drivers. Taxi drivers
are the worst. I'm from Holland.
People there use the train a lot. You
cam read on the train and have a cup
of coffes, In Rome, commuters are
stressed and not very friendly, Sa [
prefer my bilie. [t only takes about
25 minutes to get te work on a goed
day.

& 208

Jane Stevens

A Jane Stevens works as an executive
for 2 company in west London. She
drives to work from her home in
south-vast Londen,

C The alternative to driving iz a
15-minute walk to the station,
a crowded train, two tube rides
and then another long walk to the
office. The traffic i a problem, but
45 minutes in my car is a lot more
relaxing. [ can plan my day while 1
drive. Another good thing is that
1 can listen to music, something 1
don't have time for at home.

o209

Sally Somerfield

A Sally Somerficld is a magazine
editor. Proviously she worked from
home, Mow she commutes to her
office in Paris.

D Starting to commute again
was difficult, but there was no
choice. The worst thing about
the underground is the dirt.
1t’s certainly not very clean, but you
can make the two hours you spend
down there every day a productive
time, | love watching peopie.
Certain people behave in a certain
way. On the train in the moming,
no cne really talks. The end of
the day is different - people have
conversations.
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Dave Smart

A Dave Smart works in customer
services and lives in Malbourne,
Australia. He comrmutes te the city's
central business district by tram.

E My daily erip to work iz fantastic.
I walk out of the front door and
ercss the road to the tram stop,
The tram ahways arrives on time,
and ten minutes later | arrive at my
destination and walk into my office.
Cin a Melbourne tram, prople chat
and have conversations. There is
even a restaurant tram which goes
around the city with couples dining
om it, There isn't anything bad about
it - the only disadvantage is not
having something to talk about at
parties. In Europe, all people do is
complain about commuting.

& an

Treasa Chaytor

A Treasa Chaytor is a lawyer who now
works in Strasbourg. She cycles to
work.

F Commuting in Strasbourg is totally
different to commuting in London.
Mow | cycle into work, except when
the weather is really bad. Really bad
means minus tén d'!ﬂl'l'.‘l'.‘!. I live in
the centre of the city and cycle cut
along the river. It's a 15-minute
ride = just long enouph to wake up.
I don't go fast because | want to
avoid getting hot and sweaty, Thore
are no showers in the office. Almaost
all the journey is on cycle paths,

50 | don't have to worry about the
traffic — that’s the biggest problem
in London.

14 TRENDS

& 212

Conversation 1

A Hi, Jake. How are you feeling today?

B Alot better, thanks. I'm talking
these new vitamin pills. They helpa
lot.

A That's pood. Right, see you later.

B Bye

& 213

Conversation 2

€ Sonia, can you help me with these
figures?

D I'm sorry, Frank. ['m a bit busy
right now. I'm finishing this report.
How about this afternoon?

C Okay. Thanks.

D Right. See you after hunch.
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Conversation 3

E Order despatch department. Can [
kelp you?

F Yes, I'm phening from the Lyon
affice about our special oxder. When
ean we expect delivery?

E I'm sorry, who am [ speaking to? Is
that Jacques?

F Yes, that's right. I'm calling about
order reference S48,

& 215

Conversation 4

G Hello, I'm calling to ask if vou have
any job vacancies.

H Mo, I'm sorry, we're not recruiting at
the moment.

G Oh, 1 see, What time of the year do
you recruit?

H Weusually have vacancies in July.
Giet back in contact them,

G Okay, thanks very much.

& 216

Conversation 5

I What are you doing?

Jd  I'm sending an email to the printers.

I Oh, it's better to phone. They never
answer emails.

J  Don't they? Oh, all right.

& 217

Conversation 8

K Excuse me, we're waiting for the bill,

L I'm so sorry, sir. Here you ane

K Thank you. We're in a bit of a hurry,
you see,

L Mo problem. | quite understand.

15 WORK AND HEALTH
& 218

A Hello, hello. Mr Savage? Hello, this
is David here, David Manning,
Who? Oh, David, What's the
problem?

I'em afraid [ don't fael very wall.

Oh, dear.

In fact, | think ['ve got flu. I'm going
to stay at home.

1 see. Is that what the doctor said?
I'm going to phome for an
appointment straight after this call,
Well, it's a real problem, with all the
wath we've got at the moment.

I fomso.

Remember we really need you
tomorrow to help with the product
launch.
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A Yes. I'm going o take something
and go to bed.

B Oh, well, these things happen. Make
sure you re hers tomerrow —
bring a note from the doctor.

A Okay. Bye.

& 219

Hello,

Hello, Mr Savage?

Is that John?

Yoz, it &5, Mr Savage, does it matter
if | comne in a bat Lage today?

Well, that depends. What's the
problem?

I've got toothache. I'm going to ring
the dentist for an appointment.

I see.

P'm really sorry,

Well, it can’t be helped. Don't worry,
See you later, then

Yoz, okay. Goodbye,
16 UP IN THE AIR

& 220

British Airways regrets (o announce
the cancellation of Bight BA1445

due to weather conditions, Will all
passengers with tickets for this flight
please approach the airline information
desk for details of alternative flight
arrangements,

&22

Situation 1

Excuse mit, [ didn't understand the

announcenent about light BA123.

I'm afraid it’s been cancelled, sir.

Cancelled? But | have to be in Berlin

this evening.

I'm very sarry, gir — its the air traffic

conirollers: they're on strike.

When iz there another flighe?

Mot until tomorrow. Here's a

voucher for a hotel, Please keep a

receipt for all your expenses so you

can reclaim them later.

A Oh, is that it? Are you sure there are
no flights this evening?

B I'm VETY SOTTY, Sir-

A Oh, it’s not your fault.

& 222

Situation 2

A Is this the right place for Denver?

B Yes, sir, but I'm afraid the Hight's
full.

A What do you mean? | have a
reservation. Here's my ticket.
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B Yes, but we only hold reservations
until 20 minutes before boarding,

A What? Do you mean you're bumping
me?

B Ican offer you a later E.'lght_ =1F, or 4
refund.

A 1can't believe this. Are you sure
there’s no space? [ have a veally
important meeting this afternoon.

B TI'm sorry, sir. There's nothing [ can
do.

& 223

Situation 3

A Jusi one moment, madam. Can |
just look at your bag?

B What's the problem? At check-
in they said it was okay as hand
luggage.

A Canyoupat it here in the gaunge?

. I'm sorry, madam, it's too big for
hand luggage. There's a penalty of
€25 or you'll have to go back and
check it in.

B Butl havent got time! | don't want
to miss my fight.

A I'msorry, madam. It's the
regulations. You've got time if you
hurry.

B Why didn't they say something at
the check-in desk?

A 1 don't know, madam, I'm just
doing my job. We have to follow the
regulations.

& 2.24

Situation 4

This is the British Airways reservation
service. We regret to say that at this
moment all our lines are engaged.
Please call back later. Thank you for
your patience,

@225

Situation 5

A Excuse me. |z it possible to change
to an aisle seat?

B I'rn afraid the plane is nearly full.

A Yes, but I've got a problem with

, my leg. I have a bad knee and it's
difficult for me to bend it.

B TI'm sorry about that. Why didn't
you say something when you
checked in?

A Tdid, but there were no aisle seats
left. Can you ask someone if they
mind changing seats?

A Mo, I'm sorrey, | can’t. It's too late
now,

B But... ckay, thanks.
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Exeuse me, what's happening?

It's the computer system.

What's the problem?

[t's not working. We can't check in.
Oh, no!

All the fights are cancelled.

And there's no one to ask about it

That's typicall

What a dizaster! [ can't believe this!
£o, what can we do?

I've got no idea. Wait and see what
happens, | suppose.

17 SUCCESS AND CHANGE
& 227

Conversation 1

A Clive, have you met Alan Jones?

B Mo, don't think so. How do you do,
Alan?

C Pleased to meet you, Clive. Pedro
has told me a lot about you,
Really? Only good things, | hope.

B
& 228

Conversation 2

Damn!

What's the matrer?

[t's twenty past five and 've mizsed
Ty train.

Oh, dear. Bad hzek. 12 there one
laker?

Yes, bat it's a real nudsance,

& 229

Conversation 3

A Oh, hello, could 1 speak to James
Harper, pleaze?

I'ra afiraid Mr Harper has gone. He
leawes early on Friday.

Oh, dear.

Can [ take a message?
Ho, it's okay. Bye,
Bye.

& 230
Conversation 4

A 13w chat film last night. About the
war,

B Yes, I've seen ir. It's good,

A Very good, | thought, 1 haven't seen
such a good film for ages.

B Yo, [agree.
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Conversation 5
A Mr Leclerk, Ms Ugalde has arrived.
B Oh, good. Ask her to eome in,
please, Eva, how ave you?
C T'mwell, thanks. And you?
B Fine Have a seat. Would you like
a coffes?

&23

Conversation &

Hello, you're looking very pleased.
Am [T Well, that's because M've had
some good news.

Really, What?

Do you remember that course |
applied for? They've accepted me,
A Congratulations!

& 233

A Have you used your computer
today?

Yesz, I looked at my email this
moming.

How many messages did you have?
About ten. Have you used your
computer today?

Mo, | haven't.

18 IT WONT WORK

& 234

A 1don't think people will recycle food
waste with fish tanks.

B Why not?

A Nobody will want to have a fich
tank in the kitchen, There won't be
enough space,

B Idon't agree. It will be easier for
peopie to recycle than now.

A Perhaps they won't have gardensto
grow vegetables in.

B | think most houses will have
gardens.

& 235

A There are five hundred million
people in the world with access
to the Internet. The number of
eompanies trading in this market
doubles each year, But how do you
sell your products move cheaply
than everyone dlse without
inmcreasing your costs? For the
customer, speed s important,
but sois security, so where is the
balance? On Business Today, we talk
to Johin Bryce, a marketing expart,
about doing business successfully
over the Internet. John, what is the
first thing to think about?
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Your brand. If you have a name like
Carrefour or Corte Inglés, prople
know wha you are. Obwiously, that's
not the situation for most people,
so you need to get your publicity
on other people’s pages. Imagine
you sell chairs, for example, so you
malke a deal with an online interior
decorating magazine, They have a
link to your page and you pay them
4 cOmmission.

What about search engines like
Google?

Yes, when someone types in
‘thairs’, you want your page to be
near the top of the list. If you have
the technical knowledge, this is
possible,

Is page design important?

Yes, you need to keep it simple
enough for your mother to use.
And what about content?

You need to involve the customer.
At Amazon.com, for example, each
book, CD and DV has a page with
comments from customers. They
give their ratings and opinions.
Amazon don't ondy sell products,
they provide information,

If customers see this feedback, they
realize they are not alone. They are
inn the company of other consumers,
This way, it's like the normal,
traditional shopping experience.
What do you do when the customer
wants to ask questions about the
product?

Customers like to know there isa
real person behind the web page.
Most customers prefer to maloe
their enguiries by phone. But this
is expensive, 5o it's important to
cncourage the customer to use email
= but all ernails need a reply within
24 hours.

Getting people to buy is one
problem, but then you have to
daliver the gooeds.

Yes, and you need to be reliable,

If customers place orders with you,
they expect the goods to arrive on
vime. If you deliver late to a new
customer, that customer will go to
another supplier next time,

I see,

You can offer a chaice of delivery
method, A courier service is more
expensive, but many customers
are prepared to pay for it when it's
faster and more reliable.

Yes, [ think that's true.
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The main thing is that you want
the customer to come back, Some
companies telephone the customer
tio e if everything went well. If
something goes wrong, the bad
news spreads very quickly. [t's
important to be honest and offer
compensation. [f you make your
customers happy, they come back
and buy mere.

Well, John, thanks very much for
talking to me.

You're welcoma.

19 WHO'S CALLING?
238

A

A

Maria, tell us about your job. What
do you do?

[ work in customer services in
Madrid. I'm a telephonist.

Can you describe where you work?
¥es, my workspace is a cubide.

[t's very small. There's a chair,

a computer and the telephone
switchboard.

It dossn't sound very nice,

Mo, it isn'c. Amyway, basically 1
answer calls all day. The calls come
from customers, but also I get calls
from suppliers about arders and
deliveries,

How many calls do you answer on a
normal day?

On a normal day? Chver five
hundrod|

Five hundred?

Yes, but the worst thing is that
peaple think that ['m responsible
for everything. They don’t see that
I'm just the telephonist.

Mumm. What do people say?

Well, vou can't believe how horrible
it is. People are always complaining
about things and shouting at me.
They think 1 can do semething
about their problems.

What kind of problems?

Ome man wanted me to explain how
to cook a fish, [t was ridiculous. He
bought the fish and didn't know
how to cook itl

So what did you do?

Well, 1 can't just hang up. Oh,
somatimes it's awlul, [ thionk in the
end Il give up my job.

Why's that? s it really that bad?
Yes, | suffer from stress, You know,
1 really hate the phone at homa.

| can't stand it. When it rings, it
makes me jump. | want to tuen it
off, but my husband needs it for his
work,
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Oh, dear, what are you going to do?
I really don't know, I'm on edge and
I can't sleep, and it's all because of
the phone.

05943 691 247

0l 44 0158 098 546
602 558 449

0E152 278 432 918
0 742 24671 882

2.38

Conversation 1

PpoOWOPE> ® Fwre>

Alphatech.

Hello, is that Alphavech Research?
Yes, how can [ help you?

Can | speak to Ana Coutelle, please?
Yes, one moment. I'll try her
number. Whe's calling, please?

George Miller from Bryce and Wates
in Londomn.

Right, Mr Muller.

Mo, it's Miller. M-l-double L-E-R.
Oh, soTry.

Hella?

Ana Coutelle?

Yesz, speaking ...

Conversation 2

A
B

= m 3= wm =

Alphatech Beseavch: Good morning.
Good morning. Can [ speak to Ana
Coutelle, please?

Yes, one morment. Ul try her line.
Who's calling, please?

George Miller from Bryce and Watts
in London.

Sorry, what company did you say?
Bryce and Watts - that's Bryce with
a ¥, London.

Thank you ... I'm afraid there's no
answer, Can | ask her to call you
back?

B Yes, please. She has my number, but
just in case, it's 0BTIE 217 490,

A I'msorry, 08733 ...

B 2174590,

A 217 450, Okay, Mr Miller, I'll tell
B3 Coutelle.

B Thank you. Goodbye.

A Goodbye.
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Conversation 3

A Alphatech Research. Good morning,

B Canlspeak to Ana Coutelle, please?

A 't afraid she's out of the office.
Who's calling, please?

B George Miller from Bryce and Watts
in London.

A She's due back this afternoon. Can 1
have your telephone number?

B Er, no, don't worry, but can you
tell her 1 called? I'll phone again
sormetime this week,

Of eourse. [t was Mr ...

Miller. George Miller from Bryce
and Watts. She knows me,

Right. Mr Miller from .

Bryce, B-B-Y-C-E and Watts, W-A-
double T-5.

Thank yeu, Mr Miller,

Goodbye.

Goodbye,

2 am

a

A This i3 Mr Olot from Pharmatech
SA.

B I'msorry. Whe did you say?
A Mr ot
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SA
I'm sorry. What company did you
say?
A FPharmatech 5A.
7243
Message 1
Hi. John. Thiz i Jun here. Listen, it's
about the mecting tomorrow, Can we
make it 11.307 | don't think | can get

there by L1.00, I'm out this afternoon,
£0 text me or email.

244

Message 2

This is a message for Frances from
Helen Leeman. The price of the new
XTR3 is €1,335 phus VAT, We've only
got one or two in stock, 2o let me know
a5 soon as possthle if you're interested.
I'll puet this in an email too. Bye,

= 245

Message 3

Mezsage for JR Sante. Jacques, it's
Peter Salisbury here. | need 1o speak to
you and it's urgent. It's about the RCN
contract. We've got to change one of the
dates. Phone me on my mobile, 06778
S21348.
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Message 4

Sandra, if you're there, ploasze pick up.
Pleage! Oh, dear, look, Mr Leavy has
somehow got the wrong files for his
presentation, If you get this before
three o'clock, email me the right files,
otherwise we're really in trouble. Bye
for now.

b
A This is Mr Olot from Pharmatech
B
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Message 5 Conversation 4

Elena, this is just te confirm what we A Hello. 'm in room 406, Do you
dizruzzed parlber: three double rooms know where 1 can find a doctor?

im the Hotel Excelsior and two in the B What kind of doctar do you need?
Plaza. FI_“EE' go ahead and make t!""' A Well, the airline lost my luggage and
reservations. Ohay? Let me know if so | don't have my pills.
there are any problems. i0th, but there's a chemist near here,
20 ACCIDENTS WILL HAPPEN Yes, [ know, but [ need a

- prescription.

v 2.48 B 1see Well, there is a doctor we use
Conversation 1 when guests are Il Would you like

Good evening, sir. her number?
Hello, Do you have the number for A Yes, please.
a doctor?

Certainly, Would you like me to call

one for you?

Well, 1 hurt my ankle when [ was

jogging and I'd like sameone to lack

at it.

[ see. Do you have insurance?

Yes.

Perhaps you should go to the

hespital emergency department.

I% it far from hepe?

Mo, Do you want me to call a taxi?

Yes, pleaze.
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Conversation 2

Grood evening.

Good evening, doctor. I've hurt

my ankle,

Let's have a look. Does it hurt here?
Yes.

What about here?

Cruchl

Well, it’s a bit swollen, bur I don’t
think it"s broken.

Oh, good.

We'll put a bandage om, bt you
should rest it for a couple of day=. If
it doesn’t get better, come hack and
we'll take an X-ray.

B Okay. Thank vou.

& 250 :

Conversation 3

A Can [ help you?

B Hello, My suitcase got last and my
pills were inside, Can [ get some
here? Pve written down the name,

A [ sec. Well, they have a different
name here., 'l have to ask - just a
minute.

B Thank you,

> m
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A I'msorry, but yvouneed a
prescription to get this medicine.
B Ok, right. Thanks anyway.
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