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How to be assertive

How fo train someone
How fo evaludte someone
How to interview someone
How to be supportive

How to motivcaite someone

How fo be an intermediary

How 1o plan a project
How fo discuss resources
How fo discuss budgets
How to discuss problems
How to update

How fo give feedback on
a project

How fo link idedas in
a presentation

How to highlight key info
How fo respond to questions

How fo improvise in a
meeting

How fo lead a meeting
How to brainstorm ideas
How fo reach a conclusion

How to follow up a meeting

How to make smail taik
How to tell a story

How to host a formal event
How fo gossip

How to make a speech

How to show someone rounc
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How to get through to the
right person

How fo make conference calls

How to give technical instructions

How fo be concise in an email
How to be formal in an email
How 1o be clegr in an email

How to check instructions

How fo make arangements

How fo present yourself in an
interview

How 1o negotiate

How fo talk about best
practice

How fo repeit back on o trip

How to write o report

How to use phrasal verbs
How fo understand fast speech

How tfo improve your
pronunciation

How to undersfand different
Englishes
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Starter

1 Complete #
feachert

‘How asseztlve are yﬁu?'

‘Do you: :
ask questions when you are cenf se:
yes [/ no / unsure
) complainina restaurant if the servi

is slow?
yes [ no /unsure

. 3 find it difficult to say ‘no When yo
want to do something? =

yes /no /unsure Gl
; 4 find it easy to tell people what t
) yes /1o / urisire - ]
5 interrupt people when they sa
= something you do not agree wi
yes /no [ unsure
prefer to send an email Ia.ther th
speak to a ‘difficult’ chent? R
yes / no /unsure
7 volunteer your opinion at & meet1 '
when you think someone is wron
yes /no / unsure . Sl

Writing

1 A supplier has been late in their delivery
of several orders. As a result, you had
to make last-minute changes to the
production schedule. Write an email to
the supplier informing them that you will
not accept any more mistakes. Use DESK
from Expressions to help you structure the
emdiil. Include the following expressions:

D = point out that / several mistakes /
serious consequences

E = very dissatisfied / poor service / sales
department

S = need / guarantee delivery dates in
future

K = inform you / repetition late deliveries /
look for another supplier

__ou fe ]._.not what you think
w_a;_._r_t,.t m_s1mple terms

/a1 Martin is the sales distribution manager for

a franchise mobile phone company. He is
speaking on the phone fo his boss, Jane.
Read the text above. Then listen to their
conversation. How does Martin apply DESK?

"5 9 Put the words from the conversation in the

correct order. Then listen again fo check.

1 as / well / we / aware / youre / a /
staffing / have / big / problem.

2 finish / what / me / was / let / 1/ going /
say / fo.

3 feeling / what /fo /is /| /say [ my [/
mean / overworked / that / feam / are.

4 agree / that / right / you / we're / must /
now / understaffed.

5 clear / want / this /| / be [ to / perfectly.

6 anything / promise / | / you / though /
can't / afraid / 1'm.

7 | /the /it / no/way [/ see [ weve /
choice / other / got.

_Lﬂnguuge box
 The expreSs:ons wish and If only are used to
2 express desires or feelings.

'.Llse wish and if only with the past simple
~ fo express someihmg you would like to be
e -c}lfferem now:

sl wish | had Cl befter Jobl
(=1 would like @ different job)

' If only he spoke better German!

(_ his level of German isn't good enough)

- Use wish clnd .rf only with the past perfect to
B _'express your feelings now about something
 that happened or some’rhmg you did in the

pas’r :
| wish we'd never ssgned this contract.
(=we s;gned it and | think it was a mistake)
I only | hadn't bought this carl
(_ I'm nof hoppy It's not a good car)



: Speaking
o3 Jane has spoken to Peter, the managing ; 1

You and your teacher work for the same company.
director of the firm. She then meets Martin y peirty

i ; ; You have recently changed your job in the company
again. Listen to their conversation and and now have to drive a lot more on business. You
answer the questions. , also have more expenses and are not happy with the
1 Does Martin get what he wants? i present system of claiming these expenses back at
2 How dssertive is Jane? the end of each month, (Your teacher is responsible

) ) : for paying expenses.) Using the DESK technique,

4 Look at the following direct statements. : role-play the following situation. Try to use language
How could you make them more indirect or from Expressions and the Language box.
diplomatic? ;
1 Taking on two more people is impossible! i

We undetstand the situation. |

: You:
: = Use your own car at present (approximately 1,500

2 | kilometres / month).

3 When can | have more staff? « have an average monthly expenses claim for last
4  Wait for the fime being. ; three months of €250 - can you be paid weekly?
5 Talking about this is a waste of time! « are using your own credit card a lot fo pay for

6 Believe me about a replacement forTony. | expenses. Possibility of company credit card?

. . . ) i :
© 5 Listen again. What expressions do Jane and i
Martin use instead of the sentences in 47 ; « knows company cars are provided when job involves
more than 30,000 kilometres a year.

« knows company policy for expense claims is monthly
but this depends on the amount. It is possible to pay
cerfain expenses in advance.

« knows that up fo now eonly the managing director
has a company credit card. How much is this really

needed?

F &= BN BN B BN BN BN BN BN BN BN BN N BN BN BN BN BN BN BN BN BN BN BN BN . g
: Lesson record :
Use wish and if only with could when you know 1 3 new words 3 useful phrases [ |
that it is impossible to achieve what you want: I from this lesson from this lesson L
| wish | could fake a couple of years off and : 1 1 :
el afourid fie ot G I ol P S B, '
If OHIV they COUid Cu.r the prlcel I 2 .................... 2 ............................................... .
(= but they can'f) V' Bmennmas T — E
Use wish and if only with would to say you do : :
not approve of someone’s behaviour. § Things fo remember 1
| wish you would sfop interrupting! B P T OO e SRR AL '
(= you do this frequently and | don't like if) 4 #
i only hewiouidn't send e oilfiese el : ................................................................................. :
(= | receive too many emails from him) R T OReR RN 1
I --------------------------------------------------------------------------------- l
Look 1 [

e R R R R R
Look at listening script 1.2 on page 122, Find 1 :
more examples of wish and if only. I R P SO R P P P IR R i
| |
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or not?
2 Look at these ways for learning a new task.
Which do you think is the most effective?
listening fo an explanation
reading a book

4
£
|
]
]

role-playing

shadowing an experienced person
learning by doing
wartching a film demonstration

low 1o frain someone

Speaking

1

Look at the pictures from a manual for
warehouse workers. Imagine that your
teacher is a new employee and train
them how fo do these tasks. Remember
that the pictures show advice and
warnings.

—
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EXpressions

Kasia and Harry are trainers for o large
distributor of medical and toiletry products.

Today they are running a one-day seminar
for recently recruited salespeople. Listen to
four exiracts and number this list of training

fechniques in the order they occur.

. pair work discussion
emphasizing Key points fo take away
. stating what will be studied in o session
. praising frainees
. brainstorming ideas
group work
signposting the stage of the session
. ole-playing realife scenarios

Match the trainers’ comments (1-9) with the
functions (a-i).

1

O ® N O O BN

guage box

Ouir topic for foday is ‘pharmacy visits'.
Please get info a pair with another person.
[ need a volunteer.

Make a list. You've got five minutes.

Don't just falk about the products.

Now I'll pass you over fo Kasia.

| think that's the last one, isn't it?

The six Ps, as we called them.

That's all for foday.

___."'Ing’rhe normclword e
nd auxiliary verb. It is normal

© Weis -dskmg"quesi‘fons




JQ == 0 0 0 T Q

warning students what they shouldn't do
closing the seminar

concluding a section of the seminar
stafing what will be studied in the session
checking with trainees

reorganizing people

asking for a frainee fo help

setting frainees a task

using a@ memorable name to help
students recall important points

o 3 Replace the words in bold in sentences 1-6
with one of the verbs below in the correct
form. Then listen again to check.

reflect on  explore clarify underline
demonstrate examine

1
2

We'll make clear some ground rules for visits.
We'll look at a few ideas to encourage the
pharmacist fo buy more items.

OK. Alex, you'e going fo show how not to
do it.

Everyone else watch and think carefully
and seriously about what he's doing
wrong, and how he could improve,

With Harry, you've investigated how to sell
the perfumes and feiletries,

I'd just like fo stress the key points we've
been looking af today.

Inversion occurs affer as to express a
similarity:
They buy a lof from us - as does the next
shop we're going to visit.
He's a great person - as is the whole feam.

Look

Look at listening script 2.1 on page 122. Find

four m

ore examples of inversion.

Writing
1 Imagine that you have to train someone to do one

small but important task that you regularly perform in
your job. Make a list of:

» the main things they will need fo know or understand
» the key things they will need to be able fo do
« the most important things to warn them about.

2 Now write a training document for that person,
explaining what they need to know about the task.

Try to use inversion in your writing. (Note that it is
particularly common in formal written English.)

Lesson record

3 new words 3 useful phrases

from this lesson from this lesson

1 ssnmmnmmn 1 rni i i s s A e R s
e — e W W OO
Bibsrnmrannys s B R S B R aY
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How to evaluate someone

Starter

1 Look at the
Do you thi
effective in a

2:

Uses of performance appraisals

+ helping management to supervise
subordinates mo1e closely

. making decisions on promotions,

transferrals, and dismissals

. motivating employees by giving
thern feedback on their strengths

and weaknesses

. deciding on training plans

. establishing pay rises and/or
bonuses and who to allocate

them to

Speaking

1 You are Jerry DeSouza. Role-play
an appraisal with Mira, one of your
receptionists (your teacher). Use your
notes below.

Commercial orientation

2 Doesn't promote more expensive
packages and memberships

Time management

3 Punctual, somefimes doesn't submit
weekly customer report on time

bsingess one L one

 Notonly ..

Expressions

1 Complete the performance evaluation

document with the headings below.

good needs improvement
does not meet minimum standards
excellent average

Exceptional performance. Employee not only 7

achleves set objectlves well above established standards
but also makes accomplishments in unexpected areas.

Consistently goes beyond established

: standards in most areas of responsibility. Employee both
meets job requirements and reaches objectives above
established standards.

Employee fulfills all job requirements and

achmves set objectives to an appropriate standard.

. Employee either fails to fulfil set objectives

w1th1n appropnate standards or does not completely meet
; some job responsibilities.

__Employee neither meets job responsibilities

nor achieves important objectives.

2 Look again at the performance evaluation
document in 1. Can you explain the words
in bold?

3 Read the written comments from the
performance appraisal of Jerry DeSouza,
manager of one of the Kool Karaoke chain
of karacke clubs.

 Language box

: . but also is used to emphasize
'__'.c:ddﬂian, wu’rh either a posmve or negative
_-'_-_-'I-mecnmg :

The compony has not only developed
~ innovative praduots but c:lso won awc:rds
for ’rhém ;

.ilf m:rf onfy 13 cc‘r ’rhe begmnlng of the sentence,
0 ln order to be more emphc:hc, we invert the
;...:sub]ect and verb:

- Not only did you “arrive late. but you also
o di clm‘ go to the meeting.

"-I-Bofh and is used fo combine two olements:

. Youcan both scan and prmf with this
mc:ohme




Mr Deouiza hias not only fourid inpcvafive s
atfracting more: customers but has aise v :
keep within budget, Therefors be haf Li
bringing fhﬁ chub back intd- prof ity

Mr Dedouza could definitely ifﬂg';'raw,“.' o
e prefers to work alone, which is neitter.
his co‘t'taagu% fior Justamabm il ’rhel_‘tarr' '

M Dedotiza hag beert ma\cmrd an’ a{‘mrt'
e jard b more #rammg for v new E/mp aqw&

DP%oum needs ie wnr‘s' on

How would you ra’re Jerry in each area :
based on the ratings system in 1?2 Complete
the table with your ratings (1-5). :

Competency
Commetcial orienfation
Teumwork

Either ..

. or shows fwo ql’rernatlves

We should either get paid over’rlme or hc:ve' 7
fime off in lieu.

Neither ..
negatives:

The new office is neifher comfor‘rc:bie nar
convenient.

. hor shows d combmqhon t:\f

We invert the subject and verb oﬁer nor for
emphasis:

Jurgen neither phoned me bc:ck nor dld he
reply to my emails. -

Look

Look again af the texts in Expressrons F| nd
more examples of these phrases i

Writing
1 The following exiract from a performance appraisal

uses only simple sentences. Rewrite it in a more
sophisticated style by joining some of them together.

is hard-working. She is well-motivated. She

f_\‘liil]:l:]; works alone. She does not cormmunicate enkri.;g‘i}
with her colleagues. Her colleagues do not always e
when there is a probler. This can lead to dis appm]; ems
customers. She should talk to therm about any pre blee ms,
Alternatively, she could email them about any pro :

sually Ms Lee 18
anulges within two days. She is polite an

on the phone. Wi

about her from t
any complaints from her colleagues.

d friendly

Lesson record
3 new words 3 useful phrases
from this lesson from this lesson
. i Iy T T iyt ks S A S R G A R
D R R - SO e L v - 00
. S T —
Things to rememier
l .................................................................................
I i R A S TSI B SN R R 8504
I .................................................................................
240 [ ST e O e A
l .................................................................................
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customer- _focused. She replies to /i

= have not received any complaints v
he customers. We have not received ¢

|
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How 1o interview someone

achieveme
crealivity
leadership skills

relationship building

self-awareness

teamworking

having the determination o meet the
required goals and targets

showing an understanding of your own
emotions and how they impact on the
behaviour of others

warking co-operatively fo achieve goals
being able to think beyond boundaries fo
credte new ideas or approaches

seeking opportunifies to contribute fo
positive outcomes for clients, with the aim
of reaching win-win soluticns

enabling others fo develop confidence
and realize potential through
encouraging, inspiring, and supporting
them

Speaking

1 You are on the interview panel at
Sage & Wise. You're going to focus on
achievement skills. Put your notes below
into a logical order, and then, using
the language from Expressions and the
Language box, ask questions about the
candidate’s experience. (Your teacher

is the candidate.)

business one : ena

Expressions

1 Read the advert below. Which of the
competencies in Starter would be
specifically relevant?

Sage
Wise
Applicant sought for a senior consultant to join vibrant team
in Manchester. The position involves working on consumer

brands,_ You wﬂl work at a strategic level, and will maintain
and build relationships with your clients and proactively look |

Senior PR consultant

f

‘to develop those accounts. As well as day-to-day direction

with key account holders, the job includes:
* project and event management
» high-level media management
+ working closely with a small group of colleagues

+ meeting tight deadlines.

HE TR 2 S

‘. Sage & Wise have shortlisted two applicants
for the post in 1. Listen to an extract from
each interview. What relevant experience
does each candidate have in relationship

building?
Candidate’s experience
1 George

general information. Further questions aim to |
get more detail and confirm the information the
. Intery Iooking for. They often finish witha
- hypothetical and/or reflective question.

| ~ Open questions can be Wh- questions

- or statements beginning Tell me about /

. Desciibe..:

| What do you admire in the way your
 collecgues work? .

Tell me about an occasion when you came
~_info conflict with a colleague.

- Statements reflecting the candidate’s

~ experience, followed by more open questions
. are then used to find specific evidence, or

_ highlight gaps in a candidate’s experience:




3 Which candidate would you offer the job
to? Why?

“0 4 Listen fo a short exiract of the interviewers

discussing their opinions. What is their
choice? Why?

“o 5 Listen again to both exiracts. What

expressions do the interviewers use instead
of the phrases below?

1 according to what has been done so far

2 something in particular that someone
gives (fo a project / activity)

3 vyour job fo do something

4 having the ability fo decide on something
and act alone without the help of others

5 the perfect person for the job

6 keep in fouch with people on a regular
basis

7 able fo focus on more than one thing at
a time

8 demonstrating real experience of fasks

able fo look closely at small but important
aspects

10 showing henesty and professional
commitment

What interests us is your own involvement.
What was your role in the project?

One thing you don't appear to have is
experience with the latest software. How
would you get yourself up fo speed?

Closed (usually Yes / No) questions are used
fo confirm your understanding of what the
candidate has said so far:

So did you gel everyone involved?
Hypothetical questions probe more deeply,
sometimes about the position applied for:

What would you do if someone was reluctant

to join in?

Reflective questions can be used o round off
“a topic:
How did you feel about this decision?

Gl

Writing
1 You are interviewing a candidate tomorrow for a post
in your office. It's important that their teamworking

skills are good. Write two questions for each category
in the Language box related to teamwaorking.

2 Write a short advert for your own job. Include phrases
from Expressions.

Look

Look at listening scripts 4.1 and 4.2 on page 123
and undetrline all the questions. What category in
the Language box does each question belong to?

SN BN NN BN BN BN BN BN NN BN NN BN RN AN AN BN SN AW R S SN B g
: Lesson record :
I 3 new words 3 useful phrases |
: from this lesson from this lesson :
B e o ] | ey i
1 |
1 2 D TR A A "
. [ B i e S R B 1
| i
| y i
g Things to remember ¥
' ------------------------------------------------------------------------------- I
P ]
Bl o R A R A S i S AL R R |
| i
. ................................................................................. .
. iiiiiiiiiiiiii I
B s s A B 5
l ..o bR AR T A R |
fi 1
. ................................................................................. .
| |
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 Expressions

Tamara is the Human Resources Manager
of La Cascada, a medium-sized hotel in a
naticnal park. Felipe, a junior employee,
comes to falk to her. Listen and decide

Starter what problems dre discussed.

Tamara asks Felipe guestions to show
support and to allow him fo tell his side
of the story. Listen again and complete
Tamara’s guestions.

1 You're walk
when you
worried or up
you understand

2 When being supporiive, do you think it's : 1 What can R R
more important to give advice or fo listen? i

E 2 1 1 T ?
3 What makes . 5
' 4 Could you . T e A

=R o T o R ——— ?

Speaking ' Language box

1 Your teacher will role-play a ccllecgue 2 'Adverbs can show your opsnlons and
who has the following problems. Listen, . interpretations. Use them at the beginning of
be supportive, and offer advice where - aclause fo indicate your own view:
approptiate. Try fo use language from S S’rupidly- he’s handed in his resignation..

Expressions and the Language box,

« | have too much work o do and I'm A

getting stressed out. _Seemmg!y and apparently are often used of
the start of a clause to say that you think you
know somefhlrjg but are not 100% certain of
the facts:

Apparenﬂy ri arrived too Jcﬁe
Seemlngly no one wenf fo the meeting.

Worrylngly the deadlme is fomorrow.

« | think | made a bad mistake in my
work last week.

« | reclly don't get on with one of my
colleagues.
+ Customers hove made some complaints 0
about me. : When used before an adjec‘nve an adverb
oo ‘have g different meaning from the same
-adverb at the beginning of a clause:
Surpnsingly | felt tired, (=1 was surprised that
| felt fired)

E 12 business e @ ae



Writing

£

‘03 Listen fo Tamara falking to Magda, the 1 Your friend Jack works for ancther company, but
senior recepfionist. What problems do E you both frequently use a live messaging program
Magda and Tamara discuss? How does to gossip about work. Read the printout of a short
Tamara show sympathy and support? :. chat you had this morning. Then write your missing

4 Make sentences to be supportive using the ! responses fo Jack's messages.

words below. You should use the words in
the same order, but may need to change
the tense of the verb or add words.

e e e e T

Example: Not / worry. : Jack Hil
Don't worry, . f You o
1 You / lock / like / you / get / something /| # Jack Terrible —I'm in big trouble.
mind. You ; e
2 Be / something / you / discuss? } Jack Last week | got an email from a source | didn't
3 What / earth / wrong? i recognize. | opened the attachment and it

4 1/ rot / Relp / unless / | / know / what / contained a virus. I's destroyed loads of files on

problem / be. the company computer!
i v\_:\' .. .
5 1/sa/somy /[ hear [ that i . s
; | ' i
6 You / be / not / first / person / this / : chk | know! But | still feel pretty stupid.
happen. You R T B —_
7 Be /anything / |/ do / help? ; Jack No. But thanks for offering. | hope my boss is as
Y2 ; _ : understanding as you! Anyway — can’t chat now.
° 5 Tamara says all the sentences in 4. Listen E I'm talking to the IT department about recovering
again to check your answers. : e ek,
You
; \
e i e S R B S S i e B e B S S e ’ A T S A ST E S Y TR RS SN 11261 R

: Lesson record :

| felt surprisingly tired. "1 3 new words 3 useful phrases |

(= | was surprised by how tired | f’em 1 from this lesson from this lesson 1
You can use adverbs fo modify ofher -1 U T R — i
adverbs. The adverbs positioned first are 1 1
usually adverbs of degree, for example: L 2 R s AR RS VRS i
entirely, extremely, greafly, highly, hopefessm & 1 3 3 i
moderately, quite, rather, really, very: L S s :
They finished the meehng extremely qum:kiy i : Things to remember :
Look _ 2 e : ................................................................................ -
Look a‘]‘ hster“ng Scnpfs 5 'l gnd 5 2 on I ................................................................................ ]
pages 123-124. Find more examples of e ———— U :
adverbs, Find one excmple of seemmgry "f_' .
C]l"ld ohe of appcrenﬁy Dec|de Why Y ; R R A s e S .
Tamara uses these Words : : R Bl S R R R I R S R 1
N "

g l ................................................................................. l

1 |
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In this le i «, Expressions
ways of ' ing ) 1 Cheung has transferred from the Shanghai

in their

1

office to the New York office of Verne &
~ Brewers, the audit company she works for.
.~ Listen to extracts from two meetings she has

Starter . with Greg, her line manager. The second
- . meeting takes place six months after the
Which two'g ] e first one. Answer the guestions.
most at wo 1 In the first meeting, what problems does
« perks or beriegh o Cheung have at work? Why does Greg
« challenging work = think Cheung should not leave New York?

14

Do you think your colleagues would reply

comfortable environrment i 2 Inthe second meeting, why is there a
' possibility of o new job for Cheung? What

helping others does she have fo do to get the new job?

high status
praise from others : 2 Which of these phrases does Greg use

: when he is encouraging Cheung to stay?
: Which phrases does he use when he is
encouraging her fo go for the promotion?

financial reward

differently? How? _ ! 1 Don't be so hard on yourself.

It's a great oppoertunity for you.

You shouldn't give up so easily.

It's up fo you to go the extra mile,
We'll be counting on you to make the
most of it

6 You just need to give yourself a bit more
: fime.

(&2 T~ - N

Speaking

1 Role-play the following sifuations with
your teacher. Try to use language from
Expressions.

« One of your kitchen sales reps
(your teacher) has failed to meet the
last two months’ sales targets, despite
apparently working hard. They are
feeling demotivated and not making
as much effort as previously. You have

a meeting fo improve their motivation. We also use ’rhe present continuous to talk
« The same kitchen sales rep has made : about-crrc:nged cchwhes in ‘rhe near future:

a great effort and has been exceeding P ; S

targets for the past few months. They

now have the possibility to go for a

sales manager position by taking part b bt ; :

in management training. Motivate them ~~ they reflect a negative atfitude:

to spend fime on the training and go = We re always frying o improve our service.

for the promotion. St S‘!anﬂy comﬁfqmrng

| We use "r'he'p're'sen’r continuous to talk about
_.ach\n'ﬂes hc:ppenlng now or temporary

DUsINEess G L ahe
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Writing

"0 3 Correct the mistakes in the sentences. E 1 Cheung wrote this email offer her first meeting with

Then listen again to check your answers. Greg. Read her email and write Sara’s reply. Try to

1 You've been coped very well with the ; use some of the language from Expressions and the
workload. i Language box.

2 OK you're having some problems in
the short pericd, but you can turn these :
around guite quickly, :

3 Thanks for all the hard work you've been : Dear Sara, E
putting up. i : i/
: ; : Thanks for the mail — great to hear from you and catech up ) i

4 I'm also really pleased for fhe way you've :

managed to integrate info the feam. YTy g B

S

5 If you can keep on the good work, .. you Well, | have to say things haven't been easy for me since
stand an excellent chance of promation. | arrived. It seems like it's been one problem after another.

6 I'm appreciating the fact that you haven't i First of all, it was hard to find an apartment, then | had
been here long. E trouble getting my residence permit, and there always

7 I'm sure you wouldn’t have any frouble : seems to be some new problem with the office work. |

i think | underestimated how hard it would be to work in
a different culture, and in English. My colleagues are
friendly, but | don't always understand them — especially
i their jokes. But that's not the worst part. What's really

i difficult is when | go to meetings and everyone’s talking
at once — then | just can't keep up.

adapt to the new role.

: | have to admit I'm feeling a bit homesick too. I've even
& been thinking about asking for a transfer back home.
What do you think | should do? I'd welcome some advice.

: Take care,
Cheung

3 T S T T T T T B el G T
e e A e 4 0 o s < e 82 B L G e e e T e e e T e

_ 1 Lesson record :

Stative verbs, such as like. believe; know, ‘1 3 new words 3 useful phrases I
wanit, own. are not usuoliy usael |n ﬂ'ie _l from this lesson from this lesson 1
present continuous: : = | ) ] 1
e e b T eme;ul;' = ..:;_:: et S ——— :
L ] et Bai ‘
or present confinuous with a dlfference in -1 3 3 .
meaning: : :
| think we shiould Iower eur pﬂoes iy 1

(= in my opinion) EHIREER | 1
I'm thinking about looking: for a new ij : !
(=I'm cons:dermg af The momenf) :
i -

LOOk : G e i
Look at listening scnpt 61 on puge 124' o :
and more exﬂmples of th—e presem 5|m[3|9 .__'.- T I
and present eontiftious: S I UEERIEY L s r  ne i
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intermediary

Expressions

1 Victor Simon is the executive director of
Ensemble Sans Frontieres, an international
touring orchestra. He is on business in
Montreal, Canada, and emails his PA, Lisa,
with a number of requests. Read his email.

What does he want Lisa to do?

Dear Lisa,
There are a few things to be sorted out.

The budget for the summer series of concerts is now very
late — | was expecting it two weeks ago. This is totally
unacceptable. Could you ask Alex in marketing when she
can deliver it? j
| also need to know when the orchestra will be arrivingin -~ §
Hong Kong. Can you ask Sabine to get in touch with the
concert promoter directly? She says they'll need a bus Bl
from the airport. i 1
And we need a mesting with Radio Klassik for next week,
or the first week of May. Please get Dominik to arrange it.
It's important.

Thanks, :
Victor B

s i bt

E, l-.g,v»:um-»gmmrmn:r\\muw,'ﬁ“}.‘Eﬁwomwﬂ‘?\mﬁ\??v“&“G\W“:Wd“am‘fﬁﬁ“m&". :_{! .,:
2
‘e 2 Read the email exchange on page 17.
Then listen to two phone conversations.
What information can Lisa give Howard?

Speaking - Language box
1 Role-play the following situation. Try to - Passive verbs are formed with be + the past
use language from Expressions and the i ."pc:r‘nclple of a Tmns:’rwe verb.,

Languags box. We can use the pcsswe o focus on what is

1 Your boss, the marketing manager. ~ done, and who or what is affected:

has some designs for some new
promotional leaflets. He is pleased with Kurf il senf 1o head office.

them, and asks you fo get feedback _ . Thehalis will be renovated at the end of
frorn the managing director, who leaves - next year.
you his comments below. Report them = We can alsc use the passive fo be less
back to your boss (your teacher). ~ personal, and distance ourselves from the
« Disappointing - | don't like them, action. This can .s_pmehmes be used to avoid
« The layout on the leaflets is fotally _ blaming someone:

different from what we discussed. . Itis needed urgently.
» The colours are also different - need ~ The ledflets weren't sent out in time.

bright, strong colours. These pale
colours are unattractive.

T4 i Rinasss mres ¢ Ay



Writing

| Q i 1 The assistant accountant has recently received a

-~ copy of his new contract. Unfortunately, there seem
) to be a number of discrepancies between what was
Dear Lisa, . ‘ : discussed and the final contract. You spoke to the
I'd have done this last week, but the details : assistant accountant on the phone and made the
were only sent through yesterday, and : ; notes below. Write an email fo your boss, explaining
anyway, Victor said it wasn't needed until : the differences.

next week. There's clearly a discrepancy
about deadlines on this. Anyway, please tell
him it'll be done by Friday.

Alex ] —
----- Original Message ----- ! 53\3["{ - €5,000 increase p.a., not €4,000 £
Dear Alex, B Hours ~ not 30-1130, but 830-16:30 :
Victor wants to know when you can send :

him the budget for the summer series i : (becauab of 1oung children - 'sc‘nool)

of concerts. Actually, he was expecting : :

it two weeks ago and he's not very
happy. I'm afraid he says it's now needed

urgently. Could it be forwarded to him this Missing info:

afternoon? Please could you also let me A ' S re -
KBTS Vi HEVE S BT S Pension contributions?? Agreed on €200 pem,
[i':;“ks’ ; but not in contract.
Need to take holiday af any time - not just in g
3 Look again at the emails in 2. What phrases ! Sy -
are used fo be more tactful? : P\ug and Dec

0 4 Listen again to Lisa. What phrases does she Needs revised contract asap
use to be more tactful? :

e

__________________________________________________________________________ e T P T P P T T e T P W T 1 et A e S A |

: Lesson record :

To use the passive with reporting verbs, an 1 3 new words 3 useful phrases |
empty subject, if, is used: I from thislesson  from this lesson i

It was said that the delivery would be here by i 1 -
o ; . (S -

It's been suggested that we change our 1 2 s 2 1

working hours. 3 B e I

L | |

Look : Things to remember :
Look at listening script 7.1 on page 124. Find . . . . ., e 1
more examples of the passive. In each case. 1 1
decide why the passive is used. : ----------------------------------------------------------------------------- :

' ................................................................................. I

B e S TS USRS S |

. ] |
| T ——— |
P ' i
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| [ | 1
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In this le
how to t
future p

Starter

1 Which of
sauces are

mustard  md
barbecue sauce gich
mango pickle  chilli sauce
2 Choose one of the flavourings or sauces
from 1. How could you describe the faste?
Are any of these words appropriate? i

creamy fiery garlicky oily  hot ;
light oniony rich salty savoury '
smoky spicy sweet strong :

Market
5 research

i T

Speaking

1 Look at the following quotations by
colleagues who are managing projects
but having some problems. Make
suggestions in each case.

“One member of our
team always disagrees
with everyone else. it's

rezlly delaying us.”

“I'm working ot five
different products but
there’s only one product
that the markets are

desperate for!” “Whenever I call a

meeting there are always
some people who can’t
come. This makes it hard
to ensure we're all doing
the right work.”

“The schedule
we've been given is
unrealistic. There's no
way we can compiete

the task.”

18 business one @ ong
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Expressions

1 Katarina works for GreenGrow, a company
which produces organic food products.The
chart summarizes the product development
of a new sauce. Place the missing stages
-5 in the chart.

free faste tests in shopping centres
seqrch out possible ingredients

plan marketing

choose top possibilities for new sauce
prepare guestionnaire

oD N —

focus groups
d

up.date me eting |
final decision on which sauce to produce

sour

cjngofmgreﬁhen‘ts from producers
icalplanning

3

Language box
Going fo and the present continuous are often
used fo discuss plans that are already made:
We're going fo have a party on the 7th.
. I'm meeting her next Wednesday.
This contrasts with will, which is often used
when the planning, thinking, or decision-making
is being done af the time of speaking:
B o W T |
it won't be ready in fime.
Will can also be used fo inform others about
plans and in_\.ri're- or order them fo take part:
We'll meet next week.

T T R S S T



- Hint
When you plan on doing something, you infend
fo do thot-ihing,
When you plan for something, you prepare for if

When you plan something in, you include that
thing in your pian or you schedule it.

" Writing

9/ ;

5 2 Llisten to check your answers from 1. ; 1 Your colleague was absent from the meeting which

Vo w e again. Replace the words in bold : dlscussed_ fhe new sauce project. Write an email fo
in these sentences with the words that 5 them outlining what will happen. Refer to some of the
Kataring uses. 5 project stages in the chart. Include new information,

telling the recipient of your email what their role will
be and what they need to do.

1 We need fo get this new sauce very
quickly onto the shelves by early May.

2 So the time we have from now fill the
product is on sale is just nine months.

3 'l be working with you on improving and
focusing on the questions to ask.

4 We can't afford fo get behind on our
schedule at all,

5 If we get permission to do what we
planned, we'll move sfraight on to the next
phase.

4 Look at these sentences from the recording.
Can you explain the words in bold?

1 This meeting is fo inform you about what |
some of the main parameters are. :

2 We need a team fo work in parallel to
Masha's group.

3 Now, there are two caveats.

4 We have no contingency budget.

5 There will be an important waypoint af the
end of August. .' Look

Look at Iisie‘h-ing- scrip’r'B.l on page 125. Find more
examples of the future. Decide why the tenses are
used in each case.

: Lesson record :
We use the future continuous fo falk about B 3 new words 3 useful phrases |
things in progress at a certain time or over a B from this lesson from this lesson i
certain period in the future: : i ] 1 4
{1l be workirig With vou Gl Hoxk remth. : ..................................................................... :
The prasent sitAple is yplcdlly Used 1o fotério g 2 e e A B e A S A P
timetabled or scheduled events: i 3. . R —- :
The conference starts at 10.00. : 1
; B i Things fo remember 1
When falking about the future, native speakers

can often choose one ofa number._of.possibje BN | o S— B S e e B :

structures, depending on their interpretation y
: i B s R K A A s T s A RS T |
of the context. For this reason, it is more " i
challenging to say exactly why one structure [ coreeee st e SR e S S 1
sounds correct than it is when studying i §
sentences about the past or present. g e S S R T R A S R i
I i S 4 S S 0 S A S B e |
| ]
I ................................................................................. I
| 1
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In this lesson
how to talk ak

Gustav Holsten works for the Stockholm

.

& e office of an international logistics firm. He is

on a pr , \“\ managing a project to upgrade the branch
office computer systems in the Ballic States.

Starter Read the email to his boss in the USA. What
specific problems are there with the project?
1 What polic tive for ;
staff use of € ephone {
the Internet, i¥5) in the i
office, when 1r g, dne private use? £% Russ,
How does the company monifor this? ~ | Each of the guys did a great job last week, and are now in !

Riga. Attached are the expenses for Tallinn. I'm afraid the
budget has been underestimated.
I'm particularly concerned about some of the claims
for laundry and hotel expenses, several of which seem
completely superfluous. However, there’s little | can do
about a few of the other expenses:
« Jon has to take taxis because of his ankle injury. This
wasn’t costed in at the start.
« The hotel dial-up rate seems extortionate. I'll get them
to use the office intranet instead. /11115
One more thing — Thomas has to return to Tallinn for a Wi
few nights to do some unforeseen updates on the OS. i
Provision hadn't been made for that. It'll entail added i |
costs if we don't want to put the project on hold. }
Overall, we’ll need an increase of 40% in the budget ¢
to meet their expenses, even taking into account a
dramatically reduced hotel bill in Riga and Vilnius.
I'd be grateful if you could get back to me asap.
Gustav

e

2 How regularly is your company’s [T updated? |
Who is responsible for this? e

Speaking Language box
1 Look at the situation below. Decide what There are a number of rules relating fo the use
you want fo say, and then role-play it with of quantifiers,
e i fow / a few / little / a littie
1 You are Gustav. Phone one of your : & : !
project feam in Riga (your teacher), We use (a) few with countable nouns, and
and outline the changes in each (o) littie with uncountable nouns:
of the categories below o keep the We have a few copies left.
budget down. (= some - not many, but enough)
« accommodation We have few copies leff.
« food / drink (= not many, not enough)
« phones ol hove o liffle time before the meefing starts.

(= some - not much, but enough)

| have litle fime before the meeting sfarts.
(= ot much, not encugh)

= equipment

business cne : one



2 Look again at the email in 1.Try to explain
the words in bold.

03 Russ phones Gustav from the USA. Listen

and note what Russ’s suggestions are to try
to keep within budget.

o 4 Listen again. What expressions do Russ and

Gustav use instead of the phrases below?
1 exira money

a major cut

large gquantities

they pay themselves

a major replacement / upgrade
much more than is necessary
obtaining / buying equipment
the best suppliers

cheaper rates

go through the usual route

O O o ~N O ;B N

—

most / most of
Note the difference in meaning in these two
sentences:
Most people like travelling, but | don't.
(= the majority everywhere)
| knew most of the people at the party.
(= the majority of a certain group)
each / every
We can use each or every with singular
countable nouns, and with a singular verb:
Each / Every manager has responsibility for
their own staff.
Each can be used before the main verb, or at
the end of a clause:

We each got a bonus. / We were each given
a bonus. / We were given a bonus each,

Hint

To run up a bill means fo spend a lof of money on something

(e.g. telephone bill, credit card bill) so that the bill is very high.

1 had to phone head office twice a day and ran up a huge telephone bill.
To run out of something means fo use all of it and to have none leff.

I'm ofraid we've run out of money on that project.

Run over means something losfs longer than intended.

Sorry I'm late,The session ran over.

Writing

1 You are Russ. Based on ideas in the email and
phone call, write an email to all staff about budget
considerations for future projects.

2 Complete the sentences (1-9) with the words below.

few afew litle alitile most of
each every each of

most

1 The candidales were asked fo outline

their experience.

2 people would opt for a new computer if
they were offered one.

3 We've cancelled the fraining because .
people signed up.

4 you must fill in a separate document.
5 No, Il give you some. There’s just . . left.
6 We had opportunity fo see the sights in

Riga - we were far foo busy.

7 item on the expense form must be
accounted for.

8 Look - there are good jobs on this
month's circular you could apply for.

Q us would love to travel to the Baltic States.

Look

Look again at the email in Expressions and listening
script 9.1 on page 125. Find examples of phrases using
these quantifiers. Categorize each one according to
the groups in the Language box.

Lesson record :
3 new words 3 useful phrases 1
from this lesson from this lesson :
Ty e sl i
|

2 e s s e i
e e e £
|

Things fo remember :
................................................................................. I
|

............................................................................... e
1

................................................................................. I
........................................................................ I
......... ¢
............................................................................. [ |
|

................................................................................ I
1
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learn how to d
circumstances

Starter

1 Outline the steps yo
in your company if

following:

« buy three new desk calculators '

« purchase or rent a new photocopier
» oufsource the cleaning of the offices

1o o new company for two years '

iy CEN‘T‘H&L. (e e Eiqﬂ‘r Sa& ﬁrr[b WE HAVE -

“THE BUDGET ©

Speaking

1

Discuss the following questions with your
teacher. Then find out what happens in
their company.

1 How does your company decide its
budget(s)?

2 How does this process involve you?

3 How does the company budget affect
you ahd your work throughout the year?

4 What do you think are the necessary
ingredients of a 'good budget'?

What changes can you foresee in your
personal life in the future (e.g. new house,
extra expenditure, refirement, efc.)? Tell
your teacher about how these changes
could affect the way you budget your own
personal or household finances.

1 22 business one ;@ ans

Expressions

1 Vanessa Wilkins is sales manager of
Samson Clothing, which specializes in
leisure and sports clothing. They recently
infroduced a new range of lightweight and
crease-resistant clothing called Lite+Smart.
Read the email on page 23 that Vanessa
sent to the managing director.

How does she feel about the way the
‘Lite+Smart’ range is developing?

‘o 2 Vanessa's meeting with Marie is arranged

ond John Howick, the finance manager. is

also there. Listen to the meeting and find

the answers fo the following questions:

1 Sales are much better than expected.
How does Vanessa explain this?

2 What seems to be worrying the finance
manager?

3 How does Vanessa explain this?

3 Look at the budget for the Lite+Smart range
on page 23. Listen and complete the chart
with the missing information. (Be careful of
the order!) Then listen again to check your
answers.

Language box

There are many expressions we can use when
talking about the possibility of a future event.

Modal verbs may or might to express a
pos&bﬂﬁy
The cost of raw materials may increase as of
Janugry.
Who knows? The price of houses might go
down by as much as 10% in the near future,

Expressions with the noun chance + the

preposmon of

There's a strong chance of negotiating a
 lower price. (= high probability)

We've every chance of gefting the confract.
There's a slight / slim chance of that
happening.
He has no chance of gefting the job. He
simply doesn’t have fthe experience.



Hint : o
The word budget has several meamngs
The marketing budget is €200,000. (= morsey ovoilabla
and o plan of how it will be spent overa ;:renod of fime)
The government has presented. me hudge'f for next year.
(= their economic policy and meusures
We‘re going on a budget holiday fext month.
(= an offer which s cheap or at d reduce ;

Marie Kask

3rd quarter results

2 Iﬁunmm-dzwmﬂnm}

Marie,

Although the figures for the Lite+Smart range
this quarter are still provisional, I'm quite sure
that we’ll see a big jump in sales. | need to
speak to you and John as soon as possible
(this Wednesday?) to review our budget for
what’s left of the year.

There's every chance that we'll have reached
our budgeted sales target for the year by the
beginning of next month! There are sure signs
that sales won't drop off in the final quarter
despite what we predicted last year. Can we
arrange a time to meet?

Regards,

Vanessa

to be (un)likely to + an infinifive:

The conditions are (un)likely fo change
before the end of the year.

fo be sure / bound / certain + an infinitive
to express an action or event that we think is
going to happen:

He's bound to arrive late - hé.’_s';—-rﬁ‘éé;fe'rfgri‘ffme;l :
He's sure to be disappointed if he doesn’t gef
the job.

I'm starting my holidays fomorrow. With my
luck, the weather’s certain fo change!

Look

Look at listening script 10.1 on pages 125-126
and find examples of the expressions in the
Language box. How sure is the specker in
each case?

Hint
When speuking about the future we often
use the followmg expressions:
He might change his job in the near future.
I don‘t think hybrid cars will be popular

: 'in?-I_ he foreseeable future.

Sales budget o
Lite+Smart range L

8650 56100

69384 103798 137380

557,091

'e
i
40000 |
al

T T
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Lesson record :

3 new words 3 useful phrases [ |
from this lesson from this lesson :
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In this lesson y | learn
language for t about
problems

Starter

1 Have you ever bou
Were you satisfied

2 Llook at the senten
below. Can you explain the words in bold?

1

&'\‘ &

How 10 discuss

lothes online?
l’

Al

online ordering!

If you want fo see the products in more
defail, you can zoom in here.

| spent o lof of time browsing online
before | found the right furniture for our
office,

Qur conversion rate is low - a lot of
people visit our website, but not many
people sign up for our newsletter.

We invested in a website traffic report so
that we would know how many hits our
website received and know what they
were looking at.

If you go to our website, you can visit your |

chosen destination virtually before you
book your holiday. :

Speaking

1 Discuss the following options for sclving
the problem in Expressions. What would
be the possible consequences of each
one? Which is the best solution?

* Add a virtual trying-on featfure fo the
website,

+ Stop selling online and concentrate on
in-store sales.

» Employ a consultancy company o
advise on how fo deal with the problem,

+ Close down stores and only sell online.

» Survey your customers in stores to find
out what they think about online clothes
shopping.

+ Downgrade your website so that it is
faster to load on all operating systems.

business one @ ane
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Expressions

1 Chongun Clothing, a successful fashion
retailer in South Kored, launched an e-store
a year ago. Look at the following graph and
describe their actual and forecast sales
figures. What de you think could be the
reasons behind these resulis?
2000

: B

~— Fomcast

—Actual

Koo Won 4 (rmillicns)
e
2

g

e $ }

e

a@«f&"& '@“\» S o%@%oep &

2 Listen to the extract from a management
meeting where Chongun employees discuss
the sales problem. Mark the sentences true
(T) or false (F).

1 People spend a lot of time on the website
but don't buy very much.

2 Grace thinks customers are confident
about buying online.

3 It would be costeffective fo add a virtual
frying-on feature,

4 Chongun didn't do any research before
launching online sales.

5 The problem lies with the users’
fechnology not Chongun's website,

Language box

Even if shows that although something may
happen, the result won't change:

l can't afford it even if it's discounted. (= the
price may change, but | stilt can’t pay for it)

- Even it we gave him a pay rise, he'll still leave:
the company. (= the pay rise makes no
difference - he won't change his decision to
leave)

Even though = despite a situation:
| ean't afford it even though it's discounted,
(= the discount makes no difference)
Even though we gave him a pay rise, he
left the company. (= the pay rise changed
nothing)



/

‘5 3 Put the words from the meeting in the
correct order.Then listen again fo check
your answers.

1

7

behind / can / only / we / know / deal /
problem / we [ with / if / it / this / what's,
usability / could / problem / lie / the /
the / website / with / of / the.

way / customers [/ in / we [/ a /f case /

of [/ reassuring / need / that.

money / there's / and / spending /
features / no / time / developing / new /
point,

we / initial / should / our / mind / study /
in / bear / market,

could / we [/ a [/ say / problem /
technology / I'd / have / the / with,

that / something / there / could / be / in.

4 Read this extract from the conversation,
What does it's all very well mean?

Son-Do  It's all very well having a high-

tech website with lots of flash and
video images, but unless people
can navigate it quickly, theyre not
going to bother fo order.

Unless = except if:

People won't know about the new product
unless we advertise It,

Unless you pay by the end of the month, we'll
be cbliged to cancel the confract.

Only if emphasizes o special condition:

We can only exchange goods if you have o
receipt. (= in this one situation)

Whether can be used in place of ifwhen there
are two or more options:

| don't know whether to laugh or cry.

Hint

- The clatise with a conditional marker {even if, providing,
-efc.) con go before or affer the main clouse, Note the use
of the commua:
Unless we take a foxi, we won't get fo the airport in time.
‘We wor't gef fo the airport in fime unless we take a faxi.

Writing

1 Look at the picture, which illustrates a colleague’s
problem.They have opened a consignment of new
clothing stock fo discover a number of faults. Write
an email to them giving some advice on dealing
with the problem.

Look

Look at listening script 11.1 on page 126. Find more
examples of even if even though, unless, only if. and
whether.

: Lesson record :
B 3 nhew words 3 useful phrases i
: from this lesson  from this lesson :
" [O— . S 0
| |
l 2 |||||||||||||||||||| 2 l
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1 [ |
| i |
P Things to remember i
l .................................................... I
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How to update

In this lesson y
how to update
developments

Expressions

‘s 1 Giliam Martens works for head office at
a maijor infernational brewery. He is visiting
the company’s Seville brewery. Listen to the
conversation and tick the areas that Giliam

Starter is particularly interested in.
the new reactor the new bottling line
1 How m_uch dloryou K staff tfraining communications
the quiz and answe| waste disposal energy cosfs

o 2 Llisten to the conversation again and answer
the following guestions.

1 Why might they have problems with the
boftling line in the summer?

2 Why is Pedro Mufoz coming fo the
meeting?

3 Why does Giliam want to see the new
reactor?

4 Why does Giliam say ‘Now thaf
is inferesting” at the end of the
conversation?

© 3 Luis, the manager of the Seville brewery,
shows Giliam the new reactor.This reactor
processes waste products that dre made
when producing beer. Listen fo their
conversation and mark the sentences
true (T) or false (F).

1 The reactor was criginally installed to
produce fertilizer,

Speaking ~ Language box

1 Giliam has been asked fo give an update The continuous aspect is used in different
on fraining at the brewery. Role-play the ~ tenses to focus on actions in progress at or
conversation where Giliam (you) updates ~  over a specific time.
his manager (your teacher) using the :
ek Bl The present continuous can be used fo

~ describe actions which are changing or
developing af the present time:

Training Our Chinese company is beginning fo show
naufficient /7 only 3 hours per employee per = ‘?-P@ﬂ”' N
month (target = L hours per employee) ~ The past continuous is used fo describe an

action in progress at a point of time in the past:

o g4 receive frainin
Orly T0% employees ¢ 9 | met him when he was working for BSA.

Usually orly office / techical staff get training
New fraining rooms tieeded - only one small
room available

Training manual ouf of dafe in sgveral sections

business e & ons
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2 The reactor has increased the company
cleaning bill. ... ..

3 It will take the company a long time to
recover the investment in the reactor.

4 The reactor now wastes less water, ...

7o 4 Correct the mistakes or add a missing word

in the sentences.Then listen again fo check
your answers,

1 I'm really only here fo cateh up on what's
been going wrong since my last visit.

2 | can also show what steps we've taken in
the area of communications.

3 So far we're very pleased for the progress
we've been making in both areas.

4  The fraining and communication are key
areas we should all be working on.

5 He'll be bringing you update on all that.

6 You'll be pleased learn that it's not only
solved the problem ...

7 However one development that you might
be unconscious of is that ...

8 That means the new recctor will be
paying itself in three years’ time.

9 | think we've succeeded in making
everything work a lot more efficient.

The present perfect continuous is used to
emphasize how long an action has continued
or fo describe new developments. It is used
especially with recently or lafely to indicate
that the action is ongoing:
The problems that we've been having
recently have cost a forfune.

The future continuous is used to focus on a
fuiure event in progress at a certain time:

They'll be making their decision next week.

Look

Look at listening scripts 12.1 and 12.2 on pages
126~127. Find more examples of the different
continuous forms.

Hint

We can use presently or currently fo mean ‘at the
moment’:

We're presently developing on improved model.

_ We use the cutrent or the present as an adjective:
The current exchange rate is 1.34.

Writing

1 You are the local sales manager of a major brewery.
Your boss asks you to send an email summarizing your
recent work. Write the email using the notes below. Try
to use words and phrases from Expressions and the
Language box.

: Lesson record :
1 3 new words 3 useful phrases |
: from this lesson from this lesson :
1 L — i
| |
. o o el I | N N S~ -
} Bomonemmae O R SRR S i
| |
| ; |
g 'hings to remember 1
I 1
N S S :
B s R T R A i T A R S R e RS S R R i M |
| |
. ................................................................................ l
| |
R S S AR >
B s s s L S T S v R S A R R A B e |
| |
I ................................................................................. '
| ]
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In this lesson you wi k Expressions

Ic.nguclge for r 2 / - 1 Country Living Romania is a UK-based
¥ ' ; : company which restores country houses in
Proj ects. Transylvania. Look af the following extracts

from the project manager's notes and

Starter internal report on their first renovation

project. What problems did they have?
1 What difficulties cand
renovating a buildi

~ project
Unforeseen setbacks = Pral
1hnrw months behind achedule

?T‘Ob‘\t’mg . \21*{% SoW
« UK deliveries
» broxen floor tiles

« poor nmar‘prb’mr

S country1 iving |
Romania |
; Budget
: We ended up £2,000 over budget due to unexpected

; expenses — replacing the windows which were beyond

repair and paying various legal costs.

Communication

Looking back, it seems we failed to communicate our
objectives sufficiently. If we had done this at the outset,
we could have prevented the use of lower-grade wood.
It became evident that our interpreter wasn't adequately I
proficient in Romanian. For example, there wouldn't now !
be a separating wall between the (supposedly open-plan)
kitchens and living-rooms if he had mterpreted effectwely

Speaking Language box
1 You are the project manager responsible We use the third conditional to hypothesize
for refurbishing a chain of bookshops. about events or actions in the past. The
Use the notes below to present feedback structure is If + past perfect, would { could /
to your boss (your teacher) on the might have + past participle:
first refurbishment project.Try fo use if we'd known tow unreliable the photocopier
language from Expressions. wass, we wouldn’t have bought it.

The third conditional often expresses regret for
our actions or lack of action!
if Id applied for the job, | could have got it!

(004 choice of builders -~ professional work
Brighter and lighter shop due 1o bigger windows and new paintwork
- We also use it fo criticize or show frustration with
pecple:
We might have got a new client if Tess had
sent the guete on fime.

Dhop was closed for longer thian planned
* had 1o waif for official permission for bigger windows
* painters didn't arrive on fime
Costs more than expected
« painfers’ bill higher than quote
* didn't include buwng new door in budget

RS T T

Fresainsnip s AT
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Hint

Beyond os o preposition Is used with a number
~of nouns fo meon something is out of reach

or impossible, e.g. beyond repair, beyond

comprehension, beyond help, beyond belief:

My old car was beyond repair.

Her behaviour is beyond comprehension,

Writing
1 You work for Country Living Romania and receive
Conclusions & 1 the following email from an acquaintance. Write a

In future, we should bear in mind the following: response using the notes below. Include language

o Increase time estimates. When drawing up : from Expressions and the Language box.
our plans, we should have allowed more

time for resolving problems. ' ; r
« Carry out a thorough survey. Had our survey f i i
been more detailed, we would have foreseen ' Dear Nora.
the need for the new windows, etc. oo ' i
« Ensure clear communication. We should I'm writing to ask for advice about updating our U
definitely use a local interpreter — Alin organization's website. | know you were recently o
Florian, who took over on this project, is i responsible for the project in your company.
recommended. ‘ Have you got any useful feedback from the project?
« Use local materials. A substantial delay g 3
might have been avoided had we sourced all | Best wishes,
supplies locally.
« Check deliveries. With the benefit of e
hindsight, this is obvious. If the broken tiles
had been discovered immediately, they #
would have been quickly returned and ‘W ; ;
delays avoided. ¢ | ‘ZKB d&taﬂe/d: plan + circulate to staff to check
'""-"-'_-':."'.-\'.':f.'.--'.'_rr.-_"rrr:::'.‘--'.-,-r'ra'_-'-'"-"r'_-':.":':‘_-',.r'_.=:',-':!.-_-.’_-"-'.'.-':‘r-'.‘,-I.-I,-,.-:.‘ﬂl:;,-_:.-": : UP ai&d Wab‘sl*ﬁ f-DI’lT&nT = l d{dﬂ‘t 80 Omjﬂad
some info
2 Find phrases which express the following. = Don't forget cost
1 difficulties we hadn't predicted (note) planned IEj o W’fr’a _amork = spenf more than
2 later than the timetable (note) | eeauise | hadn't included this in budget
3 costs we hadn't predicted (report) : * Choose reliable web developer! - ours took much
4 in the beginning (report) ; longer than promised to complete work
5 present knowledge of the past (report) '

A : Lesson record :

We use inversion in conditionals for emphasis. 1 3 new words 3 useful phrases |
We also use inversion in more formal contexts:. I from this lesson from this lesson 1
Had we known how unreliable the _ : Tt it g :
photocopier was, we wouldn't have bought . ', 5 1

A mixed Cond”‘ionui IS Used TO hypo']rheslze l ..................................................................... I
about the present consequences of a past T P B i R R :
event / action: : : :
If you had remembered fo book the ticket, g Things to remember i
wej(j be on fhe plcne nO\N? l -------------------------------------------- I

L I -

Look I oo G S A e N PR S A R i
% : _ i |

Lock chin at the repor-l- in Expressions_ Findl B momemassdbee s TaG AR ST o S S S RS AR i
more examples of the third conditional. i |
e e O s e :

I o s T A Y S B A S A O S YA s s |

| |

. ................................................................................ I

i |
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How fo link ideas in a presentation

In this lesson y
useful phrases §
your audience;
presentation.

Starter

1 Rick Evans is head ng for ElexCo,
an electronics com distributes
cars parts. Look at the first slide below from
his presentation. What is he going to talk
about?

the WK ';.-; |
fous injuries

‘d_rimk{d'riv:'fng

2 What is the alcohol limif for driving in your
country? What does your country do to
prevent drink-driving?

Speaking

1 Now give a mini-presentation on
the information below, using phrases
from Expressions and the Language
box. Include suggestions for how the
government can encourage more
careful driving.

Top driving distractions: /

- changing the radio station / CD

- talking on the phone ?
+ eating or drinking 'q
« checking maps i
Even after an accident, most drivers don't |
change their driving habits. 2

T e

busiriess ane | ona

Expressions

1 Look atf the next three slides from Rick’s
presentation. Match slides 1-4 (including
the slide in Starter) with extracts A-D from
the presentation.

2 Complete the presentation extracts A-D with
the sentences below.

i Il start by giving you a few statistics.
i Let's look at how these gadgets operate.
i I'll come back to this in just a moment.

iv In particular, I'd like fo draw your attention to

- Languc:ge box

We use connee?ers cmd sequence morkers o
o mgnal relchonships between ideas. If you are

- giving a persuaswe ‘presentation, the following
- structure can be an efiective way of presenting

- a counterargument,

(Make a point) = introduce a counter-

- argument - oppose the counter argument -
e gwe reason / result / consequence:

Itis tFUe fhc:f emptoyees salaries have nof

D m’ru efzi As a resuh‘ the overc;ll package

is: s;gn:ﬁceﬁﬂy more: t}ﬁruoﬂve
B .Z‘J‘W}en:_gwtng e presen’rahon cer’rcunly it's

_'mo & 'en' and don’ ’r ge’r e




3 Look again at extracts A-D. Can you explain
the words in bold?

currently on th
merel}“r'detééts

s mnphmtyi
0l from the sweat
ue that it doesn't
Wever each car will

You can also use a three-part pattern to discuss
a problem and suggest a solution:

Admittedly, errors have oecurred in final

documents, Nonetheless. we do hcive g pool

of proofreaders, so pledse enéure thatall

work is pcsssed fo ‘fhem fcar ﬁncﬂ checks befé &

publlcahon

Look

Look again a’r ’rhe presemahon m.-ExpreSSmns
Find more exomples of three par'r po’rrems ;

_i'f' you-take fhe onus off or puf the onus on someone,
- you fake away or give them fhe responsibility for
- someihing. It con have o negative connofation:
The sales feam can’t meet all their targefs so we
~need to take the onus off them.
- They've put the onus on me to meet the sales figures.

Writing
1 Complete the fext using the words below.
odmiftedly asregards osaresult  be that as it may

first and foremost  last but not least

:atlves to petrol

“are the purely

Lesson record

3 new words
from this lesson

3 useful phrases
from this lesson

ot
et
‘
. NN N O .

_'
.
3
Q
@l
g
@
=
@
3
o
@
I N . .
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In this lesson y
how to point o
facts and figur
presentation.

Starter

1 Think of five differen
might want fo hire a

2 Which two of the following factors were most
important to you when choosing your last
car hire company?

o price s qirport pick-up

« mileage dllowgnce < upgrade
« personalization + breckdown cover |
« company reputation s drop-off {

» loyalty card or points scheme

Canadd

Speaking

1 Look at this chart. Decicle what you
think it shows and invent all the exira
information you need (e.g. a product
name). Make notes of how you
could intreduce and explain it fo an
audience. When you are ready, give a
short presentation to your teacher.

18]

millions

blisingss goies | one

Number of outlets in

Expressions

“o 1 Mark Santini, the managing director of

GoFar car renfals, is making an important
presentation to senior managers and
franchisees from a number of countries.
Listen and complete the missing numbers
in these tables. Some of the figures are not
precise. Tick the Approximate column to
indicate if they are approximate.

Figures  Approximate

Total car rental outlets worldwide

‘Lelnguclge box

. Use the adverbs cbour around, rough.'y or the

_phrase in the region of to show that a figure is |

. approximate:

There were roughiy 200 people there.

; ¥l cost in the region of a billion euros.
Use i_af- so affer o figure or the suffix -ish to
_indicate that a number is only approximate:

Only twenty or so people fumned up.
We Il meet back here at 4-ish.

: _Use the adverbs nearly, almost, or ’rhe phrcses-

just under, just short of, or the best part of to

_referfoa flgure that is sllghﬂy less than the
ane stated: :

He. boughf almos’r 1.000.

~We'll be working on this pmjem‘ for the besf '
pcr’r of two years.



2 Mark uses some expressions to focus
aftention on certain slides and specific
points in his falk. Use the verb in brackets to
complete each senfence.Then listen again
to check your answers.

T o the next slide. (look)

we currently have dround 650
car rental outlets in 24 countries. (see)

3 .. . the best part of 400 of these
outlets are In the United Statfes. (show)

L A there are just short of 30 offices
in Canada. (see)

... af this second chart. (look)

6 ... fothe seventh and eighth
columns, (draw)

Z = . slide on the screen for a
minute so that you can studly it. (leave)

0 3 One way to focus an audience’s atlention
is to ask rhetorical questions. These are
questions which the speaker doesn't
expect anyone to answer but which help
make a point more strongly or make the
presentation of a topic more interesting.
Listen fo a second extract from the same

talk and note four rhetorical questions.

The phrases upwards of, just over, @
and sornething over refer fo a f1gur_
more than the one s’raied 3

1l cost upwards of 10 grcmd 'c: monfh

Some colloquial houn phrases can indicate

that a figure is c:pproxmafe :
l.can only give you '-Zr;: baﬂ-pﬂ figu
Please bear in m_md that this fotal is
da guesstimate.

just ¥

The verbs reckon, project, and estimate can be
used to m'rroduce a guess or an amproxlmahon:

John reckons th ﬁ:e‘!l be about 150 ‘;ﬁe@ple

We project that this offer wil aﬁm-_ i
more new customers. L

I've no idea how many we need - but Id
estimate 2, UDU 7

; .-dmme o busi ness situation metaphmmlly
It's only in Serbia and Bulgaria that the picture is healthier.

1 hink the marketing deparfment is in good shape.

- There are no fewer than mree mhng ﬁrms in this sector,

Writing

1 The following slide is from a presentation given by
one of GoFar’s increasingly successful competitors
called Headline Car Services. Write a script that
could be read aloud when presenting this slide.
Select which points you want to talk about - it isn't
necessary fo mention everything on the slide. Invent
any extra information you need.

Overview of last year

Service and prcafessjona]ism

Look

~ Look at listening scripts 15.1 and 15.2 on page 127.

Fmd exa ples of qpproxrmahons

Lesson record

3 new wordls 3 useful phrases

from this lesson frarn this lesson

1 e W sy o i L R S
o M e L e e
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How to respond 10 questions

In this lesson
how to deal wil
unexpected qu
large meetings

Expressions

‘o 1 A massive retail and leisure park has

been planned for the town of Kimberley,
South Africa. Jomo Anduvate is head of
communications for the team of architects
and has just presented the plans to a large
public meeting. Listen to some questions
from the audience after his talk. What are
the issues they want fo know about?

Starter

1 When there are plan
developments (e.g. §
office blocks) in you
objections or protests? Why or why not?

&

¢ 2 Read the following questions. In ecch case,
find which one of the answers is not in the
recording. Then listen fo check and find the

2 Many business leaders and politicians language used. o
are very skilful at dealing with difficult : 1 How does Jomo indicate who should ask

guestions. Put these technigues in order of , the next question?

how successful you consider them. Which : a He describes where someone is sitting.
fechniques do you think are most used b He describes someone's hair colour.
and which least used? ! : : .
: ! ¢ He describes what someone is doing.
being truthful !

d He describes what someohe is wearing.

el : : 2 Which of these ways does Jomo use to
..................... avoiding the question i deal with questions?

a He says that the question is one he is
. giving @ positive spin keen to answer.

. using jargon b He says he doesn't know.

. postponing the question ! ¢ He says they have published information
5 which the questioner can check.

d He says the questioner should cnswer
the guestion themselves.

. rewording the question

asking guestions back

Languclge box
. The word nothmg is used in many |mportan1
_ expressions.

Nommg shart of / fess than + noun phrase or
e c_ldj“ ctive em;ahc:s;zes how extreme a sifuation is:

Speaking

1 Imagine that the room where you are
studying right now (and the nearby area)
is going fo be dramatically redesigned
and improved.Take a few minutes to make
some ambitious plans for this work. When

34

you are ready, briefly give a presentation
about your intentions and then respond
to your teacher’s questions.

bUusingss ane & ane

s nothmg short of g disaster.

What she did wc:s nothmg less ’rhon
: mmcu!caus

* The expression nofhmg if notis used to
- emphasize the quantity or strength of an
2 ad)echve describing a person:

Shes noThmg if not creative.

.: --.-Use fhe expresmon if norhmg else to talk about
o somedhlng that ycu consider the only positive
- aspect of a negative experience:

- The negotiafions were a complete failure but,if

~ nothing else; we had o break from the office.



. Hlnt 5
Buv exird Thmkmg time when Gnswermg queshons by
Using one-or more of these commorn words or phiases: -
Well, OK; Rtght Ah, Yes, Thuﬂk vou Mmm, Good
questlon :

' ng. When you say Er vou sound mare uncertain.

Writing
3 Look at some of Jomo's responses to the 5 1 Gabrielo Mitchell's software company Gabbyware
questions. Each sentence is missing one ! recently released a major new computer program.
word. Choose from the words below and ; Unfortunately, it has a major bug. Read the intemet
put each one in the correct sentence article reporting a press conference Gabriela gave to
and position. | her key buyers and a team of journalists. Using your

own ideas, fill in her missing answers and then finish
the inferview.

fo maybe do may by

1 Right. now I'd be very happy to answer
any questions you have.

2 Asltried fo make clear eatlier - we firmly
believe that this is a positive development
for the fown.

- | was one of over 150 people who sgueezed into the il

London offices this marning to hear Mrs Mitchell defend

3 lean return fo this matter later on. i Gabbyware’s disastrous new program Redesigner. Here, § i
Well, what exactly do you mean ‘eyesore’? | i in her own words, are the answers to audience questions. § |

5 Wl SR Rt ESoR SiE VS, . | Was she honest and helpful? You decide! i
you're right a degree, i Audience: Can you explain exactly what the problem is ~ § 1
with Redesigner? i

: Audience: Why do you think this happened? i

; GM: . .

i Audience: What is Gabbyware gomg to do to help O
the thousands of users who are likely to have serious ]
| problems with this?
: GM:

““fﬂ\qfﬁﬁ‘_hiﬁlf_ﬁ‘ﬂ%‘www\‘mﬂﬁ‘M“}W}“WWﬂ\%’MW“;WW.!E‘?‘_W i

? “_Look

l.ook at hsiemng 5cr1p’r 161 on poges 127-123 and find
- expressions using the word nothing. Rephrase each one
e A B S S S T S T ~ In your own words without using the word nothing.

! Lesson record -

Nothing of the kind is o very strong way of 1 3 new words 3 useful phrases £
saying that you disagree. It can also be used ’ro I from this lesson from this lesson £
stop someone doing something: : oo ] 1 |
Voueeni b ’rhmk Ist Qmusmg s no’rhing Of : ..................................................................... :
the kind. 1 =Y [ W WL A T = A .

A Id like to lead the feam. =1 |

B You'll do nothing of the kind! 1 3 3 1
T e I S N [

There’s nothing fo it means that somefhmg is S | 1
LY SCy. TR b Things to remember I
ool cahidics s den There 3 i '
ﬂO‘IhIHg .I.O I.], : ; : 7 il : ................................................................................ :

“’— somethlng |S wor!—h nexf fo norh.fng It |S ne{.‘ll'hf l ................................................................................. .
Vulueless ; ; - l ............ R P Errarsesasan R R I I R T S T e .
This contacts list is worth next fo nothing. ; : :

: i e :

e I P L P e P s ]

| |
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In this lesson y«

useful phrases | veaki 79

about a familig
preparation.

Starter

1 Have you ever been
unexpectedly fo give
meeting? What was your falk about?

Expressions

1 The staff of the English Department at the
Free International University in Moldova are
having a regular deparfmental meeting.
Listen to two extracts from the meeting.

1 What are the main ideas of the two falks?

2 What does each speaker want their
listeners to do?

3 What does the second speaker discover
at the end of the meeting?

Was the topic familiar? : o 2 Putthe words from the conversation in the

2 What advice would you offer to someone
about giving an effective impromptu talk?

Speaking

1 You are the office manager in charge of
security and building issues. Unexpectedly,
in @ meeting, your boss asks you o outline
the forthcoming construction works it
your company. Use your notes below fo
give a brief overview. Use phrases from
Expressions fo help.

. Renovation of east wing: starts mid-June, due fo be
finished early August

. 20th May — deadline for completion of office-sharing
details for surmmer period

. loth June — deadline for all staff 1o move out of their

. Valuables: don't leave anything around during this period

businass one : nne

offices. Packing boxes will arcive by 1st Jung .

correct order.Then listen again to check.

1 already / sure / much / I'm / know /
how / not / you.

2 an/idea / give /to / you

3 1/ I'm/ going / before / someone /
that / ground / not / covered / hope /
over / else [/ has.

4 saying / was / | / what?

5 can/ |/ think / there's / don't / af /
anything / | / else / the / add / moment.

6 somewhere / it / got / here / I've /
some / about / information.

thing / it's / small / really / a / just.
sure / I'm / know / you

say / wanted / o /|

10 it / about / really / that's.

O 0~

_':.-'Langque box

. Many verbs are followed by a verb in the
'.'i_'._gerund or infinitive. Some verbs, however,

© can take. erther a gerund or mflnmve bu’r fhe
' -,'mecmmg c:hanges

o 'Go onto do: change the activity by starting

nef Go on domg con’rmue w;’rh same

'_éfdrted tdiking obout the new project.
e went on fo say that there would also be
) nogemen‘t changes.

- They*.ll gr:: 'prc:chsmg until they get it right.

o "-_Mecm fo do: m’rend Mean doing: result in:

: rheum 10 tell yc)u apout fi' last week.
GUIﬁg ’ro The Usa wrll mean worklng hard,



 Hint
: off the fop Qf.l_f my head — without thinking very much
. Off the top of my head, there are about 250 new students.
 offhand, off the cuff - without preparation of chiecking
 details or facts 2
. 1can? remember any of the details offhand, but il email
~ ‘them after the meeting. :
o l-_l___t.a gave @ re_ul-lv good presentation off the cuft.

Writing
3 Match the expressions in 2 with the 1 George emailed Kristina after the meeting in
functions below. @ Expressions. Correct the mistakes in his email.

playing for time [4][_
offering a disclaimer [_][]

s

7

A e S A LR el

introducing a point [ 1] LOF — e
s i ! . Dear Kristina,
finishing [ ¢ d j
vk !
4 Look again at the expressions in 2. Which i % Could you talk us through the grant project again at the
could you use in a more formal situation, ! { faculty meeting next month? Ellie needs giving a talk too;
and which in a less formal one? ' % but her supervisor wouldn't permit missing her classes, s0
¢} if you wouldn’t mind, could you give her talk t00?
\ 3
¢ ]
ay I'd like to start the meeting with the exam issues, and then

you could go on mentioning the EU project. | think they will
allow us spending about half an hour on our talk.

| guess it'll mean to prepare a PowerPoint presentation
too.

i | Thanks,

' George

. . lLook
‘Look i fistening script 17.1 on page 128, Find more

. : - examples of verbs taking the infinitive or gerund.
. S e e ~ What is the meaning of each verb used?

| 1 Lesson record i

Regret fo do: used for giving bad news or B 3 nhew words 3 useful phrases 1
making anhouncements. Regret doing: refers 1 from this lesson from this lesson i
back fo the past to apologize for a past action: i 1 1 :
| [egref S IrdGrt you that ]-Qqn-‘f .qﬁ.end_. . : ..................................................................... -

I regret te“lng her ODOUT The Offer ] ' 2 ................... 2 ................................................. I
Need doing gives a passive mec:ﬁing_.j.' : : 3. 3 :
It needs changing. SRS - U

(= it needs fo be changed) y hingsie fesiTiger i

S S | ]

Wi_th The Verbs C]'dlﬁse, Q'”O!M fOrbfd,cnd permf’t I ................................................................................. I
use -ing if there is no personal object. B e ros s g e T R S SRS AT 1
| wouldn't advise taking the car. 1 i

5 5 I ................................................................................. '

With an object, or if the verb is in the passive, ] |
St ittt 2 e & e S T T 5
| wouldn't advise you to take the car. : :
You are not advised to take the car. i "

R | |

X I--------------------------l
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How 1o lead a meeting

In this unit you
language for |
chairing a me

Expressions

1 Being a chairperson at a meeting means
being responsible for different roles or
functions. Match the functions (1-8) with
expressions (a-h).

Starter 1 delaying discussion of an item
1 Do the questionnai 2 inviting contributions, involving people
falk through the ans 3 asking someone not to speak for foo long
4 dealing with digression
el 5 summarizing agreement
1 Meetmgs are be he ! 6 getting atffention at the start
7 moving through the agenda
: U ! B8 bringing the meeting to an end
2 IfPEOPle are 8§t’fm_8 wie i a |think we all seem fo go along with your
: contmue *rhe EE ' :' proposal.
: b |think that more or less covers everything.
3 onfrontation sh c Now, could we move on to the next point?
- avoided at meetmgs § d I redlly think we should leave it there. We

can't make a decision on it here and now.

e |dontwant us fo get off the point. Can
we keep fo the agenda?

f  What does everyone else feel about this?

g Do you mind if we make a start right
away?

: Hart}y agfe«e y’ alsagree

h Could | ask you to keep it short?

Speaking

1 You are chairing a meeting where your
teacher is one of the people attending.
What would you say if:

1 you want fo start the meeting?
2 you do not agree with something your

teacher has said? S M ch wmer is was’red tay mefﬁmen’r
3 your fedcher begins to speak about ;_]._-' = UQ”GUJTU*’GE methods,
something which is nof on the agenda? They'ccm be used with not:

4 you think you have said enough about .res no? muoh more | can say about it.

fi int?
Qe pRraular peinT 3 o How many ‘rlmes do you fravel abroad a
5 vyou want fo end the meeting? yac:r" Nof mqnyl _

2 Speak with your feacher and together W,gh of:
try to produce a list of eight general o
recommendations for how to run a
meeting successfully.

: 'gree wﬂh much of whm‘ YOU saty.

think fhc:’r mcmy of their problems are
o e,gur chpu’rer sys‘rem :

business one | one



Hint
Nofice the way fhe verk fo appreciate is used.
B %uld Gpprecmte it if you could left me know this afternoon.
= Jwould be groteful )
| upprecluie that it must be very difficult for you.
= __undermnd your: pesatiﬂn}
 would upprecmte youit gdvice on ‘this matter.
1= please help me)
Senm e s S mn s R e e ! ] ﬂppl'eclﬂla “]u‘ {-'_TITIﬂnk_\jDU}

Writing
2 Look at the agenda of a management 1 You are acknowledged as a 'good meetings person’
meeting at Bell Tools, @ manufacturing ! in yout company. Your manager has asked you to
company in California, What does regrets write a short arficle for the company’s newsletter
mean? What does other business mean? '; entitled ‘Five golden rules for meetings’. You may like

i to choose the best five from your discussion with your
teacher in Speaking. Include examples of phrases
the chairperson could use.

Attending: Paul, Enrique, Dave, Susan, Carlos
Regrets: Peter

Agenda:

production schedule (Carlos)

report on maintenance work (Susan)
quarterly financial report (Dave)

summer working hours (Enrique)
other business

0.0 T SR C I TR

T T e

0 3 Listen and answer the gquestions.
1 Do they start the meeting on time? :

2 How mugch time does the first speaker
have for his item?

3 What point does Dave try fo infroduce?

4 How does Paul say they have a lof of
other things to discuss?

5 Why does Dave apologize for bringing in
his discussion point?

6 How does Paul react? | i
What is Dave worrled about? Look

Who else is affected by the decision?  Look at listening script 18.1 on pages 128-129. Find more
I “examples of much and many.

|
: Lesson record :
With so or that: : ; : 1 3 new words 3 useful phrases |
| didn't expect so much it in our oﬁer : from this lesson  from this lesson :
Mesxico City has a populahon of over 20 | ———— T i o B T A T E R TS SRR ]
million. That many! AT i i
s D o e e > S R - - 1 i
With as ... as thaf!: P 3 3 -
| didrt think the pr:ce would be . rnuch l Bocmmmtipiils Dot s -
that! N : |
LB " : Things to remember 1
We have 260 people s1gned up | never
Though’r wad ge’[ s mqny as fhg‘rl : ................................................................................. :
Much and many can cﬁso be Used as 1he ; " (AT e e e S E e L |
subject of a clause: 1 |
There were hundreds of visitors 1o the show. : :
MunY were: Chinese: (_ of The wsﬁ‘ors) i 1
They prepared a lof of food for the recepﬂon. B e T A S T Y |
Unfortunately, much was Was’red (50 | i
fOOd) ; ! : ................................................................................. :

business one | one a9



In this lesson y
how to put fo

Starter

1

Which of the followi
of ideas? Which do

company?

« group brainsform
a suggestions box
competitors

customers

consulfants

the boss

How 1o brainstorm ideqs

best sources
your

Speaking

1 Brainstorm one of the following for five
minutes with your feacher.Try fo use
language from Expressions and the
Language box.

A new advert
tor 2 well-
vnown §004
product

2 How useful is brainstorming in your job?
What was the last topic you brainstormed
at work? What was the result?

business one | ¢ne

- We can refer"%o one qmongs’r o su;aerlo‘hve |

Expressions

/51 Best Bakes is a company which specializes

in a range of organic muffins for coffee bars
and health-food shops. Listen to an extract
from a meeting in which they brainstorm
ideas for increasing production. How many
different ideas are suggested?

© 2 Listen again. What expressions do the
speakers use instead of the sentences
below?

1 Let's make a note of it and confinue,
2 One possibility is to buy a bigger oven.

3 In connection with more room, you know
what we could do?

4 Butthere’s the possibility that we won't sell
as well as predicted at Greenmairket.

5 Although it might damage our short-term
sales, how about narrowing down fhe
range?

6 This may be unusual, but how about
outsourcing?

o 3 Best Bakes invests in a second production
line and a new oven, but soon hits another
problem. Listen to the extract from the next
meeting and answer the questions.

1 What is their current problem?

2 Which of the soluficns would you choose,
and why?

Language box
There are o number of advanced ways of using
-.éompurdtives,-.superla’rives, and structures with

léehp@rc:flves }mned wrih cmd
Customers are complaining more and more

The -i-.';‘.?drﬁpdra'r'i\réi the + 65mpdfa+ive.'.sh:aws '
- : vem depends on cmother

group us ng one ofand a plurc:l noun




Hint
Far has two different comparative and superlative forms: farther, farthest /
further, furthest.

Farther and farthest are only used fo talk about physical disfance.
The new factory is farther from the motorway than the old one.

Further and furthest are also used to talk about figurative disfance.
Which employee has gone the furthest towards meeting their objectives?

Writing
4 How were each of the following suggestions | 1 Write an answer to the email below. Try to use
introduced in the conversation? ’. language from Expressions and the Language box.
1 use non-organic fruit :
2 find another supplier | e ——
i Dear all,

3, weing slifeent R As you know, we have a problem recruiting enough quality

! trainees to work at our bank branches. We'll have a stand
4 be more creative i at the Job Fair again this year. Last year, we only got a
' few visitors and even fewer follow-ups.

5 mixing blueberries and raspberries in the |

; So I'm trying to collect ideas on how we could attract more
same recipe

people to our stand and how we could promote ourselves
better as an employer.

7o
é\ ? ”
i Llstengcnn 1o Gliock ur dnswes i 4' : Please send me any ideas you have, no matter how big,
. - 5 small, or unusual.
: Looking forward to hearing them!
[}
Trent A
i b 4
i ."?l‘
Look
! Look at listening scripts 19.1 and 19.2 on page 129.
' Find more examples of comparative, superlative, and
as ... as structures.
| : Lesson record :
g We use as + adjective / adverb + as to show 1 3 new words 3 useful phrases 1
%,, that two things or people are the same: 1 from this lesson from this lesson i
i The new fax prints as slowly as the old one. : | —————— - e RS A SRS :
Not as / so + adjective / adverb + as shows i I pe———. T N— .
difference: 1 :
Their prices aren’t so competitive as ours. : - S . I e .
Nicholas doesn't speak as confidently as | . ]
linda. g Things to remember 1
| 1
wi.fh 0 Singulur nOun' a f an goes bemeen The I ................................................................................. .
adjective and the noun: S S e 1
Cosmin is as fast a typist as Maia. i :
. ...............................................................................
' ..................................................................... '
g s -
R e e A e e e e i
[ 1
l ................................................................................. I
1 |

business one : cne 41



How 1o reach a conclusion

Xpressions

FAST-FOTO is a franchise chain of camera
aops with outlets in several European
‘countries. The master franchisees meet
icolas Hanther, the managing director, fo
iscuss the future strategy of the company.

In this lesson you wj
language for exp
conclusions at

St
B Listen fo the first extract from the meefing.
1 Do the phg Answer the questions.

ask your fe 1 What decision do they have to fake af

the meeting?

2 What are the ‘three alternatives’ that

1 How often do you take photographs?
Philippe mentions?

frequently / hardly ever / on special i
occasions only (i “5 2 Listen fo the second extract from the
{ meeting, where two people offer their

opinions. Answer the guestions.

1 Which alternative does each person
support?

2 Who does Nicolas agree with?

2 Do you own any of the following
cameras? digital / film / video / €D or
ovD

3 What do you usually do with your photos?
keep them in alburns / print some and
destroy the rest / save ther on CD, BVD,
or on the computer

% 3 Listen to the final extract from the meeting.
Nicolas summarizes the decisions of the
management team. Using the headings
opposite, make notes about the conclusions.
Then summarize the action plan to your
teacher.

to end of January from January onwards
before the end of May  single use cameras
additional investment agreed

Do you use your mobile phone to take
photos? frequently / cccasionally / never

|

.
|
L
L
L
b
,
&
.

.
:
,
.
;

Speaking

1 With your teacher brainstorm as many
pros and cons ds you can concerning
the following peints. Summarize
your conversations and express any
conclusions using language frem the
Expressions section.

People should have at least five years’
business experience before they do an
MBA.

Holidays should be limited fo a maximum
of three separate 10-day periods.

Companies should encourage staff fo
fake a sabbdtical year ofter seven years of
service,

he compuft hast.[e@i_uhon_{ze,d .Q.LJT_. lives.
puters have revolutionized our lives.

business ¢ne : one



C 4 Listen again to the three extracts from the
meeting. What expressions do the different
people use instead of the following?

Extract 1

The decision is obvious. We have no real
choice.

The report outlines the present scenario.

Extract 2

in my opinion

There are more arguments in favour

We were going to have the same opinion
The most important aspect is

Extract 3

Id like to end this discussion

The best thing to do

Finally, in summary

The same proposal is supported by everyone

We can emphasize that some’rhlng is spe01c1I
using fthe + an adjec‘nve + noun:
The first (second, k:ts‘r only next, main,
fundamental, essential) factor is price.

We use the definite article + noun when we refer
to something which we identify later:

The research they've done is qun‘e |m presswe

(= a specific reference) Bl S
No article is used when we qre speak:ng ina
general sense:

We need fo spend more money on raseqroh
(= in general)

We can identify a group of peqple W "c-shc"' h e
same characteristic using fhe + an adyechve e

The government has announced specml
condifions ‘ro he1p ?he unem;atoyed

Hint

. Come onl Make up. your mi

N SN SE ER M BN SN mm o Em
=t
——al
§
-

- The word mind has many ditferernf uses in English. Look af the following

emmgaie“ Fay: SpE:(;hi]| atiention to the prepositions used,
" 1 ihink he's gof something on his mind. {= something is worrying him)

- Please bear me m_mlnd for that new job, (= please consider employing me)
) I aven't got all day! (= make d decision
oosa The best aifemmwe)

Writing

1 Study the following results of a survey about the
habits of cinema-goers in Northern ltaly. Then read the
extract of the summary and correct any mistakes in
the language or facts. Complete the report with the
remaining information.

3 ’ oy o A LR driiteil
comedy (9%) adventure (27%) suspense (19%) .
romantlc {14%) ammatlon (8%) science fiction (17%) |

31 yrs a.nd older (0.9)

) yr 16 1'yrs cld‘(B} )
11-‘16 YIS old (1 4) 22- 30 y1s old (2.5)

Cinema ~ trends in Northern Italy 2006

Our findings confirm that the American films are far more _
popular than the European ones in Italy. The adventure, ;
suspense, and comedy films attract bigger audiences than
the science fiction, romantic, or animation films. Animation
films are least popular of all types of cinema entertainment.
The young people go to the cinema more often than older i
generations, The 22-30 age group ...

AN,

Underllne ctll the examples of ’rhe deflnl‘re c:rhcie Why
is the article necessary in ecch case?

Lesson record

|
3 new words 3 useful phrases 1
from this lesson from this lesson :

business cns @ one 43




ansdsarfuns
o ‘;_'

In this lesson you
language for wri
and talking ab

Starter

1 How gree
quiz, and
your feac

work by
a blcycle

2 Before you go home you“
a check unnecessary 11ght
are smtched off

c don’ 't thm.k about turnmg hi

 The pcwer supply comes fr :

panels S Sl
b the national grid il
c somewhere you re mt su

4 It’s a hot su.mmer You
a wear light clothes aﬂd op

b work outside
¢ turnupthe alr con _
ona ]acket :

Speaking

o follow up a meeting

Expressions

1 Morin PR s trying to ‘green’ its office in order
to win a local authority award. Look at the
extract from the action minutes of their initial
meeting o discuss the project. How many
different ways can you find for reporfing
what action someone will take?

meorin =

Meeting minutes

1 You are Marie Bonnet. Speak fo Caroline

(your feacher) to check on progress with
her teisks and encourage her if necessary.

Use your notes below to answer their
questions and report back.

Caer quotes from 2 gotertainecs =
2 haver't replied

. Design invitation cards -
started, but not sure of shyle

. Suitable gifts for guests -
found business eard (ases,
fountain pens, bm b budge’t

AN hricinans e ¢ e

Your boss (your teacher) is checking on
your progress with your tasks following the
recent meeting you attended fo plan your
company’s 25th anniversary celebrations.

We agreed to order only recycled stationery in the
future, including paper for the company brochures. Louis
volunteered to source the best-value supplier.

Louis is also to co-ordinate a team who will make
arrangements for recycling office waste.

The majority of staff drive to work. It was decided that we
need to encoutage the use of bicycles or public transport.
Rita is to survey staff on what measures we could take to
help them leave their cars at home. Possible ideas include a
subsidized bike purchase scheme, showers and storage for
cyclists, and subsidized public transport tickets.

Bernard reported that solar panels provide the most viable
alternative energy source. He was given the task of getting
two detailed proposals for our building.

Caroline put herself forward to discuss sourcing more
locally-produced food with the catering manager.

Lcmguage box

: -Compound nouns are nouns made up of fwo
_ . of more wcrds The first word offen describes
2 the Type func’rton or Iooahon of the person or

: .objeo’f ;
- marketing manager, energy—efﬁcnenf light
~ bulp, enfrance hall

: 'Group or collective nouns are nouns which are
~ singular in form but refer fo a group of people
oy things A

5 oompvany gevemmenf feam, department,
felmﬂy, mqjon'ry pubhc commiffee, audience

: -If we cons;der the group as @ whole unit, we
usually use singular verb forms and pronouns
‘affer group nouns. American Enghsh usually
-Treq’rs group nouns as smgulqr

The ’rarget c:udlence is young professionals.



2

« Caroline also agreed to design a campaign to
encourage staff to reduce waste by turning
off lights, equipment, etc. and to recycle and
reuse where possible.

« The committee agreed to complete all
actions by the next meeting on 21st July.

‘0 2 Listen fo three extracts from conversations
in which Marie Bonnet, chair of Morin PR's
project committee, follows up with members
of the team. Complete the table below.

How does Will task be
Marie ask abouf completed on
progress? time

Bernard o

Rita

Louis

o
7

‘0 3 Rearrange the words to make phrases from
the conversations. Listen again to check
your answers.

1 could / by / up / held / the solar panel
suppliers / be / we.

2 chase / if / you / up / them / were / | / Id.
3 up /in / wrtten /Il /it / notime / hove.
4 full / back /I /in / report.

Plural forms are used in British English if the
focus is on individual members of the group:
The feam have been working hard so that
they'll be ready in fime. ey
Some phrases which describe amounts using -
nouns in the plural are followed by singular
verbs: : S
A hundred dollars wasn't encugh far the -
deposit. A

50kg is too heavy for this: machine.

Plural-only nouns are words which are not

used in the singular: clothes, outskirts, thanks, =

manners, congratuiations.

My boss's manners are sometimes surprising. :

~ Fractions oan be singular or plural depending on

" whot they are defining:

*Aquayier of our cusfomers are over 50 years old.
A quarter of my time- is spent in meetings.

Writing

1 You are the manager of a health club which is
scheduled to be visited by a health and safety
inspector next week. Write an email fo your feam fo
check on progress with their tasks and remind them
of the importance of meeting the deadline. Include
language from Expressions and the Language box.

'LO':C_)k -
Look at the text in Expressions and listening scripf 21.1

on page 1-30._F_inp| more examples of compound, group,
and pluralonly nouns, and nouns describing amounts. -

: Lesson record :
1 3 new words 3 useful phrases 1
: : from this lesson from this lesson :
1 [rrre—— T e R B SRR R I
1 1
- e R o+ O . - "
. R — - i

| 1

i | ; |
1 Things to remember i

. ..... I
B s o R s s -
TR T ————————————— L 1

| |

I ................................................................................. I
1 |
1 e R S =
O o R S R S S s e PO |
1 |
' ................................................................................. .

8 | |
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How 1o make small talk

In this lesson you
how to make co
with people yok

¥
/i
Starter ;
1. Which of 1§ has the ;..ICL‘ > hiIILL” AL SERVICES i
You eﬂjoy c the 170 a7 INyiti i

i apening of ity 5 YOU to atieng /

fo avoid? new pm,[] Ugh offices /

a golf “'EI‘- {l"b_Y.'\.r' starte iCes

® g oul - L5 at 1z, 30 = Ehl—Lng. , th ;

i i h f:

« areunion of the people you went fo school | - ’fd SVP Julie Hartis: jufie 1o ich [,_-_:

1 ' i - 4 LA - T Il

or college with NgEE. 8 U@ avents o /

’-ﬂlft«_ﬂ Bic
i Inc)s \r—n Er » P""‘ ,"'-

« the celebrations of the 25th anniversary of ! sburgh

your best client !
» the house-warming party of your boss

SiEE b T T R

2 If you would avoid any events in 1, what %5 1 Gordon Evans works for an American
would you do or say to get out of going? !

company that designs new IT systems. Axen
. is one of his best clients and he attends the
event, Listen to five conversations he has
with different people. Who is he talking t0?
: Write the number of the conversation next
to the corresponding person.

i . ONE Of his suppliers

. someone he meefs for the first time

! e O friend from the same line of business

. someone who worked with him before
'someocne he recognizes from the past

Speaking

1 You have just aftended o conference.
Drinks are now being served. What
could you say to the other person in

. - . o i : :
theoliowing SiTUFJTIIODS. = n"rhe pccs? bu‘r whtch is dlfferenf now. This
1 You have been introduced but you S .s’rruc'rure only refers to the past:

cannot remember their name. L =y USéd' o llve:]ust ou‘rsqde Paris.

izing

=
3)
0
72]

2 You need to end the conversation. oG & | cion*r live there: now)
3 You think you recognize the person but . There didn't use to be so many problems,
you are nof sure. It must have been a j._ (_ ‘rhere are lots of problems now)

long fime ago.

4 The other person keeps on cdlling you S used fo = gerund { noun | prenpun

- expresses that somebody has experience of
By Thewming ACMp. s soﬁ\ethtng emd fhts is nor unusucFI)for them:
5 The cther person’s glass is empty. - ' He’s used o speakmg h
6 You would like fo sit down and invite G (=t as experience of this)
e SRt Foman o Join yan. SRR St | d to American coffee now but she
P ic: uldn :s‘rand it of first, (* she regularly drinks
-Ameﬂcmn cﬁffee)

46 busitiess ons | ons



Hint

Phrases or expressions beginning with the word How are frequenily
used when making small falk:

How's life / business / the family? (general inferest)

How are things? / How's if going? / How are you doing? (sfarfing

the conversation)

How about a drink / lunch tomorrow / dinner sometime? (invifing)
These expressions are all guite informal.

% Writing
\) R . !
© 2 Complete the sentences with an appropriate 1 Two people receive the invitation from Axen in
question fag.Then listen again to check. : Expressions. Their email replies are mixed up below.
1 | mean, you fly back every month, ... Read the different lines of the two emails, one
2 You'e not with Axen: ; accepting and the other declining the invitation,
. . : and rewrite the two emadils in the correct order.
3 | think we've met before, . .. |
4 You don't work with Axen, L Elaasae ST Rl
5 N]Ce Ofﬂces, . b e e e - = T e = ey PO .
l 6 Oh,it's not a new building, . ... Dear Ms Harris,
7 Save me a place at your fable, .. . .. i 1 attending the event to represent our company.
8 Itis gefting a bit crowded here, { {|© DefekWisonwlll elsc be actompanying me.
i - ; : 3 able to attend. However, Margaret Evans will be
@ | think it was last September in : ; 3 Bled it
i Philadelphic 4 | was very pleased to receive your invitation |
| ?a, e 5 to confirm that | will be attending the event and that 1
9 3 Look af the words below. Listen again and 6 Unfortunately, due to a prior engagement, | willnotbe | |
& say how they are used. 7 opening of your new Pittsburgh offices. | would like E |
Example: life - How's life in our New York 8 to the official inauguration of your new Pittsburgh offices. |4 -
| office then? ; 9 Thank you for your kind invitation to the =
! 4 i =
| finding excuse i M |7
I miss meet 2 You have received the same invitation. Axen is an
2 5 i important client. Unfortunately, you can't go. Write
catch treating E an email explaining why and giving the names of
} 3 . two people fram your company who will be going
: ! in your place.
| recall :
: actuall ‘:
) ¥ a Look
i Look at listening script 22.1 on pages 130-131.
,L Find more examples of used fo.

: Lesson record :

To get used to + gerund / noun / pronoun 1 3 new words 3 useful phrases ]
expresses the process of adapting to a new I from this lesson from this lesson i
sifuation: | ¥ 3 :
Vit gef sselTo hcwing e ecxfly. : .................................................................... -
(=it is still difficult for me to adjust) - 2 D i e A RS '
They got used to the euro very quickly. A — D s s e R AT RS i

(= they became familiar with the new i i
currency very guickly) : Things to remember :

To be / get used fo doing something can B ]
B s e o A s -
It was difficutt for him because he wasn’t B oo s e e e e A R A T ]
used to making his own decisions. A T T -
He's going to get used to our way of doing B |
ihings. (= this will be familiar o hiry i the Qs -
future) W e s e A T e S AR B R RS A R A i

[ |

' ................................................................................. '

| i

pbusiness cne : one 47




izing

O
O
O
»

How TO

Yye? W R

L]

In this lesson you
expressions for tel
listening to aneg

Starter |
1 Put the line

an cnecd
a _ .
b 2 wdas an
assistant, :
¢ .. It was about a month later
d 1 Onmyfirst day af work
e ... including a guy doing some
phofocopying, '
f .. the photocopying guy’ kept saying
hello. ’.
g Afterwards, whenever | saw him :
h . 1 wass introduced to lots of people, i

i when | realized he was the CEQ! i

. I didnt pay too much attention at
the fime

—

2 Can you remember your first day in your
current job? What was it like? Did anything
unusual happen? :

Speaking

1 Use the prompts below to tell your
teacher a story. Try to use language from
Expressions and the Language box.

« job inferview

« prepare by learning about company /
buying a new shirt

« take wrong bus

s foke another bus
« crrive late

s interviewer friendly

s inferviewer seems fo like shirt because
looks at it often

o inferview goses well
« go home dffer inferview
« see a large coffee stain on front of shirt

AR hiigsiness e * ane

tell a story

Xpressions

1 Listen io three colleagues talking about their
first day at work and decide whether the
tollowing sentences are true (T) or false (F).

Roberto's story took place when he was a
student. ...

Roberto deliberately threw a drink over the
owner's son,

The owner's son was very angry.

Linda quickly found a job in the legal
industry. .. .

5 She had fo take some files info court.

6 The shredder caught fire.

2 Which situation do you think was the most
embarrassing and why?

The listeners to the anecdotfes used some
expressions fo show interest. Which two of
the following didn’t they say? Listen again
to check your answers.

« You must be joking!

« What a nightmare!

s How come?
s That's great!
+« No wonder!
» Go on!
e Shame!

« How embarrassing!
« What happened next?

~ Language box
.'5':::'3 The pdst' 's'lmple describes completed actions in

We had fo mc:ke twemy peopie redundant
lost. yeﬂr i
Our prewous factory was really old-fashioned. -

i _When 1eillng a story we use the past simple fo
- show a sequence of events which hqppened
~ one after the other:

- ltocka deep bfecfh smiled af the audience,
und staﬂed o spec:k

; The pﬂsf continuous descrlbes actions in
}prcgress at a particular time in the past:

~Inthe ear!y 905 1 was siudymg economics at
un:versﬂy




4 Match the expressions used by the
storytellers to their functions.

I'll never forget ...

To cut a long
story short ..,

| didn't do it on
purpose.

It wasn't my fault.

Needless to say ...

That wasn't the
worst of it.

Little did | know ...

Totop itall ...

showing that something
was an accident

introducing an
anecdote

introducing the final
(and worst) event

infroducing an obvious
statement

blaming someone else

intfroducing something
new and surprising

infroducing o summalry

infroducing something
even worse

We use the past continuous with when, while,
and as together with the present simple to

show that one event happened wh:le anofher

Wais in progress:

My boss walked in cs | was TQIkmg about
him fo my colleague.

While our company was expanding we
took on several new employees.

The past perfect shows that an action took
place before something else.in the pu-s?'

When we arrived, the mee’rsng had c:ire-ady

started.

The past perfect continuous _describe's; o'cfions

in progress before another event in the past:

Security was improved becduse a member of
staff had been stealing company products.

- Hint

- Whentelling sfories we can Use fhe present simple
and present continuous fenses in order to make

“fhe stary more lively and dramatic:

- So,I'm sifting at my desk, writing an email, when

suddenly | hear this huge bang and all the lights
go oufl

Writing

1 Write an email to a friend telling them about the
bad day you had at work yesterday. Use the pictures
o help you write your story and try fo use language
from Expressions and the Language box.

Look
Look at listening script 231 on page 131. Find more
-ean'_ip_l_es of past fenses.

Lesson record

3 new words
from this lesson

3 useful phrases
fram this lesson

T e T sy i S
- S————— < S—
. PR -
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ow 1o host a formal event

In this lesson you w
useful phrases for
introducing, ans
guests. e

Expressions

o 1 Richard Glass is director of the La Fontaine
Festival of French Film in London. It is the
opening night, and he is hosting a reception
or the sponsor. Listen to the extracts and
answer the gquestions.

. 1 Whatis the sponsor's line of business?

Starter
SR 2 How long has the sponsor been
1 Have you ever aftenk associated with the festival?
!*‘-"f"' comforiable did you feel? Row: " 3 Whdat are the jobs of these people:
it different from an informal event you 5
attended? i a George Potter?
2 Have you ever hosted a formal event? What b Stephanie Abbott?
was it like? ! ¢ Didier Quvrieu?
3 What do you wear when you go to a formal 2 Change the words in bold o correct the
event? ; expressions.

i 1 I'm delight you could make it this evening.
2 We're very fortune to be able to use ...

3 Id like you to meeting Stephanie.
4

It's an honourable to have such d
: successful partnership.

5 Id like fo intfroduction you to George
Potter.

: 6 It's my very great please o have you all
here this evening.

: 7 Id like to extension ¢ warm welcome to ...
: 8 Id like to express my heart thanks fo our

SPONSor ...
Speaking - 3-Languc:ge box
1 You have just finished hosting an event : : We use focus deerbs to highlight key
for sponsors held at a major art gallery i _Informahon The posmon of the adverb can
in the city.The venue was perfect for the - _-;chc:nge the meaning of the senfence:
number of guests, the food was delicious.  jye got just the present for you.

and the gallery owner went out of his way
to make the evening a success. All the el
guests complimented you on an excellent - ve got fhe present just for you.
evening.Thank the gallery owner (your = = 'ts for you, and no one else)
teacher). s _'.Damler_; worked only on the lighfing.

(= he didn't work on anything else)
 Only Damien worked on the lighting.

(= no one else worked with him)

~ There is at least one distribufor interested.

b .'(ﬁ a minirtum of)

-_ ;;At least there is one distributor interested.
= fortunately, happily)

: -_(— the presen'r is perfect for you)

e iaclmoaco mrres - S



‘0 4 Now listen again to check your answers,

Hint
- Mdke a polite and enfhusiastic i
fadion by sﬂessmg fhe auxiliary wem
You will be coming olong, won't you?
* You must come along fo the premierel

. Writing
3 Match the expressions in 2 with the i 1 Use the prompts below to write o formal invitation.
functions below. : . ;

) ! have the honour of inviting / a dinner / fo be held /
welcoming people [6][ ] | Kensington / High Trees Hotel / 19.30 / Saturday 16th
infroducing people to each other [ ][] February.
saying how pleased you are [ ][ ][] celebrate fifteen years' collaboration / partners from
thanking [ ] 5 Milan, designers Gianni Fanone.,

also my pleasure / inform you / the reception /
! hosted by His Excellency the Ambassadcr of Ifaly.
5 The expressions in 2 are all formal. How : 2

could you express them less fermally? 5 Your company is hosting an event fo celebrate the

opening of your new, expanded offices in the city

6 Read this extract from the first dialogue. ; centre. Write a formal emaiil to invite guests (e.g. key
Why does George change the topic of clients, the media) fo the event. Use your notes below.
conversation? What does incidenfally

mean? 5
Richard  Without a sponsor of your calibre, Date — Frida\f March ISﬂ"
a festival such as this just wouldn't ;' v
happen. s an honour fo have ; enue — The London Eye
such a successful partnership. ; (note: bring (D for secur )
George Well ... | Incidentally, how's the 1830 — "

drinks and canapés

festival selling? £
ariners / spouses also invited

S _; Lesson record :
You might even meet someone famous. 1 3 new words 3 useful phrases B
(= there’s a small possibility of mee’rmg I from thislesson  from this lesson I
someone famous) o I
Even you mlghT meaet: S@meche'mmeus. I . B o T R T [ ]
(= ifs unusual for you fo meef famaus A N NUSS—_— .
e ' : . SN . . :
Look 1 i
S 1 Things fo remember i

Look at listening script 2-’-11 on pqge"' '31—132. : 1 =
Find other examples of phrases US1 : i
adverbs. i i
i
|
|
i
]
|
i
|
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In this lesson you wi
useful language for
on information ifie

Starter

&
%0 1

izing

socCida

Listen to

How to gossip

questions.

spea

How would you define gossip? Is there a lot
of gossip in your workplace?

1 What is|l _ h cor
2 Is this information necessary for

kers' work?

2, Speaking
"0 1 Listen to the conversation between two of
your colleagues: a workplace frainer and

his manager.

2 Imagine you overheard this conversation
and now want to pass on what you heard
to another colleague of yours. Role-play
the situation with your teacher,

3 You want to pass on some gossip. Tell
your colleague (your teacher) the gossip
below. Add details fo make it sound
interesting.

« Your office will be relocated.

» Two of your colleagues had a row at the
Christmas party.

= One of your colleagues has just bought
a very expensive new car.

business one © one

Dialogue 1

Dialogue 3

. said that ’rh_e_. compgany was closing down,

 three years.

Listen to four dialogues where colleagues

. talk about gossip and answer the questions.
1 Why did Juan and Christa argue?

2 Why do the speakers think Mike is in
charge of the new project?

3 Why is Sarah being laid off?

4 Why was Tony's expenses claim high?

Listen again and complete the table. In
each dialogue, how does the person
infroduce the gossip? How does the listener
show inferest?

duce gossip Show interest

~ Language box

 As gossip offen involves passing on information
- from someone else, reported speech is

~ frequently used. Remember the main rules of

~ reported speech. The tense usually changes

= (one step back):

- The company is c;Iosmg down. = The director

_ I've been working here for three years.
= She said she had been workmg there for

 We'll finish the research.

f i They scud ﬁwey would finish the research.
Tha tense does not thnge in the second and

third <3€md4h¢nm ahd in seniences with [ wish,
efc

i i{en shqwed more enthusiasm, he might get
._.pfomm_‘eﬁsi. = Beryl said that if Ken showed
~ more enthusiasm, he might get promoted.



%y

Hint

There ore marw phrases used ia shew Thcﬁ the : 2

informetion pussed on: |5 conhdemmt

Between you dnd me she's handed in her nonce'. .
We'll be able 1o fake you on niext month = but
this information is off the record af the moment.

g |
"0 3 Correct the mistakes in the sentences.Then

listen again to check your answers.

Diglogue 1 Juan had phoned the client
when Christa was on holiday.

Diclogue 2 Mike’s going to be in charge of
the new department.

Didglogue 3 Pete practically begged Sarah
fo stay and offered her overtime.

Diglogue 4  After Tony's last trip the boss had
said his expenses were fine.

The tense does not change if the fact is still true

or reporfed soon after the direct speech

Costs are too high
= The boss said that costs c:re ?oo hlgh

We can use a reporting verb _rcfh'er %hdn-
repeating the message word for word:
Heikki said that he wouldn't leave,
= Heikki refused to leave.

The suppliers said that we broke the vc:ses
= The suppliers accused us of breclklng ’rhe
vases.

Look o _
Look at listening scripts 25.1 and 25.2 on page
132. Find more examples of reporfed speech
and reporting verbs. :

- Hint
'Remember thot word order changes In reporfed
- guestions.

What time will you finish work? =» He asked

- me what time I finish work.
‘Not He-a

Writing

1 You receive the following email from your former
colleague, Kelly, who you are still on friendly ferms
with. Write a suitable reply felling her what has been
happening af work since she left. Try to use language
from Expressions and the Language box.

. really friendly and | usually have lots to do to keep me

Kelly

Thought I'd drop you a line as | have a quiet moment in
the office.

| can't believe it's already two months since | left! Time's
been flying by and | feel like I've been here forever, It's
quite a different set-up from the old place, but everyone's

busy. | do miss my old job and colleagues though. Hope
you're all well, and surviving without me! ©

So, what's been happening there? Any news? Write

and tell me all the gossip — especially about Jack and
Annal And about the supposed changes we were always
hearing about.

We must get together for a coffee as well, when you have
time. Well, better get back to work. Hope to hear from you
soon.

All the best,

Lesson record

3 new words 3 useful phrases

from this lesson from this lesson

| W R
e A S e
3 e S BN AR N R

................................................................................
.................................................................................
.................................................................................
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How fo make a speech

In this lesson you w
language for mak
speech at a sofl

Expressions

Arrow Holidays is a travel agency in the
. south of England.The agency always
organizes a dinner for branch managers
at the end of their peak season. Helen

Starter Willis, the managing director, makes a short
speech before the dinner. Listen to the first
1 When did " part. What's the first point she makes?
gave it?

Listen to the second part of her speech.
Mark the sentences true (T) or false (F).

1 Arrow Holidays had made a mistake with
some flight reservations. ...

2 Part of Deborah’s job is to accompany
holiday-makers to the airport. . ...

3 Helen admires the way Deborah handled
% the situatfion. ... .

2 Inyourop
speech?

© 3 Listen again to the second part of Helen’s
: speech. Number the words in the order
Helen mentions them, and then retell

5 the story.

E a 1. Mallorca - agent

i b . Heathrow h . nofified

G = overbooked [ co—" such shart
d . appreciated notice

e .. gate J el DG

T el one day
Saturday

(@) Speaking

_E 1 Describe to your teacher the different

~N social or professional occasions when o u

S— speeches are made in your country. expfess _severcrl d[fferent concepts about the
.g 2 You are a manager in a large company. st* )

O Your assistant, Mae liou, is leaving the 'Musf |s used ha express a logical deduction
o company fo start a new job. Study your '_c:bauf a pc:s? ﬂc’non or event:

o notes below and then make the speech e finished all the work in just three hours.

at her farewell party. ~ He must have worked quickly.
‘ 5_: I_No’re thxe opposﬂe Qf must in this sense is
_ couldn’t (or can't):

. They couldn’t hcwe dehvered the documents
yes’r srday.” The office was closed.

Mae — joined company 1l years 290

First laboratory technician [ assistant 9 years ago

Pleasant, hard-working / excellent colleague.

\mportant role, in new product development - last 2 years
Sorry see hier leave / wish all best newijob . .
Gift / company + thank / propose a f0ast

e A TR A R

~ Could (or may) is also used fo express a
possible reason or cause of a past action:

' The damage could (may) have been
> result of poor mainfenance. (= strong

R e ool

business ong @ ona
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‘o 4 Putthe following words in the correct order
fo make expressions that Helen uses in her
speech.Then listen o the complete speech
again to check your answers.

Extract 1

1 just / attention / a / have / could / your /
second / for / 1?7

2 fry /be /| /[ brief / can /1o /as /Tl [ as,

3 company / congratulate / the / behalf /
you [ like /all f on / I'd / to / of.

4 bear [/ while / with / pledase / short / for /
me / a.

Hint

- We somietimes add and siress the word well afier
- could or might to emphasize the passibility of
:'__somemmg in ihe past:

He could we!l have forgoﬂen the meeting.

s if’s very likely that this has hoppened)

j’_The dowrnems might well have got lost in the post.

Writing

1 You work in HR and one of your jobs is fo choose the
‘Employee of the Month' and then present the award,
making a short speech. Look at the extract from the
email recommending someone for this award.

. morning (in his free time) he drove his own car 100 km to

Last Friday we recewed a complaint from a client about i

delivery of the wrong components. Normal procedure is o

send the correct components the next working day — in this

case the following Monday. Instead, Jean stayed on until
21.30 on Friday getting the order ready. On the Saturday

the client's factory and made the delivery before 9.00. The

Exiract 2 ; client has since promtsed Io increase his orders.

S as / saying / was / well / | ; R e ;

6 bring / an / speech /to / end / so / :
my / to. : 2

7 being / and / you / patient / so / i
attentive / thank / for / everyone.

8 Id / proposing / like / foast / by / 1o /
end / a.

filditsin

AT

You decide to choose Jean as 'Employee of the
Month'. Prepare some short notes for your speech
using information from the email.

You feel nervous about making the speech from your
notes. You decide to write out your short speech fo

| thank Jean for what he did, using language from

i Expressions and the Language box.

; :Look

- look at lrsienmg script 26.2 on page 133. Find and
._underllne examples of phrases using modal verbs with
._hove + pcns’r pc:rhmple

_---------------------------'

_ : Lesson record :

Might (or may) is used when 1here is more 1 3 new words 3 useful phrases ]
doubt or uncertainty: S A from this lesson from this lesson 1
Who knows what might have happe”e‘-’" : . — T :

(= number of posmbiii’nes) ; z 1 B ' . [ |
They may have phoned when _f was ouf 1 B s mnenonie T L . N— '

(= have no idea if they diid) - I T— L T SO f

- '

Should is used to express an evenf fhof wos : 1 I
scheduled but didn’t happen: g Things to remember 2
They should have been here hours ogof” s ,

: | |

orwhen a possibility existed but wc:sn T faken:--_. O G i
advantage of: = i |
She shou]d hqve qsked for he|p egr]i@r : ................................................................................ :

or when something happened which i . difncult R i
fo understand: S B G e B LSS SR i
There shouldn't have been C‘”V pf@b’e’“s B . :
with the installation. I¥'s usually easy. ; : : :
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How 1o show someone round

In this lesson you w
how to guide a visi
your workplace

Starter

1 When you
do you likal
or not? W
on such a
negatives?

2 Here are some tips from a management
course on dealing with visitors. Complete
the tips.

« explain

I o L e
« infroduce

e eNsure .

« establish

¢ show

s QNSWEer ... ... . .

Speaking
1 If your lesson is in your place of work:

= show your teacher reund. Where
appropriate, describe locations,
infroduce people, and explain what
is happening. '

If your lesson is somewhere else:

e draw a map of your workplace, but don't
label any of the locations. Imagine you
are showing your teacher round. Point
at places on the plan as you falk about
them.

86 business oe | eng

- Expressions

‘o 1 Two important suppliers are visiting the
offices and warehouse of Boogie-Woogie
Babies, a nationwide distributor of baby
goods. Listen fo Bob Senko, who is showing
them round. Starting at Reception, draw a
line to mark the route they take and label
the locations they visit.

Lq:nguage bax

A noun phrase is a piece of language that
~acts as if it was a single noun.They are widely

‘used in English. To check if something is a

~noun phrase; see if it can be substituted with

' pmnoun It these examples, the underlined
: fion can be replaced with the pronoun in
":-braclce'rs at the end :

Gxn nmw' where fhe mefson who usugaily
' at chair has gone. (= he)

Go Thr@ugh the small green door af the end
-'f; @f ’rhe camcjar cmd ctsk fo speck fo Suzy. (= if)

E ejhe great success it has been, (= ‘rhem)



oduce colleagues in a positive way, use:
ﬁmns such as these: :
lly ¢ don’t know what we'd do without her. -
---Hea the man who single-handedly keeps

i_he company running.

She’s a real asset,

Writing
7 , . .
02 Which of the following strategies does Bob 1 You have been asked to write the script for a self-
use during fthe four? guided dudio tour of a business location you know
1 Explaining what is in a location using We ] well. (The script will be read by a well-known actor!)
have ... here Prepare the script, remembering to include clear

instructions so that the user knows where to go,
when to furn, and so on.

(7]

2 Drawing visitor's attention to what is in
front of them with As you con see ...

3 Mentioning potentially embarrassing
locations with Oh. by the way ...

4 Asking politely if his visitors want to see
more with [ wonder if youd like ...

5 Infroducing key information with In fact, ...
Listen again to check.

3 Put the words in the correct order to make
some of the expressions that Bob uses to
guide his visitors round.

1 start / here / we / as / our / well / four /
might.

2 the / with / Nestor / share / through / is /
straight / office / | / here / main.

3 at /the / baek / through / @ / door /
and / there's / fo ... / directly

4 corridor / fo / if / get / went / wed /
back / Reception / that / short / we /
cdown.

5 first / here / over / come / let's.
6 over/ need / the / it's / you / just / if /

toilet / here.
S Lesson record
Noun phrases can contain other noun phrases 3 new words 3 useful phrases
within them. For example, in the 5en’rence - from this lesson from this lesson

We met a very helpful senior mcmﬂmga_awho
knew all the answers. about the prop
were inferested in. (= him)

there are also the noun phrases:

all the answers about the prcaposal we were.
interested in (= them) -

and: e
the proposal we were interested in (= i)
Look

Look at listening script 27.1 on pe;g - 33 and
find examples of noun phrases with eight
more words. What pronoun could yo -subs‘n‘rute

for each one? i

business one ; Dre 57



_ Expressions

= 1 Canners, an advertising agency, is putting
together a series of infernet advertisements
for Fame Foods, which has recently opened
@ branch in Prague. Alison Hill, an account

Starter manager at the agency, is phoning casting
agencies to try fo find a native speaker of
1 How would Czech with good English. Listen to three
following item short dialogues. What response does each

would you Us

friends, colleagues, an onlir

shops, a flea-market)?

» a second-hand digital piano

« an inferpreter fo franslate to a rare
language, e.q. Gujdrat or Latvian

person give?

s O samovar

¢ someone to assess costs on installing solar
panels at your office

« O marguee

2 Have you ever had fo find something
unusual? How did you go about it?

Speaking Language box
1 Choose one of the items from Starter. Short adverbs of time usually come before the
Phone around fo fry to get hold of it main verb:

using phrases from Expressions and the
Language box to help.You may need fo
make several phone calls! Your teacher
will play the other roles.

The: meetings invariably fake much more
than an hour. (= always)
I can rarely cross the bridge easily in
rustrhour. (= not very often)
Adverbial phrases are usudlly placed at the
beginning or end:
Try o gel hold of James. In the meantime, |'l
phone Alex. (= while you do that, usually front
posiiion)
We get enqguiries from abroad every so offen.
{= some&times)
QOnce in @ while | get home before 6.
{= nol very ofien)

business eng : gne



Hint ' ' Hint

The following phrases halp estubiish contact with Actually is a “folse friend’ in some longuages
someche you're phoning for the first ﬁme_; i) and meons in fact. or is used to infroduce
I got your number from Smith Casting. disagreement. If does nof mean now or currently:
I was put on 1o you by o colleogue of mine. Actually, if I can cerrect you there — I'm based in
I guther you deal in wines from Souih Amesica. : Boston, nol New York.
Writing
)

*2 Listen again fo the dialogues. Write down 5 1. You have been trying fo get hold of a laptop batfery
the phrases which include the following ' for your boss. He needs it before his trip this weekend.
pairs of words. You have already phoned a number of places,

1 understand / specialize : including two shops, the manufacturer, and a private
1 understand you specialize in gccenis, : dealer, but without success. Write an email to your

boss to explain your progress so far.

wonder / help
frouble / find
numiber / Smith casting ... ... ..
you / bear
sure / right
fry / hold
advise / else
9 suggest / phone
10 hope / help
11 right / think
3 Now match each expression in 2 with its
function below.
infroducing and clarifying what you want
(I
asking for help politely / indirectly

L0

explaining where you got the contact from

0~ o0 B WM

Look

Look at listening script 28.1 on pages 133-134.
Underline examples of adverbial phrases. In each
case, check the position of the adverb. Could it be
placed elsewhere in the sentence?

encouraging the other person fo listen

| Lesson record
Expectation adverbs and phrases - as yet and

3 new words 3 useful phrases
so far, not any more / not any longer - are used from this lesson from this lesson
o relate something within o fime period. Notice 1 y
the position in each case. As yet is usually used N
in negative sentences: : : B S s S E—
They hoven't got back fo me as yet. . S O

(= up untit now)

As yet, there are only two applicants.

We haven't as yet told her the details,

So far no one has applied. (= up until now)
Ten colleagues have signed up so far.

Only Carol so far has filled in the form.

I don't work here any morte / any fonger.

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

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

business ane : one
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In this lesson you
how to organize ¢

'rhe 1elepho

Starter
1 Match the dings
(a-e) of t a

Vhich one

you think

conference call
are most helpful?

1 Set a clear agenda beforehand and ...

2 [fthere are more than five people in the
call, ask them o announce who they are
every time they join in ...

3 Give one person the job of ‘'monitor to
keep a record of what people say and ...

4 As host, make sure everyone has an equal
chance fo take part and ...

5 Consider running a conference call 5
during which people are also online ...

a fry not to let one or two people dominate.

b ask people fo familiarize themselves with it.

¢ toremind people of topics that have been
raised but not dealf with,

d so that key documents can be viewed
and discussed.

e so that others know who is speaking,

Speaking

1 Role-play a conference call for three
people.You are the host. Your teacher will
play the other two roles. Befare you start,
decide together:

« which company is having the
conference

» what the main fopic of the call will be

« who the participants will be

» what the viewpoints of the parficipants
are.

When you are ready, start the conference
call. Try fo use language from Expressions
and the Language box.

business ona  one

-~ people or situations when we do not know

make conference calls

pressions

David Grade is a senior executive with
Courierwise, a large mail delivery company.
He is about to host an international
conference call. Listen to the start of the call
and write down where all the speakers are,

Y s imemna BABERE S s
Manu o £
Complete the sentences (1-6) with the
words below. You will need to find the correct

position of each word. Listen again fo check
your answers.

call  specking fully itemn
briefly fechnical

1 Before we move on to the main agenda,
could | ask everyone 1o intfroduce
themselves, please?

2 The usudl reminder: please remember fo
say your name whenever you starf,

3 Can | just check if there are any problems?

4 And whatever happens, please don't put
this on hold,

5 During the call, I'd like you to keep d note
of any topics that have been raised but
not discussed or answered.

6 Let's start with one on the agenda.

Language box
Whoever and whatever are used to falk about

exactly who or what is being talked about. They
are also used when it does not matter what
specifically is being talked about:

Whoever takes over Lary's job has got a lof

of work to do.

Whatever the boss thinks, | think we did well,

Whenever can mean every time:
| get nervous whenever he checks my work.

Whenever also means af a fime of your
choosing:
Whenever youTe ready, please come for a
chatin my office,



Hint

When answering the phone to an unknown coller,
it is normal to say who fs doing the answering:
Pedro speaking.

Hello. Pedro here.

Pedro.

The speaker in this last example may come across
as confident and busy, but also a little impatient

S ~ Writing
@ .
©3 Now listen to the rest of the call. Mark the 1 A friend in another country has written you an email

senfences true (T) or false (F). | saying that he has been told to host an international

1 The conversation is a discussion about a conference call tomorrow, He is worried because
recently won contract. : he’s never even taken part in a call of this kind before.,

2 Some participants are less knowledgeable Wfrfe a reply giving him advice and suggesting some
than others about issues being discussed. things he can say and do.

3 One of the conference participants has o
fechnical problem during the call.

4 All participants are broadly in agreement
over the main issues.

5 The ground rules aren't followed once the

» call progresses.

0 4 Replace the words in bold with words from
the call.Then listen again fo check.

1 OK who would like to start the discussion?

2 Marisa Sorry ... We'e speaking at the
same fime.

David Continue, Marisa.

3 David  Sorry, Marisa. | couldnt catch all
of that. You might have a very
bad line there ...

Marisa  OK. I'll return soon.
4 Sorry, | heard the end of that conversation

but I couldn’t understand who was 5 Look
speaking. :
5 Let's repeat it again. : Look at listening scripts 29.1 and 29.2 on page 134.

Find more examples of however, whatever, whenever.
s e sk e R S R and whoever.

.--------------------------‘

1 Lesson record :

However can indicate that the quantity of I 3 newwords 3 useful phrases i

something makes no difference fo a situation: b from this lesson from this lesson 1

However many folders we buy. it's never : Wissaivamsirnisgs T T — :

enough. ' ' "

- - SRR ———

However can also mean in any way: 1 :

However She does iT. Ilm SU{e i*'” iook great : 3 ................... 3 ................................................. .

You can use -ever words to make a question : Things to remember :
sound more emphatic, more surprised, or

more curious. For example, Whatever ... ? and : ................................................................................. :

However ...? are similar in meaning to What on ' i

. ahd How h et B A TR :

HoWGver dfd rhey Wln ﬂ-]c”- Contrcct? . ............................................................................... l

Whatever was he doing in the office at that S SNl 1

hour? k §

B oo s A B S S N N e B B S n s |

| ]

l ................................................................................. .

] |
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In this lesson yo
how to help so
is having prob!
equipment.

0

pressions

Three people are gefting help with some
equipment. Listen and find out what the
equipment is and what they learn to do.

In 1-4 below, the words from two separate
instructions from the dialogues have been
mixed together, Put the words in the correct
order fo find the original instructions. In each
case you have been given the first words.

1 about /'Options’ / for / five / them /
seconds / the / menu / down

d Hold . ...

2 Look at the pictures of the three items of Find
equipment. Think of five key words per . '
item which you would need in instructing 2 fr:fk /the / third / the / table / card /
someone how fo use them. Are any of the : e/ o/ box
words the same between items? : Elfo Tl

i Click ...

3 edge / smoothly / the / the / front /
‘Administrator’ / of / the / over / the /
card / PDA / butfon
Rall sn e
Choose

4 back / when / me [ what /it /in/
get / exactly / happens / you

Starter

1 Are you The
learning how o Use jadget - or the
kind that prefers to ho 1ings explained
to them?

Bring
Tell ...
Speaking - Language box
1 Take out an item from your bag or pocket If you happen fo do something, you do it by
{e.g. your mobile, a laptop, a calculator, g chance without planning:
music player) and pass it to your teacher. | happened fa see their chief negotiator in
Explain carefully how fo use it. (To make . thecafe.
it more challenging, go to another room Shae s st :
and give the instructions by phone or sit The expression | happen fo is used with verbs
back to back.) like know, believe, consider, etc.fo give a sfrong

persondl opinion:
o h_app__eh_ to think that this policy is
completely misguided.

That happens fo be ... and As it happens are
used to give contrasting, surprising, or shocking
information.They are offen used ds a reply
when you are upset or want to disagree:

A What an ugly car.

B That happens o be ming.|

- A As usual. no one has o copy of the agenda,
B As ii happens, | do.

business ane . ong




. 23 Listen again to check your answers. Do

you hear any other imperative verbs in the
diglogues?

4 Match the sentences (1-8) with the

functions (a-h).

You're not in @ tunnel, are you?

Well, | suggest you do a system reset.

It's got a red circle on it.

IF'll beep and the system will reboot.
And the card should appear on screen.
Tell me what you see affer you tumn it on.
That's not a big problem.

Now, instead of selecting Robert’s name from
the list, choose the 'Administrator’ button,

N O bW N -

a Telling the user to do something in o
different way from previously

b Requesting the user fo describe what
happens or what they see

¢ Explaining what the user will see if an
action has worked correctly

Finding out the context or situation
Reassuring the user

Offering @ solution that offen helps
Explaining how to recognize something

Explaining what the user will hear if an
action has worked correctly

g Q - o O

Whatever happens means ‘Although the :
outcome is unpredictable, it is vital that ...

Whatever happens, make sure they sign the
agreement today. :

Use Whatever happened fto ... to ask about g
person that you haven't heard of for a long
time:
Whatever happened to Juan? You know -
he used to be head of marketing.

These things happen is a fixed expression that
means 'Don’'t worry about it - because there is
fnothing you can do about it’; :
A | thought my report was quite good - But
she said | need to rewrite half of it
B These things happen!

Hint

Use only (ond siress it) fo emphasize how
surprisingly lucky someane has bean,
Would you believe his luck? He only got
promoted!

She must hove written o good fender.
She only won the whole contract!

Writing

1 Choose one piece of office equipment that you
regularly use (e.g. a photocopier, @ scanner, an
electronic hole punch). Write a notice to place near
the equipment felling users what to do if they have
fhree common problems (e.g. for a photocopier: a
paper jam, running out of toner, wrong size zoom).

Look

Look at listening scripts 30.1-30.3 on pages 134-135,
Find more examples of happen.

Lesson record

3 new words 3 useful phrases

from this lesson from this lesson

Vi . JO——————— —
- O -
- - I

Things fo remember
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In this lesson you will lec e Expressions
how to make vour /T g 1 Look at the first and second drafts of
briefer e : £ ; Brockner Search’s e-newsletter, What is the

= purpose of the email? Which draft is more

effective and why?

Starter ;?
1 How does

Ie\{el stuff‘? Would you Ilke to reduce staff turnover‘?

T }ca-&..- i : FiEsifari ey

Read on for our top tips on how to retain employees. g
1 It's important that you are ready to listen to your :,.f_
employees’ ideas at any time. The companies which have
staff who are more satisfied are the ones who do so.

2 Be sure to match your competitors’ salaries or to better
them. One of the activities of Brookner Search is the i
provision of salary survey information. i

3 Offer real opportunities for the development and '
promotion of employees, including future plans for
succession which are realistic, It's usually some kind of
development which is valued more by employees than
remuneration.

4 Ensure that the person who's best for the job is hired
in the first place — Brookner Search has a successful
past history of matching candidates to vacancies at an
executive level.

We've already reserved our place at the Recruitment fair,

If you haven't already done so, reserve yours now!

The function of Brookner Search is to deliver and retain

the best mdmdual candldate for each p03|tlon

Practice Language box
1 Rewrite this email fo make it more concise. We use substitution to avoid repeating words or
phrases.

One and ones are used instead of countable
nouns:

Brad usually writes good newsletters, but this
one (= This newsletter) is quite poor.

I AT M AT B,

Dear Sir / Madam
' | read with interest your newsletter — received via email.
Although our company is small in size, we currently have
various different positions which are vacant. It is the most
senior level candidates which need to be selected most
carefully.
A number of search companies have been used by our
company but we are not fully satisfied with the company
we are using currently. | believe the search company
should focus more on our corporate culture, but they don’t
seem to focus more on our corporate culture.
I would like to have a meeting with you to discuss how you
can help us with our recruitment and with our retention.
Faithfully

Jeroen Verwoert

We use it fo replace a definite, specific object:

s Brad's newsletter good? | haven't seen it
(= Brad's newsletter) yet.

Possessive pronouns are used rather than my
one, his one, etc., unless there is an adjective
before the noun:

This is your calculator. Have you seen mine
(= my calculcter) anywhere?

The new carfeen is much better than our old
ang. (= our old canteen)

|

QL SR e

..mm}:m!mm,,.
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Hint

Avoid-using pairs of words which imply each ofher:

free giff, unexpected surprise, Baal oulcome,
varats differences, end result, imporant
essentials, basie fundomentals

2 How are these phrases (1-8) from the first draft

S M expressed more concisely in the second draft?
; P T T EXAT L ~
Fleduce your staﬁ !umover' 1 Would you like fo reduce staff turnover; (subject hne)
B TR R R 2 Ii's important that you are ready to listen to
Read on for our top tips on employee retention. 2 One. c.)f el picHivities of Brgokner Sf.—;\orch wihe
provision of salary survey information

1 Listen to your employees’ ideas. The companies 4 Offer real opportunities for the development and

with satisfied staff are the ones who do so. promotion of employees
2 Be sure to match or better your competitors’ = 5 USUGW Some hind of clevelapriEnt Wikh ik

salaries. Brockner Search provides salary valued more by employees

survey information. 6 the person who's best for the job is hired

- 7 i Tiv el
3 Offer real opportunities for employee vcacqnmels aren exseutiveley . :
8 The function of Brockner Search is to deliver and

development and promotion, including realistic
succession planning. Employees usually value
development more than remuneration.

refain
3 Which of the words in these pairs are unnecessary?

4 Ensure you hire the best person for the job a future plans
in the first place — Brookner Search has a b past history
successful history of matching candidates to ¢ individual candidate
executive vacancies.

We've already reserved our place at the
Recruitment fair. If you haven't already done so,
reserve yours now!

Brookner Search delivers and retains the best
individual candidate for each position.

: Lesson record .
We use do (in the right form) + so instead of B 3 new words 3 useful phrases §
repeating the same verb and object: B from this lesson from this lesson ]
You promised to reply by Friday, but you :: N S :
havent done so: e e e e e 2
A S O

We can leave some words out (elhpms) instead 4 _ ¥
of repeating them. -: - Y O - T ———— :
If a subject noun phrase is repe fed, we can ] |
omit it: ! B Bed g 'hings fo remember §
The printer made @ funny noise and Hhe ': ................................................................................. :
printer stopped working p _ .
] |
Look R T e o 5
Look again at the emci}s in E_Xpre_SSEOﬂS'. Find : ................ U :
more examples of substitution and ellipsis. AR e B
i 3 i
. ................................................................................. .

i |
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pressions

Régine Arkady is the director of a souvenir

distribution firm in London, Read the two

emails and answer the guestions.

1 Whaot is Régine pleased and nof pleased
about?

2  What would Régine like to happen as @

result of her emails?

In this lesson you.m
i

how to be clear ai

in a formal e

1

LF"th.o_type -fmo'r_l-_ohdon Eye Souvenir

S T A P AP VAP S

Dear Mr Da Silva,
Thank you for sending the prototype model for our new
London Eye souvenir.
We have now studied it carefully and we would like to send
our gratitude for the high quality of your studio’s work. We
also felt pleased about the speed with which the design
was completed. Would you mind if we used this as the free
sample that we give away to our potential retailers?
¢ Would you also be able to prepare some more items
for us? We are thinking about creating a new range of
Stratford-upon-Avon souvenirs and have some preliminary
design briefs for these. | wonder if your firm would be
_ interested in co-operating on this new project? Please get
i back to me if this would be possible.
: Yours sincerely,
i Régine Arkady
2 What guidelines do you know for writing ¢ . 1 Takeaway Memories London Ltd
formal email? Are there any common fixed o e e e
expressions? What should you avoid doing?

Practice Language box
1 One month later, some of Régine’s own It is imporfant fo be able fo state clear, firm
customers are unhappy. Here are some requests, demands, and guestions in a formal
notes made by a retailer who has been email without sounding rude.
waiting two weeks for a promised delivery = =
from Takeaway Memories. Write his email. soplences Wﬂh I would can make a demand
sound less direct. The structure | would be

grateful if you could / would ... is used fo
request an action:
i would be gratefut if you could confirm that
you will rectify this problem.

Ondered 1

Would you mind ... is a polite way of introducing
a request. It is offen used with please and
always needs a question mark:

2 Print off three formal emails you sent
recently for work. Make changes fo Would you mind sending the email again,

improve them based on what you have pleqse?
learnt in this unit.

i idiness e T fIne



Hint

We-normally avoid imperatives on
their own, The word please con
soften some requests and demands:
Please assure me that ¢ corrected
consignment will be dispatched.

Not Assure-me-that-—

2 Look at the two emails again and find:
1 three different ways that Régine thanks the

Problem thh shlpment KTK56P

sl e Bt o A S A 2ons e RE TR AT,

Dear Mr Clarkson,

Thank you for consignment KTK56P of 3,400 items
from your factory received Thursday 7th May. We
are grateful that the agreed deadline has been met.
However, | have to tell you that some problems
have been discovered with the shipment.
Unfortunately, one of the product lines is faulty:

The 10 cm Big Ben models (reference 237) have
not had hands or numbers painted on their clock
faces as specified in design brief KG623. In
addition, the models do not stand perpendicular but
lean at an angle.

tourist season, | would be grateful if you could
organize an immediate replacement shipment of the
faulty items. Please let me know as soon as they
are ready.

| stress that we have been very satisfied with
previous orders received from your factory and

I want to make you feel certain that we hope to
maintain a long-term relationship.

Yours sincerely,

Regine Arkady

Takeaway Memories London Ltd

As these items are urgently required for the summer ¥

oo i cuidinalinng s

Make indirect questions with phrases such
as | wonder, Do you know. Could you tell me,
followed by if / whether or a question word
(who, what, etc.):

Could you tell me how much it costs?

I wonder if you could tell me how much
it costs.

Look

Look again at Régine’s emails in Expressions.
Find more ways of stating requests, demands,
and questions in a formal email.

email recipient

2 one way that Régine offers thanks that is
conditional on socmething being done

3 one way that Régine enquires if some work
is possible

4 two ways that Régine asks for a response.

3 When Régine asked a colleague to check her
formal English in the emails, he suggested using
some of the following verbs: appreciate, assure,
consider, inform, convey. notify. Replace the words
in bold in these sentences (1-6) with one of the
verbs in the correct form,

1 I have fo tell you that some problems have been
discovered with the shipment.

2 We are thinking about creafing a new range

3 We also felt pleased about the speed with which
the design was completed.

4 Please let me know as soon as they are ready.

5 | want to make you feel certain that we hope fo
maintain a long-term relationship.

6 We would like to send our gratitude for the high
quality of your studio’s work.

T O T A R T P / A

Lesson record

§
4
3 new words 3 useful phrases B
from this lesson from this lesson g

B

-‘-_'-ﬂ-‘ﬂ---_-_--.-

=
=2
=
&
)
g
Q
@
3
@
o
o
@
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In this lesson
how to make
clear.

Starter

1 Which of &
in order to
» useful subj
» direct requests
« pullet points and numbering

paragraphs

different colours or fonts

keeping the subject as close fo the verb .
as possible |
« specific references !

« shorl sentences

Practice

1 Rewrite this email to make it clearer, using
the language from Expressions and the
Language lbox.

T e

Dear department managers,

We've been having some security problems, so we're
thinking of introducing a security system which is operated by
swipe cards which bear a photo of the owner. This is instead
of a less effective code-operated system. We're concerned
about security in the departments which receive a lot of
visitors. This means that we are making a list of the average
numbers of visitors to each depariment. Please help us by
supplying this information.

Best regards,

I cinace: Mimas  mirie

Xpressions

1 Kazuo Saitou is the regional manager for a
supermarket chain. In response fo a local
supermarket manager, he has written the
mail on page 69. What do you think Daniel,
e supermarket manager, wrote in the
riginal email?

‘Complete the email with the phrases below.

as such  arising  in guestion  referred 1o
the former  inthisway i the meantime
rather than  regarding  the lafter

3 Rewrite the senfences using the phrases
from 2.

1 The member of staff who is being
discussed acted inapproprictely.

2 | will provide more details in our meefing.
Before then. you may like fo review the
procedures outlined in the handbook.

3 We recommend both scheduled visits and
spot checks. Scheduled visits allow stores
to show their best side and spot checks
keep staff on their toes.

4 \We will discuss the matiers which came
out of the visit in our next meeting.

5 We advise you fo provide written insfead
of oral feedback.

Language box

Reduced relative clauses make writing more
concise. The relative pronoun is omitfed and

: +the verb takes the form of the present or past
participle:

The man sitting over there is our new boss.
(= the man who is sitting over there ... )

If the verb is active, use a present participle

(-ing):

The man working with me in Los Angeles is
- Malaysian. {= the man who works with me in
Los Angeies ... )

if the verb is passive, use a past participle:
You haven't vet paid for the goods delivered
~ on 12th November. (= you haven't yet paid
for the goods which were delivered ... )



 Hint
To make your emall clear, use a subject line which
tells the recelver exacily what the email is about Far
erample: Corrections to minutes of meeting of Sth
May, rather thon simply Corrections or Minutes,

Urgent action re mystery s_hopper_ report

e el T e Ig e i S C PPy T i L TN Rt g E L e P
Dear Daniel,
Thank you for your response to my email 1 .. ... the mystery shopper
report. We will discuss the issues 2 ... _in more detail at our meeting.

8 .| recommend immediate action in three areas:

1 Tidiness and cleanliness

As you are aware, the report deséribed empty boxes discarded in the aisles and
staff wearing dirty uniforms. Neither of these is acceptable as they are health
and safety issues. * - also impedes the flow of customer traffic around
the store, whilst damages customer confidence.

You mentioned that the uniforms were dirty because staff had been cleaning

the stockroom. Nevertheless, if you see a staff member inappropriately dressed
..................... » You should instruct them to go and change immediately.

2 Customer service

Staff should assist customers looking for particular items by guiding them to the
item” . and checking it is the product being sought.

You wrote that this is not always possible but the incident & in the
report actually involved an item located in the next aisle.

3 Iltems out-of-stock
According to your email, this problem was caused by the supplier going
bankrupt and 9. o, Was difficult to prevent. You should:
* fill the space left by the missing items with similar products, 1© .
leaving empty shelf-space
* instruct staff to advise customers on similar products available

Best wishes,
Kazuo

yn-u-—u-—-n----------------‘

_ : Lesson record :

A present continuous passive can be expressed i 3 new words 3 useful phrases ]
with being + past participle: 1 from this lesson from this lesson i
We need o cut back on the monay being L B0 e F kil -
spent on advertising. (= we need fo cut hack g i
on the money which is being spent ... ) y R e "
Some adjectives can be used after nouns in a E  Woes e T :
similar way: : : "
Il do everything necessary 1o speed up g 'hings fo remember i
the pracess. (= I'l do averything which is B i e RS R AR i
e . : e S R S SRS -

& | E

Look - -
Look agaiin at the email in Expressions. Find S P U — ;
more examples of reduced relative clauses. § i
' : B 00 R SR A 3 R AN S i

| |

l ................................................................................ l

B ¥
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Expressions

1 Heath works for an American firm of
architects. He often has to send images and
short video clips to clients. Read the email
below. What is the problem? What does
Sam suggest?

useful phrase
information th
give you.

i
Starter

1 If you have 2
software, do you . Hi Heath,
« keep frying until you succeed? P Sorry for the delay, but I've been on the go ncn.-stop since

) : , ; 7 a.m. About the editing: do you mean you can't access

» look it up in & manual or online? . 1 the editing program, or that your password doesn’t work

« contact a friend or professional for help? : any more on the RedEye moviemaker site? | don’t know

| how to fix this, as so far only Jimmy has been in on the

: changeover to RedEye. Unfortunately, he's away until next &

; week. It's probably best if you try online help. It's up to you, B

; but they're usually very helpful.

': Sam

ST

2 Heath contacts RedEye’s online help. Read
their online chat and complete it with the
expressions below.

a Can | just check g What exactly do
5 b don't see how you mean
i ¢ Have you got that  h You mean
:. d Howdolgoabout i You'redoing if
i e |can't see how fo wrong.
: f that's the one
Speaking Writing
1 What gadgets and equipment have you 1 Rewrile these sentences using the phrases
got around you (e.g. a wireless network in bold, keeping the same meaning.
device, a laptop, a webcam. a sainav, 1 You don’t have fo do the fraining. It's
a DVD player)? With your teacher, each your decision but itll really help you
choose a different gadget and a specific understand the process.
function on it. Explain the function so the be up fo

other person can try to do it.Try fo use
language from Expressions to check
your understanding.

2 \We're not sure how the breakdown
happened, but we think it's because of
a fault with the software.
be down to

3 A Are you sure you understand?
B Yes | am.It's fine. be with
2 Choose one of the gadgets you falked
about in Speaking. Write instructions for

using one of its functions in an email foa
colleague.

70 business e T o



Hint

: ;Wher* checkrng instrustions over the phone, it's important fo lef fhe
other person know it you're following (or notl) what they're saying.

-~ Vou'con use these short phrases:

 Right. / With you./ Bet it. (you undersiond)

_Hang on./ Hold on./ Just a sec. (= second) (you need mora fime)
Hot with you. /1 don't follow. / | don’t get . (you don’t understand)

3 Match the expressions in 2 with the functions below.

asking for clarification [@][ ][ ][]  asking how to do something [ |  checking the other person understands D
showing you don't understand [ ][]  tfelling the other person they have made o mistake [_]

[ H [|don't seem to be able to access the moviemaker software anymore. |1 oo it g i
can have gone wrong. Can you help? Heath i
RE Hi, Heath. 2 o By ‘access™ What error message did you get?

H ‘Anerror has nceurrad wh|Ie accessing the RedEye server’,

RE OK. Have you updated your browsar recently?

H Yes, but | think | used the RedEye site since then.

RE GK Well it's probably down 1o a bug. Download the program again, and then re-install it

1 (. i) | have to start from scratch? That'll take ages, won't it?
BE No - acm!l right down the page untll you find the EditPres. 11 version.
H OK=50,7% ... at the end — the 11.9 MB one?

RE Yes, that's il
H Right - it's now downloading.

RE OK. You'll be asked for a password: RIK — you'll need to change that later. 5. . . .. R ?
[ 2 0 T ——— —when will | have to change the password? i |
RE Don't warry about rz ret. OK, whare are you up to now? ;
H | need to open the software. s N il doing that? :
RE Inside the sub-directory rik you'll fing INSTALL EditProB.11 SOETWARE {
H Nothing seems to be happening. 8. ... .. ... open it. I'm loeoking under FILE. ?
RE No.® oo Stick to the rik direct tory. It's there.

H Hzght I m mth you now. Found it.
AE OK. Run the install prograrn. That's if!

'n--m----n-----lﬂ_—----------‘

Language box : Lesson record :

We can use the verb to be in a number of fixed 8 3 new words 3 useful phrases i

expressions. 1 fromthislesson  from this lesson :
|

Be down fo: be a result of / caused by: i SOO—— T i

There’s currently a serious water shiortage, 5 ) B e o e #

Whih I o i e be) et : ................................................. :

Be up fo someone: it s their decision, they - . [NR——— - -

decide / choose: 2 i

; : g 'hings to remember "

It's up to you whether you come or not, . -

Be with someone: indersiand someons: g T st s e s e -

Afe you Wi-}-h me';] (: do "{OLI undErsf{:‘ﬁd) : ................................................................................. :

I'm not with you. (= | don't understand) T U "

i ................................................................................. .

Look 2 5

L S e i

Look again at the online chcﬂ In Expressions. g g

Find more examples of phrases usmg be. B o s 5 S T s s G P i

| B
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Expressions

1 Read the message David gefs from his office

=) when he arrives in Hamburg and answer the
arra ngements for ness usisns, d
"lp- 1 Who or what do you think JK Amley is?
2  How will this affect David's original
Starter _ schedule?
1 David Travis, the technical : anager o
of Murray Better Pacl  his way fo :

Germany for a short business trip. Look f
quickly at his schedule. Do you fthink it'’s a '

difficult trip?

; | Sorry about these last-minute changes but J& Amley
INTERPACK TRADE FAIR - DUSSELDORE e  needs you to sort out a packing machine theyve been :f.

ma

Mon 1k 1115-1.45 Flight BA 2314 .' having problems with. The arrangements for Tuesday |
st Say Qi £ i ! are as planned but you're booked on the 19.00 flight b

| | from Hamburg to Kassel (LH0Z7), ETA 20.10. |s therea |

I R RS R hotel in Kassel that you have a preference for? [also | |
L Wgstion it Moot i . © | urgently need to know if you want to fly from Kassel | ,
19.45-20.40 Flight Lo o | toDusseldorf or rent a car. B
Hamburg-Dusseldorf (Hotel Commerce) .| Please visit JK Amley early on Wednesday so that i

Weds b INTERPACK TRADE FAIR .. | youcan get across to Dusseldort in the afternadn. b
18.30-16.45 Plight L2721 || Your appointments at Interpack have been put back to | |
Dusseldorf-London Heatlirow . £ | Thursday, Flight details back to the UK to follow. o
1950-2055 Flight BA 108 Bl e L

Londen Heathrow-Manchester s o e ————————————

Speaking Language box
1 You were due to aftend an important There crre several cases when sentences can
trade fair next week for your company. end with a preposition.

You had planned to arrive on Monday
morning.This is now not possible and you _
will not be there until Tuesday afternoon. What are they cemplaining about?
Your tecicher is your assistant and is also
going fo the fair. Phone and tell your
teacher the following information.

Prepositions can go at the end of questions:

Prepositions can also go at the end of indirect
guestions:

| need to know who ine report s for

Now arriving Tuesday 15 s e f. S :f The preposition by can appear af the end of
i j passive guestions:

What was the demage caused by?

Visit the stand of EBD and apeak 10 Hdmm aaa‘és mptam

my absence.

i Prepositions can go at the end of a relative
Acrange meeting with Daaks for mﬁ far Tue __a\f ia‘;e prr' e
Dinner appointrment with ou aganf far Tuesdaw{ i5 unc‘nzmge He knows some pecple that I'm working with,

Tell hote! my new pians canc&'l room bao}:mg

biusiness oo




Hint

schedule, limetable, programme, and itinerary gre
seedute « o pion of the wark your rave fodo ord
timstable - o tist showing what fime porticular events will happen
programme — o man of doliens for i avelopment of something

ifinerary — n detoiiad list showing the different fravel orangements for o frip

Mote: schedule, timetahle, and programime can also he used as verbs,

Writing
2 look again atf the message in 1. Can you 1 You are on a business trip to Turin, ltaly. You had
explain the words in bold? , arranged fo have dinner on Thursday evening
3 Read the message that David sends in reply with a friend who lives in Milan - just fwo hours away.
to Sue and answer the questions. Unfertunately, you have to cancel this arrangement

but you could still meet him on Friday. Write an email
to your friend, including the following information.

* Explain the redson for cancelling the appointment.

1 Why does David prefer to rent a car?
2 What is he going fo fry and do on the

Wedinesday? Let him k our plans for this Friday and what fime
_ * Let him know your '
3 3WhGTdO€S ?IUI‘?“hflVej.O“C{O? = you will arrive in Milan.

* You have a rented car and will drive to Milan from Turin,

¢ Ask your friend fo confact you so you can make an
alternative arrangement.

Can you give me more info about the

E | problem? Re: accornmodation, book me into 8
| the Hotel Crovwne. 1l pick up & car at Kassel

I and make my own way to Dusseldorf. Il

’ rake an early start on the Wednesday

L | and visit J& Amiey first thing. Email me the |
" | name of the contact | should speak to.

| [ try to get away from JK Amiley early
and drive over to Dusseldorf at midday.
| might &ven have time for a look round
the fair. Tell the team I'm hoping to turn

' | Up around 16.00.
; David /N d
R e N N e S TN M PR Rl P SR . .
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g Lesson record ;

Note that in formal situations we can put B 3 newwords 3 useful phrases |

preposition before the question word or the & flom this lesson frorn this lesson i

relative pronoun: : i 1 :

On which day would you preferta give your 5 ’ i

presentation? g 2o - R NI TP S "

That is the product to which we owe our B - W e - i

SUCCESS. g ]

T . |

g Things fo remermber P

LOOk E .......................................................... l

Look again at the emails in Expressions. Find i

more examp|es of senfences thq-r end Wlfh o} B R D A R A R R R A M R S R :
preposition. g

g .............................................................................. .

i i

g i

T L T — [

E |

a ............................ ﬁ

B _ §
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professional SkIIIS‘ G:
qualities.

Starter

1 Number ihe fe!towmg selec’ria _
according to how effective you think they
are (1 = most effective).

« waork-related task (pre- or post-interview; on
paper or onling)

e psychometric test
« telephone interview

* one:one inferview
« panel inferview

2 Which of the methods do you think
candidates find most challenging, and why?

Expressions

1 Beatrix Lang is a 33-yearold economist
from Berlin. She has applied for a new job
with an infernational investment bank.The
selection process began two weeks ago

Read the extract from the report about her
first interview.Then answer the questions.

1 What's Beatrix like?
2 What doubts do the consultants have?

The candidate is no stranger to prea.ssur; ore

responsibility and can c0pe‘we}l with t d‘es 3

Her potential to come up with ideas an ”
innovation is very strong and she copes W .
with the more challenging, 1ndepend.ent t%i j
However, the new post requires considera ; .
expertise at working with international tea a
and the candidate may find this a challenff
she can be quite demanding and critical. di :
recommendation is that she be shortlisted bt
that her networking and leadership skills are
assessed at the second interview.

with a psychometric test and a first inferview.

Speaking

1 You are going to be interviewed by a
consulfant for a new job. Recently a
colleague was interviewed by the same
consultant and she gives you this fip: ‘The
consultant will give you a minutfe or so to
speak about yourself in relation to some
points! Using language from Expressions
and the Language box, what would you
say about your ability to:

« work in an infernational environment,
with different conditions and practices
in different countries?

o establish clear and reasonable
objectives?

« communicate successfully in a global
company with a multicultural staff?

« motivate an international feam?

business one

Language box

The following constructions are important when
describing personal qualities.

The combination find + it + adjective + an
infinitive fo express how a person feels about a
particular activity or fask:

| find it difficult o work with them.
We can express the same idea using a gerund
form. In this case, if is not required:

| find working with them difficult.
The adjective can be qualified using quite or
rather. Although these two adverbs mean the

same we tend to use rather with more negative
or critical statements:

I'm quite relicble. |

don't usually forget things
| can be rathet demanding in ferms of my
expactations of the feam.



Hint

There are sevel compound adjeciives gl

She zan e very single-minded, (= she only i

He's a bif norrow-minded of times. (= he daoesn'| uecept ofh
| | &t on wstl with her. She's very open-minded / broad-minded. (= she

aegepts other Opinions or viewpoinis)

¥y colieague and | are very like-minded. {=we share the same opinions)

e an odjective + -minded

i Writing
Samantha Chapman is one of the senior 1 As part of the selection process for a new job you
parfners af ATG Consultants. Which two of have been asked fo write answers fo the following
the following questions is she most likely fo - more open-ended questions. Write a maximum of 40
| ask Beatrix during her interview?’ words for each question.
, 1 How long have you been working in the 1 What qualities do you have which would make you

financial sector? a successful international manager?

2 How would you achieve a good working 2 Convince us you can adapt to a wide variety of
' atmosphere in a multinational team? pecple, situations, and environments.
3 How well do you think you can work under 3 How would you define a 'global company'? Do you
pressure’? think it's possible to be fruly ‘global™?
4 Deseribe a recent situation in which you i
1 convinced a group 1o do something.

Listen to the extract from the interview and
check which guestions Beatrix is asked. Do
you think that Samantha clarifies the doubts
that were mentioned in the report?

D e e |

e

3 Listen again and number the eleven
adjectives which Beatrix uses fo describe
herself in order. In your opinion, could the

! adjective that Beatrix doesn't use also
describe her?

I communicative ... .. focused
] [[5]:4] o= e KON —— realistic
. motivated .. goal-criented
................... detfermined understanding
.................. experienced i ClEMGIAING

Look

..... . enthusiastic . persuasive Look at listening script 36,1 on page 135 and

' L et siia ] underline examples of these different constructions.

5 ORI ONh T M RN ED M NN NG DN MR N TERE SN N R
Lesson record

3 new words 3 useful phrases
from this lesson from this lesson

A similar construction is quite [ rather + a [/ an
+ adjective + (sort / kind [/ type) of person:

I'm quite an independent sort of person.
(= I'm guite independsant)

We can use adijectives to reinforce the
meaning of a noun or when we talk about
something that is special or unique:
You'll have 1o help mie with this. 'm an
absolute beginner {= infensifying)

Other intensifying adjectives include: complete,

entire, extreme, perfect, real, sheer, fotal, utter:
He couldn't give o specific reason for the

. maifunction, (= restrictive)

Other restrictive adjectives include: chief exact,
first, main, major, only, principal, sole.
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Eerd

new conditions:
agreement,

three things before
« know yourself

s know your opponent
« know the ferrain

ng infe battle:

How could this be applied fo successful
negofiations? Give examples of how you
negotiate at home, at work, or with friends.

Speaking

1 You have been offered a new job with
more responsibility. However, you are not

satisfied with the conditions offered. Speak certain.The second conditional form (if +
with the HR manager (your teccher) and
negotiate a better deal.

no salary increase but
performance-inked borus

(upto €30000euros pa)

2 generous mileage

3 flexible working heursJ,
sarme holidays

business cng | one

Expressions

1 MiTienda de Golf is a Spanish company
that imports and distributes golf equipment
and clothing from companies in the USA
and the UK. Look at the extract from the
email that Ricardo Miner, the owner, has
sent to his main supplier in the UK, Tom Willis.

1 What problem does Ricardo mention?

2 When do you think Ricardo will place his
next order?

il

SRR S e ST Lidissssdilit

company car +
allowance expenses

The delay in the shipment of our recent order is
unfortunate as we were hoping to receive delivery in time |
for the International Golf Week in Malaga (24th—28th i
June). Please do everything you can in future to avoid
these delays.

We'll shortly be sending you our order for winter clothing  § |
which should be considerably larger than last year’s.
However, before doing so I'd like to review our present /1
trading agreement. Please confirm when you can visitus § |
in Madrid, preferably within the next four weeks. i

Regards,

Ricardo
Mi Tienda de Golf

Language box

In negotiations, the first conditional form (if +
present + future) is used when we are more

past + would infinitive) is more fentative:
if you agree fe the new working conditions,
we'll sign the conlract tomomow.
i you acceplted 5%, wa'd be prepared io
pegoticie the second point.

There are several ways to express d condition
without using an ifclause.

A simple conditional with Suppose / Supposing
+ a verb in the present or past fense:
Suppose they don't accept, what will you
do? (= if they don't accept ... )
Supposing we increased our order, what would
the new price be? (=if we increased . )




Hint

Use the iollowing sxprassions in o negoliation when o
sticeessiu putcomads near:

{ think we're getiing close.

{ think we all agree in principle.

Whal if we meet in the middle? How does that sound?
| think wa've got a deal.

i Writing
j"-' 2 Ricardo and Tom meet in Madrid. Listen fo 1 You are the HR manciger of a [arge company.
an exiract from their meeting and answer ! You receive this memo from the manager of the
the questions by completing the fable with affersales division. Using language from Expressions
the necessary details. : and the Language box, and the notes you have
1 What two issues do they discuss? made, write a suitable reply.
2 What is the outcome of their
conversation?
Memo

The ﬁ:ont office staff have requested the followi ng
change to their working hours,

Instead of the 30-minute lunch break they have at
present most of them would prefer to have _one hour
and to make up for the extra 30 minutes by either |

‘working late or coming in early. g

: _ _How does this sound to you? All 5
| d to you \ taff muat 5 ree

| | to change,. Ok Euf
Changes subject to | _jfwagg 80meone on

Listen fo the diclogue again to check your review in three months = [ =5 Jm_ answer phone

answers. Imagine you are Tom speaking ine but myst

to someone from his company. Explain the ! FECOVEr time

details of the new agreement.

a) TR e R T e T T R ST
o 3 Ricardo describes his second proposal as
a win-win sifuation. What exactly does this
term mean? Why is his proposal a win-win

solution for them both? Look
| Look again at listening script 37.1 on pages 135-136
| . : e UG SN and find examples of conditional forms.
B omE O DN SR W WS R DN NN RS BN BR RS BN NN oSS SN B B RO NN R NG ER B RS g
: Lesson racord :
The following expressions are used to emphasize B 3 nawwords 3 useful phrases i
that a particular condition must be fulfilled: B from this lesson frorn this lesson )
Wil pay for insurance on ondifion thatyou 1. R ‘
increase the orger. 5 B
. 7.

We'd send It express as {(30) long as you paid ;i = R B
for the extra costs E 3 AR —— —— @
Provided (that) everyone accagls the new : :
conditions, we con sign next weaek § Thingsto rernamber i
This would be possible, providing (That) ihay " f—— e P S—— ) B
accepled o twe-yaar agreement i ]
We're prepared fo accepf but only if you pay 8 g
ine tansporiation costs e e ;
Uniess there’s a changs in price, we woen't q ¥
accept ] ]
Without & change in afiffude, o furihst # i
negoliafion is possible e e —— :
# ]

business ane  one
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Starter

1 Discuss the foliowmg quo‘re?s'
practice. :

____________________________________

' Best practice just means copying the !
! way someone else does something.

______________________________

¢ : : >
' Best practice for you isn't ¢ ek
, .
1

! necessarily best practice for us.
LY i

f Following best practice isn't as :
:‘ important as avoiding worst practice. J

____________________________________

The key obstacles to the spread of best 1
practice are ignorance, consexvatism, E
and laziness — people are unaware of | ;
what others are doing and reluctant to :
change their way of doing something. E

corporate and national cultures. |
il 7 Rl i e o =
Speaking

1 As training officer, you aftend a meeting to
discuss best practice in language fraining
at your company. According to your head
office, this means online language lessons.
Use your notes below to help you discuss
the issue with your counterpart from head
office (your teacher).

+ Cheaper than traditional fraining
Flexible schedule

7 Staff's computer skills
How 1o monitor / motivate
Technology needed
taff prefer to see teacher

B et Lo £ s Pty T

business one L eng

Expressuons

1 Alejandro Covas, communications director
of Unifinancio Bank, is visiting Magda
Szwejkowski, his counterpart at PZ Bank in
Warsaw, Poland. They are discussing the
rebranding campaign due fo the takeover
by Unifinancio. All the banks in the group
should follow best practice of AustBank in
Austria. Listen to the three extracts from their
meeting and answer the questions.

1 What three things is Magda concerned
about?

2 How did AustBank mancige the
rebranding so successfully?

2 Put the steps which PZ Bank should fake in

the correct order.Then listen again fo check.

. change the name in the branches
set up g project committee

.. change the logo on documentation

. overhaul the computer system

_ launch the media campdaign

' 3 What do the following phrases refer t0?

Listen again fo check.
. | have my reservations
how we go about the process
_ benchmark
Ihey excelled af
the other key to Austria’s success

Language box

We can use when fo express d sequence or fo
show that an event happens at the same fime

as something else:
'l email you when | have some news,

Sally phoned when | was in @ meeting.

While and as also show that something

happened at the same time as something else:

| read over the agenda of the meating while
b weas waiting.

As Gwen was preparing the agenda, Anfon
gave her some amendments

We also use as to show that something
changes over fime in connection with
something else:
Your responsiblifies will Increase ds you moyve
up the company ladder.



Hint

it iz easy o confuse

by aned until,
By shows thot so
onint in fime:

ll arrive by 8 g.m. {= | moy arrive eadier thon 8 am. ar ot 8a.m.)

sifing will happent af, on, or Defore o specific

Uintil shows that samething confinues up o o specific point In fime
1l be in the office until 5 p.m. (= bwen't leave earlier than & pm.)

_ Writing
4 Listen fo the second and third extracts 1 As a sales manager, write a suitable reply fo the
again and note how the ideas (1-5) are email using the notes below. Try to use langucage from
expressed in the dialogue. Expressions and the Language box.
1 How far should our media p|Qnﬂing follow ] s not enough staff in our office

ice?
Gl pIaeIicss « only deal with two different lines

: « useful fo do some sales work with frainees
to change (two expressions) i before training?

| predict changing the loge will be difficult

to keep things the same

[ ) I~ X R 6

this is only relevant for

Dear sales managers,

As part of the benchmarking process, the key practices
which you should aim to implement as soon as possible are
= sending quotations within one day

= following up enguiries within one week

one week's induction training for all new customer
service assistants before they start sales work.

* dedicating specific customer service assistants to the
different preduct lines.

Best regards,
Fiona Johnsen
National sales director

b st o

S e e R e,
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bl 2

Look

Look at listening scripts 38.1-38.3 on page 136 and
find more examples of adverbials of time.,

EEE SR N RN NSRS RS RS

: Lesson racord i

Once is similar to after and shows that one g 3 newwords 3 useful phrases |
event is a starting point for another event or f from this lesson from this lesson i
situation: # ; . '
i . ' 0 : T [P s S TR e S S | B [ ]

Cnce we've moved o guleter premises, we'll . I
be cble o concentraie on our work, z 2 R b a3 A R A T 5 i
Since refers to the starting point for something . SRS ST L SR ————— §
that continues up to now or for a period of time : ;
during which something happened: § Things 1o rememibser B
We've changed our praglice since the ] i
- g P S e g ;

§ B

We can use before, affer, when, and once to i P
talk about the future.They crre followed by a 3 ]
verb in the present tense or present perfect g B
tense, not by will: g |
Jake will phone you before he leaves i i
e ST e ; ] |

Il go home once |'ve finished the accounts. " i

# [
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In this unit you will leurn
language for mformmg
another person about a
recent business ’rrlp i

Expressions

1 Last Thursday Morten Olsen leff on a
business trip to Taoyuan City in Taiwan, fo
visit Sonjang Electronics, a potential supplier
of components for his firm. He sends his boss
Sheila the following message. Check you
understand it.

Starter e _ _ ;
1 How often do you travel fO'r"ﬂO:'f%K?-fth’r is : § | i
the usual purpose of your business frips? : ﬁ MESSAIGE
What do you usually tcke with you?
: x .ﬁ.rrwed back ok, Trip v interesting. No big probs
qualltg ok only 2 or 3 doubts. beet thurs @ 16.007 In
i { manchester Zmoro. Pls fone « cunﬂrm M

Tl G m-—- :\oraqvvv»

e

2 Describe what makes a business frip
successful for you.

!
el
I
?‘l.
i

2 Some people use a'+ - ?" approach when
they have to make a report. + for positive
points, - for negative ones, and ? for doubts
or points of interest. Listen to an extract from
the meeting between Morten and Sheila
and classify each point accordingly.

shipment . smaill orders
. trademark pricing policy
. competitors production
schedule

Listen to the extract again to check your
answers, Then give your teacher a brief
summary of what Morten said.

Speaking Language box

1 You have just visited TK Gmbh, a possible

new supplier in Germany. Invent your own

information to complete the table and
then give a colleague (your feacher) a
full description of your frip.

e - not very yary
Management oy :
flexibie experienced
= modern
fechnical St
insialichions
ong r'l 0 i VRIY
Taiitia long delivery
dates
nnar s
pHCv‘S Jf.’}\,rr (18]

negotintions

business one : ene

When we want to add extra emphasis,
especially when we introduce new information
or fo contrast with a previous statement, we
can use the following forms, which are known
as ‘cleft sentences’.

Beginning a sentence with If + fo be stresses
the words we want to emphasize or conirast:

fi's Pater who's eally interesie

{ in the Idea

I was on Soiurdoy that we visited the plant.
Beginning with What focuses the attention fo
the final part of the sentence:

What | neaed is an aspirn!

. g frorm their report is thelr fincl
cost estimation




da
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¥4

3 Match the sentence beginnings (1-6) with
the endings (a-f) that Marten says at the
meeting. Listen to the conversation again to
check your answers.

Despite their size,

In spite of all their assurances,

Even though I'd prefer fo use only ours,
Although it was a good trip overall,

| couldn't help thinking thart

But on the whole | think

I wouldn't be happy with that.
we should approach other suppliers.

Sonjang could be an excellent supplier
for us.

d they're incredibly flexible.
e | slill have some reservations.
f 1 don't think itd be a major problem.

O T o OO oo N =

4 What do you think Morten means by the
phrase: We shouldn't put all our eggs in
one basket? Can you think of an idiomatic
phrase in your language which has a
similar meaning?

Using expressions with The thing (that) ... :
The thing that most interested me was their
production systems.

The first thing we did weis discuss the new
pricing policy.

We can sometimes replace The thing with All:
All we're asking for is a firm commitment from

you. (= fhe only thing)
Look

Look at listening script 39.1 on page 136 and
underline other examples of these structures.

Hint

The axpression just whal con express pleasure o safisfaclion:

A We've decided fo geoept your offar!
B Fontostict That's just what | was hoping!

The same expression or That's all | needad con olso be used

it respond 1o hod news:
That's all | needad! Another deloy with this order!
The words just and all are riormally stressed.

Writing

1 You are organizing next year's national sales

conference for 150 of your agents. You recently visited
a possible venue and made these nofes using the
'+ - ?" approach in Expressions. Write a brief email

informing your boss of the possible venue, mentioning

all your points.Try to use language from Expressions

and the Language box.

- Conference venue: Berlin Central Hotel

- S

good location, airport 20 mins
mary daily flights

excellent buffet breakfast

goed conference facilities

small car park + 80 coming by car

e restaurant

ne nfernet access in rooms

big discount if conference at week-end
| __outside caterers for lunch/dinner?

set up 2 WiFi area at conference?

Lesson record

2 new words < useful phrases

from this iesson from fhis lesson
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Starter
1 What kind o

your work?
2 What kind of grc:mmaﬂc

most common in formal reports (e.g. odverb
phrases, the passive)?

3 Tick the following phrases which would be
suitable for inclusion in a formal business

report? Why?

a ... tomake amends for the use of

B s we'll intfroduce tighter steps

¢ ... whereby they agree to their photo
being usad

d so that this doesn't happen again
e ... investigate the circumstances

f to rectify the situation

g to make up for using

h .. tighter measures will be infroduced
i which says we can use their photo

i ... toavoid future incidents of this
nature
k ... try to find out what happened

I - to put the matter straight

Speaking

1 Look at these sentences from the report.
If you had to express the information in
a meeting, what phrases would you say
instead?

1 The new TTMI power station brochures,
which were produced last month,
include a photo for which permission
was not sought,

2 Brochures with this photo will be
recalled, and the person in guestion will
receive a formal apology.

3 On May 12th, Mr Laine lodged a formal
complaint with TTMI Power, stating that
his photo had been used without his
permission.

4 His phote had been taken whilst visiting
our power sfations in northern Finland
for an inferview.

business ane ' one

Expressions

1 Fredrik Koskinen is the assistant personnel
manager for the TIMI Power office in Helsinki.
He has investigated an incident for head
office in the UK. Read his report and answer
the questions.

1 What has happened?

2  Why is this situation particularly awkward?

3 How will they correct the sifuation?

4 How, in general, will such a situation be
avoided in fufure?

2 Use the formal report phrases from Starter 3
to complete the report.

3 Find underlined phrases in the report which
express the following.
1 It would be advisable to . .
2 This reportgimsto ...
3 Here is what we have learned.
4 So that we can deal with the problem of

5 This incident raises o number of points for
discussion .
6 So it is notf suitable ot c:ll

7 And, because

Writing
1 Correct the punctuation in the sentences
below.

1 We inferviewed sixteen candidates, the
only ohe, who spoke Spanish, was Laura
White.

2 A letter of apology has been sent fo the
director, we are hoping this will close the
matter,

3 Mr Hart's wife who returned a domaged
headset last month has now been sent a
replacement.

4 The quarterly report which | sent to head
office still hasnt arrived.

5 Samuel visited the architects, who we
want to work with last week.

6 We shortlisted fiffteen candidates for the
post, we have only inferviewed five.




Hint

in BrE and AmE, o poini is
used when writing degimals:
7.31 seven point thres one
4.02 four point of twa
0.75 zemw poinf seven five

Report on publicity materials
(Brochure: TTMiPromeo 12307)

1 Executive summary
The new TTMI power station brochures, which were
produced last month, include a photo for which
permission was not sought. This person is not an
employee of TTMI Power and has recently taken a post
with a key competitor. As a result,and !
brochures with this photo will be recalled, and the
person in question will receive a formal apology. In
addition, ”. at TTMI regarding photography.
2 Introduction
The purpose of this report is to Y e
surrounding the printing of a photograph on TTMI's
publicity materials without permission. It will outline:
+ the sequence of events
+ the people involved
* compensation
« recommendations ? .
3 Findings
The following points summarize our key findings.
Magnus Laine’s photo was taken while TTMI Power
was collating information in February for the brochure
which was printed in April. On May 12th, Mr Laine
lodged a formal complaint with TTMI Power, stating
that his photo had been used without his permission.
His photo had been taken while visiting our power
stations in notrthern Finland for an interview:.

e

Language box
Use a comma with non-defining relative clauses
(clauses giving extra information):
John, who won't be in again until Monday,
has been asked to write the report,

Don't use a comma with defining relative
clauses (clauses explaining exactly what is
being discussed):

The man who knew her has lefl,
Use a conjunction as well as a comma to
separate independent clauses:

We have discussed the prablem, and we

have decided not fo pay compensation
Look

Look again at the report in Expressions. Find
more examples of these punctuation rules.

Hint

al Europe ihe point e
Y i1 wirf
6.9 siv point ning

eI fegions ong eoumnes

used gs the decimal separgior

Report on publicity materials (Brochure: PTMIPxomo 12307) |

Mr Laine has since taken a boardroom-level post with
highly inappropriate that his photo appears on TTMI
publicity materials.

4 Conclusions
This incident raises a number of issues. Firstly, it is clear
that TTMI Power photographers should have checked
with the personnel department. The photographer
obviously did not realize that Mr Laine was not a staff
member. In addition, the marketing department should
have made sure that permission had been requested

that Mr Laine now works for the competition potentially

impacts on POL Voimaa’s own client relations. {
5 Recommendations

Both Mr Laine and POL Voimaa should be sent a formal

written apology and informed that all TTMI Power

brochures which contain Mr Laine's picture will be '

recalled® . . his photograph.

In order to address the issue of publicity materials still

in store, any relevant brochure should be destroyed. It

whose photos are taken should be asked specifically to

signadocument®  __ oncorporate materials. It
is suggested that this would be an advisable procedure
across the entire TTMI Power network.

T T s b L R T e B B 0 4 L b PR Kb A T PR A A0

1 Africd) the comma Is also
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In this lesso 2Arn
how to use

effective

Starter

1 Find a verb group

below to make a phrasa
same meaning as the ve

delay put off
make contact with
refuse

tolerate

do a task

end a relationship or discussion

~N o b N~

wail

How many other phrasal verbs can you find
from the group?

Ca rry
d
hold

oWn

x
-
1

bogend
e

Practice

1 In each group, underline one noun which
the phrasal verb does not collocate with.

1 back out of

a plan / a rejection / an arrangement

2 break off

a plan / negotiations / an engagement

3 come up against

a problem / an obstacle / an opportunity

4 carry ouf

a promise / a mistake / an order

5 come up with

an idea / a proposal / a chat

6 take someone up on

a refusal / an offer / a new job

Challenge

1 José Alvaro is looking for UK outlets to
distribute ceramic tiles from Mexico. He

Buyer Infernational. Read his email below.

he want?

ALl

recently had a meeting with Garth Chance,
the sales director, and his assistant of Brick

What are the conditions? What action does

Dear Mr Chance,

Further to our meeting yesterday, | would like to sum

in detail up some of the things we discussed. | have up
drawn a list below.

» We can usually ship from Mexico within five working
days from when any standard order is received.
Please count a delivery time on of six weeks.

» Tiles cost $31 per m2 (90 tiles), and we charge $26
per case (90 pieces) for shipping and handling.

« |f there are any additional requests, we will be happy
to set special arrangements on an individual basis up.

| would be grateful if you could get me back to as soon as i
possible. This would enable me to ensure that we do not ¢~

run time out of regarding summer stock.

Best regards,

José Alvaro i

§4

A S e A e

Language box

that the preposition / adverb in a phrasal ve
is called the particle (e.g. offin fake off).
Verb + particle. These are intransitive, i.e. they
have no object:

the printers.

Verb + particle + object. If the object is a
- pronoun, it must go between the verb and
the particle. If it is @ noun, it can go in either
position:
We'll put off the meeting fill Thursday.
We'll put it off till Thursday.
Not Fheyre-go

A
i
1

There are four categories of phrasal verbs. Nofe

b

| popped in fo see how theye getting on at



2 Find dll the phrasal verbs in José's email
and correct them.

3 Now match each phrasal verb in 2 with one
of the verbs below.

1 arrange

2 be short of
3 expect

4 prepare

5 reply

6 summarize

4 Llook at the message Garth wrote below.
What does he want his assistant to do?

Blake - pls roply 1o Tosk. | bope ve can pull dhis
off - but not at his price and delivery time, With
floor and wall tiles, sales could really take off 1
dor't want 10 back out how, 2nd | wouldit like to
let him down, but we _czz_h-'-’f; pufoft’mv éaﬁjﬁicn% e
making muich Eangm’j or 'wa_’\i-‘@a&- out 1o A ;

competitor. Ogs what you <an w -up',; Th'ﬁ_:_ G

5 Blake, the assistant director, replies to José.
What is he concermned about? What does he
want José to do?

Verb + particle + object.The verb and particle
can't be separated:

Can you look after the project tamoriow?

Not Earyeu-oek-the-projectaflertomotiow?

Verb + particle + particle + object.The verb and
particles can't be separated:

| cant put up with it any more.

Not Fearrtput-up-with-ary-more;

Look

Look again at the texts in Challenge.
Categorize each phrasal verb according to the
groups in the Language box.

Stress can shift in phrasal verbs. When the object is a
noun, the verb and object are siressed:;
Unforiunately we didn't manage to pull the coniract off.
When the object is a pronoun, or there is no object, the
stress folls on the particle:

We didn't manage fo pull it off.
Could you hold on, please?

Hé: Mexican wall tiles — distribution

PO

P T e R R e Y BT o S eV L e L A YD E R e T A

us an offer for those too.

If we are subsequently to take you up on your offer, we
should at this point bring up the issue of exclusivity, i.e.
we would not want to come up against any competition
here in the UK. Can you confirm this is possible?

After discussion, we have come up with an alternate
suggestion based on guantities of floor and wall tiles
(see attached).

We look forward to hearing from you.

Best wishes,

Blake Thomas

ArpnasmanammpspsssEEosoa et smsenunEysEnssEraeaed

6 Find phrasal verbs in the message in 4 and the
email in B with the same particle. What meaning

does it carry?
Example back out / lose out = 'fail’

— our customers tend to buy both together. Please send |

|
i
|
-
i!

Dear Mr Alvaro, 4
In the past, our customers have been put off by high
individual prices for tiles. At your current price, we'd i
have 1o cut back on orders drastically, and | don't think L
it would be worthwhile. 517
Delivery time is also an issue. Is there any way this can § = |
be speeded up? i
We are also interested in the floor tiles you mentioned
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Challenge

Linking sounds are extra sounds that appear
when words are spoken together fluently.
The sounds used are /j/, /w/, and /r/. Listen fo
the sentences below and note any linking
sounds.

He'll be in after three,

| saw o good opporfunity.

Could you do if now, please?

She visited China and India.
Should we go out now?

Can you see all the figures clearly?

using normal spelling. Try reading each one
adloud.Then rewrite them using the normal

correct spelling. : <o . = LT
9 “@ 2 Sometimes linking sounds come from silent

(o 0 & N - G R |

1 Shwi start now? letters that are not normally pronounced
2 Dywanta gedda coffee? ; when the word is said on its own. Look at
3 | haffe leave. ’; these sentences and predict where linking
4 Ahye gonnd see yim befor ee goes? : sounds might come in each one.Then
s ; listen to check your answers.
5 She's bin promoted. - — ,
1 She's owner and manager of the firm.
6 She wz late, i 5
c . ; : 2 Tell me your opinicn of the report.
7 Didje go win t the facti? ; ) -
| 3 I'm waiting for a new offer.
4  Could you show a visitor around?
5 Il have fo buy some new accounting
; software.
.. Practice Language box
’4.5- : . g
¢ 1 Listen to two people speaking. What are In fast speech, unstressed small words typically
they discussing? ~ have a weak pronunciation with /3/, /1, or fel"
2 In the dialogue, the speakers ask six Cfor 0 wedki/fal strong: (ol
questions. Listen again and write them O was 0 wedki fwazl - sfrong: /wpz/
with their normal correct spelling. . were weak: /wal strong: /wa:/
3 Practise saying the dialogue with your : ~and S 'we'qk';.;’.éﬁdf : strong: /@end/
teacher using weak forms, linking, and can ‘weak: fkan/ strong: /ken/
aihoriemiuge of luenispanet, i weaok: /tal strong: /tu/
 her weck: fhof strong: (ha:/
she  weak /[v/ strong: /[i:/
been weak: /bin/ strong: /bi:n/
where weak: iwel strong: /wea/

Weak prqn_un(;:icz’ri_on is also used when o
syllable is unstressed:
she was on her way to work. (stress = work)
v fwazi  Thal itaf (= weak forms)

£ T e T, o L e,



53 When people speck quickly, sounds

Yo 4 Listen again to the two speakers. List all the

"0 6 Now listen to the sentences in 5. Do the

Hinf

In very informal writing, spelling sometimes reflects
pronunciation feaiures;

gonna (going 1o), wanna (want 1o}, gimme (give me),
dunne (don't know), n (and)

sometimes change or get lost. Listen to two
different speakers. Are they saying the same
thing?

words and phrases that are pronounced
differently.

5 For each of the sentences below, decide if
there are any consonant sounds that might
change or get lost when speaking in a fast, i
fluent way.

Did you have a look at this?

So, could you tell me his name again?

We went there last week

Do you want fo get a sandwich?

What will you do next, Tim?

Give me a moment. i's in my handbag. !

Lo SR & s B S

senfences sound as you expected them to?

When the siress in a sentence changes, the i Lesson record

weak forms change. The words there are are i I
pronounced differently in these sentences: : 3 me\:fh\faords 3 US@?::" ;?hruses :
A There are no cafes in this street. B T dhiislesson g5 g i
B There are! /Oea t al B 1 .................... .I ................................................. [ |
A Oh - yes. Two. _ : . [ — e (NI :
B There are fhieel /08 179 Ori A P T, i
Note that weak pronunciation is normal : :
pronunciation. It's neither lazy nor incorrect to g 'hings to remember i
speak using weak forms (or other features of B i
na.‘.urall ﬂuent Speech). : l ................................................................................. I
_ B e A S e R A e SR |
Look | :

I .................................................................................
Look at listening scripts 42.1-42.5 on page 137. ] i
Find examples of weak form pronunciation. g T e i
B e T T e T Rt s B e |
| |
l ................................................................................. I
B |
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ways o my
more effe

AR e ; ' Different intonation patterns are used in

: ' i ' certain questions, and to express emotion.
Listen again, looking at the questions below.
Mark the infonation patterns. What do you
notice about them?

1 Listen to the dialogue. Do the people know
each other?

Starter .
1 Look at tH&

joke? .
- Example: You're Jerry, aren’t you?
gi&ﬁﬁ. i 1 You had a good trip?

Sl 2

2 But it's nof far to getf here from
Manchester, is it?

3 What did you think of Moscow?

Yol 4 s it expensive these days?
SINKING
5 You're going fo the plenary falk?

ABOUT ?

3 What does each person’s infonation fell you
: about how they feel?

‘: “o 4 Mateh a prompt from 1 with o response

! from 2 and a follow-up comment from 3.

: Then listen to check your answers. How does
: the speaker use intonation effectively in the

responses?
2 What aspects of pronunciation do you think
are most important for communicating :
effectively? U S
Practice Language box
1 Your colleague (your teacher) has In yes / no questions, the intonation usually
recently been to a conference in Prague. rises at the end, while in Wh- questions it
Using the notes below, fry to guess some usuaily falls. Statements used as questions are
of the details of the trip, and formulate yes [ no questions, so the intonatfion rises:
questions fo confirm your ideas. Use Did you go fo the meeting? ----%
_phrcnse§ from Challenge and appropriate What did you talk about? ===~
infonation o help. e . . e i’ o
PRI ——— e meetings always last so long? ---~
« Conference talk? Parficipants? If you think a sifuation is possible but unlikely,
) stress the modal verb and use a rising
« Day frip? i A
infonation: v
. Weslesr B0 HEisessiseediew e sl i Rt e s =

We might have the conference in Prague.
« local food? Beer? '
If you think a situation is more probable,
stress the main information and use a falling
infonation:
She may be flying back fonight.

------ -

Y




Hint

Sonie nouns and verbs have the some form, but with different strase
The stress is usually on the first syllable of the noun, but the second

syllanle of the verb:

record (i), record (v); present (n), present v)

Some words, however, change fheir meaning when the sfress moves:
discount (v) = fo reduce the price of something

discount (v} = 1o exclude, consider that:something isn't important

1 Prompt 2 Response '3 Follow-up comment.

Did 1 tell you? I'm going 1o Rome to a Excellent. Lucky you!

conference.

Id rather you gave he documents fohim  Hashe?  And Sam's off work foo.
personally. 4 T R 2
John won't be in today. He’s got fiu. Rome? I'll sign it immediately. !
They've finally senf the contract. | .W_pl_gid you? OK.Ill go after lunch,

L)
% 5 Infonation sometimes carries more meaning than words
do by themselves. Listen fo the pairs of sentences below.
In each case, match one sentence from each pair with

the specaker’s intended meaning.

1a We may have o postpone the-_ud\}g'rﬁsin.g campaign.

I1b We may have fo postpone the advertising campaign.

20 Are you coming for lunch Wi'rh-:us'?:Ye's}i Ih_’i'nk'_'s_'o. :

2b Are you coming for lunch with us? Yes, | think so.

3a They could be here at 5.
3b They could be here at 5,

To disagree politely. use positive words but
infonation which shows hesitation. The intenation
rises and falls more, ending with ¢ rise:

A Are you corning for a drink with us later?

kS W i e \v’
B Well. actually, I'd love to but ...

-,

Stressing the modal verb in a sentence
emphasizes the meaning of the modal, while
not stressing it emphasizes the information.
Flatter intonation is more direct:

You mustn’t smoke so much,

You mustn’t smoke so much:.

Look

Look again af listening scripts 43.1-43.3 on
page 137 and listen fo the recordings. Find other
examples of infonation and sentence stress.

G mm O N D me DN R RN DN RN RS BN SD R M s NN MM SE o BN SN
—
=
=¥
Qo
w0
o
@
3
@
=
F
@
-

It’s likely to happen.
I don’t know if it'll happen.

 Idont think so.

Yes, ii's very likely.

But | don't think'so.

I don’t know If they will.

Lesson record

3 new words

from this lesson

i
]
3 useful phrases i
from this lesson :
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‘English is the language BE & 4
you agree? In your opinion is this a good
thing or not?

Would you prefer to speak 'International
English’ or is it better to speak with the
vocabulary and pronunciation of one
specific English-speaking country, such as
the UK, the USA, or Australia?

74
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Language box

American English grammar differs from British
English grammar in a number of ways, although
increasingly. American or British native speakers
may understand and use both varieties.

The present perfect tense is often used in
British English to talk about events that have
happened close fo now, In American English
the past simple is also possible, and already,
yel, and just can be used with the past simple:

AmE and BrE: He's just faken the visitor next
coor. _

He just took the visitor next
door.

AmE:

The past participle of got is goffen in American
English, cilthough this is not used to talk about -
possession. Some other past participles differ in
colloquial American English: :

business one © ong

6%

Challenge

1 Listen fo the same senfences being said

by a British speaker and an American
specker. What differences can you identify in
pronunciation? In each case, you will hear
the British speaker first.

1 He's anew clerk.

I'll just get a glass of water.

| cant do that advertisement.

Thie mall’s tao hot.

ls the garage on route 637

What's the address of the leisure park?

o0 R WN

2 2 Listen to two dialogues.They are almost

identical except that the first conversation
is in American English and the second is in
British English. Find one important piece of
factual information that is different between
the two dialogues.

Listen again. Make notes of different words in
American and Brifish English that have the
same meaning.

Listen to ten different people at a conference
giving their opinion of the talk advertised
opposite. Which people feel positive about
the speaker?

BrE:  She's finally got an answer.
AmME: She's finally gofien an cnswer.
~ BrE: The new part has fitted well,
- AmE:
Have gotl and have are used to talk about

The new part has fit well.

- possession in both British and American English,
_but have gof is more common in the UK:

BrE: ' Have you gof a webcam?

AmE: Do you have a webcam?
Preposition use sometimes varies between
British cind American English:

BrE; We'll do'it at the weekend.

AmE; We'll do it on the weekend.

BrE:  Id hate that to happen.

AmE: Id hate for that to happen.

BrE:  Pledsé write to Helen.




Hint

Spelling sometimes differs in BrE and AmE:

Br Eng: colour, publicise, defence, cenire, draught
Am Eng: color, publicize, defense; center, draft

draft proposals for the new center
to develop food dyes and colorings.

TR ey NPT

Y

. %05 Listen again. Can you identify which accent
each person has? For each one, decide
which of the two countries below they come

f from.
1 the USA England
2 Austrdglia Irelond
3 Russia Korea
4 Jamaica the USA
5 Indig Brazil
6 South Africa the USA
7 Canada Australia
8 Germany Spain
9 France Norway
! 10 England Scotland

AmE: Please wrife Helen.

In certain cases in British English, shallis used
for wilt or should when making questions and
sentences with | and we. Shall is rarely used in
modern American English:

BrE:  What shall we do?

AmE: What should we do?
In British English, the structure go / come
and do something is usually go / come do
something in American English:

BrE:  Letf's go and speak to hHim now:.

AmE: Let’s ga speak fo him now,

Look

Look at listening script 44.2 on pages 137-138.
Find more examples of differences between
British and American English grammar.

Hint

Write shart dates as doy / month / year in
BrE buf month / day / year in AmE;
25/12/2009 in BIE is 12/25/2009 in AmE

Practice

1 Look at the senfences by a speaker of British English.
What words would change in the senfences if they
were spoken by a speaker of American English?

1 We're importers of biscuifs and sweets.

2 The shop's low on aubergines, courgettes,
fomatoes. potatoes, and crisps.

3 [fit's not in the boot of the car, check under the
bonnet.

2 look at the sentences by a speaker of American

English. What words would change if they were
speken by a speaker of British English?

1 A round-trip ticket downtown, please.
2 Il write you when I've gotten home,
3 We've got to pay the check. Do you have any bills?

Lesson record

3 new words 3 useful phrases

from this lesson from this lesson
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discussion bank
Discuss the following 'ciijot_és, questions, and
statements with your ’reczcher

Holidays and ’rrcvel

“There are only two emotions in
a plane: boredom and terror.”

Orson Welles

1 Isthis picture yojur'::jdéq of a perfect
holiday location? =

2 How long does it take you fo forget work
when you go on holiday?

3 If you could take d six-month career
break, describe where you would go
and what you would do.

4 |s the price of 'business class’ fravel
really warth paying?

5 What's the fraffic like at rush hour in your
town or city?

6 Given the choice, would you prefer fo
fravel to work by bus, frain, car, or on
foot?

7 s it essenfial to own @ car if you have a
family?

Money, wealth, and poverty

“30,000 children die each day =
due to poverty.” i

UNICHEY

1 How soon will paper money be a thing
of the past?

2 Is a single world currency an economic
fantasy?

3 Do you agree that high earners should
pay high faxes?

4 Does being in debt bother your
generation less than your parents’
generation?

5 Which worldwide charities do you think
are doing the best work?

6 Half the world's population live on twa
dollars o day. What would that amount
buy in your country?

7 Can you imagine your life without clean
warter or sanifafion?

business one : ong




IO\IUOO

Discuss the Yollo\m_ g quofes ques’non ""icmd
sh:’remen’rs with your teacher.

Entertainment

“All record companies are
interested in 15 making money

Eltorn Jnhn

classical music in your c:oun’rry9

3 Which TV or radio programme do you
never miss?

4 How have your musical fastes changed
since you were younger?

5 Has the ‘cult of celebrity’ gone too far?

6 What made you choose the last book
you read, and did you enjoy it?

7 What's your favourite way of spending
an evening out?

Sport and leisure

“Leisure time is that five orsix =~
hours when you sleep at rught il
f‘emgf mlml Ha S

1 Is a global event like the Olympic
Games more about politics and money
rather than sport itself?

2 Are hobbies only for people who have
too much leisure time?

3 Is Formula 1 motor racing really a sport?

4 Who is your country’s most famous
sportsperson, and how are they a
reflection of national identity?

5 Which sports are most popular in
your country with a) teenagers and
b) women?

6 Describe your perfect weekend.

7 How will you spend your retirement?




Technology and change

“Never trust anything t
think for itself if
where it keeps
IK.Rowling =

1

2

“There are no ,-péf._-s;'ggn __
Spaceship Earth. We are all crew.

Marshall McLuban

-;How do scer
~ picture affect you

Has climate change passed 'the point
of no return’?

What requirements for recycling
household waste are there in your
country, and how does this compare
with other countries you're familiar with?

How easy is it fo travel by bicycle in your
town or city?

Is it possible for a poor country to be
green?

Do you agree that improved technology
is the key to a greener future?

How can big business lead the way in
being greener?

Can you imagine life without the
Internet?

Which single gadget has improved your
guality of life, aind how?

Describe how the way you do business
will change over the next ten years.

If someone who is very inferested in
fechnology is a 'geek’ and someone
who is not af all inferested in technology
is a ‘dinosaur’, which are you?

What's the difference between
‘science-fiction’ and fantasy’?

In what ways have your atfitudes
changed since you left school?

What did you learn in your first job that
still helps you in your current one?

business e one




"]dnguog_e or Braille?

2 How soon - if ever - will Chinese
overtake English as a global language?

3 What other language would you like to
start learning, if you had time?

4 s it possible to be genuinely bilingual or
even trilingual?

5 Have you ever had to teach English fo
¢ friend or colleague? How did you find
the experience?

6 Talk about what additional language
fraining would you like to see at your
place of work.

7 What challenges do you think face the
learner of: a) Arabic, b) Chinese, ¢) your
mother fongue?

Food and drink

1 s the food in this picture your idea of
fasty snack?

2 What food and drink is your country
most famous for?

3 How healthy is the cuisine of your
country?

4 How good a cook are you?

5 Would you describe yourself as having
an ‘adventurous palate’?

6 Which of the following cuisines have you
tried: a) Thai, b) Indian, ) Mexican?

7 Is it acceptable to drink alcohol at a
business lunch?




-dlscu55|on nk

Discuss the following quo’res, queshons, and
statements with your__’regche_:r:_ ik

“The Lotteryisa tax on peeple who- .
can't do maths

AOTL

1 s your s’rrength Wi ','
both?

2 What's your most produc‘nve fime of
day?
3 How old are you if you're ‘'middle-aged’?

4 What system do you have for
remembering phone numbers, PIN
numbers, and birthdays?

5 How would a business confact react if
you were a) 5 minutes, b) 20 minufes,
<) 1 hour late for an appointment?

6 What year do you look back on with
fondness, and why?

7 Are any numbers seen as particularly
lucky (or unlucky) in your culture?

Challenges

“It’s not that I'm so smart, it’s just
that I stay with pmblents longer

Aibert Eingfoin

1 What do you plan to do fo take your
English to the next level?

2 What is it about your job that keeps you
motivated?

3 Talk about one thing you learnt recently,
and how if has influenced your thinking
or way of working.

4 What's the difference between being
good at what you do and being a
success?

5 Can a challenge ever be foo great?

6 When was the last fime you
acknowledged you were wrong or had
made a mistake?

7 Describe how you would break down ¢
difficult work task into achievable stages.

business one  ong



(discussion bank

Dlscus?"'the following qt_.IQ_f s questions and
stuteme ’rs with your teacher i

Peapfe

“In youth the days are short and the

years are long, in old age the years i

are short and the days long

= NE i”:r‘a ‘,vam*"-"h 5-’

1-.i'&'

1 Describe how \'{Ou.;fe@_l;_@ 20Ut plercings,
tattoos, or dyed hair.

2 In your opinion, when do children really
become adults?

3 Is having a family o privilege or a right?

4 What single piece of advice would you
give to the next generation?

5 Wil marriage ever go out of fashion?

6 Are national stereotypes 100% dangerous
or 80% useful?

7 Can friends be as important as family
members?

Society

“When the rich wage war it’s the '

poor who d1e

Jean-Paui Ear' Caifiy

1 s politics popular with both young and
old people in your country?

2 What alternatives are there to sending
convicted criminals to prison, and do
these alternatives actually work?

3 Why do people still sleep on the streets
of developed countries in the 21st
century?

4 How confident are you that the society
you live in is free and fair?

5 s it reasonable to describe alcohol,
coffee, and chocolate as ‘drugs'?
How ‘mulficultural is your town or city?
7 Is working in the secuirity forces (police,

army, etc.) an aftractive career in your
country?

business ¢
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&

he research
This compares
Europe.

It came fo this conclusion affer studying

over 2,300 adults - examining their
personalities and the job they did.

The Index, compiled by an independent
think tank, went beyond fraditional
financial measures to calculate a
country’s relative prosperity.

The annual survey interviewed 1,200
people from 30 different professions.
So how can you improve your job
safisfaction if you're feeling o bif low?

v with the rest of

Answer the questions.

What factors are used to calculate the
Global Prosperity Index?

What aspects of their job were people
asked to rate in the City & Guilds survey?
According fo Papan Lopez, what leads fo
job satisfaction?

What change is on the increase
according to Faruk Asil?

Why does BUPA believe that people are in
the wrong jobs?

Why does the author suggest a hair salon
in New York, Oslo, or Stockholm are "happy
places’?

Decide what these numbers refer fo.
a 63
b 21

d 70 g 75
e 1,200 h 2.300
2 f 45 i 50

business e & e

4 Match the words or phrases (1-8) with the
definitions (a-=h).

1 confentment

2 aresounding yes

3 think fank

4 lounging

5 poll

6 respondent

7 swapping

8 intune with

a a group of experts who provide advice
and ideas on political, social, or economic
issues

b standing, sitting, or lying in ¢ lazy way -
used figuratively in the texf to mean in @
lower than expected position

¢ d person who answers guestions,
especially in o survey

d the process of questioning people who
are representative of a larger group
in order to get information about the
general opinion

e emphatic statement meaning very great

f o be in agreement with sb / sth; fo have
the same opinions, feelings, interests, etc.
as sb / sth

g a feeling of happiness or safisfaction

h replacing one thing with another

Over to you

1 Think of three different jobs, and consider
their pros and cons in terms of happiness.

2 What aspects of your own job would need
fo change to make you happier?




Glﬂssary

Not ha" ? r

Do you whlstfe whlle you work?
Does the thought of Monday
morning fill you with contentment?
If the answers to those questlona 15 a
resounding yes, then chances are you
don't live in Japan, Brazﬂ Chlna O
Indial
The latest Global Prospenty I
which measures happmess has all
these countries lounging in the
bottom half of a list of 50, - :
- S . As well as Work and
wages, it considers indicators of life
satisfaction, including freedom of -
choice, healthcare, and a country's
climate, So which of theseisthe .

_——__ thei Wn 038, Researchers found :
“True } obs atis'fac‘tion .-that 70% of vocational workers felt

-happy at ka campared wrth 63%

and happiness is about =
fulfilling your pbte'n'tial

and feeling that you can
make a def.erence

dec1dmg factorrh
seern that an en}oyable 9 to 5 counts

foralot=butyoudon'thavetobe | potertial and fealmg that you can
the CEO to have a smile on your face. © " makea difference, said Pa.pan Lopez
Results of a UK survey conducted . -

i ; aMexman nurse Mnre eople than
by the City & Guilds Qualification ST P s

Authority have shown that 2 out of 5
hairdressers are extremely happy in
their work ~ a rate which puts that .
profession at the top of the poll. ;
e s of these profﬂssmns i
were chosen to represent white-collar,
.and 15 for vocational jobs. Wo rkers
from both classes were asked to rate
their job satlsfactlon based on vaﬂous
aspects of their work, including pay,.
stress levels, and their. ab:llity toba

a vocéitién that enables themtobe
: hands -on,use thei 'brams andbein

~ wort notmg that both Mexwo and

iithe Global ‘Prosperity Index.
o Tt certainly’séems to'be the season
5% forjob la‘ted Iesearch BUPA the

]ust_.c_almed that up to 75% of UK
wo:rkers ‘arein the wrang _}ob

: their"chara”ctér "'fl‘h'e survey explored
- whether. people were introverts;
extroverts, optlrrmts or perfectlomsts

flonal e skils, knowledge, efo, fhat yo
fave fo do a parfioul ur}cb}

_mﬂér survey saud
d at work, while the- -

: charge af thE‘lI oW deshny, acmrdmg i

hairdressing!

Wit:h.ﬁh-eir-persanalities than those in

the wealthier south,

" Psychologist Dr Ron Dalo
~ commented: ‘It’s crucial to understand

our individual personalities in order to
find the right match. Failure to do so

. means you could spend great chunks
- ot life feeling like a square pegin a
~ round hole. A job which pays well
 doésn't necessarily guarantee complete
. satisfaction'g . ;
- majority of the workmg populatmns of
“both Argentina and Iceland is described
~as ‘poor but satisfied’ while Japanese
- workers rank among the richest but
. most ‘dissatisfied’ in the world. Ichiro
Kimura, a 45-year-old tax advisor from

. The

Tokyo, disagrees, ‘I enjoy my job because
I'work hard. What matters to me is

- the trust and respect of management
. and co-workers At the end of the day,

perhapsitsalla question of high or low
.3_ New Zealand feature in the top half of :

expectatlons
‘w0 ‘Monster.com, the job

i piacement website, has one or two
. tipsto help. Its suggestions include
 taking on more responsibilities at work
«in arder to challenge yourself, doing
-~ courses to expand your mind, and
_improving your social life to even up
; .."}mu.r work-life balance. Of course, you
can always start looking around for a

new job .. or a new country. If all these

surveys and research are to be believed,

and we really want to maximize our

~ happiness, a hair salon in New York,
. 0slo, or Stockholm would seem to be
- - the best place to start!
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~ reading
' Thenew age of the tra

4 Match the words or phrases (1-10) with the
development of high spes definitions (a-j).

the article and put the sel

SR : 1 shunning
‘into the text in the be )
1 -;'-_f oh ’ 2 promotional stunt
i = line Chin 3 hurtle
es would like us fo F Sone
5 freight
s really 6 sfiff competition
7 grumblings
4 Recent figures suggested China carried 8 key sector
25% of the world’s passengers and freight 9 assemble
: % of i .
on just 6% o iTg railwerys | 10 FEcvhitier
5 In reality, the frains are mainly built abroad on ‘ . g
the basis of fechnology transfer agreements a sththatis done in order fo affract people's
6 Now China is joining in. attention to advertise sth
) ! b to deal successfully with sth difficult
2 Read the article again and mark the s
c avoiding sb / sth

sentences frue (T) or false (F).

1 The world speed record affempt was
made fo advertise French trains.

2 Unfil the new frains were introduced info
China, the journey between Shanghai

d goods that are transported by ships,
planes, trains, or lorries / trucks; the system
of transporting goods in this way

e to move very fast in a particular direction

and Beijing took nine hours. f fo fit together all the separate parts of sth
3 Trains are seen as one answer fo China's g a situation in which people or
growing transport problems. ... organizations compete with each other

4 6% of all world passenger travel takes siangly far eusior

place in China. . h protests about sth that come from a
number of pecple but that are not

5 In the future the new Chinese frains will
expressed very clearly

have internet cccess,
i the mostimportant part of an area of

activity, especially of a country’s economy
j (in politics or business) a person who is
powerful

3 Complete the summary with the words below.
hoped advantage overcrowded
faster image improved outweighs
both  increased lead

Over to you

1 How quick, safe, and reliable is train travel
in your country?

2 Do you ever have to work on the frain - if
so, how comfortable do you find it?




The new age of the train

They say that trends always come full circle, First, it was the
train that heralded the golden age of travel. Then the motor

car, and then the plane. So could it be that we're about

ta see a revolution in travel with mare and more people

shunning the airways for the mlways agam?

a

A French train with a 25,000-horsepower engine and

b ' . The Chrnese state railway company has

-rccently Iaunched its own high-speed rail service linking

Shanghai with the nearhy city of Suzhou, making the 53-
m||e tr}p in just thirty-nine minutes. As the new system

" -develops it is hoped that ori some routes top speeds will

climb to 155 mph, cutting two hours off the trip between

Shanghai and Beiji jing, making it possible to do the journey

in as little as nine hours. However, for the time being there

special wheels broke the world speed recard recently for
conventional rail trains, reaching 357.2 mph {574.8 kph) as it
shot through the countryside to the applatse of spectators.
The trip was a promotional stunt by the French rail industry;
showcasing their wares to the rest of the world, and '
establishing themselves as market Ieaders ina new efg of
high-speed train travel. Ll j

:WI|| need to be speed restrictions on some sections of tracks

which are unable to cope with the new high speeds. ‘We

were facing a logistical nightmare,’ a spokesman for the

company said, ‘we were struggling to cope with increasing

- transport demands so the trains are seen as a way to boost
passenger capacity,

€ ..o The Chinese Xinhua news agency guoted

officials as saying the speed increase would raise passenger

capatity by more than 18% — in other words, 300,000 more
trair seats daily and freight capacity by more than 12%.

The new trains have g futuristic element and in keeping

W|th this high-tech image, the trains support internet wi-fi

_5crwces_f_or those with laptops and other mabile devices
wanting to keep in teuch,

However, it's not just in France thére'_réﬂ' travel is

reinventing itself. In the UK, new pendolino:style trains are
being marketed as cleaner, gréchor and just as efficient as
other forms of transport — allawmg you time to yourselfas
you hurtle through the countryside. These ltalian- developed -
trains, made by the French-owned: corrpany Als’tom are -
speeding across a range of turopean countries mcludmg
Finland, Portugal, and the Czech Republlc

~ The upgrade was seen as essential as the railways have
been facing stiff competition from the growing road system
and mcreasmgiy inexpensive, more convenient air travel,
meaning passengers are prefcrrmg these ather forms of
transport to the overcrowded railways. d et
Asready there have been grumblings about the fares on

the new services which are nearly 50% more than current
express trains. But the spokesman claimed that as more
seats become available, the prices will level off.

China, home to the world’s fourth-largest economy, is

_ keen to show off the new bullet trains as evidence that it
can develop its own technology in key sectors, and is not
~simplywhere the w'orid tomes to assemble products,

i , with industry heavy-hitters such as lapan’s
M|tsub|sh+ Kawasaki Canada’s Bombardier, German giant
/ Slemens, and Franc_r—:s Alstom,

- Back in the 1970s in the UK. the state-run rail com pany
proudly declared ina n'-ad\:'ertlising slogan that it was the
i ' B Aze of the train’ Maybe they were thirty years too early -
Glossary g | |
herald {0 be o sign thot sth fs Going fo hopk :
hnfsepower a uniifor mecsurlng _

Histom compary
slogun a word or phmse rrm IS':

suggest an |def1 quickly
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Malcolm Gladwell t
ul’rlmq’re connecto

1

quolm Gladwell. Re
put the sentences (1-8) inft
besi pk:nces (c—h).

.-_. Th|s faict sugg__ L

his behalf fo keep'his’ pfr’rvme' life just thait:
private,

Meanwhile companies such as HP are
trying to sign him on a consullancy basis.

and features in Time magazine's Top 100
influential people’list.

Gladwell admits that his research is not
original but that he's a popularizer of
other people’s academic ideas.

He was described as obnoxiously
competitive by his own father, but regards
his Canadian upbkringing as being very
mellow and relaxed.

Nowadays, he describes himself as

a Democrat buf of course, being d
Canadicn national, he can't actually
vote in the USA.

Suddenly, he found he was being stopped
by the police for speeding when his
driving style hadn't changed,

2 Which three of these things has Malcolm
Gladwell not done?

1

~N O O R W N

voted in a US election

written for American Spectator
written for the New Yorker
written two books

been arrested by the police
worked as a consultant for HP
become a public speaker

3 Mark the sentences true (T) or false (F).

1

2

Gladwell fries hard to keep his private life
from becoming public. ...

His childhood provided him with good
charccter fraits to be d journalist. ...

Gladwell enjoys being well off. ...
His writing career began in 1996,

8
9

Gladwell's books are based mainly on
business matters. ...

He claims he uses cther people’s research.

His first book had a great effect on
business thinking. ...

His second book got him arrested. ..

Gladwell embraces the idea of him being
d consultant to companies. .. ..

4 Find words or phrases in the article that
match the following definitions.

1

in an extremely unpleasant way,
especially in a way that offends people
(paragraph 1)

relaxed, calm, and happy (paragraph 1)
the way that sb looks or behaves
(paragraph 1)

useful or helpful to sb when needed
(paragraph 1)

a statement or an idea that forms the
basis for o reasonable line of argument
(paragraph 5)

a word, phrase, or sound that is repected
again and again, especially during prayer
or meditation; a commonly repeated word
ot phrase (paragraph 5)

organized very carefully or secretly
(paragraph 5)

(of hair) in a mass of fight curls
(paragraph 6)

Over to you

1 Have you read or would you like to read
one of Gladwell’s bcoks?

2 How important are first impressions? Have
you ever made an important decision
based on your first impression of someone?

102
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Malcolm GladWe]l}_, the ultﬁﬁaté connector

1 First impressions can be deceptive - he looks likew
cross between popstar: Lenny Kra\atz-and CoIn E(lld.rl ]elry it

twenty seven in Accentare’s mnkmg_ : :
gurush a’ S0 who exactly is he? An intermet’
scatt,h pl'OVIdCS plenty Of roemﬂ ts 4bout h1$ boolks and

b . He was bm n ln 1he IJK
]dmalcan mother but was bio
a house with no television.: C
1aid-back demf_anour arid his

aml Seems 1arher embal rasse' : by his mo:netaly suctess
In fact. he confesses to bema g baffled by His' pmapenty Hc i
seems lo en}o’y his hfestyle‘ L]smmng tila{ bemg a wriler

that it r:!oesn t m;{rter how many people you reach but

'Who you 1each, has become the mantra of advertisers

7 across the world: Marketers are now looking to put on

| orchestrated word-ofmouth campaigns, ying to influence
_what -f;‘.jlar;[we_ll__ calls the “mavens’ (people in the know); and
'i’hé."cdhn_;__zfctors’ [those with wide social circles).

in New Ymk led to hlm redear dnng rmd wrltmg his’ h:st
book: The T[ppmg Puint. :

4e

6 His second book, Blink: The Power of Thinking without

: Iso bccame a best-seller. It was influenced by the .

pe1 ceprion perlE had of him once he allowed

U/ "his hair'to grow into a fiizzy alro. g Blink describes

_: /the strange power of first impressions ancl how decisions
/tan be made based on them..

7 His writ'inc{'h:rs'inﬂuenccd high-profile business
i and o, why thc e TatA {hoppe B people. for example, Starbucks’ Howard Schultz publicly

in New York. . He takes this usually CIW Tesearch :__almbutcd hls Lompzmy 5 stccess to the tipping-point

and is able to I'lldl(E it come ahve __ladwell cleums this skﬂl j _phénomenon while Keichum, a public relations company,

e e hdpprest man m the ‘ - has Lrt-dted a database that copies Gladwell's models.

D, o W T s notan idea Gladwell seems very fond of,
5 Undoubted]y his rea,l unpact has been in {*etpprate e _-st"ttmg thdt formal consultancy would be a breach of his
culture, His first book has become 4 must- read for S D qr Comrrutment 1ou1 nalism,

ckening eXpOﬂ_L’ and .3.tude.r.11.a.,. ah}{e _i_tb ].rlnam pl_u]‘flbe’ 8 So i would seem that in many ways Gladwell could
~ be described as the ultimate ‘connector” himself. With

“his Best Selhng books, New Yorker column, and $40.000
speaking appearances he bridges the gap between different
aspects of American society, the New York literary world,

Vaf DY 10 I e ; ‘the seholarly world, corporate culture, and, of course ...

: quu]r‘ry or dafﬁcu o the person in the street. -
guru o person who isan ey ; b
 bafited complefzly eonfus
- Hush Puppies g brand eipmcn -
7 u{m 0 hmrsivfe in whqch |

Glossary
: deceyﬂve lkety: ra mﬂke o
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The inventors’ ba

You are going to read about an
international exhibition for inventors. Read
the article and match the. -

the pdragraphs (a-f).

1 NOT ave WOne| Gp 3
back
How successful is the ex
Who are the inventors? |
African inventor needs bel
Boat cleaner wins award

o s WwN

Unusual use of a fruit

Mark the sentences true (T) or false (F).
1 The exhibition takes place every year.

2 More than 25% of exhibitors are Malaysian.

3 More than half of the exhibitors find
backers.

4 The prize at this year's exhibition is given fo
an invention that cleans boats. ...

5 Ceorinag’s invention is in production.

6 She says there’s more fo inventing than
making money. .

Answer the questions.

1 Why do inventors attend the exhibition
year affer year?

2  What two rules must participants follow?
What are Ken's crash helmets made from?

4 What advantage does the exhibition have
over the Internet?

5 What does Corind's experience show
inventors?

La

Find words or phrases in the article that
match the following definitions.

1 to move towards a place from different
directions and meet (paragraph 1)

2 a person or company that gives support
to sb / sth, especially financial support
(paragraph 1)

3 used fo describe a situation in which
sth serious, impertant, or of high quality
is followed by sth silly, unimportant, or of
poor guality (paragraph 1)

4 an official right 1o be the only person
to make, use, or sell a product or an
invention; a document that proves this
(paragraph 2)

5 a person whose job is to find people who
are good at singing, acting, sport, efc. in
order to give them work (paragraph 3)

6 an opinion or a position That is strange or
unusual end a long way from the normal
position (paragraph 4)

7 infroducing or using new ideas, ways of
doing sth (paragraph 4)

8 the first design of sth from which
other forms are copied or developed
(paragraph 6)

9 o complaint dbout sth (paragraph 7)

Over to you

In your opinion, what has been the single
most important invention in your lifetime?

2 How important are creativity and
inventiveness in your job?




The inventors' ball

1 Ever had a bright idea fo r'én'ew 5

product? Every April, 75,000 people

converge on the Swiss city of Geneva -

inthe hope that just such an idea -
will make them mega-rich. The:
annual International Exhibition of
Inventions has been sholwr:asing new

inventions for over thirty yea-r-sﬂ The::=
inventions on display range from the
sublime to the ridiculous but all the

inventors are hoping for one thing

~ that they will find a backer to hielp
them develop their ideas to become
the next big thing. One such hopefuil

is Ken Tar, or ‘Coconut’ Ken who
has travelled all the way frém Johot

Baharu in Southern Malaysia. ‘Thisis
my year — I can feel i, he says, before

confessing that he's attended the
past five exhibitions without success.

By e
2 According to organizers, the 700
exhibitors come from a range of -

—aquarter of them are prwate
inventors and researchers whlle_'
the rest are companies, research -
institutes, and Universities They .
corne from all over the world -

Just some of the forty-five coumhc; 57
represented. Despite visa problerms,

g

the Iranians are also in on the act,

with over fifty exhibitors on display.
But Malaysians like Ken Tan are the
overwhelming majority, t_'aki;h:_g:up- il

over a quarter of the floor-space. In
order to participate in the fair, the
presenters have to adhere to stri il

Glossary

In on the ael fo get muowed ln
udhere fo sfh behave crcearcfmg o

hull the miin; boﬂum ptm nfa sf]

_rules the 1nventlons mist already have -
.4 patent, and the invention cannat
_have been on display in the e}(hlbl‘thI‘l
: prewousty ;

3 Th;'_e'exhibitib.h is believed to be

the biggest of ils kind and it's the

- chance of comrnercial success which
) uppermost in the exhibitors’ minds.
i They are hcrpmg that the talent scouts
- who come to Geneva to find products
to develop and commercmhze will be

- wowed by ther product Organizers
_say that in 2006, 45% of the exhibitors
found an investor. Which makes the
~serial attendance of Ken Tan a fl the

: more understandable ;

4 Despite the incentives of fame and

_ fortune, the inventors at the exhibition
- shill manage lo convey the image

: -t‘nat their ideas come predominantly

- from left field. Indeod ItsKen Tan's

different backgrounds and seLtmg_S i Loconut huskmg machine which this

 yearseems to have attracted some
-hea]thy attentmn ‘but iriore so for the

/. innovative use of the leﬂovers He

 tells reporters that the husks are ideal

NGl Seath B e for making crash Thelmets which, he -

claims, adherc to govr:mment safety

; standards

5 Other inventions are more down-to-

- earth and useful, such as the device for

collecting rainwater that can then be

- used to water a garden or flish toilets,
- orthe liny GPS mini-¢hip that could
* help vwners find lost pets. However,

the jury prize eventually goes to an
invention from France: a new, non-
polluting method of cleaning the

hulls of boats, without taking them

‘out of the water,

|
6 The five-day fair allows inventors

todisplay their ideas to a wider

audience, and producers like to

~actually see and try the ideas rather

than just view pictures on the
Internel; Olivier Bikinkita brought
his car-driving simulator all the

“way from Brazzaville in Congo. ‘This

machine helps you train for steering
areal car. At the moment, this is

~only a prototype but [ hope to find

a sponsor, explained the hopeful

inventor.

T Sometimes, of course, the dream
Tnever hecorries reality. One inventor,
Corina Grace, complained that her

fuel-saving irivenition from the

previous year had been bought by
| one multinational company purely

to stop it from falling into the hands
of a competitor. Despite the large

fee she got for the licence, Corina
- ‘was still net happy, saying: Tt's not

about the money, it's about seeing

© other people using the thing that
you'veput years of hard work into

developing. Despite her gripe, no
doubt Corina, ‘Coconut’ Ken, Olivier,
and many others are certain to be
back again next year. —hoping that
it's their idea that finally goes globall
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5 nof showing respect fo sb / sth that other
people usually respect (paragraph 6)

& very brightly coloured in an unpleasant
way (paragraph 7)

7 describing a story, play, picture, efc. in
which each character or event is a symbol
representing an idea or a quality, such as
fruth, evil, death, ete. (paragraph 8)

8 fo tell somebody about sth, especially sth
that you have experienced (paragraph 8)

. description (a
1" Randall Harpet.

o2y

2 Lancelot Imasuen
3 Faroogh Farrakzad Over to you
4 Dariush Mehjui 1 Which foreign country’s films would you
a Director and poet most like to see?
b Nollywood film director 2 What about your own country’s film
¢ Film-aficionado inclustry? Are there any recent must-see
d

films?

Venice Film Festfival winner

3 Answer the guestions.

1 Why did the Nigerian film inclustry start fo
grow in 19927

2 What is the main theme of Nigerian films?

3 What was Lancelot Imasuen's impression
of filmmaking in the US?

4 What makes Iranian film-making the
‘perfect anfidote’ to Western films?

5 How did Iranian films change from its early
beginnings o the 1960s?

6 How did the Islamic revolution help Iranian
filmmakers?

4 Find words or phrases in the article that
match the following definitions.

1 (of buildings, vehicles, furniture, etc.)
in a very bad condifion and needing
repair (paragraph 1)

2 a thing that develops from sth, especially

a small organization that develops from a
larger one (paragraph 3)
3 (of goods, work, efc.) made or done badly
and with nof enough care (paragraph 3)
4 (informal) a lot of noisy, exciting activity
that is infended to affract people’s
aftention (paragraph 35)

0401 Hae
u:’-gd%g‘ i
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Forget Hollywood and Bollywood

1 We all know about the modem ‘ﬁlm facto _' es

of Hollywood and Bollywood, but What about

other film mduqtr‘es which are _.domg_ thmgs i
differently? Where are they based arid what

Randall Harper tells us about two emergmg
powers in the world of movie-making. -

2 Itsafaray from LA or Mumbal but Sumlere;

a ramshackle suburb of Lagos m Niger
fiome to the third Jargest film indu
world; Nollywood. With over 1,000, ﬁtms snot
annually, generating reventies of $250 rmillior -

and draudience of oo mﬂhon spread c1rcmm:1

the world, the film indusiry is the second larges
employer in Nigeria and is producing starsthat

are recognized-across the globe Sl
3 Unlike Hollywood and Bol[ywoad the_ L
Nigeriai film industry is a direct TfshooLof

television drama and has p:remded an alternative

to TV for milliong of Nigerians Itis mdel}r
agreed that Nollywwood was borniniggswhen

the state run TV company stopped making the -
popular seap operas that capl twatoti audac*nces
across Nigeria, The first film; Living in’ Bondage

was characterized by poor dialoguc

acting and terrible continuity, bt 1ts_d1rect g

DVD release began to satisfy the demand for

easy-on-the-eye dramas. Although pmductlen ;
values have improved, the films are still produced 1

cheaply — costmg about bl 54 ooo —and qullc_kiy

tonﬂict amd corruphon but the mdm thpmes e

witcheraft and the triumph of good over ev ;

5 Leading Nollywood director Lafic 'o_t
Imastien recently made a film in the USA and
was shiocked by the waste, amazed "hat afilm
could take sixty daysto make ‘Thad+
of shooting a film in Hollywood Imas uen said
in an interview ‘And | told them, I wa
toknow that 75% of your budget and tlmo s

'-Glossary
: umr cn,r a very different expe

.unf:doie nray!hmg thur 10
-srh unpleﬂsant S

mfechous diseuse live foge

it umque m s@ far as-”c f

» pleagiire

that put hzm. m. . }aﬂ for ﬂw&‘ years

~ wa %tedi Sixty days to.shoot 2 fﬂmf Howr

. many. workmg hours are actuall yinthose
- isixty days?It's all I7azzmatazz) Nollywood has -
certamly str:lppe{i dway all that excess and
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_reading bank

From joke to cal

e, 5 Find words or phrases in the article that
any match the follewing definitions.

i so, 1 fo emphasize sth or make it more
we noticeable (paragraph 1)
2 caused sth to develop or be produced
he (paragraph 2)
' 3 very comfortable; expensive and of good
quality (paragraph 4)
4 fo start to do sth new or difficult

a product (paragraph 5)
c To highlight the impact of image’ on 5 toremain valid even when tested,
product examined closely, etc. (paragraph 5)
3 Look at the advertising ideas mentioned 6 to move to the side of the road in order fo
in the article. Then put them in the correct stop or let sth pass (paragraph 6)
order from oldest fo most recent, 7 fo puf people or things together,
a o large cake especially in order fo show o contrast

or a new relationship between them
(paragraph 7)
8 be the most surprising (or annoying) thing

b it really is a Skoda
¢ highlighting the cars” abilities

d cusfomers with a problem that has happened or that sb has done
4 Answer the questions. (paragraph 8)

1 How did people regard the Skoda in the
108052 Over to you

2  What two factors caused this opinion fo 1 In what ways is advertising cars different
change? than advertising any other kind of product?

3 What can be the danger of a company 2 What kind of car do you drive? What does
using ‘aggressive markefing'? that ‘say’ about you, and do you care?

4 What have been the results of the
marketing campaign?
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From joke to cake

1 One of the golden rules of
advertising has always been not to.
mention the disadvantages of yotr
product, Advertising Campaigns
need a positive spin - accentuate the

positives, eliminate the neganves. But:

that was before Skoda came dlong:

2 Skoda has probably had one of the
worst image problems in the history
of marketing. Thanks to its cheap: -
price and lack of reliability in the
1980s, the Skoda spawned a series
of jokes and even now there are
websites dedicated to the Skoda joke

such as: ‘How do you double the price

of'a Skoda? Throw a Euro in Ly Even
its name seems o mock itself -

Czech skoda literally mearis shd:mo,

and toje skoda translates 11110 Eanhsh
as It's a pity’,

3 So how has this ‘joke’ become one:

of (he success stories of the IlO'nghtle‘?, :

becoming the third besbqe[img brand
i Germany and the UK, and winning
Car of the Year 20077 The answoer is
an aggressive advertising campaign
that met the imdge problems head on,
breaking all the rules of (onventmnal
advertising as it went.

4 The first step in the fransformation.
was the ‘It's a Skoda, honest’ series of
adverts. The most memorable showed
an employee at the Skoda factory,

putting the Skoda badge on finished -

vehicles. When a new batch of plush -
cars come along, the employee stands’

back thinking there’s no way they can

be Skodas. but of course they are.

5 Addressing an image problem in "~
such a forthright way is a high-risk i

strategy but one which Skoda felt.

was worth the gamble: As mdustry
specialist Gideon Riley explains;
I you're going to embark on an

Glossary

mock 16 show 00 respecr for °1h
e noughties [BrE}fhe yerrsifiom.2
Iumhles perforras aerobatics. n H1e ﬂw }
usroung{tng 50 BUIpHsihg Aot
a piece of cake (informal) o thing

-advertising Lampaign that Lh&]lEDDQ

the normal rules of the industry,

you have to have a product that will

stand up 1o intense scrutiny. Skﬂdd

felt that thev had reliable cars that

would challenge theold perception
of their product and sur prise a
good Inany people Of course, they

_'__we; € now being bmlt to German

apeuﬁ( ations, having become parl of

the \rolkqwdgen group in 199]

6 Skoda didn't slop ‘rhere % thelr

Next campdlgn fe’i‘rured & man bemg
taken [OF a test drive in 4 Skoda,
'V\’]un the showroom employee puI]b
over fo let the customer drive the car
tor himself, the customer runs off
into the woods. The slogan was “IU's

"4 Skoda, which s stﬂl a prob]em for.

‘3 OIl'lC

- 7 Since then they have changed

direction a little but sti 1l emphasize
r_ht? SUr I"}I'l‘blll“ ndanre Of th:&_'ll cars: One

fadvert claims that we ail copy each

c-r_her and encourages us to be different

: hy Lhnosmq to drive a Skoda, while 4

recent campaign hardly featured the
caratall - in one; a huge gymmast -

tumbles on a mat, and in another a
James Bond-style secretary dramatically

; ]U]TIDH ontg a Il"lﬂ\"]llg train in the

pouring rain, trying to locate her
boss who has forgotten an Important

‘document. The slogans ‘Big and a gile
= you don’t see that very often” and

‘Practical and exciting - you don’t see
that very ofien’ juxtapose the qualities
of their cars.

8 Skoda’s latest advert, though,

might jist ‘take the biscuit’ - or more
precisely the cake, It features a life-sized

cake version of the new Skoda Fahia.

The cake took four days and sixtecn
people'to bake; but the final effect is
astounding. “This is Skoda moving away
from its image problems and making
eye-catching adverts that have had
workers gossiping during their colfee
breaks Jor the last few years, explains
Riley “and their marketing people have

- worked wonders. Over 37,000 people

have visited the Fabia website to see
“ the clip?

9 S0 just how do VOU OVercomc an
image problem? Well
of cake.

... 1t’s a piece

business wne
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listening bank
| Obesﬂyhow ’rh fi'g:ures stack up

1dio feature exploring the growing problem of obesity. The
erviews a number of health professionals - asking for information
ding as many fimes as you need to and answer the guestions
MultiROM at the back of this Student’s Book.

5 Eating slowly helps you fo keep weight off.

6 Obesity is bad for the environment.
e o . 7 Obesity is contagious.
: 8 Walking is a miracle cure for obesity.
4 Moatch the words or phrases (1-8) with the
definitions (a-h).
1 proportionate

2 paunch
3 saturated fat
4 to have o sweet tooth
5  urbanization
6 sedentfary
L 7 absenteeism
1 Which is the best summary of the 8 brisk
information in the feature? He
1 Obesity is only a problem in developed a a faf sfomach, usually on a man
countries caused by people doing less b the process of people moving fo live and
exercise in their work and leisure time. work in towns
2 Obesity is a global problem caused by € a substance found in food (e.g. butter,
people deing less exercise in their work fried food. and many types of meat), which
and leisure time. encourages the harmful development of
3 Obesity is a global problem caused by the cholesterol
growth of fast food chains, d fo like food that contains a lot of sugar
4 Obesity is only a problem in developing e being frequently away from work or school,
countries caused by overeating. especially without good reasons
2 What do the following figures refer to? f spending a lot of ime sitting down and not
a 90 d 1in10 moving
b 30 e 03 g quick: busy
5 h increasing or decreasing in size, amount, or
c 10% f 18 ; :
degree dccording to changes in sth else
3 Mark the sentences true (T) or false (F).
1 The presenter is obese. Over to you
2 Obesity causes cancer. . 1 Is obesity a noticeable problem in your
3 Obesity is more of a problem in France country?
hgp Liogln, 2 Do you think that organizations like
4 The Freﬁch eaf more safturated fat than the governmeni-s and the Workplace should
Americans. ... get involved more in fighting obesity?

business onie : ona



d lives

uf relief activities in areas affected by the Asian
spokesman for the United Nations Development
d. Listen to the recording as many times as you need
1€ recording is on the MultiROM at the back of this

4 Now match the words or phrases from 3
with the correct definition below.

basketball

“athletics cricket a an organization that is established to
volleyball  football golf provide money for a particular purpose, for
: 4 example for scientific research or charity
handball rugby swimming
b sth that is given to a person or an
2 Mark the sentences true (T) or false (F). organization such as a charity, in order to
1 Sports only played a small role after the help them; the act of giving sth in this way
fsunami. ... ¢ happen suddenly and have a harmful or
2 Staging a number of sporting events raised damaging effect on sb / sth
PRI : d receiving or involving a lot of atfention
3 Sport is thought to help people overcome and discussion in the media and from the
the shock of a disastrous event, public
4 Over 50,000 footballs were given to one of e 1o return a building or an area to its
the offected areas. . previous good condition
5 The cricket ground in Sri Lanka will never f a policy which gives sb more control over
recover from the disaster. . their own life or the situation they are in
6 Michael thinks that people who like sport

are Crazy.

3 Complete the following sentences from the
news story.

1 Sport plays a major part in many
people’s lives, but how can it help rebuild
communities when disaster ...

2 These .. ... mafches kept the
disaster in people’'s minds and helped
raise millions of pounds.

3 The UNDP has also helped to "
other sporting facilities in Aceh including
volleyball and basketball courts.

4 Certainly for people like Eddi and his
friends the e, OF baills and boots
gave them something back.

5 As well has rebuilding the village and

assisting twenty-five other villages in Sri Over to you
Lanka,the ... has provided new 1 Do you remember hearing about the Asian
sports facilities for the village. Tsunami in 2004? Where were you, and
6 Youth _  isa crucial element in what were you doing?
post-disaster rehabilitation work. 2 How important do you think resuming

activities like sports really is in such
situations?
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listening bank
Thinking of buylng a h

You are geingd to listen to par
interviews a number of UK-base
the recording as many times as you
on the MuliROM at the back of thi:

1 Which of the following sentences best
summoarizes the fopic?

1
2

the rising cost of homes in Europe

recent develepments in the housing
market in the UK

the breakdown of the global housing
market

buying a house is now easier than gver
before

2 Mark the sentences true (T) or false (F).

1

The fraditional housing market in London is
changing as ¢ result of high prices. ...

Elena owns two properties. ...

Elena changes her credit card every six
months.

Steve had to move out of the warehouse
because it was damaged by sguatters.

Steve has to rent o sofa for his flat.

The White family moved house when Owen
retired.

3 Wirite the correct number to complete each

gap.

a the average cost of a house in
London

b .. .. .. .. ofthe price is needed for c
deposif

(s ... the weekly amount Elena

makes from her flaf

i icimcee A ¢ e

d

2 Think again!

rogramme about the property market. The presenter
yers - hearing stories of their different expetiences. Listen fo
i neéd to and answer the questions below. The recording is
Student's Book.

the average age people leave
home in Londen

. the amount per week Steve
pays fo rent a sofa

how much Steve is saving per
week

4 Match the words or phrases (1-8) with the
definitions (a-h).

1 atrend

2 toclimb aladder

3 outskirts

4 deterrent

5 1o oufstay your welcome

6 1o fly the coop

7 anestegg

8 to fall over themselves (to do sth)

a a thing that makes sb less likely to do sth

b fo stay somewhere as a guest longer than
you are wanted

¢ (about a young persen) fo leave the family
home; fo escape from a place

d fo try very hard or want very much fo do
sth

e general direction in which a situation is
changing or developing

f the parts of a fown or city that are furthest
from the centre

g a series of stages by which you can make
progress in a plan, career, or organization

h a sum of money that you save to use in
the future

Over to you

1

What is the current state of the property
market in your country? Do the majority of
adults have a mortgage or pay rent?

2 What's your 'dream home’? Considering

your current financial commitments, how

achievable is that dream?




of the following comp
ned in the interview

Joost  Amazon  Gmail
MIV  YouTube CBS NBC MySpace
Match the letters (a-e) with the
descriptions (1-5) from the recording.

a 2

b under25 age group

¢ 16-24-yearolds

3

under 30s

the age group that is seeing the biggest
change in the way that TV is watched

2 the age group that most downloads TV
programmes

3 the age group that Joost might be most
popular with

4 entrepreneurs behind the Joost idea
5 the annual percentage increase in the

— 0 O

number of people no longer watching TV

Mark the sentences true (T) or false (F).

1 Joost intends fo be more structured than
existing TV websites. ...

2 Skype has revolutionized they way people

communicate.

3 The felecommunications industry does not

think Joost will succeed.

4 Skype will eventually be merged with Joost,

9 Lauren McCadll suggests that TV companies

are likely fo do business with Joost.

6 Inthe UK the under 25s only watch four
channels.

7 Anil Ramesh suggests Joost will face the
same legal issues as music sites.

8 The interview suggests that conventional
television will never be replaced.

jje discussing a new way to watch TV programmes on the
lustry experts - asking for their opinions and predictions,
as you need fo and answer the questions below.The

ick of this Student’s Book.

4 Match the words and phrases (1-8) with
the definitions (a-h).

1

0~ Oy ot M

o

T Q

brainchild

to envisage

quaking in your boots
to meet sth head on
fo get behind sth
proliferation

o be riddled with

to have sb onside

fo shake because you are very frightened
Of nervous

to iImagine what will happen in the future
to give sth your support

an idea or invention of one person or a
small group of people

the sudden increase in the number or
amount of sth

be full of sth, especially sth bad or
unpleasant

to face sth directly and firmly

to have the support of sb for an idea or
proposal

Over to you

1 Do you use VolIP instant messaging, or
watch TV on the Internet? If so, how
satisfactory is the experience?

2 Has increased customer choice (i.e. any
time, anyplace, anywhere) affected the way
you now do business?



nChina.

Cobra Beer is Indian, but it is brewed in the
UK, o

The history of South American beer starfed
after the Spanish conguest. ...

Mexica's modern beers were inspired by
the Austrian style of brewing. ...

American 'micro-breweries’ are small by
compadrison to ofher breweries.

Choose the best answer for the questions.

]

Which country produces the most beer?
a Russig

b China

c USA

Cobra beer was first brewed in:
a Bedford

b Bangalore

¢ Cambridge.

Dos Equis gets ifs name from:
a the spicy faste

b the lcbel

c Austria.

In the USA, what is the market share of
‘micro-breweries’?

a mote than 10%
b 16%
c 800,000 barrels

gl

AT

business ane ; ane

e about beer.The presenter inferviews a number of
ormation and recommendations about the beers
n plants). Listen fo the recording as many times
below. The recording is on the MultiROM at the

3 Match the words and phrases (1-8) with
the definitions (a-h).

1 aboom

2 tomusclein

3 fo foke off

4 inthe grip of

5 off licence

6 strange twist

7 atuming point

8 1o salvage

a  a shop that sells alcoholic drinks in botfles
and cans fo take away

b the fime when an important change
takes place, usually with the result that o
situcition improves

¢ asudden increase in population, frade,
etc,; a period of wealth and success

d fo manage to rescue sth from a difficult
situation: to stop d bad situation from
being a complete failure

e experiencing a force that keeps sth or sb
under its control

f (of an idea, product, efc.) to become
successful or popular very guickly or
suddenly

g to involve yourself in a situation when you
have no right fo do so, in order to gef sth
for yourself

h an unexpected change or development in
d situation

Over fo you

1 How popular is beer in your country? What
is the most farous brand?

Brewing is an industry where history and

tradition are particularly important. How
important are they for the company where
you work?

a2t



a

b
c
d
e

A redlly good boss should lead by example.’

... one who works as hard as possible.”
inferested in the feam as people.

"... knows how o listen.

... more an overseer than an organizer”

Which of the following sentences best
describes each speaker’s opinion?

Q

A good boss should be aware of how
their staff are feeling and be fough when
necessary.

A good boss should be a good motivator
but also be consistent, supportive, and
honest.

A good boss should be a good motivator
and open to ideas from their staff,

A good boss should be a good listener and
a good example fo employees.

A good boss should be a good listener,
motivator, and know how fo delegate.

Mark the sentences true (T) or false (F).

1

Jan implies that if the boss is out of the
office the staff will work hard. ... ..

Jan says that bosses should admit their
mistakes, ... .

Tung believes that motivation can be
achieved through rewards.

Tung suggests bosses should not be
frightened of debating ideas,

Anne states that being a tough boss
doesn’t work.

npany directors and managers talking about what they think
an motivate their workforce. Listen fo the recording as
1e questions below.The recording is on the MultiROM

6 Anne implies that bosses should know the
staff on a level of more than just workers,

7 Lars states that space is important for the
boss.

8 Lars implies that a boss should never knoy
what is going on in all the company.

9 Anna thinks bosses should change their
opinion regularly.

10 Anna says bosses should adhere fo the
same rules as their employees, ...

Over to you

Do you disagree with anything any of
the bosses said? How is your viewpoint
different?

Can you remember any specific episodes
or events which have taught you fo be a
better boss, or to deal with responsibility
better?




