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| First contact

1.A Meeting people

Grammar - questions Vocahulary - jobs

1 Write the questions for the answers below using 2 Name the person you would talk to in each
where, what, who, which, when, how, how many situation. Choose from the box below.

or how often. More than one answer may be
possible.

a Whece do uou live.?

personal assistant _receptentst™ courier

security guard accountant [T engineer

sales manager cleaner secretary

Paris.
b
In Zurich.
c
| work in accounts.
d
I'm a secretary.
e
Sixty people work in the company.
f
Mr Pater.
g
At 9 a.m,
h
| go to work by train.
i
I'm fine, thanks.
J
| live in the city centre.
k
| take the No. 7 bus.
I
| go to college two days a week.
m

My boss is OK.

Business Update

You arrive at work for the first time.

The receptionist

You want to see the boss, but he's not in
the office.

There's a mistake in your payslip this month.

You cannot get into your office. The door
is locked.

You must send some documents to another
company.

You can't find a document you left on your
desk last night.

You cannot open your e-mails.

You can't answer a sales enquiry.

You need the address of a client.




3 Write down all the job titles that you know in
English. Use your dictionary if necessary.

train drives

I3 Pronunciation - intonation in

A
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1.A

questions

@ CD1 TR1 Listen to the intonation in the
questions. Put an up arrow “~— or a down
arrow ~~ A after each question, depending
on the intonation.

~7 A

a What's your name?

b How do you do?

¢ Where does she work?

d How do you get to work?

e Which department does she work in?

f What's her boss like?

g Where is your desk?

h  Which one is Jorge?

i When do you start work?

@ CD1 TR2 Now listen again and repeat. Try to
copy the intonation pattern.

@ CD1 TR3 In the following types of speech
there are typical patterns of intonation. Listen
and write in if the intonation goes up ~—+ or
down ~ %,

a wh~ questions

What are you doing?

b yes/no questions?

Do you want a drink?

¢ ordinary statements

My name is Simon.




First contact

1.B More about people

Grammar - present simple or present Listening - likes and dislikes
progressive tense 2 @ CD1 TR4 Listen to the dialogues. Which
1 Cross out the incorrect form. items in the discussion does each speaker like

or dislike? Write likes (L) or dislikes (D) against
the activities below. If there is not enough
information, write don’t know (DK).

b She gets / 's getting up at six o'clock every
morning. Speaker A ‘ Speaker B

a | werk / am working in the Sales Department
this week.

¢ Our trainees study / are studying for two years. a getting up early 0 L
d How are you enjoying / do you enjoy your job? b getting up late
e They go / 're going to college on Thursdays and ¢ public transport
Fridays.
_ ‘ , d cycling
f He likes to keep fit so he cycles / 's cycling to
work. e walking
g We play / re playing in the local football team f sporton TV
each week.
‘ g football
h |read/ 'm reading a good book at the moment.
i | like / 'm liking world music. . baskeiball
j  What type of computer do you use / are you i reading

using at work? : : :
j  classical music

k I'm living / live in a big house with some friends

at present. K& Hiptop

| What are you doing / do you do right now? | world music

Business Update
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Writing - your lifestyle @ Pronunciation - linking with do

3 Now write notes about your likes and dislikes A @ CD1 TR5 Listen to the recording and write in
under the Tollowing headings. linking marks — for words which, when spoken,
a habits and routines run together. Then practise saying the questions.

I like getting vp early. 1 dislike ..
= a How_do you do?
b sport

b Do you like your job?

¢ leisure activities & Whare doas he five?

d Where do they work?

4 Write a short message to your pen pal saying
where you live, what you do in your spare time
and what your likes and dislikes are. (Write about £ What does Bob think?
50 words.)

e What do you know about transpor:?

Do they play football often?
To: Sophie Stotz g ¥Ry

cc: h Does the company sell bicycles?
Subject: Internet pen pal chat club i  What do you do at the weekend?
Dear Sophie, j Do we start at nine?

| live in ...

B @& CD1 TR6 Listen and practise saying
the following.

a Doyou...7

b Doeshe...?

¢ Dothey...7

d Dowe..7



First contact

Quiz - What do I know?

Juan: Pardon. Which Fa

Start here -

What would you say? Ana: Transport. The bad news is that | start work

at ... in the morning.
What would you say in the following situations?

If you can, record your answers and listen to uan: “Ch, sarmy. ¥ihat-time £
yoursilt. Ana: 6 a.m.! But the job is very near my home,
a How would you greet the following: Points in ..., it's not far at all.
1 a friend? ik Juan: Where ?
2 your boss? _ /1 Ana: Stottington. It takes just ... to get there.

3 someone you meet for the

el e ? /1 Juan: How long ¥
b How would you find out the following Ana: Fifteen minutes, so very quick. | met ... today.
flormaton. Juan: Sorry, who s
1 a person’s name? - i
_ Ana: Maria. She's very ...
2 his/her address? T |
3 his/her telephone number? i | Juan:  What 7
4 his/her job? i Ana: Friendly. She showed me my office. There
¢ Talk about what you are doing now. 2 are ... people in the same office with me.
d Talk about your spare-time activities. /3 Juan: Pardon. How many ?
Ana: Eight. They were all very ...
Total /12 : d .
Juan:  What ?
Now check your answers on P> p156 Ana: | finish work at ... It's quite early, isn't it?
If you have scored six or less, go to the Blue Juan: Sorry. What time 2
run. If you have scored seven or more, go to
the Black run. Ana: 2 p.m.,, so lots of free afternoons!

2 Complete the sentences using the verb in
brackets. Choose the correct tense. Note: More
i than one answer may be possible and some may
Blue run

not need changing.

1 A bad connection on the telephone means a Sam: Where are you going ? (go)
that you do not hear some of the conversation. Betty:
} . etty: | home. (go)
Complete the questions that you ask to gain the
missing information. b Stuart: How many people
Ana: Hi, Juan. Look, I've got good news. | got for Migros? (work)
that j{}b! | start on ... lane: | ) (nDt know}
Juan:  Sorry. Wnen do uouv stact? ¢ Nina: Why are you English?
(learn)

Ana: | start on Tuesday. I'm working in the ...
Department. Kate: For my job. Everybody
English nowadays. (speak)

Business Update
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d Tom: How are you on? (get) ¢ Miguel: He plays football at the weekends.
Claire: Finel | the job! (love) Helena: No, he
e Mark: When do you work? .(basketball)
(start)

d Alex: She lives in the city centre.
Emma: | at 9 a.m. and | finish

Nuria: No, she

at 6 p.m. (start)
.(the suburbs)

f Jade: We to college on
Wednesdays. (o) e Caron: They're studying at college one day
Neil: ~What are you ? (study) A week,
Jade: We are business. (study) Rl oty
(two days)
)\ f Tony: She's sings in a choir.
Black run\
Lee: No, she
1 Use the prompts to write ten questions that you - ‘
would ask a new trainee at work. (in a jazz trio)
a Which department are vyou in? g Simon: He walks to work.
b Where ? James: No, he
c How ? .(cycles)
d How many ? h John: The company makes big profits.
e How often ? Sophie: No, it
f When ? .(small profits)
g What ? i Emma: He's playing tennis.
h Who ? Roger: No, he
i Which ? .(badminton)
i  Where 5 j June: She likes her boss a lot.
Phillip: No, she

2 Complete the sentences below, adding the
information in brackets. Add any additional ((much)
vocabulary where needed.

3 Translate these sentences into your own

a Simon: She goes to work by bus. language in your notebook. Then close this book
Julie:  No, she doe=nt. She goes by train. and translate your sentences back into English.
(by train) a She knows a lot about our transport systems.
b Rachel: He's working in Reception this week. b | love sport. What about you?
c |live near my work.

Steve: No, he

.(in Personnel)




First contact

1.C A suitable job

Reading an article

1 Read the text quickly and tick (¢/) which
comment is true.

A Virtual Careers Fair

At a traditional career fairs, employers are
trying to find that very special employee, and
future employees, dressed in their best suits,
are looking for the job of their dreams. The
event costs a lot of money and everybody
wastes a lot of time. But all that is changing.
Recently 6,000 students from across Europe
attended the second virtual careers fair in
cyberspace. After registering online, students
were given a username and a password to
access a site. Once logged on, they entered

a virtual building with several floors, each
dedicated to a different work sector, such

as information technology or accounts.

The first virtual fair last January was not
interactive, but this time the organizers added
a chatroom. ‘We are thinking of adding a
virtual cafe next time,’ says Hobsons, ‘so that
students can chat to each other and network.’

Gus Bradbury, who has a qualification in

IT, was delighted. ‘There’s no way I could 2 Read the text again and say if the following
take time off to go to a traditional careers statements are true (T) or false (F). If there is not
fair,” says Gus. ‘And logging on from home enough information, write don't know (DK).

was cheaper and faster than travelling to a
traditional careers fair.’ Since chatting online
with representatives from Texas Instruments,
Gus has been invited to an interview in
Munich. He found the virtual fair useful for
getting information, but now he’s looking ¢ A virtual fair saves time and money.
forward to meeting real people. ‘Talking face- p
to-face gives you a better impression of the
company. It’s the difference between walking
into a shop and shopping online’, he says.

a A virtual fair costs the organizers
less than a traditional careers event, 3

b A virtual fair reaches more future
employees.

Students can log on to a virtual fair
website for free.

e Students can get all the information
they want on the website.

Source: Barr, D (ND). A Virtual Careers Fair. Retrieved from f You can get a better job at a virtual fair.
The Times.

g You can get a job immediately.

a \Virtual fairs are a good thing.

h Chatting on the Internet is better than
b Virtual fairs are a bad thing. a face-to-face interview.

¢ The text doesn't give an opinion about
virtual fairs.

Business Update




Vocahulary building

3 Fill in the gaps, choosing from the box below.

1.C

chatroom wusername online [T network
interview logged on eyberspace- password

a The careers fair isn't real — it happens in

cibecrspace
3 ;

b To access the Hobsons' website you need

a

¢ To make the website interactive, the organizers

added a

and a

d Nexttime, there will be a virtual cafe so that

students can

e Gus Bradbury

from home

and chatted

to people from

Texas Instruments.

f Gus has got a qualification in

g You get a better impression of people at a

face-to-face

Listening for information

4 @ CD1 TR7 Listen to the monologues and
write down the information about each person.

Carl
Job

Carl likes

Carl dislikes

Leila

Job

Leila likes

Leila dislikes _

Nick
Job _
Nick likes

——

Nick dislikes

Jenna

Job

Jenna likes

Jlenna dislikes

frenglish.ru



| Starting work

2.A Contact by phone

Grammar - auxiliary verbs do, be, have Vocahulary — phrasal verhs
1 Change the following sentences into questions 2 Match the verbs (a—f) to the adverbs in the box
using do, be or have. Pay attention to word to make as many phrasal verbs as you can.
order. More than one answer may be possible.
a call back, call vp d pick
a He likes this design.
b hold e pass
Does he like this design?
¢ put f get
b You're working till 6 p.m.
through up back on

¢ Yes, my appointment is with Mr Dupont.
3 Write ten sentences, each containing a different

phrasal verb.

d They're happy with our products. a Il cal back later

e You start at 9 a.m.

d
f Yes, | use the train every day.

e
g |live in Paris. f

g
h Yes, | have filed the sales figures.

h

i  They want to change suppliers. i

j He's got a new secretary.

k | work in Barcelona.

Business Update




sl |
4 Complete the sentences with the correct form
of one of the following verbs: take, make, hold,
speak, see, call, help. There may be more than
one answer.

a Daimler. How can | help you?

b Hello, who's

, please?

¢ Hello, Sally Smith

d I'd like to to Mr Brown, please.

e Canl a message?

f the line. I'm putting you through.
g I'dlike to an appointment with

Ms Smith, please.

h Fine, you on Tuesday, then.

[d Pronunciation - telephone language

A @ CD1 TRS8 Listen and underline the word that
is stressed.

~ A
a Howcan | help you?

b Sam Tobin speaking.

¢ Is that Tom?

d Who's calling, please?

e Hold the line, please.

frenglish.ru
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f I'm putting you through.

g [I'm afraid Mr Smith isn't in his office at

the moment.

h Is there anyone else you'd like to speak to?

i I'll call back later.

j  Try again some time this afternoon.

B @ CD1 TR9 Listen again and put an up arrow
¥ or a down arrow ~~ A after each sentence
in Activity A above, depending on the intonation.
Practise saying each sentence with the right
intonation.

Writing a message

5 @ CD1 TR10 Listen to the dialogue. Write to your
boss about the arrangements that you have just
heard. Begin like this:

Mc Biosca rang this morning ...




Starting work

2.B The first day

Grammar - modal verbs

1 Decide what concepts the sentences below refer
to: ability, necessity, possibility, future prediction,
or polite request.

a Can you use the fax machine?

abilit Y

b | must call back tomorrow.

¢ | think he will collect the package later.

d It may be a bit boring at first.

2 Write a sentence for each of the situations below.
The concepts are shown in brackets.

a You are in a job interview. Tell your interviewer

e He can teach you how to use the computer.
three things you are able to do. (ability)

1 can fype and use Excel and Mac packages.

f There may be other more interesting duties. b You have the afternoon oft work. Tell your
colleagues three things they need to do.

(necessity)

g You must get to know everybody quickly.

¢ You are planning your weekend. E-mail a friend
telling them about three things you may/may

h First you must meet everybody, not do. (possibility)

i | think | can remember everybody's name!

d You are thinking about the future. Write three
things that you think will happen to you in the
next six months. (future prediction)

j Can you come back later?

e You want to go on a course at work. Write to
your boss asking to go. (polite request)

k We must decide now!

Business Update
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Vocabulary - office talk [ Pronunciation - stress
3 Complete the sentences, choosing from the box ® CD1 TR11 Listen to the recording and
below. underline the stressed words.
get to know give out  expeet  file a 1 Can you come at five?
understand deals with print  keep > | can come at five
welcomes forget
b 1 [ mustgonow.
a |expect you'd like a cup of coffee.
' 2 Must you go now?
b Id like to everyone quickly. c 1 Wil she come?
2 She'll come.
c |thirk | how the office works.

d 1 We can meet on Thursday.

d Our receptionist visitors and >
answers their questions.

We can meet on Thursday.

e 1 He'lldoit

e At Reception, we information > He will do it.

about the company.

f 1 | mustcall Phil

f Wendy the company payroll. o | Fiiet call PHil
g You must the mailing list g 1 She may get the job.
Upicate: 2 She may get the job.
h Canyou these documents, h 1 Can | help you?
?
pleaset 2 | can help you, | know | can.
i | must some address labels.
j | must not to go back and
see ‘Wendy:.

4 Make a list in English of all the things that you
do at work. Use your dictionary if necessary.

Filing




Starting work

Quiz - What do I know?

Start here -

What would you say?

What would you say in the following situations?
If you can, record your answers and listen to
yourself.

a Say two expressions that you would Points
use on the telephone. /2

b Make an arrangement on the
telephone. Cover the following points:
who you want to see, the time and

date of the appointment. o
¢ Describe an activity that you can do. /2
d Write about two things that you must

do this week. _ /4
Total / 12

Now check your answers on P> p156

If you have scored six or less, go to the Blue
run. If you have scored seven or more, go to
the Black run.

1 Complete the sentences, choosing from the box
below.

do (x2) does (x2) did (x2) have (x2)
'm (am) e IS re (are)

a Whos calling, please?

b _ vyou gotan appointment?

c | putting you through to
Mr Martini.

d he speak Spanish?

Business Update

e you want an appointment with
Mr Marks?

f She n't like her job.

g | n't seen Cara this morning.

h We__ having a party.

i They _ n't enjoy the film.

j Greta waiting in Reception.

k Who you speak to yesterday?

| IsheFrenchHow __ you know?

The following sentences are incorrect. Rewrite
them correctly.

a Do you can use a computer?

Can you use a computer?

b We must to go now.

¢ We do can meet on Friday?

d He'll be to back tomorrow.

e | can to speak three languages.

f I'm not sure | can if come.

g May you help me?




h | cansee Ms Bates? | have an appointment.

I I'm going home. You will come with me?

j  Must you come back and see me later? Thanks.

1 Using question tags of auxiliary or modal verbs,
make the following sentences into questions.

a You live in the city centre, dont you ?
b He's working for Daimler, ?
¢ My appointment’s at 7 a.m.,, T
d You can help me, 7

e She called earlier, ?

f You got our information pack, 7
g They are coming with us, ?
h You will do those e-mails, 7
i We can't come at 6 p.m,, 7

j  You won't forget, (2

k No cne called, 7

|  You aren't busy, ?

2 Complete the sentences with can, will, must or
may. Mcre than one answer may be possible.

a We can meet on Wednesday or

on Friday. Which is better for you?

b We go now, or we

be late.

¢ | come or |

not. It depends if I'm busy.

frenglish.ru
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d He be back tomorrow.

e | speak three languages.

f She speak three languages.
I'm not sure.

g | see Ms Bates? | have an

appointment.

h | want to go to the gym. you

come with me?

i get hold of Bob. He

be away on holiday from

tomaorrow.

Translate these sentences into your own
language in your notebook. Then close this book
and translate your sentences back

into English.

a | must learn the job quickly.
b She can speak four languages.

¢ They may give me the job.




Starting work

2.C About the company

Reading an article

-
1 How easy is it to access someone’s private "0 sucn tnlng as

e-mail? Does your boss have access to your
e-mail? Would you mind if he or she did? - -I

2 Read the text and check you know the following a nrlvate e-mal
vocabulary. Write down your definitions. Use your
dictionary if necessary. An}rﬂne can monitor your e-mails and
| voice messages. In many businesses,
a  mentof bosses already do. However, the Human Rights

Act gives you a legal right to privacy, and your

boss should tell you if he or she is reading your
b human rights e-mails. E-mail abuse is common, but is it
staft or employers who need protection most?

Inapprﬂpriate or offensive e-mails are common,
. and can cause a company harm. Employees

¢ abuse ; :
have been taken to court by their companies for

small abuses, such as booking holidays on their

company e-mail. But sometimes the abuse is
d protection more serious and involves insults to colleagues,
or sexual or racial harassment.

[nternational courts have imposed millions

e cause harm of dollars in fines and staff have gone to jai]. So

is an employee’s right to privacy just a myth?

Or are the company’s business interests more
f take someone to court important? In the US, no employee has yet
won a case abour a right to privacy. Recently,

two Californians took their company to court,
but the judge told them that they could not
expect privacy when they used equipment
provided for company business.

g insults

[n Europe, things are a bit different. In 1998,
the European Court of Human Rights said

h sexual harassment

that workers have ‘a reasonable right to privacy’

when they make and receive phone calls at

i fines work. Logically, the same ruling should apply
to e-mail. Just because the company owns the
equipment and the system, it does not have

j aright to privacy the right to monitor it. But software houses

say that businesses which do not check their

emplo}rees’ e-mails simpl}r do not understand
the dangers of e-mail.

Source: Adapted from Boughton, |. (2000, September 4).

No such thing as a private e-mail. The Guardian. Retrieved

from www.guardian.co.uk/media/2000/sep/04/newmedia.
madeleinebunting

Business Update




3 Read the text again and say if the following
statements are true (T) or false (F). If there is not

enough information, write don't know (DK).

a

It is possible to monitor all
employees’ e-mails.

Your boss need not inform you if he or
she is reading your e-mails.

It can be against company rules to book
your holiday on company e-mail.

The punishment for sending abusive
e-mails can be a prison sentence.

Employees have taken their employers
to court for hassling them.

In Europe, employees have a better right
to privacy on e-mail than in the US.

Companies which sell software say that
monitoring e-mails is good business
practice.

Listening — changing an appointment

4 @ CD1 TR12 Listen to the following telephone

calls and write down the changes to the
appointments.

& Call 1

Caller:

1st appointment:

2nd gppointment:

Place:

(Call 2

Caller:

1*" appointment:

2" appointment:

Place:

/_Call 3

Caller:

{st appointml&ﬂt:

2nd appointment:

Place:

frenglish.ru
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| Consumer power

3.A The right product

i useful

Grammar - adjectives in comparisons

1 Write twe sentences comparing the laptop with
the netbook for each adjective below.

a heavy The laptop is heavier than the

j attractive

netbook..

The rietbook isn't as heavy as the laptop.

b light

€ expensive

d cheap
e slow
f fast

g small
h big

Business Update




Vocahulary — products

2 Write the names of the products.

a

MPg player

frenglish.ru

3.A

3 Write the names of ten objects that you use at
work. Use your dictionary if necessary.

a

computec f

@ Pronunciation - comparative forms

A How do you pronounce the word endings?

@ CD1 TR13 Listen and check.
®» Now practise saying them correctly.

e

lighter
cheaper
bigger
longer

heavier

B How do you pronounce than and as in the
following sentences?

a
b

(9]

o

]

—

9
h

This computer isn't as fast as that one.
This battery lasts longer than that battery.
My mobile phone is more attractive than yours,

My phone doesn't store as many phone
numbers as yours.

The price of phone calls isn't as expensive.
| live further from work than you.
The laptop is heavier than the netbook.

Your mobile isn't as useful as mine.

@ CD1 TR14 Listen and check.
®» Now practise saying them correctly.
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Vocahulary — nouns and verhs

3 Match a noun from the box below to a correct
verb (a—j). More than one answer may be
possible.

a product  sales staff money time
the Internet a CD a phone number
a price a credit card music an address

4 Write down two more examples for each of the

order a product

waste

save

play

deliver

use

buy

browse

pay

leave

verbs above. Use your dictionary if necessary.

b

order some. software, order a book

frenglish.ru
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I3 Pronunciation - stress

A The sentences below can be stressed in different
ways. Match the heads (a—c) to the tails of each
sentence (1-3).

a |If you pay by credit card,
b If you pay by credit card,
¢ If you pay by credit card,

1 they add two per cent to the hill.

2 they bill you at the end of the month.

3 [I'll repay you later.

@ CD1 TR15 Listen and check.
®» Now practise saying them correctly.

B @ CD1 TR16 Listen to the following mini-
dialogues. In each case, two responses are
given which have different stress. Tick (/) the
response you hear.

a Sue: When did you get here?

1 Bill: | arrived on Friday.

2 Bill: | arrived on Friday. v

b Tina: Where did you get that CD?

1 Jane: | got it from Amazon.

2 Jane: | got it from Amazon.

¢ Susan: What languages can you speak?

1 Matt: | can speak Spanish and
Japanese.

2 Matt: | can speak Spanish and
Japanese.

d Helena: How do you get to work?

1 Pol: | take a bus.

2 Pol: | take a bus.

e Klara: Who did you give the file to?

1 Yuri: | gave it to the boss.

2 Yuri: | gave it to the boss.




Consumer power

Quiz - What do I know?

Start here -
What would you say?
What would you say in the following situations?

If you can, record your answers and listen to
yourself.

a You ask a shop assistant for some Points
information about computers. Say
two different ways you can do this. /4
b Using than and as, say two sentences
that compare products. _/ 4

¢ Write two sentences using adjectives
such as cheap to describe a product
you bought recently. /

| &

Total [ 12

Now check your answers on P> p156

If you have scored six or less, go to the Blue
run. If you have scored seven or more, go to
the Black run.

Blue run i

1

Complete the sentences, choosing from the box
below. Note: The same word may be used more
than once.

as than more less fewer much

a [l do that job tomorrow. I'll have more.
time then.
b | haven't got as many CDs Ben.

¢ My ccmputer has a better keyboard

yours.

d My office isn't friendly as yours.

e Linda works in a very big office. Mine is
smaller. There are people.

Business Update

f | have a worse journey to work

you do.

g Can you pay the bill? I've got

money than you have.

h This book is interesting than the

last one | read.

i I'mvery busy. | haven't got free
time as you have.

Using if, rewrite the two sentences to make one
sentence.

a You order something on the Internez. You may
be disappointed.

1f you order something on the lntecrnedt,

you may be disappointed.

b You buy a more expensive computer. You'll
get a better deal.

¢ You want to know the price of the IX 150. Call
PC World now.

d Your colleague is going to the photocopier.
Ask him to get you some paper.

e Don't buy a laptop. You like a bigger screen.

f Get a mobile phone. You need to keep in touch
with the office at all times.

g They need to get a sat nav. They haven't got one.

h He wants better quality pictures on his TV. He
must buy an HD set.




i The office must be more efficient. We need to
update our computers.

j  You must buy more expensive loudspeakers.
You want louder music.

D
Black run “\_

1

Complete the questions by using the prompts in
the answers.
a Megan: How can 1 help uou?
Customer: |d like to know something about
netbooks, please.
b Customer: Which 1
Megan: The netbook is much faster than
the laptop.
¢ Customer: How i
Megan: The XL model costs about $750.

d Customer: How 7

Megan: The battery should last about three
months.
e Jude: Hi, Paul. I've just bought a new
laptop!
Paul: Great. What ?
f Nicole: Why 4
Sofia: Because my old one is broken!
It's as simple as that.
g Sadie: Can you come round on Tuesday?
Ewan: No, sorry. | can’t. What
Wednesday?
h John: | can't find the CD | want anywhere
in town.,
Sandra: Why on the
Internet?

frenglish.ru
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2 Complete the sentences using do, don't, can,

must, will, may and should at least once.

a If you shop on the Internet, yov can nearly

aiuueujﬁ find what You warnt.

b If you pay by credit card on the Internet,

¢ If you order a book on the Internet,

d If you browse the Internet,

e If the Internet company makes a mistake,

f If you receive an e-mail you do not recognize,

g If the Internet company goes bankrupt,

h If you use a secure site,

i If the store hasn't got the CD you want in

stock,

j If you check the prices on the Internet,

k If you pay by credit card,

Translate these sentences into your own
language in your notebook. Then close this book
and translate your sentences back into English.

a My English is better than yours.
b If | work harder, | may get a better job.

¢ | need a faster computer.




Consumer power

3.C Testing issues

Listening to a report

1

@ CD1 TR17 Listen to the short report on labour
conditions in San Salvador and answer the
questions below.

a What is the price of a T-shirt on a US campus?

#14.89

b What is the amount paid to a worker for one

T-shirt?

¢ What is the percentage of the wages against

the retail price of a shirt?

d How much is the material cost for each

T-shirt?

e What would the cost of labour be if the T-shirts
were made under conditions of proper living
wages?

Reading an article

2 Read the text quickly. Why was this testimony given?

Testimony of Lili in San Salvador

My name is Lili. | am a single mother. My daughter is four years old. | worked in the
company Apple Tree beginning on February 12, 2007, and ending on June 23, 2009.

| worked as a sewing operator. In that factory they make shorts, sports shirts and T-shirts
of the labels Anvil, Delta, Fruit of the Loom and others.

At this factory you have to work from 6:40 a.m. to 7 p.m. every day, with a small 15-minute
break in the morning, and lunch from 11:45 a.m. to 12.40 p.m. Saturdays you work until

11 a.m. or 4 p.m. When there was lots of work, at times we had to work until 11 p.m.

They paid us the minimum wage of $62 every two weeks and a small bonus for working
overtime. | usually could earn $110, or at the most, working many hours of overtime, $125.

When you begin working there, they ask for pregnancy, lung, and blood tests, and deduct
a total of $23 out of three paychecks. The bathrooms were dirty and the manual workers

had to clean them. They gave us tap water to drink, not purified water like in some other

companies. There weren’t any fans, and because of the intense heat, it was impossible to

work well. If we complained to the general manager, he would tell us that we had to work
harder. In June they fired me.

Source: unknown

Business Update




3 Read the text again and tick (v/) the correct

answer.

Lili's working conditions were:
1 decent
2 very good

3 very poor

The factory makes:
1 clothes
2 computer hardware

3 mobile phones

Lili worked overtime:
1 because she had to
2 Dbecause she needed the money

3 both1and?2

The workers have a lunch break which is:

1 15 minutes

2 55 minutes

3 35 minutes

The workers find it difficult to work
because:

1 of the heat in the factory

2 of the radio being too loud

3 there is no water

How old is Lili's daughter?

1 4
2 8
18

What does Lili usually earn?
1 less than $100

2. 510

3 $125 with overtime

Vocabulary - matching
4 Match the words (a—j) to the definitions (1-10).

a gummed 1
paper

b mouse 2

¢ mind- 3
numbing

d motion 4

e monotony 5

f to nod off 6
foreman 7

h shift

i base wages

j dorm 10

Writing

frenglish.ru
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the hand-held device
used with a computer

a person who
supervises others’ work

short for dormitory — a
large room containing
several beds

earnings before
overtime

movement

sheets with adhesive
glue on one side

to be almost asleep
relentlessly tedious
dull and boring/routine

the period of time
worked by someone

5 Use the Internet to research information
concerning worker exploitation. Write to a labour
organization to find out more about its work and
to see how you could help its cause. (Write about
50 words.)




| At work

4.A Getting to work

Grammar - prepositions in directions

1 Complete the sentences, choosing from the box
below,

along (x2) to (x2) at down (x2)
on through in infrontof across

You walk a o the end of the road.

You turn left and walk b Grafton 5t

for about 100 metres. You come ¢ a

square. You walk d the square and

o Banham St. After about 200 metres,

there's a church f your right, and just

after that there's a shopping centre. You walk

g the shopping centre and

h some steps and i

a main road. The station is you.

'll meet you k the news kiosk

| the station. OK?

Vocahulary — categorizing

2 Look at the word relationships below and
complete the missing words.

Noun Verb

a appointment appoint
b place

c enquiry

d enter

Business Update

e photocopier

f  work
g build
h produce

Put the words from the box below into the
correct column. Some words may belong to more
than one category.

appointment landmark work placement
document  escalator computer job
enquiry apartment entrance photocopier

company profit office

Work Buildings Products

Add three more words to each category. Use
your dictionary if necessary.

Work e-mail, fiing, telephoning

Buildings

Products
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Listening — directions @ Pronunciation - prepositions
5 @ CD1 TR18 Listen and write down the directions A Circle the schwa /a/ sound.
in note form.

a across Paris

b towards noon

¢ along the road

d in front of the desk

e into London

f onto budgets

@ CD1 TR19 Listen and check.
®» Now practise saying them correctly.

B Underline the stressed preposition.

a It's on the table. No, | said on the table, not
under it.

b Walk down the road. No, | said down the road,
6 Complete the sentences, choosing a preposition not up the road.

from the box below.

¢ Go up the escalator. No, | said up the escalator,

up at (x3) outside in through not down the escalator

into inside out of on

d [I'll meet you at the station. No, | said at the
Doug said he wanted to buy Sarah a birthday station, not opposite the station.

present 50 she agreed to meet him a at

e See you in the coffee shop. No, | said in the
the top of the escalator b Brent coffee shop, not outside it.

Cross shopping mall. Sarah was often late, but @ CD1 TR20 Listen and check.

for once she was ¢ time. She went =» Now practise saying them correctly.
d the escalator and waited for ten
minutes e Virgin Megastores.

Doug was never late, so she wondered where he
was. She asked a passer-by if there was another

escalator in the mall. He told her there were two

more, ore f the other end of the mall,
and one g the big department store.
Sarah walked quickly h the mall, but
Doug wasn't i the other escalator
either.

Then she went j the department store

and found the escalator there. Still no sign of Doug.

She pulled her mobile k her handbag,

and called his number. No reply.




4.B Arriving at work

Grammar - verbs

Read the diary below. Write a sentence using the
verbs for each day's entry.

Plane Zurich 1D am.

Monday 18 Monday 25 February
EeRruary Kara - 3 pm

Bernard Carc - at

4 pm.

Tuesday 19 Tuesday 26 February
February

Meeting on KIT
proect - 10 am.

Wednesday
20 February

Computer seminar all
datj

Wednesday
27 February

Help new trainee (all
afternoon)

Thursday 21
February

Jill - meeting (130 a.m.

Thursday 28
February

Leave e.a.rhj fjudo
cla=s)

Friday 22 February

Facfortj visit - 9 am.

Friday 1 March

Travel to Paris -
230 p.m.

Saturday 23
February

Tennis with Jm 2 pm.

Saturday 2 March

Weekend in the cH':j

Sunday 24 February
Concert - The
Phoenix Band

Sunday 3 March

Business Update
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I'm seeing Bernard Cacr at 4 pm. on Mondau,

take

attend

meet

visit

play

go

SEE

have

help

leave

travel

spend




Writing — a diary

2 In your notebook, complete your diary for the
next week. Think of work commitments, social
activities, appointments and meetings that you
are going to.

Vocahbulary — nouns and verhs

3 Match the words from the box to the correct

verb. You may use each word or phrase more
than once.

a meeting avisitor work directions

alook aplan someone ajob help

an appointment a break a seat
a give
b make
¢ do
d have
e expect
f take
g start

4 Write two additional words that can go with each
verb in Activity 3. Use a dictionary if necessary.

a gwve a speech, gve instructions

b

frenglish.ru
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Id Pronunciation - formal or informal?

A @ CD1 TR21 Listen and mark with an arrow if
the intonation goes up ~~—+ or down ~~ A\ in
the expressions below.

a How do you do?

b My name's Claire White.

¢ Good morning. How can | help you?

d [I've come to see Madame Dupont.

e Would you like to sign the visitors' book?

f Would you like to take a seat?

@ CD1 TR22 Listen again and repeat.

B @& CD1 TR23 Listen and say how the expressions
below are different from those in Activity A.

a Hil

b Great to see you again!
¢ How are you doing?

d Terrific!

e Take care!

f See you later!

g Have fun!

h Good luck!

i  Hope it goes welll

j Byel

@ CD1 TR24 Listen again and repeat.




4.C In the office
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Grammar - prepositions

1

Look at the picture and say where the items are.
Use the following expressions: under, in front of,
on (x3), in (x2), opposite, near (x2), on top of,
above, next to.

a There are large boxes on the floor.

b There are small boxes the large
boxes.

¢ The radiator is the window.

d The deskis the middle of the
room.

e There’s a light the desk.

Business Update
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R
\[ o
The cupboard is the corner.
g The files are the cupboard.
h The filing cabinet is the
window.
The map of the city is the wall
the window.
The computer is the desk.

The printer is

A man is standing

the computer.

the desk.




Vocahulary - containers

2 Match the objects (a—h) to what they may contain
(1-8). More than one answer may be possible.

a filing cabinet 1 computer
b desk 2 money, normally coins
€ purse 3 diary
d briefcase 4 box of A4 printing paper
e shel 5 files
I e e
pencil holder 7 archive boxes
h handbag 8 pens and pencils

Writing - likes and dislikes

3 Write to a friend describing your office. Say
what you like and dislike about it. (Write
about 50 words.)

To: Martin Thomas

CC:

Subject: My new office

Hi,

My new office is really ...

frenglish.ru
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E Pronunciation — weak forms and silent

letters
A How do you pronounce the endings of the words

below?
computer

b paper

¢ photocopier

d scanner

e printer

f consumer

g radiator

h operator

i colour

@ CD1 TR25 Listen and check.
®» Now practise saying them correctly.

Circle the silent letters in the following words.

a cu@b@rd
b bright
¢ dark

d furniture

e Jisten

@ CD1 TR26 Listen and check.
®» Now practise saying them correctly.

Write six other words with ~er, ~or or ~our
endings. Use your dictionary if necessary.

a lholder d
b e
c f

What is the pronunciation rule about ~er, ~or
and ~our word endings?




Quiz - What do I know?

Start here -
What would you say?
What would you say in the following situations?

If you can, record your answers and listen to
yourself.

a How would you ask for directions to: Points
1 alocal shop? [
2 arallway station? I
3 the cinema? ] l

b Give directions to:

1 your home. i |

2 your work. /1
c Discuss two activities that are in your

diary for this week. /4
d Say what you like or dislike about

the room that you are in. /3
Total / 12

Now check your answers on P> p156

If you have scored six or less, go to the Blue
run. If you have scored seven or more, go to
the Black run.

1

Using the prompts, write sentences. Add
vocabulary where necessary. More than one
answer may be possible.

a What time/you/come/tomorrow?

What +ime can yov come +omorfow?

b We/meet/at 6 p.m. this evening.

¢ Where/you/work/at the moment?

Business Update

d She/go/to work by bus/every day.

e They/not/like/the colour of the walls.

f My computer/not/work/today.

g You/like/your job?

h I/go/away/this weekend.

i Mr Parker/expect/you?

j When/you/go/home?

k What/you/like/doing in your spare tme?

I Where/you/play tennis?

Complete the sentences, choosing from on, at,
in, by or to.

a Welivein Rome.

b The plane landed 1 p.m.
¢ Meet me the station.

d |Ilive 16 Westlake Rd.

e She travels to work train.

f You can find the answer in the book

page 3.
g They went France last year,
h The plane gets in 3:45 - a
quarter four,
i | left the file my desk.




j  The instruction manual is the left-

hanc drawer of my desk.

k Can you come Monday?

I I'm taking a week’s holiday

January.

Black run>\

1 Complete the sentences with the verbs in

brackets in the correct tense.

Dear Alice,

As you a know (know), I b

(start) work last week, and this is just to tell

you how I ¢ (get on). I'm
d (learn) fast, and I
e (enjoy) myseJ'F immensely.

Some of the technical stuff f
(be) a bit difficult, and I g

(not like) the Accounts Department very much,

but I h (love) working on the
computer.

When nobody i (watch),
Icaneven (play) a game or

two, such as Crazy Taxi. I have

k (not meet) my boss yet.

She | (be) away on holiday

at the moment. Shke is m

(come) back next week, and I am

n (look forward) to

meeﬁng ker then. People o

(say) she is very nice.

Bye tor now,

Love, Greg

i
—
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2 Complete the sentences, choosing from the

box below.
about to (x3) out of from
for (x2) by (x2) with
a |Id like to speak +o Mr Brett, please.
b I'm phoning the meeting
tomorrow.
¢ She's talking a colleague.
d He isn't coming train.
e Youcome the station and
turn right.
f At Reception, ask the Sales
Director.
g | want see the manager.
h He asked his boss more money.

i He can’t come to the phone. He's dealing

a customer.
j |orderedaCD Amazon.com.
k They sent it to me post.

Translate these sentences into your own
language in your notebook. Then close this book
and translate your sentences back into English.

a The appointment is on Monday.
b Meet me at the cinema.

¢ The exercise is about prepositions.




4.D Office talk

Reading an article

1

Read the text quickly and choose one of the following titles for it.

a Artincreases profits

b More colour, more work

C

Art and the office environment

ompanies have always used artwork in the public areas of their offices in order to promote

theirimage. They usually choose abstractart, which ismore neutral and open to interpretation

than traditional paintings, but they tend to avoid controversial works, because they do not
know how people might react and they don't want to upset their staff or their customers. However,
nowadays, companies are no longer investing their profits in art just to project a distinctive, go-ahead
image. Psychologists have discovered that carefully chosen artwork can reduce employee stress.
With more people spending longer hours in the office looking at their computers, art is a stimulating
alternative focus. It is the ‘new caffeine’” according to one leading psychologist — providing stimulation
in dull and boring offices.

The trouble with many new open-plan offices, with rows and rows of computers, is that they are
sterile or bland. Art gives splashes of colour, though colour itself can be a problem. There is no doubt
that colours are very powerful and can reduce or raise stress levels, says consultant Theo Gimbel.
Bright reds and oranges make people work faster. But if colour can increase output, it can also
exhaust workers so that they start to make errors. He recommends an office scheme that is mainly
blue, to promote calm, with some pastel orange colours to raise creative energy levels. So does
putting art on the walls work just like a pay rise! Deutsche Bank, which employs about 10,000 people
in the City, certainly thinks so. It has 2,500 works by well-known contemporary artists at its London
Wall offices. The collection is worth about £2.5 million.

Source: Spittle, D (2001, July 11). Art for work's sake. The London Evening Standard.

Business Update



2 Read the text again and tick (¢/) the correct
answer.

a

Companies use art to:

1 project a positive image

2 make employees more productive

3 doboth1and?2

Companies like:

1 traditional prints

2 modern controversial art

3 abstract art

Art is called the ‘new caffeine' because:

1 it makes people work better

2 it increases stress

3 people like it

Open-plan offices are:

1 uninteresting

2 friendly

3 noisy

The best office colour scheme is;:

1 bright orange and dark blue

2 blue and pale orange

3 bright red and pale orange

Deutsche Bank has:

1 its own art collection

2 a virtual art collection

3 an art collection in its offices

Vocahulary - collocation

3 Match the verbs (a—j) to their partners (1-10).
More than one answer may be possible.

> @ =+ o o n T D

j

project 1 controversial works
avoid energy levels

help 3 profits

invest 4 output

reduce 5 stress

spend 6 customers

provide 7 longer hours
increase 8 errors

make 9 animage

raise 10 stimulation
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4 Find another word or expression to go with (a—j)
in Activity 3. Use your dictionary if necessary.

a proect a profit growth

b

Directions

5 Using the directions that you wrote down in
Activity 5, page 29, mark the answers to the
questions below on the map.
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a Which building is the woman going to?

Where is the woman at the moment?

¢ Mark on the map the directions she needs

to take.




| Telephone talk

5.A How does it work?

Grammar - using the ~ing form

1 Rewrite the sentences using the prompts.
Choose from the following words: for, by, instead
of or without, and use the ~ing form.

a You use the display screen to check the
numbers of incoming calls.

The display screen is for checking the

numbers of incoming calls,

b With this key, you can see who's calling and
can filter your calls.

This key is

¢ To store numbers you call regularly, use the
memary function.

The memory function is

d When you use the loudspeaker you don't have
to hold the phone to your ear.

With the loudspeaker, you can talk to someone

e You press the transfer key to put a call through
to someone else.

You can put a call through to someone else

f You can talk to more than one person at the
same time with the conference function.

The conference function is

Business Update

You use the redial function to save time when
you can't get through to someone,

You can save time when you can't get through

o someone

You can pick up the phone immediately, or
wait to see who is calling on the display screen
when the phone rings.

You can see who's calling on the display screen

If you are on hold and the music is 100 loud,
this key is to control the volume.

If you are on hold and the music is ‘0o loud,

this key is

You use the voicemail to receive messages.

The voicemail is
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k To pick up your messages, dial the voicemail j  Give me your e-mail address and ['ll

number 7801. you the figures.

You can pick up your messages

k Oh no! My pen isn't working. Can you

me yours?

|  You use the call transfer function to forward
your calls to another extension. E Pronunciatiun — intonation

You can forward your calls to another extension A @ CD1 TR27 Listen to this conversation. then
practise reading it with a partner.

Eric: What's this for?
Malcolm: It's for diverting calls to another phone.
Eric: What happens if | press this key?

Vocabulary — verhs ,
Malcolm:  The display screen shows the number

2 Complete the sentences, choosing a verb from of the person calling.
the box below. Use each verb only once.

Eric: |s there a conference call function?
geton hear arrange means shows How does it work?
send iake- lend bring forgot pick up Malcolm:  You need to press this so you can talk

to two people at the same time.

a Canyou take these files to the

B Ask your partner five wh~ questions. Once they
Accaounts Department, please? have answered, swap roles.

b The meeting has been cancelled. That

we can go home early.

¢ Canyou me that file, please?
d Oh dear, | to tell Kim about the
meeting.

e Could you speak a little louder? | can't

you very well.

f We need to talk about our sales figures.

Can we a meeting?

g Stop disturbing me! | must with
my work.

h Don't the phone immediately.

People will think you aren’t very busy!

i The display screen the number

of the person calling.




Telephone talk

5.B The line’s engaged

UL R

LU R
B Aty

Grammar - future tenses

1 Complete the sentences using the verb in £ (not go) to college next week
brackets and either the future or the present as my boss needs me in the office.
progressive tenses. More than one answer may
be possible. g | (wait) for a hospital
a We'l have (have) a break at 11 a.m. to get a appointment.

cup of coffee.

h These figures look wrong, so |

b Mr Fowler (leave) this week. (not work) with them.
c | (start) work on Monday. i | think there's a mistake in these figures.
d Don't worry. | (find) a solution | (check) them again.

to the problem.
j I've explained the problem twice. |

e Billisn’t here yet. We (start) (not do) it again.

without him.
k | (call) back later.

Business Update
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Vocahulary — telephones

2 Match the words and phrases (a—j) with (1-10) that have the same or similar meanings.

a queue 1 need

b busy 2 finish

¢ billing statement 3 continue

d link 4 engaged

e begin 5 fix up

f complete 6 waiting time for something
require 7 account statement

h get through to 8 connect

I arrange 9 start

j geton with 10 contact

3 Make a list of four other pairs of words which
have the same or similar meanings.

a sadlnhappy

b

C

d

I3 Pronunciation — sounds of the letter

Look at the words in each column in the table below. The letter u has a different sound in each. Put the
words in the box in the correct column, according to the sound the u letter makes in each.

just spurn lucky fun music burn hundreds
function up urgent guy fume product volume
bus \A\ use \ju:\ turn \3:\ buy \ar\

@ CD1 TR28 Now listen and check.
®» Now practise saying the words.




Telephone talk

5.C You’re in charge!

Language - preferences f to go to work by train/to go to work by bus

1 Complete the sentences to express your
preference. Choose from the box below.

g getting up late/getting up early
| prefer I'd rather I'd prefer is/are better for me

a small office/large office h go to the cinema/go to a cafe this evening

1'd rather work in a =mall office.

b a meeting on Thursday/Friday i  study in groups/study by myself

¢ learning at college/learning on the job j reading a book/watching television

d tea/coffee k holidays in the mountains/holidays by the sea
e leave now/leave later |  do sport/watch sport on TV

Business Update




Vocahulary — dialogues

2 Complete the sentences, choosing from the box
below.

out
around

-

back (x2)
away

again
on (x2)

up (x2)
ahead

Phillip:
Susan:
Assistant:

Customer:

Miguel:

Nuria:

Sophia:
Vanessa:
Customer:

Assistant;

Chloe:

Sophie:

Brad:

Jennifer:;

lason:

Clare:

PA:

Caller:

Are you going out this evening?

No, I'm staying in

Can | help you?

No, I'm just looking

thank you.

Do you want to leave a message?

No, I'll try later,

thanks.
Can | ask a question?

Yes, of course, go

Can | have a size 127

I'm afraid we have sold

of that size.

Is Sara coming on Wednesday?

No, she gets from

Paris on Friday.

What is the meaning of this word?

If you don't know the meaning, look

it in the dictionary.

| must set my alarm as | have to get

at 6 a.m.

Oh, that is really early.

| am afraid Mr Kent is busy at

the moment.

This is the third time | have called

. | must speak to

Mr Kent now!

here any more.

j Nasser: Can | speak to Bob, please?
Gregor:  Bob doesn't live
He's moved
k Caller: Can | call him directly
this line?
Secretary: Yes, that is his new number.
I Carol: How are you getting
i
Lee:

Well, | have been very busy.

Id Pronunciation - consonants

Say the following words and put them into the

right category below.

frenglish.ru
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Category 1 /t]/

Category 2 /d3/

China China

message

mE-f.:E:ﬁ.EE-

June

edge

general

catch

geography

chip

cheap

badge

manage

job

genius

college

@ CD1 TR29 Listen to the recording and check.
®» Now practise saying them correctly.




Telephone talk

Quiz - What do I know?

Start here -
What would you say?
What would you say in the following situations?

If you can, record your answers and listen to
yourself.

a Give answers to: Points
1 Can |l speak to Peter Brown,
please? L
2 Thanks a lot. I
b Say the names of two objects on
your desk and what they are for. __ /4
¢ Write down two things that you like. / 2

d Now use your two items to write
sentences expressing a preference
that start with one of the following,
I'd rather, | prefer or I'd prefer. /4

Total /12

Now check your answers on P> p157

If you have scored six or less, go to the Blue
run. If you have scored seven or more, go to
the Black run.

1 Complete the sentences, choosing a contracted
form from the box below.

'd(x2) re (x2) 's(x4) isn't
haven't doesn't(x2) don't

a Hurry up. We're late.

b | like a cappuccino, please.

¢ No, Mr Bell here. He

away at the moment.

d We can't stop for a coffee. We

got time.

Business Update

e Sam come into the office on

Fridays. He at college.

f This function is for filtering calls. It

really useful.
g they like our new design?
h No, it matter. | can manage
without it.
i What Ken like?

j | can't decide which phone to buy.
What the differences?

k | like to know more people.

The following telephone conversation is mixed
up. Number the conversation in the correct
order.

a I'm sorry, | didn't quite get that name.
Could you repeat it, please?

b My name’s Elizabeth Grimshaw. Put
me through. | need to speak to
Mr Clark at once.

¢ Butl need to speak to him right now.

d Of course. Please hold the line. I'll put you
through.

e Hello. | need to speak to Mr Clark.
Right now. It's urgent.

f Thank you. I'll make sure he calls ycu back.

g Grimshaw. Elizabeth Grimshaw.

h Er, Ms Grimshaw, I'm afraid he’s busy at
the moment. He can't take your call.

i | know, I'm sorry. Can | take your name
and number? I'll get him to call right
back as soon as he's free.

j Yes, of course. Now, your name is ...?7

k |told you — Elizabeth Grimshaw.
The number is 08431 48282,

I SBG Holdings. How can | help you? |
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2 Write sentences expressing which is your

YN preference and why. Use [ prefer, I'd prefer or
Black run\ ... are better/... are more convenient for me as

appropriate.

1 Unscramble the words in the box below to find
office objects and write a sentence saying what a tea/coffee

they are used for. 1 prefec tea. Coffee keeps me awake.

-Sprap-per aelptsr b pizzas/burgers
cenpil rapsheren luge kistc
rymemo scikt SOrsiscs

¢ a glass of beer/a glass of lemonade

a A papec clip is used for holding paper

together.
d early nights/early mornings
b
C e science fiction/crime stories
d
f dinner in a Mexican restaurant/dinner in an
e ltalian restaurant
f

g an evening with some friends/an evening in
front of the TV

h world music/rap music

i a motorbike/a car

3 Translate these sentences into your own
language in your notebook. Then close this book
and translate your sentences back into English.

a |'m busy on Saturday. I'd rather come on Sunday.
b I'm putting you through to Charles Hurst.

¢ Il call back later.



Telephone talk

5.D A mobile solution

Reading

1 Complete the quiz.

Are you a mobile phone freak or a technophobe?

Do this quiz and find out.

a Your mobile is:
i your best friend
ii anessential means of communication
iii an attractive object

iv anecessary evil

b Your mobile phone bill is:
i lessthan £16 a month
ii between £16 and £32 a month
iii between £32 and £65 a month
iv more than £65 a month

¢ Youhave lost your bag with all your personal
objects. Which one are you missing the most?

i your MP3 player

ii your mobile phone

iii your files with your class notes
iv your diary

d How long do you spend on your mobile
every day?

i less than ten minutes
ii uptoonehour

iii uptotwo hours

iv more than two hours

e Do you ever walk out of the house without
your mobile?

i never

i sometimes

iii often

iv Ihaven’t got a mobile

f Do you switch off your mobile phone
i intrains?
ii inarestaurant?
iii in cinema queues?

iv in bed?

g When your mobile is switched off, how often
do you check your voicemail or text
messages?

i everyfive minutes

ii everytime you switch it on because

you need to use the phone

ili once aday, even if you are not

using your mobile

iv not often — when you remember

h Has your mobile phone ever rung in the
cinema or in an exam?

i never

ii once

iii often

iv every time

Marking
ai4g;ii2;iiitiva2
bi1;ii2;iii3;ivyg

eig;ii2;iiityivo
fitiigiiiz2;ivg

gi4;ii3;iii2;iv1
hiii2;iii 3;iv 4

ci3;iig;iiitiva
dio;iiiii3;ive
Once you have worked out your results, check to

see if you are a technophobe or a phone freak.
See the analysis below.

Scores

Less than 8: Beware — you may miss some fun if
you do not move into the 21°* century and start
participating in the modern world.

Between 8 and 16: No worries. You simply use
your phone to make your life more pleasant. You
are in no danger of becoming addicted.

Between 17 and 25: Your phone takes up a large
place in your life. Try people sometimes for a
change.

25+: Your phone is your life! Do you ever talk
directly to people? Maybe you should switch
your phone off once in a while and get a REAL
life.

Business Update




Listening — dealing with messages

2 @ CD1 TR3O0 Listen to the instructions and write

down the number that you must press on the

telephone keypad to activate each function.

Function

a

b

repeat the message

delete the message

save the message

go back a step

pause during a message

resume the message

return to the beginning of a message
fast forward a few seconds

skip to the end of the message
end the call

put a call on hold

connect to your answer machine

listen to a message

Key

4

Writing — text messages
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3 Match the text messages (a—i) to the standard

English equivalents (1-9).

a

b

F @0 = 0o 4o n

CUath

| GoNa BL8 —
NOTB46

RUF2T?
-1-1-1

CU L8R
ATB
Go4lt
GtBZ
Rix

1

2
3
4
5

0 0 N O

See you later

Are you free to talk?
No! No! No!

Get busy

I'm going to be late
— not before 6

Relax

All the best
Go for it

See you at 5

4 Write a text message to a friend. Decide on
something you would like to do, a date and a
place. Ask your friend if he/she is free.




| Learning the job

6.A The feel-good factor

Grammar - giving advice

1 Complete the sentences using should, shouldn't RUOORTY

or need. <
a |reea to take regular breaks. olbow
b You sit for long periods
without moving. T
¢ You make sure you sit in a S —
good position.
d When you sit at your desk, the angle of your
knees be less than 60°,
e Your desk be at the right
height.
f Your chair be too low. o
g You to vary your tasks.
h | to work at my own speed. Vocahulary

2 Unscramble the words below to find the different

i If your office furniture is uncomfortable, you
parts of the body. Then label the drawing above.

ask your boss to change it.

a bwole elbow
j You to work in a stress-free R
environment.
¢ ofto
k You check that the office d klane
temperature is about 20° Celsius. & st
I  Your screen be higher than f keen
your eyes. g hitgh

h owler acbk

i tobtom
j pih

k bumth
| ginfres

Business Update




3 Write the word enough before or after the

following words, depending on the correct word

order.

a

b

(1]

B

= W

Writing — advice

fast enough

bright

money

time

big
staff

work

pleasant

furniture

useful

light

space

4 Write five sentences to a new trainee at work
advising him/her of good working practices. Use
should, shouldn't or need.

a You need to make =ure that your desk is

st vp to Hour requirements,

frenglish.ru
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“Frankly sir, we're tired of being
on the cutting edge of technology.”

© 1998 Randy Glasbergen. www.glasbergen.com

I Pronunciation - stress in modal
verbs

@ CD1 TR31 Listen and underline the stressed
word in each pair of sentences.

a 1 You should check your position.
2 You should check your position.

b 1 Ineed a break every two hours.
2 | need a break every two hours.

¢ 1 The office shouldn't be too warm.
2 The office shouldn't be too warm.

d 1 You shouldn't work more than two hours
without a break.

2 You shouldn't work more than two hours
without a break.

e 1 You should keep your feet on the floor.
2 You should keep your feet on the floor.
f 1 There shouldn't be too much noise.

2 There shouldn't be too much noise,

Practise saying the sentences both ways.
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6.B Just checking!

Grammar - present perfect or past Clearly Better Units DELIVERY NOTE

= B SmY 5l fohe
simple tense? Sroen

BN2T LA Tl D273 SEs RN

1 Complete the dialogue with either the present D

perfect or the past simple. More than one ot s ool oo i

answer may be possible. 2y asmi iy SR

Al ife 00,

o 10a® Sesth

Pete: Hello, Dan. | havent seen (have) you

Lisg  Enfemms Wy oy Wt Blofght Doy ik
around. Where (have) you ; B : A e
1 Sea 1 i . 1250 jlmrtqﬂFhm
(bE)? ?ub::::.am-.a.. Wil
.-ﬂ_jqu bW
. , et
Dan: Hl, Pete. | (b'e:} on hDilda}’, i Pemi T e R e T
a ::ﬂ:mjli‘- Tasgbions ~ Thrilms
We (visit) Greece for two "*ﬂi " i 2o
T
WEEkSr - Fass | T | 1B WP i W Float
Snapsd
Hantoni] & Fegiame « T
. I';:'r l]] (LB~ TR = ¥ Rl O ]
Pete: Sounds great. (have) |
3_ ﬂiCE timE? Hachou! & Reiaes - Tentue
Dan: Yeah, great. | (need)
a. bfeaki H e gl llivms " P BORTMSIGT GO0 iy i1 [0 anasoy
Chmet Wehs Ermemesery o
' + Pstsipt Dala
But | (not stop) working since SISO R

Dt Fpinueiinis o 11 LcREcTT AR A Hisievar try

I (get) back to the office.

Dnimty fram M Seveanaon P flsmia?

Chorhary oy il Liimg

Pete: Busy, are you?

Vocahulary - the ordering process

Dan: Yes, we (have) 600 orders
' 2 Match a verb from the box to the procedures
from China. It (be) mad. that can happen in a Sales Department. More
How's your department? than one answer is possible.
, answer send out receive provide have
Pete: Fine. We (be) not too busy.
deal with check send _prepare-
In fact, it (be) a bit boring!
Six months ago, | never (go) a prepare S B
home on time, but this week |
b the merchandise
(leave) work half an hour early every day.
Dan:  Well, I don't think you need a holiday then! : questionsiabout delivery costs
d a catalogue
e import restrictions
f an enquiry
g an order

Business Update




3 Complete the sequence of events below, using
the examples and the vocabulary from Activity 2

to help you.

a

9

fECelve an enguir Y

send the mecchandise

frenglish.ru
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Id Pronunciation - intonation

@ CD1 TR32 Listen to the dialogues. Mark
which questions have rising intonation ~—= and
which have falling intonation A,

a Lisa:

Grant:

Lisa:

Grant;

b Vanessa:

Malcolm:

Vanessa:

Malcolm:

¢ Safran:

lens:

Safran:

lens:

d Manfred:
Phillipe:

Manfred:
Phillipe:

e Natalie:

Bernard:

Natalie:

Bernard:

f Hugo:

Tara:

Hugo:

Tara:

>N
Have you checked the invoice?

Yes, | have.

When did you check it?

This morning.

Did you send the catalogue?

No, | didn't.

Why not?

| didn't have time.

Are you sure you can come?

Yes, of course.

Really?

Yes, really.
s it urgent?
Yes, very urgent.

Will tomorrow be OK?

| suppose so.

Are we up to date with our orders?

Not quite.

How many more are there?

About ten.

Have we dealt with all the enquiries?

Yes, most of them.

How many are left?

Three or four.

Practise saying the questions.




Learning the job

6.C All in a day’s work

Grammar - present perfect simple or
- 2 Clearly Better Units TOUGHENED PURCHASE ORDER
18 Sl st 2
progressive: imaceig
H . Elﬁfsm“ Tl 01273 845423
1 Cross out the incorrect form. On some occasions, Fau 01271 885456
both answers may be correct.
Amuzing Glnes Jupgles Page t ol A
rk-dn P av 1200658 a0 ine 20T 1201 1
] # [ ¥ Ik lrulidgnge Exigle
a |ve pustedt [ been printing these address labels G
for half an hour.
Feg'd By 280142011
b I've never liked |/ been liking filing.
s Typd Dy Wedth Hesght  Jdoh Jot Raf L R
¢ Sue's learnt / been learning to use the Shon T o g bR s hemmeew
computer. ol S
: : : Iljrann;anenL'dFm Shapad I 34 1635  DO2En5R e Pasi
d [|'ve checked |/ been checking invoices all day. r:] 0%
e Everybody's been / been being very friendly. 'M'E"‘:f“ co A e
f I've got to know / been getting to know o Toughbned ot | s s mgese Smn pane d
Ammy: Tolghensd Fog) 7 GBO TeR IMF4A0G7 “'GHHF."-‘J-IJEE LEange
everybody. o [l ohum o ohhe e
drsiny T-.-.Lr:munu.:-F.'-ml E‘ -.'Hk" L-Ifﬁ D0 aiard Fal 30
g We haven't had | haven't been having any real piiflenclmnspicy Powe  iwo M Aas
i 4mm Toushienna Float i 900 1000 DER4AD4E ol 30
Cha”EﬁgES up till now. s Toughensd Maal 00 100D GeEAL4R mu:zm
Amm Toughenad Flodl 1t 000 DOR4DAT Pig) 30
, . Amm Toughenad Floal e 1000 ODGeDes P 30
h Have you seen [ been seeing the accounts file? e, Toihaned Pl £ WO, omn Sey o, Pa
dmm Toughanes Feal T VELT 1224 OidalEiy Miry Franky ghan
Ay Toughenso Flost 284 I'S_‘i'E- 'JE!IdB"‘.. Mrs Franks ghat
i I've looked / been looking for it everywhere. bt micit ot S i et e
j Have you ever won [ been winning the lottery?
k Good, the Granta order has finally arrived /
been arriving.
: , Yol Comnuri 43
| Hang on a minute. I've almost done / been —
doing everything.
m |'ve been reading / read these reports all
afternoon,
n The workmen are painting / have been painting
the new showroom all week.
Vocahulary 1 ,
<hent phoned problem  deal with
2 Write down the correct pairs of words and eustemer query  difficulty  quick
phrases from the box that have the same or a - ,
s : tasks invoice work fast enquiry
similar meaning.
handle hard billing rang up difficult
clienti/cu=tomer
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3 Complete each sentence, choosing one word
from your list in Activity 2. Pay attention,
because sometimes you can only use one word
from a pair.

I'm afraid | can’t answer your gqueru,

madam. I'll have to ask a colleague.

There's a mistake on this VAT is

20 per cent, not 12 per cent.

A called this morning to ask about

her delivery.

| have a with this order. The

reference numbers are wrong.

I've almost finished. This computer is really

I ten times, but the line was

always engaged.

Learning English is quite easy, but learning

Japanese is really

No, | can't come out to lunch. I've far too much

Netie, can you this as | do not

have enough time today?

I3 Pronunciation - stress

A Underline the syllable which is stressed.

a
b
c
d
e

f

despatch g design
office h easy
software i problem
arrive J address
basic k apply
helpful | process

@ CD1 TR33 Listen and check.
®» Now practise saying the words with the
correct stress.
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Write ten additional words which are stressed
on the first syllable and ten that are stressed

on the second syllable. Look back through Units
1-6 to find your words, or use your dictionary if
necessary.

First syllable stress

quercy

Second syllable stress
e ©®

Bamgaigﬂ
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Quiz - What do I know?

Start here -
What would you say?
What would you say in the following situations?

If you can, record your answers and listen to
yourself.

a Say what you did: Points
1 yesterday. /2
2 last week. Ve
3 at the weekend. P2

b Give your colleague two pieces of
work advice. /

¢ Talk for one to two minutes and
describe your office, making
suggestions for improvements. /

|

Total /12

Now check your answers on P> p157

If you have scored six or less, go to the Blue
run. If you have scored seven or more, go to
the Black run.

Blue run i

1 Using the prompts below, rewrite the sentences
using the present perfect simple or progressive,
or both forms where possible.

a do/filing

I've. done +he fmna.

arrange/some appointments

already/arrange/transportation

I've been doing the filing.

b not deal with/all the queries/yet

Business Update

do/basic jobs

still/send out/invoices

so far/make contact/with six new clients

check/the import restrictions

deal with/the Miller order/for half an hour

send out/all the sales orders

learn how to/deal with international payments




2 Complete the sentences, changing the verb in
brackets to the correct tense.

To: Zena@hotmail.com

From: Alexander@yahoo.com

I've a taken (take) five minutes out to write

this e-mail to you because b (be) so
bored all day. My boss has just c (come)
back from holiday, and d (give) me all

the filing to do. Last week, when she e

(be)away, |f____ (have) a much better time.
lg__ (answer) the phone and h

(talk) to customers,andi_______ (chat) to
everyane in the office. Sinceshej____ (be)
back, nobodyk _____ (talk) anymore,
everycnel ___ (work) very hard and the
offcem____ (be) very quiet. Write me an

e-mail soon to cheer me up!

Love Al

Black run%

1 Write a sentence about something you did,
have done or, have been doing at the times that
appear below. Pay attention to the tense/tenses
that you use for each one.

today

Tor:iaaj 1 have dealt with ten orders, sent
out =ix irwoice= and finished the ‘FiiinE.

the day you started work

up till yesterday
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d five minutes ago

e last month

f this week

g on Monday

h yesterday

i for the past three days

j recently

2 Write sentences using the present perfect

progressive and the name of a person you know.

a Eq, my bos=ss, na=s been teaching me the }_Db
for two weeks now.

3 Translate these sentences into your own language
in your notebook. Then close this book and
translate your sentences back into English.

a She's been working for this company for six
months.

b | went to Morocco for my holiday last year.

¢ We never have enough time.
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6.D How are you getting on?

Reading an article

1 Read the text quickly. Is it for or against the 2 Read the text again and say if the following

On the fifth day it
was time off

lexible working practices are becoming
Fmore popular, and many of us daydream

about an extra day every weekend.
How different life would feel! Less stressful,
more balanced and more fun. But could the
four-day working week really happen? How
can you convince your employer that a shorter
week would WORK in your office? You can do
it if you have an excuse, for example, if you
have a baby. But if you just want to combine
your job with another interest, you can easily
be labelled a shirker, someone who's just not
interested in their job.

And working fewer hours could mean
someone else getting those future promotions
— a colleague who is putting in longer hours
and who is always around.

In some jobs, a four-day week is easier than
others. If your work is project-type, it's not so
difficult, but if your job is client-based, there’s
often a problem. ‘Clients expect you to be
there,’ says Elaine Howe, one of the founders of
Working Options, a consultancy specializing
in part-time professional recruitment.

So will the four-day working week ever
become a reality? 'Yes, definitely, within the
next ten to fifteen years,’ says Angela Ishmael,
Head of Dignity at Work, at the Industrial
Society. T've seen it work really effectively
in small organizations, and I've seen it work
well in the public sector.” Of course we might
just end up doing five days, work in four. But
would that be such a bad thing? If we worked
harder, we could play harder.

four-day week? statements are true (T) or false (F). If there is not

enough information, write don't know (DK).

a More and more people like the idea

of a four-day week. T

b Itis very easy to introduce flexible

working practices into most offices.

c Bosses are happy to give a four-day

week to most of their employees.

d You have a legal right to work a

four-day week if you have a baby.

e A four-day week is more of a problem

for people who work with clients.

f Colleagues often think badly of

someone who only works four days.

g If you work a four-day week, you
have the same opportunity for
promotion as any other worker,

h In the future, more people will
probably work a four-day week.

Source: Adapted from Deeble, 5 (2000, August 26). On the fifth
day it was time off. The Guardian. Retrieved from www.guardian.
co.uk/theguardian/2000/aug/26/features.jobsmoney7

Business Update




Vocahulary — opposites

3 Write down the pairs of words and phrases from

the box that are opposites of one another.

—-<asy- fixed
project-based work

public ~ employee
ee

flexible

employer

full-time

problem

daydream
part-time  solution
client-based work
private

reality

a

easy JdifFicoH

Writing

4 Write to your boss asking if you can work a four-
day week. Give your reasons, and tell your boss
how you will organize your four days so that the

work gets done. (Write 60-80 words.)

To:

From:

Subject: Four-day week

Dear

frenglish.ru
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Listening — working week

5

In Europe, the working week varies enormously
from country to country.

@ CD1 TR34 Listen to the information and
complete the chart below.

Country ‘ Hours worked

United Kingdom

Spain

Poland 42.2

Austria

Germany

France

Netherlands

Italy

Belgium

Czech Republic

Now answer these questions.

a Which country has the highest number of

working hours per week?

b Which country has the lowest number of

working hours per week?

¢ What is the most common number of hours

worked?

d Which country would you prefer to work in, the

United Kingdom or ltaly?




| What's in a brand?

1.A A success story

h We advertised in the national newspapers. The

Grammar - linking with conjunctions orders came in very fast. (when)

1 Link the sentences using the conjunction in
brackets, to make one complete sentence. Make
any other changes that are necessary.

i They started a mail-order business. They

a First you check the order. Then you send the weren't very well known. (before)

invoice. (after)

After ﬂou have checked the order, Lj::\u =end

the. invoice..

b You receive an order. You pass it on to the 2 Insert conjunctions from the box below into the
Sales Department. (as soon as) text so that the story reads naturally, and make

any other changes where needed. You may use

the conjunctions more than once or not at all.

as soon as when before but

¢ | called the client. But first | found out the and after as where
answer to her enquiry. (before)

I left work at 8 p.m. [ went to Sarah’s party. |
got home. It was very late. So | set my alarm

clock. I went to bed. The alarm went off. I
d Solve the Tring transport problem. Then you fell asleep again. I woke up an hour later. I

can go home. (when) jumped out of bed. I got dressed. I grabbed

a quick cup of coffee. I ran out of the house.
I saw a bus at the end of the street. [ ran for
the bus. | missed it. So I ran to the station. |
caught a train. The train arrived. I checked

my watch. It was 10 a.m. [ was an hour late

for work.

e Check the export orders. But first, finish the
filing. (after)

After 1 left+ work,

f | wentto IKEA for a meeting. Mr Olsen met me
in Reception. (when)

g | adjusted the screen on my computer. | felt
more comfortable. (as soon as)

Business Update
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5 Write the names of four other items of furniture
that you know. Use a dictionary if necessary.

a bookca=e C

b d

@ Pronunciation - past simple endings

A @ CD1 TR35 Listen to the verbs and place them
in the correct column, A, B or C, according to their
sound.

a He started the company ten years ago.
b We Jooked at the catalogue.

¢ | showed them the new design.

d They liked the BK model a lot.

e They wanted a cheaper product.

f We opened another store.

g She asked a lot of questions.

h They provided an excellent service.

The price included packaging and transport.

i We finished at 6 p.m.
Vocahulary . P

; ; , k They discussed a new idea.
3 Write the names of the items pictured above.

|  We developed a new product.

a office chair f
A /d/ B /t/ C /1d/
b g
showed looked =started
c h
d i
e
4 Describe five of the objects above with one of
the following adjectives.
a wooden table
b useful
¢ huge B Write the following words in the past tense in the
correct column, A, B or C above, according to their
d tall sound.

visit assemble transport control collect
e comfortable P

deliver phone restrict check address




What's in a brand?

7.B That’s our product!

Grammar - modal verbs must and have to g Dol learn how to use this

1

Complete the sentences with must, mustn't, have computer?
to or don't have to.
h To succeed in business, you

take risks, but you take too
- . | many!
i We finish the new design

soon if we want it in this year's catalogue.

j We reach our sales targets.
We try harder.

k | speak to Mr Smith now!
It's urgent.

I You smoke outside.

Vocabhulary - sales and marketing

2 Match the words (a—j) with the words (1-10) to
make noun groups. More than one answer may

a You're late! You most get to work be possible.
on time. a product 1 research
b market 2 building
b It's a public holiday on Monday, so we
c web 3 page
go to work.
d media 4 cost
c | stay longer? | e marketing 5 process
be in the city centre for an appointment at 6 p.m. f despatch 6 satisfaction
d You finish the invoices transport 7 exposure
before you go home. customer 8 strategy
i brand 9 design
e You smoke in the office. j computer 10  range

It's company policy, and it's bad for my health!

f We be too polite to our

customers, but we never

be rude to them.

Business Update



3 Match the heads of the sentences (a—h) to the tails (1-8) to make complete sentences.

a

We do market research ...

We need to make sure ...

Our marketing strategies are ...
Our customers are aware of our brand ...
Our product identity is strong, ...
Communication is very important, ...

We use our catalogues and our website ...

We also find out about customer needs ..

Write ten sentences using a different noun group

from Activity 2 in each.

b

We pride ourselves on a good product range.

1 to make sure our customers know about all our
products.

2 and most people recognize our products
immediately.

3 by stopping them in the street and asking them
questions.

product identity and brand building.
to find out customer needs.
so we make sure we talk to our customers.

that our customers like our products.

00 N O 0 H

because we have active marketing strategies.

E Pronunciation — vowel sounds

A Write down the pairs of words which rhyme.

frenglish.ru

1.B

-here- hot how know
buy do — e SO
now what blue eye

1 hnecelclear

6

@ CD1 TR36 Listen and check.
®» Now practise saying them correctly.

B Add two more words which rhyme to each pair.
Use your dictionary if necessary.

+ear/dear




What's in a brand?

7.C Sales trends

Grammar - words ending in ..jng VUEEIthlEII‘y — fnrming nouns and verbs
1 Rewrite the sentences, using the prom pts and 2 Com pIEtE the fﬂ”ﬂWing table, either Changing the
changing the verbs in italics to the ~ing form. ending of the verb to form a noun or finding the
verb from the noun. Use a dictionary if necessary.
a A stockbroker buys and sells shares. More than one answer may be possible.
A stockbroker deals with buying and seling Verb Noun
shares. .
introduce introduction
b We purchase mostly in SE Asia. compete
is mostly in SE Asia.
decision
¢ We do not import much.
suggest
We don't do much
create
d We plan to open the store on 5" July.
examination
The store is
explain
e We control quality in Sweden.
the quality is still develop
done in Sweden. recognition
f Itis important to find new customers, expand
new customers is employ
important.
information
g We fry out new ideas. It's an important part
produce
of company policy.
new ideas is an deliver

important part of company policy.

3 Write five other verb and noun pairs. Use your
h It is cheaper to transport flat packs. dictionary if necessary.

flat packs is cheaper. a communicate/communication

i We communicate with our customers — it's

b
a top priority.
A top priority with our customers is C
d
] We reach our sales targets easily.
our sales targets e

Is easy.
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Listening - brand power

4 @ CD1 TR37 Read the text. Then listen to the
recording and complete the gaps.

In the past, the annual table of the top ten
brands changed very little from year to year.
Names such as Kellogg’s, Kodak, Marlboro and
Nescafé appeared again and again. Now none
of these names are in the top ten. Kellogg’s,

a second more thanab ago,

is now ¢ in the latest league
table by Interbrand, a brand consultancy. Of
the d brands that appeared

in the top e this year and last

year, f declined in value. The

combined value of these brands fell by almost

g . Customers are less loyal to

brands these days, particularly in light of the

recent h According to Catalina

Marketing Corp’s Pointer Media Network, only

four out of i

US brands managed
to keep their highly loyal customers from 2007

to 2008.

Source: Adapted from Who's wearing the trousers? (2001,
September 8). The Economist. @ The Economist Newspaper
Limited, London 2001.

Id Pronunciation - numbers

@ CD1 TR38 Listen to the numbers. Circle the
ones you hear.

2 (1

b

C

(0]

5 @ 2"

16
19
46
79
97
3,801
8,483,597
82
15
120
14

30
60

90

4-6

7-9

9-7

3,821
8,403,597
82

50

121

40
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What's in a brand?

Quiz - What do I know?

Start here -

What would you say?

What would you say in the following situations?

If you can, record your answers and listen to
yourself.

a Say something that you: Points
1  must do this week. /2
2 have to do this week. . (2
3 mustn't do this week. /2

b Say the following figures aloud:

1 5f _ /1

2 936 /1

3 123,984 o
c Say three activities that you enjoy

using nouns and verbs ending in ~ing. /3
Total / 12

Now check your answers on P> p157

If you have scored six or less, go to the Blue
run. If you have scored seven or more, go to
the Black run.

Blue run i

1 Complete the sentences, choosing from the box
below. More than one answer may be possible
and not all words will be used.

can can't needto should shouldn't
must mustn't haveto don't have to

Company policy

a Wemnave +o be at work at 9 a.m.

b We have an hour lunch break, but

if we only have half an hour we go

home half an hour earlier.

Business Update

c We take all our five weeks' holiday

in the summer. The offices are closed.

d We wear jeans. They are forbidden.
e We look neat and tidy.
f We complete a detailed report for

our bosses every month.

g We use the phone for personal calls,

except in an emergency.

2 Complete the sentences, choosing linking words

from the box below. There may be mcre than
one answer,

finally afterwards as soon as immediately
next then before(x2) when (x2) Hrst

This morning Nick was late. a Ficst he didn't
hear his alarm clock, and b he
missed the train. ¢ he got to

the office, but d he could get

to his desk, his boss called him in to tell him it just
wasn't good enough. He would have to make more

of an effort to be on time. e

he got to his desk, he managed to spill coffee all

over himself, f he sat down the

telephone started ringing. g he

picked it up, the line was dead. Was this some kind

of a joke? h he tried to switch

on his computer, but the screen was blank. He

i picked up the phore to call the

technician, but the line was still dead. He ran out
of the room towards the technician’s office but in
the corridor, he slid, fell over and banged his head.

j when he came to, he was in

hospital and he thought about his day. There really

were days k we should never

get out of bed.




Black run\

1 Complete the sentences, choosing from the box
below. Note: You will not use all of the words
and phrases.

one once twice as much/many

three times as much/many doubled

—kat— third quarter most both
any none either trebled

a Last year our profits were $400,000. This year
they are $200,000. That's half.

b Our sales are up, and our profits are up. Yes,

our profits and our sales

have improved.

c We only have 100 catalogues left,

of them have been

sent out.

d We can send Ken or

Emma to Japan.

e We sold the new model to an ltalian company

, but it never ordered

again.

f Production has — it was

two million last year and it's six million this year.

g We have 100 staff. A of

them — that's 25, only work part-time.

h Last year we sold 20 million items. This year

we sold 40 million. That means we sold

I We have five new product designs, but | don't

like of them.

frenglish.ru
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2 Change the endings of the following verbs to
make nouns and then write a sentence for each.
Use your dictionary if necessary.

a

b

market We must invest more in marketing,

sell

work

purchase

open

advertise

produce

satisfy

explain

communicate

3 Translate these sentences into your own
language in your notebook. Then close this book
and translate your sentences back into English.

a

b

The telephone rang as soon as | sat down.
We mustn't waste money on advertising.

QOur markets in SE Asia are twice as big as our
markets in Europe.




What's in a brand?

7.D Branding matters

Reading an article

1 Make a list of well-known products in your MU]' Commonly Ul'llque

country. Think of a brand value for each of them.

For example: Swatch watch - brand vale is tts Muiji is short for Mu_]lrushl Ryohin. Translated, this

5“I’Lj'll.-:—.|‘r"| dﬂ.ﬁiﬂﬂ,

means ‘no label, quality gDDdS’, and this sums up

the brand’s approach and has made it one of the
leading brands in Japan. What you see is what you
get. You won't see a flashing neon sign with prices
slashed. What you will find is a tranquil, peaceful
environment with pleasingly functional products

wrapped in spare recycled packaging.

Muji started out in 1980, opening its first store in
Tokyo in 1983. After successfully branching out in
Asia, Muji spread to Burope in 1991, and is currently
trading in France and the UK.

Despite Muji’s lack of labels its core brand values are
apparent, from the simple packaging and the basic
organic colours, to the functionality of the product.
And since nothing comes without a label these days,
not having one is an effective way to distinguish a
product.

How does Muji live up to its strict regimen of brand
values? From inside to out:

® The maﬂufacturing process is streamlined for

efficiency to eliminate waste and reduce costs.

L Packaging is minimal and natural: packing
literature is informational Dnlj,r.

® Materials are chosen for their natural fibres and
quality; food is healthy; clothes come in organic
colours and are comfortable and unadorned;

appliaHCES are simple and functional.

Source: Rusch, D (2001, April 30). Muji commonly unique.
Brandchannel.com. Retrieved from www.brandchannel.com//features
profile.asp?pr_id=14

2 Read the text and tick (v/) the correct answers

to the following questions. b The experience of going into a Muji shop is:
a The strategies which built up the Muji brand 1 tranquil
Were!
2 novel

1 sophisticated and dramatic 3 exciting

2 simple and honest v

¢ Muji products are:

3 dynamic and aggressive

1 useful

2 decorative

3 exotic

Business Update




d The packaging of a Muji product is:

1 plain and economic

2 minimal and ecological

3 brightly designed

e Mujirushi Ryohin translated means:

1 labelled, cheap goods

2 no label, quality goods

3 average goods

f  Mujisells:

1 clothes

2 things for the home

3 both1and?2

g The key brand values of Muji are:

1 value for money

2 cheap and cheerful

3 organically produced

Vocabhulary building

3 Look at the text again and match the words in
the box to the nouns and noun phrases below.

minimal comfortable simple
informational —streambred— functional

unadorned natural healthy

a The manufacturing process is streamlined.

b Packaging

¢ Packing literature

d Materials

e Food

f Clothes

h Appliances

Listening for facts

4 @ CD1 TR39 Listen to the report and answer

the questions.

a What was the age group of the adolescents

frenglish.ru
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surveyed?

b How many countries participated in the 2007
data collection?

¢ In which country did teenagers drink the most?

d According to the report, which country
drank the least over the past 12 months?

e Do boys drink more than girls?

5 @ CD1 TR40 Listen again and fill in the missing

bars on the bar chart.

Teenage alcohol consumption in the past 12 months
% of 15- and 16-year-olds

Cyprus

Czech Republic
Estonia

Finland

France

Greece
Hungary
Ireland

Italy

Latvia
Lithuania
Morway
Portugal

Russia

Slovak Republic
Sweden
Ukraine

United Kingdom

] 10 20 30 40 50 60

Key

black = drunkenness {at least once over the past 12 months)

Source: The 2007 ESPAD Report. (2007). Substance Use Among
Students in 35 European Countries. Retrieved from htip://www.espad.
org/Uploads/ESPAD_reports/2007/The_2007_ESPAD_Report-
FULL_0391006.pdf




| Can | help you?

8.A Booking a hotel

Grammar — comparisons

1 Using the modifiers much more, a lot or slightly,
write a sentence comparing each of the items
using the prompts below.

a computer/big

Computer | is .-5ii9_'n‘t'lﬁ biggec than computer 2.

b camera/expensive

¢ DVDs/long

d watch/attractive

e MP3 player/compact

f dictionary/thick

S
> el
AYYNOQILIID %m
g pen/slim
f 1 2
h wallet/old
i  backpack/smaller
g 1 2

Business Update




Vocahulary — missing information
2 Complete the sentences, choosing from the box 3
below.
booking double early available late
single facilities rate  —eenfrFA—
salon taxes nights per

From: Karel Schmidt, ITN Electronix

To: Sally Lind at Hotel Schweizerhof

Subject: Booking for Mr & Mrs Martin

Dear Ms Lind,

| would like to a confirm the b

made for Mr and Mrs Martin by phone this

morning forac room for three

d from 4™ June to 6 June at a

e of $62 f night,

including g May | remind you

that they need the following h

an Internet connection and a US adapter?

. Mr and Mrs

| hope these will be i

Martin will arrive j , at about
11:30 p.m.

Yours sincerely,

Kawel Schwmidt

Karel Schmidt
ITN Electronix

Writing

frenglish.ru

8.A

Write to a hotel. Ask about availability on dates
of your choice, rates and facilities. (Write 60-80
words.) Begin like this:

Dear Herec Amoos=,

1 would like +o know if Yo have a oom ..

@ Pronunciation - linking words

A Write in the linking marks on the following

sentences.
a [’d\_l_jke\h:['q_?oalﬁur’oam, please.
b A single or a double?

What's the difference?
d Do you have a suite available?
e The daily rate is $60 a night.

@ CD1 TR41 Listen and check.
®» Now practise saying them correctly.

@ CD1 TR42 Listen to the following sentences
and mark with a P where the natural pauses are.

a A singlepp!ease.
b | need one single, on June 11,
The room has a jacuzzi, shower and WC.
d s that a single, or a double?
e Yes, we do have a suite available.

@ CD1 TR43 Listen and check.
= Now practise saying them correctly.

Linked words that end and start with a
consonant can make the two sounds change.
One may even disappear.

@ CD1 TR44 Practise saying the following pairs
as two words and then listen to see how the
middle consonants change.

a twin beds

b in price

€ superior suite
d just for

e what facilities




Can I help you?

8.B Getting together

Grammar - possibility or probability

1 Complete the sentences using can, could, may, might or should. More than one answer may be possible,

a

b

He could

Yes, we

confirmed.

We

They

She

We

I'm so hungry, |

The weather

We

stay three nights, or he

stay four. He hasn't made up his mind yet.

have a double room available. There's a provisional booking, but the client hasn't

arrive at 10 a.m. if there isn’'t much traffic.

arrive after midnight if their plane is late.

speak four languages. | know for a fact.

have the conference in May. It's a difficult decision.
eat a horse.

be good this weekend. The forecast was good!

go to the meeting. | just have to cancel my other appointment.

$5207? That

| don't think I'll go to the Paris meeting, but |

Vocahulary - hotel language
2 Match the words (a—I) to the definitions (1-12).

a
b

C

sl ,\ 1

accommodation

conference
reception

catering

discussion

seminar

overseas

event
agent
banguet

meeting

a A W N

)}

10
11
12

Business Update

be able to reach our sales target. We have an excellent sales staff.

be the right figure. I'm not quite sure.

just change my mind.

a place for someone to stay

a person who is invited, or a person staying at a hotel or similar
a small group meeting to study or talk about a particular topic
a person who represents another person or a company

large formal meeting where people get together and discuss
important matters

country or countries somewhere across the sea

something that happens, especially something imporiant,
interesting or unusual

a planned professional or social occasion to welcome
or celebrate

a formal dinner
people talking about something
providing food and drink

where people meet to talk and decide things




3 Complete the sentences, choosing from the
words (a—l) in Activity 2. More than one answer
may be possible.

Greta:

Marcel:

Greta:

Marcel:

Greta:

Marcel:

Greta:

Marcel:

Greta:

Marcel:

Greta:

Marcel:

Greta:

Hello, conference services.

Can | help you?

Hello, I'd like to talk to you about the

we're holding in your hotel

next week.

Yes, of course, your annual sales

conference. You're having a

the first evening to welcome people,

aren’t you?
That's right.

How many are you

expecting?

Oh, about 400, | think. Can your

facilities cope with that?

Of course. But we can only provide

for 200.

That's OK. Lots of them will be local and
will go home afterwards. We'll need rooms

for about 80 of our

who are coming from

Right. And then are you having a formal

on the second evening?

Yes, | also wanted to confirm how many

rooms we've booked for

the groups during the day.

You have ten rooms booked for various

Excellent. | think that’s all.

Fine, but don't hesitate to call back if you

have any other worries.
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4 Write the definitions for the following words. Use
your dictionary if necessary.

a room service

A =ecvice allowing guests to ocder food and

drink. to be brouah*r ‘o theic toom.

b en suite

¢ hotelier
d lounge
e porter

Id Pronunciation - intonation patterns

A Your intonation should sound interested in the
conversation. If your intonation is flat, you sound
bored or rude.

@ CD1 TR45 Listen to the phrases spoken
twice. Tick (¢/) the appropriate box each time.

Interested Bored

a 1 Canlhelpyou? v

2 Can | help you? v

b 1 Id like to know something
about your conference
facilities.

2 I'd like to know something
about your conference

facilities.

¢ 1 How many people are
you expecting?

2 How many people are
you expecting?

d 1 |see.

2 | see.
e 1 Right
2 Right.

f 1 That should be fine.

2 That should be fine.

B Practise saying the phrases with interested
intonation.




Can I help you?

8.C A good idea

Grammar - modal auxiliary would Vocabulary - gifts

1 Write the response to the following sentences 2 Match the words in the box below to the gifts
using the expressions would, would you like or pictured. Use your dictionary if necessary.
would you mind. More than one answer may
be possible. watch  clock pen rucksack car

snowboard leather jacket stereo system

a Would you like tea or coffee?

1 woud like a cup of coffee, please.

b You offer someone some help with a computer
problem.

¢ A colleague asks you which date is the best for
a meeting; 17" May is best for you.

d You ask a colleague to help you move your desk.

e A friend asks what you want to do at the B ]
weekend.

f You are having lunch with a colleague. She asks
if you want to go out or stay in and eat at the
staff cafeteria.

g A friend suggests going to see a film that you
really want to see.

h You see a colleague leaving work in his car and
heading for the city centre. You want to go to
the city centre too. Ask him to take you. El

3 Write down six more objects which make good
gifts. Use your dictionary if necessary.

i You are in the middle of your work when the
telephone rings. You are busy, so you ask a a perfume d
colleague to answer the phone.

b e

C f

Business Update
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Writing — informal note

4 A friend has just given you a present for your birthday and it was just what you wanted.
Write a thank you note of around 80 words.

Deac ..,

Thank Yov ve,nj much ...

[d Pronunciation - multi-syllable words

A Put the words from the box into the table below according to their stress pattern.

luxury typical -convepttonral-  economic porcelain Japanese photography

European company important impolite remember biology technology
e@eo Ty X Qoo s @ Y I
corvertional

B @ CD1 TR46 Listen and check.
% Now practise saying the words.




Can I help you?

Quiz - What do I know?

h Forho any nights?
Start here rhow many nig
i How can | help you? |

What would you say?

j A single, please.

What would you say in the following situations?

If you can, record your answers and listen to k |am sorry. I'm afraid we only have
yourself. a double available on 11" August.
a How weculd you ask: Points I 11" August.
i i ?
h R ARt R i o 2 Use the table and the prompt to write a sentence
2 what kind of en suite facilities are comparing salaries with the national average.
available? I Also use one of the following modifiers: much,
3 if the room has a view? /1 an shigutiy o guite.a lof;
b Answer queries about your conference Factors affecting salaries — UK
centre; describe what facilities are ;
‘ Figures represent the amount below or above
available. A :
== the national average
c Suggest appropriate hospitality gifts. 2
uggest appropri pitality gi _ /2 loss more
d Write down two things that you would than the | than the
like to do in the coming year. /2 national | national
average | average
Total /12 S -
Working in or near a capital city
Now check your answers on P> p157 Near a capital city 12%
Small towns 5%
If you have scored six or less, go to the Blue
run. If you have scored seven or more, go to Industry worked in
the Black run. Computer industry up to
40%
Pharmaceutical industry 10%
i Catering industry 15%
Blue run Tourism 2%
1 The telephone conversation for booking a Size of company
hotel room has becnm:e mixed up. Number the More than 500 employees 12%
sentences so they are in the correct order.
Fewer than 100 employees 13%
a Of course, from what date?
b A double is €75 and a single is €45 a Capital cities: People who work in or near a
| capital cityy earn quite a lot more than the
¢ Four nights. 11" August to 14™ August, national avecage.
inclusive.

b Small towns:

d Single or double?

e What's the difference in price? ¢ Computer industry:

f I'd like to book a room, please.

g Erm, OK, I'll have a double room for d Pharmaceutical industry:

all four nights.

Business Update




e (Catering industry:

f Tourism:

g Company with more than 500 employees:

h Companies with fewer than 100 employees:

Black run\

1 Write a sentence about the probability of the
prompts below, using may, might, should or could.

a |Internet in every home.
As technology is now cheaper, we should
soori find the Intetmet in evecy home.

b Domestic robots in the home.

¢ Two months’ holiday a year for everyone.

d Air travel for everyone.

e Traffic-free city centres.

f Everybody working at home, rather than in the
office.

g Cars which don't pollute.

frenglish.ru
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2 Write suggestions for the following situations
with the prompts below.

a

You are going to buy a present for a colleague
who has just had a baby.

A good idea mignt be to buy a toy or baby
clothes.

You are deciding on a holiday with your family.

A safe bet

You are deciding on a surprise outing for your
parents on their wedding anniversary.

We could

You are deciding on an idea for an evening out

for a client who doesn’t know your town.

| would suggest

Your boss asks you whether she should take a

client to the theatre or the opera.

It's better

A colleague cannot decide what tc cook for a

dinner party on Friday.

A good idea

3 Translate these sentences into your own
language in your notebook. Then close this book
and translate your sentences back into English.

a

The Grand Hotel is slightly more expensive
than the Meridian.

We could cater for at least 500 people.

| would suggest we begin at 5 p.m.




Can I help you?

8.D Attracting visitors

Reading an article

1 Read the text and say where Armani plans to open his next hotel.

Armani opens first hotel in Dubai

ltalian designer Giorgio Armani opened
his first hotel at the world’s tallest tower
in Dubai on Tuesday, giving a boost to the
Emirate's bid to recover from a debt crisis.

The designer brought his trademark
minimalist style to a city famous for excess,
with the Armani Hotel Dubai designed with
an understated palette of cream and earth
colours.

Armani — whose business is worth around
$2.4 billion a year in sales — partnered with
Emaar Properties, the Arab world’s largest
listed developer, in 2005 to develop a series
of hotels, resorts and residences in key cities
around the world.

From man-made islands shaped like palm
trees to an indoor ski slope in the desert,
Dubai has marketed itself as the city of bling,
putting itself on the map with a bigger is
better policy.

Armani said Emaar Chairman Mohamed
Alabbar described the city as 'Las Vegas in
the desert’.

I am a minimalist, less is more ... and when
| looked at what was happening here it was
the opposite,” he said at the hotel launch.
'But he wanted me and | wanted him’

s '..-I.‘I':['T.“.']'['I'J'[.I!.I.’:I o s 1A

Emaar and Armani plan to open the next
hotel, Armani Hotel Milano, in the Italian city
in 2011.

Other projects include Armani’s first resort, to be located in Marrakech, and Armani residences villas in
Marassi, Egypt.

A standard room in the hotel, which does not have a single picture on its walls, will cost 4,000 dirhams
($1,089) a night, while the best suite has a price tag of 40,000 dirhams.

A table at the Prive lounge, which is home to the world’s largest LCD screen, will cost at least 3,000
dirhams a visit, as guests can feast their eyes on Armani shows and videos.

The 160-room Armani hotel occupies six floors in the Burj Khalifa tower, which opened cn Jan. 4,
in addition to eight floors dedicated to 144 Armani luxurious residences.

The two parties declined to reveal the cost of the hotel.

Source: Walid, T (2010, April 27). Armani opens first hotel in Dubai, plans Milan next. Reuters. Retrieved from www.
reuters.com/article/2010/04/27/emirates-armanihotel-idUSLDE63Q1EK20100427

Business Update




2 Read the text again and say if the following
statements are true (T) or false (F). If there is not
enough information, write don't know (DK).

a The Armani Hotel Dubai is the first of
several Armani hotels. T

b The hotel is decorated in a minimalist
style.

¢ Armani joined forces with Emaar
Properties in 2006.

d Armani compared Dubai with Las Vegas.

e No expense was spared for the
hote' launch.

f The Armani Hotel Pompeii; will open
in 2011,

g Emaar and Armani are also branching
into uxury modes of transport.

h Guests can view Armani shows and
videos on the world's largest LCD screen.

i The Armani Hotel Dubai takes up six
floors in Dubai's tallest tower, the
Burj Khalifa.

Writing

frenglish.ru
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Vocabulary

3 Put the words from the box into the correct
category in the table depending on whether they
are used to talk about business, hotels or both.

fourstar -preftts- branding diversification
lobby bar area company logo check-in
room service -beardreem- recent acquisitions

branding customers bookings

production line guests price
Business Hotels Both
boardroom four-=tar profits

4 Write to your boss describing three hotels in your town which are suitable for visitors. Compare some of
the following: the size, the cost, the service, the convenience and the facilities. (Write about 100 words.)

Listening — dates and events

5 @ CD1 TR47 Listen to the answering service at the Zurich Visitors Bureau and complete the calendar of
events below.

May 16 - May 2|

Swiss Art Antiques Fair

- June 1

Kin Circus

June -

The Corso Theatre

July 14 - August

Open-air at the lake

August

World Cup Championship

September

Switzerland'’s largest funfair

October

Swisscom Challenge




| It’s an order!

9.A On our records

Grammar - linking with relative pronouns

1 Use which, in which, who or whom to make the
two sentences below into one. Add any additional
vocabulary where needed.

a |'m dealing with the enquiries. They came in this
morning.

I'm dealing with the enguifies which came in

thi= morning.

b This is the office. | moved into it on Monday.

¢ My cclleagues are flexible. | work with them.

d I'm sure this is the file. | saved the letter in it.

e He's a customer. I've never met him before.

f What's the name of the new accounts assistant?
He is standing over there.

g The customer asked for our price list. He
phoned five minutes ago.

h | want to see the report. They sent the report
this morning.

i We've ordered a machine. It's very efficient.

j  The brochures didn't arrive. | sent them yesterday.

k This is the document. It gives the customer all
the details.

Business Update

Read the sentences that you have written in
Activity 1. Can you replace the relative pronouns
that you have used with that? List below which
ones can change.

a,

Vocahulary - ordering

3

Complete the sentences, choosing from the

box below.
invoice  request  advice note  copy
~gecHenRts- statement enquiry
despatch note order quotation receive

These are all the a documents=

which you deal

with. First of all, customers may b
information or they may send a letter of

C ,oraskforad ;

in which we tell them how much they will pay for

their e . When we actually

f the order, we send the

customer an g , and we send a

h with the order itself. Our regular

and the

customers get a monthly i

others receive an | . You must keep

ak of everything you send out.
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4 Write definitions for the following, using a k adiary (a book where ...)
relative clause with each of the prompts.

a

an iPod (an object which ...)

An_iPod is an object which plays music

and whith you can cadfy afound with you. | a personal assistant (a person who ...)

a department store (a place where ...)

Writing — responding to a customer

a customer (a person who ... ; .
(P ) 5 Write to a customer who wants to know the price

of your product and the possible delivery date.
(Write about 80 words.)

an office (a place where ...) To: Terry Roach

CC: Sally Lind at Hotel Schweizerhof

Subject: Price Enquiry

a CO-ROM (an object which ...) e e K B
ear Mr Roach,

With regards to your enquiry dated ...

a catalogue (an object which ...)

a competitor (a person who ...)

a portable hard drive (a device where ...) E Pronunciation — consonants and

consonant clusters

Practise saying the following sentences.

a warehouse (a place where ...) a We want to order a vat of valuable wine for
next Wednesday.

b If you check your tongue and change your
manner, you can charm the customer, Charlie.

a colleague (a person who ...) ¢ A quick quotation would keep the customer
quite quiet,

@ CD1 TR48 Listen and check.

= Now practise saying the sounds correctly.




It's an order!

9.B Customer enquiries

Grammar - the passive

1 Change the following sentences into the passive,
leaving out the person whenever you can.

da

We received an order yesterday.

An order was= received uesterdau,

| am sending out 600 catalogues this week.

Jane asked me to call you back, Mr Kent.

The office has given me the wrong address.

The Sales Department promised me delivery
within a week,

The secretary is preparing your invoice right
now.

The company doesn't allow smoking at work.

The technician is repairing my computer this
morning.

I'm sorry, sir. We have just sold the last
available XHT model.

If we add the figures together, we can see what
profits we made this year.

They've turned the main office into an IT room.

Business Update

2 Which response is more likely to be said when

answering the question? Tick (v/) either 1 or 2.

a

What's the matter with Bob?
1 He's been hurt in an accident.

2 Someone hurt him in an accident.
Where's your watch?

1 It's being repaired.

2 Someone is repairing it.

Where's Alice?

1 She was just seen in the cafeteria.

2 Someone just saw her in the cafeteria.

Can | smoke?
1 We do not allow you to smoke.

2 Smoking is not allowed.

Have you finished the sales orders yet?

1 Yes, | finished them half an hour ago.

2 Yes, they were finished half an hour ago.

Where's your motorbike?
1 It's been stolen.

2 Someone has stolen it.

How did you learn English?
1 | was taught it at school.

2 Someone taught me it at school.
Where are you from?

1 | was born in Oxford, but | was
brought up in Manchester.

2 | was born in Oxford, but someone
brought me up in Manchester.

When can | expect the parcel?
1 The parcel will be posted today.

2 ['ll post the parcel today.
What was the meal like?

1 The food was delicious, and it was
eaten in five minutes.

2 The food was delicious and gone
in five minutes.

v




Vocahulary — dialogue

3 Complete the sentences, choosing from the box

below.
worry  -exaet-  appropriate else
of course matter bother
straight away idea wrong
a Marcel: What's the time? About 5 p.m,,
| think.,
Daniel: No, what's the exact time?
b Peter Do you need anything
Madam Rigauld?
Madam
Rigauld: No thanks, that's all.
¢ lJane Look at all this traffic. We're going to
be late.
Paul: Don't — they'll wait
for us.
d Ana: Have you finished those e-mails yet?
Julia: Yes, It was the first
thing | did.
e Tamsin: Look, this package has been
returned to us. Did you send it to the
address?
Shakira: Oh no, | must have made a mistake.
f Ferrat: | can't find that document anywhere.
Saul: It doesn’t . I've got a
copy here.
g Miguel: Would you like me to call Mr Grant?
Alex: No, don't 'l do it myself.
h Christina: Do you know where Karim is?
Leo: Sorry, I've got no

frenglish.ru
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i Ben: Have you checked that address yet?
Kate: No, but I'll do it
j Sarah: Would you like a closer look?
Claire: Yes please, but do you think this is
an gift for a young man
of 187

Id Pronunciation - word endings

A Practise the pronunciation of word endings with
the words below.

a useful

b employer

c flexible

d hopeless

e arrival
productive

@ CD1 TR49 Listen and check.
= Now practise saying them correctly.

B Write five other words which have similar word
endings. Check you know how to pronounce
them. Use your dictionary if necessary.

a manage.r

b
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9.C Orders and invoices

Grammar - imperatives

1 Write the expressions you would use in the
following situations, using either let or let's and
the verb in brackets. More than one answer may
be possible.

a You suggest having a cup of coffee to a friend.
(have)

Let’s have a cup of coffee.

b A trainee is having a problem with something
you can do easily. (do)

¢ In a morning meeting, the boss decides that
Sue must work in Reception today. (work)

d You see a colleague carrying a pile of heavy
boxes. (help)

e A friend wants to decide which film you are
seeing this evening. You don’t want to decide
right now. (decide)

f You need to check some information for a
customer. (check)

g A customer has phoned to ask lots of
questions about prices. You want to send him a
price ist. (send)

h A colleague wants to talk about a work-related
problem. You are busy now. (not talk)

i You and another trainee have a problem. You
decide to ask the boss for help. (ask)

Business Update

Vocahulary - prepositions

2 Complete the sentences, choosing from the box
below.

about at —up- o out for

on of out of with

I'd like to set vp an accoudnt, please.

Would you like to pay the order
by credit card or bank transfer?
I'm sorry, we've sold that type

of chocolate. Would you like to replace it with
another?

I'm sorry, | didn’t hear you. | was speaking
Kim.

Would you pass the message to

Anna Grant, please?

I'm not busy at the moment. Let me deal
those orders.

new office

The company is trying
equipment. We want to know what you think
it

I've been looking these figures all

morning, but | can’t see any mistakes.

What happened at the meeting? | haven't heard
it yet.

3 Complete the sentences after the verb look,
using at, after, in, around, up, out, out of, for,
up to or into.

a

I’'m not sure what this word means, I'll have to

look it up in the dictionary.
Look the mess! Please tidy up the
office a bit.

I've lost my diary. Can you help me look
it?




d

He looked the shop, but he didn't

find anything he liked.

If you're going to arrive at 9 p.m. I'll look

for you.

She looked the window and saw

that it was snowing.

OK, !'ll look on you in your office

this afternoon to discuss it.

I'm changing my job as | want a better boss.

Someone | can look

David, this is our new trainee, Claire. Can you
look her until she gets to know a

few people?

Tanya, there's a problem with the computer
connection. Can you look it and

see what's wrong?

Write sentences using the phrasal verbs below.
Make sure you have understood their meanings.
Use your dictionary if necessary.

a

take away

Can yov take away my computef. It's

brok.en.

take in

take up

come into

come across
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f come up with

g get on with

h getover

i  getroundto

j put off

I3 Pronunciation - intonation in guestion
tags

A @ CD1 TR50 Listen to the intonation in the
guestions. Put an up arrow - or a down
arrow ~~ A after each question, depending on
the intonation.

o

a 1 You're a regular customer, aren't you? ¢

2 You're a regular customer, aren't you?

b 1 He has an account, doesn't he?

2 He has an account, doesn't he?

¢ 1 She'll pay by debit card, won't she?

2 She'll pay by debit card, won't she?

B @ CD1 TR51 Now listen again to the questions.
Put a Y, next to the questions where the speaker
expects the answer yes and a question mark (?)
where the speaker is not sure. Practise saying
the questions both ways.
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Quiz - What do I know?

Start here -
What would you say?
What would you say in the following situations?

If you can, record your answers and listen to
yourself.

a Say what the following documents do: Points

1  an invoice /2

2 a quotation _ J2
b Explain to a colleague about two

different deliveries using the

passive form. ] E
c You are placing an order over the

phone. Ask about availability and

payment details. /2
d Write two different kinds of sentence

using let. _ J2
Total / 12

Now check your answers on P> p158

If you have scored six or less, go to the Blue
run. If you have scored seven or more, go to
the Black run.

1 Complete the passage, choosing either which, in
which, who or that. More than one answer may
be possible.

My colleagues nearly always give chocolates
to people in our office who have birthdays or

a who are leaving. The chocolates are

usually from Chocolat Jensen, b

is the best chocolate manufacturer in town!
The chocolates are often left on the table

C is just by reception. The office

d [ am working in at the moment

happens to be just by reception too! When

Business Update

there are chocolates around, I spend the

morning, e I always find very long,

thinking of excuses to get up and walk out

of my office. I head for the loo, f is

down the corridor, or find something else to

do, picking up a chocolate discreetly as [ go.

[ give a very odd look to anyone g
asks me why I am in and out of my office all

the time. They usually think h I'm

sick. In fact, before the end of the morning I
usually am sick - and the box of chocolates

is empty.

2 Correct the passive sentences below. Where
necessary, take out surplus information and add
any additional vocabulary where needed.

a

The bill was received from someone on 77
December.

The. bill was received on 7th December.

The enquiry was pass on to me.

The information has sent last week.

The delivery note was sent at the same time
with as the package.

The file was checked by someone this morning.

An invoice is be sent to the customer.

The samples were damage on arrival.

The statement will sent as usual.




Black run\

1

Read the sentences below. Some of the sentences
contain a relative pronoun that is unnecessary.
Cross out the unnecessary relative pronoun.

a The people wht we met at the conference are
coming to visit the factory next week.

b This is the new chocolate which we are
promoting this month.

¢ The fax which arrived this morning is a query
about an order.

d The hotel where they stayed was very
expensive.

e The colleague who | asked about career
prospects gave me some good advice.

f The goods which are damaged are refunded
in ful.

g Thats the customer who ordered 24 cartons
last week.

h The supplier who we used last month is not
very reliable.

i The person who | learnt the job from left the
company last week.

j  The clients whose accounts are settled on time
get a discount.

k The head offices which | visited in Berlin are
very luxurious.
Rewrite these sentences using the ~ing form.

Make any other necessary changes.

a Before you learn to use this software, you must
learn the basic steps.

Before learning to vse this software, you

must learm the basic steps.
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Before we take a break, we should look at the
new models.

When you work at your computer, make sure
you sit in a comfortable position.

b After she agreed to work late, a friend phoned
and asked her out.

c After | have finished the invoices, can | go
home?

When | worked in Reception, | got to know a lot
of the clients.

After | had booked a hotel for Mr Grim, he
changed his mind about the trip.

Before | came to work for this company, | was
at college full-time.

After Sarah sent the e-mail, she realized she
had forgotten the attachment.

Before you say no, you should listen to all the
arguments.

3 Translate these sentences into your own
language in your notebook. Then close this book
and translate your sentences back into English.

| made a mistake in the report | sent you
yesterday.

| have a friend who works in your company.

This is the office | work in most of the time.
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9.D Fair trade

Reading — matching pictures and text

1 Match the sentences below to the pictures.

a Here is the final product — a creamy
Dubble bar.

b After a week, the beans are removed from the
banana leaves and spread out on a bamboo
table to dry. The farmer must turn them over
now and again to make sure they dry evenly
and don't stick together.

¢ The sacks are loaded onto a truck and
transported to the Ghanaian port of Tema.
They are then shipped to Europe.

Business Update

Chocolate flavour comes from cocoa beans
which grow in pods on cocoa trees. Cocoa
trees grow in hot, damp climates, near the

equator, for example in Ghana or Brazil.

The selected beans are packed intc sacks
and weighed. The farmer is paid a fair wage
as he is working for a fair trade organization.
He will get the other half when Cocobod, the
government cocoa board, accepts the cocoa.

To get their rich flavour, the beans must lie
out in the heat. They are wrapped in huge
banana leaves.
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Vocahulary - prepositions and adverhs Writing
2 Complete the sentences, choosing from the 3 Write sentences about the products you eat
box below. which come from other countries. Use the

passive form as much as you can.
into in (x2) to from over near out (x2)

Pananas are gfown in the West Tnaies. The.ﬂ

a Cocoa beans grow in Ghana, which is AL pILeed LEROE Tncy e (D, ard Dackaged

care.{-ulkj becavse *haaj are -Fragtle.. Thmj are

then =hipped to Euveope, 0000

the equator.

b The seans lie in the heat,
wrapped huge banana leaves.

¢ The farmer turns the beans

d The beans are removed the

banana leaves and spread

on a bamboo table.

e The beans are packed sacks.
f The sacks are loaded a truck
and taken the port.

Listening to a report

4 @ CD1 TR52 Listen to details of the financial aid given by rich countries to poor countries.
Complete the missing bars on the chart.

Miserly by comparison
Aid as % of GNI

penmar I

MNorway

The Netherlands
Sweden

Britain

Italy

United States
Luxembourg
Greece

lapan

South Korea '
o
Q

115 —

I
o v o
o r~

I I I | I I | I I I

i o i o i o n o i o i n (o] in o n o i o o
Q b i n N m m < =+ e un o 4 I « «@ o @ o o e ™
o = =] =] o o o (=] o o o (@] o o o o o o o - - = -

Source: OECD. (2010). Development aid rose in 2009 and most donors will meet 2010 aid targets. Retrieved from http!//www.oeed.org/document/11/0,3
746.en_2649 34447 44981579_1_1_1_1,00.html




10 | Global reach

10.A International transport

Grammar - passive with get

1 Choose a word or phrase from the box below
and write a sentence with the word get to
explain stages in a shipment.

weigh damage take by air take by van
clear through customs

deliver to the customer package collect

sort —checktorguatty—

Business Update

a

The product gets checked for guality,




Vocahbulary — money

2 Complete the sentences, choosing from the box

below.
price valuable bill
wallet cash notes coin
—-charge— costs safe

a Have you got change for 20 euros,

please? | need it for the parking meter.

b The Federal Bank is issuing new $100 bank
at the end of the year.

¢ Diamonds are very

My grandmother keeps hers in a
at the bank!

d The of petrol is going up again

next month.

less than

e Buying on the Internet

buying at a city centre retailer.

f Can |l pay with a credit card? | haven't got

much left.

g Hey, I've lost my | Or someone’s

stolen it.

h There's something wrong with this 50 cent

— it won't go in the machine.

i Hey, give that to me. It's my turn to pay the

3 Study the spidergram on transport and then add
your own details to the other categories: food,
travel and work. Use a dictionary if necessary.

a | vans —wehiclse means of transport
lorries ';r;'iné roa{ ;ea\\:ir
cardboard @ /airway bill
crates ——packaging procedures — documents

of transport
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menus

recipes

types of food expiry date
€
destinations jobs
d

place

Id Pronunciation - difficult words

Underline the word in each group which has a
different vowel sound to the rest.

a
b
C
d

e

clear, bread, fear, rear
type, tight, tint, tiny
check, said, spread, break

fair, fail, main, weigh

sure, tour, poor, loop

@ CD1 TR53 Listen and check.
®» Now practise saying the difficult words.




10 Global reach

10.B Frequently Asked Questions (FAQs)

Grammar - phrasal verbs Vocahulary - time expressions
1 Rewrite the sentences and separate the verb 2 Complete the sentences, choosing from the box
from its preposition or adverb wherever possible. below.

Some sentences cannot be changed.
how long during for wup till now so far
a We sent out the invoice on Friday.

four days’ time in time on time
We sent the invoice out on Fridau. age- since  fortnight  anniversary
b The cost of the transport depends on the
weight of the package. Piers: Hi! Good to see you again. When did you

arrive in Zurich?

¢ | asked for some more money. Martin:  Ten days ago
Piers: And are ycu staying?
d Thja transport company is picking up the Martin:  Only .
shipment at 5 p.m.
this time,
Piers: So you're leaving in

e Can you fill in this form, please?
And have you been enjoying yourself

?

f I'm looking for Mr Smith.

Martin:  Yes, I've had a

good time.

g You'd better look up that word in the dictionary.
Piers: What have you been doing

your stay?

h | forgot to switch off my computer.
Martin: | was just to catch

the trade fair last week.

i | need to ring up my bank manager.
Piers: That's terrific! And you can come to

our party tomorrow
j We've run out of paper for the printer.

night. It's just one year

we set up our company.

k You can count on Bill. He's always ready to T T e —

help.
What time?
Piers: 6 p.m. — but don't worry if you're a bit
| Sales are down, so we need to cut back
production. late. These things never start

Business Update
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3 Fill in the gaps below. Use your dictionary if necessary.

Nouns Adjectives Inhabitants
France French The French
German
Holland
Sweden
Norwegian
Finnish
Israel
Turkey
Lebanese
Irish
Colombia
Denmark
Belgium
Greece
Japanese

[d Pronunciation - countries
A Put the country names from the box below into the table, according to their stress pattern.

@ CD1 TR54 Listen and check.
®» Now practise saying them.

Japan Canada Mexico -Ehima~ India Kuwait Zimbabwe  Brazil
ltaly Korea Switzerland Ukraine Australia Egypt Eire

China

B Add the names of two more countries for each category. Use your dictionary if necessary.




10 Global reach

10.C Another form to fill in!

Grammar - countable and uncountable nouns

1 Read the text below. Remove the unnecessary words.

ravel today is very different to the travel ten years ago. More and more the people go some long distances

to work. But the transport systems they use nowadays are better and faster than before. The most people
now have a car, and use it for a leisure. People travel further for some holidays, and spend a large part of
the family budget on this. Transport has improved for the businesses too. The business people can travel to
the other side of the world by the plane in a very short time. And they can send some products by the freight
faster than ever before.

2 Read the sentences and tick (¢/) the correct

f 1 During the summer, they climbed the
answer.

Mont Blanc.
& 4. Wybossis going toa Middie East 2 During the summer, they climbed
on business next week. Misie Blane
2 My boss is going to the Middle v .
East on business next week. g 1 The lreland has an economy which

is developing fast.

B 4 Dispey Word s et lan. 2 lIreland has an economy which

2 Disney World is in USA. is developing fast.
¢ 1 We often go skiing in Alps, h 1 Many countries in the world speak
2 We often go skiing in the Alps. English as a first or second language.

2 Many countries in the world speak the
English as a first or second language.

d 1 | have travelled to many countries

in Europe.
2 | have travelled to many countries i1 The Spain has a lot of tourists.
in the Europe. 2 Spain has a lot of tourists.
e 1 Sherlock Holmes lived in the Baker St. j 1 Not many Europeans learn Japanese.
2 Sherlock Holmes lived in Baker St. 2 Not many Europeans learn the

Japanese.

Business Update




Vocahulary — countable or uncountabhle

3 Write the nouns in the box in the countable or
uncountable column. Some words may go in
both columns.

progress transport food crime work

job  office machine time money
currency country News hour

furniture report technology advice
holiday journey noise water

Countable Uncountable

COime. Pfﬂgfﬁ.ﬁﬁ

4 Complete the sentences, choosing from the
box below.

blark transport door-to-door customs
missing despatch charges samples
declared —reference— items

a The reference number is 2156982.

b Fiona, |'ve found the

information. Do you want it?

¢ Fill in all the boxes.

d | can't despatch this package — the

documents haven't been

completed.

frenglish.ru
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e Customs will want to know the

value.

f [I've just counted and there are only 15

in the package. | was

expecting 20.

g Yes, we do delivery.
Qur agents bring the shipments right to your

office.

h We received your and

we like them very much.

i duty varies from country

to country, and can be very expensive.

j  Our transportation are

cheaper than those of most of our competitors.

k We send you a note as

soon as the shipment leaves us.

Id Pronunciation - abbreviations and
acronyms

A Read the following abbreviations and acronyms

aloud.

a EU h FBI

b US i LCD

¢ UN j UNESCO
d WC k JFK

e FAQs |  MBA

f WHO m AGM

g NATO n HIV

@ CD1 TR55 Listen and check if you have the
correct pronunciation.
®» Now practise saying them.

B Can you guess what each acronym stands for?




10 Global reach

Quiz - What do I know?

Start here -
What would you say?
What would you say in the following situations?

If you can, record your answers and listen to
yourself.

a Give examples of: Points
1 two countable nouns. _ g
2 two uncountable nouns. ] g

b Explain to a colleague about two
different deliveries, using the
passive form. / 4

c Write two sentences using
different countable or

uncountable nouns. /4

Total / 12

Now check your answers on P> p158

If you have scored six or less, go to the Blue
run. If you have scored seven or more, go to
the Black run.

1 Complete the gaps using a, an, the, some or any,
or leave a gap if nothing is required.

a Sarahisa computer operator.
b |like people | work with.
¢ Theres file on my desk. Can you

get it for me?

d personal phone calls are not
allowed at work.

e Can you give me advice about
careers in sales and marketing?

f We have introduced new
production system into the factory.

g Can you pick up shipment this
afternoon, please?

Business Update

h Have you received catalogue which
KLG promised to send?

i | can't find information about the
new software package.

j Can you give me answer tomorrow?

2 Write a passive sentence responding to the
remarks. Use the prompt and a phrasal verb
in each answer.

a The customers need the catalogues.
(send/them)

Tl =end them out immﬁ.diﬂ"fﬁ.ltj.

b It's dark in here! (switch/light)

¢ | haven't heard from Ken for a long time. (let's
call/him)

d Can you take me to the party tonight? (what
time/pick/you?)

e | getto work late every day. (should get/earlier)

f [I've been standing up for an hour! (sit)

g |don't know what this word means. (look/
dictionary)




Black run\

1

Make sentences from the word lists below,
adding get or part of the verb to be.

a

The parcel/picked up/courier

The parcel gets picked vp by a courief.

The courier/takes package/to local DHL station

The details/transferred/radio printer

Shipments/given quality check

Shipments/taken to Hubs

A Hub/linked smaller sorting stations

Information about shipment/held on a
computer/from the beginning

The local courier/records time/date

The shipment cleared/through customs

The documents/filled in by/client

The dimensions of package/recorded on form

frenglish.ru
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2 Make sentences from the prompts. Add any
other vocabulary that you need and pay
attention to word order.

a

Yesterday/l/ask/information about Paris

Y&sﬂ"e.rdaﬂ I asked for information about

Pacis.

She/look/price in the catalogue/half an hour ago

She/send/catalogues/yet?

Can/you/sort/the problem?

Can/you/switch/TV?

Why/not/you/look/information/Internet?

We/pick/them/at © p.m.

We/look/market researcher

Can/you/carry/it/us?

You/must/make/your mind

3 Translate these sentences into your own
language in your notebook. Then close this book
and translate your sentences back into English,

a
b

C

| need some advice.

What's the news?

There wasn't a lot of damage.




10 Global reach

10.D Customer relations

Reading an article

1 Before you read the article, answer the following
questions.

a What is the group of countries known as the G87
b What does this group do?

¢ Which of the following countries are not
members of the G8: United States, Canada,
France, Great Britain, Italy, Spain, Russia, Japan,
Germany, China?

Be it G8 or G20, activists say protests to continue

The Group of 8 rich nations may have become
the Group of 20 to be more inclusive of emerging
economies, but activists vow to go on decrying
capitalism no matter how many leaders attend the
summits.

At its summit here in Pittsburgh, the G20 said
it will become the forum for global economic
management, giving rising powers such as China
more clout and including countries such as
Mexico, Indonesia and South Africa, who are not

in the G8.

About 10,000 protesters marched against
capitalism and the G20’s summit agenda on Friday,
in what organizers called the biggest protest in
this western Pennsylvania city since Vietnam war
demonstrations.

Protests — usually against some aspect of capitalism
— have often marked summits since trade talks in
Seattle in 1999, when demonstrators ransacked

the center of the city, targeting businesses seen as
symbols of U.S. corporate power. Such summits
are often held within a ring of security.

John Lipsky, the deputy managing director of the
IME, told Reuters Television, ‘This movement to
the G20 and away from the G7 is recognizing
economic realities. You can’t talk about the global
economy without having the major dynamic
emerging economies at the table.’

But the change from such summits just being for the
G8 — the world’s seven richest nations (the United
States, Britain, Germany, Japan, Canada, France,
Italy) and Russia, failed to impress protesters on
Pittsburgh’s streets.

‘Our objective does not change whether there’s
8 or 20 voices, we protest for the voices that are
excluded,’ said Noah Williams, spokesman for
the Pittsburgh G20 Resistance Project.

Source: Egan, M (2009, September 25). Be it G8 or G20, activists say protests to continue. Reuters. Retrieved from www.reuters.com/

article/idUSTRES805Z2420090925
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2 Read the text again and tick (/) the correct
answers to the following questions.

a

The demonstrations in Seattle were:

1 the first of its kind

2 the worst of its kind

3 the last of its kind

The protest is against:

1 rich countries

2 summits

3 capitalism

The G8 has become the G20 because:
1 rising powers are included

2 emerging economies are included
3 both1and?2

The G20 summit took place in:

1 Pittsburgh
2 Seattle
3 China

Which country was included in the G87

1 China
2 Russia
3 Mexico

As the G8 changed into the G20, the
protest movement:

1 changed its objectives
2 became stronger

3 remained the same

Vocahulary — explanations

3 Explain the following terms, giving an example if
necessary. Use your dictionary if necessary.

a

activist

an activist is a person taking direct and

often militant action to achieve an end

that is often political or =social.
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b rising power

¢ an emerging economy

d a rich nation

e asummit

f US corporate power

Listening — the cost of living

4 @ CD1 TR56 Listen and number the cities from
1 to 10, according to how expensive they are to
live in (1 being the most expensive and 10 being
the least expensive).

a Shanghai 10

b Paris

¢ Chicago

d Dublin

e London

f Frankfurt

g Oslo

h Milan

i Tokyo

j Sydney
Writing

5 Write to a G8 country leader, saying why you
think globalization of the world economy is a
good thing or a bad thing. For example, think
about how world trade affects your country or
other countries that you know about. (Write
about 200 words.)




11 | The big sell

11.A Let’s promote it!

Grammar - will, may, could

1 Complete the sentences using the words in
brackets and one of the following: will, will not,
may, may not or could. More than one answer
may be possible.

a If the company promotes its products well,
(sell/more) it covld =ell more.

b If we improve our ads, (customers/buy/more
products)

¢ If we go on discussing this problem any longer,
(fall asleep)

Vocahulary - toiletries

d If we don't agree on a marketing strategy, 2 Choosing from the box below, answer the

(never/decide on/promotion campaign) questons:
shaving gel exfoliating face scrub
aftershave balm moisturizing cream

e If you don't finish those letters soon, (miss/the

refreshing wipes anti-ageing cream
post) g wip geing

suncream deodorant —hard-creamrm—

2
f If we don't start to sell more soon, (go out of/ & “Whatidofyou-usete keep Your s sotn

business) hand cream

b What do you use to prevent body odour?

g If we sell more of our Orange range, (sell less/
Green range)

¢ What do you use to prevent skin from losing its
youthful look?

h If we push our more sophisticated products,

(attract/new customers)
d What do you put on to protect yourself from

ultraviolet rays?

i If we don't send the goods now, (arrive/late)

e What helps you to shave more easily?
j If we decide now, (start/marketing campaign/
tomorrow)

f What soothes your skin after shaving?

Business Update
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g Whatkeeps yourskin softe I Pronunciation - intonation in agreeing
and disagreeing
A @ CD1 TR57 Listen to the dialogues and show

with an arrow if the intonation goes up ~— or
down ~~ A in the responses.

h What do you use to remove dead skin?

i What do you use to cleanse your face and a | think we should push our women'’s range.

hancs and make them feel good?
.

I'm not sure | agree.

3 Write the names of five toiletry products that you b The moisturizing creams are doing very well

use. Use your dictionary if necessary. at the moment.
a =soap
b Yes, that's true.
¢ We aren't very well placed with men's products.

c
d —I

Good point.
e

d We should promote the men’s range.

4 The dialogue below has been mixed up. Number
the sentences in the correct order. Hang on a minute ...

a | thirk the men’s range is the priority.

e Sun products would be a terrific campaign.

b I'm not sure. | think that we already have
our maximum share of the female market. OK. That's agreed.

¢ Yes, that could be the best use of f The advertising campaign is going very well,
our resources.

d I'm sure we can do some attractive ads That's wonderful.
for some of the men's products.

B @ CD1 TR58 Listen again to the dialogues.
e Well, we aren't very well placed in the =®» Now practise them using the intonation
men's market. patterns.

f OK. What about the men's range then?

g Only if we make sure the ads are exciting.

h OK. We'll put our resources into promoting
the men’'s range and making sure the ads
are attractive!

i | thirk our women's range is our strong
point in the market.

j What do we need to promote this year? l

k So do you think we should push that?




11 The big sell

11.B What did they say?

Grammar - reported speech

1 Rewrite the sentences below in reported speech, i 'The profits are falling at the moment.
using the prompt and one of the following verbs:

say, agree or decide. She

a ‘'The products are excellent.

The Managing Director said that the products

j  'Sales are increasing in South East Asia.’

were excellent

They
b 'The sun products have a very good level of
protection.’
Shia k ‘'l am leaving the company at the end of the
month.’
She
c ‘We'll put most of our resources into the
women's range.’
They I 'We have lost an excellent employee.
He
d ‘The kids' sun spray is an innovative product.’
They Vocabulary - adjectives

2 Read the list of adjectives below and say if they
carry a positive (P) or negative (N) meaning.

e ‘We are losing our position in the market.’ For those that have both positive and negative

meanings, put a B for both.

They

a attractive P

b traditional

f 'Good! We'll promote the moisturizers this year.
c new

They

d old-fashioned

e innovative

g ‘That’s not a good idea.

f useful

She
g convenient
h exciting

h 'We haven't got our market share with the Vo alsedie

men's range.’

s j established
k boring
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3 Write down ten more adjectives, five that have
positive meanings and five that have negative
meanings. Use your dictionary if necessary.

Positive

1

a p W MN

cheap

Negative

1  awkward
2

3

4

5

Use five of the words from Activity 2 to write a

sentence describing a product.

a

Lo is an attractive pecfume. It has a very

Loe.u-de.slg_ne.d bottle..

Write the opposite of the word below, using one

of the following prefixes: un~, im~, in~ or dis~.
Use your dictionary if necessary.

a

b

interesting
convenient
exciting
similar
efficient
patent
employed

probable

obedient

unintece 5“t'iﬂ5
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j loyal
k grateful
| polite

@ Pronunciation - responding to
information

A @ CD1 TR59 Listen to the intonation in the
remarks. Put an up arrow “~—_# or down ~~ 4
arrow after each remark, depending on the
intonation.

.
a That's good news.

b And then?

¢ What happened next?

d That doesn't make sense.

e 5So07

f That's true.

g That's not true.

h Anything else?

B Complete the sentences below.

a Intonation goes when your

response indicates that you want the other
person to continue speaking.

b Intonation goes when your
response expresses a point of view or an

emotion.




11 The big sell

11.C Packaging magic

Glass bottles for recycling

Grammar - adjective + infinitive pattern

1 Rewrite the sentences below using the prompt, h The sun spray is very practical. (use)
the word in brackets and one of the following
adjectives: easy, difficult, cheap, expensive,
convenient, inconvenient or important. More than
one answer is possible.

i The men's range is our strong point. (promote)

a Glass is cheap. (make)

Glass is easy to make, so it is cheap. The men's products are boring. (advertise)

e

b It's attractive. (sell)

2 Make adjectives from the following nouns,
adding one of the following suffixes: ~ful, ~less,

¢ That packaging is very bulky! (transport) ~ive, ~y or ~en. More than one answer may be
possible.
a expense expensive
d It's gct a safety cap! (open)
b help
¢ truth
e We can use recycled glass. (produce)
d wood
e product
f Our packaging is very attractive. (market
P 2 | ( ) f excess
g hope
g Blister packs are very convenient. (carry around) B s
i gold
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Vocahulary — prepositions

3 Match one of the following prepositions, to, in,
on, of or for, to an adjective below. Use your
dictionary if necessary.

a tired of
b near

c grateful
d keen

e aware

f capable
g fit

h equel

i afraid

j born

k kind

|  helpful
m fond

n thankful
o good

p friendly

4 Now write sentences using some of the words
from Activity 3 and the prompts below. Write
both affirmative and negative sentences.

a your boss

I'm not keen on my_boss. I'm afraid of her!

b your work

¢ Japan

d your parents

e animals

f colleagues

g

h
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the city centre

your health

your friends

[d Pronunciation - stress patterns in
giving information

A @ CD1 TRe6O0 Listen and underline the word that
gives the key information.

a
b
C

d

e

Capsules are easier to take.

Bottles with safety caps are better for children.
They are difficult to open.

Bottles are cheaper to make.

Plastic is impossible to market in Africa.

@ CD1 TR61 Listen again and practise saying
the sentences.

B @ CD1 TR62 Listen and underline the stressed
words in the questions.

T o

- o a n

9
h

Would you like capsules or tablets?

Have you got bottles or cans?

Do you want the green file or the red one?
Are you going out tonight or tomorrow night?
Is it Wednesday or Thursday?

Do you prefer football or rugby?

Do you like soft ice cream or hard?

Would you like still water or sparkling?

Practise the questions. Be careful to stress them
correctly.
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Quiz - What do I know?

Start here -

What would you say?

What would you say in the following situations?
If you can, record your answers and listen to
yourself.

a Report a remark that you heard at Points
work recently. Use say, decide or agree. | 2

b Agree with the following sentence in
three different ways.

| think we should feature the kids' sun

spray in the advertising campaign. /3
¢ Disagree with the following sentence

in three different ways.

Let's put all of our resources into the

baby-care range. /3
d Write two sentences about your

company or your job using the

adjective + infinitive pattern. /4
Total / 12

Now check your answers on P> p158
If you have scored six or less, go to the Blue

run. If you have scored seven or more, go to
the Black run.

Blue run i

1

Complete the sentences with the correct tense of
the verb in brackets and will, may, could, can or
must, where necessary.

a 1 Canl borrow the car this evening?

2 |Ifyou take (take) the car, you

may need  (need) to put some petrol in it.

b 1 Can you tell Rob | won't be here tomorrow?

2 OK. I (tell) him if |
(see) him.

Business Update

¢ 1 Kari's not here at the moment. She's due
back in half an hour.

2 |If she (come) back in half an

hour, | wait.

d 1 Our profits are down this year.

2 Ifwe (sell) more of our sun
products, we (make) better
profits,

e 1 |I|needsome more money!

2 |If you (work) harder, you

(get) a promotion and a pay

rise. It's not certain though!

f 1 |cannot come, as | have to stay and finish

this job.
2 Ifyou (be) the last to leave the
office, you (lock) up.

g 1 Can we sell any more of our women'’s
range?

2 Ifwe (advertise) widely, we

(sell) more.

h 1 Come on! If we don't hurry, we will be late.

2 |Ifl (not finish) my coffee,

I (will) never wake up!

Write a contradictory sentence to each of the
comments below, using the word in brackets.

a The Managing Director said our sales were
increasing. (falling)

No, she didn't+ She =aid W&Lj We.re. ‘F&lﬁ‘ﬁa.

b The Sales Director said we needed to promote
the kids' products. (women's range|

¢ Human Resources said we have recruited fewer
staff this year. (more staff)

d The Finance Director said our salaries were too
high. (too low)




e The Sales Director said our transporters were
efficient. (inefficient)

f The survey said customers thought our
products were attractive. (unattractive)

g The Managing Director said we spent too much
on advertising. (not enough)

h The boss said we needed new printers.
(monitors)

Black run\

1

Using the prompts, write sentences to express
ways of agreeing or disagreeing. Use a different
expression each time.

a Our oroducts are the best.

That's +rue..

b We can do better with our sun products.

I'm not sure

¢ We have our maximum market share already.
| don't

d We must promote all our products!

Hang on

e Our men’s products are difficult to sell.
Good

f Our women's products are our strongest selling
point. .
But don’t

g We'll go for promoting the body spray. OK,
everyone?

That's

h Our sales have increased by 25 per cent.

Yes, that's

a
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2 Write sentences with if + I, will, won't, may and
could for the following situations.

You are probably going to be late for work.

¥ T'm late for work, mu bo=='ll be angru.

You've applied for a new job.

Your boss wants to send you on a training
course for three weeks.

You have asked your boss for a pay rise.

You have asked your boss for a day off.

You don't like your office and have asked to
change.

You think your mobile phone may not work
properly anymore.

Your landlady is talking about increasing the
rent for your room.

Translate these sentences into your own
language in your notebook. Then close this book
and translate your sentences back into English.

a

b

If we lower our prices, we could sell a lot more.

We agreed that the new advertising campaign
was excellent.

This safety cap is impossible to open.
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The big sell

11.D Affordabhle drugs

Reading an article

1

Before you read the text, tick (¢/) your answers
to the following questions.

a Does your company give money to

charities?
1 ves
2 no

3 don't know

b Do companies in your country generally
suppcert charities?

1 vyes

2 no

3 don't know

¢ Woulc you like to work for a company
which does charity work?

1 vyes

2 no

3 don't mind

d If you knew a company was involved
in charity work, would you be more
likely 0 shop there?

1 vyes

2 no

3 don't know

The volunteer culture

How much does your company care? Not about
you, about the wider world? More employees are
putting value on working for a boss who gives them
time to spread a little happiness. We are seeing the
rise of the ethical employee. People are more aware
of their company’s reputation. The workplace is
increasingly where people want to exercise their
social conscience.

Two studies, one in the US and one in Eurcpe, both
reported a loyalty rate of 87 per cent from staff at
companies committed to solving social problems.
Companies are shouting about their fundraising and
volunteer schemes, from supermarkets such as Tesco
and Sainsbury’s to couriers such as DHL. At DHL,
staff were invited to choose a charity they wanted to
help. The Managing Director visited each of the 50
offices nationwide, gathering pledges. Fundraising
events have been organized for different workers.
For example, couriers are sponsored to have their
heads shaved or contribute by selling raffle tickets.
DHL allowed staff to participate during their
working hours and pledged to match pound-for-
pound the funds raised by employees.

Iceland, the supermarket chain, has just completed
a scheme to involve its customers. They have been
invited to use its website to choose the charities
the company will support next year. There is, of
course, a clear benefit. Potential new customers are
introduced to the company’s web selling point. But
it marks a definite attempt to involve customers

as well. The customer feels happier, staff feel
appreciated and the company benefits from the

general glﬂw.

Source: Adapted from Ryle, S (2001, July 8). Voting with your vocation.
The Guardian. Retrieved from www.guardian.co.uk/business/2001/jul/08/
theobserver.observerbusiness22
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2 Read the text and tick (¢/) the correct response

to the following. If more than one response is
correct, tick both.

a Workers today have:

1 more of a social conscience v

2 less of a social conscience

3 no social conscience at all

b When companies do charity work, the
effect on employees is that:

1 they stay longer

2 they leave to work for companies

more concerned with profits

3 it makes no difference to them

¢ The attitude of companies to fundraising
is to:

1 keep their commitment a secret

2 publicize it

3 recruit staff more easily because of it

d The DHL charity project involved:

1 the staff and managing director being

involved in fundraising events

2 staff organizing fundraising events

3 the customers contributing money

e DHL couriers had their heads shaved
because:

1 they could do their job more easily

2 it was funny

3 people agreed to give money if

they did

f After the fundraising event, DHL gave to
the chosen charity:

1 more money than the employees
raised

2 the same amount of money

3 less money

g DHL employees raised funds:

1 after working hours

2 during working hours

3 before working hours
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h Iceland’s charity project involved:

1 voting on the web

2 giving donations

3 giving a large percentage of its profits

Vocahulary

3 Complete the sentences, choosing from the box
below.

a social conscience  a web sales point
fundraising  a general glow g sponsor
a pledge -awelunteer— a raffle ticket
the loyalty rate  an ethical employee

a A volonteer is someone who works for no

money.

b is a worker who cares about

social problems.

C describes how committed

staff or customers are to a company.

d tells you to help people

less well-off than you.

e is how you make money
for charities.

f Is a promise to give money

to a charity.

g is the person who says they'll
give money to a charity if you do something

like shaving your head, running, swimming, etc.

h Is a good atmosphere.

i is something you buy which
may enable you to win a prize.

[ is a page on the Internet

where you can buy something.

Writing

4 Think of an idea for a fundraising event for your
company and write to the Managing Director,
describing your idea and asking him to sponsor
it. (Write about 120 words.)
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12.A About the company

Grammar - question tags

1 Add a question tag to the sentences below using

the verbs be, have or do.

a He doesn't work here, doe= he?
b You only make soft drinks, r
c¢ We are visiting the factory tomorrow,
?
d He is coming with us, T
e We haven't got time, ?
f She has done the report, ?
g They sell most of their products in Europe,
?
h Our sales meeting is tomorrow,
?
i We have got the sales figures right,
r
j | go to Berlin on Friday, ?
k You don't like Coca-Cola, r

I You make 51 per cent of the world's soft drinks,
?

Vocahulary - do or make?

2 Complete the sentences with the correct tense of

the verbs do or make.

a Wede

business with many

countries round the world.

b We have three exercises to for

homework.

Business Update

¢ The company soft drinks and
fruit juices.

d [I'msorry, | a mistake.

e We haven't got enough information. It's difficult
to a decision.

f The new trainee very well. Her
work is excellent.

g OK!I my best, but there are a
lot of them!

h |didn't want to go to Adam’s party, so |

an excuse.

i Canyou me a favour?

j She very well in the exams —
came top, | think.

k The company a lot of money

in the computer software business.

| By using too much energy, we

a lot of harm to the environment.

3 Match the phrasal verbs (a—e) to their meanings

(1-5).

a make way » 1 move to one side

b make something up 2 escape

¢ make up for 3 invent
something

d make something 4 understand
out

e make off 5 compensate for
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4 Complete the sentences using one of the Writing a prnduct profile
following: out, up or off.

5 Write a paragraph about one of your country's
products. Think of the product, where it is made
and where it sells. (Write about 100 words.)

a He made a mad story to

explain why he was so late.

b Can | have the afternoon off? l'll make

the time next week.

¢ | don't know! She made in a

hurry as soon as she saw you coming. What

did you say to her?

d The boss is making that |

didn't do the work, but | finished everything

this morning.

e The office budget is very complicated. | can't

make it

Sushi from Japan

Id Pronunciation - voiced and unvoiced
consonants

Read the words below and praetise saying
voiced and unvoiced consonants.

a pan ban

b to do

c cot got

d pick pig

e ferry very

f Sue Z00

g chin gin

h leaf leave

i hat had
Pasta from Italy

j heart hard

@ CD1 TR63 Now listen and underline the
words you hear.
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12.B Just add the fizz!

Grammar - expressing purpose with fo +

infinitive

1 Complete the sentences below with an
expression of purpose using to + infinitive. Use

the verbs buy, book, send, get, make or put, or
other verbs of your choice.

a | needed to take the train to Milan so | went to

the station +o bmj a Ticket

b She needs to go to Tokyo. She accessed the

Internet

c We stopped at a petrol station

d She bought some A4 paper

e He bcught a birthday card

f They went to the supermarket

g | ground some coffee beans

Vocahulary - product containers

2 Match the products in the box below to the

h She mixed butter, sugar, flour, eggs and containers they are sold in. More than one
answer may be possible.

chocclate
crisps Coca-Cola toilet paper shampoo
jam beer toothpaste baby food potatoes
i We're taking Meg to the airport chocolates  milk  fruit juice  tuna
coffee  sugar tissues  deodorant

j She stopped at the baker’s a acan of Coca-Cola, beer

b atin of

k We put CO, in the drinks
¢ a carton of

I We check our products at several inspection d a bottle of

points e aroll of

Business Update




f abox

g a bag of
h atube of
i ajarof

j aspray can of

Write three more products that come in
the packaging below. Use your dictionary if
necessary.

a tin of soup, of tomatoes, of paint

b tube
¢ bottle
d box

e sachet

f spray can

Complete the sentences, choosing from the box
below.

attaches
filled

mix supplier plant ensure

quality blending —urleading—

a Our basic ingredients arrive here in our

bays.

unioadlng

b Let me show you our water treatment

where we purify the water.

¢ The

to place.

of water varies from place

d Nextis the syrup process.

e We the sweetener, concentrate

and the purified water to create a simple syrup.

f Meanwhile, our has delivered

empty cans and bottles.

frenglish.ru
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To the quality of the product,

the bottles are rinsed a second time.

This is the filler. It's where the cans are actually

A seamer is a machine which

the metal lid to the can.

[d Pronunciation - do and does
A @ CD1 TR64 Listen to the following sentences.

a
b

C

Why do they buy your products? da

Do you know her?

Do all your staff have business
diplomas?

We do any kind of software product.

| don't like the new model, but most
of the customers do.

Not many people buy the old model,
but some people do.

What do you hear, do /da/ or do /du:/?

@ CD1 TR65 Now listen to the following
sentences.

g
h

j

When does the new trainee arrive? -

Does he know about the appointment?

She does know how to use the new
computer.

| think he does.

What do you hear /doz/ or /daz/?

B @ CD1 TR66 Listen to the sentences again and
match the pronunciation above to the rules below.

a o T o

(4]

before consonants /da/ -7
before vowels /du:/

in final position /du:/

before vowels and consonants /doz/
in final position /daz/

when stressed in a sentence /du:/
and /daz/

Now practise saying the sentences with the
correct pronunciation.




It's in the making!

12.C Quality every time

Grammar - nouns Vocahulary — noun groups
1 Correct the mistakes where necessary in the 2 Choose one noun from Group A and one noun
following sentences. from Group B to make a noun group. Sometimes

the noun group is written as one word and

a We have six inspections points. : s :
sometimes as two words. Use your dictionary if

We have six inspection points. necessary.

Group A Group B

b There is a factory of cars near me.
work conversation
quality mail

¢ A Paris businessman spoke at the conference. import place
sales software
brand selling

d The bottle's top won't come off.
computer department
paper course

e The invoice of the supplier was full of mistakes. delivery note
Internet name
voice work

f We sell soft drinks in bottles of glass.
telephone control
training agent

g The newspaper's report was wrong. lunch break

a workplace

h Can you tell me the train times for Amsterdam b
to Brussels, please?
c
d
i | can’t go to the office's party. =
f
j The Budapest factory is closing next month. g
h
k New Balance trainers are my favourite running i
shoes. -
J
k
I My Adidas’s football shorts are in the wash. |
m

Business Update




3 Complete the sentences with the noun groups
you made in Activity 2.

a Quaiiﬂj control ensures that all our

products reach the same high standard.

b Before you get a promotion, you need to go to

an in-house

c¢ Health and safety in the

is very important in this company.

d You need to complete the

before you send those

goods off.

e Our only lasted five

minutes. The client had most of the information

already.

f If 'm not in the office, leave me a message on

my

g There is some much better

on the market which

will do your accounts in half the time.

h will become more

popular when payment facilities become safer.

i If you are interested in buying some of

our products, I'll put you through to the

j  |like products with a

At least you know what you are buying.

k We want to start selling in Japan, but for
the moment we haven't got an

there.

| There is so much

on my desk that | can't sit down and work

anymore!

m | am due to go on my

now.
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@ Pronunciation — stress in noun groups

@ CD1 TR67 Listen to the noun groups and
underline the word with the strongest stress.

a cardboard packaging
b five-seater

¢ coffee mug

d Chanel perfume
e two-step process
f desklamp

g South West

h noun groups

i car ferry

j metal can

k furniture business

| Oxford Station

@ CD1 TR68 Listen again and check.
=» Now practise saying them correctly.

Are most noun groups normally stressed on the
first or the second word?
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Quiz - What do I know?

Start here -

What would you say?

What would you say in the following situations?
If you can, record your answers and listen to

yourself.
a Say twa sentences using a phrasal Points

verb. /4
b Say four noun groups related to

your werk. /4
c Write two sentences that express

a recent activity, and the reason

for that activity. /4
Total / 12

Now check your answers on P> p158

If you have scored six or less, go to the Blue
run. If you have scored seven or more, go to
the Black run.

Blue run i

1

Complete the text, choosing from the box below.
More than one answer may be possible.

six million  three 41 ten 1965
a small amount  several thousand 16
36-year-old one 2,470
only one or two halfway

Aa 56-year-old American woman, Carrie Thomas,

has made her fortune from Mahogany Chocolates.

When Carrie was a little girl of b

years old, she went to live with her uncle, who
made wonderful chocolates for her from a recipe

he created in ¢

. Whilst away at
college, her uncle sent her chocolates regularly.

But there were usually d chocolates

left for Carrie, as her friends all absolutely loved

Business Update

them and gobbled them up. e

through her course, Carrie switched from fashion
design to a business degree. When she left
college, she persuaded her friends to invest in her

chocolate business. She worked f

hours a day and set up just one small corner shop

in San Francisco. g months later

she still wasn't making a profit. An advertising
director was a regular customer, and sc was a

film star. h day, they met in her

shop, and they began to talk about how she could
increase her business. The advertising director
offered her a free advert, and the star offered to be
in itl With such good advertising, the business took

off, and Mahogany Chocolates now sells

i tons around the world, has

J factories and employs

k staff. How does Carrie make the

chocolates? She's not telling. The recipe is top

secret!

Tick (¢) if the following noun groups are correct.

a A lot of cheese is made from goat’s milk. v

b The government’s decision is surprising.

¢ The factory's production unit is closing.

d Today's news is not good.

e The production's team is doing well.

f My sister's apartment is in New York.

The university's president is resigning.

=

Paris’s nightlife is the best in the world.

—

Over the past two years, the company's
performance has been spectacular.

j  The plane’s arrival is delayed.

k | can't find yesterday's paper.

I The page’s number is 64.




Black run\

1 Match the sentence heads (a—j) to the correct sentence tails (1-10).

a

We are designing a new marketing
strategy ...

The company has spent millions of
dollars on quality assurance ...

The government wants us to cut our
energy consumption ...

We are diversifying our products ...

The Public Relations Department is
making an enormous effort ...

We are becoming more efficient ...

The company has invested in the latest
surveillance technology ...

The company is increasing production ...

Human Resources is recruiting staff ...

We have invested in the latest equipment ...

2 Put the production stages (a—i) of the drink
Peach Surprise into the correct order. Then

rewrite the sentences to make a short paragraph.
Use linking words and leave out repetitions or

unnecessary words and phrases.

Extractors separate the peach juice and
pulp from the pressed peaches.

The juice is treated and liquidized.

The final mixture is despatched to
production and canning units worldwide.

The peaches are picked and taken to the
local factory.

The final product is canned and
despatched.

Employees in the factory check the
acidity, sugar content and flavour.

A final quality control check takes place.

The peaches are washed.

The mixture is made up into Peach
Surprise.
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to improve our manufacturing
process.

to ensure that our products
are of the highest standard
worldwide.

to make sure there is maximum
security in all our plants.

to meet sales targets.

to fill the vacant posts in our
production units.

to protect the environment.

to create good relations with
our customers.

to respond to popular demand.
to achieve maximum sales.

1o save costs.

The peaches= are picked ..

3 Translate these sentences into your own
language in your notebook. Then close this book
and translate your sentences back into English,

a The company makes many different brands, but
we don't do them all in this factory.

b We check the production at 55 different points
to ensure the quality of the product.

¢ We produce our drinks in glass bottles, plastic
bottles and metal cans.
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12.D They are our sponsors!

Reading a wehpage

1 Read the text quickly and say if it is:
a a newspaper article
b areport
¢ an advertisement,

How do you know?

SPONSORSHIP
OPPORTUNITIES

Sponsorship opportunities are available for The
Annval North East Swimming Relay Marathon.
Over 15,000 local residents and visitors from all
over the country are expected to take the plunge

at their local swimming pools. The marathon is
designed to promote swimming, not just as a sport
for champions but as an enjoyable, healthy form of
recreation for all. It will also raise a considerable sum
of money for charities that facilitate swimming and
other sports for disabled or underprivileged people.

Our goals are:

e to promote swimming as a healthy form of
recreation

e to promote swimming in underprivileged sections
of the community

e toraise money for charities which promote

swimming and other sporting activities for the
disabled

The Annual North East Swimming Relay Marathon
is coordinated by many public and private sponsors.
Regionally, our event is promoted through large and
small employers who encourage employees to take
up swimming in a bid to keep them in tip-top health.

In addition, the event is advertised in sports shops,
on the radio and television, in newspapers and in a

direct-mail campaign that reaches 10,000 residents
in the North East.

A variety of exciting opportunities exist for sponsors,
such as high-visibility corporate logos:

e on stands outside participating swimming pools
where there are refreshments

e on prizes as well as on information about
swimming, water safety, life-saving, etc.

e on official event T-shirts
e on paid print advertising

e on promotional materials, including registration
forms, posters, employer information packets
sent to businesses throughout the North East

e on The Annual North East Swimming Relay
Marathon website

e on confirmation notices sent to all registered
participants

2 Read the article again and tick (¢/) the correct statements. More than one answer may be possible.

a 15,000 people are going to swim in the Annual
North East Swimming Relay Marathon event to:

1 try to win a championship
2 raise money for charities

3 keep fit

Business Update

b The Annual North East Swimming Relay
Marathon is looking for:

1 participants

v 2

sponsors

3 advertisers




¢ The aim of the Annual North East Swimming
Relay Marathon is to encourage people to:

1 swim as a healthy form of recreation

2 take more leisure

3 learn to be a life-saver

d The event is organized by:

1 private companies

2 public administrations

3 private and public bodies

Vocahulary
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e At a sponsorship stand, a participant gets:

1 free swimming gear

2 information

3 something to eat or drink

f Sponsorship allows companies to have:

1 the name of their company in the
title of the event

2 the company logo on various items

3 television sponsorship

3 Match the following words (a—j) to their definitions (1-10).

a corporate logo
b direct-mail campaign

¢ recreation
d refreshments

e sponsorship stand

f relay

g registration form

h promotional material

I poster

J  confirmation notice

Writing — sponsorship

4 Write one list of good things about sponsorship,
and one list of bad things about sponsorship.

Good things Bad things

(A== mo ru?..ﬂ

1

10

5

information in clear graphic form put on display
in a public place

a document which you fill in when you want to
take part in something

a place where sponsors are highly visible
posters, information packs, etc.

a design which a company uses so it can be
instantly recognized

letters about an event sent to local inhabitants

a document which tells you that you have been
registered as a participant

something to eat or drink

an activity that several groups or individuals
perform one after the other, without interruption

a leisure activity

Now use your lists to write about whether you
think sports sponsorship is a good thing.
(Write about 100 words.)

I think sports sponsorship is ..




19 | Bank it!

13.A What can we do for you?

Grammar - ~/ng forms and infinitives Vocabhulary - banking services

1 Cross out the incorrect form in the sentences 2 Complete the sentences, choosing from the box
below. Pay attention, as sometimes both forms below.

are possible and should not be crossed out.

a We enjoyed to—wsi-/ visiting Paris during our
holiday.

b | started to save / saving when | was 16.

¢ She wanted to go / going home because it was
late.

d He tried to pass / passing the exam, but it was
too difficult.

e Did you remember posting / to post the
application?

f We didn't manage finishing / to finish all the
orders today.

g | love to travel / travelling.

h They began discussing / to discuss the problem.

i We finished checking / to check the figures
before we went home.

j | gave up smoking [ to smoke last year.

k We decided going / to go to Greece for our
holiday.

Business Update

current account  interest  credit card
student loan withdraw rate personal loan
mortgage -debit-card- pension

When you buy anything with a debit card :

the money is deducted from your account

immediately.

| never use a . I'm far too

worried about running up debts.

The bank has given me a £500 overdraft on

my

What's the rate of on your

savings account?

| want to buy a new motorbike. | need to get a

I'm going to study at university for four years.

The bank has offered me a

The of interest varies

according to the economic situation.

They say it's never too early to start saving for

your

When they want to buy a house, most people

save up for a deposit, and then get a

Wait for me. | haven't got any money. | need to

some cash.
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Judd

HERE
PLEASE SELECT SERVICE REQUIRED

ORDER A STATEMENT

Writing — application form

4 Complete the application for a bank account.

Which type of account are you interested in?

BALANCE ON SCREEN

PROCESS ATRANSFER

BALANCE ON SCREEN
WITH WITHDRAWAL

MIMI STATEMENT

CASH ONLY

CHOOSE LANGUAGES

CASHWITH RECEIPT

OTHER OPTIONS

00000

Current account

Savings account

Personal details

L1/ ¥ I g
FAREEE P R Y A |
S ¢ A AT ' A |
VA /N ¥ N |

3 Tick (¢/) the functions below that you can do at

the cash machine above.

Find out how much money you have
in your account,

Get some money out with a debit card.

Pay a bill.

Obtain a loan.

Title

First name

Surname

Date of birth / /

Occupation

Daytime telephone
number

Id Pronunciation - difficult words

@ CD1 TR69 Listen and underline the word in
each group that has the odd vowel sound.

e Transfer money to someone else's
account.

f Withdraw some money with a receipt.

g Buy shares.

h Know how much money is in your

account after taking money out.

Have a statement of your account
sent to you.

Obtain a credit card.
Read instructions in another language.

Pay some money into your account.

a tough enough through

b earn beard word

¢ debt great said

d brother bother moth

e here beer there

f four house loud
loan home board

h weak keep break

i bear fear wear

@ CD1 TR70 Listen again and check.
% Now practise saying the words.




13.B Where’s my money?

Grammar - verb patterns

1 Write complete sentences from the prompts
below with either a verb + object + infinitive
structure or verb + that clause + object.

a He said/savings accounts/have a good rate of
interest.

He. =aid that savings accounts had a and

cate of intecest (verb + that clause + object)

b He wanted/customer/open a savings account.

He wanted the customer to open a =avings

account. (verb + object + infinitive)

¢ He told/the girl/start saving soon.

d He said/the offer/be only temporary.

e The bank/requires/its customers/sign a
document.

f We need/the bank/lend us the money now.

g He said/the delay/about a week.

h They asked/the customer/wait.

i Do you want/the manager/give a refund?

j | demand/you/give me an explanation.

k He said/the loan/be possible.

I She needed/a colleague/help her.

Business Update

Using the prompts and a task from the box
below, write what it is you need to do. Invent
two more prompts and situations.

stay late
help out with some urgent work
meet his/her family
take him/her out to dinner
go to a training session
come home to take the dog for a walk
buy a takeaway on the way home
repair his computer
do his/her homework
go clubbing with him/her
lend him/her your bike

work late tonight

a Your boss

Mﬂ boss wants me to work late tonight.

b A colleague

¢ Another student

d A customer

e Your girlfriend/boyfriend

f A friend you play football/tennis with

g Your mother

h Your father

i Your brother/sister

j  Your personnel manager
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Vocahulary — word combinations 5 Write down the following numbers and practise
saying them.

3 Match the verbs (a—j) to the nouns (1-10) to
make as many combinations as you can. Add any a Your telephone number
additional vocabulary where needed.

a use 1 interest
b Your date of birth
b receive 2 amount
¢ borrow 3 account
d buy 4 PIN ¢ The number on the back of this bcok
e earmn S currency
f lend 6 statement d Another number you use often
g credit 7 transfer
h check 8 sum of money
i tranerer 9 cash [ Pronunciation - polite intonation
_ 1 patterns
j  withdraw 10 balance
A @ CD1 TR72 Listen to the recording and tick
bla: an sneain (v) the remarks with polite intonation.
a I'm terribly sorry, madam. v
b Hurry up! | haven't got all day.
¢ Could | possibly have your client
identification number, please?
d I'm awfully sorry.
e Could | just ask you to wait while |
check the details on the computer?
f So there's been a mistake? In a credit
on your savings account?
- - H ‘? 1 ,?
Llstemng _ telephune numbers g A'mlstelxke. You call that a mistake?
It's a disaster.
4 @ CD1 TR71 Listen to the recording and h  Canlask you wheh you made that
complete the telephone numbers below.
payment?
a 0031 ) ;
i Don't you ever listen?
b 8791 76901 j Could | just check how you made
this payment?

c 00 916

What is the difference in the intonation pattern?
d 65 ; :

Practise saying the remarks.
e 6935

B @ CD1 TR73 Now listen again and practise
saying the remarks.




13.C What’s the interest?

Grammar - need to, have to, don’t need to
and don’t have to

1 Complete these sentences about the rules and
laws in your country with need to/have to or
don't need to/don’t have to.

a To open a bank account you have to

be eighteen . You don't have +to

have a lot of money.

b To buy alcoholic drinks in bars, you
be

¢ To vote, you be
. You

be a national of the country.

d To leave full-time education, you
be

e To take your driving test, you

have a medical check-up.

f To ride a motorbike, you be

g To geta job, you have a
university degree.

h To obiain a passport, you

be an adult.

i To exchange currency, you
get special authorization.

2 Write sentences using the prompts about what
you need to know or do at work.

a computer skills (need to/don't need to)

1 need to have good computer skils to do
muy ob propéecii.
0= t ¥ e

b use the computer most of the day (need to/
don’t need to)

¢ talk on the telephone (have to/don't have to)

Business Update

d deal with clients (have to/don’t have to)

e know about sales (need to/don't need to)

f deal with money (have to/don't have to)

g know about banking (need to/don’t need to)

h understand interest rates (need to/don't need to)

i be good with figures (need to/don’t need to)

j get on with my colleagues (have to/don't have to)

k be creative (have to/don’t have to)

I choose your own topic (need to/don't need to)

Vocahulary - banking

3 Match the words (a—j) to the words that have a
similar meaning (1-10).

a require 1 amount
b choose 2 be in debt
¢ mistake 3 pay back
d deposit 4 error
e sum 5 sum of money
f repay 6 need
differ 7 take out
h owe money 8 client
i customer 9 select
j  withdraw 10 vary
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Unscramble the words below to find the different E Pronunciatiun _ stress on kE}l words
banking terms.
@ CD1 TR74 Listen and underline the word the

a twarhidw withdraw speaker stresses the most.
; a You won't need to deal directly with our
b ptidseo
customers.
€ ynrcucre b You need to know something about the kind of
business we do.
d ctunaco ,
¢ Most of our customers have savings accounts
e nalceba as well.
d On your current account you don't usually earn
f sitterne interest.
g tviens e This is for pe?ple who may need immediate
access to their money.
h rbworo f It's an account for customers who don't need
instant access to their money.
i festrarn
The account does earn more,
j nepyamt h It depends on the bank rate.

k gatoemgr i That's not a very big difference.

j The amount you have in the account is called the
balance.

@ CD1 TR75 Listen again and check your answers.




Quiz - What do I know?

Start here -
What would you say?
What would you say in the following situations?

If you can, record your answers and listen to
yourself.

a Say how you use one of your Points

bank’s services. /2
b Make an apology in two ways. ] g
¢ Say something you need to do in the

next week, and something you don't

need to do. /4
d Write two sentences about your

activities using the ~ing form. /4
Total / 12

Now check your answers on P> p159

If you have scored six or less, go to the Blue
run. If you have scored seven or more, go to
the Black run.

_n

Blue run L

1

Complete the sentences with the to + infinitive
form or the ~ing form of the verb in brackets.

a She decided to open (open) a
savings account.

b He stopped (ask) the
way to the station.

¢ They went on (discuss)

the problem for another hour.

d She hated

details to clients.

(explain) the

e How much money do you want

(save) every month?

Business Update

He can't afford

(go) on

holiday this year.

Can you help me

(move) these boxes?

They suggested (go) to

the cinema.

He finished
late last night.

(work) very

The bank agreed (give)
me a loan.

All the students expect

(pass) their exam.

| always avoid (drive)

through the centre of town.

2 Read the sentences and say which are made by
someone who is dealing with a complaint (DC)
and which are made by someone who is
complaining (C).

a

b

I'm terribly sorry. DC

| do apologize. There's been a mistake.

| demand to see the manager.

What are you going to do about it?

I'd like to speak to the manager.

What's the problem?

I'll see what | can do.

Could | just check the details?

Hurry up. | haven't got all day.

Don'’t you ever listen?

But apologies aren't enough. | want it
put right immediately.

| can sort the problem out immediately.




Black run\

1 Write what people need or don't need/don't have
to do in each of the following situations.

A friend wants to buy a car but hasn't got
enough money.

You need to get a loan, but you don't need

to borrow all the money from a bank.

A friend wants to open a bank account but
doesn't know what to do.

Someone you know wants to take the American
TOEFL test but doesn’t know how.

Your sister wants to take her driving test. She
asks you what to do.

A friend’s moped has not been working very
well for a couple of weeks. He doesn't know
what to do.

A friend has tried to get into a football team
but has been refused because she smokes too
much.

A friend wants to go to study in an English-
speaking country but doesn’t know how to go
about it.

A friend wants to apply for a passport and asks
you what documents she needs.

A colleague asks you how to deal with difficult
customers.

A friend asks you what qualities you need to be
a good bank clerk.

frenglish.ru
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2 Write sentences about the following with the
prompts. Use the appropriate tense.

a

something your boss told you to do

Mtj bo=s= told me to finish the invoices

before 1 went home.

something you expected someone to do

something your parents allowed you to do

something a friend has invited you to do

something a member of your family helped you
to do

something your college education will enable
you to do

something you're encouraged to do

something a colleague has asked you to do

something a particular teacher has taught you
to do

something your parents wanted ycu to do

3 Translate these sentences into your own
language in your notebook. Then close this book
and translate your sentences back into English,

a

b

| need to work hard, but | don't nesd to spend
all my weekends working.

The college wants us to get good results.

| feel like going out this evening.




13.D Dealing with debt

Reading an article
Before you read the text, answer the questions.

a What are the most common illegal money-
making activities in your country?

Basic Facts and Figures
about Money Laundering

What is money laundering?

Illegal arms sales, smuggling and the activities
of organized crime, for example, drug trafficking,
prostitution and computer fraud, can generate
huge sums of money. The criminals involved in
these unlawful schemes need to ‘legitimize’ their
profits, and they do this through a process called
money laundering.

How is money laundered?

In the first or placement stage, the criminal, or
launderer, introduces his illegal profits into the
financial system in various ways. He may break up
large sums of cash into smaller less conspicuous
amounts and deposit them directly into a bank
account. Or he may use other ways, such as
purchasing a series of cheques or money orders.

After the funds have entered the financial system,
a second phase takes place. The launderer does
a series of conversions or movements of funds,
which distances the money from its source. He
may channel the funds through the purchase

and the sale of investments, or he might simply
transfer the money through a series of accounts
at various banks across the globe. In some cases,
the launderer might disguise the transfers as
payments for goods and services, thus giving
them a legitimate appearance.

Having successfully processed his criminal
profits through the first two phases of the money-
laundering process, the launderer then moves to
the third stage - integration. The funds now
reenter the legitimate economy.

The launderer might choose to invest in real
estate, luxury assets or business ventures.

Business Update

What do criminals do with their money?

In your country, do you know if there are any
bank regulations about illegal profits? What are
they?

Source: Adapted from FATF (Financial Action Task Force)/OECD. Retrieved from www.fatf-gafi.org/pages/fag/moneylaundering/




2 Read the text and say if the following statements

are true (T) or false (F). If there is not enough

information, write don't know (DK).

a

Governments are helpless in the face
of money laundering.

It is difficult to use money from crime
in the financial system.

A money launderer is a violent criminal.

It is not possible for a drug trafficker to
deposit money directly into a bank account.

It is safer for a launderer to deposit
one huge sum of money than lots of
smaller amounts.

The launderer can try to convert illegal
profits into legal funds by transferring
them through various accounts,

Purchasing investments is a good way
of laundering money.

lllegal profits cannot be used directly
to purchase goods.

Money launderers have amazing lifestyles.

The third stage of money laundering is
called integration.

Money launderers are often caught by
the police.

After the money-laundering process,
funds reenter the legitimate economy.

Vocahulary

3 Put across (X) beside the odd one out.

a

Which of the following is not always illegal?
1 arms sales

2 smuggling

3 drug trafficking

4 fraud

b Which of the following is not a stage in the

money-laundering process?
1 conversion

2 scheming

3 placement

4 integration

DK
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¢ Which of the following words does not describe

an amount of money?

1 cash

2 profit

3 purchase

4 funds
d Which of the following is not a banking
procedure?
1 credit
2 transfer
3 disguise
4 debit
Writing

4 Write to your bank complaining about a mistake
on your account. Mention the date of the
mistake, the type of mistake and what you want
the bank to do. Refer to the Correspondence
section in the back of the book. (Write about
100 words.)




14 | Food for thought

14.A Eating in style
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An office in 1905

Grammar - used to

1 Write a sentence about the differences between f atmosphere

old and modern offices. Use the following topics
and used to.

a computers g the Internet

Emplouees used to work without computecs

and do e.ve.rujfhinﬂ btj hand.

h working hours
b telephones

i bosses
¢ photocopiers

j staff
d furniture

k sports facilities
e catering facilities

Business Update
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2 Complete the sentences with used to (positive, Vo:ahulary - food
negative or question forms) or the simple past
of the verb in brackets. Use both forms where
possible.

3 Classify the following foods into the categories
given below.

French fries sandwiches sea bass
a | neverused to eat (eat) so much! |

crisps chocolate -beet~ beans peas

must go on a diet.
apples peaches tuna hamburgers

b We (eat) beef at home, mangoes  strawberries —tamb- pork

' salmon chicken oranges cod anchovies
but we don't anymore.,

a Meat: beef, lamb

¢ | often

(not see) Sam although

we (play) basketball in b Vegetables:
the same team.

d We (eat) lunch at work, ¢ Fruit:

but the food has got much better recently.

e Did you (want) to be an d Snacks:

astronaut when you were young?

f We (not go) away on e Fish:

holiday very often.

g Neil (write) to me while 4 Add the names of three more foods that you eat
TR, 1 regularly to each category. Use your dictionary if

2 necessary.
n; My company (be) inthe I Pronunciation - used to and didn’t use to

centre of town, but now it's in the suburbs. @ CD1 TR76 Listen to the pairs of sentences

and underline the stressed words in each

last year. a 1 Things used to be very different!
2 Things used to be very different!
j  Which team (win) all the
b 1 Canteens didn't use to serve fcreign food.
matches? , ,
2 Canteens didn't use to serve fcreign food.
k | (eat) in the cafeteria ¢ 1 How long did the average lunch break use
to be?
for the first time on Thursday 1
2 How long did the average lunch break use
to be?

What difference does the change in stress make
to the meaning of the sentence?
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Food for thought

14.B It’s on the company!

Grammar - future forms

1

Complete the sentences with going to for
intentions or the present progressive for
arrangements. Use both forms when the sentence
might be an intention or an arrangement.

a

I'm starving! I'm going to have (have)
an enormous lunch.
We (not have) lunch

in the staff cafeteria. The food is disgusting!

i (get) a Coke from

the machine. Do you want one?

It's almost 5 p.m. |

(take) the mail to the post office before it

closes.

lt's the company's 60" anniversary next year.
There (be) an

enormous celebration!

It's the end of the month next Thursday.
I (get) my first

salary payment.

We (eat) at the

ltalian restaurant this evening.

you

(join) us?

We've agreed that Pippa and |

(finish) the invoices,
(do) the

and you

delivery notes.

There's a bus strike, so I'm not

(use) the bus.

i (take) my umbrella

with me. It looks like rain.

I'll never learn how to use this software.

i (waste) my time

any more.,

Business Update

Vocahulary - food

2

Place the words from the box into the correct
category, depending on when they are usually
eaten. Some foods may fit in more than one
category. Use your dictionary if necessary.

omelette melon chocolate cake fruit

steak pie crumble lamb chops

apple

fish and chips prawn cocktail

Caesar salad caramel custard salami

salmon and new potatoes tuna steak

apple pie

ice cream tomato and mozzarella salad

soup lasagne T-bone steak
sole
green salad sausage and mashed potatoes

vegetarian risotto

Starters Main courses Desserts
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3 Choose some of the food dishes listed in 4 Write three typical dishes from your own country
Activity 2 to write your own menu. in each of the categories below.
Starters:

MENU

Starters
Main courses:

Desserts:

o

Main courses

@ Pronunciation - intonation in positive
and negative responses

@ CD1 TR77 Listen to the recording. Which
responses sound positive (P) and which sound
negative (N)?

a It's wonderfull p

b That's terrible!

ot

; 3 ¢ It sounds awful!
Vegetarian dishes JHes A

d |It's great!

e Oh dear!

f That's terrific!

g It's awfull

™

Desseris h It's fantastic!

Practise saying the responses.
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Food for thought

14.C What the customer wants

Vocahulary - word combinations

2 Match the words (a—k) to the words (1-11) to
make as many combinations as you can.

Grammar - second conditional sentences

1 Complete the sentences using the word in
brackets with would or could where necessary.

a More people would eat (eat) in the a good 1 score
cafeteria if the food was (be) b bad 2 meals
better. ¢ overall 3 price

b If the company (reach) more d high 4 quality
clients, we (do) really well. e sufficient 5 \variety

c We (satisfy) more customers v excellent & Imerovement
if we (improve) our quality. g9 POy 7 resulis

h average 8 figures

d Ifwe (lower) our menu prices, )

we (attract) younger people. P low 9 level
j cheap 10 opinion

% iineensning Bmes (be) k expensive 11 customers
more convenient, we (attract)
more customers, good score,

f We (improve) our customer
image if we (sell) more
organic food.

g Ifwe (advertise) better, more
people (know) about us.

h We (make) bigger profits if
we (sell) more.

i If (work) harder, |

(not earn) any more money,
so why bother?

j If the offices (not be) so far
away, the journey to work (not
take) so long.

k If our computers (be) more
modern, we (work) more
efficiently.

| If the company (move) to a

bigger building, everyone

(have) his or her own office.

Business Update




3 Complete the sentences, choosing phrases

from Activity 2. More than one answer may be
possible and you may use the individual words
more than once.

a We need more good customers — people who

come in to eat every day.

b Customer satisfaction is at a very

— 98 per cent say they like

our services.

¢ Qur customers tell us that we have a

on our menus and like the

fact that we change them every day.

d Our food is of an as we

buy it from the best suppliers.

e The figures show an . They

are much better than last year.

f You have very in this test

— less than 20 per cent. It's not nearly as good

as usual. What happened to you?

g I've been looking at your marks for the past

three months. You have very
If you continue working well, you will pass the

exam easily.

h The

a reasonable price.

wants good quality for

i | thirk we sell our products at an

— they are not cheap, but

they are not expensive either.

j These are a — twice

the price our customers usually pay in their

cafeterias.

k Last year, if you look at the company report,

you will see that the were

excellent.

| This year we see very

The company is not doing well at all.

4 Write five of your own sentences using word
combinations from Activity 2.

a 1 got good results in my_exam.

b
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e

E Pronunciation — stress on new

information

Read the speech below and underline the words
which need extra stress in order to make the
meaning clear.

Let's move on to other factors, like the

restaurants themselves and the hours of opening.
We find slightly different results: 20 per cent find
the hours of opening very convenient, 23 per
cent convenient, and that leaves us with 57 per
cent who are not satisfied. The problem appears
to be longer working hours. And the fact that
people don't have regular meals any mcre. They
snack all day. If we had longer opening times, we
would satisfy more customers. So we must open
longer hours — maybe even 24 hours a day in

some of our restaurants.

@ CD1 TR78 Listen to the recording and check.
= Now practise saying them correctly.




14 Food for thought

Quiz - What do I know?

Start here -
What would you say?
What would you say in the following situations?

If you can, record your answers and listen to
yourself.

a Say two things that you used to do Points
but don't do any more. /4
b Talk about an intention for next week
using going to. /2

¢ Describe the best meal you have had in
the last month. i

d Write two sentences about what you
would, could or might do if you had
more free time. /4

Total /12

Now check your answers on P> p159
If you have scored six or less, go to the Blue

run. If you have scored seven or more, go to
the Black run.

_A

Blue run L

1 Complete these sentences with the verb in
brackets and will or would where necessary.
More than one answer may be possible.

a |Ifyoueat (eat) too much, you

will_put (put) on weight.
b If Brad (eat) more healthily,
he (have) more energy.

But he refuses to change his habits.

c We (eat) more organic
foods if they (be)
available, but they aren’t in most supermarkets.

d If we
foods. our budget

(buy) more organic
(go up).

They are a lot more expensive.

Business Update

If GM foods (become)

illegal, we (be) much safer,

I (speak) to Ms Spagni if

she (call) again.

If | (earn) more money, |
(buy) a car.

If | (work) shorter hours, |

(have) more free time.

Rewrite these sentences using used to.

a

The company | work for started doing business
ten years ago.

It is @ small company, but has grown
enormously.

There were 13 employees, now there are 140.

The company made fast food for other
companies, but now it has diversified and has
started its own fast food chain.

We were just selling in England, but now we
sell all over the world.




Black run\

1

Respond to the prompts below, using going to in
a positive or negative response.

a [|'m hungry!

T'm going to get something to eat,

b He hates his job.

¢ I'm fed up with being a student.

d What are you doing this evening?

e |I'm broke!

f I've got a terrible stomachache.

g We're in love.

h |live too far from my work.

Write if sentences for the following situations.
Write first conditional sentences for situations
which are likely and second conditional
sentences for situations which are unlikely.

a The economic situation gets worse. (likely)

I the economic s=itvation gets worse, more

people wil be uwnemploued.

b The economic situation gets better. (unlikely)
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¢ Supermarkets stock more organic food. (likely)

d GM foods are made illegal. (unlikeyy)

e The company does a market survey. (likely)

f The company lowered the price of its products.
(unlikely)

g Your salary increases. (likely)

h You spend less of your income on food.
(unlikely)

i You win the national lottery. (unlikely)

Translate these sentences into your own
language in your notebook. Then close this book
and translate your sentences back into English.

a |used to spend a lot of time playing computer
games, but | don’t have time anymore.

b I'm going to start looking for a new job next
week.

¢ If the world produced more food, fewer people
would die of hunger,




14 Food for thought

14.D Organic food

Reading an article
) How to eat healthily at work

1 Before you read the text on the right, write

down five sentences about your eating habits. | Have breakfast. A bowl of cereal and milk is a
Then read the text and check if your habits are particularly good start. Missing breakfast affects
healthy. your concentration. It means you eat all your

meals in nine hours and creates a distorted
eating pattern which is bad for your stomach.

a 1 u.ﬁ-uallﬂ have. cereal for breakfa=t

b 2 Drink. Dehydration is a major problem for office

workers. Most of the body’'s reactions, which

release energy, rely on water. But you can be

d dehydrated without feeling thirsty. Twc litres a
day will help your concentration and circulation.

3 Resist large lunches if you want to concentrate
later. Baked potato, pasta-based salad and a
sandwich are all good lunchtime food. But a
word of warning — having more pasta and less
sauce or thicker bread and less filling is better
for you.

4 Plan if you want to avoid being dependent on
your company’s canteen or the sandwich bar.
Food provided by employers varies enormously,
but most seem to provide crisps and chocolate
in large quantities. Eating these is not a good
habit to get into.

5 Vary what you eat. If you have the sams
sandwich every day, your diet will not be
balanced. VWarm food is not necessarily
preferable to cold — except that your diet is
likely to be more varied if you sometimes have
hot meals.

6 Eat five portions of fruit and vegetables daily.
You will be building defences against cancer:
antioxidants in fruit and vegetables attack
the ‘free radicals’ which can corrupt healthy

cell growth.

Source: MacErlean, N (2001, July 8). How to eat healthily at work. The
Guardian. Retrieved from www.guardian.co.uk/business/2001/jul/0&/
theobserver.observerbusiness23

2 Read the text and tick (¢/) the statements which
are correct.

a The best breakfast for concentration for a b Drinking two litres of water will help:
whew morning ls: 1 the speed at which you work
1 abowl of cereal e 2 your ability to think about your
5>  cake work and your health

3 the ease with which you work

3 cheese and sausage

Business Update
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¢ If you are dehydrated: Eat a healthy diet, drink water,

1 vou feel thirsty

2 vou don't feel thirsty

3 vyou don't necessarily feel thirsty

d The best lunchtime sandwich is:

1 one with thick bread and small filling

2 one with lots of filling

3 tuna fish in a cream sauce

e Food provided by employers:

1 is nutritious

2 can give you bad habits Listening — at the restaurant
3 is bad for you 4 Rod and Sarah are ordering a meal in a
restaurant.
f Every day you should eat:
@ CD1 TR79 Listen to the dialogue and tick (V)
1 different things the food that they order.

3 the same things

Avocado

g Eating five portions of fruit and vegetables can

protect you from: Prawn cocktail

1 cancer Tomato salad

2 eating disorders Main courses

3 stomach problems Grilled salmon

Lamb chop

Vocahulary — word combinations
3 Match the verbs (a—i) to the words (1-10) in the

Sirloin steak

space provided to make as many combinations Vegetables
as you can.
Green beans
a eat 1 lunch
b build 2 energy Foatoes
c vary 3 defences Mixed vegetables
d drink 4 large lunches Salad
e miss 5 concentration
f affect 6 muscles .
Writing
g attack 7 free radicals
‘ 5 Write to your boss making suggestions for
h release 8 a healthy diet improvements in your staff cafeteria. Think of the
i resist 9 an unhealthy diet menu, the opening hours and the decor. If you
do not have a staff cafeteria, make suggestions
10 water

as to why you think one is necessary. (Write
about 200 words.)




15 | It’s an e-world!

15.A Living in cyberspace

Grammar - present progressive a people/buy

1 Cross out the incorrect verb forms in the
sentences below.

People are buying more computers.

Reporting on the economic situation varies / b
isvarying enormously. Sometimes, depending
on your sources it gets / is getting better, and
sometimes it gets [ is getting worse. When you
read [ are reading the newspapers, you learn /
are leaming that at the moment, it improves / is
improving rapidly. More people find / are finding
jobs, salaries increase / are increasing and the
overall picture is / is being quite healthy. Both
service sectors and manufacturing sectors
develop / are developing their markets. The d people/have
most recent figures | have / am having here
are from the Internet and they give / are giving
us good reasons to be very optimistic.

people/do

¢ people/spend

e office staff/work

2 Write sentences about trends with the information
on the grid and the prompts on the right.

Last January | This January

f people/eat

Business Update

a Computerssold | 2 million 3 million
b Shopping online | £10 million | £14 million
¢ Consumer £500 £450
sPending on the | million million g people/use
high street
d Holidays abroad | 2,000,000 1,800,000
e Working week 38 hours 42 hours
in offices
! it h people/spend time
f Visits to 560,000 545,000
restaurants
Internet users 2,670,000 3,459,000
Amount of time | 1 hour a 3 hours a veople/open bank accounts
spent on the day day
Internet per
person
Bank accounts 540,000 568,000
eople/alcohol
Consumption of | 56% 68% propie
alcohol during
the week




Vocabhulary — phrasal verbs

3 Rewrite the sentences, replacing the word given

in italics with a two-word verb from the box
below. Make any changes in the word order
which are necessary and pay attention to tense
changes.

gointo godown lookat logon
—startup— take out  find out  leave out
look for  carry out go up

a He began his own business in 1999.

He =tarted vp_his own business in 1999.

b I'm aoing some research into ways of selling
music on the Internet.

¢ The retail company sold software first, and then
computers as well.

d We'll consider last year's figures, and then make
a decision.

e Our Internet sales have decreased this year.

f How many times a day do you connect to the
Internet?

g She withdrew her credit card from her pocket
and <eyed in the PIN number,

h | must discover who that man is.

i | thirk I've told you everything. Or have |
omitted something?

j  The figures have increased in the past year.
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k [I've searched for the information, but | can't
find it.

I3 Pronunciation - differences between
British and American accents

@ CD1 TR8O Listen and practise the different
pronunciations. How do the words change?

a tune

b vase

¢ clerk

d new

e fast

f turn

g writer

h contract
i hostile

j number




It's an e-world!

15.B www.entertainment

Grammar - the future

1

Complete the sentences with the verb in brackets
in the present simple or with going to or will.
Add any additional vocabulary where needed.
More than one answer may be possible.

Dear Loretta,

I have some exciting news. I am a going to stact

(start) my own business. The bank b

(lend) me the money. It ¢

(be) in my account before the end of
the month, and then I can start doing business. 1

d (sell) music on the Internet.

Crazy, isn't it? Everybody says L e

(lose) all my money. But 1 f
(make) a success of it, you can be sure!

During the next month, g

(contact) a lot of advertisers. Some of them have

already promised me ads, but I'm sure most of

them h (be) interested. My
website i (be work) in a couple
of weeks, so you j (be able) to
see more about what I k (do).

Not all Internet businesses fail, and I know mine

1 (succeed)! Wish me luck.

Business Update

2 Write sentences using the prompts about your life
in the future using the present progressive, going
to or will. You may be able to use more than one
form.

a your age next year

Nex+ ueac Tl be 22.

b your dinner plans

C your success in your next exams

d stay/leave school at the end of the year

e your next holiday — where?

f your plans for after you leave college

g Yyour activities next weekend

h the weather tomorrow

i your next purchase of a CD

j the next birthday of a close friend or member
of your family

k your plans for celebrating the birthday in j




Vocahulary

3 Match the words (a—I) to their definitions (1-12).
a download 1
b favourites 2
¢ browser 3
d server 4

e subscribe > 5
f IT sector 6
7
g home page
h message board g
i chatroom 9
j link 10
11
k search engine
| cockie 12

Id Pronunciation - contraction of will

@ CD1 TR81 Listen to the following sentences
which use the contracted form of will.

a There'll be less competition!

b [I'll only need a small investment,

¢ I'll need to invest millions of dollars.

d My Internet company'll make huge savings.
e Thatll be difficult.

f There'll be thousands of new jobs in IT.

g You'l be sorry!

h How'll your Internet company find its

customers?

Practise saying them aloud.
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a virtual space in which people write and read
messages in real time

something you find on the screen when you go
to a website

a list of website addresses you have stored for
easy access

the industry in which people with computer skills
find jobs

a device which moves information or programs
from one part of a computer system to another

a computer program which searches the Internet
for information

a word, phrase or image, often underlined,
that you click on and which connects you to a
specific website

a site where you can post information/leave
messages

a program that allows you to look at and interact
with information on the web
to join a mailing list

something which is saved on your computer
when you browse a website. It tracks what you
view and registers your computer to that site

something which stores information, files and
programs that you connect to and retrieve




It's an e-world!

15.C Getting started

Grammar - ~ing and ~ed forms

1 Complete the sentences, adding ~ing or ~ed to
the verbs given in brackets.

a

(try) to borrow money

Truing
_J T

Is quite a long and difficult task.

| look forward to (do)

business with you.

’'m (bore) with this

job. Can't you find me something more

(interest) to do?

That sounds (excite)!

I'm starting my own Internet business with

(borrow) money.

I'm (convince). But are

your arguments (convince)

enough for my bosses?

(advertise) on the Internet

is very effective.

$5 — that's the (advertise)

price. | saw it in a magazine.

There's a lot of illegal

(download) from the Internet, isn't there?

Before (decide), | need to

consult my boss.

| considered (work)

for a big company, but | really enjoy

(work) in small teams.

Business Update

Write sentences about yourself from the prompts
below using the ~ing form.

a

be keen on

I'm keen on plauing tennis.

be fond of

look forward to

be interested in

enjoy

keep on

not give up

can imagine

not mind

like

finish

avoid
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Vocahulary — opposites

3 Match the words (a—j) to their opposites (1-10).

a

b

make money 1
win
decline
customer
debit
losses
problems
borrow

selling

O W 0 N O U A W N

fail

e

lose
succeed
solutions
lend
salesperson
lose money
profits
growth
purchasing

credit

frenglish.ru
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[d Pronunciation - expressing reservations

A @ CD1 TR82 Listen to the remarks and write
down if they express reservation (R) or
affirmation (A).

a

b

Uhhm. Certainly sounds interesting. R

Are you sure that the idea is profitable?

Demand will grow.

Yes, that's quite convincing.

But will you reach these new users?

That's easy on the Internet.

I'll sell a lot.

OK, maybe. Go on.

All my cards are on the table.

B Match a and b to their intonation patterns 7 and 2.

a

Expressing 1 Intonation rises at the
reservation beginning and has a
big fall at the end.

Being 2 Intonation is level, with
affirmative a small rise at the end.




It's an e-world!

Quiz - What do I know?

2 Cross out the incorrect future form and correct

Start here - the mistakes you find. Not all of the sentences
What would you say? are incorrect.
. , , . a Sabrina: Are you doing anything this
What would you say in the following situations? evening?
If you can, record your answers and listen to ' T .
ourself o aons
o Olga: Yes, Li-G0 to a restaurant.
a Express your doubt or reservation in Points
four different ways. /4 b Harry: | can't find the invoice file.
b Write down two predictions about the
Internet. / 4 Charles: I'm going to help you look for it.

¢ Write two sentences to describe a
current economic or social trend in
your country.,

¢ Alexander: That order will never arrive on
/4 time!

Total /12 Christina: | know. The customer is
expecting it tomorrow.

Now check your answers on P> p159 d Elizabeth:  Will you go to the office party on

iday?
If you have scored six or less, go to the Blue Fhgay
run. If you have scored seven or more, go to Bhillic: Ves. |s B o
ik Black i illip: es. Is Ben going:
e Beatrice: Are you really going to apply for
E another job?
Blue run L Lucy: Yes, but I'm not going to tell the
boss yet.
1 Complete the sentences with the present simple
or the present progressive of the following verbs. f  Erica: Are you around at 5:00 this
; afternoon?
slow face continue
g be (x=) = Jocelyn: No, I'll go to the doctor’s,
This month’'s main economic indicators a ace g Derek Whete are you going?
as follows. The outlook for the global economy
. Pat: I'll see the boss.
b not good and profits in many
big companies ¢ . Employment and

stock markets are declining everywhere. On the

other hand, inflation d down. It has

stabilized at a new low this week of 2.7 per cent.

In some countries, retail sales e

to f . but industrial sectors

g a downturn,

Business Update
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Complete the sentences with a noun or an
adjective of the following verbs.

work  —stas—~ send lend rise
learn (x2) study develop

a Starting your own business must

be very exciting.

b a foreign language is not

always easy.

c A large part of many young employees’ jobs

involves e-mails.

d Online is very flexible and

much more convenient than a full-time course

at callege.

e money is the bank’s main
business.

f lrealy don't like in finance.

g Parttime is becoming very
popular.

h house prices mean that

young people cannot afford to buy their own

homes.

i The economic situation in

countries is complex.

Write sentences that make predictions using will
about the following topics.

a |jobs

Good }ob:—; will be. hacder o find.

b cars

frenglish.ru
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C your career

d your age on your next birthday

e the rainforests

f global warming

g holidays in space

h your first language

Translate these sentences into your own
language in your notebook. Then close this book
and translate your sentences back into English,

a Developing countries are showing signs of
economic growth.

b We'll have a much better lifestyle in ten years’
time.

¢ Your arguments are convincing.




It's an e-world!

15.D Mobile communications

Reading an article
1 Before you read the text, answer these questions.

a Do you know anyone who has ‘pirated’ music
from the Internet?

If so, what? And how did they do it?

b Do you prefer to buy whole albums or
individual songs?

Digital music and consumers

Music is increasingly being downloaded or streamed
to PCs, MP3 players or mobile phones, rather than
purchased in a physical format. In an era where
everything is consumed on a casual and temporary
basis, this may spell the end for CDs and is also

the hub of a global debate on piracy. So what do
consumers really prefer? And more importantly, are
they obtaining music legally?

Music itself is more accessible now thanks to services
like the iTunes store. Downloading makes it easier
than ever to listen to music, and iTunes allows
people to hear music they may not have otherwise
heard thanks to its '‘Genius’ function which matches
songs to similar music in a quest to expand listening

repertnires.

However, music piracy is a huge part of the Internet
and most countries are looking to crack down on it. A
plethora of websites now allow consumers to stream
music without actually downloading and keeping

it. Streaming sites provide a way for consumers to
sample music whenever they want to, before being
given the option to purchase legal downloads or
physical albums. Many consumers are willing to put
up with occasional advertisements if it means they
are no longer breaking the law and are also obtaining
free music. The concept of streaming ties in with

the major consumer trend towards ‘transumerism),
whereby everything is consumed on a casual and
temporary basis. The idea of physically owning
something may no longer be the ultimate goal for

COonsumers.

Research conducted b}r music research companies

Music Ally and The Leading Question last summer
found that illegal music sharing is declining and that
teens are now increasingly streaming music online
instead. The younger generation just wants to click —
not on the download button, but on the play button.
Of the 1,000 14 to 18 year olds polled, only 26 per
cent admitted to illegally sharing music files, down
from 42 per cent in December 2007. Instead, 65 per
cent of respondents said they stream music online at

least once a month.

The main barrier to the growth of digital
downloading will still be music piracy, but the
solution to this may lie in free, legal music streaming
sites. With the hugely successful Spotify joining the
ranks of legal music sites, illegal downloading seems
set to become much less popular. Streaming music
while on the move could spell the end for illegal
downloading and could even send the CD the way of
the mini-disc and cassette tape.

Source: Kasriel, D (2010, January 25). The world of digital music and consumers. Euromonitor International. blog.euromonitor.com/2010/01/

the-world-of-dig:tal-music-and-consumers-an-update.html

Business Update




2 Read the text and tick (¢/) the correct statements.

a Online music stores:

1 encourage music piracy

2 introduce people to new music v

3 have stopped music piracy

b Physically owning music is:

1 no longer as important to consumers

2 athing of the past

3 encouraged by record labels

¢ Streamed music:

1 is not a physical purchase

2 can be stored on a computer

3 can be played on MP3 players

Vocahulary building

a debate

b accessible

€ music piracy

d crack down on
e stream music
f sample

g legal

h generation

i solution

j barrier

Listening to a report
4 @ CD1 TR83 Listen to the monologue and

complete the passage.

Over of all software is pirated,
according to the Business Software Alliance.
The group estimates that piracy cost software

makers almost in 2009,

The global piracy rate rose from

in , to in

, largely because of fast growth

in computer users in countries with high piracy
rates, such as China. Here, the piracy rate is
nearly

frenglish.ru
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d Research shows that:

1 illegal downloads are increasing

2 young people want to own music

3 music streaming is becoming
more popular

e Spotify:

1 matches songs to similar music
2 allows users to download music
to MP3 players and mobile phones

3 is a legal music site

3 Match the terms (a—j) to the words (1-10) that have a similar meaning.

try

permitted by law

try harder to prevent
problem

easily obtained

way of solving a problem
illegal downloading

argument or discussion

© 0 N O U A WN =

people born at the same time

-
o

to listen to music on the Internet without
downloading it

The worst figure however is Georgia, Eastern
Europe, where piracy is . At the

other end of the scale, the USA, Japan and
New Zealand have quite low piracy rates — just
a little more than

Writing

5 Write to your bank manager asking him/her for
a loan for a small business that you would like
to start. Think about the nature of the business,
the customers, the retailing and distribution, and
the amount of money you want to borrow. (Write
about 200 words.)




| Transcripts

1 First contact

1.A Meeting people

CD1 TR1 Pronunciation —
intonation in questions

Part A

Listen to the intonation in the questions.
Put an up arrow or a down arrow after
each question, depending on the
intonation.

What's your name?

How do you do?

Where does she work?

How do you get to work?

Which department does she work in?
What's her boss like?

Where is your desk?

Swu o o0 ow

Which one is Jorge?

When do you start work?

CD1 TR2 Pronunciation -
intonation in questions

Part A

Now listen again and repeat. Try to copy
the intonation pattern.

[Repeat of Track 1]

CD1 TR3 Pronunciation —
intonation in guestions

Part B

In the following types of speech there
are typical patterns of intonation. Listen
and write in if the intonation goes up or
down.

a What are you doing?
b Do you want a drink?
€ My name is Simen.

1.B More ahout people

CD1 TR4 Activity 2 — Listening -
likes and dislikes

Listen to the dialogues. Which items in
the discussion does each speaker like or
dislike? Write likes or dislikes against the
activities below. If there is not enough
information, write don't know.

Speaker A: | don't like getting up early.

In fact | hate it. | love staying in bed at the
weekend. | usually only get up at about

1 p.m. | hate public transport. That's why |
cycle to work and to college — and for fun as
well. | love all kinds of sport on TV, except
basketball because that's really boring. |
especially like foctball — | watch it all the
time. | go to matches on Saturdays if | can. |
hate classical music, and | don't like jazz. But
hip hop is good. | like that a lot. | hate bars
and cafes. But | love clubbing. We go every
Saturday night. It's brilliant.

Speaker B: | like getting up early, especially
at the weekends. | go off and walk in the

Business Update

country — | love that. | like reading, | read a
lot on the train on my way to work. | guite
like public transport, because | get more time
to read. | hate all forms of sport, especially
on TV and especially football. As for music, |
listen to classical and world music quite a lot.
| love that. But | hate pop and hip hop!

CD1 TR5 Pronunciation - linking
with do

Part A

Listen to the recording and write in
linking marks for words which, when
spoken, run together. Then practise
saying the questions.

How do you do?

Do you like your job?

Where does he live?

Where do they work?

What do you know about transport?
What does Bob think?

Do they play football often?

= (o TR R I = T s

Does the company sell bicycles?
What do you do at the weekend?

5 —

J Do we start at nine?

CD1 TR6 Pronunciation - linking
with do

Part B

Listen and practise saying the following.
a Doyou..?

b Doeshe..?

€ Dothey..?

d Dowe..?

1.C A suitable jobh

CD1 TR7 Activity 4 — Listening for
information
Listen to the monologues and write

down the information about each person.

Carl: My name's Carl and | work in Customer
Services. | really like working with people.
When I'm not at work, | like going out with
my friends, listening to music and reading
science fiction. But | dislike sports, any kind
of sport. | also hate shopping!

Leila: I'm Leila, and | work in IT, which stands
for Information Technology. | love computers,
| spend my whole life with them and even
when |I'm not at work I'm often in front of a
computer screen! Of course, at home | play
computer games. | play online and it's very
interactive. Once | played a game online for
48 hours! | don't really like anything else,
well, except going out for a meal with friends.
| really love Chinese food. The one thing |
dislike, though, is cooking.

Nick: I'm Mick. | work in Accounts, but | don't
like it very much. | want to change — | want

to get a job in Sales. | think I'd like that. In my
spare time, | play a lot of sport, mostly football
in the winter and tennis in the summer. There's

not much time after that — except of course |
do enjoy going out for a drink with my mates
after a match. That's cool. But | don't like to
read much, and I'm not too keen on the cinema.
Really, it's just sport and my mates that | like.
Jenna: My name's Jenna. I'm a receptionist. |
enjoy meeting people, so | love my job. And |
love clothes; | spend all my money on clothes.
Which means | also love shoppng. | could
spend my whole life shopping. | like travelling
too. | haven't travelled that much, just a bit

in ltaly and France, but | hope to do more
when | earn more money. | like going out with
my friends, but | don't like sitting in pubs all
evening, just chatting or going to restaurants. |
prefer to go clubbing — that's great!

2 Starting work

2.A Contact by phone

CD1 TR8 Pronunciation -
telephone language

Part A

Listen and underline the word that is
stressed.

How can | help you?
Sam Tobin speaking.

Is that Tom?

Who's calling, please?
Hold the line, please.
I'm putting you through.

I'm afraid Mr Smith isn't in his office at
the moment.

J w o o0 oo

Is there anyone else you'd like to speak
to?

i I'll call back later.

j Try again some time this afternoon.

CD1 TR9 Pronunciation —
telephone language

Part B

Listen again and put an up arrow or

a down arrow after each sentence in
Activity A above, depending on the
intonation. Practise saying each sentence
with the right intonation.

[Repeat of Track 8]

CD1 TR10 Activity 5 — Writing a
message

Listen to the dialogue. Write to your
boss about the arrangements that you
have just heard.

Fernando: Hello. Can | speak to Mr Klein,
please?

PA: I'm afraid he's not in the office today. Can
| take a message?

Fernando: Yes, please. This is Fernando
Biosca. | have an appointment with him on
Friday.

PA: Yes, | have his diary here. At 10 a.m.




Fernando: Yes, well | can't make it. Can you
tell him?

PA: Yes, of course.

Fernando: And can you ask him if Monday
the 7" at 11 a.m. is OK?

PA: Yes certainly. Would you like him to call
you back?

Fernando: Yes, please. Get him to call back
and confirm.,

2.B The first day

CD1 TR11 Pronunciation — stress
Listen to the recording and underline the
stressed words.

a 1 Can youcome at five?
2 | can come at five.
b 11 must gonow.
2 Must you go now?
C 1 Will she come?
2 She'll come.
d 1 We can meet on Thursday.
2 We can meet on Thursday.
e 1 Helldoit
2 He will co it.
f 1| must call Phil.
2 | must call Phil.
g 1 She may get the job.
2 She may get the job.
h 1 Canlhelp you?
2 | can help you, | know | can.

2.C About the company

CD1 TR12 Activity 4 — Listening —
changing an appointment

Listen to the following telephone calls
and write down the changes to the
appointments.

Call 1

Richard Shannan: Hello. Can | speak to Mr
Smith, please?

PA: I'm afraid he's not in the office today. Can
| take a message?

Richard Shannan: Yes, please. This
is Richard Shannan. | have a breakfast
appointment with him on Monday the 15™.

PA: Yes, | have his diary here. At 7 a.m. in
Brown's.

Richard Shannan: Yes, well | can't make it.
Can you tell him?

PA: Yes, of course.

Richard Shannan: And can you ask him if
Monday the 22™ at 7 a.m., in Brown's is OK?
PA: Yes, certainly. Would you like him to call
you back?

Richard Shannan: Yes, please. Get him to
call back and ccnfirm.

Call 2

Naomi Barr: Hello. Can | speak to Mr Smith,
please?

PA: I'm afraid he's not in the office today. Can
| take a messagz?

Naomi Barr: Yes, please. This is Naomi
Barr. | have an appointment with him on
Wednesday the 13", in his office.

PA: Yes, that's right. | nave his diary here.
Wednesday the 13", at 3:30 p.m.

Naomi Barr: Yes, well, | can't make it at
3:30. Can you tell him I'll be a bit late?

PA: Yes, of course. What time do you expect
to get here?

Naomi Barr: Not befcre 5 p.m., OK?

PA: Yes fine. I'll let Mr Smith know.

Call 3

Helena Durkovic: Hello. Can | speak to Mr
Smith, please?

PA: I'm afraid he's away from his desk at the
moment. Can | take a message?

Helena Durkovic: Yes, please. This is
Helena Durkovic. That is D-U-R-K-0-V-I-C.
Helena Durkovic. | have an appointment with
him on Tuesday the 1.

PA: Yes, Ms Durkovic, | have his diary here.
At 6 p.m. in the Conference Centre?

Helena Durkovic: Yes, well, | can't make it.
Can you tell him?

PA: Yes, of course. Would you like to arrange
another time?

Helena Durkovic: No, not now, thanks. I'm
in a hurry. Anyway, it's not urgent. Can you
get him to call me back? We'll fix a time and
a place then.

PA: Yes, certainly. I'll make sure he calls you
back.

Helena Durkovic: Many thanks.

3 Consumer power

3.A The right product

CD1 TR13 Pronunciation —
comparative forms

Part A

Listen and check. Practise saying the
words.

a lighter d longer

b cheaper e heavier

€  bigger

CD1 TR14 Pronunciation —
comparative forms

Part B

Listen and check. Practise saying the
sentences.

a This computer isn't as fast as that one.

b  This battery lasts longer than that
battery.

€ My mobile phone is more attractive than
yours.

d My phone doesn't store as many phone
numbers as yours.

@  The price of phone calls isn't as
expensive.

f | live further from work than you.
g The laptop is heavier than the netbook.

h Your mobile isn't as useful as mine.

3.B Anyone for e-commerce?
CD1 TR15 Pronunciation — stress
Part A

Listen and check. Practise the different

sentence stress.

a If you pay by credit card, I'll repay you
later.

b  If you pay by credit card, they add two
per cent to the bill.

€ If you pay by credit card, they bill you at
the end of the month.

CD1 TR16 Pronunciation — stress
Part B

Listen to the following mini-dialogues.
In each case, two responses are given
which have different stress. Tick the
response you hear.

a Sue: When did you get here?
Bill: | arrived on Friday.

b Tina: Where did you get that CD?
Jane: | got it from Amazon.

€  Susan: What languages can you speak?

Matt: | can speak Spanish and
lapanese,

d Helena: How do you get to work?
Pol: | take a bus.

e Klara: Who did you give the file to?
Yuri: | gave it to the boss.

3.C Testing issues

CD1 TR17 Activity 1 — Listening to
a report

Listen to the short report on labour
conditions in San Salvador and answer
the questions below.

Narrator: When you buy a Yale University
T-shirt on campus, you pay $14.89. The young
Salvadoran woman who made the shirt got
paid three cents. Their wages amount to just
two-tenths of one per cent of the retail price
of the shirt — yes, only two-tenths of one per
cent! The total material cost cf such a T-shirt
amounts to approximately $1.44. Where is all
the money going? If the Salvadoran women
were paid a living wage, there would still be
only eleven cents of labour in the Yale shirt,
which means the labour cost would now
amount to just seven-tenths cf one per cent of
the retail price. Is that too much to ask?

4 At work

4.A Getting to work

CD1 TR18 Activity 5 — Listening —
directions

Listen and write down the directions in
note form.

Narrator: OK, come out of the cafe and turn
left onto the main street. Go down the main
street. You will walk past a shopping centre
on your right. Then you need to take the
next turning on the left, and then the second
turning on the right. You come to a car park.
You walk through the car park, and you will
come to a tall building. I'll meet you in the
entrance there at 6 p.m.
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CD1 TR19 Pronunciation —
prepositions

Part A

Listen and check.

a across Paris

b towards noon

¢ along the road

d in front of the desk

e into London

f  onto budgets

CD1 TR20 Pronunciation —
prepositions

Part B

Listen and check.

a It's on the table. No, | said on the table,
not under it.

b  Walk down the road. No, | said down the
road, not up the road.

€  Go up the escalator. No, | said up the
escalator, not down the escalator.

d Il meet you at the station. No, | said at
the station, not opposite the station.

e See you in the coffee shop. No, | said in
the coffee shop, not outside it.

4.B Arriving at work

CD1 TR21 Pronunciation — formal
or informal?

Part A

Listen and mark with an arrow if the
intonation goes up or down in the
expressions below.

a How do youdo?

b My name's Claire White.

¢ Good morning. How can | help you?
d I've come to see Madame Dupont.
e

Would you like to sign the visitors'
book?

f  Would you like to take a seat?

CD1 TR22 Pronunciation — formal
or informal?

Part A

Listen again and repeat.
[Repeat of Track 21]

CD1 TR23 Pronunciation — formal
or informal?

Part B

Listen and say how the expressions below
are different from those in Activity A.

Hil

Great to see you again!
How are you doing?
Terrific!

Take care!

See you later!

Have fun!

Good luck!

Hope it goes well!

Su o o0 g w

Bye!

S
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CD1 TR24 Pronunciation — formal
or informal?

Part B
Listen again and repeat.
[Repeat of Track 23]

4.C In the office

CD1 TR25 Pronunciation — weak
forms and silent letters

Part A

Listen and check.
computer
paper
photocopier
scanner
printer
consumer
radiator

Swu oo n g o

operator
colour

CD1 TR26 Pronunciation — weak
forms and silent letters

Part B

Listen and check.

a cupboard d furniture
b  bright e listen
€ dark

5 Telephone talk

5.A How does it work?

CD1 TR27 Pronunciation —
intonation

Part A

Listen to this conversation, then practise
reading it with a partner.
Eric: What's this for?

Malcolm: It's for diverting calls to another
phone.

Eric: What happens if | press this key?

Malcolm: The display screen shows the
number of the person calling.

Eric: Is there a conference call function?
How does it work?

Malcolm: You need to press this so you can
talk to two people at the same time.

5.B The line’s engaged

CD1 TR28 Pronunciation — sounds
of the letter u
Now listen and check.

bus use turn buy
product  volume spurn guy
just music urgent

lucky fume burn

fun

hundreds

function

up

5.C You're in charge!

CD1 TR29 Pronunciation -
consonants
Listen to the recording and check.

Category 1
China

catch

chip

cheap

Category 2
message
June

edge
general
geography
badge
manage
job

genius
college

5.D A mobile solution

CD1 TR30 Activity 2 — Listening —
dealing with messages

Listen to the instructions and write down
the number that you must press on

the telephone keypad to activate each
function.

Press the phone select button to connect to
your answer machine,

Press O to return to the beginning of a
message.

Press 1 to listen to your message.

Press 2 to pause during a message, press 2
again to resume the message.

Press 3 to fast forward a few seconds.

Press 3 then 3 again to skip to the end of the
message.

Press 4 to repeat the message.

Press 7 to delete the message.

Press 9 to save the message.

Press the hash key to go back a step.
Press the star button to put a call on hold.
Press the end key to end a call.

6 Learning the job

6.A The feel-good factor

CD1 TR31 Pronunciation — stress in
modal verbs

Listen and underline the stressed word
in each pair of sentences.

a 1 You should check your position.
2 You should check your position.
b 1 |need abreak every two hours.
2 | need a break every two hours.
c 1 The office shouldn't be too warm.
2 The office shouldn't be too warm.
d 1 You shouldn't work more than two
hours without a break.
2 You shouldn't work more than two
hours without a break.




€ 1 You should keep your feet on the floor.

2 You should keep your feet on the floor.
f 1 There shouldn't be too much noise.
2 There shouldn't be too much noise.

6.B Just checking!

CD1 TR32 Pronunciation -
intonation

Listen to the dialogues. Mark which
questions have rising intonation and
which have falling intonation.

Lisa: Have you checked the invoice?
Grant: Yes | have.

Lisa: When did you check it?

Grant: This morning.

Vanessa: Did you send the catalogue?
Malcolm: Mo, | didn't.

Vanessa: Why not?

Malcolm: | didr't have time.

Safran: Are you sure you can come?
lens: Yes, of course.

Safran: Really?

Jens: Yes, really.

Manfred: Is it Lrgent?

Phillipe: Yes, very urgent.
Manfred: Will tomorrow be OK?
Phillipe: | suppose so.

Natalie: Are we up to date with our orders?
Bernard: Not quite.

Natalie: How many more are there?
Bernard: About ten.

Hugo: Have we dealt with all the enquiries?
Tara: Yes, most of them.

Hugo: How many are left?

Tara: Three or four.

6.C All in aday’s work

CD1 TR33 Pronunciation — stress
Part A

Listen and check.

despatch

office

software

arrive

basic

helpful

design

QO o0 O0on oo

easy
problem
address
apply

process

— r'l—- -

6.D How are you getting on?

CD1 TR34 Activity 5 — Listening —
working week
Listen to the information and complete
the chart below.

Narrator: The weekly hours worked by
employees in Europe varies greatly. There is
more than five hours, difference between

the country with the lcngest working hours,
compared to countries with much shorter
working hours.

The Netherlands is the hardest working
nation, working an average of 46 hours a
week. The second longest working hours
after that is in Austria, where employees
work 44.1 hours. In the Czech Republic
and Germany, 42.9 hours are worked, and
employees in Belgium work for 42.7 hours.
Mext is Poland with 42.2, and not far behind
that is the United Kingdom, where the hours
worked are 42.1. Those working in France
work an average of 41 hours a week. After
that, employees in ltaly and Spain work 40.8
hours. The average for the 27 European
countries is 42.1 hours. The country with the
highest maximum legal number of hours for
the working week is Austria, with 50 hours,
and the country with the lowest legal maximum
is France, with 39.68, lower than the average
number of hours worked in that country.

7 What’s in a brand?

7.A A success story

CD1 TR35 Pronunciation — past
simple endings

Part A

Listen to the verbs and place them in the
correct column, A, B or C, according to
their sound.

He started the company ten years ago.
We looked at the catalogue.

| showed them the new design.

They liked the BK model a lot.

They wanted a cheaper product.

We opened another store.

She asked a lot of questions.

They provided an excellent service.

= Sowu "o on T o

The price included packaging and
transport.

J We finished at & o.m.
k  They discussed a new idea,
| We developed a new product.

7.B That’s our product!

CD1 TR36 Pronunciation — vowel
sounds

Part A

Listen and check.
here/clear
how/now
buy/eye
blue/do
hot/what
know/so

7.C Sales trends

CD1 TR37 Activity 4 — Listening —
brand power

Read the text. Then listen to the
recording and complete the gaps.

OuUh WN=

Narrator: In the past, the annual table of the
top ten brands changed very little from year
to year. Names such as Kellogg's, Kodak,
Marlboro and Nescafé appeared again and
again. Mow none of these names are in

the top ten. Kellogg's, second more than a
decade ago, is now 34" in the latest league
table by Interbrand, a brand consultancy. Of
the 93 brands that appeared in the top 100
rankings this year and last year, 59 declined
in value. The combined value of these brands
fell by almost ten per cent. Customers are
less loyal to brands these days, particularly
in light of the recent recessicn. According

to Catalina Marketing Corp's Pointer Media
Network, only four out of ten US brands
managed to keep their highly loyal customers
from 2007 to 2008.

CD1 TR38 Pronunciation —

numbers

Listen to the numbers. Circle the ones
you hear.

a 13 g 3.821

b 60 h 8483537

c 90 i 8-2

d 46 j 15

e 7-9 k 121

f 97 | 40

7.D Branding matters

CD1 TR39 Activity 4 — Listening
for facts

Listen to the report and answer the
questions.

Narrator: Europe's teenagers are drinking
more than they did before, according to the
2007 European School Survey Project. The
project polled students that turned 16, during
the calendar year of the data collection, in

18 European countries. About 40% of the
adolescents surveyed had drunk alcohol. In
the Czech Republic, 48% had been drunk in
the past 12 months. About 36% of teenagers
in France report being drunk in the last year.
Teenagers in Britain and Ireland have some of
the highest statistics, with 57% in the UK and
47% in Ireland saying they had been drunk in
the past year. The figures for Cyprus are the
lowest, with only 18% who had been drunk
in the past 12 months. Overzll, the boys
surveyed drink more alcohol than the girls.

CD1 TR40 Activity 5 — Listening for
facts

Listen again and fill in the missing bars
on the bar chart.

[Repeat of Track 39]
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8 Can I help you?

8.A Booking a hotel

CD1 TR41 Pronunciation - linking
words

Part A

Listen and check.

I'd like to book a room, please.
A single or a double?

What's the difference?

Do you have a suite available?
The daily rate is $60 a night.

CD1 TR42 Pronunciation — linking
words

Part B

Listen to the following sentences and mark
with a P where the natural pauses are.

T o0 oo

a Asingle, please.
b | need cone single, on June 11™.

€ The room has a jacuzzi, shower and
WC.

d Is that a single, or a double?
e Yes, we do have a suite available.

CD1 TR43 Pronunciation — linking
words

Part B

Listen and check.
[Repeat of Track 42]

CD1 TR44 Pronunciation — linking
words

Part C

Practise saying the following pairs as
two words and then listen to see how
the middle consonants change.

twin beds

In price
superior suite
just for

o on oo

what facilities

8.B Getting together

CD1 TR45 Pronunciation -
intonation patterns

Part A
Listen to the phrases spoken twice. Tick
the appropriate box each time.

a 1 Canl helpyou?
2 Can | help you?

b 1 Id like to know something about your
conference facilities.

2 I'd like to know something about your
conference facilities.

¢ 1 How many people are you expecting?
2 How many people are you expecting?
d 1lsee
2 | see.
e 1 Right.
2 Right.
f 1 That should be fine.
2 That should be fine.

Business Update

8.C A good idea

CD1 TR46 Pronunciation — multi-
syllable words

Part B

Listen and check.

luxury European
typical company
conventional important
economic impolite
porcelain remember
lapanese biology
photography technology

8.D Attracting visitors

CD1 TR47 Activity 5 — Listening —
dates and events

Listen to the answering service at the
Zurich Visitors Bureau and complete the
calendar of events below.

QOur spring and summer highlights are as
follows:

The Zurich Swiss Art Antique Fair is being
held from May the 16" to May the 21*". From
May the 4™ to June the 1%, the Kin Circus is
performing in Zurich. In lune and July, the
Corso Theatre holds its Annual Summer
Festival. From July the 14™ to August the 13"
watch the big screen at the open-air cinema
at the lake. In August, Zurich holds the World
Cycling Cup Championship. Switzerland'’s
largest funfair will be open from September
the 9" to September the 11", In October,
Zurich holds the Swisscom Challenge, with 28
of the world's best tennis players.

9 It’s an order!

9.A On our records

CD1 TR48 Pronunciation —

consonants and consonant clusters

Listen and check.

a We want to order a vat of valuable wine
for next Wednesday.

b  If you check your tongue and change
your manner, you can charm the
customer, Charlie.

€ A quick quotation would keep the
customer quite quiet.

9.B Customer enquiries
CD1 TR49 Pronunciation — word

endings

Part A

Listen and check.
a useful

b employer

¢ flexible

d hopeless

e arrival

f  productive

9.C Orders and invoices

CD1 TR50 Pronunciation —
intonation in question tags

Part A

Listen to the intonation in the questions.
Put an up arrow or a down arrow after
each question, depending on the
intonation.

a 1 You're a regular customer, aren't you?
2 You're a regular customer, aren't you?
b 1 He has an account, doesn't he?
2 He has an account, doesn't he?
C 1 She'll pay by debit card, won't she?
2 She'll pay by debit card, won't she?

CD1 TR51 Pronunciation —
intonation in question tags

Part B

Now listen again to the questions. Put
a (Y) next to the questions where the
speaker expects the answer yes and a
question mark where the speaker is not
sure. Practise saying the questions both
ways.

[Repeat of Track 50]

9.D Fair trade

CD1 TR52 Activity 4 — Listening to
a report

Listen to details of the financial aid

given by rich countries to poor countries.
Complete the missing bars on the chart.

Narrator: The US's aid programme to
developing countries is about 0.2% of its

GNI. But how does the US compare to other
countries? Well, it is near the bottom of the
league table. Canada does not score much
better, with about 0.3% of the GNI going to
poor countries. Britain is considerably better,
with about 0.5% of GNI going to help the
world's poor. The Netherlands and Denmark
are more generous than Britain, with a figure
above 0.8% of GNI. Luxembourg, Norway and
Sweden are twice as generous as Britain, giving
away 1.01%, 1.06% and 1.12% respectively.
Below the United States are four countries:
Greece, Japan, ltaly and South Korea. The first
three are not far below the United States, with
figures of 0.19%, 0.18% and 0. 6% GNI. South
Korea is at the bottom, giving away only 0.1%
of its GNI.

10 Global reach

10.A International transport

CD1 TR53 Pronunciation — difficult
words
Listen and check.

clear, bread, fear, rear
type, tight, tint, tiny
check, said, spread, break
fair, fail, main, weigh

T on ow

sure, tour, poor, loop




10.B Frequently Asked
Questions (FAQs)

CD1 TR54 Pronunciation —
countries

Part A
Listen and check.
China, Egypt, Eire, Japan, Brazil, Ukraine,

Kuwait, Canada, Mexico, ltaly, Switzerland,
India, Korea, Zimbabwe, Australia

10.C Another form to fill in!

CD1 TR55 Pronunciation -
abbreviations and acronyms

Part A

Listen and check if you have the correct
pronunciation.

a EU h FBI

b US i LCD

c UN j UNESCO
d WC k IFK

e FAQs | MBA

f WHO m AGM

g NATO n HIV

10.D Customer relations

CD1 TR56 Activity 4 — Listening —
the cost of living

Listen and number the cities from 1 to
10, according to how expensive they are
to live in (1 being the most expensive
and 10 being the least expensive).
Narrator: The world's most expensive city

is Paris, and that might be a surprise to many
people. Tokyo is also expensive, and rates as
number two. The next seven will probably not
be a surprise: Oslo, Frankfurt, Milan, Sydney,
London, Dublin and Chicago respectively.
These are all European cities apart from
Sydney and Chicago. Perhaps surprisingly, it is
a Chinese city which comes tenth, Shanghai.

11 The big sell

11.A Let’s promote it!

CD1 TR57 Pronunciation -
intonation in agreeing and
disagreeing

Part A

Listen to the dialogues and show with an
arrow if the intonation goes up or down
in the responses.

a | think we should push our women's
range.

I'm not sure | agree.

b  The moisturizing creams are doing very
well at the moment.

Yes, that's true.

€ We aren't very well placed with men's
products.

Good poin.

d We should promote the men's range.
Hang on a minute ...

€  Sun products would be a terrific
campaign.
OK. That's agreed.

f The advertising campaign is going very
well.
That's wonderful.

CD1 TR58 Pronunciation —
intonation in agreeing and
disagreeing

Part B

Listen again to the dialogues.
[Repeat of Track 57]

11.B What did they say?

CD1 TR59 Pronunciation -
responding to information

Part A

Listen to the intonation in the remarks.
Put an up arrow or down arrow after each
remark, depending on the intonation.

That's not true.

a That's good news,

b  And then?

€  What happened next?

d That doesn't make sense.
e So?

f  That's true.

9

h

Anything else?

11.C Packaging magic

CD1 TR60 Pronunciation — stress
patterns in giving information

Part A

Listen and underline the word that gives
the key information.

a Capsules are easier to take.

b  Bottles with safety caps are better for
children.

€  They are difficult to open.
d Bottles are cheaper to make.
e  Plastic is impossible to market in Africa.

CD1 TR61 Pronunciation — stress
patterns in giving information
Listen again and practise saying the
sentences.

[Repeat of Track 60]

CD1 TR62 Pronunciation — stress
patterns in giving information

Part B

Listen and underline the stressed words
in the questions.

a Would you like cepsules or tablets?

b  Have you got bottles or cans?

€ Do you want the green file or the red
one?

d Are you going out tonight or tomorrow
night?

e s it Wednesday or Thursday?

Do you prefer football or rugby?

{n."'h

Do you like soft ice cream or hard?

h  Would you like still water or sparkling?

12 It’s in the making!

12.A About the company

CD1 TR63 Pronunciation — voiced
and unvoiced consonants

Now listen and underline the words you
hear.

a ban f Sue
b to g gin
¢ cot h leaf
d pig i hat
e very j hard

12.B Just add the fizz!

CD1 TR64 Pronunciation — do and
does

Part A

Listen to the following sentences.

1 Why do they buy your products?

2 Do you know her?

3 Do all your staff have business diplomas?
4 We do any kind of software product.
5

| don't like the new model, but most of
the customers do.

6  Not many people buy the old model, but
some people do.

CD1 TR65 Pronunciation - do and
does
Now listen to the following sentences.

7  When does the new trainee arrive?
8 Deoes he know about the appointment?

9 She does know how to use the new
computer.
10 | think he does.

CD1 TR66 Pronunciation — do and
does

Part B

Listen to the sentences again and match
the pronunciation above to the rules
below.

[Repeat of Tracks 64 and 65]

12.C Quality every time

CD1 TR67 Pronunciation — stress in
noun groups

Listen to the noun groups and underline
the word with the strongest stress.

cardboard packaging
five-seater

coffee mug

Chanel perfume
two-step process
desk lamp

South West

noun groups

car ferry

metal can

furniture business
Cxford Station
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CD1 TR68 Pronunciation — stress in
noun groups

Listen again and check.

[Repeat of Track 67]

13 Bank it!

13.A What can we do for you?

CD1 TR69 Pronunciation — difficult
words

Listen and underline the word in each
group that has the odd vowel sound.

a tough enough through
b eam beard word

€ debt great sald

d brother bother moth

€ here beer there

f four house loud

g loan home board
h weak keep break

i bear fear wear

CD1 TR70 Pronunciation - difficult
words

Listen again and check.
[Repeat of Track 69|

13.B Where’s my money?

CD1 TR71 Activity 4 - Listening —
telephone numbers

Listen to the recording and complete the
telephone numbers below.

0031 678 980
8791 33487 76901
00 718 0DO& 916
6504 8772

7638 2911 6935

CD1 TR72 Pronunciation - polite
intonation patterns

Part A

Listen to the recording and tick the
remarks with polite intonation.

T on oW

a |I'm terribly sorry, madam.
b  Hurry up! | haven't got all day.

€ Could | possibly have your client
identification number, please?

d I'mawfully sorry.

(1]

Could | just ask you to wait while | check
the details on the computer?

f  Sothere's been a mistake? In a credit
on your savings account?

g A mistake? You call that a mistake? It’s
a disaster!

h Can | ask you when you made that
payment?

[ Don't you ever listen?

j Could | just check how you made this
payment?

Business Update

CD1 TR73 Pronunciation — polite
intonation patterns

Part B

Now listen again and practise saying the
remarks.

[Repeat of Track 72]

13.C What’s the interest?

CD1 TR74 Pronunciation — stress
on key words

Listen and underline the word the
speaker stresses the most.

a You won't need to deal directly with our
customers.

b  You need to know something about the
kind of business we do.

€  Most of our customers have savings
accounts as well.

d  On your current account you don't
usually earn interest.

e This is for people who may need
immediate access "o their money.

f It's an account for customers who don't
need instant access to their money.

The account does =arn more.

That's not a very big difference.

The amount you have in the account is
called the balance.

9
h It depends on the bank rate.
i
j

CD1 TR75 Pronunciation — stress on
key words

Listen again and check your answers.
[Repeat of Track 74]

14 Food for thought

14.A Eating in style

CD1 TR76 Pronunciation — used to
and didn’t use to
Listen to the pairs of sentences and
underline the stressed words in each
sentence.
a 1 Things used to be very different!

2 Things used to be very different!
b 1 Canteens didn't use to serve foreign

food.

2 Canteens didn't use to serve foreign
food.

¢ 1 How long did the average lunch break
use to be?

2 How long did the average lunch break
use to be?

14.B It’s on the company!

CD1 TR77 Pronunciation —
intonation in positive and negative
responses

Listen to the recording. Which responses
sound positive and which sound
negative?

a It's wonderful!

b  That's terrible!

€ |t sounds awful!
d

It's great!

e Oh dear!

f  That's terrific!
g |t's awfull

h It's fantastic!

14.C What the customer wants

CD1 TR78 Pronunciation — stress
on new information

Listen to the recording and check.

Let's move on to other factors, like the
restaurants themselves and the hours of
opening. We find slightly different results;

20 per cent find the hours of ooening very
convenient, 23 per cent convenient, and

that leaves us with 57 per cent who are not
satisfied. The problem appears to be longer
working hours. And the fact that people don't
have regular meals any more. They snack all
day. If we had longer opening times, we would
satisfy more customers. So we must open
longer hours — maybe even 24 hours a day in
some of our restaurants.

14.D Organic food

CD1 TR79 Activity 4 — Listening —
at the restaurant

Listen to the dialogue and tick the food
that they order.

Waitress: Are you ready to order, sir? Madam?
Rod: Yes, well, | think so. Sarah?

Sarah: Oh, I'd like the grilled salmon, please.
Waitress: With vegetables, or with a salad?
Sarah: What are the vegetables?

Waitress: Boiled potatoes or green beans.
Sarah: Ch, no, I'll have a salad, please.
Waitress: And you, sir?

Rod: I'll have the lamb chop, please. And the
mixed vegetables.

Waitress: Lamb chop and mixed vegetables.
Any starters for you?

Sarah: Not for me, thanks.

Rod: Yes, eh, I'll have the avocado, please.
No, no | won't, I'll have the prawn cocktail.
Waitress: Anything else?

Rod: No, that'll be all, thanks.

15 It’s an e-world!

15.A Living in cyberspace

CD1 TR80 Pronunciation -
differences between British and
American accents

Listen and practise the different
pronunciations. How do the words
change?

a Speaker one: tune
Speaker two: tune
b Speaker one: vase
Speaker two: vase
€ Speaker one: clerk
Speaker two: clerk
d Speaker one: new
Speaker two: new




e Speaker one: fast

Speaker two: fast

f  Speaker one: turn
Speaker two: turn

g Speaker one: writer
Speaker two: writer

h  Speaker one: contract
Speaker two: contract

i  Speaker one: hostile
Speaker two: hostile

j Speaker one: number
Speaker two: number

15.B www.entertainment

CD1 TR81 Pronunciation —
contraction of will

Listen to the following sentences which
use the contracted form of will.

a There'll be less competition!

b Il only need a small investment.

¢ 'l need to invest millions of dollars.

d My Internet company'll make huge
savings.

e That'll be difficult.

f  There'll be thousands of new jobs in IT.

g You'll be sorry!

h  How'll your Internet company find its

customers?

15.C Getting started

CD1 TR82 Pronunciation —
expressing reservations

Part A

Listen to the remarks and write down if
they express reservation or affirmation.

Uhhm. Certainly sounds interesting.

Are you sure that the idea is profitable?
Demand will grow.

Yes, that's guite convincing.

But will you reach these new users?
That's easy on the Internet.

I'll sell a lo.

OK, maybe. Go on.

=Ty o on oW

All my cards are on the table.

15.D Mohile communications

CD1 TR83 Activity 4 — Listening to
a report

Listen to the monologue and complete
the passage.

Narrator: Over 43% of all software is pirated,
according to the Business Software Alliance.
The group estimates that piracy cost software
makers almost $51.4 billion in 2009. The
global piracy ratz rose from 37% in 2000, to
43% in 2009, largely because of fast growth
in computer users in countries with high piracy
rates, such as China. Here, the piracy rate

is nearly 80%. The worst figure however is
Georgia, in Eastern Europe, where piracy is
95%. At the other end of the scale, the USA,
Japan and New Zealand have quite low piracy
rates — just a little more than 20%.




| Quiz answer key

Marking Scheme

When marking, give yourself a full mark, or marks, only
if your answers are completely correct. If you make a
mistake or mistakes, deduct marks accordingly.

1 First contact - Quiz Page 8

a Answers as follows:
1 Hior Hello
2 Hello or Hello Mr/Mrs/Ms/Miss (name).

3 Pleased to meet you.

1 point for each correct answer. Maximum 3 points.

b Answers as follows:
1 What’s your name?
2 What's your address? or Where do you live?
3 What's your telephone number?
4 What do you do? or What's your job?

1 point for each correct answer. Maximum 4 points.

¢ You need to answer using the present
progressive tense. For example:

| am reading my English book.

Maximum 2 points.

d You need to answer using the present simple
tense. For example:

| love reading romance novels in my spare time
and ...

Maximum 3 points.

2 Starting work - Quiz Page 16

a Free activity. You may use any of the
following, which are covered in this unit.

Good morning. Who's calling, please?
Hold the line, please. I'll call back later.
Can | speak to Mr/Mrs/Ms/Miss (name)?

1 point for each correct answer. Maximum 2 points.

b Free activity. Your answer should be similar to
the following example:

Hello, I'd like to make/arrange an appointment
to see (name), on (date) at (time), please.

Maximum 4 points.

Business Update

You need to answer using the modal verb can
to express ability. For example:
| can swim.

Maximum 2 points.

When answering this question, you need to
use the modal verb must. For example:

| must do some food shopping on Thursday and
| must make sure | phone Ann on Wednesday.

Maximum 4 points.

Consumer power — Quiz Page 24

Free activity. Possible answers:

Can you give me some information about your
computers, please?
I'd like to ask you about the new ZT computer.

2 points for each correct answer. Maximum 4 points.

A free comparison activity using than and as.
For example:

Any car is faster than Piet’s.
Any mobile phone isn’t as attractive as my
sister’s.

2 points for each correct answer. Maximum 4 points.

Free writing activity using adjectives. For
example:

The diary that | bought was really cheap.

This diary is very useful.

2 points for each correct answer. Maximum 4 points.

At work — Quiz Page 34

Answers as follows:

1/2/3 Can you tell me how to get/give me
some directions to the local shop/railway
station/cinema, please?

1 point for each correct answer. Maximum 3 points.

Free activity using any of the following:

You go straight on/towards/across ... It’s in
front of behind/opposite ... Turn right/left at
the ...

| work/live near. ... It’'s the house/office ...

1 point for each correct answer. Maximum 2 points.




You need to answer using the present
progressive tense for future plans. For example:

I'm meeting with a new distributor tomorrow,
and on Thursday | am seeing Nina for lunch.

Maximum 4 points.

Free activity using verbs of like and dislike.
For example:

| like/dislike/hate/can’t stand ...
| don'’t like ... very much. It’s too ...

Maximum 3 points.

Telephone talk - Quiz Page 44

Free activity. You may use any of the following
telephone expressions:

1 Hold the line. 'm putting you through. Yes, 7
I'll just get him for you. I'm afraid he isn’t in
the office today. No, can | take a message? a

2 That’s no problem. OK! You’re welcome.

1 point for each correct answer. Maximum 2 points.

Free activity using objects found on your
desk. For example:

A stapler is for keeping my documents together.
My diary is for keeping all my appointments in. b

2 points for each correct answer. Maximum 4 points.

Free activity expressing like. You may use any
of the following, or your own choice:

| like playing football. | like chocolate.

1 point for each correct answer. Maximum 2 points.

You need to answer using one of the given ¢
structures I'd rather, | prefer or I'd prefer and
your two items from c. For example:

| prefer ... because | don’t like ... I'd rather go
... than ... 8

2 points for each correct answer. Maximum 4 points.

Learning the job — Quiz Page 54

You need to answer in the past simple. For
example:

1 | opened our new branch yesterday.

2 | visited our head office last week.
3 [ walked on the beach at the weekend.

2 points for each correct answer. Maximum 6 points.

You need to answer using should, shouldn’t or
need to.

For example:
You should ask if you don’t understand. You
need to take regular breaks.

1 point for each correct answer. Maximum 2 points.

Free activity using any of the following
structures:

My office is ... and ... It has ...

I think that we should put some ...

My computer/desk/chair/lights/is/are ...
The ... in my office is ...

I would like ...

We should have ... | need ...

Maximum 4 points.

What’s in a brand? - Quiz Page 64

You need to answer using the modal verbs
must and have to. For example:

1 | must finish the marketing plan.
2 | have to ring the accountant this week.

3 | mustn't waste time e-mailing this week.

2 points for each correct answer. Maximum 6 points.

Figures read aloud:
1 Fifty-one.
2 Nine hundred and thirty-six.

3 One hundred and twenty-three thousand,
nine hundred and eighty-four.

1 point for each correct answer. Maximum 3 points.

You need to answer using the ~ing form.
I enjoy skiing/swimming/reading.

1 point for each correct answer. Maximum 3 points.

Can I help you? - Quiz Page 74

Answers as follows:
1 What/How much is your daily rate, please?

2 Can you tell me what en suite facilities
there are/are available/you have?
3 Does the room have a view?

1 point for each correct answer. Maximum 3 points.

Free activity. You could mention the following
things: catering facilities, Internet facilities,
bar, restaurant, conference rooms, seminar
rooms, seating capacity. For example:

Well, we have ... which can seat ..., and we
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have ... which ... We also have a ... and ...

Maximum 5 points.

¢ Free activity using any of the following:
For example:

I would suggest ...
. are alfis a good idea ... is a/are a safe bet.

Maximum 2 points.

d Free activity using the modal auxiliary would.
For example:

| would like to travel/improve in my job.

1 point for each correct answer. Maximum 2 points.

9 1It’s an order! - Quiz Page 84

a Suggested answers:

1 An invoice tells the customer the amount
they must pay. It's also a document which
gives details of the transaction, how many
items have been ordered and so on.

2 A quotation tells the customer exactly how
much they will pay for their order and what
their order consists of.

2 points for each correct answer. Maximum 4 points.

b You need to answer using the verb be or get
and the past participle of the main verb to
form the passive. For example:

It was sent out yesterday.

The delivery was damaged after it left the
warehouse.

2 points for each correct answer. Maximum 4 points.

c Free activity. You may use any of the following:

Can you tell me if they are available, please?
Are they available now? What is the best way
to pay? How can | pay?

Maximum 2 points.

d You need to answer using the imperative /et.
For example:

Let me help you with those boxes.

Let’s get a coffee.

2 points for each correct answer. Maximum 2 points.

10 Global reach — Quiz Page 94

a 1 You need to answer with any two

countable nouns. For example: file/agent
2 You need to answer with any two

Business Update

uncountable nouns. For example: health/
advice

2 points for each correct answer. Maximum 4 points.

You need to answer with any four phrasal
verbs. For example:

depend on, rely on, look for, look up, go out,
carry out.

1 point for each correct answer. Maximum 4 points.

You need to make sure that you use a/an/
the/one/my, etc., before a singular countable
noun. For example:

Can you pass me the file? Peter is a sales agent.
Uncountable nouns refer to things you cannot

count, so they do not have a plural form and
you cannot use a/an. For example:

I am in good health. | would like some adyvice.

2 points for each correct answer. Maximum 4 points.

11 The big sell - Quiz Page 104

a

You need to answer using reported speech.
For example:

He said that the ...
She decided that ... They agreed that ...

Maximum 2 points.

Free activity. You may use any of the
following:

Yes, | agree. | think that is a good idea. |
agree. What a good idea!

Maximum 3 points.

Free activity. You may use any of the
following:

I’'m not sure | agree. | disagree. | don’t think
that is a good idea. No, I disagree.

Maximum 3 points.

You need to answer using the adjective +
infinitive pattern. For example:

It's important to meet this target.

I'm happy to work late occasionally.

Maximum 4 points.

12 It’s in the making! — Quiz Page 114

a

Free activity using a make phrasal verb. You
could use any of the following phrasal verbs in
a sentence: Make way/off/out/up For example:




I made out the cheque yesterday.

I was late for the meeting, so | made up that
there had been problems in the office.

I made up for my bad behaviour by sending
Julie some flowers.
I made way for the new computer by clearing

my desk. b

2 points for each correct answer. Maximum 4 points.

b You need to answer with a noun group. For
example:

the chairman’s report, production line, sales
staff, desktop computer, the manager’s office,
work rules.

1 point for each correct answer. Maximum 4 points.

¢ You need to answer with to + infinitive to
express purpose. For example:

I went shopping to buy a new computer.

We advertised to raise the company profile. a

2 points for each correct answer. Maximum 4 points.

13 Bank it! — Quiz Page 124

a Free activity. You may use the following:

| can withdraw money from my account with a
debit card or pay for things in shops.

It’s an account where you have a cheque book

and a debit card. ~

You use it to buy things now but pay for them
later.

Maximum 2 points.

b Free activity using any of the following:

Sorry about that. I’'m so sorry. I'm terribly sorry.
I'm awfully sorry. | do apologize.

Maximum 2 points.

¢ You need to answer using need to and don’t
need to. For example:

| need to go home earlier on Thursday.

| don’t need to have those figures until next
week.

2 points for each correct answer. Maximum 4 points.

d You need to answer using the ~ing form. For
example:

I love swimming, | go five times a week.

I enjoy reading horror stories.

2 points for each correct answer. Maximum 4 points.

14 Food for thought — Quiz Page 134

a

You need to answer using the used to
structure. For example:

| used to work in a bank.

| used to cycle to work every day.

2 points for each correct answer. Maximum 4 points.

You need to have answered using the going to
structure. For example:

I’'m going to work harder next week.
Maximum 2 points.

Free activity, see model answer:

The best meal | had last month was a tuna
steak dish. It tasted excellent/good/fantastic.

The best meal | had last month was an Italian
meal. The restaurant offered good service,
good food and an attractive environment.

Maximum 2 points.

You need to answer using second conditional
sentences. For example:

If | had more time, | would /learn another
foreign language.

If | had more time, | could read more.

2 points for each correct answer. Maximum 4 points.

15 It’s an e-world! — Quiz Page 144

Free activity expressing doubt or reservation.
You may use any of the following. For
example:

Ah yes. But ... I'm still not convinced. You think
you can do that? Maybe you’re right. That

will be difficult, won’t it? Umm. It certainly
sounds ... But I'm not sure ... Are you sure ... .

1 point for each correct answer. Maximum 4 points.

You need to answer using will for predictions.
For example:

The Internet will grow and grow.

The Internet will one day be the best way to
communicate.

2 points for each correct answer. Maximum 4 points.

You need to answer using the present
progressive. For example:

More people are eating organic food. Internet
businesses are struggling to survive.

2 points for each correct answer. Maximum 4 points.




| Correspondence

OPENING SALUTATION

formal (+), informal (-) or neutral (0), depending on the content of the e-mail and
relationship with the recipient

Dear Mr/Ms/Mrs/Miss (surname), (0)
Dear Sir or Madam, (+)

Dear (first name), (-)

BAD NEWS/APOLOGY/COMPLAINT

I'm afraid ...

I am sorry for any inconvenience.

REQUESTS
Please ...
Could you ...?

CLOSING REMARKS

If you have any queries regarding ..., then please do not hesitate to contact ...
If you have any further questions, then please let me know.

Thank you for your help.

I look forward to seeing/hearing from you.

CLOSING SALUTATION

formal (+), informal (-) or neutral (O), depending on relationship with the recipient and
opening salutation

Yours sincerely,/Sincerely yours, (0)

Yours faithfully/truly, (+)

Best wishes,/Regards,/See you soon, (-)




FORMAL LETTER LAYOUT

ReWrite Inc.
10 Denmark Hill
London
SES5 6NS
Tel: 0207 465 4982
Fax: 0207 465 4983
E-mail: enquiries@rewrite.co.uk

Ms Hanelore Staub

/

F C Schrieber & Co. ®
Viktoria - Luise - Platz 6
D-10686 Berlin

Germany gl
Our ref: GAT 6597 //

Your ref: KL, MP 1283

B6' June 2012 »-
Dear Mrs Staub, m—

Re: New catalogue

Markus Wittig has asked me to se
catalogue.

ReWrite Inc. is the leading producer of high-quality office
supplies. We specialize in office stationery and equipment
to cover all office requirements. If you wish to open an \
account, I have enclosed an account opening form.

copy of our new

If you have any queries regarding our products or would
like to open an account with us, then please do not hesitate
to contact either Markus Wittig or me directly. ®——nw____ |

Many thanks for your enquiry.

Yours sincerely, m—

2
s

H

Susan Nice

®
Sales Administrator

Enc. =

——

Sender's company: name/
address/phone number/
e-mail address in the top
right-hand corner

Name/address of the
person that you are
writing to

Filing/correspondence
reference numbers

Date I

Opening salutation I

To introduce the subject
that the letter is about

The reason for writing I

Closing remark |

Closing salutaticn I

Signature I
Printed name and position I

Enclosures |




Correspondence

EXAMPLES OF E-MAIL CORRESPONDENCE

EXTERNAL E-MAILS:

From: kelly.watts@hotelparc.fr

To: guy.kito@hotmail.com

Subject: Reservation, May 14-16

Thank you for your enquiry regarding a room reservation. I'm afraid that we do not have any rooms available on the nights of May 14 to May 16.1 am
sorry for any inconvenience. Please contact us again if we can be of assistance on another occasion.

Yours sincerely,

Kelly Watts

Hotel Manager
Hotel Parc
www.hotelparc.com

From: kim.long@orientspeed.com

To: tina.cheng@gmail.com

Subject: Sales conditions

Dear Ms Cheng,

Further to our telephone conversation this morning, | am attaching full details of our sales conditions as you requested. Please complete the credit
account form and when we get it back we will be very happy to open a credit account for you. We would ask that you wait five days before placing your
first order, so that your account can be processed.

If you have any further questions, then please let me know.
Yours sincerely,

Kim Long

Export Sales Assistant
Orient Speed Inc.

168 Ti-ding Boulevard
200087 Shanghai
P.R.China

INTERNAL E-MAIL:

From: June Kramer

To: Robert Flowers

Subject: Marketing meeting

Tim Bowen called to say he couldn’t make the marketing meeting you arranged for this afternoon. He wants you to call him back to make another
arrangement for the meeting as he will be out of the office for the rest of today. Tomorrow morning is fine to call him back.

JK

PERSONAL E-MAIL:

From: vparr@onetel.fr

To: clardi@hotmail.co.uk

Subject: last weekend

Dear Claudia,

Thank you very much for showing me the sights last weekend. It made my trip to London so much more enjoyable. I'm glad that you are settling in and
| really liked your flat.

The photographs from the London Eye have come out really well, and | hope you like the one of us together. The trip back wasn't too bad and everyone here
says ‘hello’. | am going out tonight to meet Ana and Lucie, so | will tell them how you are getting on.

See you soon.

Best wishes,
Vanessa
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Legend

" primary stress

, secondary stress
abbrev abbreviation
adj adjective

adv adverb

n noun

npl plural noun
phr phrase

phr v phrasal verb
prep preposition

v verb

(coll) colloquial

1 First contact

(to) access [ckses/ v (here) to get into, to
use 1.C 10

across: from across Europe /from 2 kros
"Jjuarap/ phr from all over Europe 1.C 10
additional /o'difonl/ adj extra 1.Q 9

bad connection /bad ka'nek[n/ n if a
connection is bad, you can't hear properly
1.Q 8

best suit /best 'su:t/ n your smartest jacket
and trousers, or jacket and skirt 1.C 10
brilliant /'briliont/ adj fantastic, really great
1B 6

career fair /karia fea(r)/ n an event at
which people look for jobs, and employers
look for new employees 1.C 10

cheaper /'t[i:pa(r)/ adj not as expensive,
which doesn't cost as much 1.C 10

choir /kwaria(r)/ n a group of people who
sing together 1.Q 9

city /'siti/ n a large town 1.A 4

classical music /'klaesik]l mjuizik/ n music
before the 20th century; not traditional,
folk or pop music 1.B 6

club /klab/ n a group of people who have
similar interests 1.B 7

clubbing /klabin/ n going to night clubs
1B 6

college /'kolid;/ n a place where you can
go to study after you have left school 1.A 4
(to) cycle ['saikl/ v to use a bicycle 1.B 6

dedicated to /dedikertid tu:/ adj which
concerns 1.C 10

delighted /di'laitid/ adj very pleased
1. 10

desk /desk/ n the table where you work
1.A 4
dreams: the job of their dreams

/02 d3pb av 0ed 'driimz/ n the job they
would like best 1.C 10

driver /drarvair)/ n a person who drives a
vehicle, for example a lorry 1A 5

employer /im'plaia(r)/ n a person or
company who pays people to work for
them 1.C 10

event /i'vent/ n (here) something that
happens which is planned and organized
1.C 10

face-to-face /feis ta 'feis/ adj in person,
not by telephone or e-mail 1.C 10

fair /fea(r)/ n (here) a gathering of
professional people 1.C 10

fine: I'm fine /aim 'fain/ phr I'm well 1.A 4
floor /fla:(r)/ n a level in a building 1.C 10
free: for free /fo 'fri:/ adv without paying
any money 1.C 10

friendly /'frendli/ adj where people are
pleasant and talk to each other 1.Q 8
future employee /fju:tfor im'ploiiz/ n a
person who will work for a company some
time in the future 1.C 10

(to) greet /gri:t/ v to say hello to 1.Q 8
hip hop /hip hop/ n a type of popular
music 1.6 6

impression /im'pre[n/ n an idea, a picture
1.C 10

incorrect /inka'rekt/ adj wrong 1.B 6

in cyberspace / 1n 'saibaspeis/ n (here) on
the Internet 1.C 10

information technology /info meifn
tek'noladzi/ n computing and
telecommunications 1.C 10

intonation /inta'ne1fn/ n the way your
voice rises and falls when you speak 1.A 5
(to) invite /in'vait/ v (here) to ask 1.C 10
IT systems support /a1 i 'sistomz sa po:it/
n help with computer problems 1.A 4

jazz trio /'d3=®z trizau/ n a group of three
musicians who play jazz music together
1Q9

job title /'d3ob taitl/ n the name of a job
1.A5

(to) keep fit /ki:p 'fit/ v to stay healthy by
taking exercise 1.B 6

last night /la:st 'nat/ n last night is the
night of yesterday 1.A 4

leisure activities /lezor &k tivatiz/ npl
things that you do in your spare time 1.B 7
lifestyle [laifstail/ n a way of living 1.B 7
locked /lnkt/ adj closed with a key 1.A 4
logged on /lpgd 'on/ adj on the Internet,
after using your password 1.C 10

missing /‘misi/ adf which isn't there 1.Q 8
(to) network /netwz:k/ v to meet people

who might be useful to you in your job
1.6 40

news: the bad news is that ... /02 'bad

nju:z 1z 0at/ phr (coll) the bad thing is
that.. 1.Q 8

organizer [‘5:ganaiza(r)/ n a person or
organization which plans and makes the
arrangements for something 1.C 10

pardon /‘pa:dn/ phr you say this when you
want someone to repeat something 1.Q 8
payslip /'‘peislip/ n a document with
details of how much you have earned and
how much tax you have paid in the last
week or month 1.A 4

pen pal /'penpxl/ n a person you write to
and receive letters from although you may
never have met 1.B 7

personal assistant /p3:sonl a'sistont/ n a
person who does office and administrative
work for someone such as a manager 1.A 4

Personnel /p3:isa'nel/ n the part of a
company which manages its employees
and helps them with any problems 1.Q 9

public transport /pablik 'treenspo:it/ n
shared transport that you pay for, such as
buses and trains 1.B 6

qualification /kwolifi'kei[n/ n a
qualification is an examination that you
have passed 1.C 10

quiz /kwiz/ n a kind of competition in
which you have to answer questions 1.Q 8

recently /riisntli/ adv not long ago, in the
near past 1.C 10

(to) record /ri'ko:d/ v (hers) to make a
copy on a CD so that you can listen to it
again 1.Q 8

(to) register /red3ista(r)/ v to put your
name on an official list in order to be able
to do something 1.C 10

representative /repri'zentativ/ n (here) a
person whose job it is to tell others about
the company they work for 1.C 10

run /ran/ n a route to ski down 1.Q 8

Sales Manager /'seilz mxnidza(r)/ n a
person responsible for selling a company's
goods 1.A 4

science fiction /saions ‘fik[n/ n stories
that take place in the future or in other
parts of the universe 1.C 11

Secretary /'sekratri/ n a person who works
in an office doing such things as typing
letters, filing, or answering the phone 1.A 4

sector /['sekta(r)/ n an area 1.C 10

Security Guard /si'kjuorati ,ga:d/ n a
person who protects a building 1.A 4

statement /steitmont/ n (Fere) an
expression which isn't a question 1.A 5

(to) take time off /teik taim 'of/ v to
arrange time with your emgloyer when you
don’t work 1.C 10

trades fair /treidz fea(r)/ n an exhibition
at which companies show their products to
other professionals and try to get business
1.C 16




Word list 1.

useful /'ju:sfl/ adj practical 1.C 10

username /ju:zaneim/ n a personal
name which allows you to use a particular
service or web site, for example 1.C 10

virtual /'va:tJual/ adj which takes place on
the Internet and not in a real place 1.C 10

(to) waste time /weist 'taim/ v to lose time
doing things which are not important 1.C 10

work sector /'w3ik sekta(r)/ n a general
area of work (for example, finance or
information technology) 1.C 10

world music /'w3:ld mjurzik/ n popular
music influenced by, or from outside, the
western world 1B 6

2 Starting work

ability /o'bilati/ n if you have the ability to
do something, you can do it 2.B 14
abuse /oa'bju:s/ n doing something that you
should not do 2.C 18

abusive /o'bjuisiv/ adj offensive, very rude
2.C 19

address label /»'dres leibl/ n a small
piece of paper with an address on it, to
stick on an envelope 2.B 15

arrangements /oreindzmoants/ npl detailed
plans 2.A 13

business interests /‘biznos ntrasts/ np/
advantages or benefits for a company
2.C 18

(to) call up /ko:1'ap/ phr v to phone 2.A 12

(to) cause harm /ko:z 'ha:m/ v to damage
2L 18

common /komon/ adj frequent 2.C 18
(to) cover /kava(r)/ v to include 2.Q 16

danger /demd3a(r)/ n (here) something
that may cause a problem 2.C 18

depend: it depends ... /1t dr')pendz/ phr
used to say you cannot give a definite
answer because a situation could change
20 17

Excel /ek'sel/ n a computer spreadsheet
program 2.B 14

(to) expect /ik'spekt/ v to be sure of
something 2.B 15

fax machine /feks ma[i:n/ n piece of
electronic equipment that sends faxes and

e-mails from one computer to another
2.B 14

figures /'figoz/ npl statistics, mathematical
information 2.A 12

fine /fain/ n an amount of money that you
have to pay because of something wrong
you have done 2.C 18

future prediction /fju:t[o pri‘dik|n/ n
saying what you think will happen 2.B 14
house /havus/ n [here) a company 2.C 18

human rights /hju:man 'raits/ np/ basic
rights such as freedom and justice 2.C 18
(to) impose /im'pauiz/ v if you impose a
fine, you make people pay it 2.C 18
insult /'insalt/ n a rude remark 2.C 18
jail /d3e1l/ n prison 2.C 18

logically /lod3ikli/ adv using the same
argument 2.C 18
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Mac package /maxk paxkids/ n a program
for Macintosh computers 2.B 14

mind: would you mind ...7 /wud ju
'maind/ phr would it annoy you ...7 2.C 18
(to) monitor /monita(r)/ v to check 2.C 18
myth /m16/ n a story, something which
isn't true 2.C 18

necessity /no'sesati/ n obligation, having to
do something 2.B 14

off work: you have the afternoon off
work /ju: haev di a:ftonumn of 'waik/ adv
you are not working in the afternoon 2.B 14
offensive /o'fensiv/ agj very rude 2.C 18
polite request /po lait ri'kwest/ n asking
for something politely 2.B 14

possibility /posa’bilati/ n if you have the
possibility of doing something, you might
doit 2.B 14

prison sentence /'prizn sentons/ n time
spent in prison as a punishment 2.C 19
privacy [‘privosi/ n if you have privacy, you
can act without other people being able

to see or hear you, or know what you are
doing 2.C 18

private /praivot/ adj personal, which
nobody else can see or read 2.C 18
protection /pro‘tek[n/ n (here) laws to
protect people’s freedom 2.C 18

(to) provide /pra'vaid/ v given, made
available 2.C 18

punishment /‘panifmont/ n what you have
to suffer, for example pay a fine, if you
have done something wrong 2.C 19

racial harassment /reifl 'haerosmont/

n being rude to or offending somebody
because of their race 2.C 18

reasonable /ri:znabl/ adj (here) fair,
sensible 2.C 18

rights /raits/ n something you are morally
or legally entitled to 2.C 18

ruling /ru:lin/ n a decision made in a law
court 2.C 18

sexual harassment /sek|ual ‘harosmont/
n offending somebody with sexual
comments, gestures or looks 2.C 18

(to) take someone to court /teik
'samwan ta 'ko:t/ v to take legal action
against somebody, for example to accuse
them of doing something wrong 2.C 18
(to be) up to date /ap to dert/ v if you
are up to date with a job, you have done
everything that you can do at the moment
2.B 15

voice message /vois mesids/ n a
message left on a telephone answering
service 2.C 18

(to) win a case /win » ke1s/ v if you win
a case, a judge makes a legal decision in
your favour 2.C 18

3 Consumer power

as: it's as simple as that /its oz simpl
az 'Ot/ phr that's all; it's not complicated
3.Q 25

(to go) bankrupt /bxpkrapt/ v if a
company goes bankrupt, it does not have

enough money to pay what it owes 3.Q 25
bathroom /ba:0ru:m/ n (US) the toilet
3.C26

blood /blad/ n the red liquid that is inside
your body, in your veins and arteries 3.C 26
bonus /baunas/ n extra morey 3.C 26
campus ['kaeempos/ n a site occupied by a
university or college 3.C 26

cause /ko:z/ n (here) an aim or principle
which someone is fighting for 3.C 27
cheap /t[i:p/ adj not expensive 3.A 20
(to) come round /kam ‘ravnd/ phr v to
come and see someone 3.Q 25
consumer power /kon'sjuima pauva(r)/ n
the ability of consumers to affect how or
which goods are produced 3.A 20
decent /di:snt/ adj fairly good 3.C 27

(to) deduct /di'dakt/ v to take away, to
subtract 3.C 26

disappointed /disa'pomud/ adj sad
because something has not happened that
you wanted to happen 3.Q 24

dull /dal/ adj boring 3.C 27

DVD /di: vi: 'di:/ n abbrev digital versatile
disk; a pre-recorded disk used for films or
concerts that you can buy or hire 3.Q 25

exploitation /eksplot'ter[n/ n unfair

treatment, for example not paying a fair
wage 3.C 27

fan /faen/ n (here) a machine with blades
that turn which helps to keep the air in a
room cool 3.C 26

(to) fire /faia(r)/ v to force an employee to
leave their job 3.C 26

further /f3:02(r)/ adv at a greater distance
3.A21

in stock /1n 'stok/ adv available to sell
3.0 25
intense /in'tens/ adj very strong 3.C 26

label /leibl/ n (here) a make, a brand
3.C26

labour conditions /leibo kon,di[nz/ np/
conditions of work (for example, hours and
safety) 3.C 26

labour: cost of labour /kost av leiba(r)/ n
the cost of wages paid to workers 3.C 26

(to) last /la:st/ v (here) to continue
working 3.A 21
light /lait/ adj (here) not heavy 3.A 20

living wage /liviy 'weids/ n a wage which
is enough to pay for basic housing, food,
clothes and bills 3.C 26

longer /longa(r)/ adv for more time 3.A 21
loud /laud/ adj the opposite of quiet 3.C 27

lung /lan/ n your lungs are used for
breathing and are in your chest 3.C 26

manual worker /‘maenjusl waka(r)/ n a
worker who does physical and not office
work 3.C 26

material /ma'tiarial/ n cloth, what clothes
are made from 3.C 26

minimum wage /minimmam weids/ n the
smallest amount of money you can legally
be paid for work 3.C 26




(to) miss the bus /mis 02 'bas/ v if you
miss a bus, you are late for it and don't
catch it 3.B 22

model /modl/ n a design 3.Q 25
paycheck /‘pertfek/ n (US) the amount of
money you receive for work 3.C 26

plan of action /plaen av ‘wk|n/ n a list of
things to do 3.B 22

pregnancy test /pregnonsi test/ n a test
to check whether a woman is going to
have a baby 3.C 26

proper /[‘propa(r)/ adj real 3.C 26
protected /pra‘tektid/ adf secure, safe
3.B22

purified /'pjuarifaid/ adj clean, with any
chemicals removed 3.C 26

(to) repay /ri'pei/ v to give back money
that you owe 3.B 23

report /ri'po:t/ n a written document
which gives details of a situation 3.C 26
retail price /rite1l prais/ n the price of
something to the customer in a shop 3.C 26
Salvadoran /szlva'doiron/ adj from El
Salvador 3.C 26

set /set/ n (here) a television 3.Q 25
(to) sew /sou/ v to make clothes 3.C 26
sewing operator /'souin pparerta(r)/ n
someone who works a sewing machine
3.C 26

shorts /[o:ts/ npl short trousers 3.C 26

single mother /singl ‘'mada(r)/ n a woman
who is bringing up her child or children
alone, without a husband or partner 3.C 26
(to) store /sto:(r)/ v (here) to keep in its
memory 3.A 21

strange /streinds/ adj (here) which you do
not know 3.B 22

source /sa:s/ n the origin of something
3.C26

tap water /tap wo:ta(r)/ n water which
comes out of the pipes in a building, not
from a bottle 3.C 26

testimony /testimani/ n a statement made
in a law court 3.C 26

testing /‘testin/ adj very difficult 3.C 26
(to) update /ap'deit/ v to modernize or
replace with something new 3.Q 25

wage /weid3/ n money paid to a worker
every week 3.C 26

(to) work a five-day week /w3ik o farv
dert 'wik/ v to work five days in a week
3.C.27

(to) work overtime /wsik 'p2uvataim/ v to
work extra hours 3.C 26

4 At work

abstract art / &bstrackt 'a:t/ n works of
art which do not show real things such as
people or landscapes 4.D 36

apartment /o'paitmont/ n a flat, a home
which is all on one level 4.A 28

archive box [‘a:kaiv boks/ n a box for

storing documents that you need to keep
4.C 33

artwork /a:tws:k/ n works of art (paintings,
drawings, prints, sculpture) 4.D 36

band /band/ n a pop group, a group of
musicians 4.B 30

bland /bland/ adj baring, not exciting
4.D 36

briefcase /bri:fkeis/ n a case for carrying
documents and books in 4.C 33

bye! /bai/ phr (coll) goodbye! 4.B 31

caffeine /kafiin/ n the substance in coffee
which can stop you sleeping 4.D 36

calm /ka:m/ n peace. quiet 4.D 36

(the) City /'siti/ n the financial area of
London where international banks have
their offices and where the Stock Exchange
is 4.D 36

commitments /ko'mitmonts/ np/ things
that you have to do, for example attend
meetings 4.B 31

contemporary /kon'temprari/ adj living,
modern 4.D 36

corner ['koma(r)/ n where two walls meet
4.C 32

creative /kri'eitiv/ adj imaginative, having
new ideas 4.D 36

creative energy /krieitiv 'enadsi/ n the
energy needed to have new ideas 4.D 36
directions /da'rek|nz, di-, dai-/ np/
instructions for how to get to a particular
place 4.A 28

error ['era(r)/ n a mistake 4.D 36

(to) exhaust (somebody) /1g'zo:st/ v to
make somebody very tired 4.D 36

focus ['foukas/ n something to look at or
concentrate on 4.D 36

(to) give a speech /giv 2 'spi:t]/ v to give
a formal talk 4.B 31

go-ahead /'gou 2 hed/ adj dynamic and
modern 4.D 36

immensely /i'mensli/ adv very much
4Q 35

(to) increase /in'kris/ v to make greater
4D 36

instruction manual /in'strak[n manjual/
n a book with instructions, for example for
how to use a machine 4.Q 35

main road /me1n 'roud/ n an important
road 4.A 28

manual /'manjual/ n (here) a book with
instructions 4.Q 35

neutral /nju:tral/ adj (here) which does not
create a strong reacticn in people 4.D 36

news kiosk /nju:z kinsk/ n a small shop
which sells newspapers 4. A 28

no longer /nau 'longa(r)/ adv if you no
longer do something, you have stopped
deing it 4.D 36

noon /nu:n/ n midday, 12 o'clock 4.A 29

open to interpretation /oupon tu nts:
pri'teifn/ adj which does not have an
obvious meaning, which people can
interpret in their own way 4.D 36

output /avtput/ n how much work people
do 4.D 36

pastel /‘pastl/ adj pale 4.D 36

powerful /‘pavafl/ adj having a strong
effect 4.D 36

print /print/ n a work of art made using a
printing technique (not a painting) 4.D 37
productive /pro'daktiv/ ad) who does a lot
of work 4.D 37

profit /'profit/ n income from a company
or activity after deducting all costs 4.A 28
(to) project an image /pra dzekt an
'tmid3/ v to give an impression 4.D 36
(to) promote /pra'maut/ v (here) to help
create 4.D 36

(to) promote their image /pro mout
oear 'timidz/ v (here) to create a good
impression 4.D 36

psychologist /sar'kolad3ist/ n a person
who studies how people behave 4.D 36

purse /p3is/ n where a woman keeps her
money 4.C 33

(to) raise /re1z/ v to increase, to make
greater 4.0 36

(to) reduce /ri'dju:s/ v to make smaller
4.D 36

row /rou/ n aline 4D 36

scheme /ski:m/ n (here) the colours used
4.D 36

shopping centre /'[opiy senta(r)/ n a
large building with shops inside 4. A 28
social activities /'sou[l ®k tivatiz/ np/
things which you do with other people, for
pleasure 4.B 31

splash of colour /spla[ ov kala(r)/ n a
small area of colour 4.D 36

square /skweoa(r)/ n an open area in a
town which is the shape of a square

4.A 28

sterile /sterail/ adj (here) dull and
uninteresting 4.0 36

stimulation /stimjulei[n/ n energy to
create things, dynamism 4.D 36

stress /stres/ n worry and tension 4.D 36

(to) take a look /teik o 'luk/ v to look
4B 31

(the) trouble with ... /02 'trabl w1d/ phr
the problem with ... 4.0 36

(to) work /waik/ v (here) to function
4.Q 34

5 Telephone talk

(to) activate (something) /wktivert/ v to
make something ready for use, to switch
something on 5.0 47

addicted /o'diktid/ adj if you are addicted
to something, such as a drug, you cannot
live without it 5.D 46

analysis /o'naelasis/ n (here) an
explanation 5.D 46

badge /baxed3/ n a label 5.C 43
beware /br'wea(r)/ phr be careful 5.D 46

billing statement /bilin steitmant/ n a
document giving details of oills 5.B 41
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bother! /'bodo/ phr (coll) an expression
which you can use when something
annoys you 5.A 39

(to) burn /bamn/ v to set fire to 5.B 43

chip /t[1p/ n a piece of fried potato; a small
piece of silicon with an electronic circuit
5.C 43

(to) control (something) /kon'travl/

v to make something work; to regulate
something 5.A 38

crime story [kraim sto:ri/ n a story about
something illegal, such as a murder 5.Q 45

(to) delete /diliit/ v to erase, to remove
completely 5.D 47

(to) disturb /di'st3:b/ v to bother, to annoy
5.A 39

drive /draiv/ n the part of a computer into
which you insert a CD 5.Q 45

edge /eds/ n the edge of something such as
a table is where the surface stops 5.C 43
freak /fri:zk/ n a person who is very
enthusiastic about something 5.D 46

(to) fume /fjuim/ v (here) to be very
angry 5.B 41

genius /'d3imnias/ n a very clever person
5.C 43

geography /d3i'ngrafi/ n the study of the
land, sea and climate 5.C 43

go for it /'gou far 1t/ phr (coll) an
expression used to encourage somebody
to do something 5.D 47

guy /gai/ n a man 5.B 41

hold: to be on hold /(tu:) bi: on 'hauld/ v
to be waiting on the telephone 5.A 38
key /ki:/ n a button on a keyboard 5.A 38
keypad /ki:pxd/ n the set of buttons on a
telephone 5.D 47

(to) lend (something to somebody)
/lend/ v to give something to someone to

use for a short time and then return it to
you 5.A 39

link /link/ n a relationship, an association
5.B 41

means of communication /minz av
komjumi'kei[n/ n a method of
communicating 5.0 46

necessary evil /nesosari ‘itvl/ n something
unpleasant which you cannot avoid 5.D 46

no worries /nou 'wariz/ phr (coll) you
don't have any problems 5.D 46

paper clip /'peipa klip/ n a small piece
of bent metal used for holding papers
together 5.Q 45

(to) pause /po:z/ v to stop for a short time
5.D 47

(to) press /pres/ v (here) to squeeze, to

squash 5.A 38

rap music /tTeep mjuizik/ n a kind of pop
music 5.Q 45

(to) require /ri'kwaia(r)/ v to need 5.B 41

(to) resume /ri'zjuim/ v to start again
5.D 47

(to) ring /riy/ v if a phone rings, it makes

a noise when someone is calling that
number 5.A 38
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skip: to skip to the end /skip to di 'end/
v to go immediately to the end 5.0 47

solution /so'lu:[n/ n an answer 5.B 40
(to) spurn /sp3:in/ v to reject 5.B 41
standard /'steendad/ adj (here) average
5.D 47

step /step/ n (here) a stage 5.D 47
(to) switch /swit[/ v to change 5.D 46

technophobe /‘teknafoub/ n a person who
does not like technology 5.0 46
text message ['tekst mesids/ n a short

written message sent by mobile phone
5.D 46

(to) transfer /traens'f3:r)/ v to move 5.A 38

transfer key /treensfs: ki n a button
which allows you to send a call to another
extension 5.A 38

(to) unravel /anTaevl/ v to sort out, to put
in the correct order 5.Q 45

6 Learning the joh

against: to be against (something) /tu:
bi: o'genst/ v to oppose 6.D 56

around: who is always around /hu: 1z

2:lweiz o'ravnd/ phr (here) who is always
at work 6.0 56

balanced /balanst/ adj (here) which
combines work and leisure in good
proportions 6.D 56

client-based job [klaiont beist dzpb/
n a job in which customers are the most
important thing 6.D 56

(to) combine /kom'bain/ v to mix 6.D 56

consultancy /kon'saltonsi/ n an organization
which gives specialist advice 6.D 56
dignity /'dignati/ n (here) value as a
person 6.0 56

effectively /i'fektivli/ adv efficiently, well
6.D 56

elbow [elbou/ n where your arm bends
6.A 48

(to) end up doing (something) /'end ap

du:n/ v to do something even though you
didn't intend to originally 6.D 56

fixed /fikst/ adj which cannot be changed
6.0 57

for: to be there for (something) /tu: bi
oea(r)fo:r)/ v to support 6.D 56

labelled: to be labelled /tu: bi leibld/ v
to be called 6.D 56

mad: it's mad /its 'meed/ phr (coll) (here)
it's very busy 6.B 50

piece of advice /piis av ad'vais/ n an
individual bit of advice 6.Q) 54

project-type job /‘prodzekt taip d3pb/ n
a job which involves work on an individual

task, such as developing software or
setting up an exhibition 6.D 56

public sector /'pablik sekta(r)/ n areas of
activity, such as health and education, which
are funded by the government 6.D 56

(to) put in longer hours /put 1n longoar
‘avoz/ phr v (here) to work more hours
6.D 56

recruitment /ri'’kru:tmont/ n the process
of finding new employees 6.D 56

(to) send out /send 'avt/ phr v (here) to
send, to despatch 6.B 50

shirker /'[3:ka(r)/ n a person who is lazy
about work 6.D 56

showroom /' [auru:m/ n where a company
exhibits its products 6.C 52

stress-free / stres 'fri:/ adj which doesn't
make you feel stressed or anxious, calm
6.A 48

stressful /'stresfl/ adj which make you
worried 6.D 56

suppose: | suppose so /a1 so'pauz 500/
phr | think so 6.B 51

(to) take (time) out /teik taim 'aut/ phr
v (coll) to stop working (for a period of
time) 6.Q 55

up till /ap til/ adv until 6.Q 55

(to) vary your tasks /veori jo: tasks/ v
to do different things 6.A 48

within the next ten years /wi,01n 02
nekst ten 'jioz/ adv before the next ten
years are finished 6.D 56

working practices /'wa:kin praektisiz/ npl
ways of working 6.D 56

7 What’s in a brand?

active /'zektiv/ adj dynamic, energetic

7B 61

(to) adjust /a'd3ast/ v to change, to move
7.A 58

adolescent /eda'lesnt/ n a young person
aged between about 12 and 17 7.D 67

annual /®njual/ adf happening every year
7.C 63

appliance /o'plaions/ n an electrical
machine, especially one used in the kitchen
(kettles, food processors, etc) 7.D 66
approach /o'praut[/ n a way of doing
something 7.0 66

as is /®z "1z/ adv without being changed
in any way 7.D 66

attributed to (something) /o'tribju:tid ta/
adj caused by 7.D 67

aware of /o'weor ov/ adj conscious of,
knowing about 7.B 61

blank /blaenk/ adf empty, dead 7.Q 65
brightly /braitli/ adv colourfully 7.D 67
(to) come to /kam 'tuz/ phrv (here) to
regain consciousness 7.3 65

core /ko:(r)/ adf central 7.D 66

dead /ded/ adj if a telephone line is dead,

it is not working and you cannot hear any
sound 7.Q) 64

decade /'dekeid/ n a period of ten years
63

(to) decline /di'klain/ v to get smaller,
decrease 7.C 63

decorative /dekorativ/ adj pretty and
attractive 7.D 66

drunk /drank/ adj having had too much
alcohol 7.D 67




ecological /i:ka'lodzikl/ adf which does
minimum damage to the environment 7.0 67

(to) eliminate /iI'Timinert/ v to avoid, to
get rid of 7.D €6

exotic /1g'zotik/ adj foreign, interesting
and attractive 7.0 66

flashing /'fla [iy/ adf which goes on and
off 7.D 66

forbidden /fo'bidn/ adj not allowed 7.Q 64
functional /fank[onl/ adj practical 7.0 66
functionality /fagk[a'nzlati/ n how
practical something is 7.D 66

good: it's just not good enough /its
dzast not 'gud 1,naf/ phr a phrase used
to reprimand someone seriously when
they have done something wrong or
disappointing 7.Q 64

healthy /helBi/ adf (here) good 7.0 66

informational /info'meifanl/ adj for
information 7.D 66

league table /lixg teibl/ n a list which
shows how successful companies are in
relation to each other 7.C 63

literature /litrat[a(r)/ n (here) the writing
on the packaging 7.D 66
loyal /1o12l/ adj faithful 7.C 63

means: that means ... /'Oxt mumnz/ phr
as aresult ... 7.Q 65

natural fibres /nat[ral 'faitboz/ npl natural
materials such as cotton and linen 7.D 66
neon sign /ni:on 'sain/ n a sign which is
made of electric lights 7.D 66

novel /novl/ adj new and interesting

7.D 66

organic /o:'gaenik/ adf (here) natural

7D 66

(to) pride oneself on (something)
/'praid wan'self ,on/ v to be proud of 7.B
61

(to) purchase /['p3:t[is/ v to buy 7.C 62
recycled /ri'saikld/ adj reused 7.D 66
regimen /redzimon/ n a set of rules 7.0 66
(to) restrict /ri'strikt/ v to limit 7.A 59
SE /sau® i:st/ abbrev southeast 7.Q 65
slashed /slee [t/ adj cut by large amounts
7.D 66

sophisticated /so'fistikertid/ adj complex,
advanced 7.D 66

spare /[spea(r)/ adj minimal, used in small
quantities 7.D 66

(to) spill /spil/ v if you spill a liquid, it
comes out of its container and makes a
mess 7.Q 64

(to) start out /sta:t ‘avt/ phr v to begin
7.D 66

stockbroker /stokbrauka(r)/ n a person

who buys and sells shares in companies
7L 62

streamlined /striimlaimnd/ adj which has
been made to work efficiently 7.0 66

(to) take risks /teik risks/ v to try to do
something even though you know it might
cause problems or might not succeed

7.8 60

target /ta:git/ n a thing you aim to achieve
7B 60

these days /'01:z deiz/ adv nowadays,
today 7.0 66

tranquil /traenkwil/ adj peaceful, calm
7D 66

unadorned /ana'do:nd/ adj without any
decoration 7.D 66

unique /ju'ni:k/ adj if something is unique,
there is nothing else like it; very special
7.D 66

wooden /wudn/ adj made of wood 7.A 59

8 Can I help you?

acquisition /fekwi'zi[n/ n something
which you have bought 8.D 77

antique /an'ti:k/ n an old and valuable
object 8.0 77

backpack /baekpaxk/ n a rucksack, a bag
that you carry on your back 8.A 68

(to) become mixed up /b1 kam mikst Ap/
v to get in the wrong order 8.Q 74
biology /bai'nlad3i/ n the study of living
things 8.C 73

boardroom /bo:d rum/ n the room where
the directors of a company meet 8.0 77

cafeteria /ka:fo'tioria/ n a self-service
restaurant in an office, factory or college
8C 72

capital city /kaepitl siti/ n the city where
the government of a country is (London is
the capital city of Britain) 8.Q 74
chairman /'t[eomoan/ n the head of an
organization or company 8.D 76

(to) check-in /t[ek 'in/ phr v to register, to
book into (a hotel) 8D 77

(the) coming year [kamin 'jia(r)/ n next
year 8.Q 74

compact /kom'pakt/ adj small 8.A 68
daily /'de1li/ adv every day 8.A 69

dinner party /dina pa:ti/ n a fairly formal
dinner in someone’s home 8.Q 75
diversification /darvaisifi'ker|n/ n the
creation of new products 8.0 77

domestic /do'mestik/ adj for use in the
home 8.Q 75

economic /i:ko'nomik/ adj relating to the
economy; which makes a profit 8.C 73

en suite /on 'swiit/ n a private bathroom
in a hotel 8.B 71

(an) evening out /iivnin 'avt/ n an
evening spent socially, for example at the
theatre or a restaurant 8.Q 75

flat /fleet/ adj (here) level, not rising 8.B 71
forecast /'fo:ka:st/ n a prediction, for
example saying what the weather is going
to be like 8.B 70

guest /gest/ n a person who is staying in

a hotel, someone you have invited to your
house 8.B 70

(to) head for /hed fo:(r), fa(r)/ v to go
towards 8.C 72

highlights /hailaits/ np/ the most special

and interesting events 8.0 77

horse: | could eat a horse /a1 kod it

2 'ho:s/ phr (coll) I'm very hungry indeed
8B 70

hospitality /hospr'talati/ n (here) the
things provided by a company to welcome
visitors 8.Q 74

hotelier /hou'telia(r)/ n a person who
owns or manages a hote| 8.8 71

impolite /impalait/ adj rude 8.C 73
likely /laikli/ adj probable 9.B 80

lobby /1obi/ n entrance hall and reception
area 8D 77

logo /lougou/ n a small design which is
unique to a company and that it puts on its
products 8.D 77

lounge /laund3/ n a sitting room 8.B 71
luxurious /lag'zuarias/ adj very
comfortable and expensive 8.D 76
mind: to make up your mind /meik ap
Jo: 'mamnd/ v to decide 8.B 70

on target /on 'ta:git/ adv if something is
on target, it is doing well and you are likely
to achieve the result you want 8.0 76
open-air cinema /aupan 2o 'sinoma/ n a
cinema which is outside, not in a building
8D 77

outing /autin/ n a short trip to visit
somewhere interesting or relaxing 8.Q 75

(to) perform /pa'form/ v ta give a show, to
give a performance 8.D 77

photography /fa'tografi/ n the art of
taking photographs 8.C 73

(to) pollute /palu:t/ v to put harmful
substances in the atmosphere 8.Q 75

porter /'po:ta(r)/ n a person who carries
people's luggage 8.B 71

production line /pro'dakfn laimn/ n

in a production line, products move
continuously from one machine or process
to the next until they are finished 8.D 77

rate /reit/ n a charge 8.A €9

robot /toubnt/ n a machine which does
tasks automatically 8.Q 75

rucksack /raksaxk/ n a backpack, a bag
that you carry on your back 8.C 72

(a) series of ['siori:z av/ n a number of
8D 76

slim /slim/ adj thin 8.A 68

stereo system /'steriou sistom/ n a device
with loudspeakers for playing CDs, records
or cassettes 8.C 72

traffic /traefik/ n cars, lorries, buses, etc.
8B 70

traffic-free / traefik 'fri:/ adj without any
traffic (cars, buses, etc.) 8Q 75

wallet /'wolit/ n a purse for keeping
banknotes in 8.A 68

WC /dabl ju: 'sit/ n a toilet B.A 69
wedding anniversary /‘wedip &ni vaisori/
n your wedding anniversary is the date on
which you were married; for example, your
fifth wedding anniversary is exactly five
years after you got married 8.Q 75
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9 It’s an order!

aid /eid/ n help to poor countries 9.D 87

attachment /o'tet/moant/ n an electronic
file which you send with an e-mail 9.Q 85

beans /biinz/ ngl (here) cocoa beans,
the seeds of the cocoa plant, from which
chocolate comes 9.D 86

board /ba:d/ n (here) a committee 9.D 86
(to) bother /boda(r)/ v (here) to make the
effort to do something 9.B 81

CD-ROM /si: di:'rom/ n abbrev a CD which
has information on it but on which you
cannot record other information 9.A 79

(to) charm /tfa:m/ v to please 9.A 79
(to) check your tongue /t[ek jo:'tan/ v
to be careful what you say 9.A 79
cluster /klasta(r)/ n a group 9.A 79

(to) come across /kam a2 kros/ phr v to
find by chance 9.C 83

(to) come into (money) /kam 1nto
(‘'mani)/ phr v to get money from
somebody when they die 9.C 83

(to) come up with (an idea) /kam ap wid
(an ar'dia)/ phr v to have an idea 9.C 83
creamy /'kri:mi/ adj smooth and which
tastes of cream 9.D 86

discreetly /di'skri:tli/ adv quietly, without
anybody noticing 9.Q 84

equator /t'’kwera(r)/ n the imaginary line
around the middle of the earth 9.D 86
GDP /dzi: di: 'pi:/ n abbrev gross domestic
product; the total value of what a country
produces and the services it provides in
ayear 9.D 87

(to) get on with (something) /get

'on wid/ phr v to continue working on
something 9.C 83

(to) get over (an illness) /get '2uva(r)/
phr v to recover from an illness 9.C 83
(to) get round to (doing something)
/get 'raund ta/ phr v to find the time to
do something 9.C 83

hopeless [houplas/ adj if you say that
something is hopeless, you mean the
situation can't be improved 9.B 81

loo /lu:/ n (coll) toilet 9.Q 84

(to) look in on (somebody) /luk 'in pn/
phr v to visit somebody 9.C 83

(to) look into (something) /luk 'inta/ phr
v to examine something 9.C 83

(to) look out for (somebody) /luk 'aut
fa(r)/ phr v to watch for when a person
arrives 9.C 83

(to) look up to (somebody) /luk ‘Ap tu:,
ta/ phr v to admire somebody 9.C 83
manner /'manair)/ n behaviour 9.A 79
mind: to change your mind /tJeinds jo:
'maind/ v to change your decision or view
about something 9.Q 85

now and again /nau oan 2'gen/ adv
occasionally 9.D 86

port /po:t/ n a town by the sea where ships
arrive and from where they leave 9.D 86
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portable /'po:tabl/ adj which you can carry
with you 9.A 76

(to) put off (doing something) /put 'pf/
phr v to delay doing something 9.C 83
(to) repair /ri'pea(r)/ v to mend, to fix
9.B 80

(to) take (information) in /teik
(1tnfa merfn) 'in/ phr v to understand
information 9.C 83

(to) take away /teik o'wel/ phrv to
remove 9.C 83

(to) take up (an activity) /teik ap/ phrv
to start practising an activity 9.C 83

valuable /'vaeljuabl/ adj worth a lot of
money 9.A 79

vat /vaet/ n a large barrel or tank 9.A 79

with regards to ... /w1d ri'ga:dz taf phr
concerning, about 9.A 79

work-related /'wa:k 11 leitid/ adj
associated with work 9.C 82

10 Global reach

agenda /o'dzenda/ n political issues
10.D 96

anniversary /eni'vssari/ n the date which
marks one or more years since something
happened 10.D 90

cash dispenser /ka| di spensa(r)/ n a
machine from which you can get money
10.A 89

cent /sent/ n 100th of a dollar 10.A 89

change: have you got change for ...?
/hav ju got 'tfeinds fa(r)/ phr if you ask for
change, you ask for smaller notes and coins
in place of a large note or coin 10.A 89

crate /kreit/ n a large box for transporting
or storing things 10.A 89

crime /kraim/ n an illegal action (robbing
a bank, murder, theft, etc.) 10.C 93

currency /karansi/ n money (for example,
the currency used in Britain is the pound
sterling) 10.C 93

(to) cut back /kat 'bxk/ phr v to reduce
10.B 90

fear /fia(r)/ n the feeling of being afraid
10.A 89

fortnight /fa:tmait/ n two weeks 10.B 80
freight: by freight /bai 'freit/ adv by ship,
train, lorry or aircraft 10.C 92

G8 /dzi: ‘ert, gruzp av 'e1t/ abbrev Group

of Eight; the world’s eight largest industrial
nations (France, US, UK, Germany, Japan,
Canada, ltaly, Russian Federation) 10.D 96

loop /lu:p/ n a circular shape (of wire or
string, for example) 10.A 89

market researcher /ma:kit ri's3:tfa(r)/ n
a person who gets information about what
customers want and like 10.Q 95

movement /muwvmoan:/ n (here) a trend,
a group of people who share the same
beliefs 10.D 96

parking meter /'‘pa:kip miita(r)/ n a
machine you find on the pavement into
which you put money to pay for parking

10.A 89

progress /‘prougres/ n advances,
improvements 10.C 93

rear [ria(r)/ n the back part of something,
for example of a train 10.A 89

(to) record /ri'ko:d/ v (here) to make a
note of, to write down 10.Q 95

(to) ring up /rin ap/ phr v to phone
10.B 90
safe /seif/ n (here) a secure box 10.A 89

(to) spread /spred/ v to extend to different
places 10.A 89

summit /'samit/ n a meeting of the leaders
of two or more countries to discuss
important questions 10.D 9€

tint /tint/ n a colour, a shade 10.A 89
tiny /'taini/ adj very small 1C.A 89
tour /tua(r)/ n a visit of a town, area or
country 10.A 89

(to) weigh (something) /wei/ v to check
how heavy something is 10.A 88

11 The hig sell

affordable /o'fa:dabl/ adj not too
expensive 11.D 106

appreciated /o'pri:fieitid/ adj valued,
approved of 11.D 106

(to) attempt /a'tempt/ v to try 11.D 106
awkward /'o:kwod/ adj difficult 11.B 101
baby-care range /beibi kea reindz/ n
products used in looking after a baby

11.Q 104

(to) benefit from (something) /benofit
from/ v to gain an advantage from 11.D 106

body odour /bndi auda(r)/ n bad smells
from your body 11.A 98

bulky /'balki/ adj big and difficult to handle
11.C 102

capable of /keipabl av/ adj able to
116103
(to) cleanse /klenz/ v to clean 11.A 99

commitment /ko'mitmant/ n a promise
11.D 107

committed /ko'mitid/ adj (here) doing
what they can to help 11.D 106

culture /kalt[a(r)/ n (here) a common way
of behaving or aspect of society 11.D 106

definite /definat/ adj (here) real 11.D 106
deodorant /di'audarant/ n something you

use under your arms to prevent bad smells
11.A 98

due: she's due back in ... /[i:z 'dju: bak
.in/ phr she should be here in ... 11.Q 104
ethical /eBikl/ adj behaving in a way that
is considered moral or correct 11.D 106
excess /ik'ses/ n an excess of something is
too much of it 11.C 102

(to) exercise /eksasaiz/ v (here) to
behave according to 11.D 106

fit for /'f1t fa(r)/ ad] which can be used for
11.C 103

fond: to be fond of /tu: bi 'fond av/ v to
like 11.C 103




fundraising /'fand reizin/ n making money
for charities or specific projects 11.D 106

funds /fandz/ np/ money 11.D 106

(to) gather /'gxda(r)/ v to collect
11.D 106

glow /glau/ n (here) a good feeling
11.D 106

(to) go out of business /gou aut av
‘biznas/ v to fail 11.A 98

(to) involve (somebody) /in'volv/ v to
allow somebody to participate 11.D 106
involved: to be involved in /bi: in'volvd
./ adj to participate in 11.D 106

keen: to be keen on (something)

/b1 ki on/ v to like something a lot
11.C 103

landlady /lendleidi/ n the woman who
owns the place you live in 11.Q 105
(to) lose one’s position /lu:z wans
pa'zifn/ v to do worse, to fall 11.B 100
(to) match pound-for-pound /maet|
Jpaund fa 'paund/ v to give exactly the
same amount of money 11.D 106

(to) miss the post /mis da 'paust/ v to be
too late to send things by post 11.A 98

monitor /monita(r)/ n the part of a
computer which includes the screen
11.Q 105

obedient /a'bi:diont/ adf who does what
they are told to do 11.B 101

(to) pledge /pled3/ v to promise
11.D 106

(to) put value on /put 'valju: on/ v to
consider as important 11.D 106
raffle ticket /taefl tikit/ n a kind of lottery

ticket; in a raffle, there are prizes to win
11.D 106

(to) recruit staff /ri kru:t 'sta:f/ v to take
on new employees 11.0 107

rent /rent/ n the money you pay every week
or month to live where you do when you do
not own the property yourself 11.Q 105

sales point /'seilz pomt/ n the place on a
website where you can buy things 11.D 107
scheme /skiim/ n (here) a plan for doing a
particular thing 11.D 106

shaving gel /'[eivin d3el/ n a kind of
cream that you use before shaving 11.A 98

(to) shout about (something) /' [aut

2 baut/ v to make public statements about
something, to let people know clearly
about something 11.D 106

social conscience /sou]l konfans/ n
beliefs about what is right and wrong in
relation to society 11.D 106

social problems /sau[l 'problamz/ npl
problems in society (poor housing, low
pay, drugs, etc.) 11.D 106

soft /soft/ adj not hard, smooth 11.A 98
(to) soothe (your skin) /su:d/ v to stop
your skin feeling sore 11.A 98

sponsor /'sponsa(r)/ n a person or
organization which gives money for an
event 11.D 107

(to) sponsor /'sponsa(r)/ v (here) to say
that you will give someone money if they
do a particular thing (a way of making
money for charities) 11.D 106

(to) spread a little happiness /spred o
A1t 'haepmoas/ v to he p make other people
happy 11.D 106

(to) support /so'po:t/ v (here) to help, to
be in favour of 11.D 106

ultraviolet rays /altro vaialat ‘re1z/ npf
harmful radiation from the sun 11.A 98
well-off: less well-off than ... /les wel
.of don/ adj who doesn't have as much
money as ... 11.D 107

(the) wider world / 'waida w3:ld/ n the

world in general, not just your local area
11.D 106

youthful look /ju:6fl luk/ n a young
appearance 11.A 98

12 It’s in the making!

A4 paper /e1 fo: ‘perpa(r)/ n the standard
size of paper in offices 12.B 110

acidity /o'sidati/ n hew acidic something is
12.Q 115

aim /eim/ n a goal, objective 12.D 117
(to) attach /o'taet]/ v (here) to join
together 12.B 111

bid: in a bid to ... /in 2 'bid ta/ adv in an
attempt to 12.D 116

blending /blendin/ n mixing 12.B 111
(to) can /kan/ v to put into tins 12.Q 115

(to) come top /kam 'top/ v to come first
12.A 108

(to) coordinate /kou's:dinert/ v to
organize 12.D 116

corner shop /komo [op/ n asmall, local
shop 12.Q 114

corporate logo /koparat 'laugau/ n a
small design used by a company so that
its products, or name will be recognized
12.D 116

cot /kot/ n a small bed with high sides for
very young children 12.A 109

diploma /di'plauma/ n a certificate, a
qualification 12.B 111

direct-mail campaign /do rekt, dri, dai-
'‘meil kaem,pein/ n a campaign which

involves sending letters or information
directly to people by post 12.D 116

disabled /dis'eibld/ adj having a
permanent physical problem 12.D 116
energy consumption /'enadsi

kon samp[n/ n the amount of gas and
electricity that is used 12.Q 115

extractor /ik'straekta(r)/ n a machine which
removes, something 12.Q 115

(to) facilitate /fo'silitert/ v to encourage,
to promote, to make easier 12.D 116
favour: can you do me a favour? /kon ju
dur mi: 2 'ferva(r)/ phr something you do
for someone in order to help 12.A 108

ferry /feri/ n a boat for passengers which
is used for a short distance 12.A 109

five seater /faiv 'sizta(r)/ n a car with
seats for five people 12.C 113

gear /gia(r)/ n equipment, clothes
12.D 117

gin /d3in/ n an alcoholic drnk 12.A 109
graphic /'grafik/ adj using pictures and
clear writing 12.D 117

halfway through /ha:fwer 'Oru:/ adv
having finished half (50%) 12.Q 114
high-visibility /hair viza'bilati/ n the
possibility of being seen easily by a lot of
people 12.D 116

in-house /1n 'haus/ adj carried out within
the company 12.C 113

life-saving /laif seivig/ n (here)
preventing somebody from drowning
12.D 116

local inhabitants /loukl inhabitonts/ npl
people who live locally 12.D 117

marathon /m=rafon/ n a long running
race over a distance of 42 km 12.D 116

pan /pan/ n a container for cooking things
in 12.A 109

plant /plamt/ n (here) a factory 12.B 111

plunge: to take the plunge /tu:teik do
'pland3z/ v to jump into the water 12.D 116

popular demand /popjala di'ma:nd/ n
what people say they want 12.Q 115

print advertising /print @dvataizin/ n
advertising in newspapers and magazines,
etc. (not on TV or radio, for example) 12.D
116

public /'pablik/ adj not private, relating to
government organizations 12.D 116
quality assurance /kwnolati o' [uarons/

n managing the activities involved in
ensuring that the quality of products or
services remains good 12.Q 115

recreation /rekri'ei[n/ n leisure 12.D 116

regionally /ri:dzanali/ adv within a region
(an area larger than a town) 12.D 116
relay /'rizle1/ n a race in which two or more
people or teams take part, 2ach person or
team running just one section of the race
12.D 116

shampoo /[&em'pu:/ n what you wash your
hair with 12.B 110

surveillance /so'veilons/ n watching of
people for security reasons 12.Q 115

tip-top /tip top/ adj excellent 12.D 116

tube /tju:b/ n the type of packaging that

things such as toothpaste come in, which
you squeeze 12.B 111

tuna /tjumna/ n a kind of very large fish
12.B 110

two-step process ['tu: step prouses/ n a
process which has two stages 12.C 113

under-privileged / anda'privolidzd/ ad|
from a poor background or one with social
problems 12.D 116

unloading /anlaudin/ n removing goods
from a lorry or other form cf transport
128111
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13 Bank it!

alcoholic drink /xlko holik 'drigpk/ n a
drink which has alcohol in it (beer, wine,
etc.) 13.C 122

amazing /o'meizin/ adj fantastic,
wonderful 13.D 127

application /aepli'kei[n/ n a written
request for a job 13.A 118

arms sales /‘axmz seilz/ npl the selling of
guns and other weapons 13.D 126

bank clerk /beqk kla:k/ n a person who
works in a bank 13.Q 125

bank rate /'benk reit/ n the rate of
interest charged by a bank when it lends
money 13.C 123

bear /bea(r)/ n & large mammal, usually
brown or white, -hat eats flesh, insects and
plants 13.A 119

beard /biad/ n the hair on a man's chin
13.A 119

bike /baik/ n a bicycle 13.B 120

(to) break up /breik ‘ap/ phr v to divide
13.D 126

(to) channel funds /'t[@n] fandz/ v
to arrange for money to be used in a
particular way 13.D 126
conspicuous /kan'spikjuas/ adj very
visible, very obvious 13.D 126
conversion /kon'v3:i[n/ n exchange,
changing into a different currency
13.D 127

couple: a couple of weeks /o> kapl ov
'witks/ n about two weeks 13.Q 125

criminal /kriminl/ n a person involved in
illegal activities "3.D 126

daytime /'deitaim/ adj for use during the
day 13.A 119

delay /di'le1/ n i there is a delay to
something, it is not done on time, it is late
13.B 120

deposit /di'pozit/ n part of the total price
of something which you pay when you
agree to buy the thing 13.A 118

(to) differ /difa(r)/ v to be different, to
vary 13.C 122

(to) disguise (something) /dis'gaiz/

v to hide something by changing its
appearance 13.D 126

drug trafficking /'drag treefikin/ n buying
and selling illegal drugs 13.D 126

(to) exchange /iks'tfeinds/ v to change
13.C 122

fraud /fra:d/ n getting money by lying or
tricking somebody 13.D 126

(to) generate /d3enoreit/ v to create, to
make 13.D 126

(the) globe /'glaub/ n the world
13.D 126

integration /inti'gre1[n/ n the process of
making something part of something else
13.D 126

launderer /lo:ndora(r)/ n a person who
launders money 13.D 126

legitimate /li'dzitimot/ adj legal 13.D 126

Business Update

(to) legitimize /li'dzitimaiz/ v to make
legal 13.D 126

money laundering /'mani lomndarig/ n
processing illegally-obtained money so that
it appears legitimate 13.D 126
money-making /mani meikin/ adj which
makes money 13.D 126

moped /mauped/ n a small motorbike
13.Q 125

moth /moB/ n an insect similar to a
butterfly 13.A 119

(a) national /naz[nal/ n a citizen of a
country 13.C 122

occupation /okju'perfn/ n a job, a
profession 13.A 119

overdraft /ouvadra:ft/ n the amount of
money which you owe your bank on an
individual account 13.A 118

(to) pay back /pe1 'baek/ phr v to give
back money that you owe 13.C 122
phase /feiz/ n a stage 13.D 126
placement /'pleismoant/ n placing, putting
(something) somewhere 13.D 126
prostitution /prosti'tjuz[n/ n having sex
with people in exchange for money
13.D 126

real estate /112l 1 steit/ n property
(buildings, apartments, land) 13.D 126
refund: to give somebody a refund
/tuzgiv'sambadi: o 'ri:fand/ v to give
somebody their money back 13.B 120
(to) run up debts /ran ap ‘dets/ phr v to get
into debt, to owe a lot of money 13.A 118
scheming /'skiimiy/ n planning 13.D 127
smuggling /'smaglin/ n bringing
something into or out of a country illegally
13.D 126

surname /'s3meim/ n your last name
13.A 119

title /'taitl/ n (here) a form of address
such as Mr, Mrs or Dr 13.A 119

TOEFL /['toufl/ abbrev Test of English as a
Foreign Language 13.Q 125

tough /taf/ adj hard, difficult 13.A 118
unlawful /an'lo:fl/ adj illegal, against the
law 13.D 126

weak /wik/ adj the opposite of strong
13.A 1189

14 Food for thought

antioxidant / @nti'vksidont/ n a type of
food which is thought ‘o help protect you
against cancer 14.D 136

astronaut /®strono:t/ n a person who
travels in space 14.A 129

beef /bi:f/ n the meat from a cow or bull
14.A 129

bowl /baul/ n a dish 14.D 136

broke: I'm broke /aim 'braouk/ phr (coll) |
haven't got any money 14.Q 135

(to) build defences against /bild
dr'fensiz 2 genst/ v to create resistance to,
to protect against 14.0 136

cancer [kansa(r)/ n a serious disease in
which you get a tumour somewhere in your
body 14.D 136

cell /sel/ n the smallest part of a plant or

animal that can function independently
14.D 136

cereal /'s1orial/ n a plant such as wheat or
oats 14.D 136

circulation /s3ikjo'lerfn/ n the flow of
blood in the body 14.D 136

(to) corrupt /ka'rapt/ v to damage
14.D 136

dehydrated /di:har'dreitid/ adj lacking
water in your body 14.C 136

dehydration /dichar'drei[n/ n lack of water
in the body 14.D 136

dependent: to be dependent on

/tu: bi di'pendant pn/ v (here) to have to
use 14.D 136

diet: to go on a diet /tu;gau ,on 2 'daiat/
v to eat less food, especially in order to
lose weight 14.A 129

disgusting /dis'gastin/ adj horrible

14.B 130

distorted /dis'to:tid/ adj changed in a bad
way 14.D 136

ease: the ease with which /01 '1:z w10
wit[/ n how easily ... 14.D 136

fed up: I'm fed up with ... /amm 'fed ap
wi1d/ phr (coll) I'm tired of ... 14.Q 135

free radicals /'fri: raediklz/ np/ molecules
in the body which are thought to encourage
cancer and heart disease 14.D 136

fries /fraiz/ npl chips; pieces of fried
potato 14.A 129

GM foods /dzi: .em fu:dz/ npl genetically-
modified foods; foods that have been
changed by the introduction of a gene from
another plant, etc., for example to make a
plant which resists disease 14.Q 134

healthily /'helBili/ adv in a way that is
good for you 14.Q 134

lamb /lazm/ n the meat from a sheep or
lamb 14.A 129

look: it looks like rain /it luks laik 'remn/
phr | think it's going to rain 14.B 130

mashed potatoes /ma [t pa'teitavz/ npl
cooked potatoes which have been crushed
into a soft mass 14.B 130

mozzarella /motsarela/ n a type of ltalian
cheese 14.B 130

muscles /'maslz/ n muscles are the parts
of the body which you need in order to
move 14.D 137

nutritious /nju'trifas/ adj nutritious food is
good for you because it gives you energy
and contains vitamins 14.D 137

omelette /omlat/ n a dish made with
eggs 14.B 130

pork /pa:k/ n the meat from a pig
14.A 129

(to) resist (something) /ri'zist/ v if you
resist something that you would like, you
choose not to have it 14.D 136




risotto /ri'zotau/ n a rice dish typical of
Italy 14.B 130

salami /so'la:mi/ n a kind of sausage
14.B 130

score /sko:(r)/ n result 14.C 132
starving /'sta:vin/ adj very hungry
14.B 130

steak /steik/ n a slice of beef 14.B 130

strike /straik/ n if there is a strike, the
people in a particular job have decided not
to work, for example because they want
more pay 14.B 130

tuna steak /'tjumno steik/ n a slice of tuna
14.B 130

varied /'vearid/ adj having different things
init 14.D 136

vegetarian /vedzo'tearion/ adj (adj) not
containing meat or fish 14.B 130

why bother? /wai 'bodo/ phr what's the
point? it's not worth it 14.C 132

15 It’s an e-world!

browser /brauza(r)/ n a program that
allows you to look at and interact with
information on the web 15.B 141

cookie /'kuki/ n software that saves
information from the web on your
computer when you are browsing,
tracks what you view, and registers your
computer to the sites you use 15.B 141

crazy [kreizif/ adj mad 15.B 140
decline /di'klain/ n a reduction 15.C 143

digital /'did31tl/ adj using a technology
that produces thousands of very small,
electrical signals 15.D 146

download /daunlaud/ n something that
you can copy ento your computer legally
from the internat 15.C 142

downturn /'daont3m/ n a worsening, the
fact of becoming less successful 15.Q 144

(to) face /feis/ v to confront, to have to
deal with 15.Q 144

global warming /glaubl 'wo:min/ n the
increase in temperature in the world,
generally believed to be caused by burning
fuel 15.Q 145

home page /houm peids/ n the main
page of information about an organization
or company when you go to its website
15.B 141

hostile /hosta:l/ adj unfriendly, aggressive
15.A 139

in real time /n r12l taim/ adv if
something hapoens in real time, it happens
instantly and is not delayed 15.B 141

inflation /in'flei[n/ n general increase in
prices in an economy 15.Q 144

(to) interact with (something) /intor'ekt
wid/ v to react to, to respond to 15.B 141
message board /mesid3z bo:d/ n a

website where you can leave messages
15.B 141

nature: the nature of the business /02

neitfar ov da ‘biznas/ n what the business
is like 15.D 147

option /'bp[n/ n a possible choice
15.D 146

outlook /autluk/ n the way things look for
the future of something 15.Q 144

piracy /‘parrasi/ n the act of making illegal
copies of music, software, etc. 15.D 146
(to) poll (a group of people) /paul (2
gru:p av piipl)/ v to ask a group of people
a question or series of questions in a
survey 15.D 146

server /['s3:va(r)/ n part of a computer
network which stores files and which you
can connect to in order to retrieve files
15.B 141

service sector /'s3:vis sekta(r)/ n the
areas of business concerned with providing
services, for example banking, insurance
and tourism 15.A 138

(to) subscribe /sob'skraib/ v to become a
participant in a mailing list 15.B 141

vase /va:z/ n a container for putting
flowers in 15.A 139




A4 paper
ability
abstract art
abuse
abusive
(to) access
acidity
acquisition
across: from across Europe
(to) activate (something)
active
addicted
additional
address label
(to) adjust
adolescent
affordable
against: to be against
(something)
agenda
aid
aim
alcoholic drink
amazing
analysis
anniversary
annual
antioxidant
antique
apartment
appliance
application
appreciated
approach
archive box
arms sales

around: who is always around

arrangements
artwork

as: it's as simple as that
as is

astronaut

(to) attach
attachment

(to) attempt
aware of
awkward
baby-care range
backpack

bad connection
badge

band

bank clerk

bank rate

(to go) bankrupt
bathroom

beans

bear

beard

(to) become mixed up

12.B 110
2B 14
4.D 36
2.C18
2.C19
1.C 10

12.Q 115
8.D 78
1.C 10
5.D 47
7.B 61
5.D 46

1.Q 9
2B 15
7.A 58
7.D 67

11.D 106

6.D 56
10.D 96
9.D 87
12D 917
13.C 122
13.D 127
5.D 46
10.D 90
7.C 63
14.D 136
8D 77
4.A 28
7.D 66
13.A 118
11.D 106
7.D 66
4.C 33
13.D 126
6.D 56
2.A13
4.D 36
3.Q 25
7.D 66
14.A 129
12.B 111
9.Q 85
11.D 106
7.B 61
11.B 101
11.Q 104
8.A 68
1.Q 8

5.C 43
4.B 30
13.Q 125
13.C 123
3.Q 25
3.C 26
9.D 86
13.A 119
13.A 119
8.Q 74
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beef

(to) benefit from
(something)

best suit

beware

bid: in a bid to ...

bike

billing statement

biology

bland

blank

blending

blood

board

boardroom

body odour

bonus

bother!

(to) bother

bowl

(to) break up

briefcase

brightly

brilliant

broke: I'm broke

browser

(to) build defences against

bulky

(to) burn

business interests

bye!

cafeteria

caffeine

(to) call up

calm

campus

(to) can

cancer

capable of

capital city

career fair

cash dispenser

cause

(to) cause harm

CD-ROM

cell

cent

cereal

chairman

change: have you got
change for ...7

(to) channel funds

(to) charm

cheap

cheaper

(to) check-in

(to) check your tongue

chip

choir

circulation

14.A 129

11.D 106
1.C 10
5.D 46

12.D 116

13.B 120
5.B 41
8.C 73
4.D 36
7.Q 65

12.B 111
3.C 26
9.D 86
8D 77

11.A 98
3.C 26
5.A 39
9.B 81

14.D 136

13.D 126
4.C 33
7.0 67

1.B 6

14.Q 135

15.B 141

14.D 136
11.C 102
5.B 43
2.C 18
4.B 31
8.c 72
4.D 36
2A12
4.D 36
3.C 26
12.Q 115
14.D 136
11.C 103
8.Q 74
1.Cc 10
10.A 89
3.C27
2.C 18
9.A 79
14.D 136
10.A 89
14.D 136
8.D 76

10.A 89
13.D 126
9.A 79
3.A 20
1.c 10
8.D 77
9.A 79
5.C 43
1.Q9
14.D 136

city

(the) City
classical music
(to) cleanse
client-based job
club

clubbing

cluster

college

(to) combine
(to) come across
(to) come into (money)
(to) come round
(to) come to

(to) come top
(to) come up with (an idea)
(the) coming year
committed
commitments
common
compact
conspicuous
consultancy
consumer power
contemporary
(to) control (something)
conversion
cookie

(to) coordinate
core

corner

corner shop
corporate logo
(to) corrupt

cot

couple: a couple of weeks
(to) cover

crate

crazy

creamy

creative

creative energy
crime

crime story
criminal

culture

currency

(to) cut back
(to) cycle

daily

danger

daytime

dead

decade

decent

(to) decline
decline
decorative
dedicated to
(to) deduct

1.A 4
4D 36
1B 6
11.A 99
6.D 56
1.B 7

1B 6

9.A 79
1.A 4

6.D 56
9.C 83
9.C 83
3.Q 25
7.Q 65
12.A 108
9.C 83
8.Q 74
11.D 106
4B 31
2.C 18
8.A 68
13.D 126
6.D 56
3.A 20
4D 36
5.A 38
13.D 127
15.B 141
12.D 116
7.D 66
4.C 32
12.Q 114
12.D 116
14.D 136
12.A 109
13.Q 125
2.Q 16
10.A 89
15.B 140
9.D 86
4.D 36
4.D 36
10.C 93
5.Q 45
13.D 126
11.D 106
10.C 93
10.B 90
1B 6
8.A 69
2.C18
13.A 119
7.Q 64
7.C 63
3.C27
7.C 63
15.C 143
7.D 66
1.C 10
3.C 26



definite 11.D 106
dehydrated 14.C 136
dehydration 14.D 136
delay 13.B 120
(to) delete 5.D 47
delighted 1.C10
deodorant 11.A S8
depend: it depends ... 2.Q 17
dependent: to be

dependent on 14.D 136
deposit 13.A118
desk 1.A4
diet: to go on a diet 14.A 129
(to) differ 13.C 122
digital 15.D 146
dignity 6.D 56
diploma 12.B 111
direct-mail campaign 12D 116
directions 4.A 28
disabled 12.D 116
disappointed 3.Q 24
discreetly 9.Q 84
(to) disguise (something) 13.D 126
disgusting 14.B 130
distorted 14.D 136
(to) disturb 5.A 39
domestic 8.Q 75
download 15.C 142
downturn 15.Q 144
dreams: the job of their dreams 1.C 10
drive 5.Q 45
driver 1A5
drug trafficking 13.D 126
drunk 7.D 67
due: she’s due back in ... 11.Q 104
dull 3.C27
DVD 3.Q 25
ecological 7.D 67
economic 8.C73
edge 5.C 43
effectively 6.D 56
elbow 6.A 48
(to) eliminate 7.D 66
employer 1.C10
en suite 8B 71
(to) end up doing (something) 6.D 56
energy consumption 12.Q 115
equator 9.D 86
error 4.D 36
ethical 11.D 106
(an) evening out 8.Q 75
event 1.C10
Excel 2.B 14
excess 11.C 102
(to) exercise 11.D 106
(to) exhaust (somebody) 4.D 36
exotic 7.D 66
(to) expect 2.B 15
exploitation 3.C27
extractor 12.Q 115
(to) face 15.Q 144
face-to-face 1.C 10
(to) facilitate 12D 116
fair 1.C10
fan 3.C 26

favour: can you do me

a favour? 12.A 108
fax machine 2.B 14
fear 10.A 89
fed up: I'm fed up with ... 14.Q 135
ferry 12.A 109
figures 2.A 12
fine 2.C18
fine: I'm fine 1.A 4
fingers 6.A 48
(to) fire 3.C 26
five seater 12.C 113
fixed 6.D 57
flashing 7.D 66
flat 8B 71
floor 1.6 10
focus 4.D 36
for: to be there for (something) 6.D 56
forbidden 7.Q 64
forecast 8.B 70
fortnight 10.B 90
fraud 13.D 126
freak 5.D 46
free: for free i.C 10
free radicals 14.D 136
freight: by freight 10.C 92
friendly 1.Q 8
fries 14.A 129
(to) fume 5.B 41
functional 7.D 66
functionality 7.D 66
fund-raising 11.D 106
funds 11.D 106
further 3.A21
future employee 1.C 10
future prediction 2.B 14
G8 10.D 96
(to) gather 11.D 106
GDP 9.D 87
gear 12.D 117
(to) generate 13.D 126
genius 5.C 43
geography 5.C 43
(to) get on with (something) 9.C 83
(to) get over (an illness) 9.C 83
(to) get round to (doing

something) 9.C 83
gin 12.A 109
(to) give a speech 4.B 31
global warming 15.Q 145
(the) globe 13.D 126
glow 11.D 106
GM foods 14.Q 134
go-ahead 4.D 36
go for it 5.D 47
(to) go out of business 11.A 98
good: it's just not good

enough 7.Q 64
graphic 12D 117
grateful 11.B 101
(to) greet 1.Q 8
guest 8B 70
guy 5.B 41
halfway through 12.Q 114

(to) hassle

(to) head for

healthily

healthy

high visibility
highlights

hip hop

hold: to be on hold
home page

hopeless

horse: | could eat a horse
hospitality

hostile

hotelier

house

human rights
immensely

impolite

(to) impose

impression

in cyberspace

in real time

in stock

incorrect

(to) increase

inflation

information technology
informational

in-house

instruction manual
insult

integration

intense

(to) interact with (something)
intonation

(to) invite

(to) involve (somebody)
involved: to be involved in
IT systems support

jail

jazz trio

job title
keen: to be keen on

(something)
(to) keep fit
key
keypad
label
labelled: to be labelled
labour: cost of labour
labour conditions
lamb
landlady
(to) last
last night
launderer
league table
legitimate
(to) legitimize
leisure activities
(to) lend (something to
somebody)
life-saving
lifestyle
light

2.C.19
8.C 72
14.Q 134
7.D 66
12.D 116
8.D 77
1B 6

5.A 38
15.B 141
9.B 81
8.B 70
8.Q 74
15.A 139
8.B 71
2.C 18
2C18
4.Q 35
8.C 73
2.C 18
1.C 10
1.C 10
15.B 141
3.Q 25
1B 16
4.D 36
15.Q 144
1.C 10
7.D 66
12.C 113
4.Q 35
2C 18
13.D 126
3.C 26
15.B 141
1.A5

1.C 10
11.D 106
11.D 106
1.A 4

2C 18
1.Q 9
1.A5

11.C 103
1.B6

5.A 38
5.D 47
3.C 26
6.D 56
3.C 26
3.C 26
14.A 129
11.Q 105
3.A 21
1.A 4
13.D 126
7.C 63
13.D 126
13.D 126
1B7

5.A 39
12.D 116
1B 7

3.A 20

i



likely

link

literature

living wage

lobby

local inhabitants

locked

logged on

logically

logo

longer

loo

look: it looks like rain

(to) look in on (somebody)

(to) look into (something)

(to) look out for (somebody)

(to) look up to (somebody)

loop

(to) lose one’s position

loud

lounge

loyal

lung

luxurious

Mac package

mad: it's mad

main road

manner

manual

manual worker

marathon

market researcher

mashed potatoes

(to) match pound-for-pound

material

means: that means ...

means of communication

message board

mind: to change your mind

mind: to make up your mind

mind: would you mind ...?

minimum wage

(to) miss the bus

(to) miss the post

missing

model|

(to) monitor

money laundering

money-making

moped

moth

movement

mozzarella

muscles

myth

(a) national

natural fibres

nature: the nature of the
business

necessary evil

necessity

neon sign

(to) network

neutral

news: the bad news is that ...

9.B 80
5.B 41
7.D 66
3.C 26
8.D 77
12.D 917
1.A 4

1.C 10
2C18
8.D 77
3.A 21
9.Q 84
14.B 130
9.C 83
9.C 83
9.C 83
9.C 83
10.A 89
11.B 100
3.C 27
8.B 71
7.C 63
3.C 26
8.D 76
2B 14
6.B 50
4.A 28
9.A 79
4.Q 35
3.C 26
12.D 116
10.Q 95
14.B 130
11.D 106
3.C 26
7.Q 65
5.D 46
15.B 141
9.Q 85
8.B 70
2.C18
3.C 26
3.B 22
11.A 98
1.Q 8
3.Q 25
2.C18
13.D 126
13.D 126
13.Q 125
13.A 119
10.D 96
14.B 130
14.D 137
2.C18
13.C 122
7.D 66

15.D 147
5D 46
2B 14
7.D 66
1.€ 10
4.D 36

1.Q 8

Business Update

news kiosk

no longer

no worries
noon

novel

now and again
nutritious
obedient

occupation
off work: you have the
afternoon off work

offensive

omelette

on target

open-air cinema

open to interpretation

option

organic

organizer

outing

outlook

output

overdraft

pan

paper clip

pardon

parking meter

pastel

(to) pause

(to) pay back

paycheck

payslip

pen pal

pencil sharpener

per night

(to) perform

personal assistant

Personnel

phase

photography

piece of advice

piracy

placement

plan of action

plant

(to) pledge

plunge: to take the plunge

polite request

(to) poll (a group of people)

(to) pollute

popular demand

pork

port

portable

porter

possibility

powerful

pregnancy test

(to) press

(to) pride oneself on
(something)

print

print advertising

prison sentence

privacy

4.A 28
4.D 36
5.D 46
4.A 29
7.D 66
9.D 86
14.D 137
11.B 101
13.A119

2.B 14
2.C 18
14.B 130
8.D 76
8D 77
4D 36
15.D 146
7.D 66
1.Cc 10
8.Q 75
15.Q 144
4D 36
13.A 118
12.A 109
5.Q 45
1.Q8
10.A 89
4D 36
5.D 47
13.C 122
3.C 26
1.A 4

1.B 7
5.Q 45
8.A 69
8D 77
1.A 4
1.Q9
13.D 126
8.C 73
6.Q 54
15.D 146
13.D 126
3.B 22
12.B 111
11.D 106
12.D 116
2B 14
15.D 146
8.Q 75
12.Q 115
14.A 129
9.D 86
9.A 79
8.B 71
2.B 14
4.D 36
3.C 26
5.A 38

7.B 61
4D 37
12.D 116
2.C19
2.C18

private

production line
productive

profit

progress

(to) project an image
project-type job

(to) promote

(to) promote their image
proper

prostitution
protected

protection

(to) provide
psychologist

public

public sector

public transport
punishment

(to) purchase
purified

purse

(to) put in longer hours

(to) put off (doing something)

(to) put value on
qualification
quality assurance
quiz

racial harassment
raffle ticket

(to) raise

rap music

rapid

rate

real estate

rear

reasonable
recently

(to) record
recreation

(to) recruit staff
recruitment
recycled

(to) reduce

refund: to give somebody
a refund

regimen
regionally

(to) register
relay

rent

(to) repair
(to) repay
report
representative
(to) require
(to) resist (something)
(to) restrict
(to) resume
retail price
right

(to) ring

(to) ring up
risotto

robot

2.C 18
8.D 77
4.D 37
4.A 28
10.C 93
4.D 36
6.D 56
4.D 36
4.D 36
3.C 26
13.D 126
3.B 22
2.C18
2.C18
4.D 36
12.D 116
6.D 56
1B 6
2.C19
7.C 62
3.C 26
4.C 33
6.D 56
9.C 83
11.D 106
1.c 10
12.Q 115
1.Q 8
2.C 18
11.D 106
4.D 36
5.Q 45
15.A 138
8.A 69
13.D 126
10.A 89
2.C 18
1.c 10
1.Q 8
12.D 116
11.D 107
6.D 56
7.D 66
4.D 36

13.B 120
7.D 66
12.D 116
1.C 10
12.D 116
11.Q 105
9.B 80
3.B23
3.C 26
1.C 10
5.B 41
14.D 136
7.A 59
5.D 47
3.C26
2.C 18
5.A 38
10.B 90
14.B 130
8.Q 75



row
rucksack
ruling
run

(to) run up debts

safe
salami

Sales Manager
sales point
Salvadoran

scheme
scheming

science fiction

score

SE
Secretary
sector

Security Guard
(to) send out
(a) series of

server

service sector

set
(to) sew

sewing operator
sexual harassment

shampoo

shaving gel

shirker

shopping centre

shorts

(to) shout about (something)

showroom

single mother
skip: to skip to the end

slashed
slim
smuggling

social activities
social conscience
social problems

soft
solution

(to) soothe (your skin)
sophisticated

source
spare
(to) spill

splash of colour
(to) sponsor

sponsor

(to) spread
(to) spread a little happiness

(to) spurn
square
standard
stapler

(to) start out

starving
statement
steak
step

stereo system

sterile

stimulation

4.D 36
8.C 72
2.C 18
1.Q 8
13.A118
10.A 89
14.B 130
1.A 4
11.D 107
3.C 26
4.D 36
13.D 127
1.0 14
14.C 132
7.Q 65
1.A 4

1.C 10
1.A 4

6.B 50
8.D 76
15.B 141
15.A 138
3.Q 25
3.C 26
3.C 26
2018
12.B 110
11.A 98
6.D 56
4.A 28
3.C 26
11.D 106
6.C 52
3.C 26
5.D 47
7.D 66
8.A 68
13.D 126
4.B 31
11.D 106
11.D 106
11.A 98
5.B 40
11.A 98
7.D 66
3.C 26
7.D 66
7.Q 64
4.D 36
11.D 106
11.D 107
10.A 89
11.D 106
5.B 41
4.A 28
5.D 47
5.Q 45
7.D 66
14.B 130
1A 5
14.B 130
5.D 47
8.C 72
4.D 36
4.D 36

stockbroker

(to) store

strange
streamlined
stress

stress-free
stressful

strike

(to) subscribe
summit

(to) support
suppose: | suppose so
surname
surveillance

(to) switch

(to) take a look
(to) take away
(to) take (information) in
(to) take (time) out
(to) take risks
(to) take someone to court
(to) take time off
tap water

target
technophobe
testimony

testing

text message

tint

tiny

tip-top

title

TOEFL

tough

tour

trades fair

traffic

traffic-free
tranquil

(to) transfer
transfer key

(the) trouble with ...
tube

tuna

tuna steak
two-step process
ultraviolet rays
unadorned
underprivileged
unique

unlawful
unloading

(to) unravel

up till

(to be) up to date
(to) update
useful

username
valuable

varied

(to) vary your tasks
vase

vat

vegetarian

virtual

7.C 62
3.A 21
3.B 22
7.D 66
4.D 36
6.A 48
6.D 56
14.B 130
15.B 141
10.D 96
11.D 106
6.B 51
13.A 119
12.Q 115
5.D 46
4.B 31
9.C 83
9.C 83
6.Q 55
7.B 60
2.C 18
1.C 10
3.C 26
7.B 60
5.D 46
3.C 26
3.C 26
5.D 46
10.A 89
10.A 89
12D 116
13.A 119
13.Q 125
13.A 118
10.A 89
1.C 10
8.B 70
8.Q 75
7.D 66
5.A 38
5.A 38
4.D 36
12.B 111
12.B 110
14.B 130
120 113
11.A 98
7.D 66
12.D 116
7.D 66
13.D 126
12.B 111
5.Q 45
6.Q 55
2B 15
3.Q 25
1.C 10
1.Cc 10
10.D 96
14.D 136
6.A 48
15.A 139
9.A 79
14.B 130
1.C 10

voice message

wage

wallet

(to) waste time

WC

weak

wedding anniversary
(to) weigh (something)

well-off: less well-off than ...

why bother?

(the) wider world

(to) win a case

with regards to ...

within the next ten years
wooden

woody

(to) work

(to) work a five-day week
(to) work overtime
work-related

work sector

working practices

world music

youthful look

2.C 18
3.C 26
8.A 68
1.C 10
8.A 69
13.A119
8Q 75
10.A 88
11.D 107
14.C 132
11.D 106
2.C 18
9.A 79
6.D 56
7.A 59
11.C 102
4.Q 34
3C27
3.C26
9.C 82
1.C 10
6.D 56
1.B6
11.A 98
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