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1.

EXERCISES WITH"TO BE’

A Pleasecomplete this conversation.

Kim:

Alex:

Kim:

Alex:

Kim:

Alex:

Kim:

Alex:

Kim:

Alex:

Kim:

Alex:

Kim:

Alex:

Kim:

Alex:

Hello.

you Bob?
No, I'm not. | Alex. Are \Daisy?
No, | not Daisy. I'm Kim.
Oh. Sorry!
Are from the Financial Area?
Yes, | . Where are you from?
I'm the Marketing Department.
Are a receptionist?
No, I'm not. | a secretary.
Oh!

Are you a manager?

No, | not. | am a receptsani
OK. Bye Alex.

Kim.

B Please find words from unit 1.

DUMANAGERF
JUNIORRXW I
LUOYTRAPHN
UEOANOOOEA
UHELLOERRN
OEHIYEHTEC
YRATERCESE ]




2. EXERCISES WITH QUESTIONS

Please
fmdd SECRETARY
woras ISUWHEREO
from ETOETHEHU
units ICYNAMEEA
one & UTHANKSSR
hWo. BUSINESSE
COMPANYHO
) R
B Please answer C Please write
the questions. the questions:
1. Are you from London? 1.
It's George Dougall.
2. Where are you from? 2.
I'm not. I'm a secretary.
3. What's your name? 3.
I'm Anaeric
4, Are you a receptionist? 4.
They Bsentetaries.




3. EXERCISES WITH THIS& THAT”

A

B

C

Link the words.
This is asks
These> are  afile
That  are Y\, aroom
Those is programs
This are apen
Those is pencils

Choose the correct option.

Example: / These room is near my office.

These / This managers are from London.
Those / That receptionist is American.
These / This diskettes are on my desk.
Those / That pencils are near the computer.

HwnN e

Link the drawings and the words.

This
That
Thes
Those

books are near

telephone is near ~__
envelope is / far

computers > are far




4.EXERCISES WITH POSSESSIVE ADJECTIVES

A B

Link the words. Find the words.

OICICDIO

WITREHTHIN
QPERNFAST
CE I R
ONEEYOLPME
APIRLICANTU
WQPLSYOUNGG

Y
S.U TBAL

%@ RUovY
ULUM

C Complete the sentences with some of {hessessive adjectives.

my your his her its our your  their
"This company is very small. name is
Roberts Ltd. Peter Laker is financial manager and
Mary Lockwood is assist | am the sales
manager. My name is Bob. res®my is very good.
name is Jill Pale.”




5. EXERCISES WITH"A” & “AN”

10.

A Please writea or an in the blank spaces.
receptionist accountant company
secretary old program ugly office
envelope pen computer
good curriculum office assistant

B Please write sentences like the ones below

She French good

I pens  cheap

We office cold

They secretaries old
You computer expensive
| room Dbeautiful

It receptionarea small
She boss intelligent

It system fast

We company new




6.

EXERCISE AT A HOTEL

A

Good evening.

You're at a hotel in New York City.
Please complete this conversation

What's your name, sir?

Oh, yes. One double room or

two single rooms, sir?

With television, sir?

And air conditioning?

Is the room for one night

or two nights, sir?

Match three elements.

R: Fine. What nationality

R:

Y:

are you?

Could | see your credit
card, please?

And your passport? Could
| have your passport?

Right sir...your room is
number 307, on the third
floor.

You're welcome.

R: Goodbye, sir.

\_

(
one two three four five ten
tenth\‘ first fith  third fourth  second
5 10 1 3 4 2




/. EXERCISES WITH" THERE IS’

A Please find words
from unit 7.

Please think about your office and tevri
sentences withhere is there are
there isn't and there aren't

You can use words likeredit card, canteen, meeting room, telephone,
fax, telex, robot, copier, employee, toilet, stame manager,
envelope, pencil, gluestc.

Co~NouA~wNPRE

=
©




8. EXERCISES WITH VERBS

A Please write the present form of these verbs.
to be to go to type to come to have
|
You
He /she /it
We
You
They
B Please use some of these verbs to writet sh
sentences with catmelp speak read

write go type build see charge meet

10.




9. EXERCISES WITH*MUCH” & “MANY”

A Please organise these words into two groups.

computer envelope money factory
diskette  coffee  dollar whisky paper
desk  water glue

. i

. -

Please use some of the words above to write ignest
and answers usifgpw much and how many

(O

1, # $%

$ %
2. "
3. ?




10. EXERCISE AT THE RESTAURANT

Imagine that you are a customer at an English
restaurant and complete the conversation

W: Good evening, sir /
madam.

there is some apple
pie. Would you like some?

W: Here you are. What
would you like to drink?

W: Fine, sir / madam.

W: And to eat?

W: Sorry. There isn't any.
There is only chicken or
beef.

W: Of course.
immediately...lt's 37
pounds and 50 pence in
total.

W: Very good. What
would you like for dessert?

W It's not expensive.
This is a very good
restaurant!

W: Sorry again! There
isn't any ice cream, but

W: Thank you very much.



HIGHLIGHTS 11

Interrogative & Negative Sentences with Do

Do you recommend government bonds?
No, | don't.

Does she like risky investments?
No, she doesn't.

PRACTICE

Pleasetransform these sentences into questions.

A. Alice lives in Edmonton.

: ' (

B. My secretary works from 9.00 to 5.00.

C. Jack and Clive prefer safe investments.
D. This restaurant accepts all credit cards.
E. They speak to their boss every morning.

F. Giselle lives in LA, California.



HIGHLIGHTS 12

Whose Saxon Genitive
Whose are those pencils? heyTe Sam's pencils.
PRACTICE

Please use the words below to write questiand answers

1. Whose passports

Mr & Mrs Kember

2. Whose notepads

the company

Alexandra

4. Whose ideas

Mark

5. Whose  factory

Q
A
Q
A
3. Whose computer Q:
A.
Q
A
Q
A

Sidney Rubber Company




HIGHLIGHT 13

Can Can't
Can you speak French? Can youksipaigan?
Yes, | can. o,Nlcan't.

PRACTICE

You're at an interview with a personnel manageomplete theonversation.

P.M. How do you do?
You +

P.M.  Sit down, please. Now, can you speak antevirutch?

You

P.M. Isee. Can you type 100 words a minute?

You

P.M.  Allright. Can you use a computer?

You

P.M.  Can you write a business letter in English?

You

P.M.  OK. Can you travel abroad every week?

You

P.M.  Very good. Well, how much would you likegarn?

You

P.M.  Fine then. Can you begin work next month?

You




HIGHLIGHT 14

Have
They have a factory. They've got a factory.
Do they have a factory? Have they got a factory?
They don't have a factory. They haven't got a factory.
PRACTICE

Please transform these sentences into questions.

Mary and Keith have a small investment

Keith O’Farrell has two secretaries.

1] #

Vicky has a computer on her desk.

They have a lot of work.

Christina has a private jet.

m ©O O W >»




HIGHLIGHTS 15

Days of the Week

Sunday Monday TuesdayWednesdayT hursday Friday Saturday

@ The Time

9.00 nine o'clock nine

9.15 a quarter past nine nine fifteen

9.30 half past nine nine thirty

9.45 a quarter to ten nine forty-five
PRACTICE

Vicky has to organise George Dougall's agenda.asderead
George's note and fill in the gaps.

, -/ #
0 0/ # 1 #
-2 23 #
' 4 -/
S :
DAY TIME ACTIVITY
Monday
Tuesday
Wednesday # &
Thursday + # 1
Friday




HIGHLIGHT 16

Object Pronouns

I'd like a new book. » George can bagone.
You need another car. > Tinoag selyou one.
He wants a computer. > Ed can Buppm with one.
Shed like a diamond ring. > Daocan giveher one.
It needs to be painted. > Hugh can paiit.
We'd enjoy a holiday abroag> Bert can inviteus.
You don't have an eraser. 9 Lgan lendyou one.
They lost their folder. > Stean find themone.
PRACTICE

O ~NO U PM~WNEF

=
o

Please fill in the gaps.

May andLou need money. But the bank can't lend any.
Samanthawants a new dress. Her husband can buy ne. o

Thiscar must be painted. Our mechanic's going to paint

| can't find my pencil. Could you pass____ thatone?
We're going to drink wine. Could youbring __ abottle?
Rick wants a bike. But his father cany bu one.
Youwant some holidays. Is your boss going to let go?
We'd like a Jaguar and a BMW. Could you buy  both?
Bill needs a credit. Is Mrs Grey goinghelp ?

Sandra needs an exciting new. Is she going to get ?



HIGHLIGHTS
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One

Which one?
The small one.

@ The Time

Ones

\8thiones?
The red ones.

9.10 ten past nine. nine ten.

9.20 twenty past nine. nine twenty.

9.30 half past nine. nine thirty.

9.40 twenty to ten. nine forty.

9.50 ten to ten. nine fifty.
PRACTICE

1. Please link

the three
columns.
3.30 half two
past fifty-five
three
ten three
to fifty
four
2.55 five three
. to thirty
. three
3.50 ten
past
seve

. Please choose

oneor ones.

I'd like three of those.

Sorry, whictone

I'm reading a book by De
Bono. Theone ones on
strategies

This cabinet is just like the

ones one I've
got at home.

How can you separate these
expenses from the othene
ones?




HIGHLIGHT 18

Possessive Pronouns

Mine yours his hers rou yours theirs

PRACTICE

Jenny is going to install a new program at Adam 8eEAdvertising
Company. Lucy—the company accountant—is shdvangound.

Please fit these words into the gapéz, mine,/{our, yours,
her, hers, theirand theirs

P. This is office. Itonly has a desk, a PC and a chair

J. Well, it's very nice, Lucy. Are these programs?

P. No. are over there, next to the wall.

J. Ah, yes. Lotus Notes and Excel—I'm sure ¢hase !
P. Now, this is Sheila's department. That compsiter

J. Which one? The Compaq?

P. No. That one is Adam's. This is capu

And last of all, the creative team. Mark, Marnyd Tracy.
This is area.  This Sun workstason

J. Good. Thanks, Lucy. You've been very kind!



HIGHLIGHTS 19

How Much How much wine have you got?
How Many How many cigarettes have you got?

Much | haven't got much wine.
Many | haven't got many cigarettes.
A Little I've got a little wine.

A Few I've got a few cigarettes.
PRACTICE

>

>

Andrea and Wendy are complaining about their jdieaBe
fill the gaps witmuch, many, a littleor a few

How_ phone calls do you attend every morning, Wen?
I I'm so busy answering the phbat | just

don't have time for the yeatportant work.

And the salary's low. | always have just money.

Yes. And...tell me...how peoEee there at

your office?

Seven. But we only have one computer and old

typewriters. Can you imagine that?

Yes | can. Remember we both work atshemecompary!



HIGHLIGHT 20
Numbers

10 Ten 100 one hundred 1,000 one thousand
20 Twenty 200 two hundred 2,000 two thousand
30 Thirty 300 three hundred 3,000 three thousand
40 Forty 400 four hundred 4,000 four thousand
50 Fifty 500 five hundred 5,000 five thousand
60 Sixty 600 six hundred 6,000 six thousand
70 Seventy 700 seven hundred 7,000 seven thousand
80 Eighty 800 eight hundred 8,000 eight thousand
90 Ninety 900 nine hundred 9,000 nine thousand

PRACTICE

Please order the sentences to write a fax.
6 Regards.

The cost is US$ 3,000 including VAT

| am sending you the description of our new

machine.

It is portable and light.

We can finance your order because we are

interested in your market

Could you fax your answer today?

| think this would be very good business

for you.

but if you buy more than 100 units you could

get a discount.




HIGHLIGHT 21

Present Continuous

I'm waiting for my boss. I'm not waiting for Jill.
You're playing tennis. You aren't playing squash.
He's having lunch. He isn't having breakfast.
She's typing some letters. She isn't typing a contract.
It's printing the invoices. It isn't printing a report.
We're checking payments. We aren't checking collections.
You're writing a list. You aren't writing a proposal
They're studying French. They aren't studying English.
PRACTICE

Please write these sentences again in presentreaus while using the
following expressionsiow, at the moment, right now, just now, at this
time. You will need to make some changes in eachrsante

1 Henry doesn’t work on Project Beta.

They don't always type letters in the morning.

Cindy usually calls her boyfriend after lunch.

We never control invoices or payments.

3 Nobody smokes in my office.




HIGHLIGHT 22

Question Words

Which Who What Where When Why how Whose

PRACTICE

Please match the three columns.

Whose
Why
Where
How
When
Which
What
Who

can't you come earlier? Model SXx2, if
it's available.

can | go there? In Greenville,
Texas.

one do you want? At the end of
September.

is waiting outside? Mine. It makes
an awful noise.

is your factory? By plane to Luton
and then by bus.

is the next fair? We manufacture
air filters.

does your company do? lt's that lawyer.
Peter Wigg.

truck needs a service? Because I leave

work at 6 PM.




HIGHLIGHT 23

Banking Expressions

open an account current account balance
bear interest savings account cheque
exceed an amount personal account average
pay bank charges company account fee

Simple Present

| think We think

You think You think

He / She / It thinks They think
PRACTICE

Please put these verbs into the gaps.

GO
STUDY

DO

HAVE

INVEST

Henry never to Paris without his secretary.

by train from Birmingham to London

Linda at night because she dislikeseoi

[ ___French because it's easier thaniSipan

Wedont any business in Europe.

She ___her shopping in the morning.

You an appointment with Mr Cutts nerew.
The firm doesn't __any agent in France.
Burt in shares because he enjoys takshkg.

Karla doesn't ___her money. Her husbaretd



HIGHLIGHT 24

Object Pronouns

me you him her it usyou them

PRACTICE

Some pronouns in the sentences below are rightsanie are wrong.
Please cross off the wrong pronouns and write tieect ones in the space
provided.

James Stone never seltRr a fax.

It is the same f(yé 7 1

Themneed a new representative.
These folders are fbre.

Is that cup of coffee fsher

Him directs our department.
Please call Fred. | nebdm.
Are you going to look foit?

Y OUnever finish on time! What's wrong?

ST IOM Moo >

They always talk abolit



HIGHLIGHT 25
Going to
I'm going to visit a client next week.
You're going to lose your money if you areaaweful.
He's going to start a new business irofbia.

She's going to
It's going to be

We're going to
You're going to
They're going to

present the product at 12PBD
a successful campaign.

build passenger jets.
travel before the end of theek.
invest some money in stocks.

PRACTICE

Please match each question to its answer.

A. What's Wendy going to do 1.
8

tomorrow?

B. Where are the new reps 2.
going today?

C. How are we going to 3.
arrive to the factory?

D. Who's going to fix the 4,

computer?

E. When are we going to have 5.
this meeting in Leeds?

F.  Which motor is the General 6.
Manager going to buy?

G. Are you going to accept 7.
the offer or not?

H. Why is the plane landing 8.
at Heathrow airport?

new mayits.

No. | don't like it.

Nobody. The boss said we
re going to buy an IBM.

By taxi.
First to Bath and then
o Bristol.

Next Wednesday from 2
5teM.

She's going to interview
Because Gatwick
airpisrblocked.

This Siemens. The other
esm@re too expensive.

0000000 ©



HIGHLIGHT 26

outside inside
towards between
Prepositions under on
in front behind

PRACTICE

Bill Brick is describing a factory plan to someaesiis. Please fill the
gaps with prepositions from the list above.

"I know Iit's hard to imagine the factory layout
paper, but later Sharon will give you a
three-dimensional CAD presentation. First of all,
please look here. The office is placed
the warehouse and the gates, so there's
visual control on lorries moving the
delivery area. Now, the parking lot is
the main block and can be reached by a lift from
the building or stairs from
Then, we have a small garden with the Company
name & logo of the building, and the
lorry parking area the warehouse.
Any questions?"




HIGHLIGHT

27

@ The Time

5.00 five o'clock five
5.05 five pastfive  five o five
5.10 ten past five five ten

5.15 aquarterpastfive five fifteen
5.30 half past five five thirty
5.45 aquarter to six five forty-five
5.50 ten to six five fifty

5.55 five to six five fifty-five

Telephoning

Collect call.

May | speak to Alex.
Put him through.
Hold on.

Are you going to take it?

PRACTICE

Please order this dialogue.
OK. Which department
does she work at?

May | speak to Georgette,
please.

Arrow & Co. Good morning.
Well, yes. Just tell her
Maurice called, please.

I'm sorry but | don't know it.

0000

-,
-,
O
-,
-,

Could you tell me her
extension number, please?

Hold on. I'll put
you through.

Thanks.

I'm afraid her line's busy.
Can | take a message?

Accountancy.



HIGHLIGHT

28

Going to

They're going to open new offices inmNéork.

PRACTICE

Riversoft Inc. are going to open their Europeamncefin London. You're

going to be their new general manager.

decisions you've made usingding to”.

Please mmMlest of the

You can use these verbs or you can look for otkdwssvin your book:
open, market, invest, sign, expand, sell, buy, expomnport, produce,

organise, rent, develop, manufacture.




HIGHLIGHT 29

Interrogative &  Negative

DO Do you like jazz? | don't enjoy music.
Be Is Tim a geologist? He isn't.
Have Have you got any cash? | haven't got a penny.

Do you have any cash? |don't have a cent.

Auxiliaries can you type? | can't

PRACTICE

There's a mistake in each of these sentences. Plrass it off and
write the correct form on the space provided.

Samuelsonﬁoe}{ n/At can manage this company. &

Smith don't understand Economics.

Does Taylor going to speak at the conference?

Has Peter have the best design team in Detroit?

Mr Demming doesn't gives seminars on cash flow.

Are Richard the new Institutional Relations $0s

Mr Greenspan doesn’t hasn't a laser printer.

IOMMUO®m>

| don't may help you.




HIGHLIGHT 30

Shall & Will

| shall make the reservations. won't send any invitation.
Youwill be in charge of the wine. Yeon't spend any money.
Hewill hire the car. Heon't need a new suit.
Shewill play Pomp and Circumstance. Sten't wear her pink hat.
It will work perfectly well. Nvon't break, don't worry.
We shal bake the cake. Wen't arrive late.
You will control the waiters. Yamon't serve the drinks.
Theywill sit by the window. Theyon't forget anything.

PRACTICE

Sydney Rubber Co.'s workers are on strike. Thepaagis Chairwoman,
Christina Jones, is now talking to the employe&ease fill in the gaps
usingshall, will andwon't.

"If you start work tomorrow morning | promise | fire anybody. But if

you persist on this strike we close the factory and we

move all our manufacturing operation to

the plant in Brazil.

Now, if you decide to stop this strike, the company build a new canteen

and a creche for young childrenSydney Rubber Company

also increasesalaries based on productivity and we start aprofit-sharing
plan.”




HIGHLIGHT 31

Adjectives & Adverbs

good well quiet  quietly

PRACTICE

Your company has received a new computer and bass wants you to
write a very short memo describing some advarstagel disadvantages.

< $

Please cross out the wrong word.

Workers in developing countries don't gejood M wages.

The social security system doesn't wonroper  properly.
Sydney Rubber Co. is arofitable profitably business.

Machines series 22/2 are apuiet quietly as series 22/5.

Samantha types moreeat neatlythan Lucy.

Mmoo



HIGHLIGHT 32

Banking Expressions

to change money exchange rate currency
to cash a cheque chequebook branch
PRACTICE

1 Miles Peterson works at a bank. He's written tomwats plans on
his agenda. Please link the three columns.

Read Henry Thomas at the Norfolk chequebook.
Buy / head office to ask for Mr Wigot

currency’
Meet the new regulation on foreign exchange rate.
Call pesetas only if | get a favourable branch.

Please order this dialogue between Miles PeteasmhJessica Punt.

Q Exchange rates. @ Hello, Mr Peterson. O Goadoming, Ms

Punt.

O OK. Which currencies? O renéh francs and yenQ Pleasseatbssica.

O Now, how can | help yo Right, Jessica. OI need some

information.

O Fine. And call me Miles. O Lovely...Miles. O e¥ What about?



HIGHLIGHT 33

Frequency Adverbs

always usually often generally
sometimes occasionally rarely never
PRACTICE

Lindsay works at an employment agency. She's anglyse habits of
people she has interviewed. Please fill in thesgafh words from the list
above. Use each word only once and remember #rerseveral possible
combinations.

Ted Rye visits Linda once a month.He visits her.
Charles Canson enjoys football. He watches it.
M ary Dean goes to the cinema once a weeBhe goes.
Adam Apple is a vegetarian. He eats meat.
Annie Stepp lives in LondorShe visits Hyde Park.
Rod Lord is a journalist. He appearson TV.
John Sulton drives a BMw. But he takes a bus.

Ginnie walls is quite punctual. She arrives late.




HIGHLIGHTS 34

Clothes
blue jeans jackets trousers suits T-shirts  ties
raincoats underwear  skirts sweaters panties socks

Adjective Order

It's a long dark green woollen skirt.
They're small light brown nylon socks.

PRACTICE

Margaret Is writing a purchase order, but her wortbpessing program
doesn't work properly and it has disorganised adr Iphrases. Please
organise them for her and write the numbers in gord

l \ 221 dresses polyester pink  short

# # =

45 leather  brown size 10 light shoes

312 woollen blue and white  pullovers long

B
C
D

22 grey dark small blouses  cotton




HIGHLIGHT 35

Frequency Adverbs

always usually often
generally sometimes occasionally
seldom rarely never
PRACTICE

Please answer these questions about yourself.ablselverb of frequency
in each answer.

What time do you get to work?
9 %9

What's the first thing you do when you arrive atiydesk?

Do you work non-stop through the morning?

Who does your photocopies?

At what time do you have lunch?

O O1 ~ W

Do you ever meet customers?




HIGHLIGHT
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Simple Present & Present Continuous

Christina and Trevor usually talk about work whikeey meet,

but today they're talking about politics.

PRACTICE

Vivian is a financial adviser. She has some busim@&®rmation on her desk
and she's looking for explanations. Please linkepgece of information with

its corresponding explanation.

A The dollar is rising...

ﬁ Japanese imports are increasing...

C Sydney Rubber Company's employees aren't warking
ﬁ Inflation is growing again...

E Tecno Corp. are spending aloton R &D...

Motorway Inc. are re-organising their technidapartment...

1 thanks to a bilateral agreement with European exporters.

due to the fact that American interest rates are high.

3 because the company doesn't want to increase their wages.

as a consequence of problems with their engineers.
5 because economists don't know how to control it.

ﬁ because managers want to have a new product every year.




HIGHLIGHT 37

Directions

Do you know where the quality control department $?
Could you direct me to the quality control department?

Leave the office through the front door.

Turn right along the paved path.

Walk on for about ten minutes.

Walk along the corridor up to the second green.gate
Cross the hall and go up to the third door.

PRACTICE

A foreign client has visited your company and wai@u to explain how he
can get to the nearest airport. Divide your exyaltion into 8 simple steps.

T
X
v

99 9

oO~NO O, WDN P
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1

Adverbs
good well careful carefully
hard hard slow slowly
fast fast lucky Luckily
PRACTICE
Look at the example and complete the blank space
A. Wendy dances perfectly. 1 9 dancer.
B. Anthony speaks well. speaker.
C. It prints silently. printer.
D. DHL transport goods fast. transporters.
E. Nick drives carelessly. driver.
F. Sam and Enid work hard. workers.

Transform these adjectives into adverbs. Pleask & the examples at the

top of each column.

sow # lucky careful

9

bad

happy
beautiful

noisy

successful
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How Much How Many

How much wine? How mdmarrels?

How much room? How maontainers?
PRACTICE

Ann and Giselle are preparing their company's cosriee room for the
presentation of a new computer program. Ann'sreglsome questions.
Please writemuch or manyin the gaps.

How sheets of paper shall | leawsaoh place?
Just three per place, Ann.

How bottles of water will these peapiek?

| can't knowthat! Let's put a bottle every five places.
How coffee have we got in the potselB?
About four gallons | guess.

Sorry, but how pints are there talbbg?

Eight. Didn't you study that at school?

No. | studied metrical. Now, how people coming?
Seventy-five.

Good. Then, how pencils shall wedr@ant?
What do you think? Seventy-five, of course!

Right. And how information can thisgram hold?

OPOPOPOPOPOPOP

Which program? Oh, our new product. I'm affadidn't know!
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Parts of
a Business
Letter

Your boss, Lenny Stuart
Hill, has left a note with
the following
information. Please
organise it and write the
letter  following  his
directions

To: Morten Ramboll
Danish Wood Exports
Bredevej 7 DK-2837
DK-2837 Virum
Denmark

Message: "Thank  Morten

for his last fax. Tell him his prices
are too high but there's a
possibility for Danish  furniture
if he can finance exports of
chairs, beds and tables for &
year. Send him my regards, etc."

& Stug,,

=~ Antiques

¢
S ‘S

-
]
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Past Tense of to Be

| was We were
You were You were
He /she /it was They eane

PRACTICE

Please writavas or were in the following sentences.

A. Peter # a very good E. Charles, Claire and Lynn
salesperson university students.

F. This company

B. | a manager but
nearly bankrupt last year.

now I'm an assistant.

G. The balance sheet

C. Th in ch
%Y ——— nenage ready before lunch.

of sales last year.

H. All the managers

D. Silvia away on )
present at the meeting.

holidays for six months.

Please writewasor werein the following paragraph.

Many years ago,# _ the Chief Executive Officer at Exmouth Pic,

a building company. | in charge of magdig@business

and reporting to the Board of Directors. Ldterg avery

strong recession in England, so all the managang te

forced to leave office. Then | unemplogedriore than

two months, so my wife and | decided to startwarlausiness. We
very successful from the beginning smarh |

a CEOQ. agan, but at my own company!
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Please link these four columns.

Interviewer Applicant

How

Can

to meet you. Yes, of course.

How \A old are I am one

many you? 22 worker.
What studies do I Business
you studied Administration.
have?
Pleased workers There is years
are there only old.
under your

responsibility?

you start work ~ How you do?
next month? do

2

Please order these sentences

1. I yesterday was at factory the.
# 9

2. manager the was not here.

3. were we for that meeting  ready.

4. not it possible was to finish it.
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3 Please look at the words connected with intervigwin
the list below and fill in the missing verbs or nsu

Assist '
Meeting
Manage
Worker
Manufacture
Dismissal
You need an assistant at your job. Please writacior
the local press.

Position Needed:

Experience

Quialifications

Offered

Salary

Conditions
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Negative Sentences with the Past of to Be

I wasn't
You weren’t
He wasn’t
She wasn't
It wasn't
We weren’t
You weren’t
They weren'’t

here yesterday.

responsible for those mistakes.

a good student.

my boss.

a very good idea

very successful with our new plan.
in charge of sales.

in Rome last September.

READING

Please read Anne's notes on these candidates &pdist of sales
manager at Riversoft's factory in Leeds.

Ted Rye

Personal Data:He's a single
man in his forties. He's
unemployed now. He's
Scottish but has lived in Leeds
since 1972.

Education: Mr Rye has a
Marketing Degree and an
MBA. He can speak several
languages.

Work Experience: He was
the England and Wales sales
manager for Boo Shampoo
until last year.

Ginnie Walls

Personal Data: She's a
married, middle-aged woman.
She’s also a keen athlete and
swimmer.

Education: Mrs Walls has a
degree in Psychology and in
Computer Science.

Work Experience: She
currently works at Marks &
Spencer in Birmingham. She's
also the assistant President at
the West Midlands Women'’s
Athletic Society.
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notes on the applicants. Then write some

] Please look at the previous page and read Anne's
information about yourself and your background.

Personal Data

Education

Work Experience
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2 Please complete this chart with the
affirmative and negative forms of the
present and past of verb to be

I

You H

He, she, it

We &

You

They # &

elements of these sentences, as in the

3 Please link and order the different
example. There are four sentences in total.

_increasing production All our Hta .
The boss and th@() present at the meeting. C:@

:
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Questions & Answers with Did

Did you go to Buffalo last year? Yes, | did.
Nalidn't.
What did you do after the party?  We went to a disco
Waeldit do anything special.

PRACTICE

Please read this conversation between an auditdramanager. Fill
in the blanks with these wordsho, which, what, whose, how, why,
when and where

A do you do? A: Really?

I'm Dermot Star from| did you go last week?

Internal Auditing. M: To Las Vegas.

M: Nice to meet you.| A: And, did

Luke Steiner. you go with?

A: Well, may | ask you| M: With  my

some questions? secretary. We had a

M: Yes, of course.| meeting at the
are they about? Flamingo hotel.

A: Oh, nothing important| A: did you

Just general questions. leave for Las Vegas,

Now, tell me. i§ Mr Steiner?

that Alfa-Romeo parked M: On Friday moming.

over there? do you want to

M: one? Ah, the know all this?

red one. It's mine. | travel a A: It's my job, sir. I'm

lot. an auditor!
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1 You're a salesman at Britsoft. Your boss is askiou
some questions about your travelling expenses.

1 How many clients did you visit in your trip taffornia?

# =9

2 How much did you spend in restaurant bills?

3 Allright. Could you speak to Warren BedfordHasadena?

4 Uhuh. Now, why did you fly first class insteadleconomy?

5 OK. Then, when did you arrive to Orange County?

6 Why did you stay at the Hilton and not at thdi¢ty Inn?

7 Did you go to San Francisco?

8 What did the people at Microsoft say?

9 Why did you spend more time at Malibu Beach th&ilicon Valley?

10 Fine. Now, when exactly did you arrive backret office?
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must (1) decide whether to usid or do in each

2 Please read both these questions and answers. Yo
guestion and (2) match each questions to its answe

A. Did / Does James 1. It wasn't simple. You had to switch
generally travel to his job by on the engine and wait until tension
car? was high enough. Then you connected
B. Whendid / doyou meet the fan.

Lauren? 2. No. He usually catches the

C. How does / didthe underground.

machine operate? 3. No. She was quite a difficult

D. Ddes / Didchristna person before. She’s much better now.
always behave the same 4. An Apple computer. We used it
way? until 2005.

E. Which computedid / do 5. At a convention in Nevada. It was
you use? a cold, rainy morning.

Please read this dialogue and write in the missiagps.

0. I'm Police Officer Jones. Pleased to you.

F. How do you ? How can | u?yo
0. I've come to some questions abolRékrson.
F. Sure. Go ahead. Would you like to down?

O. Thanks. When did you last him?

F. We on Wednesday for coffee. Why?

0. He's disappeared. We don't wherg he
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Past of Irregular Verbs

To be was / were To do did

To go went Totell told

To have had Tosell sold
PRACTICE

Please translate the words writtenbold type

I'm sending you thisnemo as asummary of my investigation.
The audit was ordered by Lady Amanda Grey, who will also
receive a copy of thigport.

Miles Peterson authorised tloan operation although Ms Punt

didn't supplyproof of salary or otherincome.

memo
report
salary
credit

file

She didn't pay back any of thestalments

Thecredit officer didn't check her credit history and theras no
information regarding collatergliaranteesin her credifolder or
in our bank's computétes.

Ms Punt was convicted faax evasion and for fraud. She didn't

have a job and her onlgssetswere abankrupt  shop and a
mortgagedhousein Reno, Nevada.

summary dit au
loan roop
income Idefo
instalment tax
guarantee asset

bankrupt shop mortgaged house
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1 Please link these four columns. There are several
combinations, so read every column before you.start

Nobody was the when | started the
answer computer.
The goods went to Paris to the problem.
The printer had the invoice via Rotterdam.
The accountant did 1,000 after the sale.
The manager told the workers units in just three
days!
This salesperson sold beside the that salaries would
monitor not increase

Please ask questions for these answers.

N

| went to visit Mary

| had a portable computer.

| went to see an important client.

He sold it because it was too big for him.

o b W DN -

Alex told me the whole story.
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client requests a credit to expand his factoryeaBe
write a memorandum explaining why your bank o
grant him the loan. Pleasettryuse some of the
vocabulary from the previousiaty.

You are a credit officer at the Grey & Grey Bank. A

From: To:
Siject:
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7° s
Figures
100 one hundred
145 one hundred and forty-five.
1,000 one thousand
1,550 one thousand five hundred and fifty.

1,000,000 one million
9,987,202  nine million nine hundred and eighty-
seven thousand two hundred and two.

Decimals
0 oh; nought; zero
1.1 one point one
1.05 one point oh five; one point zero five

PRACTICE

Please read these numbers and tick the correct spelling.

308 Three hundred and eight.
Three hundred eight.
17 302 Seventeen thousand three hundred and two.
’ Seventeen thousand and three hundred two.
76 600 Seventy-six thousand and six hundred.
y Seventy-six thousand six hundred.
3 464 Three thousand four hundred and sixty-four
’ Three thousand four hundred sixty-four.

Ten and five.
10 . 5 Ten point five.
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Please link these four columns.

Buyer Salesperson
What must we No, so that comes
pay in advance? we can’t out to a total of
$ 910,000.
Does is the At
interest least but not property
rate? 10 %, taxes.
How that It which
much include includes works out
taxes? VAT to $91,000.
What is the It's but we
price for $91,000 believe it will
the whole per come down.
building? floor /
but we think
Can you give Now it's the G&G
us a loan? 9% Bank could.

Please write these numbers

3,454

178,941

1,308,804
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3 Please look at this dialogue between a real-estate
salesman and his client.  Fill in the missimgs.

We work with the G&G Bank. You could talk tceth.

Al = 9 99 ?
B: Certainly. Hereitis. Itis placed on thghtin floor, facing the park.
A: ?
B: It's exactly 4,000 square feet including thicday.

A: ?
B: its 250,000 pounds plus VAT.

A: ?
B . Yes. Our bank can give you a mortgage for Ufbt® of the price.
A: ?
B: 187,500 pounds. We can lend you up to this amou

A: ?
B: Cash. The remaining 62,500 must be paid cash.

A: ?
B: Of course. The bank can give you a lease ifpyreder.

A: ?
B: | think they'll be able to grant you a twelveay lease.

A: ?
B: Monthly instalments would be around 2,500 paueach.
A: ?
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Mathematics
8+3=11
+ plus Eight plus three equals eleven.
- minus 3-1=2
Three minus one equals two.
X times 2 x3=6
Two times three equals six.
~ dvidedby 4:2=2

Four divided by two equals two.

nN) N N

")

th

th
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©

Please match the questions to their replies.

What collateral guarantees

can you offer us?

Why do you need financing?

What's the rate?

Where is you company plackd

Could I see your balance

sheet?

Who's responsible for the

Sales Department?

When do you need the money?

How's business?

Do you have any other assets?

It's 11 %.

We've got a cash
tsis
Sure. Here you are,

We can offer you ou
Lomdoffice.

It was better last
ryea

In Bath.

Dale Stewart Jr.
Yes. Our Stratford

afddtton factories.
Right away.

=

Q)

Please write out the prices of these goods at a

computer shop

Printer £132

Diskette $ 0.82

CPU $1,578

Monitor £ 221

Mouse

$22.75
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Adam Apple is asking his banker for a loan. Plefken the
gaps with the words below. Each word is usedy once.

performance equal loan premises balance budget

times plan rate exactly rents interest

expenses credit photocopies amount papers

B: Weneeda to buy an office in  iKgias.

G: OK. Could you please tell me the exact

B: Its 250,000 pounds. We amnh(pg
and as are so high we've dmlday
But 250,000 is the limit of our

G: Could you show me both your sheet and

of the office, please?

B:  Herethey are. | brought of bathme.

G: Thanks. Let's have alook...assets around,GQD0
pounds...liabilities...5,000,000 pounds$waeth
2,000,000. Your company has a very
good :

B:  Thanks. Here's the plan of the

G:  Well, allthe seemtobein ordehese
will be no problems. The interest il be/9%.

B:  Then, how much must we pay every month?

G:  It's 250,000 pounds plus 1 % Sfighie

interest comes out to 275,225.
B:  Would that be the total ?
G: Yes. Including charges and it would

monthly instalments of around 1,800

pounds each.
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Past of Irregular Verbs

Infinitive  Past Infinitive  Past
be was /were  do did
wake up woke up make made
have had go went
spend spent leave left
take took meet met
speak spoke fly flew
eat ate drink drank
write wrote buy bought
think thought say said
give gave sleep slept
read read come came
PRACTICE

Please look at the list of verbs above and chobsettyou find most
difficult to use. Then write one short te@ge in past with each.
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Please write the past of the verbs at the top aufhe
paragraph in the gaps

spend take have fly drink wake up leaveet

L orna is a sales representative at Riversoft Ince lls

cost-control software  specially developed fohne
building industry. Last Friday she an
appointment with a builder in Chicago. She

early and prepared a simple breakfast. Then she
her house and a bus to thartair
From there she to Chicago, where she
her client. She had a small handswagd

a Coke at Burger King. Lorna

the afternoon working ona program her clieggded.

go buy come give

Sﬁe back to New York in the eveningherm

she some fish at the supermarket and
it to her cat. Later, she invitegl Bister to

dinner. They to the cinema afterwards.

read speak eat sleep write

On Saturday  Lorna some letters and

to her friend Lisa on the phone. Lmsated

her for lunch. They Chinese food, hedca
movie and poetry to each other. Lorna
returned home at midnight and until naom
Sunday.




\Y
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ACTIVITIES 47

Please think about last week and write a repoxvbat you did
at yourjob. If possible, use the verbslgamned in this unit.

onday:

uesday:

ednesday:

hursday:

riday:
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Question Words

What who whose how when why which here

PRACTICE

Please complete these questions

1.
2.
3.
4.
.
6.
/.

What $ ?

| think the best decision would be e a new manager.
Who

| don't really know, but both Wendy and Araleee efficient.
Whose

The red Ferrari is Giselle's. The blue Rageknthony's.
How

The European economy is better now thanyksest.
When

Between seven and eight in the evening.

Why

Because bonds are a worse investment thaessha
Which

| think Milton Keynes is the best site foraew factory.

8. Where

Henry travelled to Singapore last Wednesday.
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Please look at these verbs and nouns:

VERB NOUN VERB NOUN VERB NOUN

supply supply develop developgmen organise organisation
research  research invest investment reduce reduction
gain gain improve improvement  apply application
work work appoint  appointment automate  automation

Now read Anthony Smith's speech about Riverptdts for
next year and fill in the gaps with wordsnirthe list above.

"We will $ 3,300,000 in
robots in order to our
Leeds manufacturing plant. To obtain
funds our company will
for a loan with the G&G bank. At

the same time we will a
new manager for our
and development department, because
we are planning to costs
and productivity."
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3 Imagine that you're a reporter interviewing Erica@stone,
a famous singer. Write the questions far answers.

R: N # ?

E: I'm pleased with both the record and the video.

E: EMI. The recording was made in New York and tlieg was
filmed in London.

E: The compact disks were manufactured in Korea.

E: Our show in Hannover last week was very good.

E: After that we spent a few days in Rotterdam.

E: Then we flew to Miami, where we started our Aitan tour.

E: Because | have many fans in Miami.

E: All the critics wrote very good reviews on thewg.

E: My opinion on Rob Lord is that he doesn't knowhiang about
music. He's the worst critic in the wholerla!
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Do in Affirmative Sentences

Wedo have French bread.
Shedoes prefer Californian wine.

Thulgt agree to our plan.
Petdoesunderstand you.

Questions & Answers with
Countable & Uncountable Nouns

ncountable
nouns:

U

Possible questions

Have you got any money?
Have you got some money

How much money have you got

Possible answers

| have no money.

| haven't got any money.
I have a little money.

| have some money.

| have much money.

| have a lot of money.

~

ountable
nouns:

C

Possible questions

Have you got any diskettes?
Have you got some diskettes?
How many diskettes have you got?

Possible answers

| have no diskettes.

I haven't got any diskettes.
I have a few diskettes.

| have some diskettes.

| have many diskettes.

| have a lot of diskettes.
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1 Please fill the spaces with
a little, a few; much or many.

Adam and Barbara are talking at Anthony and Gasewedding:

B: Adam, | think you're drinking too
whisky.
A:  Why do you say so? I've only had three glasses.
B: How glasses did you say?
A:. |said I've only had three glasses.
Andrea and Wendy are sitting near the danoer fl
W: Anthony's looking very handsome in that suit.
Do you know how he paid for it?
A: Only dollars. Because he didn't
buy it, Wendy. He hired it.
W: Oh! And Giselle? How did she
pay for her dress?
A: ldon't know. Butitlooks cheap. It has
artificial flowers and
natural flowers, so | suppose it wasn't expensive
W: Well, would you like some sandwiches and

beer, Andrea?

OK. But only sandwiches and
beer, Wendy. I'm on a diet and
| can't drink or eat a lot.

W: But you're not fat! You're only
overweight!

A: No. | am very fat. | have too
pounds on me!
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.2 Please ask questions usitgpw muchor how many

7

| need about twenty.

Two litres and a half, please.

There's very little glue.

Just a few.

M QO O T Q©

It's exactly 30 pounds and 50 pence.

[o%]

Please insert a circle() for “do’ or a tick ( ) for

I “does in the appropriate place to show emphasis.

I I I believe he is a teacher but | don’t
think he’s a professor.

I I I In my opinion, Mary live in Croydon
and not in Hammersmith.

IV Our company sell electronic
components. Who said the contrary?

V It isn’t a good idea to say that
you think your boss is not clever.

VI Cynthia prefer Industrial
Relations to Public Relations.
The coffee machine work

today. Who repaired it?
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Possessive Pronouns

Mine yours his hers ours unm theirs

PRACTICE

Now please complete this conversation by usingyepessessive
pronoun once.

There's a meeting taking place at Motorway Incéadqguarters. The
bridge they were building in Portugal collapseddrefit was finished.
Bill Brick, the company's president, is now talkioghis employees

Bill: As you know, our bridge collapsed last week antteve
here to see  who was responsible. Sid, you imerharge
of construction work...

Sid: Yes, | was, Mr Brick. But my team made no mistake
We just followed Dan's instructions. He's the iragr.
Responsibility is not . tis
Bill: OK, OK, Sid. You say the mistake was not
Now, Dan, you're chief enginee

Dan: That's true. But the mistake's not Sue
designed the bridge. Responsibility is
Sue: What's the matter with you, Dan? Are you crazly?
designed a very safe bridge. Now, if the strudtura
calculations were wrong...

Dan: Sharon and Kathy made the calculations. Maybe the
mistake was

Bill.: What do you say, girls? Was the mistake
?
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Personal Obiject Possessive Possessive

Please complete the chart below.

Pronouns Pronouns Adjectives Pronouns

Now look at the sentences below. In each sentérece t

is a mistake. Cross off the wrong word and repliadsy

one from the chart above.

A. These programmes 91*6 my and those are yours.
B. Us cannot be responsible for their mistakes. L
C. Theirs machines are more expensive than ours. |
D. | can’t understand why you didn’t come with they(
E. Do not pay any attention to her or to he. §
F. Yours workers are not better than mine. L
G. Hers computers are made in Taiwan. Not ours.
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Please write the past or infinitive of these verbs

Infinitive Past Infinitive Past

$

H

4 Alison Powell has just arrived from another interoatl trip and
her boss is asking her some questions. Please arnbem using

verbs from the list above.

1. Could you fly to London, Athens and Moscow,yasi had planned?

2. Did you have time to meet the Secretary Gelhefahe United Nations?

3. What did he say about our program for develgptountries?
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Pronunciation of Verbs in Past

Transferred received opened lived
ordered arrived phoned confirmed
Debited expected needed attended
subtracted tested added landed
PRACTICE

This is a page from John Dunn's diary. He had gy weteresting day
yesterday, so he wrote down everything that hagpémenim. Please
read it in a loud voice and check your pronunciataj the verbs in past.

8.00 Arrived at the office.

10.05 Received and attended to a visitor fronyltal
1155 Contacted supplier No 3456 and organisedetinge
1215 Phoned my girlfriend and invited her to lunch
14. 10 Returned from lunch. Confirmed meeting \sitplier.
16.00 Started trials on machines series 22/2.
1610 Injured my left hand with machine 22/2-5.
1630 Arrived at the hospital.

1640 A nurse called Bridget Oats cured my finger.
17.00 Invited nurse Oats to dinner.

1900 Dined and danced with Bridget Oats.
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Please look at the words in the list below and lboth
columns.

Bank Statement of money received and pai.
Transfer Establishment for custody of money
Confirm / Corroborate or ratify.
Debit / Opposite of Credit.
Order Send from one account to anothe.
ACCOUHt/ Instruction to pay money or deliver goods.

Please write a short summary of what you did yelster
N\O“{‘“%
@ 23 $ 9
oo®
e
N
A\
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Please write in the missing verbs.

T:  Kitty Delivery Services. Tracy Shaw speaking.

C.  Tracy,| a problem with a delivery.

T. What it, madam?

C.  Welll your company to sendaaket
with a demo video to Kowloon, but it never

T. Could you me your name and the

delivery address?

C. Certainly. My name is Lindsay Arrow.
I the packet to Tsui Inc., Albion
Plaza, 2 Granville Road, Kowloon, Hong Kong.

T. Yes. We your credit card on 15
June. $ 223 for a person-to-person
delivery in Kowloon, Hong Kong.

C. Well, the problemis that the peopleTati Inc.

say they never the video!
T. Couldwe the address once again,
Ms Arrow?

It's Tsui Inc., Suite 222, Albion Plazaauille Road.

Well, the details are all right. Baybe there
a misunderstanding somewhere. Don't
madam. Well Hong Kong
and them what happened.

If the video islost, will you refund/mmoney?
Of course, Ms Arrow. It our rsta
Well, thank you very much, Tracy.

Not at all, madam.

=0

2030
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Question Tags

You usually stay at the Savajon't you? You don't like roast bedd, you?
He enjoyed himselflidn't he? He didn't hareaccidentdid he?
She was going to hire a carasn't she? It wasn't your fiawas it?
It had already been arrangéddn't it? She hadn't visited Glasgbagl she?
We could be wrong;ouldn't we? We couldn't swim thergould we?
You can drivecan't you? You daspeak Frenchgan you?
They will visit the factorywon't they? They won't interview Rickill they?
PRACTICE

Please cross off the wrong question tags.

1. The Belgian economy won't grow this yeall it? wgn't it?
2. You forgot to turn the printer offdidn’t you?  forgot you?

3. Sheila had started work late that mornivgl she? hadntshe?
4., The manager calculated overall casid,she?  didn’t she?
5. We could organise another meetinguld we? couldn’'t we?
6. Mary Beth Jones can't type properlgan she? can't she?

7. They didn't profit from this operationdidn’t they?  did they?

8. It wasn't our responsibility in the endias it? wasn't it?
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Please write the missing question tags.

Ginette and Robin returned from their honeymoorEngland and
Scotland last month. Now Ginette is at her offa&ing to Jack, a
friend of hers.

J: Welcome back! You enjoyed yourselves in Lando ?
G:  Yes, of course!

J: You usually stay at a hotel near Marble Arch, ?
G: No, Jack. This was our first trip to England.

J: You flew with Canadian, ?

G:  Yes. Andthe plane landed four hours behintedule!

J: But Robin's aunt was expecting you for tea, ?
G:  Yeah. Inthe end, we arrived for dinner.

J: Then you travelled to Wales, ?

G:  No. We visited Scotland—and we loved it!

J: You were going to hire a car, ?

G:  Yes. We drove all the way north from London.

J: You didn't have any trouble driving on the lef ?
G: No. We soon got used to it.

J: Now, you didn't have any accident, ?

G: I didn't—but Robin did! He crashed into aetre

J: | suppose it wasn't his fault, ?

G:  No, it wasnt.

J: You would like to return to Great Britain, ?
G:

Of course | would. It's been the best holitheg ever had!
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2 Please organise the verbs below into two columns,
according to the pronunciation of their last aylle (-ed).

Ordered transferred debited received opened  expected
combined attended needed phoned Vvisited loved
rested started  arrived landed postponed invited

I Please fill in the gaps with verbs in past.

Last year my boss and | on a business
trip to New York. We an appointment
at 10 at the World Trade Centre. We
the hotel at 9 and a taxi. The driver
us it was only a 15-minute ride from
our hotel, but as we crossing 5th
Avenue the taxi an accident. |t

into an ambulance! We
to wait for the police. So we ot
meeting late.
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Word Order
Adverb of time subject auxiliary verb frequency
adverb verb direct object indirect object adverb
of manner adverb of place adverb of time

In the future you will be able to play golf withuoson at the club
every day.

PRACTICE

Please organise these sentences.

1 . often their own objectives / managers  set.
2 . should never invest in shares

we before a recession.
3 . stock prices reflect usually

the economic situation quite accurately.
4. with his brother's money shares buy

at the New York exchange market  George

before the end of this week is going to.

5 . gives Riversoft's Sales Manager  every morning

the General Manager  areport on sales and stock.
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1 Please read about these two companies

TECNO CORPORATION

Tecno Corp. is based in Silicon Valley, Californidbelongs to Eton Oll
Company and to Mr Trevor Cutts— Tecno's currenti@inn of the Board.
The corporation is organised into two large divisipwith a vice-president

at the head of each division.

Vice-president for Sales Vice-president  for Production
Sales Marketing R&D Factory
Manager Manager Manager Manager

A&B ADVERTISING COMPANY

Adam & Eve is a small, private company with onlyotpartners. Eve

Bronson, the larger shareholder, is also the cogip&hief Executive

Officer. Adam Apple, the minor stockholder, wotlath as the firm's
Managing Director and Public Relations Official.
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2 Please use the information on Tecno Corp. and A&B
Advertising Company as a model to describe pour
company. First write a short description ahén
draw your company's chart.

COMPANY NAME
CoMPANY DESCRIPTION

COMPANY ORGANISATION CHART




HIGHLIGHTS

o4

Will & Shall

| shall come out with
George.

They won't sell their
production.

Be Able to

She will be able to
manage the problem

They won't be able to
pay back their credit.

PRACTICE

Imagine that you were paid a $ 10,000 Christinasus at your job.
Write all the things you would be able to do aneé things you

wouldn't be able to do.

1. I would be able to travel round Europe but
{ia $ 3 ia
2 . | wouldn't be able to take over a multinatiooatporation but
3. | wouldn't be able to buy a Rolls-Royce but
4. | wouldn't be able to start my own business but
5. | would be able to spend three months at a $¢haddS but

6. | would be able to fly to New York on the Conge but
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1 Please link each verb on the top with three wonds o
expressions from the columns below.

take over step up hire market invest

Jububuobbobbbud

a. consumer products b. research C. a department
d. innovative services €. a process f. a company
g. in shares an organisation I. an engineer
J. inthe stock market workers l. an assistant
m. a new line in bonds 0. production

5 N

2 You're a journalist at The Wall Street Journal.ede use the
future tense (shall & will) to write a very shontiale on
investments. You can use some of these verbsoand:

togoup togodown togo public to build to earn
gold bond recession agreement stock share

(O( #




ACTIVITIES

o4

3 Please link these sentences.
O 1. Consumption per head

IS rising
@ 2. We must invest more

iNR&D

Q 3. Advertising expenses

will certainly decrease

A
B

C.

Q 4.  We must step up D.
E

F.

G.

production by 5 %

Q 5. Company value should

increase

Q 0. We won't be able to

raise salaries

Q 7. We won't find a solution

to our tax problems

unless productivity
s

as a result of
highsalaries.

to be able to
retriew products.

as soon as our new
pate approved.

until we hire a new
sultant.

if we change our
raye

in order to supply
tharket.

4 Please complete this chart with information conasgn

your company.

Company Name

Field

Brand Names

Products

Nationality

Employees

Market Share
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Telephoning
When answering the phone
Hello. 398 96 12.
Sydney Rubber Co. oulg speaking.
Paul Lewis. Can | help you?
Extension 103. Wesley Garage. Good morning.
When asking for somebody
May | speak to Chris? I'd like to contact Ruth.
I'd like to talk to Andy. Couwjau put me through to Sid?
Is that you, Karen? Gan connect me with Cindy?
Is Maria May in? | must get in touch with Ed.
When somebody's not available
| think he went out a minute ago. He's not in today.
He's not available now. They're at a meeting.
She isn't at her desk right now. His line's engaged.
He's busy at the moment. She's on the phone now.
When connecting somebody
I'll connect you. Could you connect him?
I'll put you through. Couldu put her through, please?
When asking somebody to hold on
Hold on, please. Can you wait please?
Hold the line, please. Could you wait a moment?
Some other possible questions
Could you spell that? Cowtdi ask her to phone back?
Where could | reach him? Pardon?
Could I leave him a message? Can youwsplespeat your name?
Do you know where she is? Is he going to take long?

What's her extension number? When will they be back?
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1 In this dialogue there are expressions which aré no
suitable for a business telephone conversati®fease
cross them off and replace them with the corneotds.

Speak.

| want to talk to Sid. |

Who are you?

What?

Give me your name.|

| am John Jones.

Wait.

Please use expressions from the list on the badki®f
page to write two short telephone dialogues.

N <>P<P>P<>L
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3 Please match these questions to their replies.
Sorry, could you spell it~ 223

May | speak to Guy, please? Roy Fincim Glaxon.
Could I leave a message? Smithid Smith.
Pardon? Sorryt be's out.
What's your extension number? A-T-K-I-R-8l
Who's calling? Surel dét a pen.

q Please put this dialogue in the right order.

A. Yes. Could you putme F. Myname's Legg. Louis

through to Mr Leonard Legg.
Henderson, please? G. No. To his son, Johnny

B. No. Could you give him Henderson.

a message? H. Of course. Just a

C. Oh! Is he going to be minute, please. | need
long? some paper.

D. Thank you sir. Do you |. Sorry, but Johnny's
want to speak to Talbot busy at the moment.
Henderson? J.  Who's calling, sir?

E. Hendersonand Son.Can K. | dont know. Would

| help you? you like to hold on?
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Letters
Salutation Complimentary Close
Dear Sir Yours faithfully
Dear Madam or Yours truly Best regards
or
Dear Mr Jones Yours sincerely Kind regards
Dear Ms Pat Boone or
Regards
Dear Elise Yours

Two-word & Three-word Verbs

Look forwardto gointo come back look into
pay back take over hand over lay off break into
look for pass through hold on put into.

PRACTICE

Please link these columns. Pay attention to thaekbtpaces.

Look forward a company.

Take a worker fo

Lay over to something nice
Pass the call off

Look through something lost
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1 Vivian Walters is a financial consultant. Thi®rning
she's had eight phone calls and a visit. She wrotes

about everything on her diary. Please fill in thiank
spaces with verbs from thedisthe back of this page.

Told George not to stockhey're

too risky in the current economic climat
Peter asked me to my report to Mary.
Advised Christina Jones not to ranye money
her factory in Manaus.
George phoned back. | repeated that he must
safer investments.

Mark Stewart asked me to small

high-tech companies. | don't know wheistplanning...
Sue called. She believes Motorway Inc. will diay

more employees.

Mummy came. | told her to th&o

office at 12.30 so we could go shoppoggether.
Phoned Malcolm to tell him that C.C.H. are plagrto

Boo Shampoo Ltd., dlgamaily firm.

Told Mrs Grey to deny a loan to the Sun Hoted@r.

| believe they won't be able to it
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2 Your boss has written some notes for tarlgbu must type.
Follow the notes and write the letter using Usft as a model.
It is not necessary to write the date or ymmpany's address.

"To Jenny Ferguson, Computer Supplies Inc., 8 Oxford Street,
London W1. We haven't received the screens we ordered two
months ago, so we've decided to cancel the order (No. 355/G).
We will not pay for it. We also cancel order No. 553/L for 80
laser printers. Yours sincerely, etc. Bud Camper."
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Pronunciation

Telexed faxed kissed searched edask worked
looked walked picked talked heaked packed

Anybody Anyone Anything  Anywhere

anybody anyone anything anywhere

nobody no one nothing nowhere

somebody someone something somewhere

everybody everyone everything  everywhere
PRACTICE

Please fill the gaps with words from the list abhove

1. | don't know about computers.

2. Theo's company installs gas turbines in differen
countries. So he's been almost n theiworld.

3. understands this teacher.

4. must be responsible for theseataiglations.

5. So you can't find the chequebook! Have you éabk ?

6. This office is a mess! You must do about it now.

7. Is at your area pleased win thanager?

8. is worse than a stupid boss
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Please replace the words written ibold by either
anything or nothing.

A. Somethingseems exciting when you're bored.
B. Do you haveeverything interesting in this shop?
C. | understandnything about marketing.

D. | never believedomethinghe said.

E. Dpont doeverything until | tell you.

Please put these words in the right order.

1. imports / the European Union
from Russia diamonds
2 . usually developed countries  suffer
high unemployment levels  during a recession
3 . starts before 9 a.m. Jenny work
sometimes at her office with her boss
4 . advises Vivian her clients never
before an economic expansion to buy precious metals
5 . when the computer is overloaded always

this program terribly slowly runs
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3 Please complete this paragraph using the Simplsdhe
or Simple Past form of the verbs from the list belo

Supply ask educate start live get travel @ offer
contact have grant arrive control contract increase

Maureen Windermere was in England
but now in Perth, Australia. She
obtained her degree in Civil Engineering in 1985
and to Australia that same year because
a company her a contract there. But
when she in Australia the company that
had her went bankrupt and she was
dismissed.

Maureen then visited her bank and

for a loan to her own business. The
loan was and three years later she was
the General Manager of Shanty Shacks Ltd. a low-cos
constructor of wooden houses. However, her
company soon financial problems when
interest rates in the early nineties.

Therefore, Maureen had to sell her shares tadsuts

investors, who now Shanty Shacks Ltd.
However, she immediately Lorna
Lynn, a friend of hers at Riversoft Inc. (the
American company that software

programs for the construction business) and
their representation for Austrahia.
this moment, Maureen is very pleased.
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Pronunciation

Looked searched telexed closedprepared  arrived
checked watched faxed kissedordered received
turned controlled  harmed agreedtested attended
phoned cancelled confirmed studiediebited needed
Saying Yes
Yes right fine OK of course sure
agreed all right correct yea excellent done
PRACTICE

Please answer these questions with ten appropriateds or
expressions from the list above. Do not repeat angwer but
remember there are several possible combinations.

1. Shallwe start our advertising campaign now?

Your company's name is CGS, iSN't t?....ccceeeveeveeeeccrennnes

Will project Gamma finance tself? .......cooevevevccvercennnes

Have you closed all the doors? ...
Can you please tell Mary to type th|s reporL’? ..........................

©ONOUTAWN

10 Would you Ilke to join us for this prolect?. ........................



ACTIVITIES 58
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Please put a circle around the verb whose pronuiaria
in Simple Past differs from the rest.

remembered  arranged ed planned

wanted kissed specialised dismissed
approved believed checked supplied
directed guessed danced decreased
invested improved reported  landed
organised reduced supposed calculated
liked applied tried travelled
provided analysed used produced
phoned managed manufacturedked
signed needed remained stayed
rested automated launched rented
confirmed walked returned  happened

Please write questions for these answers.

Can ? _Sure.
Wil ? _Certainly.
Are ? Of course.
Shall ? Excellent.
Did ? Yeah.

Would ?  Right.
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3 Please write the missing nouns in these colummse U
your dictionary if necessary.

|

Agree Organise
Contract Divide
Finance Postpone
Merge Retire
Research Schedule
Propose Reserve
Transfer Benefit
Receive Debit
Contact Order
Estimate Discuss
Please read these lines on how to organise yourself
before you make a speech. Then fill in the gaipis w
appropriate words (e.g., then, third, last
of all, etc.)
decide your
objectives. search for

the material you will need to back up
your ideas. organise your
material into sections.

divide your speech into three or four
chapters. make sure
you have everything ready before you
start speaking.
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Must Neither & Either

You must wear a silk tie | have neither a soit a jacket.

You must wear a T-shirt. You must either \&esuit or a jacket.
PRACTICE

Please complete these sentences usgither...nor or either...ot

a. | believe Guy __ Virginia are
suitable for a managerial post. They're
both too inexperienced.

b. Alexandra can speak French
type, so we will not hire her.

c. We must decide today, so
Fox Ltd. Humber Inc. will get the
contract. They both fulfil our standards.

d. [I'll travel to Sydney by
plane by ship. There’s no other way!
e. Wendy Andrea were

absent on Monday. They were both here.

f. In my opinion, you must
suspend fire her. It was just a small
mistake.
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1 It's Linda's first day at work. Please give heme
practical advice usingnug & mustn't  You can

also use some of these verbs:

Arrive  smoke speak work use leave knock eat
interrupt sign deposit phone walk drink forget

a. B
b. B 9 8% 9 6
C.

.II

Please cross off the wrong words.

| don't need / Tim / Sue.

Tim Sue are old
enough to drive a car, because they're botleéfit.

S 2

C. English is the official language at
Spain France.
d. Wendy can go to France

to Spain. She hasn't got enough time for botmta@s.



ACTIVITIES

59

You are ill at home and you're now talking to your
secretary, Kay, about the things she must do today
Please write out the telephone dialogue.

Kay: 1 | *
You: * #
$ 9
Kay: A
You: 9 " 9 5 9
B 423 #
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HIGHLIGHT 60

Saying No

No

I'm not really keen on changing jobs now.
I'm not interested in changing jobs now.
It's impossible for me to change jobs now.
I'm afraid | can't change jobs now.
I'd rather not change jobs now.

| won't change jobs now.
| can't change jobs now.

A new job isout of the questionfor me.

PRACTICE

You're being interviewed for a job at a travel aggn
Answer these questions using affirmative expressi@ee
Unit 58) or negative expressionsdée the list aboVe

Is your English good enough for this job?

We need hard workers. Are you interested?

Would a salary of US$ 1,000 per month suit you?

Could you travel for at least two weeks a month?

Would you be ready to move to Chicago?
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1 Please write the missing verbs.
| Infinitive  Past | nflnltlve Past
wake up
drive make
spend go
take meet
speak fly
eat drink
write buy
give sleep
come tell
leave say
2 Please write the abbreviations of the expressiaisvb in
the crossword puzzle. Some answers are given as.clu
Down
Letter of Credit Memorandum

Company Enclosed Doctor
Value Added Tax

Research and Development
As Soon As Possible
International Monetary Fund

ACross

Long-term Corporation

Road  Chief Executive Officer
Managing Director Incorporated
Curriculum Vitae Limited Be careful! The definitions and thj

Master in Business Administratiog answers are not in the sam
order.
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3 Lindsay Arrow has sent you an e-mail offering yqakaas a
manager at the G&G bank. Please answer her esgju
politely, either accepting or rejecting her pasal
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